University of Memphis  - School of Social Work
REQUEST TO USE EMPLOYMENT AS FIELD PLACEMENT
OR TO OBTAIN EMPLOYMENT AT CURRENT FIELD AGENCY

Request to Use Employment as Field Form – Academic Year 2026-2027
Students currently employed in a social service agency/institution or human service organization may complete their field practicum in their current job only if specific conditions are met. Approval of plans by the Director of Field Placement is required before the start of the practicum. Students and agency representatives are encouraged to review the student’s respective program level Field Handbook, posted to the School of Social Work website. Specific restrictions include, but are not limited to: 
1. Agency meets all requirements for service as a placement site (including, in the case of concentration year if that agency is suitable for the competencies specific to advanced practice). 
a. If a clinical affiliation agreement is not established prior to the start of the student’s semester in which they require a field placement internship, for legal reasons, the student may NOT count hours until the clinical affiliation is in place and fully executed, regardless of whether this request form has been signed/approved.
2. Students are allowed to use their place of employment as a field placement site but can only do so for one of their placement experiences while enrolled at the University of Memphis.
3. Student field assignments and employment tasks MAY overlap but MUST have clear links to ALL social work competencies, including any competencies added by the program, and their related behaviors. The field placement must be the primary learning focus of the employment-based internship.
4. The field instructor and employment supervisor of a student may be the same person. In such cases, supervision time for field education learning must be separate from supervision time for employment. 
a. The field instructor at the employment site MUST meet the CSWE requirements of field instruction. This means someone who holds an MSW degree with at least 2 years of post-graduate experience in the field of social work (for BA students only, field instructor may hold a BSW degree with at least 5 years of post-graduate experience in the field of social work). 
b. Except in rural areas, if no person at the agency meets the requirements of a field instructor by CSWE standards, then the student will not be allowed to use their employment as their field experience. 
5. Students must have a contingency plan in place in case they are released from employment while enrolled in field.
6. Assignment to placement remains solely the province of the field director. Approval is NOT guaranteed.
7. If approved, student must complete required employment-based field orientation prior to starting their employment-based internship.
DO NOT SUBMIT THIS FORM WITHOUT FIRST TALKING TO YOUR RESPECTIVE FIELD DIRECTOR TO LET THEM KNOW YOUR INTENTIONS TO USE YOUR EMPLOYMENT AS YOUR FIELD PLACEMENT INTERNSHIP. Incomplete applications will not be accepted or reviewed. Please be sure to fill out ALL sections.


SECTION 1: CONTACT INFORMATION
· Student Full Name _____________________________ Email Address _____________________
· Student U-Number (U00123456) ______________ 
· UofM Field Director (from page 5) ______________________
SECTION 2: FIELD PLACEMENT/EMPLOYMENT INFORMATION
· Employment Agency ____________________________	
· Department/Program ___________________________
· Agency’s full address (incl. city, state, zip) _____________________________________________
· Employment Supervisor’s Full Name __________________________ Job Title _________________
· Employment Supervisor’s email address ____________________________ Phone _______________
· Is Student’s proposed Field Instructor (FI) the same person as Employment Supervisor?  Yes / No
· Proposed FI’s social work degree & work experience. Circle one: BSW+5yrs or MSW+2yrs
· Proposed FI’s Full Name _________________________ Job Title ___________________
· Proposed FI’s email address ________________________ Phone _________________
SECTION 3: SCHEDULING
Please indicate hours/days that the student will remain at the agency as an intern, and what days/times the student will be fulfilling their employment responsibilities. Overlap is allowed in scheduling as long as there are clear connections between the CSWE Competencies and the employment tasks during the logged work time.
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SECTION 4: TASKS/RESPONSIBILITIES
Student’s Employment Tasks/Responsibilities (specify client population, practice methods, interventions, etc.): 






Student’s Internship Tasks/Responsibilities (specify differences between employment and internship tasks, if/where applicable) in order to meet the CSWE competencies that cannot be achieved with regular employment tasks.





SECTION 5: CONTINGENCY PLAN
Please indicate your contingency plan should you be released from your employment (either voluntarily or involuntarily) during the internship experience. Students should understand that a disrupted internship placement can have the potential to delay on-time graduation. Always inform your field director immediately of any interruption in employment-based internship.





SECTION 6: COMPETENCIES
Please briefly indicate how you intend to meet all CSWE competencies for field education using your employment. Note, this is NOT a learning plan. Students must break their competencies out according to their program level on the official learning plan document upon start of internship. 
	CSWE COMPETENCY
	PROPOSED TASK(S) THAT CAN MEET THIS COMPETENCY

	Demonstrate Ethical and Professional Behavior
	

	Advance Human Rights and Social, Racial, Economic, and Environmental Justice 
	

	Engage in Anti-Racism, Diversity, Equity, and Inclusion (ADEI) in Practice
	

	Engage in Practice-Informed Research and Research-Informed Practice
	

	Engage in Policy Practice
	

	Engage with Individuals, Families, Groups, Organizations, and Communities
	

	Assess Individuals, Families, Groups, Organizations, and Communities
	

	Intervene with Individuals, Families, Groups, Organizations, and Communities
	

	Evaluate Practice with Individuals, Families, Groups, Organizations, and Communities
	


SECTION 7: SIGNATURES
STUDENT: By signing this form, you agree to the policies put forth by the School of Social Work for students using their employment as their field placement internship. 
PHYSICAL (ink or drawn) signatures only. Typed signatures are NOT accepted. 


____________________________________________________________________________________
Student Signature								Date Signed
SUPERVISORS AND FIELD INSTRUCTORS: By signing this form, you acknowledge you have read and reviewed the Request to Use Employment as Field application IN FULL and approve of it at your agency for this student. If a new clinical affiliation agreement is needed, the field director will be in touch after reviewing this application from the student. Your signature on this form is not a substitution for a fully executed clinical affiliation agreement between the University and your agency.
PHYSICAL (ink or drawn) signatures only. Typed signatures are NOT accepted.


____________________________________________________________________________________
Current Employment Supervisor’s Signature					Date Signed

_____________________________________________________________________________________
Student’s Proposed Field Instructor’s Signature 					Date Signed
(if same as employment supervisor, must sign twice)

Student, please return this form scanned via email to your respective field director: 
	2nd year/Advanced Standing MSW:
Prof. Maggie Landry
malandry@memphis.edu 
	1st year MSW: 
Prof. Cherry Malone
ccmalone@memphis.edu 
	BA/Undergraduate: 
Prof. Danielle Seemann
dswatson@memphis.edu 


Do not write below this line. For UofM Field Team Use Only
Is new CAA required?  YES / NO					Request Decision:   APPROVED / DENIED
Comments/Notes: 

_____________________________________________________________________________________
Field Director Signature								Date Signed
Field Director – provide finalized copy to student and put original in student’s physical field file.
Updated F25-ML
Updated F25-ML
