
Introduction to IPT



IPT stands for Intern Placement Tracking and is used to 
facilitate the internship experience as part of the Social 
Work Program. It has student information used by 
Social Work Faculty, Staff, and Internship Agency 
Supervisors, as well as information about the internship 
agencies, contact info, and forms for student use.

What is IPT



Getting Started

• Before you can begin using IPT, a BYU student secretary will enter you into the 
system and you will receive an email with your username and password.

• Direct your browser to runipt.com.
• You will  be directed to a webpage that looks like this:



Getting Started Cont.

• Organization ID: byusw
• The first time you log in you will use a default username and password which will be 

provided for you in an email. Please note that your login info is case sensitive.
• After the first time you login you will be directed to a page that looks like this:

• You can enter a new username and password that will be easier for you to 
remember. Once you have done this you will be directed to the IPT homepage.



IPT Homepage

Note the tabs at the 
top.

Each student will have one or 
two IPT accounts accessible with 
the same login. To access a 
different account use the drop 
down menu. This will be 
important if you participate in the 
AmeriCorps program.



Student Detail Page

Everything above the red line can be edited 
by the student. In fact, the student is 
responsible to make sure this information 
is up to date.

The only item students are 
able to change here is the 
field instructor. If there are 
other changes that need to 
be made, please contact us 
at socialwork@byu.edu

Note these important 
tabs…

If you are in 
your 
AmeriCorps 
account you 
will not have 
any agency 
information



CSWE Statistics

• The information on the CSWE Statistics page is important data that we collect in 
order to keep our accreditation. It is very important that you keep this information 
up to date.

FAQs -
Enrollment: Full Time
Method of Practice: Direct
Degree: masters
Year: Graduate



Forms

• In this section, you will fill out and sign online forms assigned to you by the Social 
Work Department. These will include your MSW Learning Agreement and Evaluation 
Form, and AmeriCorps time logs.

• Your forms page will look like this:

• Please note: you can only view your AmeriCorps forms if you have selected your 
AmeriCorps account from the drop-down menu. In addition, you will only see your 
agency forms if you have selected the correct account from the drop-down menu 



AmeriCorps Time Log

Time logs consist of the hour log, written 
reflections, statistical information, and 
signatures. They are completed and 
submitted monthly.



MSW Learning Agreement and 
Evaluation Form

This form is two forms in one. The 
learning agreement (in blue) is 
completed at the beginning of your 
internship and sets the terms of your 
internship. The Evaluation (in yellow) 
is completed at the end of the 
semester where both you and your 
agency supervisor evaluate how well 
you’ve done at meeting the terms and 
purpose of your internship.



Learning Agreement: Step 1

1. Open the form and scroll 
past the yellow box. You will 
find this.

2. Go through and for each 
Core Competency (1-10) 
indicate the learning 
activities you will complete 
during your internship to 
develop competency in that 
area.



Learning Agreement: Step 1 cont.

When you have 
finished step one, 
go back to the 
blue box and click 
“Sign Learning 
Plan Completion”
-The form will 
now go to your 
agency 
supervisor for 
review.



Learning Agreement: Step 2

-When your supervisor 
opens the form he/she 
will see the learning 
activities you have 
selected. He/She will 
review them and have 
the opportunity to 
email you if there is 
one you have not 
marked they feel you 
should include as part 
of your internship. 
-The blue box at the 
top will show that you 
have signed the form, 
and have a place for 
your supervisor to 
sign it.



Learning Agreement: Step 3

After the agency 
supervisor has signed 
the form it is sent to the 
Field Director. He/She
reviews the agreement 
and then signs the 
form. Once the Field 
Director has signed it, 
you are done with your 
Learning Agreement.



Evaluation: Part 1
You will complete the Evaluation at the 
end of the semester. Once your learning 
agreement has been completed the form 
converts to the evaluation.  You will go 
through and evaluate yourself and 
determine if you are (1) not competent, (2) 
competent, or (3) highly competent using 
the drop down box.

Once you 
have 
completed the 
self 
assessment, 
you will click 
to sign at the 
top of the 
yellow box.



Evaluation: Part 2
After you have signed, the form 
goes to your Agency 
Supervisor. He/She will use the 
drop down menu to evaluate 
you on each of the core 
competencies as (1) not 
competent, (2) competent, or 
(3) highly competent.

Once he/she is 
done, he/she clicks 
to sign the form in 
the yellow box.



Evaluation: Part 3

The final step is 
for the Field 
Director to 
review both 
the Student 
Assessment 
and the 
Agency 
Supervisor 
Assessment, 
assign the 
grade, and 
then sign the 
form.



Agency List

The Agency Detail 
contains all the 
information you need 
to complete your 
IRAMS except for the 
agency email. 



Important Things to Remember

• Once a form has been signed, if changes need to be made, you need to email 
Charlene at charlene_clark@byu.edu to request the signature be cleared.

• Form due dates signify the date they are due to the Field Director or Charlene. Keep 
that in mind as you prepare to sign these forms and send them off to your supervisor. 
Make sure to plan enough time for both of you to fill out and sign the forms.

• If you can’t access the MSW Internship Evaluation, check to make sure that the 
Learning Agreement has all the necessary signatures.

• All info needed to complete IRAMs except for the agency email is available in the 
Agency list.

• Most important: IPT is an important resource for communication between you, your 
agency supervisor, and the School of Social Work. Thus, it is extremely important to 
maintain correct contact  information for yourself and help us to do the same for 
your agency supervisor. 

mailto:charlene_clark@byu.edu

