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Welcome and Overview

Greetings from the UNBC Field Education! Field education (i.e. practicum) is the signature pedagogy for
social work practice. This means that field education is the key method of instruction and learning
through which our profession socializes its students to become practitioners. Because it is such a critical
part of becoming a social worker, the practicum is often considered the “heart” of social work education.

Social Work Field Education offers students an opportunity to develop their social work practice skills
within an agency or community setting. The intent of Field Education is to:

Assist students in developing practice skills

Facilitate students to become familiar with practice environments

Encourage students to critically think about service delivery and practice issues

Provide an opportunity for students to link social work concepts, values and theory with practice

In practicum, all students are supervised by an agency based supervisor who provides support to the
student during his/her placement by providing direct practice guidance as well as indirect guidance and
feedback throughout the practicum. The Agency Supervisor will also liaise with the Faculty Field
Instructor regarding student’s performance and progress. The Faculty Field Instructor, who is the
instructor-of-record for the practicum course, facilitates the integrative seminar that accompanies the
practicum placement, makes regular visits (on-site or via distance) to placement agencies and
participates in evaluations of the student's achievement. The Faculty Field Instructor is also responsible
for advising and evaluating the student.

This booklet is intended to support your progress through practicum. It contains information on the
learning contract, evaluations and other forms relating to practicum, as well as information on how to
access and complete these forms through the IPT field education database. This database will allow
students, Agency Supervisors, Faculty Field Instructors and the Field Coordinator and Field Director to
more efficiently and effectively complete administrative tasks relating to field education. This includes
keeping relevant practicum and contact information up-to-date, and accessing and completing forms
online. This booklet contains step-by-step instructions for accessing and using the database. More
information on how to access the database and complete these forms will also be provided to you during
orientation (Agency Supervisors) or in class (students).

Please refer to the BSW Field Education Manual and MSW Student Handbook, Part Il for policies
associated with BSW and MSW practicum, respectively. The BSW Field Education Manual can be found
on the School of Social Work website at http://www.unbc.ca/socialwork/field.htm| and the MSW Student
Handbook, can also be found on the School of Social Work website at
http://www.unbc.ca/socialwork/msw _introduction.html, see Part Ill for Foundation Year Field Education
information.
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Overview of BSW Practicum (SOCW 302 and 402)

Students are placed in an agency or organizational setting where they have an opportunity to directly
apply theory and knowledge to actual practice situations. Students may work with individuals, families,
groups and communities in order to develop a range of social work skills and competencies. While
students will be able to assume some of the agency workload, the primary focus of a placement is on the
student’s development of social work skills. Consequently, the assignment of work must be balanced in
such a way that the student is actively engaged in the work process, but has time to think and reflect on
the nature of their activities.

Social work students should have an opportunity to develop the following skills:

e Professional values and ethics

e Interviewing and helping skills

¢ Reflective and analytical skills

e Community development practice skills

¢ Understanding of models of service delivery and agency structure

The exact nature of these skills will be dependent upon the nature of the agency and the work that the
agency performs. However, it is expected that students will develop the ability to critically analyze
structures and processes occurring at the individual, agency, community or policy level. Where possible,
in a practical sense, students are expected to actively promote change for the client.

Some key logistics related to the BSW Field Practicum:

e Students who are in field education placements must also attend classroom seminars conducted
by the Faculty Field Instructor. These seminars are compulsory and non-attendance may result
in failure. SOCW 302 seminar is scheduled every other Wednesday for 3 hours during the
semester for six seminars. SOCW 402 seminar is scheduled one Friday a month for 6 hours
during the semester for three seminars.

e Third year placements in Prince George occur during the winter semester (January to April) for
three days per week, usually on Wednesday, Thursday and Friday. Third year placements in the
Northwest, South Central and Peace-Liard regions occur during the fall semester (September to
December), also for three days per week. Students must complete 262 hours of practicum time.
Time spent in seminar is excluded in the total number of hours.

e Asin the third year, fourth year placements in Prince George occur during the winter semester
(January to April), whereas for the Northwest, South-Central and Peace-Liard regions, the fourth
year placements occur during the fall semester (September to December). In the fourth year, the
practicum runs five days per week. Students must complete 441 hours of practicum time. Time
spent in seminar is excluded in the total number of hours.
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Overview of MSW Practicum (SOCW 632)

SOCW 632, Foundation Year Field Placement, is required of students with an undergraduate degree in
a discipline other than social work. During this placement, Foundation MSW students are expected to
build upon the skills that they have gained from their previous work experience. The fact that students will
be in the placement for three days per week over two semesters will allow for work assignments that are
more complex, more demanding of the student’s time, and require a more advanced level of skills. The
work expectations will be more extensive and the nature of the work will have a higher risk factor than the
BSW level, although the risk factor should still not be regarded as “high”. High risk situations include
those where there is a real and immediate threat to the person’s physical safety or an organization’s
viability. Examples of high risk situations might include assessment and intervention in child abuse,
working with a person who is actively suicidal, or representing an agency in an appeal to a major funding
body. In this placement, MSW students have an opportunity to develop, refine and apply advanced
generalist practice knowledge, skills, values and ethics under supervision in social service agencies.

Some key logistics related to the MSW Foundation year practicum:

e Students who are in the foundation year field education placements must also attend integrative
seminar (SOCW 637) as part of their practicum. This seminar is conducted by the Faculty Field
Instructor. These seminars are compulsory and non-attendance may result in failure. SOCW
637 seminar is scheduled every other Tuesday morning, 9:00am — 11:20am, during the fall and
winter semesters.

¢ MSW Foundation year placements occur during the fall and winter semesters (September to
April) for three days per week, usually on Wednesday, Thursday and Friday. Students must
complete 450 hours of practicum time. Time spent in seminar is excluded in the total number of
hours.
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Practicum Phases and Administrative Forms

There are various forms that facilitate administrative tasks relating to practicum. Applicable forms will be
made available to students, Agency Supervisors and Faculty Field Instructors through the IPT online field
education database, as follows:

Beginning of Practicum

e Responsibilities of Students in Relation to Practicum - This is a required document through which
students recognize their commitments to upholding agency and university policies, particularly with
respect to confidentiality of agency and client information. This form must be signed by the student
before the practicum begins.

e Learning Contract (by second week) - The Contract is intended to help the student, in collaboration
with the Agency Supervisor and Faculty Field Instructor, to develop a personal learning plan.

Mid Term Evaluation and End of Fall Evaluation Time

e Mid Term Evaluation (BSW) - At midterm time, the student and Agency Supervisor provide ratings
and overall comments regarding the student’s performance. An evaluative meeting is then held with
the Faculty Field Instructor and a determination is made of the student's overall progress in practicum
to date.

e End of Fall Evaluation (MSW) — At the end of the fall semester, the student and Agency Supervisor
provide ratings and overall comments regarding the student’s performance. An evaluative meeting is
then held with the Faculty Field Instructor and a determination is made of the student's overall
progress in practicum to date.

End Term Evaluation and End of Winter Evaluation Time

e End Term Evaluation (BSW) — At the end of the practicum, the student and Agency Supervisor
provide final ratings and overall comments regarding the student’s performance. An evaluative
meeting is then held with the Faculty Field Instructor and a determination is made of the student's
completion of practicum requirements.

e End of Winter Evaluation (MSW) - At the end of the winter semester, the student and Agency
Supervisor provide final ratings and overall comments regarding the student’s performance. An
evaluative meeting is then held with the Faculty Field Instructor and a determination is made of the
student's completion of practicum requirements.

End of Placement Evaluations

e Student Evaluation of the Field Placement - This form provides students the opportunity to provide
feedback about their field placement experiences.

e Agency Supervisor Evaluation of the Field Placement Process — UNBC Field Education would
appreciate receiving feedback from Agency Supervisors regarding their experience with the field
placement process.

e Faculty Field Instructor Evaluation of the Field Placement — This form provides the opportunity for
Faculty Field Instructors to evaluate the field placement.

The remaining sections of this booklet provide information on these forms and how to complete them
online.
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Logging in to the IPT Database

Finding the IPT Database Online

Find our Intern Placement Tracking (IPT) field database online at: http://www.runiptca.com. This will take
you to the database login page. Itis a good idea to bookmark this website as you will be coming back to

it many times.

File: Edit- Wiew  Favorites  Tools JHEID ﬂ
oﬁack < @ B @ @ p Favorites e @v % B, ~ D ﬁ 4%

Addrsss| hktp:f frav, runipkca, com t 4 Go

Links #&] Computing - LiveTime Login FAST -Student 4] UNEC Plape Directory

m R g~ UPVERSITY OF
LIVDIN roamernn epmsn coLums

Please login to Ipt:

Mete: The following information is TPPER. f lower case sensitive.

. E—
R —
Pasword |

Forgot your username or password?

You can also find a link to the database from the University of Northern British Columbia, School of Social
Work Website, at http://www.unbc.ca/socialwork/field.html.
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Logging in to the Database for the First Time

1. Atthe IPT database login page, you will need to enter three fields, as follows:
Organization ID: unbc
Username: [will be provided to you].
Please note that all default or temporary usernames provided to you are usually made up
of three capital letters followed by four numbers. e.g. XYZ1234
Password: ipt
A default or temporary username will be provided to you by the field office - at the field orientation
(Agency Supervisors), at your first core course in the spring/fall (students), or by e-mail. If you do not
receive your username, please contact us at ipt@unbc.ca and we will provide you with your default
username.
Please note that the IPT login is case sensitive. This means that IPT treats upper and lower case
letters differently from one another - i.e. "Jamie Lee" does not equal "JAMIE LEE". When you login,
make sure that the Organization ID, Username and Password are all typed in the correct case. If you
are having trouble logging in, be sure that the Caps Lock key on your keyboard is not on.
waveRSTY oF Intern Placement Tracking - Lo%in
u NORTHERN BRITISH COLUMBAA,
Please login to Ipt:
Mete: The following mformation 15 TPPEE. { lower case sensitive.
Crganization I | unbc
TTser Mame |=vZ1234
Password eee
Forgot your username or password?
2. To access the IPT database, enter your login details and click the "Login" button.
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Setting up Your Personal Login Name and Password

1. The first time you log in to IPT, the program will automatically ask you to create your own permanent
login name and password. Please make a note of them!

Change account login information:

e Log e
Confirm New Password

2. Click the "Save" button once you've submitted your login name and password. If your login name is
already being used by another person, the program will ask you to select a different login name.

This will take you to the welcome page/homepage. Congratulations! You have successfully entered
the IPT online field education database and created your permanent login information.

What if... | Forget my Login Name or Password?

If you forget your login name or password at anytime please contact the site administrator at ipt@unbc.ca
to have your default information reset.

What if... | Want to Change My Login Name or Password?

You can easily change your IPT database login name or password anytime. To do this:

1. Log in to the database using your existing username and password

2. From the homepage/welcome page, click the "Change Password" button from the main menu on the
left side.
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[

Welcome fo Intern Placement Tracking

Intern Flacement Tracking (c) 2000 - 2010 by dicea Soffware  plosin

3. Enter your current password, then enter your desired new login and password.

4. Click the "Save" button\to make the changes.

[Home]

Home = Change Password

Password

Mew Login Iame
Mew Password

Confirm MNew Password

Change account logm mformation:

Student

Save
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For Students: Navigating and Using the Database

The IPT Student Homepage

Whenever you log in to the IPT database, the homepage or welcome page will appear. From this
homepage, you can access all of the needed areas in the IPT database, as follows:

My Forms Button - including the
expression of interest, learning
contract and evaluation forms

Agency List Tab- gives you access
to the list of active placements

edit your personal information

Student Detail Tab- allows you to

Logout Button — click on this
button anytime to exit the

\

database
N\

[Home | Student Detail || Agency List|

l Welcome to Intern Placement Tracking

Wy Forms Welcome Students!

Thank you for agreeing to try this out as we add the final touches on our new field database. We look forward to your
feedback on vour expenience using it We think you will find it to be quite user frendly.

Change Password

1. To wiew and make changes to your profile, click on the "Student Detal” tab abowve. It is important to set up your profile
and make changes when necessary to keep the field team aware of your contact information, etc...

2. To fill cut the Expression of Interest form and choose your pieferred placements, click on the "forms" menu on the left
and then "wiew" the Expression of Interest form. This will open theNform up for you to complete.

3. To research the list of active agencies click on the "Agency List" tal

Please contact me if vou have any questions or encounter any difficulties,

Eileen
Field Education Coordinator

Welcome and congratulations on logging into our new electronic field database, IPT.

Please follow the steps below to get started:

0-960-5202 or hunsaker@unbc.ca.

A ¥

Change Password Button - allows
you to change your login name,
password.

10|Page
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Bulletin Board Area - contains important
announcements. Click on the "More details"
button to display the entire announcement if it
does not display in full
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Editing Your Personal Information

1. From the homepage/welcome page, click on the "Student Detail" tab across the top to see your
details page and make changes to your personal information.

| Home(| Student Detail | [Pogency List

Tto Intern Placemernt Tracking

ity Forms Welcome Stndanis!
TWelcome and congratulations on logging inte our new electronic field database, TPT

Thank you for agreeing to try this out as we add the final touches on our new field database. "We look forward to your
feedback on your experience using it. “We think vou will find it to be quite user fiiendly

FPlease follow the steps below to get started:
Change Password

1. To wiew and make changes to vour profile, click on the "Student Detail" tab abowve. It is important to set up vour profile
and make changes when necessary to keep the field team aware of vour contact information, stc...

2. To fill sut the Expression of Interest form and choose your preferred placements, click on the "forms" menu on the left
and then "view" the Expression of Interest form This will open the form up for you to complete

3. To research the st of active agencies chick on the "Agency List" tab abowe.
Please contact me if you have any questions or encounter any difficulties, 250-860-5802 or hunsaker@unbc.ca.

Eileen
Field Education Coordinater

2. Some fields will be available for you to edit, and some will not. Please enter/review your current
mailing address, e-mail, phone number and emergency contact information to make sure they are up-
to-date. You can even upload a (small sized) picture here if you want! Please note that UNBC will
only recognize your UNBC email account for email communication, only enter your UNBC
email here.

| Home || Student Detail ||ngency List

HOME e ey
Forms@ Upload Picture

Student Detail: Student Generic

Group: BSW 3rd vear placemeYyts 2011
Last IName Neneric Birthdate (yyyy-toun-dd) I:I il
\
Furst Mame |SMent
\

City, State Zip

- .
Emnail B ‘ |student@unbc.ca )

Emergency Contact | |

Home Street Address | |
Home City, State Zip | |

Student Mumber: I:I

|
|
N |
|
|

3. Remember to click the "Save" button when you are done making changes.
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Viewing Available Placements

1. From the homepage/welcome page, click on the "Agency List" tab across the top to view the agency
list.

Home

Welconie to Iniern Placemernt Tracking
Welcame Studenis!
TWelcome and congratulations on logging inte our new electronic field database, TPT

Thank you for agreeing to try this out as we add the final touches on our new field database. "We look forward to your
feedback on your experience using it. “We think vou will find it to be quite user fiiendly

FPlease follow the steps below to get started:

1. To wiew and make changes to vour profile, click on the "Student Detail" tab abowve. It is important to set up vour profile
and make changes when necessary to keep the field team aware of vour contact information, stc...

2. To fill sut the Expression of Interest form and choose your preferred placements, click on the "forms" menu on the left
and then "view" the Expression of Interest form This will open the form up for you to complete

3. To research the st of active agencies chick on the "Agency List" tab abowe.

Please contact me if you have any questions or encounter any difficulties, 250-860-5802 or hunsaker@unbc.ca.

Eileen
Field Education Coordinater

2. To look for available placements, first click on the "sort" button near the top left hand corner.

Agency List

< 5art | Sparch

Agency List

| A-Z AAB CDE FGH WK LMW OPQ RST LWW HYZ
(AAR)

ABC Counselling Centre

Ahariginal Patient Liaison Program, UHNBC

Activators Society, Prince George

Artive Support Against Poverty

Alrheimer Society of BC

An Association Advocating for wamen and Children (AWAC)

Big Brothers Big Sisters of Prince George

Brain Injured Group, Prince George

Intern Flacement Tracking (¢) 2000 - 2000 by Alcea Saftware  010510)
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3. The program will ask you how you want to sort the agency list. From the pull down menu of the first
column ("sort by"), select the type of placement that you are looking for from the options provided.
For examp(T, select "BSW" to view available BSW 3 or 4™ placements or "MSW" to view available

MSW foundational placements.

I | Home || Student Detail ||Agency Listl

Select Agency Sorting Options

- |- LAnd Then By

And Then By
Agency Name

4. Then, click on the "save" button

5. The agency list will appear again, now sorted. Please note that the agencies that have the placement
that you specified will be shown at the end of the list. Therefore, it is recommended that you select
the last page on the list to start reviewing the available placements.

\

Agen

| \P@ 1~

3

Marthern Health Authority, Early Psychosis [dentification and Interventon Servic
Kaorthern Health Authority, Elderly Services Program

Kaorthern Health Authority, Iris House

Marthern Health Authority, Parkside Care Facility

Maorthern Health Authority, Project Parent North 'Structured for Success'
Parent Support Services Society of BC

Phoenix Transition Society Tes
Pasitive Living Morth Tes
Regional Correctional Centre, Prince Geaorge Tes
Salvation Army Tes
Schizophrenia Society, British Columbia Tes
School District #57, Aboriginal Social Worker Tes
Spruce Capital Seniors Recreation Centre Tes
5t. Patrick's House Society Tes
Surpassing Our Survival - 5.0.5 Society Tes
T & K Behavioral Interventionists Tes
UNBC - Wellness Centre Tes

N4

All agencies with an available placement or placements will have a “Yes” next to their name.
Agencies with a “No” or nothing next to their name do not have your selected type of placement

available.
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6. Click on an agency name to view the
agency and placement details, such as the
types of placements available, 31, 4th or
MSW students, practicum information
description, agency website link, and
special requirements.

C

UNBC School of Soctal Work )

Logged mn; Joe Struth
Student

UNVERSITY OF
NOATHERN BRITISH COLUNBA

Upe

‘Home H Student Detail ‘ ‘ Agency ListL

> Agency Detal

PREV/| NEXT

To navigate the agencies, you can use the breadcrumb trail and select "agency list" to go back to the
list of agencies, or use the "prev" and "next" buttons, all found near the top of the page.

Note: As IPT was introduced in 2010/2011, n

have any questions.

ot all agencies will be using the system yet; therefore

practicum information may not be current. Please check with the Field Education Coordinator if you

Agency

Wb Site
Selecting Your Practicum Practicun
Preferences Information
1. The IPT program will allow you to

indicate up to 3 preferred
placements. To add a placement
as a preference, simply click on the
"Add Submission" button found at
the bottom of the page of the

Wiewr in printable form

Add Submission

wniny.bbbispg.ca

Big Brothers and Big Sisters is a wolunteer friendship program
matching boys and girls from single parent homes with men, women or
couples of suitable character. Little Erothers and Little Sisters
are boys and girls, usually between the ages of seven and fourteen,
who need a dependable friend to share time, hobhies, and interests.
Couples matches are matched with one child and enjoy time as a three-
some, often filling & need that isn’t as apparent. Mentors are adult
volunteers who becowe special friends to one child. The HMentor

wizgits with their Mentee at the childfz school. Visits are during
school hours for one hour per week (from Septewmber-June) doing

placement/agency you are
interested in.

1l4|Page
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2. After you add a placement as a preference, you will automatically be taken back to the student detail
page. Your agency preference is now listed in the section immediately below the contact information.

Student Detail: Joe Smith

Group: BSW 3rd vear placements 2011

Last Iame Srnith Eirthdate (wyyv-tam-d4d) gz
First Mame Joe Faculty Field Instructor

Street Address 3333 University Way

City, State Zip Frince George, BC

Emal B~ smithj@unhc.ca

Emergency Contact
Emergency Phone
Home Street Address
Home City, State Zip

Student Number:

Agency Preferences
1 ABC Counselling Centre Down Delete
2 Big Brothers Big Sisters of Prince George Up Down Delete
3 Canadian RFed Cross Up Down Delete

/

You can use the "delete" button to delete a preference from your list. The “up” or “down” buttons will
move your selection up or down on your list, but please know that an order is not considered in
selection of a placement. These placements are in no particular order. Please see the important
notes section on the Expression of Interest form for further information.
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For Agency Supervisors: Navigating and Using the Database

The IPT Agency Supervisor Homepage

Whenever you log in to the IPT database, the homepage or welcome page will appear. From this
homepage, you can access all of the needed areas in the IPT database, as follows:

Agency Detail Tab — if you are the placement agency’s
main contact with the school, this field may be available to

My Forms Button - including all you and will allow you to edit the agency and practicum
evaluation forms. information

Agency Supervisor Detail Tab -
allows you to edit your personal
information

Logout - click on this button
anytime to exit the database

\ |

NIV oF
NORTHERN BRITISH O0L

[Home]|Agency Supervisor Detail || Agency Detail |

L Welcome to Intern Placement Tracking

My Forms Welcome Supemisors!
Welcotne and congratulations on logging into our new electronic field database, IPT.

Thank you for agreemng to try this out as we add the final touches on our new field database. We look forward to your
feedback on your experience using it. We think you will find it to be quite user fiendly.

Please follow the steps below to get started:
Change Password

1. To wiew and make changes to your profile, click on the "Agency Supervisor Detail" tab above. Tt is important to set up
your profile and make changes when necessary to keep the field team aware of your contact information, etc...

2. Fyou are also the Agencies mai contact person you
your Agency information and practicum details and informatio

ave access to the "Agency Detal Tab". Here you can update

3. At different time throughout the practicumn you will be notified of'\garious fortns requiring your attention. Tou will see on
the top left cormer of your home page a "My Forms" button. Click thid\button to wiew and complete forms related to
practicumn.

Please contact me if you have any questions or encounter any difficulties, 258960-5802 or hunsaker@unbe. ca

\ Bulletin Board Area- contains important I
announcements. Click on the "More details"

Change Password Button - allows button to display the entire announcement if it

you to change your login name and does not display in full

password anytime.
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Editing Your Personal Information

1. From the homepage/welcome page, click on the "Agency Supervisor Detail" tab across the top to see
your details page and make changes to your personal information.

Agency Supervisor Detail| | Aghney Detail

Ity Forms

Change Passward

velcome to Intern Placement Tracking
Welcame Supervisars!
Welcome and congratulations on logging into our new electronic field database, TPT

Thank you for agreeing to try this out as we add the final touches on our new field database. We look forward to your
feedback on your experience using . We think you wil find it to be quite user frendly

Please follow the steps below to get started

2. Some fields will be available for you to edit, and some will not. Please enter/review your current
mailing address, e-mail, phone numbers, and credential/registration information to make sure these
are accurate and up-to-date. “Active” means that you are a potential or current field instructor.

Home ||Agency Supervisor Detail | | Agency Detail

Home = Agency Supervisor Detail
Upload Picture | Forms

Agency Supervisor Detail: Sam Supervisor

Last Mame |Supen.fi5|:|r Phone |25l}555*5555 |
First Hame  |Sam Fax  |250-555-1234 |

Street Address |5555 tdain Street

Training | MSw

Clity, State Zip |Prince George BC

Email ] |sam@abc.ca

TS IE' Picture Mot Aovailable |
[0 Bshar

A gency |AEIC Counselling Centre |

3. Please remember to click the "Save" button at the bottom of the screen when you are done making

changes.
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Viewing Student Details

You can view the details (contact information, etc.) of student(s) you are supervising if you wish to do so.

To view the student details:

1. From the homepage/welcome page, click on the "Agency Supervisor Detail" tab across the top.

UNIVERSITY OF
NORTHERN BRITISH COLUMB

UNBC School of Social Work

by Forms

Change Passwaord

Welcame Supemvisars!
Welcome and congratulations on logging into our new electronic field database, IPT.

Thank you for agreeing to try this out as we add the final touches on our new field database. We look forward to your
feedback on your experience using it. We think you wil find it to be quite user frendly

Please follow the steps below to get started

2. Scroll to the bottom of

the page to see the list of students assigned to you.

Setnester
view )Winter 2011
view  Fall / Winter 10-11

™\

Intermship Assigmments
Student Iame Phone Mumber  Student Group
Srouth, Joe 250-555-5555 BEW 3rd year placements 2011
Srnith Jane 250-555-5555 MWEW Foundation Yr 2010-2011

3. Click on the “view” button to see the details for that particular student.

4. You will also find your
attachment.

\

confirmation letter located in your Agency Supervisor detail page as an

Accepting MEWW student

Motes:

wview  Fall / Winter Test 3

5.

Last IMame Supervisor Phone |250-555-5555
First ITame Sam Fax 250-555-1234
Mlailing & ddress 55 hdain Strest Traming | kS

Caty, Prowvmce & PC |Prince George BC

Etnail samifabc.ca

[ Accepting BSW student(s)
Agency ABC Counsilling Centre TEST

Practicum Confinmation Letter 10

Semester Student MName Phone Mumber Student Group
wiew  Fall f Winter Test,Student (Quesnel) 55-555-54555 Test Students

wiew  Winter 2011 Student,Joe 250-555-5555 BSW 3rd year placements 2011

Agency Supervisor Detail: Sam Supervisor

IE‘ Picture Mot Available

Internship Assignmments

tudent {Terrace) 555-555-5555 Test Students
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Editing Agency Information

If you are the placement agency’s main contact with the school, you may be able to access the agency
detail page. This page will allow you to edit the agency and practicum information on our records. To do
this:

1. From the homepage/welcome page, click on the "Agency Detail" tab across the top.

[Home || Agency supervisor Deail || Agency Detail|
Welcome to Inie acenient Tracking
My Farms Welcame Supervisors!

Welcome and congratulations on loggmg mto our new electronic field database, IPT.

Thank you for agreeing to try this out as we add the final touches on our new field database. We look forward to your
feedback on vour expenience using it We think you will find it to be quite user fiendly

2. Some fields will be available for you to edit, and some will not. Please enter/review the
agency/practicum information to make sure these are accurate and up-to-date.

| Home ||Agency Supervisor Detail | | Agency Detail

Home = Agency Detail

Agency Detail: ABC Counselling Centre

Agency |AEIC Counselling Centre Status: | Active MW [ BEW
Street Address |555 kain Street |

City, State Zip |Prince George, BC |

Phone |250-555-5555 |

Fax |250-655-1234 |

Location Code | |

Contact =] |Sam Supervisor Etnail =] |sam@abc.ca

Additional Practicum Information

Placements Available:
O B&W 3rd vear placement (SOCW 302
[ BEW 4th year placement (SOCTW 402)
W Foundation year placement (SOCTW 632)

3. Remember to click the "Save" button when you are done making changes.
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For Students and Agency Supervisors: Completing Forms

Accessing Blank Forms

Through the IPT database, the Field Coordinator will make available to students and Agency Supervisors
the various forms that need to be completed (e.g., expression of interest, learning contract and
evaluations) at different times throughout practicum. To access and complete these forms:

1. From the IPT homepage, select "My Forms" from the menu on the left.

‘ Home ||Agency Supervisor Detail ||Agency Detail ‘

Please follow the steps below to get started:
Change Password

Welcome to Intern Placement Tracking

Wy Forms Welcome Supervisors!
Welcome and congratulations on logging nto our new electronic field database, IPT.

Thank: you for agreeing to try this out as we add the final touches on our new field databasze. We look forward to your
feedback on your experience using it We think you will find it to be quite user friendly.

2. You will see a list of forms that are currently available to you. Click "view" on the row of the form that
you wish to access - for example, the mid-term evaluation. Agency Supervisors, if you have multiple
students, click on the form with the student’s name on it that you wish to open.

[Home ]| Agency Supervisor Detail || Agency Detail

Home = Form List

Online Forms List For: Sam Supervisor

[ Template | Batch MName Form 1D Status SignedWaiting For Schedule Date Due Date
= d of Fall Semester Evaluation | MW End of Fall Evaluation i new ** Ageney Supervizor | 2010-07-15 | 2010-07-21
iew I\@—Term Evaluation Ifid Term Evaluation P Smith Joe ew *F Agency Supervizor | 2010-07-26 | 2010-10-13

3. The form will open in a new window, and you can navigate the form by scrolling up and down. Some
forms are available to single users, such as the expression of interest — these forms will be available

and viewable to individual users only.

Forms that require input from multiple users will be available to multiple users - for example, the mid-
term and end-term evaluation form is available to a student, their Agency Supervisor and Faculty
Field Instructor. This will allow the three of you to access and complete the evaluations together.
When you open this kind of form, you will be able to view any and all information that has been
entered by you and the other users. However, you will only be able to enter/edit information for fields
assigned to you (for example, the student or Agency Supervisor parts of the evaluations).
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Saving Forms

All IPT forms can be saved on the database system at any time. This allows for easy access and editing
of your forms — particularly forms such as the evaluation forms where you will need to have the evaluative
meeting before signing off on the evaluation.

To save your work, scroll down to the
bottom of the form and click on the
“Save” button. Longer forms will also
have “save work” buttons within the
form itself, which you can also use
anytime.

Each time you save your work, a
green window will pop up for a
moment that confirms the information
has been saved to the database. This
means you can exit the database, log
in later (anytime, anywhere), come
back to the form, and all your saved
information will be there for further
completion or editing.

Remember to click on "save"
frequently as you complete the forms
so that they are saved on the system!

Signing Forms

C. FEEDEACK ON PRACTICE COMPETENCIES

verbal of written %
COMMUNICATION AND INTERVENTION SKILLS
\ a) Relationship building Comments:
wst{mes Jomning skills with chents and colleagues
M aintains goMCommunication with chents
Demonstrates communicaiNg techniques appropriate to the situation or intervention
iplan
Uses a range of communication techniques Mgractice (verbal and non-verbal)
Other
( SAVE WORK )
~S————

Once completed, forms accept electronic signatures from users. For example, the mid-term evaluation

requires signatures from the student, Agency Supervisor and Faculty Field Instructor. When a form

requires your signature, it will highlight this request in blue. Required signatures from other users will be
highlighted only for them. To sign a form:

1. Click on the blue request to sign the form

.4

.4

I would say that the student’ s strengths are:

I would zay that the student needs finwther developiment in the areas of prachce of

(Supervizor, 3 - Ciick fo sign Completed @
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2. A new window will appear. Sign the form by typing your name in the space provided and clicking “submit
signature”.

Sign this document by entering youwr name in the hox below. Once you have signed here yvou will no
longer be able to change fields in document.

QJBMIT SIGNA TUDNCEI_

3. The system will confirm your signature has been recorded and the form will now indicate this, as well
as the date the form was signed.

{Superwisor, Sam)  Sam Superwsor Jul 29, 2010 12:57 P

If you try to sign the form when there is missing information (i.e., required fields are not completed),
the system will prompt you to complete required fields before signing the form and will indicate the
missing fields with a red asterisk (*). You will need to complete these before signing the form.

Please complete the marked fields before signing the form.
b) Beginnin|

[Close] -

_x_

Printing Forms

If you would like a printed copy of any form, click on the “print” button at the bottom of the form. Itisa
good idea to keep a print copy of important forms, such as the learning contract and evaluations, as a
backup, to review with others (e.g., Faculty Field Instructor, Agency Supervisor) or for your own records.
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Forms to be Completed by Students

Expression of Interest

All students are required to complete this form at the beginning of the semester before the practicum
starts, ex) If practicum begins in January, this form must be completed in the September prior. Exception:
if practicum begins in September, this form must be filled out before the end of the previous winter
(January) semester.

To access and complete this form:

1. Click on “My Forms” from the IPT homepage/main menu.

2. Click on the “View” button for the form Expression of Interest. This form is available to students only.

| Home || Student Detail ||Agency List|

Home = Form List
Omnline Forms List For: Joe Smith

[ Template ] Batch MName Form 1D Status  SignedWaitting ForSchedule Date Due Date
Wiew | Wid-Term Evaluation | IMid Tenm Evaluation Smith Joe | active ** | 1-- Student 2010-07-26 | 2010-10-15
‘Expression of Interest | Expression of Interest Form | Strith Joe | complete | 1 2010-07-26 | 2010-08-03

3. The form will open in a new window. Please complete the form and answer all of the questions. You
will notice that your agency selections will be automatically generated into the form. If you wish to
change your preferences, do this from your student detail page. Once you sign this form you cannot
change your preferences. Sign it by clicking on the blue button, then typing and submitting your
name.

{ Stnith, Joe)Tlick fo sign Compieted Documen >

4. The system will indicate your signature on the form and the date of signature. You may print the form
for your records by clicking the “print” button at the bottom of the form or close the form and return to
the previous window by clicking on the “CLOSE” button.

stndent Signature: (Smath Joe) Joe Smuath Tul 26, 2010 1.35 PIM

Responsibility of Student in Relation to Practicum

This form needs to be read and signed by the student once the practicum has been confirmed and before
the first day of your practicum. To access and complete this form, click on “My Forms” from the IPT
homepage/main menu. Click on “View” to open it, read it and then sign the form.
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The Learning Contract

Please refer to the BSW Field Education Manual (http://www.unbc.ca/socialwork/field.html) or MSW
Student Handbook, Part Ill, (http://www.unbc.ca/socialwork/msw_introduction.html) on the School of
Social Work website for more specific guidelines and examples on completing BSW and MSW learning
contracts. The BSW Field Education Manual and MSW Student Handbook, Part Ill, also contain detailed
information on the field education model, learning contract and practice objectives. You are to work in
conjunction with your Agency Supervisor to complete the learning contract.

For students to access and complete the learning contract form:
1. Click on “My Forms” from the IPT homepage/main menu.

2. Click on the “View” button for the Learning Contract. This form is available to students, their Faculty
Field Instructor and their Agency Supervisor. The student will be the only one who can complete the
form; however, it must be completed in consultation with your Agency Supervisor. The Faculty Field
Instructor and Agency Supervisor will be able to view and sign the form.

3. The form will open in a new window. The form begins with a brief description and a contact and
administrative arrangement section to be completed. After this section, a table is provided where you
can enter the learning goals/activities and objectives to be completed throughout the practicum. You
will also include the time frame for each goal and objective to be completed. See the Field Education
Manual online at http://www.unbc.ca/socialwork/field.html for the guidelines and examples on
completing the BSW learning contract. For guidelines on completing the MSW learning contract
please see the MSW Student Handbook at http://www.unbc.ca/socialwork/msw _introduction.html.

PLAN FOR MEETING GOALS AND OBJECTIVES:(Create a new hox for each individual goal)

By the Mid Term Evaluation [Time Line (Semester Start - Mid-Tem)

Add New Goal and Objective Row

By the End Tem Evaluation [Time Line (Vid- Term - End-Term)

Add New Goal and Objective Row

4. To enter a learning objective click on the “ """ Add New Goal and Objective Row” plus symbol to open
a new line, then click on the “paper/pen” icon to open a new screen. You can type in this screen as
much as necessary for each objective, then click the “Save and Close” button. Do the same for the
Time Line column. Click on the “ "i"Add New Goal and Objective Row” again when you are done
entering information on the row and a new line will generate. An additional empty row will appear
each time you press “ "ii" Add New Goal and Objective Row” for a saved learning objective. This will

allow you to have as many rows as you need to enter your learning objectives. Follow the same
procedure to enter as many objectives as necessary.

5. Complete goals and objectives for “By the Mid Term Evaluation” and “By the End Term Evaluation”
and include time lines for each objective.
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6. When you are done completing the learning contract, make sure to let your Agency Supervisor and
Faculty Field Instructor know so that they can review the contract. Your Faculty Field Instructor will
review your contract and may ask you for clarification or more details, etc....

To facilitate communication between you, your Agency Supervisor and Faculty Field Instructor you
can use the Collaborative Notes section. Use the Collaborative Notes just like a “blog box”, you, your
Agency Supervisor and Faculty Field Instructor can type messages in this box and email them by
clicking on the corresponding boxes below. ***Notes typed in this box will stay visible in the box and
can be viewed by all three participants.***

Collaborative Notes 7]
Add Note

Email Note To: [ [Student Name] [ [Agency Supervisor Name] [ [Faculty Field Instructor Name]

7. After this review and everyone is satisfied with the learning contract, you will need to go into the
learning contract and sign the document. ***Do not sign the learning contract until your Agency
Supervisor and Faculty Field Instructor have reviewed it and all are in agreement.*** Once you sign
you will not be able to go in and make changes without having your signature cleared.

Leaining Contract Signatures

Student: {Ztudent,J @H fo sign Completed Doc@

Agency Supervizor (Supervisor, Sarm):

Faculty Field Instractor: (Tatmy Stubley):

Mote: You must click on the SAVE button to save any mformation entered or changs
lost.

The learning contract is a “living document,” which means that it can be amended as needed to better
reflect your focus and learning in practicum. If amendments need to be made, just send a request to
ipt@unbc.ca to have all the signatures cleared. This will allow you to make the necessary changes
and have everyone sign again. You are to make these changes only in consultation with your Agency
Supervisor and the Faculty Field Instructor.
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Mid-Term Evaluation or End of Fall Evaluation

The student receives feedback on her or his performance in practicum in two main ways: 1) ongoing
feedback and 2) formal evaluations. Supervision with the Agency Supervisor provides time for ongoing
feedback and discussion of the student’s emerging strengths and any areas of potential concern.
Students are encouraged to actively seek input about their developing practice.

The student, Agency Supervisor and Faculty Field Instructor complete two formal evaluations of the
student’s performance in the practicum. The mid-term or end of fall evaluation takes place when the
student is at the mid point of the practicum. The end-term or end of winter evaluation occurs at the end of
the practicum.

At mid point, students and Agency Supervisors complete both ratings and comments for a series of
practice competencies, and, along with the Faculty Field Instructor, provide summative comments
regarding the student’s performance to date. The student, Agency Supervisor and Faculty Field
Instructor are each required to sign the completed mid point evaluation.

At mid point, you are asked to evaluate your performance for each goal and competency. This section
will be updated in the February — March 2020 timeframe.

1. Transfer your learning goals from the learning contract to the mid-term evaluation. To do this click on
the “Copy Learning Plan Information” link. This will transfer all of your learning goals from the
learning contract (By Mid-Term and By End-Term) and place them in the corresponding boxes on the
mid-term evaluation.

A FEED BACK ON SPECTFIC GOALS AND OBJECTIVES

L
< Copy Learning Plan Information (Thl>wi]l overwrite any current information in the Goals and Objectives fields on this form.)
GOALS CTIVES: (from beginning to mid term Field Education Contract) Comments (optional)
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2. Select a rating from the pull down menu for each goal and competency, which best reflects your
performance to date.

C. FEEDBEACEK ON PRACTICE COMPETENCIES

verbal or written

COMMUNICATION AWD INTERWVENTION SKILLS

a) Relationship building Cominents:
Proceeding Well

Demonstrates joimng skills with clients and colleagues <
(Ul

Idlaintains good communication with clients

/|

Proceeding Very Wel

Demonstrates communication techniques appropriate to the situation or intervention
plan

IMeeds Sog€ Improvement

Tses arange of communication technicques in practice (verbal and non-verbal)

Cither:

/ SAVE WORK

3. Enter relevant mid point comments for each goal and competency. - don't forget to click on the "save"
or “save work” button to save your work as you complete the form!
If your Agency Supervisor has filled out their portion of the evaluation, you will be able to read their
comments.

4. Once you, your Agency Supervisor and Faculty Field Instructor are satisfied with the mid point
evaluation and after your mid-term meeting - you will need to sign the acknowledgement of the mid-
term evaluation. To do this, find section “D: SUMMARY STATEMENTS” at the bottom of the form.
Enter any summative comments, strengths and weaknesses you may have and sign the form. Your
Agency Supervisor and Fgculty Field Instructor will do the same.

D SUMMARY STATEMEINTS

a) Agency Supervisor:

Based on all of the data availalfle, my owerall evaluation of this student’s performance at this mid point in practicum is: Proceeding "Well

I would say that the studenyf s strengths are:

I weould say that the spfdent needs further development in the areas of practice of

(Supervisor, 3 T Sam Superwvisor Jul 29, 2010 12:57 PI
b) Student:

I would identifyr my strengths as:
¥y

I would identifir the areas for further developments arps
¥y

(Srith J¢): Click to sign Completed Doclument
¢} Faculty Field B - = B

Comments

(Tarmy Stubley):

Mote: You must click on the SAVE button to save any information entered or changed on this page before closing or printing the page. or vour information will
te lost
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End-Term Evaluation or End of Winter Evaluation - This section will be updated in the February — March
2020 timeframe.

At the end point evaluation time, you are asked to evaluate your performance on each goal and
competency once again - much as you did at the mid point. At this time, you can go to “My Forms” at the
IPT homepage/menu and click on “View” for the end-term or end of winter evaluation and complete the
areas available to you. These include:

1. Transfer your learning goals from the learning contract to the end-term evaluation. To do this click on
the “Copy Learning Plan Information” link. This will transfer all of your learning goals from the
learning contract (By Mid-Term and By End-Term) and place them in the corresponding boxes on the
end-term evaluation.

2. Select a rating from the pull down menu for each goal and competency, which best reflects your
performance to date (see beginning of evaluation for a description of each rating);

3. Enter relevant end point comments for each goal and competency. - don't forget to click on the "save"
or “save work” button to save your work as you complete the form!

5. Once you, your Agency Supervisor and Faculty Field Instructor are satisfied with the end point
evaluation and after your end-term meeting - you will need to sign the acknowledgement of the final
evaluation. To do this, find section “D: SUMMARY STATEMENTS” at the bottom of the form. Enter
any summative comments, strengths and weaknesses you may have and sign the form. Your
Agency Supervisor and Faculty Field Instructor will do the same.

Don’t forget to save the form!

Evaluation Forms

At the end of the practicum you will be asked to evaluate your practicum experience. This student
evaluation will provide students the opportunity to provide feedback about their field placement
experiences. The student evaluation form will be accessible from your IPT home page, click on “My
Forms” to complete and submit this form. An email will be sent to you when this form is available.
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Forms to be Completed by Agency Supervisors

The Learning Contract

The student is responsible for drafting the learning contract objectives in the learning contract form, in
consultation with you, their Agency Supervisor. Please refer to the BSW or MSW Field Education Manual
for more specific guidelines and examples on completing BSW and MSW learning contracts. The BSW
and MSW Field Education Manuals also contain detailed information on the field education model,
learning contract and practice objectives for each practicum course.

To access the student’s completed learning agreement form:
1. Click on “My Forms” from the IPT homepage/main menu.

2. Click on the “View” button for the learning contract. This form is available to students, Agency
Supervisors and Faculty Field Instructors. If you have multiple students, click on the form with the
student’s name on it that you wish to complete. The student is responsible for completing the
learning contract but must do so in consultation with their Agency Supervisor. The Faculty Field
Instructor and Agency Supervisor will be able to view and sign the form.

3. See the Field Education Manual online at http://www.unbc.ca/socialwork/field.html for the guidelines
and examples on completing the BSW learning contract. For guidelines on completing the MSW
learning contract please see the MSW Student Handbook at
http://www.unbc.ca/socialwork/msw _introduction.html.

4. To facilitate communication and give learning contract feedback, you, your student and Faculty Field
Instructor can use the Collaborative Notes section. Use the Collaborative Notes just like a “blog box”,
you, your student and Faculty Field Instructor can type messages in this box and email them by
clicking on the corresponding boxes below. ***Notes typed in this box will stay visible in the box and
can be viewed by all three participants.***

Collaborative Notes 7]
Add Note

Email Note To: [ /Student Name] [ [Agency Supervisor Name] [ [Faculty Field Instructor Name]

5. Once the student is done completing the learning contract, they must let you and the Faculty Field
Instructor know so that you can both review and sign the contract. After this review and everyone is
satisfied with the learning contract, you will need to go into the learning contract and sign the
document.
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Learming Contract Signatures

Student: (Student, Toed:

A gency Supervisor (Supervisor, Sa@fo sign Completed DDC@

Faculty Field Instructor: (Tammy Stubley):

MNote: Tou must click on the SAVE button to save any information entered or changed on this §
lest.

The learning contract is a “living document,” which means that it can be amended as needed to better
reflect the student’s focus and learning in practicum. If amendments need to be made, just send a
request to ipt@unbc.ca to have all the signatures cleared. This will allow the student to make the
necessary changes and have everyone sign again. Students are asked to make such changes only
in consultation with you and the Faculty Field Instructor.
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Mid-Term Evaluation and End of Fall Evaluation - This section will be updated in the February — March
2020 timeframe.

The student receives feedback on her or his performance in practicum in two main ways: 1) ongoing
feedback and 2) formal evaluations. Supervision with the Agency Supervisor provides time for ongoing
feedback and discussion of the student’s emerging strengths and any areas of potential concern.
Students are encouraged to actively seek input about their developing practice.

The student, Agency Supervisor and Faculty Field Instructor complete two formal evaluations of the
student’s performance in the practicum. The mid-term or end of fall evaluation takes place when the
student is at the mid point of the practicum. The end-term or end of winter evaluation occurs at the end of
the practicum.

At mid point, students and Agency Supervisors complete both ratings and comments for a series of
practice competencies and learning goals, and, along with the Faculty Field Instructor, provide summative
comments regarding the student’s performance to date. The student, Agency Supervisor and Faculty
Field Instructor are each required to sign the completed mid point evaluation.

At mid point, you are asked to evaluate the student’s performance for each goal and competency.

1. Select arating from the pull down menu for each goal and competency, which best reflects the
student’s performance to date.

C. FEEDBACK ON PEACTICE COMPETENCIES V\\

verbal or written

COMMIUNICATION AND INTEEVENTION SEILLS

a) Belationship building Cotmmetits:
Demonstrates joining skills with clients and colleagues \ //

L laintaing good commurnication with clients

Demonstrates comumumication techriques appropriate to the situation or mitervention

plan

d
Tzes a range of communication technidues i practice (verbal and non“’erb/
Other:

f\
/ ( SAVE WORK )
v

2. Enter relevant mid point comments for each goal and competency. You will also be able to see the
student’s comments regarding their performance on this goal or competency. Don't forget to click on
the “save work” or "save" buttons as you complete this form!
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Once you, the student and Faculty Field Instructor are satisfied with the mid point evaluation and after
your mid-term meeting - you will need to sign the acknowledgement of the mid point evaluation. To
do this, find section “D: SUMMARY STATEMENTS” at the bottom of the form. Enter any summative
comments, streng#is and weaknesses you may have and sign the form. Your Agency Supervisor

and Faculty Eild Instructor will do the same. /

D, SUMNARY STATEMENTS

a) Agency Supervisor:

Based on all of the data avalable, my overall evaluation of ths student’s petformance at this mid peint in the practicum 1s:

Twould say that the student’s strengths are:
V4

I would say that the student needs further dev®opment in the areas of practice of

V4

(Supervisor, _Cilick fo sign Completed Docum

End-Term Evaluation or End of Winter Evaluation - This section will be updated in the February — March

2020 timeframe.

At the end point evaluation time, you are asked to evaluate your student’s performance on each
competency once again - much as you did at the mid point. At this time, you can go to “My Forms” at the
IPT homepage/menu and click on “View” for the end-term or end of winter evaluation and complete the
areas available to you. These include:

4,

Select a rating from the pull down menu for each goal and competency, which best reflects the
student’s performance to date (see beginning of evaluation for a description of each rating);

Enter relevant end point comments for each goal and competency. - don't forget to click on the "save"
or “save work” button to save your work as you complete the form!

Once you, your student and Faculty Field Instructor are satisfied with the end point evaluation and
after your end-term meeting - you will need to sign the acknowledgement of the final evaluation. To
do this, find section “D: SUMMARY STATEMENTS” at the bottom of the form. Enter any summative
comments, strengths and weaknesses you may have and sign the form. Your student and Faculty
Field Instructor will do the same.

Don’t forget to save the form!
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Evaluation Forms

The Office of Field Education appreciates receiving feedback from Agency Supervisors regarding their
experience with the field education process. At the end of the practicum you will be asked to evaluate
your practicum experience. This evaluation will provide Agency Supervisors the opportunity to provide
feedback about their field placement experiences and the field process in general. The Agency
Supervisor evaluation form will be accessible from your IPT home page, click on “My Forms” to complete
and submit this form. An email will be sent to you when this form is available.

For assistance with the IPT field database please email ipt@unbc.ca, or contact:

Lisa Kyle, Field Education Director
School of Social Work

Office: 10-2568

Phone: 250-960-5111

E-mail: lisa.kyle@unbc.ca

Cathy King, Field Education Coordinator
School of Social Work

Office: 10-2564

Phone: 250-960-5802

E-mail: catherine.king@unbc.ca
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