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Welcome To The UMD MSW Program!

The faculty and staff of the UMD MSW program would like to take this opportunity to welcome
you. You will spend a lot of your time over the next months with us learning (in and out of classes)
and sharing your knowledge and experience with one another. We hope you will find your time
here to be rewarding and enriching.

As you already know, the program is organized around an Advanced Generalist Model that
prepares you to provide interventions at the direct service, administrative, and community levels of
practice. We have a particular focus on services to American Indians and people in rural areas
including an emphasis on services that are culturally competent. The program also has a Child
Welfare component that provides scholarships, curriculum, and support services to students
interested in a career in child welfare.

When you enter the program, you will be assigned an advisor. As you get to know the faculty, you
may want to choose a different advisor who, for example, has research interests similar to your own.
You may do this at any time. Your advisor is there for you to discuss your schedule, Masters Paper,
and any difficulties or concerns you may have. Please keep in regular contact with your advisor.
There are also other faculty and staff, in addition to your advisor, who can assist you. They include
the Field Coordinator and the Director of Graduate Studies (often called the DGS). Obtaining an
MSW degree requires time, hard work, and support from those around you. Make use of program
supports to provide you with guidance and to make the process go more smoothly.

Each semester the Department sponsors student/faculty forums that offer you an opportunity to
share your concerns, ask questions, and get information from us. We hope you attend these events
as they help to build a sense of community with others in the program. The MSW Student
Association also provides you a chance to meet with fellow students to help support one another
and guide the program in serving you better.

This handbook includes the policies and procedures that guide the MSW program, as well as other
useful information. It is a good starting place when you have questions. I encourage you to keep it
available and refer to it. Note also that it’s critical that you regularly review your e-mail messages
for policy changes and/or Departmental announcements during the course of the year.

I wish you well as you move through your time here. Let me know if there is anything with which I
can assist you.

Sincerely,

Mike Raschick, Associate Professor
Department Head, Social Work



UMD Social Work Department Mission Statement

The mission of the Department of Social Work at the University of Minnesota Duluth is to promote
human wellbeing and advance social justice through teaching, research, and service. We prepare
competent and effective advanced generalist social workers who are leaders both in expanding the
profession’s knowledge base and in developing socially just service delivery systems. Our
graduates are committed to pursuing culturally competent practice with an emphasis on working
with American Indians and rural communities. The education we provide is based on the
knowledge, values, and skills of social work; and is grounded in the profession’s history, purposes
and philosophy.

Department Goals

In order to prepare advanced generalist practitioners who are grounded in the values and ethics of
the social work profession, the Department of Social Work at the University of Minnesota Duluth
has the following six goals.

1. To prepare advanced generalist social workers who are committed to actively pursuing
culturally competent practice and social justice.

2. To conduct research that contributes to the social work knowledge base and promotes effective
social work practice.

3. To promote learning and community service through engagement with diverse communities on
the local, regional, national, and international levels.

4. To promote American Indian family and community preservation as part of a larger effort to
achieve social justice through teaching, research and service.

5. To prepare advanced generalist social workers for effective rural social work practice.

6. To promote best practices in child welfare practice through teaching, research and service.
Program Objectives

Upon completion of the program all students will be able to:

1. Apply critical thinking skills and a systematic problem solving approach within professional
context, including synthesizing and applying appropriate theories and knowledge to practice
interventions.

2. Practice within the values and ethics of the social work profession and with an understanding of,
and respect for, the positive value of diversity with an emphasis on American Indian families
and communities.

3. Demonstrate the professional use of self through opportunities for reflection and feedback in the
identification, development and evaluation of a personal practice model.

4. Describe the forms and mechanisms of oppression and discrimination and the strategies and
skills for change that advance social and economic justice.



Demonstrate a critical understanding of the history and evolution of the social work profession
and its current structures and issues.

6. Apply the knowledge and skills of a generalist social work perspective to practice organized
around micro and macro system levels.

7. Apply the knowledge and skills of advanced generalist social work with an emphasis on practice
with American Indian and rural communities and with children and families.

8. Ciritically analyze and apply knowledge of bio-psycho-social variables that affect individual
development and behavior, and use theoretical frameworks to understand the interactions among
individuals and between individuals and social systems (i.e., families, groups, organizations,
communities, society, culture and global systems).

9. Analyze the impact of social policies on client systems, workers, and agencies and demonstrate
skills for influencing policy formulation and change.

10. Evaluate relevant research studies and apply findings to practice, and demonstrate skills in
quantitative and qualitative research design, data analysis, and knowledge dissemination.

11. Conduct empirical evaluations of their own practice interventions and those of other relevant
systems.

12. Demonstrate cultural competence with a variety of client populations, colleagues, and members
of the community.

13. Use supervision and consultation appropriate to advanced generalist practice.

14. Function within the structure of organizations and service delivery systems and seek necessary
organizational and delivery system change.

Revised 4/23/09



American Indian Projects Mission

American Indian Projects (AIP) is part of the Department of Social Work. It’s overall mission is to
develop and oversee initiatives related to American Indians students in the Masters of Social Work
Program as well as preparing all students to work in a variety of urban and rural settings serving
American Indians and Alaskan Natives communities.

Community partnerships have been formed with local and regional tribes, tribal colleges, and other
Indian and non-Indian organizations, as well as institutional partners that develop, research and
implement training which improves services to American Indian families and communities. A
tribal Elder’s Council provides cultural advice and guidance to AIP initiatives. Technical advice is
provided by an American Indian Human Service Professionals Advisory Board.

American Indian content is infused into the curriculum as a whole. All MSW students are required
to take course offerings on American Indian issues. All students take a course on social policy and
select one other course on American Indian family or health issues. The UMD MSW program is
one of only a few in the nations with a strong American Indian focus, employing American Indian
faculty and staff.

UMD Center For Regional And Tribal Child Welfare Studies

The mission of University of Minnesota Duluth's Center for Regional and Tribal Child Welfare
Studies is to promote the development of advanced generalist social workers, practitioners, and
leaders who are committed to pursuing culturally competent practice as they serve at-risk children
and their families through county and tribal agencies, focusing on northern Minnesota.

The UMD Center for Regional and Tribal Child Welfare Studies focuses on four component areas:
Child Welfare Scholar Student Support, Curriculum Development and Delivery, and American
Indian Child Welfare Projects. Priority initiatives are:

* Developing advanced generalist social workers who are prepared to meet the needs of [V-E
eligible children and their families while working with county and tribal agencies in northern
Minnesota

*  Preparing child welfare practitioners who are committed to pursuing culturally competent
practice

* Promoting best practices in child welfare, including strength-based practice and program
development to address unmet needs

* Addressing the special needs of providing child welfare services in rural areas

*  Supporting Scholars of color in completing their MSW degrees and successfully integrating into
the child welfare system

* Developing collaborative partnerships with and among public, private, and tribal
agencies/organizations to strengthen Scholars’ ability to promote the well-being of IV-E eligible
children and their families



Work with American Indian tribal organizations on critical issues in American Indian Child
Welfare and use information to inform the curriculum

Developing digital and online resources that further the mission of the Title IV-E Child Welfare
Training Project
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Requirements For The MSW Degree

1. A total of 51 semester credits of graduate-level work (or 34 semester credits for students
admitted with advanced standing).

2. A minimum of 41 semester credits in Social Work courses. (Students admitted with advanced
standing are required to take at least 28 semester credits in Social Work.)

3. Alevel of personal and professional competence considered satisfactory for entrance into the
profession of Social Work and in the field of human services, indicated by course grades and
field work evaluations.

4. Completion of Masters Project in accordance with the Department’s policies. Possible project
options include one of the following: a Research Project, a Portfolio, a Personal Practice Model
Project (PPM), or an Individualized Data Gathering & Analysis Project (IP) that meets the
Social Work Department’s criteria.

5. If you decide to do a research paper for your Master's Project you need to talk with your advisor
to see if there is a good fit between your research topic and your advisor's expertise and to seek
her or his agreement to advise you on the project.

6. Completion of the final oral examination.

Disability Resources

Faculty are eager to make accommodations to guarantee to students with disabilities access to class
sessions, course material, and activities. You are encouraged to contact the Disability Resources
office to discuss and arrange reasonable accommodations. In addition, please let the Director of
Graduate Studies know as soon as possible if you have a disability for which accommodations will
be requested.

The mission of Disability Resources is to provide equal access and reasonable accommodations for
students with disabilities. Disability Resources also assists UMD in meeting its obligations to
individuals with disabilities under federal and state statutes, and in fostering an inclusive campus
community that welcomes students with disabilities.

Please go to http://www.d.umn.edu/access/ for additional information or contact Penny Cragun,
Director, at pcragun@d.umn.edu




Standard Program
M.S.W. Course Requirements

Foundation Courses

SW 5101 Human Behavior in the Social Environment (HBSE) 3
SW 8100 Social Work with Diverse Populations 3
SW 5201 Social Welfare Policy 3
SW 8101 Introduction to Research 2
SW 8111 Individual, Family and Group Practice I 3
SW 8112 Organization and Community Practice I 3
SW 8801 Field Placement 1 6

Students should complete foundation courses before taking concentration courses

Advanced Generalist Concentration Courses

SW 5235 American Indians and Social Policy 2
SW 8102 Advanced Research 3
SW 8441 Individual, Family and Group Practice II 3
SW 8331 Organization and Community Practice II 3
SW 8xxx Advanced Practice Course* 3
SW 8xxx Advanced American Indian content course** 2
SW 8802 Field Placement II 8
Electives 4
Total 51 credits

*Advanced Practice Courses (Choose, at least, one)

SW 8031 Advanced Practice in Child Welfare

SW 8332 Advanced Practice in Administration and Community
Development

SW 8443 Advanced Practice in Mental Health

SW 8544 Advanced Practice with Families

** Advanced American Indian Content Courses (Choose, at least, one)

SW 8771 Health In American Indian Communities
SW 8881 Dynamics of American Indian Families

Child Welfare Course Requirements
SW 5032 Child Welfare and the Law

SW 8031 Advanced Practice in Child Welfare
SW 8881 Dynamics of American Indian Families

13



Sample Schedule
Standard MSW Program

Full-Time Plan

Fall Semester

SW 5101 HBSE

SW 5201 Social Welfare Policy

SW 8111 Individual, Family, & Group Practice I
SW 8801 Field I

Total

SW 8102 Advanced Research

SW 8331 Organization & Community Practice II
SW 8441 Individual, Family, & Group Practice
I

SW 8802 Field II

Total
Part-Time Plan
Fall Semester
SW 5101 HBSE
SW 5201 Social Welfare Policy
Total

SW 8111 Individual, Family & Group Practice 1
Field I

Total

SW 8331 Organization & Community Practice II
SW 8441 Individual, Family & Group Practice 11

Total
SW 8102 Advanced Research

SW 8802 Field 11
Total

W W W W

13

3
4
7

Spring Semester

SW 5235 American Indian & Social Policy

SW 8100 Social Work with Diverse Populations
SW 8101 Introduction to Research

SW 8112 Organization & Community Practice I
SW 8801 Field I

Total

Advanced Practice Course Option*
Advanced American Indian Course Option**
Elective

SW 8802 Field II

Total

Spring Semester

SW 8100 Social Work with Diverse Populations
SW 8101 Introduction to Research

Total

SW 5235 American Indians and Social Policy
SW 8112 Organization & Community Practice I
SW 8801 Field I

Total

Advanced Practice Course Option*
Advanced American Indian Course Option
Elective

Total

Elective
SW 8802 Field 11
Total

*Advanced Practice Course Options: SW 8031 Advanced Practice in Child Welfare, SW 8332 Advanced
Practice in Administration and Community Development, SW 8443 Advanced Practice in Mental Health,

SW 8544 Advanced Practice with Families

**Advanced American Indian Course Options: SW 8881 Dynamic of American Indian Families or

SW 8771 Health in American Indian Communities

00 W DN W N

N W

13
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Courses taken during January, May or Summer term can lighten your load during the academic year

Always confirm your schedule with your faculty advisor and follow prerequisite requirements.
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Child Welfare Sample Schedule
Standard MSW Program

Full-Time Plan

Fall Semester

SW 5032 Child Welfare & The Law

SW 5101 HBSE

SW 5201 Social Welfare Policy

SW 8111 Individual, Family, Group Practice 1
SW 8801 Field I'*

Total

SW 8102 Advanced Research
SW 8331 Organization & Community Practice II

SW 8441 Individual, Family, & Group II
SW 8802 Field IT*
Total

Part-Time Plan

Fall Semester

SW 5032 Child Welfare & The Law
SW 5101 HBSE

SW 5201 Social Welfare Policy
Total

SW 8111 Individual, Family, Group Practice 1
SW 8801 Field I

Total

SW 8331 Organization & Community Practice II
SW 8441 Individual, Family, Group Practice 11

Total
SW 8102 Advanced Research

SW 8802 Field 1
Total

=00 W W W N

98]

9]

13
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~ W

Spring Semester

SW 5235 American Indian & Social Policy

SW 8100 SW with Diverse Populations

SW 8101 Introduction to Research

SW 8112 Organization & Community Practice I
SW 8801 Field I'*

Total

SW 8031 Advanced Practice in Child Welfare
SW 8881 Dynamics of American Indian
Families

Elective

SW 8802 Field II*

Total

Spring Semester
SW 8100 SW with Diverse Populations
SW 8101 Introduction to Research

Total

SW 5235 American Indian & Social Policy

SW 8112 Organization & Community Practice I
SW 8801 Field I

Total

SW 8031 Advance Practice in Child Welfare
SW 8881 Dynamics of American Indian
Families

Total

Elective
SW 8802 Field 11
Total

*Make sure that you follow child welfare field placement requirements.

Always confirm your schedule with your faculty advisor and check to make sure you meet prerequisite

requirement

15
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Advanced Standing Program
M.S.W. Course Requirements

Foundation Courses

SW 8100 Social Work with Diverse Populations 3

Advanced Generalist Concentration Courses

SW5235 American Indians and Social Policy 2
SW 8102 Advanced Research 3
SW 8331 Organization & Community Practice II 3
SW 8441 Individual, Family & Group Practice II 3
SW 8xxx * Advanced Practice Course Option 3
SW 8xxx **Advanced American Indian Content Course 2
Option
SW 8802 Field Placement II
Electives
Total 34

*Advanced Practice Courses (Choose, at least, one)
SW 8031 Advanced Practice in Child Welfare
SW 8332 Advanced Practice in Administration and Community Development
SW 8443 Advanced Practice in Mental Health.
SW 8544 Advanced Practice with Families

** Advanced American Indian Content Courses (Choose, at least, one)
SW 8771 Health in American Indian Communities
SW 8881 Dynamics of American Indian Families

Child Welfare Course Requirements
SW 5032 Child Welfare and the Law
SW 8031 Advanced Practice in Child Welfare
SW 8881 Dynamics of American Indian Families

16



Sample Schedule Summer Admission
Advanced Standing MSW Program

SUMMER ADMISSION

Summer Semester

Full-Time Plan

Fall Semester

Spring Semester

SW 5235 American Indians 2 SW 8441 Individual, 3 Advanced Practice option*
& Social Policy Family, & Group
Practice 11
SW 8102 Advanced 3 SW 8331 Organization & 3 SW 8771 or SW 8881
Research Community Practice 11
Elective 4 SW 8100 SW with Diverse 3 SW 8802 Field II
Populations
SW 8802 Field II 4 Elective
Total 9 Total 13 Total
Part-Time Plan
Summer Semester Fall Semester Spring Semester
SW 8102 Advanced 3 SW 8441 Individual, 3 Advanced Practice option*
Research Family, & Group
Practice 11
Elective 2 SW 8331 Organization & 3 SW 8100 SW with Diverse
Community Practice 11 Populations
Total 5 Total 6 Total
SW 5235 American Indians 2 SW 8802 Field II 4 SW 8802 Field II
& Social Policy
Elective 3 Elective 2 Advanced American Indian
Content Course Option
Total 5 Total 6 Total

*Advanced Practice Options: SW 8031 Advanced Practice in Child Welfare, SW 8332 Advanced Practice

in Administration and Community Development, SW 8544 Advanced Practice with Families, or SW 8443

Advanced Practice in Mental Health.

**Advanced American Indian Content Course Options: SW 8771 Health in American Indian
Communities or SW 8881 Dynamics of American Indian Families

Always confirm your schedule with your faculty advisor
and check to make sure you meet prerequisite requirements

17
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Child Welfare Sample Schedule Summer Admission

Full-Time Plan

Summer Semester

SW 5032 Child Welfare &
The Law

SW 5235 American Indians
& Social Policy

SW 8102 Advanced
Research

Elective

Total

Part-Time Plan

Summer Semester
SW 5032 CW & The Law

SW 8102 Advanced
Research

Total

SW 5235 American Indians
& Social Policy
Elective

Total

Fall Semester
SW 8100 SW with
Diverse Populations

SW 8331 Organization &
Community Practice 11

SW 8441 Individual,
Family, & Group
Practice II

SW 8802 Field IT*

Total

Fall Semester

SW 8331 Organization &
Community Practice 11

SW 8441 Individual,
Family, & Group

Practice 11
Total

SW 8802 Field II*

Elective

Total

Advanced Standing MSW Program

13

Spring Semester

SW 8031 Advanced
Practice in Child
Welfare

SW 8802 Field II*

SW 8881 Dynamics of
American Indian
Families

Elective

Total

Spring Semester

SW 8031 Advanced
Practice in Child
Welfare

SW 8100 SW with
Diverse Populations

Total

SW 8802 Field IT*

SW 8881 Dynamics of
American Indian
Families

Total

*Make sure that you follow child welfare field placement requirements.

Alwaysconfirm your schedule with your faculty advisor
and check to make sure you meet prerequisite requirement

18
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Full-Time Plan
Fall Semester

SW 8100 SW with Diverse
Populations

SW 8102 Advanced
Research

SW 8441 Individual
Family, & Group 11

SW 83310rganization &
Community Practice 11

SW 5235 American Indians
& Social Policy

Total
Part-Time Plan

Fall Semester

SW 8441 Individual, Family,
& Group Practice 11

SW 8331 Organization &
Community Practice 11

Total

SW 5235 American Indians
& Social Policy

SW 8102 Advanced
Research

Total

SW 8802 Field 11
Elective

Total

14

4
2

6

Spring Semester

Elective
Advanced Practice option*
SW 8771 or SW 8881

Elective

Total

Spring Semester

Elective

SW 8100 SW with
Diverse Populations

Total
Advanced Practice option*

SW 8771 or SW 8881

Total

SW 8802 Field 11
Elective

Total

Sample Schedule Fall Admission
Advanced Standing MSW Program

12

4
3

7

Summer Term

SW 8802 FieldII 8

Total 8

Summer Term

Taking courses during
the May and summer
term can reduce the
credit load during the
academic year.

*Advanced Practice Options: SW 8031 Advanced Practice in Child Welfare, SW 8332 Advanced Practice
in Administration and Community Development, SW 8544 Advanced Practice with Families, or SW 8443

Advanced Practice in Mental Health.

**Advanced American Indian Content Course Options: SW 8771 Health in American Indian
Communities or SW 8881 Dynamics of American Indian Families

Important: Always confirm your schedule with your faculty advisor
and check to make sure you meet prerequisiteuiegments.
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Child Welfare Sample Schedule Fall Admission
Advanced Standing MSW Program

Full-Time Plan

Fall Semester Spring Semester Summer Term
SW 5235 American Indians 2 SW 8100 SW with 3 SW 8802 Field II* 8
& Social Policy Diverse Populations
SW 8102 Advanced 3 SW 8031 Advanced 3
Research Practice in CW
SW 8441 Individual, Family, 3 SW 8881 Dynamics of 2
& Group Practice 11 American Indian Families
SW 8331 Organization & 3 Elective 5
Community Practice 11
SW 5032 CW & Law 2
Total 13 Total 13 Total 8

Part-Time Plan

Fall Semester Spring Semester Summer Term

SW 8441 Individual, Family, 3 SW 5235 American Indians & 2 Taking courses during

& Group Practice 11 Social Policy the May and summer
SW 8331 Organization & 3 SW 8100 SW with Diverse 3 term can reduce the
Community Practice 11 Populations credit load during the
Total 6 Total 5 academic year.
SW 5032 Child Welfare & SW 8031 Advanced Practice
the Law in Child Welfare
SW 8102 Advanced SW 8881 Dynamics of
Research American Indian Families
Total Total

SW 8802 Field II*
Elective

Total

N

SW 8802 Field II*
Elective

Total

*Make sure that you follow child welfare field placement requirements.

Always confirm your schedule with your faculty advisor
and check to make sungou meet prerequisite requirements.
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NAME

MSW Program Planning Sheet

SEMESTERS

FALL SPRING SUMMER

2009-2010

SEMESTERS

FALL SPRING SUMMER

2010-2011

(You can copy this form and enter your anticipated schedule for your entire MSW program before, during, or
after meeting with your Academic Advisor.)
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Course Approval Form
[soeciay

“ [ Department Of Social Work

L
L. ..

This form must be completed and approved by the advisor prior to registration.

COURSE APPROVAL FORM Semester:

List the courses you plan to register for: List prerequisites:

All necessary prerequisite course work has been completed in order for me to enroll in these
courses: (see MSW course descriptions in MSW Student Handbook)

yes no
Print Name
Student Signature: Date:
Advisor Signature: Date:

Please Return Form to Rita Ohman, Student Support Assistant
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MSW Course Descriptions

SW 5032 - Child Welfare and the Law

(2.0 cr; Prereq-Jr or sr or grad student or #; A-F or Aud, spring, summer, every year)

Intensive advanced course in the federal, state, and tribal laws and court processes regulating child
welfare practice. Includes laws and procedures and the role of the social worker in legal
proceedings.

SW 5061 - Computers in the Human Services

(1.0 - 2.0 cr [max 2.0 cr]; Prereq-Jr or sr or grad student or #; fall, spring, summer, every year)
Overview of computers in the human services, including word processing, spreadsheets, databases,
communication, and internet/World Wide Web. Emphasis on hands-on, practical applications.

SW 5091 - Independent Study
(1.0 - 4.0 cr [max 8.0 cr]; Prereq-#; fall, spring, every year)
Directed reading, research, or other experiences leading to presentation of a report.

SW 5095 - Special Topics: (Various Titles to be Assigned)

(1.0-4.0cr [max 12.0 cr])

Proseminar on contemporary topics of concern to students and faculty. Topics announced in Class
Schedule.

SW 5096 - Special Project

(1.0 - 4.0 cr [max 8.0 cr]; Prereq-#; S-N or Aud, fall, spring, every year)

Approval of faculty sponsor and field coordinator required to do a project in generalist or advanced
generalist social work practice. Project may closely coordinate with another course or may be an
independent area of interest.

SW 5101 - Human Behavior in the Social Environment

(3.0 cr; Prereq-Jr or sr or grad student or #; A-F or Aud, fall, every year)

Overview of social psychological and social systems concepts. Applications of concepts to social
work and human service issues. Focus on individuals, human development, families, groups,
organizations, communities, and society/culture.

SW 5111 - Grant Writing in the Human Services

(1.0 - 2.0 cr [max 2.0 cr]; Prereq-Jr or sr or grad student or #; A-F or Aud, spring, summer, every
year)

Step-by-step development of grant planning and grant writing. Sources of grants: private
foundations and public agencies. Needs assessment methodologies, budgeting, and program
evaluation.

SW 5120 - Cross-Cultural Exploration Through Learning Circles

(1.0 cr; Prereq-Admission into MSW, 8100 or #; S-N only, fall, spring, every year)

In a small group (learning circle) students will learn about diverse groups, cross-cultural
interactions and explore the concepts of individual and organizational cultural competence through
the use of interactive and experimental methods, and applying new knowledge to practice in social
work.
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SW 5201 - Social Welfare Policy

(3.0 cr; Prereq-Jr or sr or grad student or #; A-F or Aud, fall, every year)

Historical development of field of social welfare in the United States and emergence of social work
profession. Social policy analysis techniques and ways to influence social policy and
vulnerable/minority issues.

SW 5222 - Intervention in Family Violence

(1.0 - 2.0 cr [max 2.0 cr]; Prereq-Jr or sr or grad student or #; A-F or Aud, fall, summer)

Current theory, research, and practice in field of family violence. Multidisciplinary assessment and
intervention skills for working with families with diverse backgrounds.

SW 5235 - American Indians and Social Policy

(2.0 cr; Prereq-5201 or advanced standing MSW program or #; A-F or Aud, fall, summer, every
year)

Informs human service providers of policies affecting American Indians, including relationships of
tribal governments with the United States and Minnesota governments, the interface between
Indian and non-Indian service delivery systems, and Indian culture and politics.

SW 5271 - Women and Social Policy

(2.0 cr; Prereq-Jr or sr or grad student or #; A-F or Aud)

Policies affecting the well-being of women; strategies for better meeting women's needs. Focuses
on policies that affect women's roles and statuses within the domestic unit and within larger
economic and political spheres.

SW 5280 - Addressing Alcohol Related Problems in Social Work Practice

(1.0 - 2.0 cr [max 2.0 cr]; Prereq-Jr or Sr or Grad or #; summer, every year)

A multi-level systems perspective in examining the effects of alcohol problems on individuals,
families and other populations. Topics will include: epidemiology, etiology, screening, assessment,
diagnosis, treatment options, specialized populations and various social work practice areas.

SW 8021 - Methods of Clinical Social Work Practice

(1.0 -2.0 cr [max 2.0 cr]; Prereq-8111 or admission to advanced standing MSW program or #; A-F
or Aud, fall, spring)

Advanced skill development in clinical assessment and intervention. Through an ecologically
based framework, students learn how to address a wide variety of micro-level problems involving
many different populations. Social work applications of the DSM-IV.

SW 8031 - Advanced Practice in Child Welfare

(3.0 cr; Prereq-5032, 8441; A-F or Aud, spring, every year)

Advanced skill development in assessment, intervention, and evaluation in relationship to direct
child welfare social work practice.

SW 8051 - School Social Work

(1.0 - 2.0 cr [max 2.0 cr]; Prereq-Soc work grad student or #; A-F or Aud, fall, spring, every year)
Overview of social work practice in educational settings, roles and functions of social workers
within a complex ecological system, and skills and knowledge needed by social workers in a
school setting.
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SW 8070 - A Problem-bases Approach to Clinical Assessment and Intervention

(3.0 cr; Prereq-8441; A-F only, spring, every year)

Beginning with complex case situations, and having students draw on knowledge and skills that
best address these situations, students will follow cases from initial assessment through
intervention and termination. This nationally cutting-edge approach is based on the premise that
one of the most effective ways of teaching advanced SW practice is to begin with a difficult "real-
life" practice problem, and to have students somewhat autonomously draw on whatever
information and skills they need to effectively address the problem.

SW 8100 - Social Work with Diverse Populations

(3.0 cr; Prereq-MSW students or #; A-F or Aud, fall, spring, summer, every year)

Examines societal issues generated by systemic discrimination and explores methods for reducing
discrimination. Particular focus on advanced social work practice with diverse populations.

SW 8101 - Introduction to Research
(2.0 cr; Prereq-SW grad student or #; A-F or Aud, spring, every year)
Introduction to social science research and its applications to social work and social welfare.

SW 8102 - Advanced Research

(3.0 cr; Prereq-8101 or admission to advanced standing MSW program or #; A-F or Aud, fall,
summer, every year)

Application of social science knowledge and skills to evaluate practice and to conduct community-
based research and program evaluation projects. Develop a research proposal.

SW 8104 - Project Seminar II

(1.0 cr; Prereq-8102; S-N or Aud, spring, every year)

Application of research knowledge and skills to final stages of master's research project. Data
collection and analysis procedures applied to the Plan B paper.

SW 8111 - Individual, Family and Group Practice I

(3.0 cr; Prereq-SW grad student or #; A-F or Aud, fall, every year)

Overview of generalist social work practice, ethics, ecological perspective, and problem-solving
model. Application to individuals, families, and groups and to diverse populations. Development of
counseling skills.

SW 8112 - Organization and Community Practice I

(3.0 cr; Prereq-8111; A-F or Aud, spring, every year)

Using a problem-solving model and the ecological and strengths perspectives, students develop
assessment and interventions skills for effective practice with organizations and community. Topics
include using supervision, facilitating meetings, advocacy, cultural competence, and promoting
organizational and community change.

SW 8331 - Organization and Community Practice II

(3.0 cr; Prereq-5101, 8112 or Advanced Standing in MSW program; A-F or Aud, fall, every year)
Prepares students for advanced practice in organizations and communities. It provides a framework
for assessing and intervening in organizational and communities using an asset-based and problem-
solving approach. Specific strategies and tactics for strengthening organizations and communities
are addressed.
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SW 8332 - Advanced Practice in Administration and Community Development

(2.0 - 3.0 cr [max 3.0 cr]; Prereq-8331; A-F or Aud, spring, every year)

This course focuses on application of advanced knowledge and skills essential for understanding
macro practice. Analysis of organizations and communities is required. Emphasis will be on
analysis of complex social problems and the development of organizational and community
solutions.

SW 8333 - FTE: Master's
(1.0 cr; Prereq-Master's student, adviser and DGS consent; No Grade, fall, spring, every year)
(No description)

SW 8441 - Individual, Family and Group Practice 11

(3.0 cr; Prereq-5101, 8112 or advanced standing MSW student; A-F or Aud, fall, every year)
Examines a range of social work practice theories and their application to practice with individuals,
families, and groups. Advanced skills in assessment and intervention in addressing complex
problems with a focus on micro practice. Application to diverse populations and settings.

SW 8442 - Advanced Group Work

(1.0 - 2.0 cr [max 2.0 cr]; Prereq-8441; A-F or Aud)

Conceptual knowledge and applied experiences needed to lead groups in a variety of social work
settings serving diverse populations. Treatment groups and task groups (on both the organizational
and community levels). Builds on the advanced generalist framework.

SW 8443 - Advanced Practice in Mental Health

(2.0 - 3.0 cr [max 3.0 cr]; Prereq-8441; A-F or Aud, spring, every year)

Advanced skill development in direct practice social work assessment, intervention, and evaluation
in relationship to mental health issues.

SW 8544 - Advanced Practice with Families

(2.0 - 3.0 cr [max 3.0 cr]; Prereq-8441; A-F or Aud, fall, spring, every year)

Advanced skill development in social work assessment, interventions, and evaluations in
relationship to families at various stages across the life span.

SW 8771 - Health in American Indian Communities

(2.0 cr; Prereq-5235 or #; A-F or Aud, spring, every year)

Introduction to historical and contemporary concepts of American Indian health. Policy issues,
cultural and sensitivity knowledge, and practice methods with American Indian clients and
communities at micro and macro levels of intervention.

SW 8801 - Field Placement I

(3.0-6.0 cr [max 6.0 cr]; Prereq-8111, 8112; SW Grad student, #; S-N or Aud, fall, spring,
summer, every year)

Practicum experience with emphasis on developing knowledge and skill base for "beginning
generalist" practice in a community agency. Concurrent seminar assists students in integrating
classroom theories and intervention methodologies with field experiences. Application to diverse
populations.

26



SW 8802 - Field Placement I1

(4.0 - 8.0 cr [max 8.0 cr]; Prereq-8331, 8441 & 8031 or 8332 or 8443 or 8544, SW Grad Student
and #; S-N or Aud, fall, spring, summer, every year)

Developing knowledge and skill base for "advanced generalist" practice in a community agency.
Concurrent seminar focuses on integrating classroom theories and intervention methodologies with
experiences with client systems at micro and macro levels of practice. Attention to
vulnerable/minority issues.

SW 8881 - Dynamics of American Indian Families

(2.0 cr; Prereq-5235 or #; A-F or Aud, fall, spring, every year)

Introduction to traditional and contemporary concepts relating to American Indian families. Public
policy, social problems, cultural strengths, conflicts, and culturally competent social work practice.

SW 8991 - Practice in the American Indian Community

(2.0 - 4.0 cr [max 4.0 cr]; Prereq-Soc work grad student, 8771 or 8881, #; S-N or Aud, spring, every
year)

Gives MSW students supervised direct practice experience in the American Indian community.
Application of cultural knowledge and culturally competent practice skills.
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Field Placement

To be eligible for Field I, students in the 51 semester credit program must be concurrently enrolled
in or have completed the foundation practice courses (SW 8111 and SW 8112). Advanced standing
students do not take Field I. To be eligible for Field II, students must be concurrently enrolled in or
have completed the advanced practice courses (SW 8441, SW 8331). No credit can be given for
previous work experience.

For 51 semester credit students, 900 hours of field placement are required. Field I is usually taken
on a concurrent basis. This involves 16 hours a week at the placement site throughout the academic
year. Field II may either be completed concurrently or as a summer block. Summer block
placements involve 40 hours a week over a 12-week period. A concurrent student seminar (to
integrate the class and field) is required of all students in field placement.

Students perform responsible professional roles in their field placements in community social and
health agencies. The field liaison works with agency supervisors to provide the intensive teaching
supervision of the students. A written learning contract between the student, the field liaison, and
the agency supervisor specifies responsibilities and expectations of all parties involved in the field
placement. Students are advised to refer to their field manuals.

A wide range of field opportunities is available in direct service, community development, and
administration. Please contact the field coordinator to arrange for a field placement.

The agency field placements are secured with the assistance of the field work coordinator. Grading
for the field placement is on a S-N (satisfactory-not satisfactory) grading system.

Students are required to complete a criminal background check as a prerequisite to field.

Please consult the online Field Manual for additional information.
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Course Waiving Policy

MSW students in the Department of Social Work may be able to waive prerequisite courses and
some required courses, based on previously completed academic coursework or measures of
attainment on standardized tests such as CLEP (see below). No credit can be given for non-
academic “life experience.”

Prerequisite courses for admission to the MSW program may be waived by attaining a specific level
of achievement on the CLEP (College Level Examination Program) test or UMD’s Examination for
Credit Program.

Waiving required courses will not reduce the number of credits required for graduation. Specific
required courses may be waived by following the suggested procedures outlined below.

One faculty member will be the “course specialist” for each course which may be waived (see
attached list). The specialist will:

* Use the existing course proposal, including educational goals topics covered, as a basis for
examining requests to waive courses.

* Review the completed “Request to Waive” forms and seek additional information as
necessary.

¢ Make the initial determination on whether to waive a course or not.

*  Consult with the DGS as necessary.

Suggested Procedure

Students should be informed of the waiving policy early in the admitting process. They should
contact their advisor or the Director of Graduate Studies (DGS) if they have any questions regarding
this policy.

Students will complete a “Request to Waive” form, which they will forward to their faculty advisor.
The student may include course descriptions, syllabi, bibliographies, and other materials to
document the similarity of previous coursework to the course they are seeking to waive.

The faculty advisor will forward the request to the specialist for the course. If the specialist decides
the course should be waived based on the information on the form, they will sign the form in the
appropriate space and forward it to the DGS.

If the specialist needs additional information from the student in order to make an informed
judgment on the request to waive a course, she or he may request that the student provide additional
documentation regarding the achievement of course competencies. Some specialists may require an
interview with the student, a written exam, or completion of a final course exam as part of the
documentation necessary to waive a course.
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If the specialist decides not to approve the request, he or she should write a brief rationale for this
decision, sign the form in the appropriate space, and forward all materials to the DGS.

The DGS will review the request and decision, notify the student of the decision, and place the form
in the student’s file.

If the DGS disagrees with the specialist’s decision, the two should develop a mutually agreeable
plan to resolve the disagreement.

The student has a right to appeal a decision regarding waiving.

In the event that one or more students waive out of a beginning level course and desire a more
advanced course relating to the course content, the subject area specialist should attempt to develop
an independent study or special topics course to meet this need.

After a student has waived one or more courses, the subject area specialist(s) and the advisor should
explore with the student which MSW elective courses (especially courses in priority areas) may

supplement and complement the courses, which they have waived.

The waiver of required courses will be noted on the Graduate School program papers with this
notation: [waived courses not included in credit count:...list courses...]

Course requirements which may be waived by subject area specialist by 51-credit students

SW 5201 Social Welfare Policy Melanie Shepard
SW 5101 Human Behavior in the Social Environment Denny Falk

SW 8100 Social Work with Diverse Populations Kathy Heltzer
SW 8101 Introduction to Research Denny Falk

Course requirements which may be waived by 34-credit students

Courses will be examined on a course-by-course basis.
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UNIVERSITY OF MINNESOTA, DULUTH
SOCIAL WORK DEPARTMENT

Request To Waive Required Course

Name:

Number and Name of
Course you wish to waive:

List below all documents you are attaching in support of this request.

I understand that approved waivers do not reduce the total number of credits required for the MSW
degree.

Signature Date
SW FACULTY ACTION
Review by advisor:
Signature Date
Subject Area Specialist: Approve Disapprove
Signature Date

Subject Area Specialist should check which of the following procedures were used to arrive at your
decision:

Reviewed attached documents Written examination
Oral examination Other (please describe)
Director of Graduate Studies: Approve Disapprove
Signature Date

31



Transfer Policies And Procedures

Students may transfer courses from other colleges or universities to meet requirements for the MSW
Program. The policy and procedures for transferring course credits appear below.

Transfer Policy

The Social Work program falls under the following Graduate School policy of the University of
Minnesota. Master’s degree students are required to complete at least 60 percent of the coursework
for their official degree programs as registered Graduate School students at the University of
Minnesota. With the approval of the advisor and Director of Graduate Studies in the major (i.e.,
social work) the transfer of up to 40 percent of the degree coursework from any combination of the
following is permitted.

a) Other recognized graduate schools
b) Non-degree Seeking Student, summer session, and University College (UC) status at the
University of Minnesota

The work to be transferred must be post-baccalaureate graduate level that was taken for graduate
credit and taught by faculty authorized to teach graduate courses. Continuing Education courses
must bear transcript entry verifying that they were completed for graduate credit. Credits transferred
from other institutions must appear on official transcripts of the institutions. Credit for courses taken
before the awarding of the baccalaureate degree cannot be transferred.

Any transfer course, which will be used to satisfy degree requirements, must be included on the
proposed degree program. If the course has been completed by the time the degree program is
approved, the transfer process is automatic. If the transfer course has not been completed by the
time the degree program is approved, the course is not automatically transferred. To complete this
transfer an appropriate petition must be submitted and approved. More information regarding this
process can be obtained from the UMD Graduate Office, 431 Darland Administration Building.

In the case of a transfer from a non-U.S. institution, credits must have been earned in a program
comparable to a graduate degree program at a regionally accredited U.S. institution.

Transfer Procedures

The Director of Graduate Studies in the Department of Social Work determines which transfer
courses to accept in consultation with the student’s advisor and the Social Work faculty member
that is designated as a “specialist” in the content area(s). Graduate coursework that is being
considered for elective credits must be relevant to social work practice or in a related field.
Graduate coursework that is being considered to meet Social Work requirements is carefully
evaluated to determine whether or not it includes the appropriate content and objectives.
Transferred Social Work courses should be from programs accredited by CSWE. In situations
where students request transfer from Social Work programs that are not accredited, students must
provide materials to the Director of Graduate Studies that documents the content of these courses
(i.e., course descriptions, syllabi). An exam may be required to document competency based upon
the review of this material by the DGS and course specialist.
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SW 5091 Independent Study

. SW 5091 Independent Study enables a student to register for projects under the direction of
the department’s faculty. To register for SW 5091, a student must receive consent from a
faculty supervisor and from the Director of Graduate Studies (DGS).

. SW 5091 is not to be used as a means of filling in credit gaps in a student’s program. It may
be used only when no courses covering the desired subject material are available.

. Each student desiring to register for SW 5091 shall prepare a written proposal using the
form provided by the Department of Social Work. The proposal must be reviewed and
approved by the faculty supervisor for the Independent Study and by the DGS before the
student registers for SW 5091. Upon approval, the faculty supervisor will issue the
necessary override to authorize registration. A copy of an approved written proposal will be
placed in the student’s file.

. Changes in the contract require review and approval by the faculty member and the DGS.
Changes after registration in the number of credits or grading system are subject to the same
“cancel-add” rules that apply to regular courses.

. Credit:

a. Students may register for SW 5091 up to a maximum of four semester credits per
term.

b. Students may not apply for more than two projects nor more than eight semester
credits from SW 5091 toward a degree.

c. A student may take up to eight semester credits for one project, provided that the
work and the credit is appropriate over at least two terms.

d. One credit of independent coursework is equivalent to approximately 45 hours of
work.

. Evaluation of the quality of projects by the faculty member shall be by the same standards as
apply to regular coursework. Ordinarily the outcome of the project will involve written
reports.

. Under conditions of a normal teaching load, no faculty member should direct more than four
Independent Study projects per term. A student may approach any faculty member to
develop a contract for Independent Study or may approach the Director of Graduate Studies
who will, in turn, refer the student to an appropriate faculty member. Acceptance of an
Independent Study student is strictly up to the individual faculty member.

. Must be graded A/F or S/N
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UNIVERSITY OF MINNESOTA-DULUTH
DEPARTMENT OF SOCIAL WORK

Independent Study Proposal

(SW 5091)
1. Name:
2. Term: 3. Credits: 4. Grading: A-For S-N
5. Will project be completed during this term?  YES NO

If No, indicate your plans for any future independent study or other registration to complete this project

6. Proposal Title:

7. Faculty Supervisor: Section #

8. How often will you meet with your faculty supervisor?

9. How will you present what you have learned from this independent study?

10. Attach to this form a statement of the purpose of your independent study and a description of what you will
be doing to accomplish the purpose. Your description of activities must include a bibliography of
materials you will be reading as a part of this independent study.

(Signature) (Date)

Action Taken:

Approve Disapprove

(Faculty consultant signature) (Date)

Approve Disapprove

(Director of Graduate Studies signature) (Date)
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Guidelines For SW 5096 Special Projects

Students may enroll for 1-8 credits of SW 5096 Special Projects in any term, with 8 semester credits
maximum available (S or N grading only). Projects may be in any area of social work: community
organization, research, social services, administration, social policy, direct practice or planning, or a
combination thereof. A project may be elected to provide experiential content in relation to an
academic course, to provide exposure to social services for those students not having such
background, to explore an area seen as a potential Field Placement or to provide an experiential
outlet in an area of special interest to students.

Procedure to be followed (do as much of steps 1-4 prior to beginning of term as possible):

1.

For students having a project possibility in hand, consult with the faculty person with whom
you would like to work to confirm the suitability of your proposed special project.

Projects are usually agency based. You should find a person within the agency to act as
your consultant on the project.

Negotiate a written agreement satisfactory to you, the agency consultant and the faculty
consultant. The written agreement should contain:

a. A brief description of the setting, and your role in it.
b. A description of the activities and/or tasks in which you plan to engage.

c. A statement of your learning objectives in the project.

i

A statement of the responsibilities of each of the three parties to the agreement (two
consultants, student.)

e. Specification of forms of support you'll have in the project (pay, if any, desk,
telephone, secretarial help, etc.)

f.  Number of credits for which registered: about 45 hours of work is required for each
credit.

g. A provision for renegotiation of the agreement, should that become necessary.
h. Method and criteria for evaluation of your performance.

After a satisfactory draft of the agreement is completed, it should be signed by yourself, the
agency consultant and the faculty consultant. Students should provide copies to all parties.

Complete the project. Students are expected to meet with the faculty consultant at the end of
the semester to determine their final grade (S or N). Usually the agency consultant writes a
letter documenting and evaluating the student’s activities.

If any problems develop contact the faculty consultant promptly so that it does not get to be
a larger issue or stand in the way of you having a profitable experience.
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Communication

STUDENT COMMUNICATIONS WITH FACULTY AND STAFF

Students are asked to check their e-mail (mswstudents@d.umn.edu) regularly, as this will be the
principal means by which faculty and staff will convey messages to you outside of class. Students
will have individual mail files located in the student lounge, Bohannon 240. These mail files may
hold private materials and should not be viewed by other students. Students will also find job
postings on the bulletin board outside of Bohannon 220 and be able to request MSW forms from
Rita Ohman in Bohannon 214. Student/faculty forums and student representation at faculty
meetings are other avenues in which information is shared. Please talk with your advisors and/or
the Director of Graduate Studies when you have questions or concerns.

STUDENT SPACE AND RESOURCES

Bohannon 240 is the MSW student lounge and Child Welfare Resource library. A phone,
computers and copy machine are located there for student use. Two computers and a printer are
also available for students to use for academic purposes in Bohannon 206. Bohannon 206 is a work
area, while Bohannon 240 can be used for socializing. Lap top computers are also available for
students. To reserve a laptop contact Jackie Heytens at 726-7854 or jheytens@d.umn.edu.

RESPECTFUL COMMUNICATIONS IN THE CLASSROOM

As a microcosm of the world in which we live, the classroom provides no “answers;” rather it
provides a problem solving process entailing listening, dialogue, and action. Learning in this
context is an emergent qualitative change for the collective group and the participating individuals
(including the instructors as well as all students). For this problem-solving approach to provide a
successful forum for learning, it is critical that everyone feels safe to freely discuss their
experiences, feelings, and concerns. So as to foster a conducive classroom environment, it is
expected that we all treat each other with respect. While it is appropriate to openly disagree with
someone else’s point of view, you are asked to keep your arguments focused on the issue rather
than to make disparaging remarks about the individual with whom you disagree.
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Registration and Grading

LATE REGISTRATION FEE

You will be assessed a $50 late registration fee for any initial registration during the first or second
week of class. You will be assessed a $100 late registration fee for any initial registration beginning
the third week of class.

MAINTAINING YOUR ACTIVE STATUS

Students who have not registered in the Graduate School of the University of Minnesota Duluth for
Fall or Spring semesters lose their admission status. If you have completed all of your coursework,
you can avoid losing your admission status by registering for GRAD 0999 which is designed
specifically for this purpose. There is no course work required for Grad 0999 and it involves just a
nominal fee for required university e-mail access fees. To obtain the course number for the
semester you will be registering as a GRAD 0999 go to:
http://onestop2.umn.edu/courseinfo/classschedule selectsubject.jsp?institution=UMNDL

Select the term you are registering for and select Graduate School for the Subject.

If you have at any time allowed your admission status to lapse and want to request readmission, you
need to complete a Change of Status form available at the Graduate School (their phone number is
726-7523). After the Department receives the completed form, the faculty decide on the
readmission request. As part of this process, you need to pay the readmission fee (currently $75)
and, if you are readmitted, you must register for at least one credit in the semester subsequent to
your applying for readmission or register for GRAD 0999 if all course work is completed. Keep in
mind that an active admission status is required during the semester of your Final Exam and/or
graduation.

GRADING

Graduate students may elect either the A-F or the S-N grading system, except for classes in which
either the A-F or the S-N is mandatory. Students must inform the instructor of the system they elect
during the first two weeks of classes (one week during the summer school). Instructors must tell
students what level of achievement constitutes an S grade. No more than one-third of the student’s
total credits may be taken under the S-N system. A grade point average of at least 3.0 must be
maintained for all courses included in the approved degree program. No graduate credit is allowed
for coursework of D quality. Graduate School students are not allowed to elect the P-N grading.

WORKLOAD EXPECTATIONS

For every hour that students spend in class, it is anticipated that they will spend an additional two
hours outside of class completing assigned readings and other course related activities. Therefore, a
student taking a full-time load of 13 credits can expect 39 hours of work for classes. Concurrent
field placements require 16 hours of work per week and an average of about one hour per week of
seminar, so students should expect more than 40 hours of work as full-time students if they are
taking a field course. We strongly advise you to examine your time commitments at home and work
and to schedule sufficient time for your studies. It is also of the utmost importance to schedule
sufficient time to take care of your personal needs, as graduate work can be stressful. Please see
your Advisor if you are feeling overwhelmed. Also, all students may access free counseling
services at UMD’s Health Services, 815 E. University Circle, 218-726-7913.
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Incompletes

The procedures for dealing with incomplete grades are as described by the Graduate Office at
UMD. Course instructors may, at their discretion, place a time limit for the removal of incomplete
grades. A form for agreeing to grant an incomplete is below and must be completed by the student
prior to receiving the incomplete grade. The faculty has adopted a policy requiring that students
accrue no more than six semester credits of incompletes. Students who receive more than this
number of incompletes will have a hold placed upon their registration at the middle of each
semester. That hold will remain in effect, and prevent students from their registering in subsequent
semesters, until they reduce their incompletes to a minimum of 6 credits. The policy on Incompletes
appears below:

Policy on Incompletes

1. If students do not fill out and have instructor sign the “Request for Incomplete Form” they
will receive a grade that reflects credit or points lost for work not completed.

2. All assignments for an incomplete must be completed by the end of the following semester.

If the incomplete is not made up by that time (the end of the following semester) students
will receive the grade they have earned up to that point in the class.

4. Itis the student’s responsibility to complete the form requesting an incomplete; it is the
student’s responsibility to get the instructor’s signature on the form; and it is the student’s
responsibility to give a copy of the signed form to Rita Ohman and to the instructor. The
student should also keep a copy for his or her own records.

5. If students do not fill out an incomplete form, obtain the instructor’s signature and get a
copy to Rita Ohman and the instructor, that student will receive the grade earned thus far in
the class.
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Agreement For Granting An Incomplete

Three copies of this form must be submitted with the grade report (signed by both the instructor and student)
for the student’s file, the instructor, and the student.

NAME:
Last First Middle
STUDENT ID#
TERM: YEAR:
COURSE NO: SECTION:
COURSE TITLE:

The following coursework needs to be completed:

Write out the reason for requesting this incomplete:

How many incompletes do you currently have?

DEADLINE: Date for Completion:

Student Signature: Date:

Instructor’s Signature: Date:
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UMD Department Of Social Work
Guidelines For All Written Assignments

All written assignments should:

Be typed

Be printed in a 12-point Times New Roman font (unless otherwise specified)
Be double-spaced

Be stapled together

Have one-inch margins

Have page numbers on each page

Have your name, the course number, and date on the cover

Be read aloud and checked for errors in spelling and grammar.
Use the American Psychological Association (APA) format.
Include a complete list of references

Cite all ideas and quotes taken from others

The UMD Social Work Department uses APA format. You will be expected to use APA format in
all your courses. The APA Manual 6" edition includes information on the following:

Writing style (orderly presentation of ideas, smoothness of expression, economy of
expression, precision and clarity and strategies to improve writing style)

Grammar (verbs, agreement of subject and verb, pronouns, misplaced and dangling
modifiers, relative pronouns and subordinate conjunctions, parallel construction and
linguistic devises)

Reduced Bias in Language (gender, sexual orientation, racial and ethnic identity, disabilities
and age)

Editorial style (periods, commas, semicolons, colons, dashes, quotation marks parentheses,
bracket, and slashes);

Capitalization (when to use it)

Italics (when and how to use it)

Abbreviations

Headings Quotations

Numbers

Statistical Copy

Tables

Figures

Footnotes

Appendixes

Reference Citation in Text

Reference List

The APA Publication Manual is available on reserve at the UMD Library. For students familiar
with the 5™ Edition of the APA Publication Manual, information on “What’s New” in the 6™ edition
can be found at: http://www .apastyle.org/manual/whats-new.aspx

The NASW website also has helpful writing tips and can be found at
http://www .naswpress.org/authors/guidelines/00-contents.html
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Examples of citations in the text of the book:
There are two different ways of citing sources in papers when you do not use a direct quote.

Example 1

The literature on service learning and social work education addresses recreational services for
elementary school students (Butcher & Hall, 1998), housing for the homeless (Forte, 1997), and
companionship for the elderly (Dorfman, Murty, Imgram, & Evans, 2002; Hegman, Horowitz,
Tepper, Pillemer & Schultz, 2002).

Example 2
Lowes (1998) agrees with Epstein (1997) that patient centered care involves developing an
agreement with the patient about the nature of the problem.

Citing Direct Quotes
The following is an example of one way to cite a source when you use a direct quote.

Example 1

Characteristics of service learning include learning academic course content through service in the
community and “civic learning” that prepare students for “community or public involvement in a
diverse democratic society” (Howard, 2001, p. 38).

Please note that in the above example the page number is included because a direct quote was used.

Examples of how to do the reference section
The following is an example of how to reference a book in the reference section of your paper.

Example 1
Krathwohl, D. R., Bloom, B. S., & Masia, B. B. (1964). Taxonomy of educational objectives.
White Plains, NY: Longman Inc.

Example 2

Example of a reference from an edited book

Liu, G. (1995). What National and community service means for higher education. In J. Galura
& J. Holward (Eds.), Praxis I11: Voices in dialogue (pp. 9-15). Ann Arbor, Michigan: OCSL
Press.

Example of a reference from a journal
Example 1
Mabry, J.B. (1998). Pedagogical variations in service-learning and student outcomes: How time,

contact and reflection matter. Michigan Journal of Community Service Learning, 5(3), 32-47.

Example of a reference from a web-based source
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The American Psychological Association website is very helpful for properly citing electronic
material: http://www .apastyle.org/learn/

Example 1 (Electronic Version of Journal)

Calsyn, R.J., Winter, J. P., & Burger, G. (2005). The relationship between social anxiety and
social support in adolescents: A test of competing causal models (Electronic version).
Adolescence, 40(157),103-114.

Example 2 (Internet only Journal)
Edelman, M. W. (2003, February 27) Hunger and homelesslness: Real homeland security issues.
Retrieved May 4, 2005, from http://www/childrensdefense.org/childwatch030227 .aspx

Elements to Remember When Writing

The majority of your paper should be written in your own words. Quotes may be used as long as
they are cited but your paper should not consist of one quote after another. You need to lead into
quotes with your own words. Do not put a quote in your paper without explaining the point you are
trying to make in your own words. The Academic Integrity Policy is important at the University of
Minnesota Duluth. Violation of this policy is a serious matter can be ground for dismissal. Some
examples of academic dishonesty are:
* Presenting as one’s own a plot, succession of ideas, or list/outline of another without proper
acknowledgeable
* Purchasing or otherwise presenting work as your own when it was done by another person
* Submitting the same paper or work (or generally similar papers or work) to meet the
requirements of more than one course without the approval and consent of faculty

For the full University of Minnesota Academic Dishonesty Policy go to:
http://www.d.umn.edu/conduct/integrity/

All good papers have an introduction, a middle section, and a summary. Be sure to include an
introductory paragraph in your paper that captures the reader's attention and explains what will
follow in the rest of the paper. Each paragraph should start with a topic sentence which is a general
statement supported with information in the following sentences in the paragraph. Typically there
should be a minimum of two sentences for a paragraph. You need transitions between paragraphs
and between sentences so that they flow logically. Support your assertions with evidence from the
literature. The summary section of your paper should touch on the main points you want the reader
to remember. It is not a good idea to introduce new information in the summary. Also, in a formal
paper it is best to write words out rather than using use contractions such as “can’t.”

To catch errors read your paper out loud. Also, it is a very good idea to have someone else read
your paper to give you critical feedback that you can use on your final draft.
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APA Resources

The following websites give examples of APA Style for the body of your paper as well as for the
bibliography or reference list.

http://owl.english.purdue.edu/handouts/research/r apa.html

The following site links you to official APA information: http://www.apastyle.org/

The following site will help format citations: http:/www.stylewizard.com/

Helpful Writing Web Sites
The following are online writing tutorials

http://www .dartmouth.edu/~writine/materials/student/
This is a free online writing tutorial.

http://owl.english.purdue.edu/handouts/general/index.html
This is one of the very best websites that covers a multitude of writing issues — grammar,
style, genres, etc.

http://www .english-zone.com/

This is an interesting website that provides practical examples of how and when to use
articles, comparatives, nouns, pronouns, confusing words, adjectives, conditionals, quantifiers,
questions, agreement, clauses, prepositions, homonyms, and passive voice.

http://www.wsu.edu:8080/~brians/errors/index.html
This is a great website that answers questions about literally hundreds of common errors in
English.

http://honolulu.hawaii.edu/legacylib/apahcc.html
Some good, simple guidelines and examples of how to correctly cite resources, both in the
text of your paper and in your Works Cited list.

http://www.wisc.edu/writing/Handbook/CommonErrors.html
More guidelines about the common errors in writing.

http://www.writing .ku.edu/graduate students/
Resource for Graduate Students offering support, feedback, samples, and answers to
questions.
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http://www?2 .uta.edu/SSW grants
University of Texas at Arlington Social Work website will help you with grant writing.
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Teaching Guidelines

Provision of quality education at the graduate level has been adopted as the first priority for the
Department of Social Work. To further this priority, the faculty accepts these guidelines as
minimum expectations for all classroom courses, including courses offered through Continuing
Education and Extension.

For classroom courses, all faculty have responsibilities to:

1.

O o0 I O

Provide students during the first week of class an appropriate syllabus setting forth in
writing or accessibly on the Internet, basic information about the course. At a minimum the
written statement should include:

Course number, title, and credits;

a.
b. Instructor(s) name(s), office hours and office location;

c. Text and supplementary materials required for the course;
d. Statement of course objectives, including whether or not a research project or paper

is required;
e. A course outline with some indication of time sequencing;
f. Bibliography and/or Internet repository of related materials

g. The faculty member’s grading policy and procedures; including that for an
incomplete course grade.

h. Ground rules for discussions.
1. Statement on Academic Integrity.
Be prepared for each class session.

Include appropriate content on diversity, possibly including age, class, color, culture,
disability, ethnicity, gender, gender identity and expression, immigration status, political
ideology, race, religion, sex and sexual orientation

Provide adequate and timely access to any reserve readings.

Receive student input regarding each course via final evaluation (mid-semester is optional).
(The instructor has the option to discuss the results of the mid-semester evaluation with the
students.)

Relate course readings to topics covered in class sessions.
Maintain sufficient opportunity for student contact outside class.
Provide clear guidelines for students regarding grading.

Secure a substitute instructor, if unable to conduct a class, or to make-up the class at a time
convenient for the students.

. Return all students’ written assignments, which have been submitted on time, within two

weeks.
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Each faculty member is responsible to follow these guidelines. The Department Head or designee
has responsibility for orienting new faculty members to these guidelines and for monitoring their
implementation. Monitoring may include securing the views of students enrolled in a faculty
member’s courses. A faculty member’s failure to meet these guidelines should be included by the
Department Head in the performance appraisals of the faculty member.

Students who have complaints about a faculty member’s performance should first address these to
the faculty member directly. If the problem persists, the student should then bring the complaints to
the Department Head.

“Working Draft”
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Advisement Policy

Advisement of social work students is essential for supporting and guiding students in the process of
becoming professional social workers at the master’s level. The advisement system in the Department of
Social Work orients and assists students in assessing their aptitude and motivation for a career in social work,
allows for early and periodic evaluation of each student’s performance, guides students in selecting areas of
course work, and assesses with students the field settings that best meet their educational needs and career
goals. Advisors strive to provide support and guidance to students in balancing the competing demands of
work, school, internships and personal lives.

The advisement system of the Social Work Program revolves around the expectation that advisors will meet
individually with their advisees prior to registration each semester to discuss a variety of topics in proper
sequence. The student and advisor sign a “Course Approval Form” verifying courses the student will register
for. Also, regular group advisement occurs. An initial orientation meeting is scheduled during May prior to
the September that a cohort enters into the program. The program arranges group advisement meetings at
key junctures, covering topics and issues relevant to all students such as Masters Projects and the Universal
Degree Program Form. Each semester there are student/faculty meetings which provide an opportunity for
all students and faculty to come together and discuss issues of concern.

The Director of Graduate Studies is the assigned advisor for Advanced Standing students beginning the
MSW during summer session. Students beginning fall semester will be assigned an advisor and notified.
Students are informed at the onset, however, that they should feel free to initiate a change in advisors if they
choose. Each student meets with his or her advisor to discuss career goals, course waiving possibilities and
the program in general. A tentative plan is discussed during the first semester, with career goals being
discussed again about half way through the students’ program. The advisor also discusses the University
Degree Program Form (a comprehensive program plan), the Masters Project, and final exam requirements, at
an appropriate time in each advisee’s program.

The Master of Social Work Program Student Handbook is available on the Social Work web site. Hard
copies will not be distributed. Students are responsible for reading the information contained in the
handbooks regarding policies and procedures and is a resource for obtaining forms as well as other useful
information.

Each academic semester, the Social Work faculty, acting as a committee of the whole, reviews the progress
of every MSW student currently enrolled. This process is further outlined in the Master of Social Work
Student Handbook. In addition, at least once per semester a major portion of a faculty meeting is devoted to
discussing any concerns that faculty may have about individual students. The primary purpose of these
review processes is to identify problems at an early stage and to work with students to rectify these problems.

The field faculty plays an important role in advising students regarding field placement opportunities. The
field coordinator and field liaisons help students identify appropriate placements and to complete the
necessary paperwork to finalize field placement arrangements. The field coordinator is available during the
summer months and during the academic year to provide field advisement.

Students also have a (masters project) chair who is typically their academic advisor. This individual assists
the student in completing the (masters project) requirements by providing feedback and setting clear

guidelines for the completion of the project.

Faculty advisors and students each have responsibilities in the advisement process. These responsibilities are
summarized on the following page.
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Student Role in Advisement

I. The general responsibilities of the student in the advisement process are:

a. Actively seeking out advisement by scheduling semester meetings, and attending
orientation and group advisement sessions.

b. Reviewing the Master of Social Work Program Student Handbook and ongoing
policy updates from the Social Work Department and Graduate School throughout
the year.

c. If applicable, working with their advisor to address concerns that may have been
identified by the faculty regarding progress in the program.

II. Periodic or sequenced responsibilities include:

a. Completing their Universal Degree Program Form prior to completing one half of
the required credits.

b. Meeting with the field coordinator regarding field placement opportunities and
following deadlines for obtaining a field placement.

c. Working with the chair of their final examination committee to coordinate the
completion of the final oral exam (eg., scheduling).

d. Checking with the Graduate School about necessary paperwork and deadlines for
graduation.

Adpvisor Role

I. The general role responsibilities of the advisor include:
a. Assisting students with career development
b. Assisting students with ongoing program planning and course selection
c. Monitoring students’ progress
d. Being available when advisee has concerns and/or problems
e. Serving an important professional mentoring role
II. Periodic or sequenced responsibilities include:
a. Participating in first meetings with new students.
1. Review program planning materials
ii. Inform about course waiving options
1. Develop tentative schedule for upcoming years
iv. Explore career plans
v. Select courses for first semester registration
b. Reviewing and discussing course schedules each semester
c. Reviewing and signing Universal Degree Program Form
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Remediation And Dismissal Policy

Students in the MSW program are expected to maintain the academic standards established by the
Department of Social Work and the Graduate School, as well as nonacademic standards of ethical
behavior. Students may be disciplined for both academic and non-academic reasons. Forms of
discipline include, but are not limited to: warning, remedial work, probation, holds placed upon
registration, required compliance, suspension and dismissal. Student are encouraged to regularly
explore and assess their progress in the MSW Program with their faculty advisor, and to voluntarily
withdraw from the program should the two parties feel that the student is currently unable to meet
minimum program expectations. There are separate grounds and procedures for academic and
nonacademic disciplinary actions. Section A identifies the academic standards, followed by the
procedures for addressing deficiencies (Section B). Sections C lists the non-academic standards and
is followed by Section D, which addresses the procedures for addressing violations.

A. Academic Standards

Master of Social Work students will:
(Examples are illustrative and not intended to encompass all specifically-desired actions.)

1. Maintain a grade point average of 3.0.

The credits of field work and other courses which are graded on an S/N (satisfactory/not
satisfactory) basis are excluded from this computation. No more than one-third of all academic
courses may be taken on an S/N basis. Some courses may not be taken S/N.

2. Successfully complete all field placement requirements.

A grade of “X “ will normally be awarded during the Fall semester of a concurrent field
placement (signifying that the full course will not be completed until the end of the Spring
semester), field liaisons have the option of giving students an “N” for the Fall semester if they
feel that their performance is clearly below professional standards as measured by the objectives
for Field I or Field II as stated in the Field Manual.

3. Assume personal responsibility for their social work education

e.g. Attend classes as assigned, come prepared to classes and field placement, initiate
consultation with faculty about academic progress.

4. Demonstrate accountability in the field placement and classroom.

e.g. Meet obligations for class assignments as outlined in the syllabus; communicate absence
due to illnesses and other emergencies; request an incomplete for a course only under
exceptional circumstances.

5. Engage in appropriate self-care behaviors in order to not place clients at risk.

e.g. Address problems of personal adjustment including physical, emotional and/or substance
abuse issues.

6. Be responsible for delineating and maintaining appropriate professional boundaries.

e.g. Achieve a balance between student educational needs and client needs, be able to
demonstrate appropriate boundaries with clients and/or others with whom there are power
differentials.

49



7. Maintain a professional demeanor and appearance in the classroom and field placement.

e.g. Dress appropriately for the field placement setting and maintain appropriate personal
hygiene. Use respectful, non-offensive language; communicate using appropriate
spoken/written language and nonverbal communication as required by the profession.

8. Demonstrate effective problem-solving skills in the classroom and field placement.
e.g. Apply effective problem-solving skills to facilitate the resolution of client concerns.
9. Demonstrate effective interpersonal skills necessary for competent social work practice.
e.g. Show empathy and compassion, deal constructively with conflict situations

10. Sensitively and competently relate to people from different cultures as necessary for competent
social work practice.

e.g. Develop effective working relationships with clients from diverse backgrounds in the field
placement and classroom settings.

11. Demonstrate professional self-awareness in the classroom and field placement.

e.g. Utilize constructive feedback provided by faculty and field supervisors.

B. Procedures for Addressing Academic Deficiencies

The Director of Graduate Studies will initiate a review of student academic performance each
semester with the faculty as a whole. Faculty members may bring concerns regarding student
academic performance to the Director of Graduate Studies or Department Head for resolution at
other times during the semester. The Student Affairs committee will monitor and review cases
which require further action. A student must be provided notice of performance deficiencies,
offered an opportunity to remedy the deficiencies, and provided notice of the possibility of
dismissal if the deficiencies are not corrected. One or more of the following actions may be
initiated:

1. Academic Probation

Students who have a grade point average below 3.0 will be placed on academic probation by the
MSW program. A grade point average of 3.0 for courses listed on the degree program form is
required for graduation. If the student has less than a 3.0 GPA in courses applicable toward
degree requirements, a final oral exam will not be scheduled. Students who have academic
deficiencies in an area other than a low GPA may also be placed on academic probation by the
MSW program and the oral exam may not be scheduled unless deficiencies are addressed.

2. Registration Holds

The Director of Graduate Studies will recommend to the Graduate School that a registration
hold be placed upon students who accumulate 7 or more credits of incompletes. The Director of
Graduate Studies will request that the registration hold be lifted when there are fewer than 7
semester credits of incompletes. Holds may be placed on student registration when other
academic standards have not been met.
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3. Warnings and remedial work

After the social work faculty completes their semester progress review, students may receive a
written warning from their academic advisor that their academic performance is deficient. A
plan for remedial work may be developed by the academic advisor and/or other faculty in
conjunction with the student. The plan will include a process for monitoring performance.
Students who do not remedy deficiencies will be dismissed.

C. Academic Grievance Procedures

MSW students disciplined or dismissed for academic reasons may be able to grieve the action
through the Graduate School Grievance Officer and the Graduate School Grievance Committee in
accordance with the provisions of the Board of Regents Student Academic Grievance Policy. This
grievance policy is not intended as a substitute for the academic judgments of the faculty who have
evaluated the performance of the MSW student, but rather is based upon a claimed violation of a
rule, policy or established practice of its program. The Student Academic Grievance Policy is
published in the University of Minnesota Duluth Graduate Student Handbook.

D. Non-Academic Standards for Ethical Behavior

Master of Social Work students will:

1. Comply with policies and procedures of the University of Minnesota Regents Student Conduct
Code, which is published in the University of Minnesota Duluth catalog.

2. Follow the letter and spirit of the National Association of Social Workers Code of Ethics, which
is published and made available on the Internet by the National Association of Social Workers
and available in the MSW student handbook.

3. Refrain from unlawful conduct or unethical behavior, within or outside the program, which
impairs the student’s capacity to function as a human service professional.

Violation of these behavioral standards may result in immediate, temporary exclusion from the
learning environment.

E. Procedures for Violations of Non-Academic Standards

Allegations received regarding the non-compliance with these behavioral standards will result in an
investigation to provide appropriate due process for the student. Allegations should be referred to
either the Department Head or Director of Graduate Studies for the appropriation disposition.

1. Violations of the Student Conduct Code may be referred to the Student Conduct Code
Coordinator (http://www.d.umn.edu/conduct/code/) or addressed under the procedures
outlined in #2.

2. The Department of Social Work will address other alleged violations as follows:

a. The student will be notified by the Department Head by certified mail of alleged
violations, including where appropriate, the identification of persons who have made
allegations against the student and the specific nature of the allegations;
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b. The student will be provided an opportunity to appear in person before either the
Student Affairs Committee or the Department Executive Committee to respond to
the allegations;

c. Following the appearance of the student, a determination will be made as to whether
reasonable grounds exist to validate the proposed action for dismissal, discipline or
remediation. A written statement of the specific charges, witnesses, applicable
evidence, the committee’s decision and the reasons for imposition of dismissal,
discipline or remedial action shall be presented to the student.

3. In the event that the student feels that he or she has been denied justice in departmental
proceedings, the student may appeal to the Graduate School Grievance Officer and the
Graduate School Grievance Committee in accordance with the provisions of the Board of
Regents Student Academic Grievance Policy.

Adopted 3/27/02
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Student Academic Grievance Policy

Student complaints regarding faculty members or Department Head follow the College of Education
and Human Service Professions grievance procedures below:

A. Concerning A Faculty Member

1. Student complaints® against a faculty member may surface at a number of different
locations. Whoever first hears the complaint shall encourage the student to speak directly to
the faculty member involved. The student may choose not to do this.

2. If the situation is not resolved, the student shall meet with the Department Head. The
Department Head shall encourage the student to speak directly with the faculty member if
he/she has not already done so.

3. The Department Head shall meet with the student and the faculty member and attempt to
mediate a resolution. Both the student and the faculty member may choose to bring an
advocate to this meeting.

4. If still unresolved, the student will be asked to put the complaint in writing. The student is
advised that the signed complaint will be given to the faculty member.

5. The Dean (or designee) conducts an investigation of the student complaint in a timely
manner.

Shares written complaint with faculty member.

Interviews student, who may choose to bring an advocate.

Interviews faculty member, who may choose to bring an advocate.

Interviews witnesses or others with independent knowledge of the situation.

°© a0 T op

Collects relevant documentary evidence as provided by the student, faculty or
independent party.

6. The Dean decides the merit of the complaint and the appropriate disposition.
a. If complaint is found to be without merit, it is dismissed with no further action.

b. If complaint has merit, action is taken that is reasonable in relation to the offense
involved.

1. Informal actions, including talking to the faculty member about the problem
and encouraging improved performance, will not be considered official
disciplinary action.

1. More serious actions may require official disciplinary action as described in
the Collective Bargaining Agreement. The basis for the placement of
students’ letters and/or disciplinary action in the faculty member’s Academic
Record File will be that they are an evaluation of the faculty member’s
performance.

1.  The faculty member may appeal the decision following the procedures
outlined in the Collective Bargaining Agreement.
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iv. Student complaints and letters of reprimand shall be removed from the
Academic Record File after three years, provided there is no recurrence of a
similar problem.

The student will be notified of the resolution of his/her complaint and informed of the appeal
process they may follow if the they disagree with the outcome.

B. Concerning A Department Head

If the complaint is against the Department Head, the student should meet with the Dean of the
College. The Dean will encourage the student to meet with the Department Head, if he/she has not
already done so. The Dean shall meet with the student and Department Head and attempt to
mediate a resolution. Both the student and the Department Head may bring an advocate to this
meeting. If the issue is still not resolved, the student will be asked to put the complaint in writing,
and the signed complaint will be given to the Department head. Steps 5, 6, and 7 will be followed,
as described above.

*Complaints involving sexual harassment should be processed
according to University-wide policies.

The University of Minnesota is an equal opportunity educator and employer
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Degree Program Form Instructions

All Graduate students must file a program listing all courses that will be completed and used to
sdisfy degree requirement$raduate students should complete and file their official Degree

Program form after completing half of their required credits for their program. If the Program

Degree is not submitted at this point, the Graduate School may place a hold on the student’s future
registration.

Degree Program forms cannot be filed unless all prerequisites required for admission into the MSW
program have been completed. Students may not apply any course completed to fulfill a prerequisite
requirement on their Universal Degree Form; this applies even if the courses were taken at a
graduate level.

Procedure

1.

2.

W

Student obtains “Degree Program” form online from the Social Work website or from the
Graduate School website http://www.grad.umn.edu/Current Students/forms/masters.html
Students complete the “Degree Program” form with the assistance of their advisor. Using
their transcript, the student completes the information indicated by the highlighted areas on
the Sample Degree Program forms on the following 3 pages. All past, present and future
courses that were or will be taken to complete the MSW program must be listed. The
Advanced Standing student must have a minimum of 34 credits and the Standard Program
student must have a minimum of 51 credits. An official transcript(s) listing transferred
credits must be attached to the “Degree Program” form.

Submit completed “Degree Program” form to the Student Support Assistant.

Advisors review the “Degree Program”™; if approved by advisor, the form is signed and
forwarded to the DGS. If the program is not approved, the advisor discusses the problems
with the student and necessary changes are made. Whoever you list as your advisor on your
Degree Program will be listed in the Commencement Program as your advisor.

. DGS either approves program and forwards to Graduate School or returns form to advisor

with questions.
Graduate School staff reviews and approves plan or returns form to DGS.

. The student and the Department receive a copy of the approved “Degree Program” form

from the Twin Cities Graduate School.

. Any subsequent course changes of the individual student must be made to the “Program

Degree” by completing and submitting an official Graduate School Petition form, which is
approved according to the same procedures outlined above. Petition forms are available
online from the Social Work website or from the Graduate School website
http://www.grad.umn.edu/Current Students/forms/masters.html.
See Item #1 on the Instruction Sheet for making course changes. ALL CHANGES
IN A STUDENT”’S OFFICIAL DEGREE PROGRAM MUST RECEIVE FINAL
APPROVAL PRIOR TO CLEARING FOR GRADUATION.

Any required courses which have been waived should be recorded directly under the listed courses
with the notation: “waived courses not included in credit count: [list courses].
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University of Minnesota Graduate School
SAMPLE - Degree Program Transmittal

I.D. No. _ 1234567
To the Student: OCheck here if this is a revision of a previously approved program.

Please read the instructions on the reverse side of this page.

This document consists of two forms (89a, 89b). Print or type to complete the appropriate sections of both forms. Complete the top half of this form
(89a), including the name of your adviser(s). Complete form 89b and have it signed by your adviser(s) and by the Director of Graduate studies
(DGS) for your minor field, if declared.

Proposed committee members must be contacted and must agree to serving on your examining committee. Confer with your DGS to determine
what responsibilities you have in this regard.

Submit both forms to your major field DGS (along with the names of the proposed committee members) for his/her signature. After departmental
recommendation by the DGS. submit all forms to the Graduate School. 316 Johnston Hall for final approval.

Last Name First Middle Degree Sought
Doe Jane/John L Masters of Social Work
University of Minnesota E-mail address Major
Social Work
doex0001@d.umn.edu Track (if applicable)

Minor (if declared)

Master’s Degree Only (Check One)

Student Signature/Date PlanA °~  PlanB ~ Coursework Only ~
Or, if Professional Engineering Degree
Name(s) of Advisor(s) Design Project Track ~ Coursework Track ~

To the Director of Graduate Studies:

This document consists of two forms (98a, 89b). After the student has completed the appropriate sections of both forms and has obtained signatures
as described above, it is ready for your review.

Please list below your recommendations for the student’s examining committee. All committee members must hold the appropriate appointment on
the Graduate Faculty Roster (http://www.grad.umn.edu/facuty_rosters/faculty.html). Please be sure to indicate who will serve as chair. For master’s
and specialist certificate final examining committees, the chair must hold at least a Member Advising (MA) or Affiliate Member Advising (AMA)
appointment on the Graduate Faculty Roster. For the doctoral preliminary oral examination, the chair must hold a Senior Member (SM) or Affiliate
Senior Member (ASM) appointment on the graduate faculty roster. (Note members of the final oral examination for the doctoral degree are
recommended on the Thesis Proposal form GS 63.)

Sign 89b to indicate your recommendation of the student’s program of coursework. Sign below to indicate your recommendation of the student’s
proposed examining committee. Note that by signing below, you certify that all proposed committee members have been contacted(by the student,
by the adviser, by the Director of Graduate Studies, or by other means established for students in your major field) and that all proposed members
have aareed to serve on this student’s examinina committee.

The Graduate School’s minimum requirements for composition of examining committees:

Master’s final examination: 3 examiners — 2 from major; 1 from outside the major (minor if declared)
Specialist Certificate final examination: 3 examiners —all 3 can be from major; a minimum of 2 from the major
Doctoral preliminary oral examination: 4 examiners-3 from the major; 1 from outside the major (minor if declared)
Examining Committee Recommendations: Minor, Related Field, or supporting Program Examiners
Major Field Examiners

Chair
Signature, Director of Graduate Studies Date

GS #89A-REV 06/07
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University of Minnesota Graduate School
Advanced Standing Sample Degree Program

I.D. No: 1234567

. . Degree Sought
Last Naj First Middl .
DZ) o e lfIban e/Tohn L e Master of Social Work
Major
Street Social Work
123 Any Street Track (if declared)
City State Zip Minor if (declared)
Any Town MN 55808
T anemama (i raamivad)
Term Maj Other | Dept. & Title No.of | Grad | Instructor Masters Students Only — Check One
And or Prog Course Sem e (Or oPlan A
Year Cour | Crs+ | No. Credit institution if oPlan B
se Transfer oCoursework Only
SU07 | X SW 5222 | Family Violence 2 Shepard Or, If Prof. Engineering
SU07 | X SW 5235 | American Indian Poli 2 PD Degree — Cheek One
merican Indian rolicy ay OProject Track
SU07 | X SW 8102 Adv Research 3 Falk oCoursework Only Track
FO7 X SW 8100 | SW w/ Diverse Population | 3 Tellett
FO7 X SW 8331 Org Comm Pract II 3 Heltzer Certificate Of Specialist Students
F07 | X SW 8441 | Ind. Family & Group II 3 Raschick || Only:
s Specify Specialty
FO7 X SW 8802 | Field II 4 Haynes
Jan08 | X SW 478 International Soc Workers | 3 Ilinois U
Sp08 | X SW 5095 | Special Topics: 3 He}tzer B AdvoT s N e
Sp08 | X SW 8443 | Adv Mental Health 3 Reierson
Sp08 | X SW 8771 | Health Am Ind Comm 2 Campbell || Adviser’s Signature
Sp08 | X SW 8802 | Field II 4 Haynes
Print Co-Adviser’s Name
Co-Adviser’s Signature
Signature Of Director Of Graduate
Studies (Minor Field)
Space below for office use only
Graduate school approval
Administrative officer Date
Examining committee
Chair
SAMPLE
OMASTERS PLAN A THESIS CREDITS (8777) 0O 24 DOCTORAL THESIS CREDITS (8888)
GS #89b-Rev 505  MAJOR COURSE CR _35 OTHER PROGRAM COURSE CR TOTAL COURSE CR _35

+”Other Program Course” refers to related field, supporting program; and/or minor field coursework



University of Minnesota Graduate School
Standard Program Sample Degree Program

I.D. No:_ 1234567

Degree Sought
Last Name First Middle Master of Social Work
Doe Jane/John L Major
Social Work
Street Track (if declared)
123 Any Street
Minor if (declared)
City State Zip
Any Town MN 55808 Language (if required)
Major Other | Dept. & Title No. of Grade | Instructor (Or Masters Students Only — Check
And Course | Prog Course Sem institution if One
Year Crs.+ No. Credit Transfer oPlan A
FO6 | X SW 5101 | Human Behavior Soc Env | 3 Goerdt Dgla“ B ol
FO6 | X SW 5201 | Social Welfare Policy 3 Fuller O, If Prof. Enginocring
FO06 X SW 8111 | Individ Family & GroupI | 3 Bye Degree — Check One
F06 | X SW 8801 | Field I 3 Heltzer e wark Only Track
Sp07 | X SW 5235 | American Ind Social 2 P Day
POliCy Certificate Of Specialist Students
Sp07 | X SW 8100 | SW w/Diverse Populations | 3 Bye Only: ,
T s Specify Specialty
Sp07 | X SW5111 | Grant Writing in HS 2 Tellett
Sp07 | X SW 8112 | Organ Comm Pract | 3 Heltzer
Sp07 | X SW 8801 | Field I 3 Heltzer BT Advisors Name Here
Su07 | X SW 5095 | Special Topics: Alcohol 2 Garrison
Su07 | X SW 8102 | Advanced Research 3 Falk Adviser’s Signature
FO7 X SW 5091 | Independent Study 2 Raschick AT
F07 | X SW 8331 | Org & Comm Pract II 3 Tellett HoAdvisers Tame
FO7 X SW 8441 | Individ Family & Grp Il 3 Heltzer Co-Adviser’s Signature
FO7 X SW 8802 | Field II 4 Haynes Signature OF Director OF
Sp08 | X SW 8443 | Adv Practice Mental 3 Staff Graduate Studies (Minor Field)
Health . Space below for office use only
Sp08 | X SW 8881 | Dynamics of Am Ind Fam | 2 Staff Graduate school approval
Sp08 | X SW 8802 | Field II 4 Haynes
Administrative Officer Date
[Waived courses not Examining Committee
Chair
included in credit count]
SW 8101 Intro Research 2
SAMPLE
O 10 MASTERS PLAN A THESIS CREDITS (8777) 0O 24 DOCTORAL THESIS CREDITS (888)
GS #89b-Rev 505 MAIJOR COURSE CR _51 OTHER PROGRAM COURSECR ____ TOTAL COURSE CR __ 51

+”Other Program Course” refers to related field, supporting program; and/or minor field coursework
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Final Examination Policy For MSW Graduation

The Final Examination consists of an approximately one and one half hour oral exam. Students are
expected to make a presentation to the examining committee that addresses advanced generalist
practice and its relationship to their coursework, field experiences, social work ethics, and future
career. The Masters Project will also be used by the Examining Committee as a basis for questions.
The Examining Committee consists of two Social Work Faculty members, including the primary
reader and the student’s advisor, who may be the same person.

Use these procedures for scheduling the oral examination:

1. Check the Graduate School’s coursework balance letter (student receives by email, 6-8
weeks after their Application for Degree Form is processed by the Graduate School) and
clear up any incompletes or errors.

2. Confer with your advisor to make a joint decision that you are ready for the examination.
The Masters Project should be confirmed by the primary reader as “ready for the final oral
exam” two weeks prior to the exam. Keep track of deadlines for scheduling this exam in
order to be eligible to participate in commencement ceremonies.

Email the Student Support Assistant regarding scheduling a room for your oral exam.

4. The Student Support Assistant will email you the Masters Project Approval and Transmittal
Form prior to the day of the final examination. The primary readers sign off on the form
after your final revisions are done and your revised Master’s Project is turned into your
primary readers. You will also receive via email the Student Evaluation of the MSW
Program.

5. The format for the exam is as follows:

Fifteen — twenty minute oral student presentation addressing the following areas:
* Social Work practice and theory within the advanced generalist model.

* Advanced generalist practice and its relationship to the student’s course work, field
experiences, Masters Project and future career.

* Social Work values and ethics (including an example of a professional ethical issue you
have faced).

* Brief overview of the Masters Project

**You are permitted to bring written notes outlining the presentation.**

Twenty-five to forty minutes of questions by the Committee for the purpose of clarification
and elaboration.

Five to ten minutes — Committee makes it decision.

Ten to fifteen minutes — Feedback to you.
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6.

10.

We strive to continually improve the quality of our MSW program and your feedback helps
us in this endeavor. You will be expected to come to the final oral exam with written
feedback on your experience in the MSW program. The feedback should address 1)
strengths you observed in the program, and 2) ways the program could be strengthened.
When you schedule your oral exam with the Student Support Assistant you will be sent an
electronic evaluation form. You are to give the completed evaluation to your primary reader
the day of your orals, and send an electronic evaluation to the Student Support Assistant.

Your presentation/discussion will be evaluated based on whether it is effective, organized,
relevant, informative, thorough, and clear.

You may be asked to make further revisions on your Masters Project or to submit additional
written materials prior to final approval. Revisions should be submitted to your advisor
and/or primary reader. When satisfactory revisions have been made, your committee
members will sign the Masters Project approval form. Your grade for the Field II or another
designated course must be changed from an incomplete in order for you to clear for
graduation.

Your official graduate date will be the last working date of the month in which you
completed all program requirements.

In case of failure, unanimous consent of the Examining Committee is required to retake the
final examination.
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MSW Student Evaluation of the MSW Program
MSW Students

Please come to your oral exam with written feedback on your experience in the program. We use
this feedback to make changes that continually improve the quality of education for our students.
At the end of your oral exam, after you have been informed that you have passed, you will need to
give your first reader a hard copy of feedback on the following questions. You will also need to
email Rita Ohman, Student Support Specialist, an electronic copy at rohman@d.umn.edu All
identifying information from the email feedback will be removed so that all that is kept for the
record are the student comments.

I. From your experience, what are the strengths of the UMD MSW program?

II. From your experience, what can we do to strengthen the program?

Please share your feedback about the Masters Project you completed.
III. What option did you choose?
Portfolio Research Paper PPM IP

IV. What were the benefits for you in completing this option?

V. What challenges did you face in completing your Masters Project?
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Student Checklist for Final Oral Exam

Submit the “Application for Degree” form to the Graduate School. You must file this
on or before the first working day of the month you plan to graduate.

Check the Graduate School’s coursework balance form (that you’ll usually receive 6-8
weeks after your Application for Degree Form is processed by the Graduate School)
and clear up any incompletes or errors.

Confer with your Primary Reader (first reader) to determine readiness for your Final
Exam. Masters Projects should be confirmed by the Primary Reader as “ready for the
final oral exam” before scheduling the final oral exam.

Contact your Examining Committee to schedule a time.

Contact the Student Support Assistant for assistance with reserving a room for your
exam.

Obtain approval from your Primary Masters Project Reader to distribute copies of your
Masters Portfolio.

Distribute the Masters Project to your Examining Committee two weeks prior to the
exam.

Prepare a presentation for the final oral examination.

Complete the written evaluation form you received electronically and give to your
primary reader the day of your Oral Exam.

If revisions are requested in the Master Project subsequent to final exam, submit these
as soon as possible to your advisor.

Important: The official transcript showing the award of your degree will be available
at the Office of the Registrar approximately two — three weeks after your official
graduation date. You will be mailed your diploma approximately three months after
your official graduation date. Be sure you have your current mailing address online.
Your diploma is mailed from the Twin Cities campus and they will mail your diploma
to the address that is on your “Application for Degree” form. If you now have a
different mailing address you need to email gsmast@umn.edu and send your name,
Student ID# and current mailing address.

Celebrate!! You deserve it!
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Commencement Ceremony For Spring 2010

Spring commencement will occur on Thursday, May 13, 2010. Any graduate student who wishes to
participate in the Spring 2010 commencement ceremony must adhere to the following deadlines.
THERE WILL BE NO EXCEPTIONS TO THIS POLICY.

1. A “Degree Program” form must be completed and submitted to the UMD Graduate
School Office no later than Friday, January 22, 2010. (In order to meet this deadline
and obtain the required signatures, this form must be submitted to the MSW
Student Support Specialist by January 15, 2010.)

2. Graduate School approval of the “Program Degree” form must occur no later than
Friday. February 19. 2010.

3. An “Application For Degree” form must be completed and submitted to the UMD
Graduate School Office no later than Monday, March 1,2010. A “Degree Program”
form must have been submitted prior to submitting the “Application for Degree.” The
Application for Degree forms are available only from the UMD Graduate School, 431
Darland Administration Building. This form is not available on line.

The Director of Graduate Studies for your particular program will determine whether or not a
particular student should participate in the commencement ceremony and that degree clearance and
conferral will occur after March 31, 2010.

Under this policy you will be able to participate in only one ceremony. Should you not participate
in the ceremony for which you are scheduled, you will be unable to participate in any subsequent
ceremony. Please keep this point foremost in mind as you schedule your final orals; do so only if
you are absolutely sure that you will be able to take them when planned.

If you have any questions regarding this policy, please contact the UMD Graduate School Office
(431 Darland Administration Building) and not the UMD Commencement Office nor the Solon
Center Information Desk.
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Financial Aid

Block Grant

The Department of Social Work has a limited number of Block Grant funds available. Awards are
based upon academic merit and the potential to contribute to the diversity of the social work
program. Only full time students (6 or more credits) are awarded Block Grants. “Department of
Social Work Fellowship Application” forms are located with the MSW Application Packet on the
Department of Social Work website. If interested in the award, complete the form and submit it
with the MSW application.

Child Welfare Scholars Program

The UMD Title IV-E Child Welfare Scholars Program is available to MSW students through
collaboration with the Minnesota Department of Human Services. The primary goals of the
stipends are to:

* Reach out to practitioners in county and tribal child welfare agencies, recruit them to return to
school and obtain an MSW, and provide financial support for them to do so.

*  Encourage others entering the MSW program to commit to beginning a career in public or
tribal child welfare by offering financial support and excellent, relevant educational
opportunities.

*  Provide graduate-level educational opportunities that prepare scholars to be culturally
competent child welfare practitioners.

Students receive a financial stipend that can be used to cover a portion of tuition. In return,
graduates who receive this fellowship are required to seek, and if available, accept employment in
public or child welfare services for a period of time equivalent to the months they received Title IV-
E funds. Other requirements include completing field placements in county or tribal child welfare
agencies, completing curriculum requirements specific to child welfare practice, and completing a
final project on a child welfare topic.

More complete information about the Child Welfare Scholars Program is available in the Child
Welfare Scholar Handbook located on the Department of Social Work website.

Graduate School Awards
A limited number of fellowships and scholarships are available through the Graduate School. Please
check their web site at: http://www.grad.umn.edu/fellowships/

Diversity of Views and Experiences (DOVE) Fellowship 2010-2011

The Graduate School Diversity Office administers the DOVE Fellowship. The fellowship is
awarded to approximately 20 first-year students from under-represented groups (U.S. citizens or
permanent residents). The fellowship provides a $22,500 stipend, tuition at regular graduate school
rates (up to 14 credits per semester), and subsidized health insurance for one academic year.
Graduate programs must nominate prospective students by the deadline, usually mid-January.
Students who wish to be nominated must contact the Director of Graduate Studies. To be
considered for this fellowship, contact Rita Ohman, Student Support Assistant, at
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rohman@d.umn.edu by December 10, 2009. For more information, visit the Graduate School
Office of Graduate Diversity, Outreach and Retention web site at
http://www.grad .umn.edu/outreach/finances/dove faqg.html

Student Loans
Graduate students are eligible to apply for the federally insured loan programs. Information on the
loans may be obtained from:

Financial Aid and Registrar Office

Solon Campus Center, Room 23

1117 University Drive

Duluth, MN 55812

Website: http://www.d.umn.edu/fareg/
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Will Dodge Memorial Fund Awards

The Will Dodge Memorial Fund was established to support students in their efforts to develop grass
roots community organizing skills. Community organizing activities could include locality
development, social planning, or social action. Grass roots organizing refers to working directly
with vulnerable or underserved populations to achieve goals identified by that community.

Grants will be available to students to support special projects or a Master Project which involves
grass roots community organizing activities.

Students are invited to apply for activities, which will occur in the fall or spring of the academic
year. We will consider activities that have already occurred this fall. The applications should be in
the form of a letter to Denny Falk, Director of the Graduate Studies and should include the
following elements:

1. A description of the vulnerable population being served

An indication of the needs to be addressed

The name(s) of any agencies with which you will be working or collaborating
A brief description of the project activities and your roles

A brief summary of the outcomes you hope to achieve

The dates of the proposed activities

N oA

Budget (optional depending upon the nature of the project)

Also, the letter of application should include a commitment to register for 6 plus credits during the
semester that the award is received. Failure to supply any part of the above will void the
application.

In addition, one or two letters of support from agencies or groups with whom you anticipate
working would strengthen the application.

The broad criteria for making awards include the quality of the proposed learning activities and the
anticipated impact of the project on meeting significant needs of a vulnerable or underserved group,
and good academic standards. Note that receipt of this award may affect your student loans.

End of project reports are to be submitted to the Social Work Department. If you have any
questions, please feel free to contact Denny Falk, Director of Graduate Studies at 726-8862 or the
Student Support Assistant at (726-8497).

Application Deadline: To be announced Fall Semester
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Peggy L. Scheller Memorial Scholarship

The Peggy L. Scheller Memorial Scholarship was established by her family to support MSW
students who are committed to providing outreach services in rural areas. Students who travel long
distances to attend the UMD Masters of Social Work program and who plan to practice in small
communities and rural areas are encouraged to apply.

Eligibility: MSW student in good standing with interest in rural outreach services.

Application process:

MSW students should submit a one page written statement describing their interest and/or
experience in social work practice and rural outreach services. Applicants should clearly describe
their career goals and their commitment to rural practice.

A written letter of application should include a commitment to register for a minimum of 6 credits
during the semester that the award is received. Students should also include information regarding

other financial aid awards or scholarships that they have received for their graduate study.

The broad criteria for making the award include the quality of the written statement, clarity of
career goals and demonstrated commitment to rural outreach services.

Contact Denny Falk, Director of Graduate Studies (726-8862) or the Student Support Assistant at
(726-8497).

Application Deadline: To be announced Fall Semester
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Don And Sylvia Schmid American Indian Child Welfare Leaders Scholarship

Recognizing “the importance of having highly trained American Indian Social Workers who can
serve as leaders working with tribal families and communities,” Don and Sylvia Schmid have
established a scholarship for American Indian MSW students at UMD. The purpose of the Don and
Sylvia Schmid Scholarship is “to address the current and future need for American Indian Social
Workers trained at a master’s level to administer and deliver child welfare services to American
Indian communities, both on the reservation and in the urban areas. The scholarship is “for $1,000
per year equally divided by semester.”

The scholarship is “for 1* and 2" year American Indian Social Work students who have “a stated
plan to work in a child welfare setting with the potential of acquiring a leadership position in
serving primarily American Indians on or off the reservation upon graduation.” The recipients must
be enrolled for at least six or more credits per semester to qualify, and selection will be based
primarily on financial need. In addition, the Committee takes into consideration the applicants’
leadership experience. Potential applicants are cautioned that the recipient’s current financial aid
package may be adversely affected. Check with your advisor in the UMD Office of Financial Aid
to determine if you have already reached the maximum financial assistance.

A committee composed of faculty and/or staff within the UMD Department of Social Work selects
the recipient for the current academic year. “Publication of the award of the scholarship shall be
sent to the recipient’s ‘local’ newspaper and ‘Indian Country Today.” Award certificates for this
scholarship will be presented at the annual spring Honor’s Convocation. [And the...] Social Work
Department shall maintain a plaque of the names of all the recipients.” Also, a report that includes
information about the recipient(s) “shall be sent annually to the donors.”

All quotes are from the “Don and Sylvia Schmid American Indian Child Welfare Leaders
Scholarship” agreement with the University of Minnesota Duluth, Department of Social Work,
American Indian Projects, conferred December 5, 2001.
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Appendix

1.National Association of Social Workers
2.Social Work Licensure Information Sheet
3.MSW Student Association Constitution

4.MSW Student Association By-Laws
5.University of Minnesota Duluth Library Fact Sheet
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NASW - National Association of Social Workers

NASW is your best connection to the ideas, information, resources, and people that
will help you to achieve your full potential as a student and a future social work
professional. http://www.socialworkers.org

Benefits and Special Offers
Student Members receive full benefits at a 75% Savings

Insurance Protection

Professional Development

Professional Credentials and Specialty Certifications
Special Practice Sections

Continuing Education

Advancing the Profession

Code of Ethics - www.socialworkers.org/pubs/code/
Professional Review

Standards

National and State Chapter Membership
Minnesota Chapter: http://www .naswmn.org/
Wisconsin Chapter: http://www.naswwi.org/

Leading-Edge Information
NASW News

Social Work

Additional Journals

Legislative Advocacy and PACE

NASW is instrumental in assuring that the social work perspective is incorporated
Into pending legislation before Congress and in state legislatures...

70



Social Work Licensure Information Sheet

MINNESOTA BOARD OF SOCIAL WORK:

The Minnesota State Board of Social Work is responsible for issuing social work licenses in the
State of Minnesota. States differ in their procedures and practices. In order to apply for a license
you must write to:
Minnesota Board of Social Work
2829 University Avenue SE, Suite 340
Minneapolis, MN 55414-3239
Toll free (888) 234-1320
TTY (800) 627-3529
http://www.socialwork..state.mn.us/

Levels of Licensure:

The Minnesota legislature passed legislation (Chapter 148B) effective July 1987, that provides for
licensure of social workers at four levels.

Licensed Social Worker

Education: =~ Baccalaureate degree from a CSWE accredited program of social work.
Examination: Basic Level.

Supervised Social Work Experience: Not required at the time of licensure.

Licensed Graduate Social Worker:

Education: =~ Master's degree or doctoral degree from a CSWE accredited program of social work.
Examination: Intermediate level.

Supervised Social Work Experience: Not required at the time of licensure.

Licensed Independent Social Worker:

Education: =~ Master's degree or doctoral degree from a CSWE accredited program of social work.
Examination: Advanced level.

Supervised Social Work Experience: Documentation required at the time of application for
licensure. (See enclosed Supervision Requirements Reference Sheet.)

Licensed Independent Clinical Social Worker:

Education: =~ Master's degree or doctoral degree from a CSWE accredited program of social work.
Track or concentration must be clinical.

Supervised Social Work Experience: Documentation required at the time of application for
licensure. (See enclosed Supervision Requirements Reference Sheet.)

Who Must be Licensed?

The Social Work Practice Act is both a title and a practice act. The Act requires that the Board
must license all persons either using a title, which incorporates the words “social work™ or “social
worker” or practicing social work. Thus, a person may be engaged in the practice of social work
even if the person has another job title. Also, even though an employer may not "require" social
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work licensure for a position, the Board may determine that an individual must be licensed in order
to be employed in the position.

Who Doesn't Have to be Licensed?

There are particular settings in which a person is not mandated to be licensed with the Board. These
settings include:

A student involved in an internship experience that is required for the completion of an
accredited program of social work; city, county and state agency social workers; and, social workers
who are employed by private, nonprofit agencies whose primary service focus addresses ethnic
minority populations, and are themselves members of ethnic minority populations within said
agencies, or social workers who are employed by federally recognized tribes.

The Licensing Exam:

The Board utilizes a national, multiple-choice exam developed by the American Association of
State Social Work Boards (AASSWB). The exam content covers areas such as: human
development and behavior; effects of culture, race and gender; the assessment process in practice;
practice with individuals, groups and communities; communication; ethics, supervision; research;
policy, and administration.

Your academic preparation should prepare you for the exam. If you are interested in additional
resources, you may consider ordering a Study Guide from AASSWB by calling 1-800-225-6880
(these materials are also on reserve under Social Work Faculty's names in the Library).

The Board will notify you when you have been approved to sit for the examination. You will
receive a Candidate Handbook, which will explain the entire process, including how to register for
the examination.

The examination is administered by ACT, Inc and is offered daily at various sites in Minnesota.
The exam is administered on a personal computer. There is a tutorial before the examination
begins; computer skills are not necessary to take the exam. The maximum time allowed to
complete the exam is four hours. You will be issued your test results before you leave the testing
site.

Other materials are available in the student information binder in Bohannon 240.

For more information visit the MN Board of Social Work website
http://www.socialwork.state.mn.us
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MSW Student Association Constitution

Preamble: We the members of the MSW Student Association, in affiliation with the Department of
Social Work at the University of Minnesota Duluth campus, established for the purpose of
organizing students and providing meaningful representation on department committees, adopt
these articles of association.

Article 1. NAME

The name of this organization is the MSW Student Association. This organization shall abide by
established University policy.

Article I1. Section I. MEMBERSHIP

Membership should be limited to those interested students that are enrolled in the MSW program.
No MSW student will be excluded based on race, color, creed, age, national origin, gender, political
affiliation, economic status, or sexual orientation.

Article II.  Section II.  ADVISORY MEMBERSHIP

This organization may confer advisory membership upon any person approved by a two-thirds vote
of the membership body and shall have rights and privileges of membership, except those of voting
or holding office.

Article III.  OFFICERS

This organization shall elect such officers, as it shall deem necessary. Such officers shall be elected
at least annually.

Article IV. MEETINGS

There shall be a minimum of one meeting a month throughout the academic year. The type of
meeting shall be determined by the organization.

Article V.  MEMBERSHIP RECORDS

The organization shall maintain a permanent record of its active and advisory members.
Article VI. PERMANENT MAILING ADDRESS

The organization shall maintain a permanent mailing address at UMD.

Article VII. AUTHORITY OF THE ORGANIZATION

This organization may adopt bylaws, rules or regulations not in conflict with the University
constitution. This organization shall have the sole power to amend these articles.
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MSW Student Association By-Laws

Article 1. OFFICERS
Section 1.
The officers of this organization shall be: chairperson, secretary and treasurer.
Section 2.
The officers shall be elected annually at a regular meeting held before the termination of
spring semester.
Section 3.
This organization shall conduct an election to choose members to represent MSW students
at Department and committee meetings; representatives to the University governance bodies
shall be decided.
Section 4.
The active members through an election at any regularly called meeting where a quorum
prevails will fill any vacancies occurring among the officers.
Section 3.
Any officer who misses three or more unexcused regular meetings during his/her terms of
office will be requested to resign.
Section 6.
The officers shall carry out their duties as outlined in the By-Laws of this organization.
Section 7.
An officer may be asked to resign for misconduct or malfunction in office. An affirmative
vote of two-thirds of the membership shall be required to ask for such a resignation.

Article II. DUTIES OF THE OFFICERS

Section 1.
The chairperson shall coordinate and give direction to the organization and its officers and
see that its constitutional duties and obligations are fulfilled. The chairperson shall preside
at all meetings and shall be an ex-officio member, of all committees. The chairperson shall
perform such other duties as the office may require.

Section 2.
The secretary shall keep a permanent, accurate written record of all proceedings and the
attendance at all organizational meetings. The secretary shall issue all notices and
invitations, and carry on all necessary correspondence.

Section 3.
The treasurer shall receive all money of the organization and keep a permanent, accurate
record thereof. All payments of the organization shall be made upon proper authorization.
The treasurer shall deposit the funds of the organization with the Business Office at the
University of Minnesota Duluth. The treasurer shall make reports on the condition of the
organization’s treasury at regularly scheduled meetings. The treasurer shall perform all
duties as required by the office.

Section 4.
An advisor will be asked to give the organization assistance in planning, carrying out and
implementing projects, which are in the interest of the organization.
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Article Il.  MEETINGS
Section 1.

The chairperson, upon request of members, shall have the power to call special meetings.
Section 2.

Two-thirds of the active members shall constitute a quorum for a regular meeting.

Article IV.  NOMINATIONS. ELECTIONS AND APPOINTMENTS

Section 1.
All nominations for officers shall come from the floor at a meeting prior to the meeting the
election will take place.

Section 2.
All elections shall be by ballot and voting proxy shall not be permitted. Elections shall
occur at an agreed upon place over the course of one full academic day, before the
termination of fall semester.

Section 3.
The chairperson may appoint committees, as she/he deems necessary.

Article V. AMENDMENTS

Section 1.
These By-Laws may be amended at any regularly called meeting by an affirmative vote of
two-thirds of all the active members.

Section 2.
The proposed amendment must be submitted to the organization in writing at a regular
meeting at least one meeting prior to voting.
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University Of Minnesota Duluth Library Fact Sheet
http://www.d.umn.edu/lib/

The UMD Library has many materials to serve your research needs, many of the resources are
available online. Online materials are available off-campus using E-Proxy. You use your UMD
Internet ID (e-mail username) and password to authenticate.

RESOURCES

Books

Use the UMD Library Catalog to locate books, journals, government documents and
multimedia on your topic. Click on “My Account” at the top of the page to view summary
of your library account. Click on “Other Libraries” in the left menu on the library home
page to access other library catalogs such as MNCAT (catalog of all the University of
Minnesota campus libraries) or Worldcat (catalog of all libraries that use OCLC for
cataloging their books). Books not owned by the UMD Library can be requested through
Interlibrary Loan. Books are picked up at the Circulation Desk

Databases

Most of the databases are available online and will help you find journal articles on your
topic. Two general partially full-text databases are “Academic OneFile” (formerly
Expanded Academic Index) and “Academic Search Premier.” Databases can be located
alphabetically or by subject. Some of the databases for Social Work are: Social Work
Abstracts, PsycInfo and ERIC. Many of the databases will have a link to the full-text article
or use “Find It” to help you locate the article. If “Find It” does not take you to a full-text
link, follow the steps listed.

LOCATE JOURNAL ARTICLES

E-Journal Locator Enter your journal title to see if the journal, volume and year you need is

available online.

Library Catalog Type in your journal title and if available, click on the “Availability Link”

to see if the volume and year needed is owned in print or microform.

Interlibrary Loan  Use Interlibrary Loan to request the materials from another library. It

HELP

takes a minimum of 10 business days. After at least 10 working days, you
can request a status check on your request (you must have citation
information and date of original request). Article/chapter requests
(photocopies) are mailed to the address the student provides.

Ask Us! - Request help from a Reference Librarian at the Reference Desk on 2™ floor (218-726-
8100), online chat, e-mail reference or your subject librarian (Martha Eberhart,
meberhar@d.umn.edu, (218) 726-8733, 264 Lib or Ask Martha Request form in course guide.
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Circulation - Use to renew books or find out about borrowing privileges. (218) 726-6120

Distance Education Services - Available to students enrolled in classes and living outside a
fifty-mile radius of UMD. You must sign up for this service.

Interlibrary Loan (ILL) - To obtain materials not owned by UMD Library. The ILL form is

available online. For questions about an Interlibrary Loan, use the “Status Check” form or call
(218) 726-8166.
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