
WELCOME TO THE FIFSW

April 15, 2019



Practicum Office

 Eileen McKee – Assistant Dean, Field Education 
e.mckee@utoronto.ca

 Mindy Coplevitch – Practicum Coordinator 
m.coplevitch@utoronto.ca

 Miri Ben Dat – Practicum Coordinator 
miri.ben.dat@utoronto.ca (Monday - Thursday)

 Denise Russell – Practicum Assistant 
 Catherine Connochie – Practicum Assistant 

practicum.fsw@utoronto.ca (Monday - Wednesday)

 Melanie LeBlanc – Coordinator, Indigenous Initiatives



Practicum Teaching Team
 You
 Education Coordinators at organizations( where applicable)
 Field instructors
 Faculty Field Liaison
 Practicum Office
 Manager, Diversity, Equity & Student Experience
 Your professors and faculty advisor
 Dean and Associate Dean



Practicum Time Requirement 
 Approximately 77 days or 525 hours 
 8 hours -1 hour = 7 hours per day
 Practicum:  3 days a week-Wednesday, Thursday 

and Friday
 Follows the academic calendar to facilitate 

integration of theory and practice
 Start September 11, 2019 
 Statutory holidays and Reading Week are exempt



Practicum Administration System -
PAS

 A web-based database 
 Protected access: Education Coordinators, Field 

Instructors, Faculty Field Liaisons, students and 
Practicum Office 

 This is a practicum-specific database, different from 
the University’s student record system (ACORN) 

 The vehicle through which Field Instructor(s) and 
Student complete midterm and final evaluations 



PAS Matching Process Overview

Steps to the YEAR II/Advanced Standing matching process
 Read all available practicums in your field of study
 Select 5 Interviews/practicums on FORM A
 The Practicum Office runs an algorithm
 Your 2 interviews will be displayed on your page of the PAS
 You attend 2 interviews 
 You rank the 2 interviews on FORM C
 Practicum Office runs the algorithm again with your 2 

interviews and finalizes the practicum on the PAS



When the PAS Opens  
 (Screen shots to follow): 

 Filter by your field of study;
 Fields of Study: C&F, H&MH, SJ&D, Gerontology, HSML -

Human Services Management and Leadership;
 Many practicums are designated in more than one field of 

study



What you will see on the PAS
 Requirements *****
 Ensure the practicum meets your combined/collaborative 

program
 Read the requirements carefully and ensure these can be 

met
 Select 5 practicums for interviews on FORM A
 Select a variety of learning opportunities
 Practicums in/out of Toronto (in the GTA)
 Direct, indirect or mixed settings. D, I, M



What you will see on the PAS 
 Types of supervision:
 individual  (1 student-1Field Instructor); 
 rotational ( 1 student - 2 or 3 Field Instructors) 

sequential; 
 co-supervision shared (1 student 2 Field Instructors)



 Immunization for non-PHA sites, specify in "Other" field below
N95 Respirator/Mask Fitting
Influenza Vaccination (Flu shot)
Police Reference/Vulnerable Sector Check
Driver's License
Use of Own Car
Travel by public transportation between home visits, or satellite offices, 
or community meetings, etc.
Comfort working with the population being served
Comprehensive report writing and documentation
Lived experience/Current member of the community being served
Evening attendance
Weekend attendance
Changing shift attendance
Language (specify in field below)

****Requirements 



Requirements
Students whose practicum is in a health care facility 
under the Public Hospital Act (PHA)
 Must be in compliance with immunization 

requirements (statutory)
 The FIFSW immunization record form must be 

completed by your health provider 
 Form is available on FIFSW website



Requirements

 The completed immunization record form is 
emailed in confidence by your health care 
provider to the FIFSW external contracted 
nurse who reviews and confirms compliance
 Failure to be in compliance may delay or 

cancel a practicum at a PHA organization



Requirements

 There may be costs associated with the 
health care provider completing the FIFSW 
immunization record form and/or TB test        



Requirements
 Other requirements which may incur costs 
 Mask Fitting may be $40.00
 Vulnerable Persons Check by Toronto Police 

Services may cost $20.00 plus cost of certified 
cheque/money order

 Vulnerable Persons Check may cost in other 
jurisdictions



Regulatory College/Board

 Before selecting practicums, familiarize 
yourself with the application/registration 
requirements of the social work regulatory 
body in the jurisdiction in which you intend to 
register 
 The regulatory body’s entry to practice 

requirements may affect practicum choices



How the PAS Works
 The PAS algorithm determines the interview matches
Behind the scenes the computer code: 
 Step 1: The PAS is programmed to work towards matching  

the most students with 2 interviews (from the 5 selections)
 Step 2: The PAS is then programmed to improve the 

interview matches by moving up the rankings if possible 
 It is possible that your PAS results in 0 or 1 interview from 

the practicums selected. This is not uncommon
 If you are not matched with 2 interviews you may select 

again from the PAS
 All students are assigned 2 interviews



How the PAS Works
 RED alerts you when a practicum is popular (10 students have selected)
 In red you will see “NEW” or “UPDATED” 
 You can resubmit your selections on FORM A repeatedly until the 

deadline    
 PAS is not static. It changes - practicums are added and withdrawn by 

organizations
 A practicum may be withdrawn if the organization has internal changes or 

if the field instructor believes they cannot  fulfill their commitment to field 
supervision

 The majority of practicums are listed on the PAS when the PAS opens. A  
number are received later



FORM A 
 The matching schedule is on the FIFSW website  
 Indicate your 5 selections on Form A by the deadline  
 PAS will NOT accept less than 5 selections on FORM A
 There is no benefit to submitting early
 You may resubmit Form A as many times as you like until 

the deadline date. PAS will run with the last submission. 
After the deadline, changes cannot be made





Information populated 
from admissions 
record



Information populated 
from admissions 
record















If you are not matched with 2 
interviews 

 If the result is 0 or 1 interview match after the 
PAS is run, the Practicum Office will contact 
you 
 Revisit the PAS and select additional 

practicums on FORM A by the new deadline



If you are not matched with 2 
interviews 

 The Practicum Office runs the PAS again 
ONLY for students who were matched with 0 
or 1  interview 
 Newly received practicums are available to 

students who were matched with 0 or 1 
interview



Schedule 
 When the PAS opens to view your interview 

matches, you contact the field instructors for the 
interviews

 If you have 1 assigned interview when the PAS 
opens  contact the confirmed field instructor for an 
interview

 The Practicum Office will continue to work with you 
for a second interview

 Field instructors also view the interview matches on 
the PAS and expect to be contacted by you 



Post Interview - FORM C  

 FORM C is the feedback form after the interviews 
Rank your 2 choices using Form C 

 Both fields must be filled 
 If after your interview(s) you believe one or both of 

your 2 practicums are of concern, contact the 
Practicum Office immediately –before you submit 
FORM C  



Post Interviews

 Following the interviews Field instructors also 
input their feedback to the PAS - Yes or No 



Please Note

 Our partner organizations have set out 
protocol for practicums. Please do not 
negotiate personal and informal 
arrangements.
 If you are wondering about a practicum that is 

not offered, or is not on the “Partner 
Organization” or PAS lists, speak with the 
Practicum Office.



Calendar
 Tuesday April 30, 2019 @ noon. Practicum Administration 

System (PAS) opens for YEAR II/Advanced Standing 
students to filter by field of study and view practicum 
opportunities.

 Monday May 6, 2019 @ noon. Students submit FORM A 
with 5 ranked interview selections. No further submissions 
after this time.

 May 6, 2019 @ noon – Friday May 10, 2019. Practicum 
Office runs the algorithm. The Practicum Office advises 
students who were matched with 0 or 1 interview(s). 
Students not matched with 2 interviews revisit the PAS. 



Calendar
 Friday May 10, 2019 @ noon. The PAS opens for the cohort to view 

interview matches (0, 1, 2). Students matched with 1 or 2 interviews may 
initiate contact with field instructor(s). Field instructors also view who is 
matched for interviews. Students requiring 1 or 2 interviews revisit the 
PAS and resubmit FORM A.

 Monday May 13, 2019 @ 8:59 a.m. Only for students who were matched 
with 0 or 1 interview following the first run of the PAS – submission of 
FORM A again. The Practicum Office runs the algorithm again. The 
Practicum Office advises and contacts students again who do not have 2 
interviews. They may revisit the PAS and submit to the Practicum Office 
by EMAIL up to 3 more selections. Meet with the Practicum Office if there 
are suggestions.

 Monday May 13 – Friday June 21, 2019 Interviews occur. Students 
inform the Practicum Office if they cannot go forward with a practicum 
before the PAS runs. 



Calendar
 Monday June 24, 2019 @ 8:59 a.m. Students submit FORM 

C with 2 ranked interviews.
 Monday June 24, – Friday June 28, 2019. The PAS is 

closed to run the algorithm. Students not matched with a 
practicum are contacted.

 Friday June 28, 2019. PAS opens for cohort to view 
confirmed practicum.

 June – September 2019 Practicum Office works with 
students who remain unmatched.

 Wednesday September 11, 2019 First day of practicum



The Interviews
 Field Instructors have told us that the depth of the interviews may vary between 

organizations:  
 This is a professional interview. Arrive prepared and knowledgeable about the 

organization 
 You may be asked to:  talk about your practice or volunteer experience;  to 

respond to case scenarios; to write sample case notes or process recordings; 
some interviews may be with the entire team 

 Resumes, cover letters - ask Field Instructor(s) prior to the interview if they wish 
to receive a resume before the interview

 This is a learning opportunity- let them know what you want to learn
 Each field instructor interviews two students for each practicum  
 During the interview, Field Instructors will not confirm whether this will be your 

practicum. Field Instructors respond on the PAS with a “yes” or “no”. 
 The algorithm determines the match



Practicums outside of PAS 
Process (2019-2020)

 Four processes exist out of the PAS:
 1.Practicums outside the GTA that you do not see listed on the PAS. Contact Miri 

Ben Dat 
 2.Competitions:  “Competitive” because other academic institutions are also  

invited to apply. 
 BOTH Outside the GTA and competitive opportunities are posted on the FIFSW 

website now. You may know of others. Contact Miri Ben Dat 
 You may apply to competitive opportunities AND participate in the PAS process
 If you accept a competitive practicum offer, you need not be part of the PAS 

process
 3.International practicums offered by the Practicum Office (Melbourne, Israel, 

Scotland, summer 2020)
 4. Personal circumstances on a case-by-case 



Always in Motion

 The PAS is not static. Practicums are added 
and withdrawn 
 Monitor the PAS often
 Our Email subject line is: IMPORTANT 

PRACTICUM INFORMATION



Summer Practicum 2020
 Full time students: If a summer 2020 practicum is 

desired/required contact the Assistant Dean, Field 
Education,e.mckee@utoronto.ca.

 Full time students are automatically uploaded to the 
PAS for the September practicum. Complete a 
DROP form for the September 2019 practicum. 
ADD the practicum course when spring/summer 
2020 registration opens



Summer Practicum 

 Full and Part time students: Contact the 
Practicum Office at least 4 months before 
spring/summer semester begins. 
 Part time students: Timing is based on 

student’s individual schedule 



FACULTY FIELD LIAISON (FFL)
 Your assigned FFL is your “go to” person
 The name of your FFL will be on your PAS profile by the first 

week of the semester
 Group meetings with your FFL occur throughout the 

academic year at the FIFSW (approx. 4 group meetings)
 First meeting in September, will be posted on the FIFSW 

website
 Check Field Education Schedule on website for dates
 Attendance is expected



Accommodations

 If accommodations are required, it is a 
requirement that you register with U of T 
Accessibility Office (Student Life). 
 The Practicum Office will work with you 
 Notify the Practicum Office as early as 

possible, preferably before the PAS is run. 



ACCOMODATIONS 
 The deadline for new/incoming students to register 

with Accessibility Services to ensure 
accommodations for September is July 17, 2019. 
This is the deadline for students to register with the 
office by completing the online intake form and 
submitting medical documentation. 

 Regarding practicum, please inform the Practicum 
Office as soon as possible – even before July 17, 
2019.



How to get information
 Website: Regularly check the Practicum Schedule
 Website: Regularly check the Practicum Manual
 Read the Associate Dean, Academic E –Digest ( at 

some point you will start receiving)
 Emails from the Practicum Office
_____________________________
Remember to update your own PAS profile, 
particularly  your U of T email address (when 
available) to ensure receipt of important practicum 
information



Reminder

 Condition of Admission to the FIFSW was 
your signature acknowledging adherence to 
the Social Work Code of Ethics and the 
Guidelines for Ethical Practice



Partner Organizations

 A list of organizations partnered with FIFSW 
is on the FIFSW website
 These practicums may or may not be offered 

in the academic year 2019-2020
 As stated earlier, contact the Practicum Office 

if you are wondering about an organization 



Questions
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