
College of Menominee Nation

Syllabus 

HUS 241: Human Services Internship I
 Instructor:  Barbara Jordan, MS, LPC, CSAC
Course Meets: Wednesdays, 9-9:50 AM 


Location: Green Bay site: GB 205


Office Hours: 30 minutes before or after class or by appointment

Contact Information: 


Postage Address: N172 STH 47/55


               
     Keshena, WI 54135







E-mail: bjordan@menominee.edu




Phone: 715-799-5600 X3074, 920-965-0070, 800-567-2344
Course Description: 

This class is designed to prepare the student for actual work in Human Services field. It is conducted under the guidance of an instructor and the placing agency supervisor. Agencies must provide students supervision. The supervisor may be a certified clinical supervisor, a social worker, school social worker/counselor, or a counselor licensed in their prospective profession (Licensed Professional Counselor, Licensed Social Worker) and having worked in the field at least two years. This course is designed to help the student begin to develop competence in performing each of the functions required of Human Services professionals. 

Throughout your field experience, your academic learning can come alive and take on new meaning as you see the connections between the knowledge and skills you have gained in the classroom and your “real-world” practice experiences while working in a human services agency. More than many other classes, this course requires you to be an active learner, reacting to, applying, and reflecting upon the ideas discussed.

The total internship experience consists of 40 hours at the internship site and approximately 15 hours away from the internship site to meet with the course instructor. This internship addresses the intermediate and advanced skills of the Human Services professional, functions and responsibilities such as individual and group counseling, case management, crisis intervention, client education, referrals, and consultation with other professionals. 

Students will integrate their knowledge, skills, and attitudes acquired in the previous courses of the program with practical experience in their field placement under appropriate supervision. Internship clinical hours will apply toward the professional experience required of the professional licensing/credentialing organization. In this first internship, the student will directly observe at least a two-client caseload from intake throughout the entire treatment process. The student may be assigned another case or additional duties at the internship site based on the direction and guidance of the clinical supervisor and the internship coordinator (instructor). The student in internship will not be left alone. The 15 hours with the class instructor are weekly classes and will be used to discuss the client case work and other issues that the student may have during the course of the placement. 

Materials: 
Pamela Myers Kiser, Getting the Most from Your Human Service Internship, 2000. Brooks/Cole Counseling, imprint of Wadsworth, Thomson Learning, Inc.

Notebook or Journal

Students will also retrieve and utilize the manuals, textbooks, and training resources acquired during prior courses and learning experiences.

Course Pre-requites: 

Completion of the majority of Human Services program courses.  In most cases, this course is open to 2nd year Human Services/Social Work students only. 

General Education Objectives: Analytic: Critical level 4, Problem-solving level 4; Communication: Written level 4, Spoken level 4, Multi-media level 4; Culture: Native traditions level 3, Own traditions level 3, Global level 3; Human Experience: Civic level 4, Professional level 2, Leadership level 5

Program Outcomes: Application of the following concepts: Human Services Practice & Policy, Treatment Knowledge, Screening/Assessment/Treatment Planning/Referral/Service Coordination/Counseling Practice, Mental Health, Professional Readiness, Disabilities.
Course Learning Objectives:

Students are expected to gain competency in the following areas. Each of the areas below is associated with a more specific list of objectives; for these, please see the internship evaluation form.  

 

1. Relevant assessment/human service delivery skills (e.g., listening and attending, communicating understanding of the client problem, setting interpersonal boundaries)

2. Application of skills and knowledge in functions such as intake, orientation, screening, assessment, referral, consultation, case management, etc.

3. Application of skills in intervention (e.g., recognizes and deals with cognition and affect appropriately, implements a variety of roles/techniques, mutually negotiates goals with client, uses and manages own feelings within counseling sessions).

                                                

4. Appropriate behavior in the supervisory relationship (e.g.,  communicates responsibility for self and recognizes importance of being a supervisee, is flexible and open to new ideas, responds to feedback in a non-defensive manner and uses feedback in future sessions, recognizes and is willing to address how personal feelings/issues may affect work with clients, is prepared for supervision sessions).

             

5. Excellent professional conduct (e.g., maintains client files consistent with agency standards, behaves according to ethical principles and guidelines, relates appropriately with agency staff). 

6. Cultural competence (e.g., understands how culture affects psychological functioning, knowledge of a range of cultural groups, knowledge of own cultural background and influences of, use of culturally sensitive conceptualization and interventions).
7. Skills and knowledge in case conceptualization (whereby counselor accurately conceptualizes and describes client problems or issues, uses awareness of client nonverbal behavior, identifies short and long term goals for counseling) 

8. Treatment planning, client education, family involvement, and other agency activities.

9. Skills in intervention (whereby student recognizes and deals with cognition and affect appropriately, implements a variety of roles/techniques, mutually negotiates goals with client, uses and manages own feelings with clients).
10. Skills in case management, using referral networks, collaboration, and professional conduct (e.g., maintains client files consistent with agency standards, behaves according to ethical principles and guidelines, relates appropriately with agency staff) 

11. Knowledge of the relationship between research and practice (understands relation between theory and practice, empirically supported treatments/evidence-based best practices, outcome research, evaluation of client outcomes). 

 Students will demonstrate professional and ethical behavior that includes the following:

1. Completing a criminal background check as mandated by the State of Wisconsin in order to work in a clinical setting with clients under the supervision of a clinical supervisor.

2. Dressing appropriately to coincide with the norms of the agency. 

3. Utilizing designated field time for the purpose of fulfilling one’s field assignment.

4. Maintain the parameters of the confidentiality regulations in all matters relating to serving clients in the internship. Access to confidential client files does not include removing files from the agency.

5. Adhering to the professional organization Code of Conduct or Code of Ethics.

6. Following professional ethical standards for all aspects of relationship with clients, supervisor, and agency staff. 

7. Completing a Field Placement Learning Plan with the assigned supervisor. This plan will outline the core-function training plan for direct client services during the placement to meet designated objectives. A copy of this plan shall be submitted to the class instructor within the first two weeks of the placement.

8. Demonstrating knowledge of the operation, functions, and administration of Human Services agency where the student is placed. 

9. Understanding how the above functions are integrated into the treatment of clients.

10. Applying academic theory to actual practice, research to professional behavior. 

11. Working closely with the site supervisor to achieve an orientation to the agency format(s) for performing human service functions and acquire as many practice hours performing those functions as possible to meet the educational and certification requirements.

12. Observing the provision case management and all other functions listed above. 

13. Meeting all criteria in order to demonstrate competency in a specific assessment performance activity. 

14. Completing daily and weekly logs of internship experiences for clinical supervision and to have documentation of clinical experience. Clinical supervisors will use their judgment as to the time when interns are ready to take on increasing responsibilities.

Supervision:

Each student will receive approximately 60 minutes of supervision from the instructor per week for a total of 8 to15 weeks over the course of the semester.  

Instructional Method:

The nature of class meetings is interactive, cooperative, and process-oriented. There are occasions where specific information may be presented in a lecture format, but typically the expectation is that all students will actively participate in discussions and case presentations. It is hoped that the internship will provide an opportunity for all students to develop as counselors. Therefore it is important that this class is a safe and confidential place, in which all students can feel secure to share concerns, thoughts, and feelings regarding their work as counselors. It is expected that students will make mistakes and learn from them. So, please bring forth your concerns!

Course Requirements/Evaluation:

You must complete all assignments to receive full credits.

Student will be evaluated by their site supervisor on the program’s standard evaluation form at the end of the semester. Information about student progress will be discussed in supervision throughout the semester. Note that a ranking of 2 and below of the global assessments in counseling skills, supervisory relationship, and case management & professional conduct may result in the student not passing the course.

In addition, student is expected to:

1.   Attend each class session--coming prepared to discuss cases, clinical practice issues, etc.

2.   Complete research relevant to your clients and their issues. 

3.   Attend weekly supervision sessions. Come prepared with questions and concerns. Please also be prepared to examine your thoughts, feelings, and concerns as they relate to the counseling process and supervision.

4.   Maintain a log of all internship-related activities.

5.   Receive feedback from peers, supervisor, and instructor non-defensively. 

6.   Complete all paper work in a timely manner; this includes progress notes, intake summaries, discharge summaries, treatment plans, and transfer summaries. Bring all of your paper work with you to individual supervision meetings, as a supervisor’s signature may be required on all paper work. All client folders must be updated on a weekly basis. All paper work also needs to be well-written.

7.   Act professionally, and adhere to the practice and ethical standards of the profession at all times.

8.  Present one case presentation during the course of the semester. The case presentation is  considered to be consultative in nature; the intent of this assignment is to assist the student in performing his/her work with the client more successfully(see below).

9. Write a field observation journal citing examples of how you performed various functions  throughout the placement (refer to p. 27 of handbook for journal instructions and Praxis Rubix). 

10. Complete the proper Internship Forms (found in Internship Handbook starting on p. 32).

Case Presentation (15-20 minutes):

The case presentation includes details regarding an actual case (minus client id info) from the student’s internship experience (e.g., description of client, presenting problem, relevant history, and conceptualization). Also, if feasible, summarize a session (with that client) and bring to class to present as a case. You will present it during the internship class. Prepare specific questions and concerns you have regarding this client and present them on the day of your meeting. Give instructor and any fellow students a brief description of the case and your experiences working with the client. Verbally describe your client’s case. This is your opportunity to ask for feedback, appropriate service options, and suggestions.

The case summary should include:

· Brief introduction to the case--description of the client and the circumstances that brought her/him into counseling.

· Summary of the case to date--including:

1.   A summary of the client’s psychological, family, social, vocational, medical, chemical history/patterns, etc. acquired during the assessment.   

2.   A summary of what the human services worker(s) have done with the client, what they are planning to do to help the client with her/his concerns, and why.

3.   An analysis of the effects of your interventions.

Self-evaluation/Reflection paper:

Complete a 3-5 page, typed, double spaced, final evaluation of your own internship performance at the end of the internship semester. In addition to following the guidelines on p. 31 of the Internship Handbook, the paper should address the following areas:

1.      A description of the theories/approaches that best describe your work as a human services/social worker and the reasons why you believe in these approaches.

2.      Your thoughts about what happens in human services/social work.

3.      The progress you have made in terms of human services skills, strategies, personal/professional growth, and awareness of strength and weakness, as well as areas needing further development.

4.   Your future training needs. Use the Educational Needs Assessment & Professional Development Plan starting on page 40 in the Internship Handbook. 
Assessment:

Students will be assessed by completing the above assignments and by report from the Clinical Supervisor. 

Course Schedule:

(Subject to change based on school closings, class cancellations, and learners’ progress)

Week 1: 


Review Syllabus

Discuss Internship Handbook


Read: Kiser, Chapter 1 

Week 2: 


Discuss Placements & Issues That Arise


Discuss Kiser, Chapter 1


Discuss Obtaining Placement  


Read: Kiser, Chapter 2

Week 3:


Discuss Placements & Issues That Arise


Discuss Kiser, Chapter 2


Read: Kiser, Chapter 3

Week 4: 


Discuss Kiser, Chapter 3


Discuss Placement & Issues That Arise 


Read: Kiser, Chapter 5 

Week 5:


Discuss Kiser, Chapter 5


Discuss Placement & Issues That Arise  


Read: Kiser, Chapter 6

Case Presentation due 
Week 6: 

Discuss Kiser, Chapter 6


Discuss Placement & Issues That Arise 


Read: Kiser, Chapter 7


First several journal entries due
Week 7: 


Discuss Kiser, Chapter 7


Discuss Placement & Issues That Arise


Read: Kiser, Chapter 8

Week 8: 


Discuss Kiser, Chapter 8


Discuss Placement & Issues That Arise


Read: Kiser, Chapter 9

Week 9: 


Discuss Kiser, Chapter 9 


Discuss Placement & Issues That Arise 

Week 10: 


Discuss Placement & Issues That Arise  

Week 11: 


Discuss Placement & Issues That Arise 

Week 12: 


Discuss Placement & Issues That Arise 

Week 13:


 Discuss Placement & Issues That Arise 


Read: Kiser, Appendix (Ethics of Human Services Professionals)
Week 14:


Discuss Placement & Issues That Arise 


Log of Hours, Journals, Internship Evaluations, and all other paperwork due 

Self-Evaluation Paper Due

Grading/Evaluation Methods:

Grading will be based on the following: 

1 Instructor’s evaluation of the above assignments 

2 Demonstrated knowledge of agency organizational structure and programs and services provided

3 Demonstrated knowledge of agency policies and procedures

4 Demonstrated knowledge of agency client screening, intake, and orientation and other activities (i.e., Functions of Human Services/Social Work)

5 Demonstrated knowledge of community resources and referral process

6 Demonstrated understanding of value of educating client and client’s family

7 Demonstrated understanding of record-keeping, documentation, and writing of clinical progress notes and other reports

8 Demonstrated understanding of professional consultation

9 Demonstrated competency in professional and ethical conduct

The following grading scale will be used for all assignments:

	95-100%=A 
90-94% = AB
85-89% = B
80-84% = BC
75-79%=C

70-74%=CD

65-69%=D

below 65% = F


Written Assignment Guidelines:

· Assignments are to be computer-generated and completed on time.

· Margins should be set at one inch at sides, top, and bottom of page

· Use a font size between 10 and 12.

· Use a font style similar to “Times New Roman”

· Proofread and have others proofread your work 

· Assignments should be clearly written, avoiding spelling and grammatical errors, following writing guidelines provided by instructor. 

· Double space your paper.

Special ITV Issues:

· Silence cell phones and refrain from taking calls or text messaging.

· If calls must be taken, exit the classroom.
· ITV microphones seem to amplify whispering and background noise. Please be aware of your noise level. Limit paper shuffling and avoid side conversations.
· All students must seat within the view of monitors. 
· Although this learning format may allow some anonymity, all students are still expected to arrive on time, stay for the duration of class, and participate actively in discussions. If no one arrives at a location by 30 minutes after class is scheduled to begin, equipment will be shut off.
· Speak clearly and loudly; your full participation makes the course more meaningful.
· Check the front table of the ITV room; instructor delivers via interoffice mail returned work and handouts that cannot be emailed.
· Check email the same day shortly before class. Quiz questions and important announcements will be emailed.
· Be prepared for class by reading each chapter assigned. Class discussion, lectures, activities, and guest speakers are based on readings. Instructor cannot carry the weight of the entire class!
· Ask questions. Clear communication is extremely important. Ask for what you need.
· Students are responsible for keeping copies of all materials submitted to the instructor as well as graded materials returned. It is the student’s responsibility to generate/maintain a copy of assignments that are “lost”, “missing”, or “in question”.
The following form will be attached to your returned work. Please be informed of these criteria in advance:

Critique of Your Assignments







Possible Number

Number of 






Of Points


Points Given

________________________________________________________________________

Content:





4



 

(Meets assignment directives

Answers all questions required)

________________________________________________________________________

Clarity of Communication:



3



(Written or verbal)

________________________________________________________________________

Quality of Assignment:

(Grammar, Spelling, Conciseness)


3

________________________________________________________________________

TOTAL POINTS








/10

_______________________________________________________________________

Class Participation Evaluation:

A=Always participates; always in attendance

B=Participates regularly; hardly ever absent

C=Participates as much as other group members; usually present

D=Occasionally participates; absent often

F=Never participates

Relevancy of Comments in Class:

A=Comments are always related to topic

C=Comments usually pertinent, occasionally wander from topic

F=Comments ramble, distract from topic

Attitude During Class:

A=Professional attitude always shown

C=Usually attentive & shows proper business behavior

F=Distracts from class & lacks initiative

Classroom Conduct:

Because students are enrolled in a Human Service Course and will learn how to understand and assess individuals who suffer from alcohol dependency, the students are expected to:

Demonstrate RESPECT for fellow classmates. This means being courteous and not verbally abusive or disruptive during the class. 

Practice CONFIDENTIALITY with each classmate. Sometimes during discussions, classmates may share information of a personal nature. What is shared in the classroom is not to be shared outside of the classroom.

Attend class ALCOHOL FREE. See CMN Policy in Student Handbook.

Demonstrate ACADEMIC HONESTY. Cheating and plagiarizing are considered academic dishonesty. See CMN Policy in Student Handbook. 

Turn cell phones to “vibrate” or “manner mode” and limit children in classrooms to sleeping infants so as not to interfere with other students’ learning.

Students shall honor the rights and respect the dignity of fellow students. This includes refraining from distracting side conversations and turning off cell phones, pagers, and laptops (unless special learning needs exist and have been pre-approved). Students shall protect classmates’ rights to confidentiality. Students should strive to acquire the knowledge taught in class to improve their clinical skills. Students are asked to inform instructor of conditions that may interrupt their ability to learn either in- or outside the classroom. The instructor, Learning Specialist, and/or fellow students can only provide assistance if you seek it.

Academic honesty is an absolute for the fulfillment of College of Menominee Nation mission and guiding principles.  Our students are proud of the work they do here and are committed to doing the best for their communities.  Their grades, certificates, and degrees are their record of that work.  These are used by prospective employers to make hiring decisions, by transfer colleges and universities to make admissions decisions, by funding organizations to determine eligibility for scholarships and other financial aid, and, most importantly, by family and other community members to express their pride in our students accomplishments.  Therefore, College of Menominee Nation will not tolerate any form of academic dishonesty.  See the Student Handbook for more information on “Academic Misconduct.”

Academic Alerts:   The academic alert form is used as a student retention tool at the College of Menominee Nation.  Instructors fill out forms to identify students at risk of not completing a course or identify problems.  This type of early intervention increases the opportunity for student success.  Academic alerts are be submitted at any time during the semester to the Dean of Student Services.  The forms are given to the student’s advisor for follow-up.  Follow-up comments are returned to the instructor.  

Incomplete Policy:  Requests for a grade of “incomplete” must be initiated by the student to the instructor.  Students may only request if at least 75% of course requirements have been met.
Other:

Human Service Internship opportunities are an important step in establishing one’s profession reputation.  Remember, not only are you building your skills as a practitioner, you are building professional relationships and networking with those with whom you work.

Also, you represent yourself as well as the College of Menominee Nation. Please be cognizant of your conduct and place your best foot forward.    

Attendance Policy: 

CMN requires instructors to submit student attendance reports to the Vice President of Academic Affairs. Attendance at each class is strongly encouraged for students to pass professional certification/licensure examinations. 

Dangerous Weather:

Closures resulting from severe weather conditions or natural disasters, or mechanical failures will be announced by the president or her designee. Campus closing will be announced on WTCH-AM 960 radio and Green Bay TV stations. When in doubt, a student should call 715-799-5600 for a recorded message. (p. 16 Student Handbook)

Excessive absences, signing in for, or by, other students may result in:
	
Loss of attendance/participation point


Receiving a failing grade for the course 


Being dropped from the class

If you must miss a class, you should email me (bjordan@menominee.edu) or leave a message on my office voice-mail (715-799-5600). When you return to class, it is your responsibility to determine what you missed during your absence.

	Excessive tardiness, disruptive behavior, leaving class early, coming in late, using class time to socialize, read, do work for other classes, and/or forms of disruptive behavior may result in:


Being marked absent for the class meeting, 


Being asked to leave for the duration of the class meeting, 

Loss of the attendance/participation points


Drops:


If you should need to drop the class it is your responsibility to file appropriate drop forms with admissions and records before the official drop deadline (see college schedule). If you just stop attending class and don't file the appropriate forms, you could receive an F in the course.

Turn cell phones to “vibrate” or “manner mode” and limit children in classrooms to sleeping infants so as not to interfere with other students’ learning.

Academic honesty is an absolute for the fulfillment of College of Menominee Nation mission and guiding principles.  Our students are proud of the work they do here and are committed to doing the best for their communities.  Their grades, certificates, and degrees are their record of that work.  These are used by prospective employers to make hiring decisions, by transfer colleges and universities to make admissions decisions, by funding organizations to determine eligibility for scholarships and other financial aid, and, most importantly, by family and other community members to express their pride in our students accomplishments.  Therefore, College of Menominee Nation will not tolerate any form of academic dishonesty.  See the Student Handbook for more information on “Academic Misconduct.”

Incomplete Policy:  Requests for a grade of “incomplete” must be initiated by the student to the instructor.  Students may only request if at least 75% of course requirements have been met.
ADA Statement:   Individuals who have any disability, either permanent or temporary, which might affect their ability to perform in this class are encouraged to inform the Disability Counselor in the Office of Disability Services Room 101, (715) 799-5600. Adaptation of curriculum, instruction, or assessments may be made as required to provide for equitable participation.

It is the policy of the College of Menominee Nation that no individuals otherwise qualified shall, solely be reason of their disability, be excluded from participation in, be denied benefits of, or be subjected to discrimination under any academic program or activity. Students with a disability, which affects their academic performance, are expected to arrange for a conference with the instructor in order that appropriate strategies can be considered to ensure that participation and achievement opportunities are not impaired. Please notify the instructor within the first week of classes if a reasonable accommodation for a disability is needed for this course. A letter from your physician may be necessary. All students are encouraged to provide instructor with suggestions or other forms of constructive feedback regarding the class. Students can do this informally by speaking with the instructor, either in class or by appointment, and, if the instructor is unavailable, to then arrange an appointment with the Dean of Academic Affairs. This can also be done formally by completing the evaluation form distributed at the end of the course. If a student has a concern, issue, or question, the student must take responsibility to approach the instructor in a timely matter. 
Checklist of course timeline of internship tasks:


Date

Task

1. _______
Meet with instructor for syllabus and introduction.

2. _______
Establish internship placement site.

3. _______
Collect signatures on internship forms. 

4. _______
Establish hours of work.

5. _______
Begin hours.

6. _______
Review confidentiality guidelines and codes of conduct of site.

7. _______
Record internship hours in log.

8. _______
Record journal.

9. _______
Instructor site visit.

10. _______
Complete the internship hours.

11. _______
Final Reflection paper.  

12. _______Complete Self-Evaluation and have site supervisor complete supervisor Evaluation form.
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