Ball State University
Department of Social Work

SOCW 664 Social Work Field Practicum 3; 3 Credit Hours

	Instructor: Amanda McKinley, 
PhD Candidate, LCSW
	Term: Summer 2026

	Class Day & Time: Tuesdays, 8:00-9:50 pm; Seminars-Classroom (In-Person) Weeks 2, 6, & 10
	Class Section: 01

	Communication: 
· Use Canvas Inbox for all class communication (related to practicum questions, course assignments, completion of hours, etc.).
· Use Ball State email for pressing matters (related to important tasks or issues that need resolution soon, i.e., transportation, family, or child care issues, etc.).
· Use my personal cell for PRACTICUM EMERGENCIES (related to your immediate health, safety, security, or critical situation/event). 



I. CATALOG DESCRIPTION
Social Work Practicum 3 offers an educationally-focused and professionally- supervised advanced practicum placement in a social service agency at an assigned site. Students are required to complete a total of 600 hours between SOCW 663 and 664, with approximately 300 hours completed in SOCW 664.  These hours are agency-based, and may be a combination of on-site and virtual learning activities conducted over the semester. Students also participate in capstone seminars to process learning and discuss course projects.
 
COURSE DESCRIPTION
This course is the second in the sequence of two three-credit courses constituting the social work practicum required of all Advanced year students. It consists of an agency-based practicum and a university-based seminar that allows the student to integrate theory and practice skills gained from academic course work with authentic fieldwork experiences.

The practicum is comprised of weekly field experiences, with the student meeting the minimum of 600 clock hours by the end of the term. In addition, the student must attend regularly scheduled seminars held concurrently throughout the semester.  Most of the seminars are synchronous, while a few are asynchronous seminar content weeks.  The seminar utilizes group processes of discussion and analysis of theoretical and practice issues raised during the course of the practicum experience. Seminar leaders may also introduce concepts, experiences, and practices that were not previously covered in the students’ classroom training.

The seminar leader serves the student in an additional capacity as the student’s faculty liaison to the field agency.  The faculty liaison will meet with the student and the agency-based field instructor for a midterm and final evaluation conference. At that time, the participants will discuss the student’s progress and provide suggestions and feedback for the student’s continuing professional development. The liaison is also assigned to address any problems that may occur during the student’s field experience.

The primary objective for this social work field practicum is to continue advanced generalist practice within a social service setting. In this practicum, the student continues to assume greater autonomy, learns to apply the knowledge and skills of practice to more complex cases, and begins to consolidate competence and confidence as a professional social worker.

II. REQUIRED TEXTS 
The texts listed below are the same and the continuation of texts from SOCW
663. Also, supplemental readings and resources will be listed on Canvas or 
available through BSU’s library.

Fitch, D., Ruffalo, M., & Austin, M. J. (2022). Digital portfolio construction: A guide for showcasing social work skills (1st Ed). Solana, CA: Cognella Publishing.
Glassman, U. E. (2016). Finding your way through field work: A social work student’s guide. (1st Ed.). Los Angeles: Sage. 
Newstone Social Work Team. (2022). LCSW study guide 2022-2023. Portland, OR: Newstone Publishing.
Reamer, F. G. (2015). Risk management in social work: Preventing professional malpractice, liability, and disciplinary action. New York: Columbia University Press.

III. COURSE OBJECTIVES
In partnership with their field instructor, students will develop a Learning Contract focused on the achievement of these practice behaviors:

Competency 1: Demonstrate ethical and professional behavior
1.1 Identify as a professional social worker and make ethical decisions by applying the standards of the NASW Code of Ethics, relevant laws, and regulations.
1.2 Practices personal reflection and self-regulation to form therapeutic relationships, provide professional leadership, and plan for life-long learning.
1.3 Seek supervision and consultation to guide therapeutic and leadership decisions.
1.4 Demonstrates effective oral and written communication in practice and leadership.
1.5 Critically analyzes how one’s own uniqueness- values, experience, expertise, culture, and scope of practice- contributes to effective communication on a team.

Competency 2: Engage diversity and difference in practice
2.1 Apply and communicate the importance of diversity in engagement, assessment, intervention, and evaluation processes.
2.2 Evaluate self as a cultural being, and the role culture plays in therapeutic and leadership roles.
2.3 Communicate nuanced understanding of intersectionality of “isms” in therapeutic and leadership alliances.
2.4 Embrace equity, inclusion, and diversity in people and ideas.

Competency 3: Advance human rights and social, economic, and environmental (SEE) justice
3 
3.1 Communicate understanding of fundamental rights of freedom, safety, privacy, an adequate standard of living, health care, and education for rural communities.
3.2 Critically analyze the ways social, economic, and environmental injustices contribute to community mental health issues and addiction.
3.3 Apply theories of human need and SEE justice in advocating for clients when working on teams.

Competency 4: Engage in practice-informed research and research-informed practice
4 
4.1 Uses multi-strategy evaluation practices for measuring client* outcomes.
4.2 Critically synthesize and translate therapeutic and leadership best practices for client* needs.
4.3 Use qualitative and/or quantitative data for decision making and generation of new practice knowledge.
4.4 Engage curiosity by choosing projects centered on specific areas of interest and career goals.

Competency 5: Engage in policy practice
5 
5.1 Identify the historical, social, economic, political, organizational, environmental, and global influences of policy in therapeutic and leadership roles. 
5.2 Communicate to stakeholders the implications of policies and policy change in the service delivery process.
5.3 Provide leadership in the analysis, formulation, and advocacy for polices that advance human rights, and SEE justice.

Competency 6: Engage with individuals, families, groups, organizations and communities
6 
6.1 Prepare for action in therapeutic and leadership roles with clients.*
6.2 Synthesize and differentially apply theories to engage diverse clients.*
6.3 Negotiate mutually agreed-on foci of work and desired therapeutic and programmatic outcomes.

Competency 7: Assess individuals, families, groups, organizations, and communities
7 
7.1 Collect and synthesize client* data using innovative and/or technology-based approaches.
7.2 Develop SMART goals (specific, measurable, attainable, realistic, and time-limited) with the client* based on multidimensional assessments.
7.3 Select therapeutic and programmatic intervention strategies based on the assessment, research, values, and preferences of the client.*
8 

Competency 8: Intervene with individuals, families, groups, organizations, and communities
8.1 Use therapeutic and programmatic interventions to achieve strategic goals and enhance the capacities of clients.*
8.2 Synthesize and differentially apply theories in the analysis of client* progress.
8.3 Lead interprofessional collaboration to enhance client* outcomes.
8.4 Facilitate transitions and endings that address the client* strengths, challenges, and ambivalence in the process.

Competency 9: Evaluate practice with individuals, families, groups, organizations, and communities
9 
9.1 Use evidence-based methods for evaluation of client* outcomes and synthesize with previous research.
9.2 Critically analyze, monitor, and evaluate intervention and program processes in therapeutic and leadership roles.
9.3 Apply evaluation findings to improve practice effectiveness in therapeutic and leadership roles.

Advanced Competency 10: Demonstrate leadership and clinical skills with rural clients
10.1 Explain the values and strengths of rural culture and the challenges in working with rural communities.
10.2 Critically analyze problems facing rural communities and demonstrate innovative approaches to solving them.
10.3 Demonstrate ethical practice with individuals, families, organizations, and rural communities.

Advanced Competency 11: Demonstrate effective practice in addictions
11.1 Accurately assess individual and familial problems and strengths related to addictions.
11.2 Select techniques for working with clients struggling with addiction based on theoretical and best practice guidelines.
11.3 Evaluate the relationship between trauma and addiction for target populations.
11.4 Explain the roles, values, and responsibilities of social work in the prevention of addiction and in the support of health and wellbeing.

         *Clients can include individuals, families, groups, communities, or organizations.

IV. CLASS FORMAT/TEACHING METHODS
The format includes three in-person seminars, with the remaining weeks delivered online. Seminars may include discussions, small and large group activities, lectures, presentations, videos, and guest lectures. The content of the seminars will include discussions regarding linking theory and practice, self-assessment based upon professional experiences gained in the agency, “troubleshooting” when practicum challenges arise, linkage of coursework and practicum experiences, and other related practice issues as they arise.

SEMINARS (As part of SOCW 664; Summer Semester)
· Seminar 6: Tuesday, May 19, 8:00-9:50 pm
· Seminar 7: Tuesday, June 16, 8:00-9:50 pm
· Seminar 8: Tuesday, July 14, 8:00-9:50 pm

SITE VISITS (As part of SOCW 664; Summer Semester)
· Site Visit 3 (Virtual): Week 1 (May 11-15)
· Site Visit 4 (Virtual & Final Evaluation): Week 10 (July 13-15)
· *The faculty liaison will email field instructors and students to schedule all site visits. Site visit dates and times (virtual and in-person) will vary based on schedules. 


V. ASSIGNMENTS AND GRADING PROCEDURES
A. Weekly Logs (50 points for each set of logs, 150 points total)
Students will write weekly reflection logs describing key learning activities and connecting them to competencies, theories, and evidence-based practice.  Students will also reflect one time each week about the use of supervision—this includes what agenda items you choose to talk about with your supervisor and what the outcomes were.

Start dates vary—if you start the first week of January, you will include weeks 1-4 for your first log. If you start the second week, you will do weeks 1-3 for your first log. Submit one document combining the four weekly logs—rather than four separate documents for each weekly log. See below for due dates.

WEEKLY LOGS (As part of SOCW 664; Summer Semester)
· *Week 17 (April 27-May 3): Finals Week of the Spring Semester 
*Week 18 (May 4-10): Week between the Spring and Summer Semesters
*Week 19 (May 11-17): First week of SOCW 664; Summer Semester
*Week 20 (May 18-24): Second week of SOCW 664; Summer Semester
· Weeks 17-20 Logs: Monday, May 25 @ 10:00 pm
· Weeks 21-24 Logs: Monday, June 22 @ 10:00 pm
· Weeks 25-26 Logs: Monday, July 13 @ 10:00 pm

Instructions for Weekly Logs
*Weekly reflections should be 1-2 pages long (single-spaced) and include a heading with the date of the week, hours logged, and cumulative tally of hours. Logs must be written in narrative (paragraph) format. Thus, when you submit four weekly logs, i.e., Weeks 1-4 Logs, etc., the combined page total should be 4-8 pages. 

*For each week, students should summarize at least 3-4 learning activities that they have participated in and connect each activity to at least one of the competencies/practice behaviors listed in their learning contract. The summaries should include a brief description of the context in which the learning occurred.  

*Following the summary, the reflection should include how the learning activity helped them tie theory to practice, how the learning activity helped them understand evidence-based practice, or how this will assist with their professional development. Simply put, the student is writing reflectively. Reflective writing, also known as personal writing, requires you to reflect on the topic on a personal level. Reflective writing is not based on research on the topic, but instead focuses on your opinions, thoughts, and experiences. By extension, how has the experience shaped the student and led to professional growth?  

*Each weekly log should have at least one paragraph (at minimum, 5-6 sentences) describing supervision for the week. This can include concerns or questions that the student brought to supervision, challenges with supervision, or key points learned from interaction with their supervisor.  

B. Discussion Boards (20 points each, 80 points total)
This course emphasizes the development of a learning community in which everyone helps to share the responsibility for learning. This is demonstrated through active participation (i.e., asking questions, sharing opinions and observations, providing objective feedback to peers and the instructor, and engaging in all class activities in the course). For discussion, you will post a response to the discussion board questions and respond to another classmate’s post. Responses must be substantive…not just “I agree with you” or “I like what you said.” Please post by Sunday at midnight and respond to a peer by Friday at midnight. See below for due dates.

· Discussion 1: Monday, May 25 @ 10:00 pm
· Discussion 2: Monday, June 8 @ 10:00 pm
· Discussion 3: Monday, June 29 @ 10:00 pm
· Discussion 4: Monday, July 6 @ 10:00 pm

C. Midterm Evaluation, & Final Evaluation (20 points each, 40 points total)
Students will submit their learning contract (revise as needed and transfer from SOCW 663 to SOCW 664), midterm evaluation, and final evaluation by the scheduled due dates. Students will prepare for and participate in all video/phone/in-person meetings with their supervisor and faculty liaison. The expectation is that students will display initiative, self-awareness, and a strong desire to learn and accept feedback throughout the practicum experience. See below for due dates.
	
· Learning Contract: Due the first week of the summer semester!
· Midterm Evaluation (Student & Field Supervisor ratings): June 8 @ 10:00pm
· Final Evaluation (Student & Field Supervisor ratings): July 13 @ 10:00 pm
· *ALL Time Sheets: Wednesday, July 15 @ 10:00 pm

D. Advanced Generalist Portfolio–Evaluation of Student Performance
(300 points total)
Students will gather and compile significant projects/assignments completed during their time in the MSW program that display their abilities in each of the 11 competencies required in Ball State’s program. See the list below for required projects/assignments. Students will review their initial projects, faculty feedback on the assignment (such as rubrics/comments), and then update it before submitting a final, improved product. Students will complete a brief written reflection on each product/assignment, including what they learned from the assignment, how they improved the product, and their overall confidence with each competency, to name a few.
Reflections:
Students will complete a written reflection on each competency (respond to the questions in your reflections below) for a total of 11 core competency reflections AND 1 summary reflection (you will have a grand total of 12 reflections).

Address the following questions in your 11 core competency reflections. DO NOT list the questions and respond to them. Rather, respond to the questions in a narrative format. 
1. What was the purpose of the project/assignment?
2. What did you learn from the project/assignment?
3. How did you improve the project/assignment from submitting for your class to submitting it in your portfolio?
4. How does this project/assignment demonstrate your skills with the competency linked to it? and your overall confidence with the competency.

Address the following questions in your 1 summary reflection. DO NOT list the questions and respond to them. Rather, respond to the questions in a narrative format.
1. How have you grown during the MSW program? What have been your strengths? What are your areas for growth?
2. What has been the most important thing you have learned in the MSW program and why?
3. What was the most challenging part of the MSW program and why?
4. What are you most proud of from your MSW educational experience? What helped you along the way?
5. What social work knowledge and skills do you want to further develop in the next few years and why?



Requirements:
1. DO NOT submit multiple documents. Place all of your projects/assignments in one continuous final document. Thus, your one continuous final document could be close to or over 100 pages. PDFs will NOT be accepted. 
2. Add your core competency reflections at the end of each project/assignment AND IDENTIFY THEM AS REFLECTIONS. They must be easy to find! Add your one summary reflection at the very end of your document AND IDENTIFY IT AS THE SUMMARY REFLECTION. It must be easy to find.  
3. Use the feedback from your instructor for each assignment. Thus, complete suggested revisions, corrections, etc., for each assignment.
4. Correct the following on all assignments: APA 7th edition citations, references, and formatting. Spelling and grammar: grammar includes, but is not limited to, punctuation, proper capitalization, sentence structure (syntax), and subject-verb agreement. 

Grading:
Portfolios will be graded for the level of competence displayed for each competency as well as detail (responding to all questions in your reflections) and self-awareness in the reflections. Portfolios will also be evaluated on APA 7th edition format and style, portfolio completeness, organization, and clarity, and mechanics. Please review the rubric, which is posted on Canvas. 

Projects/Assignments:

	Competency
	MSW Course
	Project/Assignment Title

	1
	SOCW 614
	Leadership Assessment

	2
	SOCW 602
	Integrative Paper

	3
	SOCW 603
	Group Community Mapping a

	4
	SOCW 540, 640, or 641

AND
SOCW 640
OR
SOCW 641
	CITI Certification (Provide the certificate. If you never did this, see your faculty liaison.)

Single-Subject Research Project
 
Program Evaluation Project

	5
	SOCW 614
	Organizational Analysisb

	6, 7, 8, 9
	SOCW 652
AND
SOCW 614
	Final Case Analysis

Organizational Analysisb

	10
	SOCW 603
	Group Community Mappinga

	11
	SOCW 651
	Empathy Project—12-Step (sugar/other)


[bookmark: _Hlk195444744]aThe Group Community Mapping assignment covers two competencies, but you 
 	only have to submit it once in your final document.
      bThe Organizational Analysis assignment covers two competencies, but you only
   	have to submit it once in your final document.
	
· Advanced Generalist Portfolio–Evaluation of Student Performance: Thursday, July 9 @ 10:00 pm


Assignments & Points:
A. Weekly Logs							150 pts
B. Discussions 			  				  80 pts
C. Midterm Evaluation & Final Evaluation			  40 pts
D. Advanced Generalist Portfolio–
Evaluation of Student Performance			300 pts
							     TOTAL = 570 pts

Department Grading Scale	            
	Grade
	Percentage

	A
	95 – 100

	A-
	91 – 94.9

	B+
	87 – 90.9

	B
	84 – 86.9

	B-
	81 – 83.9

	C+
	77 – 80.9

	C
	74 – 76.9

	C-
	70 – 73.9

	D+
	67 – 69.9

	D
	64 – 66.9

	D-
	60 – 63.9

	F
	< 60







COURSE SCHEDULE
Modifications of the course schedule may be made based on the class's needs and at the instructor’s discretion. Chapter readings from required texts are listed. Additional readings will either be listed on Canvas or available through Bracken and/or College of Health libraries. Unless noted differently, all assignments are due on Sundays at 11:59 pm.

	Date
	Unit

	Week 1: Canvas
May 11-17

DUE:
· Read & Print Out Syllabus




	Topics/Tasks:
· Log Hours in Sonia
· Review Syllabus
· Review Learning Contract

Required Readings:
Canvas Content


	Week 2: Classroom
Seminar 6
Tuesday, May 19 
8:00-9:50 pm

DUE:
· Site Visit 3 
(Virtual): Week 2
· Portfolio Assignment 1, May 18 @ 10:00pm
· Discussion 1 
May 22
@ 10:00 pm
· Learning Contract due 48 hours before the site visit!

	Topics/Tasks:
· Log Hours in Sonia 
· Review Syllabus
· Complete Discussion 1
· Submit Weeks 17, 18, 1, & 2 Logs
· Review Advanced Generalist Portfolio assignment
· Complete Learning Contract

Required Readings:
None


	Week 3: Canvas 
May 25-May 31

DUE:
· Weeks 17-20 Logs
May 25
@ 10:00 pm
· Portfolio Assignment 2, May 25 @ 10:00pm

	Topics/Tasks:
· Log Hours in Sonia
· Portfolio Preparation

Required Readings:
None


	Week 4: Canvas
June 1-7

DUE:
· Discussion 2 
June 5
@ 10:00 pm
· Portfolio Assignment 3 & 4, June 1 @ 10:00pm
· Student & Field Supervisor Midterm Evaluation ratings due June 8
@ 10:00 pm

	Topics/Tasks:
· Log Hours in Sonia 
· Complete Discussion 2
· Complete Midterm Evaluation

Required Readings:
Canvas Content


	Week 5: Canvas
June 8-14

DUE: 
· Portfolio Assignment 5, June 8 @ 10:00pm

	Topics/Tasks:
· Log Hours in Sonia
· Taking Practice Quiz Questions

Required Readings:
Canvas Content


	Week 6: Classroom
Seminar 7
Tuesday, June 16 
8:00-9:50 pm

DUE:
· Portfolio Assignment 6, June 15 @ 10:00pm

	Topics/Tasks:
· Log Hours in Sonia 
· Submit Weeks 3-6 Logs

Required Readings:
None


	Week 7: Canvas
June 22-28

DUE: 
· Weeks 21-24 Logs
June 22
@ 10:00 pm
· Discussion 3
June 25
@ 10:00 pm

	Topics/Tasks:
· Log Hours in Sonia
· Complete Discussion 3

	Week 8: Canvas
June 29-July 5

DUE:
· Discussion 4
July 3
@ 10:00pm
· Portfolio Assignment 7, June 22 @ 10:00pm

	Topics/Tasks:
· Log Hours in Sonia 
· Submit Weeks 7-8 Logs

Required Readings:
None


	Week 9: Canvas 
July 6-12

DUE:
· Weeks 25-26 Logs
July 6
@ 10:00 pm
· Advanced Generalist
Portfolio–
Evaluation of Student Performance
July 9
@ 10:00 pm

	Topics/Tasks:
· Submit Advanced Generalist Portfolio
· Prepare for Virtual & Final Evaluation Site Visit
· Relax, Recharge, and Practice Self-Care!


	Week 10: Zoom
Seminar 8
Tuesday, July 14 
8:00-9:50 pm

DUE:
· Site Visit 4 
(Virtual & Final Evaluation): Week 10
· Student & Field Supervisor Final  Evaluation ratings due July 13
@ 10:00 pm
· ALL Time Sheets: Due Wednesday, July 15 
@ 10:00 pm

	Topics/Tasks:
· Log Hours in Sonia 
· Prepare for MSW Reception & BSU Commencement
· Relax, Recharge, and Practice Self-Care!

Required Readings:
None





COURSE POLICIES
1. ATTENDANCE POLICY
With all social work courses considerable learning occurs during the class session that cannot be easily “made up” when a class is missed. Therefore, students are required to attend all scheduled classes. Students are expected to arrive on time for each class and to remain until class is dismissed. Students who miss three or more classes are expected to consult with the instructor. The instructor may request documentation regarding absences.
The Department of Social Work will excuse absences only for funerals and bereavement, admitted hospitalization, and official activities (e.g., jury duty and military obligations). Students must provide basic documentation for any excused absence. Extensive absences for any of the above reasons may require a discussion about an incomplete grade or course withdrawal. All other absences are considered unexcused and will count toward a student’s allowed number of absences before a grade deduction.
Our faculty understands students might need to miss classes for a variety of personal reasons. We encourage the use of your allowed absences for your self-care and to manage other life challenges. We also recognize our need to ensure the integrity of our program and to do our part to follow our accreditation standards and to promote student success. Attendance is a vital component of this success. If you need to miss a class, we strongly encourage you to contact your faculty member to discuss missed content.

GRADE CONSEQUENCES FOR MISSED CLASSES
	Absences of 10% or more of class sessions will result in an automatic drop in the final grade by a half-letter grade (a B becomes a B minus), and absences of 20% or more of class sessions will result in an automatic drop in the final grade by one full letter grade (an A becomes a B). Students who miss 25% of the class sessions can earn a maximum grade of “C” for this course, regardless of their performance on written assignments or exams. Students who miss 33% (one-third) of the class sessions will have their final grade lowered by two full letter grades. The instructor has the discretion to take into consideration a student’s extreme circumstances. Excessive absences are also reported to the department chair and may impact admission to the major or field experience.

1. FUNERAL AND BEREAVEMENT LEAVE
Students are excused from class for funeral leave in the event of the death of a member of the student’s immediate family or household as defined by Ball State University policies. The number of excused absences allowed is determined by the distance of funeral services from Muncie, Indiana. If the student is unable to attend the funeral services, the student will be allowed three work days for bereavement. The student will provide documentation to each instructor. Given proper documentation, the instructor will excuse the student from class and provide the opportunity to earn equivalent credit for assignments missed. For further information on the university’s bereavement policy, students should consult the University’s Student Rights and Responsibilities at (https://www.bsu.edu/about/administrativeoffices/student-conduct/policiesandprocedures/studentcode/appendixm).

1. 	REQUIRED GRADES FOR MSW COURSES
Students must maintain a 3.0 overall GPA in order to continue in the MSW program. Students may repeat only two required courses in which they received a grade of C or below, and students who earn a grade of C or below in any field practicum course may NOT repeat the course. Students will be placed on academic probation if their cumulative graduate GPA falls below 3.0 at any time after completion of 9 credits. To remove probationary status, a student must have at least a 3.0 graduate cumulative GPA by the time the next 9 graduate credits are completed. If probationary status is not removed, the student’s admission to graduate study will be canceled, and additional graduate study will not be possible until the student has reapplied for reinstatement.	

1. LATE ASSIGNMENT POLICY
All assignments are due during the class session indicated in the syllabus. Assignments cannot be turned in late without prior permission from the instructor. Late assignments will receive a zero as a placeholder on Canvas, accompanied by a comment indicating that BSW students will lose 10% per business day and MSW students will lose 10% per week while the assignment remains unsubmitted. This penalty will apply for up to a maximum of 5 business days for BSW and 5 weeks for MSW. However, there is a maximum overall deduction of 50% of the grade. The penalty takes effect after 5 business days for BSW students and after one week for MSW students. True emergencies may warrant an incomplete (see “Policy Regarding Course Incompletes” below).
All assignments will be accepted at the beginning of the class session or scheduled meeting time as indicated in this syllabus. Assignments turned in after the class or scheduled meeting will be considered late and will result in the lowering of the grade after the allowed grace period as noted above.

1. POLICY REGARDING COURSE INCOMPLETES
Students are expected to complete all work before the final session of the class. Incompletes are not granted automatically. The granting of an Incomplete “I” ultimately must be approved at the end of the semester by the department head or chairperson, who retains one copy of the Incomplete form, and sends a copy to the student. A grade of "I" may be assigned only in cases of illness, accident, or other dire occurrence beyond the student's control.
It is the responsibility of the student to request an Incomplete prior to the final class session, and to complete the Memorandum of Incomplete Grade form. This form specifies the work the student must finish including the time frame for submission. The student is required to sign the form and all work must be completed by the deadline specified by the instructor on the Memorandum of Incomplete Grade. Should the student fail to meet the time limitation, the instructor may assign a grade without the required work being completed. The university stipulates that the maximum amount of time a student can have to complete the required course work is one year. After twelve calendar months, the university automatically changes an Incomplete “I” grade to an “F”.

1.      EXAMINATION/ FINAL EXAMINATION/ QUIZ POLICY 
Examinations and quizzes in this class are required of all students. Prior arrangements must be made if a student is unable to take the exam at the scheduled time. Students, who fail to notify the instructor in advance, will not be permitted to arrange for a make-up exam. Only in exceptional situations will a student be permitted to arrange to take a test prior to or after the scheduled examination/quiz time.

G.	PROFESSIONAL WRITING STANDARDS
Professionals are often judged by others based upon the quality of their written work. Carelessness in spelling and editing suggests that there may also be mistakes in the substance of the work. All typed work submitted to this professor should be prepared in accordance with the Publication Manual of the American Psychological Association (7th ed). Information on APA can also be found on the department’s webpage and at the APA website at http://www.apastyle.org/learn/faqs/index.aspx 
Written assignments are expected to address the content/ideas in a clear and concise manner. Papers will be graded for sentence and paragraph structure, organization, grammar, punctuation, and spelling. Students are expected to use a computer in preparing written assignments. Papers should be double-spaced, use 11 or 12 point font and one-inch margins, and include page numbers and a title page. Sources should be cited/ documented using APA format.  
NOTE: If you need help with your writing skills, Ball State University’s Learning Center or Writing Center may be able to assist you in improving them. The efforts you make will help you with your courses at BSU as well as throughout your professional career because you will continue to be judged by other professionals on the basis of your written work. The Learning Center offers free tutoring for many courses on campus, including science and humanities, modern languages, math and business, help with any writing task, and study strategies such as time management, test taking, note taking, and effective textbook reading.
The Learning Center’s Hours are Monday-Thursday, 10am-8pm, and Friday, 10am-2pm. To make an appointment, call 765-285-3780 or Live Chat online at www.bsu.edu/learningcenter. We tutored over 16,000 sessions last year: there is no negative stigma to getting a tutor. Check us out online at www.bsu.edu/learningcenter. 
One key to improving your writing is getting feedback and revision suggestions on your text during the writing process. The Writing Center at Ball State offers free writing feedback sessions (online or face-to-face) to all students. They work with students on essays, reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital or print texts. Students can make an appointment by going to www.bsu.edu/writingcenter, stopping by Robert Bell 295, or by calling 765-285-8370.

H.	ACADEMIC INTEGRITY POLICY
	Honesty, trust, and personal responsibility are fundamental attributes of 
 		the University community. Academic dishonesty by a student will not be 
 		tolerated, for it threatens the foundation of the institution dedicated to the 
 		pursuit of knowledge. To maintain its performance, Ball State University 
 		is committed to maintaining a climate that upholds and values the highest 
 		standards of academic integrity. Academic dishonesty includes, but is not 
 		limited to the following:
Violations of procedures which protect the integrity of a quiz, examination, or similar evaluation, such as:
· Possessing, referring to, or employing open textbooks or notes or other devices not authorized by the faculty member;
· Copying from another person’s paper;
· Communication with providing assistance, or receiving assistance form another person in a manner not authorized by the faculty member;
· Possessing, buying, selling, obtaining, giving, or using a copy of any unauthorized materials intended to be used as or in the preparation of a quiz or examination or similar evaluation;
· Taking a quiz or examination or similar evaluation in the place of another person;
· Utilizing another person to take a quiz, examination or similar evaluation in place of oneself;
· Changing material on a graded examination and then requesting a re-grading of the examination;
· Cooperating with someone else on a quiz, examination, or similar evaluation without the prior consent of the faculty member.
Plagiarism or violations of procedures prescribed to protect the integrity of an assignment, such as:
· Submitting an assignment purporting to be the student’s original work which has been wholly or partly created by another person;
· Presenting as one’s own work, ideas, representations or words of another person without customary and proper acknowledgment of sources;
· Submitting as newly executed work, without faculty member’s prior knowledge and consent, one’s own work which has been previously presented for another class at Ball State University or elsewhere;
· Knowingly permitting one’s work to be submitted by another person as if they were the submitter’s original work;
· Cooperating with another person in academic dishonesty, either directly or indirectly, as an intermediary agent or broker;
· Knowingly destroying or altering another student’s work, whether in written form, computer files, art work, or other format;
· Aiding, abetting, or attempting to commit an act or action which would constitute academic dishonesty.

I.	ARTIFICIAL INTELLLIGENCE POLICY
The Department of Social Work recognizes the value of artificial intelligence (AI) tools and their increasing and unfolding uses within social work settings. Individual instructors are exploring new ways to use these tools in our teaching and may design specific assignments in which we ask you to use AI tools. However, we facilitate an academic learning environment in which academic integrity is paramount, critical thought must be developed and used, writing skills are essential, and reflection must be practiced in order to develop into a competent social worker. Therefore, unless the instructor specifically authorizes in writing the use of generative AI for a particular assignment to accomplish a learning objective, the use of generative AI tools to complete your assignments in social work classes is prohibited, is plagiarism, and is a violation of Ball State’s Academic Ethics Policy and the Department of Social Work’s Academic Performance Review Policy. The use of AI-powered writing assistant platforms are also not allowed, as these may substantially alter your work and be flagged.

J. 	Plagiarism Detection
The campus subscribes to Turnitin, a plagiarism prevention service, through Canvas. You may need to submit written assignments to Turnitin. Student work will be used for plagiarism detection and for no other purpose. The student may indicate in writing to the instructor that he/she refuses to participate in the plagiarism detection process, in which case the instructor can use other electronic means to verify the originality of their work.  

K. 	PROFESSIONAL CONDUCT POLICY
Students in a professional program should conduct themselves as professionals in relation to the class and assignments. Full participation is encouraged as long as it is appropriate to the course content. Respect for the opinions of others is expected. Frequent lateness or professionally unbecoming class conduct are likely to result in a lowered grade. Students are evaluated on their personal and professional behavior or conduct in this class as described in the NASW Code of Ethics. With the exception of legally prescribed medications, any use of consciousness altering substances before, during, or between class sessions obviously impairs learning and is unacceptable.

L.	CELL PHONE and LAPTOP POLICY 
Cell phones ringing and texting during class are disruptive. Cell phones should be turned to silent mode and students should NOT TEXT in class. Exceptions to this policy will be granted with prior arrangements with the instructor and can be granted for on call employment obligations or medical / dependent care emergencies. Students granted exceptions to the cell phone policy should sit close to the door, set their cell phones on a non-audible setting, and if they receive a call exit the room quietly to take the call.  
	Laptop use not related to class is also disruptive. The instructor may give students permission to use a laptop for note-taking or class activities. 

M.	EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION POLICY 
Ball State University provides equal opportunity to all students and applicants for admission in its education programs, activities, and facilities without regard to race, religion, color, sex (except where sex is a bona fide qualification), sexual orientation, physical or mental disability, national origin, ancestry, or age. Concerns regarding this policy should be referred to the Director of Affirmative Action (765) 285-5162. Furthermore, all departmental and program practices are subjected to the non-discrimination and affirmative action standards embodied in the Council on Social Work Education’s, Education Policy and Accreditation Standards (https://cswe.org/getattachment/Accreditation/Accreditation-Process/2015-EPAS/2015EPAS_Web_FINAL.pdf.aspx), the professional standards found in the National Association of Social Work’s Code of Ethics (https://www.socialworkers.org/About/Ethics/Code-of-Ethics/Code-of-Ethics-English), and the University’s Code of Student Rights and Responsibilities (https://www.bsu.edu/-/media/www/departmentalcontent/student%20rights/policies/bsu%20code%202018-2019%20final%20without%20appendices.pdf?la=en). 

N.	AMERICANS WITH DISABILITIES ACT POLICY 
The following statement is provided by Disabled Student Development:
If you need course adaptations or accommodations because of a disability, please contact me as soon as possible. Ball State’s Disability Services office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu. 
If you have emergency medical information to share with me, or if you need special arrangements in case the building must be evacuated, please make an appointment with me as soon as possible. My office location and contact information are located on Canvas. 
NOTE: At Ball State University, the responsibility for determining a student’s eligibility for accommodation, if needed, rests with the Office of Disabled Student Development. Students must register with the Office of Disabled Student Development (765) 285-5293 (University Student Center, Room 116) in order to receive reasonable accommodations in the classroom. This office will provide the student with a letter listing appropriate accommodations and describing options for the administration of accommodated tests. Students reserve the right to decide if and when to self-identify to the instructor. Should a student choose to self-identify, she/he will need to provide the instructor with the Office of Disabled Student Development letter detailing specific accommodations. Please refer to The Disabled Student in the Classroom in the student handbook, which describes the University’s responsibility to students with special needs.

CANVAS ACCESSIBILITY 
Canvas provides a user experience that is easy, simple, and intuitive. Special attention has been paid to making Canvas screen-readable. The Rich Content Editor encourages users to create accessible content pages (i.e. text formatting is accomplished using styles). Canvas is designed to allow limited customization of colors and schemes to be accessible for all users. The National Federation of the Blind granted Canvas the Gold Level Web Certification in 2010. Find more information by visiting the Canvas Voluntary Product Accessibility Template (VPAT).


O.	RELEASE OF INFORMATION POLICIES AND PROCEDURES
Ball State University accords all rights under the Family Educational Rights and Privacy Act (FERPA) of 1974 to students of the university. The University will not disclose any information from students’ educational records without the written consent of the student except  to school officials within the University who have been determined to have legitimate educational interests, to officials of other institutions in which the student seeks to enroll, to certain federal and state officials for federal program purposes, to persons or organizations providing students financial aid, to accrediting agencies carrying out their accreditation function, to persons in compliance with a judicial order or lawfully issued subpoena, or to protect the health or safety of students or others in an emergency. All of these exceptions are permitted under the Privacy Act. The university does have the right to disclose directory information (name, address, phone, etc.) unless specifically requested not to do so by the student.  Procedural details regarding Family Educational Rights and Privacy Act of 1974 are available from the Office of the Dean of Students, located in the Administration Building, Room 238, and online at 
http://cms.bsu.edu/about/administrativeoffices/registrar/miscellaneous-information-and-services/ferpa  

P.	CLASSROOM CONFIDENTIALITY POLICY
Ball State Social Work classes are confidential environments. This means that all personal and organizational communication remain within the learning system. This is consistent with the NASW Code of Ethics. Participants in social work classes may share private information regarding their personal or professional lives. This information MUST be treated as confidential material that is NOT to be shared outside the classroom. 

Q.	GRADE APPEALS
A student who wishes to appeal final grade must send to the instructor a request for reconsideration of the grade with a rationale for reconsideration.  The request shall be in writing (email preferred) and sent to the instructor within five (5) school days (including summer terms) after the final grade is posted by the Registrar's Office.
The instructor shall respond in writing (email preferred) with a decision regarding the student's grade within five (5) school days after receiving the request.

If the instructor does not respond within the five (5) days period in (b) above, the student may choose to send the appeal request to the unit head (e.g. department chair or program director) of the department or program that offers the class for a response.
If the instructor responds within the five (5) school day period with a decision with which the student does not agree and the student wishes to proceed with an appeal, the student shall send written request (email preferred) for review of the grade to the unit head within five (5) days of receiving the response from the instructor.  The written communication to the unit head should provide detailed information regarding the disputed grade including the written exchanges with the instructor.

The unit head shall respond in writing (email preferred) to the student within five (5) school days of receiving the student's request for a review of the grade.  The unit head's response should outline the details of the resolution.  If the unit head cannot resolve the dispute, his/her communication to the student should refer the student to the University Grade Appeal process (e.g., a link to the Grade Appeal policy at Grade Appeals Policy and/or the Vice President for Academic Affairs).
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APPEAL AND GRIEVANCE PROCEDURES  
The Code of Student Rights and Responsibilities outlines behaviors expected of students at Ball State University and methods used to judge student behavior fairly according to these standards.  The standards of conduct apply to students while on the campus or off campus, when attending University-sponsored events, or when such conduct involves the security or integrity of the University community.  

Students are encouraged to consult the Ball State Code of Student Rights and Responsibilities here: https://www.bsu.edu/about/administrativeoffices/student-conduct/policiesandprocedures/studentcode  
 
All Social Work Department policies align with College of Health and Ball State University policies and every effort is made to resolve the conflict at the Department level before moving to the college level. In cases in which a student believes that their rights have been disallowed or violated, they may pursue the following steps:  
 
1. Request a meeting with the faculty member to discuss the issue and to seek a resolution. The student may meet with the faculty or staff person to discuss the student’s concerns and to come to an understanding about the situation. 
2. If resolution at the first level was not satisfactory, or if the student believes addressing the issue individually with the faculty member would pose a risk, they may appeal the matter in writing to the Program Director or for resolution. The Program Director may request a meeting with the persons. At the student’s request, the student may bring a support person or advocate to participate in the meeting. If a student chooses to invite a support person, they will notify the Program Director, in writing, 24 hours prior to the scheduled meeting. The Program Director will then formulate a written disposition to the student which will be sent within 5 days of the meeting.  
 
Note: If the Program Director is the person against whom the grievance is being brought, the student may proceed directly to the next level.  
 
3. If resolution at the Program Director level was not satisfactory, they may appeal the matter in writing to the Social Work Department Chair to discuss the concern further. The chair will meet with all parties involved and will find an agreeable resolution, conclusion, or recommendations about the issue. The chair will keep a written record of the issue and the conclusions and recommendations. 
 
If the student’s concern involves a grade appeal issue, the student may be referred to the grade appeal process outlined in the Student Code of Conduct.   
 
Note: If the Department Chair is the person against whom the grievance is being brought, the student may proceed directly to the next level.  
 
4. If there is not a satisfactory resolution at the level of department chair, they may appeal in writing to the Associate Dean of the College of Health who will follow College of Health policies for grievances and appeals. Decisions at this level shall be considered final. Students will be notified in writing of the decision, conclusion, or recommendations by the Associate Dean for the College of Health.  
 
R.	PREGNANCY ACCOMMODATIONS
Ball State does not discriminate against students on the basis of pregnancy or related conditions. Absences due to medical conditions relating to pregnancy will be excused for as long as a student's doctor deems medically necessary, and the student will receive the opportunity to make up missed work. Please see more information here: https://www.bsu.edu/about/administrativeoffices/associate-dean-of-students/title-ix 
S. 	LAND ACKNOWLEGEMENT STATEMENT
We would like to recognize and acknowledge that Ball State University, and its state affiliates, occupy the ancestral lands of the Delaware, Miami, Potawatomi, and Shawnee people. Land acknowledgment is an important social justice practice that leads to indigenous visibility and a reminder that we live and work on forcibly settled land and that the colonization of indigenous peoples around the world is an ongoing process.
 
T. 	THE BASIC NEEDS HUB
If you are having difficulty affording enough food, do not have a safe and reliable place to sleep, and/or experiencing an emergency or crisis, help is available through the Basic Needs Hub. The Basic Needs Hub has information, resources, and provides individualized support to students.  To talk with a supportive staff member about your experience, receive one on one assistance, or learn more about resources, you can submit a Basic Needs Assistance Form. 

U. 	BSU COUNSELING CENTER
The Ball State University Counseling Center offers free and confidential services to all students. The Counseling Center is located in Lucina Hall, Room 320. To schedule an appointment, you can contact us at 765-285-1736. Ball State also offers a 24/7 Crisis Line, which can be reached at 765-285-HOPE (4673). The Crisis Line is a mental health resource for those who are struggling with any mental health concerns, including thoughts of self-harm and/or suicide.  
At the Ball State Counseling Center, we see students for a variety of reasons, some of which include homesickness, relationship concerns, anxiety, and depression. At your first appointment, you will work with a therapist to create a plan that will connect you with resources that best fit your needs. We assist students with getting connected to therapy at our Center as well as connecting students to self-help resources, other on-campus resources, and community-based resources. All Ball State students also have access to several on-demand, self-help resources through a variety of different platforms. All of these resources, including a direct link to our website, can be found here.  

V. 	THE SPEAKING CENTER 
The Speaking Center is a free resource available to all members of the BSU community wanting to improve their public speaking abilities. We offer personalized coaching designed to help you become a more confident and effective speaker. Our trained coaches provide constructive feedback and support throughout the entire speech preparation process, whether you are in the early stages of brainstorming ideas and organizing your thoughts, or you need to practice your delivery and refine your message.  

The Center is in the David Letterman Communication and Media Building, room 302. To schedule an appointment, please access us through your Navigate app or use this direct link to sign up for a time. Appointments are available both in person and on Zoom.  Appointments are available in person, on Zoom, and in virtual reality (VR) for those interested in practicing in an immersive speaking environment.






