Application Policies and Procedures

The application for admission to SOWK 418, Socia/Practicum is to be completed
during the semester prior to enrollment. The apgilbn is contained in this manual and

on the Department of Social Work’s Home Page.

The Department of Social Work will establish dugeddor applications for fall and
spring semesters. Notice of the due dates foapipication will be posted on the social
work bulletin boards and announced in SOWK 443j8aiork Practice Il. Students
who will be off campus during the application setaeare required to submit their

application in advance of their absence.

Application Packet
All materials should be submitted in a standazeé snanila folder and should be typed.
The application folder must include:

v' A completed copy of the practicum application forfrhis should be typed or
word-processed. This form is Appendix 4 of thiswna and is located on the
social work homepage <www.mankato.msus.edu/sociaimip.html>.

v' Please keep in mind this form should be preparedghtfully as it will be
reviewed by the entire faculty and will be senydoir practicum supervisor.
Remember this is a critical step towards buildiogryprofessional credibility in
the practice world.

v Signed copy of the Professional Comment, Appendix 3

v A copy of your resume. Students are encouragéaktadvantage of the Career
Development and Counseling Center (located in tigdéd/ Administration
Building) for review of their resume prior to sutssion with this packet.

v A current unofficial copy of your transcripkhis will not be sent to your
practicum supervisor.

v' A copy of your SW-3I12 evaluatioifhis will not be sent to your supervisor.

v A copy of your graduation plan and its approvahirthe registers officélhis

will not be sent to your supervisor.



Students should maintain their own file of forms submitted, correspondence with

practicum coordinator and potential practicum sites, and meeting notes.

Application Review Process

The practicum coordinator reviews all applicaticcreates a narrative summary, and
makes recommendations regarding all applicatiohs.Department of Social Work
faculty will then review the applications, summariand recommendations. Faculty will
make decisions regarding each applicant's retemitdme program and admission into
practicum. The applicants will receive timely ammhfidential written notification of the
Department's decision. The applicants may recéieddllowing decisions:

v" The applicant isetained and acceptednto practicum.

v' The applicant isetained and conditionally acceptedpending
satisfactory completion of required course worlothrer stipulated
requirements.

v" The applicant isetained, but delayedfor acceptance into the
practicum due to special circumstances.

v" The applicantvill not be retained in the program and is denied
practicum admission An explanation regarding this decision will

accompany this response.

Practicum Placement Procedures

If students are not admitted to SOWK 418, Sociafk\Rracticum, they will stop the
process at this point and meet with the practicoordinator, the advisor, and the

Department chair as needed for clarification, addél instructions, or re-direction.

Students admitted to SOWK 418, Social Work Praatichould note the following
paragraphs are presented sequentially and inctegs for the student and the practicum
coordinator. Compliance to this sequence of stepsitical. Studentswust adhere to this
process if they intend to begin their practicuna timely fashion. Appendix 2 is a
checklist provided for students to track their pess.



1. Initial Meeting - Students will be notified in their admission lettéithe date and
time of a mandatory meetindJissing this meeting will delay the placement

process. If itis impossible to attend this meeting foryaeasons, please notify the
practicum coordinator as soon as possible.

* The purpose of this meeting is to review the plazenprocesses and
procedures in detail, discuss the placement oppibies, respond to any
questions or concerns the student may have, anthftyrbegin the
placement process.

» The necessity of timeliness in one’s effort, pogsgdacement opportunities,
appropriate dress, the liability insurance requertnbrief information about
licensure issues, safety, and roles and respoitistbivill be discussed.

» At this meeting students will be given specificadition on how to meet the
Department of Social Work’s requiremeat professional liability insurance.
This may be purchased through a private insurdrthgupracticum
coordinator will provide information about affordalnsurance available
through membership to the National Association@fi& Workers.

» Electronicpermission for registration for SOWK 411, Social Work
Practicum Seminar, and SOWK 418, Social Work Pcaati, will be given
by the practicum coordinator. The Department sacyetill enter electronic
permission to register. If the student has comglatethe requirements, has
attended the orientation meeting, and is still iméd register, the student

will check with the practicum coordinator.

2. Selecting Possible Practicum SitesApplicants may look at the database for
practicum placements before or after the mandatmgting. The database is located in
the social work office or by contacting the pragticcoordinator.
* Do notcontact any of the practicum placements withoigrgrermission of the
practicum coordinator. This is the responsibilitylee practicum coordinator.
» Students will be asked to provide the field instiouevith a list of three — five top

choices for placement (including any new placen)ents



If the placement that the student desires is ndhe database, the student must
discuss this with the practicum coordinator. Pdesilew placement sites are
explored and added to the roster each semestede!8t are invited to provide
agency name, telephone number, address, and coatae, if available, for any
new site they would like to have explored.

Placements are made within a 150-mile radius of M8ldcements outside that
radius should be discussed with the practicum ¢oatdr at the earliest possible
time. The student requesting such a placementidlaiao understand there may
be additional financial responsibilities regardirensportation to SOWK 411,
Social Work Practicum Seminar, and for the practi@oordinator to make site

Visits.



Appendix 1

Timeline for completion of placement steps

v Senior Paper must be completed by the end of tinester before practicum is
scheduled to begin. The mentor and second readsriraue signed-off on the
final copy. (Keep in mind the faculty are on brdsdtween semesters and may
not be available as a mentor or second reader)

v Practice Il must be completed. A grade of “C” ettbr in any social work
required course is necessary. Any In Progressofiifjcomplete (IC) grades
must be resolved by the last day of the semester befaaticum is scheduled to
begin.

v If admission to practicum was conditional, the sttdmust supply the practicum
coordinators with proof of meeting the conditionysthe end of the semester
before practicum is scheduled to begin.

v Select, confirm, and have approved the placem#nbgithe practicum
coordinators prior to the end of the semester legboacticum is scheduled to
begin.

v Proof of liability insurance provided to the practin coordinator by the first day
of your placement

v Register for Social Work 411, Social Work PracticBeminar and Social Work
418, Social Work Practicum before the first dayaodir placement on the
University’'s MARS system.

v" Provide the practicum supervisor a professionédilatvo weeks before you begin
your placement reminding them of the start datetamd. Remind the practicum
supervisor that the days of practicum are Mondayr3thy, 71/2 to 8 hours per
day with Friday reserved for classes. Providepifaeticum coordinators with a
copy of this letter.

v" Submit the signed Contract with Placement AgencyPfovision of Education
and Training form to the practicum coordinators gapdix 7) during the first
week of practicum.

The importance of meeting these time lines caneaiverstressed. Practicum will not
begin unless all timelines are met.



Appendix 2

Application Packet Checklist

All materials should be submitted irstandard size manila folder and should béyped.
The application folder must include:

v' A completed copy of the practicum application forfrhis should be typed or
word-processed. This form is Appendix 4 of thiswme or on the social work
homepage (www.). Please keep in mind this form khbe prepared thoughtfully
as it will be reviewed by the entire faculty andlwe sent to your practicum
supervisor. This is a critical step towards buitdiyour professional credibility in

the practice world.

v Signed copy of the Professional Comment, Appendix 3

v' A copy of your resume. Students are encouragéaktadvantage of the Career
Development and Counseling Center (located in tigdéd/ Administration

Building) for review of their resume prior to sutssion with this packet.

v A current, unofficial copy of your transcrigihis will not be sent to your

practicum supervisor.

v A copy of your SOWK 3I2 evaluatioffhis will not be sent to your supervisor.

v' A copy of your graduation plan and its approvahirthe registers officelhis

will not be sent to your supervisor.



Appendix 3
Professional Comment

When students enter practicum they are expected to accept and abide by social work
obligations required by the profession, the law and/or licensing regulations. Students
assume responsibility for the liability risks that areinherent in their role as a practicing
social worker. Each student must sign this section of the application in order to enter

practicum.

1. Prior convictions may limit your future employmeFederal and state law governs
this. In some instances, a criminal background klieoequired prior to placement. If,
during the past five years you have been convistedmisdemeanor or felony for which
a jail sentence could have been or was imposeds@lgpecify in order to avoid conflict
in advance with agency requirements. (Do not inelpetty misdemeanors). You may
need to be redirected to appropriate areas ofipeact

2. Other lapses in conduct not expected of a psafeal social worker are governed by
licensing regulations and the profession. Thesdasesummarized in Section I, B-3 of
the NASW Code of Ethics and the Minnesota Boar8atfial Work Code of Ethics

3. The social worker should not allow his or hengversonal problems, psychosocial
distress, substance abuse, or mental health difésuo interfere with professional
judgment, performance, or jeopardize the bestestsrof those for whom the social
worker has a professional responsibility.

4. If you have had substance abuse difficultiesagency may require you to sign a
statement signifying that you will refrain from uskalcohol or other mind altering drugs
during the period that you are in the practicum.

| have read the above and under stand that any misrepresentation of known, current life
stressors that might affect my performance in the practicum, or any related legal
problems in my personal background, could result in academic and/or ethical sanctions.
| am at this time able to practice social work within the legal and ethical requirements of

the profession and the law.

Signature Date




Appendix 4
Practicum Application

Department of Social Work
Minnesota State University, Mankato

Prepare this application thoughtfully and neatlpu¥nay enter this format into your
computer or download this application from the Dépant of Social Work's web page.
The faculty and practicum supervisor will revievistapplication. This application is to
assist the faculty in determining your readinesgfacticum. You must type your
response to the questions. Do not leave any quisstinanswered.

This application will also assist in making an aygprate match between your
expectations, needs, and education goals and #@rewagn which you may be placed.
Remember practicumis not training for a specific job, but continuation of your
professional education.

Student's name:

Address:

Permanent address (if different):

Telephone number:

E-mail address:

Social Security Number:

Faculty Advisor:

Overall grade point average (GPA):

MSU GPA:

Social work required courses GPA:



Minor or Concentration:

Proposed class schedule during practicum:

1. You will be expected to provide your own transportéion to and from your
practicum placement. Do you have your own reliabléransportation? Yes or No

2. Is there anything that might interrupt your practic um experience over the next
semester?

3. Please write a 50-word narrative on your strengthss a social work practicum
student. Be as specific as you can.

4. Please write a 50-word narrative on your limitatiors as a social work practicum
student. Be as specific as you can.

5. Please describe your goals for the practicum expemce. Be as specific as you
can in 50 words.

6. Please describe in 50 words the model of supervisithat you require. It may
assist you to consider previous supervisors with vam you worked well.

7. Are you now or have you ever been convicted of alé@y or gross misdemeanor?
Yes/No; if yes, when please give specific date(sdnviction, and resolution (use a
separate sheet if necessary).

8. Are you or have you ever been known to the proteate services division of any
county due to a substantiated complaint of abuse areglect to a child or adult?
Yes/No; if yes, when please give specific date(specify complaint, and

resolution (use a separate sheet, if necessary).



