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To Fieldwork Supervisors

The Human Services faculty has developed this manual for the guidance of the human services professionals who supervise our students in their fieldwork experience.  We have tried to provide a maximum amount of information in a minimum amount of space, but such a policy runs the risk of omitting information or under explaining.  If you wish clarification of any points, or if you want further information, please contact our department.

You will find five sections in this manual, each one dealing with a specific and separate topic.  Those sections are:

Part 1: Overview of Human Services
Part 2: Learning Outcomes of Fieldwork
· First and second semester student learning outcomes
· Third and fourth semester student learning outcomes
Part 3: Responsibilities of the Student, Fieldwork Supervisor, and 
Human Services Instructor
Part 4: Preparation of the Fieldwork Learning Contract
Part 5: Evaluation of the Student’s Performance

Part 1.  Overview of Human Services at Monroe Community College
The Human Services student who has come to you is engaged in a program composed of three elements:  reality testing, experiential learning, and general Liberal Arts.

We believe that students should be able to test whether or not it is realistic for them to pursue a career in human services.  In order to do that, we believe that they must have:
1) an opportunity for client contact

2) supervision by a professional human services worker, and

3) a setting in which to integrate all of their ongoing learning and experiences.

Obviously, the fieldwork site is the place where client contact and professional supervision are made available.

In order for students to integrate their human service learning and experience with their academic learning and their ongoing life experience, we believe that our teaching must follow an experiential model.  Our seminars — the student’s on-campus classes in Human Services — provide the setting for such learning.  Sharing experiences, discussion of relevant principles and issues, a variety of audio-visual presentations, guest speakers, role-playing, and video taping of human service techniques, reading, writing, and conventional instruction are among the diverse techniques we use to affect this experiential learning.
In addition to Human Services courses, most of our students are taking a wide range of Liberal Arts courses in conjunction with their degree programs such as psychology, sociology, English, etc.
Part 2: Learning Outcomes of Fieldwork
The learning outcomes in this section are suggested as guidelines in completing the fieldwork learning contract.
First and Second Semester Student Learning Outcome Examples
Under supervision the student will:
1. Become familiar with purposes, methods, and problems of the agency in which the student is placed, and learn to work within the policies and procedures of that agency.

2. Gain an understanding of the agency’s relationship to other community resources and programs.

3. Identify with the agency as a student in a supervised learning situation, to follow agency rules, and to use supervision constructively.

4. Test through practice the basic values and assumptions of the human service profession.

5. Develop an acceptance of persons from different cultural and socio-economic backgrounds, and to develop respect for varying value systems and lifestyles.
6. Develop respect for the integrity and privacy of individuals and groups, and also to treat as strictly confidential any personal information gained through professional contact.

7. Practice professionalism in reporting to fieldwork on time, keeping appointments, preparing for supervisory conferences, planning, and organizing work, meeting deadlines, and learn to accept constructive criticism as part of the learning process.
8. Learn the practical mechanics of the agency’s operations, e.g. the use of equipment, telephone, forms, files, and reports.

9. Expand professional learning through attending appropriate meetings and conferences as a part of the agency team.

10. Develop a beginning ability to observe, listen, hear, and report findings orally or in writing, all in an objective manner.

11. Learn to establish and maintain caring and helping relationships through which problems may be approached, identify and assess problems; and to choose an appropriate course of action and to participate in the problem solving process.

12. Develop tolerance for frustration, and learn to be flexible, adaptive, and creative.

13. Test the reality of following a career in human services.

14. Develop self-understanding for personal growth.
Third and Fourth Semester Student Learning Outcome Examples
Under supervision the student will:

1. Gain insight into the behavior of individuals and families, and understand the factors that cause individual and social problems.

2. Further develop competence in previously acquired helping skills.

3. Better understand the human service delivery system and the roles, responsibilities, and limitations of the human services worker.

4. Acquire knowledge of some specific models for intervention.

5. Begin to develop a personal style and philosophy of helping.

6. Relate academic coursework to real situations with increased sophistication.

7. Continue to develop self-understanding for personal growth.

8. Continue to explore career choices in human services.

9. Study a human services agency in depth, including structure, function, funding sources, etc.
Part 3: Responsibilities of the Student, Fieldwork Supervisor, and the Human Services               
Instructor

We believe that each of the three persons concerned directly with the student’s fieldwork experience—student, fieldwork supervisor, and human services instructor should assume certain basic responsibilities.

Student Responsibilities
· To commit nine hours per week throughout the semester for fieldwork (see course information sheet for further information regarding minimum hours.

· To be prompt and regular in attendance.

· To strive for a professional attitude in performance of duties and in relationships at the fieldwork site.

· To formally complete the Fieldwork Learning/Evaluation Contract.

· To observe all fieldwork site rules and to maintain ethical standards of conduct, with special reference to confidentiality.

· To fulfill all assigned duties promptly to the best of the student’s ability.

· To demonstrate a commitment to learning.
Fieldwork Supervisor Responsibilities

· To provide opportunity for the student to engage in nine hours per week of appropriate, client-related work.

· To assist the student in developing relevant and appropriate learning outcomes for the Fieldwork Learning/Evaluation Contract.

· To assign to the student such responsibilities that will enable the student to accomplish the learning outcomes.

· To provide regular weekly opportunity for conferencing with the student about fieldwork experiences.
· To evaluate the student’s performance based on the criteria listed in Section III. Fieldwork Evaluation and Ratings.

· To contact the Human Services instructor if problems or concerns should occur.

Human Services Instructor Responsibilities

· To guide and approve selection of the student’s fieldwork site.

· To instruct and assist the student in preparation of the Fieldwork Learning/Evaluation Contract.

· To provide opportunities, through the experiential learning mode in seminar, for students to integrate fieldwork learning.

· To confer with the student as needed about specific problems related to fieldwork.

· To confer with the fieldwork supervisor at regular intervals as needed about problems that may arise.

· To assign the final grade for the student’s fieldwork experience based upon stated criteria including the evaluation by the fieldwork supervisor.

Part 4: Preparation of the Fieldwork Learning Contract

Learning outcomes represent what you and the student decide will be realistic, relevant, and appropriate elements of learning for this semester.  These objectives should be expressed in behavioral terms, for example:

· To develop beginning skill in tutoring.

· To learn basic facts about developmental disabilities.

· To improve interpersonal communication skills.

In preparing these learning outcomes, three criteria should guide you and the student; 1) learning outcomes should be realistic, relative to actual tasks the student may undertake; 2) learning outcomes should be attainable within the present semester; and 3) learning outcomes should be measurable and related to the course learning outcomes.

Responsibilities represent actual tasks or duties that you are willing to assign to the student.  Also, they should be the sort of activity that will actually lead to the desired learning outcome.  For example:  

Learning outcome:  to develop  basic skill in tutoring.

Responsibility: to tutor one or two students who need help in number skills.

First semester students will need more assistance in mapping out learning outcomes than will advanced students, or course, and we suggest that you give as much or as little help in this area as you sense is needed.

In so far as responsibilities are concerned, we believe that only the fieldwork supervisor can delegate or assign these, although a student might well ask about a particular responsibility.

Steps for Completing the Fieldwork Learning Contract

1.  Student enters learning outcomes and corresponding responsibilities on the Fieldwork Learning Contract.

2. The fieldwork supervisor and the student must both sign the contract.

3. The student returns the contract to the human services seminar instructor for approval and signature.

4. The contract is returned to the student.

We encourage you and the student to use the contract throughout the semester, (n.b. The evaluation section will be completed at the end of the semester.)

Part 5: Evaluation of the Student’s Performance

Sections II, III, and IV of the Fieldwork Learning Contract/Evaluation are devoted to evaluation of the student’s performance.  Each section serves a different purpose.
Section II – Fieldwork Time Commitment Record
This section is included for the student and/or supervisor to keep track of the student’s hours of fieldwork.  At semester’s end be sure to total the hours and sign the form.


Section III – Fieldwork Evaluation and Ratings

This section contains items relating to characteristics of the student’s performance that we believe are of primary significance.  The fieldwork evaluation consists simply of check-rating the student for each characteristic and signing the form.

Criteria for Fieldwork Evaluation
EXCELLENT

The student’s performance exceeds requirements and expectations.

GOOD

The student successfully meets all requirements and expectations.

FAIR

The student satisfactorily meets most requirements and expectations.

POOR 

The student’s performance is deficient, needs significant improvement.
Section IV-Additional Comments
This section simply provides an optional evaluation device in which you may express in anecdotal fashion a variety of impressions of the student’s performance.

When the evaluation has been completed, we believe that it is important for you to go over your evaluation with the student so that you may point out ways to improve performance and also to emphasize the student’s strengths.
Conclude the fieldwork experience by transmitting the contract, signed by both you and the student, to the Human Services instructor.  It is probably most convenient to have the student return the contract, although it is acceptable to mail it to the instructor.  The important factor in this last step is to see to it that the contract is returned according to the announced deadline, thus avoiding any possible penalty for this student.

In conclusion we wish to emphasize that this is a brief treatment of the Human Services fieldwork experience, and you may have some questions or need for clarification.  If such is the case, please make it a point to contact the department.
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