Field Placement Extension Request

If you need time beyond the end of the semester to complete your field hours FOR ANY REASON you must request an extension from the Office of Field Education. To file an extension your field instructor must send a letter to the field office with the following exact phrase included somewhere in the letter:

 

“We are requesting an extension of the field placement until (date) to meet the academic requirements for the field course.”
 

In addition the letter must be in actual letter-form (no emails), addressed to the Western Michigan University School of Social Work Coordinator of Field Education, on Agency letterhead, and signed by your field instructor.

 

These letters are required in order to extend the University’s malpractice insurance that covers you as a student intern and protects you from any legal action (i.e. being sued). Please see a sample of an extension request below that can be pasted onto agency letterhead. 

(Agency Letterhead)

Coordinator, Office of Field Education

School of Social Work

Western Michigan University

1903 W. Michigan Avenue

Kalamazoo, MI 49008-5354









(Date)

Re: (Student’s name)
To Whom It May Concern:

This is to notify the WMU School of Social Work Office of Field Education that the above-named student will need an extension until August 1, 2010 to complete field education. We are requesting an extension of the field placement to meet the academic requirements for the field course.

Thank you.

Sincerely,

(Field instructor’s signature)

(Field instructor’s name)

(Field instructor’s title)

