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BSW PRACTICUM TIMESHEET INSTRUCTIONS
	WEEKLY DEADLINE: FRIDAY BY 11:59 PM
Submit your practicum timesheet in Brightspace every week after your placement has started.



	1. What the Timesheet Captures


Your weekly practicum timesheet documents the hours you completed at your practicum placement. It creates an ongoing record of your attendance and progress toward the total practicum hours required for the semester.
• Record only the practicum hours you actually completed during that week.
• Submit the timesheet in Brightspace by Friday at 11:59 PM.
• Your Academic Practicum Advisor will review your submissions and confirm your accumulated practicum hours in Brightspace.
	2. Required Practicum Hours


	Student Level
	Average Weekly Hours
	Semester Total

	First-Year BSW Student
	About 7 hours per week
	100 hours per semester

	Second-Year BSW Student
	About 14 hours per week
	200 hours per semester


Important: The weekly hours listed above are averages. Your actual weekly schedule may vary depending on your placement schedule, agency needs, holidays, sick days, school closures, or other approved circumstances.
	3. If You Miss Practicum Hours


You are responsible for keeping track of any practicum hours you miss. If you fall behind, speak with your Practicum Instructor and develop a plan to make up the missed time so that you complete the required total hours by the end of the semester.
• Do not wait until the end of the semester to review your total hours.
• Check your accumulated hours regularly in Brightspace.
• Work with your Practicum Instructor early if your schedule needs to be adjusted.
	4. If You Have Not Started Your Placement Yet


You do not need to submit a timesheet until you have officially started your practicum placement. Once your placement begins, weekly timesheet submission becomes part of your regular practicum responsibilities.
	5. Brightspace Review and Course Grade


Academic Practicum Advisors will review weekly timesheet submissions and confirm practicum hours in Brightspace. Students should monitor Brightspace throughout the semester to make sure their submitted and confirmed hours are accurate.
Timesheet completion and practicum hour tracking are part of the practicum requirements that account for 35% of your course grade in BSW 310/311 or BSW 450/451, depending on your year in the program.
	Weekly Timesheet Checklist


☐ Complete your practicum hours for the week.
☐ Enter the hours accurately on your timesheet.
☐ Submit the timesheet in Brightspace by Friday at 11:59 PM.
☐ Keep track of any missed hours and discuss a make-up plan with your Practicum Instructor.
☐ Review Brightspace regularly to confirm that your hours are being recorded.
Questions about timesheets or confirmed hours should be directed to your Academic Practicum Advisor.
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