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 FORMCHECKBOX 

Send a memo to staff before the student’s arrival introducing the student to the agency.

 FORMCHECKBOX 

Tour the agency and introduce student to staff.

 FORMCHECKBOX 

Provide a written orientation schedule.

 FORMCHECKBOX 

The basics: working hours, parking, dress code, time and places people eat lunch, location of soda and candy machines, schedule of agency holidays, procedures for mailing, using email, the Internet, copying and obtaining an agency ID.

 FORMCHECKBOX 

Clarify policies about calling in sick, use of telephones for business and personal calls, availability of supplies and how to access, processing travel vouchers.

 FORMCHECKBOX 

Review the NASW Code of Ethics and other relevant codes of conduct.

 FORMCHECKBOX 

Provide HIPAA Training.

 FORMCHECKBOX 

Review safety and security procedures.

 FORMCHECKBOX 

Provide a map of the city and county.

 FORMCHECKBOX 

Provide a job description, outlining the functions of the student within the specific program, and an overview of orientation activities and ongoing tasks.

 FORMCHECKBOX 

Provide information on the history of agency, organizational structure, types of staff and their roles, funding sources, etc.

 FORMCHECKBOX 

Provide the agency policy manual and general instructions regarding timeline for mastering content.

 FORMCHECKBOX 

Discuss the supervision process and schedule weekly supervision times; clarify availability outside scheduled times and who else in the agency the student might go to with questions.

 FORMCHECKBOX 

Provide a glossary of terms and abbreviations commonly used in agency. 

 FORMCHECKBOX 

Clarify how student is to identify him/herself in written and oral contacts.

 FORMCHECKBOX 

Discuss expectations for time management, record keeping, and any required reports.

 FORMCHECKBOX 

Plan for student to shadow field instructor and possibly other workers for short period.

 FORMCHECKBOX 

Plan for student to meet and possibly interview key administrative personnel and key contacts in collateral agencies.

 FORMCHECKBOX 

Clarify the confidentiality policies and procedures.

 FORMCHECKBOX 

Help the student to identify feelings and needs in relation to completing the field placement.

 FORMCHECKBOX 

Schedule a specific supervision session to evaluate the student’s completion of orientation tasks.

 FORMCHECKBOX 

Negotiate beginning learning contract with student.

 FORMCHECKBOX 

Recommend learning activities/tasks the student can do when not busy, such as a list of recommended readings and where student can access these.

 FORMCHECKBOX 

Assist the student in understanding the agency culture and operating within it.

 FORMCHECKBOX 

Discuss accountability and evaluation procedures within the agency as well as the methods that will be used to evaluate the student’s performance.
 FORMCHECKBOX 

Discuss the agency’s social media policy with the student. 
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