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INTRODUCTION

Welcome
This manual is designed to provide students, agency instructors and faculty advisors with 
information and guidance to successfully prepare for and complete the Master of Social 
Work practicum courses.  There are two entry paths to the MSW Degree: the BSW entry 
(one year program) and the non BSW entry (two-year program).  The two-year MSW 
students must complete two 450-hour placements, one in each year of the program.  The 
first placement is designed to provide a foundation for Social Work Practice to prepare 
students without a BSW to complete the advanced graduate level placement in year two.  
Please refer to the section specific to field placements for the two-year program. 

The steps to secure a placement and the responsibilities of the Field Coordinators, Field 
Assistant, Agency Instructors, Students and Faculty Advisors are highlighted.  The manual 
includes the information needed to prepare for field placement for both campus and 
distance students. Although the differences between campus and distance are minimal, 
they exist and are explained in detail on pages 6 to 9 of this manual. All students must 
complete 450 hours in an approved, supervised setting and participate in the Integrated 
Seminar.  The seminars are delivered in the classroom for campus students and on-line for 
distance.  The Faculty Advisor facilitates these and generally oversees the placement once 
it begins.  

The manual provides details on the coordination process from the beginning, with 
submission to placement completion, including evaluation and grading.  The submission 
date is the beginning of the coordination process, April 15th for distance and September 
15th for campus. We need that information to begin to work with you and the proposed 
agencies and organizations.  Questions are welcome anytime however the coordinator 
does not begin working with students until after the submission due dates (see above). 
There are some differences between the two year and the one-year MSW placement 
objectives, and these will be presented and discussed. 

A key feature of successful planning is good communication throughout the entire 
process, from submitting the proposal package to the final evaluation.  Many different 
people can be involved, questions must be answered, and additional information is often 
needed in order for decisions to be made.  Once the placement has begun good 
communication between the student, faculty advisor and agency instructor are vital. 
Therefore, it cannot be stressed enough the need to check your email and voicemail and 
stay in regular contact throughout the process.  Good pre-planning enables the processes 
to go smoothly and students to achieve their learning goals and expectations. 
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Non BSW Entry MSW – Two Year Program

The Two-year MSW Program is designed to meet the needs of students who have earned 
a four-year undergraduate honors degree other than Social Work.  The Field Placements 
and seminars are part of the required core courses for the MSW degree.  Within the two-
year MSW students complete two placements of a minimum of 450 hours each and both 
placements are completed between January and June, in year one and two, and each 
require attendance and participation in an integrated concurrent seminar.  Please see 
sections in this manual for submission dates, requirements, and policies and procedures 
as they apply to both entry streams.

Students do not complete both placements in the same organization or with the same 
Agency Instructor. Requests to complete both in the same site will be reviewed and 
approved on a case-by-case basis.  The overarching focus of the first placement is to 
accomplish a grounding in Social Work Practice at the generalist level. Therefore, the 
agency chosen for Practicum 1 must be able to provide the foundational practice skills and 
involve an MSW qualified social worker for supervision. Practicum 2 must involve an MSW 
practitioner as part of supervision and evaluation.

The profession of Social Work encompasses broad and diverse areas of practice, but all 
embody the Code of Ethics and Standards of Practice and Social Work theoretical 
perspectives.  Field Education is where students can advance the integration of theory and 
practice and explore a wide variety of issues and areas of practice. Field coordination, in 
part, incorporates the student’s previous experiences and education in establishing the 
placement sites and Learning Contracts.  

The first semester is full time immersion in coursework, followed by a continuation of 
course work and the completion of the field placement in the second semester. In 
Practicum I, students are able to construct a professional identity, apply core social work 
values and standards in practice, and use critical self-reflection for personal and 
professional development. It focuses on Canadian social welfare policy, critical clinical 
social work practice, the values and beliefs of the profession, including a focus on diversity 
and anti-oppressive practice.

The following sections describe all of the steps involved in order to secure, begin and 
complete a placement successfully. The role of the field coordinator is  highlighted and 
the steps both distance and campus MSW students need to take are described.

Course Objectives

Practicum 1 course objectives are intended to provide the foundational knowledge, values 
and skills for social work practice.  Practicum 2 builds upon that foundation toward 
advanced social work practice. 
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Course Objectives - Practicum 1

• To understand the social services and health sectors in a community; the mandate,
philosophy, funding, organizational structure, services and programs and utilize this
information for generalist practice with individuals, families, groups and
communities.

• Practice in a manner that respects diversity, develop and demonstrate an
understanding of the significance of social identity and self-awareness for the Social
Worker and client.

• Begin to develop and advance social work skills such as engagement, assessment,
case management, intervention, mediation, advocacy and activism.

• To begin to demonstrate a critical analysis of the relationships between power,
societal structures, justice and equity and the role of the placement agency in service
delivery.

• Demonstrate an understanding of professionalism and ethical practice through
knowledge of Code of Ethics and Standards of Practice; initiate own learning and
professional development.

• Develop the ability to practice social work in situations of conflict, showing good
judgement, an openness to learn, an understanding of privilege, and the use of
critical self -reflection.

• To understand and articulate the relationship between personal struggles and social,
political and economic processes and structures.

• Develop a Personal Framework for Practice which integrates theory, knowledge,
values and skills and demonstrates appropriate critical social work interventions.

MSW Field Course Objectives for both BSW entry (1 year) and Practicum 2 
students. 

The following objectives are for both practicum 2 for non BSW entry and 1-year (BSW 
entry) MSW degree. It is recommended that the non BSW entry students think about how 
to plan for both placements in terms of having broad exposure and gaining the 
knowledge and skills to prepare for the placement in year 2. This includes self-reflection 
and an analysis of current knowledge and skill already attained.  

• Demonstrate understanding of historical and contemporary equity and justice issues
relevant to the placement agency.

• Articulate a range of ideological and epistemological perspectives relevant to the
field of practice and service user population.

• Demonstrate analysis of the political, economic, organizational, legislative, social and
cultural contexts of the placement agency.

• Understand the contemporary social policy issues relevant to the placement agency.

• Demonstrate proficiency in Social Work skills consistent with anti-oppressive and
critical Social Work that will enable students to work effectively in the placement
setting.

• Understand the complexities and implications of social location/identity markers on
the lives of service users of the placement agency.
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MSW Field Course Objectives for both BSW entry (1 year) and Practicum 2 
students (continued)

• Demonstrate the ability to apply critical reflexivity in practice, evidenced by
awareness and deconstruction of social location, assumptions and biases of the self,
examination of strengths and challenges, and analysis of the implications of these for
practice.

• Demonstrate the ability to prioritize, organize and manage work within agreed upon
timeframes.

Section 1: Pre-Placement Processes and Role of Field Coordinators
The Field Coordinators manage all aspects of the BSW and MSW (campus and distance) 
field placements including the development and implementation of policies, 
procedures and field options. The Coordinators negotiate placements by matching 
student learning needs with placement settings and learning  opportunities in the 
context of the MSW course objectives.

In every case (both distance and campus) students are contacted to discuss their 
submission and request any revisions. All proposed agency staff are contacted to verify 
interest in the student, confirm the learning opportunities are available and 
supervision standards can be met.
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Specifically the Distance and Campus Field Coordinators or designate carry out 
the following:

1. Reviews all of the field submissions (resume, proposal and required forms) after the
due date and notifies students of any revisions needed.

2. Evaluates individual learning needs in the context of prior student experiences,
education and the overall objectives of the field course.

3. Approves all placements (Place of Employment proposals reviewed and approved by
both Coordinator and MSW Chair) after receiving and reviewing all submissions.

4. Ensure all Agency Instructors meet the criteria established by the school and the
CASWE Standards of Accreditation by providing orientation and training.

5. Ensure confirmation materials (that include contact information for each person) are
received by the Student, Agency Instructor and Faculty Advisor.

6. Negotiates Affiliation Agreements with sites locally and across Canada for distance
delivery as every site must have these contracts in place in order to host a student.

7. Liaises with various Affiliate Placement Offices of Health Authorities to communicate
site specific requirements to students and ensures compliance with these policies and
procedures.

8. Resolves complex issues that occur in a placement that cannot be addressed through
typical methods and consults with the Agency Instructor, Faculty Advisor and others as
deemed appropriate in these matters.

9. Is a member of both BSW and MSW curriculum committees and brings forward all
matters related to field education.

10. Oversees the annual Agency Fair and maintains other links with the Social Service
Community and the Social Work Profession.

11. Provides support for research and project based placements.

12. Conducts orientations for Faculty Advisors, Agency Instructors and Students, and
provides general support and guidance for Advisors, Instructors and Students.

Students Requiring Accommodation
Given the School’s commitment to enable the participation of all students in the Field 
Education Course, we advise students to thoroughly review the Dalhousie University 
Policy on Student Accessibility Services, excerpted below and  available in full at: https://
www.dal.ca/content/dam/dalhousie/pdf/dept/
university_secretariat/policy-repository/StudentAccomPolicy_Nov252014.pdf.

Dalhousie University recognizes the diversity of its students and is committed to 
providing a learning environment and community in which students are able to 
participate without discrimination on grounds prohibited by the Nova Scotia  Human 
Rights Act. In particular, the University is committed to facilitating 
students’ access to the University’s academic programs, activities, facilities and services.

PLACEMENT | MSW Field Education Course Manual
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Requests for Services 
It is the student’s responsibility to make a request for accommodation in  accordance 
with this policy. The request for accommodation must be made  reasonably in advance 
of the event or process in relation to which accommodation is being sought so that a 
decision can be made. Except in rare circumstances when significant psychological or 
mental health issues arise, there should be no “after-the-fact” accommodation.

The University will consider a request for accommodation made by a third party 
(physician, family member, caregiver, advocate or other representative) only where 
the student has provided prior written consent. (https://www.dal.ca/dept/
university_secretariat/policies/academic/student-accommodation-policy-wef-
sep--1--2014.html retrieved May 28, 2010).

Congruent with this policy, students seeking accommodations in the Field  Education 
Course must register with the Mark A. Hill Accessibility Services by  contacting their 
office at (902) 494-2836 or https://www.dal.ca/campus_life/aca-demic-support/
accessibility.html.

Field Submission
All Distance and Campus MSW students submit the following on the appropriate due 
date:

1. Up to date resume.

2. Proposal that describes the agency and broad learning opportunities available to meet
the learning needs and course objectives (see page 2). Evidence of graduate level
scholarship and writing skills is expected in the submission. The proposal is important
for the Coordinator to match the students with appropriate sites and for perspective
sites to determine if they want to accept the placement and whether it is a good fit
with what they have to offer.

3. Student Information Form highlights contact information and areas of interest as well
as specific sites (see appendix A and B for campus and distance forms).

4. Page 2 of Student Acknowledgement Agreement (Appendix C). This is signed and
included with the submission and when placement is confirmed the document is
completed, witnessed by the school and sent to the agency and student.

Hours and Schedules
CAMPUS:

Submission due date: September 15

Hours and schedules: Required to complete and a concurrent integrated seminar 
class (see page 18 for description and  expectations of seminars).

Option to complete full time (block) placement either January to March OR April to 
June.  

Option to complete part time placement January to June. 
Students adjust their work schedules to have the appropriate number of hours in 
placement and attendance and participation in seminar.

https://www.dal.ca/dept/university_secretariat/policies/academic/student-accommodation-policy-wef-sep--1--2014.html
https://www.dal.ca/campus_life/academic-support/accessibility.html
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Hours and Schedules (continued)
DISTANCE:

Submission due date: April 15

Hours and schedules: Required to complete and a concurrent integrated seminar 
class (see page 18 for description and  expectations of seminars). 

Option to complete full time (block) placement either September to December OR 
January to April.  

Option to complete part time placement September to April

Students adjust their work/lfe schedules to have the appropriate number of hours 
in placement and seminar.

CAMPUS:

The field Coordinator needs three possibilities as the availability of sites change each 
year and many Agency Instructors do not typically take students every year. Placements 
within the Health Authorities are more based on the availability of a MSW prepared 
Social Worker to provide the experience in the broad categories of Physical Medicine, 
Mental Health and Addictions. Campus students are not permitted to contact agencies 
directly so it is important to communicate with the coordinator throughout the process 
including responding to e mail and voice mail messages promptly.

DISTANCE:

The It is also important for distance students to have more than one placement site 
however you are required to contact sites directly so it may not be necessary to contact 
three initially. The Coordinator requires detailed contact information included on the 
Student Form as they may be new to the school and we need to contact them to discuss 
your placement and possibly negotiate Affiliation  Agreements. There have been 
occasions where the proposed site will not sign the Affiliation Agreement or they have 
given preference to local universities.
All students preparing to complete their field course will be communicating with the 
Field Coordinator and Field Assistant throughout the process, beginning on the due date 
until after the placement has been confirmed. When the placement begins the 
communication is primarily with the Faculty Advisor and Agency  Instructor.



Section 2: Selection and Confirmation of Placement
In all cases students need to have an interview to determine if the site is  appropriate and 
the agency instructor and student are a good fit for each other. It also needs to be 
determined whether the site has the ability to meet learning needs in relation to the 
course objectives and area of practice interest. This is determined by review of the 
student submission, the results of the interview at the proposed agency and discussions 
with the field coordinator.

Important differences between distance and campus delivery and field
This section is meant to clarify the specific differences between distance and campus field 
course. How both student groups prepare and plan for the field placement, what needs to 
be considered in the planning process, and how to communicate effectively with the 
school to achieve success are presented here.

The field placement for distance students is different from all of the other courses taken 
online in that the student must be in an agency under the supervision of a qualified 
Agency Instructor. Typically studying by distance allows for time  flexibility, readings and 
assignments can be completed after regular work hours. Field placements do not fit with 
the rest of the education experience of online learning and that must be accounted for in 
planning work and life commitments during completion of the field course.

The other main difference to make clear is the pre-placement planning that is required for 
distance versus campus students. Campus students are not  permitted to contact agencies 
directly unless directed to by the coordinator. Both groups submit the same information 
and the due dates are planned in such a way that there is ample time to identify and 
secure a placement. What is different is distance students are able to make the initial 
contact with perspective agencies of interest to gauge availability and collect the contact 
information for the Field Coordinator and Field Assistant. We need this because we may 
not know the  agencies distance students are approaching if we have not had a student 
there previously. New agencies require Affiliation Agreement negotiations and other 
communication with the school.

Distance students can do some pre planning prior to the submission due date but the 
school must approve the placement only after reviewing the student  submissions. Once 
the student’s plan is approved, both distance and campus students must be interviewed 
prior to confirmation of the placement. Campus agencies are approached by the Field 
Coordinator and the student information 
is sent by the school. Distance students need to ensure their prospective agency receives 
required information. During this phase of the process all students need to communicate 
effectively with the school and provide any information requested in a timely way.

Lastly there are differences with competition that campus and distance students 
experience. Campus students are competing with a large group of fellow students in a 
defined geographic area in the same Social Service and Health Care Systems and often 
vying for the same sites.

While distance students do not have that concern they must compete with other local 
universities and there can be restrictions in the number of placements as 
a result. Regardless of delivery mode the Field Coordinator, Field Assistant and distance 
education staff are available to provide accurate information, guidance and support.

PLACEMENT
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CAMPUS:

Campus students and local distance students must not make contact with  potential 
placement agencies or personnel unless directed to do so by the Field Coordinator. The 
Coordinator ensures the agency receives the student  submission for review. This is due 
to a high volume of placements and the  importance of maintaining a single point of 
contact to retain positive working relationships with agencies. Many larger organizations 
(NSHA, IWK, government departments) also follow specific processes in response to 
planning for student placements.  Numerous requests are made from various educational 
institutions, both locally and nationally, so it is very important to respect their 
operational requirements.

Campus students await contact from the Field Coordinator regarding results 
of requests and whether there is possibility of a placement with the agencies identified 
on the Student Information Form. Be available to attend an interview to determine if it is 
a fit for both student and agency. Notify the Coordinator of the results of the meeting 
and await confirmation of the placement.

DISTANCE:

In direct contrast, distance students are required to make initial contact with  potential 
field agencies, explore interests, opportunities and availability with agency personnel, 
and communicate with the Field Coordinator the relevant  contact information (See 
Student Information Form – Appendix B) and planning as it occurs. The distance student 
can send their information to the agency for review. Distance students know their 
community and much more about the Social Service and Health Care Systems in their 
geographic area so can best identify a  suitable placement site. They are also not 
competing with the other students in their cohort. If a student is having difficulty finding 
a site the Field Coordinator should be notified to discuss the situation.

It is important to remember placements must be approved and confirmed 
by the Field Coordinator after the due date of April 15. The placement is not confirmed 
until it has been approved. Distance students often think they must have the placement 
secured on that date. That is not possible until the school assesses the situation, all legal 
issues are dealt with and proper  
supervision has been verified. That can only be done after the submission is  received on 
the due date.
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Section 3: Requirements Prior to Starting Placement
In all cases students must participate in an interview before accepting a placement so 
there is a thorough understanding what the placement entails and whether the site will 
help achieve the learning goals of the student and the field course. Social Work 
placements are lengthy and the work can be intense so it is important to  determine there 
is a good fit. The Field Coordinator always contacts the agency after the meeting occurs to 
discuss the situation and the placement is either confirmed or the second choice is 
explored.

Immunization Policies and Other Documents
Many agency sites, government programs and services and all health care  facilities have 
pre-placement protocols that must be followed and completed prior to beginning a 
placement. The agency will often explain what is required and most non-profit and 
government services require the standard Criminal Record Check (CRC) and Vulnerable 
Sector Search.  These can be obtained from your local police station for a small fee. A Child 
Abuse Registry check is required for sites that have children as part of their client group. 
This can be obtained by the provincial  government department that manages Child 
Welfare Services.

Health Care Facilities operated under Health Authorities have immunization requirements 
and database systems requiring various forms to be completed. The current system in 
Canada is called HSPnet through which some Authorities receive placement requests. 
There are certain procedures the school must complete on the students behalf and others 
that the student must complete. The main point here is to communicate with the Field 
Coordinator and assistant so you know what the expectations are for the particular health 
authority you are involved with. The Nova Scotia Health Authority and the IWK 
immunization requirements are described 
in Appendix D. We are also gathering the site specific requirements for the other health 
authorities we work with on behalf of distance students and can assist stu-dents to 
navigate those systems.

Please note: for placements requiring the above, no approval to start will be given until all 
information is received that has been requested by the Authority and the school.

Section 4: Beginning the Placement
There are details that need to be worked out between the student and Agency Instructor 
once the placement has been confirmed. The actual start date and weekly schedule are 
sometimes determined at the point of the interview and, in other situations, after 
discussion with the school. In all cases the schedule and hours are documented on the 
Learning Contract Cover Page (see Appendix E and F). This is completed in preparation for 
the first meeting with the Faculty Advisor and Agency Instructor to finalize the Learning 
Contract (see below for details).

While there is some flexibility in determining what schedule works for both the student 
and agency instructor the required number of hours must be met and the schedule 
recorded on the Learning Contract cover page must add up to 450 hours on site. The 
placement must also be done concurrently with the Integrated Seminar. (Seminar hours 
count for 25 hours toward the 450 Hours.) Also requests for workshops or other outside 
events (see page 18 for further detail on seminars and workshops) to be counted as field 
hours must be approved and documented in the Learning Contract discussion and 
recorded on the cover page.

PLACEMENT | MSW Field Education Course Manual
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The Learning Contract
The Learning Contract is the articulation of the student’s learning while in the 
placement. Within this framework students must clearly present what (content) they 
want to learn in the placement and how (process) they will do it as well as how (means 
for evaluation) progress will be evident to the Agency Instructor and Faculty Advisor. It is 
the basis upon which the student’s performance is evaluated and should be completed 
near the beginning of the placement.  In a
part-time placement this should be no later than week 4 and in a full-time block 
placement by the end of the second week.

The Learning Contract must:

• address what will be learned and how it will be facilitated

• Practicum 1 (5004) contract reflects the course objectives and personal learning
goals

• reflect both the MSW Field (SWLK 6415 - 5004) objectives as outlined in the four
components detailed below: Placement Context, Practice Content, Personal and
Professional Development and Agency Expectations

• take into account the student’s existing knowledge and skills

• identify the individual student’s specific learning goals (i.e. what is to be learned in
the field course)

• identify learning opportunities (i.e. how in the agency the learning goals will be met)

• identify means for evaluation (i.e. how the Agency Instructor will be able to assess
progress in the goal areas)

• specify the time frame for the placement, the days and hours in the agency, time for
regular supervision and evaluations, meetings with the Faculty Advisor, leaves or
vacation times of student and/or Agency Instructor, and any other practical
information deemed relevant (recorded on the Learning Contract Cover Page).

Process for Completing the Learning Contract
During the field course, students are expected to develop and demonstrate the ability to 
integrate social work theory into practice as outlined in the following four components: 
Placement Context, Practice Content, Personal and Professional Development and Agency 
Expectations.

The student, in consultation with the Agency Instructor(s), drafts the Learning Contract. 
The student must address the content under each of the above four  components. The 
format for the Learning Contract is the student’s choice (for ex-ample narrative form with 
listed goals, opportunities and means for evaluation or table format).  Regardless of 
format, it must be based on the four components and be clear what the student wants to 
learn in the placement and how the learning will happen in those goal areas. 

A draft of the Learning Contract should be provided to the Faculty Advisor and Agency 
Instructor/Preceptor for review and collaboration prior to the first meeting/
teleconference. A meeting (campus) or teleconference (distance) is arranged with the 
student by the Faculty Advisor, with the student and the Agency Instructor to discuss and 
finalize the Contract.

PLACEMENT | MSW Field Education Course Manual
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Learning Contract Components
The Learning Contract is an ongoing supervision tool as well as the basis for the mid-
placement and final evaluations.  It can be structured using the following four 
components (more applicable for 6415):

1. Placement Context

This relates to the broad social, political, economic and organizational contexts within 
which the field placement agency operates. In order to understand the broader context 
within which the agency/department operates, students should plan their learning 
around the following points:

• Knowledge and analysis of relevant legislation, social, and organizational policies

• Critical analysis of the underlying political ideologies of the agency’s policies and
practices

• Analysis of specific individual concerns in the context of larger organizational and
social responses

• Critical assessment of the nature and characteristics of the placement agency’s
organizational culture, structure and political context and identification of relevant
strategies for social and/or organizational change

• Understanding of the service delivery system of which the placement agency is a part

2. Placement Content

This section should address goals for the placement related to knowledge and skills 
in the student’s area of practice. Students are expected to define their  learning 
goals in the following three areas:

A. An understanding, sensitivity, and responsibility to issues and relationships of
gender, sexual orientation, racialization, ethnicity, class, culture and different
abilities. Learning goals could include:

• Identifying and critically assessing how these issues are considered in the
placement agency and specifically in the student’s area of practice

• Exploring the meaning and implications of being committed to critical /anti-
oppressive social work practice

B. The development of a substantive knowledge base, which provides a back-
ground for practice in the student’s chosen area of specialization (for example, specific
aspects of policy analysis, individual and family practice, research, community
practice):

• Include 3 to 5 specific analyses, skills or content areas the students is seeking to learn
and integrate into the chosen area of practice and the means through which this
learning is available in the placement

PLACEMENT | MSW Field Education Course Manual
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2. Placement Content (continued)

C. An understanding of the nature and processes of change within the socio- 
political context of the agency and broader society. Define goals that address the
strategies for change relevant to the work of the agency.  These may include critical
refection on:

• Processes for assessments for individuals, groups and /or communities within the
societal context

• Intervention plans based on the understanding gained through the assessment process

• The role of client participation in selecting actions and interventions

• How and from whom information is gathered

• How ‘closure’/termination of services is conceptualized in the context of individual,
group and/or community social conditions

• Evaluation with individuals, groups and/or communities regarding the various impacts
(intended and unintended) of the interventions.

3. Personal and Professional Development

This section focuses on the integration of the previous sections within one’s  personal 
framework for social work practice. Students are expected to define their learning goals 
in each of the following areas:

A. Self-Awareness and Engagement with Others: Becoming proficient in
critically reflective analysis involves learning both from academic knowledge and
through personal and professional experience to develop the skills of:

• standing back from one’s own taken-for-granted assumptions, biases, beliefs and
values in order to problematize practice situations

• expanding one’s understanding and options by framing practice situations from
multiple perspectives, and

• critiquing and reframing problems within broader socio-political and ethical
perspectives

• considering and taking action that is informed by this reframing

The student is expected to develop practice skills relevant to the effective and  
appropriate presentation of oneself in different practice situations. This can be 
facilitated by developing a critical self-awareness that facilitates positive  
relationships with diverse individuals, groups, communities, agencies and  colleagues.

B. Workload Organization and Instrumental Tasks: This section addresses the
importance of being able to understand the nature and importance of functions
associated with the work being done in the placement. The student is expected to
organize the workload in order to complete relevant tasks in a focussed, independent
and responsible way while facilitating communication and information sharing with
others as appropriate. The student is expected to show initiative in carrying out
assigned work and identifying areas that require further direction and supervision.
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3. Personal and Professional Development (continued)

C. Social Work Values and Ethics: All students are expected to demonstrate
knowledge of the values inherent in social work as they are reflected in the national
and provincial social work codes of ethics and in social work theory and practice. All
students must practice in keeping with the professional code of ethics. As well, each
student must demonstrate advanced proficiency in the following areas:

• Identification of one’s own and others’ value constructs, assumptions, and beliefs
and understanding their impact on social work practice

• Understanding structurally embedded value differences or conflicts in, for example,
social locations and ideas as they arise in professional practice with clients,
colleagues, agencies and communities

• Effective skills in ethical decision making

D. Self-Evaluation: Students are expected to develop a process for critical
evaluation of their own practice. Students must evaluate their practice in ways
appropriate to the practice situation and seek and incorporate the observa-tions and
opinions of others in relation to the process and outcomes of interventions.

4. Agency Expectations

This section focuses on what the Agency requires from the student and outline the 
expectations incumbent upon the student. Points of inclusion may be:
Codes of conduct
Confidentiality pledges or any other forms/agreements that need to be signed Attendance 
at meetings (team meetings, case conferences, rounds, etc.)
Specific times in the agency (should address any need for flexibility)
Meetings with community groups

Section 5: Evaluation and Grading
The student’s analysis, reflection, and skills demonstrated in the agency and  seminar are 
evaluated against the course objectives and the Learning Contract. This section provides 
the criteria for evaluating and grading the student’s progress towards meeting the course 
objectives and the personalized learning goals ap-proved in the Learning Contract. All 
evaluation forms are available to download and print out for completion at https://
cdn.dal.ca/content/dam/dalhousie/pdf/healthprofessions/School%20of%20Social%
20Work/Field/MSW%20Evaluation%20Revision%20June%2027%202019.pdf

Evaluation and feedback should be an ongoing process throughout the  placement. Both 
the Agency Instructor and the Faculty Advisor should be providing feedback to the student 
regularly.

There are two formal evaluations for SLWK 6415 and 5004. Each must be documented in 
writing on file with the Faculty Advisor; both take place during a meeting (campus) or 
teleconference (distance) between the Student, Agency Instructor and Faculty Advisor. If 
other workers in the placement agency have been involved in supervising the student, they 
should provide feedback in the meeting or give input on those  areas of learning for which 
they are responsible according to the Learning  Contract.
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The Mid-placement Evaluation
The mid-placement evaluation reviews the current experiences and opportunities in 
relation to the goals and objectives of the Learning Contract and participation in the 
integrative seminar. The student prepares a written summary reporting on highlights and 
challenges of the placement to date, revisions to the Learning  Contract if applicable, and/
or areas of learning requiring special attention. This document is signed by all three 
parties and given to the Faculty Advisor for  placement on the student file.  If needed, 
revisions and re-circulation of the Learning Contract for signature may occur . In the event 
there are concerns critical to the success of the placement, these must be raised at or 
before the mid-placement evaluation and documented in writing.

The Final Evaluation
The final evaluation uses the Learning Contract and the course objectives as  templates for 
discussion. The Student, Faculty Advisor and Agency Instructor  contribute to the final 
written evaluation. The final evaluation is read and signed by all three parties. The Faculty 
Advisor is responsible for conferring and entering the final grade to Dal Online and 
ensuring the signed evaluation document is received by the Field Assistant for filing.

Framework for Practice Paper and Presentation – Practicum 1

Students in Practicum 1 must also complete the final assignment of a Framework for 
Practice Paper and presentation. This assignment provides students with an opportunity 
to pull together the direct practice from the agency, seminar discussions, 
interprofessional learning and knowledge from other coursework. The paper should 
highlight the development of an explicit approach to Social Work Practice, which 
integrates personal ideology, theoretical grounding, practice strategies and professional 
ethics.

The paper is submitted to the Faculty Advisor and graded using the criteria below. An 
outline should be provided prior to the due date so the Faculty Advisor can provide 
feedback and guidance. Students present their paper to their agency, and this can be 
either formal or informal, includes the instructor and advisor and whoever else the 
student chooses to invite.

Criteria for evaluation and grading of the Framework Paper Assignment:

• Clear articulation and integration of ideologies, theories, practices and ethics

• Analysis of inter-professional dynamics

• Demonstration of the use of the framework in specific practice setting (ex,
addictions, child welfare, corrections, policy analysis)

• Locating the framework in an understanding of systemic inequalities in resources
and power within class, gender, race, sexual orientation and identity, ethnicity and
(dis)ability and age.

• Demonstrate critical reflection including a discussion of strengths and areas for
further development

• Evidence of critical thinking and analytical ability including any relevant literature
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The Mid-placement Evaluation
The mid-placement evaluation reviews the current experiences and opportunities in 
relation to the goals and objectives of the Learning Contract and participation in the 
integrative seminar. The student prepares a written summary reporting on highlights and 
challenges of the placement to date, revisions to the Learning  Contract if applicable, and/
or areas of learning requiring special attention. This document is signed by all three parties 
and given to the Faculty Advisor for  placement on the student file.  If needed, revisions and 
re-circulation of the Learning Contract for signature may occur . In the event there are 
concerns critical to the success of the placement, these must be raised at or before the 
mid-placement evaluation and documented in writing.

The Final Evaluation
The final evaluation uses the Learning Contract and the course objectives as  templates for 
discussion. The Student, Faculty Advisor and Agency Instructor  contribute to the final 
written evaluation. The final evaluation is read and signed by all three parties. The Faculty 
Advisor is responsible for conferring and entering the final grade to Dal Online and 
ensuring the signed evaluation document is received by the Field Assistant for filing.

Grading
The MSW Field Course is graded on a Pass/Fail basis. Students must obtain a pass in order 
to continue in the MSW Program. The student must pass both the agency placement and 
the integrative seminar component of the course.

The grade is awarded on the basis of the student’s achievement of the course objectives 
demonstrated through the Integrative Seminar and achievement of the Learning Contract. 
The final grade is assigned by the Faculty Advisor in consultation with the Agency 
Instructor(s) after the final evaluation meeting/teleconference. The Faculty Advisor 
submits the grade to the Dal Online system.

A failing grade may be awarded in the following circumstances:

• Where the student, in the course of the Field Placement and/or seminar, dem-
onstrates personal unsuitability for the profession according to the Faculty of Health
Professions’ statement on Professional Unsuitability (see Appendix G)

• Where the student fails to meet, or to make what is judged to be sufficient progress
toward, the learning goals agreed upon in the Learning Contract

• Where the student fails to reach, or make what is judged to be sufficient progress
toward, the course objectives

• Where the student does not receive a pass for the Integrative Seminar

• Where a student leaves a placement without adhering to due process

In all instances when the Agency Instructor, Student or Faculty Advisor first begins to 
consider the possibility that a student may not be meeting the expectations of the 
course they should immediately follow the process outlined in Part three of this manual 
and contact the Field Coordinator.
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Appeal Process
If an MSW student receives a grade of fail for the field placement the appeal 
process is as follows: 

• Student may write a letter to the MSW Committee requesting immediate rein-
statement; the MSW Committee then meets to review the circumstances and makes
recommendation to the Director of the School

• Student may re-apply to the School of Social Work 12 months later requesting
reinstatement; MSW Committee meets to review the circumstances and makes
recommendation to the Director of the School

• Student may file an appeal regarding the process with the School of Social Work’s
Committee on Studies

Section 6: Role of Faculty Advisor and Agency Instructor 

Agency Instructor Responsibilities
1. Arranges and conducts an interview with the student to determine if the placement is

a good fit for both agency staff and student. The site also needs to be able to meet the
student’s learning goals and the objectives of MSW Field Course. Communicate the
results back to the Field Coordinator and the student and arrange a start date.

2. Prepare for the student by providing a thorough orientation:

• ensure that work space is available

• arranging for attendance at relevant meetings

• planning work assignments

• arranging for other staff to be involved with the student placement by job
shadowing, co-facilitating groups or other joint activities with the student

• introducing the student to agency staff and clients (where applicable)

• making relevant legislation, policy and program manuals available

• discussing the organizational structure of the agency, the services provided and
the profile of the population served

• ensure that the student is aware of the network of other agencies and services
with which the field agency interacts on a regular basis

3. Facilitate interaction with other relevant professionals and services.

4. Oversee the completion of the Learning Contract (see page 10) in collaboration with
the student and the Faculty Advisor. Assist the student in drafting learn-ing goals and
objectives. There will be a meeting (campus) or teleconference (distance) to discuss
and finalize the Learning Contract with the Faculty Advi-sor and student.

5. Hold regular supervisory sessions with the student as specified in the Learning Contract. 
Be available as needed to offer consultation and support to the student.
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Agency Instructor Responsibilities (continued)
6. Have primary responsibility for overseeing the student for the duration of the

placement and arranging for another supervisor if absent either temporarily or
permanently.

7. Follow the procedure outlined in this manual for Dealing with Difficult Situations (page
18).

8. Maintain ongoing liaison with the Faculty Advisor as needed.

9. Contribute to the final evaluation process.

Selection Criteria and Qualifications of MSW Agency Instructors
Students in their first year are developing a foundation of social work practice and 
identity.  The accreditation standards state the following:  "Field instructors/
supervisors at the BW level or the foundation level (non BSW entry) normally hold at 
the minimum a BSW degree from an accredited program" (EPAS, 2021)
All of our faculty advisors hold, at a minimum an MSW and several years practice 
experience in a variety of fields. 

• Normally hold, at a minimum, a MSW degree from an accredited social work
program,

• Have two years of social work practice experience after graduation,

• Are interested in social work education, and

• Have support from the setting to permit adequate time for assuming field
instruction responsibilities

If the Agency Instructor does not have a MSW degree, there are two options:

1. A second Agency Instructor, who meets the above requirements, is secured. With this
option there are two instructors who carry distinct responsibilities for supervision and
evaluation of the student. The experienced, agency-based, non-social work prepared
instructor is responsible for the orientation and day-to-day supervision and
assignment of work. The non-agency based, MSW social worker is responsible for
consulting with the student on a regular basis in person, by telephone and/or by email
to ensure a social work perspective. These arrangements must be made prior to
confirmation of the placement.

2. The School-assigned Faculty Advisor can play an enhanced role, taking on the
responsibility to have additional contact with the student and facilitate discussion to
deepen a social work practice perspective.

Selection Criteria of Agency Instructors for Non BSW entry Student 
placements
The first year placement (practicum 1) does not require the instructor to have an MSW.               
Students in their first year are developing a foundation of social work practice and 
identity.  The accreditation standards state the following: "Field instructors/supervisors at 
the BW level or the foundation level (non BSW entry) normally hold at the minimum a 
BSW degree from an accredited program” (EPAS, 2021)

All of our faculty advisors hold, at a minimum an MSW and several years practice 
experience in a variety of fields. 



Please Note: A person currently undertaking MSW studies at Dalhousie University is not 
eligible to be the Agency Instructor for a Dalhousie BSW student.

Training and Support for Agency Instructors
We  are  now  able  to  o ffer all  agency instructors/preceptors  online  training  that  
consists  of  four  main  modules: 

• Role of the Preceptor/Agency Instructor;

• Teaching and Learning Styles;

• Evaluation and Feedback;

• and Supporting Students’ Learning Needs, as well as helpful related resources.

Training and Support for Agency Instructors (continued)
You will see a video listed in the Related Resources section of the training modules and it 
requires a password to access and you will be prompted for directions to  access it. We 
strongly encourage you to complete this training as it will support your role and enhance 
the student experience.  You will find this resource at the 
following: http://preceptor.healthprofessions.dal.ca

Social Work Continuing Education Course Credit
In recognition of the contribution of the Agency Instructors we offer a Social Work 
Continuing Education workshop up to $300.00 per student supervised. If an Agency 
Instructor selects a course, which costs more than this amount, they must pay the 
difference. A full and current course listing of the Social Work Continuing Education 
Courses can be found online here: https://www.dal.ca/faculty/health-professions/
socialwork/programs/continuing-education.html , or by contacting the Continuing 
Education Office at coned@dal.ca and requesting the current brochure.

Library Privileges
We have a limited ability to have a staff person from an agency or hospital site have 
access to our on line library system. Anyone interested in accessing this please contact 
the Field Coordinator directly
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Faculty Advisor Responsibilities

The Faculty Advisor oversees and monitors the process and content of student learning in the field 
placement, facilitates the integrative seminar and confers the final grade in consultation with the 
Agency Instructor. The Advisor maintains  regular contact with both the Agency Instructor and 
student throughout the course of the placement.
The Faculty Advisor (FA) will:

1. Review the Student Acknowledgement Agreement and MSW Field Manual content during
the first seminar and facilitate all seminars, online for distance students and in the
classroom setting on campus.

2. Arrange three meetings with the student and the Agency Instructor during the placement:
• At the beginning of the placement to finalize the Learning Contract (must be done during
the first two weeks of block placement and by the end of the first month in a part-time placement).
It is expected that the student circulate the Learning Contract to Agency and Faculty for feedback
prior to this meeting.
• At mid placement to review student’s written mid placement summary and progress
toward the learning goals, make necessary changes to the Learning Contract if required.Concerns
related to successful completion of the practi-cum should be discussed at this time.
• At the end of the placement to participate in the final evaluation meeting/ teleconference
and assign a grade.

3. Comply with the process and documentation provided by the Field Assistant for tracking
required paperwork.

4. Notify the Field Coordinator of problems/issues which may affect the outcome of
the 5Submit all documentation (the Learning Contract, mid placement summary and the 
Final Evaluation) to the Field Assistant at the end of term

5. Provide guidance and support throughout the placement and ensure any
concerns are dealt with and communicated to the Field Coordinator.

6. Coordinate tasks associated with the completion of the Final Student
Evaluation, including:

• Receive the evaluation completed by the student and Agency Instructor and complete
the FA portion, submit the signed copy to the Field Assistant.

• Confer the final grade and enter the grade into the Dal Online system.

• Ensure that all final evaluation documentation is received by the Field Assistant.
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SEMINARS AND REQUESTS FOR WORKSHOPS

Integrative Seminars
Facilitation and evaluation of the seminar is provided by the Faculty Advisor and topics are 
student driven in the context of the course objectives. The Faculty Advisor recognizes the 
established professional capabilities of the participants and the seminars serve various 
functions. They are intended to provide an opportunity for group discussion of issues 
encountered by students in the field. They provide a place where theory and knowledge 
gained through the curriculum can be further analyzed and integrated within a practice 
framework. They also  encourage students to reflect upon past practice experiences as 
further  touchstones of relevance to present experiences.

An important aspect of the seminar experience is the knowledge construction among 
students as they share their insights and dilemmas with each other. It is a critical source of 
dialogue and challenge. The shared perspectives foster a spirit of focused engagement 
with the issues, roles and experiences within the agency. The ensuing support is an 
essential component of the larger reflective experience of the graduate program. 
Participation in discussion is an expectation of each student and a central contributor to 
the overall evaluation of the placement.

Students must participate in the Integrative Seminar concurrently with their field 
placement. The seminars are accessed through the Brightspace Learning System for the 
distance program and on site in a classroom for the on-campus program. The field course 
is considered complete when you have done both 450 hours in your field agency and the 
seminar requirements.

Participation in the seminars does count toward the 450 hours required for the course. 
425 hours must be completed in the agency selected for your field  placement, and 25 
hours completed in seminar. The field course is considered complete when you have done 
both 450 hours in your field agency and the seminar requirements.

It is important to note that the integrated seminar continues over two semesters. Students 
are required to participate in the seminar bi-weekly for both semesters regardless of 
whether they are in a block placement or a part-time placement. For the distance 
program the seminar is September to April, and for the on-cam-pus program the seminar 
is January to June.

2PART
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Distance Field Options 

Part-time Placement: 450 hours
September April

OR
Full-time Block: 450 hours OR Full-time Block: 450 hours

September December           January April

AND
Bi-weekly Seminar Online: All

September April

Campus Field Options 

Part-time Placement: 450 hours
January June

OR
Full-time Block: 450 hours OR Full-time Block: 450 hours

January April April June

AND
Bi-weekly Seminar Online: All
January June

Workshops
With the approval of the Agency Instructor and Faculty Advisor, workshops which 
enhance learning related to the work they are doing in their field site can be counted as 
part of the required hours. They must occur during the same time as completion of field 
placement. These requests can be submitted to the Faculty Advisor by e-mail and must 
include a description of the workshop, the number of hours and how it relates to the 
field course.



PA
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If problems arise before the placement is confirmed, the Field Coordinator,  Student and 
the agency contact will pursue a resolution or approach another agency.  If problems 
arise at any time during the placement, the Faculty Advisor should be contacted 
immediately by either the Student or the Agency Instructor. If the Faculty Advisor, Agency 
Instructor or Student becomes concerned or  dissatisfied with any aspect of the 
placement and it cannot be resolved during regular supervisory sessions, it is expected 
that the person with the concern will  immediately call a teleconference/meeting with 
the other two parties to achieve a satisfactory resolution.

If a resolution satisfactory to all parties is not achieved, the Field Coordinator must 
become involved and attempt to find a resolution together with the Student, Agency 
Instructor and Faculty Advisor. The Director of the agency will be informed of the 
situation if deemed necessary and appropriate. The Field Coordinator will inform the 
Associate Director of the School and the Chair of the MSW Committee and initiate 
appropriate action based on the particular situation.

Possible outcomes of discussions include:

• alterations to the Learning Contract

• a change in Agency Instructor or Faculty Advisor

• termination of the placement and change of placement site or deferral

• failure of the course

The Faculty Advisor, the Agency Instructor and the Student can make minor  alterations to 
the Learning Contract if all three parties agree. A change in the Agency Instructor or 
Faculty Advisor, or change in placement, requires the  involvement of the Field 
Coordinator. The SSW Associate Director, the MSW  Committee Chair and the Director of 
the field placement agency will be notified and involved to the extent deemed 
appropriate on a case-by-case basis. If a  placement has been terminated because of the 
actions of the student, the hours completed normally will not count and the course must 
be repeated. In other situations this will be determined on a case-by-case basis.

It is expected that the School and the Placement Agency will follow these  procedures if 
circumstances warrant any or all of these actions. If a student leaves a placement without 
following the processes outlined above it may result in the student failing the course.

Dalhousie University students, staff and faculty are protected under the  University’s 
Sexual Harassment Policy.  Please see Appendix H for a copy of that policy. 

 3
PROCESS FOR DEALING WITH DIFFICULT SITUATIONS

23

PROCESS FOR DEALING WITH DIFFICULT SITUATIONS | MSW Field Education Course Manual

PROCESS FOR DIFFICULT SITUATIONS

https://www.dal.ca/dept/university_secretariat/policies/human-rights---equity/sexual-harassment-policy-.html


4PART  

EXCEPTIONAL PLACEMENTS

Section 1: Research Based Placements
Students seeking to complete a research-based placement are advised to con-sult with 
the Field Coordinator prior to the submission due date. All proposals for research based 
placements are reviewed by the Graduate Coordinator and Field Coordinator. 
Independent, student-led research requires ethical approval for research with human 
subjects and is not feasible within the timeline of the MSW Field Course. Thus the option 
for a research-based placement is for the student to be involved as a learner in an 
established research project, wherein the research project has ethical approvals secured 
from the sponsoring institution. In this case the student must provide written 
documentation confirming that an ethical review has been completed and that the 
project has been approved.

The MSW Committee considers the MSW Field Education course as an opportunity for 
learning experiences and the integration of analysis and practice skills beyond the 
institution of the School of Social Work. For this reason field placements  undertaken with 
full-time faculty members within the School of Social Work are not encouraged.

Section 2: Place of Employment Placements
The MSW Committee strongly advises that MSW students complete the agency 
component of the MSW Field Education Course in a setting outside that of their regular 
employment. This policy is based on the principle that the graduate level field placement 
must engage new learning that augments the existing knowledge and practice base. The 
field placement should provide an opportunity for the student to enhance her/his existing 
critique, social work knowledge and practice skills in new dimensions beyond the current 
field of employment.

Further it is essential to recognize the relationship that employees have with their 
employer is fundamentally different than a student/Instructor relationship and this 
inhibits learning regardless of whether the placement fits our criteria.
The student must be able to challenge agency policies and procedures and discuss 
alternative interventions and approaches to dealing with social work problems and issues. 
Additionally, the Agency Instructor must be in a position to objectively evaluate the 
student’s performance. Therefore the Agency Instructor must be someone different than 
the student’s regular supervisor/manager.

Finally, the work performed during the placement must qualify as graduate level learning 
and this is considered in assessing place of employment placements by reviewing the 
relevant job descriptions. The position requirements would need to be at a graduate level 
in terms of hiring.

The School recognizes that in some exceptional situations the above noted  conditions can 
be met in the student’s place of employment. The MSW Program Committee will consider 
requests from students to do their placement in their  current site of employment. All 
requests to complete a field placement in the  student’s place of employment must be 
approved by the Field Coordinator, in consultation with the Chair of the MSW Program. 
The proposal and supporting documentation must meet all of the following criteria:
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Section 2: Place of Employment Placements (continued) 

Criteria
• There must be an opportunity for new learning regarding knowledge, skills and analysis

that is well documented and meets the objectives of SLWK 6415.

• The placement must be supported by a letter from the employer accepting the
proposed placement as an academic endeavor and verifying new learning at the
graduate level.

• A new position does not necessarily qualify. If a new position is being considered for a
placement:
The date of appointment and the beginning of the field placement must coincide The
current and new job descriptions must be made available to the coordinator and
documentation from the employer must detail the new learning in the new position.
This is an important issue because people are generally hired in positions because they
meet the qualifications and are able to perform the duties; therefore this is not new
learning.

• The learning opportunities available at the prospective agency must coincide with the
course objectives for MSW Field Education (see page 2).

• The Agency Instructor cannot be the same person who supervises the student in paid
employment or someone over whom the student normally has authority. The
supervisor must be in a position to objectively evaluate the student’s performance in
the placement. The Agency Instructor must meet the qualifications set out in this
manual and be approved by the Field Coordinator.

Proposal
The proposal to do a placement in one’s place of employment must be included in the full 
student submission (see page 4).  In addition, the submission must include the following:

• A current resume identifying undergraduate field placements

• The current job description

• The proposed learning opportunities and learning activities in the placement and
anticipated new knowledge, skills and analysis to be acquired

• The new job description, if the proposed placement is an entirely new position

• Clear articulation as to why the learning opportunities are only available in this setting
(must go beyond financial considerations)

• Letter from the employer, which must:
name the Agency Instructor and clarify that this person does not normally supervise
the student.
verify that time will be made available for the student to participate in meetings,
workshops, seminars and other activities which would enhance the learning
experience. It must be verified that sufficient time be set aside for regular supervisory
sessions with the Agency Instructor.
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Proposal (continued)
The placement being proposed can meet the goals of SLWK 6415 and can  
provideopportunities for new learning in knowledge, skills and analysis.

clarify that the placement being proposed is new learning and the student will not be 
doing the same work that s/he has undertaken in the past.

Process for Review
• Only complete proposals will be reviewed and the proposal, resume and Student

Information Form must be received on the due date but supporting documentation
can be submitted later (i.e. letter from employer may take time to get)

• The Field Coordinator, in consultation with the Chair of the MSW Program, will  review
complete requests for placement in the student’s current place of employment

• The decision will be communicated to the student in writing

Section 3: International Placements
The MSW Program is able to offer international field placements in exceptional 
circumstances only, and only when the following criteria are met:

• When the student has substantial experience in the social work field prior to
beginning the MSW

• With agencies with which an International Affiliation Agreement is already in place

• In a full-time block after all other courses for the MSW are completed

• When the student has met with personnel at International Student Exchange
Services regarding international travel as a student

Students are required to submit the following package a minimum of 8 months prior 
to potential departure:

• Student Information Form

• Student Proposal, addressing:

Why an international placement is relevant to the learning needs of the student How

the learning opportunities are specific to the international site

How the international placement will expand preparation for social work practice

Rationale for how/why a local placement cannot meet the student’s learning needs

Statement regarding the student’s ability to live and cope while undertaking an

international placement, including what they need to prepare for Statement on how

they will fund themselves

• Résumé

• One letter of reference from an outside source who can comment on suitability for a
professional international learning experience (for example past or current supervisor
in volunteer or paid work; past or current professor)
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EXCEPTIONAL PLACEMENTS 

Section 3: International Placements (continued)
Student submission packages are reviewed by the Field Coordinator and Graduate 
Program Coordinator for approval. Individual meetings may also be required. The student 
will be notified of the decision in writing.

Due to the volume of placements arranged locally during any one term, if a  student 
cancels the request for an international placement within 4 months of the date of 
intended travel, there is no guarantee that the School can secure a local field placement 
for the upcoming term.

Students are required to participate in a field seminar equivalent, a central compo-nent of 
the field course. Where the technology exists, students can do this online; where 
technology does not exist, alternate arrangements will be made. Each student is assigned 
a Faculty Advisor. During the placement the student keeps a journal and is required to 
communicate with the Faculty Advisor on a regular basis to discuss issues related to the 
placement experience. Please note:  International placements are only offered in the one 
year MSW or the second year of the two year program.  Applications are due Sept 15 for 
an April start date. 

Section 4: Confidentiality and Insurance Issues

Confidentiality
In accordance with the Canadian Association of Social Workers Code of Ethics, SSW 
students, faculty and staff will protect the privacy of clients and hold in con-fidence all 
professionally acquired information concerning them. The student will follow the field 
agency’s policies and procedures regarding confidentiality insofar as they do not 
contravene the professional code of ethics. Students must have a signed, witnessed copy 
of the Student Acknowledgement Agreement (Appendix C) on file prior to their start date.

Where client information is used in supervision, seminars or courses the student will 
follow the policies and procedures of the individual field agency. The student must discuss 
the particular situation with the Agency Instructor and approval must be given. Names 
and other identifying information will not be used. In the case of written material, names 
and other identifying data will be removed and where video or audiotapes are used, 
written permission must be obtained from the client specifying the way in which the 
video or audiotapes will be used and for what purpose. Students must always consult the 
Agency Instructor or Faculty Advisor when in doubt to ensure confidentiality is protected 
at all times.

A new Dalhousie policy has been created which guides students’ use of all  electronic 
devices and social media while in placement. It is important to follow these policies at all 
times as they relate to confidentiality of client and agency in-formation. This policy is 
included in Appendix I of this manual for students, agency staff and faculty advisors to 
review.
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Insurance
When students go out on placement they are interacting with the site’s clients, patients 
and families along with the regular staff.  Students and all organizations they are placed 
with must have sufficient insurance to cover liability on behalf of the individual student, 
the university and the organization. This is done through Affiliation Agreements that must 
be signed by both parties (organization head and university). Depending on which 
province you live there are also issues of Workers Compensation Coverage (legislation 
referring to student fieldwork is different in each province). These issues are dealt with by 
the Field Coordinator and the  proposed sites. Below is an excerpt of Dalhousie’s 
Affiliation Agreement: 

Dalhousie University agrees to indemnify and save harmless the field agency from any or 
all claims, suits, actions for loss or damage caused by:

a. a student in the course of their social work training pursuant hereto, or

b. faculty or staff from the School of Social Work in the course of their employment 
pursuant hereto.

Dalhousie University agrees to maintain adequate liability insurance to cover any loss, 
damage or injury of any nature whatsoever caused by the acts of its employees in the 
course of their employment or the acts of students in the course of their studies at the 
School of Social Work or at their field placement location.

The Facility agrees to indemnify and save harmless Dalhousie University from all loss, 
cost, expense, judgment or damage on account of injury or damage to persons or  
property, including death, in any way caused by the negligence or willful act of the  
Facility, its servants, agents or employees related to or arising from the programs 
or other matters to which this Agreement pertains, together with all legal costs and 
expenses incurred by Dalhousie University in defending any legal action pertaining to the 
above.

If an agency does not carry sufficient liability insurance the amount of cover-age can be 
negotiated or an agreement may not be accepted. The student is also required to sign the 
Student Acknowledgement Agreement – Appendix C of this manual. This must be signed, 
witnessed and be received by the school’s Field Assistant prior to starting any fieldwork. 
(Also mentioned above in reference to confidentiality).

Workers Compensation issues can also come up depending on which province you live in. 
This is legislated by provincial governments and we have arrangements with some of the 
provinces and others do not have a concern with it so we can a ssist with these issues as 
well.
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Conclusion
This manual has been designed to provide detailed information and guidance to prepare 
for and successfully complete the MSW field course (SLWK 6415 and 5004). Our priority 
is to facilitate the successful planning of your field placement and it is important to stress 
that staff and faculty are available to help clarify processes and answer questions not 
covered sufficiently in this document or on our web site. All students in our school 
community are contacted during the field coordination process. We make explicit efforts 
to ensure distance students are well supported throughout the process and have 
included detail in this manual about the distinct differences (which are minimal) with 
respect to distance versus campus delivery mode and the preparation and completion of 
field.

It is a very rewarding experience for us to be able to work with our students, the agencies 
and organizations in our local communities, across Canada and beyond. The Dalhousie 
University School of Social Work has a well-developed network of organizations that 
consistently offer placements to our MSW students. We work very collaboratively with 
health, social services, other government departments and agencies on a wide variety of 
placements and encourage innovative and unique placement experiences where 
appropriate and possible. We maintain a robust database of these contacts both locally 
and across the country that sustain field education and we are extremely thankful for the 
continued collaboration and support.

At the national level field education is becoming a stronger entity as the field 
coordinators/directors meet twice a year to share information and ideas, frequent 
changes, challenges and successes. Students consistently report that their  experience in 
field is one of the highlights of their social work education. Together we aim to improve 
the student and agency experience with practice education, ultimately strengthening all 
of the components to provide excellence in our field courses. We encourage dialogue and 
feedback on how we are doing things well and what we can improve on. Both students 
and agency instructors/preceptors can fill out the forms located at: http://www.dal.ca/
faculty/healthprofessions/so-cialwork/programs/field-education.html

Finally we hope that our MSW students will consider giving back to the profession by 
becoming an agency instructor/preceptor for someone who is seeking a  placement once 
our graduates become established social work practitioners. This really forms the basis of 
the solid, sustainable fieldwork offerings. We continue to be delighted to sustain and 
build, locally, nationally and beyond, interesting and challenging graduate level 
placements.

https://www.dal.ca/faculty/healthprofessions/socialwork/programs/field-education.html
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School of Social Work 
1459 LeMarchant St. Suite 3201 

P.O. Box 15000, Halifax, Nova Scotia 
Canada B3H 4R2 

Phone (902) 494-1187 
Fax (902) 494-6709 

STUDENT INFORMATION FORM 

Please check when you plan to do your Field placement: 

January to June (2 days/week for 28 weeks) 

Block Placement (13 weeks full-time) from  to 

Please indicate if the MSW Field placement is through: 

Campus Delivery 

Name of Student:   Student Number: 

Dalhousie Email Address: 

Current Address:   

Postal Code: 

Telephone Numbers: (H) (W) (C) 

Summer Residence #:   

I have a BSW from  Date Completed:   

I have taken Anti-Oppressive Social Work Practice (SLWK 6001.03): Yes 

I have taken Integrated Approaches to Practice (SLWK 6400.03): Yes 

No 

No 

Do you have access to a vehicle? Yes No 

Are you currently employed? Yes No Full-time Part-time 

Can you be called at work? Yes No 

Will you be working during your placement? Yes No Full-time Part-time 

APPENDIX A 
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Student Signature Date 

Please check this box to indicate electronic signature: 

Please return form to: 
Field Education Assistant 

sswfield@dal.ca 

Note: Completion of this form is required as part of the Student Submission Package. 

Specify Areas of Direct Practice Interest (i.e. Physical Medicine, Community Development , Mental 

Health)  in order of priority 

1.  

2. 

3. 

4. 

Preferred Agency Placements: (Please note that it may not always be possible to secure a placement in 

your preferred location).   Please specify priority. 

1.  

2.  

3.  

4.

mailto:sswfield@dal.ca
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School of Social Work 
1459 LeMarchant St. Suite 3201 

P.O. Box 15000, Halifax, Nova Scotia 
Canada B3H 4R2 

Phone (902) 494-1187 
Fax (902) 494-6709 

STUDENT INFORMATION FORM 
Please indicate if the MSW Field placement is through: 

Distance Delivery 

I have a BSW from  Date Completed:   

I have taken Anti-Oppressive Social Work Practice (SLWK 6001.03): Yes 

I have taken Integrated Approaches to Practice (SLWK 6400.03): Yes 

No 

No 

Name of Student: Student Number: 

Email Address:   

Current Address:  

Postal Code: 

Telephone Numbers: (H)  (W) (C) 

Summer Residence #:   

Do you have access to a vehicle? Yes No 

Are you currently employed Yes No Full-time Part-time 

Can you be called at work? Yes No 

Will you be working during your placement? Yes No Full-time Part-time 

Please check when you plan to do your Field placement: 

September to April (2 days/week) 

Block Placement (about 13 weeks full-time) from to 

APPENDIX B 
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Preferred Agency Placements in Order of Priority (if an Agency has agreed to offer you a placement 

include only that one Agency): 

1. Name of Agency:

Complete Mailing Address:

Contact Person: Email Address: 

Phone: Fax:   

2. Name of Agency:

Complete Mailing Address:

Contact Person: Email Address: 

Phone: Fax:   

3. Name of Agency:

Complete Mailing Address:

Contact Person: Email Address: 

Phone: Fax:   

Student Signature Date 

Please check this box to indicate electronic signature: 

Please return form to: 
Field Education Assistant 

sswfield@dal.ca 

Note: Completion of this form is required as part of the Student Submission Package. 

Specify Areas of Direct Practice Interest (i.e. Physical Medicine, Community Development, Mental 

Health) 

1.  

2.  

3.  

4.

mailto:sswfield@dal.ca


Appendix A 

(Name of Student) 

with respect to a placement at 

(the “Facility”) 

through 

Dalhousie University on behalf of the 

School of Social Work 

STUDENT  AKNOWLEDGEMENT 

The Facility and the University have signed an Agreement about the placement programs 
in which you wish to participate. Prior to starting a placement in the Facility you are 
required to read and sign this Acknowledgement. This document describes your 
responsibilities during your placement and other important information you should know. 

By signing this Acknowledgement, the undersigned agrees to the following: 

1. Placement programs cannot compromise the client/patient care or client service
objectives of the Facility. Facility staff are the final authority for all aspects of
client/patient care or client service and for the integration of the placement programs
into the Facility.

2. The Facility has the right to require me to leave their facilities or programs because of
my performance or conduct. This right will not be exercised without prior discussion
with the appropriate School or College except in extraordinary circumstances.

3. I am aware of my responsibility to maintain appropriate behaviour while in the
Facility’s facilities and programs, particularly concerning patients’/clients’ privacy
and confidentiality of patients’/clients’ records and all other Facility related
information and matters. All such information is confidential and cannot be
communicated except as outlined in the Facility policy. I will not disclose what I see
or hear, or pass on information from written records concerning any client/patient,
except for the purposes of client/patient care or service. I will not discuss
patients/clients publicly, either within or outside the Facility. If confidentiality is
breached, the penalty may include termination of my placement.

4. I acknowledge that a client/patient has the right to refuse to be a participant in
placement programs.
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5. I will be assigned client/patient care or service responsibilities only to the degree 
commensurate with my level of ability, and optimum learning will be provided 
without diminishing the quality of client/patient care or service. 

 
6. I am subject to the policies, procedures, and regulations of the Facility while I am 

participating in the placement program within the Facility. 
 
7. The Facility does not accept any responsibility for the risk of accidental injury not 

caused by the Facility, its agents, or employees that I may suffer during this 
placement. Specifically, the Facility does not carry health insurance or disability 
insurance that provides coverage for students. Students must have DSU health 
insurance, or equivalent, while on placement. The University purchases accident and 
disability insurance or workers’ compensation coverage, depending on the location of 
the placement, for students while they are on placement. 

 
8. The University carries malpractice insurance in the event that a client is injured 

through negligence on my part in the course of my placement. 
 
9. I acknowledge that I am solely responsible for the financial costs I incur during the 

term of my placement, including, but not limited to travel to the location of my 
placement, local travel, accommodation, meals and emergency care. 

 
10. I acknowledge that due to circumstances beyond the control of the Facility and the 

University there may be a last minute change to the location of my placement and that 
I am responsible for any costs I may incur as a result of such a change. 

 
Signed by: 

 
 
 
 
Student 
B00 

 
 
 
Witness (School Administrator/Faculty Member) 
Name:    
Title:    

 

 
Date 



Faculty of Health Professions 
IMMUNIZATION	RECORD	

Please	see	below	list	of	Immunization	requirements	for	students.	Please	have	a	health	care	professional	(physician,	nurse	
practitioner,	public	health	nurse	or	pharmacist)	complete	the	form	indicating	your	present	immunization	status.	

Failure	to	complete	this	form	will	delay	entrance	into	clinical	practice.	Students	are	responsible	for	the	cost	of	vaccines	and	
blood	tests,	if	applicable.	

First	Name	(Please	Print)	 Last	Name	(Please	Print)	

Banner	Number	 Date	of	Birth	

DD		/		MM		/	YY	

MANDATORY	MMR	Requirements	
Please	note	that	the	mandatory	2-step	TB	skin	test	should	be	done	4-6	weeks	before/after	the	administration	of	an	MMR.	

DD		/	MM		/	YY	
Documented	record	of	two	MMR	vaccinations	at	least	one	month	apart	

OR	
Attached	serology	report	demonstrating	immunity	to	measles,	mumps	and	rubella	

DD		/	MM		/	YY	

(Serology report mandatory if unable to provide documented record of two MMR vaccinations) YES/NO

MANDATORY	Varicella	(Chicken	Pox/Shingles)	Requirements	

Documented	history	of	Varicella	(Chicken	Pox/	Shingles)?	

AND/OR	
Attached	serology	report	demonstrating	immunity	to	naturally	acquired	Varicella	
(Required for ALL Horizon Health Rotations in New Brunswick) 

OR	

Documented	record	of	two	doses	of	Varicella	vaccination	given	at	least	one	month	apart	
(Only one documented dose required if administered before the age of 13) 

YES/NO	

YES/NO	

DD	/	MM	/	YY	

DD		/	MM		/	YY	

MANDATORY	Tetanus,	Pertussis	and	Diphtheria	Requirements	
Please	Note:	vaccine	must	be	administered	within	past	five	years	for	all	Horizon	Health	New	Brunswick	Rotations	
Documentation	of	adolescent	or	adult	dose	of	tetanus,	diphtheria	and	pertussis	vaccine,	
administered	within	the	past	ten	years	(e.g.	Adacel™	or	Boostrix™)	

DD	 /	MM	 /	 YY	

Page	|	1	
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MANDATORY	Hepatitis	B	Requirements	 PART	A	

Documentation	of	Hepatitis	B	vaccination	Series	(3	Doses)	

DD	/	MM	/	YY	

DD		/	MM		/	YY	

AND	
HBsAb	(Anti	–	HBs)	Titre	Result	-	taken	at	least	4-8	weeks	after	immunization	
(Please attach serology results) 

DD	/	MM	/	YY	

RESULTS	

DD		/	MM		/	YY	

If titre results above show you are not immune to Hepatitis B – it is mandatory to complete Part 
B (See Below) 

Hepatitis	B	Repeat	Series	
To be completed if titre results in PART A signify non-immunity PART	B	

Dose	1	of	Repeat	Series	 DD		/	MM		/	YY	

Serology may be taken one month after first dose of repeat series to assess immunity if original series 
was completed more than 6 months prior to a negative HBsAb test 

Dose	2	of	Repeat	Series	 DD		/	MM		/	YY	

Dose	3	of	Repeat	Series	 DD		/	MM		/	YY	

Repeat	HBsAb	(Anti	–	HBs)	titre	results	–	taken	at	least	4-8	weeks	after	immunization	
(Please attach serology results) 

RESULTS	

DD		/	MM		/	YY	

Non-responders may require testing for HbsAg. 

RECOMMENDED	Annual	Flu	Vaccination	

Date	of	most	recent	annual	flu	vaccination	 DD		/	MM		/	YY	

Polio	
Mandatory if lived/ visited a country in which there has been a recent Polio outbreak 

Documentation	of	Primary	Series	 DD		/	MM		/	YY	

Name	of	Healthcare	Professional	or	Public	Health	Official	 Phone	Number	

Signature	 Date	

Page	|	2	
Please note: Additional documentation may be required depending on 

the site you are assigned to for your clinical coursework 



Helpful Hints for Completing the Capital Health Pre–
Placement Requirements 

• START EARLY. It may take some time to locate your immunization records. Most 
importantly the hepatitis B vaccine requires 3 shots one at 0, 1 month and 6 months. 
You may start the placement with the first two boosters and a documented adequate 
anti –HBS titre (blood test proving immunity). It is recommended that you follow 
through with the third booster at 6 months.

• TB testing needs to be done at an International Travel Clinic either private or through 
Public Health Services. An appointment is required and there is a cost. The two step 
tuberculin test takes 10-14 days to complete. If you require a MMR( measles ,mumps, 
rubella) you will need to wait a month before you can start the two step. Allow yourself 
enough time when coordinating your immunizations.

• If you are covered by private health insurance check if the cost of preventable vaccines is 
covered. Also check coverage with the student health insurance for your learning 
institution.

• For a criminal record check (CRC) and Vulnerable Sector Search (VSS) you need to apply 
at your local police station. Make sure that you ask for the VSS with your CRC. Check the 
web site first as you may need to go to a specific location. There is a charge for a CRC 
and you will need to allow a minimum of two weeks or more for processing depending 
on the province.

• The educational institution is responsible for confirming no less than two weeks prior to 
the placement start date that the student has complied with the Capital Health pre-
placement immunization policy and has completed a criminal record check with a 
vulnerable sector search. Students must submit the original, signed proof of 
immunization form and the original, current CRC and VSS to the educational institution 
placement. Failure to comply with the requirements for clinical placement within the 
timelines will result in delay or cancellation of the placement.
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APPENDIX E 

School of Social Work 
1459 LeMarchant St. Suite 3201 

P.O. Box 15000, Halifax, Nova Scotia 
Canada B3H 4R2 

Phone (902) 494-1187 
Fax (902) 494-6709 

1. Learning Goals and Objectives
• For more detail, please refer to the MSW Field Program Manual
• Draft goals and objectives must be specific to the placement and written in communication with the

Agency Instructor.
• In preparation for the meeting it is often useful for the student to e-mail a draft of the learning goals and

objectives to the Faculty Advisor and Agency Instructor.

Please indicate if the MSW Field placement is through: 

Campus Delivery 

1) Please note: It is the student’s responsibility to print and bring the Learning Contract Cover Page 
(this document) to the first meeting so all the arrangements can be agreed to and signed off.

2) Specific learning goals and objectives must be completed and brought to the first meeting. Please
explicitly address the 4 components of goals and objectives:

• Placement context
• Personal and professional development
• Practice content
• Agency expectations

3) This document must be signed by the end of week 4 (part-time placement) or the end of week 2
(block placement).

STUDENT LEARNING CONTRACT COVER PAGE 

Name of Student:   

Student Email Address:   

Name of Agency Instructor:   

Agency Instructor Email Address:   

Name of Faculty Advisor:   

Anticipated Absences of Agency Instructor and Replacement: 

Dates of Practium:  to   

Time Arrangement: Days of the week: 

Hours: to 

to 

Placement Agency:   

Address of Agency (Street Address & Office Location): 

https://www.dal.ca
https://www.dal.ca/faculty/healthprofessions/socialwork.html
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Signatures 

The Student and Agency Instructor will meet for supervision: 

Weekly  Bi-weekly on  at 

The mid-term meeting will be held: Date  Time 

The meeting for final evaluation will be held: Date  Time 

2. Supervision
Who is responsible for the day to day assignment of work?

Student Agency Instructor Faculty Advisor 

Date Date Date 
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School of Social Work 
1459 LeMarchant St. Suite 3201 

P.O. Box 15000, Halifax, Nova Scotia 
Canada B3H 4R2 

Phone (902) 494-1187 
Fax (902) 494-6709 

Please indicate if the MSW Field placement is through: 

Distance Delivery 

1) Please note: It is the student’s responsibility to complete the Learning Contract Cover Page (this
document) for the first meeting.

2) Specific learning goals and objectives must be completed and brought to the first meeting. Please
explicitly address the 4 components of goals and objectives:

• Placement context
• Personal and professional development
• Practice content
• Agency expectations

3) The Agreement is sent to the Faculty Advisor by e-mail or fax. The Faculty Advisor is responsible for
ensuring that a signed copy of the Learning Contract is in the Student’s file at the School of Social
Work.

4) Must be finalized in a teleconference attended by the Student, Agency Instructor and Faculty Advisor.

5) Must be signed by the end of week 4 (part-time placement) or the end of week 2 (block placement).

STUDENT LEARNING CONTRACT COVER PAGE 

Name of Student:   

Student Email Address:   

Name of Agency Instructor:   

Agency Instructor Email Address:   

Name of Faculty Advisor:   

Anticipated Absences of Agency Instructor and Replacement: 

Dates of Practium:  to   

Time Arrangement: Days of the week: 

Hours: to 

to 

Placement Agency:   

Address of Agency (Street Address & Office Location): 

APPENDIX F 
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1. Learning Goals and Objectives
• For more detail, please refer to the MSW Field Program Manual
• Draft goals and objectives must be specific to the placement and written in communication with the

Agency Instructor.
• In preparation for the meeting it is often useful for the student to e-mail a draft of the learning goals and

objectives to the Faculty Advisor and Agency Instructor.

2. Supervision
Who is responsible for the day to day assignment of work?

Signatures 

Student Agency Instructor Faculty Advisor 

Date Date Date 

The Student and Agency Instructor will meet for supervision: 

Weekly  Bi-weekly on  at 

The mid-term meeting will be held: Date  Time 

The meeting for final evaluation will be held: Date  Time 



SUSPENSION OR DISMISSAL FROM A PROGRAM ON THE GROUNDS OF PROFESSIONAL 
UNSUITABILITY   -- FACULTY  OF  HEALTH  PROFESSIONS (Approved by Senate September 
9, 1996) 

Guidelines 

The Faculty of Health Professions, acting through its Committees on Studies at the 
School/College and Faculty levels, and in consultation with the Directors and Dean, may 
suspend or terminate a student from a program if the student is judged to be unsuitable 
for the profession in which s/he is studying. Because of the nature of the study and 
practice of the various health professions, which places caregivers in a position of 
special trust, certain impairments or some types of conduct unbecoming to a member of 
a health profession may be grounds for suspension or dismissal. 

The following list includes examples of behaviours that might indicate unsuitability for 
the various health professions. The nature of these behaviours is such that, should any 
of them ever be repeated, grievous harm could be caused to clients. This list should not 
be considered to be all inclusive: 

i. a criminal act (e.g., assault, sexual assault, fraud, drug trafficking) which according
to the established Faculty processes was determined to be of such a nature as to
bring disrepute to the profession, or by which in the opinion of the Faculty, the
student demonstrated poor judgement, lack of integrity or (other) unsuitability
for the profession; or evidence that, on the balance of probability, the student
had committed such an act;

ii. being under the influence of alcohol or drugs while participating in client care,
any other professional activity, or any activity related to the practice of the health
profession;

iii. in accordance with provisions of the Nova Scotia Human Rights Act, the
occurrence of a health condition that impairs essential performance required for
the health profession;

iv. unethical behaviour as specified by the code of ethics/standard of practice of the
health professions.

The student's situation will be considered with discretion throughout the investigation 
of the allegation of unsuitability and these deliberations shall determine whether 
suspension, dismissal or neither is recommended. The principles of natural justice and 
due process will be observed in all investigations. 

Any member of the University community can bring to the attention of the Director 
behaviours that are deemed unsuitable. These behaviours will be investigated and 
allegations heard. 

Appeals will follow the appeal procedure for academic matters within the Faculty of 
Health Professions notwithstanding that the criteria are different. At the University 
level, appeals will require formation of an ad-hoc Senate committee. 

https://www.dal.ca/content/dam/dalhousie/pdf/dept/university_secretariat/policy-
repository/SuspensionfromProgramPolicy.pdf

APPENDIX G 
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Dalhousie University’s Sexual Harassment Policy 

Part One 

Policy Statement 

1) The University occupies a special place in society as an intellectual community with a responsibility
for the discovery and sharing of knowledge. This aspiration demands a commitment to an atmosphere
of reciprocal respect among all members of the university community. Sexual harassment potentially
undermines the full and free participation of all members of the community by negatively impacting
on an individual’s employment conditions or academic status or performance or by creating an
intimidating, hostile or offensive working or academic environment.

Dalhousie University does not tolerate sexual harassment of any kind. Indeed, the University regards 
sexual harassment as unacceptable behaviour that is subject to a wide range of disciplinary measures, 
including dismissal or expulsion from the University. 

All members of the University community have a responsibility to ensure that the University’s working 
and learning environment is free from sexual harassment. Administrative Heads, as defined in section 27 
of this policy, bear the primary responsibility for encouraging and maintaining a working and learning 
environment free from sexual harassment. They are free to act, and should act, on this responsibility, 
whether or not they are in receipt of individual complaints. It is the obligation of Administrative Heads to 
be familiar with this policy and, where appropriate, to undertake training, in order to ensure that they are 
able to fulfill these responsibilities. 

Part Two 

Purpose 

(2) The purposes of this policy are:

(a) to be educational, in that its existence will increase awareness of and sensitivity to the
negative impact of sexual harassment;

(b) to prevent sexual harassment by indicating the seriousness with which Dalhousie University
views this issue;

(c) to provide fair procedures for handling complaints when they do occur.

See	full	policy:	https://www.dal.ca/content/dam/dalhousie/pdf/dept/university_secretariat/
policy-repository/SexualHarassmentPolicy.pdf

APPENDIX H 

https://www.dal.ca/content/dam/dalhousie/pdf/dept/university_secretariat/policy-repository/SexualHarassmentPolicy.pdf
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Guidelines for the Student Use of Social Media and Electronic 
Communication in Practice Education Settings 

Overview 

The following guidelines provide a general overview of the professional responsibilities 
of Faculty of Health Professions students during practice education experiences. 
Although these guidelines are specific to social media and electronic communication, 
the general guidance applies to all forms of communication about practice education 
experiences, whether electronic or not. 

In Nova Scotia, the collection, use, disclosure, retention, disposal and destruction of 
personal health information is governed by the Personal Health Information Act (PHIA). 
This Act is foundational for all health professionals and it is a requirement for all Faculty 
of Health Professions students to read and understand the Act. 

These guidelines are intended to complement the PHIA as well as the Dalhousie 
Student Code of Conduct, Dalhousie’s Social Media Guidelines, applicable 
School/College directives for professional behaviour while on placement and individual 
practice education employer policies on privacy, harassment, media relations and social 
media use. Students are expected to familiarize themselves with applicable legislation, 
rules, regulations and guidelines. Failure to do so will not be an acceptable excuse for 
inappropriate behaviour during practice education experiences. Students must be aware 
that behaviour contrary to the requirements of those documents could lead to 
disciplinary action by Dalhousie, termination and failure of your placement or even legal 
action (in the case of breaching health information legislation). 

Definitions 

For the purposes of these guidelines: 

Electronic Communication and Social Media includes interaction between students and 
preceptors/clinical instructors, students and patients/clients, students and other health 
professionals, students in public or semi-public fora and between students before, 
during or after practice education experiences. 

Practice Education includes all instances where Faculty of Health Professions students 
are employed or engaged to undertake work for an employer as part of their degree. 
This includes both direct patient/client care and observational experiences. 

Practice Education Employer refers to any organization in which a student of the Faculty 
of Health Professions completes an internship, clinical or co-operative education 
experience as part of their educational program with Dalhousie University. 

APPENDIX I 

https://novascotia.ca/dhw/phia/
https://www.dal.ca/content/dam/dalhousie/pdf/dept/university_secretariat/policy-repository/CodeofStudentConduct.pdf
https://www.dal.ca/content/dam/dalhousie/pdf/dept/university_secretariat/policy-repository/CodeofStudentConduct.pdf
https://www.dal.ca/content/dam/dalhousie/pdf/dept/university_secretariat/policy-repository/SocialMediaNetworkingGuidelines.pdf
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Social Media is defined as any web-based fora where users interact online and share 
information. Social media sites include, but are not limited to, Facebook, twitter, 
Instagram, Google+, blogs, Youtube, LinkedIn etc. 

Electronic Communication refers to the use of any personal electronic communication 
mediums (such as email) and personal mobile devices (such as cell phones, smart 
phones, tablets) for sending and receiving messages, texts, emails or other information. 

Guidelines for Responsible Student Use of Social Media and Electronic 
Communication in Practice Education Settings1

General Guidelines 

1. Consider the privacy of patients first. Everything that is written and spoken about a
patient is confidential.

2. Be respectful. When communicating electronically, conduct yourself as you would in
a professional face-to-face environment: with a respectful demeanor and attention to
proper etiquette and language.

3. No social media. Students are prohibited from posting photos or discussing any
aspect of their practical education experience on social media (students should
check with their School regarding posting practice education sites on their LinkedIn
resume).

4. Not at work. During work hours, ensure that any personal mobile devices are put
away and on silent mode. Do not engage in personal business during work hours –
this includes taking or making phone calls, texting and using social media.

5. Think before you send. Before engaging in online communication or posting photos,
ask yourself if it would reflect poorly upon you, Dalhousie or your profession. If so,
refrain from doing so.

6. Once something is public, you can’t take it back. All information sent or posted
electronically is permanent and may be accessible to the public even after it is
deleted. Also, consider that it is always possible to find the author of information
posted in electronic interactions and fora.

7. Protect your privacy. Ensure that all privacy settings in your accounts are set at a
high level. This is for your own privacy, but also to protect others.

1	These	guidelines	have	been	informed	by	those	in	place	in	other	health	professions’	education	programs	
across Canada,	including	the	British	Colombia	Institute	of	Technology	(BCIT)	School	of	Nursing,	the	University	
of	Saskatchewan	School	of	Physical	Therapy,	and	the	University	of	Manitoba	Medical	School.	
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Guidelines for Interacting with Patients/Clients 

1. Always maintain professional boundaries in all workplace relationships. Do not
contact patients/clients on a personal mobile device or via social media. While a
Faculty of Health Professions’ student, developing non-professional relationships on
social media sites with patients/clients or their families is prohibited.

2. Do not post photos or information or discuss specific details about patients/clients or
patient/client-based learning experiences, even if unnamed or seemingly anecdotal.

3. Do not comment upon or criticize patients/clients (even if unnamed) in online fora.

4. Do not exchange private emails (nor email addresses), text messages or photos
with or about patients/clients. All electronic correspondence with patients/clients
should be done from a work or school email (as determined by your employer).

Guidelines for Interacting with Preceptors, Colleagues and Employers 

1. Do not post content or otherwise speak on behalf of your practice education
employer unless you are authorized to do so.

2. Maintain professional boundaries in all workplace relationships. You should not
exchange private emails, text messages or photos with or about preceptors,
colleagues or employers. For the duration of your practice education program you
are a representative of Dalhousie University and your profession and all interactions
with preceptors, colleagues and employers should be respectful and professional.

3. Do not criticize fellow health care professionals, preceptors/clinical instructors or
fellow classmates – even if unnamed – in online fora. If you have concerns, these
can be addressed through official university or employer channels.

4. Do not post photos or information or discuss confidential details about colleagues,
employers or workplace practices online, even if unnamed or seemingly anecdotal.

Guidelines for Using Electronic Devices for Learning Purposes 

1. It is your responsibility to familiarize yourself with your practice education employer’s
policy for the use of personal electronic devices for learning purposes. Some
employers do not allow the use of personal electronic devices even for learning
purposes such as accessing web enabled reference texts and library resources.
Always ask your preceptor before using personal devices.

2. You should never collect patient/client information on a personal mobile device. Only
employer-provided mobile devices should be used for the collection of patient/client
information (such as updated electronic health records or conducting intake
assessments, etc).
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