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Forms

Background

Becoming a Field
Instructor

CWS Policy Manual

The following forms are referenced in this policy:

e 2203 Employee Letter of Support
e HHSA FORM HHSA Educational Release Time Application

Child Welfare Services (CWS) encourages all eligible staff to obtain their Bachelor of Social
Work (BSW) or Masters in Social Work (MSW) degree. CWS also encourages eligible staff to
assist others in their educational advancement by being a Field Instructor or Task Supervisor.

NOTE: Each section below applies to both employee student interns and non-employee
student interns unless otherwise specified.

To become a Field Instructor (Fl), staff must provide a recommendation from their Program
Manager to the CWS Internship Coordinator (CWS IC) for each school year the staff member
would like to be an Fl. This recommendation can be completed through an email to the CWS
IC.
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Becoming a Field
Instructor (cont.)

Field Instructor
Training
Requirements

Task Supervisor vs.
Field Instructors
Responsibilities

CWS Policy Manual

The following qualities are expected from an Fl:

CWS staff must be two years post-degree and have a minimum of two years of
experience in CWS as a PSW or higher to become an Fl. This requirement also applies
for Field Instructors with a BSW degree.

Staff work performance must meet or exceed Agency expectations, and may not be
on a performance improvement plan (PIP).

Commitment to student learning.

Knowledgeable regarding CWS policies and procedures.

Knowledgeable regarding resources in the community they serve.

Ability to commit to being an Fl for the entire academic year.

Other educational and experiential qualifications as each individual university
program dictates. For example, MSW programs require Fls to possess a MSW degree,
while most BASW programs typically require Fls to possess a BASW degree. Some
universities have occasional exceptions to this requirement.

Staff that have a graduate degree in areas other than MSW can also be an Fl or Task
Supervisor, with approval from the university and CWS IC.

The following are the training requirements for Fls:

Fulfill the training requirements for each college or university they partner with.
Attend the county-wide annual field instructor/intern orientation event.
Fls are strongly encouraged to attend related training throughout the year as part of

their advanced training.

Task Supervisors and Fls each play an important role for an intern. This chart outlines some of
each of their separate responsibilities:

Field Instructor

Task Supervisor

Completes intern evaluations and
other required forms for intern
Oversees intern’s field experiences
Ensures intern is incorporating
classroom knowledge with CWS
practice

Ensures intern is following County
policies

Provides weekly supervision
Follows university field practicum
guides

Is assigned Secondary on the
intern’s cases/referrals to monitor
documentation, if not the Primary
worker on them

Works in collaboration with FI

Assists with identifying cases, referrals, or
projects that supports specific learning
experiences

May facilitate monthly intern processing
groups

May assist with weekly supervision if they
have an MSW in the absence of the Fl
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Task Supervisor vs.

Field Instructors
Responsibilities
(cont.)

Becoming a Task
Supervisor

Intern Background
Checks

Student Intern
Training
Requirements

CWS Policy Manual

Field Instruction requirements for each of our university partners can be found on each

university’s website. See Academic partners.

To show appreciation for their work, Task Supervisors are given 8 hours comp time and Fls

are given 16 hours of comp time per academic year.

To become a Task Supervisor, staff should do the following:

Send a written recommendation from Supervisor or Manager to the CWS IC via email.

Fill out the application with the appropriate school, which can be obtained from the

CWS IC.

o Each school program has their own criteria for Task Supervisors, which must be
followed.

o Task Supervisors must be assigned to a specific student.

o Task Supervisors need to commit to an entire academic year.

The following background checks will be completed when applying for an internship, if not

already a CWS employee:

e Local law enforcement

e San Diego County CWS

e CACI/FBI (via fingerprinting)

e Internal Security check (welfare)
e Maedical screening.

CWS IC will notify FI when the student intern passes background. The student intern cannot

start their CWS internship until they successfully pass background clearances.

The following are the training requirements for student interns (who are not current CWS

employees):

e County of San Diego Student Orientation
e CWS/CMS training for Student Interns

e Documentation Training

e (Car Seat Safety Training

e Driving on County Business

e Internal Investigations Training

e Confidentiality Training

e Mandated Reporter Training

e Security of Data overview

e Criminal Offender Record Information (CORI) Training

e Code of ethics
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Student Intern NOTE: Once intern all trainings are complete, they may drive county vehicles and transport
Training children.
Requirements (cont.)

Role of an Intern The intern’s role is to integrate classroom theory and knowledge into practice skills with CWS
families. The intern’s role in CWS is to be viewed as an adjunct, or supportive service to the
families they serve, and any assignment given to the intern should have a clear learning
opportunity for them. The chart below outlines some responsibilities/tasks that interns may
or may not participate in:

Interns May: Interns May Not:
e provide psychosocial education e investigate child abuse referrals without
e apply therapeutic interventions to support, oversight, and presence of Fl or
their interactions with clients Task Supervisor
e assist with resource coordination e serve as a translator, unless they have
(such as helping a parent file for a been approved by HR
restraining order, helping families | e write or sign a complete court report
obtain Medi-Cal coverage) e transport parents to service appointments
e be assigned Secondary on cases (therapy, DV group, etc.) unless in the
and/or referrals context of connection to resources or a
e shadow ER investigations, Court scheduled appointment AND is directly
Intervention interviews, Continuing related to meeting their Educational
Services and Voluntary Services Policy and Accreditation Standards (EPAS)
compliance visits, Intensive Family Competencies
Preservation Program activities e be assigned Primary on cases and/or
e document their interactions with referrals
families and enter into CWS/CMS e have their visits with a family and/or child
e support the Primary worker with count as the monthly compliance visit
completing other documentation e work with Highly Vulnerable Children
e assist with writing court reports (HVC) cases or referrals unless this
e work with bilingual families* decision is made jointly with the CWS IC
e supervise a low-risk visit between a
parent and child for practice
experience, not as an ongoing
assignment

*The FI must make a fluency and competency determination of the intern’s ability to
communicate in another language prior to working with families who speak another
language.

Note: Consultation with CWS IC may occur if an intern with additional experience may
participate in any tasks typically not completed by interns.
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Employee Student

Requirements

Employee Interns

CWS Policy Manual

Any CWS employee in the following classifications are eligible to participate:

o OA

e Social Worker I-lll
e PSW

e SPSW

e PSS

e CWSPA

e Chief

e Deputy Director

NOTE: New employees in the SWI-IIl and PSW classifications must successfully pass their first
years’ probation prior to applying to be an employee student, being an active employee
student, or participating in an internship program.

There may be employees from other departments within HHSA who are eligible to participate
and should follow up with the CWS IC with any questions.

Staff should also begin speaking to their supervisor about their intention to go to school and
obtaining their support.

The employee intern must gain experience in a new program away from their normal work
duties. Regardless of office, the employee intern should have an internship in a CWS program
they have yet to gain experience in. The CWS IC and university partners must agree in order
to allow for an employee intern to have their internship within the same region/program, as
their normal employment site.

Employee interns should not be completing their normally scheduled work duties during their
internship days/hours. Any changes in work schedule should be communicated and agreed
upon by the employee’s supervisor and Fl.

Employee interns may only do 16 hours per week during first internship placement and 20
hours per week during second internship placement, unless special arrangements need to be
made and are agreed upon by the Fl, employee’s primary supervisor, and CWS IC is notified of
change.

Employee interns are expected to maintain satisfactory work performance throughout being
in school. If work performance issues arise, the employee intern’s primary supervisor may
contact the CWS IC to discuss and create a plan to address concerns.

When completing KRONOS, employee interns must use codes appropriate for their internship
placement during their internship hours. When employee interns are attending IV-E required
meetings or trainings, employees must use the training code in KRONOS (145600). Employee
interns are not required to take vacation or comp time for IV-E required meetings or trainings.
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Employee Interns While driving during internship hours, employee interns may submit mileage reimbursement

(cont.) to the county. It must be clearly delineated on this mileage sheet that this is during work as
an employee intern, signed by the Fl, and submitted to the CWS IC. Mileage accrued during
regular work duties needs to be submitted to the primary supervisor on a separate mileage
sheet. Mileage claims for driving to and from internship or to and from school must be
submitted to their corresponding educational provider.

Employee students that are in an internship year will have a reduced caseload.

Full-time Employee Employee will be eligible for leave without pay without right of return upon meeting the
and Full-time MSW following requirements:
Student
e Completed 2 years in a SW classification,
e Received an overall standard rating on all performance evaluations during the last 2
years of CWS employment, and
e Filed required paperwork with Human Resources (HR), which is provided after the
request is made and approved by management.

Leave without pay without right to return is granted for up to one year per application.
Employees may apply for a second year. Authorization for granting the requests is at the

discretion of management and HR.

For additional information on leaves, please see County policy regarding Leaves Without Pay.

Full-time Employee For staff who are pursuing higher education, not through the Title IV-E program and have
and Part-time questions about internship requirements, contact the CWS IC.

Graduate Student

(Non Title IV-E)

Full-time Employee In addition to the above employee intern section, requirements for Title IV-E employee
and Part time MSW interns include:
Student (Title IV-E)

e 22-03: Annual letter of support signed and submitted to CWS IC

e Education Release Time form, if needed

e Maintaining a 3.0 GPA and providing verification to the Title IV-E coordinator and

educational provider and the CWS IC each semester
e Other requirements outlined by educational provider

Employee interns are required to complete the 22-03 on an annual basis in order to receive
continued authorization and support to participate in the IV-E MSW program.
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Full-time Employee
and Part time MSW
Student (Title IV-E)
(cont.)

Intern Schedules

CWS Policy Manual

The steps below outline the process to complete this form:

STEP WHO ACTION

1 Employee student Complete the 22-03 and digitally sign
Send to CWS Manager for digital signature
along with request to forward to Deputy
Director for digital signature

2 Employee student’s Digitally Sign 22-03

manager/designee Forward to Deputy Director for digital

signature

3 Employee student’s Digitally Sign 22-03

Deputy Director/designee Send back to employee student

4 Employee student Send signed 22-03 to CWS IC

5 CWsIC Digitally sign 22-03
Send to CWS Director’s secretary for digital
signature

6 CWS Director’s secretary Have CWS Director digitally sign 22-03
Send completed 22-03 back to CWS IC

7 CWsIC Track 22-03 completion
Send completed 22-03 back to student

8 Employee student Complete the 22-03 annually with year
included, region/program information, and
update regrading performance rating and
academic standing
Forward 22-03 using process above

For Educational Release Time requirements, please see the HHSA Educational Release Time
Policy and contact your DHRO for support.

Student interns are expected to complete their internship hours within the limits of normal
working hours. If special circumstances or assignments require working outside of normal
hours, interns should modify their schedule to avoid working overtime.

Employee interns are not eligible for overtime compensation when participating in internship
hours. Consult with CWS IC if a concern arises with overtime.

Fls should be able to identify the location of their interns at all times.
Students may only complete internship hours while school is in session. They may not work

as an intern during school breaks, unless agreed upon by both CWS and the university
partner.
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Student Interns and  Non-employee student interns can only drive county cars after attending training related to
County Cars county business. Student interns are encouraged to use county cars during intern hours when
traveling to and from home visits.

Student interns are discouraged from transporting children. Only a trained intern or staff may
install a car seat if children are being transported. All transportation of clients must be
conducted in a county vehicle. In addition, interns may not transport alone. Interns need to
transport with another intern, Fl, or designated county employee.

Handling Concerns As an Fl, concerns may arise of a personal or professional nature. These may include, but are

as a Field Instructor not limited to, accessing CWS/CMS inappropriately, punctuality, unethical conduct or
communication with clients, or acting outside the scope of their role. When concerns arise
the following steps should be taken:

Step Action
1 Discuss concerns with intern.
2 If concerns are related to an employee intern, contact their regular supervisor
and CWS IC.
3 Determine if you need to discuss concerns with student intern’s university
Field Advisor.
4 Contact manager of employee intern, as appropriate.
Handling Concerns The following chart is a reference for how to handle concerns as an intern. Personal concerns
as an Intern may include school performance or employment concerns if you are an employee intern.

Practice concerns may include observing unethical behavior or being assigned inappropriate
intern tasks.

Personal Practice
e Contact your normal e Discuss concerns with Fl
supervisor (if employee) e If not alleviated, contact CWS IC
e Contact the CWSIC e If not alleviated, contact university Field
e Contact the university Field Advisor
Advisor
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Emergencies While infrequent, emergencies may occur during internship. Some examples would include a
vehicle accident, medical emergency, natural disaster, or personal safety concern while
interacting with clients or the community.

In the event of an emergency, the following steps must be taken:

Step Who Action

1 Intern Inform Fl of the emergency;

If unable to reach Fl, contact Task Supervisor and
inform them of the emergency;

If unable to reach Fl or Task Supervisor, contact CWS IC
and inform them of the emergency.

2 Field Instructor Inform the CWS IC of the emergency

3 CWSIC Consult with supervisor and manager in order to come
up with a plan to assist the intern.

Provide any necessary forms or instructions to the
intern to address their emergency.

Inform the school field faculty of the emergency, the
plan to address the emergency, and what steps have
been taken so far.

4 CWS IC, Field Continue to collaborate and have ongoing discussion to
Instructor, Field ensure the intern’s emergency has been appropriately
Faculty, Intern addressed, and they have been supported.
Academic Partners The following universities partner with the County of San Diego:

e San Diego State University (SDSU) http://socialwork.sdsu.edu/

e (California State University San Marcos (CSUSM) http://www.csusm.edu/

e Point Loma Nazarene University (PLNU)
https://www.pointloma.edu/undergraduate/programs/social-work-ba

Alignment with SET  This policy is in support of SET Value 6 and the guiding principle of ongoing learning and
professional development that includes respectful mentoring and coaching relationships. It
also supports the agency practices of understanding that learning and development happen
throughout your career, and valuing yourself as a professional and a role model.
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