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Handshake Support

If you need assistance with the Handshake 
platform you can:

1. Use the Handshake Help Center to look for 
your specific question

2. Search the Experiences page of Handshake 
Help Center

3. Use the live chat feature on the Help Center 
webpage or through the Contact Support in the 

upper right corner
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https://support.joinhandshake.com/hc/en-us/categories/202711128-Students-Alumni
https://support.joinhandshake.com/hc/en-us/sections/115003703188-Tracking-Internships-Experiences-


Submitting Your Practicum Plan
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Log in to Handshake
*Please note: Once a Practicum Plan is started in Handshake Experiences, 

it does NOT save. It must be completed all at the same time*

1. Login to Handshake using SSO to access the 
Experiences feature
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Navigate to Handshake Experiences

2. Either on the left hand side or below the main 
banner, select Career Center.
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Navigate to Handshake Experiences

3. On the GWU page, select Experiences.
*Tip: you can make an appointment with the GWSPH Career Services 

here as well, browse upcoming events, register for events, and 
explore job/internship openings.
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Request an Experience
4. Under the main Experiences page, you can Request 

an Experience (aka submit your Practicum Plan) by 
either selecting the blue Request an Experience 

button or navigating to the Request an Experience 
Tab.
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Enter Details
5. The page that opens with the following section 

headers, this is the beginning of the Practicum plan: 
Details, Employer and Job.
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Input Site Information
6. Input all relevant information as it relates to your 

specific Practicum site.
a. Details --> You will select your Department or Programs 

specific Experience type and the term you are beginning 
your Practicum.
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Input Site Information
b. Employer--> The Employer is in fact your Practicum site.

*Note: In Handshake as of May 2023, Employer = Organization you 
are completing your practicum. Include your sites location (i.e. city and state 

or country) – no other information is needed in this section.
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Input Position Information
c. Job --> The Job section asks general information related 

to your specific Practicum experience.
Include your position title, select Experiential Learning under Job Type, identify if 

you will be full-time or part-time under Employment type, and if you are paid. 
Ensure that you check the "Add experience to profile" box.
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Add Approvers
d. Approvers --> Under Approvers, include your preceptors email 

address. As you type your preceptors name additional text boxes will appear 
for you to populate. If your preceptor is new to Handshake then their 

contact information will not appear, but if your preceptor has used 
Handshake before the text boxes will auto-populate.
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Prerequisite Confirmation
e. General --> Under the General section, indicate if you have completed 
your CITI Training . This is required for all MPH students to complete within 
their first term/quarter of their MPH program here at GWPSH. Completion 
certificates are to be submitted to studentrecrods@gwu.edu. Also select 
which prerequisite courses for your specific Department or Program you 
have completed – *do not include those you are enrolled in for a future 

term. Once done, select the blue Next Page button.
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mailto:studentrecrods@gwu.edu


Preceptor Information
e. General --> After selecting the Next Page button, additional questions 

related to your preceptor will be populated under the General section. If 
your department utilizes the excel APEx Practicum Plan Template, this 
information can be found in Tab 1. The first box does not need to be 

populated.
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Preceptor Information
e. General --> Under the justification narrative section, make sure you 
have answered all four of the questions included in the statement. Select 

the blue Next Page button to proceed.

16



Practicum Logistics
7. The Practicum Logistics section includes important 
questions relevant to your Practicum. Populate each 

box and select the blue Next Page button.
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Fill in Your Practicum Plan
8. This next section, Practicum Plan, is the last section 
you will complete before you submit your Practicum 

Plan for review.
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*Note: If your 
department utilizes 
the excel APEx
Practicum Template, 
you will find the 
majority of this 
information under 
Tab 2 (Scope of 
Work). You can copy 
and paste what you 
have there into 
Handshake.



Fill in & Submit Your Practicum Plan
A. Create a unique Practicum title for your experience and a brief summary of what your overall 

Practicum will entail

B. Select your three foundational competencies that you plan to attain throughout your entire 
experience. ONLY select 3.

C. Select your two program-specific competencies you plan to attain throughout your entire 
experience. ONLY select 2.

D. Include a description of your activities – a minimum of two are required. As well as describe 
your deliverables and how they will prove attainment of your selected competencies.

i. Each deliverable does not need to prove attainment of all five selected competencies but 
across your two work products all five must be represented.

ii. These descriptions are not only a description of what your deliverable is but how through 
the development of your deliverables you will learn or display your selected 
competencies.

iii. You are allowed to have more than two work products however, all work products must 
be described. It is possible that deliverables change due to site priorities and you will have 
an opportunity to make changes to these descriptions in your final evaluation.

E. Select the Green Submit an Experience button
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Edit Your Practicum Plan

F. If a red Error message pops up indicating that some errors 
were made in the submission, you will be informed of which 
questions need editing at the very bottom of your form just 

above the green Submit an Experience button.
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Practicum Overview
9. A successful submission will direct you to your 

Practicum Overview.
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Learning Objectives
10. On your overview page, it’s recommended that you toggle 
to the Learning Objectives tab and select the blue + to list your 
specific activities and competencies as a quick reference point. 
This can easily be copy/pasted from the Details tab and allows 

for you to edit your plan if necessary.
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Submission Confirmation
11. Your plan has been successfully submitted! Your preceptor will be the 

first to review your plan and approve it. They have 15 working days to 
approve your plan, as such it’s recommended that you connect with your 

preceptor as soon as you submit your plan in Handshake to flag to them that 
an email with a hyperlink to approve should be in their inbox shortly.

You should receive an email shortly indicating that your request has been 
received.
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After your Practicum Plan is Approved
(but before you can begin your Practicum)

*Not for Health Policy Students*
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Approval Email Notification

1. After your Preceptor and your Practice Team has approved 
your plan you will receive an email notifying you.
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Navigate to Handshake Experiences

2. When you have received the email from Handshake, login to 
your Handshake account and navigate to the Experiences 

feature again.
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View Practicum Details

3. Under the main Experiences tab, select the View Details 
button of your approved Practicum experience.

27



Download Your Practicum Plan Details

4. Once the page is open, select Ctrl+P to print a copy of your 
Practicum plan to your desktop as either a Word doc or PDF.

Name your Practicum Plan: Your First and Last Name_Practicum Plan
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Download Your Endorsement Form
5. Download the Fillable Endorsement from under Attachments 

and email it to your preceptor. Have them complete the form, 
and then email it to your Practice Team for their signature. They 

will share a fully signed version back to you.
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Submit to the Office of Research Excellence 
(ORE) via the Student Project Oversight Portal

6. Once your Endorsement form is fully signed and your 
Practicum Plan is saved to your computer, navigate to the 
Student Project Oversight Portal, respond to the survey 

questions and upload your saved Practicum Plan and the 
Endorsement form that was emailed to you by your Practice 

Team. The survey is more than one page and you will receive a 
confirmation email if your submission was successful.
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https://cri-datacap.org/surveys/index.php?s=T3783HC8Y4


Determination from the Office of Research 
Excellence (ORE)

7. Approvals from the Office of Research Excellence take 
anywhere from 48 to 72 hours. Only after you have received a 
determination email from the Office of Research Excellence 

may you officially begin your Practicum hours.

NO hours before the determination email can count towards 
your required 120 hours.
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Important Note

8. If you receive any emails from Handshake that are for a 
Midpoint Attestation or Final Evaluation, save these emails for 
use when you have reached 60 hours and 120 hours at your 
Practicum site. You should only complete these at the middle 

and end of your Practicum project.
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Midpoint Attestation
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Accessing the Midpoint Attestation

1. You can access your Midpoint Attestation by accessing the 
hyperlink in the email sent to you early in your Practicum.

If you do not have a copy of the email with the hyperlink, 
reach out to your Practice Team to have them send you the 

email directly.
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Completing the Midpoint Attestation

2. Complete your Midpoint attestation – results will NOT be 
seen by your Preceptor, only your Practice Team.
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Final Evaluation
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Accessing the Final Evaluation
*Please note: Once a Final Evaluation is started in Handshake Experiences, it 

does NOT save. It must be completed all at the same time*
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1. Similar to the Midpoint Attestation, you received an 
activation email early in your Practicum experience which 
you should have saved until you were done with your 120 
hours. If you do not have a copy of this email, notify your 

Practice Team and they will resend the email to you.



Completing the Final Evaluation
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2. Select the Take Final Survey button and complete the 
survey.



Reviewing Your Practicum Plan
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3. If you need to review your Practicum Plan before 
completing, login to your Handshake account and navigate to 
the Experiences feature to review the Details and/or Learning 

Objectives.



Completing the Final Evaluation
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4. When completing the Final Evaluation, each deliverable does 
not need to prove attainment of all five competencies, but 
across all your described deliverables you MUST have five 

competencies checked off.



Completing the Final Evaluation
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5. On the first page it will ask you if you have uploaded your 
deliverables to the Attachments section, this can either be done 

before you start the Final Evaluation or after and is 
REQUIRED. 



Completing the Final Evaluation
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6. Select Next Page to evaluate the Practicum experience and 
then evaluate your Preceptor.



Submitting the Final Evaluation
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7. After completing all three pages of the Final Evaluation, 
select the green Submit evaluation button. 



Uploading Your Deliverables
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8. Once you submit the Final Evaluation, navigate to the 
Experiences Feature within Handshake and select View Details 

of your Practicum Experience.



Uploading Your Deliverables

46

9. On this home page of your experience, there is a blue New 
Attachment button, select it.



Uploading Your Deliverables
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10. Upload your deliverables, one at a time. A minimum of two 
is required. Be sure to click the green Create Attachment 

button.



You're Finished!
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11. A green banner will appear that indicates a successful 
upload. 

Once you have uploaded two deliverables, you are officially 
done with the Practicum!

Wait to hear from your Preceptor or Practice Team if there are 
any questions, if you do not hear from them, check your profile 

to see if everything was approved indicating you will receive 
credit for the Practicum/APEx.


	Handshake �Student Manual
	Table of Contents
	Handshake Support
	Submitting Your Practicum Plan
	Log in to Handshake
	Navigate to Handshake Experiences
	Navigate to Handshake Experiences
	Request an Experience
	Enter Details
	Input Site Information
	Input Site Information
	Input Position Information
	Add Approvers
	Prerequisite Confirmation
	Preceptor Information
	Preceptor Information
	Practicum Logistics
	Fill in Your Practicum Plan
	Fill in & Submit Your Practicum Plan
	Edit Your Practicum Plan
	Practicum Overview
	Learning Objectives
	Submission Confirmation
	After your Practicum Plan is Approved �(but before you can begin your Practicum)
*Not for Health Policy Students*
	Approval Email Notification
	Navigate to Handshake Experiences
	View Practicum Details
	Download Your Practicum Plan Details
	Option 1: Download Your Endorsement Form
	Option 2: Download Your Endorsement Form
	Submit to the Office of Research Excellence (ORE) via the Student Project Oversight Portal
	Determination from the Office of Research Excellence (ORE)
	Important Note
	Midpoint Attestation

	Accessing the Midpoint Attestation
	Completing the Midpoint Attestation
	Final Evaluation

	Accessing the Final Evaluation
	Completing the Final Evaluation
	Reviewing Your Practicum Plan
	Completing the Final Evaluation
	Completing the Final Evaluation
	Completing the Final Evaluation
	Submitting the Final Evaluation
	Uploading Your Deliverables
	Uploading Your Deliverables
	Uploading Your Deliverables
	You're Finished!



