
 

 

Academic Year: 2022-2023 
UPDATED JULY 2022   

BASW/MSW Practicum Manual 
COLLEGE OF PROFESSIONAL PROGRAMS - SCHOOL OF SOCIAL WORK 

 

  



 

P a g e  | 1              

Back to Table of Contents 

 

TABLE OF CONTENTS 
 

I. INTRODUCTION & WELCOME        3 
          MISSION           3 

          EQUAL OPPORTUNITY, AFFIRMATIVE ACTION, & ADA COMPLIANCE   3 

          NOTIFICATION OF PRACTICUM MANUAL UPDATES     3 

          DEFINITIONS & TERMS         4 

II. ROLES & RESPONSIBILITIES                 6 
          FIELD OFFICE RESPONSIBILITIES        6 

          AGENCY RESPONSIBILITIES        7 

          STUDENT RESPONSIBILITIES        9 

III. PRACTICUM OVERVIEW                10 
          PRACTICUM OBJECTIVES                   10 

          PREREQUISITES FOR ENTERING PRACTICUM                11 

          PRACTICUM HOURS                   11 

          BASW PRACTICUM HOURS                  12 

          MSW PRACTICUM HOURS                  12 

          SEMINAR OVERVIEW                   13 

          PROFESSIONAL LIABILITY INSURANCE FOR PRACTICUM               13 

          ADDITIONAL REQUIREMENTS FOR PRACTICUM                  14 

IV. PREPARING FOR & COMPLETING PRACTICUM             14 
          PREPARING FOR THE PRACTICUM EXPERIENCE                14 

          PLACEMENT PROCEDURE                  14 

          DIFFICULTY SECURING PLACEMENT                 15 

          DISTANCE PRACTICUM                      15 

          FIELD LOCATION                    16 

          SEMINAR LOCATION                                        16        

             PRACTICUM IN THE WORKPLACE                 16             

          PRACTICUM LEARNING AGREEMENTS                 17 

          PRACTICUM TIMESHEETS & EVALUATIONS                18 

          PRACTICUM MAKEUP POLICY AND PROCEDURE                18 



 

P a g e  | 2              

Back to Table of Contents 

          PRACTICUM OUTSIDE THE ESTABLISHED TIMELINES (WAIVERS)              19 

          BANKING FIELD HOURS                   19 

          PRACTICUM SAFETY GUIDELINES                 20 

          MANDATORY REPORTING                  21 

          TRANSPORTATION                   22 

V. GRADING FOR PRACTICUM                22 
          P - PASSING GRADE                   23 

          X - INCOMPLETE GRADE                   23 

          Y – DEFERRED GRADE                   24 

          NC – NO CREDIT/FAILING GRADE                 24 

          STUDENT SUCCESS PLANS                  24 

          APPEALS PROCESS (FOR GRADE CHANGES ONLY)               24 

VI. PRACTICUM DISRUPTION                25 

          LEVEL ONE – AGENCY DRIVEN                  26 

          LEVEL TWO – STUDENT DRIVEN                  27 

          LEVEL THREE – DISMISSAL/TERMINATION FROM AGENCY              28 

VII. SUMMARY OF NASW CODE OF ETHICS              29 

 

VIII. SOCIAL MEDIA GUIDELINES                31 

          QUESTIONS TO ASK AGENCY                  32 

          TECHNOLOGY STANDARDS                  34 

          MAINTAINING POSITVE ONLINE PRESSENCE                34 

IX. ATTACHMENTS                    

          AGENCY ONBOARDING PROCEDURE                  36 

          AFFILIATION AGREEMENT TEMPLATE                 37 

          WORKPLACE PRACTICUM AGENCY AGREEMENT                43 

          PRACTICUM WAIVER                   46 

          STUDENT SUCCESS PLAN                   47 

          PROFESSIONAL USE OF SELF                                                                                             48          

          LEARNING AGREEMENTS 

 GENERALIST – BASW & MSW FOUNDATION LEARNING AGREEMENT             50 

 SPECIALIZED – MSW ADVANCED GENERALIST LEARNING AGREEMENT             55   



 

P a g e  | 3              

Back to Table of Contents 

I. INTRODUCTION & WELCOME 

The School of Social Work (SSW) offers both an undergraduate Bachelor of Social Work 
(BASW) and a graduate Master of Social Work (MSW). Each program is fully accredited by 
the Council on Social Work Education (CSWE). The practicum experience is the heart and 
signature pedagogy of social work education. Undergraduate and graduate social work 
students engage in practicum placements in social service agencies and organizations 
located throughout the state, working alongside professional social workers learning the 
roles and activities while relying upon a range of theoretical concepts and models to 
develop breadth of learning and to establish a broad base for practice. 

Students, agencies and field instructors/liaisons are encouraged to read the entire manual 
and keep it handy as a resource. It is written to help understand field education, the roles 
and expectations of parties involved, and policies and procedures. 

OUR MISSION 

The BASW Program, based in a regional, comprehensive public university, prepares 
competent generalist practitioners to educate, broker, coordinate services and advocate 
for social change through the development of critical thinking, ethical practice, and the use 
of research and theory to deliver culturally responsive services.  

The MSW program, based in a regional, comprehensive public university, prepares 
advanced generalist practitioners to become effective leaders for socially just practice 
through the integration of skills, ethics, research, and theory, in advancing the well-being 
of individuals and society. 

EQUAL OPPORTUNITY, AFFIRMATIVE ACTION, AND ADA COMPLIANCE  

Eastern Washington University does not discriminate in its programs and activities on the 
basis of race, color, creed, religion, national origin, sex, pregnancy, sexual orientation, 
gender identity/expression, genetic information, age, marital status, families with 
children, protected veteran or military status, HIV or Hepatitis C, status as a mother 
breastfeeding her child, or the presence of any sensory, mental, or physical disability or 
the use of a trained guide dog or service animal by a person with a disability, as provided 
for and to the extent required by state and federal laws. Go to 
https://sites.ewu.edu/equalopportunity/ for more information. 

NOTIFICATION OF PRACTICUM MANUAL UPDATES 

The Office of Field Education may revise field policies at any time upon approval by School 
of Social Work faculty.  Students and field instructors will be notified of changes via email.  

https://sites.ewu.edu/equalopportunity/
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DEFINITIONS & TERMS 

Below are a list of terms commonly used within field education.  

Behaviors - Observable actions that demonstrate an integration of knowledge, values, 
skills, and cognitive and affective processes. 

Clients and constituencies - Those served by social workers including individuals, families, 
groups, organizations, and communities.  

Competency-based education framework - A framework where the focus is on the 
assessment of student learning outcomes (assessing students’ ability to demonstrate the 
competencies identified in CSWE’s educational policy) rather than on the assessment of 
inputs (such as coursework and resources available to students). 

Council of Social Work Education – Founded in 1952, the Council on Social Work Education 
(CSWE) is the national association representing social work education in the United States. 
Its members include over 750 accredited baccalaureate and master’s degree social work 
programs, as well as individual social work educators, practitioners, and agencies dedicated 
to advancing quality social work education. Through its many initiatives, activities, and 
centers, CSWE supports quality social work education and provides opportunities for 
leadership and professional development, so that social workers play a central role in 
achieving the profession’s goals of social and economic justice. 

Holistic competence - The demonstration of competence informed by knowledge, values, 
skills, and cognitive and affective processes that include the social worker’s critical 
thinking, affective reactions, and exercise of judgment in regard to unique practice 
situations. 

• Knowledge – generally includes learning the competencies and social work 
concepts. 

• Skills – generally includes the ability to apply or demonstrate competencies and 
social work concepts 

• Values – service, social justice, the dignity and worth of the person, the importance 
of human relationships, integrity, competence, human rights and scientific inquiry 
are among the core values of social work.   

• Cognitive and affective processes - includes critical thinking, affective reactions, 
and exercise of judgment  

o Critical thinking is an intellectual, disciplined process of conceptualizing, 
analyzing, evaluating, and synthesizing multiple sources of information 
generated by observation, reflection and reasoning. 
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o Affective reactions refer to the way in which our emotions influence our 
thinking and subsequently our behavior.  

o Exercise of judgment is the capacity to perceive and discern multiple sources 
to form an opinion.  

Multidimensional assessment methods - Multidimensional assessment methods capture 
behaviors indicative of competence as well as one or more of the factors underlying 
behavior. Underlying factors may include knowledge, skills, and values as well as cognitive 
and affective processes. 

Signature pedagogy - Forms and styles of teaching and instruction that are central to a 
specific discipline, area of study or profession that help students build a habit of mind that 
allows them to think and act in the same manner as experts in the field. Field education is 
the signature pedagogy for social work.  

Specialized practice - Specialized practice builds on generalist practice by adapting and 
extending the nine social work competencies for practice. Specialized practice is defined by 
programs and can be operationalized by programs as a concentration, area of specialized 
practice, track, focus on specific populations, problem area, method of intervention, or 
approach to practice. 

Learning agreements – Educational contracts between the student, FFI/FFL and AFI listing 
the CSWE core competencies and behaviors the student will practice and demonstrate in 
their practicum. 

Practicum Hours - hours spent in both field activity and seminar meetings practicing 
behaviors to demonstrate proficiency or mastery of the CSWE core competencies.  

• Field Hours – hours spent practicing within an assigned agency or completing agency 
related tasks (i.e. community meetings, policy review or revision, grant research or 
writing, resource mapping, program evaluation, etc.) 

• Seminar Hours – hours spent within seminar meetings or completing seminar 
related tasks (i.e. homework or make-up assignments/projects) 

Field Instructors – approved social work professionals who meet CSWE criteria to provide 
field instruction to social work students.  

• Faculty Field Instructors (FFI) and Liaisons (FFL) – University-employed field 
instructors who possess a MSW from a CSWE accredited school and a minimum of 
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two years post-graduate social work experience.  FFI’s are PT quarterly faculty 
within the PT MSW Programs.  FFL’s are full-time faculty 

• Agency Field Instructors (AFI) – Agency-employed field instructors who possess a 
BASW from a CSWE accredited school to supervise BASW students or a MSW from 
a CSWE accredited school to supervise MSW students both with two years post-
graduate social work experience.  AFIs may also be assigned by the School if needed 
to provide field instruction above and beyond what is provided in seminar meetings.  

Task Supervisors (ATS) – Agency-employed staff who provide daily supervision to students 
in their field hours.  Task Supervisors do not meet the educational criteria and/or post-
graduate experience required for field instructors as listed above. 

II. ROLES & RESPONSIBILITIES  

The practicum experience is a collaborative partnership between the SSW and agencies in 
the community that practice social work with individuals, families, communities, and 
broader systems.   

FIELD OFFICE ROLES AND RESPONSIBILITES 

The Office of Field Education provides placement options in the community for students as 
well as field education training, supervision, and support to Faculty Field Liaisons (FFL) 
Faculty Field Instructors (FFI), Agency Field Instructors (AFI) and Agency Task Supervisors 
(ATS).  The Field Office works with students to ensure a quality field experience that 
provides opportunities to integrate social work knowledge, values, and skills in the practice 
setting. 

The Director of Field Education has full-time, administrative duties with primary 
responsibility and oversight of practicum. The Director develops field placements, monitors 
field policies and procedures, CSWE requirements, and EWU policies and procedures. The 
Director is the liaison between the BASW and MSW field, and the chief academic officers of 
the SSW, the College of Professional Programs (CPP), and Eastern Washington University 
(EWU). 

Part-Time MSW Program Directors are responsible for developing field placements within 
their region, assisting PT students with all matters related to field, including addressing 
problems or concerns that may arise. 

Faculty Field Liaisons (FFLs) are full-time faculty lecturers of the SSW who monitor student 
practicums, help students identify opportunities for learning in the field, support and 
challenge the student in practicum, and facilitate seminars designed to help students 
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integrate classroom learning with field experiences. The FFL serves as a liaison between 
agencies and the SSW, meeting with students and AFIs in the community, monitoring time 
sheets and evaluating student progress.  The FFL has final grading authority of the student’s 
practicum outcome.  

Faculty Field Instructors (FFIs) are PT quarterly faculty of the SSW who monitor student 
practicums, help students identify opportunities for learning in the field, support and 
challenge the student in practicum, and facilitate seminars designed to help students 
integrate classroom learning with field experiences. The FFI serve as a liaison between 
agencies and the SSW, meeting with students and AFIs in the community, monitoring time 
sheets and evaluating student progress. The FFI has final grading authority of the student’s 
practicum outcome.  

Child Welfare Training and Advancement Program (CWTAP) have designated FFIs who 
monitor students completing their practicum in Department of Children, Youth, and 
Families (DCYF) offices. The CWTAP field experience focuses learning on professional child 
welfare practice. In exchange for receiving financial assistance, CWTAP students agree to 
work for DCYF following graduation. For more information, visit ewu.edu/cwtap. 

The Field Committee is a faculty committee that serves on an annual basis. The committee 
meets monthly to provide input to the Office of Field Education on policies and issues 
related to practicum and ongoing curriculum development of the field experience. AFIs and 
students are invited to participate as ad hoc members.  To request the Field Committee 
meeting dates and agenda, email the Director of Field Education.   

AGENCY ROLE & RESPONSIBILITIES 

Agencies providing social services in the community invite students to join their work as 
practicum students to demonstrate social work competency within the practice setting and 
their commitment to professional development and growth. Agencies provide 
opportunities for students to complement their coursework as they apply social work 
theories, skills and principles in practice. 

Agencies must be approved as a site placement and enter into an Affiliation Agreement 
with the SSW prior to a student starting their practicum.  Agencies whom affiliate with the 
SSW must provide practicum experiences that are compatible with classroom theory and 
allow students to practice competency behaviors.  Prior to entering an Affiliation 
Agreement, agencies must be willing and able to meet the following criteria: 

http://www.ewu.edu/cwtap
http://www.ewu.edu/cwtap
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• The agency does not discriminate in hiring and/or service delivery on the basis of 
race, creed, gender, spirituality, national origin, sex, sexual orientation, age, marital 
status, disability, or status as a disabled veteran, nor do they discriminate in the 
selection, assignment, and education of students; 

• The agency will allow the student to practice within the NASW Code of Ethics; 
• The agency will provide the necessary work space, appropriate PPE, and other 

office support to allow the student to function effectively in the practicum and 
agrees to reimburse students for expenses incurred on agency business (i.e. 
mileage, parking, etc.); 

• The agency will provide an orientation for the student covering safety, policies & 
procedures, regulations, facilities, and equipment of the agency; 

• The agency will provide meaningful and challenging learning activities respective 
to the practice behaviors.  In addition:  

o Tasks should allow students to work with staff members within the agency 
and with outside resources significant to agency services; and 

o The agency will provide tasks with increased complexity as the student gains 
confidence and competence. 

• The agency will assign a post-two-year MSW or BASW Agency Field Instructor (AFI 
- defined below) who meets the criteria set forth by the Office of Field Education 
and CSWE accreditation requirements 

o If the agency is unable to assign an AFI as defined below, the SSW may be 
able to assign an AFI from the School.  This may not always be possible and 
requires prior approval from the Field Director.    

o The agency may also change the designated supervisor (AFI or ATS as defined 
below), but must send the AFI/ATS Change Form to the Office of Field 
Education prior to making the change. 

• If necessary, the agency will consent to the student seeking learning experiences 
outside the agency to obtain opportunities unavailable in the agency in order to 
meet the practice behaviors. All time outside of the agency needs to be agreed to 
by the AFI and, if applicable, the ATS as well as the FFL or FFI prior to the experience.   

Agency Field Instructors (AFIs) are BASW or MSW graduates with two years’ post-graduate 
social work experience.  They act as approved field instructors within an agency to 
supervise, monitor, and evaluate the student’s progress toward social work competency. 
BASW graduates are able to supervise BASW students.  MSW graduates are able to 
supervise both BASW and/or MSW students.  The AFI may be onsite staff or staff working 
at other locations who can meet with the student (in-person or via electronic platforms 
such as Zoom or MS Teams) to monitor and review the student’s progress on a regular basis.  
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Regular basis is defined as once a week or once every other week for a minimum of 30-60 
minutes each meeting throughout the entire practicum experience.  Additional time may 
be necessary to meet the student’s learning needs.  

Agency Task Supervisors (ATSs) are agency staff who do not meet the education and/or 
post-graduate experience requirements to be an approved field instructor within the 
agency.  An ATS can be approved to provide day-to-day learning opportunities, mentoring 
and task supervision for the student, however, are not qualified to monitor and/or evaluate 
a student’s progress toward social work competency.  The agency and/or the SSW are still 
required to assign an appropriate field instructor to the student to monitor and evaluate 
the student’s social work competency and learning.   

STUDENT ROLE & RESPONSIBILITIES 

All students who are admitted to the SSW have four general responsibilities which must be 
fully assumed: 

• To comply with their program’s Student Handbook, the NASW Code of Ethics and 
the BASW-MSW Practicum Manual; 

• To learn social work knowledge, values and skills; 
• To participate fully in the learning process which includes participation in all 

seminars; and 
• To act in accordance with the ethics, values and other norms of social work. 

In addition to these general responsibilities, practicum students have responsibilities to the 
SSW, agency, clients and/or constituents. 

STUDENT RESPONSIBILITIES TO THE SCHOOL 

• Maintain open, honest communication with the FFL or FFI, the Office of Field 
Education, and the applicable BASW or MSW Program Director(s); 

• Complete all assignments, including all required documentation, and expectations 
in a timely manner;  

• Attend fully and participate actively in all practicum seminars with professional 
demeanor in behavior, engagement and communication.      

STUDENT RESPONSIBILITIES TO THE AGENCY 

• In coordination with the AFI and, if applicable the ATS, identify activities that will 
accomplish the practice behaviors in the applicable learning agreement; 

• Participate as a partner in goal-directed learning and related activities; 
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• Offer services to, and on behalf of, client systems with increasing autonomy, 
knowledge and competency; 

• Learn and follow agency policies and practices;  
• Offer services in harmony with the policies and practices of the field setting and, as 

appropriate, seek to improve them; and 
• Stay committed to service within the practice setting, including maintaining a 

reliable schedule and working through issues or conflicts that may arise during the 
practicum experience. 

STUDENT RESPONSIBILITIES TO CLIENTS AND/OR CONSTITUENTS 

Historically, social work’s concern for clients’ rights is well documented. These rights center 
on the profession’s Code of Ethics and broaden to include advocacy and self-determination. 
Students must demonstrate the ability to work effectively and ethically with a variety of 
clients and/or constituents, including individuals, groups, and communities. The student 
may work directly with the client or on behalf of the client system. Either way, the client 
situation is the context in which the student’s knowledge, understanding, and actions are 
evaluated. Every client has the right to be told they are entering into a relationship with a 
student, and has the right to refuse.  Students must:  

• Practice social work in a disciplined and competent manner; 
• Work to maintain and improve social work services; 
• Provide services promptly and professionally, putting client interests first; 
• Respect the privacy and confidentiality of clients; 
• Comply with the ethical obligations of the profession, including remaining 

committed to the client or client system during the practicum experience; and 
• Inform clients of their status as a student. 

III. PRACTICUM OVERVIEW 

Practicum includes both field hours and seminar hours (see Definitions & Terms above). 
Practicum provides students with opportunities to engage in professional tasks that 
supplement, complement, and reinforce classroom learning. 

PRACTICUM OBJECTIVES 

• Provides learning opportunities in the community relevant to BASW and MSW 
program generalist and advanced generalist practice objectives; 

• Helps students recognize the political, economic, social, and cultural influences on 
social services; 
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• Encourages students to explore theoretical and practice issues through critical 
thinking and self-reflective learning; 

• Helps students develop a strong sense of professional social work identity with a 
firm commitment to service and conducts oneself accordingly; 

• Instills in students an understanding of the CSWE Core Competencies by allowing 
the student to: 

o Apply social work ethical principles to guide professional practice and 
enhance critical thinking skills in order to inform and articulate professional 
judgment; 

o Engage in diversity and difference in practice and applying knowledge of 
human behavior within the social environment; 

o Advance human rights, social and economic justice as well as respond to 
contexts that shape practice; 

o Engage in research-informed practice and practice-informed research; 
o Engage  in policy practice to advance social and economic well-being and to 

deliver effective social work services; and 
o Engage, assess, intervene, and evaluate practice with individuals, families, 

groups, organizations, and communities. 

PRE-REQUISITES FOR ENTERING PRACTICUM 

Students must meet the following pre-requisites before entering practicum. 

BASW practicum pre-requisites: Students must complete all social work courses with a 
minimum cumulative GPA of 2.7 or better, with no outstanding incompletes. If a student 
has not successfully completed a course, they may request permission from the BASW 
Program Director to enter practicum, and must provide a plan for how and when they will 
complete the course. The course may not be a practice course.  Students must also pass 
SOWK 480 – Field Preparation prior to beginning practicum.  

MSW practicum pre-requisites: Students must complete all MSW required coursework 
with a minimum cumulative GPA of 3.0, with no outstanding incompletes.  If a student has 
not successfully completed a course, they may request permission from the MSW Program 
Director to enter practicum, and must provide a plan for when the course will complete the 
course.  Students must pass SOWK 580 – Field Preparation, prior to beginning practicum.  

PRACTICUM HOURS 

Practicum hours are a combination field hours and seminar hours (see Definition & Terms).  
Practicum hours recorded on the student’s timesheet can include: 
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• Agency practice in the field or through digital technology (i.e. telehealth, Zoom 
meetings/trainings/conferences, special projects/assignments for the agency, etc.); 

• Supervision time with the AFI;   
• Site visits with the FFL/FFI and the AFI and/or ATS;  
• Seminar meetings; and 
• Time spent documenting practicum activities in the student timesheet. Maximum 

allowed is one hour per week.  

Practicum hours in the field are to be supervised by the AFI and/or ATS either in-person or 
through digital technologies. Exceptions to this policy may be reviewed based on a students’ 
inability to accomplish core learning objectives within the placement agency.   

All exceptions to policy must be reviewed and approved by the Field Director prior to 
implementation.  Policy violations may result in a corrective action plan (Student Success 
Plan), a failing grade, or dismissal from practicum depending on the nature and severity of 
the policy violation.     

BASW PRACTICUM HOURS 

Students in the BASW program must complete a minimum of 510 practicum hours; 480 
hours in the agency/community (field hours) and 30 hours in seminar meetings (seminar 
hours). Students complete an average of 16 hours per week practicing in the 
agency/community (field hours) over the course of three quarters.  Additionally, students 
must complete 10 hours per quarter in seminar hours for a total of 30 hours over the course 
of three quarters.   

MSW PRACTICUM HOURS 

Full-time MSW students must complete a minimum of 970 practicum hours; 920 hours in 
the agency/community (field hours) and 50 hours in seminar meetings (seminar hours) over 
the course of five quarters.  Students must also complete two learning agreements: 
Generalist/Foundation and Specialized/Advanced Generalist.  Under the 
Generalist/Foundation learning agreement, students will complete an average of 16 hours 
per week practicing in the agency/community (field hours) over the course of two (2) 
quarters.  Under the Specialized/Advanced Generalist learning agreement, students will 
complete an average of 20 hours per week in field hours over the course of three (3) 
quarters.  Additionally, students must participate 10 hours per quarter in seminar under 
both learning agreements for a total of 50 hours over the course of the entire practicum 
experience.  
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Part-time MSW students must complete a minimum of 972 practicum hours; 900 hours in 
the agency/community (field hours) and 72 hours in seminar meetings (seminar hours) over 
the course of eight quarters.  Students must also complete two learning agreements: 
Generalist/Foundation and Specialized/Advanced Generalist.  Under the 
Generalist/Foundation learning agreement, students will complete an average of 10 to 11 
hours per week practicing in the agency/community (field hours) over the course of three 
(3) quarters.  Under the Specialized/Advanced Generalist learning agreement, students will 
complete an average of 11 to 12 hours per week in field hours over the course of five (5) 
quarters.  Additionally, students must participate 9 hours per quarter in seminar under both 
learning agreements for a total of 72 hours over the course of the entire practicum 
experience 

SEMINAR OVERVIEW 

Seminar is a structured meeting between a small group of peers facilitated by the FFL/FFI.  
Seminar is a mandatory component of the practicum experience and students are 
responsible for fitting established seminar meeting dates and times into their schedules. 
The purpose of seminar is to help students integrate classroom learning and social work 
theory with social work practice, confront gaps in their understanding and/or level of 
competency, increase their critical thinking and self-reflective skills, assess their readiness 
for professional practice, and develop skills that will increase their effectiveness in the 
community. Information discussed in seminar is confidential and should not be discussed 
outside of seminar without permission of the seminar group with the exception of the 
Office of Field Education or applicable Program Directors. Attendance is mandatory and is 
an additional learning objective of the practicum learning agreement. Failure to attend and 
participate in all practicum seminar activities with a professional demeanor in behavior, 
engagement and communication may result in a Student Success Plan or no-credit (failing) 
grade in practicum. 

PROFESSIONAL LIABILITY INSURANCE 

EWU provides access to professional liability insurance as part of student tuition.  Current 
liability charge is $6 per quarter you are enrolled in SOWK 482, 571 or 671.  Current 
quarterly rate is available to review through the EWU Marketplace 
(https://secure.touchnet.net/C20347_ustores/web/store_main.jsp?STOREID=25) 

Professional liability coverage is effective from September 1st through August 31st on an 
annual basis.  To request a copy of the professional liability insurance certificate, contact 
the Field Office. 

https://secure.touchnet.net/C20347_ustores/web/store_main.jsp?STOREID=25
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ADDITIONAL REQUIREMENTS 

Students should be aware that some agencies may request and/or require additional pre-
screening and onboarding requirements.  Particular agencies (like hospitals and clinics) may 
have extensive additional requirements, such as additional background screenings, drug 
testing, immunizations, AIDS training and/or CPR training. Students are financially 
responsible for costs and fees associated with agency pre-screening and onboarding.    

IV. PREPARING FOR & COMPLETING PRACTICUM  

PREPARING FOR THE PRACTICUM EXPERIENCE 

Students must register for the applicable Field Preparation course (SOWK 480 for BASW; 
SOWK 580 for MSW) the quarter prior to the beginning of their practicum.  During Field 
Preparation, student must complete and/or demonstrate the following: 

• Review of the BASW/MSW Practicum Manual; 
• Complete a profile in IPT (Intern Placement Tracking database), including the CSWE 

statistic’s survey and emergency contact information; 
• Prepare and/or update a professional resume; 
• Complete a Field Office interview and Practicum Work Plan 
• Complete field preparation assignments to demonstrate knowledge of practicum 

expectations, including: 
o Learning agreements,  
o Time sheets,  
o Seminar meetings,  
o CSWE competencies and practice behaviors, 
o Integration of theory with practice model,   
o Evaluations, and  
o Grading 

• Demonstrate professional readiness to enter a field education experience.  
Professional readiness is demonstrated through the student’s professional use of 
self.  See “Professional Use of Self” in attachments for more information.   

• Confirm a practicum placement. 

PLACEMENT PROCEDURE  

Practicum placement is a structured process conducted during the student’s Field 
Preparation course.  Students are not allowed to secure their own practicum placement 
without prior approval from the Field Office to ensure the agency meets required criteria 
to be a social work practicum site.   During the student’s Field Preparation course, students 
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will complete a Field Office interview with either the Director of Field or applicable PT MSW 
Program Director to determine appropriate opportunities based on agency availability and 
student interest.  A referral from the Field Office or PT MSW Program Director is required 
before a student can request an interview with an agency of interest.  Students who do not 

secure a placement after three referrals will meet with the Director of Field or applicable 
PT MSW Program Director to assess readiness for field and other opportunities in the 
community.  

Students should be aware that their placement options or choices may be limited to what 
is available within the community, including agency capacity to provide appropriate social 
work supervision.  Students with criminal histories may be further limited due to agency 
background check policies.     

DIFFICULTY SECURING PLACEMENT 

The Field Office makes every effort to assist students in securing a practicum placement, 
however, cannot and does not guarantee students will be placed. Students are given three 
(3) opportunities to interview with an agency, one interview at a time.  If no match is found 
after three interviews, a review of the student’s readiness for placement will be conducted 
by the Director of Field Education or applicable PT MSW Program Director.  

Students experiencing unsuccessful interviews may be required to seek additional 
resources through the Career Center, such as interview training and practice.  If a student 
is unable to successfully secure a placement in time, they may be advised to pause their 
program and take a leave of absence until they have completed additional training and/or 
have satisfactorily demonstrated readiness to enter field education.     

DISTANCE PRACTICUM 

With the exception to part-time program students, all practicum placements must be within 
a 100 mile radius of the EWU Cheney campus. Full-time students may be given 
consideration outside the 100-mile limit on a case-by-case basis. Exceptions to this policy 
may be granted based on direct educational benefits and with a clear understanding the 
student will attend all required in-person courses on campus regardless of distance.  A 
mandate by the Director of Field Education will supersede this policy in the event of a 
local/state/federal emergency where alternative remote practicum placements may be 
required or necessary.  All exceptions to policy must be approved the Director of Field 
Education prior to implementation. 

 



FIELD LOCATION 

The location of field hours will vary depending on the agency. To support the student and 
the need for supervision while completing field hours, students are not allowed to complete 
field hours at their home, unless the agency allows and monitors “remote” field 
assignments and tasks through digital technologies.  Exceptions to this policy require 
support from the FFL/FFI, AFI and/or ATS, and approval from the Director of Field Education 
or applicable PT MSW Program Director. The FFL/FFI must document the reason for 
exception and how it will benefit the student’s learning in IPT prior to seeking approval from 
Director of Field Education or applicable PT MSW Program Director. A mandate by the 
Director of Field Education will supersede this policy in the event of a local/state/federal 
emergency where alternative remote field hours may be required or necessary.   

SEMINAR LOCATION 

Seminar in the full-time programs will be held in a University approved classroom 
or conference room, and may not be located in a public, open place or a private home.  
Seminars may take place over Zoom or MS Teams on a case-by-case basis in the event of 
illness or inclement weather where it is clearly in the best interest of student health and 
safety to do so.  The FFL/FFI must alert the Director of Field Education and the SSW Chair/
Director prior to initiating delivery and/or location changes for seminar. 

Seminar in the part-time programs may take place over Zoom or MS Teams as needed or 
within a private, ADA accessible conference room within the community or agency 
where the group of students live and/or work. The location of seminar must be approved 
by the PT MSW Program Director prior to utilization, and all students and their locations 
will be taken into consideration prior to finalizing and approving the location.  

PRACTICUM IN THE WORKPLACE 

Students may complete a practicum in their place of employment as long as the agency 
is able to meet all the terms and conditions listed under Agency Roles & Responsibilities 
and within the Affiliation Agreement.  Agencies that offer a nominal stipend are not 
considered employment-based practicums.  A Workplace Practicum Agreement (WPA) 
request must be submitted to the Director of Field Education for review and 
processing for electronic signatures.  The Director of Field Education will ensure the 
WPA is routed to all applicable representatives.   

In addition to the Agency Roles & Responsibilities and Affiliation Agreement 
requirements, the proposed workplace practicum must meet the following criteria: 
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• Proposed activities must constitute new learning at the BASW or MSW level 
(whichever is applicable to the student’s program and learning agreement); 

• Practicum assignments must be educationally focused and provide opportunity to 
meet the learning agreement competencies and associated practice behaviors; 

• The student’s employment supervisor must be different than the student’s Agency 
Field Instructor; and 

• Agency agrees to release time for student to attend seminar and other required 
courses when necessary. 

A student entering a workplace practicum setting without prior approval cannot count any 
time spent in such settings as practicum hours.  See the Workplace Practicum Agreement 
for additional details. 

PRACTICUM LEARNING AGREEMENTS 

The Council of Social Work Education (CSWE) has identified nine (9) core competencies 
social work students must demonstrate through various practice behaviors. The EWUSSW 
has two practicum learning agreements:  

• Generalist – BASW & MSW Foundation Learning Agreement (Generalist) 
• Specialized – MSW Advanced Generalist Learning Agreement (Specialized) 

The Generalist learning agreement is developed by the CSWE and further developed by the 
EWUSSW to include an additional learning objectives and behaviors. The Generalist 
learning agreement guides foundational learning for both BASW and MSW students 
completing their foundation practicum.  The Specialized learning agreement is developed 
by the EWUSSW using CSWE’s nine (9) core social work competencies.  The Specialized 
learning agreement expands and advances generalist competencies and associated practice 
behaviors to guide master-level learning for MSW students completing their advanced 
practicum.   

Both practicum learning agreements will guide student behavior in completing specific 
activities within the agency, community, and seminar meetings. The student’s FFL/FFI, AFI 
and, if applicable, the ATS may work with the student in the development of additional 
learning objectives and practice behaviors based on the agency's mission and/or the 
student’s professional development goals.  

It is the student’s responsibility to review and establish a routine based on the practice 
behaviors within the learning agreement. Failure to comply and/or meet competency 
within the learning agreement may result in a Student Success Plan or a no-credit (failing) 
grade.  
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PRACTICUM TIMESHEETS & EVALUATIONS 

Timesheets and evaluations are an integral part of EWUSSW social work education and 
practice. 

TIMESHEETS 

All students will fill out a practicum timesheet, describing the daily activities completed in 
practicum and reflecting upon their learning in relation to the core social work competency 
practice behaviors. Completing the time sheet at the end of each practicum day will allow 
the student to focus on practice behaviors that connect to the activities of the day and 
integrate the learning through reflection. This process will prepare the students for 
seminars and supervision and will allow students to track practice behaviors that still need 
to be accomplished. Time sheets are required to be updated weekly and it is best practice 
to complete immediately after your practicum shift.  Students are allowed to record up to 
one hour per week on the time sheet as  

EVALUATIONS 

The assessment and evaluation of one’s own practice and awareness of one’s use of self 
are basic to social work. The AFI and FFL/FFI will evaluate the practice behaviors of the 
student, encouraging active student participation and input. The student will be evaluated 
at the end of each quarter on progress in meeting the core competencies and on the 
performance of basic generalist and/or advanced generalist social work practice behavior, 
skills, and cognitive/affective processes expected from a BASW or MSW student.  

Grading rubrics have been developed to clarify and support our expectations of students. 
There are two versions of each rubric: a comprehensive rubric covering the scale of zero to 
five used to evaluate the student progress and an abbreviated rubric tool that highlights 
the targeted behaviors for ease of use by the students. 

PRACTICUM MAKEUP POLICY AND PROCEDURE 

Students must makeup all missed hours within practicum.  Students behind on field practice 
hours must work with their agency and/or AFI to create a makeup plan, which may include 
making up hours under a Practicum Waiver during scheduled University breaks (e.g. winter 
or spring break), see Practicum Outside of the Established Times (Waivers) below for more 
information.  Students can also request the opportunity to bank hours for 
planned/approved absences, see Banking Field Hours below for more information.  
Students who miss a seminar must makeup hours by satisfactorily completing a relevant 
project or assignment as identified by the FFL/FFI.   
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Students demonstrating a pattern of falling behind on hours within either field or seminar 
will be placed on a Student Success Plan.  

PRACTICUM OUTSIDE OF THE ESTABLISHED TIMES (WAIVERS) 

While in practicum, students are expected to follow the University’s quarterly schedule. 
Click on the following link for the EWU Academic Calendar. https://inside.ewu.edu/records-
and-registration/calendar-2/.   

It is the student’s responsibility to meet the minimum practicum hours each quarter.  In 
some placement settings, agencies may require the student to continue volunteering hours 
outside of the quarter in order to provide program or service delivery continuity; in such 
cases, hours completed outside the University’s quarterly schedule will not count toward 
the total minimum hours to complete practicum unless under an approved Practicum 
Waiver as part of a makeup plan and/or Student Success Plan or as part of an approved 
University accommodation plan.  The SSW must have a faculty member or a Field Office 
staff available to provide practicum supervision and oversite during the University break 
and this may not always possible.    

In the event the student is unable to meet the time requirements within each quarter, the 
student will contact the AFI and FFL/FFI to discuss a Practicum Waiver request.  The 
Practicum Waiver includes a plan for how the student will meet their minimum practicum 
hours outside the University’s quarterly schedule (i.e. break). The plan and waiver request 
must document the hours the student will complete during break, the practice behaviors 
on which the student will focus, and the SSW faculty or Field Office staff responsible for 
practicum oversite during the waiver period.  Practicum Waiver requests must be reviewed 
and approved by the FFL/FFI, AFI, the Director of Field Education and when applicable, the 
student’s PT MSW Program Director.  Students demonstrating a pattern of falling behind 
on practicum hours will be placed on a Student Success Plan to aid the student in getting 
back on track with their cohort schedule.   

Students may also be required to complete more practicum hours than the minimum in 
order to demonstrate satisfactory achievement of the nine (9) social work competencies.  
Satisfactory achievement of competency behaviors is a score of 3 or above on the Practicum 
Evaluation.  

BANKING FIELD HOURS 

Banked field hours are to be used for emergencies due to events outside of the student’s 
control (i.e. illness, holidays, weather, emergencies, etc.) or planned absences pre-arranged 
with the agency and/or AFI.  All banked hours require pre-approval and oversite from the 

https://inside.ewu.edu/records-and-registration/calendar-2/
https://inside.ewu.edu/records-and-registration/calendar-2/
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AFI and FFL/FFI. Students must have accomplished their minimum number of hours for the 
quarter before they are allowed to bank hours on their timesheet.  Students may only bank 
up to two weeks of hours per quarter unless under an approved student accommodation 
plan with the University, such as medical or family leave or under the direction of a local, 
national, or global emergency. Banked field hours may be used in subsequent quarters 
within the same learning agreement (Generalist or Specialist). Banked field hours cannot 
be used to complete practicum early, except in the event of a local, national or global 
emergency in which early completion has been approved by the CSWE and the EWUSSW. 
Exceptions to this policy must be reviewed and approved by the Director of Field Education 
prior to implementation.  

PRACTICUM SAFETY GUIDELINES 

Practicum sites must already have or be willing to adopt policies and procedures for 
enhancing safety and minimizing risk within their agencies. Agencies should, to the best of 
their ability have written policies to address work situations entailing risk, such as home 
visits, any services outside the agency in isolated or high-crime areas, services during nights 
or weekends, services to clients who may become angry or violent, or who may be under 
the influence of substances, exposure to pathogens or toxic substances, services that are 
politically sensitive which may result in threats of violence, or when there is a 
local/state/federal state of emergency. This list is not to be considered exhaustive, and each 
agency is responsible for determining its own situations where staff and/or student safety 
could be impacted. 

Students are expected to receive a specific orientation to the agency’s policies and 
procedures regarding risk management and safety. If the AFI or ATS does not provide this 
orientation, students must request it. Students should also learn about the agency’s 
informal methods for assessing and handling risky situations, especially in the event of a 
local or national emergency. 

Students have a right and responsibility to refuse any assignment where they feel physically 
at risk or in which they deem too dangerous at the time. If students have safety concerns, 
they should immediately report this to their AFI and/or ATS as well as their FFL/FFI. 

Students should not see clients alone unless the student clearly has the required knowledge 
and skills to do so. The student should not be the sole representative of the agency in 
making critical decisions about clients or patient disposition where there are physical or 
legal implications such as involuntary hospitalization or threats of suicide or homicide. If 
the AFI or ATS is not available in such situations, there must be a written and fully 
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understood protocol for notifying another staff person, a protocol for calling 911, or getting 
the client or patient to an emergency facility that can meet their needs. 

WHAT TO DO IF ATTACKED, INJURED, OR SERIOUSLY THREATENED DURING PRACTICUM 

In the event, a student is attacked, injured, or seriously threatened during their practicum, 
they should: 

1. Follow agency procedures to manage the immediate situation and to report the 
incident. 

2. Get any needed medical care. 
3. Notify and debrief with your field instructors (AFI/ATS and FFI/FFL).  Discuss how 

similar situations may be avoided or reduced in the future. 
4. Recognize that a physical attack or threatening behavior is frightening and that you 

may respond emotionally to the stress (seek help to resolve the crisis).  Counseling 
and Wellness Services are available to students through the University: 
https://inside.ewu.edu/bewell/services/  

EXPOSURE TO PATHOGENS OR TOXIC SUBSTANCES 

Social work students must be issued agency-approved PPE (Personal Protection Equipment) 
as applicable to the practicum setting and trained on applicable policies/procedures 
involving the handling of or exposure to pathogens and other toxic substances.   Some life-
threatening illnesses are transmitted through the exchange of blood or body fluids (blood-
borne pathogens), students should be trained on the potential risk as well as procedures to 
reduce risk of infection. In the even the practicum does not offer such training onsite, but 
it is required for practicum onboarding, the student is financially responsible to complete 
any mandatory training prior to starting practicum.  See “Additional Requirements for 
Practicum” above for additional information 

Students must follow all agency, university, and health district protocols if exposed to or 
have tested positive for COVID-19.  Additional information, including how to report a 
COVID-19 case is available on the University website: https://www.ewu.edu/coronavirus/  

MANDATORY REPORTING 

Students are obligated to immediately report suspected abuse, neglect, and/or 
exploitation of children and/or vulnerable adults to their AFI, ATS, or available agency 
supervisor.  Students must follow the agency’s policy and protocol on mandated 
reporting.    

All students entering the social work profession should familiarize themselves with 
applicable state statutes on mandated reporting.  Students can find more information on 

https://inside.ewu.edu/bewell/services/
https://www.ewu.edu/coronavirus/
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Washington State statutes in the following chapters of the Revised Code of Washington 
(RCW):  

• RCW Chapter 74.34 – Abuse of Vulnerable Adults  

• RCW Chapter 26.44 – Abuse of Children  

Students completing practicum outside of Washington State should familiarize themselves 
with their state’s mandated reporting laws. 

TRANSPORTATION 

Practicum students are sometimes asked to use their cars for agency businesses to 
transport clients, make home visits, or attend client conferences, court hearings, or 
organizational meetings. Before responding to such requests, the student should ask if the 
agency provides a car or agency insurance for the use of privately owned vehicles to cover 
those activities.  If the answer is no, students should immediately check with their insurance 
agent to determine if their current automobile policy covers such endeavors. In no case 
should students undertake agency business in their personal vehicles without adequate 
insurance coverage.  Students are advised that the student’s own automobile insurance will 
be the primary coverage for any accident or injury. 

Eastern Washington University does not provide auto insurance for practicum students or 
for the passengers in the student’s vehicle, nor for damage to the vehicle itself. 

V. GRADING FOR PRACTICUM 

Practicum grades are pass (P), incomplete (X), continuing/deferred (Y) or no credit (NC) 
which is a failing grade.  The FFL/FFI has final grading authority based on the student’s 
quarterly Practicum Evaluation (completed by the AFI) as well as the student’s participation 
in seminar and their ability to competently integrate their learning.     

If a student receives a 1 or 2 on any of the Practicum Evaluation competency behaviors, it 
will be highlighted as an area of concern.  The student, FFL/FFI and AFI will work together 
to develop a Student Success Plan on how the student will resolve the concern during the 
next quarter and document it in the evaluation.  The student cannot receive a passing grade 
until the area of concern has been satisfactorily addressed.  Once the area of concern is 
resolved, the FFL/FFI can submit a grade change request.  

A student may not move forward in or complete their social work program until all the core 
competencies and behaviors are evaluated at score of three (emerging competence) or 
better by the last quarter of their practicum and/or learning agreement.  
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P (PASSING GRADE)  

The student will receive a passing grade “P” and moves forward in the program if all the 
following are true: 

• The Learning Agreement (generalist or specialized) is completed and signed by the 
AFI, FFL/FFI, and the student 

• The Practicum Timesheet is filled out completely: 
o Meeting the minimum required hours for the quarter 
o Reflecting integration of competencies and behaviors at the applicable level 

of learning (BASW or MSW) 
o All seminar hours are entered for the quarter 
o Signed by the student, AFI, and FFL/FFI  

• The Practicum Evaluation is filled out completely: 
o With no areas of concern 
o Student received a score of 3 or better for each competency behavior 
o Signed by the student, AFI and FFI/L 

• Student seminar participation is satisfactory: 
o Student attended all seminar meetings or completed a satisfactory make-up 

assignment 
o Student participated and presented in seminar with a professional 

demeanor in behavior, appearance, and communication 
o Seminar hours are accounted for within the Practicum Timesheet 

• The student followed all policy and procedures within the Practicum Manual for 
student responsibilities and for the agency. 

X (INCOMPLETE GRADE)  

Students receive an incomplete “X” grade when they do not complete the required work 
by the end of the quarter to earn the credits for the course.  Student must work with both 
their AFI and FFI/L to satisfactorily complete all course requirements, including field hours 
and/or seminar make-up assignments before a passing grade can be issued.  Incomplete 
“X” grades can impact a student’s financial aid as well as their ability to register for classes.  
X grades will be issued if any of the following are true: 

• Student was not able to complete the minimum number of field hours and does 
not have an approved accommodation plan filed with the University allowing the 
student to complete field hours outside of the University’s quarterly schedule 

• Student missed one or more seminar meetings and has not satisfactorily completed 
a make-up assignment by the end of the quarter 
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• The Practicum Evaluation reflects areas of concern (scores of 1 or 2 on competency 
behaviors).  This requires the creation of a Student Success Plan.  

• There is a Student Success Plan already on file and the student has not 
satisfactorily completed or made progress on the areas of concern. 

• The student’s IPT forms (learning agreement, timesheets, evaluations) are not 
filled out completely as indicated in the passing “P” grade criteria above due to lack 
of student responsibility.  

Once all requirements have been satisfactorily met for the passing grade, the FFI/FFL will 
request a grade change through EagleNET.   Students who are not able to complete 
requirements to convert their “X” grade to a “P” grade within the specified timeframe 
negotiated with the FFI/L and, if applicable, the AFI, will automatically convert to a “NC” no 
credit/failing grade as detailed below. 

Y (DEFERRED GRADE) 

A deferred “Y” grade is issued when, due to no fault of the student, the student requires 
additional time to complete practicum requirements.  Students may also receive a deferred 
“Y” grade for the following reasons: 

• Has an approved accommodation plan filed with the University indicating the need 
for additional time to complete practicum requirements.  

• Due to no fault of the student, forms in IPT (Learning Agreement, Practicum 
Timesheet, Practicum Evaluation) are not completed or signed by the AFI or FFI/L by 
the end of the quarter. 

• Student was not able to start practicum field hours on time due to a late placement 
and/or substantial onboarding requiring additional time before starting.  This 
situation may require a Student Success Plan to be developed to address how the 
student will make up their time once they are able to start. 

• Due to an agency-driven practicum disruption in which the agency is no longer able 
to provide a practicum or supervision for the student, the student was not able to 
complete all conditions as listed under the “P” passing grade above before the end 
of the quarter.  This situation may require a Student Success Plan to be developed 
to address how the student will make up their time once replaced.    

Once the student has satisfied all the conditions under “P” passing grade above, the FFI/L 
will request a grade change through EagleNET. 
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NC (NO CREDIT/FAILING GRADE) 

Students will receive a “NC” no-credit/failing grade and may not move forward in practicum 
if one or more of the following are true: 

• The student violates policy and procedures within the agency and/or the Practicum 
Manual, and such violations cannot be addressed or resolved through a Student 
Success Plan.   

• IPT forms (Learning Agreement, Practicum Timesheet, Practicum Evaluation) are not 
completed or identified errors are not resolved due to a lack of student 
responsibility. 

• The student was dismissed from the agency (Level III Practicum Disruption) and not 
able to secure a new placement by the end of the quarter.   

• There is substantiated evidence of committing Practicum Timesheet fraud (i.e. 
entering false hours and/or activities). 

• The student was issued an incomplete “X” grade and unable to satisfy the 
conditions for a passing “P” grade within a specified timeframe.   

Students receiving a “NC” failing grade may be required to retake the entire quarter of 
practicum or dismissed from the social work program.  A program leave of absence may 
also be considered until the student is ready to re-enter field education. 

STUDENT SUCCESS PLAN 

A Student Success Plan is a formal plan developed by the student, AFI, and FFI/L for the 
purpose of practicum remediation.  Students must satisfactorily complete the Student 
Success Plan before they are able to move forward in their practicum, and may result in 
dismissal from the social work program.    

APPEALS PROCESS (FOR GRADES ONLY) 

A student appeal of a practicum/seminar grade takes place through the practicum field 
review panel. The practicum field review panel will investigate, by reviewing performance 
and learning competencies within IPT practicum forms as well as any other pertinent 
information, such as Student Success Plans to make a determination based on the available 
evidence.  Students and agencies must follow policies and procedures established within 
the Practicum Manual to ensure the rights of students, agencies and clients/constituents 
are preserved.  It is a student’s responsibility to track their activity on their Practicum 
Timesheets including attempts to resolve issues or conflicts with the AFI, ATS and/or the 
FFI/L.   
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VI. PRACTICUM DISRUPTION 

Not every field placement works out and may result in disrupted placement.  Every attempt 
should be made to resolve issues or conflicts before the practicum is disrupted.  If a 
practicum disruption is unavoidable or clearly in the best interest of the student, agency 
and/or clients/constituents, the guidelines below will be followed depending on the level 
of disruption.  Every situation is unique, and while these guidelines provide assistance there 
may be situations that require further discussion with the Director of Field Education.  

Students should be aware, they are still fully accountable for meeting the minimum 
practicum hours regardless of placement disruption(s) and could potentially impact their 
ability to graduate on time.  Every effort will be made to replace the student, however, 
placement is not entitled nor guaranteed. 

LEVEL I – AGENCY DRIVEN 

Level I disruption is driven by the agency, at no fault of the student, for one or more of the 
following reasons: 

• Agency cannot provide opportunities for the student to practice competency 
behaviors; 

• Agency cannot provide or devote an appropriate level of BASW or MSW supervision 
time to the student and the SSW is not able to supply a University-sponsored AFI  

• Agency is restructuring, closing down, and/or no longer has room/capacity for the 
student 

• A local or federal emergency no longer allows for a student to stay placed within the 
agency 

LEVEL I – WITHDRAWL PROCESS  

At the point of discovery, the agency field instructor or other appropriate agency 
representatives must: 

• Contact the FFI/L to discuss the reason/justification for ending the practicum.  This 
conversation should include discussion of other options explored to avoid the 
practicum disruption 

• The FFI/L will notify the Field Office if there is no other option for preserving the 
placement and document their conversation and actions in IPT notes.  

• The Field Office will update IPT to release the agency from the student’s practicum 
forms 
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• The Field Office and, if applicable, the appropriate PT MSW Program Director, will 
work with the student to find another placement.   

LEVEL II – STUDENT-DRIVEN 

A student may request to withdraw from a practicum for personal reasons, which may 
include health issues, financial circumstances, or irreconcilable differences between the 
student, agency, and/or AFI or ATS (poor goodness-of-fit).  Before requesting a withdraw 
for irreconcilable differences, students should be aware they are still fully accountable to 
meet the minimum hours required to pass practicum and a disruption could potentially 
impact their ability to graduate on time.  Students should attempt, to the best of their 
ability, to work with their AFI or ATS to resolve the presenting issue(s) before disrupting 
their placement.   

LEVEL II – WITHDRAWL PROCESS 

A student may request to be withdrawn from their practicum placement following 
documented efforts as outlined below:  

• The student must identify and discuss the issue(s) with their AFI or ATS.  If the 
issue(s) are directly related to the AFI or ATS, the student should discuss with FFI/L. 

o Students should keep their FFI/L aware of any issue(s) in the practicum that 
may require intervention. 

• If the issue(s) cannot be resolved between the AFI/ATS and the student, then the 
FFI/L should be invited to participate jointly in a meeting to pursue a resolution with 
the student and the AFI or ATS. 

o The FFI/L will document the meeting and proposed resolution in IPT notes.  
A Student Success Plan can be used to assist in building a plan.  

• If the issue(s) cannot be resolved, the FFI/L will provide the Field Office, and if 
applicable the appropriate PT MSW Program Director, with a written summary in 
IPT notes, outlining attempts to address and resolve the situation. 

o Documentation must precede the request to disrupt the practicum 
placement.  

• The student must submit a formal, written request via email to the Director of Field 
Education, copying their AFI/ATS, FFI/L and, if applicable, their PT MSW Program 
Director.   

o The request should include the reasons the student is requesting a 
disruption and why a resolution could not be reached.  
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• If the practicum disruption is approved, the student will work with their FFI/L to 
create a transition strategy, which should include completing any special projects or 
assignments for the agency and submitting a letter of practicum resignation.   

• The Field Office will update IPT to release the agency from the student’s practicum 
forms.  

The conditions of an alternative placement, such as total number of hours to be repeated 
or when the new placement can begin are at the Field Director’s discretion, and if applicable 
the PT Program Director’s as well.   

Students should be aware that the Director of Field Education and/or PT MSW Program 
Director cannot and will not guarantee another placement will be found.   The student 
assumes 100% of the risk; therefore, Level II practicum disruptions should be judiciously 
considered before submitting the request. 

LEVEL III – DISMISSAL FROM AGENCY 

In the event an agency wishes to immediately dismiss a practicum student due to policy 
violation and/or unsatisfactory performance under a Student Success Plan, the AFI or ATS 
must initiate the process below.  Agency’s should, to the best of their ability, attempt to 
resolve issues with students through a Student Success Plan before moving toward a 
practicum dismissal.  Students will gain valuable learning and skills through the opportunity 
to repair and/or restore their performance, including reconciling any negative impacts 
caused from their behavior.   

LEVEL III – WITHDRAWL PROCESS 

If there is no resolution, the AFI/ATS will initiate the dismissal process below.   

• The AFI/ATS will contact the student’s FFI/L immediately to discuss the 
circumstances leading to the decision to dismiss the student.    

• The FFL/I will document the discussion and reason for dismissal in IPT notes and 
contact the Director of Field Education and/or the PT MSW Program Director to 
inform them.  

• The AFI/ATS will inform the student verbally or in writing they are dismissed and 
reason for dismissal.  

• The student will work with the FFI/L to accomplish any transition activities or 
meetings needed to appropriately end the placement. 

• The Field Office will update IPT to release the agency from the student’s practicum 
forms. 
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• The Director of Field Education, FFI/L and the applicable BASW/MSW/PT Program 
Directors will meet with student to discuss additional information and next steps.  

ADDITIONAL INFORMATION AND NEXT STEPS 

The student will meet with the FFL/I, Director of Field and applicable BASW/MSW/PT 
Program Director.  The purpose of the meeting will be to discuss the behaviors and 
conditions that led to the dismissal, to determine whether a second attempt at a new 
placement is warranted, and if appropriate, to discuss how dismissal can be avoided in the 
future.   Dismissal from a field placement may result in a “NC” no credit/failing grade for 
the quarter.  See additional details under Grading for Practicum above.  It is at the discretion 
of the BASW/MSW/PT Directors the student be allowed to continue social work classes 
during the practicum disruption.  If a second placement is discontinued due to 
unsatisfactory performance, the student may be dismissed from the BASW or MSW 
program entirely. 

(Adapted from Boise State and UW field manuals) 

VII. NASW CODE OF ETHICS VALUES & PRINCIPLES 
 

VALUE: SERVICE 

Ethical Principle: Social workers’ primary goal is to help people in need and to address social 
problems. Social workers elevate service to others above self- interest. Social workers draw 
on their knowledge, values, and skills to help people in need and to address social problems. 
Social workers are encouraged to volunteer some portion of their professional skills with 
no expectation of significant financial return (pro bono service). 

VALUE: SOCIAL JUSTICE 

Ethical Principle: Social workers challenge social injustice. Social workers pursue social 
change, particularly with and on behalf of vulnerable and oppressed individuals and groups 
of people. Social workers’ social change efforts are focused primarily on issues of poverty, 
unemployment, discrimination, and other forms of social injustice. These activities seek to 
promote sensitivity to and knowledge about oppression and cultural and ethnic diversity. 
Social workers strive to ensure access to needed information, services, and resources; 
equality of opportunity; and meaningful participation in decision making for all people. 

VALUE: DIGNITY AND WORTH OF THE PERSON 

Ethical Principle: Social workers respect the inherent dignity and worth of the person. Social 
workers treat each person in a caring and respectful fashion, mindful of individual 
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differences and cultural and ethnic diversity. Social workers promote clients’ socially 
responsible self-determination. Social workers seek to enhance clients’ capacity and 
opportunity to change and to address their own needs. Social workers are cognizant of their 
dual responsibility to clients and to the broader society. They seek to resolve conflicts 
between clients’ interests and the broader society’s interests in a socially responsible 
manner consistent with the values, ethical principles, and ethical standards of the 
profession. 

VALUE: IMPORTANCE OF HUMAN RELATIONSHIPS 

Ethical Principle: Social workers recognize the central importance of human relationships. 
Social workers understand that relationships between and among people are an important 
vehicle for change. Social workers engage people as partners in the helping process. Social 
workers seek to strengthen relationships among people in a purposeful effort to promote, 
restore, maintain, and enhance the well-being of individuals, families, social groups, 
organizations, and communities. 

VALUE: INTEGRITY 

Ethical Principle: Social workers behave in a trustworthy manner. Social workers are 
continually aware of the profession’s mission, values, ethical principles, and ethical 
standards and practice in a manner consistent with them. Social workers act honestly and 
responsibly and promote ethical practices on the part of the organizations with which they 
are affiliated. 

VALUE: COMPETENCE 

Ethical Principle: Social workers practice within their areas of competence and develop and 
enhance their professional expertise. Social workers continually strive to increase their 
professional knowledge and skills and to apply them in practice. Social workers should 
aspire to contribute to the knowledge base of the profession. 

CODE OF ETHICS WEBSITE: 

https://www.socialworkers.org/About/Ethics/Code-of-Ethics/Code-of-Ethics-English 

VIII. SOCIAL MEDIA GUIDELINES 

Social media channels, such as Facebook, Instagram, Twitter, YouTube, Snapchat, and 
various blog sites are just a few examples of new and exciting ways to connect with others 
and share information. Likewise, technology has broadened social workers’ capacity to 
assess and manage information about clients, influence policy, address social justice issues, 
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and receive supervision. However, the rapid growth of social media communication tools 
and their ease of accessibility can also have unintended and potentially damaging 
consequences to users if basic guidelines are ignored.  

Students are expected to adhere to social work values, ethics and engage in professional 
conduct as outlined in the NASW Code of Ethics when using social media communication 
tools, whether using a personal site(s), agency site(s), or University site(s). 

Common issues students need to understand, and manage, when utilizing social media 
include, but are not limited to, privacy and confidentiality (Section 1.07), conflicts of 
interest and dual relationships (Section 1.06), and informed consent (Section 1.03) in our 
relationships with clients, colleagues, and in our practice settings. Utilizing social media 
communication tools as a social work professional requires ongoing attention to these 
ethical challenges.  

As a social work professional, it is important to consider whether you are using social media 
channels for professional activities, such as advancing social justice issues, advocating for 
vulnerable populations and promoting your professional identity, versus using these sites 
to maintain contact with friends and family. Your professional image, that is, the 
professional self you develop that is guided by social work values and ethical standards, 
extends beyond the field agency and physical setting of an office.  

As social workers, we must be cognizant that the legal, ethical and clinical responsibilities 
we have as professionals and that those obligations extend to the virtual world of the 
Internet and include the use of social media communication tools. As with the Hippocratic 
oath to “first do no harm,” it is imperative to consider how to be connected within the 
context of social media while protecting yourself, your field site, your clients, the School of 
Social Work, and the profession.  

QUESTIONS TO ASK THE AGENCY 

As you get started in your field placement, it may be helpful to explore the following 
questions with your field instructor and/or task supervisor:  

1. What are the agency policies and guidelines regarding the use of social media such 
as Facebook and Instagram, and who can you friend and follow? 

Managing friend requests and maintaining privacy settings is critical regardless of whether 
you use social media for personal and/or professional reasons. Allowing clients, former 
clients, or others in your professional circle to cross into your personal life may complicate 
and blur your professional boundaries. This is particularly tricky when managing Facebook 
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and Instagram accounts. As a professional, you must fully consider the extent of your 
privacy settings, how you will manage friend requests, your level of self-disclosure, and how 
you will monitor wall posts or other interactions on your site. 

Be aware that if you do not employ any privacy settings on your social media site, your 
profile is public and anyone can see what is on your page. Additionally, people can see when 
you are tagged in photos, view comments made by others, note your status updates, and 
see who you’ve friended. All professionals must evaluate the scope of their social media 
connections. Since this is still an emerging professional topic, some professionals may be 
cautious and guarded in their use of social media while others may be more open and 
exposed. It is important to remember that even with privacy settings, social media sites are 
not always secure, and it can be possible for anyone to view information you post. It is your 
responsibility as a professional social worker to abide by the Code of Ethics, including your 
virtual communications and use social work values and principles to guide your interactions.  

2. What privacy and confidentiality concerns should I consider when texting, 
emailing and/or using social media such as Twitter or Snapchat?  

With the proliferation of hand held devices such as smart phones, accessing the Internet 
and connecting with others is literally in the palm of our hands. Text, email, Twitter and 
Snapchat are quick and effective ways to communicate with others however many ethical, 
legal, and clinical issues must be addressed when using these communication tools. 

There is huge potential for unintentionally sharing protected information so always use 
good ethical judgment. Be cautious about discussing information about your field 
placement, classroom work, or agency staff. Do not discuss confidential or private 
information about clients, colleagues, or agency practices even if you are disguising the 
information. In general, consider the security, privacy and confidentiality of all 
communication methods and when in doubt, seek consultation and supervision before 
embarking into unfamiliar or uncertain areas. Observe all state and federal regulations such 
as FERPA and HIPAA, as well as University Policy (ies). Additionally, never use personal email 
accounts to send communicate client information.  

Be aware: Employers and volunteer organizations are more frequently requesting 
passwords and permissions to see what is behind your privacy settings. You have the right 
to refuse permission. However, doing so may be a consideration in whether or not you are 
offered opportunities to work with them. Further, allowing organizations to see everything 
may also be hazardous to future opportunities. Make sure you know what’s “out there.”  

3. Can I check my personal social media accounts during field hours?  
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In general, your time in field and the resources provided to you in your field placement are 
to be used for field related matters. Before using social media communication tools on 
behalf of your agency, be sure to seek approval of any messages or posts. Be careful not to 
endorse or promote a product, cause or position without prior approval. If you have 
personal sites, it is best to maintain them on your own time using your own computer.  

4. I can’t find anything in the Code of Ethics that specifically mentions social media, 
so does that mean the Code of Ethics does not apply?  

The NASW Code of Ethics provides a variety of standards that social workers should 
consider when engaging in the use of social media. Here are a few examples of the Codes 
applicability to social media.  

Standard 1.06 states that “social workers should not engage in dual or multiple 
relationships…in which there is a risk of exploitation or potential harm to the client…and 
social workers…are responsible for setting clear, appropriate, and culturally sensitive 
boundaries” (1.06c) The Code goes on to note that “dual or multiple relationships can occur 
simultaneously or consecutively” (1.06c) Our ethical obligations to clients, colleagues and 
other professionals are no different when using Facebook, Twitter or other social media 
channels as well as communications via our cell phones such as texting or email.  

Standard 1.07(i) states that “social workers should not discuss confidential information in 
any setting unless privacy can be ensured.” We all know there is no such thing as privacy on 
a social media site or the Internet. Comments can be forwarded or copied, posts and 
pictures can be found on search engines years after the initial publication, and archival 
systems save information even after you delete it. Always consider the image you are 
portraying by the photos and comments you post. Understand how privacy settings work 
and review them regularly. Refrain from providing too much personal information such as 
your home address or full birth date. Don’t post in advance when you plan to be on vacation 
or away from home for an extended period of time. Be sure to project the image you want 
potential faculty members, future employers, advisors and friends to know you by.  

Standard 4.03 states that “social workers should not permit their private conduct to 
interfere with their ability to fulfill their professional responsibilities.” Social media channels 
provide an excellent means to build community; however, as you navigate these channels, 
do no harm to yourself, your field site, your clients, the School of Social Work or to the 
social work profession in the process. Do not pretend to be someone else or hide your 
identity when using social media. Be clear if you are sharing personal views and use good 
judgment regarding sensitive issues. Verify information before you post it, correct mistakes 
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in a timely manner, and be aware of legal liability issues such as copyright infringement, 
defamation, and posting proprietary information.  

NASW CODE OF ETHICS TECHNOLOGY STANDARDS  

Standard 2.01 - Ethical Use of Technology to Deliver Social Work Services: When providing 
services to individuals, families, or groups using technology, social workers shall follow the 
NASW Code of Ethics just as they would when providing services to clients in person.  

Standard 2.10 - Social Media Policy: Social workers who use social media shall develop a 
social media policy that they share with clients.  

Standard 2.11 - Use of Personal Technology for Work Purposes: Social workers shall 
consider the implications of their use of personal mobile phones and other electronic 
communication devices for work purposes.  

Standard 3.01 - Informed Consent: As part of the informed consent process, social workers 
shall explain to clients whether and how they intend to use electronic devices or 
communication technologies to gather, manage, and store client information.  

Standard 3.14 - Managing Phased Out and Outdated Electronic Devices: When an 
electronic device is no longer needed, is phased out, or is outdated, social workers shall 
take steps to protect their clients, employer, themselves, and the environment.  

WHAT SHOULD I DO NEXT?  

Take some time to review these guidelines with your AFI and seek to identify other ethical 
standards that are applicable in your practice setting. As a social work student, you are 
continually developing a professional identity and you must be cognizant that your private 
world has a greater likelihood of becoming public when using social media. AFIs, colleagues, 
and even clients may have access to information via the Internet that you would otherwise 
limit to your friends and families, so we encourage you to consider the personal versus 
professional role of social media in your life and your field setting.  

TIPS TO MAINTAIN A POSITIVE ONLINE PRESENCE:  

Clean up your digital dirt. Remove any pictures, content, or links that can send the wrong 
message to employers. Ask yourself, "How do I show up in the world?" Try a Google search 
on yourself periodically to see what comes up.  

Remember the internet is public domain. They are called social networking sites for a 
reason. It is becoming commonplace for employers to do an online search for candidates 
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before making job offers. A good guideline is to not put anything out on a social networking 
site that you would not want to see on the front page of the paper 

Use social networking sites to your advantage. Maintain your online profile by portraying 
an image consistent with how you want to be perceived. Your profile is a way for you to 
demonstrate to employers your communication skills using proper grammar and spelling. 
Convey your professional image by choosing your photo and your screen name carefully. 
Include great references on your profile from a variety of different people to "paint" a 
positive professional image of yourself 

Using social networking sites may not be for you. If using social media tools is not fun for 
you and it just feels like more work, that is O.K. These tools are not for everyone. If you are 
just going through the motions of putting something out there to have a presence, do not 
do it. Your lack of enthusiasm and lack of passion will show through, and that is NOT the 
image you want to portray. Your time and energy will serve you better to focus on areas 
that you believe in. 

Be thoughtful about your posts. There is no expectation of privacy when using social media. 
Consider what could happen if a post becomes widely known and how that may reflect on 
both you, the School of Social Work, the practicum agency and/or the University. Search 
engines can turn up posts years after they are created, and comments can be forwarded or 
copied. If you wouldn’t say it at a conference or to a member of the media, consider 
whether you should post it online. If you are unsure about posting something or responding 
to a comment, seek advice from your supervisor, AFI/ATS, FFI/L, or the Director of Field 
Education.  

(Based in part on guidelines from Boise State University, UNC Chapel Hill, & SJSU) 
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AGENCY ONBOARDING PROCEDURE 

If contacted by an agency interested in hosting social work student interns, the first step is to direct 
them to the Field Education webpage to review the Practicum Manual and complete the agency 
interest form.  Please copy Field Office when sending this information.   

The agency interest form is directly submitted to the Field Office when completed.  The Field Office 
will then: 

1. Schedule an agency review meeting using the meeting template below to guide the 
conversation.   

2. If the agency’s practicum opportunity is a good fit for social work field education, the 
Field Office will: 

a. Submit an Affiliation Agreement review request from the EWU Procurement & 
Contracts website 

b. Create an Agency Profile on IPT 
c. Connect AFI to Canvas training and resources 

AGENCY REVIEW MEETING TEMPLATE 

Begin with introductions and verify information submitted on agency interest form: 

• Signatory authority for Affiliation Agreement 
• Field instructors and/or task instructors 
• Primary contact for coordinating placement referral 
• Field and program(s) location(s) 

Review practicum opportunities and needs the agency has: 

• Review the opportunities and needs they listed on the agency interest form 
• Determine if the opportunities are a BASW or MSW level of learning – do they have 

opportunities for both levels? 

Cover the Practicum Manual sections: 

• Agency Roles and Responsibilities 
• Practicum Objectives and Hours 
• Placement Process (include timeframes for placement of BASW, PT and FT MSW) 
• Additional Requirements (make sure to record special onboarding needs such as TB tests, 

vaccination records, UA’s or background checks) 
• Practicum forms (Learning Agreements, Timesheets, Evaluations) 
• Practicum Disruptions and Student Success Plans 

Discuss the AFI Training & Resources and provide access as applicable: 

• AFI Training & Resources Canvas page 
• Supervision Planning Tools 
• Dates for upcoming live AFI trainings and Field Committee meetings 
• Information about the Professional Advisory Board 
• Applicable scholarship opportunities related to their practice setting 

https://www.ewu.edu/cpp/social-work/social-work/field-education/
https://support.ewu.edu/support/catalog/items/121
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AGENCY AFFILIATION AGREEMENT TEMPLATE 

 



 

P a g e  | 38              

Back to Table of Contents 

 



 

P a g e  | 39              

Back to Table of Contents 

 



 

P a g e  | 40              

Back to Table of Contents 

 



 

P a g e  | 41              

Back to Table of Contents 

 



 

P a g e  | 42              

Back to Table of Contents 

 



 

P a g e  | 43              

Back to Table of Contents 

EWU WORKPLACE PRACTICUM AGREEMENT 
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SCHOOL OF SOCIAL WORK PRACTICUM WAIVER 
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STUDENT SUCCESS PLAN 

 



 

P a g e  | 47              

Back to Table of Contents 

 

 



 

P a g e  | 48              

Back to Table of Contents 

 

PROFESSIONAL USE OF SELF 

ATTENDANCE   

Consistent attendance in practicum and seminar is a professional expectation of the 
program.  It demonstrates a professional commitment to educating and preparing a student 
for the field.  If circumstances arise in which a student must be absent it is expected that 
they notify the instructor and/or AFI/supervisor in advance.    

TIMELINESS  

Being on time to practicum, seminar meetings, and other field functions demonstrates 
professional behavior and respect for others.  Students are expected to be prompt.  

PARTICIPATION   

Students are expected to actively engage in practicum learning (including meetings) and 
seminar discussions with appropriate and meaningful contributions, e.g., ask questions, 
share opinions/observations, provide objective feedback to peers, engage in practicum 
activities and use supervision effectively. It is understood that not all students will feel 
comfortable sharing oral comments in practicum and seminar. However, each student is 
still expected to be attentive and engaged. 

ETHICS   

Social workers adhere to the NASW Code of Ethics in practice.  Students, who are social 
workers in training, are expected to abide by the Code of Ethics and all agency policy for 
practicum.  Students should show integrity and honesty in all of their work.  Furthermore, 
students should conduct themselves in line with the core values of the social work 
profession.  

RESPONSIBILITY AND PREPAREDNESS   

Professionals take ownership for themselves, their work, and their ultimate success.  
Students are expected to take responsibility for their learning and development during their 
social work practicum.   This is demonstrated by completing required agency policy training, 
researching agency services and/or population served, engaging in agency meetings as 
appropriate, utilizing your supervision time effectively and coming prepared to engage in 
seminar in a meaningful way.  Students should use available resources to seek out answers 
to questions about practicum, agency, and seminar expectations.    

PRACTICUM/SEMINAR BEHAVIOR    
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Students are expected to treat the practicum and seminar environment as a professional 
setting.  It is expected that students approach discussions and activities with respect, 
openness, and fairness.  Students should recognize that their behavior also impacts the 
learning of their peers.   

COMMUNICATION   

Communication is an essential skill of a professional social worker.  Students are expected 
to engage in verbal and written communication using professional language and practices.  
All exchanges with agency field instructors, faculty field instructors/liaisons, and peers are 
considered professional interactions and should be treated as such.  

SELF-AWARENESS  

The development of self-awareness is one of the most important processes of social work 
education.  Self-awareness is a conscious knowledge of one’s own attributes, values, 
thoughts, feelings, biases, and behaviors, as well as the impact of one’s self on others.  It is 
expected that students will be diligent in learning, reflecting on, and monitoring themselves 
in terms of how they both influence and are influenced in the practicum and seminar 
environment.  Students should be thoughtful, open, and respectful in giving and receiving 
feedback from field instructors and peers.  

INTERPERSONAL INTERACTION  

The most significant tool that a social worker has access to in working with client systems is 
their own use of self.  Developing an effective style of interpersonal engagement skills is 
critical for success in the social work classroom and in the field.  This skill includes 
professional dress, grooming, and demeanor.  It also includes attributes such as 
authenticity, empathy, unconditional positive regard (UPR), openness, tolerance, and 
assertiveness.  Students are expected to practice and further develop these skills in the 
practicum and seminar setting.     

SELF-CARE   

Self-care is a competency of social work practice.  Self-care refers to activities and practices 
that can be engaged in on a regular basis to reduce stress and maintain holistic health and 
well-being.  Self-care is necessary to be successful and effective in maintaining professional 
commitments.  Students should begin a pattern of meaningful self-care during their 
academic training, and especially during their field placement experience.    
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GENERALIST – BASW & MSW FOUNDATION LEARNING AGREEMENT 
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SPECIALIZED – MSW ADVANCED GENERALIST LEARNING AGREEMENT 



 

P a g e  | 56              

Back to Table of Contents 

 



 

P a g e  | 57              

Back to Table of Contents 

 



 

P a g e  | 58              

Back to Table of Contents 

 



 

P a g e  | 59              

Back to Table of Contents 

 

 

 

 

 

 

 

 

 


	Table of Contents
	II. Roles & Responsibilities                 6
	III. Practicum Overview                10
	IV. Preparing for & Completing Practicum             14
	V. Grading for Practicum                22
	VI. Practicum Disruption                25
	VII. Summary of NASW Code of Ethics              29
	VIII. Social Media Guidelines                31
	IX. Attachments
	I. Introduction & Welcome
	Our Mission
	Equal Opportunity, Affirmative Action, and ADA Compliance
	Notification of Practicum Manual Updates
	Definitions & Terms

	II. Roles & Responsibilities
	Field Office Roles and responsibilites
	Agency role & Responsibilities
	Student Role & Responsibilities
	Student Responsibilities to the School
	Student Responsibilities to the Agency
	Student Responsibilities to Clients and/or Constituents

	III. Practicum Overview
	Practicum objectives
	Pre-Requisites for Entering Practicum
	Practicum Hours
	BASW Practicum hours
	MSW Practicum hours
	Seminar overview
	Professional Liability Insurance
	Additional Requirements

	IV. Preparing for & Completing Practicum
	Preparing for the Practicum Experience
	Placement Procedure
	Difficulty Securing Placement
	Distance Practicum
	Field Location
	Seminar Location
	Practicum in the Workplace
	Practicum Learning Agreements
	Practicum TimeSheets & Evaluations
	timesheets
	Evaluations
	Practicum Makeup Policy and Procedure
	Practicum Outside of the Established Times (Waivers)
	Banking Field Hours
	Practicum Safety Guidelines
	What to Do if Attacked, Injured, or Seriously Threatened During Practicum
	Exposure to Pathogens or Toxic Substances
	Mandatory Reporting
	Transportation

	V. Grading for Practicum
	P (Passing Grade)
	X (Incomplete Grade)
	Y (deferred grade)
	NC (No Credit/Failing Grade)
	Student success plan
	Appeals Process (for Grades Only)

	VI. Practicum Disruption
	Level I – Agency Driven
	Level i – Withdrawl process
	Level II – Student-Driven
	Level II – Withdrawl process
	Level III – Dismissal from Agency
	level III – Withdrawl process
	Additional information and next steps

	VII. NASW Code of Ethics Values & Principles
	Value: Service
	Value: Social Justice
	Value: Dignity and Worth of the Person
	Value: Importance of Human Relationships
	Value: Integrity
	Value: Competence
	Code of Ethics Website:

	VIII. Social Media Guidelines
	Questions to ask the agency
	NASW Code of Ethics Technology Standards
	What should I do next?
	Tips to maintain a positive online presence:

	Agency onboarding procedure
	Agency review meeting template

	Agency affiliation agreement template
	EWU Workplace practicum Agreement
	School of Social Work Practicum Waiver
	Student Success Plan
	Professional use of Self
	Attendance
	Timeliness
	Participation
	Ethics
	Responsibility and Preparedness
	Practicum/Seminar Behavior
	Communication
	Self-Awareness
	Interpersonal Interaction
	Self-care

	Generalist – BASW & MSW Foundation Learning Agreement
	Specialized – MSW Advanced Generalist Learning Agreement

