ELECTRONIC LEARNING CONTRACT INSTRUCTIONS FOR FIELD SUPERVISOR

Student begins learning contract
Your student will need to begin the process by logging in and creating the learning contract.
Until they do, you will not have access to it. They should begin the contract within the first two
weeks of the semester. Once they begin the learning contract, you will be assigned as their
Field Supervisor and will be able to log in to the system. It may take up to 24 hours for our
professional support staff to go into the system and assign you as the supervisor. The student
does not need to complete the entire learning contract before you can see it, they only need to
log in and start it.
Supervisor initial login
Supervisors access the learning contract at this link, (https://www.gvsu.edu/ssw/felc/login.htm) or
from the School of Social Work webpage under the Field Education tab, then either BSW or
MSW Field Education Forms. Your email is your username to log in to the site. The first time you
access the system, you will need to create a password by clicking on the link to reset your
password as shown in this screenshot:

Once you log in, you will see a screen that looks like this:

Saving your work
This system does not auto save. You will need to click the save button at the bottom of the
page to save your work. If you do not click on save and you exit the system, you will lose what
you entered.
Documentation of Learning Activities
Students will document the learning activities for each competency. Only students have access
to enter learning activities. The document is able to be edited throughout most of the
semester, so activities can be modified, if needed, until the evaluation is triggered. The
evaluation date is set at the beginning of the semester by the field office. Once the evaluation
is triggered, the learning activities are no longer able to be edited.

Providing feedback/comments on learning activities
During the creation of the learning activities, you can review and provide feedback to the
student on their learning activities by clicking on the green “Add Comment” icon. This is for the
purposes of providing feedback to the student regarding their learning activities. Once the
evaluation is triggered, the comments are deleted so that the final learning contract and
evaluation has only the required components.

Evaluation of the Learning Contract at the End of the Semester
On a pre-assigned date in July/November, the field supervisor evaluation/student selfevaluation will open. Each the student and supervisor will rate the student’s progress using the
Rating Dropdown menu. This is the evaluation scale you and your student will use:

Score
1

2

3
4
5
D

Definition
Unacceptable Competence: Student has not developed in relation to this
behavior/competency. The student was unable to demonstrate a basic level of
understanding and proficiency. Performance Improvement Plan required in collaboration
with student’s Faculty Field Liaison.
Minimal Competence: Student is aware but is having difficulties, demonstrates minimal
evidence of competence, growth, and change; unable to demonstrate an adequate level
of understanding and proficiency. Performance Improvement Plan required in
collaboration with student’s Faculty Field Liaison.
Emerging competence: Student meets baseline expectations and is working on
progressing. The student has demonstrated an adequate level of understanding and
proficiency.
Competence: Student demonstrates consistent growth and development, increased
levels of understanding and proficiency. Able to function with independence.
Advanced competence: Student demonstrates a high degree of competence,
understanding, and proficiency. Able to initiate and add significant value.
Deferred: Student has little or no opportunity to engage in activities that would develop
this behavior. More than 2 scores of “D” in an evaluation results in a Performance
Improvement Plan. No “deferred” allowed in the final semester of field education.

The supervisor provides comments on the student’s professional development under Field
Education Supervisor Narrative and the supervisor needs to check the appropriate box under
recommendation for the future; then click save. Once you are finished, click submit. This will
let the faculty field liaison know that you have completed the evaluation of your student’s
learning contract.

The final step is to sign the learning contact. You sign the contract by clicking on the “Sign Off”
icon at the bottom of the learning contract.

The date that you “sign” the document will be recorded under “Field Supervisor Sign Off Date”
and this is your electronic signature of the learning contract and evaluation.

Signing your intern’s hours
Your intern will enter their hours into the system. When the student enters hours, they can
elect to have you notified via email. From the email, click on “login” to review and sign the
hours. This will take you directly to the hours page.

Hours are calculated by the system during the course of the semester and viewable by logging
in and clicking on the green hours button:

