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Preface  
The Bachelor of Social Work Student Handbook is designed to provide the informaKon you will 
need to complete your Bachelor of Social Work (BSW) degree at Pennsylvania Western 
University (PennWest). PennWest offers three program opKons: 1. a face-to-face program at 
PennWest California; 2. a face-to-face program at PennWest Edinboro; and, 3. an asynchronous 
online program through PennWest Global Online. This BSW Handbook contains policies and 
procedures, which chart the course through all three BSW program opKons. Based on the six 
core social work values of service, social jusKce, dignity and worth of the person, importance of 
human relaKonships, integrity and competence (see Appendix A), this informaKon is provided to 
assist you in planning and assessing your progress in the major.  
 
Some of these policies have been established by the University's curriculum approval process. 
Others, including the curriculum objecKves and admission to BSW candidacy, were established 
by the social work program. Please note that procedures specific to field educaKon (also 
referred to as pracKcum) are in a separate BSW Field Manual. There are also policies set by the 
Student Government AssociaKon (SGA) and by the Phi Alpha Honor Society. Finally, there are 
policies that are associated with advising and registraKon, which appear on the BSW Advising 
Sheet (see Appendix B).  
 
Your social work advisor will be happy to assist you with any of these areas. However, it is your 
responsibility to learn and meet the requirements that are outlined in this handbook and in the 
University’s undergraduate catalog.  
 
Governance  
As a program within a department of a Pennsylvania State System of Higher EducaKon (PASSHE) 
university, our governance structure and many of our policies are covered by the CollecKve 
Bargaining Agreement (CBA) between the union represenKng faculty members, AssociaKon of 
Pennsylvania State College and University FaculKes (APSCUF) and the PASSHE system 
UniversiKes. Department faculty members elect their Department Chair following the guidelines 
in the CBA. ElecKons are normally held every three years. In the event that no chair is elected, 
an interim Department Chair may be appointed by the University’s administraKon for six 
months.  
 
Dr. Kimberly Hardner (located at PennWest Edinboro) is the current Chair of the Department of 
Social Work, Sociology, and Human Services. The BSW Program Director is appointed by the 
Dean of the College of Health Sciences and Human Services; Dr. Janice McCall is the current 
BSW Program Director (mccall@pennwest.edu).  
 
The College of Health Science and Human Services and the Department of Social Work, 
Sociology, and Human Services regularly hold meeKngs in which policies and procedures for the 
Bachelor of Social Work program are developed, discussed and revised. Of parKcular 
importance to undergraduate social work majors are the BSW Program Commibee meeKngs 
and Field EducaKon Commibee meeKngs. Curriculum planning and issues related to carrying 

mailto:mccall@pennwest.edu
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out the programs within the department are addressed in these meeKngs. Many policies and 
guidelines which affect students are developed and approved in these meeKngs. Social work 
majors may send a representaKve to these meeKngs to voice student concerns and report 
faculty acKons back to the students. To ensure that student concerns are included on the 
meeKng agenda, the representaKve should noKfy the BSW Program Director of their desire to 
speak at the BSW meeKng at least three days before the meeKng takes place.  
 
The Department Secretary Ms. Carolyn Robinson (robinson_c@pennwest.edu) has the meeKng 
schedule. It is the goal of our faculty to serve you and to assist you to become professional 
social workers. The social work faculty, their offices and phone numbers, are listed here: 
hbps://www.pennwest.edu/about/directory/index.php?name=&department=&discipline=Socia
l+Work&locaKon=.  
  
Loca+ng the Social Work Offices  
Pennsylvania Western University at California  
Building B, Room 300  
California, PA 15419  
  
Pennsylvania Western University at Edinboro  
235 Scotland Rd. G46  
Edinboro, PA 16444  
 
Most department faculty offices are also located in these two buildings. The department’s 
phone number is (724) 938-5910. To ensure that you receive informaKon related to department 
acKviKes and events, please check your campus email daily.  

  

https://www.pennwest.edu/about/directory/index.php?name=&department=&discipline=Social+Work&location=
https://www.pennwest.edu/about/directory/index.php?name=&department=&discipline=Social+Work&location=
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Undergraduate Social Work Program  
The undergraduate social work program is detailed in the undergraduate catalog and in the BSW 
advising sheet. The program is accredited by the Council on Social Work EducaKon (CSWE). Our 
undergraduate program was among the earliest of the accredited undergraduate programs in 
social work educaKon. We have been accredited since 1976. This naKonal accreditaKon is very 
important to you as a social work student. NaKonal accreditaKon is difficult to achieve and 
maintain and is a symbol of academic quality and rigor. This accreditaKon is also a major 
requirement for advanced standing status for our graduates in MSW programs in social work. 
Advanced standing status reduces the number of credits required for the MSW degree. In states 
that offer professional licenses at the baccalaureate level, graduaKon from a CSWE-accredited 
undergraduate social work program is a requirement for those applying to sit for the licensure 
exam. Pennsylvania passed Ktle protecKon legislaKon in 2008. This law makes it illegal for 
anyone to have a job Ktle as a social worker of any kind without having an accredited 
undergraduate or graduate social work degree.  
  
BSW Program Mission Statement  
PennWest’s BSW program develops competent, ethical social workers who demonstrate respect 
for human diversity and are prepared to work in partnership with individuals, families, groups, 
organizaKons, and communiKes. UKlizing a person-in- environment approach along with a 
global perspecKve, our aim is to develop generalist social workers who will:  

• pracKce according to the core social work values (service, social jusKce, competence, 
importance of human relaKonships, dignity and worth of persons, and integrity, as well 
as human rights and scienKfic inquiry)  

• impact the well-being of community members and their environments at the local, 
regional, and global levels;  

• enhance the profession’s knowledge base through evidence-based pracKce and 
research;  

• and, advocate for human rights while promoKng social, racial, ethnic, economic, and 
environmental jusKce.  

 
The BSW program at PennWest strives to achieve its mission by providing access to a high-
quality, affordable educaKon through flexible program opKons designed to meet the needs of 
diverse students throughout Pennsylvania, the United States, and at the global level. Students 
who graduate from PennWest’s BSW program will be prepared to integrate generalist social 
work pracKce knowledge, values, and skills in a variety of pracKce areas and community seqngs 
(urban and rural).  
  
This foundaKon level preparaKon is integrated with the University’s core values, rights and 
responsibiliKes and with the core values and ethical standards of the profession and provides 
the foundaKon for graduate educaKon. As a publicly funded university in western Pennsylvania, 
we are specifically commibed to improving the quality of life in our surrounding region and in 
the broader global society through the development of professional leadership, service, 
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research and conKnuing educaKon. We’re excited to be able to expand this commitment to 
other areas of Pennsylvania and beyond with our new online BSW program.  
 
Program Goals  
The BSW program at PennWest has five goals. These goals provide direcKon for our curriculum 
and our research and service acKviKes.  

• Goal 1: Enhance the academic excellence and experience of our students.  
• Goal 2: Operate using sound and efficient fiscal and governance pracKces.  
• Goal 3: Create a transformaKve learning and working environment that promotes 

diversity through a culture of civility and inclusiveness.  
• Goal 4: Serve in the areas where we live and learn through the Commonwealth, the 

region, the naKon and the world.  
• Goal 5: ConKnue to enhance the quality of student life.  

 
These goals are interrelated with the program's mission and with the broader missions of the 
College of Health Science and Human Services and PennWest, and evolve naturally from the 
value base of the social work profession.  
 
BSW Program Competencies  
The Council on Social Work EducaKon’s 2022 EducaKonal Policy and AccreditaKon Standards 
include 9 foundaKon-level competencies and a set of associated pracKce behaviors that all BSW 
students must demonstrate competency to enter the profession at the entry level. These 
competencies are consonant with our program’s mission and goals as well as the University’s 
mission of character and careers. Students will find that all of our coursework is designed to 
facilitate the development of these competencies and associated pracKce behaviors. Our 
outcomes assessment measures are designed to assess students’ competencies in these areas:  
 
Competency 1: Demonstrate Ethical and Professional Behavior  
Social workers understand the value base of the profession and its ethical standards, as well as 
relevant policies, laws, and regulaKons that may affect pracKce with individuals, families, 
groups, organizaKons, and communiKes. Social workers understand that ethics are informed by 
principles of human rights and apply them toward realizing social, racial, economic, and 
environmental jusKce in their pracKce. Social workers understand frameworks of ethical 
decision making and apply principles of criKcal thinking to those frameworks in pracKce, 
research, and policy arenas. Social workers recognize and manage personal values and the 
disKncKon between personal and professional values. Social workers understand how their 
evolving worldview, personal experiences, and affecKve reacKons influence their professional 
judgment and behavior. Social workers take measures to care for themselves professionally and 
personally, understanding that self-care is paramount for competent and ethical social work 
pracKce. Social workers use rights-based, anKracist, and anK-oppressive lenses to understand 
and criKque the profession’s history, mission, roles, and responsibiliKes and recognize historical 
and current contexts of oppression in shaping insKtuKons and social work. Social workers 
understand the role of other professionals when engaged in interprofessional pracKce. Social 
workers recognize the importance of lifelong learning and are commibed to conKnually 
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updaKng their skills to ensure relevant and effecKve pracKce. Social workers understand digital 
technology and the ethical use of technology in social work pracKce. Social workers:  

• make ethical decisions by applying the standards of the NaKonal AssociaKon of Social 
Workers Code of Ethics, relevant laws and regulaKons, models for ethical decision 
making, ethical conduct of research, and addiKonal codes of ethics within the profession 
as appropriate to the context;  

• demonstrate professional behavior; appearance; and oral, wriben, and electronic 
communicaKon;  

• use technology ethically and appropriately to facilitate pracKce outcomes; and  
• use supervision and consultaKon to guide professional judgment and behavior.  

  
Competency 2: Advance Human Rights and Social, Racial, Economic, and Environmental 
Jus+ce  
Social workers understand that every person regardless of posiKon in society has fundamental 
human rights. Social workers are knowledgeable about the global intersecKng and ongoing 
injusKces throughout history that result in oppression and racism, including social work’s role 
and response. Social workers criKcally evaluate the distribuKon of power and privilege in society 
in order to promote social, racial, economic, and environmental jusKce by reducing inequiKes 
and ensuring dignity and respect for all. Social workers advocate for and engage in strategies to 
eliminate oppressive structural barriers to ensure that social resources, rights, and 
responsibiliKes are distributed equitably and that civil, poliKcal, economic, social, and cultural 
human rights are protected. Social workers:  

• advocate for human rights at the individual, family, group, organizaKonal, and 
community system levels; and  

• engage in pracKces that advance human rights to promote social, racial, economic, and 
environmental jusKce.  

  
Competency 3: Engage An+-Racism, Diversity, Equity, and Inclusion (ADEI) in Prac+ce  
Social workers understand how racism and oppression shape human experiences and how these 
two constructs influence pracKce at the individual, family, group, organizaKonal, and community 
levels and in policy and research. Social workers understand the pervasive impact of White 
supremacy and privilege and use their knowledge, awareness, and skills to engage in anK-racist 
pracKce. Social workers understand how diversity and intersecKonality shape human 
experiences and idenKty development and affect equity and inclusion. The dimensions of 
diversity are understood as the intersecKonality of factors including but not limited to age, 
caste, class, color, culture, disability and ability, ethnicity, gender, gender idenKty and 
expression, generaKonal status, immigraKon status, legal status, marital status, poliKcal 
ideology, race, naKonality, religion and spirituality, sex, sexual orientaKon, and tribal sovereign 
status. Social workers understand that this intersecKonality means that a person’s life 
experiences may include oppression, poverty, marginalizaKon, and alienaKon as well as privilege 
and power. Social workers understand the societal and historical roots of social and racial 
injusKces and the forms and mechanisms of oppression and discriminaKon. Social workers 
understand cultural humility and recognize the extent to which a culture’s structures and values, 
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including social, economic, poliKcal, racial, technological, and cultural exclusions, may create 
privilege and power resulKng in systemic oppression. Social workers:  

• demonstrate anK-racist and anK-oppressive social work pracKce at the individual, family, 
group, organizaKonal, community, research, and policy levels; and  

• demonstrate cultural humility by applying criKcal reflecKon, self-awareness, and self-
regulaKon to manage the influence of bias, power, privilege, and values in working with 
clients and consKtuencies, acknowledging them as experts of their own lived 
experiences.  

 
Competency 4: Engage in Prac+ce-Informed Research and Research-Informed Prac+ce  
Social workers use ethical, culturally informed, anK-racist, and anK-oppressive approaches in 
conducKng research and building knowledge. Social workers use research to inform their 
pracKce decision making and arKculate how their pracKce experience informs research and 
evaluaKon decisions. Social workers criKcally evaluate and criKque current, empirically sound 
research to inform decisions pertaining to pracKce, policy, and programs. Social workers 
understand the inherent bias in research and evaluate design, analysis, and interpretaKon using 
an anK-racist and anK-oppressive perspecKve. Social workers know how to access, criKque, and 
synthesize the current literature to develop appropriate research quesKons and hypotheses. 
Social workers demonstrate knowledge and skills regarding qualitaKve and quanKtaKve research 
methods and analysis, and they interpret data derived from these methods. Social workers 
demonstrate knowledge about methods to assess reliability and validity in social work research. 
Social workers can arKculate and share research findings in ways that are usable to a variety of 
clients and consKtuencies. Social workers understand the value of evidence derived from 
interprofessional and diverse research methods, approaches, and sources. Social workers:  

• apply research findings to inform and improve pracKce, policy, and programs; and  
• idenKfy ethical, culturally informed, anK-racist, and anK-oppressive strategies that 

address inherent biases for use in quanKtaKve and qualitaKve research methods to 
advance the purposes of social work.  

  
Competency 5: Engage in Policy Prac+ce  
Social workers idenKfy social policy at the local, state, federal, and global level that affects 
wellbeing, human rights and jusKce, service delivery, and access to social services. Social 
workers recognize the historical, social, racial, cultural, economic, organizaKonal, 
environmental, and global influences that affect social policy. Social workers understand and 
criKque the history and current structures of social policies and services and the role of policy in 
service delivery through rights based, anK-oppressive, and anK-racist lenses. Social workers 
influence policy formulaKon, analysis, implementaKon, and evaluaKon within their pracKce 
seqngs with individuals, families, groups, organizaKons, and communiKes. Social workers 
acKvely engage in and advocate for anK-racist and anK-oppressive policy pracKce to effect 
change in those seqngs. Social workers:  

• use social jusKce, anK-racist, and anK-oppressive lenses to assess how social welfare 
policies affect the delivery of and access to social services; and  

• apply criKcal thinking to analyze, formulate, and advocate for policies that advance 
human rights and social, racial, economic, and environmental jusKce.  
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Competency 6: Engage with Individuals, Families, Groups, Organiza+ons, and Communi+es  
Social workers understand that engagement is an ongoing component of the dynamic and 
interacKve process of social work pracKce with and on behalf of individuals, families, groups, 
organizaKons, and communiKes. Social workers value the importance of human relaKonships. 
Social workers understand theories of human behavior and person-in-environment and criKcally 
evaluate and apply this knowledge to facilitate engagement with clients and consKtuencies, 
including individuals, families, groups, organizaKons, and communiKes. Social workers are self- 
reflecKve and understand how bias, power, and privilege as well as their personal values and 
personal experiences may affect their ability to engage effecKvely with diverse clients and 
consKtuencies. Social workers use the principles of interprofessional collaboraKon to facilitate 
engagement with clients, consKtuencies, and other professionals as appropriate. Social workers:  

• apply knowledge of human behavior and person-in-environment, as well as 
interprofessional conceptual frameworks, to engage with clients and consKtuencies; and  

• use empathy, reflecKon, and interpersonal skills to engage in culturally responsive 
pracKce with clients and consKtuencies.  
 

Competency 7: Assess Individuals, Families, Groups, Organiza+ons, and Communi+es  
Social workers understand that assessment is an ongoing component of the dynamic and 
interacKve process of social work pracKce. Social workers understand theories of human 
behavior and person-in-environment, as well as interprofessional conceptual frameworks, and 
they criKcally evaluate and apply this knowledge in culturally responsive assessment with clients 
and consKtuencies, including individuals, families, groups, organizaKons, and communiKes. 
Assessment involves a collaboraKve process of defining presenKng challenges and idenKfying 
strengths with individuals, families, groups, organizaKons, and communiKes to develop a 
mutually agreed-upon plan. Social workers recognize the implicaKons of the larger pracKce 
context in the assessment process and use interprofessional collaboraKon in this process. Social 
workers are self-reflecKve and understand how bias, power, privilege, and their personal values 
and experiences may affect their assessment and decision making. Social workers:  

• apply theories of human behavior and person-in-environment, as well as other culturally 
responsive and interprofessional conceptual frameworks, when assessing clients and 
consKtuencies; and  

• demonstrate respect for client self-determinaKon during the assessment process by 
collaboraKng with clients and consKtuencies in developing a mutually agreed-upon plan.  

  
Competency 8: Intervene with Individuals, Families, Groups, Organiza+ons, and Communi+es  
Social workers understand that intervenKon is an ongoing component of the dynamic and 
interacKve process of social work pracKce. Social workers understand theories of human 
behavior, person-in-environment, and other interprofessional conceptual frameworks, and they 
criKcally evaluate and apply this knowledge in selecKng culturally responsive intervenKons with 
clients and consKtuencies, including individuals, families, groups, organizaKons, and 
communiKes. Social workers understand methods of idenKfying, analyzing, and implemenKng 
evidence-informed intervenKons and parKcipate in interprofessional collaboraKon to achieve 
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client and consKtuency goals. Social workers facilitate effecKve transiKons and endings. Social 
workers:  

• engage with clients and consKtuencies to criKcally choose and implement culturally 
responsive, evidence-informed intervenKons to achieve client and consKtuency goals; 
and  

• incorporate culturally responsive methods to negoKate, mediate, and advocate with and 
on behalf of clients and consKtuencies.  

 
Competency 9: Evaluate Prac+ce with Individuals, Families, Groups, Organiza+ons, and 
Communi+es  
Social workers understand that evaluaKon is an ongoing component of the dynamic and 
interacKve process of social work pracKce with and on behalf of diverse individuals, families, 
groups, organizaKons, and communiKes. Social workers evaluate processes and outcomes to 
increase pracKce, policy, and service delivery effecKveness. Social workers apply anK-racist and 
anK-oppressive perspecKves in evaluaKng outcomes. Social workers understand theories of 
human behavior and person-in-environment, as well as interprofessional conceptual 
frameworks, and criKcally evaluate and apply this knowledge in evaluaKng outcomes. Social 
workers use qualitaKve and quanKtaKve methods for evaluaKng outcomes and pracKce 
effecKveness. Social workers:  

• select and use culturally responsive methods for evaluaKon of outcomes; and  
• criKcally analyze outcomes and apply evaluaKon findings to improve pracKce 

effecKveness with individuals, families, groups, organizaKons, and communiKes.  
 

Academic and Professional Advice  
Our BSW program uses individual advising methods for academic and professional advice. This 
process begins when students first enroll as majors in the program. During the first week of 
their first semester, new students are required to abend a new student orientaKon, during 
which we discuss the profession, social work educaKon, and the policies and procedures specific 
to our BSW program. Transfer students and students changing their major to social work are 
encouraged to meet with the BSW Program Director to discuss social work as a career choice 
and to plan their first semester of courses.  
 
All social work majors are assigned to an academic advisor when they declare social work as 
their major. You can find your advisor using the Student Self-Service funcKon on your PennWest 
student portal (my.pennwest.edu). Each advisor has an office phone number, voicemail, email 
and posted office hours. If you have difficulty scheduling an appointment with your advisor, 
contact the Department Secretary. The Department Secretary cannot offer academic advice. 
She can, however, get a message to your advisor, leqng the advisor know that you are trying to 
reach him/her.  
 
It is mandatory to abend an advising session with your assigned academic advisor prior to 
registraKon in order to register for the upcoming semester. It is the student's responsibility to 
come prepared for their advising session. Students should be prepared to have access to their 
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Degree Audit (print or electronic copy) and transcript. Degree Audits and transcripts can be 
accessed through your Student Self-Service funcKon on the PennWest portal and Degree Works. 
These steps will ensure that you are able to register at your assigned Kme. You will typically 
work with the same academic advisor from the beginning to the end of your stay in the social 
work major. Any student who has a need to change advisors can request a change by contacKng 
the BSW Program Director. Occasionally, it becomes necessary for the Department to assign 
students a new advisor due to reKrement or other circumstances. If this happens, students will 
be informed of their new advisor. 
  
Working with Your Advisor  
You are encouraged to seek out your advisor to discuss your academic program, your career 
goals and other areas of interest or concern. You should get to know your advisor and ensure 
that your advisor knows you. Your advisor is oren the person in the best posiKon to write you a 
leber of support when applying for a graduate program or professional posiKons. Advisors post 
office hours on their doors and also leave them with the Department Secretary. Be sure to keep 
your advisor updated on your progress as a student and your professional interests. Bring 
relevant informaKon with you when you meet.  
 
On the academic side, your advisor is available to work with you to ensure that you are taking 
coursework in the required sequence. Your advisor can also help you to develop a plan to 
address academic difficulKes. Making an appointment is very important. You may call or email 
to make an appointment. If you drop by in person or join Zoom office hours, you may be 
disappointed to find that your advisor is with another student. Faculty members have many 
responsibiliKes and are not always at their desks. If condiKons prevent you from keeping the 
appointment or from being on-Kme for your appointment, be sure to inform your advisor. If an 
advisor is unable to keep an appointment, he/she will make every effort to contact you. Please 
check your campus email daily.  
 
On the professional side, your advisor can be an important asset in your conKnued professional 
growth. All of our faculty were professional social workers before they became social work 
educators and many conKnue to be acKvely involved in social work pracKce. Many of our faculty 
maintain close Kes to professionals in the community through their work outside the University 
and through professional networks. Our faculty are also part of a network of social work 
educators; educators frequently abend naKonal conferences through which they meet and 
work with professors at universiKes and colleges across the country. When you are considering 
graduate-level educaKon, consider speaking with your advisor about different programs and 
opKons. Because of the demands of the pre- registraKon and registraKon weeks, you are 
encouraged to make appointments for general academic concerns, career-related quesKons, 
and graduate-level educaKon during less busy periods.  
  
Staying in Touch, Staying Informed  
Always inform the Registrar’s office of a change of local address or telephone number by 
submiqng a “Student InformaKon Change” form. A current address and telephone number is 
important, especially when it is necessary to contact you in an official capacity to advise you of 
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course changes, cancellaKons of classes, quesKons affecKng your academic status and 
important informaKon from the Department. Personal email address changes are not recorded 
because the University expects that you will check your PennWest email regularly. Use of your 
PennWest email account is vital as many important announcements (including student funding 
opportuniKes) are sent through email and ONLY through email. Please check your PennWest 
email daily.  
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Social Work Curriculum & Requirements  
All of the social work requirements appear on the BSW Advising Sheet (Appendix B) and course 
descripKons are in Appendix C. The eight-semester schedule of courses provides a 
recommended framework for compleKng this program of study in four years. To ensure that 
they are making saKsfactory academic progress, students should consult with their faculty 
advisor, ensure that they complete prerequisites and required courses in sequence and 
complete a minimum of 15 credits each semester. A two-year plan is available for students 
entering with earned associates and/or with sufficient liberal arts credits. Copies of the BSW 
Advising Sheet and the General EducaKon Menu are available in the social work offices and can 
also be found on the PennWest BSW webpage. Please see the following pages for our required 
social work courses and recommended semester sequence. 
 
AddiKonally, the faculty of the BSW Program are increasingly concerned about the issue of 
appropriate scholarly ethics, and a guideline for Scholarly Work can be found in Appendix E 
which consKtutes a framework of minimum scholarly standards recognized in higher educaKon 
whenever submiqng a paper, discussion board post, or class project to the BSW Program.  
  
Required Courses          Credits 
Pre-candidacy:  
 SOWK 1000 IntroducKon to Social Work       3  
SOWK 1200 Diversity in a Changing World      3 
 SOWK 1500 Interviewing and Engaging (Gen Ed – FoundaKons)   3  
 SOWK 2500 Human Behavior and the Social Environment (HBSE) I: Life Course  3  
 SOWK 2900 Social Welfare History, Policy Analysis & Service Delivery   3  
 
Candidacy:    
 SOWK 3000 HBSE II: Groups, OrganizaKons and CommuniKes    3  
 SOWK 3100 Social Work PracKce with Individuals      3 
 SOWK 3200 Social Work PracKce with Groups      3  
 SOWK 3250 Social Work PracKce with Families      3  
 SOWK 3500 Policy PracKce in Social Work       3  
 SOWK 4000 Social Work PracKce with OrganizaKons & CommuniKes   3  
 SOWK 4100 Social Work Research Methods       3  
Social Work ElecKves (choose 2 upper-level courses)     
  Trauma Informed Social Work PracKce      3  
  Child Welfare          3  
  Social Work in Mental Health       3  
  Seminar in Special Topics (topics rotate each semester)    3  
 
FIELD WORK (final semester)  
Student must abend orientaKon the semester prior to enrolling in Field EducaKon.  
SOWK 4800 Social Work Field EducaKon       12 
SOWK 4900 Social Work Field EducaKon Seminar      3  

https://www.pennwest.edu/academics/programs/social-work/bachelors.php
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Recommended Four-Year BSW Course Sequence 
All courses are 3 credits unless noted.  

Semester 1 (15 credits)  
• SOWK 1000 Intro to Social Work  
• GE Founda=ons (ENGL 1200)  
• GE Discovery (Social Science)- PSYC 1000 

General Psychology  
• GE Discovery (Social Science)- SOCI 1000 

Principles of Sociology  
• GE Discovery (Arts & Humani=es)  

Semester 2 (15 credits)  
• SOWK 1200 Diversity in a Changing World  
• GE Founda=ons (Quan=ta=ve Reasoning)  
• GE Discovery (Arts & Humani=es)  
• GE Discovery (Natural Science & Technology)  
• GE Discovery (Social Science) 

Semester 3 (15 credits)  
• GE Founda=ons (Oral Communica=on) SOWK 

1500 Interviewing  
• SOWK 2500 HBSE I  
• GE Discovery (Arts & Humani=es)  
• GE Discovery (Natural Science & Technology)  
• Free Elec=ve 

Semester 4 (15 credits)  
• SOWK 2900 Social Welfare History (Wri=ng 

Intensive) *Apply for BSW Candidacy 
• SOWK 3100 SW Prac=ce with Individuals  
• GE Discovery (Natural Science & Technology)  
• GE Founda=ons (Technological Literacy)  
• Free Elec=ve  
 

Semester 5 (15 credits)  
• SOWK 3000 HBSE II  
• SOWK 3250 SW Prac=ce with Families  
• SOWK 3500 Policy Prac=ce  
• GE Elec=ve (any Founda=ons, Discovery, or 

Health/Wellness)- recommended: SOWK  
3300 Let’s Talk About Sex  
 

Semester 6 (15 credits)  
• SOWK 3200 SW Prac=ce with Groups  
• SOWK 4100 SW Research Methods  
• SOWK Elec=ve  
• Free Elec=ve 
• Free Elec=ve 

Semester 7 (15 credits)  
• SOWK 4000 SW Prac=ce with Orgs & Comm 

(Wri=ng Intensive) 
• Social Work Elec=ve  
• Free Elec=ve  
• Free Elec=ve  
• Free Elec=ve  
*Field Orienta7on, required 
 

Semester 8 (15 credits)  
• SOWK 4800 Field Educa=on (12 credits)  
• SOWK 4900 Field Educa=on Seminar 
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Field Educa+on 
The Council on Social Work EducaKon has idenKfied field educaKon as the signature pedagogy 
of social work. “Signature pedagogies are elements of instrucKon and of socializaKon that teach 
future pracKKoners the fundamental dimensions of professional work in their discipline—to 
think, to perform, and to act ethically and with integrity. The intent of field educaKon is to 
integrate the theoreKcal and conceptual contribuKon of the classroom with the pracKcal world 
of the pracKce seqng.  
 
Students must refer to the laber half of this document to access the full Field EducaKon Manual.  
 

Registra=on for Courses  
It is mandatory for you as a social work major to meet with your advisor prior to registraKon for 
the next semester in order to have any advising hold lired and to be able to register. It is your 
responsibility to come prepared for advising. Please bring copies or have electronic access to 
your most recent advising sheet and Degree Works Audit. These steps will ensure that you are 
able to register at your assigned Kme.  
 
Before you meet with your advisor, always prepare a drar schedule of courses for the following 
semester. Use the recommended course sequence (Appendix B) general educaKon menu, and 
the University’s posted schedule in choosing your courses.  
 
Students must register using the online Student Self-Service feature on the PennWest portal 
(my.pennwest.edu). If you are unable to register for a social work (SOWK) course due to full 
capacity, please register for the Waitlist. If you are on the waitlist for a course, it is imperaKve 
that you check your email frequently. If a seat becomes available you will be noKfied by email; 
however, this is Kme-limited and if you do not register for the open seat that seat will be given 
to the next person on the waitlist. If you receive an error message when you try to register, 
please take a screenshot of the error message and follow the instrucKons. Note that the social 
work faculty and staff cannot place you in a course; you must register yourself. For assistance 
with non-social work courses that are full or if you have other scheduling quesKons, reach out 
to the instructor of the course or the Department Chair of the course you are trying to register. 
 
Students are given the opportunity to drop and add courses during the “add/drop period” 
which extends through the first week of classes. Arer this Kme, there are financial penalKes, 
and financial aid may be affected. Please refer to PASSHE and PennWest policies and procedures 
for details on penalKes and the implicaKons for financial aid.  
 
Students can track their academic progress using DegreeWorks (available through the PennWest 
portal). Please keep a record of the courses you have successfully completed on your own copy 
of your BSW Advising Sheet (Appendix B).  
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PennWest Competencies and BSW Course Sequence  
Competency  Course  
QuanKtaKve ApplicaKon  SOWK 4100 Social Work Research Methods  
Intercultural Fluency  SOWK 1200 Diversity in a Changing World  
Ethical Reasoning  SOWK 3100 SW PracKce with Individuals  
Applied Methodologies  SOWK 4000 SW PracKce with OrganizaKons & CommuniKes  
InformaKon Literacy  SOWK 4100 Social Work Research Methods  
Intensive WriKng  
(2 courses)  

SOWK 2900 Social Welfare History, Policy Analysis…  
AND  
SOWK 4000 SW PracKce with Orgs & CommuniKes  

Keystone Experience  SOWK 4800 Field EducaKon  
 
The BSW program also requires that BSW students earn at least a “C” in the following courses:  
 

• ENGL 1200 English (FoundaKons requirement)  
• PSYC 1000 General Psychology (required related course & Discoveries- Social 

Science)  
• SOCI 1000 Principles of Sociology (required related course & Social Sciences)  

  
Credit Load  
In order for you to complete 120 credits in four academic years, or eight semesters, it is 
necessary to complete an average of 15 credits per semester. If you fall below this credit load 
for any given semester you will probably have to make up those hours during a summer session 
or by extending your stay at PennWest. You must take 12 credit hours per semester to be 
considered a full-Kme student. If you drop courses and fall below 12 credit hours, you may lose 
your financial aid unless it is based on your being a part-Kme student. A normal student load is 
15-18 hours. If you desire to exceed this study load by taking 19-21 hours, you will have to fill 
out a “Student Credit Overload AuthorizaKon” form and have it approved by the Department 
Chair and the Dean. A strong academic record is the basis for approval.  
  
Life/Work Experience Credit  
No credit for life or work experience can be given for any social work course, including field 
educaKon. There are no excepKons to this policy. This is a requirement that is mandated by 
CSWE, our accrediKng body.  
 
While we do not offer credit for life or work experience for social work courses, we recognize 
that in some cases, being required to take a course may involve repeKKon of prior learning and 
result in redundancy of effort. In situaKons in which students believe that they have already 
mastered the content being provided in a course (not social work courses), students may 
peKKon for undergraduate credit by competency examinaKon. The peKKon can be found on the 
University’s website under “Registrar’s Forms” and is Ktled “Competency Exam Form”. Please 
note: 1. The student will contact the appropriate academic Department Chair to determine if an 
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exam is available for the course in quesKon. If so, the student will complete the Competency 
Exam Form. 2. The student will discuss the competency exam with their academic advisor and 
secure approval on the form from their advisor and from the Department Chair offering the 
course. 3. The student will take the form to the Student Accounts Office to pay associated fees, 
with payment noted by that office on the form. 4. The student will take the form, with payment 
noted, to the academic department housing the course to schedule the examinaKon. 5. The 
Department Chair, or designee, will administer the examinaKon and indicate whether the 
student has successfully passed the exam on the Competency Exam Form. 6. The form is routed 
to the Academic Dean for approval and then to the Office of the Registrar for posKng to the 
student’s academic record.  
 
Dual Majors, Minors, and Cer+ficates  
Students can choose to major in both social work and another major simultaneously. They are 
listed as having completed both majors on their university transcript. CompleKng two degrees 
or a degree and a minor or with addiKonal CerKficaKon typically requires remaining in school 
longer. Many students find that adding to their degree is worth the effort because it broadens 
their academic background. Some pursue this opKon because they have a parKcular career goal. 
For example, a number of our social work majors also pursue an undergraduate degree or a 
minor in psychology, sociology, or criminal jusKce to name a few. We also offer a Trauma-
informed CerKficate. 
  
Second Bachelor’s Degree  
Students who are interested in obtaining a second bachelor’s degree are required to complete a 
minimum of 30 hours beyond the first degree and to meet all university, college and 
departmental requirements for the second degree. See the undergraduate catalog for details. If 
you are considering social work as a second bachelor’s degree talk to an advisor. You may also 
want to consider going directly into a MSW program.  
 
 

Applying for BSW Candidacy: REQUIRED  
Being listed as a social work major requires that the student iniKally declare a major in social 
work or complete a change of major form. Admission to candidacy for the degree is a formal 
process which involves compleKng an online Microsor Form (refer to Appendix D), parKcipaKng 
in a required Candidacy Interview, and meeKng all candidacy requirements. Courses required 
for social work candidacy include: ENGL 1200, SOCI 1000, PSYC 1000, SOWK 1000, SOWK 1200, 
SOWK 1500, SOWK 2500, and SOWK 2900. Social Work majors must pass these courses with a 
grade of a full C or beber. Students applying for candidacy must have a total of 60 credit hours 
earned and/or in progress. Students typically apply for candidacy while taking SOWK 2900 Social 
Welfare History, Policy Analysis, and Service Delivery.  
 
Candidacy is our required process to be formally Accepted into the BSW Major and to permit 
students to register for Upper-Level courses in con+nua+on of their social work training. 
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Arer receipt of a completed applicaKon and following the compleKon of the interview, each 
applicant will be sent a leber via email from the BSW program director which will indicate 
whether the decision is to “UncondiKonally Accept”, to “CondiKonally Accept” or to “Reject” 
the applicaKon. Students who are accepted may conKnue to take the required sequence of 
upper-level courses. Students who have not completed the necessary coursework with a grade 
of a full C or beber may be condiKonally accepted and may conKnue as directed by the 
condiKonal acceptance leber for the Kme period specified. CondiKonal acceptances will be 
reviewed each semester to assess progress and, at that Kme, to accept, reject, or to conKnue 
the condiKonal acceptance with the new condiKons idenKfied. Students who do not saKsfy the 
candidacy requirements and are rejected are not permibed to take upper-level (Candidacy) 
social work courses. These students are ineligible for the social work degree but may sKll use 
completed social work courses toward meeKng requirements for a different bachelor’s degree. 
CondiKonal or Rejected Candidacy status will be reflected in the Notes secKon of each students’ 
Degree Works audit. 
 
To maintain Candidacy status, a student must have a 2.0 average overall GPA, a 2.5 GPA in the 
major, and complete all social work courses with a full C or higher. Please note that a 2.5 in the 
major is required to graduate with a social work major. In order to graduate with a BSW, a 
student must earn a 2.0 overall GPA and a 2.5 GPA in all required social work courses at the Kme 
of graduaKon.  
 

Applying for Gradua=on  
GraduaKon is not automaKc at PennWest. Early in your final undergraduate semester you must 
apply for graduaKon via your My.PennWest.edu Self-Service student portal. The deadlines for 
applying for graduaKon are posted as electronic announcements via the student portal and 
email and can also be found in the online academic calendar for each term. Arer filling out the 
applicaKon you will be noKfied of subsequent steps in the process of geqng ready for 
graduaKon. Students who fail to comply with the applicaKon for graduaKon process might fail to 
graduate even though they have completed all of the academic requirements for the degree.  
  
BSW Program Comple+on and Privileges  
Students must complete all required social work courses with a full C or beber. If a C- is earned, 
the course must be repeated with a grade of C or beber to move forward. The University allows 
students to repeat a previously taken course up to three (3) Kmes and a total maximum of six 
(6) course repeats. Earning a CSWE-accredited degree in social work from our program requires 
graduaKng with an overall GPA of at least 2.0 and a GPA in the social work major of at least 2.5.  
Students graduate with a Bachelor of Social Work (BSW). Privileges associated with this degree 
include: (1) eligibility for membership in the NaKonal AssociaKon of Social Workers (NASW); (2) 
eligibility to sit for the licensure exam in PA and other states that license undergraduate social 
workers; (3) eligibility for advanced standing consideraKon in graduate-level social work 
programs, conKngent upon GPA.  
  



24  

Opportuni=es for Professional Growth & Development  
Na+onal Associa+on of Social Workers (NASW)  
Undergraduate and graduate level social work students are eligible for membership in the 
NaKonal AssociaKon of Social Workers (NASW). This organizaKon provides valuable educaKonal, 
recreaKonal, networking and advocacy experiences. Membership is associated with 
idenKficaKon with the profession and includes subscripKons to a naKonal journal and to 
naKonal, state and division newslebers. Membership in NASW offers significant opportuniKes 
for leadership at the local, state and naKonal levels, as well as provides discounts on educaKonal 
events (such as conferences). 
  
Social Work Campus-based Clubs  
The Student Government AssociaKon (SGA) includes the Bachelor of Social Work AssociaKon 
(BSWA) at PennWest California and Helping Hands at PennWest Edinboro. These clubs are open 
to all students who have an interest in social work. These organizaKons provide avenues for the 
disseminaKon of informaKon and for the exchange of communicaKon of various issues in the 
social work field. OpportuniKes are available for students to become acKvely involved in areas 
that are representaKve of the profession and that are of concern to them. The organizaKons 
also provide leadership opportuniKes for students. Many of the organizaKon’s prior officers 
have been recognized by the Department and the undergraduate program for their leadership 
and have received awards from the Department. The clubs oren sponsor forums, fundraisers, 
social events, abendance at professional social work meeKngs, as well as service and social 
acKon projects. Club meeKngs are held in person and via Zoom. Online students are encouraged 
to join. Club representaKves are invited to join monthly social work program meeKngs to 
provide input in the development of implicit and explicit curriculum and program policies, and 
to voice student concerns.  
 
Facebook Virtual Club 
This group serves as an online Facebook community space for current students and alumni 
bachelor-level social work students at PennWest University (as well as alums from CalU, 
Edinboro, and Clarion). It serves as a pla|orm for fostering connecKons among peers, sharing 
resources, and announcements of community events and issues. It is set as a private group. 
  

 
  
We hope you’ll join this space and post regularly for our online community. Please click on this 
Facebook link and use your primary email associated with your Facebook account:  
  
hgps://h.me/g/2H86zOeax/vCxGCkgA 
  

https://fb.me/g/2H86zOeax/vCxGCkgA
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You’ll see our BSWA Group rules and membership quesKons. We have a team of four BSW 
moderators and two faculty members also serving to support this online space. 
 
Honor Society  
Phi Alpha NaKonal Honor Society seeks to recognize and promote scholasKc achievement in the 
social work program.  
 
Our chapter seeks to advance the profession of social work by recognizing service, leadership, 
and academic excellence. Membership criteria include: a 3.29 GPA overall and at least 30 total 
earned credits, including 9 social work credits. The general pracKce is to induct students during 
their last term as juniors or during their senior year. InducKons take place during the spring 
term. Once inducted membership conKnues indefinitely.  
 
BSW Licensure in Pennsylvania  
On October 22, 2014, Governor Corbeb signed Act 179 into law, which allows for social workers 
holding a BSW from an accredited social work program to choose to pursue a social work 
license. You can find more informaKon on social work licensure visit:  
hbps://www.dos.pa.gov/ProfessionalLicensing/BoardsCommissions/SocialWorkersMarriageanF
amilyTherapistsandProfessionalCounselors/Pages/Social-Workers-Guide.aspx.  
 
 

Academic and Program Policies  
  
Academic Integrity  

Plagiarism is one form of academic dishonesty which carries severe penalKes in higher 
educaKon. Obvious forms of plagiarism are usually known by students such as copying 
another student's work or turning in someone else's work as your own. Other forms of 
plagiarism are less well known, such as taking ideas from classes or readings and puqng 
them on paper without citaKon/references. Any idea, even paraphrased ideas which you 
use or borrow that are not common knowledge, must be given credit by showing the 
source with an appropriate citaKon or reference.  

 
CriKcal thinking is a closely related issue when doing papers and reports. Stringing 
together quotaKons throughout a paper even with references demonstrates no thought 
of your own. It may simply demonstrate that you did some reading. It is important in 
social work to do more than just read. You must learn to think about and evaluate what 
you have read then demonstrate your criKcal thinking to the instructor. See Appendix E. 

  
It is expected that all work submibed through courses is the student’s original work, 
generated for the express purpose of compleKng the requirements of this course. All 
papers submibed in courses may be screened for originality using plagiarism detecKon 
sorware.  

 

https://www.dos.pa.gov/ProfessionalLicensing/BoardsCommissions/SocialWorkersMarriageanFamilyTherapistsandProfessionalCounselors/Pages/Social-Workers-Guide.aspx
https://www.dos.pa.gov/ProfessionalLicensing/BoardsCommissions/SocialWorkersMarriageanFamilyTherapistsandProfessionalCounselors/Pages/Social-Workers-Guide.aspx
https://www.dos.pa.gov/ProfessionalLicensing/BoardsCommissions/SocialWorkersMarriageanFamilyTherapistsandProfessionalCounselors/Pages/Social-Workers-Guide.aspx
https://www.dos.pa.gov/ProfessionalLicensing/BoardsCommissions/SocialWorkersMarriageanFamilyTherapistsandProfessionalCounselors/Pages/Social-Workers-Guide.aspx
https://www.dos.pa.gov/ProfessionalLicensing/BoardsCommissions/SocialWorkersMarriageanFamilyTherapistsandProfessionalCounselors/Pages/Social-Workers-Guide.aspx
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Students are to be aware that academic dishonesty is not tolerated in this course and 
should be familiar with the following definiKons:  

  
CheaFng. The use of unauthorized materials, informaKon, ideas, study aids, etc., in any 
academic exercise. May include, but is not limited to: copying answers from another 
student's exam; using notes, books, or other resources for an exam when not expressly 
permibed to do so; using electronic devices when not expressly permibed to do so; 
fraudulently obtaining or sharing an exam; submiqng a term paper or other assignment 
wriben by someone else; plagiarizing the work of others; submiqng the same term 
paper or other assignment to more than one instructor without obtaining prior 
permission to do so; or having someone else take an online course or online exam for 
you.  

 
Plagiarism. The representaKon of the work of another as your own, without proper 
credit and/or citaKon. When an individual submits work that includes the words, ideas, 
or data of others, the source of that informaKon must be acknowledged through 
complete, accurate and specific references, and if verbaKm statements are included, 
through quotaKon marks or other accepted citaKon pracKces.  

  
AddiKonal violaKons of academic integrity may be found in PennWest’s Policy AC059: 
Academic Integrity, which also includes potenKal sancKons faced by the student for 
violaKons of the policy.  

  
Agendance Policy 

Please see your specific course syllabi in addiKon to this informaKon: PennWest 
University Class Abendance Policy (AC013). Key elements of this policy include the 
following:  

  
Students are expected to abend each class meeKng in its enKrety. Faculty members shall 
maintain a record of classroom abendance throughout the semester, and the student is 
responsible for verifying their abendance when arriving late to class and/or jusKfying 
early departure.  

  
Class absences are excused for medical reasons documented by medical personnel, 
university acKviKes approved by the appropriate vice president or designee, and/or for 
personal exigencies. University acKviKes to be recognized as an excused absence 
include, but are not limited to: scheduled athleKc compeKKons; academic compeKKons 
in which the student is a parKcipant; military duKes; auto accidents; death of an 
immediate family member; and medical emergencies. VerificaKon of such absences may 
be required by the instructor, and the student is responsible for make-up work as 
required by the instructor. Students with excused absences are permibed to make up 
missed work and are responsible for all missed assignments without penalty.  

 

https://www.pennwest.edu/_resources/docs/about/policies/ac059-academic-integrity.pdf
https://www.pennwest.edu/_resources/docs/about/policies/ac059-academic-integrity.pdf
https://www.pennwest.edu/_resources/docs/about/policies/ac013-class-attendance.pdf
https://www.pennwest.edu/_resources/docs/about/policies/ac013-class-attendance.pdf


27  

Credits for Courses from Other Ins+tu+ons  
A student who wishes to take a course at another insKtuKon to saKsfy a PennWest 
requirement may obtain advance approval from the Registrar’s Office of ArKculaKon and 
Transfer EvaluaKon. Social work classes from programs that are not accredited by the 
Council on Social Work EducaKon (CSWE) are normally transferred in as elecKves. To 
receive transfer credit within the social work major the course needs to be completed at 
a college or university with a CSWE accredited BSW program.  
 
It is your responsibility to ensure that the college where you have taken the course sends 
a transcript of your completed work directly to the Registrar’s Office of ArKculaKon and 
Transfer EvaluaKon for processing and posKng on your academic record.  
  
Approval of Transfer Credits  
Credits transferred in from other insKtuKons are evaluated in the Registrar’s Office of 
ArKculaKon and Transfer EvaluaKon. The BSW Program Director and Department Chair 
evaluates social work credits for students who change to the social work major at 
PennWest.  

 
Social Work Transfer Credits:  
1. As outlined in the CSWE AccreditaKon Standards, the BSW program at PennWest can 

only accept pracKce course transfer credits from other CSWE-accredited social work 
programs.  

2. Candidacy level social work courses that were not taken through an accredited social 
work program are transferable as Social Work elecKves (two 3-credit courses 
required) OR Free ElecKves.  

3. Social Work courses from CSWE accredited programs that are not comparable to our 
required courses are also transferable as elecKves, although every effort is made to 
match another accredited curriculum to ours.  

  
General EducaFon and Free ElecFve Transfer Credits:  
The BSW Program at PennWest follows Pennsylvania’s mandated program-to-program 
agreement approved by the Transfer and ArKculaKon Oversight Commibee and found in 
ArKcle XX-C of the Public School Code of 1949 as well as the Board of Governor (BOG) 
Transfer Policy. These agreements ensure that a student who successfully completes an 
Associate of Arts (AA) or Associate of Science (AS) degree at an insKtuKon parKcipaKng 
in the Commonwealth’s statewide college credit transfer system can transfer the full 
degree into a parallel bachelor’s degree program in social work at another parKcipaKng 
college or university. Under these policies, qualifying students do not have to take any 
addiKonal general educaKon courses at PennWest, although they will sKll need to 
complete the requirements of the social work degree AND complete at least 120 credit 
hours in order to graduate.  
 
The semester before you intend to transfer to PennWest’s social work program, an 
official transcript of course work to- date should be submibed to the Office of 
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ArKculaKon and Transfer EvaluaKon. Syllabi and other materials may be needed in order 
to assess social work courses.  
  

Incomplete Grades and Course Withdrawal  
Both incomplete grades, “I” and withdrawal grades, “W”, from specific courses require 
the instructor's approval and sound reasons based on difficulKes beyond the student's 
control. (The automaKc withdrawal period listed in each term's class schedule is an 
excepKon that does not require approval).  
 
Below is an overview of PennWest’s ACA020: Incomplete Grade Policy:  
As a general pracKce, students may only request an incomplete grade once three-
quarters of the course has been completed. If the student must exit the course earlier in 
the semester, the student should consider a course withdrawal. An Incomplete grade is 
not intended to replace a medical withdrawal, or any regular withdrawal, and should not 
to be assigned when a course withdrawal is more appropriate.  
 
Incomplete grade(s) must be completed before the end of the next subsequent regular 
semester (i.e., Fall or Spring semester) of abendance. Faculty may lessen the amount of 
Kme allocated to resolve the Incomplete grade; in this case, the faculty member will 
inform the student, Academic Dean, and registrar of the new deadline.  
 
Failure to complete the necessary work within the Kme limit will result in the “I” 
designator being automaKcally converted to a failing grade (F) for the course. The 
student may request an extension to the deadline, which must be approved by the 
faculty member/instructor, and the Department Chair or Academic Dean. The faculty 
member will determine the length of the extension.  
  
Incomplete grades do not negaKvely impact the student’s GPA; however, they also 
cannot be used to meet pre- requisites for other courses. Students may need to request 
permission to register for a subsequent course while an Incomplete grade is outstanding.  
  

Dropping Out / Time Off  
Students who have not been in abendance for two consecuKve terms are considered 
inacKve and must apply for readmission. See the undergraduate catalog for instrucKons. 
Social work students who were previously admibed for Candidacy must reapply for 
Candidacy (complete Readmission Candidacy ApplicaKon and Readmission Candidacy 
Interview) prior to scheduling courses.  

 
Drug Policy BSW and MSW Programs at PennWest 

I. Intent  
This policy outlines the expectaKons and regulaKons regarding drug use, including 
medical marijuana, for students in the Bachelor of Social Work (BSW) and Masters 
of Social Work (MSW) programs at Pennsylvania Western (PennWest) University.  

 

https://www.pennwest.edu/_resources/docs/about/policies/ac020-inc-grade.pdf
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II. Coverage 
This policy applies to all students in the BSW and MSW programs at Pennsylvania 
Western University. 

 
III. Body of Policy  

This policy upholds PennWest Policy FA049: Alcohol and Drugs. It provides further 
regulaKons for students when enrolled in field placement.  
 
General Drug Use Policy: 
Students are prohibited from using, possessing, distribuKng, or being under the 
influence of illegal drugs or alcohol while engaged in field placements, on 
insKtuKonal premises, or while represenKng their field placement or the social work 
program in any official capacity.  

 
Medical Marijuana Policy: 
PaKents who reside in Pennsylvania can qualify for medical cannabis if they have a 
terminal illness or if they suffer from certain medical condiKons. However, 
marijuana is sKll a prohibited substance federally under the Controlled Substances 
Act (CSA).  PennWest University also abides by the federal Drug-Free Workplace Act 
and the Federal Drug-Free Schools and CommuniKes Act Amendments, which 
require that "as a condiKon of receiving funds or any other form of financial 
assistance under any federal program, an insKtuKon of higher educaKon or 
state/local educaKonal agency must cerKfy that it has adopted and implemented a 
program to prevent the unlawful manufacture, possession, use, or distribuKon of 
illicit drugs and alcohol by students.  
 
Medical marijuana is not a reasonable accommodaKon under the ADA for students 
with disabiliKes, as marijuana is an illegal drug under the federal Controlled 
Substances Act, 21 U.S.C. § 812(c). 

 
Drug Tes+ng and Compliance: 
1. Students may be required to undergo drug tesKng as a condiKon of their field 

placement and must comply with all insKtuKonal and site-specific drug tesKng 
policies. 

2. Field placement sites have the authority to decline any student who does not 
pass their drug test. Field placement sites also have the authority to obtain any 
requested supporKng documentaKon. 

3. A posiKve drug test for unauthorized substances, including medical marijuana, 
may result in disciplinary acKon. 

4. Any student refusing a required drug test or found violaKng this policy may be 
subject to removal from their field placement site and possible dismissal from 
the social work program.  

 
 

https://www.pennwest.edu/_resources/docs/about/policies/fa049-alcohol-drugs.pdf
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Consequences of Policy Viola+on 
Failure to comply with this policy may result in any – or any combinaKon – of the 
following: removal from the field placement site, compleKon of a professional 
development review, or disciplinary acKon from the University. Egregious behavior 
may result in immediate program dismissal. If adjustments are made to a student’s 
plan of study as a result of being in violaKon of this policy, the student may face 
financial implicaKons or delayed graduaKon.  

 
IV. Authority  

All department faculty have had an opportunity to review and provide feedback to 
this policy. It shall remain in force unKl revised or replaced.  
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Grading Policy  
The BSW program follows the university’s grading policy, AC019

 

https://www.pennwest.edu/_resources/docs/about/policies/ac019-grading.pdf
https://www.pennwest.edu/_resources/docs/about/policies/ac019-grading.pdf
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Program Policies for Professional Behavior, Academic Proba=on, Dismissal, 
Rejec=on, and Re-admission  

Social work is a profession that demands academic rigor as well as professional behavior. The 
BSW program has policies and procedures to address both academic success and professional 
behavior. Students can be dismissed from the program for failing to perform well academically. 
Students may also be dismissed for unprofessional behavior (see Professional Development 
Form, Appendix F).  
 
The undergraduate catalog contains the University’s standards and policies for academic 
probaKon and academic dismissal. CondiKons for academic probaKon, dismissal and re-
admission are idenKfied in the undergraduate catalog and are specified in the noKficaKon to the 
student. Students who have saKsfied the condiKons for re-entry may apply for readmission to 
the University. The appeal process regarding dismissal is also idenKfied in the undergraduate 
catalog.  
  
In addiKon to the University’s policies, the social work admission/retenKon policy is that any 
social work major whose overall GPA falls below 2.0 or receives a grade below a full C in a social 
work class is automaKcally moved to “CondiKonal Candidacy” status. Students who re-enter 
with less than a 2.0 must bring their GPA up to a 2.0 before they can be accepted into 
“Candidacy” status and conKnue with advanced major courses. Students must have an overall 
GPA of 2.0 and a GPA of 2.5 in the major to graduate with a BSW degree.  
 
Expecta+ons for Professional Behavior  

BSW students are expected to abide by the NASW Code of Ethics and to behave 
professionally. Failure to abide by the NASW Code of Ethics can lead to terminaKon from 
the program. Specific types of behaviors that can lead to terminaKon from our program 
include, but are not limited to:  
 

• Verbal communicaKon that is unconstrucKve and potenKally damaging (e.g. disparaging, 
insulKng, sexually suggesKve, disrespec|ul and /or offensive)  

• Non-verbal communicaKon that is disrespec|ul and/or aggressive (e.g., hiqng/fighKng 
others, sexually suggesKve gesturing, and/or making faces when others are speaking 
sleeping in class)  

• Chronic absenteeism (A pabern of disrupKng classes/field with late arrival for or early 
departure from classes/field.)  

• DisrupKng classes/field through the use of technology that is not required for 
coursework (e.g. texKng, emailing, use of cell phones, surfing the web during class, 
taking or posKng pictures of classmates, colleagues or faculty to social media)  

• Inability to establish appropriate professional relaKonships.  
• Lack of sensiKvity and feeling for people.  
• Difficulty disciplining one’s own feelings/responses  
• PreoccupaKon with one’s own needs and feelings  
• Limited ability to conceptualize and to apply theories and perspecKves in pracKce  
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• Inability to engage, assess, plan and implement intervenKons, and evaluate 
intervenKons (including self-review under supervision)  

• Persistent problem in viewing client systems objecKvely  
• Behavior in supervisory relaKonships that indicates limited ability to involve self in the 

learning process and a high degree of defensiveness; frequent need for external cues 
and direcKon of learning  

• Evidence of a lack of personal or academic integrity (to include cheaKng and plagiarism, 
purchasing papers, etc.)  

• Substance use or impairment at the placement site that interferes with the ability to 
engage, assess, intervene in and/or evaluate client situaKons. Also includes use that 
interferes with the ability to interact appropriately with agency staff and/or the ability to 
seek, accept or adhere to guidance provided by field supervisors and field faculty.  

 
Professional Development Form and Correc+ve Planning  

Students must demonstrate that they possess the potenKal to have the demeanor 
necessary to be a competent social worker. Toward this end, students in the social work 
program are expected to use the NASW Code of Ethics as a guide for their course-related 
behavior and to pracKce professional behavior skills at all Kmes while in the academic 
environment. Social work faculty are charged with professional responsibility to help 
future social workers meet the comportment and demeanor requirements of the 
profession. Students complete a self-evaluaKon using the Professional Development 
Form in SOWK 1000 IntroducKon to Social Work and are also encouraged to review the 
Professional Development Form in preparaKon for their Candidacy Interview.  
 
If a faculty member observes an academic concern or a concern related to professional 
behavior, the faculty member will complete a Professional Development Form (see 
Appendix F). If a Field Instructor observes concern related to professional behavior that 
needs to be addressed, the Field Instructor will noKfy the Faculty Field Liaison who will 
complete the Professional Development Form.  
 
When a Professional Development From is iniKated by either the faculty member or 
Faculty Field Liaison (on behalf of the Field Instructor), the following steps will be taken:  
1. The Professional Development Form will be completed by the faculty member(s) and 

the faculty member iniKaKng the form will contact the student to set up a meeKng.  
2. At the meeKng, the Professional Development Form will be reviewed.  
3. The student will have an opportunity to respond to any concerns and will be given 

up to 5 business days to respond in wriKng to the concerns by compleKng the 
“Student response” on the final page of the Professional Development Form and 
returning it to the faculty member who iniKated the meeKng.  

4. The student and the faculty member(s) will work together to develop a CorrecKve 
AcKon Plan to address the concerns outlined in the Professional Development Form. 
The CorrecKve AcKon Plan will be documented on the Professional Development 
Form and a copy will be shared with the student and the student’s academic advisor. 
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AddiKonally, a copy of the CorrecKve AcKon Plan will be placed in the student’s 
electronic record.  

5. If the student does not agree with the recommendaKons for the CorrecKve 
Academic Plan, the student must appeal process as outlined below.  

6. If the student does not agree when the recommendaKon for the CorrecKve AcKon 
Plan is “Dismissal from the BSW Program”, the student must follow the appeal 
process as outlined below.  

 
Appeals and Grievances  

Students have the right to appeal any decision made by the faculty or to file a grievance 
with reasonable cause. All appeals begin with the faculty member involved, then move 
to the Department Chair, to the Dean of the College, and then to the Vice President for 
Academic Affairs Provost, where a hearing may be held. The relevant policies for 
appealing are set forth in the undergraduate catalog.  

  
Appeal Process re: Grade(s)  

The Social Work program follows the policy of Pennsylvania Western University’s 
administraKon on grade appeals as outlined in the undergraduate catalog Grade Appeal 
Policy (PW Policy AC022).  
 
1. Students wishing to appeal a final grade must iniKate the appeal within thirty (30) 

calendar days arer the beginning of the semester following the issuance of the 
grade. Summer shall not consKtute a semester for purposes of calculaKng the appeal 
period for grades issued in the Spring semester; Winter session shall not consKtute a 
semester for purposes of calculaKng the appeal period for grades issued in the Fall 
semester.  

2. The student must first submit a wriben grade appeal, staKng the grounds for appeal, 
to the faculty member who issued the grade, with a copy to their Department Chair. 
The student is also encouraged to meet with the faculty member to abempt to 
resolve the grade dispute. If the appeal is resolved, the faculty member will noKfy 
the registrar of the grade change, with a copy to the Department Chair.  

3. If the instructor is on leave or no longer employed by the university, the student 
should appeal directly to the Department Chair, who shall make a reasonable 
abempt to contact the instructor for resoluKon or response to the appeal. If the 
instructor cannot be contacted, the student may proceed through the appeal process 
with the Department Chair serving to represent the instructor in the appeal to the 
best of their ability. The Department Chair may also appoint an alternate faculty 
member (preferably from the same discipline as the original instructor) to represent 
the interests of the instructor in the appeal process.  

4. If the student’s appeal is not resolved with the faculty member, then the student 
may appeal in wriKng, staKng the grounds for appeal, to the faculty member’s 
Department Chair. Again, the grounds for appeal are limited to the two stated in this 
policy. Such an appeal must be submibed within 15 days of receipt of the negaKve 
appeal decision by the faculty member. The student is encouraged to meet with the 

https://files.pennwest.edu/policies/ac022-grade-appeal.pdf
https://files.pennwest.edu/policies/ac022-grade-appeal.pdf
https://files.pennwest.edu/policies/ac022-grade-appeal.pdf
https://files.pennwest.edu/policies/ac022-grade-appeal.pdf
https://files.pennwest.edu/policies/ac022-grade-appeal.pdf
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Department Chair regarding the appeal. If the faculty member is also the 
chairperson, this level of appeal would go directly to the Academic Dean.  

5. The Chair shall noKfy in wriKng the student and faculty member of their findings 
regarding the appeal and the decision within 15 calendar days of their receipt of the 
appeal from the student.  
a. If the decision is in favor of the faculty member, the student would be advised of 

other appeal opKons within this policy.  
b. If the decision is in favor of the student, the Department Chair will appoint a 

commibee of faculty to be comprised of no fewer than two faculty from the 
same discipline or department associated with the course in quesKon. The 
commibee will be asked to review the student’s evidence and assessment results 
from the faculty member to determine a grade for the student. The commibee 
may request grading examples from the instructor associated with other 
students in the same course secKon, as needed and if available. This 
reassessment must be completed by the commibee within 21 days of commibee 
formaKon by the Department Chair. Consistent with the established grade 
change process, once the commibee has determined the grade, the commibee 
will submit the grade to the Department Chair, who shall forward the grade to 
the Academic Dean to submit to the registrar as a grade change. The Department 
Chair will provide noKficaKon to the faculty member and student. The student 
does not have grade appeal rights to the decision of this commibee, and this 
would consKtute the end of the appeal process.  

6. If an accord is not reached through the Chair, the student may then appeal in wriKng, 
staKng the grounds for appeal, to the Academic Dean, who may appoint a designee 
to handle the appeal. Again, the grounds for appeal are limited to the two stated in 
this policy. Such an appeal must be in wriKng and must be filed with the Dean within 
15 calendar days from the date of the final wriben determinaKon of the Department 
Chair. The Academic Dean may solicit input from the faculty member and 
Department Chair regarding their decisions in evaluaKng the student appeal. 
a. If the decision is in favor of the faculty member, the student would be advised of 

the limited, final appeal opKon within this policy.  
b. If the decision is in favor of the student, the Academic Dean will appoint a 

commibee of faculty to be comprised of no fewer than two faculty from the 
same discipline or department associated with the course in quesKon. The 
commibee will be asked to review the student’s evidence and assessment results 
from the faculty member to determine a grade for the student. The commibee 
may request grading examples from the instructor associated with other 
students in the same course secKon, as needed and if available. This 
reassessment must be completed by the commibee within 21 days of commibee 
formaKon by the Academic Dean. Consistent with the established grade change 
process, once the commibee has determined the grade, the commibee will 
submit the grade to the Department Chair, who shall forward the grade to the 
Academic Dean to submit to the registrar as a grade change. The Department 
Chair will provide noKficaKon to the faculty member and student. The student 
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does not have grade appeal rights to the decision of this commibee, and this 
would consKtute the end of the appeal process.  

7. The final source of appeal is the Provost, who may appoint a designee to handle the 
appeal. This final step may only be taken in one of the following circumstances: (1) 
there was an error in procedure or interpretaKon of this policy that was so 
substanKal as to effecKvely deny the student a fair hearing; or (2) new and significant 
evidence, which could not have been presented by diligent preparaKon at the prior 
levels of appeal, has become available. If such an appeal is granted, it must be 
submibed in wriKng and filed with the provost within 15 calendar days from the date 
of the final wriben determinaKon of the Academic Dean. The Provost may solicit 
input from the faculty member, Department Chair, and Academic Dean regarding 
their decisions in evaluaKng the student appeal.  
a. If the decision is in favor of the faculty member, the student would be advised of 

the decision and that there are no further appeals available.  
b. If the decision is in favor of the student, the provost will instruct the Academic 

Dean to appoint a commibee of faculty to be comprised of no fewer than two 
faculty from the same discipline or department associated with the course in 
quesKon. The commibee will be asked to review the student’s evidence and 
assessment results from the faculty member to determine a grade for the 
student. The commibee may request grading examples from the instructor 
associated with other students in the same course secKon, as needed and if 
available. This reassessment must be completed by the commibee within 21 days 
of commibee formaKon by the Academic Dean. Consistent with the established 
grade change process, once the commibee has determined the grade, the 
commibee will submit the grade to the Department Chair, who shall forward the 
grade to the Academic Dean to submit to the registrar as a grade change. The 
Department Chair will provide noKficaKon to the faculty member, student, and 
provost. The student does not have grade appeal rights to the decision of this 
commibee, and this would consKtute the end of the appeal process.  

 
Appeal Process re: Professional Development Form ‘Correc+ve Ac+on Plan’  

Students have the right to appeal the Professional Development Form ‘CorrecKve AcKon 
Plan’ by using the appeal process outlined below:  
 
1. Students wishing to appeal a Professional Development Form CorrecKve AcKon Plan 

from the BSW program must iniKate the appeal within thirty (30) calendar days 
following the issuance of the CorrecKve AcKon Plan by a faculty member.  

2. The student must appeal in wriKng, staKng the grounds for appeal of the CorrecKve 
AcKon Plan, to the Department Chair. The student is encouraged to meet with the 
Department Chair regarding the appeal. If the Department Chair iniKated the 
Professional Development Form, this level of appeal would go directly to the 
Academic Dean.  
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3. The Chair shall noKfy in wriKng the student and faculty member of their findings 
regarding the appeal and the decision within 15 calendar days of their receipt of the 
appeal from the student.  

4. If the decision is in favor of the faculty member, the student would be advised of 
other appeal opKons within this policy.  
a. If the decision is in favor of the student, the Department Chair will appoint a 

commibee of faculty to be comprised of no fewer than two faculty from the 
same discipline or department associated with the course in quesKon. The 
commibee will be asked to review the student’s evidence and evidence from the 
faculty member(s) who developed the CorrecKve AcKon Plan. This reassessment 
must be completed by the commibee within 21 days of commibee formaKon by 
the Department Chair.  

b. The commibee will submit their recommendaKon to the Department Chair who 
shall forward the findings to the Academic Dean.  

c. The Department Chair will provide noKficaKon to the faculty member and 
student. The student does not have appeal rights to the decision of this 
commibee, and this would consKtute the end of the appeal process.  

5. If an accord is not reached through the chairperson, the student may then appeal in 
wriKng, staKng the grounds for appeal, to the Academic Dean, who may appoint a 
designee to handle the appeal. Such an appeal must be in wriKng and must be filed 
with the dean within 15 calendar days from the date of the final wriben 
determinaKon of the Department Chair. The Academic Dean may solicit input from 
the faculty member and Department Chair regarding their decisions in the 
development of the CorrecKve AcKon Plan.  
a. If the decision is in favor of the faculty member, the student would be advised of 

the limited, final appeal opKon within this policy.  
b. If the decision is in favor of the student, the Academic Dean will appoint a 

commibee of faculty to be comprised of no fewer than two faculty from the 
same discipline or department associated with the course in quesKon. The 
commibee will be asked to review the student’s evidence and evidence from the 
faculty member(s) to determine if a more appropriate CorrecKve AcKon Plan is 
warranted. This reassessment must be completed by the commibee within 21 
days of commibee formaKon by the Academic Dean. Once the commibee has 
determined the outcome to the appeal, the commibee will submit the outcome 
to the Department Chair, who shall forward the outcome to the Academic Dean. 
The Department Chair will provide noKficaKon to the faculty member and 
student. The student does not have appeal rights to the decision of this 
commibee, and this would consKtute the end of the appeal process.  

6. The final source of appeal is the provost, who may appoint a designee to handle the 
appeal. This final step may only be taken in one of the following circumstances: (1) 
there was an error in procedure or interpretaKon of this policy that was so 
substanKal as to effecKvely deny the student a fair hearing; or (2) new and significant 
evidence, which could not have been presented by diligent preparaKon at the prior 
levels of appeal, has become available. If such an appeal is granted, it must be 



40  

submibed in wriKng and filed with the provost within 15 calendar days from the date 
of the final wriben determinaKon of the Academic Dean. The provost may solicit 
input from the faculty member, Department Chair, and Academic Dean regarding 
their decisions in evaluaKng the student appeal.  
a. If the decision is in favor of the faculty member, the student would be advised of 

the decision and that there are no further appeals available.  
b. If the decision is in favor of the student, the provost will instruct the Academic 

Dean to appoint a commibee of faculty to be comprised of no fewer than two 
faculty from the same discipline or department associated with the course in 
quesKon. The commibee will be asked to review the student’s evidence and 
evidence from faculty member(s) to determine an appropriate outcome for the 
student. This reassessment must be completed by the commibee within 21 days 
of commibee formaKon by the Academic Dean. Once the commibee has 
determined recommendaKons, the commibee will submit such 
recommendaKons to the Department Chair, who shall forward the 
recommendaKons to the Academic Dean. The Department Chair will provide 
noKficaKon to the faculty member, student, and provost. The student does not 
have any further appeal rights to the decision of this commibee, and this would 
consKtute the end of the appeal process.  

  
Appeal Process re: Dismissal/Rejec+on by the Program  

GPA’s are reviewed each semester. Students are iniKally placed on probaKon when their 
GPAs fall below the desired level. Students who are on probaKon have no more than one 
calendar year to complete coursework to achieve the minimum 2.5 GPA in the major and 
2.0 overall GPA. If the student is not successful in raising their GPA, they will be 
academically dismissed from the BSW program. Students receive wriben noKficaKon 
when they are placed on probaKon and academically dismissed from the BSW program. 
Students will also receive an e-mail and/or leber when their GPAs are marginally 
adequate, indicaKng that faculty are concerned and that a meeKng is required between 
the student and their advisor/BSW Program Director to complete a Professional 
Development Form and develop a plan for success.  

 
Students who are academically dismissed from the BSW program and readmiged by 
the University must successfully complete a semester of coursework and reapply for 
admission to the major by re-applying for Candidacy. Simply being readmiged by the 
University does not automa+cally mean full acceptance into the social work major, 
candidacy, or the BSW degree program.  
 
Students might be rejected for Candidacy to the BSW program due to academic 
concerns, concerns related to professional behavior, or as a result of concerns related to 
the Candidacy ApplicaKons and/or the Candidacy Interview. Students can also be 
dismissed from the BSW program for academic concerns and/or concerns related to 
professional behavior.  
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The faculty reserves the right to remove the status of “UncondiKonal” Candidacy for the 
degree from any student who does not conKnue to fulfill the requirements of any of the 
criteria. The interests of both the student and the profession will be taken into account.  
  
Students have the right to appeal a decision for Dismissal from the program or RejecKon 
(upon applicaKon for Candidacy or applicaKon for re-admission) by the BSW Program 
using the appeal process outlined below: 
 
1. Students wishing to appeal a dismissal or rejecKon by the BSW program must iniKate 

the appeal within thirty (30) calendar days following the issuance of the 
dismissal/rejecKon leber.  

2. The student must first submit a wriben appeal, staKng the grounds for appeal, to the 
BSW Program Director who issued the Dismissal/RejecKon along with a copy to the 
Department Chair. If the BSW Program Director is also the Department Chair, a copy 
should be sent to the Academic Dean.  

3. The student must appeal in wriKng, staKng the grounds for appeal, to the 
Department Chair. The student is encouraged to meet with the Department Chair 
regarding the appeal. If the BSW Program Director also serves as the Department 
Chair, the student must appeal in wriKng, staKng the ground for appeal, to the 
Academic Dean.  

4. The Chair (or Academic Dean if the BSW Program Director is also the Department 
Chair) shall noKfy in wriKng the student and faculty member of their findings 
regarding the appeal and the decision within 15 calendar days of their receipt of the 
appeal from the student.  
a. If the decision is in favor of the faculty member, the student would be advised of 

other appeal opKons within this policy.  
b. If the decision is in favor of the student, the Department Chair will appoint a 

commibee of faculty to be comprised of no fewer than two faculty from the 
same discipline or department associated with the course in quesKon. The 
commibee will be asked to review the student’s evidence and evidence from any 
faculty members and/or the BSW Program Director. This reassessment must be 
completed by the commibee within 21 days of commibee formaKon by the 
Department Chair.  

c. The commibee will submit their recommendaKon to the Department Chair who 
shall forward the findings to the Academic Dean.  

d. The Department Chair will provide noKficaKon to the faculty member and 
student. The student does not have appeal rights to the decision of this 
commibee, and this would consKtute the end of the appeal process.  

5. If an accord is not reached through the chairperson, the student may then appeal in 
wriKng, staKng the grounds for appeal, to the Academic Dean, who may appoint a 
designee to handle the appeal. Such an appeal must be in wriKng and must be filed 
with the dean within 15 calendar days from the date of the final wriben 
determinaKon of the Department Chair. The Academic Dean may solicit input from 
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the faculty member and Department Chair regarding their decisions in evaluaKng the 
student appeal.  
a. If the decision is in favor of the faculty member, the student would be advised of 

the limited, final appeal opKon within this policy.  
b. If the decision is in favor of the student, the Academic Dean will appoint a 

commibee of faculty to be comprised of no fewer than two faculty from the 
same discipline or department associated with the course in quesKon. The 
commibee will be asked to review the student’s evidence and evidence from 
faculty members and/or BSW Program Director. This reassessment must be 
completed by the commibee within 21 days of commibee formaKon by the 
Academic Dean. Consistent with the established grade change process, once the 
commibee has determined the outcome to the appeal, the commibee will 
submit the outcome to the Department Chair, who shall forward the outcome to 
the Academic Dean. The Department Chair will provide noKficaKon to the faculty 
member and student. The student does not have appeal rights to the decision of 
this commibee, and this would consKtute the end of the appeal process.  

6. The final source of appeal is the provost, who may appoint a designee to handle the 
appeal. This final step may only be taken in one of the following circumstances: (1) 
there was an error in procedure or interpretaKon of this policy that was so 
substanKal as to effecKvely deny the student a fair hearing; or (2) new and significant 
evidence, which could not have been presented by diligent preparaKon at the prior 
levels of appeal, has become available. If such an appeal is granted, it must be 
submibed in wriKng and filed with the provost within 15 calendar days from the date 
of the final wriben determinaKon of the Academic Dean. The provost may solicit 
input from the faculty member, Department Chair, and Academic Dean regarding 
their decisions to dismiss or reject the student from the BSW program.  
a. If the decision is in favor of the faculty member, the student would be advised of 

the decision and that there are no further appeals available.  
b. If the decision is in favor of the student, the provost will instruct the Academic 

Dean to appoint a commibee of faculty to be comprised of no fewer than two 
faculty from the same discipline or department associated with the course in 
quesKon. The commibee will be asked to review the student’s evidence and 
evidence from faculty members and/or the BSW Program Director to determine 
an appropriate outcome for the student. This reassessment must be completed 
by the commibee within 21 days of commibee formaKon by the Academic Dean. 
Once the commibee has determined recommendaKons, the commibee will 
submit such recommendaKons to the Department Chair, who shall forward the 
recommendaKons to the Academic Dean. The Department Chair will provide 
noKficaKon to the faculty member, student, and provost. The student does not 
have any further appeal rights to the decision of this commibee, and this would 
consKtute the end of the appeal process.  
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Student Records  
All contents of the student’s academic record are open to that parKcular student for 
their inspecKon and review, except for confidenKal lebers and recommendaKons where 
the student has signed away the rights of access to those lebers/recommendaKons. 
Student records can be accessed online through the Student Self-Service feature on the 
PennWest portal. Student permission is required before academic informaKon is 
released to anyone other than faculty or approved university staff.  
 
 

Resources 
Support Services, Campus & Community Resources 
Links to student support resources on each campus are available on the Student Support and 
Services page.  
 
Preferred First Name Request: Some students may use a different first name than their legal 
name. If your legal first name does not match your preferred first name, you can submit the 
Preferred First Name Request form to the Office of Records and RegistraKon so that your 
preferred name will be used in place of your legal name on D2L and some other internal 
systems. Please note, this form does not change your legal name on your academic transcripts 
and other documents and record.  
 
Informa+on Technology Services provides assistance to students in meeKng their technology 
needs.  
 
Library Help: Online MSW students have 24/7 online access to the PennWest University 
Libraries. Students also have access to the Social Work & Sociology Guide which curates links to 
current and historic legislaKon and public policy resources; clinical informaKon such as the 
Mental Measurements Yearbook and Films on Demand; open access resources including open 
access Social Work journals; and APA citaKon web resources. AddiKonally, students can use the 
contact info on the home page of the guide to contact or set up an appointment with librarian 
Nathan Fralick. 
 
APA Help: Students should always refer to the most recent ediKon of the American 
Psychological AssociaKon PublicaFon manual of the American Psychological AssociaFon. The 
Purdue Online WriKng Lab (OWL) APA IntroducKon is also a helpful resource.  
 
Tutoring: Peer tutoring services are available via Zoom. Appointments can be made through 
Starfish by clicking the three-bar menu and selecKng “courses.” Look for the Starfish card at 
MyPennWest. In addiKon to peer tutoring services, students also have access to Tutor.com, an 
online, on-demand service available 24/7 in over 250 subject areas. Students can access 
Tutor.com in Starfish under “courses,” as well as D2L Brightspace under “University Resources.” 
 

https://online.pennwest.edu/student-experience/student-support-services
https://online.pennwest.edu/student-experience/student-support-services
https://itservices.pennwest.edu/
https://library.pennwest.edu/home
https://library.pennwest.edu/home
https://library.pennwest.edu/socialwork
https://owl.purdue.edu/owl/research_and_citation/apa_style/apa_style_introduction.html
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Wri+ng Center: Online WriKng Center appointments are made through Starfish app 
(my.pennwest.edu) à Student Self-Service à Starfish 
 
Counseling: MSW students can reach out to Studentwellness-cal@pennwest.edu, call 814-393-
2255, or complete a Support Services Inquiry form for help finding supports in their local area.  
 
Community Services: Call 211 to get referrals for local community services or visit the 211 
website for more informaKon. 
 
Crisis: Free 24/7help is available to those in crisis. Below are a few hotlines available in the U.S. 

The NaKonal Hope Line: call or text 1-877-235-4525.  
The Crisis Text Line: text HOME to 741741.  
The NaKonal Suicide PrevenKon Lifeline: call 988. 
Other naKonal crisis hotlines: hbps://www.apa.org/topics/crisis-hotlines  

Career Center: Students can explore job and salary trends, access support for creaKng resumes 
and cover lebers, view and apply for jobs and internships, and more. Visit The Career Center for 
more informaKon.  
  
Students with Disabili+es  
Pennsylvania Western University offers services to meet the accommodaKon needs of students 
with many types of disabiliKes. The Office for Students with DisabiliKes (OSD) provides services 
to students based upon documentaKon of a disability and a request for accommodaKons based 
on this disability. Please refer to PennWest’s Equity and Title IX website for addiKonal 
informaKon and links to the campus OSD websites. 
 
This policy is in compliance with the Americans with DisabiliKes Act (ADA) and SecKon 504 of 
the RehabilitaKon Act of 1973. 
 
Students reserve the right to decide when to self-idenKfy and when to request 
accommodaKons. Students requesKng approval for reasonable accommodaKons should contact 
OSD. Students are expected to adhere to OSD procedures for self-idenKfying, providing 
documentaKon and requesKng accommodaKons in a Kmely manner. 
 
For quesKons about accommodaKons please contact:  
PennWest California- John Massella at Osd-cal@pennwest.edu 
PennWest Clarion- Ronald Radaker at Osd-clr@pennwest.edu 
PennWest Edinboro- Sharon Conklin at Osd-edn@pennwest.edu 
 
  
 

 

 

mailto:Studentwellness-cal@pennwest.edu
https://forms.office.com/pages/responsepage.aspx?id=fF7yxuQiN0WHLYA2Imebe3rxkQz02YRDjHlcfvkv7LVUOTJFNFJVTFRXVDBZQkdHUlFEVkxEWk8yVC4u
http://211.org/pages/about
http://211.org/pages/about
https://www.hopeline-nc.org/?gclid=Cj0KEQjwy4zLBRCOg6-4h6vs3cUBEiQAN-yzfqoApOUinvl8YqVo6DagcV72IYmO8BrMCIqjW1KqKEUaAgj08P8HAQ
https://www.crisistextline.org/
https://suicidepreventionlifeline.org/
https://www.apa.org/topics/crisis-hotlines
https://career.pennwest.edu/
mailto:Osd-cal@pennwest.edu
mailto:Osd-clr@pennwest.edu
mailto:Osd-edn@pennwest.edu
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FIELD EDUCATION: Social Work’s signature pedagogy  
The Council on Social Work EducaKon has idenKfied field educaKon as the signature pedagogy 
of social work. “Signature pedagogies are elements of instrucKon and of socializaKon that teach 
future pracKKoners the fundamental dimensions of professional work in their discipline—to 
think, to perform, and to act ethically and with integrity. The intent of field educaKon is to 
integrate the theoreKcal and conceptual contribuKon of the classroom with the pracKcal world 
of the pracKce seqng. It is a basic precept of social work educaKon that the two interrelated 
components of curriculum—classroom and field—are of equal importance within the 
curriculum, and each contributes to the development of the requisite competencies of 
professional pracKce” (EducaKonal Policy and AccreditaKon Standards, 2015).   
 
Through the field experience, students develop a deeper appreciaKon of the impact of such 
problems as addicKons, delinquency, discriminaKon, inadequate housing, poverty, family 
disrupKon, trauma, abuse, physical and mental disabiliKes, and aging with individuals, families, 
and communiKes. Students internalize social work core values, ethics, principles, and standards, 
and have the opportunity to develop and master social work techniques and skills which 
prepare students for generalist pracKce through experience in observaKon, data collecKon and 
organizaKon, planning intervenKon strategies, interviewing, reporKng, and evaluaKng contacts 
in both wriben and oral form. Students also develop skills in planning appropriate use of Kme 
and carrying responsibiliKes for maintaining professionally appropriate relaKonships with 
clients, agency personnel, and personnel from other related agencies. Also, students develop 
increasing self-awareness and self-understanding, parKcularly in relaKon to the values and 
feelings they bring to agencies. This is essenKal for effecKve professional pracKce and should 
help the student to evaluate his/her commitment to the profession of social work.  
 

Field Courses 

Social Work students in the last semester of their senior year take two field courses taken 
concurrently. 
 
SOWK 4800 
This course provides a supervised placement of 450 hours in a pracKce seqng under the 
supervision of a social worker. The applicaKon of theoreKcal knowledge and skills, along with 
demonstrated competencies in working with various client systems, is emphasized.  
Credit Hours: 12 
 
SOWK 4900 
This capstone seminar is paired with a supervised placement in a pracKce seqng (SOWK 4800) 
under the supervision of a social worker. This seminar is focused on professional reflecKon and 
synthesis of prior coursework with praxis in a field seqng. The applicaKon of theoreKcal 
knowledge and skills, along with demonstrated competencies in working with various client 
systems, is emphasized. Ethical professional pracKce is also emphasized.  
Credit Hours: 3 
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Structure of Field Educa=on 
 
The Council on Social Work EducaKon (CSWE) has idenKfied nine social work competencies that 
are essenKal to generalist social work pracKce. The Social Work Program at PennWest has 
structured its curriculum around these areas of competency, including the field learning plan 
and the evaluaKon of student performance in the field.   
 

1. Demonstrate Ethical and Professional Behavior  
2. Advance Human Rights and Social, Racial, Economic, and Environmental Jus@ce  
3. Engage An@-Racism, Diversity, Equity, and Inclusion (ADEI) in Prac@ce  
4. Engage in Prac@ce-informed Research and Research-informed Prac@ce 
5. Engage in Policy Prac@ce  
6. Engage with Individuals, Families, Groups, Organiza@ons, and Communi@es  
7. Assess Individuals, Families, Groups, Organiza@ons, and Communi@es  
8. Intervene with Individuals, Families, Groups, Organiza@ons, and Communi@es 
9. Evaluate Prac@ce with Individuals, Families, Groups, Organiza@ons, and Communi@es 

 
There are different models of delivering field educaKon in accredited BSW Programs. We offer a 
block pracKcum placement in the last term (semester) of the senior year. Students are in 
pracKcum 4-5 days a week for a total of 450 hours over one term(semester). By the end of the 
pracKcum experience, our students know what it means to pracKce as a beginning-level 
generalist social worker on a day-to-day basis.  This block placement allows our students to be 
in pracKcum 30 hours per week and parKcipate in a seminar class for one academic term 
(semester). The block pracKcum allows students to have a realisKc and conKnuous experiences, 
more closely approximaKng the true demands associated with professional social work. Our 
students thus enter pracKcum later (senior year), having successfully completed more core 
social work coursework. Students taking Field PracKcum must be concurrently enrolled in Field 
Seminar, the integraKve seminar through which they process their experiences in this field 
pracKcum placement.   
 
 

Field Management System, Lumivero Experien=al Learning Cloud (Formerly 
Tevera) 

 
The BSW Field EducaKon Program uses a comprehensive web-based field placement tracking 
system called Lumivero ExperienKal Learning Cloud (Formerly Tevera). This system allows BSW 
Students, Field Instructors, Faculty Liaisons, Task Supervisors, Affiliated OrganizaKons, the BSW 
Field Coordinator, and related personnel to access shared informaKon electronically. The Field 
Office will provide all users with informaKon on creaKng their Lumivero ExperienKal Learning 
Cloud (Formerly Tevera) accounts.   
 
All BSW Students are required to purchase Lumivero ExperienKal Learning Cloud (Formerly 
Tevera). You will be prompted to do so in one of your upper-level classes so you will have it and 
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will be prepared to begin pre-field tasks the semester before your field placement. This will also 
give you Kme to start looking for a field placement at the end of your junior year or beginning of 
your senior year.  When looking at sites, click on the site name, then details, then full profile to 
get the most updated informaKon.  
 
You will receive an email from the Field Office on how to set up your account. You must have 
your account registered by the first week of the semester before you go into field placement.  
 
If you are purchasing Lumivero ExperienKal Learning Cloud (Formerly Tevera) with the use of 
financial aid, you must do so at the bookstore at the cost of $286.75. (Please be mindful of the 
deadline to use financial aid at the bookstore). Try to register your account as soon as you get 
the code.  The bookstore does not keep track of the codes they provide when you purchase 
Lumivero ExperienKal Learning Cloud (Formerly Tevera) so please DO NOT LOSE THE CODE if you 
do not register your account right away.    To purchase at the PennWest bookstore, please use 
this link:  Student Membership (Access Code Card): PennWest (bkstr.com). If you are purchasing 
it yourself from Lumivero ExperienKal Learning Cloud (Formerly Tevera), it costs approximately 
$223 and you can do so directly from the link sent to you by the field office.  
 
Once you are a registered Lumivero ExperienKal Learning Cloud (Formerly Tevera) user, you will 
be able to log in and see several tabs on your home screen. You should begin by doing the 
tutorials under the Learning Space tab. There is also a BSW program Tab in the Learning Space.  
Here you will find all the informaKon you need to successfully prepare for your placement.  It is 
specific to the PennWest BSW Program. Once completed, you should move on to Site Placement 
tab. You must complete the 4 pre-applicaKon tasks there in order to being the next secKon 
where you enter your field informaKon once a field placement is secured. All of this will be done 
by the end of the semester prior to you going into field. All forms that need sent to agencies, 
field instructors, and task supervisors (if applicable) need to be started by the student and then 
submibed to the appropriate person to complete and sign.  Students should be sure to read the 
instrucKons accompanying each form.  
  
The semester you are in the Field PracKcum class, you will be assigned to a class in Lumivero 
ExperienKal Learning Cloud (Formerly Tevera). This is where you will see your Learning Plan, 
Timesheets, and other assignments.  
  
Lumivero ExperienKal Learning Cloud (Formerly Tevera) works best using newer servers like 
Google Chrome or Microsor Edge. Also be sure to log in on a computer, not a phone or tablet, 
to use it correctly. There is a “Help Bubon” feature on the top right corner of the home screen. 
Students are encouraged to use this to help problem solve. Any other quesKons should be 
directed to the BSW Field Coordinator.  
 

https://www.bkstr.com/pennweststore/product/tevera-student-membership--printed-access-code-card--373070-1
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Field Personnel Roles  

 
CollaboraKon among all parKcipants must take place for successful compleKon of the pracKcum 
and related course work. The roles and responsibiliKes of each parKcipant must be clearly 
defined and understood to accomplish the overall objecKves of the educaKonal process. A 
commitment to professional pracKce standards shall be reflected in the behaviors of students, 
Field Director, Field Instructors, the Field Coordinator and Faculty Liaisons as efforts are being 
made by all to achieve these professional/educaKonal objecKves. Students, Field Instructors, 
Faculty Liaisons, and the Field Coordinator are expected to be aware of, understand and 
implement through their acKons the NaKonal AssociaKon of Social Worker’s Code of Ethics.  
 

• The BSW Field Director is the coordinator of undergraduate field educaKon in the Social 
Work Program. They oversee arranging field placements and serve as the iniKal contact 
person for host seqngs. They also monitor the pre-field experience, which takes place 
during the term (semester) before you enter your field placement. AddiKonally, the BSW 
Field Coordinator provides leadership and oversight within the Social Work Field Office 
to assure the overall quality of the BSW field program. Overall quality includes meeKng 
CSWE accreditaKon standards and adherence to all relevant university and departmental 
policies. 

• The Faculty Liaison is the faculty member who is listed as the instructor for your Field 
PracKcum (Internship). The faculty liaison is responsible for the grade you receive for the 
pracKcum.   

• The Field Instructor is an employee at the host site who provides social work 
supervision, guidance, and professional socializaKon to interns. The field instructor 
meets with the faculty liaison during site visits (virtually) and completes the midterm 
and final evaluaKons of the intern. Field instructors must meet the requirements set 
forth by the CSWE.  

• Some interns may also have a Task Supervisor at the internship site. Task supervisors are 
used when there is an employee other than the field instructor who has close day-to-day 
contact with the intern. A task supervisor should be included in site visits and involved in 
the midterm and final evaluaKons of the intern.  

• The Department of Social Work Field Educa;on Commi>ee is open to all faculty in the 
program. The Field Director chairs this commibee. Its required membership includes the 
BSW Program Director, BSW Field Coordinator, and faculty liaisons. This commibee 
reviews and recommends changes to the field educaKon program and provides input on 
nontradiKonal field placements and student concerns.   
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Field Instruc=on 

 
Field educaKon is implemented through field instrucKon at a social service site with a field 
supervisor in collaboraKon with the Social Work Field Office. Field instrucKon is designed to 
enable the student to have an opportunity for a supervised pracKce experience in the 
applicaKon of knowledge, values, and ethics and pracKce skills to enhance the well-being of 
people and to work toward the amelioraKon of environmental condiKons that affect people 
adversely. Students apply the content of diversity, social and economic jusKce, populaKons at 
risk, human behavior in the social environment, social welfare policy and services, and research 
informed pracKce learned previously throughout the program’s curriculum.   
 
Agency Criteria and Responsibili+es 
 

• The agency views parKcipaKon in the educaKon of PennWest BSW students as a 
worthwhile commitment and agrees to support the mission, goals, and objecKves of the 
BSW program.  

 
• The agency demonstrates competence in providing professional services and offers a 

climate conducive to undergraduate learning and professional development.  
 

• The agency can offer learning experiences appropriate to undergraduate level social 
work field educaKon.   

 
• The agency is prepared to provide supervision of student assignments by a qualified staff 

member.   
 

• The agency permits adequate Kme for the field instructor to implement the student's 
field pracKcum and provide educaKonally directed field instrucKon.  

 
• The agency will provide an orientaKon to safety policies and procedures as well as 

provide ongoing reinforcement of safety in the field.  
 

• The agency has adequate faciliKes and resources for the student to complete assigned 
tasks. Ideally, the agency will provide a workspace comparable to that provided for the 
staff.  

 
• The agency views the student as both a learner and an acKve parKcipant in the 

professional life of the agency.   
 

• The agency has and conforms to policies regarding non-discriminaKon in service delivery 
and employment.  
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• Agencies or organizaKons interested in working with our students must be willing to 
provide our students with a range of experiences needed for beginning level generalist 
pracKce. They must provide opportuniKes for work with individuals, families/groups, and 
organizaKons/communiKes.  

 
• Agencies must sign an affiliaKon agreement with the University.  

 
• The agency will have the student parKcipate in conferences, consultaKons, and staff 

meeKngs within the agency and the community whenever it is possible.  
 

• The agency will provide insurance coverage for students who are expected to use 
personal vehicles for agency purposes. University Policy: If the Field Placement Agency 
requires students to uFlize their personal or agency vehicles as part of the duFes being 
performed, the agency must indemnify and hold the University harmless, and indemnify 
any student required to uFlize their personal vehicle as part of the field placement 
assignment (e.g. students who are required to transport clients). If a student is uFlizing 
the agencies vehicle, the agency assumes full financial liability, loss, or damage 
responsibility while the student is performing agency duFes. Proof of 
insurance/indemnificaFon must be submiVed to the field coordinator before any such 
transportaFon takes place. The agency is also responsible for verifying students have a 
valid driver’s license and for checking their driver history.   

 
While the social work program recognizes an important part of the learning process occurs by 
doing the kind of work which is representaKve of the agency’s professional pracKce, the intern 
is understood to be fulfilling a learning role rather than a work role. Several consideraKons arise 
out of the awareness of the difference between the role of the student intern and the role of 
agency employees. Of major importance in these consideraKons are those which relate to the 
types of assignments selected for the student. In this regard, the following guidelines are 
offered:  
  

• Assignments, both in type and number, shall be such that the student is able to give 
appropriate service and to learn as fully as possible from each experience. The 
assignments should offer an opportunity for progression in learning.  

 
• The assignments should offer as broad a range of experience as possible within the 

agency, in conformity with the rate of each student's learning capacity, so that the 
student may gain understanding of the total agency program and its place in the social 
welfare service delivery system.  

 
• While there will be variaKons in each student’s field placement educaKon, it is expected 

that each student should have an opportunity to develop pracKce skills, progressively, in 
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at least the following areas: observaKon; interviewing; working on a one-to-one, family 
and small group basis with clients; planning intervenKon strategies and assuming the 
appropriate service roles (such as broker, advocate, care-giver, behavior changer, 
educator, facilitator, etc.); being involved in community coordinaKon; compleKng 
necessary forms and paperwork; and recording appropriately. Where there is difficulty in 
planning such experiences within the context of current agency operaKons, the faculty 
liaison and other university contacts will be available to help work out plans to allow 
students to have these experiences.  

 
• A crucial aspect of the student situaKon is the need for early involvement in direct 

service acKvity. Except for unusual circumstances, the student should have the 
opportunity for direct service contacts in a parKcipatory, rather than an observaKon, role 
within the first month of their placement.  

 
Field Instructor Criteria and Responsibili+es 
 
Student success in field educaKon is closely related to the quality of instrucKon and supervision 
at the host site. The Field Instructor: 
  

• must have a BSW (and 4 years’ experience) or MSW (and 2 years’ experience) from a 
CSWE accredited program.  

 
• has a commitment to the values and ethics of the social work profession.  

 
• demonstrates competence in social work pracKce.  

 
• has an interest in supporKng student educaKon.  

 
• can be accessible to the student on a regular basis.  

 
• If a field site is idenFfied as providing an excellent social work field experience and 

receives the field commiVee’s approval, but does not have a BSW or MSW onsite, the 
student can find an approved field instructor within the community to serve as a Field 
Instructor. This ensures that the student receives the social work supervision required 
while in pracFcum. In this case, the agency must provide a Task Supervisor to oversee 
the student’s daily acFviFes and communicate with the Field Instructor and Faculty 
Liaison.  

 
• Faculty of PennWest will not serve in dual roles within the social work program. If a 

PennWest student is engaged as a field student at a business, agency, organizaKon, 
consulKng firm, or other LLC or LLP owned by a faculty member of PennWest, that same 
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faculty member will not serve as the field instructor or as the task supervisor for that 
student.  A qualified (per CSWE standards) 3rd party individual must serve as the field 
instructor.  

 
Field Instructors and Task Supervisors (if applicable) will ensure the student: 
 

• has an opportunity for a supervised pracKce experience in the applicaKon of knowledge, 
values and ethics, and pracKce skills to enhance the well-being of people and to work 
toward the amelioraKon of environmental condiKons that affect people adversely.  

 
• deepens their appreciaKon of the impact of such problems as addicKon, delinquency, 

discriminaKon, poor housing, poverty, family disrupKon, physical and mental disabiliKes 
and aging upon individuals, families, and communiKes. 

 
• internalizes social work ethics, principles, and concepts.  

 
• builds upon and refine techniques and skills, including observaKon; data collecKon and 

organizaKon; planning intervenKon strategies; interviewing, reporKng, and evaluaKng 
contacts in both wriben and oral form; planning appropriate use of their Kme; and 
carrying responsibiliKes for maintaining professional relaKonships with clients, agency 
personnel, and personnel from other related agencies.  

 
• develops increasing self-awareness and self-understanding, parKcularly in relaKon to the 

values and feelings which they bring to social agencies. This is essenKal for effecKve 
professional pracKce and should help the student to evaluate their commitment to the 
profession of social work.  

 
• understands the field agency and its place in the network of social welfare services in 

the community, including their operaKon, policies, contribuKons to maintenance and 
enhancement of social funcKoning, and forces within the community which affect their 
organizaKon and operaKon.  

 
• applies content on diversity, social and economic jusKce, populaKons-at-risk, human 

behavior in the social environment, social welfare policy and services, and research 
learned previously in the program.  

  
• is introduced to the appropriate staff including the execuKve, if possible, shortly arer 

arrival at the seqng.   
 

• receives individual supervision for a minimum of one hour per week. (Less than 13 hours 
of BSW/MSW field supervision each semester can negaKvely impact a student’s grade.) 
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• is able to abend staff and board meeKngs whenever possible.   

 
• is provided an orientaKon to the seqng in which the student learns about:   

o The purpose, funcKon, policies, and goals of the organizaKon.   
o The source of funds   
o The clientele served  
o The geographic area covered   
o The specific acKviKes carried out  
o The relaKon to the community and other agencies   
o The expectaKon of them as a student, agency representaKve and social worker   
o What can be expected from the supervisor in the way of guidance and support  
o Personnel regulaKons   

 
• is given a workload that it is in harmony with the seqng and the goals of the program. 

“Busywork” is not appropriate for the student. The job assigned should contribute to 
the agency and the student’s learning process.   

 
• is assigned a problem to handle as early as possible arer placement which involves 

direct client contact.   
 

• assignments grow in nature and complexity as the student learns and grows.   
 

• clearly knows and understands the purpose of the job and appreciates the need for it 
being done.   

 
• has the opportunity to observe other staff members at work in specific situaKons (such 

as interviewing) that will afford learning experiences and follow up of what has been 
learned.   

 
• performance is evaluated construcKvely so that she/he/they may learn and grow from 

each experience using the mid-term and final evaluaKons.  
 

• Works with them and them and the Faculty Liaison to develop and implement the 
learning plan for instrucKon.  
 

• contacts the Faculty Liaison as soon as possible when issues of concern arise.  
 
Field Instructors are encouraged to aVend orientaFons provided by the field office. They will also 
be invited to various other training opportuniFes.  
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If a Field Instructor is aware that they will be absent for a prolonged period of Fme while the 
student is in the agency, the Field Instructor must designate another Social Worker or an 
appropriate staff person to be the subsFtute Field Instructor. This subsFtute must meet 
department criteria, and the Field Coordinator and Faculty Liaison must be informed in 
advance.   
 
Faculty Liaison Responsibili+es 
 
Faculty Liaisons carry the major responsibiliKes for agency-program contacts regarding the 
design, implementaKon, and evaluaKon of the pracKcum experience arer placement has 
occurred. Faculty Liaisons work cooperaKvely with agencies and the Social Work Program to 
clarify educaKonal and administraKve expectaKons of the student, agency and program; to 
maintain consultaKve and evaluaKve communicaKon with the agency and students through 
agency visits during placement; to facilitate and assist in the integraKon of classroom material 
and pracKce experience; to facilitate field experiences which reflect racial, ethnic and gender 
diversity; and to clarify and reinforce the educaKonal role of the Field Instructor / Task 
Supervisor.   
 

• Agency visits (virtual) by the Faculty Liaison include a monitoring and coordinaKng 
funcKon designed to assure that social work learning opportuniKes are made 
available.  These virtual visits will be documented by the faculty liaison in Lumivero 
ExperienKal Learning Cloud (Formerly Tevera) field sorware. 
 

o Faculty Liaisons are required to have at least 3 contacts with the field 
instructor/task supervisor during the semester long placement. 1 of these 
contacts must be in person (virtual). These are minimum standards of contact 
and Faculty, Student, or Agency can request more if needed. 

 
• The Field Instructor and/or student may request addiKonal visits at any Kme when a 

need is idenKfied.   
 

• Establish regular contact with the student’s Field Instructor / Task Supervisor through 
telephone calls or electronic mail to obtain needed feedback on student progress and 
potenKal field educaKon issues.   

 
• Provide ongoing feedback to the student on his or her pracKcum progress and 

saKsfactory or unsaKsfactory compleKon of required related coursework.  
 

• Determine the final field educaKon grade.   
 

• Ensure that the department’s field files (including those in Lumivero ExperienKal 
Learning Cloud (Formerly Tevera)) include the agreed upon learning plan, the student’s 
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documented field hours and the mid-term and final field evaluaKons of student 
performance.   

 
• Provide feedback regarding the agency seqng and its potenKal for providing 

instrucKonal experiences to the Social Work Program.   
 

• Serve as the first point of contact in situaKons where problems occur in field learning.   
 

Field Director Responsibili+es 
 

• Communicate with all faculty involved with students in field. Provide leadership in 
educaKonal curriculum planning for the field educaKon program in conjuncKon with 
appropriate faculty commibees, including development and redevelopment of field 
educaKon objecKves at various program levels.  
 

• Interpret field educaKon policies and procedures to students, agencies, and faculty.  
 

• Develop appropriate administraKve and curricular supports for the field educaKon such 
as Kmetables, a system for maintaining learning contracts, evaluaKons, affiliaKon 
agreements, etc.  
 

• May serve as a consultant in solving problems within the field educaKon program.  
 

• Promulgate the purposes and needs of the field educaKon component of the program as 
a representaKve to external consKtuencies.   
 

• Chair the Department of Social Work Field EducaKon Commibee.   
 

Field Coordinator Responsibili+es 
 

• Assess students’ learning needs, refer, and assign students to field placements.   
 

• Monitor the progress of student learning and agency effecKveness in providing field 
educaKon.  

 
• Manage all mabers of student’s status in the program including extending placement 

when necessary.   
 

• Decide in collaboraKon with the Faculty Liaison, Field Instructor, and student whether a 
student may need a change of placement.   
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• Maintain a relaKonship with agencies by keeping them informed about policies, 
curriculum, and general program and administraKve changes.  

 
• Organize, coordinate, and confirm the assignment of students to placements considering 

the specialized services of the agency, the skills and knowledge of the field instructor 
and an assessment of student readiness for the social work role expectaKons of the 
placement  

 
• Finalize pracKcum placement before the end of the semester prior to the start of the 

pracKcum  
 

• Maintain Lumivero ExperienKal Learning Cloud (Formerly Tevera) Field Sorware.  
 

• Review proposals for non-tradiKonal placement seqngs and present them to the Social 
Work Field EducaKon Commibee for approval.  

 
• Organize field educaKon orientaKons and seminars for Field Instructors and students.  

 
• Develop and maintain current database on students, affiliated agencies, and Field 

Instructors.   
 

• The Field Coordinator will noKfy Faculty Liaisons of who cannot begin their placement as 
scheduled due to outstanding paperwork. It will be the student’s responsibility to noKfy 
the placement agency and field instructor of any change in schedule or delay in 
starKng.   

 
Student Responsibili+es 
 
The student with the support of the Faculty Liaison and the Field Instructor has the major 
responsibility for their own learning and is expected to acKvely parKcipate in the formulaKon 
and implementaKon of the field educaKon experience. While in the field pracKcum the student 
is expected to maintain the same ethical standards and pracKces as the professional staff.  
 
Student will: 
 

• be responsible for reading the BSW Field EducaKon Manual to make sure that they 
understand the social work pracKcum experience. 

 
• share the course syllabus with their field instructor and task supervisor (if 

applicable). 
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• abend the orientaKon and meet individually with the Field Coordinator (if needed). 
 

• remember that your interview at the agency is a two-way street. It is the 
responsibility of the agency representaKve to obtain informaKon about you, but it is 
also your responsibility to gather informaKon about the agency and about your 
prospecKve field instructor.  

 
• make Field Instructor aware of any perKnent informaKon that may affect the 

student’s ability to learn.   
 

• advocate for self in pursuit of learning.  
 

• be responsible for the iniKal draring of the learning plan and discussion with the 
Faculty Liaison so that it can be finalized for submission to the Faculty Liaison by the 
specified deadline date (see your syllabus).  

 
• be required to adhere to the items agreed upon in the learning plan including 

required reports, etc.   
 

• be required to parKcipate in conferences with Faculty Liaison during the placement.  
 

• will clarify with the agency any expectaKons related to transportaKon of clients and 
insurance coverage for these purposes.   

 
• will respect client/agency confidenKality and abide by the NASW Code of Ethics.   

 
• will engage in appropriate terminaKon acKviKes with clients and agency at any point 

pracKcum ends.   
 

• will be responsible for making up any missed hours due to starKng placement late for 
reasons including not submiqng required agency documents and placement 
applicaKon, etc. 

 
• take responsibility for a clear understanding between the agency, the student, and 

the program about the student’s use of agency material in the classroom. 
 

• take responsibility for becoming a part of the field educaKon seqng and parKcipate 
responsibly as a beginning professional. Abendance at meeKngs and conferences in 
the agency and community are encouraged. The student should take advantage of 
appropriate opportuniKes to broaden the learning experience within the field 
educaKon placement consistent with educaKonal and service obligaKons.   
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• will be responsible for providing their own transportaKon to and from   

pracKcum.  
 

• will document field hours accurately.  If a student is using their employment as their 
placement, they cannot record a blanket 40 hours a week on their Kme reports.  
Students must document hours that reflect the tasks outlined in the learning plan. 

 
• note that changes in the agency status can occur between the Kme an agency is 

confirmed and the beginning of the pracKcum during the next term (semester). 
Please stay in contact with your selected agency, Field Instructor and Field 
Coordinator to ensure that the site is sKll appropriate for the pracKcum.  

 
• remember that once a placement decision is made it is extremely unlikely that a 

change will be made.   
 
Use of supervision: The student is expected to prepare for and parFcipate in regular conferences 
with the Field Instructor, focusing on the student’s learning and applicaFon of social work 
concepts. To foster the integraFon of class and field, the student is expected to share with the 
field instructor course materials and syllabi in addiFon to appropriate classroom discussions and 
experiences. The student uses this professional relaFonship as a construcFve tool in his/her total 
educaFonal program. 
 
In addiKon, Students understand the following: 
 

• Students who receive a C- or lower in either one of their field classes (SOWK 4800 and 
SOWK 4900) will go through the professional development review process outlined in 
the preceding pages of the BSW Handbook to determine the student’s readiness to 
retake the classes or discuss other opKons available to them. SOWK 4800 and SOWK 
4900 have to be taken together so if you receive a C- or below in either one, you will 
have to retake both. 
 

• BSW placement seqngs must provide students with in-person contact opportuniKes.  
Students who request all remote or on-line placements understand that these 
placements will be reviewed on an individual basis for their appropriateness by the Field 
Commibee for approval. Approval is not guaranteed, and students should have a back-
up site available. 

 
• If the field office helps the student to obtain several interviews and the student is not 

successful in securing a field placement, a professional development review may be 
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done to determine the next steps for the student in the field process. Please see the 
BSW handbook for more informaKon on the Professional Development Review process. 
 

• All field hours are to be completed during the academic calendar when classes are in 
session. Students are not expected to do field hours over Spring and Fall breaks. We 
encourage students to take a break during these Kmes as self-care is important in the 
Social Work Profession. There are excepKons when a student will need to do field hours 
during these Kmes such as conKnuity of care with clients or to catch up on missed hours 
due to illness. Students cannot use this Kme to “bank” hours to complete field early 
and faculty are not always available during breaks. A student who wishes to do field 
hours over break must get their faculty liaison's approval. Faculty will use their discreKon 
in granKng this permission. If permission is granted but the faculty liaison is not available 
for a student over break, they will reach out to the field coordinator to make 
arrangements.  

 
• Students are required to conKnue their regular hours in the field up to and including the 

last week of class, regardless of whether they complete their 450 hours earlier. 
 

• Although every effort will be made to accommodate a student's preference the final 
placement decision rests with the Social Work Field EducaKon Commibee.   

 
• Clearances, Physicals, Drug Tests, TB Tests, VaccinaKons, liability insurance etc. are based 

on agency requirements and Kmeframes and it is the student’s responsibility to inquire 
about what is needed.   
 

• Students are required to make a one-Kme purchase of Lumivero ExperienKal Learning 
Cloud (Formerly Tevera). This sorware is used for all paperwork, learning plans, 
Kmesheets, etc. and to evaluate student performance on the 9 CSWE competencies in all 
pracKce, policy and research and field educaKon courses, and thus is criKcally important 
for program accreditaKon.   
 

• If there is an unexpected change in agency staff that leaves a student without MSW / 
BSW supervision during the semester, the student is required to contact the Field 
Coordinator immediately. The Field Coordinator will assist the student in locaKng an 
interim field instructor. This may be in the form of faculty, alumni, or group supervision. 
 

• Students are expected to contact the Field Coordinator if they have any quesKons or 
concerns about any of the above. All quesKons about field pracKcum should be directed 
to the Field Coordinator, not the University Internship Center.  
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• If a student is required to parKcipate in training hours for their placement prior to the 
start of the semester, they must get approval from the Field Coordinator in order 
to count these hours towards their total hours for the semester. Approval is based on 
the student's compleKon of all required paperwork, idenKficaKon of Field 
Instructor and Task Supervisor (if necessary), and compleKon of registraKon for 
the field class.  
 

• Field seminar class hours do not count towards your placement hours.  This is a separate 
class, and you receive 3 separate credits for this course and a separate grade. 
 

• The student is reminded that per Pennsylvania Western University policy, the student 
cannot remain in the agency during a work stoppage (i.e. strike among any staff of the 
agency, lockout of the staff, etc.).   
 

• Students should avoid interning at agencies where they are a client, have a relaKve or 
close friend who is a client, or have a family member or close friend employed there.   
This is in an effort to prevent any ethical dilemmas such as dual relaKonships, 
confidenKality, or conflicts of interest from coming up. This can negaKvely impact your 
internship and learning experience. We do understand that oren in some rural areas 
these situaKons are unavoidable. It is important that the student talks with the field 
coordinator beforehand about this and discusses ways to avoid these ethical dilemmas.  

 
 

Liability Insurance and Clearances 
 
All students are encouraged to be covered by professional liability insurance prior to beginning 
pracKcum. Students are responsible for purchasing it if required by the agency. Generally, you 
will need the $1-3 million coverage opKon but should confirm with the agency.  
 
Student members of NASW receive a discounted price for liability insurance. It can also be 
purchased at www.HPSO.com; hbp://www.naswassurance.org/enroll-today/; or 
hbps://www.americanprofessional.com/covered-professions/student/ (prices vary).   
 
Ask your field instructor at your interview whether you need to get your child abuse clearance, 
state criminal background check, and/or FBI criminal history report. Be sure to verify which FBI 
clearance you need.  Some of the following procedures can take several weeks to complete. If 
you cannot meet the requirements of the background check, you will not be able to intern at an 
agency. Please discuss with the field coordinator any concerns you may have about this.  
 
 (The following informaKon for clearances is for PA residents, if you reside outside of PA, please 
contact your agency on how to obtain required clearances.) 
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If required by the field site, instrucKons on how to request child abuse clearance:  
• Go to the following website: hbps://www.compass.state.pa.us/cwis/public/home Click 

“create individual account”  
• Follow the instrucKons to create a Keystone ID   
• Login to your account  
• Click “Create clearance applicaKon”  
• Under “ApplicaKon Purpose,” select “Individual 14 years of age or older who is applying for 

or holding a paid posiKon as an employee with a program, acKvity or service…”  
• Cost: $13 (subject to change)  
 
If required by the field site, instrucKons on how to request state criminal background check:  
• Go to the following website: hbps://epatch.state.pa.us/Home.jsp   
• Click “Submit a New Record Check.”  
• Under “Reason for Request,” select “Other.”  
• Cost: $22 (subject to change)  
 
If required by the field site, instrucKons on how to request FBI criminal history report:  
• Go to the following website: hbps://uenroll.identogo.com/  
• If you will be compleKng your placement in a school, ask them what code you need to enter 

to get the correct clearance. 
• If you will be compleKng your placement in any other seqng, enter the following Service 

Code: 1KG6ZJ (code for DHS Volunteer) This is generally the correct code but you should 
confirm with your agency. 

• Arer you enter your personal informaKon, schedule a fingerprinKng appointment v Cost: 
$21.85, due at appointment (subject to change)  

 
 

Child Welfare Educa=on for Baccalaureates (CWEB)  
 
The Child Welfare EducaKon for Baccalaureates (CWEB) program is a cooperaKve effort among 
the United States AdministraKon for Children and Families, the Pennsylvania Department of 
Human Services, and twenty-two undergraduate social work degree programs in Pennsylvania 
accredited by the Council on Social Work EducaKon. Its goal is to strengthen public child welfare 
services in Pennsylvania by providing educaKonal opportuniKes for undergraduate social work 
majors preparing for employment in one of Pennsylvania's 67 public child welfare agencies.  
 
Qualified persons who are full Kme social work majors in their senior year at any of the 
approved schools may receive an educaKonal fellowship in return for a contractual obligaKon to 
accept employment in a Pennsylvania public child welfare agency immediately following their 
studies. The employment commitment is not waived or postponed for graduate study. 
 

http://www.acf.hhs.gov/
https://www.dhs.pa.gov/Pages/default.aspx
https://www.dhs.pa.gov/Pages/default.aspx
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PennWest is an approved CWEB university. For more informaKon, please ask the BSW Field 
Coordinator or go to the CWEB website: PA CWEB Program. The University of Pibsburgh 
administers the program for the state of Pennsylvania.  
 
 

Employment-based Placements and Paid Internships 
All field placements follow the same criteria for approval as sKpulated in the student field 
manual, including field placements in an organizaKon in which the student is employed. In these 
employed-internship seqngs, student field assignments and employment tasks may be the 
same and counted toward field hours if the tasks have clear connecKons to the nine social work 
competencies and their related behaviors. Supervision with a qualified field instructor must be 
focused on the student learning plan and educaKonal goals and kept separate from their 
employment supervision or performance review. Field placement applicaKons, student field 
assignments, Kme tracking, supervision, and evaluaKons are documented and monitored in 
Lumivero ExperienKal Learning Cloud (Formerly Tevera). The Field Coordinator is responsible for 
reviewing and approving field placement applicaKons. All field placements likewise follow the 
same process for addressing disrupKons as described in policy below: DisrupKons in Field 
Placement. Leaving a field agency that you are also employed at is considered a field disrupKon 
whether your leaving is voluntary or not.  
 
Students are not guaranteed paid placements and need to be prepared to complete their 
pracKcum regardless of pay as field is a requirement to graduate with your BSW. Paid 
placements vary from agency to agency and change depending on funding and opportuniKes at 
agencies so there is not a list of paid placements for BSW Students to refer to too.   
 
 

Disrup=ons in Field Placement 

 
Students are responsible for noKfying the faculty liaison and field coordinator immediately if 
there is a disrupKon in their field educaKon. Field disrupKons include leaving an agency you are 
also employed by. This includes terminaKon and leaving by choice. The student will collaborate 
with the faculty liaison and field coordinator to address this disrupKon. This is oren done 
through the professional review process (outlined in the BSW handbook). At the Kme of the 
review, students will be provided with opKons on how to proceed. Students are not permibed 
to conKnue with their field placement unKl the disrupKon is addressed.   
 
 

Securing a Field Placement 
 
The semester before you are scheduled for field students begin the pre-field process. Field 
Placements should be finalized by the end of the semester before you go into field. 
 

https://www.socialwork.pitt.edu/child-welfare-education-and-research-programs/child-welfare-education-baccalaureates
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1. Students will be noKfied of Field OrientaKons. OrientaKons will be offered synchronously 
online for all students. The orientaKon will be posted in Lumivero ExperienKal Learning 
Cloud (Formerly Tevera) arer for students to refer to. 

 
2. Students will register their Lumivero ExperienKal Learning Cloud (Formerly Tevera) 

accounts and begin pre-applicaKon tasks.   
 

3. The Field Coordinator reviews the applicaKon and idenKfies potenKal placement sites 
consistent with the student’s interests and preferences when possible.    

  
4. In person students will meet with the Field Coordinator via zoom (or in person if at 

California Campus) to discuss preferences for field and make recommendaKons for sites 
as needed.   

  
5. Field Coordinator will connect students and agencies to facilitate the interview process.   

 
6. Online students are ulKmately responsible for idenKfying their own placement but can 

request assistance from the Field Coordinator at any Kme. Students can be provided 
opKons regional to university campuses.  (See Appendix for Tips on Finding a Field 
Placement). 

  
7. Once a student interviews and is accepted to a placement, the student is responsible for 

working with the agency to complete the Field Acceptance Form, the Field Instructor 
form and the Task Supervisor form (if applicable), in Lumivero ExperienKal Learning 
Cloud (Formerly Tevera). Students are required to start each of these forms and submit 
them electronically to be completed by agency and field instructor / task supervisor.   

  
8. The Field Coordinator confirms placement and supervision qualificaKons.   

  
9. The Field Coordinator iniKates the AffiliaKon Agreement process.   

 
10. The student confirms with the agency the on boarding process such as what clearances 

they need and in what Kme frame (this is different for every agency) and what pre-
screening needs to be completed such as clearances, liability insurance, drug tests, 
physicals, TB tests, vaccinaKons, etc. (this also varies from agency to agency).   
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Important dates 
If you are doing your field placement in the Fall Semester: 

• Lumivero Experien+al Learning Cloud (Formerly Tevera) must be registered by: First day 
of the Spring Semester prior to field placement semester 

• Pre-ApplicaKon Tasks must be completed by: February 1st 
• Field ApplicaKon Submibed by: April 1st 
• Field Placement Verified and all Signatures by: Week 14 of Spring semester 

 
If you are doing your field placement in the Spring Semester:  

• Lumivero Experien+al Learning Cloud (Formerly Tevera) must be registered by: First day 
of the fall semester before you go into placement 

• Pre-ApplicaKon Tasks must be completed by: September 8th 
• Field ApplicaKon Submibed by: November 1st 
• Field Placement Verified and all Signatures by: Week 14 of Fall semester 

 
Your placement does not begin unFl the first day of the semester. 
 

 

Procedures for addressing Field Prac=cum Difficul=es 
 
The Student’s Responsibili+es  
 
If difficulKes arise in the field pracKcum, the student is advised to first consult with the agency 
field instructor. If the situaKon is not adequately resolved by consulKng the agency field 
instructor or the student, in good faith, believes they cannot approach the field instructor, the 
faculty liaison should be contacted and informed of the difficulty. Students are to be 
encouraged by both the field instructor and the faculty liaison to use creaKve problem-solving 
skills to resolve issues that may arise in the field. Students should be familiar with the 
Professional Standards Review Policy in the BSW Handbook. This policy outlines professional 
standards of behavior and indicators of concern and applies to students both in classes and in 
the field.   
  
The Agency, Field Instructor, Task Supervisor’s Responsibili+es  
 
If at any Kme the student’s performance is quesKonable, the agency field instructor is to inform 
the student and the Faculty Liaison. A meeKng should be scheduled for the student, the Field 
Instructor, and the Faculty Liaison to discuss the concerns. If the Field Instructor feels that 
conKnuaKon of the pracKcum is not advisable, they should contact the assigned faculty liaison. 
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When the removal of the student from the pracKcum placement is deemed necessary, a wriben 
statement should outline what has led to the decision and what steps were taken to ameliorate 
the concern. The statement should be forwarded to the Faculty Liaison and the Field 
Coordinator arer a meeKng with the student has taken place. The agency Field Instructor 
should feel free to contact the faculty liaison at any Kme, if there are any problems with the 
student in the agency.  
  
The Faculty Liaison’s Responsibili+es  
 
The Faculty Liaison should be the first contact for issues with the field placement. When issues 
arise, the Faculty Liaison should meet with the student and the Field Instructor to idenKfy 
concerns and construct a plan of acKon. If the concerns are not able to be adequately 
addressed, the Faculty Liaison may determine, in consultaKon with the Field Coordinator, that 
the placement should be terminated. The faculty liaison will inform the student and the current 
agency Field Instructor of the decision to end the placement as soon as possible arer the 
decision is made. Arer a terminated field placement, the student will go through the 
professional standards review process to determine the next steps.  
  
The Field Coordinator’s Responsibili+es  
 
The BSW Field Coordinator invesKgates more general concerns about field sites. When this 
occurs, the Field Coordinator may conclude that the concerns are invalid, work with the agency 
to correct deficiencies, or disconKnue using the agency.  
 
 

The Learning Plan 
 
The learning plan is to be developed by the student and the agency Field Instructor (and task 
supervisor, if applicable) during the first few weeks of the field placement (see syllabus for exact 
date). The Faculty Liaison may provide input to the learning plan as well. It should be completed 
in consideraKon of the objecKves of field placement; the mutual obligaKons of the agency, 
university, and student; and the intern’s primary role as a student, not an agency employee. The 
completed learning plan must be submibed in Lumivero ExperienKal Learning Cloud (Formerly 
Tevera). The learning plan is to be signed by Student, the Task Supervisor (if applicable), the 
Field Instructor and then finally the Faculty Liaison. 
 
The learning plan is designed to be a guide and is therefore open to modificaKon. If major 
changes are made during the field placement, the plan should be revised in Lumivero 
ExperienKal Learning Cloud (Formerly Tevera). The learning plan is rooted in core competencies 
outlined by the Council on Social Work EducaKon. The learning plan and evaluaKon are in 
alignment so that the student is assessed based on the core competencies. There are 5 parts of 
the Learning Plan: 
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• EducaKonal Goal: An inclusive statement of what you intend to learn during or by the 
compleKon of the field experience. (THIS IS THE COMPENTENCY ALREADY STATED IN THE 
PLAN.)  

 
• ObjecKve: An outcome(s) that describes what is to be done to meet the educaKonal 

intent. Specific (THIS IS THE REQUIRED PRACTICE BEHAVIOR ALREADY STATED IN THE 
PLAN)  

 
• Student Tasks /AcKviKes to Demonstrate Behavior: A descripKon of what you will do to 

determine the extent to which the educaKonal intent was met. Specific acKons or 
intervenKons required for meeKng the objecKve. Process: (STUDENT DEVELOPS WITH 
FIELD INSTRUCTOR ASSISTANCE AND FACULTY LIAISON FEEDBACK) You should create 
agency specific acKviKes for each pracKce behavior.  
 

• System level: Individuals, Families, Groups, CommuniKes and OrganizaKons. Each system 
level must be addressed at least once in your learning plan.  

 
• Measurement: How will you know the educaKonal intent was accomplished? How will 

you demonstrate you are competent in these behaviors?  
 

• Due Dates: Mid-Term, End of Term, Ongoing 
 
 

Safety Assessment 
 
Due in the first few weeks of the semester (see your Syllabus), the safety assessment prompts 
the student to discuss safety concerns that may arise during placement in different 
seqngs.  This discussion should happen with the on-site supervisor whether it be field 
instructor or task supervisor. 
 
 

Reflec=ve Journal Assignments 
 
ReflecKon is essenKal to the conKnual professional development of social workers. Use these 
journal submissions and peer responses as an opportunity for: 
• RelaKng relevant professional pracKce informaKon as well as course content to your field 

seqng 
• Making connecKons to your Field Learning Plan 
• Increasing efficacy and focus for supervision 
• Providing self-reflecKon and insight regarding your role as a learner and social worker 
• Assessing your own progress.  
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ReflecKve Journals are submibed in D2L Course Shell. See Syllabus for SOWK 4900 for more 
informaKon. 
 
 

Timesheets and Timesheet Reports 
 
Students are to complete and submit documentaKon of their field hours in Lumivero 
ExperienKal Learning Cloud (Formerly Tevera). Timesheet Reports must be approved by the 
Field Instructor and Task Supervisor (if applicable) prior to submission to Faculty Liaison. 
Timesheet reports are submibed by running the report listed in your class in the assignments 
secKon. Although these are due at specific Kmes, the student should be recording their hours at 
least weekly in their Kmesheet so their cumulaKve hours can be monitored. Students must 
document their weekly supervision Kme with their MSW / BSW field instructor under the label 
“BSW/MSW Supervision”. (Less than 13 hours of BSW/MSW field supervision each semester can 
negaKvely impact a student’s grade.)  
 
 

The Student Evalua=on Process 
 

• The student’s performance in the field internship/pracKcum is evaluated twice over the 
block placement. The Field Instructor and Task Supervisor (if applicable) will complete 
both a midterm and a final performance evaluaKon. The student’s performance 
evaluaKon is based upon the compleKon of learning outcomes delineated in the 
student’s learning plan. Since field placement is a learning experience for the student, 
the learning outcomes should be periodically reviewed with the student so that they are 
able to benefit from a construcKve and collaboraKve performance evaluaKon.   

 
• EvaluaKon of the student’s performance in the placement agency by the Field Instructor 

and Task Supervisor (if applicable) is to be an ongoing process through which the 
student receives conKnual assessment of his or her performance. This should take place 
during weekly supervision hour.   

 
• It is imperaKve that the Field Instructor or Task Supervisor noKfy the Faculty Liaison 

immediately if there is any indicaKon that the student’s performance is less than 
saKsfactory at mid-semester.   

 
• It is important to give accurate feedback. If a student’s performance is unacceptable or 

clearly needs improvement in order to meet the basic standards of performance, it is 
important to reflect this in the evaluaKon.  
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• Grades cannot be assigned unless the Faculty Liaison receives a final evaluaKon signed 
by both the student and the Field Instructor and Task Supervisor (if applicable) by the 
due date in the syllabus. Submiqng late evaluaKons could result in the student receiving 
an “incomplete” grade.   

 
• Students are evaluated on each competency behavior using the following scale: 

o 4 = Excels: The student demonstrated mastery of this competency and fully 
integrates it into pracKce. 

o 3 = Above ExpectaKons: The student is demonstraKng confidence in integraKng 
this into pracKce. PracKce skills are above average and is applied consistently. 

o 2 = Meets ExpectaKons: The student demonstrated this skill and is integraKng it 
into pracKce. 

o 1 = Emerging Achievement: The student is beginning to recognize how this is 
applied but has to determinedly work on this area. 

o 0 = Unmet Achievement: The student has not yet achieved competency despite 
opportuniKes in this area. 

 

Other Evalua=ons 
Student Evalua+on of the Field Instructor and Agency  
 
The student will have an opportunity to evaluate the pracKcum experience in terms of learning 
opportuniKes, accessibility to the Field Instructor, adequacy of resources to support 
engagement in the pracKcum site, and the overall quality of the field experience. This will be 
completed in Lumivero ExperienKal Learning Cloud (Formerly Tevera).  
 
BSW Outcomes Assessment 
 
Students will complete this competency-based learning assessment during the end of their 
pracKcum semester per our CSWE accreditaKon guidelines and standards.   
 
BSW Implicit Environment Assessment 
 
Students will complete the Implicit Environment Assessment during the end of their pracKcum 
semester. It consists of your learning experience and the program environment. This can include 
things like admissions, advising, student parKcipaKon in governance, administraKve structure, 
and resources. Each year, the Social Work Program assesses the Implicit Environment as part of 
our assessment requirements as an accredited CSWE program.  
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Field Instructor Evalua+on of the Social Work Program 
 
Field instructors will have the opportunity to evaluate the social work program and give 
feedback on curriculum as it pertains to current trends in the social work pracKce community.  
 
 

Con=nuing with PennWest’s MSW program 
 
The PennWest MSW Program is an innovaKve, student-focused curriculum that embodies 
trauma informed principles, centers diversity and social jusKce, and models professionalism. 
Our Advanced Standing MSW Program is for individuals who have earned a BSW from a Council 
on Social Work EducaKon (CSWE) accredited insKtuKon within the previous ten years are 
eligible to apply for the Advanced Standing MSW Program. Credits over ten years old earned at 
PennWest or elsewhere will not be accepted without a review by the appropriate department 
chairs and approval of the academic dean. The Advanced Standing MSW Program requires the 
compleKon of 33 credit hours. It also requires compleKon of concurrent field placements during 
which students complete a minimum of 600 hours of supervised pracKce. For more informaKon 
or to apply please go to Online Master of Social Work (MSW) (pennwest.edu) Students can 
transiKon directly from the BSW program to the MSW program. If doing so, please noKfy the 
field office of your applicaKon at socialworkfieldoffice@pennwest.edu. Please be mindful of 
deadlines posted in the MSW handbook (pennwest.edu/msw-handbook) for field placement 
applicaKons.  
 
  

https://online.pennwest.edu/online-programs/masters-social-work
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PART III APPENDICES 
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Appendix A  
Na+onal Associa+on of Social Workers (NASW) Code of Ethics  
Summary of Values and Major Ethical Principles  
Copies of the full NASW Code of Ethics are available in the College of Social Sciences and Human 
Services office and here: hbps://www.socialworkers.org/About/Ethics/Code-of-Ethics/Code-of-
Ethics-English 
 
The following broad ethical principles are based on social work's core values of service, social 
jusKce, dignity and worth of the person, importance of human relaKonships, integrity, and 
competence. These principles set forth ideals to which all social workers should aspire.  
 
Value: Service  
Ethical Principle: Social workers' primary goal is to help people in need and to address social 
problems.  
 
Value: Social JusKce  
Ethical Principle: Social workers challenge social injusKce.  
 
Value: Dignity and Worth of the Person  
Ethical Principle: Social workers respect the inherent dignity and worth of the person.  
 
Value: Importance of Human RelaKonships  
Ethical Principle: Social workers recognize the central importance of human relaKonships.  
 
Value: Integrity  
Ethical Principle: Social workers behave in a trustworthy manner.  
 
Value: Competence  
Ethical Principle: Social workers pracKce within their areas of competence and develop and 
enhance their professional experKse.  
 
  

https://www.socialworkers.org/About/Ethics/Code-of-Ethics/Code-of-Ethics-English
https://www.socialworkers.org/About/Ethics/Code-of-Ethics/Code-of-Ethics-English
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Appendix B  
BSW Advising Sheet 
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Appendix C  
Social Work Course Descrip+ons  
SOWK 1000 IntroducFon to Social Work. Social work as a profession, history, current pracKcal 
seqngs, professional values and requirements. (3 credits)  
 
SOWK 1200 Diversity in a Changing World. RelaKons between dominant and subordinate 
groups; racial, ethnic, gender and sexual orientaKon; historical and comparaKve aspects. (3 
credits)  
 
SOWK 1500 Interviewing and Engaging. This class introduces students to the theory, value and 
skill components necessary for effecKve interviewing with diverse client systems. 
CommunicaKon techniques and personal abributes that enhance problem solving are explored. 
DemonstraKon and pracKce of core skills are thoroughly integrated in the classroom and skills 
lab. (3 credits)  
 
SOWK 2500 Human Behavior and the Social Environment I: The Life Course is the first of a two-
semester course content area that is designed to provide the perspecKves, frameworks and 
theories necessary to understand human behavior in the social environment from a social work 
perspecKve. This course emphasizes ecological, systems, and life course perspecKves to work 
effecKvely with individuals and families across the lifespan. Person-environment transacKons 
and person-environment fit are stressed as the basis for understanding individuals and families 
from a social work perspecKve. (3 credits)  
  
SOWK 2900 Social Welfare History, Policy Analysis and Social Service Delivery. Built on an 
interdisciplinary base (economic, poliKcal, science, and sociological theories), the course 
prepares students for policy pracKce skills taught in Policy PracKce in Social Work. (3 credits)  
 
SOWK 3000 Human Behavior and the Social Environment II: Groups, OrganizaFons and 
CommuniFes is the second of a two-semester content area that is designed to provide 
perspecKves, frameworks and theories necessary to understand human behavior in the social 
environment from a social work perspecKve. Approaches presented emphasize diversity and 
difference and the systemic impacts of oppression and discriminaKon at the group, 
organizaKonal and community levels. The nature of systems, environmental transacKons, and 
goodness-of-fit are stressed as the basis for understanding groups, organizaKons and 
communiKes from a social work perspecKve. A strengths-based, empowerment perspecKve is 
also used throughout the course to beber understand reciprocal relaKonships at the group, 
organizaKon and community levels. (3 credits)  
  
SOWK 3100 Social Work PracFce with Individuals. Basic knowledge, values and skills of the 
problem- solving approach for the micro level: varied approaches as background for developing 
one's own eclecKc approach. (3 credits)  
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SOWK 3200 Social Work PracFce with Groups. History of social group work, the stages of group 
development, assessment of goals and objecKves for groups, and the principles and values for 
intervenKon and problem-solving with groups. (3 credits)  
 
SOWK 3250 Social Work PracFce with Families. History of social work with families, stages of 
family development, assessment of goals and objecKves for families, and the principles and 
values for intervenKon and problem solving with families. (3 credits)  
  
SOWK 3300 Let’s Talk About Sex. Biological, psychological and cultural aspects of the 
funcKoning of human sexuality from a social work perspecKve. (3 credits)  
 
SOWK 3500 Policy PracFce in Social Work. Dynamics of change; change methods, strategies and 
values connecKons; planning of change project. (3 credits)  
  
SOWK 3700 Child Welfare. Issues for children and their families; needs, rights, services and 
policies in the best interest of the child. (3 credits)  
  
SOWK 3800 Social Work in Mental Health. Approaches and skills for working with mental and 
emoKonal difficulKes. (3 credits)  
 
SOWK 3900 Trauma Informed Social Work PracFce. Introduces students to the principles of 
Trauma Informed Care in a variety of seqngs. This course is a requirement for the 
undergraduate Trauma CerKficate. (3 credits)  
  
SOWK 4000 Social Work PracFce with OrganizaFons and CommuniFes. Planning managing and 
organizing skills and values for working with organizaKons and communiKes. (3 credits)  
  
SOWK 4100 Social Work Research Methods. Problem definiKon, hypotheses formulaKon, data 
collecKon, scienKfic decision making, elementary data analysis, ethical issues in and uses of 
human research. (3 credits)  
  
SOWK 4500 Seminar in Special Topics. Selected topics of current important and significance to 
the social work profession. (3 credits)  
  
SOWK 4800 Field EducaFon. Supervised placement in a pracKce seqng. ApplicaKon of 
theoreKcal knowledge and skills, along with demonstrated competencies in working with 
various client systems. (3 credits)  
  
SOWK 4900 Field EducaFon Seminar. Capstone seminar paired with SOW 425. Focused on 
professional reflecKon and synthesis of prior coursework with praxis in a field seqng. 
ApplicaKon of theoreKcal knowledge and skills, along with demonstrated competencies in 
working with various client systems, as well as emphasis of ethical professional pracKce. (3 
credits)  
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Appendix D  
Candidacy Applica+on for BSW Program  
(Paper Applica+ons are NOT accepted and must be completed in Microsom Form online.  
NOTE: Link is provided to students via email from the BSW Program Director) 
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Appendix E 
Guidelines for Scholarly Work  
 
1. That the work presented is an original piece of research/scholarship/creaKvity done enKrely 

by the listed author(s).  
 

2. That the enKre work, or a substanKal porKon thereof, is not copied or directly paraphrased 
from the published work of another author. 

 
3. That all direct quotaKons, direct paraphrases, empirical research findings and other suitable 

restatements of the research, scholarship, or creaKve work of others is appropriately 
referenced with standard bibliographic citaKon methods.  

 
4. That the work in quesKon was prepared especially for the class assignment for which it is 

submibed, has not been submibed previously and will not be submibed later in 
substanKally its present form.  

 
5. That in those instances when a similar or idenKcal topic, theme, issue, populaKon, problem 

or method is examined in the course, the consent or approval of both instructors has been 
obtained before the assignment is turned in. Instructors are under no obligaKon to provide 
consent.  

 
6. That appropriate credit is provided in a footnote for assistance provided by faculty, other 

students, etc., in preparing the paper.  
 

7. That no part of the assignment was prepared by a commercial or nonprofit term paper 
preparaKon service.  

 
8. That the student has read or examined all sources cited and has personal knowledge that 

the quotaKons and findings abributed to those sources in the student’s work are 
substanKally correct.  
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Appendix F  
Professional Development Check-In Form   
 
This form is a tool to help you conKnue to develop your professional idenKty, thereby laying a 
strong foundaKon for your career as an effecKve social worker by aligning your behaviors and 
skills with the standards of the social work profession. We have created this form as a means of 
checking in when issues are noted with professional behaviors in the classroom or field seqng.  
 
Social workers are held to certain professional standards in the field. In the BSW and MSW 
programs, therefore, students are also held to professional standards. When a supervisor notes 
an issue with a social worker’s behavior or job performance in the field, it is typical for a review 
to be conducted and a correcKve acKon plan to be put into place. This form is to be used in a 
parallel process to be applied within the classroom or field seqng. 
 
 
Student:      Date:      
Faculty member:     Course:  
 
 
Professional Standard 1: Academic Performance 
 
O Expectation Comments 
 A. Plans and organizes work effectively 

 
 

 B. Turns in complete assignments on time 
 

 

 C. Makes arrangements for special needs 
 

 

 D. Attends class/field regularly 
 

 

 E. Demonstrates use of critical thinking 
skills 

 

 
 
Professional Standard 2: Conduct/Behavior 
 

O Expectation Comments 
 A. Demonstrates ability to work 

cooperatively with others 
 

 B. Actively participates in class discussion 
groups/ role plays/field activities 

 

 C. Shows respect for others’ opinions 
 

 

 D. Is open to feedback from 
peers/faculty/field instructors 
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 E. Demonstrates a willingness to respect 
and understand people across all 
intersections of diversity, including but 
not limited to race, color, gender, age, 
creed, ethnic or national origin, 
disability, political orientation, sexual 
orientation, socioeconomic status, and 
populations at risk 

 

 F. Conducts her/himself according to the 
NASW Code of Ethics 
 

 

 G. Appropriately credits others’ work 
(examples: proper quoting and 
paraphrasing of sources, accurately 
representing the division of labor for 
group projects) 

 

 H. Other indicators of concern related to 
conduct/behavior 

 

 
 
Professional Standard 3: Emo=onal Self-Control (Self-Understanding) 
 

O Expectation Comments 
 A. Uses self-disclosure appropriately (e.g., 

student seems to have an understanding 
of and has resolved the issue they are 
sharing) 

 

 B. Appears to be able to handle discussion 
of uncomfortable topics 

 

 C. Deals appropriately in class/field with 
issues which arouse emotions 

 

 D. Understands the effects of one’s 
behavior on others 

 

 E. Does not allow personal problems, 
psychosocial distress, legal problems, 
substance abuse, or mental health 
difficulties to interfere with 
professional/academic judgment and 
performance 

 

 F. Other indicators of concern related to 
emotional self-control (self-
understanding) 
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Professional Standard 4: Communica=on Skills 
 

O Expectation Comments 
 A. Written assignments demonstrate good 

spelling, appropriate use of punctuation, 
clear structure, paragraphing, good 
organization, and follow logical 
sequence 

 

 B. Demonstrates ability to use APA style, 
including citations, formatting, and other 
style requirements 

 

 C. Demonstrates ability to write effectively 
in records 

 

 D. Demonstrates a working proficiency of 
the English language in written 
communication 

 

 E. Shows professionalism in all written 
communication, including (but not 
limited to) written communications 
using social media, and electronic 
communications. 

 

 F. Is able to clearly articulate ideas, 
thoughts, and concepts verbally 

 

 G. Has the ability to communicate verbally 
in a clear manner 

 

 H. Demonstrates a working proficiency of 
the English language in verbal 
communication 

 

 I. Shows professionalism in all verbal 
communication 

 

 J. Other indicators of concern related to 
communication skills 

 

 
 
Correc+ve Plan 
 
AcKon steps to be taken and Kme frame for compleKon: 
 
 
Student response, if desired:  
 
 
Date of follow-up meeKng, if applicable:  
 
Student’s signature:       Date:  
 
Faculty member’s signature:      Date:  
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Outcomes/feedback from follow-up meeKng, if applicable:  
 
Student’s signature:       Date:  
 
Faculty member’s signature:      Date:  
 
 
 
If the student is unwilling or unable to address the idenKfied behaviors within the established 
Kme frame, addiKonal steps may be taken by social work faculty, up to and including possible 
removal from the social work program. 
 
Copies of this form should go to the student, the faculty member, and into the student’s file. 
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Appendix G 
BSW Field Applica+on (Tevera Form SW-1018)  
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Appendix H 
BSW Student Agreement (Tevera Form SW- 1037)  
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Appendix I 
Agency Profile Form (Tevera Form SW – 1006)  
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Appendix J 
Field Instructor Form (Tevera Form SW-1004)  
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Appendix K 
Task Supervisor Form (Tevera Form SW – 1003) 
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Appendix L 
Learning Plan Ac+vi+es Sample  
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Appendix M 
BSW Learning Plan – (Tevera Form SW - 1034) 
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Appendix N 
Safety Assessment (Tevera Form SW – 1016)  
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Appendix O 
BSW Mid-Term Evalua+on - (Tevera Form SW-1035)   
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Appendix P 
BSW Final Evalua+on – (Tevera Form SW - 1036)   
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Appendix Q 
Virtual Site Visit From (Tevera Form SW- 1019)  
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Appendix R 
Student Evalua+on of the Agency and Field Instructor (Tevera Form SW – 1009)  
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Appendix S 
Implicit Environment Assessment (Tevera Form SW – 1041)  
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Appendix T 
Field Instructor Evalua+on of the Social Work Program (Tevera Form SW – 1044) 
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