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POLICY, PLANNING, AND ADMINISTRATION 
(PP&A) CONCENTRATION 

 
OVERVIEW OF POLICY, PLANNING, AND ADMINISTRATION CONCENTRATION 
 
The PP&A concentration is a program of study that builds on the foundation curriculum 
and prepares students for leadership in human service organizations. The concentration 
is methods based and focuses on knowledge and skills required of PP&A practitioners to 
carry out a variety of roles in government, nonprofit, and community organizations. 
Students adapt course assignments and use their field placement experiences to pursue 
their interests in a particular field of practice, population group, or social problem. In 
addition, students may use their electives to enroll in an interdisciplinary specialization 
within the University, e.g. gerontology, substance abuse, or holistic health. 
 
The PP&A concentration is maintained and developed by the PP&A committee, a 
subcommittee of the curriculum committee. The PP&A committee is composed of faculty 
members who have teaching assignments in the PP&A curriculum. Students and part-
time faculty members serve on the PP&A committee on an ad hoc basis. The PP&A 
coordinator administers the PP&A program and chairs its committee meetings. 
 
POLICY, PLANNING, AND ADMINISTRATION CONCENTRATION GOALS AND 
OBJECTIVES 
 
PP&A goals and objectives have been transformed into the types of knowledge and skill 
competencies in each academic course and the level of effort devoted to each. The field 
education component of PP&A provides students with opportunities to develop and 
exercise practice skills for designing, maintaining, and changing social systems. Analytic 
skill development focuses on and policy structures of the student's field placement 
organization and other related organizations. Interaction skill development focuses on 
effective communication with individuals and groups, within and outside of the field 
placement organization, as a means of gaining acceptance as a legitimate change agent 
in the operation of the organization. The field placement also provides opportunities for 
practicing technical skills, increasing sensitivity to perspectives of diverse populations, 
examining issues related to women, and becoming more aware of the role of social work 
values and ethics in PP&A practice. The field practicum component is highly integrated 
with the other components of the PP&A curriculum. The fieldwork setting serves as the 
means and the context for completing many of the academic course assignments. 
Agency-based field instructors and PP&A faculty advisors develop highly individualized 
placements and experiences that are mindful of students' work experience and 
responsive to their career interests. 
 
 The goals for students in PP&A are as follows: 
 

• To develop skills in two overarching PP&A practice skill areas (analytical and 
technical) important to designing, maintaining, and changing community and/or 
agency social systems 

• To increase sensitivity to, and awareness of, issues affecting women and how 
diverse racial, ethnic, and cultural perspectives are addressed in PP&A practice 



• To integrate the values and ethics of the social work profession into their PP&A 
practice 

• To become involved in, and learn from, PP&A tasks that are of special interest 
• To acquire information and knowledge about a field of practice, a program, 

and/or an agency that is of special interest 
• To observe and emulate models of PP&A practice 
• To acquire knowledge and skill in PP&A practice through vicarious learning 

experiences such as observation, participant observation, co-participation, post-
meeting analysis of PP&A practice activities, and events 

• To become a professionally reflective, self-evaluating, knowledgeable, and 
developing social worker. 

 
 The objectives of PP&A field education are highly individualized and based upon the 
student's prior education and experience, career aspirations, and special interests. 
Specific student performance objectives are established by the student and made 
explicit in a written contract developed between the student and the field instructor. The 
work plan includes: specific tasks associated with the different objectives; deadlines for 
completing the tasks; estimation of the amount of time required for completing the tasks; 
and a graphic chart, e.g., GANTT, PERT, which integrates objectives, tasks, length of 
time for tasks, and expected task completion dates. All students are required to include 
in their learning contract objectives and tasks related to diverse populations, a section 
that addresses student safety in the field placement and social work values and ethics. 
The student's learning contract and detailed work plan are reviewed and approved by 
the field instructor and the faculty liaison. 
 
POLICY, PLANNING, AND ADMINISTRATION CONCENTRATION OUTCOMES 
 
GOAL   For students to acquire advanced knowledge and practice skills in policy,  
  planning and administration. 
 
OBJECTIVES 
 
PP&A students will gain knowledge of, and skill in, the following areas: 
 

• Leadership in human service organizations, including application of leadership, 
theories, interpersonal skills, and problem-solving and decision-making 
techniques 

• Group processes and leadership in working with project teams, committees, 
boards, volunteers, professional interdisciplinary teams, and funding sources 

• Assessment of policies, organizations, and communities 
• Design, maintenance, and modification of policies, organizations, and 

communities. Program planning as a socio-technical process that includes the 
assessment of problems and needs, formulation of goals and objectives, and 
design of service programs 

• Advocacy and promotion of social justice 
• Inter-organizational change in matters involving government, special interest 

groups, and funding sources 
• Facilitation of human service organizations in meeting their responsibilities to 

serve the interests of their clientele 



• Use of perspectives and experiences of diverse populations, including women, 
minorities, and other groups in PP&A practice 

• Application of social work values and ethics in PP&A practice 
• Program staffing and human resources management 
• Use of computers in carrying out PP&A activities 
• Public presentations related to policy, planning, and administrative processes 
• Budgeting for not-for-profit organizations 
• Analytical tools & techniques employed by PP&A practitioners 
• Analysis of, and intervention in, legislative, judicial, and administrative policy 

processes 
 
GOAL 2  To provide a critical mass of diverse faculty with skills and interest in the  
  areas of policy, planning and administration 
 
OBJECTIVES 

 
There will be a critical mass of faculty teaching in the PP&A concentration each year. 
Diversity among the faculty teaching in the PP&A concentration will be achieved in 
several ways: 
 

• Both women and men will serve as classroom instructors and as field instructors 
• Individuals from minority and culturally diverse populations will serve as 

classroom and field instructors 
 
GOAL 3  To contribute to the development of PP&A practice in western Michigan. 
 
OBJECTIVES 
 

• Each faculty member teaching in the PP&A concentration will engage in at least 
one organizational consultation per year on PP&A related issues or problems 

• Each faculty member teaching in the PP&A concentration will engage in ongoing 
research or training, within the community, in PP&A 

• Each faculty member teaching in the PP&A concentration will engage in at least 
one self-development activity each year, e.g., workshops, conferences, etc. 

 
GOAL 4     To enhance the educational experience of students through non-
classroom  
  interactions with faculty and students 
 
OBJECTIVES 
 

• At least three social gatherings will be held each year with faculty and students 
• PP&A faculty will take the initiative to have informal exchanges with students and 

to provide students with opportunities for a mentoring relationship 
• At least one student will participate as a member of the PP&A committee 
• Students and PP&A faculty members will participate in the evaluation of the 

PP&A program by conducting a combined ''debriefing'' meeting at the end of 
each year 

• The advising of students will be integrated with field placement assignments and 
the faculty field liaison role 



 
POLICY, PLANNING, AND ADMINISTRATION CONCENTRATION FIELD 
PLACEMENT TASKS 
 
 Codification and analysis of tasks students can perform in field practice are necessary 
for several reasons. Students and field instructors must have an understanding of the 
range of tasks students can undertake and of the complexity within specific tasks. 
Codification leads to partialization (subtask analysis) and specification of behaviors that 
comprise a task and each behavior may require different kinds of instruction. 
Codification also attends to the sequencing of behaviors or to matters that must be 
attended to concurrently. Students can make an informed decision about the project they 
want to undertake because they can assess the demands of the tasks. Codification 
facilitates examination of the conceptual, interactive, and technical demands of tasks 
and expedites placement decisions. The demands of the tasks can be matched with the 
abilities and learning needs of students. 
 
 Codification per se is instructive to those who have not been formally trained in PP&A or 
to those who have experience but not the conceptual or analytic tools. Field instructors 
who have examined the codification of tasks report their surprise as to what a student 
can do or discover ways to improve organizational modes of operation. Examples of 
PA&A tasks include: 
 
 Grant Application: Students may write the narrative description of the proposal, 
formulate the budget, obtain letters of support or cooperation from agencies, seek intra-
organizational support for the grant application, contact the grantor to acquire specific 
information about the prospects of funding, and obtain clarification of application 
instructions. 
 
 Social Problem and Needs Analysis: Students may use demographic data, survey 
research data, citizen involvement techniques, structured group interviews, or data from 
agency records to assess needs or the scope of a social problem, the number of people 
affected, and whether the problem or need is differentially distributed among population 
groups. Examples of such tasks are: a study of transportation problems of the elderly, a 
study of the health needs of rural people, a study of the legal problems and needs of 
incarcerated offenders. 
 
 Developing a Management Information System: Students may assess the agency's 
current means of collecting, storing, retrieving, and analyzing information. They may 
inventory the reports the agency is required to make, and the amount, type of 
information, and deadline that is required for each report. They may confer with staff to 
determine what use is made of the reports by the agency or the external units that 
require the reports. The cost-benefits of alternative information systems may be 
analyzed. Staff and board advisory committees may be organized and staffed to provide 
opportunities for participation in the development of the system. The student's final 
product may consist of a codebook, forms for gathering information, dummy tables, and 
a statement about the logistics of managing the information system. 
 
 Program Coordination: Students may conceptualize a program, formulate objectives with 
staff or board members, implement or manage a program, develop a therapeutic milieu, 
schedule the clients' activities, facilitate client movement from one activity to another, 
and involve clients in an evaluation of their program. One student coordinator designed 



the activities of juvenile offenders in a detention facility, involved them in discussions of 
how they wished to use their time, and conceptualized and coordinated staff roles during 
free time, e.g., the teacher, the guards, and the child care workers. 
 
 Budget Analysis: Students may estimate the cost of personnel, equipment, or new 
programs; analyze expenditures; analyze the allocation of increments among 
departments, programs, or staff; determine the programs that may be in need of further 
support and development; determine the cost per unit of service; formulate budgets; and 
allocate resources. 
 
 Program Evaluation: Students may use data that are collected routinely by the agency 
for official purposes to analyze the characteristics of clients and to evaluate the agency's 
claims as to whom it thinks it is serving. Program evaluation may involve an assessment 
of client satisfaction with the agency, quantitative or qualitative report writing concerning 
the achievement of agency objectives, or analysis of contract compliance. 
 
 Personnel Management: Students may analyze the agency's personnel policies and 
practices and compare them with the codes of NASW or agencies in the community, 
classify roles and positions, provide administrative support to staff and board personnel 
committees, formulate revisions of the personnel code, develop an affirmative action 
plan, recruit personnel, and develop evaluation and grievance procedures. 
 
 Staffing a Committee: Students may help the committee to determine its mission and the 
manner in which it should carry out its functions and tasks, facilitate agenda preparation 
for committee meetings and help the committee to set priorities, conduct investigations 
or studies in behalf of the committee, meet with committee members privately to acquire 
intelligence about their positions on issues and to influence desirable outcomes. 
 
 Staffing a Community Group: A student may serve as a staff member to a group of 
citizens who are interested in community development or social action, help the group to 
conceptualize its mission and to acquire the resources to achieve objectives, arrange for 
the group to meet with elected officials, serve as an advocate and spokesperson for the 
group, and formulate position papers for the group's consideration. 
 
 Staff Development and Training: Students may assess the learning needs of staff; the 
way in which needs will be met; design, manage, or conduct the training program; and 
design instruments to evaluate training outcomes. 
 
 Policy Development and Training: Students may systematically analyze the scope, 
parameters, and implications of policies that are developed by the agency, funding 
sources, state, or federal departments. These policies might involve budget 
considerations, personnel practices, or program guidelines. Included in this task might 
be the writing or codifying of new and/or changed policies for the host agency. 
 
 Legislative Analysis: Students may monitor current legislation at the various levels of 
government to ascertain potential bills of interest to the host agency, analyze the 
legislation to determine the possible impact of the legislation on the agency and/or 
consumers, draft position papers, offer amendments, present testimony before 
committees. 
 



The Student 
 
 Fundamental learning experiences for students refer to the acquisition of knowledge and 
skill by reading organizational documents, participatory observation, conferences about 
organizational experiences, and analytic exercises. Fundamental learning experiences 
are primary modes of learning for virtually all PP&A students during the initial phase of 
the field placement. It provides students with an opportunity to test their interests and to 
experience a range of PP&A activities.  Fundamental learning experiences are also 
structured throughout the academic year, especially for inexperienced students, but after 
the initial phase the emphasis is on the assumption of at least one major task. An 
illustrative list of fundamental learning experiences follows: 
 

• Read and study a grant application 
• Read and study an agency charter, by-laws, constitution, personnel policies, and 

affirmative action plans 
• Attend board meetings and board committee meetings. Confer with the field 

instructor or his/her designate after the meeting to conduct a post-meeting 
analysis of the exchange and what was accomplished 

• Attend staff meetings and staff committee meetings.  Participate in debriefing 
about the meetings 

• Observe the executive at budget hearings. Evaluate the adequacy of the 
documentation and the interaction between the executive and the funding 
sources. 

• Attend hearings before commissions or legislative committees. Evaluate the 
adequacy of testimony and the model of presentation of the speakers. 

• Observe how issues related to women and diverse racial, ethnic, and cultural 
perspectives are addressed in PP&A practice 

• Examine agency organizational structure and study agency programs via 
observation, interviews, and study of organizational documents 

• Study and analyze agency reports 
• Observe a case staffing; study interdisciplinary relationships 
• Examine how social work values and ethics are addressed in PP&A practice 
• Study an agency budget 
• Study the agency's means of collecting, organizing, storing, and retrieving 

information 
 
Field Hours 
 
The School of Social Work requires that policy, planning, and administration 
(PP&A) concentration students complete a minimum of 472 total hours per 
academic year.  Advanced standing students must complete 500 hours during the 
academic year (fall and spring).   
 
MSW field placements (with the exception of advanced standing students) occur during 
the Fall and Spring semesters only. Advanced standing placements occur during 
Summer II, Fall, and Spring semester. Field placement requires approximately a 16-
hour per work week commitment. The idea is to log approximately 16 hours per 
week to allow for a full range of learning experiences, over time, which should go 
until the end of the semester. It is important for these learning experiences to 
build over the course of each semester. Students are encouraged to log a few 



additional hours to cover an unexpected absence or an illness, but the bulk of the 
required hours must be logged continuously and contiguously over the course of 
the semester(s). Some activities outside the agency may be counted as field 
hours if approved by the field instructor and faculty liaison; examples include 
attending Legislative Education and Advocacy Day or attending a conference on 
a topic related to work in the field agency. 
 
If, at the end of the semester/session, a student more than 16 hours short of the required 
number of hours, the following steps must be taken:  
 

1. The faculty liaison should issue a grade of incomplete for the 
semester/session (which is replaced by the liaison at the completion of the 
hours).  
2. The student must submit a written plan signed by the field instructor, the 
student, and the faculty liaison addressing how and by when field hours will be 
completed.  

 
If a student is requesting to attend their field placements between semesters or beyond 
the final semester of field for educational reasons, the following steps must be taken: 
  

1. The student must file a Field Extension Request with the Field Coordinator 
following the format in appendix D.6 of the field manual to ensure coverage for 
the student under the university liability insurance policy. 

  
2. The Field Coordinator forwards the request to the university business office 
and files a copy in the field office.  

 
During extensions of a field placement, the Field Coordinator or the Assistant to the Field 
Coordinator will serve as the faculty liaison for the student and the agency unless other 
arrangements are made with the faculty liaison. 
 
Employed Students 
Students who are employed need to be particularly aware that they must be able to 
commit the requisite number of field hours per work week to their field placement. 
Completing the field placement is a big commitment and requires upfront planning by the 
student and his/her employer. Students should start working with their employers early 
on to develop a plan to change their work schedule by either modifying their schedule 
during the week or utilizing vacation time so that the field hours can be accomplished 
during the work week. Field placement agencies that are able to provide learning 
opportunities and supervision for a student in the evenings and on the weekends are 
limited. 
 
Employed students may want to consult with their field instructor and faculty liaison 
regarding stretching their field hours beyond the semesters they are registered for. See 
Field Hours sub-section under the BSW and MSW sections regarding extensions in the 
field placement.  
 
THE LEARNING CONTRACT/ EVALUATION 
 



The learning contract and student evaluation are contained in one document. (See 
appendix F). The learning contract is a plan for the field experience, which allows the 
student, the field instructor and the faculty liaison to focus on the knowledge, values, and 
practice behaviors necessary for the student to develop competency as a social worker.  
 
The learning contract/evaluation are designed as a single working document to be 
added to as needed throughout the duration of the placement. The final page contains 
lines for the required signatures when the learning contract is written, as well as at the 
end of each semester when the evaluation components of the document are completed. 
All persons involved with the field placement need to sign the learning contract including 
the student, primary field instructor (and secondary if appropriate), and the faculty 
liaison. All parties should keep a copy of this document each time it is signed. The 
student's signature on the evaluation line means only that s/he has read the document, 
but does not necessarily connote agreement. Cooperation of the field instructor in 
completing these forms by the deadline is extremely important as the student will receive 
a grade of incomplete if the form is late. 
 
The level of field placement should be identified in the learning contract/evaluation as 
well as the concentration if applicable. Contact information for all parties should be 
included, i.e. student, faculty liaison, primary and secondary field instructor/s.  
 
Each learning contract/evaluation contains the Ten Core Competencies identified by the 
CSWE as necessary for social workers to be able to demonstrate: 
 

1. Identify as a professional social worker and conduct oneself accordingly. 
2. Apply social work ethical principles to guide professional practice. 
3. Apply critical thinking to inform and communicate professional judgments. 
4. Engage diversity and difference in practice. 
5. Advance human rights and social and economic justice. 
6. Engage in research-informed practice and practice-informed research.   
7. Apply knowledge of human behavior and the social environment. 
8. Engage in policy practice to advance social and economic well-being and to 
deliver effective social work services.  
9. Respond to contexts that shape practice. 
10. Engage, assess, intervene, and evaluate with individuals, families, groups, 
organizations, and communities.  

 
Under each competency, a minimum of practice behaviors are listed on the learning 
contract/evaluation. Each practice behavior listed should be demonstrated by the 
student via an activity or product specific to their placement. Additional practice 
behaviors and/or activities or products may be added if approved by the field liaison. Any 
behavior or agency expectation which will be evaluated by the field instructor that is not 
already a part of the evaluation form, should be added such as: confidentiality, computer 
use, record keeping, policy and procedures, dress code, and any other substantive 
requirements or expectations of the agency.  
 
The activities or products that demonstrate competencies should include areas of 
professional and interpersonal skill development, such as appropriate use of 
confrontation, supervision, self-awareness, and boundary development. Student attitude 
toward placement, clients and the student’s level of comfort/discomfort should be areas 



to explore during placement. The student should identify any particular limitations or 
skills related to specialized interests as areas of potential growth.   
 
The student should identify specific opportunities at the agency they will be involved in, 
e.g. work with groups, and community resources. These assignments may be those 
required by the faculty liaison, those related to the student’s interests, and/or those 
requested by the field instructor. The safety check list and how the student will 
incorporate safety into their practice must be included in this section. 
 
In writing the learning contract/evaluation, students should give consideration to the type 
of agency, the needs of the clients served, agency limitations and boundaries, and what 
the community needs from this agency. In addition, the student’s learning style and the 
field instructor’s teaching approach will need to be taken into consideration. Students 
use this learning opportunity to stretch themselves professionally and create goals that 
will take them beyond their current knowledge base and push them into new areas of 
professional experience.  Students should note the on-going use of the NASW Code of 
Ethics as the guide for the development of their value and skill base.  
 
Special attention should be devoted to the student’s understanding of oppression and 
discrimination and the development of advocacy skills to promote economic and social 
justice. 
 
Additional Information 
The writing of the contract will reflect standards appropriate to the college  level. Spelling, 
clarity, and conciseness are important considerations.  
 
 
 
Field Seminars 
 
MSW concentration students also participate in three (3) seminars which are scheduled 
by the faculty liaison during the concentration-year field placement. Students are 
required to attend all scheduled seminars. 
 
The seminars focus on the students’ field experiences and provide a forum to discuss 
their placement with their peers and the faculty liaison. There are also opportunities to 
discuss the integration of their field experience with other concentration courses that 
they are taking or have completed. Seminar assignments may include written and oral 
work. Usually the first seminar is held in the middle of the fall semester, the second early 
in the spring semester, and the third towards the end of the spring semester.   
 
 
 
 
 
 
 
 
 
 
 


