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                  Department of Sociology,  

Criminal Justice, and Social Work 
2500 Walton Way                 Phone 706-737-1735 

Augusta, Georgia 30904-2200                    Fax 706-729-2188 

 

 

Dear Student, 

 

As Social Work Field Director, I join my colleague, Dr. Shirley Huisman Jezowski, 

Social Work Program Director, in welcoming you to the Social Work Program at 

Augusta State University. Social work is a profession in which students study both the art 

and science of helping people to solve problems at micro, mezzo, and macro levels. 

Working in roles such as activists, advocates, brokers, coordinators, educators, mediators, 

negotiators, group facilitators, practitioners, and researchers, professional social workers 

help persons enhance their social functioning. 

 

 Social Work acknowledges the inherent dignity of the person. By demonstrating respect 

for others, Social Work evidences its ethical base and its commitment to social justice. 

Social Work empowers others to help themselves. Social workers willingly face 

challenges in helping the downtrodden and the disenfranchised, the dejected, and the 

dominated to become more empowered. Social Work is a rewarding profession. Social 

Work calls forth the best in us to help others to bring out the best in themselves. 

 

In light of the above, students learn both via classroom and via field education. Both 

components are critical elements in helping students to learn about themselves and 

others. Students will find that their experiences as interns in field agencies are designed 

to help them integrate theory and practice.   

 

The Student Handbook will serve as a resource for helpful information for our Program. 

The faculty and staff stand ready to help you, as you proceed. Please know that we want 

you to feel welcome in our Program. We look forward to working with you, as you work 

toward your academic and career goals.  

 

Sincerely, 

 

 

 

S. Dale White, Ph.D., LCSW, M. Div. 

Social Work Field Director 
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Augusta State University 

History  

In the Beginning (1783) 

Augusta State University really has two histories. Its academic roots can be traced to 

1783 when the Academy of Richmond County was chartered. Opening in 1785, it offered 

college-level classes for boys to enter universities as sophomores or juniors.  

During the Civil War, studies were suspended and the building became a hospital for 

wounded soldiers. Richmond Academy re-emerged after the war with former 

Confederate Colonel George Washington Rains as regent. 

A board of trustees oversaw operation of the academy until 1909 when control passed to 

the local Board of Education. However, the university system continued to supervise the 

college-level classes. In 1910, a formal fifth year of study was added. 

With the Academy flourishing, it soon outgrew its accommodations on Telfair Street. 

Land for a new building was purchased on Baker Avenue (present site of ARC) and a 

decision was made to add a second year of college work. In 1925, before the building was 

completed, the Junior College of Augusta was established, becoming the first junior 

college in the state. 

Enrollment grew. A solution to overcrowding presented itself in 1955 when the Augusta 

Arsenal was slated to be closed. At this point, the history of the university merges with 

that of the Augusta Arsenal. 

Augusta Arsenal (1826) 

Originally, the U.S. Arsenal was on the banks of the Savannah River. However, the site 

proved to be unhealthy, with frequent fevers and deaths occurring among the soldiers and 

their families. The commandant, Capt. Matthew M. Payne, recommended the arsenal be 

moved to the healthier “hill” location, and in 1826 Congress authorized the purchase of 

72 acres that were owned by Sen. Freeman Walker. Walker’s summer estate, called Belle 

Vue (beautiful vista) was purchased for $6,000, and a one-acre parcel was set aside as a 

cemetery for the Walker family. 

The arsenal relocated the following year alongside the toll plank road that became known 

as Walton Way. With a $49,000 appropriation and some building materials from the 

original arsenal, four buildings (the present quadrangle) connected by a loop-holed wall 

were constructed. The buildings were completed in 1828 with the first occupants being 

Company C, Second Artillery. During the later part of that year, the arsenal was already 

supplying arms for the Georgia militia and for the Harper's Ferry Armory.  

The troops saw action in the Seminole War in 1835 and also in campaigns against the 

Creek Indians. Interestingly, Lt. William T. Sherman spent 6 months at the arsenal in 

1844. He is remembered most for his later march through Georgia during the Civil War. 
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The Arsenal Surrenders (1861) 

In 1860, during "Nullification Troubles", the U.S. government re-enforced the arsenal 

with 22,000 muskets and rifles along with an artillery unit commanded by Captain 

Arnold Elzey. When Georgia seceded from the Union on January 19, 1861, Governor 

Joseph E. Brown called for the arsenal's surrender, a demand backed by a thousand local 

militiamen.  

Confederate President Jefferson Davis charged Col. George Washington with 

establishing a powder works which would supply all of the Confederate ground forces. 

He chose Augusta and built the Confederate Powder Works, alongside the Augusta Canal 

and the Savannah River. It became the second largest powder manufactory in the world, 

turning out about 30,000 pounds of powder in a single day. Col. Rains commanded the 

powder works, the arsenal, and other city works, which contributed to the war effort. The 

arsenal also produced cavalry equipment, field gear, bayonet scabbards, and cartridge 

boxes.  

About 30 companies of soldiers from our area trained at the arsenal, and more than 2,000 

men were sent into active duty. A hospital was constructed on the site, and wounded 

Confederate solders were treated here. (The Academy of Richmond County was closed 

during the war, and their building was also used as a hospital.) 

In early spring of 1865, the South surrendered, and in May, the arsenal was surrendered 

to the United States government. 

The War Years (1911) 

Augusta Arsenal proved itself invaluable to the country during the Spanish American 

conflict, manufacturing large quantities of cavalry equipment, seacoast targets, etc., as 

well as serving as a repair and supply point. 

In 1911 Col. J. Walker Benet took command. He was the son of the co-designer of the 

Benet-Mercer machine gun and father of poets, William Rose and Stephen Vincent 

Benet. During his command, the arsenal became a center for the repair of rifles and other 

small arms needed for World War I. Following the Armistice in 1918, only a skeleton 

force remained to serve field stations in the Fourth Corps Area. During this period, the 

Works Progress Administration (WPA) helped modernize the arsenal by paving roads 

and improving the buildings. 

The Second World War greatly expanded military activities at the arsenal: 50 new 

buildings were constructed for maintenance and supply of ordnance material and fire 

control operations. Over a thousand people worked at the arsenal during World War II. 

In 1955 the decision was made to close the arsenal, and efforts began to obtain the 

property for the junior college. 
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The arsenal (with the exception of five acres kept for the U.S. Army Reserves) was given 

to the Board of Education, and with little renovation, it became home to the Junior 

College of Augusta in 1957. 

Augusta College is Born (1958) 

In 1958, the college became a member of the University System of Georgia and its name 

was changed to Augusta College. Still a two-year college, it wasn't until 1963 that four-

year status was gained. The final five-acre tract (housing Galloway Hall) was acquired 

during the 1970s. 

 

A second campus was added in 1991 when the 244 acre Forest Hills campus on 

Wrightsboro Road opened. The Forest Hills campus, with a 3800 seat arena, also includes 

an 18 hole golf course designed by Donald Ross. Golfing great, Bobby Jones, played the 

course in 1930, winning the first of what became his Grand Slam of Golf. 

The building that anchors the physical education/athletic complex on Wrightsboro Road 

was renamed Christenberry Fieldhouse in 2003 to honor former Augusta Collge president 

George A. Christenberry. It contains three classrooms, a human physiology lab, a weight 

room, a multipurpose room, a four-lane indoor walking track, a training room, locker 

facilities, and basketball courts. The athletic complex also includes playing fields and 

practice fields for baseball, softball, and intramurals.  

Following a University System of Georgia name change for most four-year colleges in 

1996, Augusta College became Augusta State University. 

 

Augusta's University (2001 - Present) 

Allgood Hall, completed in 2002, is a 123,000 square foot, $20 million building named in 

honor of former state senator and regent of the University System of Georgia, Thomas F. 

Allgood, Sr., and his wife, "T". 

University Hall, a $22 million project opened for classes in fall 2004. That project also 

included the redesign of the Walton Way entrance to campus–adding a 19-foot-high 

wrought iron fountain. 

With construction finished on the two classroom replacement buildings, demolition of six 

aged academic buildings (former arsenal warehouses) was completed in 2004. 

Construction is currently underway on a nearly 50,000 square foot student center. The 

center will be attached to Reese Library and will include vending areas, wellness 

facilities, and meeting rooms. 

A new master plan was adopted in 2004 to guide the university's future growth and 

includes the university's first student housing complex, University Village. The gated 

residential complex, which opened in 2005, is located near ASU’s Wrightsboro Road 

property. It provides housing for approximately 500 students. 
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The University Mission 

As a unit of the University System of Georgia, Augusta State University is committed to 

excellence in teaching, advancement of knowledge, and enrichment of the community in 

a climate that fosters humane values and a life-long love of learning. 

This mission is based on the value of a liberal arts education for students who are diverse 

in ethnicity, background, age, and preparation. 

The mission obligates the university to be open to the voices of all its members, to be 

responsive to the needs of its community, and to measure its success by the success of its 

students. 

To accomplish its mission, the university offers a broad array of undergraduate programs 

in arts and sciences and professional fields of study, and it offers selected graduate 

programs below the doctoral level. It fosters the intellectual growth of its students 

through learning assistance in University College, honors courses, and student research. It 

cultivates faculty members who are excellent in teaching, active in scholarship, and 

generous in service. 
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Augusta State University  

Program Of Social Work 
 

 

Department of Social Work History 

The Social Work Program at Augusta State University is hosted in the Department of 

Sociology, Criminal Justice, and Social Work.  The program started out as a minor in the 

1980s.  In 2005 it became a major, and currently program faculty is working towards 

accreditation through The Council on Social Work Education.  The program currently has 

approximately 80 majors.  It is staffed by two full time, and 5 part time faculty.     

 

Department of Social Work Mission Statement 

The undergraduate Department of Social Work at Augusta State University seeks to 

develop competent generalist social work practitioners who can integrate the knowledge, 

values, and skills of social work in order to enhance the social functioning of individuals, 

families, groups, organizations, and communities. Grounded in the profession’s history 

and commitment to social justice and diversity, the Social Work Program is committed to 

excellence in our teaching and in our scholarship; and to the facilitation of community 

within the department, with students, and within the greater environment in which we 

live. 

 

Department of Social Work Definition of Generalist Practice 

Grounded in a person in environment perspective, utilizing a flexible theory base 

generalist social work practitioners apply a broad base of knowledge and skills to 

effectively implement a problem solving process with client systems of all sizes, building 

from their unique strengths and available resources. 

 

Department of Social Work Goals 
 

1. To provide the student with a liberal arts perspective which includes a broad 

knowledge of written and oral communication skills; ways knowledge is 

gained applied; the social, biological, and behavioral sciences; and variations 

in values through culture. 

2. To help the student develop a worldview consistent with major social work 

knowledge, skills and values including a basic respect for human dignity, 

equality, and justice, and a positive respect for cultural and social diversity. 

3. To prepare students for beginning level professional social work practice with 

individuals, families, small groups, organizations and communities. 

 

Note:  The Baccalaureate Program of Social Work at Augusta State University does 

not, under any circumstances, grant course credit for life experience or work 

experiences. 

 

Field Internship Program 

Field instruction is a required component of the BSW curriculum and occurs during the 

senior year of the students’ academic experience. It is in a very real sense the capstone of 

the BSW program.  Field instruction provides the opportunity for students to integrate 

theory learned in the classroom and apply skills in a professional setting. Agencies where 
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field instruction takes place are all approved by the BSW program; these agencies are 

located throughout Augusta and surrounding counties.  Students must formally apply to 

and be accepted to the Field Internship.   

 

 

Social Equity 

Affirmative Action and Non-Discrimination:  The Social Work Program is committed to 

equal opportunity, to promoting cultural diversity, and to ensuring that all aspects of the 

program are carried out without discrimination on the basis of race, color, national origin, 

gender, age, disability or status as a veteran.  Students who believe they have been 

discriminated against are encouraged to consult and follow the student grievance policy 

as outlined in the ASU Student Handbook and to consult with the Social Work Program 

chair. 

 

The Social Work Program will make every effort to assist students with disabilities to 

participate fully in the program. Students who have a disability that might prevent them 

from fully demonstrating their abilities should meet with an advisor in Disability Services 

as soon as possible to initiate disability verification and discuss accommodations that 

may be necessary to ensure full participation in the successful completion of course 

requirements. Students should also inform the field director of any accommodations that 

may be necessary during field education at the field site.  

 

Sexual Harassment Policy 

The Social Work Program is committed to providing a learning environment free of 

sexual harassment. Should a situation of sexual harassment arise, the Social Work 

Program will adhere to current university guidelines. Under these guidelines, however, if 

a student discloses to a professor a situation of harassment, occurring within the ASU 

community or in field placement, the professor is not allowed to keep this information 

confidential, and must follow up according to university procedure. .  If at any time while 

at a field placement a student experiences discomfort, threatened or perceives themselves 

as a target of sexual discrimination or harassment, please notify the field director 

immediately.  The field director will take the appropriate steps to ensure university and 

agency procedures are followed to address the problem. Complete reporting guidelines 

for sexual harassment can be found in the ASU University Student Handbook.  

 

Background Check 

Student background checks and fingerprinting may be required depending on the agency where 

students are placed.  Some agencies require finger printing, while other agencies may require 

standardized psychological assessments.  Students are to follow agency procedure as 

instructed.  Please contact the field director if you have concerns about these requirements.  

 

Students with Disabilities 
Students with disabilities are protected under the Americans with disabilities Act (ADA) and 

Section 504 of the Rehabilitation Act and may need to request accommodations.  Any student 

in this course who has a disability that might prevent her/him from fully demonstrating her/his 

abilities in field placement, the student may meet with Field Director as soon as possible to 

initiate necessary accommodations  to ensure his/her full participation in the successful 

completion of course requirements. 
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BSW Student Learning Objectives 

 Upon completion of the program students will be able to: 

 

1. Apply critical thinking skills within the context of professional social work 

practice. 

2. Practice within the values and ethics of the social work profession and with an 

understanding of and respect for the positive values of diversity. 

3. Demonstrate the professional use of self. 

4. Understand the forms and mechanisms of oppression and discrimination and the 

strategies of change that advance social and economic justice. 

5. Understand the history of the social work profession and its current structures and 

issues. 

6. Apply the knowledge and skills of generalist social work practice with systems of 

all sizes. 

7. Apply knowledge of bio-psycho-social variables that affect individual 

development and behavior, and use theoretical frameworks to understand the 

interactions among individuals and between individuals and social systems (i.e., 

families, groups, organizations, and communities). 

8. Analyze the impact of social policies on client systems, workers, and agencies. 

9. Evaluate research studies and apply findings to practice and, under supervision, 

evaluate one’s own practice interventions and those of other relevant systems.  

10. Use communication skills differentially with a variety of client populations, 

colleagues, and members of the community. 

11. Use supervision appropriate to generalist practice. 

12. Function within the structure of organizations and service delivery systems and, 

under supervision, seek necessary organizational change. 

 

 

BSW Course Descriptions 
 

The following social work courses are required for completion of a Bachelor’s Degree in 

Social Work (BSW) at APU unless noted as an elective: 

 

SOWK 1101 Introduc tion to Social Work (3)  

This course introduces students to the social work profession, examines the requirements 

for social work practice, and makes projections about the profession’s future.  Emphasis is 

on developing an awareness of the scope of the profession and exploring an interest in 

pursuing social work as a career. 

 

SOWK 2101 Social Welfare History and Philosophy (3)  

Students examine policies and programs that have been developed to meet human needs in 

American society.  Historical background, ideas, philosophies, and political climate are 

explored as they impact decision-making. 
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SOWK 2102 Fundamentals of Helping 

The basics of helping, including active listening, appropriate body language, various 

philosophies underlying the helping professions, and the basic problem solving process 

are the focus of this course. 

  

SOWK 3100/3101 Human Behavior and the Social Environment I, II (3-3) 

Human Behavior and the Social Environment is a study from a systems perspective of 

how the interaction of cultural, biological, psychological, social, and environmental 

influences promote or deter the development of individuals at various stages of life from 

birth to death.  Attention is given to the range of social systems in which persons live.  

The impact of social and economic forces, oppression, gender, and class, on human 

adaptation are examined as they relate to client situations. 

 

SOWK 3400 Social Work Practice I (3)   
The three-semester practice course is designed to be taken in sequence.  Social Work 

Practice I presents the basics of professional, generalist social work practice as it has 

developed in response to changing human needs.  Included are methods that can be used 

in direct practice with individuals and families within organizations and communities.  

Emphasis is on work with diverse human populations and the importance of evaluation in 

practice.  The systems perspective is used as an integrating theme. 

 

SOWK 3401 Social Work Practice II (3) 

Social Work Practice II continues to present generalist social work practice with groups, 

organizations and communities and introduces strategies for practice as it has developed 

in response to the needs of multiple member systems organizations and communities.  

Included are methods of practice used to mobilize people to collective action to solve 

their own problems, form ongoing organizations that enhance their power to meet their 

own needs, and develop resources where none exist.   Emphasis is on work with diverse 

human populations and the importance of evaluation in practice.  The systems 

perspective is used throughout the process.   

 

SOWK 4421 Social Work and Aging (3) 

This course offers an introduction to the study of aging with attention given to current 

research, problems faced by the elderly, the impact of an increasingly aged population on 

society, and the resulting implications for policy and social intervention.  

 

SOWK 3501 Child Welfare (3)   

Students explore programs and policies that have been developed to meet the needs of 

children and families.  The ideas, philosophies, politics, and economics affecting these 

programs and policies are studied in terms of choices made in policy and social work 

practice.  This course meets the requirements for junior-level writing.   

 

SOWK 3500  Social Welfare Policy 
It is through this course that students are introduced to current social welfare policy, both 

in how it is developed through the legislative process, how it is administered, and its 

intended and unintended impact of client populations. 
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SOCI 3001 Research Methods I  (3) 

An introduction to the scientific method in social research; logic of scientific inquiry; 

relationship between theory and research; logic of sampling; modes of observation 

(experiments, survey research, field research, ,evaluation research); and ethics in social 

research. 

 

SOCI 3002  Research Methods II  (3) 

An introduction to the analysis of social data; including the quantification of data for 

computer application; use of SPSS (statistical package) for analyzing data, including 

univariage, bivariate, and multivariate social statistics; the and the reporting of research 

findings.  

 

SOWK 4601 and 4602  Senior Seminar I, II (3-3)  

This seminar course integrates and further develops the generalist practice knowledge 

and skills learned in the classroom for the social work student currently in field 

placement.  Skills for working with diverse client populations are further developed 

through ongoing self-reflection, case-analysis and in-class presentation.  The 

development of collaborative working relationships, ethical practice, accurate self 

assessment, beginning services with clients, and effective use of supervision are 

emphasized during this first semester of this two-semester sequence.  

 

SOWK 4701 and 4702 Field Internship I, II (4 -4) 

The Social Work practicum provides a setting for the development of practice skills and 

an opportunity for the integration of the knowledge, skills, and values of social work.  

Students complete a minimum of 400 hours in an approved agency.   

 

 

The above course of study was developed in accordance with the educational guidelines 

as set forth by the Council on Social Work Education. 
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Augusta State University 

Social Work 4701-4702 

Field Education Syllabus 

 

1. Course Rationale 

 

This course will provide opportunities for the student to test, integrate and incorporate 

into their own practice the knowledge, skills and values learned in the classroom.  

Through field education students develop and refine their conceptualizations and ways of 

thinking analytically about human behavior, societal structure and social policies.  Field 

education therefore is educationally focused and must be guided by the aims of the Social 

Work Program and the needs of students.  In addition, field education is designed so that 

learning can be generalized beyond the specific agency setting. 

 

Program Prerequisites:  Formal admission to the Social Work Professional Experience. 

 

II.  Course Goals, Principles, and Outcomes: 

 

The overriding goal of field education is the integration of knowledge, skills and values 

into a concept of oneself as a professional and into a style of practice consistent with the 

knowledge, skills and values that define the profession of social work.  Several general 

principles give direction to meeting this goal in the agency setting. 

 

Continuity  refers to the reoccurrence of major curriculum elements – concepts, theories, 

themes, issues, approaches, and ways of thinking – in various forms in different 

components of the educational experience.  For examples, a systems perspective, a 

problem solving approach, theories of social change, specific value considerations and 

concern for self-awareness stem from central elements of the total curriculum, both class 

and field.  These would be considered in a variety of subject areas (e.g. human behavior, 

policy, research, practice) and in many different forms (e.g. readings, lectures, 

discussions, simulation, and field practice).  Continuity, then, is the provision of repeated 

opportunities for thinking, feeling, and doing related to each curriculum element. 

 

Progression, or sequence, refers to the ordering of course content and learning 

experiences so that expectations placed on students are for increasing levels of 

knowledge, skills and for behavior increasingly congruent with the values of the 

profession.  These escalating expectations may include new perceptions, new use of 

familiar material, new adaptations of behavior, (thinking, feeling, doing) as well as 

increasingly complex understanding and use of self on the part of the student. 

 

Integration  refers to the interrelatedness of various curriculum elements and to 

congruence among thinking, feeling, and doing.  It results in selecting and organizing 

content, resources and experiences so that students identify relationships among various 

curricular elements.  An integrated curriculum also leads students to discover 

perspectives and practice patterns (ways of thinking and approaching issues and 

problems) consistent with their increasing sophistication.  Field education is particular 
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conducive to integration because the interrelatedness of various concepts, theories and 

themes become apparent in the process of applying them to practice situations. 

Transferability  means that what is learned is not limited to use in a particular agency or 

situation but can be generalized to other circumstances and settings.  This suggests that 

field education must conceptually oriented, helping students to identify the principles 

involved in practice and to make linkages with practice. 

 

Autonomy refers to the development of student initiative, independence, and self 

responsibility.  This simply means that field education should be designed so that 

students become increasingly self-directed.  To this end, the field practicum follows a 

progression of instruction.  Students move incrementally, in accord with their practice 

competence, through the following learning sequence:  observation, co-participation, 

practice under direct (during service) instruction, autonomous practice with post service 

review and instruction, and instruction of others. 

 

III.  Educational Outcomes 

The overall outcomes of field education are geared to help students develop the ability to: 

 

1. Demonstrate the development of a professional use of self in the helping 

process and the methods of inquiry for continued professional growth and 

development. 

a. Demonstrate skills in self observation and self awareness focused 

towards self directed learning. 

b. Function within an agency setting under direct supervision. 

c. Apply and develop critical thinking skills. 

 

2. Provide direct service to individuals, families, groups and communities through: 

a. Linking people with systems that provide them resources, services and 

opportunities. 

b. Engaging client systems in obtaining and delivering social services 

through the problem solving process. 

 

3. Analyze social welfare programs and policies and their impact on the delivery 

of social services for self, client, agency and community. 

 

These goals, principles and outcomes are not sufficient, however, because of a number of 

circumstances unique to field education.  Agencies vary in size and complexity, in types 

of services provided, in the approaches to provision of service, in the background and or 

orientations of the field instructors, in the responsibilities agencies and field instructors 

are willing to give students, and in the populations served.  Although these variations 

bring richness to the field curriculum, to achieve the goals of preparing professionals 

equipped for autonomous practice rather then skilled technicians equipped for only one 

interventive mode in one agency setting, the academic and field supervisors must work 

together to assure that field settings serve the educational goals of preparing the 

generalist social work practitioners. 

 

To facilitate this focus, an equality or opportunity or equity in the availability of basic 

specified learning opportunities for all students must be ensured.  A learning contract 
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(attached) specifying learning objectives provides a framework for discussion between 

program and agency (student and supervisor), to help determine adequate opportunities 

for achieving program objectives.  A learning contract tries therefore to facilitate 

individualization within the framework of diverse field experiences and settings and meet 

program objectives.  Learning contract should not be considered unalterable and can be 

modified or expanded depending on student competence and need. 

 

IV.  Course Assignments 
 

1. Personal Learning Contract – Students are expected, in collaboration with 

their field supervisor, to write a personal learning contract following 

guidelines identified on the attached sheet. 

 

2. Agency Analysis/Presentation – An organizational paper based on the 

attached outline.  Each student will also present this analysis to the class 

during the course of the semester. 

 

3. Daily Log – Students are expected to keep a daily log regarding experiences 

and observations regarding their work.  It must be thorough and contain 

specific information regarding skills and knowledge used with clients, 

personal growth, conflicts with clients and/or fellow workers, etc.  Students 

are expected to spend 30-45 minutes each day writing the log.  An out line for 

the log is attached to the syllabus.  Logs are due ______.  An effort will be 

made to return them to the students each week by the time they meet with the 

instructor for the weekly seminar. 

 

4. Agency related assignments – Any techniques, skills, or record keeping 

processes that are required by the agency to carry out the social worker role.  

These may include social histories, process recordings, charting, family 

genograms, letter writing, etc. 

 

V. Course Grading and Evaluation 

 

Evaluation is an ongoing process throughout the semester, using your field supervisor, 

daily logs, and written assignments as input in this process.  At mid-term and again at the 

semesters end, a formal evaluation is completed using the evaluation form.  This form 

(attached) is completed by your field supervisor, discussed with you, and reviewed by 

your university liaison.  The course grade will be based on the quality of the work 

submitted and professional competency demonstrated in the field placement.  Final 

authority for assigning this grade rests on the Augusta State University faculty liaison.   

 

 

Grading per assignment: 

 

 Agency Analysis    = 15%   

 Learning Contract   =  15% 

 Daily Logs    = 15% 

 Agency Practicum Evaluation = 55% 
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    Total  = 100% 

 

 

Daily Log Format  
 

 

A. Objectives – Identify two to four key specific objectives you 

accomplished during the day.  Relate to the learning contract. 

 

B. Events/Incidents – Highlight and summarize important events with 

your supervisor. 

 

C. Interaction with Supervisor – Summarize your interaction with your 

supervisor. 

 

D. Interaction with Clients – Highlight and summarize your interactions 

with clients. 

 

E. Interaction with Colleagues and others – Highlight and summarize 

your interaction with other key people. 

 

F. Personal Growth and Reactions – Identify your personal growth and 

reactions which occurred as a result of your day. 

 

G. Date Each Entry – Record hours of the day worked and the cumulative 

hours to date. 
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Field Practicum Learning Contract 

 

The overall outcomes of the field practicum learning contract are geared to help students 

develop the ability to: 

 

 

1. Demonstrate the development of a professional use of self in the helping process 

and the methods of inquiry for continued professional growth and development. 

a. Demonstrate skills in self observation and self awareness focused 

towards self directed learning. 

b. Function within an agency setting under direct supervision. 

c. Apply and develop critical thinking skills. 

 

4. Provide direct service to individuals, families, groups and communities through: 

a. Linking people with systems that provide them resources, services and 

opportunities. 

b. Engaging client systems in obtaining and delivering social services 

through the problem solving process. 

2. Analyze social welfare programs and policies and their impact on the delivery of 

social services for self, client, agency and community.   

 

Toward the achievement of these outcomes, the following specified learning objectives 

are presented. 

 

I. Professional Growth and Development Objectives 

 

The student will be able to take increased responsibility for acquiring the substantive 

skills of practice and methods of inquiry for continuing growth and development. 

 

In general, this broad objective is demonstrated in two ways.  One is expressed in the 

student’s willingness to experience him/herself as responsible for his/her thoughts, 

feelings, and actions, i.e., to experience these as self-constructed and self-created.  The 

other, a manifestation of the first, is in the exercise of initiative, a proactive stance toward 

learning essential for accountable and autonomous practice. 

 

More specifically, the student will be able to: 

 

 A. Apply and test content from the classroom in the field. 

 

Apply and test concepts and skills in specific practice situations; 

generalize from one situation to another; apply social work values and 

ethics in work with clients and colleagues; identify ethics and dilemmas in 

professional decision making, e.g., discuss conflicting obligations and 

expectations between self, clients and colleagues; generate observable data 

for testing applied material and receiving credible feedback from others; at 

end of year, plan a program of continuing involvement and education. 



                                                                                                                 ASU Field Manual 

 19 

B. Use the field instructor for learning. 

 

Identify initial learning needs and interests; actively collaborate in design 

and updating of contract; ask questions and prepare agendas for 

conferences; solicit and use feedback; reach out to other available 

resources, e.g., clients, other staff, discuss field relevant or field-based 

classroom assignments with field instructor. 

 

C. Demonstrate a developing capacity of self-observation and self-

awareness. 

   

Identify and assess effects of learning style and personal value biases and 

feelings on performance, especially on issue of human diversity; examine 

and change behavior when interferes with successful work; exercise 

initiative in making practice observable for self and others, e.g., tape 

recordings, written process recordings, case presentations. 

 

D. Manage time and work demands. 

 

Plan and organize time and the flow of work; complete assignments on 

time; exercise sound judgment of completing work assignments. 

 

 

II.  Direct Practice Skills Objectives 

 

The student will be able to use modes of direct service intervention appropriate to 

client needs, agency function and role. 

 

Conduct planned short term services; provide supportive counseling services to 

the family of a client; plan and coordinate services to the client; co-lead or lead a 

client group, match client with community resources; secure community resources 

for client; act as client advocate. 

 

A. The student will be able to apply a problem solving process to work 

with individu als, families, and groups from assessment through evaluation. 

 

More specifically, the student will be able to: 

 

1. Make clear sound, thorough social work assessments. 

 

From preparatory generalizations and hypothesis about the 

client/situation and tune in to the client/situation and self; engage 

client in collaboration; facilitate initial problem exploration; elicit 

and collect date within a theoretical perspective, e.g. ecological 

social work; take into account objective and subjective factors 

bearing on the client/situation; identify and assess client’s 

strengths, coping capacities and potential sources of support 

(familial, networks, etc.); construct and express with clients a clear 
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and concise definition of the problem; write clear, concise, and 

thorough summaries; revise assessments as warranted and the use 

of assessments as a basis for action. 

 

2. Negotiate clear, mutual and flexible contracts. 

 

Clearly state professional purpose and role; elicit client feedback; 

develop mutual expectations; reach agreement on problem 

priorities, client and worker tasks, procedures and time frame for 

work; identify underlying themes impending contract formulation, 

e.g. lack of motivation, preoccupation with authority, lack of 

necessary resources; with client group, facilitate intermember 

communication. 

 

3. Formulate and implement a plan of action. 

 

Write and discuss an assessment based plan and a rationale for it; 

carry out the steps of the problem solving plan of action in 

collaboration with the client; utilize client’s salient physical and 

social environments, e.g. family, networks, peers, formal 

organizations; monitor the plan of action with the client; maintain 

and focus continuity; revise assessments and contracts with 

changing needs, circumstances and perceptions. 

 

4. Terminate and evaluate the work. 

 

Institute a series of steps leading to responsible termination, 

including transfer or referral; summarize with client their progress 

over time, credit their achievement and develop next steps with 

them; identify and assess the effects of termination of self and 

client; identify and assess the client’s movement toward agreed 

upon goals. 

 

 

B. The student will be able to apply skills of interpersonal 

communication within the problem solving process.  This objective is 

listed separately although such skills are necessary accomplishments of 

the problem solving process.  The listing is to focus attention on their 

importance in problem solving. 

 

1. Apply core facilitative skills of interpersonal communication. 

 

Use accurate empathy to develop understanding of what client is 

manifestly expressing and experiencing; communicate respect for 

the client’s humanness, problem solving capacities and potential 

for human growth; use concrete language to assist client to become 

more specific, show genuineness as a human being in the 
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professional role; summarize the content and process of client 

contacts with client. 

 

2. Apply challenging skills of interpersonal communication. 

 

Use advanced empathy to show understanding of what client is 

latently expressing and experiencing; use appropriate self-

disclosure to further work on client’s problem; use responsible 

confrontation to challenge client discrepancies and work evasions; 

use immediacy to examine here and now relational issues 

impeding work. 

 

 

III.  Policy and Agency Analysis Objectives 

 

A. The student will be able to describe and assess the impact of social 

policies and organizational structure on agency services, staff and 

self. 

 

Identify how individual problems relate to larger policy issues; 

describe ways in which race, social class, gender, and ethnicity impact 

the organization and the use of services; describe how policies are 

formulated within the agency through formal and informal needs; 

describe the culture of work in the agency and assess the impact on 

staff morale; describe ways in which staff seek to derive satisfactions 

from their work cope with job-related stresses; identify and describe 

gaps in between needs of own clients and services available to the in 

the agency and the community; describe and assess own ways of 

relating to working with other staff.   

 

 

B. The student will be able to contribute to process of maintenance 

and change in the field agency and the community. 

 

Participate as member of agency and/or interagency work groups 

regarding service and policy issues; on the basis of sound assessment, 

formulate a well-organized and documented proposal on a relevant 

agency issue or problem, e.g. a dysfunctional policy, a needed new 

service, etc.; present a proposal convincingly and work towards its 

implementation; contribute to the ways in which staff members work 

with and relate to one another in various agency and interagency work 

groups. 
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Agency Analysis 

 

The student is to prepare a formal paper describing the agency which serves as the 

practicum site.  The analysis should be double spaced, and be 8-10 pages in length, 

exclusive of exhibits.  It is due ________. 

 

The analysis should cover the following areas: 

 

A. Agency Purpose: 

 

Describe the agency in terms of its stated goals and objectives.  When and 

how was the agency founded?  What is its mission statement?  To what 

social problem(s) has your agency responded? 

 

 B. Funding: 

 

What is the agency’s overall operating budget for the fiscal year?  What 

are the funding sources?   Who takes responsibility for preparing the 

budget? 

 

 C. Target Population: 

 

Who are the agency’s intended clients?  What community and client needs 

does the agency attempt to provide?  What issues of cultural diversity do 

you see in the target population?  What patterns of oppression and 

discrimination do you see?  How is the agency sensitive to ethnic groups?  

Are there discrepancies between stated vs. actual clients and/or needs 

served?  Why? 

 

 D. Physical Structure: 

 

Where is the agency located?  How long has it been in its present location?  

Is it accessible to the target clientele?  What is the condition of the 

building(s)?  What are the offices like?  What was your first impression of 

the surroundings?  What other agencies are housed in the same building or 

in adjacent buildings? 

 

E. Staffing:  

 

What are the professional backgrounds of the various workers in your 

agency?  What are the functions of the social workers in your agency?  

Describe any perceived differences in roles and responsibilities of these 

professionals (e.g. social worker, psychologist, counselor, nurse, 

physician, educator, etc.).  List actual number of professional staff by job 

title along with any support personal (secretaries, custodial staff, 
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paraprofessionals, volunteers, etc.).  Do you see any evidence of sexism, 

racism or classism in staffing patterns?  Do not identify staff by name. 

 

F. Theoretical Base: 

 

Describe the theoretical base from which your agency operates (e.g. 

psycho-dynamic, behavioral, eclectic, medical model, psychosocial, etc.).  

If there is not a described agency model, what theoretical bases do the 

individual professional staffs come operate from?  How well does your 

agency understand generalist social work practice and BSW education?  Is 

the agency sensitive to sociopolitical, historical , economic, and 

environmental forces that influence clients’ opportunities for fulfillment 

and equality?  Give examples. 

 

 G. Policy: 

 

How do policy, policy practice, and practice procedures come together in 

your agency?  Are there areas of conflict? 

 

 H. Research: 

 

What type of research techniques are used to assess the outcome of social 

work intervention in your agency?  What evidence do you see of outcome 

evaluation or program evaluative research being completed?  What 

attitudes on the part of the agency staff are present in terms of systematic 

evaluation of one’s own practice? 

 

 I. Relationship to the Community: 

 

Describe the community in which your agency is located (e.g. dominant 

social values, population, government unit, geographical characteristics, 

racial groups, economic bases, class structure, political party allegiance, 

etc.).  Identify community problems (e.g. problems connected with ethnic 

division, conflicts or tensions in the community, political or economic 

tensions in the community, geographical areas with particular concerns, 

etc.).  Identify the social problem(s) to which your agency has responded.  

Identify legitimating and sanctioning community groups of your agency.  

Identify resources in the community which complement and /or compete 

with your agency. 

 

J. Agency Problems: 

 

What do you see as the two major problems of this agency?  You may 

express these in terms of the agency itself or its target population.  Explain 

why you think these problems exist and what options there might be for 

improvement in the situation.  These problems may not necessarily be due 

to circumstances under the agency’s control:  you are not “blaming”, but 

rather identifying existing problems. 
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This information will be regarded as confidential, for use in analyzing agency structures 

and functions.  Do not turn in actual agency records.  You are to summarize and analyze 

this information from supervisors or colleagues.  Do not ask them all of the above 

questions at one sitting as if you were a reporter doing a story.  Gathering this 

information should be part of your overall orientation process regardless of this 

assignment.     
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Augusta Stat Universtiy 

Social Work 4601 

Integrative Seminar I  

 

1. Course Rationale 

 

This course is the first of two Integrative Seminars that students take at ASU 

Program of Social Work. These courses are taken concurrently with the 

Professional Experience, or the Field Experience, SOWK 4701 and SOWK 4702.  

While there are threads and themes that will follow from Seminar I to Seminar II, 

assignments will be different, and are meant to build from the first to the second 

semester.   

 

Professional social work education is preparation for practice.  The educational 

intent is to produce effective social workers whose practice reflects the 

knowledge, skills and values which define the profession.  This requires of a 

professional social worker an ability to integrate the knowledge and skills of the 

profession into sound judgments and decisions, and to be able to carry out these 

decisions in an ethical and effective manner.  This integration reflects an 

interrelatedness among previous course work, but also emphasizes a congruence 

among thinking, feeling, and doing.  The content and procedures in this seminar 

are focused around these integrative processes. 

 

The Integrative Seminar I focuses primarily on the value dimension of 

professional social work practice.  Social work has always been dedicated to 

value-guided practice, binding each social worker to professional standards of 

behavior as set forth in the NASW Code of Ethics.  The seminar affords students 

an opportunity to integrate their social work courses as well as the practicum 

experience, around the core concepts of professional ethics.  Students thus 

become more fully socialized into a professional role and identity. 

 

Program Prerequisite:  Formal admission to the Social Work Professional 

Experience. 

 

 

II.  Educational Outcomes: 

 

Upon completion of Social Work 4601, each student should be able to: 

 

1. Critically examine his/her practice behaviors as to their congruence with 

social work values, the NASW Code of Ethics, as well as with legal or 

regulatory requirements. 

 

2. Identify and critique some of the major issues confronting the social work 

profession and social work practice, focusing on value conflicts. 
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3. Compare one’s values to those of the profession, judge their commitment to 

those values, express those values in their assessment of agency policy, and 

analyze and evaluate their own performance in light of those values. 

 

 

III.  Libera l Arts Perspective 

 

Students are expected to draw on their courses in the humanities and history, defining and 

analyzing the ethical dimension of professional practice.  Oral communication skills are 

called upon in making class participation and leading the subsequent discussion. 

 

IV.  Professional Purposes and Values 

 

Professional purposes and values constitute the core of Social Work ______.  The social 

systems theory provides the framework for analyzing value conflicts.  The focus is this 

on the effect that the adoption of one value has on competing values, and on the effect 

that meeting one person’s need has on other individuals in the same category as well as 

on society at large.  Interpretations of client-society-humanity system levels receive close 

ongoing scrutiny in analyzing value conflicts. 

 

V. Special Populations 

 

Attention will be given to variations in human development, and perspectives related to 

race, ethnicity, gender, sexual orientation, age and disablement.  In addition the course 

will address the patterns and consequences of discrimination that clients experience and 

their responses to this discrimination.  Focus will be on the practice principles related to 

human diversity and to discrimination.  When possible, students will use special 

population clients they are working with in field work in their ethical and value dilemma 

class presentation.   

 

VI.  Course Methods 

 

The primary methods used to facilitate this integration will be group discussion, case 

presentations, team building and supportive group processes. 

 

VII.  Course Assignments 

 

1. Group Participation –A critical element in this seminar is active participation.  

There will be identified leaders for individual sessions, but each student is 

expected to demonstrate leadership and group participation skills during the 

seminar sessions. 

 

2. Each student will make an ethical dilemma case presentation to the class and 

lead a discussion around this ethical or value dilemma, integrating appropriate 

knowledge and values with social work methods.  Cases will be chosen from 

those in which students are currently working with in the field.  

Confidentiality issues will need to be handled appropriately by the students to 

carry out this assignment.  (See attached outline.) 
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3. Students are to assume responsibility to bring to seminar questions and 

problems that they encounter in their field placements and learn to use their 

peers as supportive resources. 

 

4. Each student will lead a class discussion on an article related to ethical 

dilemmas and social work practice. 

 

 

VIII.  Course Grade 

 

A key element for the grade in this course is active preparation and participation in the 

seminar. 

 

Grading Distribution: 

 

Participation   = 35% 

Ethical Dilemma  = 45% 

Article Discussion  = 20% 

     100% 

 

IX.  Text and Readings 

 

 

 

Tentative Course Schedule 

 

 

 

 

 

 

 

 

 

 

Bibliography 
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Augusta State University 

Social Work 4602 

Integrative Seminar II  

 

2. Course Rational 

 Social Work 4602 is the second of two consecutive Integrative Seminars, and as 

such this course builds upon SOWK 4601, Integrative Seminar I.  Both of these 

courses are meant to be taken concurrently with the Profesional, or Field 

Experience, SOWK 4701 and SOWK 4702.  While SOWK 4601 focused 

primarily on the value dimension of practice, SOWK 4602 focuses largely upon 

the systems perspective and issues of diversity. 

 

The Professional social work education is preparation for practice.  The 

educational intent is to produce effective social workers whose practice reflects 

the knowledge, skills and values which define the profession.  This requires of a 

professional social worker an ability to integrate the knowledge and skills of the 

profession into sound judgments and decisions, and to be able to carry out these 

decisions in an ethical and effective manner.  This integration reflects an 

interrelatedness among previous course work, but also emphasizes a congruence 

among thinking, feeling, and doing.  The content and procedures in this seminar 

are focused around these integrative processes. 

 

Integrative Seminar II focuses primarily the application and integration of the 

systems perspective, with a focus on the agency setting in which the student is 

placed in the Field Experience.  While integrative Seminar I focused largely on 

the professional value dimension of the professional experience, Seminar II will 

likewise take into consideration the larger context and agency structures and how 

professional values are upheld as a result of those structures.  The seminar affords 

students an opportunity to integrate their social work courses as well as the 

practicum experience, around the core concepts of professional ethics.  Students 

thus become more fully socialized into a professional role and identity. 

 

Program Prerequisite:  Formal admission to the Social Work Professional 

Experience.  SOWK 4601, and concurrent enrollment in SOWK 4702. 

 

 

X. Educational Outcomes: 

 

Upon completion of Social Work 4602 each student should be able to: 

 

4. Critically examine his/her agency setting and the social structures surrounding 

that agency as to their congruence with social work values, the NASW Code 

of Ethics, as well as with legal or regulatory requirements. 

 

2. Prepare an oral and written analysis of the agency in which they are placed.  

This will be presented to the class on an assigned date later in the semester. 
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5. Apply the knowledge and skills of generalist social work to practice with 

systems of all sizes – being able to give rationale for an intervention plan or 

decision made or selecting on choice from the numerous alternatives 

available.  Specifically this will be applied through an agency analysis to be 

carried out on the agency in which the stuent is placed. 

 

6. Compare one’s values to those of the profession, judge their commitment to 

those values, express those values in their assessment of agency policy, and 

analyze and evaluate their own performance in light of those values, within 

the specific constraints of their agency setting. 

 

 

XI.  Liberal Arts Perspective 

 

Students are expected to draw on their courses in the humanities and history, defining and 

analyzing the ethical dimension of professional practice.  Oral communication skills are 

called upon in making class participation and leading the subsequent discussion. 

 

XII.  Professional Purposes and Values 

 

Professional purposes and values constitute the core of Social Work ______.  The social 

systems theory provides the framework for analyzing value conflicts.  The focus is this 

on the effect that the adoption of one value has on competing values, and on the effect 

that meeting one person’s need has on other individuals in the same category as well as 

on society at large.  Interpretations of client-society-humanity system levels receive close 

ongoing scrutiny in analyzing value conflicts. 

 

XIII.  Special Populations 

 

Attention will be given to variations in human development, and perspectives related to 

race, ethnicity, gender, sexual orientation, age and disablement.  In addition the course 

will address the patterns and consequences of discrimination that clients experience and 

their responses to this discrimination.  Focus will be on the practice principles related to 

human diversity and to discrimination.  When possible, students will use special 

population clients they are working with in field work in their ethical and value dilemma 

class presentation.   

 

XIV.  Course Methods 

 

The primary methods used to facilitate this integration will be group discussion, case 

presentations, team building and supportive group processes. 

 

XV. Course Assignments 

 

5. Group Participation –A critical element in this seminar is active participation.  

There will be identified leaders for individual sessions, but each student is 

expected to demonstrate leadership and group participation skills during the 

seminar sessions. 
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6. Oral report on agency.   You are to plan and deliver an oral presentation 

describing your agency, lasting at least 20 minutes.  This should be a 

professional quality report, similar to one you would give as a social worker in 

your agency.  Do not read your report.  Bring along copies of agency flyers 

and handouts for the class.  Be prepared to answer questions succinctly and 

professionally.   

 

You should cover the topics addressed in your agency analysis paper although 

there may be some topics which you choose to spend more time with then 

others.  Do not read your paper.  Know your material well enough to speak 

about each topic with confidence. 

 

You will be evaluated on the following criteria: 

a. Accuracy and adequacy of content (all of the above information should 

be covered). 

b. Organization and presentation (ideas should follow a logical sequence 

without excessive focus on one topic, notes should reflect presentation, 

you should maintain control of time). 

c. Effectiveness of oral presentation (eye contact, tone of speech, use of 

language, distracting mannerisms). 

 

4. You will prepare a written agency analysis, the details of which will follow, 

where you  describe and analyze the agency where you are currently placed.  

You will be evaluated on your ability to communicate effectively through the 

written word, presentation of your paper, and depth of analysis. 

  

 

7. Students are to assume responsibility to bring to seminar questions and 

problems that they encounter in their field placements and learn to use their 

peers as supportive resources. 

 

 

XVI.  Course Grade 

 

A key element for the grade in this course is active preparation and participation in the 

seminar. 

 

Grading Distribution: 

 

Participation   = 35% 

Oral Agency Report  = 30% 

Written Agency Analysis = 35% 

     100% 

 

XVII.  Text and Readings 
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Tentative Course Schedule 

 

 

 

 

 

 

 

 

 

 

Bibliography 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                 ASU Field Manual 

 32 

Agency Requirements and Practicum Provisions 
To assure that the internship is an educational experience in social work practice, the student is 

to be supervised by a person holding a Master’s of Social Work degree (MSW), a Bachelor’s of 

Social Work degree (BSW), or at least five years social work experience. When this is not 

possible within the agency, and the setting has sufficient merit for the student’s goals and 

learning, the social work supervision shall be with one of the faculty members holding at least an 

MSW and five years social work experience. 

 

1. The internship provides educationally oriented training in social work practice supervised by 

a professional social worker.  

2. The internship training provides a setting in which the student can integrate the liberal arts 

and professional foundation with social work practice. 

3. The internship provides assignments and activities that enable the student to acquire 

beginning competency in professional social work practice with individuals, families, groups, 

organization and communities. 

4. The internship provides orientation to agency functions and the opportunity to function 

within the structure of an organization. 

5. The internship offers the student practical experience in the social work process and 

strategies. 

6. The internship provides the student an opportunity to see ethical practice which reflects the 

values of social work modeled in a work setting and an opportunity to ask about anything 

that seems to conflict with social work values. 

7. The internship provides students opportunity to learn methods of evaluation of practice, 

programs and self. 

 8.  The Field Director and Field Instructors model ethnic-sensitive practice and teach students 

ethnic competent practice. 

 

Course Requirements and student responsibilities 

Attendance:  The student will spend a minimum of 400 hours in the assigned agency during the 

academic year (200 hours per semester).  This must be scheduled so that students will complete 

approximately 16 hours per week in the agency.  The intern and supervisor will develop a work 

schedule.  In the event of a true emergency, the student must notify the agency field instructor in 

advance should the student find it necessary to miss a day at the agency.  Students are to 

coordinate with their supervisor best way of communicating when in need of a sick day or 

absence.  Student also needs to make arrangements with the agency Field Instructor to make up 

all time missed. 

 

Time Sheets:  Each student will keep a record of dates and times spent in the agency or 

conducting agency business.  For full credit, the time sheet must be signed weekly by the field 

instructor and turned in to the Field Director each Monday during the academic year.  See 

Appendix #13. 

 

At the discretion of the field director, late or unsigned timesheets more than 3 times per semester  

will result in a deduction of points up to one letter grade dropped in the student’s final semester 

grade.  This excludes previously made arrangements prior to due date, between field director and 

student, for example, if field instructor is ill or out of town. 
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Recording your hours:  When you record your hours, you may write “1” for l hour, “1/2” for 1/2 

hour.  You may round up or down to the nearest half hour for simplicity.  Totals cannot be 

shown without a breakdown into categories of fieldwork and the figures need to balance.  Be 

sure to total your figures horizontally as well as vertically. 

 

For “PREVIOUS TOTAL HOURS FIELDWORK,” show the total number of hours 

fieldwork to date from your previous time sheet.  Your first time sheet will show “0” 

hours at the top.  By computing your previous total hours fieldwork to date for each time 

sheet, you will have a current total of hours worked for yourself, as well as for our office. 

Students are responsible for keeping an accurate record of previous weeks’ total hours. 

Again, failure to track your hours may result in you having to repeat hours in order to 

meet graduation standards.  Supervisor must sign each time sheet in order for hours to be 

valid.    

 

Your field instructor is not responsible for documenting your hours worked.  This is only 

the student’s responsibility. Please keep a copy of your time sheet for your personal 

reference.  Students may not use department copier to make duplicate timesheets, this 

may be done on your own time, or while at agency. 

 

Transportation time to and from your agency is not to be included in fieldwork hours. 

 

Professional behavior:  Communication is a key aspect in maintaining professional behavior.  

For instance, when a student is contacted to meet with the field director it is important that a 

timely response is given, and that all requests for appointments by field director are kept.  

Likewise, deadlines related to field are equally as important. For example, student evaluations 

and process recordings are to be completed by both field instructor and student. It is the student’s 

responsibility to stay current with these deadlines to ensure they are met. Failure to turn in 

assignment will result in a grade reduction.  As a professional courtesy, do not wait until the last 

minute to inform your field instructor about the deadline.  Please plan accordingly. 

 

 

ROLES AND RESPONSIBILITIES  

 

Responsibilities of Field Director 

1. Select and evaluate field instruction settings.  Seek and develop new community agencies. 

2. Help field instructors and students integrate the academic curriculum with the social work 

practicum. 

3.   Provide agency contact along with the following: 

 a. Interpret to the agency the course objectives and classroom activities in relation to the 

agency experiences. 

 b. Clarify educational and experiential qualifications of persons who will serve as Field 

Instructors. 

 c. Arrive at a common understanding with the agency as to the role of the student in the 

agency and the role of the Field Instructor with the student. 

 d. Provide the agency with information regarding the student being placed. 

e. Meet with agency personnel each semester to provide support and assistance related to 

student learning experience.  Act as a resource for problem solving as necessary. 

 f. Confer with the agency on the evaluation of the student’s work. 
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 g. Orient and train new field instructors; update all returning instructors on department 

changes. 

h. Provide opportunities for field instructors to have input into evaluation process and 

modification of the social work curriculum. 

 i. Collect paperwork such as student/agency learning agreement, evaluations of student 

performances (one each semester), signed documentation stating students have read the 

NASW Code of Ethics, Field Manual, and termination process information. 

 j.    Confirm that agencies train students on safety and liability issues. 

 

4.   Provide student contact along with the following:  

 a. Confer with the student prior to placement in order to provide for individual interests and 

needs. 

 b. Inform the student of the placement and clarify the educational objectives and     

expectations of the college in the social work practicum. 

 c.   Arrange and conduct ongoing meetings with the students concerning relevant  

       experiences, relationship problems and other pertinent information. 

d.   Read and evaluate student's weekly time sheets and journals. 

e.   Discuss with the student any problems or concerns that may occur during field  

 placement. 

f. Evaluate the student’s work and, with input from the agency field instructor, assign the 

final grade. 

g. Encourage the student to take responsibility for all aspects of their learning such as 

safety, crisis intervention procedure and how to handle emergency situations. 

 

Responsibilities of Student 

1. Complete a minimum 400 hours (200 hours per semester) in an agency assignment during the 

academic year.  Any absence arranged with supervisor and made up. 

2. Consistently demonstrate professional responsibility and adherence to social work code of 

ethics. 

3. Make and keep all appointments with the agency field instructor and other staff assigned. 

4. Provide own transportation to field placement and all other related appointments. 

5. Keep all commitments to the agency with promptness and reliability. 

6. Communicate ahead of time to your supervisor when assignments or appointments cannot be 

kept or if you will be late for reporting for duty. Notify your supervisor as soon as possible.   

7. Be flexible with expectations and assignments given to you by field agency.  This includes 

special meetings, unique learning opportunities, relevant current social issues, etc.  Accept 

criticism as opportunities to learn – keep a teachable attitude.  If you have any questions 

regarding internship assignments or expectations, please speak to the Field Director. 

8. Be responsible for your own learning and prepare for supervisory sessions.  Always have pen 

and paper with you to take notes. 

9. Be able to adhere to all documentation and agency procedures as instructed. 

10. Ask for clarification from agency personnel or the faculty Field Director if there are 

problems or questions, particularly regarding safety or liability issues. 

11. Bring any problem regarding the field internship to the attention of the Field Director 

immediately. 

12. Complete readings assigned by the agency field instructor, the field seminar instructor, or the 

field director dealing with interest areas specific to the field internship. 

13. Attend and be on time for all sessions of the senior seminar held on campus. 
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14. Submit a weekly journal to the field director and senior seminar professor. This report is to 

include pertinent observations, meaningful relationships, and relevant questions stemming 

from the week’s experiences in the agency. 

15. Actively participate in class discussions when able to relate content to your field experience; 

this will contribute to your professional growth. 

16. Keep track of weekly hours. Have timesheets signed by supervisor or preceptor and turn in 

weekly to Field Director. 

17. Prepare a final evaluation of the field internship that will be submitted during the exam 

period of the spring term.  See Appendix #16. 

18. Learn from your supervisor the appropriate professional attire for your agency so you are 

dressed appropriately at all times. 

 

Guidelines for Students 

During your field placement you will be a representative of Augusta State University and the 

field agency.  Your conduct and performance on the job will reflect on these institutions.  

Present yourselves professionally and with integrity at all times including in the way you speak 

and interact with clients, staff, the field instructor and community where you serve.  In the 

event your behavior is perceived as problematic and interferes with your learning goals, your 

field instructor may alert the field director to address the problem. 

 

The following aspects of professional behavior are expected, which are consistent with the 

NASW Code of Ethics:  

1. Do not enter into personal relationships with any of the clients.   

2. Do not make promises to clients to provide favors or special treatment during field 

placement or afterwards.  This includes NEVER promising to keep a secret for a client at 

any time.  All information disclosed between client and intern must always be shared with 

the field instructor to ensure client safety. 

3. Do not join with clients in any criticism of the practice setting to which you are assigned. 

4. Do not make arrangements to meet with clients away from the agency after working hours.  

Do not allow a client to come to your home.  Failure to adhere to this could be grounds for 

termination. 

5. Keep confidences as you would in any professional situation.  Do not discuss the affairs of 

the agency with the general public.  Say nothing that will identify any individual client, 

employee, or situation.  The information you discuss with your supervisor and/or faculty 

instructor is confidential in nature and belongs to the agency, not to you personally or 

professionally.   

6. The material discussed in the field seminar is protected by confidentiality principle. Client 

information discussed with your field director during field seminar are for training 

purposes only; likewise, learned information in seminar stays within the group.  If you are 

uncertain about how to apply this principle, discuss this with Dr Dale White, Director of 

Field Education. 

7. Students are in field placement as learners.  Students are encouraged to ask questions to 

facilitate the learning process.  It is unlikely that your opinion, “how things ought to be 

run” will be of sufficient merit to justify immediate implementation.  However, when 

appropriate, do not hesitate to share your ideas with your supervisor.  Students often bring 

fresh perspectives and ideas which may warrant serious consideration by the agency in due 

time.  
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8. Students may be removed from a field placement and/or receive a failing grade in this class 

for a serious violation or for repeated violation(s) of these expectations of the student’s 

responsibilities, of the ethics of the social work profession or of the policies of the agency. 

 

Responsibilities of the Agency 

1. Provide a safe learning environment, supervision, and educational experience in  

 social work practice. 

2. Keep contact with the Field Director to accomplish the following: 

 Integrate the field internship into the agency program. 

 Provide a plan for the student's involvement in the agency, including regular 

supervision, of no less than one hour per week. 

 Designate the person in the agency who is to be responsible for the student's 

experience, as Field Instructor. 

 Discuss with the Field Director any problems arising during the field 

internship. 

 Provide evaluations of the student to the Field Director. 

 Provide training regarding safety and liability issues to the student and Field 

Instructors. 

 Provide a preceptor or secondary supervisor when field instructor is not 

available to the student. 

3. Provide the student with learning experiences with the following: 

 Orientation to agency (see appendix 6 for sample of planned activities). 

 Clarification of agency's expectations of the student. 

 Regular supervisory sessions with the student of not less than one hour per 

week.  Group supervision is beneficial if there is more than one student. 

 Provide student with overview of agency function and culture by allowing 

student to: 

 observe agency functions. 

 participate in appropriate agency work. 

 read records to become familiar with the work of the agency. 

 read, summarize and report on reference material for agency records. 

 learn use of agency procedures, recording forms, and statistical methods. 

 participate in screening of referrals and intakes. 

 make collateral calls and visits. 

 contact other agencies when indicated. 

 work with cases which would give responsibility as well as educational 

   experience. 

 participate in and/or observe appropriate staff, committee, and board  

   meetings. 

 utilize and/or participate in community activities which include the  

   agency. 

 attend various professional and in-service meetings. 

 Discussion of any problem arising in the field internship, particularly 

regarding safety/liability issues. 

 Discussion of written performance evaluation mid-semester and at the 

completion of each semester 
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 Weekly supervision and evaluation. 

4. Allow for field instructor to attend two trainings per year held on campus. 

 

Responsibilities of Field Instructor  
1. Plan the learning experiences in which the student will participate.  See Appendix #7 

and #8. 

2. Plan, organize and coordinate with the agency training sessions for the students 

related to field practice. 

3. Intentional learning includes: selected tasks, situations, and applications for service 

assigned to the students.  This will be done keeping in mind the diversity and the 

gradual increase in complexity of the experiences. 

4. Offer weekly group and/or individual supervision related to the professional and 

personal growth of the student.  Be sure to let the student and Field Director know 

right away if serious problems arise related to the student in his/her role.  Use 

the mid-semester evaluation to clearly define areas for work and how the student 

can improve his/her work. 
5. Correct logs, case histories, letters or other material produced by the student. 

6. Participate in training sessions, meetings and other professional activities of the 

agency. 

7. Supervise student’s weekly attendance at field placement. 

8. Submit a mid-semester progress report (to be completed with student during the 

semester) and a written evaluation of the student at the end of the semester.  See 

Appendix #17 and #18. 

9. Attend the meetings of Field Instructors called by the Field Director. 

10. Be available to the student for informal consultation regarding difficult situations. 

11. Stimulate the student to familiarize him/herself with the literature related to the 

settings, the services and systems under attention. 

12. Inform the Field Director of professional misconduct or perceived barriers to student learning 

while in field. 

13. Ensure a safe learning environment for students.  Teach students about safe practice, teach  

 liability issues and observe students with these issues in mind.   

14. Provide the Field Director with a resume and Field Instructor Profile.  See Appendix #1. 

 

Criteria for Selection of Field Instructor  

The Field Instructor is the most central person during the period of field placement.  The 

Field Instructor functions in an educative, supportive and administrative role and must be 

committed and dedicated to achieving the maximum learning experience for the student. 

 

The Field Instructor is expected to have the following qualifications: 

1. A BSW degree with a minimum of two years social work experience after graduation; 

or MSW degree, or 

2. Bachelor’s degree with a minimum of five years social work experience after 
graduation. 

In some instances, should the person providing day-to-day supervision not meet any 

of the above qualifications, a qualified social worker can be assigned to provide 

consultation bi-weekly for the student in order to meet the social work department’s 

requirements.  
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Information about the agency and the Field Instructor’s resume is placed in the Field 

Director's office file and kept confidential. 

3. Commitment to social work values and student education. 

4. Understanding of social work curriculum, program mission and ability contribute to 

its improvement and modification, as necessary. 

5. Ability to structure the educational experience and to use a variety of learning 

strategies in field instruction. 

6. Willingness to satisfy the educational needs of the students allowing them to express 

their differences, to manage conflicts and to help in the development of the student’s 

strengths and limitations and their ability to use themselves in their professional 

capacity. 

7. Ability to assign students responsibilities as related to students’ abilities. 

8. Ability to use authority constructively. 

9. Ability to evaluate the student’s professional competence. 
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FIELD EDUCATION EVALUATION  

 

Evaluation Process  

The student’s field work education will be evaluated by the agency supervisor in cooperation 

with the Field Director. The student will be kept informed of his/her progress throughout the 

semester during weekly supervision. Evaluations are due at the end of each semester.  See 

Appendix #17 for Student Progress Report, and Appendix #18 for Evaluation (five pages long).   

The student will have the opportunity to respond to the evaluation and to make any additional 

comments he/she wishes to make. Any student’s response will be written, signed, and dated and 

then attached to the evaluation form. The Field Director, who has final responsibility for grading, 

will inform the student of his/her final grade. 

 

If a student disagrees with the written evaluation of the Field Instructor, the student may 

request a conference with the Field Director prior to the completion of the final 

evaluation.  Should the student remain dissatisfied with the evaluation, a request for 

review should be made to the Director of the Social Work program. 

 

A standard evaluation form has been designed for the agency Field Instructor to evaluate the 

student’s performance.  The topics in the outline indicate areas of knowledge and skills which 

the student should learn in field education. The final evaluation form is to be completed by the 

agency supervisor and may include any written evaluation the agency Field Instructor may wish 

to make. In addition, the Field Director may have the opportunity to attach a brief evaluation. 

 

Evaluation Tips 

The following are suggestions for successfully handling the evaluation process. 

 

Performance evaluation is an on-going process that starts with the student’s first day of 

field placement and culminates in a final written evaluation at the end of the placement.  

On-going evaluation of the student’s progress is a built-in aspect of supervision.  Students 

are also expected to develop the ability to evaluate their own practice throughout the field 

experience.  If there has been continuous sharing throughout the placement, written 

evaluations should hold no surprises.  The student should know ahead of time what the 

Field Instructor is going to say before it is written. 

 

Both students and Field Instructors experience anxiety about evaluations.  It is important 

to recognize this anxiety and deal with it, discussing it together as a normal problem that 

commonly accompanies the evaluation process.  The most effective way to deal with 

evaluations is to have a frank discussion with the student at the beginning of the field 

placement in which the Field Instructor’s approach to performance evaluation, 

expectations of the placement, and how feedback will be given, is discussed. 

 

When the evaluation form has been prepared, the student should be given a copy and 

should also sign it.  The way this sharing process is handled can affect the student’s 

response to the evaluation.  Some guidelines for the process are: 

 

1. Hand the evaluation to the student personally and be available to answer questions 

and deal with the student’s reactions to the evaluation. 
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2. The evaluation conference should be held in a place where privacy and quiet are 

assured.  Interruptions should be avoided and the student should feel that she/he has 

the fieldwork instructor’s undivided attention. 

3. Try to avoid scheduling the conference at the end of the day and allow a full hour or 

more. 

4. Elicit the student’s response after she/he has read the evaluation to check 

understanding, agreement, disagreement, and feelings, giving examples as needed. 

5. Encourage student involvement during agency treatment planning meetings and 

agency conferences. 

4.  Be open to making changes in the evaluation based on the discussion with the student when 

there is mutual agreement to make a change. 
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GRADES FOR SOCIAL WORK PRACTICUM  

Grading Policy 

A letter grade of A, B, C, D, F, or Incomplete will be given each semester.  The grade is the 

responsibility of, and recorded by, the Field Director.  The Field Instructor will have the greatest 

opportunity to observe student performance in the agency; therefore, the supervisor's written 

recommendation and advice will be a primary factor in determining the final grade.  An 

Incomplete will only be given in extreme circumstances and must be cleared prior to the 

end of the semester by the Field Director.  The Field Director may lower a grade based on 

incomplete or consistently late journals and timesheets submitted to the Field Director.  The 

original copy of the student evaluation will be maintained by the Social Work Department office, 

and only the grade is recorded in the Office of the Registrar. 

 

Those students who receive a grade below "B" at the end of the first semester in the Practicum in 

Social Work will be asked to have a conference with the Field Director. 

 

No credit will be granted until the minimum of 400 hours for the year is complete and 

signed off by studentôs field instructor. 

 

Grade Information for Field Instructors  

A grading policy is in the appendix to help with grading.  See Appendix #19.  Please start by 

going over the grading policy with your student.  Second, go over the student evaluation 

together.  When you have both agreed to the semester grade, both sign and date the evaluation 

form and give it to the Field Director. 

 

You are strongly encouraged to give the student the grade he/she earns.  Semester field 

instructors’ training provided by the filed   however, please do not take the stance, “I don't give 

an A to anyone at any time” or “I cannot give an A first semester or you will have nothing to 

work toward.”  This is unfair to the student who has truly and genuinely worked hard according 

to the grading criteria. 

 

Giving grades is a difficult task.  If there are any questions, please contact the Field Director. 

 

 

GRIEVANCE S 

The Augusta State University Program of Social Work follows the policies and procedures for 

grievances as set out in the ASU Student Handbook, found on line at 

http://www.aug.edu/studentrights.htm.  The policy can also be found in its entirety in Appendix 

22 of this handbook 

http://www.aug.edu/studentrights.htm
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TERMINATION FROM THE PROGRAM THROUGH FIELD  

 

A student who does not meet the ethical and academic standards of the social work program may 

be terminated from the program.  The Director of Field Education has the authority to take 

immediate corrective action in the practicum area with regard to student conduct and 

performance.  In the even that the student is deemed in violation of the NASW Code of Ethics, 

the Social Work Program Conduct Code, or academic standards for social work, the Social Work 

Conduct Code Procedures will be followed.  The criteria are outlined below. 

 

1. Social Work Conduct Code:  Integrity is a basic characteristic required of students in 

the social work program.  Although it is not possible to provide an exhaustive list of 

all types of violations that may result in probation or termination, the following are 

some examples: 

a. Misrepresenting or misstating events surrounding an incident involing 

professional conduct. 

b. Poor or improper professional conduct during practicum or service learning 

assisngments. 

c. Being under the influence of alcohol and/or other controlled substances during 

classes or in practicum. 

d. Unprofessional involvement with a client or supervisor while engaged in 

practicum activities. 

e. Breach of professional confidentiality. 

f. Derogatory comments and/or behavior towards a client. 

g. Displaying prejudicial behavior and/or attitudes toward a client of a different 

class, race, age, religious and/or sexual orientation. 

h. Violation of the NASW Code of Ethics (a copy is held in the Director of 

Social Work’s office, as well as a copy included in this handbook. 

i. Insubordination. 

j. Stealing. 

k. Inappropriate professional attitude/disposition. 

 

2. Violation of the University Academic Integrity Policy:  The program of Social Work 

will follow the University guideline for all students suspected of violating the 

university academic integrity policy.  The Program of Social Work reserves the right 

to impose additional sanctions according to the Social Work Conduct Code, based on 

the outcome of the academic integrity process. 

 

3. Low grade average:  Continuation in the program requires a demonstration of 

academic ability.  A student must maintain a 2.5 GPA in all coursework and must 

pass required social work courses with a 2.5 or higher. 

 

4. Student Misconduct:  Failure to abide by the standards required of the Augusta State 

University student as outlines in the ASU Student Handbook. 

 

 The faculty of each course has the responsibility for determining if the student has met 

the course requirements.  The student in jeopardy of possible dismissal is counseled by the 

individual instructor, the internship supervisor and/or the field director, to apprise the student 
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of his/her deficiencies and rights.  The student may be issues a written warning statement at 

this time.  A copy of this warning will be given to the student and placed in the student’s file.  

Specific remediation guidelines for avoiding dismissal will be established between the 

student and the instructor/supervisor.  Indentified behaviors will be achieved within a 

specified timeframe.   

 

FIELD PRACTICUM INFORMATION  

 

1..  Exemptions from Fieldwork:  There are no exemptions from senior fieldwork based 

on prior experience.  “Academic credit for life experience and previous work 

experience will not be given, in whole or in part, in lieu of the field practicum or of 

the course in the professional foundation areas.” 

2. Paid Fieldwork:  Most fieldwork positions are not paid positions.  Paid field 

placements are permissible.  However, a paid placement must meet all of the 

criteria for fieldwork.  In addition, students must be able to fulfill the objectives for 

fieldwork within the paid placement.  Emphasis must be on fieldwork as learning 

experience rather than as paid employment. 

3.  Holidays and Seasonal Breaks (Christmas/Spring break):  The University does not 

require students to do fieldwork during holidays, and exam weeks. (The student and 

the Field Instructor should determine if she/he needs to be present during the 

holiday periods.  Some need the additional hours in order to complete placement. 

Others are in agencies where their responsibilities to clients require that they 

continue work during seasonal breaks.) The nature of the fieldwork will determine 

the student’s responsibility to the clients during these periods.  The Field Instructor 

and students will negotiate the number of hours the student is to work.  The students 

are responsible for informing their Field Instructor of their schedules.   

 The practicum schedule follows the University calendar.  Thus, students do not 

have to make up time for University holidays falling on field days, e.g. 

Thanksgiving break, winter recess, and spring break.  

4.  Illness:  Students make up time for absence due to illness during their regular field 

internship hours.  Two hundred hours must be completed per semester. 

5. Social Work Conferences and Meetings:  Attendance at social work conferences 

and meetings falling on field time may be counted as field time at the discretion of 

the Field Instructor.  That decision is based on the Field Instructor’s judgment of the 

program’s learning opportunities for the student.  As a professional learning 

experience, the field instructor may expect documentation and discussion of that 

experience. 

6.         Field Agreement Form:  A field agreement form, developed by the ASU 

Department of Social Work in conjunction with the ASU legal department, will be 

signed by the student, Field Instructor and Director of Field Instruction for each 

student prior to beginning field work.  See Appendix #3.  Some agencies may have 

their own forms which will be substituted for the ASU form, as agreed upon by the 

ASU Legal Department.  
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USE OF FIELD INTERNSHIP HOURS 

 

No less than 400 hours will be completed at your agency. 

 

Time to and from your agency is not counted.  If student leaves their agency and on the 

way home make a home visit, the time from the agency to the visit is counted, not the 

time you leave the agency task to continue home.  After you report to your agency and 

you leave for a workshop, seminar, etc. all time is counted. 

 

No homework, readings, or assignments for other classes are allowed during field 

internship hours. 

 

Process recordings and getting information from your agency for your senior seminar 

case preparation or research class is counted.  The time spent with your instructor on your 

case preparation is counted. 

 

If you find "down time," immediately bring it to your Field Instructor's attention.  Agency 

reading is counted toward your hours, but within reason.  Your journal entries and time 

log is to be done at the agency and is counted toward agency hours. 

 

You are responsible to see that your Field Instructor completes the evaluation. After you 

have read and agreed with the grade assigned to you, sign the evaluation and return the 

completed evaluation to the Field Director. 
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HANDLING PROBLEM SITUATIONS IN FIELD PRACTICUM  

 

On occasion, students may have conflicts with supervisors or other staff.  Students may 

encounter problems in the working environment, may lack of assignments or direction.  If 

problems occur, the following is helpful: 

 

1. Discuss the situation with your supervisor. 

 

2. If your supervisor is not helpful, schedule an appointment with the Field Director to 

discuss the situation. 

 

3. Field Director may meet with field instructor and student at the field placement for 

resolution to the problem. 

 

3. The Field Director will intervene, if necessary and as agreed with the student and/or 

the Chair of the Social Work Department. 

 

4. Student may be transferred to another agency only as a last resort. 

 

5. If a student is asked to terminate the agency due to negative situations or problems 

caused by the student - then the student will be responsible for locating another 

agency.  This will not be the Field Director's responsibility. 

 

Ideally, the problems will not occur, however, if difficulties do arise, be assertive and discuss 

them with your supervisor.  Feel free to consult with the Field Director at any time.  Please call 

to schedule an appointment. 
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FIELD PRACTICUM PROCESS  

 

Please see Appendix #5 for chart of stages in the internship. 

 

Application to Field 

Please see Appendix #2 for information necessary to apply for internship placement. 

 

Beginning the Placement and Orienting the Student 

The Importance of Orientation:  The first few days of the field placement experience can 

set the tone for many weeks to come and affect the student’s response to subsequent 

experiences and assignments.  It is common for both fieldwork instructors and students to 

come into the placement with high anxiety and high expectations.  It is important for 

Field Instructors to recognize this reality and to be aware of their own concerns and 

anxieties in order to tune in to the student’s concerns and anxieties in a helpful way. 

 

The student is in a new and demanding experience and needs ample time to become 

familiar with the new setting and with the field placement process.  When students do not 

get an adequate orientation, they must expend a considerable amount of time and energy 

trying to orient them.  With the anxiety level increased as a result, students have little or 

no energy left for learning.  If performance demands are made of the student before an 

adequate period of familiarization with the setting has occurred, it is likely that the results 

will be inadequate. 

 

Although a certain level of student anxiety at the beginning of the placement is natural 

and inevitable, a formal orientation from the agency and the Field Instructor will help 

reduce it.  There is a need for a formal, structured, and well-planned orientation in order 

to reduce (but not eliminate) some of the stress and to give the fieldwork instructor and 

student time to get acclimated.  See Appendix #6 for orientation checklist. 

 

Learning Styles Information:  Understanding learning styles can provide very helpful 

information on how a student learns and also how a Field Instructor learns best. We tend 

to teach in a way that suits our own personal style, and sometimes do not understand why 

the student does not respond as we think we would. Understanding differences in learning 

styles can especially be helpful to Field Instructors so they can provide the pace and type 

of assignments that will best meet the students’ needs when they are different than our 

own.  Field Instructors should bring up the discussion of student’s learning style during 

orientation and throughout placement, as appropriate. 

 

Orientation to the Work Setting:  When the student first arrives at the agency, it is 

important to take him/her on a tour of the facilities.  Introducing the student to the staff 

and providing for the student’s physical space (desk, phone, etc.) are especially important 

right away. 

 

During the first few days of field placement, students will need ample time with their 

Field Instructors.  Questions, comments and reactions should be encouraged in order to 

help them become oriented.  Discussion about the agency - how it is structured, goals and 
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objectives, philosophy, client demographics, agency community, etc. - is important at the 

beginning.   

 

Discussions about roles and responsibilities are also important and are expanded on 

below or under the section on Contracting. 

 

Opportunities for student observation of staff working with clients, staff meetings, 

groups, and conferences, as well as informal “coffee breaks” help the student to 

assimilate the tone of the agency.  It is also important to help the student learn what other 

staff does.  This can be done in formal and informal ways.  Having agency staff members 

explain their individual roles to the student can help immensely.  Field Instructors 

should provide students with opportunities to visit and learn about all departments 

in the agency. 

 

Some additional recommendations for Field Instructors as they supervise students are: 

1. Communicate the attitude to the students that they are learners and not workers.  

Invite them to feel comfortable with this status and to take advantage of all 

educational opportunities possible.  It is important to decrease the pressure to 

perform and succeed, and emphasize learning. 

2. Be direct and honest in evaluating the students’ work.  Help them to view criticism as 

being constructive to their learning. 

3. Be open with sharing your own personal experiences in the field.  This helps 

students realize that field instructors are not infallible, they were beginners once, 

and they are also still learning. 

4. Schedule ample time to be available to students, yet indicate to them clearly that 

although you may try to be available physically and emotionally, it may not always 

be possible. 

 

Beginning to Develop a Relationship:  As the Field Instructor begins to develop a 

relationship with the student, it is important to communicate empathy about the natural 

concerns and anxieties that are inherent in the new experience.  Many of the concerns that 

students have about the fieldwork instructor and the placement will be expressed 

indirectly.  Students will often hint at a concern that they are afraid to express openly.  A 

key question that students often have when they begin a placement is “What kind of field 

instructor will this be?”  They may be concerned that they will be judged/evaluated 

harshly, that they will not measure up, etc.  It is important to tune in to the possible 

meanings of the student’s indirect expressions of concern and to respond directly to the 

indirect cues.  Field Instructors can tune into a range of possible feelings and concerns on 

the student’s part and prepare to reach for them.  Tuning in is tentative, however, and the 

Field Instructor must be prepared to abandon preconceived ideas about what the student 

might feel and instead respond to the reality of what the student says in response (from 

Schulman, Lawrence [1983], Teaching the Helping Skills:  A Field Instructor’s Guide). 

 

Learning Agreements:  Another crucial factor in beginning to develop a relationship with 

the student is to develop a learning agreement about what the fieldwork instructor can 

provide.  This involves thinking through in advance the specific ways to help the student 

and communicating those in a clear way.  Some of the Field Instructor’s responsibilities 
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should be communicated with the student at the beginning.  For example, some clear 

statements of what can be provided for the student might be: 

 

ñI can help you understand the agency and help you deal with problems you 

encounter in the agency.ò 

 

ñI will meet with you weekly at a prescheduled time to discuss the work you are 

doing.ò 

 

ñI will provide you with assignments and clients based on your needs and my 

judgments.ò 

 

ñI will help you develop your learning goals for this placement.ò 

 

Another aspect of a beginning is a preliminary understanding of some of the tasks and 

responsibilities that the student will have in the placement experience.  The Field 

Instructor and student should negotiate a beginning understanding of these 

duties/activities during the orientation period.  Please use Appendix #6 and be prepared to 

give a copy of your plan to the Field Director at the first agency visit, along with the 

Learning Agreement 

 

Social work literature reflects the acceptance of a concept of contract development both 

in work with clients and in field instruction.  We feel that agreement might be a better 

term because contract has a legal connotation for many people.  Field Instructors should 

feel comfortable in selecting either word. 

 

A learning contract is a document developed by the student and Field Instructor which 

specifies what and how a student will learn within a given period of time.  The contract 

describes the structure of the practicum in respect to end goals or objectives, actions or 

learning experiences to be used to arrive at objectives, and measurements or indicators of 

how the participants will know when the goals have been achieved.  Though based on the 

field objectives of the school, the contract individualizes a student’s learning program in 

a particular agency.  The contract will explicate the roles and norms for participation of 

the partner in field instruction. 

 

Formulating a learning contract involves a process, the end product of which is the written 

contract.  Contracting engages student and instructor in observation and retrieval of practice 

behavior, reflection about that behavior, linkage to a professional knowledge based and to the 

outcome objectives expected by the school.  Through this process the field instructor and student 

can assess the student’s base level of competence and plan a learning experience that will 

facilitate growth. Formulating the contract serves to shift the role of the Field Instructor away 

from that of “all-knowing expert” toward that of a partner in planning student learning.  

Significant learning takes place as a product of this process.  The contract, once written, can 

serve as a stimulus to further assessment and planning as it is used to measure accomplishment at 

points in the practicum.  See Appendix #8 for a Sample Learning Contract. 
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Criteria for Probation and/or Termination of a Student's Enrollment in the Social Work 

Program and/or Field 

A student who does not meet the ethical and academic standards of the social work program may 

be terminated from the program.  The Field Director has the authority to take immediate 

corrective action in the practicum area with regard to student conduct and performance.  In the 

event that the student is deemed unsuitable for social work, the Procedure for Probation and/or 

Termination will be followed.  See Appendix #10.  See Appendix #11 for Criteria of Termination 

form to be signed by the student.  The criteria are enumerated below. 

 

1. Social Work Conduct Code:  Integrity is a basic characteristic required of students in the 

social work program.  Although it is not possible to provide an exhaustive list of all types 

of violations that may result in probation or termination, the following are some 

examples: 

 

a. Plagiarism  (refer to ASU student handbook about academic integrity) 

b. Misrepresenting or misstating events surrounding an incident involving 

professional conduct. 

c. Poor or improper professional conduct during practicum  

d. Being under the influence of alcohol and/or other controlled substances during 

classes and/or practicum 

e. Unprofessional involvement with a client or supervisor while engaged in 

practicum activities 

f. Breach of professional confidentiality 

g. Derogatory comments and behavior toward a client 

h. Displaying prejudicial behavior and/or attitudes toward a client of a different 

class, race, age, religious and/or sexual orientation 

i. Violation of the NASW Code of Ethics.  See Appendix #12. 

j. Insubordination  

k. Cheating 

l. Stealing 

 

2. Low Grade Average:  Continuation in the program requires a demonstration of academic 

ability: 

 A student must maintain a "C" average in all coursework and maintain a "C" average 

or higher in required social work courses. 

 Not turning in journals/logs in a timely manner may result in a grade below a “C.” 

 

3. Student Misconduct:  Failure to abide by the standards required of an Augusta State 

University student as enumerated in the ASU Student Handbook. 

 

The faculty of each course has the responsibility for determining if the student has met the course 

requirements. 

 

The student in jeopardy of possible dismissal is counseled by the individual instructor, the 

internship supervisor and/or the field director, to apprise the student of his/her deficiencies and 

rights. The student may be issued a written warning statement at this time. A copy of this 

warning will be given to the student and placed in the student’s file. Specific remediation 
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guidelines for avoiding dismissal will be established between the student and the 

instructor/supervisor. Identified behaviors will be achieved within a specified time framework.  
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APPENDIX #1 

FIELD INSTRUCTOR PROFILE  

 

 

 

Name: _________________________________  Date:  ____________________ 

 

Title: ___________________________________________________________ 

 

Agency:  _________________________________________________________ 

 

Undergraduate degree: ______________________________________________ 

 

Graduate degree:  __________________________________________________ 

 

Licensure:  Yes/No             If yes, what? _______________ 

 

Total years social work experience:  ______________ 

 

If MSW, total years social work experience post masters:  __________________ 

 

Years of supervisory experience:  _________________ 

 

Years of experience supervising interns:  ______________ 

 

Number of years with APU’s Social Work program:  ___________________ 

 

Other programs for who you have supervised students: _____________________ 

_________________________________________________________________ 

 

Hours of field instruction training received with other programs:  _____________ 

 

Hours of field instruction training with APU:  ____________________________ 

 

 

 

 

 

 

 

 

 

(All field instructors must attend at least one 2-3 hour field instructor training workshop per 

year at ASU)  
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Appendix #2 
 

 

Social Work Program 

Augusta State University 
 

 

APPLICATION FOR PRACTICUM IN SOCIAL WORK  
 

 

 

 

Name__________________________ Birth date _____________ Gender ________ 

 

Home Address ______________________________________________________ 

 

_____________________________________________ ASU Box ______________ 

 

ASU Telephone _____________________ Home Telephone __________________ 

 

 

Do you have a car?_______________ 

 

Are you bilingual? __________ Yes  __________ No 

 

If yes, what language? _________________________________________________ 

 

 

 

I understand that I am responsible for, and must have, my own transportation. 

 

 

 

 

_______________________________________ 
Student Signature 
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1.  What factors motivated you to become a social worker? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. What is the special area(s) in which you are most interested and why? (i.e., child 

 welfare, medical, corrections, geriatrics) 

 

 

 

 

 

3. What would be your second or alternative choice? 

 

 

 

 

 

4. In what area are you least interested and why? 

 

 

 

 

 

5. What are your expectations of field instruction? 

 



                                                                                                                 ASU Field Manual 

 54 

6. Give a brief discussion of any social agency experience you have had including volunteer 

 work. 

 

 FROM TO AGENCY NAME  SALARY OR  

 MONTH/ DA TE MONTH/ DATE  AND ADDRESS VOLUNTARY  

 

         

 

         

 

         

 

         

 

         

 

         

 

 

 

7. If you are employed, do you anticipate any problems arising from your outside 

 schedule? 

 _________ Yes  ___________ No 

 If yes, please explain. 

 

 

 

 

 

 

 Position Held _____________________________________________________ 

 A.  Full-time _____________ 

 B.  Part-time _____________ 

C. Hours per week ___________ 

 

8.  Describe any additional factors that would influence the choice of the field work 

 setting. 
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9. Write a short essay on: 

 

 a.  Situations that you believe you will not be able to deal or work with. 

  b.  Environment where you work and learn well 

  c.  Indicate your areas of strengths and areas for growth. 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Statement of approval for release of information to agency personnel. (Sign and date.) 

 

 

__________________________________________________         _____________ 
Student Signature                                                                                                                   Date 



                                                                                                                 ASU Field Manual 

 56 

 

Appendix #3 

 

    

FIELD PLACEMENT CONTRACT  

 

Social Work Program 

Augusta State University 
 

This agreement is entered into as of the date first executed below by and between 

Augusta State University through its Social Work Program (hereinafter called the 

“University”), and   ____________   (hereinafter called the 

“Agency”).  The Purpose of the Agreement is to provide essential and structured field 

experience for the University’s Social Work students in the professional environment 

provided by the Agency, and to make clear the duties and obligations of each party, in 

general, and to provide specifically for the placement of the student(s) listed below.  It 

mutually benefits the University, and the Agency to allow the students of the University 

to obtain their field experience by undertaking specified assignments at Agency.  In 

consideration of the mutual agreements set forth below, the University and the Agency 

agree to the following terms and conditions: 

 

 

1. Mutual Responsibilities: 

 

a. The parties agree to cooperate in establishing the educational objectives 

for the field experience and devising methods for their implementation 

(together referred to as the “Program”), and to continually evaluate the 

Program to determine the effectiveness of that experience. 

b. The parties agree to make no unlawful distinction among students covered 

by this Agreement on the basis of race, color, religion, sex, age, handicap 

or national origin. 

 

 

2.  Responsibilities of University: 

 

a. To appoint a faculty member as the Field Director for the Program and 

to administer the University's responsibilities related to it.  

 

b. To assume responsibility for assuring compliance with applicable 

educational standards. 

 

c. To establish and maintain ongoing communication with the person 

appointed by the Agency as its Agency Liaison for the Program. On-

site visits for Program examination will be arranged when feasible. 

 

d. To notify the Agency Liaison and the Agency, at a time mutually 

agreed upon, of its planned schedule of student assignment, including 
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the name and academic preparation of the student.  The Field Director 

shall negotiate placement assignments and prepare students for 

placement with field agencies.   

 

e. To inform the student of any requirements developed by the Agency for 

participation in the Program, and, through the Field Director, to direct 

the assigned student to comply with the Agency’s applicable rules and 

regulations. 

 

f. To supply the Agency Liaison with appropriate forms to be used in 

evaluating the performance of the assigned student or to accept the 

forms regularly used by the Agency.  The Field Director shall make 

visits at least twice per year to Agency in order to determine and assure 

that the Program’s educational objectives are being met, and to 

intervene when difficulties arise. 

 

g. To oversee required academic and instructional content of the Program, 

and to provide Agency Liaisons with course outlines, field work 

evaluation forms, and other pertinent material.  The Field Director shall 

be responsible for academic oversight of the program on the 

University’s behalf, which shall include (1) designing an orientation 

session for all Agency Liaisons to discuss educational objectives of 

field placement and objectives of the social work program; (2) 

maintaining continuous contact with students and Agency Liaisons in 

order to assess student field performance and to assign a final grade; (3) 

provide Agency Liaisons with course outlines, field work evaluation 

forms, and other pertinent material; and (4) provide additional 

assistance and oversight to placements where students are not 

supervised by an M.S.W. or B.S.W. 

 

h. To process input from Agency personnel and students regarding needed 

changes in the curriculum.  The Field Director shall be responsible to 

coordinate communications as necessary for this process. 

 

 

3.  Responsibilities of Agency: 

 

a. To designate as Agency Liaison the staff member who will be 

responsible for the supervision of the students and the planning and 

implementation of the field experience.  The staff member so 

designated shall meet the appropriate legal and regulatory criteria 

established for supervising students in Social Work and provided to 

Agency with this Agreement. 

 

b. To provide the Agency Liaison with sufficient time to supervise, plan 

and implement the field experience including, when feasible, time to 

attend relevant training meetings and conferences, and to allow the 
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Agency Liaison adequate time to devote to student instruction in the 

Program. 

 

c. To provide adequate space, materials, and physical facilities for 

participation in the Program, and to allow and encourage the 

University’s students to participate in the Agency to the greatest extent 

possible, to facilitate the learning process.  This shall include giving 

students access to records and maximizing participation in Agency staff 

meetings, case conferences, and other appropriate activities to the 

extent permitted by state and federal law. 

 

d. To publish or communicate to the University the requirements, 

expectations and objectives the Agency may have for the Program, to 

advise the University of any changes in its personnel, operation or 

policies which may affect field experiences, and to provide the assigned 

student with copy of the Agency's existing pertinent rules and 

regulations with which the student is expected to comply. 

 

e. To determine the number of students which it can accommodate during 

a given period of time. 

 

f. To evaluate the performance of the assigned student on a regular basis 

using the evaluation form supplied by the University and to promptly 

forward to the University the completed evaluation, no later than one 

(1) week following the conclusion of fall and spring semesters. 

 

g. To advise the University, at least by mid-term, of any serious 

deficiency noted in the ability of an assigned student to progress toward 

achievement of the stated objectives of the Program.  It will then be the 

mutual responsibilities of the Agency Liaison and the Field Director to 

devise a plan by which the student may be assisted to achieve the stated 

objectives. 

 

h. To comply with all Federal, State and local laws and ordinances 

concerning the confidentiality of student records. 

 

 

4. Responsibilities of Students: 

 

a. To report to the Agency on time when scheduled, and to advise the 

Agency Liaison in advance if the student must be absent for illness or 

any other reason. 

 

b. To perform adequately all assignments given by the Agency Liaison. 

 

c. To maintain journals which accurately reflect the activities and tasks 

performed. 
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d. To prepare for and actively participate in all supervisory conferences. 

 

e. To provide his or her own transportation to and from the Agency. 

 

f. To participate in periodic evaluations with the Agency Liaison and 

Field Director. 

 

g. To complete all assignments and responsibilities assigned under the 

Program. 

 

h. To contract with the Agency Liaison to develop objectives for the field 

placement which demonstrate the acquisition of the skills and 

knowledge appropriate for a beginning social work practitioner. 

 

i. To conduct himself or herself in a manner which reflects the values and 

code of ethics of the social work profession and complies with the rules 

and regulations of the Agency. 

 

k.      To represent the Agency and the University in a professional manner at     

 all times. 

 

l.      To provide his or her own health care. 

 

 

5. General terms and conditions: 

 

a. The parties hereto agree that the University's students are fulfilling 

specific requirements for field experiences as part of a degree 

requirement, and therefore the University's students are not to be 

considered employees or agents of either the University or the Agency 

for any purpose, including Worker's Compensation or employee benefit 

programs. 

 

 b. The parties hereto shall indemnify and hold each other harmless from 

any and all claims, losses, damages or injuries to persons or property, 

and all costs, expenses and reasonable attorneys' fees incurred in 

connection therewith, caused by the negligent or intentional acts of the 

indemnifying party, its agents or employees arising out of the 

performance of this agreement.  For the purposes of this section, the 

students shall be considered agents of the University. 

 

c. For purposes of compliance with HIPAA, students shall be considered 

“work force members,” defined as individuals who are given access to 

Agency’s protected health information (“PHI”), which means any 

information, whether oral or recorded in any form or medium, created 

or received by students and: (i) that relates to the past, present or future 

physical or mental condition of the patient; the provision of health care 

to the patient; or the past, present or future payment for the provision of 
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health care to the patient; and (ii) that identifies the individual or with 

respect to which there is reasonable basis to believe the information can 

be used to identify the patient and shall have the same meaning as the 

term “protected health information”.  As members of the work force, 

students will be required to follow Agency’s rules related to security 

and protection of PHI and may not either retain PHI outside of the 

Agency or disclose PHI to anyone outside of the Agency.  

 

e. This agreement shall be effective for a period of three years when 

executed by both parties. This agreement may be terminated by either 

party effective as of the end of an academic year (May 31) upon at least 

ninety (90) days’ written notice by the terminating party.  

 

f. This agreement may be revised or modified only by written amendment 

executed by both parties. 

 

g. This agreement shall not create any rights, including without limitation 

third party beneficiary rights, in any person or entity not a party to this 

agreement. 

 

h. Agency may suspend or terminate any student from the Program if, in 

the Agency’s judgment, the student’s conduct or behavior violates the 

Agency’s rules of conduct or otherwise threatens the health, safety or 

welfare of any patients, invitees or employees at Agency.  The 

University may terminate the participation of a student in the Program 

if the student violates the provisions of the ASU Social Work Program 

Field Manual (the “Manual”).  

 

h. Assignment.  This agreement or any part hereof shall not be assigned or 

otherwise transferred by any party without the prior written consent of 

the other parties. 

 

i. Relationship of Parties.  The parties are acting herein as independent 

contractors and independent employers.  Nothing herein contained shall 

create or be construed as creating a partnership, joint venture, or agency 

relationship between any of the parties and no party shall have the 

authority to bind another party in any respect. 

 

j. Governing Law.  This Agreement shall be governed by and construed 

in accordance with the laws of the State of Georgia. 

 

k. Entire Agreement.  This Agreement and its Exhibits shall constitute the 

final, complete and exclusive written expression of the intentions of the 

parties hereto and shall supersede all previous communications, 

representations, agreements, promises or statements, either oral or 

written, by or between either party.  This Agreement may be amended 

only in writing signed by each of the parties hereto. 
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Augusta State University 

 

Dated:  _____________   by: ___________________________ 

      Name 

 

Agency 

 

Dated:  _____________   by: ___________________________ 

      Name 
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Appendix #4 

 
 

SUMMARY OF RESPONSIBILITIES IN FIELD PRACTICUM  

 

Primary responsibility for the education of the student attending Azusa Pacific University rests with that student.  

The Field Instructor and Field Director join with the student to become part of the team responsible to assure that 

the field learning experience is as complete and positive as possible.  Each member of the team has certain 

responsibilities to insure the success of the field work experience. 
 

STUDENT  FIELD INSTRUCTOR  FIELD DIRECTOR  
Application for field  Select field placements 

work placement.  which take into consideration 

  the student’s skills, interests,  

  and career goals; student is  

  actively involved in the  

  decision. 
 

Preliminary meeting Preliminary meeting Final decision and noti- 

with Field Instructor with student to make fication of that decision. 

to make decisions decisions, share what Provide information 

re.  placement agency is all about, kinds about student to Field 

 of experiences, etc. Instructor. 
 

Negotiate tasks with Define student tasks and Provide liaison to agency 

Field Instructor. expectations clearly. and advisement to student. 
 

Learn about agency; Introduce agency Communicate on a regular 

get acquainted with personnel to student, basis with agency;  make 

agency personnel orient student to agency visits. 

and agency organ- functions and procedures.  

ization and goals. 
 

Communicate expecta- Develop learning contract Plan and hold field instructor 

tions and learning consonant with student’s meetings to consult on their 

agenda to Field needs, agency program, work.  Keep Field Instructors 

Instructor and faculty and the school require- informed of course content 

 ments. and requirements. 
 

Be responsible for  Arrange regularly  Hold three-way conference 

part of the agency scheduled supervisory whenever necessary. 

for supervisory conferences.  

conferences. 
 

Bring problems that Give student honest Act as a mediator only in 

arise in field assign- ongoing feedback cases of impasse;  usually 

ment directly to the and evaluation. remain separate from Field 

Field Instructor.  Instructor/student relationship. 
 

Take a responsible Prepare written Provide clear guidelines for 

part in own evaluation,  involving evaluation process. 

evaluation. student in process. 
 

Prepare evaluation  Receive student feedback. Receive both evaluations. 

feedback.   Using student evaluation and 

   student performance for field 

   work grade.  
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Appendix #5 
 

 

FIELD INSTRUCTOR/STUDENT RELATIONSHIPS  
 
 

STUDENTS FIELDWORK INSTRUCTORS 

       

STAGE 1:  BEGINNING 

 

Issues/Concerns Suggestions for Addressing 

 

Feel like a stranger, than a guest. Help settle in quickly. 

 

Go through a “period of anxiety laden Develop written orientation. 

with self consciousness. 

 Give “title.” 

Are enthusiastic - “How soon can I   

start?”  “When will I get my first Discuss Learning Contract. 

client?”  Yet very anxious when 

assigned first client. Acknowledge feelings, empathize. 

 

(12% said meeting other staff is Set groundwork for FWI relationship. 

stressful). 

 Prepare other staff for student; discuss 

(57% said issues regarding clients are meetings, expectations, etc., ahead of 

most stressful). time. 

 

 Discuss supervisory relationship. 

  

__________________________________________________________________________________ 

STAGE 2:  REALITY CONFRONTATION 

 

Have unrealistic expectations:  agency Access to FWI is very important. 

FWI falls off pedestal. 60% turn to FWI. 

 

Are disillusioned with classroom part Do not take it personally. 

of learning. 

 Focus on what is happening to the 

Question role as social work. learner. 

 

“Will I be any good?” Encourage students to express what  

 they did and how they felt. 

Experience complex value dilemmas. 

 During mid-term evaluation allow  

May overreact to any negative time for doubts:  be supportive. 

feedback. 

 Prepare for first client. 

May want to give up or change 

placements. 

 

May become physically ill or depressed. 

_________________________________________________________________________________ 
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STAGE 3:  RELATIVE MASTERY 

 

 

Reach a compromise between expecta- Access to FWI continues to be  

tions and reality. important. 

  

Open to discussing value dilemmas. Senior may take over while you go 

 on vacation, with back-up person 

Establish competence. for supervision. 

  

Learn how to leave it at the agency Observation of client/intern  

when you go home. interaction is helpful via direct 

 observation, video or audio taping. 

Develop confidence.  

 Affirm student. 

Take initiative in own learning. 

 

Issues regarding clients still stressful. 

 

 

  
STAGE 4:  TERMINATING 

 

Reappearance of self-doubt (seniors). Start termination process early: 

Juniors confident - look forward to discuss final date with student and 

senior year. staff.  Prepare for evaluation 

 conference. 

Feelings of sadness, relief,  

withdrawal, detachment. Share feelings of loss. 

 

Readiness to move on. Talk about your needs and student’s 

 needs. 

Juniors may offer to volunteer.  

 Plan an ending event. 

New demands on student. 

 Discuss what contacts are reasonable. 

_____________________________________________________________________________________ 
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Appendix #6 
 

SUGGESTED ORIENTATION CHECKLIST  
 

OBJECTIVES:  To begin to relieve student anxiety about beginning a field placement, to orient the student 

to the peculiar requirements, policies, working conditions, client needs and internal organization of the 

agency, and to help students begin to focus on self to increase higher own self-awareness. 

 

THE FOLLOWING ACTION STEPS ARE PRESENTED TO HELP ACHIEVE OBJECTIONS: 

  Develop written orientation schedule. 

  Circulate memo to staff introducing student interns. 

  Introduce student to clerical and receptionist staff. 

  Arrange for key supervisory staff or administrators to meet with students. 

  Tour the agency. 

  Specify to the student, agency expectations on rules of behavior and    

  appropriate dress. 

  Provide student with current job description detailing the functions of the intern and the  

  responsibilities of the agency. 

  Make a check list of tasks to be completed during orientation. 

  Focus on exact role of social work student at your agency. 

  Provide student with information on history of agency, organizational structure, funding 

sources, policies, programs, etc. 

  Provide organizational charts. 

  Provide agency procedural and personnel manuals. 

  Arrange for student to observe each step of process (intake-termination), seeing what each 

staff person does and how each relates to the other.  

  Arrange for student to spend time in the field visiting key agencies and people the student will 

be working with. 

  Develop bibliography of suggested readings. 

  Arrange for the student to directly observe you in your work with clients and other social 

workers. 

  Set specific learning goals. 

  Discuss the supervision process and schedule weekly supervision times. 

 

  Discuss the human element of social work practice. 



                                                                                                                 ASU Field Manual 

 66 

Appendix #7 
 

SAMPLE PROPOSED SCHEDULE OF ACTIVITIES  
 

Field Placement Program 
 

Fall Semester 
Week Activity  

 

1 

Placement Contract signed 

Orientation to Agency 
Orientation to role of the social work intern 

Introduction to and observation of designated staff 

 

2 

Assignment of activities and tasks 

Observation of/discussion with other social workers 
Establishment of Learning Contract 

 

 

3-4 

Preparation for interviewing and other tasks 

Assignment of cases: Direct contact with clients  

Orientation to community resources 

Agency analysis 

Library assignment 

 
5-6 

Carrying out of internship role:  meeting learning objectives 
Evaluation of progress 

Completion of case presentation 

 

7-11 

Continuation of internship role – broader utilization of intervention strategies etc.  

Introduction to family and/or group work  
Process recording completed 

 

 

12-13 

Continuation of internship role 

Evaluation of progress 

Planning for spring semester 
Personal and Professional Growth Plan #1 

Case analyses and annotated bibliography 

 

Spring Semester 

Week Activity  

 

1 

Reorientation to Agency 

Assignment/continuation of cases and activities 

Establishment semester review of Learning Contract for spring semester 

Demonstration of more independent practice 

 

2-3 

Application of intervention roles with families, groups, or communities 

Participation in “higher level’ learning activities (e.g. facilitate group, present case to 

      treatment team, policy analysis) 
Ongoing evaluation of practice 

 

 
4-10 

Analysis of a public policy, macro agency, or community activity 

Continuation of internship role:  meeting learning objectives 
Demonstration of ability to work collaboratively with supervisor and other appropriate staff 

Resume 

Process recording 
Completion of “shadowing” assignment 

Talking to Yourself journal 

 

11-13 

Demonstrate appropriate termination strategies 

Process recording 
Begin assessment of performance for the year 

Personal and Professional Growth Plan #2 

 

14 

Self assessment, evaluation and career planning 

Senior integrative assignment 
Annotated bibliography 
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 Appendix #8 
 

SAMPLE LEARNING AGREEMENT  

GEORGE GOODSTUDENT 

 

 
Placement Agency:  Rogers County Mental Health Services 

Hours in Placement: Tuesday:  8:00 A.M. to 5:00 P.M. 

 Friday:  8:00 A.M. to 5:00 P.M. 

Supervision Time: Tuesday: 8:30 A.M. to 10:00 A.M. 

  

 

     GOAL 1:  TO IMPROVE INTERVIEWING/CASE MANAGEMENT SKILLS  
Objective 1: To read policy manual and case files for at least 10 clients. 

Objective 2: To observe five interviews conducted by agency staff by the 3rd week. 

Objective 3: To conduct at least 12 interviews with clients each semester. 

Objective 4: To document client contacts and follow problem-solving format with clients. 

Objective 5: To learn about the community’s services and make appropriate referrals.  

 

  GOAL 2:  TO PARTICIPATE IN AGENCY/COMMUNITY MACRO ACTIVITIES  
Objective 1: To visit United Way’s Information and Referral Center and explore collaboration 

possibilities by mid-semester. 

Objective 2: To attend management meetings and interview management about agency issues. 

Objective 3: To attend at least five case conferences each semester and present a case. 

Objective 4: Based on agency needs, will work with supervisor to develop a macro project that is 

specific to the population and measurable in goal outcomes. 

Objective 5: To develop a  project based on research project or interviews with staff.  

 

GOAL 3:  TO LEARN HOW TO DEVELOP AND CONDUCT GROUPS  
Objective 1: To observe for 3 weeks a parent training education group. 

Objective 2: To attend the scheduled 4-hour in-service entitled “Working with Groups.” 

Objective 3: To develop and co-facilitate a new time-limited education group for male middle 

school students (8 weeks). 

          

 

GOAL 4:  TO DEVELOP AND CONDUCT A RES EARCH PROJECT 
Objective 1: Collaborate with professor and field instructor to identify problem/question for 

 research. 

Objective 2: Design research project in collaboration with same. 

Objective 3: Conduct research project. 

Objective 4: Share research findings with agency head and other management staff. 

 

                    GOAL 5:   PROFESSIONAL SKILL DEVELOPMENT GOAL SPECIFIC TO STUDENT  

 AND SUPERVISOR AT FIELD PLACEMENT.  

Objective 1: 

Objective 2: 

Objective 3: 

______________________________________________________________________________ 

 

Student     Date    

 

Field Instructor     Date    

 

Faculty Field Liaison     Date    
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FIGURE 3.1 Sample Practicum Learning Contract adapted from: 

1W. H. Cormier. (1985) Interviewing strategies for helpers:  Fundamental skills and cognitive behavioral interventions.  

Pacific Grove, CA:  Brooks/Cole 

 

 
 

 

At least five learning goals with several objectives under each should appear in a student learning contract, 

including all the above goals covering classes on working with individuals/families, groups, and 

agencies/communities (macro) and research.  Please allow for a goal about completing a research project related 

to the research classes taken in fall and spring by students.  In addition, one or more goals may be included that 

relate directly to some function or knowledge/skills needed in a particular agency.  An example would be to learn 

medical terminology or community resources needed by clients or patients.  These areas could be covered, 

however, as objectives under a goal, to learn to do case management in the agency for instance (relates to Social 

Work Practice I: Individuals and Families class).  

 

The learning objectives should relate to being oriented to the specific agency in which the student is placed and 

gaining practical experiences in that agency.  The Field Instructor and student may refer to course objectives in 

syllabi to help with identifying goals and their objectives such as:  

 

 1. To improve case management skills by  

           a.  following three cases  

                 b.  completing all case documentation  

           c.  conducting case consultation and/or presentation 

 

 2. To practice macro skills related to the agency by  

           a.  attending task force meetings  

           b.  visiting community agencies or collaboration meetings 

           c.  attending court 

 

 **Please be sure to note at the top of the contract a set meeting time when supervision will be done each 

week.  If brief consultations are held more regularly throughout the week because it suits the agency, work setting 

and staff, please also allow for time to deliberately take a break in the hectic pace of the work and have a formal 

time when students can present problems, triumphs, and other issues they want to bring for feedback to field 

instructors.  There will also be formal assignments such as process recordings that are required for the field 

seminar class that will need to be worked on by the student and field instructor during these scheduled times. 
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Appendix #9 

 

 

 

STATEMENT OF STUDENT UNDERSTANDING  

 

 
I, ___________________________, assert that I have read the Field Manual and 

understand the requirements of the field placement. I am aware of my responsibilities, 

particularly related to safety and liability issues in field. I understand the role of the Field 

Instructor and the Field Director. I will discuss any problems or concerns with my Field 

Instructor and will talk with the Field Director if I am not satisfied or continue to be 

concerned about anything to do with my field placement. I understand that I am to 

conduct myself as a professional and seek assistance from my Field Instructor or other 

appropriate staff when uncertain about any action to be taken. 

 

I understand information related to my class or field performance may be discussed by 

Augusta State University, the Field Director, and the Field Instructor for the purpose of 

evaluating my needs or performance in field. 

 

 

 

____________________________  _________________________ 

Signature                                                     Date 
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Appendix #10 
AUGUSTA STATE UNIVERSITY  

SOCIAL WORK DEPARTMENT  

Field Instructor Questionnaire 

 

We at the Augusta State University Social Work Program are interested in providing 

support that will be as helpful as possible to Field Instructors who supervise ASU social 

work students.  This questionnaire is designed to obtain information that will aid in this 

process.  Please take a few minutes to complete the questionnaire and return it to Dr Dale 

White, Director of Field Education. 

 

1.  What has the school and Director of Field Education done in the past that has been  

     helpful to you in your role as Field Instructor? 

 

 

2.  What did/do you need as a first year Field Instructor? 

 

 

3.  Is there some kind of assistance that the Field Director could offer that has not been  

     offered in the past? 

 

 

4.  What topics do you think would be helpful to cover in training for Field Instructors? 

     ___ Field manual/forms required 

     ___ Topics for continuing education credits (suggestions: ____________________ 

             ______________________________________________________________) 

     ___ Clinical supervision 

     ___ Grading of students 

     ___ Facilitation of discussion of problems and successful techniques used with  

            students 

     ___ Networking with other field instructors (collaborative sharing) 

     ___ Other  (List)__________________________________________________ 

 

5.  How many students did you supervise last year? ___   

 

6.  How many students can be supervised in your agency next year? ___ 

 

7.  How many scheduled visits from the Director of Field Education would be most  

     helpful to you?  ___two per year   ___three per year   ___other (how many) ___ 

 

8.  Would you be willing to be on a special committee in January to develop field   

     instructor training at ASU? 

 

9.  What days and times would be best for you to come to training at ASU. 

  

 

Thank you for being a part of the social work education program at ASU! 
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Appendix #11 
 

 

CRITERIA FOR TERMINATION  

 
 

As part of the criteria and requirements for continued enrollment in the Augusta State 

University Social Work Program, each student is required to read the "CRITERIA FOR 

TERMINATING A STUDENT’S ENROLLMENT IN THE SOCIAL WORK 

PROGRAM".  (See Department of Social Work Conduct Code Procedure)  

 

Your signature states you have read and understand the criteria for student termination. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Please return the following signed statement to the Field Director. 

 

 

 

 

 

I have read the document "CRITERIA FOR TERMINATING A STUDENT'S 

ENROLLMENT IN THE SOCIAL WORK PROGRAM” and I am fully aware and 

understand its contents. 

 

 

 

       

Student's signature              Date   
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Appendix #12 

 
 

NASW CODE OF ETHICS 

 
 

Please read the latest NASW Code of Ethics booklet and return this signed sheet to the 

Field Director. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

________________________________________________________________________ 

 

 

 

 

 

 

 

I have read the NASW Code of Ethics. 

 

 

__________________________________________   ___________________ 

Student Signature        Date 
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Appendix #13 
 

FIELD WORK TIME SHEET  
(Revised July 2006) 

 

Student Name:    

 

Agency Name:          _______ 

 

Week of: ________________________________________________________________ 

 

 

 

 

Monday 

 

Tuesday 

 

Wednesday 

 

Thursday 

 

Friday 

 

Total 

Client contacts (direct 

work, with individuals, 

families, and groups) 

      

 

Supervision 

       

Inner agency meetings, 

Orientation & training 

      

Meetings/conferences 

outside Agency (includes: 

law enforcement, schools, 

court, and county) 

      

Observation 

(client activity, client 

communication) 

      

 

Paperwork* 

      

Research, Resource 

Building, Collateral 

      

 

Macro / Special Projects 

      

 

Other * 

      

 

Totals per day 

      

  

                          Previous total hours:                 ______        

                        

                          Total hours fieldwork to date:      ______ 

* Describe hours in this category 

 

   

 Field Instructor’s Signature (required) 

Additional Comments: 

 

 

NOTE:  Remove this time sheet and reproduce copies.  Each week the time sheet is to be 

completed and signed by the supervisor.  Please turn it in to the Field Director weekly.  Failure to 

do so puts you at risk of a reduction in your overall grade.  You are responsible for keeping track 

of your hours.  Be sure to write your total hours to date on your next weekôs time sheet 

before giving this one to Dr Dale White!  
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Appendix #14 

 

STUDENTôS JOURNAL FORMAT 
 
PURPOSE: To facilitate the intra-personal processing of significant field experiences. 

  

 This review can be used to examine yourself, to focus on some aspect of yourself, on 

some pattern you’d like to know more about, on some specific inner process you may 

want to explore.  The attitude with which you do the exercise is most important.  When 

you examine the field experience, do it as much as possible as an objective observer, 

calmly and clearly registering each phase, and processes. Be cautious of opinionated 

conclusions  success or depressed or unhappy about a failure.  The aim is a calm 

registering in consciousness of the meaning and patterns of the day, rather than a reliving 

of it. 

 

 

PROCESS: Find a quiet place, sit comfortably, and relax.  From the field experience event let what 

ever will come into your consciousness.  Take the first interaction that comes to mind and 

work it through (using the following process:) 

 

1.   Report what happened. 

 

2.   Describe your own behavior in this incident. 

  

3.   Describe how your thoughts, feelings, intentions about the interaction are 

congruent or incongruent with what you hold to be your values and beliefs. 

 

4.   Is there consistency between your covert feelings and your overt actions? 

 

5.   Discuss how this awareness can be a strength in the “helping” process. 

 

6.   Record your present feelings and thoughts about this episode. 

 

7. Also note how readings apply to your experiences by citing author or textbook and 

page number, where applicable. 

 

 

LENGTH:  Maximum length of each issue of the journal should be 1-2 pages. 

 

 Keeping a journal while at your field placement is a requirement and plays an 

important part in the grading criteria.  

 

 

The journals are to be neat, typed and double-spaced.  Journals are to be given to Dr Dale White., Director 

of Field Education and Seminar Professor. 
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Appendix #15 
 

 

FIELD PRACTICUM CHECK  LIST  
 

 

 

 

APPLICATION TO FIELD    

 

PHOTO FOR YOUR FILE    

 

COMPLETED JOURNAL OF ACTIVITIES    

 

DOCUMENTATION OF 400 HOURS (LOGS)    

  

SIGNED STUDENT UNDERSTANDING FORM    

 

SIGNED CODE OF ETHICS FORM    

 

SIGNED UNDERSTANDING OF TERMINATION FORM   

 

STUDENT FEEDBACK    

 

STUDENT EVALUATION BY INSTRUCTOR    

 

 

 

 

 

 

 

 

When you have completely checked off the above required assignments, please 

return this form to the Field Director.  At this point, both the student and the Field 

Director will sign indicating all wor k has been completed. 
 

 

 

 

 

     

Student   Date 

     

Field Director     Date  
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 Appendix #16 
 

STUDENT FEEDBACK  
Date: 

 

Student: 

 

Agency: 

 

Field Instructor: 

 

Now that you have completed your senior field practicum: 

 

1. Was the agency able to provide adequate space, supplies and equipment for you to fulfill your 

student responsibilities?          YES_______        NO_________ 

 

1. Were you provided with an adequate amount of orientation to introduce you to the 

agency? 

 

 

 

2. Was the agency able to provide you with an appropriate number of clients?  If not, 

please explain. 

 

 

 

3. What areas in the practice courses would you want to see covered in more detail that 

would help future students entering field practicum? 

 

 

 

 

 

 
        5.  Describe positive aspects of the agency as a practicum site. 

 

 

 

 

 

 

 

 

                6.  Describe any problems with the agency as a practicum site. 
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In your opinion, please describe the qualities needed in a student for successful completion of this 

field placement (e.g. works independently, needs structure, beginning or more advanced student, 

etc.) 

 

 

 

 

 

 

 

 

 

Student Signature: ____________________________________ 

 

Date: ____________________________________ 
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Appendix #17 
    

 

STUDENT MID -SEMESTER PROGRESS REPORT 
(For use in mid-semester check on progress) 

 

Student   

 

Field Instructor   

 

 
  

Unsatisfactory 

Needs 

improvement 

 

Satisfactory 

More than 

satisfactory 

 

Superior 

 

Ability to integrate knowledge into practice 

 with Practice 

     

 

Supports and promotes professional Social Work 

values and ethics   

(if unsatisfactory please give example) and Standards 

     

 

Demonstrates ethnic-sensitivity 

 Practice 

     

 

Demonstrates responsibility for his/her own 

professional learning 

 and Development 

     

 

Identifies with the profession of Social Work 

and functions appropriately 

 Within This Framework 

     

 

Demonstrates competency in practice 

appropriate for a beginning professional Social 

Worker 

 

     

 
 

 

 
 

 

                      

Current Grade:   ___________ 

 

Field Instructor comments and suggestions to the student and/or University: 

 

 

 
 

Signed:        (Field Instructor) 

   

Signed:        (Student)  

  

Date:           

 
Students should request that Field Instructors give them mid-semester information on their progress and 

information on what improvement is needed via this form.   
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Appendix #18 

 
Social Work Program 

Augusta State University 
 

FIELD INSTRUCTOR'S EVALUATION OF  

STUDENT'S PRACTICUM PERFORMANCE  
 

 

Student's Name ___________________________________________________ 

 

Agency Name   __________________________________________________ 

 

Field Instructor ____________________________________________________ 

 

Preceptor _______________________________________________________ 

 

Fall Semester ______________________ Spring Semester ________________ 

(Please use this as a cover sheet for the evaluation.) 

 

 

Rating Criteria  

5 = superior 
 (Consistently exceeds, takes initiative above & beyond) 

4 = more than satisfactory 
 (Regularly recognizes area for growth, and adjusts.  Regularly 

 exceeds expectations.  Still needs growth.) 

3 = satisfactory 
 (Meets expectations and standards) 

2 = needs improvement 
 (Does not meet expectations and standards.  Needs additional 

 supervision and guidance.  Needs time and practice.) 

1 = unsatisfactory 
 (Regularly fails to meet expectations.  Does not complete given tasks.  

 Is not timely.) 

0 = no ability demonstrated 

 

*N/A = not applicable 

 

 
* Please comment on response. 
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    Rate 

I. Student's Knowledge of Agency 0-5 or N/A 

 

1.    Demonstrates knowledge of agency programs. _______  

2.   Has understanding of client population served. _______ 

3.    Demonstrates knowledge of agency’s organizational structure. _______ 

4.    Demonstrates understanding of and utilizes policies and procedures. _______ 

5.    Contributes to decision-making processes in agency staff meetings. _______ 

6. Represents agency in professional manner. _______ 

Areas of Strength: 

 

 

Areas Needing Improvement: 

 

 

 

II. Supports and Promotes Personal and Professional Social Work Values     Rate 

 0-5 or N/A   

   

1. Supports, upholds and demonstrates an understanding of the professional values and ethics 

 of social work.  _______ 

 

2. Demonstrates an ethnic sensitive generalist practice with diverse and oppressed populations. 

 These include women, aged, different races and ethnic groups.  _______ 

 

3. Demonstrates acceptance of self and others.  _______ 

 

4. Expresses different view points and supports the right to self-determination.   _______ 

 

5. Supports the belief that people have the right to equal access, resources and services.  _______ 

 

6. Demonstrates an understanding of how his/her values can help or hinder in social work practice.  _______ 

Areas of Strength: 

 

 

Areas Needing Improvement: 
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III. Demonstrates Responsibility for His/Her Own Professional  

      Learning and Development     Rate 

 0-5 or N/A 

1.   Engages in and maintains appropriate working relationships with persons served by the  

 agency and with relevant resource persons. _______ 

 

2. Works effectively with other staff of the agency both individually and as a team member. _______ 

 

3. Is a self-starter and functions automatically in areas of competency.  _______ 

 

4. Seeks feedback and shows ability to use feedback for constructive growth and change. _______ 

 

5.     Integrates knowledge of self with learning, for the purpose of improvement of functioning  

 of the client, of resources, of society, and to promote social justice.  _______ 

 

6. Able to use supervision productively; comes prepared. _______ 

 

7. Applies what is discussed in supervision and reports back outcome. _______ 

Areas of Strength: 

 

Areas Needing Improvement: 

 

 

IV. Identifies with the Professional Social Work Roles and Functions Appropriately within this Work Setting      
 

 Rate 

 0-5 or N/A 

1.    Maintains client confidentiality. _______ 

 

2. Shows accountability to agency and clients by being on time and keeping appointment. _______ 

 

3. Handles and shows responsibility for workload and completes assignments on time.                   _______  

 

4.    Maintains appropriate working habits, regular attendance, notifies persons  

 when late or absent. _______ 

 

5. Behavior and appearance are appropriate to the agency setting. _______ 

 

6. Completes readings and reports as assigned and uses time productively                                        _______ 

 

7.    Assists in the development of resources and services when none exist. _______ 

 

8. Links people with services that provide them with resources  _______ 

Areas of Strength: 

 

 

Areas Needing Improvement: 
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V. Interviewing and Communication Skills Rate 

 0-5 or N/A 

 

1. Expresses self clearly in verbal communication. _______ 

 

2. Expresses self clearly in written communication. _______ 

 

3. Demonstrates ability to establish warm, helping relationships. _______ 

 

4. Demonstrates ability to listen with empathic understanding. _______ 

 

5.  Respects diversity of population values; demonstrates acceptance of various cultures. _______ 

Areas of Strength: 

 

Areas Needing Improvement: 

 

 

 

 

VI. Skill Development: 

 

 1.  Applies tools discussed in supervision _______ 

 

2.  Able to transfer knowledge from one situation to another _______ 

 

3.  Able to articulate putting theory into practice _______ 

 

Areas of Strength: 

 

Areas Needing Improvement: 

 

 

 

VII. Macro Project (outcome for spring semester only) 

 

1.  Identified agency need and applied into a macro project (fall semester). _____ 

 

2. Student was organized, methodical and timely in carrying out project _____ 

 

3.  Project reflected overall creativity and thought into process and outcome _____ 

 

4.  Project outcome reflected needs of and was helpful to the agency’s population. _____ 

 

5. Student and supervisor were able to clearly evaluate and articulate what was accomplished _____  

     as a result of macro project. 
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VIII. Instructor's Comments: 

 

 Please make any comments or examples that would further clarify or expand on your ratings leading to the student's 

final semester grade. 
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STUDENT AND FIELD INSTRUCTOR EVALUATION AGREEMENT  

 

 

 

I have reviewed this evaluation with ____________________________ and my recommended grade is ____. 

                                                            Student’s name              

 

 

_________________________________________   ________________ 

Field Instructor 's Signature  Date   

 

 

 

 

 

 

 

 

 

 

I have read and participated in the evaluation and I have come to an agreement with my Field Instructor's 

recommended grade of ________. 

 

_________________________________________   ________________ 

Student Signature                                                                                    Date 
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 Appendix #19 
 

ACADEMIC GRADING POLICY  

FOR FIELD PRACTICUM  

 

 

Letter Grades 

 

A Excellent:  Unusual competence, excellent performance, and unusual 

commitment.  Is professional in behavior at all times and present and on 

time during work hours.  Gives notice if unavoidably absent or late. 

 

B Good:  Student meets normal expectations for field; good consistent grasp 

of content and competency in meeting field objectives and obligations.  Is 

professional in behavior and on time for work unless notice is given. 

 

C Fair to poor: acceptable but barely adequate; unevenness in grasp of field 

content; low passing grade.  Not always present or on time.  Notice not 

always given if late or sick. 

 

 

 

If you feel the student is below the ñCò grade, please contact me as soon as possible 

so we can meet together with the student. 

 

Most students indicate a desire to work for an A grade in the field practicum.  

Please outline at the beginning of each semester what is expected of the student to 

receive an A grade.  Also report on the mid-semester report any improvements a 

student needs to make to improve a grade.  See Appendix #16. 
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Appendix 20 
Social Work Field Placement Sites: 2008 

 

 

1. Friendship Community Center 

Attn: Phylis Holliday/ Kathy Ringer/ Diane 

1720 Central Ave 

Augusta, GA 30904 

(706) 736-4339 

 

2. Georgia Prevention Institute 

Medical College of Georgia  

Attn: Internship/Volunteer Coordinator 

HS 1640 Medical College of Georgia 

1499 Walton Way 

Augusta, GA 30912 

(706) 721-4534 ext. 33 (Dr. Frank Treiber) 

 

3. Girls Inc. of the CSRA 

Attn: Internship/Volunteer Coordinator 

1919 Watkins Street 

Augusta, GA 30904 

      (706) 733-2512 (Brandi Swain); Alt.:(706) 733-4241) 

 

4.  Golden Harvest Food Bank 

Attn: Tammy Jackson; Cynthia Cisneros, Volunteer Coordinator 

3310 Commerce Drive 

Augusta, GA 30909 

      (706) 261-0186 (Volunteer Coordinator); (706) 736-1199 ext. 219 (Office) 

       

5. Augusta Training Shop For The Handicapped 

Attn: Audrey Murrell 

3118 Lake Forest Drive, Bldg 312 

Augusta, GA 30904 

      (706) 724-8481 

 

6. American Red Cross 

Attn.: Lynn Reese, Volunteer Coordinator 

Attn.: Wayne Wiley, Readiness and Response 

1322 Ellis St. 

Augusta, GA 30901 

      (706) 724-8481 

 

7.   ASU Disability Office 

Attn: Internship/Volunteer Coordinator 

2500 Walton Way 

Augusta, GA 30904-2200 

      (706) 737-1469 
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8.   Augusta Regional YDC 

Attn: Falana Steadman 

3485 Mike Padgett Hwy 

Augusta, GA 30906 

 

9.  Augusta State Medical Prison/ GA Department of Corrections 

Attn: Internship/Volunteer Coordinator 

3001 Gordon Hwy 

Grovetown, GA 30813 

       (706) 855-4895) [Billy Garrison, Mental Health Director] 

 

10. Augusta Urban Ministries 

Attn: Internship/Volunteer Coordinator 

P.O. Box 2001 

303 Hale Street 

Augusta, GA 30903 

      (706) 722-8195 ext. 5 

 

11. Augusta YDC 

Attn: Internship/Volunteer Coordinator 

3481 Mike Padgett Hwy 

Augusta, GA 30906 

(706) 792-7500; (706) 792-7512 [Bryan Bennett] 

 

12. Area Agency On Aging (of the CSRA Regional Development Center) 

Attn: Jeanette Cummings, LCSW 

3023 River Watch Pkwy 

Augusta, GA 30907 

      (706) 210-2018 

 

13. Augusta Diversion Center 

Attn: Internship/Volunteer Coordinator [Cynthia Nelson] 

3439 Mike Padgett Hwy 

P.O. Box 5706 

Augusta, GA 30906 

      (706) 771-4763 

 

14. Augusta Jewish Foundation 

Family Social Services 

Attn: Susan Steinberg 

898 Weinberger Way 

Evans, GA 30809 

      (706) 228-3636 
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15. Boys & Girls Club of Augusta 

Attn: Mari Helen Grigsby 

1903 Division Street 

Augusta, GA 30904 

      (706) 312-2200; (706) 737-3554 [Dogwood Terrace]; (706) 595-7477 [Thomson] 

 

16. Beulah Grove Community Resource Center 

Attn: Jean Callaway 

1446 Linden Street 

Augusta, GA 30901 

      (706) 722-4999 

 

17. B&B Care Services Inc. 

Attn: Nelle Ramage or Marilyn Goodwin 

437 Walker Street 

Augusta, GA 30901 

       (706) 724-7862 

 

18. Bradford Health Services 

Attn: Paula Owens 

105 Rossmore Place 

Whitney Place Professional Park 

Augusta, GA 30909 

      (706) 854-1126 

 

19. Brandon Wilde Life Care Community 

Attn: Jim Petty 

4275 Owens Rd 

Evans, GA 30809 

      1-866-239-4533 (Toll Free) 

 

20. Burke County DFCS 

      Attention: Ms. Alane Hickman, Director 

      729 West 6
th

 Street 

 Waynesboro, GA  30830-0390 

       (706) 554-7751 

 

21. Child Enrichment Inc. [CASA & CAC] 

Attn: Dan Hillman 

P.O. Box 12036 

Augusta, GA 30914 

      (706) 737-4631 (Monique Brabham, JD; Amy Abbott, LPC) 

 

22. Care Management 

Attn: Juanita Benjamin 

1105 Druid Park Ave 

Augusta, GA 30904 

(706) 737-8830 
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       23. Columbia County DFCS 

            Ms. Linda Joesbury, Director 

            Attention: Steven Neals, M. Ed., Social Service Supervisor             

            6358 Columbia Road 

            P. O. Box 340 

            Appling, GA 30802-0340 

            (706) 541-1640 (Main); (706) 699-1008 (Mr. Neals) 

 

       24. Columbia County Juvenile Court 

Attn: Margaret Tutt-Adams 

P.O. Box 204258 

640 Ronald Reagan Dr. 

Evans, GA 30809 

      (706) 541-1640 

 

25. Communities In Schools 

Augusta Richmond County, Inc. 

CISARC Attn: Mary Crawford 

P.O. Box 1604 

329 Telfair St. 

Augusta, GA 30901 

      (706) 774-6600 

 

26. Catholic Social Services 

Attn: R.E. Tuchsherer (“Rick”) 

811 12
th

 Street 

Augusta, GA 30901 

      (706) 722-3661 

 

27. Doctors Hospital 

Attn: Tom Dorn, Social Worker (Burn Center) 

3651 Wheeler Rd 

Augusta, GA 30909-6512 

      (706) 722- 3660; Barbara Cooper-Grant, Education: 706- 651-3232 

 

28. Department of Labor Vocation Rehabilitation Program 

Attn: Linda Hopkins 

1220-H West Wheeler Pkwy 

Augusta, GA 30909-1747 

      (706) 650-5606 

 

29. Forest Lake Health Care, Inc. 

Attn: Sid Horton 

409 Pleasant Home Rd 

Augusta, GA 30907 

      (706) 863-6030 
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30. Georgia Regional Hospital 

Attn: Benjamin Walker 

 3405 Mike Padgett Hwy 

 Augusta, GA 30906 

      (706) 792-7000 

 

31. Goodwill Industries 

Attn: Ivey Hall 

3120 Peach Orchard Road 

Augusta, GA 30906 

       (706) 790-5350 

 

32. Good Samaritan Respite Center 

Attn: Donna Moore, LPN 

2110 Broad Street 

Augusta, GA 30904 

(706) 364-2600 

 

33. Judith C. Hickey Center For Alzheimer’s Care 

Attn: Nancy Calfee 

1901 Central Avenue 

Augusta, GA 30904 

      (706) 738-5039 

 

34. Kentwood Agency 

Attn: Vicki Peel, R.N., Administrator 

1227 West Wheeler Pkwy 

Augusta, GA 30909 

      (706) 863-1188 

 

35. Lake Crossing Health 

Attn: Aurie Allen, Administrator 

6698 Washington Road 

Appling, GA 30802 

      (706) 541-0462 

 

36.  Lincoln County DFCS 

       Ms. Sharon Williamson, Director 

      171 N. Peachtree Street 

       P. O. Box 220 

       Lincolnton, GA 30817-0220 

       (706) 359-3135 

      

37. Medical College of Georgia Hospital and Clinic 

Attn: Director of Social Work 

1120 Fifteen Street 

Augusta, GA 30912-5563 

      (706) 721-1433; (706) 721-7058, Reba Brown, LCSW, Senior Health Clinic 
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38. Mercy Ministries 

Attn: Fran Oliver or Sharada Carmen 

113 Laney Walker Blvd Ext. 

Augusta, GA 30901 

      (706) 306-0501 

 

39. Planned Parenthood 

Attn: Mary Beth Pierucci 

1289 Broad Street 

Augusta, GA 30901 

      (706) 724-5550 

 

40. Richmond County DFCS 

Attn: Linda Hester 

520 Fenwick Street 

Augusta, GA 30901 

      (706) 721-2928; Vernell J. Mims, Volunteer Reserve Coordinator 

 

41. Richmond County Board Of Education 

Attn: Carol Roundtree 

864 Broad Street 

Augusta, GA 30901 

      (706) 826-1000 

 

42. Richmond County Juvenile Court 

Attn: Yvetta Terrell 

971 Broad Street 

Augusta, GA 30901 

      (706) 721-5674 

 

43. Rape Crisis Services (AKA Richmond County Rape Crisis) 

806 13
th

 Street     (Note: 401 Walton Way [for mailing purposes]) 

Attn: Anne Henry, Director 

Augusta, GA 30901 

      (706) 724-2740 [Office]; (706) 724-5200 [Hotline] 

 

44. Salvation Army 

Attn: Internship/Volunteer Coordinator 

1384 Greene Street 

Augusta, GA 30901 

      (706) 826-7933 (Laurie Harmane; Major James Hall, Commanding Officer) 

 

45. St. Stephens Ministry of Augusta 

Attn: Internship/Volunteer Coordinator 

922 Greene Street 

Augusta, GA 30901 

      (706) 722-7092 
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46. Sandhills Community Center 

Attn: Heather Cove 

2510 Allen Street 

Augusta, GA 30904 

      (706) 842-1912 

 

47. Serenity Behavior Health 

Attn: Peggy Harmon or Bob Geradot, LCSW 

3421 Mike Padgett Hwy 

Augusta, GA 30906 

      (706) 432-4800 

 

48. St. John Towers 

Attn: Greg Capers, Administrator 

724 Greene Street 

Augusta, GA 30901 

(706) 722-2096  

[Suzanne Dyke, MSW, Cindy Nelson, Marilyn Slusher, Service Coordinators]. 

 

49. Three Springs of Augusta 

Attn: Melinda Roark 

3481 Mike Padgett Hwy 

Augusta, GA 30906 

 (706) 798-5422; (706) 772-9722 

        

      50. Trinity Hospital of Augusta 

      Attention: Andrew Lasser 

 2260 Wrightsboro Road 

 Augusta, GA 30906 

 (706) 481-7000; 481-7359; Hospice: 706-729-6000 or 1-800-533-3949 

 

51. V. A. Medical Center 

Attn: Doris Nelson (VA Liaison, Allied Health) 

One Freedom Way 

Augusta, GA 30904-6285 

(706) 823-8526 

 

52. Walton Rehabilitation Hospital 

Attn: Internship/Volunteer Coordinator 

1355 Independence Drive 

Augusta, GA 30901-1037 

      (706) 733-0188 
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53. Walton Options for Independent Living, Inc. 

Attn: Judy Bartee 

611 15
th

 Street 

Augusta, GA 30901 

(706) 724-6262 

 

54. Gracewood State School & Hospital 

Attn: Dr. Gayle Jackson 

100 Myrtle Blvd  

Gracewood, GA 30812 

      (706) 790-2011 or (706) 793-0807 

 

55. McDuffie County DFCS 

Attn: Mary Beth Lukich, Director 

Alternate Contact: Kathy Usry 

307 Greenway Street 

P.O. Box 507 

Thomson, GA 30824-0507 

(706) 595-2946 

 

56. Richmond/Burke Job Training Authority 

Attn: Aray Darden 

209 Seventh Street 

5
th

 Floor 

P.O. Box 1446 

Augusta, GA 30901-1484  

      (706) 722-3001; 1-800-735-0205 

 

57. Safe Homes of Augusta 

Attn: Yasmin Goodman, Senior Domestic Violence Advocate 

Contact Person: Lisa Gregor 

1276 Merry St 

Augusta, GA 30904 

(706) 736-2499 
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Appendix #21 
 

 

COUNCIL ON SOCIAL WORK EDUCATION  

EDUCATIONAL POLICY STATEMENT  
 
1. Purposes 

 

 1.0 Purposes of the Social Work Profession 

 

 The social work profession receives its sanction from public and private auspices and is the primary 

profession in the development, provision, and evaluation of social services.  Professional social 

workers are leaders in a variety of organizational settings and service delivery systems within a 

global context. 

 

 The profession of social work is based on the values of service social and economic justice, dignity 

and worth of the person, importance of human relationship, and integrity and competence in 

practice.  With these values as defining principles, the purposes of social work are: 

 

 To enhance human well-being and alleviate poverty, oppression, and other forms of social 

injustice. 

 To enhance the social functioning and interactions of individuals, families, groups, 

organizations, and communities by involving them in accomplishing goals, developing 

resources, and preventing and alleviating distress. 

 To formulate and implement social policies, services, and programs that meet basic human 

needs and support the development of human capacities. 

 To pursue policies, services, and resources through advocacy and social or political actions 

that promote social and economic justice. 

 To develop and use research, knowledge, and skills that advance social work practice. 

 To develop and apply practice in the context of diverse cultures. 

 

 1.1 Purposes of Social Work Education 

 

 The purposes of social work education are to prepare competent and effective professionals, to 

develop social work knowledge, and to provide leadership in the development of service delivery 

systems.  Social work education is grounded in the profession’s history, purposes, and philosophy 

and is based on a body of knowledge, values, and skills.  Social work education enables students to 

integrate the knowledge, values, and skills of the social work profession for competent practice. 

 

 1.2 Achievement of Purposes 

 

 Among its programs, which vary in design, structure, and objectives, social work education 

achieves these purposes through such means as: 

 

 Providing curricula and teaching practices at the forefront of the new and changing 

knowledge base of social work and related disciplines. 

 Providing curricula that build on a liberal arts perspective to promote breadth of 

knowledge, critical thinking, and communication skills. 

 Developing knowledge. 

 Developing and applying instructional and practice-relevant technology. 

 Maintaining reciprocal relationships with social work practitioners, groups, organizations, 

and communities. 

 Promoting continual professional development of students, faculty, and practitioners. 

 Promoting interprofessional and interdisciplinary collaboration. 
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 Preparing social workers to engage in prevention activities that promote well-being. 

 Preparing social workers to practice with individuals, families, groups, organizations, and 

communities. 

 Preparing social workers to evaluate the processes and effectiveness of practice. 

 Preparing social workers to practice without discrimination, with respect, and with 

knowledge and skills related to clients’ age, class, color, culture, disability, ethnicity, 

family structure, gender, marital status, national origin, race, religion, sex, and sexual 

orientation. 

 Preparing social workers to alleviate poverty, oppression, and other forms of social 

injustice. 

 Preparing social workers to recognize the global context of social work practice. 

 Preparing social workers to formulate and influence social policies and social work 

services in diverse political contexts. 

 

2. Structure of Social Work Education 

 

 2.0 Structure 

 

Baccalaureate and graduate social work education programs operate under the auspices of 

accredited colleges and universities.  These educational institutions vary by auspices, emphasis, and 

size.  With diverse strengths, missions, and resources, social work education programs share a 

common commitment to educate competent, ethical social workers. 

 

The baccalaureate and master’s levels of social work education are anchored in the purposes of the 

social work profession and promote the knowledge, values, and skills of the profession.  

Baccalaureate social work education programs prepare graduates for generalist professional 

practice.  Master’s social work education programs prepare graduates for advanced professional 

practice in an area of concentration.  The baccalaureate and master’s levels of educational 

preparation are differentiated according to (a) conceptualization and design, (b) content, (c) 

program objectives, and (d) depth, breadth, and specificity of knowledge and skills.  Frameworks 

and perspectives for concentration include fields of practice, problem areas, intervention methods, 

and practice contexts and perspectives. 

 

Programs develop their mission and goals within the purposes of the profession, the purposes of 

social work education, and their institutional context.  Programs also recognize academic content 

and professional experiences that students bring to the educational program.  A conceptual 

framework, built upon relevant theories and knowledge, shapes the breadth and depth of knowledge 

and practice skills to be acquired. 

 

2.1 Program Renewal 

 

Social work education remains vital, relevant, and progressive by pursuing exchanges with the 

practice community and program stakeholders and by developing and assessing new knowledge 

and technology. 

 

3. Program Objectives 

 

 Social work education is grounded in the liberal arts and contains a coherent, integrated 

professional foundation in social work.  The graduate advanced curriculum is built from the 

professional foundation.  Graduates of baccalaureate and master’s social work programs 

demonstrate the capacity to meet the foundation objectives and objectives unique to the program.  

Graduates of master’s social work programs also demonstrate the capacity to meet advanced 

program objectives. 

 

 3.0 Foundation Program Objectives 
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 The professional foundation, which is essential to the practice of any social worker, includes, but is 

not limited to, the following program objectives.  Graduates demonstrate the ability to: 

 

1. Apply critical thinking skills within the context of professional social work practice. 

2. Understand the value base of the profession and its ethical standards and principles, and 

practice accordingly. 

3. Practice without discrimination and with respect, knowledge, and skills related to clients’ 
age, class, color, culture, disability, ethnicity, family structure, gender, marital status, 

national origin, race, religion, sex, and sexual orientation. 

4. Understand the forms and mechanisms of oppression and discrimination and apply 

strategies of advocacy and social change that advance social and economic justice. 

5. Understand and interpret the history of the social work profession and its contemporary 

structures and issues. 

6. Apply the knowledge and skills of generalist social work practice with systems of all sizes. 

7. Use theoretical frameworks supported by empirical evidence to understand individual 

development and behavior across the life span and the interactions among individuals and 

between individuals and families, groups, organizations, and communities. 

8. Analyze, formulate, and influence social policies. 

9. Evaluate research studies, apply research findings to practice, and evaluate their own 

practice interventions. 

10. Use communication skills differentially across client populations, colleagues, and 

communities. 

11. Use supervision and consultation appropriate to social work practice. 

12. Function within the structure of organizations and service delivery systems and seek 

necessary organizational change. 

 

 3.1 Concentration Objectives 

  

Graduates of a master’s social work program and advanced practitioners who apply the knowledge 

and skills of advanced social work practice in an area of concentration.  They analyze, intervene, 

and evaluate in ways that are highly differentiated, discriminating, and self-critical.  Graduates 

synthesize and apply a broad range of knowledge and sills with a high degree of autonomy and 

proficiency.  They refine and advance the quality of their practice and that of the larger social work 

profession. 

 

3.2 Additional Program Objectives 

 

A program may develop additional objectives to cover the required content in relation to its 

particular mission, goals, and educational level. 

 

4. Foundation Curriculum Content  

 

 4.0 Values and Ethics 

 

 Social work education programs integrate content about values and principles of ethical decision 

making as presented in the National Association of Social Workers Code of Ethics.  The 

educational experience provides students with the opportunity to be aware of personal values; 

develop, demonstrate, and promote the values of the profession; and analyze ethical dilemmas and 

the ways in which these affect practice, services, and clients. 

 

 4.1 Diversity 

 

 Social work programs integrate content that promotes understanding, affirmation, and respect for 

people from diverse backgrounds.  The content emphasizes the interlocking and complex nature of 

culture and personal identity.  It ensures that social services meet the needs of groups served and 

are culturally relevant.  Programs educate students to recognize diversity within and between 

groups that may influence assessment, planning, intervention, and research.  Students learn how to 
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define, design, and implement strategies for effective practice with persons from diverse 

backgrounds. 

 

  

 

 

4.2 Populations-at-Risk and Social and Economic Justice 

 

 Social work education programs integrate content on populations-at-risk, examining the factors that 

contribute to and constitute being at risk.  Programs educate students to identify how group 

membership influences access to resources, and present content on the dynamics of such risk 

factors and responsive and productive strategies to redress them. 

 

 Programs integrate social and economic justice content grounded in an understanding of 

distributive justice, human and civil rights, and the global interconnections of oppression.  

Programs provide content related to implementing strategies to combat discrimination, oppression, 

and economic deprivation and to promote social and economic justice.  Programs prepare students 

to advocate for nondiscriminatory social and economic systems. 

 

 4.3 Human Behavior and the Social Environment 

  

 Social work education programs provide content on the reciprocal relationships between human 

behavior and social environments.  Content includes empirically based theories and knowledge that 

focus on the interactions between and among individuals, groups, societies, and economic systems.  

It includes theories and knowledge of biological, sociological, cultural, psychological, and spiritual 

development across the life span; the range of social systems in which people live (individual, 

family, group, organizational, and community); and the ways social systems promote or deter 

people in maintaining or achieving health and well-being. 

 

 4.4 Social Welfare Policy and Services 

 

Programs provide content about the history of social work, the history and current structures of 

social welfare services, and the role of policy in service delivery, social work practice, and 

attainment of individual and social well-being.  Course content provides students with knowledge 

and skills to understand major policies that form the foundation of social welfare; analyze 

organizational, local, state, national, and international issues in social welfare policy and social 

service delivery; analyze and apply the results of policy research relevant to social service delivery; 

understand and demonstrate policy practice skills in regard to economic, political, and 

organizational systems, and use them to influence, formulate, and advocate for policy consistent 

with social work values; and identify financial, organizational, administrative, and planning 

processes required to deliver social services. 

 

4.5 Social Work Practice 

 

Social work practice content is anchored in the purposes of the social work profession and focuses 

on strengths, capacities, and resources of client systems in relation to their broader environments.  

Students learn practice content that encompasses knowledge and skills to work with individuals, 

families, groups, organizations, and communities.  This content includes engaging clients in an 

appropriate working relationship, identifying issues, problems, needs, resources, and assets; 

collecting and assessing information; and planning for service delivery.  It includes using 

communication skills, supervision, and consultation.  Practice content also includes identifying, 

analyzing, and implementing empirically based interventions designed to achieve client coals; 

applying empirical knowledge and technological advances; evaluating program outcomes and 

practice effectiveness; developing, analyzing, advocating, and providing leadership for policies and 

services; and promoting social and economic justice. 

 

 4.6 Research 
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 Qualitative and quantitative research content provides understanding of a scientific, analytic, and 

ethical approach to building knowledge for practice.  The content prepares students to develop, use, 

and effectively communicate empirically based knowledge, including evidence-based interventions.  

Research knowledge is used by students to provide high-quality services; to initiate change; to 

improve practice, policy, and social service delivery; and to evaluate their own practice. 

 

 

5. Advanced Curriculum Content 

 

The master’s curriculum prepares graduates for advanced social work practice in an area of concentration.  

Using a conceptual framework to identify advanced knowledge and skills, programs build an advanced 

curriculum from the foundation content.  In the advanced curriculum, the foundation content areas 

(Section 4, 4.0-4.7) are addressed in greater depth, breadth, and specificity and support the program’s 

conception of advanced practice. 
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                                                                                                     Appendix 22 

Student Rights and Responsibilities 

 Academic Rights  

 Academic Appeals 

 Alternative Dispute Resolution 

 Academic Grievances  

 ADA Grievance Policy 

 Sexual Harrassment 

 Student Code of Conduct  

Academic Rights 

The student has a right to take reasoned exception to data and views offered in the 

classroom and to reserve judgement about matters of opinion without fear of penalty. 

He/she has a right to a course grade that represents the instructor’s good-faith judgment 

of his/her performance in the course, and to protection against improper disclosure of 

information concerning his/her grades, views, beliefs, political associations, health or 

character which instructors acquire in the course of their professional relationships with 

the student. The student has a right to accurately and clearly stated information which 

should enable him/her to determine: 

a. the general requirements for establishing and maintaining an acceptable academic 

standing; 

b. his/her own academic relationship with the University and any special conditions 

which apply; 

c. the graduation requirements for a particular curriculum and major. 

If you feel any of your rights have been violated or that you have been treated unfairly, 

you should follow one of the three procedures outlined below. 

Academic Appeals 

An academic appeal is a request for review of an administrator’s decision made with 

respect to an individual student which bears upon his/her student career. The appeals 

procedure does not apply to issues which have broad application to the university as a 

whole or to constituent groupings within the university. However, appeals can be made in 

matters such as admission, transfer of credit, probation, 

suspension, dismissal, and other similar matters. A supervisor’s decision in an appeal can 

itself be appealed, but there is no appeal of the President’s decisions except in cases 

where it is reasonably alleged that a decision against the student was based on 

discrimination with respect to race, sex, age, handicap, religion, or national origin. 

  

http://www.aug.edu/studentrights.html#academicrights
http://www.aug.edu/studentrights.html#appeals
http://www.aug.edu/ADR/
http://www.aug.edu/studentrights.html#grievances
http://www.aug.edu/studentrights.html#adapolicy
http://www.aug.edu/hpolicy/index.htm
http://www.aug.edu/studentrights.html#codeofconduct
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You may file an appeal whenever you can reasonably claim that an administrator’s 

decision affecting your program of study was not justified by the procedures and/or 

guidelines established to govern that decision. It is not necessary that you allege 

discrimination or other wrongdoing on the part of the administrator. You should submit 

the appeal in writing to the immediate supervisor of the administrator whose decision you 

question. It is your responsibility to gather the evidence necessary to support your case 

and to include that evidence when submitting the written appeal. In preparing the appeal, 

you should keep in mind that the primary issue is whether the administrative decision was 

justified by the procedures and/or guidelines established to govern that decision. 

The supervisor to whom the appeal is made may choose to appoint and be advised by a 

consultative board composed of students and/or faculty and/or administrators of the 

supervisor’s own choosing, and may also choose to charge such a board with hearing oral 

arguments and/or with making inquiries into specified matters of fact. However, if you 

have alleged discrimination on the basis of race, sex, age, handicap, religion, or national 

origin, a consultative board must be appointed and must include at least one student and 

at least one faculty member who is not an administrator. In no case will the supervisor be 

bound by the advice of the board. 

Academic Grievances 

The following grievance procedure primarily applies to alleged violations of a student’s 

rights by his/her instructor. However, if your problem is related to admission, transfer of 

credit, probation, suspension, or dismissal, you may wish to enter an academic appeal, as 

described in the previous section of this handbook. If your problem is with an 

administrator’s decision regarding a matter between you and your instructor, you should 

use the academic appeals process unless you can reasonably claim that the 

administrator’s decision constitutes a violation of your rights. In the latter case, you may 

choose to use the academic grievance procedure, adapting it to your case so as to begin 

with the administrator and his/her supervisor rather than the instructor and his/her chair 

and dean (as outlined below).  

The Academic Policies Committee is the final arbiter of whether such a grievance against 

an administrator should be resolved instead through the appeals process. If your problem 

is related to a nonacademic issue, you should refer to the Student Conduct Code. If you 

wish to initiate a grievance, you must follow the student academic grievance procedure as 

outlined below, keeping in mind the following principles: 

1. You must start with a sincere attempt to settle the dispute in an informal manner 

with the instructor. Administrators can initially hear your concerns and refer you 

to this document, but they will not discuss any specifi c grievance until the 

appropriate procedural steps have been taken. 

2. Within the guidelines of the institution, faculty have authority and responsibility 

for course content, classroom procedure, and grading, except insofar as it can be 

shown that a decision was arbitrary or capricious, or based on discrimination with 

respect to race, religion, sex, handicap, age, or national origin. 
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3. In order for you to prepare your case, keep in mind that when you present the 

facts the burden of proof is on you, not on the instructor.  

4. Students who have legitimate grievances which cannot be resolved at the 

departmental level are encouraged to pursue their cases and follow the procedures 

outlined below. However, frivolous or mendacious complaints are discouraged. 

Students and faculty are further advised that adherence to the full truth represents 

the best service to their cases, and indeed that misstated or overstated claims by 

the principals or their witnesses about the misdeeds of others may lead to civil 

penalties. 

Administrators shall not discuss the details of a specific grievance with a student who has 

not followed the procedure outlined herein, and any representative of a student must 

follow the same procedure. Public statements about a case shall be withheld by the 

parties involved, by the board of review, and by all participants in the hearings until the 

final decision has been communicated to the parties to the grievance. If and when an 

official statement is made of the result of the procedures outlined below, it shall be made 

through the office of the appropriate dean. Access to the written record of the hearing, 

and to all other records, findings, and recommendations of the board of review and any 

administrators involved in appeals shall be limited to authorized personnel. In the 

following document, the term “faculty” shall be construed to mean those persons defi ned 

as “faculty” by the Bylaws and Policies of the Board of Regents, the Statutes of the 

University and those persons appointed by the President to administrative positions at the 

institution. Further, the term “days” denotes normal working days on which university 

classes meet. Weekends, holidays, fi nal exam periods, and breaks between and within 

semesters are not to be counted in calculating these time lines. It should be understood 

that, at each level in the academic chain of command above the instructor, e.g. the 

department chair, dean of the college, vice president for academic affairs, and president 

of the institution, the administrator may designate an appropriate representative. Once a 

student has initiated a written grievance procedure, all responses along this chain of 

command must be in writing. 

I. Stage One: The Informal Procedure 

The student should fi rst make a sincere attempt to settle a dispute in an informal manner 

with the instructor. If the student is still not satisfi ed with the instructor’s decision, 

he/she may then discuss the matter with the instructor’s department chair. If the problem 

remains unresolved, the student may then discuss the matter with the instructor’s dean. 

II. Stage Two: The Written Grievance  

If the student has exhausted the procedures outlined in section I above, he/she may 

continue as follows:  

 The student shall submit the grievance in writing to the instructor involved. This 

document, hereinafter referred to as the written grievance, shall include, but not 

be limited to, all supporting documentation and a statement of the specifi c relief 

sought by the student. The written grievance must be submitted to the instructor 
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no later than midterm of the semester following the actions which gave rise to the 

grievance. 

 If agreement is not reached within five (5) days of the receipt of the written 

agreement by the instructor the student ay appeal the instructor’s decision to the 

department chair. The student shall so advise the chair within fi ve (5) days of 

receiving that decision. 

 The department chair shall respond to the written grievance within fi ve (5) days 

of receiving it. The student may choose to appeal the chair’s response by 

submitting a copy of the grievance to the dean of the appropriate college. The 

appeal must be made within fi ve (5) days of the student’s having Jaguar Student 

Handbook 3 received the response. No appeal may be intiated after the fi fth day 

following the student’s receipt of the chair’s response. As an alternative to a 

formal hearing (see stage 3), if the student is not satisfied with the solution, the 

student is encouraged to refer the matter to the Alternative Dispute Resolution 

(ADR) Committee. Augusta State University has chosen mediation as its ADR 

process. Mediation involves the use of a neutral third party who seeks to aid the 

disputants and their effort to reach a mutually satisfying resolution. A student 

choosing the ADR process should submit a written grievance to the Dean of 

Students, rather than to the academic dean. Upon completion of the ADR process, 

if no formal resolution has been reached, the student may then move on to Stage 3 

by submitting a written grievance to the appropriate academic dean within fi ve 

(5) days. 

III. Stage Three: The Formal Hearing 

If agreement is not reached within fi ve (5) days of the submission of the written 

grievance to the dean, then the dean or either party may ask the Academic Policies 

Committee to arrange a hearing before a formal board of review. 

 A) The person submitting this request to the Academic Policies Committee shall 

transmit with it a copy of the written grievance and any other documents or 

exhibits which he/she considers pertinent. 

 B) Within fi ve (5) days of receiving the request to arrange a hearing, the 

Academic Policies Committee shall act upon that request. In the case of a 

grievance against an administrator, the committee shall fi rst determine whether 

the problem should more appropriately be resolved through the academic appeals 

process or whether the academic grievance process is the appropriate context. In 

the latter case, the committee shall then determine how to adapt the procedures of 

the academic grievance process to this particular situation. It shall then appoint a 

board of review, hereinafter referred to as the board, in the following manner:  

1. The board shall consist of fi ve to seven (5-7) members, including faculty 

members, at least one student, and the Dean of Students or his/her 

designate. One of the faculty members shall be designated by the 

Academic Policies Committee to 

serve as the chair of the board. 

2. The Academic Policies Committee shall consult with the parties to assure 

that its selection of a chair is acceptable to oth parties. Each party shall 

also be permitted to strike from one to three other proposed members from 
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the board. When a 

party strikes a proposed member, the committee will name another in 

his/her place; such substitutions may also be struck by either party if that 

party has not already exhausted his/her three strikes. 

3. No party to the dispute shall be a member of the board.  

4. Immediately upon acceptance of the appointment by the chair of the 

board, the chair of the Academic Policies Committee shall deliver to 

him/her the written grievance and all other documents and/or exhibits 

received by the committee in the 

context of the grievance. 

 C) Within f ve (5) days of the appointment of the board, the Chair shall convene a 

preliminary closed session of the board for the following purposes:  

1. To determine the day and hour of the hearing. The hearing must begin 

within ten (10) days of the preliminary session. 

2. To distribute to the board all prior communications and documents 

pertinent to the grievance, including copies of the written grievance.  

 D) After the preliminary meeting of the board, the chair shall:  

1. Continue attempts at arbitration at any appropriate point in these 

proceedings. 

2. Prepare an agenda for the hearing and arrange for a meeting place. 

3. Engage the assistance of the Dean of Students in utilizing the services of a 

confi dential secretary or other appropriate means to obtain a verbatim 

written record of the proceedings.  

4. Give written notice to both parties at least fi ve (5) days before convening 

the hearing. In so doing, the chair shall advise the parties of their 

procedural rights, which shall include the right of due process and specifi 

cally the right to:  

Á (a) Have present a nonparticipating advisor. The faculty member 

may have present either a member of the legal profession or a full-

time Augusta State University faculty member. The student may 

have present any one individual and may choose to replace that 

individual with another at any point during the hearing. 

Á (b) Call for supporting witnesses. 

Á (c) Inquire into all written and oral testimony, depositions, and 

exhibits of evidence. 

Á (d) Know the identity of all witnesses and the authors of all written 

testimony and have the opportunity to confront all such persons by 

cross-examination or by affidavit.  

Á (e) Endeavor to rebut all evidence. 

Á (f) Interpret and summarize their individual positions, particularly 

in relation to wider issues of academic rights and responsibilities. 

Á (g) Be informed of the fi ndings and recommendations of the 

board. The chair shall be deemed to have satisfi ed this 

requirement if he/she calls the attention of the parties to section 

III(D)4 of this document. 

 (E) The hearing shall be held in closed session. The chair shall distribute copies of 

the agenda to the parties, the board members, and any witnesses who may have 

been called. The chair shall supervise the proceedings and shall rule on any 
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unusual or special elements with respect to procedures of the board after giving 

due notice to disputing parties or their representatives of their procedural rights. 

 (F) The parties involved must present their own cases even though counsel may 

be present during the formal hearing. Normally, the presentations shall include a 

lucid statement of the case, a presentation of the case by affi davits, testimony 

and/or exhibits, and a summary which includes a statement of the specific relief 

sought from the board. 

 (G) The board shall try to complete the agenda for the hearing in one session. If 

this is not possible, the term “hearing” as used throughout this document shall 

apply collectively to all sessions taken together. The board shall in any case see to 

it that all sessions of the hearing have been concluded within fi ve (5) days of the 

fi rst session of the hearing. 

IV. Stage Four: Deliberations of the Board and Its Report 

 A) Within five (5) days of the conclusion of the hearing, the chair shall see to it 

that copies of a written verbatim record of the hearing are distributed to the 

members of the board, to the two parties, and to the appropriate dean. 

 B) Within five (5) days of the distribution of the written verbatim record the board 

shall meet again to deliberate upon its fi ndings and recommendations. The board 

may choose to meet more than once for this purpose, but in no case may the 

deliberations continue past the tenth day following the distribution of the written 

verbatim record. The board shall 

confi ne its deliberations to the case presented. 

 C) Within fi ve (5) days of reaching a decision, the board shall issue to the 

appropriate dean a written report giving its  

findings and recommendations. 

V. Stage Five: The Deanôs Decision 

 A) If the board has found that the instructor made an arbitrary or capricious 

decision against the student, or one based on discrimination with regard to race, 

religion, sex, handicap, age, or national origin, and if the board has recommended 

appropriate relief, the dean may order that relief. Such relief may include, but is 

not limited to, a change in a disputed course grade. If the board has made a 

recommendation on a basis other than a fi nding that the instructor made an 

arbitrary or capricious decision against the student, or one based on discrimination 

with regard to race, religion, sex, handicap, age, or national origin, the dean may 

order that the recommendation shall be followed. 

 B) Within fi ve (5) days of receiving the board’s fi ndings and recommendations, 

the dean shall forward the following by registered mail to each of the parties 

involved:  

1. A copy of the board’s fi ndings and recommendations. 

2. The dean’s decision with regard to any relief sought by the parties and/or 

recommended by the board. 
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3. Notifi cation to both parties of the right to appeal before the dean takes 

action. The dean shall be deemed to have satisfi ed this requirement if 

he/she calls the attention of the parties to section VI of this document. 

 C) If no party makes a written appeal within five (5) days of having been notifi ed 

by the dean of his/her decision, that decision shall be considered fi nal and the 

dean shall see to its implementation. 

VI. Stage Six: The Appeals Process 

 A) It is particularly emphasized that senior administrators are not to be contacted 

about the details of a grievance except in the context of an appeal.Neither of the 

parties is to take his/her case to senior administrators until after the procedures set 

forth above have come to their conclusion. This rule applies equally to any 

representative of the parties. 

 B) Neither the faculty grievance procedure nor any other procedure may be 

invoked as a substitute for the appeals process set forth below.  

 C) Appeal to the Vice President for Academic Affairs  
1. If either party wishes to appeal the decision of the dean, he/she must do so 

in writing to the Vice President for Academic Affairs within fi ve (5) days 

of receiving notifi cation from the dean. The appeal shall include, but is 

not limited to, the following:  

Á a) Copies of the written grievance, of the fi ndings and 

recommendations of the board, of the written verbatim record of 

the hearing, and of the dean’s letter notifying the parties of his/her 

decision. 

Á b) An explanation of the reason for the appeal.  

Á c) A specifi c statement of the relief which the appellant is seeking 

from the vice president. 

2. In the case of an appeal by the student, if the vice president fi nds that the 

instructor made an arbitrary or capricious decision against the student, or 

one based on discrimination with regard to race, religion, sex, handicap, 

age, or national origin, he/ she may order relief for the student, including 

but not limited to a change in a disputed course grade. 

3. Within fi ve (5) days of receiving the written appeal, the vice president 

shall forward his/her decision to the appropriate dean, to the two parties, 

and to the chairs of the board and the Academic Policies Committee. In 

communicating this decision, the vice president shall advise the two 

parties of the right to appeal to the president before the vice 

president’s decision takes effect. The vice president shall be deemed to 

have satisfi ed this requirement if he/she calls the attention of the parties to 

sections VI(D) and VI(E) of this document. 

4. If no party makes a written appeal within fi ve (5) days of having been 

notifi ed by the vice president of his/her decision, that decision shall be 

considered fi nal, and the vice president shall communicate it to the 

appropriate dean, who shall see to its implementation. 

 D) Appeal to the President  
1. If either party wishes to appeal the decision of the Vice President for 

Academic Affairs, he/she must do so in writing to the president of the 
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university within fi ve (5) days of being notifi ed of the vice president’s 

decision.  

2. At the same time, the appellant shall give notice of the appeal to the Vice 

President for Academic Affairs, who shall thereupon forward to the 

president the materials listed above in section VI(C)1. 

3. In the case of an appeal by the student, if the president fi nds that the 

instructor made an arbitrary or capricious decision against the student, or 

one based on discrimination with regard to race, religion, sex, handicap, 

age, or national origin, he/she may order relief for the student, including 

but not limited to a change in a disputed course grade. 

4. The president shall communicate his/her decision to the two parties, the 

chairs of the board and the Academic Policies Committee, the Vice 

President for Academic Affairs, and the appropriate dean. 

5. If either party wishes to appeal the president’s decision to the Board of 
Regents, he/she shall so advise the president in writing within fi ve (5) 

days of receiving that decision. If no party so advises the president within 

those fi ve days, the decision shall be considered fi nal and the president 

shall communicate this to the appropriate dean, who shall see to its 

implementation. 

 E) Final Disposition  

Final disposition of the case shall be made in accordance with Article IX of the 

By-Laws of the Board of Regents of the University System of Georgia: Any 

person in the University System for whom no other appeal is provided in the 

Bylaws and who is aggrieved by a fi nal decision of the president of an institution, 

may apply to the Board of Regents, without prejudice to his/her position, for a 

review of the decision. The application for review shall be submitted in writing to 

the Executive Secretary of the Board within a period of twenty days following the 

decision of the president. It shall state the decision complained of and the redress 

desired. A review by the Board is not a matter of right, but is within the sound 

discretion of the Board. If the application for review is granted, the Board or a 

committee of the Board or a Hearing Offi cer appointed by the Board, shall 

investigate the matter thoroughly and report its fi ndings and recommendations to 

the Board. The Board shall render its decision thereon within sixty days from the 

fi ling date of the application for review or from the date of any hearing which 

may be held thereon. The decision of the Board shall be fi nal and binding for all 

purposes. Under current Board of Regents procedures, action by the president on 

grade appeals is the fi nal and binding administrative decision; however, in 

making a policy decision to reject routine grade appeals, the Board of Regents did 

not intend to bar the receipt of grade complaints grounded upon alleged invidious 

discriminatory motivations, such as improper considerations of race, gender, 

national origin, religion, age, or handicap.  

ADA Grievance Policy 

Augusta State University has adopted an internal grievance procedure providing for 

prompt and equitable resolution of student complaints alleging any action prohibited by 
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the U.S. Department of Justice regulations implementing Title II of the Americans with 

Disabilities Act (ADA). Title II states, in part, that “no otherwise qualifi ed disabled 

individual shall, solely by reason of such disability, be excluded from the participation in, 

be denied the benefi ts of, or be subjected to discrimination” under any programs or 

activities sponsored by a public entity. 

  

The student should make every good faith effort to address their specifi c complaint 

directly with the faculty member who is involved with the initial problem before fi ling a 

formal grievance. If this is unsuccessful, the student may issue a written complaint to the 

faculty/staff member and their immediate supervisor. The complaint should contain a 

specifically alleged ADA violation and should, in detail, explain how the student feels 

that his/her ADA rights have been violated. 

  

The faculty/staff members and the corresponding department heads who receive an ADA 

complaint should make every attempt to resolve the matter, if possible, and issue a 

written response to the student complainant within ten (10) working days. This written 

response should be undersigned by the head of the department under which the 

faculty/staff member is employed. ADA complaints should be filed with the appropriate 

parties in the following manner: 

  

The Office of Disability Services Complaints relating to direct services received through 

the Offi ce of Disability Services should be submitted to the Director of Testing and 

Disability Services in the Offi ce of Disability Services within ten (10) days of the 

alleged violation. Students must be formally registered with the Offi ce of Disability 

Services before a complaint can be fi led with this offi ce. All students with a 

documented disability may register for services by completing the initial intake session.  

 Admissions 

Student ADA complaints relating to the Offi ce of Admissions should be submitted to the 

Director of Admissions within ten (10) days of the alleged act. If a prospective student 

believes that a requirement for admission has a disproportionately adverse effect upon 

him/her, based on their disability, the prospective student may submit a written request 

for reconsideration to the Director of Admissions. 

Faculty/Staff 

ADA complaints directly related to teaching faculty members should be submitted to the 

faculty member within ten (10) days of the alleged violation. Each department has a 

department head who supervises faculty members. The name of the current department 

head can be discovered by simply contacting the department. 
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Physical Campus Accessibility 

If a student has a complaint relating to the physical accessability of the campus, this 

complaint needs to be directed to the Director of Campus Facilities Planning within ten 

(10) days after the accessability issue is noticed. The Director of the Physical Plant 

supervises the Facilities Planning Director.  

Student Employment 

Employment related student ADA complaints need to be fi led with the Student 

Employment Manager immediately after the occurrence of the alleged violation. The 

Director of Financial Aid supervises the Student Employment Manager. 

General Complaint Appeals Procedures  

If the student is still dissatisfi ed with the previous attempts to mediate their complaint, 

they have a right to issue a formal complaint to the presiding Dean of Students, who has 

been designated to coordinate ADA compliance efforts. A complaint should be fi led in 

writing and must contain the name and address and telephone number (if available) of the 

person fi ling it. A brief description of the specifi c alleged ADA violation of the 

regulations must be contained in the complaint. 

 A formal appeal to the Dean of Students may be fi led immediately after the complainant 

receives the decision from the appropriate department. Appeals to the Dean of Students 

must be fi led and received at least within fi ve (5) days of the students receipt of the 

response letter from the appropriate department. A formal letter of appeal must be written 

and fi led with the Dean of Students. An investigation, as may be appropriate, shall 

follow a fi ling of a complaint. The investigation shall be conducted by the Dean of 

Students, except in cases where the complaint is against the Dean of Students. In this 

instance, the investigation shall be conducted by the ADA Grievance Committee. These 

rules contemplate informal but thorough investigations, affording all interested persons 

an opportunity to submit evidence relevavant 

to a complaint. 

 A third appeal may then be fi led with the ADA Grievance Committee within fi ve (5) 

days of the receipt of a decision from the Dean of Students. The ADA Grievance 

Committee shall consist of two faculty members who are not involved with the present 

complaint, and two students. At least one member of the ADA Grievance Committee 

should be an individual with a disability receipt of a decision from the Dean of Students. 

The ADA Grievance Committee shall consist of two faculty members who are not 

involved with the present complaint, and two students. At least one member of the ADA 

Grievance Committee should be an individual with a disability. A written determination 

as to the validity of the complaint and a description of the resolution, if any, should be 

issued by the Dean of Students and a copy forwarded to the complainant within ten (10) 

working days after its fi ling (unless both the complainant and the Dean agree to extend 

the deadline for an additional time which is not to exceed fi ve (5) additional working 
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days). The Dean of Students shall maintain the fi les and records of Augusta 

StateUniversity relating to the complaints filed. 

 A written appeal of the decision of the ADA Grievance Committee may be made to the 

President of the University within fi ve (5) days. The appeal to the President must include 

(a) the specifi c alleged ADA violation (b) a specifi c statement of how the complainants 

rights have been violated by the actions of the university in dealing with the grievance 

and (c) a specifi c statement of what the complainant is seeking that they did not receive. 

Should the President agree to hear the appeal, his decision will be fi nal. If the President 

concurs with the previous decision or does not choose to hear the matter, then the 

decision of the ADA Grievance Committee will be fi nal. The complainant will be sent a 

written decision from the president or their appointed representative within ten (10) 

working days.  

Specific Appeals Procedures Related to Course, Academic or Degree Requirement 

Waivers Decisions related to general academic or degree requirements waivers or 

substitutions are made in accordance to standards established by the Board of Regents of 

the University System of Georgia. Academic and degree requirement waivers are initially 

reviewed by the Director of Testing and Disability Services. In order to request a waiver, 

the student should submit a written request for a course, academic or degree requirement 

to the Disability Services Director. The Director of Testing and Disability Services 

should submit a written response within ten (10) days after receiving a written request for 

review from the student. 

If the student is still dissatisfied a more formal appeal can be made to the Vice President 

of Academic Affairs within fi ve (5) days of the denial from the Director of Testing and 

Disability Services. Because of the nature of academic and degree requirement waivers, 

appeals related to degree or academic substitutions should be made in writing and 

directed to the Vice President for Academic Affairs. All appeals to the Vice President for 

Academic Affairs should be submitted in writing. A formal written opinion from the Vice 

President for Academic Affairs should be submitted within ten (10) days after receiving a 

written complaint from a student. In these cases a fi nal appeal can be made to the 

President of the University. The President of the University may concur with the decision 

of the Vice President of Academic Affairs, or make an independent decision relating to 

the complaint. Remedies for resolution may be included in the President’s decision. 

 The President of the University should issue a final written decision of this appeal within 

ten (10) days. The President’s decision on ADA matters relating to academic degree 

requirements of waivers shall be final. 

The Appeals Process in General 

The rights of a person to a prompt and equitable solution of the complaint fi led 

hereunder shall not be impaired by the person’s pursuit of other remedies such as the fi 

ling of an ADA complaint with the responsible federal department or agency. Use of this 

grievance procedure is not a prerequisite to the pursuit of other remedies. These rules 

shall be construed to protect the substantive rights of interested persons, to meet 
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appropriate due process standards and to assure that Augusta State University complies 

with the ADA and implementing regulations. 

Code of Conduct 
I. Definitions:  

A. “Institution” refers to Augusta State University and, collectively, to those responsible 

for its control and operation.  

B. “Students” includes all persons taking courses at the institution: full-time and part-

time, undergraduate and graduate.  

C. “President” refers to the president of the institution unless otherwise stipulated.  

D. “Institutional Government”: All constituents of the institution community are free, 

individually and collectively, to express their views on issues of institutional policy and 

on matters of interest to the student body. The role of student government and its 

responsibilities shall be made explicit in a constitution approved by the student body and 

faculty. Students are entitled to participate in all discussions of educational policy. 

 

 

II. The following rules shall be known as the Augusta State University 

Student Code of Conduct:  

A. Bill of Rights: The following enumeration of rights shall not be construed to deny or 

disparage other rights retained by students as members of the student body or as citizens 

of the university community at large.  

1. Free inquiry, expression, and assembly are guaranteed to all students.  

2. The right of students to be secure in their persons, papers, and effects against 

unreasonable searches and seizures is guaranteed.  

3. No administrative disciplinary sanctions may be imposed upon any student 

without notice to the accused of the nature and cause of the charges and without 

an opportunity for a fair hearing. This shall include the student’s confrontation 

with witnesses and the assistance of a person of the student’s choosing. 

III. Classroom Expression & Course Related Behavior Discussion and 

expression of all views relevant to the subject matter are permitted in 

the classroom, subject only to the responsibility of the instructor to 

maintain order. 

 A. Students are responsible for learning the content of any course for which they 

are enrolled.  

 B. Requiring participation in classroom discussion and submission of written 

exercises is consistent with this Section. 
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 C. To maintain classroom order, the faculty member has the right and 

responsibility to take the steps he or she deems necessary and reasonable, 

including private or public requests that the student(s) refrain from disruptive 

behavior.  

 D. If the faculty member determines that any improper behavior is of a recurring 

pattern or is of a serious nature, the faculty member may immediately expel a 

student from the actual classroom. For example, a student who becomes 

physically or verbally aggressive should be expelled from the classroom, and 

Public Safety may be called for any necessary assistance. After an expulsion from 

the classroom, the faculty may also offi cially withdraw the student from the 

course. However, any action to offi cially withdraw a student from the course 

must be reported in writing to the student, department chair, and Dean of 

Students. Without the written consent of the faculty member, the student may not 

be reinstated in the course from which s/he was withdrawn by the instructor for 

behavior reasons. The student, however, may seek other interim remedies from 

the appropriate department chair. If the faculty feels threatened or if the 

misconduct is of an abusive nature, the faculty may fi le charges against the 

student through the Dean of Students.  

 E. If the faculty member feels threatened by the behavior of a student outside of 

the classroom, the faculty member may offi cially withdraw the student from the 

course. The procedures for notifi cation and appeal would be the same as those in 

Section D above.  

IV. Prohibited Conduct Generally, institutional discipline shall be 

limited to conduct which adversely affects the institutional communityôs 

pursuit of its educational objectives. The following misconduct is subject 

to disciplinary action:  

 A. All forms of dishonesty, including cheating, plagiarism (using the ideas or 

writings of another as one’s own), knowingly furnishing false information to the 

institution, forgery, and alteration or use of institutional documents or instruments 

of identifi cation with intent to defraud.  

 B. Internal disruption or obstruction of teaching, research, administration, 

disciplinary proceedings, or other institutional activities. This includes threats, 

both verbal and written, and menacing gestures.  

 C. Physical abuse, or threatened abuse, of any person on institutional premises or 

at institutional sponsored or supervised functions.  

 D. Theft  

1. No student shall sell a textbook not his/her own without written 

permission of the owner.  

2. No student shall take, attempt to take, or keep in his/her possession, items 

of institutional property, or items belonging to students, faculty, staff, 

student groups, or visitors to the campus without proper authorization.  

3. Limited recreational game playing, that is not part of an authorized and 

assigned research or instructional activity, is tolerated. University 

computing and network services are not to be used for extensive or 

competitive recreatinal game playing. Recreational game players 
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occupying a seat in a public computing facility must give up that seat 

when others who need to use the facility for academic or research 

purposes are waiting.  

 E. Violation of published institutional regulations including those relating to entry 

and use of institutional facilities.  

 F. Weapons: Students are prohibited from possession of fi rearms on institutional 

property or at events sponsored or supervised by the institution or any recognized 

institutional organization. The possession of any other offensive weapon is 

prohibited.  

 G. Gambling: The playing of cards or any games of skill or chance for money or 

other items of value is prohibited.  

 H. Use of Explosives: No student shall possess, furnish, sell or use explosives of 

any kind on institutional property or at functions sponsored or supervised by the 

institution or any recognized university organization.  

 I. Lost and Found Policy: Reference GA Code 16-8-6. All lost and found property 

should be reported and turned in to the Offi ce of Public Safety. If property is not 

claimed in 60 days, it will be turned in to the party who found it. 

 J. Drugs: The possession or use (without valid medical or dental prescription), 

manufacture, furnishing, or sale of any narcotic or dangerous drug controlled by 

federal or Georgia law is prohibited (see Section on Drugs and Alcohol). 

 K. Disorderly Conduct  

1. Disorderly or obscene conduct or breach of the peace on institutional 

property or at any func tion sponsored or supervised by the institution or 

any recognized institutional organization is prohibited.  

2. No student shall push, strike or physically assault any member of the 

faculty, administration, staff, or student body or any visitor to the campus.  

3. Conduct on institutional property, or at functions sponsored or supervised 

by the institution or any recognized institutional organization, which 

materially interferes with the normal operation of the institution or the 

requirements of discipline, is prohibited.  

4. No student shall enter or attempt to enter any dance, social, athletic or any 

other event sponsored or supervised by the institution or any recognized 

institutional organization without credentials for admissions, i.e., ticket, 

identifi cation card, invitation, etc., or in violation of any reasonable 

qualifi cations established for attendance. At such institutional functions a 

student must present proper credentials to properly identifi ed institutional 

faculty and staff upon their request. Failure to provide proper credentials 

could result in expulsion from the event or institutional property.  

V. Fire Safety  

 A. No student shall tamper with fi re safety equipment.  

 B. The unauthorized possession, sale, furnishing or use of any incendiary device 

is prohibited.  

 C. No student shall set or cause to be set any unauthorized fi re in or on 

institutional property.  

 D. The possession or use of fi reworks on institutional property or at events 

sponsored or supervised by the institution or any recognized institutional 
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organization is prohibited. Fireworks are defi ned as any substance prepared for 

the purpose of producing a visible or audible effect by combustion, explosion or 

detonation.  

 E. No student shall make, or cause to be made a false alarm.  

VI. Unauthorized Entry or Use of Institutional Facilities  

 A. No student shall make unauthorized entry into any institutional building, offi 

ce, or other facility, nor shall any person remain without authorization in any 

building after normal closing hours. 

 B. No student shall make unauthorized use of any institutional facility.  

VII. Procedural Standards in Disciplinary Proceedings  

 A. Any academic or administrative offi cial, faculty member, or student may fi le 

charges against any student for misconduct with the Dean of Students Offi ce. In 

extraordinary circumstances the student may be suspended pending consideration 

of the case. If suspension is imposed, a hearing shall be held within three class 

days.  

 B. The Offi ce of the Dean of Students shall make a preliminary investigation to 

determine if the charges can be disposed of administratively, by mutual consent 

without the initiation of disciplinary proceedings. Such disposal shall be fi nal, 

and there shall be no subsequent proceedings or appeals.  

 C. All charges shall be presented to the accused student in written form, and he or 

she has seven days to respond. The time can be extended for such response by the 

accused or the accuser. A time shall be set for a hearing which shall not be less 

than seven or more than fi fteen days after the student’s response. If no response 

is received after fi fteen days from written notifi cation, the hearing shall be 

scheduled and public notice provided as to time and place. The accused student 

does not have to be present at the judicial hearing.  

 D. A schedule of the hearings in a disciplinary proceeding shall be fi xed after 

consultation with the parties by the Offi ce of the Dean of Students. The 

institution shall have discretion to alter the schedule for good cause after notifying 

all parties involved.  

 E. The Constitution of the Student Government Association empowers that body 

to form a Judicial Cabinet. The Judicial Cabinet is charged with the function of 

hearing cases referred to it by the Dean of Students. The Cabinet serves as an 

advisory body to the Dean. Upon reaching a decision in a case of any nature 

whatsoever, the Judicial Cabinet shall submit recommendations for action which 

may include sanctions.  

VIII. Rights of Student Defendants Before the Judicial Cabinet  

Hearings shall be conducted in a manner consonant with accepted procedures of justice. 

Hearings shall be public and open. The date, time and place of the hearing shall be posted 

by the Offi ce of the Dean of Students 24 hours in advance of the hearing. In hearings 

involving more than one student defendant, separate hearings shall be allowed upon 
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request. At hearings of the Judicial Cabinet, the student defendant shall be afforded all 

rights required by due process including:  

 A. The right to an advisor of his/her choice.  

 B. The right to question the complainant.  

 C. The right to present evidence on his/her behalf. Jaguar Student Handbook 35 

 D. The right to call witnesses on his/her behalf.  

 E. The right to cross examination.  

 F. The right to remain silent and have no inference of guilt drawn from such 

silence.  

 G. A tape recording and/or summary transcription of the proceedings shall be kept 

and made available at the student’s request for the sole purpose of appeal from a 

decision of suspension or expulsion. The student may also have a verbatim 

transcript made at his or her own expense. The institution shall also have this 

option at its expense.  

 H. In cases of suspension or expulsion from the university, the student has the 

right to attend classes and required institutional functions until a hearing is held 

and decision is rendered. Exceptions to this would be made when the student’s 

presence would create a substantial likelihood of material interference with the 

normal operation and processes or the requirements of appropriate discipline at 

the institution. However, in all cases where students are withdrawn by the faculty 

member from a specifi c course because of disruptive behavior, the student does 

not have the right to attend the class without written consent from the faculty 

member involved. The student may seek other interim remedies from the 

appropriate department chair. 

 I. No recommendation for the imposition of sanctions may be based solely upon 

the failure of the accused student to answer the charges or appear at the hearing. 

In such a case, the evidence in support of the charges shall be presented and 

considered.  

 J. The right to appeal if the Judicial Cabinet imposes suspension or expulsion.  

IX Sanctions The following sanctions may be imposed upon students:  

 A. Admonition: An oral statement to a student that he/she is violating or has 

violated institution rules.  

 B. Warning: A notice, orally or in writing, that continuation or repetition of 

conduct found wrongful, within a period of time stated in the warning, may be 

cause for more severe disciplinary action.  

 C. Censure: A written reprimand for violation of specifi ed regulations, including 

the possibility of more severe disciplinary sanctions in the event of a violation of 

any institution regulations within a stated period of time.  

 D. Disciplinary Probation: Exclusion from participation in privileged or 

extracurricular institution activities as set forth in the notice for a period of time 

not exceeding one school year.  

 E. Restitution: Reimbursement for damage to or misappropriation of property. 

This may take the form of appropriate service or other compensation.  

 F. Suspension: Exclusion from classes and other privileges or activities as set 

forth in the notice for a defi nite period of time not to exceed two years.  
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 G. Expulsion: Termination of student status for an indefi nite period. The 

conditions of readmission, if any, shall be stated in order of expulsion. No 

sanctions may be imposed for violation of rules and regulations until the student 

is notifi ed.  

  

X.Appellate Procedure An appeal from a decision by the initial hearing 

board may be made by any party to the chairperson of the Faculty-

Student Judiciary in writing within 5 days of the decision. By a simple 

majority vote the Faculty-Student Judiciary may:  

1. 1. uphold the original decision and penalty,  

2. 2. uphold the decision but lessen the penalty (but no less than an institutional 

minimum penalty) or 3. overrule the original decision and penalty.  

o A. A student may appeal on grounds that the evidence was not suffi cient 

to fi nd him guilty or other specifi ed relevant grounds.  

o B. An appeal shall be limited to a review of the full report of the hearing 

board for the purpose of determining whether it acted fairly in the light of 

the charge and evidence presented.  

o C. An appeal may not result in a more severe sanction for the accused 

student. An appeal of the decision of the Faculty-Student Judiciary may be 

made to the President of the University in writing within fi ve school days. 

o D. The student has the right to apply to the Board of Regents for review of 

the president’s fi nal decision. The application for review must be 

submitted in writing to the Executive Secretary of the Board within twenty 

days following the president’s decision. The application must set forth the 

president’s decision and state the redress desired.  

XI. Judicial Bodies  

 A. Augusta State University utilizes two judicial bodies in the adjudication of 

cases which may require disciplinary actions.  

1. Empowered by the Constitution of the Student Government Association, 

the Judicial Cabinet is charged with the function of hearing cases referred 

to it by the Dean of Students. The Cabinet shall be composed of seven 

Justices and two alternates. Further responsibilities of the Judicial Cabinet 

are outlined in the Student Government bylaws. Upon reaching a decision 

in a case of any nature whatsoever, the Judicial Cabinet advises the Dean 

of Students to take appropriate action.  

2. The Faculty-Student Judiciary shall hear all appeals from the Judicial 

Cabinet. a. The Faculty-Student Judiciary shall consist of three members 

of the faculty and three members of the student body. The faculty 

members of the committee shall be appointed in the manner and for the 

time period stated in the Augusta State University Statutes of Governance. 

The student members of the committee shall be appointed in the manner 

and for the time period as stated in the Student Government Constitution. 



                                                                                                                 ASU Field Manual 

 116 

At the fi rst meeting of each academic year, the voting members of the 

Faculty-Student Judiciary shall select from among their number a 

chairman who shall serve for one year.  

3. In the event that a member of either judicial body should resign or decline 

to hear a particular case, a temporary or permanent replacement, as the 

situation warrants, shall be appointed in the same manner as the original 

appointment. In the event of resignation, the replacement shall be 

appointed for the remainder of the unexpired term. In the event a member 

declines to hear a particular case, the replacement shall be appointed only 

for the time necessary to hear the case in question.  

4. The judicial bodies may formulate procedural rules which are consistent 

with the provisions of this Code.  

5. The judicial bodies may give advisory opinions, at their sole discretion, on 

issues not before any judicial body and where no violation of institutional 

regulations has taken place. Such opinions shall not be binding upon the 

party making the request, nor may it be used as precedent in future 

proceedings.  

6. A judicial body may be designated as arbiter of disputes within the 

institutional community. All parties must agree to arbitration and agree to 

be bound by the decision with no right of appeal.  

XII. Campus Organizations  

 A. Initial Procedure for Recognition of Student Organizations  

1. Application: An organization seeking recognition must submit the 

following information in writing to the Student Activities Offi ce, on the 

form furnished by that offi ce:  

Á a. Name 

Á b. Explanation of why the organization is desirable on campus  

Á c. Qualifi cations for membership  

Á d. Fees, dues or other considerations for membership  

Á e. Offi cer and leadership structure  

Á f. Time and manner of election of offi cers 

Á g. Number of students wishing to join 

Á h. Faculty sponsor  

Á i. Explanation of any extra-campus affi liation (e.g. national parent 

organization)  

Á j. Time and location of meetings k. Names of prospective members 

who will serve as spokespersons for the organization during the 

recognition procedure. (It is suggested that three students be 

named). 

2. Hearing: The Dean of Students or his/her designee shall examine each 

application and reject those not submitted in proper form.  

 B. Criteria for Recognition and Review Procedure  

1. Recognition shall be granted only to those organizations whose purpose 

and proposed activities are clearly related to the educational goals and 

objectives of the institution. Recognition shall be denied if the evidence 

presented shows that the proposed organization will present substantial 
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likelihood of material interference or confl ict with the educational process 

of the institution or any of the following 

Á a. The regular and orderly operation of the institution  

Á b. The requirements of appropriate discipline within the institution.  

Á c. The academic pursuits of teaching, learning, and other campus 

activities.  

Á d. The laws or public policies of the State of Georgia and the 

United States. e. The status and regulations of the institution and 

the Policies of the Board of Regents.  

2. All applications for recognition determined to be in the proper form by the 

Dean of Students or his/her designee shall be promptly transmitted to the 

Student Government Association for approval. Approval shall be in 

accordance with procedures established by the Student Government 

Association. If the Student Government Association fails to approve the 

application, the organization may appeal this action to the Student 

Activities Committee, which shall review the Student Government 

Association’s action and affi rm, reverse, or modify the same. The appeal 

shall be in such form as the Committee may require. Should the Student 

Activities Committee reject the application for recognition, the 

organization may appeal to the president.  

3. After an organization has been granted recognition by the Student 

Government Association, the application shall be submitted to the 

University Committee on Student Activities for consideration.  

4. When an organization has been granted recognition by both the Student 

Government Association and the Student Activities Committee, the 

application shall be forwarded to the Dean of Students who will review the 

application and then submit it to the Offi ce of the President. After the 

application has been approved by the president, the organization shall be 

deemed an Augusta State University chartered student organization and 

subject to the rights and responsibilities of the same.  

 C. Rights of Student Organizations. Recognition authorizes an organization:  

0. To use the facilities and equipment of the institution subject to the Policies 

of the Board of Regents and to institutional regulations governing the use 

of facilities and equipment, and to obtain reasonable scheduling and 

clearance of particular facilities and equipment of the Offi ce of Student 

Activities and/or the Offi ce of Public Safety.  

1. To be eligible to receive student activities monies subject to the Board of 

Regent’s Policies and institutional regulations governing allocation of 

student activity fees. 

 D. Rules and Regulations Governing Student Organizations  

0. Financial Responsibility  

Á a. Use of allocated student activities monies must conform to the 

purposes and practices approved by the allocating authority.  

Á b. Organizations shall carry on business transactions and 

contractual relations with punctual and timely discharge of valid 

obligations and prudent use of funds.  
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1. Conformance with Organization Purpose: Activities of organizations must 

be in conformance with their applications’ stated purposes.  

2. Campus Displays: Displays, including but not limited to posters, notices or 

banners, which litter the campus or damage the property of the institution 

or of other persons or entities, or which are obscene, or which materially 

interfere with the regular and orderly operation of the institution, are 

prohibited.  

3. Property Damages: Unauthorized or malicious damage to the property of 

the institution, or to other persons or entities, which results from 

organizational activities is prohibited. The student organization shall be 

responsible for all damages.  

4. Disorderly Conduct: Organization activities which may encourage or 

precipitate riots or other disturbances which materially interfere with the 

regular and orderly operation of the institution are prohibited.  

5. Parades, Student Rallies, and Gatherings. a. Parades, student rallies, and 

other such gatherings must be limited to are as designated by published 

notice for such activities. b. Outside parades, student rallies, and other 

such gatherings which interfere with pedestrian or vehicular traffi c on 

campus must be cleared with Public Safety and the Offi ce of the Dean of 

Students before they may be undertaken. In addition, off-campus activities 

must be cleared with the proper civil authorities. c. Use of facilities, 

equipment and other university property shall be subject to reasonable 

scheduling by the Offi ce of Student Activities in order to promote fair 

sharing of their use.  

6. Law Violations: No organization shall commit, encourage, condone or 

contribute to violations of institutional statutes and regulations, the 

Policies of the Board of Regents, or the laws of Georgia or the United 

States.  

7. Eligibility for Membership and Offi cer Status a. Active membership shall 

be confi ned to regularly enrolled students. b. Three credit hours per 

semester is the minimum academic load for any student participating in a 

student organization.  

8. Information to be submitted to the Offi ce of Student Activities a. A list of 

offi cers must be submitted to the Student Activities Offi ce within 7 days 

after each election. b. A copy of each organization’s constitution and 

bylaws and of all subsequent amendments thereto must be submitted to the 

Student Activities Offi ce within 7 days after enactment. c. Hazing, defi 

ned as any action taken, or situation created, intentionally, to produce 

mental or physical discomfort, embarrassment, harassment or ridicule, is 

strictly prohibited.  

9. Organization Publications a. Student organization publications shall not 

contain material which is obscene or defamatory (as the same is defi ned 

by the Code of Georgia, Section 26-2101), or which may create a 

substantial likelihood of material interference with the regular and 38 

Jaguar Student Handbook orderly operation of the institution. b. Student 

organization publications shall abide by the guidelines and policies 

established by the Editorial Board of the institution.  
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10. Review and Enforcement of Regulations: The Dean of Students shall 

periodically review the activities of all student organizations to determine 

if they are acting in compliance with the institution’s regulations. Charges 

of violations of institutional regulations may be brought against any 

recognized organization and shall be heard by the Dean of Students or, at 

his or her discretion, by the Judicial Cabinet of Student Government. The 

Dean of Students or the Judicial Cabinet of the Student Government 

Association may request the presentation of oral and/or documentary 

evidence at the hearing. He/ She or the hearing committee shall have a 

recording or transcript of the hearing prepared. The Dean of Students or 

the Judicial Cabinet of the Student Government Association may then 

impose any one or any combination of the following penalties upon an 

organization based on the evidence presented at the hearing:  

Á a. Restriction of all or any privileges enjoyed as a recognized 

student organization. 

Á b. Monetary fi nes, withholding or withdrawal of allocated student 

activities monies.  

Á c. Restitution for damages.  

Á d. Probation of recognized status.  

Á e. Suspension of recognized status.  

Á f. Withdrawal of recognition. An organization may appeal the 

imposition of any penalty to the president of the institution, who 

shall review the action and affi rm, reverse or modify the same. 

The appeal and review shall be in such form as the president may 

require. The president may utilize the services of any existing or ad 

hoc committee in determining the issue involved.  

11. Final Review Power of President: Upon notice and hearing, the president 

of the institution may review at any time the recognition of any student 

organization, or any decision on disciplinary charges against any student 

organization, and make whatever fi nal disposition of the matter he deems 

necessary for the best interests of the institution.  

12. Campus Publications: A student, group, or organization may distribute 

written materials on campus without prior approval. If such distribution 

disrupts or obstructs the operation of the institution, it may be terminated. 

a. The student press is to be free of censorship. The editors and managers 

shall not be arbitrarily suspended because of student, faculty, 

administration, alumni or community disapproval of editorial policy or 

content. Similar freedom is assured for statements of views through any 

student media. b. The editorial freedom entails a corollary obligation 

under the canons of responsible journalism and under applicable 

regulations of the Federal Communications Commission. Violations shall 

be referred to the Editorial Board for investigation. All student 

communications shall explicitly state on the editorial page or in the 

broadcast that the opinions expressed are not necessarily those of the 

institution or its student body.  
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XIII. Freedom of Expression on Campus  

The freedoms of speech and assembly guaranteed by the fi rst and fourteenth 

amendments to the United States Constitution shall be enjoyed by the students and 

faculty of Augusta State University in regard to the opportunity to hear off-campus, or 

outside, speakers. Free discussion of subjects of either controversial or noncontroversial 

nature shall not be curtailed. However, as there is not absolute right to assemble or to 

make or hear a speech or at any time or place regardless of the circumstances, content of 

speech, purpose of assembly, or probable consequences of such meeting or speech, the 

issuance of invitations to outside speakers shall be limited in the following particulars, 

but only in the manner set forth herein:  

  

 A. A request to invite an outside speaker will be considered only when made by 

an organized chartered student or faculty group, recognized by the president or 

such person or committee as may be designated by him or her (hereafter referred 

to as his or her authorized designee).  

 B. No invitation by such an organized group shall be issued to an outside speaker 

without prior written concurrence by the president. Scheduling of speaker dates 

and assignment of campus facilities should not be made in the absence of prior 

concurrence.  

 C. Any speaker request shall be made in writing by an offi cer of the student 

organization desiring to sponsor the proposed speakers. The request shall be made 

not later than ten calender days prior to the date of the proposed speaking 

engagement. This request shall contain the name of the sponsoring organization, 

the proposed date, the time and location of the meeting, the expected size of the 

audience, and the topic of speech. Any request not acted upon by the president or 

his authorized desigJaguar Student Handbook 39 nee within four working days 

after submission shall be deemed granted.  

 D. A request made by a recognized organization may be denied only if the 

president or his authorized designee determine, after proper inquiry, that the 

proposed speech will constitute a clear and present danger to the institution’s 

orderly operation by the speaker’s advocacy of such actions as:  

1. The violent overthrow of the government of the United States, the State of 

Georgia, or any political subdivision thereof; or  

2. The willful damage or destruction, or seizure and subversion, of the 

institution’s buildings or other property; or  

3. The forcible disruption or impairment of, or interference with the 

institution’s regularly scheduled classes or other educational functions; or  

4. The physical harm, coercion, intimidation, or other invasion of lawful 

rights of the institution’s offi cials, faculty members or students; or 

5. Any other campus disorder of a violent nature. In determining the 

existence of a clear and present danger, the president or his authorized 

designee may consider all relevant factors, including whether such speaker 

has, within the past fi ve years, incited violence resulting in the destruction 

of property at any educational institution or has willfully caused the 
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forcible disruption of regularly scheduled classes or other educational 

functions at any such institution.  

 E. Where the request for an outside speaker is denied, any sponsoring 

organization thereby aggrieved shall, upon written application to the president or 

his authorized designee, obtain a hearing within two working days following the 

fi ling of its appeal before the University Council which, when augmented by the 

president shall constitute the Campus Review Committee for a de novo 

consideration of the request. The Campus Review Committee shall have the 

power to grant or deny the request, and its decision will be fi nal, unless judicial 

review is sought as hereinafter provided. If such request is neither granted nor 

denied within the two-day period, it shall be deemed granted, and the speaker’s 

invitation shall be issued. XIV. Protests: see Peaceful Assembly Guidelines 

XV. Violation of Law and Institution Discipline  

Repeated violations of published rules or regulations of the institution, which 

cumulatively indicate an unwillingness or inability to conform to the standards of student 

life of the institution, are prohibited. Violation of Outside Law: Violation of local, state 

or federal law, on or off the campus, which constitutes a clear and present danger of 

material interference with the normal, orderly operation and processes of the institution, 

or with the requirements of appropriate discipline, is prohibited.  

 Last Modified: July 31, 2008 

Text-Only Version  

©2006 Augusta State University • 2500 Walton Way • Augusta, GA 30904-2200 • 706-

737-1405  

Questions or comments? 

 

 

http://text.usg.edu:8080/tt/http:/www.aug.edu

