Illinois State University School of Social Work


CHAPTER 3
STANDARDS, POLICIES, AND PROCEDURES

SELECTION OF FIELD AGENCIES
All agencies considered for affiliation with the BSW Field Education Program must meet the criteria listed below. Agencies may become part of our field education program either by contacting the Director of Field Education to explore the development of University-agency collaboration, or through outreach from the University to the agency. The Director of Field Education assesses field learning opportunities at the agency and develops a Memorandum of Agreement with the agency (Form D) and a Field Agency Profile of placement opportunities at the site (FORM B). The criteria for assessing the suitability of an agency for field instruction are as follows:

· The agency's philosophy of service, goals, and objectives must be congruent with those of the social work profession and the ISU School of Social Work.

· If the agency is not a primary social work agency, it must demonstrate that social work services are fully integrated in the structure of the agency and are of high quality. The university will monitor students’ field placements to assure that the social work focus is maintained.

· The administrator of the agency must allow field instructors the time necessary for teaching (e.g., development and evaluation of student's assignments, preparation of teaching materials, instruction and supervision, conferences and participation in meetings and workshops offered by the University).

· The agency must provide a diversified learning experience that will prepare students for beginning generalist practice.

· The agency must provide adequate space, supplies, and clerical support for students during their placements.

· The agency must reimburse field students for travel expenses incurred to carry out field assignments at the same rate allowed for the agency’s staff. Travel expenses to and from the field agency is the responsibility of the student. 

· The agency’s policies and procedures must comply with the nondiscrimination policies of Illinois State University, the Council on Social Work Education, and the ISU School of Social Work. The agency must conduct its programs and personnel practices without discrimination on the basis of race, class, national origin, color, disability, creed, ethnicity, age, sex, or sexual orientation. 

SELECTION OF AGENCY FIELD INSTRUCTORS

Agency-based field instructors for BSW students have the primary responsibility for instructing and supervising students in their field placements, including developing learning assignments, providing regular instruction and supervision, and evaluating achievement of field instruction objectives. Agency-based practitioners interested in instructing field students submit a Field Instructor Profile (Form C) to the Director of Field Education. Field instructors must meet the following criteria:

· The field instructor for BSW students must hold a BSW degree from a CSWE-accredited program and two years of supervised post-degree experience or an MSW degree from a CSWE-accredited program. Potential field instructors with other qualifications should consult the Director of Field Education.
In cases where the day-to-day task supervisor does not have a social work degree from an accredited program, the Director of Field Education will work with the agency to designate a qualified field instructor from within the agency, in addition to the day-day task supervisor, to provide regular instruction and supervision that reinforce the student’s acquisition of the social work perspective and the student’s competence. If a qualified field instructor is not available within the placement agency, the Director of Field Education will designate a field instructor from outside the agency with the approval of the agency director (see “Off-Site and On-Site Field Instruction in Chapter 2).

· The field instructor must demonstrate commitment to their own professional development through professional affiliations, participation in continuing education courses, workshops and seminars that enhance and update practice skills, community involvement and leadership, innovation in service delivery, etc.

· The field instructor must be able to devote sufficient time to contribute to the student's field instruction by:
· Reviewing curriculum materials.
· Selecting relevant professional articles for the student.
· Developing field assignments to meet field instruction course objectives.
· Participating in the development of the student’s Integrated Practicum Learning Contract and Evaluation.
· Evaluating the student’s performance on the field assignments.
· Providing weekly scheduled instruction and supervision. 

· Meeting with the faculty liaison for scheduled field visits and as needed.

BENEFITS FOR FIELD INSTRUCTORS 

Working with students can be a rewarding experience in itself. Field instructors also find that working with students can open the door to other professional opportunities and experiences. Benefits that field instructors receive can include:

· The satisfaction of contributing in a highly significant way to the growth and development of new social work professionals.

· The opportunity to reflect on and develop their own skills as they help field students integrate classroom experience with practice in the field.
· The opportunity to meet continuing education requirements for professional licensure.

· Timely information on teaching possibilities and continuing education opportunities made available through the Illinois State University School of Social Work.

· Library privileges at Milner Library and use of computer labs on the Illinois State University Campus. (adjunct faculty only)

· Professional recognition within the human service community as a social work field instructor.

· Opportunities for networking and social interaction with other social work professionals.

PLACEMENT PROCEDURES

The Director of Field Education is responsible for securing and assigning students to agency placements. The director is available throughout the school year to talk with students regarding questions and concerns related to a field placement.

The formal process for being assigned to an agency placement begins months in advance of the actual field placement. Meetings are scheduled during the preceding spring semester for the purpose of informing students about the upcoming field placement events and answering questions. Announcements of these meetings are made in classes and via e-mail. A written schedule announcing due dates and events is distributed at meetings. 
All students must complete and sign an Application for Field Instruction and Statement of Understanding and Consent (FORM A) that indicates an understanding of the field placement process and possible penalty if time frames and other expectations are not met; commitment to the NASW Code of Ethics; understanding that background checks may be required and a criminal conviction may impede the student’s ability to gain a field placement or future social work employment; and permission to release reasonable information to field agency representatives in order to secure a placement. 
During the fall semester, an Internship Fair is held at which time representatives from agencies seeking field students are available to meet face to face. All students seeking a placement in the coming year must attend this event and talk with as many agency representatives as possible. Following the informational meetings, prospective field students meet individually with the Director of Field Education to explore their interests and agency opportunities. Prior to meeting with the Director of Field Education, students must submit electronically FORM A in the Sonia database(AND OTHER DOCUMENTS AS NEEDED.)
Information about possible field sites is available on the School of Social Work website at https://socialwork.illinoisstate.edu/field-education/undergraduate-field-placement/.
In order to proceed into a field placement, students must be in good academic standing. Students must have a grade of “C” or better in all social work required courses and a minimum GPA of 2.5 on a 4.0 scale for all courses taken at ISU. All incompletes must be removed before starting a field instruction course. Students also must provide the name of at least one social work faculty member as a reference. 
Many social services agencies require an extensive background check. If a student has a felony or misdemeanor conviction, of which an essential element is dishonesty, or a conviction for any crime related to the practice of social work, the student may be unable to move forward in the program. 
Prior to the meeting, students must submit electronically a resume to the Director of Field Education, via the SONIA datavase. A copy of the application FORM A and the student’s resume is sent by the School of Social Work to each agency (usually two or three) the student will interview with for a possible placement. Students are responsible for setting up interviews with agency representatives once potential field sites have been identified and posted to them.
Students provide written feedback to the Director of Field Education regarding their preferences, as do the agencies. The Director of Field Education then assigns students to agencies based on this joint feedback. All students must complete any additional agency requirements prior to starting in the agency. For example, a physical exam or TB screening is required by some agencies. A criminal background check is required by all child welfare agencies.

The School of Social Work cannot guarantee placement in an agency. The Director of Field Education will work with every student, however if there are limiting circumstances such as a felony conviction or unsuitability to the profession as determined by School of Social Work Dispositional Committee, an alternate career plan will be explored. After three attempts to place a student, the School of Social Work will no longer work with the student to secure a practicum and the student will be terminated from the program. 
For Students Considering an Internship in Your Home Community
The School of Social Work will assist students with the search process; however, it is the student’s responsibility to seek out placement options.  Once the student has located an agency (or two) that offers a BSW internship, provide the School with the contact information. Inform the agency that all placements must go through the School. The Director of Field Education will follow up with the agency representative.  Once the Director of Field Education has contacted the agency on the student’s behalf, the student will be informed as to the suitably of the program to meet all of the CSWE requirements.  If the agency is unable to provide appropriate learning experience and supervision options, the student will be directed to continue seeking another placement.  Please note, there are many agencies in the Chicagoland area that only offer internships to MSW students.
The School of Social Work reserves the right to place students in sections of SWK 394 and SWK 398.10 depending upon geographic location of an internship and to ensure diversity of student experiences.  The School of Social Work has the final say in all placements as well as the section into which the student is placed.  Students will remain in their assigned section for both semesters.
PRACTIUM IN PLACE OF EMPLOYMENT

Professional employment and learning are not inconsistent, but there are differences between the roles of student and staff and the balance between the goals of educational development and delivery of services to clients. In the interest of assisting students and agencies, the School has adopted a policy for the development of a field placement in the student’s place of employment. The policy is designed to insure the accomplishment of the educational goals and objectives of field instruction. 

As mandated by the Council on Social Work Education (CSWE), the School of Social Work does not award academic credit toward the BSW degree for life or work experience. A field practicum must be fundamentally different from a student’s work responsibilities and focused on expanding the student’s professional knowledge and skills. For an agency of employment to be approved for use as a practicum setting the following criteria must be met to the satisfaction of the Director of Field Education.
The student must have been employed by the agency for a minimum of one year and must be an employee in good standing.

· The agency has available either different programs or a different job position within the program that employs the student that will provide the student with practice experiences different from her/his current job. A separate learning environment should be established through one or more of the following means: (a) placing the student in a different program in the agency, (b) assigning the student to work with a different client population, and/or (c) having the student employ different social work intervention methods.

· The assignments given to a paid practicum student must be consistent with the learning objectives of the field instruction courses. Assignments must foster the progressive development of the student’s practice competence. This may mean lighter caseloads in the practicum than when employed, planned and varied work assignments, and/or additional hours above the normal work week to achieve the practicum requirements.

· The agency field instructor must provide a minimum of one hour of scheduled supervision weekly to the student. 

· The agency has available a qualified field instructor. This person should not be the designated supervisor for the work tasks that the student routinely performs in the agency. This is to insure in part that the student and field instructor are free to focus on the educational aspects of the practicum rather than the workload issues. 
If a qualified field instructor is not available in the employing agency, arrangements must be made through the Director of Field Education for field instruction from a qualified instructor from outside the agency. In such cases, the off–site field instructor serves as the official “field instructor”, supports the on-site day-to-day “task supervisor”, participates in developing the student’s Integrated Practicum Learning Contract and Evaluation (see FORM G), participates in evaluating the student’s progress, and provides weekly supervision to the student with the approval of the placement agency’s director. Under no circumstances should students pay for supervision external to the agency.
· Students who wish to negotiate special arrangements for a field placement in their current place of employment must prepare a typed Proposal and Agreement for Practicum in Place of Employment (Form E) and submit it to the Director of Field Education for approval. The agency administrator who has the authority to approve the field placement must be contacted by the student before the proposal is submitted. Typically, the deadline for submitting completed proposals is two to three months prior to the placement. If the placement is determined to be feasible by the agency administrator, the student must submit the typed proposal (FORM E) and the following attachments to the Director of Field Education:

· Current resume of proposed field instructor
· Copy of the student’s current job description
· Copy of the most recent job performance evaluation or a signed statement on agency letterhead verifying that the student is an employee in good standing

Prior to a student’s beginning a field practicum in her/his place of employment the Director of Field Education must:

· Approve the student’s proposal.
· Obtain Form E from the student signed by the agency administrator with the authority to make such agreements.
· It is the joint responsibility of the ISU Faculty Liaison, agency field instructor, and student to insure throughout the practicum that the assignments specified in the student’s Integrated Practicum Learning Contract and Evaluation are completed and are consistent with the learning objectives of the BSW practicum courses. 

If the terms of the student’s Integrated Practicum Learning Contract and Evaluation (FORM G) are not met, the practicum placement may be terminated. In that event, the student may not be able to begin an alternate placement until the following academic year.

INTERNATIONAL STUDENTS 

Students must be in a valid F-1 status at the time of application and have been a full time student for one academic year preceding the Curricular Practical Training (CPT) application.  Students must be authorized for CPT by an Immigration Advisor in International Student and Scholars Program (ISSS) before beginning your internship.  Immigration regulations state that the work performed has to be within the social work major.  For details regarding the CPT process and to complete the application, go to: 
http://internationalstudies.illinoisstate.edu/downloads/CurricularPracticalTrainingHandout.pdf
CHANGE OF FIELD PLACEMENT REQUESTS 

A change in field placement typically will not be permitted after the student has started his/her placement. The presence of a non-resolvable issue would be the only exception to this policy. Because it is very difficult to develop an adequate learning experience for a student in a new placement after the semester is underway, requests for changes of placement must involve active and immediate participation of the faculty liaison. The Director of Field Education may consult with the School of Social Work Dispositional Concerns Committee before making the final decision regarding a change of placement. Procedures to be followed in initiating and evaluating requests for change of placement are as follows:

AGENCY REQUESTS FOR A CHANGE IN ASSIGNED STUDENT

Should an issue occur that is not resolvable, the agency has the right to terminate the student immediately. A written statement from the agency representative outlining the rational for the termination is required. In addition, the performance evaluation section of the Integrated Practicum Learning Contract and Evaluation (FORM G), may be completed by the field instructor and the contract submitted with the agency’s statement. See section below for details) 

STUDENT REQUESTS FOR CHANGE OF PLACEMENT

· The faculty liaison must be informed immediately if an issue develops that potentially affects a student’s continued placement.

· The faculty liaison, student, field instructor, and Director of Field Education will meet in an effort to resolve the issue using the Practicum Improvement Plan (PIP).

· In the event that the issue is not resolvable, the student must submit a written request for a change of placement to the faculty liaison stating the reason for the request. The student must also describe the steps of the PIP that were taken to resolve the issue.
· The faculty liaison then forwards the request to the Director of Field Education and the School of Social Work Dispositional Concerns Committee with a recommendation regarding the request. (FORM I)
· Following review and consultation with the School of Social Work Dispositional Concerns Committee, faculty liaison and student, the Director of Field Education communicates the decision, verbally and in writing, to the faculty liaison, the student, and the placement agency. 

· The Director of Field Education works to develop a new placement for the student if the request is approved, or follows through on problem resolution with the student, faculty liaison, and the field instructor if the request is denied. 
NO FAULT TERMINATIONS FROM FIELD PLACEMENTS
At times a placement must be terminated due to circumstances beyond the student and/or agency’s control. Such circumstances may include illness or a field instructor’s departure from the placement agency and lack of other qualified personnel to take on field instruction responsibilities. The field agency is expected to notify the Director of Field Education as early as possible when a placement must be terminated. Whenever possible, the field instructor is encouraged to explore all options that might allow the student to remain in the placement site under a different instructor or in another program. 

If no options exist, The Director of Field education will work with the student to locate another placement so that the needed practicum hours can be completed. The hours accumulated by the student in the first placement may be credited toward the number of hours required to complete the field instruction course once a new site has been established. It is possible that additional hours may be required in order to ensure that the objectives for field instruction are met. 

PROBLEM SOLVING DURING THE FIELD PLACEMENT/ PRACTICUM IMPROVEMENT PLAN (PIP)

· As social workers and teachers of social work students, it is our aim to enable students to become ethical professionals who act in accordance with the National Association of Social Work’s Code of Ethics and the Illinois Clinical Social Work and Social Work Practice Act.  To that end, it is important to identify concerns early so that students can be counseled appropriately to remedy the issue or find an academic major more suitable to their needs.  Social Work faculty should identify any social work student whose actions suggests a negative disposition as identified by specific behavior by completing this form and beginning the disposition concerns process with the Program Director.   (FORM I)

Agencies and Students experiencing any kind of difficulty during a field practicum are encouraged to use the following problem solving process:

· Attempt first to resolve the problem at the field instructor level. Discuss the problem in an issue-oriented manner with the field instructor. If the placement is in jeopardy for any behavior or performance, the student, field instructor or faculty liaison can initiate a Practicum Improvement Plan (PIP) (Form I).  Develop and implement strategies for improvement identified in a PIP. The PIP must be reviewed, agreed upon and signed by the student, the field instructor, the ISU Faculty Liaison, and the Director of Field Education. 

· A follow-up conference will be held by the faculty liaison with the student, the field instructor, and Director of Field Education to review the PIP. Progress made on the contract developed in the previous conference will be evaluated. If the student has met the expectations, the placement will continue. If not, alternative plans may be formulated or the placement may be terminated. If a satisfactory resolution to a practicum problem cannot be achieved, the School of Social Work Dispositional Concerns Committee will be convened.

· The decision to terminate a student from placement after the PIP has been developed and agreed upon rests primarily with the agency. If circumstances are the result of a no fault termination, the Director of Field Education may work with the student to locate another placement. If the decision to terminate a student from placement results from unethical behavior, the student may be terminated from the program as well. Should a student be terminated from the practicum, and not be eligible for another placement, the student will also receive an “F” for the complementary Practicum Seminar (SWK 394 and SWK 395). In this circumstance, the student will not receive credit for the hours completed in the practica placement and will not be permitted to use the hours in a subsequent semester.  The decision to terminate a student from the BSW Program will be made by the BSW Program Director in consultation with the Director of Field Education, the ISU Faculty Liaison, and the Dispositional Concerns Committee.
· In rare instances, a student may not continue in the practicum placement or BSW program. If the student disagrees with the School’s decision, the student can appeal the decision through the formal University grievance process. Information about the disciplinary, grievance, and appeals processes is available through the Community Rights and Responsibilities Office. For more information, go to www.crr.ilstu.edu or call (309)438-8621.
INVOLUNTARY TERMINATIONS FROM FIELD PLACEMENTS
Because SWK 398.10 and SWK 394, and SWK 395 and SWK 398.11, are complementary courses, if a student fails either or both complementary courses in a semester, the student may be terminated from the placement or may have the opportunity to retake the failed courses during the next academic year. The decision will be made on a case by case basis by the Director of Field Education in consultation with the placement agency and the School of Social Work Dispositional Concerns Committee. 
If the student disagrees with the decision, s/he can appeal it through the formal University grievance process. Copies of the ISU Student Handbook that outline the disciplinary, grievance, and appeals processes are available through the Community Rights and Responsibilities Office. For more information, go to www.crr.ilstu.edu or call (309)438-8621

The following behaviors can lead to involuntary termination from the field placement and/or the Field Instruction Seminar:

· Excessive absenteeism or tardiness-excused or unexcused.

· Failure to provide reasonable notice of an unscheduled absence from the field placement.

· Termination of the placement by the student without following prescribed procedures for requesting change of placement.

· A single gross violation or repeated violation of the NASW Code of Ethics.
· Gross or repeated violations of the agency’s policies and/or procedures.

· Sustained low level of performance, which is unresponsive to remedial/corrective action.*
· Reporting to the field site under the influence of drugs or alcohol.

· Evidence of a severe, personal behavior problem that is incompatible with the profession of social work (e.g., abuse of a child or elder, perpetration of domestic violence, felonious criminal acts, or substance abuse).

· Maintaining, after it has been addressed, a hostile, negative attitude incompatible with the values of the profession of social work manifested in behavior towards clients, instructors, peers, agency staff, and/or University personnel.

· Failure to maintain generally accepted professional boundaries and behaviors in respect to agency clients and staff.

· Any sexual contact/relationship with an agency client.

· Failure to disclose critical background information in application forms, pre-placement and placement interviews.

· Failure to meet academic and/or behavioral standards specified in the Undergraduate Catalog and student handbooks and on the University website. 
*The grading policies for field instruction and field instruction seminar courses are included in Chapter 1 BSW Field Education at ISU.
PERSONNEL PRACTICES FOR STUDENTS IN FIELD PLACEMENTS
· Students must observe the personnel policies and practices for all staff established by the field agency. Exceptions should be discussed with student, field instructor, faculty liaison, and the Director of Field Education as necessary.

· Students are not expected to report to the field agency on University holidays. Students must make up time lost due to agency closings that do not coincide with University holidays. 
· Students must not be absent from classes in order to meet service needs or to attend educational programs in the field agency. Conversely, students must not miss field instruction in order to meet a classroom requirement. Possible exceptions should be discussed with concerned persons.

· Students must notify the agency field instructor at the earliest possible time of any absence due to illness or other emergency situation.

· Students are responsible for keeping track and completing the cumulative time sheet in the SONIA database (FORM O) which is due at the end of each semester.

· Students cannot apply extra hours accumulated in one semester to the next. Students also must continue in their practicum placements for the full semester even if the required number of hours has been accumulated prior to the end of the semester.

· Students must discuss any plans to use agency material for classroom or seminar assignments with the field instructor. Agency policies regarding disguise of material, administrative clearance, etc., must be respected and observed.

SAFETY IN THE FIELD (See FORM T-Safety Checklist)
All individuals and agencies involved in professional social work practice must be alert to the possibility of unexpected confrontations that might put them at risk of harm. Protective measures should be taken to minimize the possibility of such an occurrence. Students, in particular, should recognize that a placement in a field agency, as in any workplace, may involve exposure to potential risks and hazards. In addition to documented risks from disgruntled employees and clients, many agencies serve clients with histories of assaultive behavior or employ modes of service such as home visits that may be significantly less safe than traditional office-based services. 

Students and agencies together must consider creating a safe environment. Safety must be addressed in the agency orientation as well as in supervision. It is important to discuss guidelines for prevention, taking risks, and crisis/safety plans. 

The field instructor should inform the student in advance of any known risks or potential hazards. At no time should a student knowingly expose him- or herself to bodily injury or harm. Similarly, no field instructor or agency representative should give a student an assignment where such risk is present without providing special training specific to the risk and taking all reasonable precautions. Students must be permitted to decline any assignment exposing them to excessive risk without prejudice.

An important aspect of professional practice is being aware of the limits of one’s knowledge and skills and avoiding situations that are not within one’s competence. Whenever the student has a question about the handling of a particular case and/or whether a given intervention is appropriate, the student should consult the field instructor.

Should a safety related incident occur while a student is in a placement, FORM T is to be completed by the student, ISU Faculty Liaison, or an agency representative.  

Safety Principles and Precautions

Below are some basic safety principles and precautions to guide students, field instructors, and agencies in the creation of a safe practice environment. 

· Sometimes a client may become agitated or hostile. It is important that students and field instructors discuss how to handle such situations early in the practicum so that the student is informed of agency policy and a recommended course of action, should such an event occur.
· It is common for social workers in a variety of social service settings to conduct interviews in a client’s home. Such visits do expose students to risks. Home visits should be made with the full knowledge of the field instructor including time of departure, time of return, other activities while on the trip, etc. Students should not conduct home visits when they feel uncomfortable or threatened in the situation. They should return to the agency and report the situation to the field instructor/task supervisor. Students should beware of dogs or other household pets that might be a threat. Students should not continue a home visit when alcohol and/or drugs is detected.

· Know who to call regarding what steps to take if a vehicle breaks down.

· Mental health and correctional institutions serve client populations whose behavior may be unpredictable. It is important that students learn strategies for handling clients whose behavior becomes threatening. Whenever students feel uncomfortable with clients, they should inform their field instructors. The field instructor or another staff person may accompany the student when serving such clients.

· Some social service settings have activities that occur beyond normal office hours. Be aware of the location of these activities such as the neighborhood, street lighting, open spaces, shrubs, and other growth. It is appropriate for students to ask someone to accompany them to their cars after dark. Do not take risks.

· When working with clients, it is important to remember that the treatment process often makes people feel vulnerable and may challenge their usual coping mechanisms. With some clients this can contribute to problems with impulse control, and can raise issues of safety for the client, the social worker, and others.

· At times students will work with clients who have difficulty with reality testing, dealing with overwhelming emotions, and controlling their anger. Some of them may be prone to violence and may possess weapons. Other clients may be intoxicated, high on drugs, in withdrawal, or may have other medical or neurological disorders. It is very important that students consult with field instructors regarding preparation for and handling of specific situations that are potentially difficult or threatening. Students should never keep information about potentially dangerous clients to themselves, even if they believe that they have good relationships with their clients.

· When traveling by car to an agency or a home visit, it is important to know how to reach your destination. Consult a map and/or request directions from a reliable source before driving to unfamiliar areas. In general, remember to be alert and to lock doors and close windows. Tell someone where you are going and the amount of time you expect to be away from the office.

· When traveling by foot or public transportation, it is advisable to carry as few valuables as possible. Money, license, keys and other essentials might be carried in a pocket. If a handbag carried under the arm is grabbed, it is best to let go of it. It is advisable to dress in comfortable clothes that are loose fitting, and sturdy, flat, walking shoes. Be alert to the surroundings and walk with purpose and a clear destination. Be aware of people in the immediate area, without staring or maintaining eye contact.

· If the student has an in-office meeting with a client with whom the student does not feel safe, it is important that the student discuss the situation with the field instructor. When considering the location of the meeting, think about what is in the room, whether there is more than one exit, and where each person might sit. Think about whether to include someone else in the meeting. When discussing the time of the appointment, consider whether people are around at the time. Discuss the plan for backup and assistance in the event that the client becomes agitated. Avoid seeing a potentially dangerous client alone. 

· Prior to meeting with clients in their homes, determine if there is a question of safety and plan accordingly with the field instructor. Meeting at a neutral place or going with another worker may be the most appropriate plan. Again, students should always make sure that someone at the field agency is aware of their itineraries.

· The following safety precautions are strongly advised:

· Take a cellular phone to the meeting.

· Consider the value of making visits accompanied by the field instructor

or another staff person.

· Lock personal items (e.g. jewelry and purse) in the vehicle’s trunk prior to departing for the client’s home.

· Use all five senses when approaching the neighborhood, leaving the


car, and when entering and departing the premises.

· Keep car keys handy/accessible while in the client’s home.

· Park vehicles so that it is possible to make a safe and quick departure in an emergency.
· After entering a client’s home stay near the door if possible. Observe all exits in the home.
· Identify yourself and the purpose of the visit. Maintain a pleasant demeanor during the interview and encourage client participation. Consider wearing an agency identification/name tag. 

· Wear shoes and clothing that allow a quick exit if necessary. Heels are not recommended.

· Ask for permission to write/take notes.

· Listen to clients and allow them to ventilate. 

· If feeling threatened at any point during a meeting in a client’s home, err on the side of caution and politely end the appointment. 

· Should clients seem threatened by your presence in their home, do not force the issue. Leave immediately.

· Leave the site of a home visit immediately on discovering that drugs or alcohol are in use.

· If an incident occurs in which you are personally threatened or hurt, immediately inform the field instructor and faculty liaison. If the faculty liaison is unavailable contact the Director of Field Education.

· The police may need to be contacted depending upon the situation. Consult with the field instructor regarding 911 calls, police escorts etc.
POLICIES

STUDENT LIABILITY INSURANCE
Students must have professional liability insurance prior to entering a practicum placement.  Illinois State University provides Social Work students with professional liability insurance in the amount of One Million Dollars ($1,000,000.00) per occurrence and Three Million Dollars ($3,000,000.00) in the aggregate covering acts and omissions that occur while participating in a University approved practicum.  

If students wish to carry additional liability insurance or the agency/LEA requires it, liability insurance can be purchased through the NASW Insurance Trust.  Membership in NASW is required to be eligible for insurance coverage.  Applications are available at the School.  NASW also may be joined online at www.socialworkers.org.  Specific questions regarding the NASW insurance program may be directed to the NASW Insurance Trust at 1-800-638-8799, ext.387.

PROFESSIONAL CONDUCT

Students in field placements are bound by the values and ethical standards of the NASW Code of Ethics (See www.naswdc.org/ for more information) and by the professional standards of practice as specified in Section 6369 of the Illinois Clinical Social Work and Practice Act.

DISCRIMINATION AND SEXUAL HARASSMENT

The field education programs of the School of Social Work are governed by the policies of Illinois State University prohibiting discrimination and sexual harassment and the accreditation standards of the Council on Social Work Education requiring nondiscrimination and respect for human diversity. The University’s policies also describe grievance procedures for violations (see www.diversity.ilstu.edu) to review the University’s policies and procedures.
ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES

The School of Social Work is committed to arranging field placements that can accommodate its students. Students who need to arrange a reasonable accommodation for a documented disability should contact the Director of Field Education and Illinois State University Student Access and Accommodation Services to make requests for any special accommodation needed in the field placement. Student Access and Accommodation Services is located at 350 Fell Hall (309-438-5853-voice or 309-438-8620-TDD). See www.ilstu/depts/disabilityconcerns.edu for more information.
COST FOR FINGER PRINTING, TB TEST, PHYSICAL EXAMINATION, CPR CERTIFICATION ETC.  

Students are responsible for incurring any monetary costs related to “start up” for an internship placement.  This can include a full background check to CPR training.  The university does not provide these services or payment for any, although a student can use the Health Services Center or other local providers. A list of resources is available through the School of Social Work. 

SOCIAL MEDIA
Students using social media sites are highly encouraged to consult with the internship site about any policies that may relate to a student’s use of social media sites.   Students must respect the privacy of the internship site and its personnel and/or clients.  In the event that a student’s social media profile or linkage is considered a poor professional practice or an ethical violation, the student will be subjected to a dispositional concerns review process. 


DRIVING POLICY
Students are responsible for transportation to and from the internship site.  It is the responsibility of the agency to specify to students whether   driving is essential to their duties within their internships.  Students are highly encouraged to consult with the internship site about any policies relating to driving as a part of the internship.  Please be aware that sites requiring driving as an essential duty of the internship may require submission to a Motor Vehicles Records check, notification of your insurance carrier of use of your vehicle within the internship, and compliance with driving policies of the agency. Illinois State University   shall not be responsible for managing any requirements for transportation or driving as part of internships and shall not maintain insurance for interns driving as part of the essential duties of the internship.
ABSENCES DUE TO STUDENT BEREAVEMENT  

Students who experience the death of an immediate family member or relative as defined in the University Student Bereavement Policy will be excused from class for funeral leave, subsequent bereavement, and/or travel considerations.  Students are responsible for providing appropriate documentation to the Dean of Students office and for contacting the instructor as soon as possible to make arrangements for completing missed work.  More information is available in the Student Bereavement Policy at https://policy.illinoisstate.edu/students/2-1-27.shtml.
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