
SOCIAL WORK 
PRACTICUM 
EDUCATION 

IPT & 

Troubleshooting 

Guide



IPT LOGIN INFO

Sent Via Email at the Start of  each 

Academic Year

URL: www.runipt.com

IF trouble accessing, FIRST, reset your 

password by clicking forgot my password

http://www.runipt.com/


IPT LOGIN PAGE Default Organization and Password: Lowercase Letters

Default Username: Uppercase Letters

CHANGE TO PREFERRED AFTER 1ST LOGIN

**IPT is very Case Sensitive**



FIRST TIME LOGGING IN:

PLEASE CONFIRM DETAIL PAGE 
.

MOST OFTEN, YOU WILL GO TO MY FORMS



FORMS LIST INCLUDES:
.

TIMESHEET, LEARNING AGREEMENT AND EVAL, & SITE VISIT FORM



ALL FORMS ARE COLOR CODED:
FALL – BLUE BOXES

SPRING – GREEN BOXES

You must fill in all text areas that correlate the with 

semester you are in – note evaluations only happen at 

the end of  the semester.

Don’t sign bottom of  forms until that form is 

complete.

If  edits needed and form is locked, email 

swpracticumed@westfield.ma.edu 

mailto:swpracticumed@westfield.ma.edu


PLEASE NOTE:

 → Student’s responsibility to Log Hours Weekly

 → Supervisor’s responsibility to Sign-Off

 → Student checks task/activities completed that week.=

 → Each week must be signed 

 → Total Hours each day rounded to nearest  

 15min (Examples: 1.25, 1.5, 1.75)

 → Signatures can be removed so edits can be made, email 

practicum dept

 → Save bottom box signature until the end

Track hours here

WAIT until end of 

semester to sign 

here!

Add & Sign 

weeks 



LEARNING AGREEMENT:

GREY TABS OPEN INSTRUCTIONS

Please Read all instructions by opening 

the drop-down arrows.



→

→ Supervision Schedule to include plan for 1 
hour clinical & 1 hour task-oriented 
supervision weekly

→ Students should name other staff that are 
supporting by name, credentials, and email 
when possible

→ Check boxes are general areas you plan to 
pull from to assess student progress

→ Student completes document 
→ Supervisor signs off
→ Faculty Liaison reviews & 
approves



OPEN & CLOSE COMPETENCY DESCRIPTIONS

ONCE LEARNING AGREEMENT IS SIGNED, RATINGS WILL POPULATE

Student writes specific task/activities that will 

allow them to demonstrate each competency. 

This should be discussed in supervision over the 

first month to identify and then ongoing.



SIGNATURE 

BOXES

Sign Fall Learning Agreement once tasks inputted for 

the October 15 due date

You can make edits from there in Spring revision, to 

be signed in the spring. No edits required put N/A

Evaluation signatures added ONLY AFTER student 

and supervisor meet to discuss ratings & narrative



→ Student’s responsibility to

document accurately what was discussed 

during site visit 

→ Check boxes serve as guidance for discussion

→ Document any concerns in 

recommendations and identify plan of  

action during site visit

→ Teaching tool to document meeting

→ Required to be completed to address any 

placement concerns.



STUDENTS: POLICIES AND PROCEDURES

If issues in placement arise: 

1. Engage in self-reflection

2. Use practicum seminar

3. Use supervision to self-advocate

4. Collaborate with Faculty Liaison for feedback on 
ways to advocate for self  if  efforts ineffective

5. Address concerns in site visit 

6. Develop plans of action and follow through

7. Schedule meetings with Faculty Liaison & 
Supervisor together as needed

8. Faculty Liaison will determine if  Practicum 
Department needs to be involved



SUPERVISORS POLICIES AND PROCEDURES:

IF issues in placement arise: 

1. First, address concerns directly with student with feedback they 
can implement

2. Always communicate with the faculty liaison 

 → To document concerns

 → To collaborate to problem solve

3. Address directly with student in supervision providing 
actionable-steps

4. Address concerns in a site visit or other meeting with faculty 
liaison

5. Implement plans of action with a follow up date

6. Faculty Liaison will determine when best to incorporate 
Practicum Department or Director

We do request prior to any possible termination these 
steps have been taken.



POLICIES AND 

PROCEDURES

Students are not permitted to 

transport clients within their 

practicum.



WHO TO CONTACT WITH 

QUESTIONS:

• The designated Faculty Liaison

• swpracticumed@westfield.ma.edu 

Only Practicum Education Department staff  can fix IPT 

issues. Please allow for 48-72 hours for response

mailto:swpracticumed@westfield.ma.edu
mailto:swpracticumed@westfield.ma.edu
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