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Employment Based Placement Guidelines Checklist 
 

Students reques�ng a field prac�cum at their current place of employment must submit an 
Employment Based (EB) Screen and Proposal in addi�on to the field applica�on. The EB Screen 
and Proposal are links available in the field applica�on.  Students interested in EB prac�cum 
should complete the EB screen when submi�ng their field applica�on. The EB proposal must be 
submited within 4 weeks of indica�ng an interest in an EB prac�cum. The student’s ability to 
succeed in field educa�on and become well skilled in social work competencies is the central 
focus in the considera�on of an Employment Based Field Prac�cum proposal.  

The student and agency are responsible for mee�ng the following requirements to be 
considered for an Employment Based prac�cum: 

 First, student should discuss with employment agency their interest in seeking an 
Employment Based prac�cum and request ini�al approval and permission to pursue this 
op�on. 
 

 The student should be employed at the agency long enough to have met the agency’s 
requirements for successful comple�on of the proba�onary period. 
 

 The agency must successfully complete the field placment applica�on and be approved 
by the Office of Field Educa�on as a field placment site. For more informa�on on agency 
approval and to access the applica�on Click here 
 

 The agency must be willing to establish an affilia�on agreement with the School of Social 
Work if one does not already exist. 
 

 The agency field instructor must complete the UMB SSW field instructor applica�on and 
meet all appropriate program requirements and qualifica�ons. For informa�on about 
becoming a field instructor and to access the applica�on Click here 
 

 The agency must be willing to allow the student/employee to atend classes and provide 
learning opportuni�es that enhance present job skills and knowledge and are 
appropriate to the student’s level of social work training.  The student may act in their 
current employment role and use their current employment tasks as the field prac�cum.  
 

https://www.ssw.umaryland.edu/field-education/agency-notebook/?&
https://www.ssw.umaryland.edu/field-education/field-instructor-notebook/?&


 The agency must be willing to allow the field instructor to atend field educa�on training 
and seminars and have sufficient �me to provide a minimum of one hour per week of 
supervision. 
 

 The student must be engaged in prac�cum in increments of at least four hours each day 
of field prac�cum, for a total of 16 hours a week for founda�on and 24 hours per week 
for advanced students.  
 

 In collabora�on with the field instructor, the student must complete the Employment 
Based proposal in the EFN. 
 

 Once the proposal is approved, all stakeholders must sign the EB Proposal Signature 
Agreement page via DocuSign. 
 

 Agency leadership must submit to the field coordinator a leter in support of the 
student’s par�cipa�on in the EB prac�cum.  For a sample leter template click here  
 

 Once a student submits the EB Screen a field coordinator will be in touch to discuss your 
interests. 
 

 Students have up to four weeks to submit the EB Proposal a�er expressing their interest 
in an EB prac�cum. 
 

 Student should forward this document to their employment agency supervisor and 
leadership so that they are informed and can par�cipate in the process. A copy of this 
document can be found here. 

 

Acknowledgment Statement 

By checking this box, I confirm that I have read and agree to the process for approving an 
Employment Based prac�cum.  

 

 

 

 

https://www.ssw.umaryland.edu/field-education/field-experiences-and-resources/?&
https://www.ssw.umaryland.edu/field-education/field-experiences-and-resources/?&
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