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[bookmark: _Toc219814589]PREAMBLE
This handbook is intended to guide Field Instructors through the placement process in both third and fourth-year placement.

[bookmark: _Toc219814590]Bachelor of Social Work Overview
[bookmark: _Toc1821597056][bookmark: _Toc219814591]Introduction
This document provides guidelines intended to ensure a smooth program experience and enhance positive and challenging learning, inherent in social work practice. The document will explore the curriculum, field education, Departmental policies, University Policies, and course regulations.

[bookmark: _Toc113601033][bookmark: _Toc219814592]Social Work as a Profession
As described by our accreditors, the Canadian Association of Social Work Education (CASWE), Social work is a profession concerned with helping individuals, families, groups and communities to enhance their individual and collective well-being. It aims to help people develop their skills and their ability to use their own resources and those of the community to resolve problems. Social work is concerned with individual and personal problems but also with broader social issues such as poverty, unemployment and domestic violence.

Human rights and social justice are the philosophical underpinnings of social work practice. The uniqueness of social work practice is in the blend of some particular values, knowledge and skills, including the use of relationships as the basis of all interventions and respect for the client’s choice and involvement.

[bookmark: _Toc1677460142][bookmark: _Toc219814593]Accreditation
Social Workers in Ontario are regulated under the Provincial Social Work Act through the Ontario College of Social Workers and Social Service Workers (OCSWSSW). Anyone referring to themselves as a Social Worker must be registered with the College. Students in general, in classes, or in placement cannot refer to themselves as a social worker as they are not eligible to register until after they graduate. Trent’s BSW program is fully accredited. 

[bookmark: _Toc1997566679][bookmark: _Toc219814594]Curriculum
This is a generalist BSW program, meaning that students must learn knowledge, values, and skills across levels of practice; learning is considered transferable across populations. Our lens is anti-oppressive practice, striving to be responsive to community needs and dedicated to de-colonization. Developed in consultation with community partners, Trent colleagues, & students, our BSW program motto is, “passionate, practical, prepared, and professional.” 
To graduate from Trent’s BSW program, students must complete 20.0 full credits with at least 11.0 credits (over 50% of the degree) of professional social work education courses, plus a minimum of 700 hours of field practicum. During Years 1 and 2 of the Program, students take foundational courses across disciplines that inform social work practice, are introduced to the social work profession and learn the foundation of social change in the context of determining their fit and preparation for social work. During the Professional Years (Years 3 and 4), students will take all social work courses, except for one Trent elective. Students will acquire the knowledge, values, and skills to become effective generalist social work practitioners, and to be eligible to register with the Ontario College of Social Workers and Social Service Workers.  

[bookmark: _Toc219814595]Placement Overview
[bookmark: _Toc219814596]Purpose
Field Education is one of social work’s signature pedagogies and is intended to provide opportunities for students to learn about and apply theoretical knowledge to practice situations with individuals, families, groups, organizations, and communities (Wayne, Bogo, & Raskin, 2010; Council on Social Work Education, 2022). Trent (and many social work scholars) considers the primary purpose of the placements to be the Integration of Theory and Practice (Bogo & Vayda, 2000; Pierce, 2008; Knight, 2001). 

While students are expected to develop and hone practice skills, they must constantly be engaged in a reflective and integrative process. BSW graduates must have reflected on why social workers carry out the tasks they do and what aspects of each task are aligned with which theory (Bogo, 2010). In many ways, a successful BSW placement is measured by a student’s professional growth and reflective integration. Additionally, placements varied and meaningful opportunities for students to gain first-hand knowledge of social service systems, develop their professional social work identity, and develop or hone general skills.

BSW students in Canada are required to complete a minimum of 700 learning hours of supervised field education (CASWE, 2021). Trent’s social work program splits these 700 hours into two placements: one in third-year (240 hours) and one in fourth-year (460 hours). Students may be exempt from third-year placement if they meet specific criteria and attend a series of mandatory bridging workshops in winter of third year. 

[bookmark: _Toc219814597]Theory Practice Integration Loop
The Integration of Theory and Practice Loop Model is a common framework for Field Education (Bogo & Vayda, 2000). Each Practice Situation should involve the retrieval of available information relevant to the situation at hand, reflection of one’s biases and personal associations with the situation, linkage between the situational context, one’s personal associations, and their understanding of Theory, and then the conscious and reflective implementation of a professional response. This loop model is continuous, and subsequent Practice Situations should draw on the insights gleaned from previous reflections and integrations.



Figure 1. The Integration of Theory and Practice Loop Model. Adapted from Bogo and Vayda, 1998.


Students have a responsibility to follow the Canadian Association of Social Workers (CASW)’s Code of Ethics, Values and Guiding Principles (Canadian Association of Social Workers, 2024), and the Ontario College of Social Workers and Social Service Workers (OCSWSSW’s Code of Ethics and Standards of Practice (Ontario College of Social Workers and Social Service Workers, 2024). Failure to do so may result in a Professional Suitability Review (see the Department's Professional Suitability policy). 

[bookmark: _Toc219814598]Nomenclature
Placement titles
Trent’s Social Work Program uses the terms placement and practicum interchangeably. We do not, however, use the terms co-op or internships, as they have specific definitions and implications. We use the term Direct Practice (as known as micro practice) to refer to work that is conducted through direct, personal contact with individuals or groups seeking services. (Barker, 2014). We use the term Indirect Practice (or mezzo or macro practice) to describe activities that do not directly involve personal contact with a client. (Barker, 2014). Placements will likely involve both direct and indirect practice activities, but a placement may be characterised as primarily direct or indirect based on the amount of time working with people. (Factor-Inwentash Faculty of Social Work, n.d.).

Social Worker
It is important to note that students may not call themselves a Social Worker until they have finished their Program Requirements and have registered with a Provincial Regulatory Body in Canada. Using the title “Social Worker” without being registered with The OCSWSSW is illegal and punishable by a cease-and-desist letter from The OCSWSSW and/or a fine of $5,000 for the first offence, and $10,000 for subsequent offences. (Social Work and Social Service Work Act, 1998). Students in placement must identify themselves as a student. 

Roles
There are several people (and roles) involved in a student’s placement:
· Field Education Coordinator (FEC): Trent staff member who organizes/plans placements.
· Faculty Field Liaison (FFL): Trent Faculty Member who leads placement seminar, oversees the student’s learning in the classroom, and liaises between the placement agency and classroom/program.
· Field Instructor (FI): agency staff member who supervises the student’s learning/activities on a day-to-day basis.
· Field Education Advisor (FEA): Trent staff member who supervises a student when their Field Instructor does not have a social work background.

[bookmark: _Toc219814599]Days and Hours
The Canadian Association of Social Work Education (CASWE) requires all BSW students in Canada to complete a minimum of 700 placement hours and has several specific policies that govern the accrual and organization of placement hours. Trent’s social work program splits these 700 hours into two placements.

	
	SWRK3000Y
	SWRK4000D

	Minimum hours
	240
	460

	Starts
	Early/mid-January
	Mid-September

	Ends
	Early April
	Early April

	Days
	Wed, Thurs, Fri
	Wed, Thurs, Fri

	Daily hours
	7
	7

	Weekly hours
	21
	21

	Uncredited Breaks
	Typically, one 30-minute lunch break
	Typically, one 30-minute lunch break

	Credited Breaks
	Two fifteen-minute breaks per 7-hour day
	Two fifteen-minute breaks per 7-hour day

	Additional Hours
	Extra hours from Third-year placements may not be carried forward to the fourth year.
	N/a

	Exemptions
	Permitted if students have an SSW or AMH Diploma or significant work experience (see placement exemptions)  
	Not permitted in any circumstances.

	Absences
	Lunch hours, statutory holidays, snow days, sick days, or other absences from the field setting cannot be counted towards placement hours (CASWE)

	Ending Early
	Students may not accumulate extra field placement hours and end field placement early.


[bookmark: _Toc96476][bookmark: _Toc96465]
All placement hours can be divided into the following categories: Practice, Field Instructor Supervision, Field Education Advisor Supervision, Integration, and Professional Development hours. Students hours are entered into their timesheets in these categories.

[bookmark: _Toc219814600]Practice Hours 
Practice hours are time spent working on practicum activities/learning during practicum time, excluding uncredited breaks (i.e. lunch), Supervision hours, and Integration Hours, but including credited breaks (typically 15 minutes in the morning and afternoon, depending on how placement agencies structure their days). If (and only if) agencies/programs operate on a working lunch basis then lunches may be included in a student’s timesheet. Lunches may be designated as “working” only by the agency. If a student chooses to work through lunch they may not count this time towards placement. 
 
[bookmark: _Toc219814601]Field Instructor Supervision Hours 
FI hours are time spent in one-on-one (or group) supervision with a student and their Field Instructor, regardless of whether they have a BSW or MSW. Supervision may be facilitated differently across placements and may not be a continuous hour facilitated during a specific day.  

[bookmark: _Toc219814602]Field Education Advisor Hours
FEA hours are only recorded for students whose Field Instructor does not have a BSW or MSW. Seminar time does not count towards supervision hours.  
 
[bookmark: _Toc219814603]Integration Hours are time spent in placement seminars up to 5% of the minimum hours (i.e. 12 for Third-Year placement and 23 for Fourth-Year placement). Students are not permitted to record more than 5% of the minimum hours for Integration Hours, and can only record time they spent in seminars (missed seminars cannot be counted towards integration hours). More information is provided by Faculty Field Liaisons. 

[bookmark: _Toc219814604]Professional Development Hours 
PD hours are time spent engaging in self-directed professional development (workshops, conferences, trainings, webinars). Students may count a maximum of 10% of their minimum hours on professional development. Professional Development activities may be conducted synchronously or not and can be completed outside of the regular placement schedule. Professional Development activities should connect directly to a student’s learning plan and should be discussed with the student’s field instructor and/or faculty field liaison. Agency required trainings and orientation do not count towards Professional Development but should be included in Practice Hours.  


[bookmark: _Toc219814605]Reading week
Students are not scheduled to be in their field practicum over the Residential Reading weeks. However, students may individually arrange with field instructors to attend placement during reading week. Students may not attend practicum when Trent University is closed (i.e. Statutory Holidays or during the Trent University Winter Closure).  

[bookmark: _Toc219814606]Absences
Students are expected to attend Field Placement on scheduled days. Occasionally, students may become sick or have compassionate reasons (e.g., a serious personal or family issue) to be away from practicum. Students are responsible for promptly notifying the Field Instructor in an unavoidable absence. Students must meet their minimum hour requirement (3rd year - 240 hours (about 1 and a half weeks), 4th year - 460 hours); students will be required to make up hours if they are short of these numbers. Students may not accumulate hours for the purpose of ending placement early but may take time off placement if they have extra hours, provided it is approved by their FI and FFL.

Students absent from their field education practicums without valid reasons may receive a failing course grade. In the case of prolonged absences, it is the students’ responsibility to notify their Field Instructor (via email or voice mail), Faculty Field Liaison and Field Education Coordinator and keep them up to date about their estimated time of return. Upon return, the student should develop a plan with the Field Instructor for covering the missed time and learning outcomes. While reasonable effort will be made to support students who are absent for a prolonged period for legitimate/acceptable reasons recuperate lost practicum time, it may not be possible in some circumstances for students to successfully meet course requirements. It may be necessary to repeat the practicum the following year.

[bookmark: _Toc219814607]Practice Objectives
Placement Learning and Integration is guided by the Practice Objectives (categories students are to structure their learning in) set out in the Learning Plan. All students, regardless of their placement context, are required to engage in each Practice Objective. 

1. Professional Social Work Identity: develop a professional social work identity in line with social work values and ethics of the social work profession. Students demonstrate the ability to understand and apply the guidelines of the Canadian Association of Social Workers Code of Ethics, and social work core values and principles;
2. Professional and Reflective Practice: practice reflectively and apply methods of critical thinking and inquiry into social work practice;
3. Engagement with Individuals, Groups, and Communities: develop social work skills to enable them to work effectively through a planned change process with individuals, families, groups and communities;
4. Equity, Diversity, and Social Justice: demonstrate knowledge about the ability to provide effective service to individual service users whose identities encompass and intersect a range of social positions;
5. Indigenous Peoples and Communities: demonstrate an understanding of the historical and present-day roles that social workers have in the lives of Indigenous peoples and community members;
6. Environmental Sustainability and Ecological Practice: understand the need to create ecologically sustainable communicates and challenge environmental injustices;
7. Policy: understand how social policies, in various forms, influence the services provided by the agency, and ultimately, service users and communities. Students understand various forms of oppression, and develop professional practice orientations and frameworks in keeping with social justice outcomes;
8. Research: apply research skills to develop a deeper professional understanding of the experiences of service user.

[bookmark: _Toc96451][bookmark: _Toc96466]It is anticipated that the development of learning will occur over the two field placement experiences, as Individual placement settings might not be able to provide opportunities to fill each Learning Outcome in each Practice Objective. The Learning Plan is the primary authority on practice objective details.  

[bookmark: _Toc219814608]Transportation to/from Placement 
The majority of placements are in person, and we strive for student placements to be within a one-hour drive from the student’s assigned campus. The majority of placement agencies that volunteer to take a Trent BSW student are located in Durham (Oshawa/Whitby) or Peterborough. There are a small number of remote placements available each year (depending on agency capacity), though they tend to be primarily indirect practice in nature.

It is a student’s responsibility to arrange transportation to and from their assigned field agency. Time spent commuting to/from placement does not count towards placement hours unless otherwise indicated by agency policy.
[bookmark: _Toc96481]
[bookmark: _Toc219814609]Potential Agency Requirements
Certain placement agencies may have several requirements that students must be able to meet to complete a placement with them. The Department will communicate these requirements to students as part of the matching process, but students are responsible for verifying the requirements as part of their interview/preparation. Requirements may include completion of a Criminal Record Check with or without a Vulnerable Sector Screening, Proof of Full Covid Vaccination (2 doses), a mask fitting, proof of immunization, First Aid/CPR Training, ASIST (or comparable), and/or NVCI (or comparable). 

[bookmark: _Toc219814610]Vulnerable Sector Screening
Some (but not all) placement agencies will require students to complete a Criminal Record Check (CRC) with a Vulnerable Sector Screening (VSS). Students must let the Field Education Coordinator know (through the Placement Planning Form) if they are unable to provide a “clear” CRC and/or VSS, as it will impact planning. If a placement agency requires a VSS, they will provide students with a letter indicating the nature of the authority over a vulnerable person. The Department cannot provide this letter to students on the agency’s behalf. Students may want to enquire about this letter during their interview with their placement agency. Students can request a police check/VSC in their home community or where they are living for school, provided they have proof of address.

Students may be ineligible to begin field placement without a recent (within 3-6 months) vulnerable sector check.  An agency may elect to withdraw its field placement offer or delay the start date if a student fails to provide an up-to-date vulnerable sector check on the first day of field placement. This means that a student with a criminal record that is unacceptable to a placement agency may be unable to complete the program. Given the timelines for police to complete these screenings, students are expected to apply for these checks as soon as their placement is confirmed.  Some police services require additional forms to be completed by the Department. 

If any agency has an internal screening process (mostly Justice organizations), students are to submit a letter/indication that their screening has been completed by their placement agency after their placement agency has approved the screening. Students may not receive a copy of their screening results.  

[bookmark: _Toc219814611]COVID Vaccinations 
Many placement agencies require placement students to be fully vaccinated against COVID-19. Inability to provide proof of vaccination (or approved medical exemption) may prevent students from completing their placement with specific agencies.

[bookmark: _Toc219814612]Other health requirements (immunizations, mask fitting, etc.)
Certain placements in residential, education, or health care settings may require specific medical screenings, which may include but not be limited to, a medical examination, tuberculosis testing (step 1 or step 2), vaccinations, confirmation of immunization, and/or a mask fit test.  Students are responsible for ensuring they are aware of and able to meet these requirements and for any costs associated with these measures.   

[bookmark: _Toc219814613]Access to a vehicle
Certain placement agencies require students to have access to a vehicle to get to/from placement and/or during placement hours. While students are not permitted to transport clients in their vehicles (per Trent University policy), they may need to arrange transportation to various locations during placement time. Some agencies require students to drive themselves to their site due to their confidentiality protocols. 

[bookmark: _Toc219814614]CPR/First Aid
Some agencies require students to have a valid first aid certificate. The Department does not organize training for students.

[bookmark: _Toc219814615]Non-Violent Crisis Intervention
Some agencies require students to have a valid NVCI certificate (or comparable one-day de-escalation training). The Department does not organize trainings for students.

[bookmark: _Toc219814616]Applied Suicide Intervention Skills Training
Some agencies require students to have a valid ASIST certificate (or comparable two-day suicide intervention training). The Department does not organize trainings for students.

[bookmark: _Toc219814617]PLACEMENT MATCHING
The Field Education Coordinator is responsible for recruiting and confirming placement positions/agencies and coordinating the matching process for students. In confirming agency partners, the Field Education Coordinator considers each agency's ability and willingness to host students and its ability to provide quality learning opportunities. Agencies also must be willing to enter into a Student Work Placement Agreement with the University. 

[bookmark: _Toc219814618]Process
Both the Third-year and Fourth-year field placement planning processes involve the following steps:
 
1) [bookmark: _Hlk173936089]Students attend the Experiential Learning Orientation
· Students attend mandatory pre-placement orientation sessions, which include pre-placement logistics and planning mechanisms for both third and fourth years.

3000Y Timeline: early September of third year. 
4000D Timeline: Not applicable 

2) Students complete a Field Placement Information Form 
· The Field Education Coordinator sends the Field Placement Planning Form to students. Responses are used to recruit potential agencies. 

3000Y Timeline: opens early September, closes mid/late September 
4000D Timeline: mid February to early March

3) FEC recruits placement agencies
· The Field Education Coordinator recruits potential placement agencies and field instructors based on the student’s planning form and community agencies’ interests/alignment.
· Students are not to contact placement agencies directly during this time unless otherwise discussed with the FEC or indicated by the placement agency list on Blackboard.

3000Y Timeline: Mid-September to Mid-October
4000D Timeline: Early February to early May

4) Students complete the Placement Matching Form
· FEC sends a list of available placements to students and the Placement Matching Form.
· Students complete the Placement Matching Form, indicating between 5 to 7 positions they would be interested in/able to complete. Students should ensure that they are able to meet the indicated agency requirements.

3000Y Timeline: Mid-October
4000D Timeline: Early May to mid-May

5) Students apply to competitive placements (optional)
· Students are welcome to research agencies that accept placement applications directly from students. Please consult the Placement Agency list on Blackboard as a starting point. 
· Students apply directly to as many positions as they would like, letting the FEC know when they have applied.
· Students must still complete the Placement Matching Form and will be matched with a placement by the FEC if they are not successful in their direct application.  

3000Y Timeline: Early October to early November
4000D Timeline: Early March to early July

6) FEC develops prospective placement matches
· Based on available placements, agency requirements, the completed placement matching form, and strategies to optimize creating as many successful placement matches as possible, the FEC creates a prospective placement match for each student.

3000Y Timeline: late October
4000D Timeline: late May

7) FEC informs students of prospective placement matches
· FEC informs students, via email, of their prospective placement agency (based on planning form, agency availability, and other information)
· Students review prospective matches and inform FEC of any conflicts or reasons they cannot complete their placement with their assigned agency.
· If there is a conflict, the FEC will generate a new placement match for students

3000Y Timeline: Late October
4000D Timeline: Mid to late May

8) FEC connects students to prospective agencies
· FEC sends an intro email connecting the student to the agency, with the expectation that students follow up with the agency OR
· FEC provides students with agency contact information (per agency request), and students are to connect with the agency directly
· Students are responsible for connecting with the agency and should have an updated resume and cover letter ready. 
· FECs will review resumes and offer tailored feedback/suggestions to students who request it. Students should request this before placement matches are drafted to ensure there are no delays in sending documents to prospective placement agencies. 

3000Y Timeline: Late October
4000D Timeline: Mid May to mid June

9) Students attend a “Placement Interview” with the agency 
· Students are responsible for organizing this interview
· May be virtual or in-person.
· Students should prepare by reviewing the “Tips for a placement interview” resource on Blackboard, ensuring they know the placement start/end date and other administrative details, reviewing the agency website, and preparing questions to ask in the interview. 
· Students should ensure they understand the agency requirements, including but not limited to dress code, placement context, whether a VSC is required, if proof of immunization is required, etc.
· Students are expected to be open-minded to the opportunity offered and successfully navigate the agency pre-placement interview, keeping in mind that this is a generalist BSW program – students are expected to learn transferable knowledge, values, and skills across roles and populations.
· Students are welcome to book one one-on-one or group appointments with their FEC for additional interview support/preparation/etc. 

3000Y Timeline: Early November to Early December
4000D Timeline: Mid-May to early August

10) Students let FEC know of outcomes
· Students must let the FEC know, by email, if/when a placement offer is extended and accepted. At this point, the placement is considered informally confirmed.
· If students are not successful, they repeat steps 4-8 until they are

3000Y Timeline: ASAP
4000D Timeline: ASAP

11) The FEC completes relevant paperwork with agencies
· Agencies need to be vetted by the University from a Risk Management perspective. The Social Work Department needs to ensure that they can meet CASWE’s and the Department’s placement requirements.
· Trent does not require that students complete specific paperwork with the agency. An email/phone offer/acceptance is sufficient to consider the placement confirmed.

3000Y Timeline: Late November to early December
4000D Timeline: August

12) Students and Field Instructors attend a placement orientation
· Placement Orientation sessions, held in early January for SWRK-3000Y and early September for SWRK-4000D, review the important forms, policies, and procedures for placement.

3000Y Timeline: Early January
4000D Timeline: Early September

[bookmark: _Toc219814619]Planning at a glance
	
	SWRK3000Y
	SWRK4000D

	1. EL Orientation
	Sep
	N/A

	2. Placement Information Form
	Sep
	Mar

	3. Agency Recruitment
	Sep to Oct
	Mar to May

	4. Placement Matching Form
	Oct
	May

	4. Competitive Placements
	Oct to Nov
	Mar to May

	5. FEC develops potential placement matches
	Oct
	May

	6. FEC informs students of matches
	Oct
	May

	7. Students connect to the agency
	Oct to Nov
	May to Jun

	8. Students interview with the agency
	Nov to Dec
	May to Aug

	9. Students let FEC know of outcomes
	ASAP
	ASAP

	10. FEC completes paperwork with agencies
	Nov to Dec
	Aug

	11. Students and FIs attend orientation
	Jan
	Sep



[bookmark: _Toc219814620]Placement Interviews
All students are required to complete a Placement Interview with their designated placement. Placements cannot be considered finalized without a successful interview (unless otherwise determined by the placement agency). Students are responsible for arranging this interview with their placement agency.

Students may book a one-on-one or group appointment with their FEC to help prepare themselves for their placement interview(s). These appointments will be student directed but could involve practicing interview skills, talking about the specific agency/interview, discussing strategies/tips, etc.  

[bookmark: _Toc219814621]Communication Timelines
Students must check their Trent email regularly (at a minimum, alternate days) and respond/reply to both agency personnel and the Field Education Coordinator promptly (within two days). This includes the summer break for the Fourth-Year placement. 
Please note that if students do not respond to the Field Education Coordinator or agency personnel promptly, another student may be offered the placement in their stead. 

Significant and persistent delays in communication may result in a student being unable to secure a placement. 

Students are expected to conduct themselves in a respectful, open-minded, and professional manner when communicating with community partners. Students should be mindful of their tone, grammar, professionalism, and attitude when they are communicating by email, telephone, and in person. 

[bookmark: _Toc219814622]Students Contacting Agencies Directly
In response to community agency requests, students are not permitted to contact field agencies and/or field instructors to arrange their own field placements (except for agencies that explicitly indicate students should contact them directly on their websites). Doing so will result in a Department of Social Work Professional Suitability Review because doing so risks losing that placement opportunity for students over the years to come. Given the shortage of field placements across the country, all Field Education Coordinators must constantly be mindful of the needs of the community agencies and the needs of the program to develop long-term relationships with community agencies.

If a student knows of an agency that is interested in taking on students, the Field Education Coordinator is always happy to receive leads for follow-up on the potential for long-term placement commitments. Students who have connections with community agencies from previous work, volunteer, or personal experience should connect with the FEC before discussing any potential placements with their connections. Potential placements developed through these connections would be available to any student, not solely the student who provided the lead. 

Please be aware that often, individuals in an agency are interested in having a student, but the broader agency does not support it, in which case the placement cannot occur. 
[bookmark: _Toc96504][bookmark: _Toc96477]
[bookmark: _Toc219814623]DURING PLACEMENT
Students are responsible for completing several requirements while completing placement. Each of these pieces is required to receive a “Pass” in the course. Failure to complete these requirements (or other requirements as defined by your Faculty Field Liaison) may result in a “Fail”. 

[bookmark: _Toc219814624]Placement Administration Paperwork
In the first two weeks of placement, students will be required to complete/submit several pieces of paperwork. All paperwork requirements will be outlined as a Checklist on Blackboard. 

[bookmark: _Toc219814625]Integration Seminars 
Integration seminars offer spaces where students can actively reflect on their placement experiences. Faculty Field Liaisons are the integration seminar leaders and are vital in supporting students to make important academic links between theory and practice. Integration seminars allow students to link what they have learned in courses to real-life practice experiences at their assigned placement agencies.  Integration seminars are a fundamental element in students’ social work education and must occur concurrently with the student’s work in the community agency. 

Students may count up to 12 hours during third-year placement and 23 hours during fourth-year placement of Integration Seminar time towards their placement hours. Active participation in seminar is required for these hours to be counted towards placement. 
[bookmark: _Toc96505]
[bookmark: _Toc219814626]Relevant Placement Documents

[bookmark: _Toc219814627]Learning Plan 
The Learning Plan outlines student learning goals and objectives for field education.  A blank copy of the Learning Plan form is in SharePoint. Instructions on drafting the Learning Plan will be given in the first two placement seminars.  The field instructor and student will collaboratively develop the Learning Plan, which outlines the student’s goals and learning objectives, during the first three to five weeks of field placement. The Learning Plan should be signed by the student, Field Instructor, and Faculty Field Liaison at this time, indicating general acceptance of the proposed learning. Learning Plans may still be modified after this point. The student will upload the document to SEP at the end of placement.  They will also discuss supervision, BSW policies, assessment, placement activities, evidence collection, necessary forms, recording placement hours, and conflict resolution. Students will be expected to collect and record evidence across the placement that demonstrates how and when they have met the required objectives and goals. 
 
The Learning Plan is intended to be a working document.  Initial goals and objectives may be modified or changed throughout the placement as students’ learning needs become clearer and learning tasks change or new ones become available. The Faculty Field Liaison will provide full instructions to students on how to complete the Learning Plan during the seminar.  
 
The Learning Plan will be reviewed and updated as part of the Midterm Progress Review with the field instructor.  It will also be reviewed as part of the Final Progress Review. 

[bookmark: _Toc219814628]Midterm and Final Progress Review
Students are reviewed based on the criteria and processes outlined below and in the course syllabus.   Assessment includes reviewing and evaluating students’ progress in terms of Field Education Learning Objectives outlined in the Learning Plan, a Midterm Progress Review form, a Final Progress Review form, and successful completion of SWRK 3000Y or SWRK 4000D course assignments. Detailed instructions will be provided by the Student’s Faculty Field Liaison.
 
Field Instructors have a supervisory role. Although a collegial relationship, the Field Instructor is responsible for assessment.  Participation in negative conversations about their Field Instructor or any agency personnel may be considered unprofessional behaviour (please see Professional Suitability Policy). 
 
Assessment of students in field placement occurs on an ongoing basis.  This process encourages an opportunity to highlight student strengths, ongoing learning needs, and opportunities.  Students are formally assessed at the mid-point and end of the field placement. Should, at any point, the student or field instructor have concerns about the field placement and/or students’ progress in the field placement, the student and field instructor should address this at the point it occurs.  If needed, the Faculty Field Liaison should be contacted and involved.   

Timeline
Normally, the Midterm Progress Review takes place around the 5–6-week mark for third-year placements and the 10–12-week mark for fourth-year placements. Specific dates will be provided by the students’ FFL. Students and Field Instructors are to complete a Final Progress Review before placement ends. Typically, students are encouraged to complete the Final Progress Review a week before placement ends. 

The student and Field Instructor review the student’s learning goals and objectives, activities, feedback, and evidence of learning. Students need to produce documented evidence regarding how they met the required learning goals and objectives. Field Instructors need to provide concrete feedback about students’ progress and how they can improve specific areas. The Field Instructor and student complete the formal Midterm Progress Review using the Assessment form in SharePoint. The Faculty Field Liaison does not attend the Midterm Progress Review meeting but does review, approve (or reject), and sign the Midterm Progress Review form. 

[bookmark: _Toc219814629]Timesheet and Supervision Record
Students are responsible for accurately recording their placement hours in the Timesheet and Supervision Record. Students are to record their Practice Hours, Supervision Hours, Integration Hours, and Professional Development Hours separately, as there are maximums for each category set out by CASWE.
[bookmark: _Toc96490]
Entering Hours into the Timesheet and Supervision Record 
 
[bookmark: _Toc96506]Students must enter their hours regularly (weekly at a minimum) for insurance purposes. Students must also ensure they count their hours properly and do not double-count hours in the various columns, as the Timesheet is formatted with mutually exclusive hours. The timesheet will automatically calculate the total number of hours daily. 

Practice (P) hours are time spent working on placement activities/learning during placement time, excluding uncredited breaks (i.e., lunch), Supervision hours, and Integration Hours, but including credited breaks (typically 15 minutes in the morning and afternoon, depending on how placement agencies structure their days). If (and only if) agencies/programs operate on a working lunch basis, then lunches may be included in a student’s timesheet. Lunches may be designated as “working” only by the agency. If a student chooses to work through lunch, they may not count this time towards placement. 
 
Field Instructor (FI) supervision hours are time spent in one-on-one (or group) supervision with your Field Instructor, regardless of whether they have a BSW or MSW. Supervision may be facilitated differently across placements and may not be a continuous hour facilitated during a specific day.  
 
Faculty Education Advisor (FEA) supervision hours are only recorded for students whose Field Instructor does not have a BSW or MSW. Seminar time does not count towards supervision hours.  
 
Integration (I) hours are time spent in placement seminars, up to 5% of the minimum hours (i.e., 12 for Third-Year placement and 23 for Fourth-Year placement). Students are not permitted to record more than 5% of the minimum hours for Integration Hours and can only record the time they spent in seminars (missed seminars cannot be counted towards integration hours). More information is provided by Faculty Field Liaisons. 

Professional Development (PD) hours are time spent engaging in self-directed professional development (workshops, conferences, trainings, webinars). Students may count a maximum of 10% of their minimum hours on professional development. Professional Development activities may be conducted synchronously or not and can be completed outside of the regular placement schedule. Professional Development activities should connect directly to a student’s learning plan and must be approved by their Field Instructor and/or Faculty Field Liaison. Agency-required trainings and orientation do not count towards Professional Development but should be included in Practice Hours.  

[bookmark: _Toc219814630]Supervision 
Throughout supervision with their field instructor and during the integration seminars, students are expected to share their placement experiences and critical reflections concerning the student’s agreed-upon learning objectives. The purpose of the supervision and integration seminars is to assist students with integrating placement learning with theory and other classroom learning. It is both a process and a relationship that centres on accountability, support, professional and personal development, and reflective practice. (Morrison & Hathaway, 2014). Students are expected to use supervision time with their Field Instructors to enhance their learning in the field. Importantly, this is also the time when students should solicit and receive feedback from Field Instructors that can be used to further develop their skills. (Carroll & Tholstrup, 2004). 

Students will negotiate the structure of supervision with their Field Instructor. Normally, supervision consists of 1-1.5 hours of supervision weekly.  Supervision will also occur on an ad hoc basis throughout the student placement. Students may also be directed to other agency staff from time to time to answer questions and provide consultation. If a student’s Field Instructor is unable to provide this Supervision time, students should connect with their Faculty Field Liaison for guidance. 

When there are no staff members with a BSW or MSW to provide social work supervision to a student, they will be provided with bi-weekly supervision from the FEA. Students are to count their FI and FEA Supervision hours separately from each other and their Practice Hours in their timesheet to avoid double-counting hours.  
[bookmark: _Toc96510]
[bookmark: _Toc219814631]Site visit(s) 
Faculty Field Liaisons will attend a site visit with students and field instructors at least once in the fall term (fourth-year students only) and at least once in the winter term (both third- and fourth-year students), typically around the mid-point of the term. The purpose of the site visit is to ensure that appropriate learning tasks, supervision, conflict resolution, and activities are taking place.  Additional meetings may be required to address difficulties in the placement. Faculty Field Liaisons will contact the Field Instructors at the beginning of the field placement to introduce themselves, provide contact information, answer any questions the Field Instructors may have, and schedule a mutually agreeable time for the site visit(s). 

[bookmark: _Toc219814632]Technology 
Students will be expected to use several online platforms during their placements to meet Trent’s requirements, including Blackboard, Student Experience Portal, and SharePoint. 
[bookmark: _Toc96478]
[bookmark: _Toc219814633]Blackboard  
Students in placement will make use of three blackboard sites: The Professional Years Blackboard, 3rd/4th year placement paperwork, and the SWRK-3000Y/4000D course.

Professional Years
Will host blank copies of various placement documents, including the checklists, learning plan, and schedule, as well as various resources.

3rd/4th year placement paperwork 
Students will submit all placement administration paperwork to this course.

SWRK-3000Y/4000D course
Students will submit their seminar assignments/requirements to their FFLs through this site.
[bookmark: _Toc96480]
[bookmark: _Toc219814634]SharePoint 
Students will be given access to their SharePoint Folder via email. SharePoint hosts the cloud-based Learning Plan and Progress Review, and Timesheet. Students, Field Instructors, Faculty Field Liaison, and the Field Education Coordinator will all have access to and complete documents in SharePoint during placement. More instructions will be provided during Orientation.

[bookmark: _Toc172115180][bookmark: _Toc96512][bookmark: _Toc219814635]POST PLACEMENT
[bookmark: _Toc172115181][bookmark: _Toc219814636]Field Placement Feedback 
Feedback and evaluation from students and Field Instructors are important components of BSW quality review, assurance, and accreditation.  Evaluations help us to determine how we are doing as a BSW program, if we are meeting our Field Education Learning Objectives, if we are true to our motto and mission statement, and what needs to be improved, developed, or discontinued. 

[bookmark: _Toc172115182][bookmark: _Toc96513][bookmark: _Toc219814637]Student Evaluation of Field Placement 
Similar to course evaluations, students will be asked to complete and submit a Student Evaluation of Field Education form at the end of both third-year and fourth-year placements. The form will be kept confidential and will allow students to provide feedback about their placement experiences. Agencies will not be given copies of individual student evaluations. If an agency, Field Instructor, or Faculty Field Liaison requests feedback, the Department of Social Work will generalize the feedback and provide them with a synopsis. It is expected that students will provide fair and constructive feedback. 

[bookmark: _Toc172115183][bookmark: _Toc96514][bookmark: _Toc219814638]Field Instructor Evaluation of Field Placement 
Field Instructors are also allowed to provide feedback concerning their 
experience of Field Education experience and the Field Education process. The Field Instructor Evaluation of Field Education form will be kept confidential and should be completed once placement is finished. 

[bookmark: _Toc219814639]Field Instructor Thank You Gift
Towards the end of placement, the Department will provide students with a thank-you gift to give to their Field Instructors. More details will be provided by your Field Education Coordinator. 

[bookmark: _Toc96494][bookmark: _Toc219814640]POLICIES, PROCEDURES, AND GUIDELINES
[bookmark: _Toc219814641]Accommodation and Accessibility in Placement 
Flexibility for students with documented disabilities is important and may require accommodation in a course or field placement situation.  See Departmental Policy on Accommodation and Trent University Policy on Accessibility. 

The Field Education Coordinator, student, SAS, Faculty Field Liaison, and Field Instructor will work collaboratively to support the student, so they have accommodations to facilitate their success. Not every placement agency will be able to provide every accommodation, so students should inform the Field Education Coordinator of any accommodation requests when completing the Field Placement Planning Form to allow sufficient time for planning. Certain accommodations may preclude students from completing a placement with specific agencies. As field partners change every year, the Department cannot guarantee that all student accommodations will be met.

Examples of field-related accommodations:
· Increased number of breaks (only 30 minutes of breaks may be counted towards placement time per day)
· Additional time to complete case notes
· Quiet space to complete paperwork
· Use of headphones
· Remote placements
· Placements within a certain distance from a student’s home (this will limit placement options)

[bookmark: _Toc96495][bookmark: _Toc219814642]Limits of Confidentiality  
The Social Work Program recognizes that the safety and confidentiality of students or others who have been subject to unprofessional conduct under the policies listed above must be an important priority. The program must balance the need for confidentiality against its duty to protect present and future students or persons who might otherwise be placed in jeopardy by a student who is acting in an unprofessional or unethical manner.  
· Information disclosed during meetings with Field Instructors, the Field Education Coordinator, or the Director will not be kept confidential if the information raises concerns about the student’s capability of assuming the professional responsibilities of social work practice. 
· Field Instructors, Faculty Liaisons, and/or the Field Education Coordinator and/or the Director will share pertinent information respectfully and professionally, to identify student issues and enhance problem-solving about the concerns. 
· The Social Work Department reserves the right to share information with the Social Work Faculty, the members of the Professional Suitability Review Committee, other members of the university, and third parties as required by law, Social Work Specific Policies, and University regulations. 

[bookmark: _Toc96496][bookmark: _Toc219814643]Discrimination and Harassment in Placement 
The Department of Social Work (students, staff, and faculty) adheres to Trent’s Discrimination and Harassment Policy and Campus Violence and Harassment Policy.  Trent University is committed to providing a learning, working, and residential environment that is free from discrimination and harassment. 
 
If students believe that they have been harassed or discriminated against, they should discuss the situation directly with the Field Instructor, Faculty Field Liaison, or Field Education Coordinator as soon as possible. 
 
As already mentioned, students on campus and at field placement are covered by Trent policies and the Ontario Human Rights Code. Agency employees are not bound by Trent policies the way students are and will be beholden to relevant employee legislation and agency policies. If an incident occurs during field placement, the Department of Social Work will engage in discussions with the student and a placement agency representative to take reasonable steps to address complaints of discrimination and harassment. 

[bookmark: _Toc219814644]Paid Placements
Placement learning hours are voluntary hours and generally not paid. If an agency requires students to be paid for their placement hours, the Department will work with the agency to accommodate this. In this case, the placement must still meet the Department’s placement expectations/requirements, and the student’s learning must remain the primary objective. Students are not covered by the Ministry’s Workplace Accident and Injury and Errors and Omissions Insurance when completing a paid placement.

Trent makes efforts to avoid placing students with an agency that they are current or former employees of. Students may complete their placement in their current or former employers, provided they are in a different department, completing different activities, supervised by a different staff member than their work supervisor, and it has been cleared by the department. Students cannot complete placement hours as part of their current/regular job; the placement hours must be mutually exclusive from their employment contract.

[bookmark: _Toc219814645]Conflict of Interest 
Placements may be compromised by perceived conflicts of interest, such as family members on the Board of Directors or students who have used this service before. Students are obliged to inform the Field Education Coordinator of any actual or perceived conflicts when completing the Placement Matching Form. 

[bookmark: _Toc219814646]Use of a student’s personal vehicle for placement
The University and Social Work Department prohibits students from using their own vehicle to transport agency service users. 

Trent does not provide any form of insurance for private vehicles or insurance for any personal items that may be damaged or stolen while located in private vehicles. Students may use their personal vehicles for agency/placement-related tasks (dropping off paperwork, meeting clients in the community, etc.), and should connect with their Field Instructor if they have any questions about using their vehicle. Consult your insurance agent if you have any questions.

[bookmark: _Toc96499][bookmark: _Toc219814647]Dress Code and Professionalism 
Professional attire that is appropriate for the placement setting and follows agency policy must be worn. In some cases, this may be business casual or more formal attire. In other situations, it may be appropriate to dress more casually. Students are expected to learn about dress code expectations from their Field Instructors before starting their placements. In addition, as a student in Trent’s BSW program, you represent the social work profession. Your behaviour, communication, and deportment must be professional. Each student is responsible for meeting these expectations during field placements. 

[bookmark: _Toc96500][bookmark: _Toc219814648]Insurance and Personal Safety 
Student safety is a priority in field placements. Placement (placement) students are considered unpaid workers under the Occupational Health and Safety Act (OHSA) solely for health and safety. Other employment-related legislation does not apply. 
 
Students are responsible for protecting their safety by: 
· Treating health and safety as a serious and important issue. 
· Contacting your Field Instructor immediately if you have questions or concerns concerning safety. You may refuse to participate in a situation until your safety concerns have been addressed. 
· Arranging office furniture with personal safety in mind (e.g., always have a path to the door). 
· Normally not working alone in a building.  If working alone, make sure a safety plan is in place and emergency phone numbers and/or contacts are available. 
· Informing the Field Instructor or other staff of when and where service users will be visited. 
· Immediately reporting any workplace injury sustained while on placement to the Field Instructor and Field Education Coordinator. 

[bookmark: _Toc219814649]Workplace Accident and Injury Insurance Coverage
The Workplace Safety and Insurance Act (WSIA) covers placement (placement) students, and the Government of Ontario, through the Ministry of Training, Colleges, and Universities (MTCU), provides students who are participating in an unpaid work placement with Accident and Injury Insurance.  The following documents are required for students to have insurance coverage:
· A valid Affiliation Agreement between the Placement Agency and Trent University (students are not part of this process)
· Due-Diligence Checklist (students complete this with their field agency within the first two weeks of placement. For more details, see the placement documents checklist on Blackboard) 
· A Safety Orientation Checklist (students complete this with their field agency within the first two weeks of placement. For more details, see the placement documents checklist on Blackboard)
· A Student Declaration of Understanding (students complete this directly in the Student Experience Portal within the first two weeks of placement)

If these documents are not completed within the first two weeks of placements, students may have their placements paused until they are submitted to meet the Ministry’s safety requirements. 
 
[bookmark: _Toc96502][bookmark: _Toc219814650]Student Injuries
If a student is injured while on Placement, the student, Field Instructor, and Field Education Coordinator must work together to determine if an insurance claim is to be submitted and then to complete the relevant paperwork. 

Steps: 
1. Inform Trent/Social Work of the injury: The student is required to notify within 24 hours and immediately, where possible, the Agency Field Instructor (Placement Employer), the Department Faculty Field Liaison, and the Field Education Coordinator. 
2. Determine if an insurance claim is required: The Field Education Coordinator works with Trent’s Risk Management Department (in consultation with the student) to determine if an insurance claim is required. If one is required, move to step 3. If no insurance claim is required students should follow all agency protocols. 
3. Fill out relevant paperwork: The Field Education Coordinator (with assistance from The Faculty Field Liaison, student, and Field Instructor), completes the Unpaid Student Placement Injury Report form and the MTCU Postsecondary Student Unpaid Work Placement Workplace Insurance Claim form. The Placement Agency must complete the Letter of Authorization to Represent the Employer form (provided by the FEC)
4. Submit documentation (within 72 hours of the incident occurring) to Trent University and the Ministry. The Field Education Coordinator submits all paperwork on behalf of the agency and student. 
5. Trent University completes the Employer Report of Injury. Trent submits this form to the MTCU with copies to the student, as required.  Risk Management assumes the role of the Placement Employer to manage the claim for the duration of the student’s claim (if a signed Letter of Authorization has been provided.) In the event of a lost-time injury (i.e., the student is unable to continue with the placement) this will involve regular contact with the student, WSIB, Placement Employer, health care professionals and the Department of Social Work. 
6. Follow all Agency policies. Students must also follow any policies set out by their placement agency. 

[bookmark: _Toc219814651]Errors and Omission Insurance
Placement is an opportunity for students to grow and reflect, and mistakes are bound to happen. Students should inform their Faculty Field Liaison if they make a significant mistake. In the event of an egregious mistake, students will be provided with a lawyer by the University/Ministry of Colleges and Universities, whose Error and Omission Insurance will provide any financial payouts required because of legal action. 

[bookmark: _Toc96487][bookmark: _Toc219814652]Difficulty Securing a Placement 
The Field Education Coordinator will work with students to secure a field placement learning opportunity. However, the Department of Social Work cannot guarantee that a field placement will be found for every student. Each student will be assigned to a potential learning opportunity and take part in an agency pre-placement interview. Should a student be repeatedly declined (after two pre-placement interviews) by field learning sites following agency pre-placement interviews, it will be difficult to secure a learning opportunity for this student. If a student is repeatedly declined by field learning sites, the student will be invited to meet again with the Field Education Coordinator and/or the Director of the Bachelor of Social Work program. 
[bookmark: _Toc96491]
[bookmark: _Toc219814653]Absences from placement due to illness/personal reasons 
Students are expected to attend Field Placement on scheduled days. Occasionally, students may become sick or have compassionate reasons (e.g., a serious personal or family issue) to be away from placement. Students are responsible for promptly notifying the Field Instructor in the event of an unavoidable absence. There are additional hours built into the placement schedule that allow for a few hours of absence that do not need to be made up (see the current schedule for specific details).  As per the Attendance Policy, supporting documentation may be required. Missed hours within the yearly total placement hours must be made up, which may require attending placement on additional days. 
 
In the case of prolonged absences, it is the student’s responsibility to notify their Field Instructor (via email or voice mail), Faculty Field Liaison, and Field Education Coordinator and keep them up to date about their estimated time of return. Upon return, the student should develop a plan with the Field Instructor for covering the missed time and learning outcomes. While reasonable effort will be made to support students who are absent for a prolonged period for legitimate/acceptable reasons to recuperate lost placement time, it may not be possible in some circumstances for students to successfully meet course requirements. Students who are absent from their field education placements without valid reasons may receive a failing grade in the course. 

[bookmark: _Toc219814654]Receiving and Giving Gifts

Receiving gifts
The CASW’s Code of Ethics (CASW, 2024) stipulates that the social worker’s relationship with service users is designed to benefit service users. Social workers (and social work students) must not seek personal gain from their interaction with service users. The Ontario College of Social Workers and Social Service Workers further clarifies that social workers (and students) should ask themselves a number of questions before accepting a gift from a service user/client given the power dynamics. Questions such as “What are the circumstances under which the gift was given? Was there a conflict between member and client? What is the intention of the client in offering a gift (is it motivated by thanks, fear, desire for a more intimate relationship, etc)? What is the monetary value of the gift?” should be reflected on and may be discussed with a student’s field instructor and/or Faculty Field Liaison (Ontario College of Social Workers and Social Service Workers, 2004).

Giving Gifts
If a student would like to recognize the positive impact of one of their instructors (academic or field) they can offer a card or letter of thanks or nominate the instructor for an outstanding teaching award. 


[bookmark: _Toc96519][bookmark: _Toc96515][bookmark: _Toc219814655]Labour Disruptions 
The Department of Social Work recognizes that for students in placement in a unionized environment, a labour disruption during placement is a possibility.  Students are encouraged to speak to the agency about the potential for a labour disruption and the agency’s policy around students in placement during a labour disruption.  If a labour disruption is possible, this information should be immediately shared with the Field Education Coordinator. If a labour disruption/strike happens, the following principles will apply. 
· Students who are in a placement site where the Field Instructor or other professionals engaging in social work practice are on strike shall not cross the picket line to perform duties associated with their placement. 
· Students will develop an individualized plan in collaboration with their Faculty Field Liaison to undertake alternate learning opportunities including revising the Learning Plan. 
· A maximum of 50 hours may be spent on independent learning while a student’s placement agency is on strike. If the strike has not been resolved within two weeks, the Field Education Coordinator will work with the student to negotiate further arrangements such as delaying the placement and/or finding a new placement. 

Roles and Responsibilities in the case of a Labour Disruption/Strike 
Field Instructor/Agency: 
· To inform the student of a labour disruption/strike as soon as possible. 
· If possible, before the strike, discuss with the student and Faculty Field Liaison what types of learning opportunities might be available. 
· It is not the responsibility of the field instructor to supervise or advise students during a strike. 
 
Student: 
· To inform their Faculty Field Liaison and the Field Education Coordinator of a labour disruption/strike at the placement site. 
· To meet with their Faculty Field Liaison to revise and renegotiate the Learning Plan, possibly developing new learning objectives or new tasks to meet current objectives. 
· To seek supervision and advice from the Faculty Field Liaison for the duration of the strike. 
· Will not cross the picket line or seek to perform regular placement duties outlined in the original Learning Plan with the agency. 
· If the strike continues for more than two weeks, the student should meet with the Field Education Coordinator to discuss options (see above). 
 
 Faculty Field Liaison: 
· Contact the Field Instructor to determine what learning opportunities are available to the student. Be sure that no new learning opportunities involve crossing a picket line (either physically crossing the picket line or doing placement-related work from home). 
· To collaborate with the student in determining alternate learning opportunities such as journaling, writing a reflective paper, or undertaking a research project related to field experience. 
· To incorporate new learning opportunities into a revised Learning Plan with the student and to sign off on the new learning objectives. 
· To supervise the student for the duration of the strike, including a 1-hour supervisory meeting per week. 
 
Field Education Coordinator: 
· To support the Faculty Field Liaison through the process of renegotiating/altering the Learning Plan. 
· To meet with the student to negotiate options in cases where the strike lasts longer than two weeks. 
· If they are the first to be informed of the strike, they will inform the students and Faculty Field Liaisons who are involved.  

[bookmark: _Toc219814656]Placement Grading 
[bookmark: _Toc96516]Students are required to complete all the components (orientation, agency-based field learning, and integration seminars) articulated in the SWRK 3000Y/4000D course syllabus to pass the course. Students cannot pass their courses if any components of the SWRK 3000Y and SWRK 4000D syllabus are missing, incomplete, or not adequately completed. This means attending/participating in seminar, completing the seminar assignments, completing the minimum placement hours, submitting all required administrative paperwork, completing the collaboratively identified placement activities, and receiving a satisfactory Progress Review, among other requirements.

[bookmark: _Toc219814657]Placement Failure 
Students may repeat one failed placement. A second failing grade will result in the student being withdrawn from the program, but not from the University. Hours from a failed placement do not carry forward. Placement Grades may be appealed. Please see the Academic Appeals section in the Academic Calendar. 

If Field Instructors believe that students are at risk of failing the placement and/or are not making suitable progress in placement, they are to make every effort to meet with students, identify their concerns, and make concrete plans to address these concerns.  This may happen at any point in the field placement (for example if a Field Instructor identifies concerns in the first few weeks, they should be addressed at this time and not wait until the Midterm Progress Review). 
 
If students continue to be at risk, Field Instructors will contact the Faculty Field Liaisons by email or telephone, explaining the situation and concerns. Special support, resources, or action may need to be taken immediately. Faculty Field Liaisons and Field Instructors will arrange to meet with the students who require assistance, and students will be informed that they are at risk.  
 
Collaborative remedial learning plans will be discussed that identify areas of concern and actions that will be taken to address and resolve issues (e.g., the need for additional meetings, accommodation, supervision, etc.). After this meeting, the plan will be summarized in writing by the Faculty Field Liaison and emailed to the student, the Field Instructor, and the Field Education Coordinator. These plans will include tentative dates for further meetings (and/or actions/steps that must be taken) between students, Field Instructors, and Faculty Field Liaisons. 

Students may place themselves at risk at any point during placements if there are serious concerns regarding professional suitability. The Professional Suitability Committee will meet to determine outcomes, which may include the student failing placement (and being required to complete it the following year). 

[bookmark: _Toc96517][bookmark: _Toc219814658]Placement Breakdown 
In certain situations, a student’s placement may break down through no fault of their own. This may include a change in organizational capacity, disagreements between the student and agency that do not indicate a concern about student conduct, or a myriad of other complex circumstances. If it is determined by the FFL and FEC that a student’s placement broke down, but the particular circumstances do not warrant a failing grade, every effort will be made to connect the student with a new opportunity. 

The FEC will liaise with the student, their FFL, and FI to determine how many hours will carry forward to the subsequent placement. Students will be responsible for creating a summary of their activities and a rationale for how many hours should be carried forward. The FEC will then present the summary/rationale along with any information from the FI and/or FFL to the Social Work Director, who will then determine the number of hours to be carried forward. 

During the interim period between placements, students may complete learning activities and/or professional development activities to mitigate the impact on their placement hours/end date. Activities/hours must be discussed with and approved by the student’s FFL.

[bookmark: _Toc219814659]ROLES AND RESPONSIBILITIES 
[bookmark: _Toc219814660]Students 
Students are ultimately responsible for their own learning. If a student has questions or concerns in their placement, it is their responsibility to bring that concern first to their on-site Field Instructor. The student may bring that concern to the Faculty Field Liaison (FFL; their integration seminar instructor) for guidance on how to approach the concern with their on-site supervisor. If and only if that concern cannot be resolved internally, the student may bring the concern to the FFL and might request a meeting with the FFL and on-site Field Instructor. The Department of Social Work Field Education Coordinator should be informed if there are concerns/questions about the student requiring an accommodation, what the accommodation is (as determined by Trent’s Student Accessibility Services), and difficulties that cannot be resolved with the student and FFL. 
 
Students are also responsible for ensuring they complete all necessary placement and seminar requirements, including placement hours, learning activities, and paperwork. Students are expected to keep their Field Instructor Informed of their placement requirements and deadlines, as well as upload all relevant materials to the Student Experience Portal and/or Blackboard.  
 
Students must ensure the Field Education Coordinator has updated contact information for the student (and emergency contact information) and is aware of absences beyond three days. 

[bookmark: _Toc96467]Pre-Placement 
Students are to ensure they submit all required Pre-Placement/Planning documents, attend the required orientation, workshops, and upload proof of completion to SEP, and maintain regular contact with the FEC. 

[bookmark: _Toc96468]First Two Weeks of Placement 
Students should pay careful attention to ensure they submit all the necessary documentation within the first two weeks of placement. Failure to do so may result in the student’s placement being temporarily paused until the documents can be signed.  
 
Students should ensure they know: 
· Who their Field Instructor is (and have contact information for them), and who will act as a backup field instructor if their FI is absent. 
· Who will be assigning/evaluating work/activities? 
· How to access relevant files and use their agency’s technological platforms. 
· Where to park and the cost (if any). 
· How to access the building(s). 
· Where to store personal belongings. 
· Important agency policies/procedures and the consequences of not following them. 
· The potential risks and safety issues. 
· The agency’s history, context, mission, and values. 
· The main theoretical models used by the agency. 
 
Students should also: 
· Ensure their SEP steps have been submitted by their due dates. 
· Know how to access their Learning Plan and Timesheet and remind their Field Instructor how to do so. 
· Familiarize themselves with the placement schedule including due dates for the Learning Plan, Midterm and Final Progress Reviews, and other document submissions. 
· Begin drafting their Learning Plan and connect with their Field Instructor about the content they would like to include. 
· Work with their field instructor or another agency representative to complete the Safety Orientation Checklist and submit it to SEP. 
 
During Placement
Throughout placement students must:
· Communicate with their Field Instructor and Faculty Field Liaison regularly, ensuring they are keeping up with their hours and activities. 
· Complete the Learning Plan, Midterm and Final Progress Reviews by their due dates. 
· Regularly input their hours in the Timesheet and Supervision Record (at minimum every week). 
· Complete Learning Activities as developed in collaboration with their Field Instructor. 
· Proactively identify and discuss items of concern with their Field Instructor and Faculty Field Liaison if appropriate. 

[bookmark: _Toc96469][bookmark: _Toc219814661]Field Instructors
[bookmark: _Toc96470]Overview 
Field Instructors are required to have a minimum of two years’ experience in the social service sector, wherever possible hold a Social Work degree and work in agencies that provide services to diverse service user populations.  
[bookmark: _Toc96471]
Duties 
Field Instructors are responsible for ensuring the agency is providing students with a rich social work placement experience, fostering the opportunity for students to complete all the learning outcomes in their Learning Plan.  
Roles and responsibilities include:  
· Conducting a pre-placement interview with students. 
· Ensure they have a knowledge and understanding of the policies and practices as outlined in Trent’s BSW Student Handbook. 
· Welcoming and orienting the student to the agency, its policies, programs, and practices (i.e., recording, filing, computer entries, work hours, dress code, and absence due to illness) – this includes any relevant training and the completion of required Health and Safety protocols. 
· Clarifying the BSW program's expectations related to students’ learning goals, supervision, hours, and assessment requirements. 
· Clarifying the context in which learning will take place by reviewing expectations concerning frequency and duration of supervision meetings/hours of instruction and teaching tools used to monitor student’s learning such as written assignments, process recordings, audio and/or video recordings, journals, logbooks, role-playing, case discussions, etc. 
· Collaborating with students in completing Learning Plans. 
· Conducting an ongoing review of appropriate learning tasks and supervision. 
· Conducting a Midterm Progress Review with students, giving feedback, and completing the paperwork. 
· Conducting a Final Progress Review with students, giving feedback, and completing the paperwork. 
· Selecting and assigning learning experiences such as observation of practice experiences, projects, tasks, staff meetings, community events and activities, and seminars appropriate to meet the learning needs of students. 
· Providing ongoing feedback to students including 1-1.5 hours of weekly supervision. 
· Consulting and liaising with the Faculty Field Liaison including notifying the Faculty Field Liaison at the first sign of concern concerning students’ competency, suitability, or behaviour. 
· Completing the Field Instructor Evaluation of Field Placement survey. 
 
[bookmark: _Toc96472]Supervision 
The Field Instructor should have 1-1.5 hour(s) of designated time a week to connect with the student for supervision. In instances when the Field Instructor does not have a BSW or MSW, students normally will have some additional support with their FEA, in addition to their integration seminar. Formal Social Work Supervision with an FEA counts towards the student’s hours. Supervision meetings should include a review of field assignments; concrete feedback on observation of the student; student development; and assessment. Field Instructors recommend a pass or fail to the Faculty Field Liaison. Supervision may be split between multiple Field Instructors if the student has more than one. 
 
Concerns about student performance 
We expect that if a student is not performing at a satisfactory level, is not meeting attendance requirements, or is breaching ethical expectations, this concern will be discussed with the student at the earliest opportunity possible, and it will also be raised with the FFL and documented. The FFL needs to know where concerns are as soon as possible so that Trent can ensure we are covering all options in supporting our students. There may be some underlying factors that our program knows about that the on-site Field Instructor may not be privy to. 

[bookmark: _Toc96473][bookmark: _Toc219814662]Faculty Field Liaison  
The role of the Faculty Field Liaison (FFL) is to support students in their integration of the course learning throughout the program, and the field placement experience. The FFL is the students’ integration seminar instructor. Seminars are a space where students can actively reflect on their placement experiences, share their learning with their peers, and receive guidance and support from their FFL.
 
The FFL’s role includes ensuring that students and Agency Field Instructors are engaged in a meaningful learning process. FFLs assist in making sure this happens by having regular communication, offering consultation, and advising students and instructors on building effective learning opportunities. Part of this process includes conducting a site visit with the student and the Field Instructor early to mid-term each term the student is in placement and subsequent visits as deemed necessary. If there are concerns about placement, additional visits may be arranged. If students bring a concern forward to the FFL, the FFL will hear the concerns but encourage the student to address the concern directly with their on-site Field Instructor. Only if the concern cannot be resolved internally to the agency, will the FFL be involved in trying to mediate that concern. Any change in the student’s hours of attendance, supervisor, or role in the agency should be communicated to the FFL and the Field Education Coordinator by the agency. 
 
[bookmark: _Toc96474]Duties 
· Becoming familiar with the policies and practices as outlined in the BSW Student Handbook, CASW’s Code of Ethics, Values and Guiding Principles and OCSWSSW’s Code of Ethics & Standards of Practice. 
· Clarifying the BSW program's expectations related to student Field Placement Learning Objectives, supervision, and assessment requirements. 
· Ensuring that students have completed a Learning Plan for their field placements. 
· Signing off on the Timesheet and Supervision Record at the mid-point and end of the placement. 
· Reviewing and approving (or rejecting) the mid-term and Final Progress Reviews.
· Providing support to students in their professional growth and development. 
· Assisting and supporting Field Instructors to develop teaching and supervisory roles that empower students as learners. 
· Mediating disputes that arise between students and their Field Instructors by arranging meetings as necessary to resolve problems. These meetings should be held at the earliest signs of difficulty. 
· Teaching the SWRK 3000Y or SWRK 4000D syllabi including marking and integration seminars. 
· Planning and facilitating integration seminars for their assigned cohort of students based on course outline requirements including reflective learning logs and assignments. 
· Ensuring that written notification is given to students when it appears that they may be asked to withdraw because they are not meeting the expectations as set out in the required assessments and/or are demonstrating that there may be issues with their suitability for the profession. 
· [bookmark: _Toc96475]Inputting final passes or fails into the Trent grading system for the field placement courses. 

[bookmark: _Toc219814663]Field Education Coordinator
The Field Education Coordinator (FEC) is responsible for building relationships with community agencies; seeking possible placement opportunities for students; negotiating Affiliation Agreements with agencies who provide placements to our students; matching students to placements; orienting students to attending placement interviews and expectations in placements; orienting and supporting Field Instructors when support is required beyond what is being offered by the FFL. Once a student is placed, there is an expectation that communication about placement will occur between the student, their on-site Field Instructor, and the FFL. The FEC only becomes involved during placement time if there are concerns at the placement that affect the student and cannot be resolved internally or with assistance from the FFL. The FEC is available for consultation on an as-needed basis and should be contacted if there is any question about whether a student is appropriate for that placement agency. Any change in the student’s hours of attendance, supervisor, or role in the agency should be communicated to the FEC by the agency.  

The FEC meets with the FFLs regularly to ensure consistency between campuses and to identify any concerns that should be addressed at a program level. The Department of Social Work also has a Field Advisory Committee where the FEC leads a discussion about the quality and efficiency of the field component of the program and reviews the Field Instructor survey results. The FFLs, the Director of the program, students and two Field Instructors are members of this committee. We encourage feedback to be shared with the FEC at any time if anyone has ideas for improving our program. 

[bookmark: _Toc219814664]Field Education Advisor
The Field Education Advisor is responsible for providing students that do not have a BSW/MSW Field Instructor with social work supervision (on top of the supervision provided by their agency). FEAs will connect with students directly to arrange a schedule/format that suits the student’s needs.

[bookmark: _EXEMPTIONS_FROM_3000Y][bookmark: _Toc96486][bookmark: exemption][bookmark: _Toc219814665]EXEMPTIONS FROM 3000Y 
In certain circumstances, students may be exempted from completing SWRK-3000Y (Third-year placement). If students are exempted, they should ensure that they still meet program and University/graduation requirements. This may mean taking different courses in place of SWRK-3000Y. The Academic Coordinator will  walk students through these requirements. Please note that some community agencies will not take a fourth-year placement student who does not have a university-level third-year placement. Being exempt from the third-year placement might limit your options for fourth-year placements. 
 
[bookmark: _Toc219814666]Social Service Worker or Addictions and Mental Health Diploma
Given the overlap in theoretical underpinnings, the shared generalist nature, and shared regulatory bodies of SSW and AMH diplomas with Trent’s BSW program, most students with an SSW or AMH Diploma will receive the SWRK-3000Y Transfer Credit upon admission to Trent University. Please see the Articulation Agreement database for the specific details of a transfer credit agreement between Trent and a specific College. If a student’s diploma is more than ten years old or does not meet the Articulation Agreement requirements, they may not receive the SWRK-3000Y Credit automatically. Any questions about the Transfer Credit should be directed to the Field Education Coordinator. 

[bookmark: _Toc219814667]Significant Social Work experience in the field 
Third-year Professional Year students with significant supervised work experience in the social service field who believe their level of performance is equivalent to or exceeds the level of performance of a third-year field placement may request an exemption for the 3000Y Social Work Field Education credit.  
Criteria: 
Students will: 
1. have had a minimum of three years, of full-time previous work experience in a social work role, in a social work/social service agency; and 
2. have been supervised by a social worker with a minimum of a BSW degree. 
 
Approval of equivalency of the work experience is at the discretion of the Director of the Social Work Department in collaboration with the Field Education Coordinator.  Successful students will not be required to complete SWRK 3000Y.  Please consult the Academic Coordinator of the Department to ensure that without the SWRK 3000Y credit, you will have sufficient credits to meet the BSW degree requirements. 

 Application Process for the Exemption: 
Students who meet the criteria listed above may apply for the exemption by first informing the FEC of their intention to apply no later than October 10, of the Academic Year they would normally be taking placement. The FEC will then provide interested students with the Field Exemption application package and review important instructions and details. Students will then be required to submit an electronic copy of the Exemption package to the Field Education Coordinator by November 01, at 11:59 PM. Late and or incomplete applications may not be considered. Appeals will not be considered. 
The Field Exemption application package must include: 
1. A cover letter stating the student’s request for exemption from SWRK 3000Y Social Work Field Education Placement.  Please include the number of hours per week and years in a social work role, the name and contact information of the social work/social service agency, the student’s job title, Social Work Supervisor’s name and credentials.  You may also include any further information you believe may support your request for exemption. 
2. Current resume. 
3. A completed “Exemption from SWKR 3000Y Social Work Field Education Placement” document. 
4. A letter of reference from a previous Social Work Supervisor. You must provide this supervisor with your completed “Exemption from SWKR 3000Y Social Work Field Education Placement” form. Your letter of reference must attest to your completion of each Practice Objective. Reference letters should include email and telephone contact information. 

If you have any questions, please contact the Field Education Coordinator. 

[bookmark: _Toc219814668]SWRK3000Y Transfer Credit Mandatory Workshops 
Exempted students will be required to actively and substantially participate in a short series of workshops during the Winter term of their third-year as part of receiving the Transfer Credit. These workshops are designed to familiarize students with the Field Education process in the BSW program, help prepare students for fourth-year placement and mitigate community and placement agency concerns. These workshops have successfully decreased the number of agencies that will not provide fourth-year placements to students who did not take SWRK-3000Y at Trent. 

There will be five two-hour long workshops spread throughout the winter term of third-year. Typical topics include:
· Overview, Goals, and Realities of social work placements
· Theory Practice Integration
· Navigating the learning processes
· Reflexive Practice
· Social Work Supervision

The specific workshop structure, scheduling, and implementation mechanisms will be co-developed with students to best address student, community, and department needs. Generally workshops are facilitated in person, but there may be hybrid sessions depending on student need/engagement. 
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