Unit 1: (Weeks 1-2)

ORI ENTATI ON
| ntroduction to (AGENCY)

Overvi ew

The BGSU social work student is in the field approximtely 32
hours per week for one semester totaling 448 hours. One day per week is
spent on canpus including a 3 hour sem nar

This field manual is divided into 5 units designed to conpl ement

the Social Wirk 430 senminar. You should work at a speed that will enable
you to have the best |earning experience. It is assunmed that you may
work ahead if you conplete a unit early. This manual is intended to
gi ve you ideas that will help you work ahead and structure your | earning

goal s to maxim ze your |earning opportunities. This contract is
designed to specify the responsibilities of both the student intern(s)
and the field instructor(s) in the field placenent. Revisions may be
negoti ated by mutual agreenent of the two parties.

This Field Training Manual (FTM w Il function as your
i ndi vidual i zed educational plan and you need to make sure you fill in
bl ank spaces and review with your field instructor. Get each unit
signed by the field instructor upon conpletion. The conpanion to the
FTMis the five unit document entitled BOALI NG GREEN STATE UNI VERSI TY
BSSW MODI FI ED BLOCK SENI OR | NTERNSHI P STUDENT FI ELD EVALUATI ON.  The
eval uation units are to be conpleted at the end of weeks 2, 4, 7, 11
and 14. A copy is to be kept by the student and the field instructor
It will be nade available to your faculty liaison at nmid termvisit for
review and a copy of the final version is to be given to the faculty
teaching the senior senminar at the final class session

Term nation of placement may be initiated by the student, agency,
or faculty liaison person, but it nust be done in a planned way to
m ni m ze damage to agency services and clients, as well as to the
student. The field Coordinator is to be advised, in witing, by al
parties |listed above (including students) as to details leading to
possi ble and / or eventual termination of a student's placemnent.

BACKGROUND
Orientation at (name of agency) i nvol ves
neeting and becomng famliar wth the . (Add anyt hi ng that

descri bes your agency).



Supervi sion and Journal Witing

Supervision will be once a week for one hour at (time)
on (day).
This supervision will be conducted by a BsSw

with two years practice experience or an MSWIevel social worker who is
licensed or certified as required by Ghio Law. Oher staff nay provide
addi ti onal supervision or field instruction activities. (Include

nanes/activities as appropriate.)

The field instructor will attenpt to provide you with a caring, |earning
relationship that will enable you to exam ne your strengths as a

prof essi onal social worker. The relationship should also foster greater
sel f awareness as our personal and professional selves inevitably run
together. Beconming a caring know edgeabl e social worker is nore than
knowi ng skills. It is also knowi ng your strengths and how to achieve
your own sense of well being. Wbb (1988) believes it is the

i ntegration and use of personal and professional self that makes a
soci al worker.

The instruction of a student in placenent is a demandi ng but
rewardi ng job. The field instructor should view the student as a
potential professional colleague, not as a client. Therefore, the field
i nstructor should not do therapy with the student. The field instructor
needs to bear in mnd that in relation to students, he/she is a teacher
a role nodel and evaluator, all at the same tine.

The basic task of the field instructor is to help students devel op
skills in anal yzing, choosing intervention nethods and carrying them
out, to help students seek alternative nethods to those which are
unsuccessful, and to hel p students nove toward i ndependent functioning.

Each unit of this nanual shoul d be discussed I n supervision
Revi ew the Unit before neeting with the field instructor, conplete the
| earning activities required and work on the recomended activities if
you have tine left after conpleting the required activities. |If you
still do not have enough to do ask as you should not be bored. You may
wor k on your Agency Eval uati on Paper data collection, as well as the
grant/research project during the practicumhours as tinme permts.

Pl ease discuss this with the field instructor for planning.

You are expected to take an active part in your |earning and
supervision/education tine fromthe field instructor (FI). One way to
hel p you becone aware of your feelings and thoughts is to journal events
and your thoughts and feelings about those events. Journal witing
of fers one the opportunity to see strengths and areas that need change.
It is a tool to help you exam ne your feelings, what caused the
feelings, and how you can refocus.

Raynmond Fox (1982) wote on the use of the journal log as a way to
enrich clinical practice with clients. He listed 14 advantages and 5
guidelines for the use of the |log. These advantages and gui delines can
al so be useful to both the student and the FI in providing an enriched
field practicum The advantages are as follows, and are applicable to
practice:

1. The | og encourages a stance of inward attention
2. It devel ops a degree of confort in self-observation and self-
reporting;
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3. It heightens self-awareness and fosters alternative ways of view ng
onesel f;

4. It establishes a sense of conpetence in being able to discipline and
reveal onesel f, which is ego-enhancing;

5. It lends itself to incisive self-reflection, especially when entries
are reviewed over tinme;

6. The | og supports an appreciation of strength, rather than
disabilities, In patterns of thinking, feeling, and behavior

7. It traces the antecedents and consequences of patterns of thinking,
feeling, and behaving;

8. It unfreezes thinking and feeling, naking possible reinforcenent of
noverment and change;

9. It heightens sensitivity to others and their conduct in rel ationships
with oneself;

10. It docunments in witing the process and content and transition of
the client while in therapy;

11. The log helps the client to be nore receptive to spontaneous

per cepti ons;

12. It helps the therapist better attune to what is happening within the
client;

13. It provides the therapist with conprehensive data about the client;
14. It provides, for both therapist and patient, continuity during
breaks and ot her separations (pp. 100-101).

The guidelines Fox laid out are sinmple and should be noted as | og
witing inforns and enhances wel | - bei ng.

1. _The log is voluntary. It is not forced, and pressure should not be
exerted to maintain the log. This would defeat its purpose. Anyone
forced to keep a log will not fully express what is really going on, and

its use woul d be counter productive.

2. It is not graded or judged. It is not neant to be an ordeal

Rather, it is an added opportunity to spell out ideas, beliefs,
attitudes, and feelings in whatever manner best suits the needs of the
client and the professional assessnent of the therapist.

3. It is descriptive and explicit. It elaborates as much as possible,
and expands on thenmes in as vivid detail as possible, using concrete
| anguage rather than generalities or abstractions.

4. The witing of the log and the formit takes is as inmportant as its
content. It is not sinply a post-facto reporting, but rather an
i ntegral component in the experience of expressing oneself.

5. Spontaneity and honesty are crucial. The witer is encouraged to put

aside the requirenents and restrictions usually associated with witing,
all owi ng the privacy of self-expression (p. 101).

LEARNI NG OBJECTI VES

1. Introduce agency staff to student(s) and student(s) to agency.
Beconme famliar with the physical lay-out of the facility.

2. Introduce student(s) to field placenent, fell ow students, their
field instructor and method of supervision (will involve observation and
di scussion of class naterial). Met staff, |earn nanes and duties.
Under st and agency's overal |l program and services provided.
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3. ldentify the mssion of the agency.

4. Locate the major clinical and administrative areas of the
agency and identify their function

5. Name the nmj or program areas of Social Wrk Service.
6. Becone famliar with the organizational charts of the Agency.

7. Becone famliar with the agency nonenclature, eligibility and
servi ce di sbursenent.

8. Provide equi pnent necessary to do assigned tasks such as
desks, maps, supplies, and comunity resource directories. Explain
access to clerical assistance and operation of equi pnment such as fax
machi nes, phones, conputer, and dictation equi pment. Students clerica
needs should be treated in the same nmanner as other social work staff.
Meno to staff, fromFl, introducing and wel com ng interns.

9. Explain rei mbursenent policies for out of pocket expenses such
as purchasing neals for clients and use of personal car for agency
pur poses.

10. Explain rights and responsibilities of students in the agency.
(a). Describe how students will gain exposure to the mgjor
conponents of the agency and how these interrel ate.
Student to receive volunteer/intern manual and job description

(b). Describe opportunities to interact with other
prof essional s and other social workers in the agency.

The first two weeks the student will be oriented to various departnents,
neet individual units, and shadow vari ous probation officers. After two
weeks the student will be assigned a snmall casel oad and work with

probationers and their famlies.
11. Begin to devel op support systens anmpngst fellow workers

12. Negotiate the |earning goal s/needs and nethod of
supervi sion/l earning nost appropriate to the student.

1. ldentify strength and weakness areas. Social work is so varied that
it is inportant to focus on the identified areas to pronote growh
on an individualized basis in field practicum

2. Oientation to any safety issues unique to the agency. See field
supervi sor.

3. Gather data for AGENCY EVALUATI ON PAPER

REQUI RED LEARNI NG ACTI VI Tl ES:

4. Attend Social Wrk Oientation and tour facility. Person in charge
is the Social Wrk Field Instructor, .

Becomre knowl edgeabl e about the system and the agency.



2. Read in house agency phone directory. Obtain fromintern office.

3 - 7. Read agency Mssion Statenent. Located in the ar ea.
Become knowl edgeabl e about the mission, goals, and service provided.

a. Tour agency library.

a. Read personnel rules and regul ations including the grievance
procedure. LOCATED

c. Read the Strategic Plan and annual reports as avail able.

b. Read agency policy manual including confidentiality policy. See
field supervisor.

8 — 9. FI or other designated staff should review any policies that
m ght be different for students than those listed in policy manual
designed for staff. Agency staff should explain details in regards to
obj ectives 8 — 9.

10. Read and becone famliar with this Field Traini ng Manual

11. The student will be assigned to a unit or department and will
attend staffings, neetings, agency visits, court hearings, etc. as
det erm ned by FlI

12. Clearly define goals and objectives so field instructor and intern
both share nmutual goals for all 5 Units.

13. Additional videos, articles, books, etc. may be assigned as needed.
observation will help the student continue the process of identifying
t hese needs during the first 6 weeks of placenent.

14. Attend any safety staff devel opments avail able, review procedures on
bl ood borne pat hogens, physical safety, etc. with FI.

15. Interviewthe following to assist you in conpleting the agency
eval uation paper: (list all that are appropriate by position & / or
nane)

A

B

C

D

READI NGS/ VI DECS:

OPTI ONAL:

A. Jacobs, Cathy. "Violations of the supervisory
rel ationship: An ethical blind spot."” Social Work, 36:2, My 1991, 208-
212.

B. Kadushin, A (1986, July). "Ganes people play in
supervision." Social Wrk, 13, #3.

Conpl et e Schedul e

a. List School Holidays:
b. List Agency Holidays:




Student will make up the hours for Agency Holidays only. Tine sel ected
to conplete these hours is:

Hour Monday Tuesday Wednesday Thur sday Fri day

c. List any Wekend or special events lasting nore than an
ei ght hour shift in which the student will be participating.

Student Responsibilities

Student is expected to:
1. Be punctual. Be at the agency at the specified tinmes.

2. Sign in and out of agency in the sane fashion as other staff. Also
keep a log of hours in field placenent in order to docunment that the
total hours required.

3. In case of illness or other problemcreating tardi ness or absence,
the student will notify the field instructor in the sane fashion as
other staff are required to notify the agency.

4. Comply with agency policy relative to personnel, dress code, and
groom ng, etc. (Policy Manual).

5. Abide by other regulations pertaining to agency staff such as
regul ati ons prohibiting certain conduct, regulations pertaining to
handl i ng of records. (Students are not to take records or working
projects hone). This includes respecting the confidentiality and
dignity of clients. Conduct self in a professional manner with staff and
clients.

6. Comply with the NASW Code of Ethics.

7. Make up tinme missed for illness or bad weather. Students have 30
days after the senester to conplete hours lost to energencies.

8. Hours counted towards the 448 total include staff devel opnent,
assigned comunity meetings attended, agency visits, and travel time to
neetings as granted other staff.

9. Be flexible when neeting clients. Service needs require it.

10. Participate in devel opnent of this educational contract by
speci fying | earni ng objective/goals.

11. Participate in self evaluation and di splay openness to critica
eval uation of student's perfornmance.

12. Contact the faculty liaison, should problenms develop in the agency

whi ch the student cannot resolve in cooperation with the assigned Field
I nstructor.
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13. Attend the Sem nar (SW430) and conplete all assignnments on due
dates in SW430 and SW 423.

REFERENCES

Fox, R (1982, Summer). The personal | og: Enriching clinica
practice. Cinical Social Wrk Journal, 94-102.

Swenson, C.(1988). The professional |og: Techni ques for self-directed
| earning. Social Casework, 69, 307-311

Webb, N. (1988). The role of the field instructor in the
socialization of students. Social Casework, 69, 35-40.



Unit Il (Weks 3 -4)

SELECTI NG PROQJECTS / BECOM NG FAM LI AR W TH RESOURCES

LEARNI NG OBJECTI VES

1. Discuss initial grant or research ideas with Field Instructor to
sel ect an appropriate project. Discuss project with other staff as
recommended by the Field Instructor.

2. Negotiate, with your Field Instructor, the 5 or nore agencies that
interrelate with your agency to be visited and begin to make
appoi nt nents.

3. Select community nmeetings you will attend with aide of Field
Instructor and confirmdates of the next schedul ed neeting.

4. Introduce information to increase understandi ng of how the
i nterdi sciplinary team works.

5 Fam liarize student with the Managenment |nfornation Systens Manual .
1. Continue orientation to agency services.
2. Prepare a treatnment or service plan.

LEARNI NG ACTI VI TI ES

Specify project selected and target dates for conpletion.

2. Five agencies to be visited:
. date visited:
B. schedul ed date:
C
D.
E.
Li st comunity neetings attended with dates:
Li st team neetings attended with dates:

REQUI RED READI NGS:
OTHER

3

4

5.

A. MS or policy and procedures nanual
B.

6
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OBSERVATI ON OF: Agency procedures, Intake, and various staff
ntervi ews.

7. Prepare a plan for one on one interview session with assigned client
whi ch integrates the materials fromthe readi ngs.

O her agencies nay be added based on interest and
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availability. List here if other visits are conpleted during the rest
of the semester.

Unit I1l: (Weeks 5 - 7)
PROFESSI ONAL AND WORK PERFORNMANCE

LEARNI NG OBJECTI VES

1. Familiarize student with other departnents that nmay exist in the
agency.

2. Denponstrate ability to establish an enpathic relationship with an
i ndi vidual client, engage that client in the therapeutic process, and
gat her data required by the agency.

3. Participation in at |east one group as |eader, co-facilitator, or
observer.

4. Understand the students role in the agency.
5. Discuss issues of cultural diversity and wonen's issues as they
relate to the_(agency) popul ation

REQUI RED LEARNI NG ACTIVITI ES

1. Spend one day observing the follow ng units:

2. On at |east one case:

a. Conplete a new social assessnment (social history) on one client or do

an update interview with one client.
b. Read and review the case history of the assigned individual client

c. Chart observed changes in behavior of client. Note any positive
changes or any deterioration

b. Participate in a famly interaction or activity as avail abl e.

3. Determ ne how many groups you will be doing and plan the focus or
activity for those groups. Deternine if you will participate in an
existing group of if you will be form ng a new group. This should be

started by week 5. Specify 1 — 3 groups by nane. G oups may be
soci al i zati on, educational or therapeutic in nature.

4. Wite a description of your role / function in placenent that wll
appropriate for your resune and discuss it with your Field Instructor
5. Attenpt to arrange client contact with popul ati ons of soci o-

econom ¢, sexual orientation, age, cultural and/or ethnic backgrounds
different fromthose of the students. (ldentify target popul ations).

READI NGS/ VI DECS

be



REFERENCES

AT M D TERM THE FOLLOW NG SHOULD BE COWPLETED BY FI AND STUDENT PRI OR TO
VISIT BY THE FL.
STUDENTS STRENGTHS

AREAS | DENTI FI ED FOR | MPROVEMENT | N 2ND HALF AND PLANS TO ACHI EVE GOALS

STATE ANY TASKS OR GOALS FROMUNITS | - |11 REMAINING TO BE COVPLETED
AND VWHY THESE WERE NOT YET COWVPLETED.

STATE OPPORTUNI TI ES STUDENT DESI RES THAT MAY NOT HAVE BEEN | DENTI FI ED
EARLI ER THAT STUDENT W LL HAVE A CHANCE TO PARTI Cl PATE I N DURI NG THE 2ND
HALF. LI'ST ANY | SSUES NEEDI NG TO BE DI SCUSSED WTH FL AT M D TERM VI SI T.
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Unit 1V (Weks 8-11)
PROFESSI ONAL SKI LL DEVELOPMENT

LEARNI NG OBJECTI VES

1. Discuss professional and staff devel opnent needs with Field
I nstructor.

2. Understand techniques to avoid burnout in THE AGENCY

3. Denpnstrate an ability to conplete all types of docunentation done
by the social work depart nment ( or agency.)

4. Participate in an Adm nistrative neeting and denonstrate an ability
to understand how the activities relate to the community or the agency.

5. Conplete the data gathering phase of your grant or research project.

6. Continue to develop skills in group work, case work, and nacro-
pl acenent activities.

REQUI RED LEARNI NG ACTI VI TI ES

1. List any conferences, workshops, or in-service training you
att ended Dat e( s)
1. Talk with staff about techni ques they use to avoid burnout and

mai ntain their notivation.
2. List paperwork student is famliar with and can conplete accurately

nost of the tinme.
4. Attend the follow ng neetings:

a. Attend a staff neeting Dat e Ti me.

(list available from supervisor).

(list any other Board or in house administrative neetings that the
student Is permitted to attend listing date and tinme of neetings)

b. Attend a community neeting Group sel ected Dat e Ti me.

c. Attend any intra or inter comunity meeting possible such as rehab,
psych services, or plan of care neetings and specify which you attended.
Unit Meetings

Dat e('s)

Department Staff Meeting
Dat e( s)
5. Begin draft preparation of your grant or research project and submt
to your Field Instructor for coment.

3. Add specifics on nunber of micro practice cases, groups or macro
projects not previously |isted.

READI NGS
REFERENCES

Unit V (Weeks 12-15)

TERM NATI ON / TRANSFER
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LEARNI NG OBJECTI VES

1. Learn to recognize and deal appropriately with transition and
term nation enotions of individuals, groups, and yourself as the worker.

2. SUBM T CASE AND GRANT/ RESEARCH PRQJECT TO FI FOR FI NAL APPROVAL

BEFORE PRESENTI NG | N CLASS.
3. Attend to termnation with staff.

REQUI RED LEARNI NG ACTI VI TI ES

1.a. Engage clients in discussion of the ternmi nation process in your
groups and with your individual cases.

1.b. Pl an appropriate termnation activities with clients as needed.
(1). Plan to neet with each individual/fam |y appropriate agency
to discuss their treatnent plan and term nation of probation on
a transfer case.

(2). Prepare paperwork. Include: Summary, M S paperwork, and
submt to FI for approval.

2. Di scuss final details of research or grant project with FI t
prepare for presentation in class.

3. Notify supervisor of your nmiling address in case of energency
or possible further information regarding intern's current
st at us.

READI NGS/ VI DECS

REFERENCES
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