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Dear Community Partner, 

Thank you for hosting an ECO intern! Your willingness to help foster growth for our ECO 
students is critical to their success, but more importantly, your community. Our faculty and staff are 
dedicated to creating avenues for community voice in conversations on our curriculum, as well as 
promoting equitable community partnerships for the capstone internship.   

The ECO major prepares students to meet the teaching and learning needs of communities in 
equitable ways.  We believe that every day you educate! Teaching and learning can be found in 
every community and profession; from teaching to youth development, policy reform, professional 
development and health care. 

The ECO major prepares students to work with communities by using their knowledge and 
skills in: 

▪ human development; 
▪ equity studies; 
▪ learning across contexts; 
▪ organizational change, and; 
▪ community-based research and practice. 

We believe in the power of community-based learning.  It furthers organizational goals, 
addresses community-identified problems and promotes student learning.  ECO students partner 
with a local organization to complete a year-long capstone internship.   

We look forward collaborating to further your organization and serve the community. 

  
In Partnership, 
 
 
Cassady Glass Hastings  
Lead Faculty 
 

Ryan Quigtar 
Community Partner Liaison 

 
 
 
 
 
 
 
 
 
 
 
 

3 
 



 

 
ECO CAPSTONE INTERNSHIP 

 
The ECO Capstone is a 3 quarter internship paired with a weekly in-class seminar.  
 
TIMELINE 
The majority of students intern November-May, with organizations deciding to host an 
intern in the summer and the placement process occurring in September. 
 
However, a small number of students intern May through November, with the decision to 
host being made in March and the placement process occurring in March. 
 
PLACEMENT PROCESS 
The placement process is modeled after a traditional job search.  Organizations have full 
control over whether, and who, they select as an intern.  

1. Organizations create internship listing(s), similar to a job posting, including priority 
projects, schedule parameters and required and desired qualifications.  

2. Students submit applications to 3-5 organizations 
3. Organizations have the option of interviewing candidates. 
4. Organizations select intern(s) or pass during the current cycle 

 
We promote mutually-beneficial partnerships; where students contribute their existing 
skills to organizational needs and students gain professional learning and development. 
However, a mutually-beneficial fit is not always achieved and some organizations will not 
receive an intern. 
 
APPLICATION MATERIALS 
All ECO internship applications will include: 

● Resume, Cover letter, LinkedIn page, and Equity Video  
● Any additional materials required by the organization or relevant to position 

* Students will submit a short answer video of themselves responding to the following 
prompt.  Community partners can customize this prompt to better reflect their 
organizational mission, values or priorities: 

 
Two of the learning objectives for the ECO major, directly address your ability to 
reflect on identities and biases, as well as demonstrate an understanding of systems: 
 
#8- Engage in ongoing reflection of identities and biases that affect personal and 
professional growth, and in order to effectively partner with communities. 
 
#9- Develop an active understanding of the complex cultural and institutional 
dynamics shaping educational settings in order to dismantle systemic barriers 
impacting youth and communities. 
 
In no more than 3 minutes, address the following prompt: 
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● How have your experiences to date furthered your commitment to continuing 
self-growth, and expanded your understanding of, and appreciation for, diverse 
populations and communities? 

● Share a specific example. How did this experience change/challenge you 
and your perspective. 

 
INTERNSHIP REQUIREMENTS 
Organizations provide the opportunity for students to engage in a service or product (or 
partial-product) that is of use to, and building capacity within, the organization. 

● Students complete approximately 10-15 hours of work per week through direct 
service, project-based tasks or a combination of the two.   

 
Community partners discuss ideas for projects/service roles with Community Partner 
Liaison prior to position posting.  The Community Partner Liaison will have an idea of the 
skills, interests and learning needs of the upcoming capstone cohort, he/she can guide 
brainstorming of a range of mutually-beneficial projects and services. 
 
Internship Presentations 
Upon completion of their internship, students give a five-minute “fast pitch” style 
culminating presentation of their community-based accomplishments, as well as highlights 
of their professional proficiency and desired future growth (based on the capstone 
outcomes). 
 
INTERNSHIP SUPPORT 
For Students: 

● The weekly capstone seminar will promote the reflection, integration and 
application of learning goals via internship tasks.  

● Our intention is peer to peer learning in the form of case study reflections, 
professional development and skill building.  

 
For Community Partners: 

● The Community Partner Liaison should be your first point of contact for any 
concerns or communication between you and the ECO Program.  

● A partnership agreement will be developed between UW-College of 
Education and you, our Community Partner.  

 
INTERNSHIP EVALUATION 
In addition to the learning goals related to organization-specific work and professional 
behaviors, student learning will be assessed based on 3 areas of outcomes: 

● Equitable Community Engagement  
● Equitable Teaching & Learning  
● Equitable Leadership 

Each of these three areas contains 5 specific learning outcomes, see Appendix.  
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Internship Preparation and Placement 
 
INTERNSHIP PREPARATION 
 
There are 3 types of preparation for the capstone internship: coursework, community 
exploration and professional preparation. 
 
Coursework 
 

The ECO major believes that knowledge is gained both inside and outside the 
formal classroom.  Prior to beginning the internship, students must complete all 5 
core courses for the ECO major, each of which provides useful knowledge to apply to 
their capstone experience. In these courses, students also get out of the classroom and 
into the community: 

 
EDUC 280 - Intro to ECO 
● Students explore communities along light rail through a “five senses survey”  
● Discussion of implicit and confirmatory bias. 

 
EDUC 251- Seeking Educational Equity and Diversity 
● Introduces the need for and challenges in establishing educational equity and 

diversity. 
● Appreciate the link between individual experiences and systemic/institutional 

dynamics 
● Consider students’ own cultural and educational background in terms of race, 

ethnicity, gender, sexuality, social class, etc. before they can "cross cultures" to 
understand someone else. 
 

EDUC 370 
● Observe teaching and learning in a variety of community-based contexts. 
● Identify the manifestations of teaching and learning, for example peer-to-peer, 

self-learning, one teacher and many students or one-on-one teaching. 
● Practice listening and observation skills through documenting teaching and learning 

across contexts. 
 
EDUC 472- Individuals, Groups, Organizations and Institutions 
● Introduces students to the processes and structures within organizations from the 

perspective of individuals, groups, organizations and institutions. 
● Apply organizational theory to a variety of community-based settings. 
● Understand how to identify the stakeholders of an organization 
● Familiarized with a handful of partner organizations and the surrounding 

communities through case study research. 
● Learn how to collaborate with different education constituencies by understanding 

the multiple cultures that develop within organizations. 
 

6 
 



 

EDUC 473- Community-Based Research and Practice 
● Assist students in understanding the principles and practices required for effective 

and equitable community-based research and practices. 
● Examine the complexities of working in partnership with communities and develop 

strategies for navigating these complexities in equitable ways. 
● Think carefully about power dynamics across stakeholders and develop strategies 

and practices to attend to them in thoughtful and intentional ways. 
● Hear directly from a number of community stakeholders in class  
● Complete a community asset mapping assignment 

 
Professional Preparation 
 

Preparing to be competitive for the internship selection process is the responsibility of 
the student.  We strongly suggest students complete several professional development 
activities during their junior year.  

 
Recommended professional development activities: 

● Resume workshop 
● Cover letter workshop and draft 
● Interview workshop and/or mock interview 
● Leadership and diversity trainings, as well as cultural-celebrations** 
 

**To expand their leadership development, cultural competence and commitment to 
anti-oppression, students are also encouraged to: 

● Attend leadership events such as those sponsored by the Husky Leadership 
Initiative (e.g. Fireside Chats or the Husky Spring Leadership Training), or other 
organizations on campus, such as the Leadership Without Borders programming 
through the Ethnic and Cultural Center. 

● Attend diversity trainings at UW (e.g. Safe(r) Zone, UndocuAlly, etc) 
● Attend UW or community-based cultural events (e.g. community celebrations or 

cultural festivals) 
 
ON-BOARDING AND TRANSITIONS 
We recognize there is a potential detriment to productivity when there is turnover 
between interns or multiple interns contributing to long-term projects.  By facilitating 
peer-to-peer learning between outgoing and in-coming students, we hope to lessen the 
burden on organizations. 
 
 
STUDENT SELF-PLACEMENT CRITERIA 
We do not encourage student-initiated self-placement internships but also want to honor 
students who are already invested in a community/organization that will further their 
professional development and meet the learning outcomes of the ECO capstone.  Any 
proposed self-placement must meet the following criteria: 
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● The Internship Mentor agrees to meet the learning outcomes and project 
requirements of the ECO capstone.   

● The student has an existing relationship with the organization or the 
community-based learning experience is also being used to satisfy a double-major 
capstone requirement.  

● The organization agrees to the ECO values of diversity, equity, inclusion and 
community engagement. 

● Signs site agreement 

International Students  
International students are required to apply for CPT 
 
Background Checks 
The UW - College of Education will perform background checks for all ECO interns and are 
run by A-Check Global, which consists of state and federal criminal history, sex offender 
history and SSN trace. This will be at the cost of the UW - College of Education. This 
background check does NOT include fingerprinting.  
**Please note: If your position requires additional screening such as fingerprinting, please 
notify the Community Partner Liaison and indicate in position description. 
 

CAPSTONE PRODUCTS, OUTCOMES AND PRESENTATIONS 
 
CAPSTONE PRODUCTS 
The ECO Capstone has two components:  

1. A service or product (or partial-product) fulfilled within the organization; 
something of use to the organization and building capacity within the organization. 

2. A five-minute “fast pitch” style culminating presentation of their community-based 
accomplishments, as well as highlights of their professional proficiency and desired 
future growth (based on the capstone outcomes). 

 
Component #1: Organizational Product or Service 
The organization-based product or service should, first and foremost, directly contribute 
towards the organizational mission and their current goals/projects.  
 
Component #2: Final Capstone Internship Presentation 
Students will prepare a brief presentation that highlights: 

1. Their contribution to an organizational service or product, 
2. A few highlights of professional proficiency and desired future growth, and; 
3. Summary of organization and the work being done in their community. 

 
The style of this presentation will be modeled after the Social Venture Partners (SVP) Fast 
Pitch program.  Presentations will be succinct, 5 minute synopses delivered in a 
professional manner. 
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Students will deliver these presentations at an annual ECO Capstone Internship Fair, at the 
end of spring quarter.  This event will be attended by internship mentors, current ECO 
students and ECO faculty.  (A smaller version of this event will be offered at the end of fall 
quarter for those interning spring, summer and fall quarters.) 
 
In addition to serving as a culminating experience for students, this Internship Fair will 
socialize ECO juniors as they prepare for the internship, as well as new community 
partners preparing to embark on hosting an intern.  It will also serve as an informal 
networking event for our community partners.  
 
A “Community Partner Appreciation” reception will also be included to recognize the 
significant work of our community partners in supporting the ECO major and our students. 
 
CAPSTONE INTERNSHIP OUTCOMES 
 
In addition to the learning goals related to organization specific work, students’ learning in 
the capstone internship can be assessed based on 3 areas of outcomes (Appendix A): 

1. Equitable Community Engagement 
2. Equitable Teaching and Learning 
3. Equitable Leadership 

 
The ECO capstone experience aims to promote a growth mindset in students.  As such, we 
do not envision that all students will be able to demonstrate “fulfilling” each of these 
outcomes through their capstone internship experience.  Rather, we hope to promote 
student growth and help students identify areas of strength, which they might highlight in 
future job searches, as well as areas of growth to enable continued professional learning. 
 
Students will periodically self-evaluate, and site mentors will evaluate students at the end 
of every quarter based  on each outcome using the following scale:  
 

Emerging → Basic → Proficient → Distinguished 
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Appendices 
Appendix A. Learning Goals 

EQUITABLE COMMUNITY-ENGAGEMENT 
Identify the capabilities of individuals, organizations and the community, through as 
asset-based or strengths-based lens. 
 
Demonstrate an understanding of the history and cultural perspectives of the community and 
partner organization. 
 
Articulate a couple organizational and institutional structures that impact equity and diversity 
outcomes.  Connect inequalities in education to their roots and/or connections in larger society.  
  
Understand the impact identity and privilege have on community work, as well understanding 
that individual identity intersects with other identities to impact community work, both within 
organizations as well as in larger community settings. 
 
Understand the connection between individual actions and systems change. 
 

 

 
EQUITABLE TEACHING AND LEARNING 

Demonstrate strong listening and observation skills.  
 
Identify knowledge centers in the community, and at various levels of power/authority. 
 
Identify structures and systems of learning in the community context, including documenting, 
measuring and assessing learning in multiple settings. 
 
Lead a small group, differentiating goals and teaching strategies based on group needs/skills. 
 
Recognize how inequities in the larger ecological context contribute to educational inequities. 
 

 
EQUITABLE LEADERSHIP  

Demonstrate an understanding of how positionality, privilege and intersectionality are shaped 
by society, and how they affect identities.  
 
Articulate an example of your ability to analyze issues from multiple perspectives and see the 
impact of different actions/paths/patterns on different constituencies. 
 
Contribute to the leadership capacity of someone else. 
 
Demonstrate ability to initiate and respond to feedback based on professional goals, as well as 
growth of self-growth in understanding personal biases. 
Articulate the difference between equity knowledge and equity skills. 
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Appendix B. Responsibilities in the Internship 
ROLES AND RESPONSIBILITIES  
 
ECO Student Intern: 

1. Complete all mutually agreed upon internship tasks to fulfill project and/or service 
requirements 

a. Complete tasks in a timely manner, as outlined in your work plan 
b. Meet time requirements, as expected of your site  
c. Proactively notify the Internship Mentor of university holidays or absences and plan 

accordingly. 
2. Proactively communicate with Internship Mentor regarding internship challenges or 

questions regarding responsibilities 
a. Seek Internship Mentor’s feedback on a weekly/monthly basis 

3. Serve as a positive representative of the ECO major and the UW  
a. Be on time for all shifts and proactively communicate changes to schedule 
b. Be professional at all times including dress (ask Mentor if there is a dress code), 

actions and language used 
c. Use culturally appropriate behavior and language for populations served  

4. Adhere to the Conduct Code outlined in ECO Internship Handbook & comply with UW 
Student Conduct Code (Chapter 478-121 of the Washington Administrative Code) 

a. Follow all policies outlined in the ECO Student Internship Handbook located on 
Canvas class website. 

b. Properly report any child abuse or neglect as outlined in RCW § 26.44.030 and the 
Community Partner and Student Handbooks. 

 
ECO Faculty and Staff:  

1. Ensure internship Mentors and student interns are informed of the expectations of the 
internship experience.  

a.  A copy of the community partner handbook and the student intern handbook will be 
distributed electronically.  

i. The community partner handbook can be found on the community partners 
page.  

ii. The ECO student internship handbook can be found on the canvas advising 
site. 

2. Provide a weekly capstone seminar to promote reflection, integration and application of 
learning goals of the internship. 

3. In cooperation with internship Mentors, assess the student’s completion of internship 
requirements through information and formal evaluations. 

a. Conduct observations, meetings, and site visits in coordination with internship 
partners  as appropriate during each internship cycle. 

4. Communicate and uphold a process to mitigate concerns during internship, for both interns 
and site Mentors (See Handbook). 

5. Review with community partners, and the advisory board all aspects of the capstone 
internship annually. 
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Community-Based Organization: 
1. Appoint an internship Mentor, who shall meet the following qualifications and perform the 

following duties: 
a. Internship Mentors should have sufficient professional experience to assist a student 

intern in successfully working in the community based organization and achieving their 
learning outcomes. 

b. Provide the intern with “real life” experiences that will increase his/her knowledge of 
aspects and complexities of working in community based organizations and the 
populations it serves, as well as opportunities to “practice” newly learned skills in a 
supportive environment.  

c. Co-create task responsibilities with the student intern and document them in the 
learning goals action plan. 

d. Establish clear expectations as to whether and how internship hours will be tracked. 
e. Set regular meetings with the intern to assess progress and answer questions to 

promote professional growth. 
f. Review the conflict resolution policy as outlined in ECO Community Partner Handbook 

2. If the intern will be working directly with minors, ensure he/she receives adequate training 
to spot and report child abuse and neglect. 

3. Provide working space for the intern, or protocol for working remotely if this is an option of 
the internship.  
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Appendix C. Student Conduct Code 

ECO STUDENT CODE OF CONDUCT 
 
The following should be used as a guide for student conduct during the ECO Capstone Internship. 
ECO students should always act in accordance with the UW Student Conduct Code, the governing 
policy for all students at the University of Washington.  However, the following document outlines 
additional specific behaviors and orientations that students should abide, avoid or endeavor to 
uphold during their capstone internship. 
 
 

Guiding Principles for Community-Based Work 
In addition to professional standards of behavior, our community-based work should always be 
guided by our values.  
 
The ECO major endeavors to build equitable community partnerships.  This requires continual 
reflection on our own power, privilege and positionality, as well as the meaning and manifestations 
of inequity, in all its forms. 
 
We also adopt an asset-based approach in all community interactions, and promotes the building 
and sustaining of mutually-beneficial partnerships.  

At the core of an asset-based approach is the belief that the starting point for all interactions should 
be strengths and assets, not deficits and weaknesses.  

Also, this approach promotes the belief that communities: 

● Have existing skills and competencies; 
● Can identify and address their own concerns; 
● Are capable of learning and solving their own problems, and; 
● Should be involved in the process of discovery and learning. 

 
As ECO students, we expect that you will further dedicate yourself to enacting these values and 
promoting equitable, mutually-beneficial community-based work. 
  
 

Code of Conduct 
Professional Behaviors 
Your appearance and behavior should give a professional impression to communities, clients, 
colleagues and faculty. 

● Follow the behavior and dress standards of your site and profession. Be mindful of lengths 
of skirts and shirts. 

● Engage in verbal and physical interactions that are appropriate to the environment and 
personal boundaries of individuals. 
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● In your oral and written communication with others, present yourself as a good citizen and 
a literate, knowledgeable, caring individual. This includes professional discretion in ALL 
forms of email and social media. Review all your social media accounts, and remove 
anything that could be considered unprofessional. Do not “friend” or communicate with any 
youth or client using a social media tool.  Do not use social media to discuss anything about 
individuals at your internship site. 

● Keep in mind that email communication is public, pervasive, and permanent. Be mindful of 
how your tone may be perceived; be aware of how what you write could be interpreted by 
anyone else who may read it. 

● Respond to email within a timely manner. If a building staff, Internship Mentor, or other 
team member emails you, you should read and respond to it within 24 hours.  

● Monitor and measure your responses and participation in discussions in a way that is 
respectful, especially in situations where multiple perspectives are presented. 

● Exhibit dependability and work calmly and flexibly under stress, e.g., work under time 
constraints, concentrate in distracting situations, make timely subjective judgments, and 
ensure youth/client safety at all times. 

● Never make or repeat false or malicious statements about colleagues in the university or 
community. 

● Do not engage in criminal activity or behaviors that violate University policies. 
● While engaged in program activities, do not possess, use, or be under the influence of 

alcohol, marijuana, tobacco or illegal drugs. 
● Do not have a weapon or explosive device of any kind on your person. 

 
Attendance Policy 

● Students are expected to actively engage in reading the material assigned for each class, 
prepare written responses, and discuss course material with colleagues. 

● Students are required to be on time and attend the full class period of all course and 
program sessions. 

● Students are expected to be on time and present for UW courses and agreed upon and 
scheduled internship days, times, and events. 

● Planned absences must be communicated to instructors and program administration as far 
in advance as is possible (students are responsible for anticipating consequences of absence 
and inquires about what is needed from them due to absence). 

● In the event that you anticipate missing an internship day, ECO students must contact their 
Internship Mentor. Irregular attendance will have implications for program completion.  

● Do not assume you have communicated until you have confirmation that your message was 
received.  

Maintain privacy and confidentiality. 
All clients served at your site have the right to privacy and to confidentiality of all records, verbal 
and written information, or information from a third party. While you may need to know certain 
private information for the purpose of your own academic learning or in order to complete an 
assigned task, this information is not to be shared with others outside your internship site except as 
required by law. 
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● When sharing information within your site, make sure you are doing so with the ultimate 

benefit of the population served in mind. Gossip is never appropriate. 
● Written information should be shared only in the most limited distribution possible to 

attain your goal. Be especially cautious in using e-mail to convey information about clients.  
● E-mail, Twitter and Facebook are considered public media. Treat anything you write on 

e-mail and social media as though it were publicly available. 
● Information shared with peers, employees and supervisors through papers and classroom 

documents or discussions should avoid personal identifiers that might enable someone to 
connect the information with a specific client.  

 
Safeguard the physical and emotional safety of the  community served. 
Do not engage in any activity that could reasonably be thought to jeopardize the health, safety, or 
wellbeing of youth, adults or any other clients served through your position. Please review site 
policies on safety. 
 

● Do not engage in behavior that is perceived to humiliate, bully, marginalize, oppress, or 
harm any person. 

● Do not engage in violent or abusive behaviors of any kind. 
● Do not engage in sexual contact, verbal or physical, of any kind. 
● If you have questions or concerns about a situation, ask your Internship Mentor, ECO 

Community Partner Liaison, ECO Director, Academic Advisor and Assistant Dean of 
Academic & Student Affairs.  

● If you see or hear something which threatens the physical or emotional health or safety of 
someone OR if you witness an event that threatens the health or safety of a client, you must 
report this to the proper authorities at once. In cases of imminent danger know and 
follow site emergency policies. Know and follow your site’s policy on the appropriate 
person to notify. Keep a record of when, how, and to whom you have talked about the 
situation.  

○ Examples of situations that may fall under this principle are: 
■ Suspected child abuse 
■ Weapons on site 
■ Physical or sexual contact among students or between students and adults 
■ Drugs, alcohol, or tobacco being offered to students by adults or other 

juveniles or being consumed by minors on organization premises 
■ Sexual harassment or harassment based on disability, sexual orientation, 

race, religion or other identities 
■ Derogatory name-calling or other verbal or physical humiliation 
■ Students who threaten to do themselves or others bodily harm are always to 

be taken seriously and reported to the proper authorities immediately 
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ECO Conflict Resolution Process 

The following process will be used to mediate conflicts that arise during the capstone internship. 
This could be a result of a site complaint, a student complaint, a mutual lack of fit, or a violation of 
the student code of conduct. 
 
Students are first encouraged to attempt, in good faith, to resolve any grievance with their 
internship mentor directly.  All parties are urged to make a sincere effort to resolve the issue, 
informally, at this level.   If you need support or coaching to have these conversations, the ECO 
Director and Community Partner Liaison are available to brainstorm, problem-solve and offer 
guidance. 

The Office of the Ombud of the University of Washington has been established to assist in the 
protection of the rights of all members of the UW community. In order to facilitate early and 
informal resolution of grievances, the ombud will be available, at the request of any party 
concerned, to act as an impartial conciliator. The Office of the Ombud may be called upon to 
intervene at any stage of grievance procedures. 

If informal resolution is not possible, the student or internship mentor must request the initiation 
of the ECO conflict resolution process.  This request should be made in writing to the ECO Director 
or the ECO Community Partner Liaison. 

Once initiated, the ECO Conflict Resolution Process follows the process below based on the type and 
severity of violation by the student.  Conflicts based on organizational actions follow the first 
process. 

 

Minor Violations or Organizational Actions 

Priority will always be to engage both parties (student and site) in a restorative process to try to 
repair the relationship.  If possible, priority will be to keep the student in their internship so the 
organization has their needs met and the student can continue to learn. 
 

1) Community Partner Liaison will start by having individual conversations with both parties 
(student and site) to hear their accounts of the issue of concern.  

2) Community Partner Liaison determines whether a mediated restorative conversation is 
possible and/or beneficial for both parties. 

a) If a restorative conversation is deemed to be beneficial, the Community Partner 
Liaison will act as a mediator for a joint conversation between the site and the 
student. 

b) If a restorative conversation is not possible (at the request of either the student or 
the site), but not as a result of a violation of the ECO Student Code of Conduct, the 
student is removed from their internship and a good faith effort is made to find a 
new internship position. 

c) If the student is accused of violating any aspect of the ECO Student Code of Conduct, 
which includes the UW Student Code of Conduct, the student is suspended from 
their internship site (until further notice) and the mediation moves to the process 
outlined below. 
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i) Should a student be temporarily removed from their internship site, the 
student will receive an X grade for their capstone course (EDUC 481, 482 or 
483) until the internship hours are completed, following the completion of 
the confliction resolution process.  These hours may be completed at the 
original organization or at another organization, should the student be 
re-placed. 

 

Egregious or Persistent Violations* 
This process will be used to address persistent or egregious violations of the ECO Student Code of 
Conduct. 

1) Upon receiving a formal complaint, the Community Partner Liaison will collect a written 
account of the violation from internship site mentor or faculty. 

2) Student is notified in writing by the Assistant Dean of Academic & Student Affairs  of a 
formal hearing to be made aware of the alleged violations. 

a) The student will be temporarily removed from their internship site.  They will be 
asked to discontinue their regular hours at their organization, as well as cease 
attending the capstone seminar (EDUC 481, 482 or 483). 

i)  The student will receive an X grade for their capstone course (EDUC 481, 
482 or 483) until the internship hours are completed, following the 
completion of the confliction resolution process.  These hours may be 
completed at the original organization or at another organization, should the 
student be placed with a new organization. 

3) Student attends a hearing with the Assistant Dean of Academic & Student Affairs  where 
violations and/or grievances are discussed 

4) After this hearing, the student has two weeks to submit a written petition contesting the 
violations.  

5) The Assistant Dean, at their own initiative, or upon petition by any of the parties involved, 
may appoint a three-person ad hoc committee to hear and review the evidence of a violation 
of the ECO Code of Conduct.  

a) The Assistant Dean's recommendation must be completed within 10 school days of 
the conclusion of the committee review. 

6) (In a separate but concurrent process, the Assistant Dean will also determine if there are 
reason to believe a violation of the UW Student Conduct Code occurred.  If so, the Assistant 
Dean will initiate proceedings as described in the UW Student Conduct Code.) 

7) The Assistant Dean will then notify all relevant parties of their recommendation, including 
the outcome of the committee review and other grounds on which the recommendation was 
based.  

a) The student has two weeks to file a petition challenging the decision 
8) The Assistant Dean and the ECO Program Director shall make a decision as to whether the 

student should be allowed to continue in the ECO Internship. 
a) If it is determined that the student’s behavior warrants another opportunity to 

continue in the capstone internship, either a student will re-enter their existing 
internship or another internship will be found. 
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b) Should these parties make a recommendation that the student’s behavior warrants 
removal from the capstone internship, a recommendation will be made to remove 
the student from the ECO major to the Learning Sciences and Human Development 
Area Chair and the Associate Dean for Academic Programs. 

c) The Area Chair, Assistant Dean of Student and Academic Affairs, and Associate Dean 
for Undergraduate Education read documentation, including student petition if filed, 
and make a final decision on student’s status in the ECO major. 

 

 

* Includes acts that violate someone else’s physical safety or psychological well-being and likely 
also violate the UW Student Code of Conduct. 
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Appendix D. Code of Conduct  

 Working with Minors  
1. GUIDELINES FOR APPROPRIATE BEHAVIOR WITH MINORS 

As a University of Washington employee or volunteer, it is our duty to prevent harm towards 
minors in our care. The following are behavior guidelines for staff while working with minors. The 
purpose of these guidelines is to provide a safe environment for both staff and minors, and to raise 
awareness of how to manage risk when minors are present in the program. “Minors” includes any 
youth under the age of 18 years old. “Staff” includes both employees of the University of 
Washington and volunteers.  “Parent” is considered both parents and legal guardians.  This policy 
should be provided to all new staff upon hire, and reviewed with returning staff on an annual basis. 
These guidelines emphasize the responsibility that staff, volunteers, parents, and minors each have 
in ensuring a safe and successful program. 

  
BEST PRACTICES FOR SAFELY WORKING WITH MINORS 
  

1.  Avoid being alone with a single minor where you cannot be observed by staff or other adults. 
2.  Do not discipline minors by use of physical punishment or by failing to provide the necessities of 
care. 
3.  Physical, verbal, emotional, or sexual abuse of minors is unlawful and is prohibited by state law 
and University of Washington policy. 
4.  Appropriate guidelines around physical contact should always be followed. Please see the 
following pages for these guidelines. 
5.  Do not have off-hours contact with minors.  Separate your private life from your work or 
volunteer activities. 
6.  Understand and respect the boundaries set by minors regarding physical touch or sharing 
personal information. 
7.  In sensitive situations and in case of injury, involve another staff member, adult, or parent. 
8.  Provide clear communication about the program at all times. Communicate the codes of 
conduct/rules/behavior to staff and minors at the onset of each program or event.  Share with 
parents how and what you are doing with minors and keep parents involved in an ongoing 
relationship. 
9.  Allow minors to opt out of distribution of contact information (except to designated staff as 
needed). 
10.  Minors are not allowed on program premises without a staff member present. 
11.  No Internet social networking with minors for personal reasons or through personal profiles is 
allowed by staff.  Networking through approved program sites/profiles may be used when the 
contact is related to programming. 
12.  Staff should understand the program emergency plan for responding to a crisis situation. In 
case of emergency, contact minor’s emergency contact person as soon as possible. 
13.  Communicate to your program lead all situations that may be questionable or a possible breach 
of these guidelines. If you believe someone has perpetrated abuse or neglect, immediately and 
confidentially report such violation to Child Protective Services or the police, and follow University 
guidelines for internal reporting, as applicable. 
  
2. PREVENTING HARMFUL RELATIONSHIPS WITH MINORS 
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 The following are specific actions staff can follow in order to avoid harmful relationships with 
minors. 
  
1.  Establish clear boundaries with minors, i.e. stating what are or are not appropriate conversation 
topics. 
2.  Do not have inappropriate physical contact (see chart below). 
3.  Treat all minors equitably, i.e. fairly and consistently. Avoid showing favoritism. 
4.  Do not discuss your personal life with minors. 
5.  Follow appropriate professional attire guidelines and avoid provocative or revealing attire. 
6.  Do not swear or tell off-color jokes. 
7.  Do not allow minors in your living quarters. 
8.  Do not transport minors in a private or UW operated vehicle without explicit program 
permission, and following proper procedures outlined by UW transportation services. 
9.  Do not discuss your own or minor’s sex life or activities. 
10.  Do not smoke or drink alcohol in the presence of minors. 
11.  Do not share sexually explicit literature, magazines, books, music, or videos except those in the 
context of a sanctioned, appropriate activity that relates to the educational objective of your 
program. 
12.  Seek support for high risk situations, such as discussions of very personal stories. 
13.  When in doubt, seek assistance from a program lead or supervisor. 
 
3. APPROPRIATE & INAPPROPRIATE INTERACTIONS 
The following chart lists unacceptable and acceptable behaviors and actions with minors. It is 
intended to give clarity to unacceptable interaction between staff (employee or volunteer) and 
minors and the consequences for those actions. The lists are illustrative and not all-inclusive; other 
behaviors may be identified. 

Zero Tolerance 
These behaviors, when 

substantiated, represent 
gross misconduct and may 

include termination of 
employment.  

Not Allowed 
These behaviors could result 
in corrective action up to and 
including termination of 
employment. 

  

Appropriate 
These behaviors are 

generally ok.  However, 
even appropriate touch 

can be inappropriate 
when excessive, done 

for staff’s personal 
pleasure or when the 

intention is to give 
preferential treatment.  
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PHYSICAL CONTACT: 
1.  Sexual abuse, molestation. 
2.  Physical abuse, 
punishment, discipline (e.g. 
use of physical force, striking, 
squeezing, whether used for 
behavior management or 
not). 
3.  Physical interaction 
involving intimate touch or 
other risk of injury (e.g. 
tickling, wrestling, twisting 
nipples, swinging minors by 
ankles or wrists, massages, 
caressing, sitting on lap, 
patting on bottom, kissing). 
  
OTHER ACTIONS: 
4.  Verbal abuse (e.g. yelling 
in aggressive or threatening 
manner; belittling, including 
making fun of the individual/ 
individual’s family, national 
origin, religion, sexuality, 
ethnicity, disabilities, sexual 
orientation; threatening 
bodily harm to the individual 
or individual’s 
family/friends). 
5.  Bullying, taunting; 
intimidation of physical force. 
6.  Using inappropriate 
consequences for behavior 
(e.g. closing minor in closet, 
cabinet; restraining minor 
inappropriately such as tying 
their hands with string, 
taping their mouth). 
7.  Neglect – failure to provide 
for basic needs of minors (e.g. 
failing to provide appropriate 
medical care, access to 
restrooms, or access to 
food/water). 
8.  Telling or asking a minor 
not to tell an adult or parent 

PHYSICAL CONTACT: 
1.  Frontal hugs and bear 
hugs. 
2.  Holding hands - intent is 
to eliminate special, singular 
relationships (ok for groups, 
games and with very young 
children who need 
assistance). 
3.  Patting on head 
(demeaning in some 
cultures) 
4.  Touching any parts of the 
body without consent. 
5.  Restraint of a minor 
(unless minor is an 
immediate danger to self or 
others; to avoid harm to a 
minor, physically redirecting 
minor to safety). 
6.  Being rough with minors 
for behavior management 
(eg. yanking arm, grabbing 
shoulder, pushing minor into 
position). 
7.  Roughhousing (aggressive 
physical contact, often for 
fun, minor not in control of 
body). 
8.  Lifting, carrying, 
piggy-back or arm-chair 
rides (exceptions could be 
for challenge course 
activities, group games, 
moving an injured minor). 
  
OTHER ACTIONS: 
9.  Emotional abuse (eg. 
sarcasm, harsh or abusive 
words; rejecting or stating 
you do not like a minor). 
10.  Neglect – denying snack 
or other comfort as a 
behavior consequence. 
11.  Personal gifts to minors 
or their parents (includes 
any gift, note, craft, food or 

PHYSICAL 
CONTACT: 

1.  Shaking hands. 
2.  High fives. 
3.  Hand signs and 
greetings. 
4.  Side hugs. 
 
Even physical contact 
that is considered 
‘appropriate’ must be 
consented to by the 
minor, and be 
appropriate for the 
situation. 
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of words or actions of staff or 
volunteers. 
9.  Founded violation from 
Child Protective Services or 
law enforcement agency 
relating to the safety of a 
minor. 
10.   Failure to fully cooperate 
with an investigation by 
program staff, the University 
of Washington, law 
enforcement agency or other 
authorized outside agency. 
11.   Sexual exploitation (e.g. 
sharing or taking nude 
pictures). 
12.   Being nude in front of 
minors under your care or 
direction. 

beverage intended to give a 
minor and/or parent special 
attention not given to 
others). 
12.   Losing a minor 
(depends on duration, 
when/where minor found, 
how occurred). 
13.   Crossing boundaries of 
appropriate and 
inappropriate interaction 
with minors (including 
telling stories of personal 
sexual relationships, illegal 
activity, siding with minors 
as opposed to supporting 
staff with rules). 
14.   Singling a minor out for 
favored attention or giving 
the appearance of grooming. 

ABUSE PREVENTION RULES, cont’d 

Zero Tolerance Not Allowed Appropriate 

PROCEDURES: 
13.   Supervisory staff 
instructing employee in 
mandatory reporting 
situation not to make a 
report. 
14.   Unauthorized off-hours 
contact, including but not 
limited to: babysitting, 
movies, foster care, weekend 
trips, dating, social 
networking and texting. 
15.   Dating a program 
participant who is a minor. 
16.   Serving food with nuts or 
other allergens to a minor 
with known allergies.  
  
ADDITIONAL: 
17.   Illegal activity on work 
time. 
18.   Undisclosed past 
criminal history (as required 

PROCEDURES: 
15.   Failing to report 
suspicion of abuse or neglect 
internally and to Child 
Protective Services. 
16.   Violating reporting 
procedures or failing to 
report rule-breaking to 
supervisor. 
17.   Supervisory staff 
instructing employee not to 
report a situation to risk 
management or human 
resources. 
  
ADDITIONAL: 
18.   Illegal activity outside 
program hours or off site. 
19.   Bringing or carrying a 
weapon into the program. 
20.   Being in possession of 
or being under influence of 
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by routine background check 
performed at hiring). 
19.   Using, selling or 
providing alcohol or illegal 
drugs on site, or in program. 
Selling or providing 
over-the-counter drugs to 
minors, except by 
documented parental 
authorization. 

alcohol or drugs on site 
and/or in program. 

  
Educating minors 
Minors may be informed in a manner that is age appropriate of their right to set their own physical 
limits for personal safety. They will be encouraged to tell an adult if someone is abusing them. They 
will also be encouraged to tell an adult if they are in a situation or observe something that makes 
them uncomfortable. 
  
Consequences of inappropriate behaviors 
The University of Washington and ECO take these matters seriously. In the case of suspected abuse 
or neglect of a minor, the University and ECO will adhere to existing policies and procedures for 
corrective action.  Actions taken will first and foremost consider the need to ensure the safety of 
minors participating in the program. 
  
4. HOW TO REPORT SUSPECTED ABUSE OR NEGLECT OF A MINOR 
All University of Washington employees and volunteers are required to report suspected child 
abuse or neglect to the authorities, as outlined below. 
  
Abuse can occur:  

1.   At home or away from the program; signs of abuse may be observed at the program, or 
a minor makes a written or oral disclosure. 
2.    During the program by an employee, volunteer or other adult or minor: 

a. Staff can break rules or cross boundaries of appropriate interaction with 
minors. 
b. Minors can act out by themselves or with other minors, including bullying, 
intimidation or other prohibited acts. 

If you have reasonable cause to believe a minor has been abused, or if a minor has disclosed an abuse 
to you, you have a duty to report that abuse to the proper authorities.  Failure to do so is a violation of 
ECO Guidelines for Working with Minors and may result in disciplinary action, up to and including 
dismissal. Even if you’re not sure whether something constitutes abuse, it’s better to have others help 
you decide, rather than keep information to yourself. 
  
If you are a mandated reporter, you are required by law to report known or suspected instances where 
a minor has been abused or neglected. Not doing so is considered a gross misdemeanor. You are a 
mandated reporter if you are an educator OR if you have regular supervisory authority over any staff 
whom you believe has caused a minor to suffer abuse or neglect. 
  

23 
 



 

At the first reasonable cause to believe that abuse or neglect occurred (off-site or on-site), or if you 
witness abusive behaviors, you must: 
  

1)  If the safety of a minor is of immediate concern, call the police: 
· Call 9-1-1 for immediate intervention. 
  
2) For all other cases, call either Child Protective Services (CPS) or local law enforcement within 48 
hours: 
· DSHS CPS reporting Hotline - 1-866-ENDHARM (1-866-363-4276), Washington State’s 
toll-free, 24/7 hotline. Depending on your location you may be connected directly to the 
appropriate local office to report suspected child abuse or neglect. TTY Callers - 1-800-624-6186. 
· Alternatively, call local police, specifically the jurisdiction where the incident occurred. If 
the incident occurred on UW-Seattle property, call UWPD at 206-685-UWPD(8973). 
  
Questions that will be asked when you call: 
· The name, address and age of the minor. 
· The name and address of the minor’s parent, guardian or other persons having custody of 
the minor. 
· The nature and extent of the abuse or neglect, including location and description of the 
incident. 
· Any knowledge of previous incidences. 
· Any other information which may be helpful in establishing the cause of the minor’s abuse 
or neglect and the identity of the perpetrator. 
  
You do not need to have all of the above information when you call to make a report, but the more 
accurate information you can provide, the better equipped the office will be to assess the child's 
risk. Provide the information you are able to obtain, as clearly and objectively as possible. 
Describing actions, symptoms, physical observations or telling what is said, is more helpful than 
giving your opinion. 
  
If you are unsure about whether a report is justified, you may use Child Protective Services (CPS) as 
a sounding board to help determine whether a report should be made and to whom. 
  

3. For cases involving abuse occurring in a UW program or on UW property, contact 
your supervisor immediately after making your report to CPS or law enforcement, and 
follow University instructions on internal reporting. Describe what occurred and who was 
involved, and any details regarding your conversation with CPS or law enforcement. 

  
ECO will adhere to existing policies and procedures for corrective action regarding the employee or 
volunteer, including suspension or termination from the ECO capstone internship. 
  
Confidentiality of information related to abuse is crucial and should be limited to the immediate 
supervisor, any authorities called, and designated UW internal reporting recipient(s). 
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