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How to Search for Agencies/Practicum Sites: 
 For general browsing, click the “Agency List” tab in IPT and you will be able to look through the list of 

currently active practicum sites. 
 To search for agencies in certain cities or with certain primary classifications (classifications listed below): 

1. Click the “Agency List” tab, and then click “Sort” on the left side of the screen. Choose how you want 
to sort. 

 

2. Then select “Do Sort”. This will sort the agencies into the categories you chose and will help narrow 
down your search. 

 
PRIMARY CLASSIFICATIONS: 
Substance Abuse & Prevention 

Child Welfare / Family 
Admin/Policy/Macro 

Legal/Justice 
Health & Medical 

Occupational 
Mental Health and Crisis 

Developmental Disabilities 
K-12 School Based 
Community-based 

Military/Veteran Services  



When you officially know your Practicum Site and Field Instructor: 
Once you have completed your interviews and have made a final decision about your practicum placement site and 

your field instructor, follow the directions below to determine if the site is already in IPT: 

 To see if your agency is in our current affiliated agency list, from your IPT homepage, click on the Agency List tab 

 Click on A-Z to make the whole list appear or search for your agency alphabetically. 

 
 
 
 

 If your site is listed on the agency list, skip to instructions on “How to Designate your Practicum Site” 
 If your site is NOT listed on the agency list, follow the directions on the following page 



How to designate a practicum site that is NOT in the IPT system 
 

1. If the agency that you will complete your practicum at is NOT on the list: please utilize the tutorial “Practicum 
Site Applications and Practicum Site Affiliation Agreements” on the Field Education webpage. All details and links 
you will need are included in that resource. 

o IN SUMMARY, there are two requirements: 
1. The site application will need to be completed. It is found on the school’s website under Field 

Education – how to get involved: 
• The site application is sometimes completed by the field instructor and sometimes 

completed by someone else in the agency. Please discuss with the field instructor who in the 
agency would be the best to complete this form. 

• Once an agency completes a site application they will NOT have to complete one the next 
time they take a student because they will already be in the system. 

2. Ensure your new agency completes an affiliation agreement. A blank affiliation agreement and 
further instructions can be found on the social work field education website 

3. As soon as the agency completes the site application and is added to IPT, you will be able to add 
the site to your IPT page by following the directions below. 

 

How to designate a practicum site that is already in the IPT system 
1. Go to the Agency List and click on the agency that is your practicum site. 

 

 
2. Scroll down to the bottom of the agency’s detail page 

https://www.ou.edu/cas/socialwork/field-education
https://www.ou.edu/cas/socialwork/field-education/tulsa-forms


3. Click on Add as Placement Site 
 

4. Placement Site will appear under Agency Preference on your Student Detail Page 
 

 
 While the field name "Agency Preferences" may be misleading, this field is not used to rank agency preferences. 

Please select only ONE agency as this field is used to notify us that you have secured a practicum at the listed agency 
and will conduct your practicum there.  



How to Designate Desired Field Instructor and Preceptor 
1. On your Student Detail tab in IPT, type the name of your desired Field Instructor and desired Preceptor into the 

appropriate fields. 

 
2. Don’t forget to SAVE 

3. The Field Office will review your Field Instructor/Preceptor designation. If they have not served as a Field Instructor 
or Preceptor previously you will be sent an application to forward to them. 

 

 Preceptors are not required for all practicums. Review the Field Education Manual (pages 55-56) and talk to your Field 
Instructor to determine whether a Preceptor will be required for your practicum. If you are still unsure, contact the 
Field Education Coordinator for further guidance. 

 
 Please note, typing their name into IPT indicates that they have agreed to serve as your Field Instructor and/or 

Preceptor. Do NOT enter your desired Field Instructor/Preceptor until you have obtained their agreement to serve in 
that capacity. This information should match what is on your STUDENT PLACEMENT FORM. 

  

https://www.ou.edu/cas/socialwork/field-education#process


 

Using the Student Placement Form 
1. Download the Student Placement Form and open in Adobe. This form can be found on the Tulsa Forms & Reference 

Material page. 
2. Complete the student section. You can either type directly into the document (preferred) or print it, fill it out by 

hand, and then scan and upload it. Please be sure to fill out all sections of the form. 
 

 
 

3. The student or field instructor can complete the field instructor portion of the form. 

 
 

4. The student or field instructor can complete the preceptor portion of the form. This is only required if a preceptor 
will be assigned during your practicum. Please review the Field Education Manual (p. 55-56)  located on the Policies 
and Procedures page to learn more about the role of the preceptor and if one may be required for your practicum. 
Reach out to the Field Education Coordinator if you have any questions. 
 

 
 

5. If you are completing an employment-based practicum fill out the six employment-based questions. If your 
practicum is not employment-based leave this section blank. 
 

 
 

6. The student placement form must be signed by the student and the field instructor. If applicable, the preceptor 
must also sign. For employment-based practicums, the current work supervisor signature is required. **If you are 
having problems signing the form digitally, be sure that it is opened in Adobe and not in the web browser** 

 

 
7. Once the Student Placement Form has been uploaded it will be reviewed by the Field Education team and you will 

be alerted if any changes are needed. 

https://www.ou.edu/content/dam/cas/socialwork/docs/fieldeducation/reference/swk-student-placement-form-fillable.pdf
https://www.ou.edu/cas/socialwork/field-education/tulsa-forms
https://www.ou.edu/cas/socialwork/field-education/tulsa-forms
https://www.ou.edu/content/dam/cas/socialwork/docs/Policies/Field%20Education%20Manual%202020-2021.pdf
https://www.ou.edu/cas/socialwork/current-students/policies-procedures
https://www.ou.edu/cas/socialwork/current-students/policies-procedures


If your Field Instructor/Preceptor is new or has never taken 
an OU student before: 

 
You will receive an email from the Field Office if your desired Field Instructor or Preceptor is new and needs to 
complete these applications. It is important to meet planning deadlines so that there is time for Field Instructors and 
Preceptors to complete these applications and for the applications to be reviewed. 
 
Information for Field Instructors/Preceptors can be found on the “How to Get Involved” web page under “Field 
Education” 
http://www.ou.edu/cas/socialwork/field-education/get-involved 

 
o All new Field Instructors must complete a Field Instructor Application: 

• This can be found on the "How to Get Involved" web page 
• Or at https://outgradcollege.az1.qualtrics.com/jfe/form/SV_8IY7buytxEvcRfe?Q_JFE=qdg 

o All new Preceptors must complete a Preceptor Application: 
• http://outgradcollege.az1.qualtrics.com/jfe/form/SV_e4ilF5FmofwNKEB 

 
 

Reminders/Checklist 
 Designate your Agency in IPT 
 Designate your Desired Field Instructor/Preceptor in IPT 
 Complete Student Placement Form including all necessary signatures and upload to IPT 
 If completing an employment-based practicum, ensure that you have answered the six questions on the Student 

Placement Form 

http://www.ou.edu/cas/socialwork/field-education/get-involved
https://outgradcollege.az1.qualtrics.com/jfe/form/SV_8IY7buytxEvcRfe?Q_JFE=qdg
http://outgradcollege.az1.qualtrics.com/jfe/form/SV_e4ilF5FmofwNKEB
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