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	Orientation checklist for Social Work Interns
	Give completed form to the 

Field Liaison 

FALL QUARTER


The following items have been reviewed:

Agency Overview


 Review Agency Vision and Mission/Purpose Statement


 Tour of Agency


 Introductions to colleagues, support staff, and administration


 Review Organizational Structure


 Review the role of the agency in relation to the community and its resources


 Review security and/or safety procedures and protocol
Agency Policies and Procedures


 Review office procedures, supplies, and provisions


 Review telephone and communication/computer utilization


 Review intake/admissions/eligibility policy and procedures


 Review internal communication


 Review parking details


 Review mileage policy


 Review agency, department, and/or unit meeting schedule


 Review client record/charting policies and procedures


 Review forms for documentation/accountability


 Review regulations regarding confidentiality, release of information, etc.


 Review client fee/payment schedule


 Review client emergency protocol


 Review child or elder abuse reporting protocol


 Review work schedule, including lunch and breaks


 Review information/referral policy


 Review agency policy regarding harassment


 Review agency policy regarding discrimination


 Review agency policy regarding the Americans with Disabilities Act


 Review agency policy regarding OSHA
Field Instructor/Student Responsibilities


 Review expectations for supervision and schedule


 Review educationally based recording schedule


 Review use of preceptor (if applicable)


 Review plan for diversity/multi-cultural experiences


 Review plan for monitoring of student hours (by both field instructor and student)


 Review agency training or staff development opportunities


 Review student’s personal safety issues and concerns, and strategies to deal with 


 them
Integration of Field and Coursework


 Student will provide field instructor Practice course syllabus
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The Student Orientation Checklist:

A Critical Beginning to Field Placement

Your BASW or MSW student will soon be arriving at your agency.  With all of your current responsibilities and demands, your student intern requires additional efficiency for you to be prepared for their arrival.  Making sure they have a desk or some office space is critical.  Making sure that your colleagues and agency administrators are advised and ready for the student is important.

One of the most pivotal learning activities for a new fieldwork student is an agency orientation.  Our experience has found that a planned and well-organized orientation to the agency during the first few days and/or weeks of the field placement is invaluable.  It allows the student to learn about the operations and functions of the agency, lets them observe their field instructor and other agency staff in the normal operation of the agency, and helps to decrease the amount of anxiety and nervousness they may be feeling about beginning a new experience.

For academic year internships commencing in October, orientation activities should happen in the first few weeks of the placement period.  The student and field instructor will sign the document verifying that the checklist items have been reviewed.

It is important to provide the student with a general orientation to the agency as a whole, as well as a more specific presentation to the unit or program area in which the student will be working.

A required document, which will help you manage the orientation of a new student, is the use of the checklist, which will be signed by you and the student.  This ensures that the student is getting the overall picture of the placement agency, and the expectations you and the School of Social Work have of them to know the agency.

Attached is a compilation of orientation activities and issues in checklist form, which must be signed by the student and field instructor and given to the liaison.

(Please Print Clearly):

Student (Print)




(Signature)


Date
Field Instructor’s  (Print)

              (Signature)

            Date 
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