
 

 
 

 

HUMAN SERVICE PROGRAM 
 

WORK PRACTICUM-INTERNSHIP 

HANDBOOK  

 
Courses: HSER 194 and 294 

 

 
Contact: Lee Stein, Human Services Program Coordinator 

984-3338 or lstein@hawaii.edu 

 

 
 

 

INTRODUCTION 

 
UHMC’s Human Services Program, in close partnership with community social 

service agencies, provides students with opportunities to apply the Attitudes, Skills and 

Knowledge (ASK) they have gained in the classroom in supervised interactions with 

clients and colleagues in the field.  
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This handbook is designed to inform degree or certificate seeking practicum 

students, and Practicum Placement Supervisors and agencies with a clear idea of what is 

expected for those in each respective role. The general goals include:  

 For the Student/Intern to have a professionally and personally rewarding learning 

experience that includes guided and supervised work with agency clients at an agreed 

upon level of interaction.  

 For the Agency, Staff and Clients to benefit from having a UHMC Human Services 

Program student contribute positively to the agency and client population served. 

 For the Practicum/Field Supervisor to provide a minimum of 1 hour per week of 

supervision to ensure that the student is guided toward success in their efforts to 

support agency clients.  

 The Course Instructor – to engage students in weekly seminar exploration and 

discussion of the application of their prior course learning at their practicum site.  

Readers will find: 

1. Course Student Learning Objectives, requirements and assignments for HSER 

194 and 294, the practicum courses required for AS degree seeking students.  

2. Responsibilities of the Practicum/Field Supervisor, Course Instructor and Student 

for the duration of the course. 

3. Procedures for securing an internship, developing a Learning Plan and ongoing 

evaluation of student progress throughout the semester.  
THIS HANDBOOK HAS BEEN INSPIRED BY AND ADAPTED WITH GRATITUDE FROM THE 

FOLLOWING SOURCES: The Western Washington University Human Services Program; Southern State 

Community College Human and Social Services Program; Rogue Community College Human Services 

Program.  

IMPORTANT NOTE: If a student is pursuing a Certificate of Competence 

(CO), the placement must provide focused client work in the practice area of the 

certificate (i.e., SAC interns must secure a placement working in an addiction 

treatment facility; Youth Practitioner interns must be placed at a Youth Center 

or K-12 school, etc.). If a student or practicum supervisor has any questions 

about this requirement, please call Lee Stein, Program Coordinator at 984-3338 

right away.  

 

UHMC’S HUMAN SERVICES PROGRAM BACKGROUND 

The Human Services Program prepares graduates to enter the social service workforce 

with the beginning level professional Attitudes, Skills and Knowledge (ASK) necessary 

to succeed. A significant number of our courses provide focused skill practice so that 

students are able to engage in the provision effective client services when they are placed 

or hired in the field. The AS in HS requires 2 practicum capstone courses.  

The program offers the following courses and specialization Certificates of Competence 

(CO – 9 credit, 15 credit, and 21-23 credit): 
 Aging: HSER 145 – Work with the Older Adult; HSER 248 – Case Management; HSER 194 or 

294 – Work Practicum in Community Service 

 Case Management: HSER 140 – Intro to Counseling & Interviewing; HSER 248 – Case 

Management; HSER 194 or 294 - Work Practicum  
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 Dynamics of Family Violence: HSER 140 - Intro to Counseling & Interviewing; HSER 245 – 

Group Counseling; HSER 256 - Dynamics of Family Violence 
 Community Health Worker/Health Navigator 1: HSER 101 – CHW Fundamentals; HSER 

140 - Intro to Counseling & Interviewing; CHW 135 – Health Promotion/Disease Prevention; 

HSER 248 – Case Management; HSER 194 or 294 – Work Practicum 

 Substance Abuse Counseling I (SAC I)*: HSER 140 – Intro to Counseling & Interviewing; 

HSER 268 – Alcohol and Drug Ed; HSER 194 or 294 - Work Practicum 

 Substance Abuse Counseling II (SAC II)*: HSER 245 - Group Counseling; HSER 270 - 

Substance Abuse Counseling; HSER 194 or 294 - Work Practicum 

 Youth Development Practitioner: HSER 130 – Youth Practitioner; HSER 140 – Intro to 

Counseling and Interviewing or HSER 248 – Case Management; HSER 256 – Dynamics of 

Family Violence 

* The HS program has an agreement with the State of Hawaii Alcohol and Drug Abuse Division 

(ADAD) that the completion of SAC I and II and the AS in Human Services earns our students 2000 

hours toward the 6000 hour fieldwork requirement for CSAC.  

 Substance Abuse Counseling Specialization (21 credits): SAC Certificates I and II 

(above) plus HSER 248 – Case Management 

 

HUMAN SERVICES PROGRAM AND AGENCY COLLABORATION: 

BENEFIT TO STUDENTS 

 The opportunity to apply the Attitudes, Skills and Knowledge they have gained 

through program coursework in entry level services to meet the needs of diverse 

individuals, families and groups. 

 Develop skill-based competence through specialized courses and certificates in 

counseling, addiction treatment, case management, family violence and working with 

youth and elders.  

 Integrate leaning through dynamic internship opportunities at diverse community-

based agencies. 

 Gain understanding and experience of the conditions within individuals and our 

community that promote or limit human functioning. 

 Gain an important advantage over others seeking employment in the field as a result 

of the skill development focus of the program. 

 

BENEFIT TO AGENCIES AND COMMUNITY 

 Benefit from knowing your intern has a basic understanding of the Attitudes, Skills 

and Knowledge of professional human service work, often in the area of the client 

population you serve.  

 Discover and “test drive” new talent. An internship provides a lengthy opportunity to 

see how the student fits within your agency. A significant number of our students are 

offered and accept jobs at their practicum agency upon completion of their internship. 

 With proper supervision and guidance you can help the intern develop confidence and 

competence that will benefit the clients you serve and your current staff by reducing 

workloads.  

 Our students have been exposed to evidence-based helping strategies and skill 

focused courses. Many have fresh ideas and unique strengths in working with 

common issues your clients face.  
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 Support students. Internships provide student’s important workforce experience, the 

opportunity to apply and further develop skills, make community connections, assess 

their interest and abilities in the helping professions, and strengthen their resume. 

 Give back to the community. As an agency, you likely rely on community support to 

some degree. Providing opportunities for interns helps students get started and 

enhances our local workforce in important ways.  

 

DESCRIPTION OF THE PRACTICUM COURSES 

  
The beginning (HSER 194) and intermediate (HSER 294) courses provide 

students the opportunity to apply the Attitudes, Skills and Knowledge from their prior 

coursework in the dynamic learning environment of a social service agency. Students will 

provide 200 hours of agency work over the course of a semester. In return the agency 

should appoint a practicum supervisor who will provide training and guidance to the 

student throughout the semester. It is suggested this include reading agency orientation 

materials, shadowing staff, training about the client population and effective practices 

used, and should lead to the student working with clients at an appropriate level.  

 

Human Services Program Student Learning Objectives 

The overarching Human Services Program Learning Outcomes (PLOs) 

inform the Student Learning Outcomes (SLOs) for all program courses. These 

outcomes were developed in collaboration with the Human Services Program Community 

Advisory Committee comprised of more than 20 administrators and supervisors of non-

profit, state and county agencies.  

 

Human Services Program Student Learning Outcomes (PSLO’s) 

 
1. Develop interpersonal skills that build appropriate, collaborative, respectful 

relationships with fellow students, clients and professionals in the community. 

2. Demonstrate the attitudes, skills and knowledge of best practice strategies across a 

variety of populations in diverse human service settings.  

3. Identify vulnerable populations and the social conditions that contribute to their 

vulnerability and consider advocacy strategies to help alleviate those conditions.  

4. Develop self-awareness of personal values, interpersonal styles, strengths and 

challenges that influence the development of professionalism. 

 

HSER 194 – Work Practicum and Discussion in Community Service I 

 

Course Description 

Supervised work experience. Provides individualized in-service training in community 

services. Includes weekly seminar giving students an opportunity to discuss practicum 

experiences. 
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Student Learning Outcomes (SLO’s) 
These objectives will be accomplished through the practicum exper-ience, seminar 

discussion, and written assignments. Upon completion of this course, the student will be 

able to: 

1. Recognize and demonstrate beginning level strengths-based, person-in-environment 

human service work in an ethical, culturally sensitive manner.  

2. Demonstrate successful work relationships with agency administrators, supervisors, 

and colleagues in the practicum setting. 

3. Demonstrate beginning ability to relate effectively with clients utilizing basic 

attitudes, skills and knowledge of human services during the delivery of services.  

4. Create personal learning objectives in measurable terms appropriate to practicum 

setting.  

 

Course Competencies 

1. Articulate the mission, history and services of the placement agency. 

2. Examine personal attitudes, beliefs and feelings concerning client population and co-

workers. 

3. Demonstrate a thoughtful understanding of the strengths-based and Person-In-

Environment perspectives in service provision. 

4. Demonstrate the ability to work under supervision and collaborate with fellow staff 

members in carrying out agency services. 

5. Demonstrate the ability to relate with clients from diverse backgrounds in the 

practicum setting. 

5. Identify and write personal learning objectives in behavioral, measurable terms to 

guide practicum activities.  

6. Integrate prior human services course content and practicum work experience in 

written and oral communication. 

 

HSER 294 – Work Practicum and Discussion in Community Service II 

 

Course Description 

Provides advanced, individualized, in-service training in community-based human 

services agencies. Includes weekly seminar giving students the opportunity to discuss 

practicum experiences.  

 

Student Learning Outcomes (SLO’s) 

These objectives will be accomplished through the practicum exper-ience, seminar 

discussion, and written assignments. Upon completion of this course, the student will be 

able to: 

1. Recognize and demonstrate intermediate level of Strengths-Based, Person-In-

Environment focused human service work in an ethical and culturally sensitive 

manner as part of career development. 

2. Demonstrate professional, collaborative work relationships with agency 

administrators, supervisors, and colleagues in the practicum setting. 
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3. Demonstrate intermediate level ability to work effectively with clients utilizing core 

attitudes, skills and knowledge of human service. 

 

Course Competencies 
1. Articulate and behaviorally internalize the mission, history, and services of the 

placement agency. 

2. Demonstrate a working understanding of the Strengths- and Person-In-Environment 

perspectives in client interactions.  

3. Demonstrate appropriate personal attitudes, values and beliefs concerning clients and 

co-workers. 

4. Demonstrate the ability to work effectively under supervision and collaborate with 

fellow staff members in carrying out agency services.  

5. Demonstrate ability to relate effectively with clients from diverse backgrounds in the 

practicum setting. 

6. Identify and write complex personal learning objectives in behavioral, measurable 

terms. 

7. Analyze career interests through reading, discussion and hands-on exposure to a 

variety of different tasks and challenges in human services and complete a self-

assessment of fit at the practicum agency specifically and human services in general. 

8. Integrate course content and practicum work experience in multifaceted written and 

oral communication.  

 

GUIDANCE FOR THE STUDENT-INTERN 

 
It is helpful to think of the fieldwork experience as the culmination of the Human 

Services Program curriculum. The practicum is the place where theory and practice are 

integrated and demonstrated in the service of agency clients in the community. Having 

the opportunity to be guided and supported as you work with those seeking help can be 

life and career altering. Often it is during the internship that students clarify their career 

values and goals and begin the discovery of their future as a helping professional.  

 

BEFORE THE SEMESTER BEGINS 
IMPORTANT INITIAL STEPS FOR SECURING YOUR PLACEMENT  

While your practicum instructor will help you sort through possible practicum 

sites based on your area of interest, it is ultimately your responsibility to consider a range 

of agencies well in advance of the beginning of the semester. It is suggested that you 

prepare to interview with more than one agency to increase the likelihood of a good 

fit.  
1. Consider the client population you are interested in working with. You can 

contact the course instructor if you are unsure or want to discuss the possibilities.  

2. Study this handbook thoroughly! You must understand your role as well as those of 

the Practicum Supervisor and Course Instructor in case your interviewer asks you 

questions. Be prepared to bring a printed copy of the handbook to each interview.  

3. Prepare a Resume and Letter of Introduction to present at your interviews. It is 

strongly suggested that you make an appointment with CareerLink (984-3318) for 
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assistance in developing these important professional documents before the beginning 

of the semester. 

4. It is strongly recommended that you begin to set up interview appointments at 

this point. If you have questions or concerns, call you Course Instructor right away. 

YOU SHOULD COME TO THE FIRST SEMINAR CLASS WITH THIS 

PROCESS WELL UNDERWAY! 

5. If offered the placement, arrange a mutually beneficial schedule for your internship 

hours. If not offered the placement, continue the interviewing process until successful. 

6. The course instructor must agree to the placement site and activities. A Memorandum 

of Understanding between the practicum agency and the Course Instructor must be 

signed at the beginning of the semester.  

 

Using Current Employment as a Practicum Setting 

 If a student would like to use her/his current human services agency employment 

as a practicum site, the student must propose this to both the course instructor and 

employment supervisor. For approval the following conditions must be met to ensure that 

the internship constitutes a new learning experience and/or requires performance at a 

level moving toward job advancement.  

1. The student and site supervisor must present the course instructor with the student’s 

current job description listing currently required tasks and responsibilities.  

2. The student and site supervisor must provide for a significant alteration of either the 

student’s work tasks/activities, or the application of an intervention/approach or 

strategy the student currently does not use with clients. The 200-hour internship 

requirement must be performed using either or both ways of ensuring student growth 

in learning.  

3. The Learning Plan must clearly reflect this change in job duties. 

4. The Course Instructor must approve the internship activities and be promptly 

informed of any changes by the student and supervisor.  

Considerations for Student’s Desiring this Option 

 What new learning opportunities are available at my current place of 

employment? 

 Will my agency allow me to explore areas of learning that are outside of my 

present job description? 

 What gaps in client services do I see that I could help address? 

 What new skills or approaches do I want to explore in terms of my work with 

clients? 

 Who do I need to talk with about this possibility at my workplace? 

 

GUIDANCE FOR SITE SUPERVISOR AND STUDENT 

COLLABORATION 

 
THE CENTRAL ROLE OF THE LEARNING PLAN 

 Just as the practicum course has Student Learning Outcomes that describe course 

activities and assignment expectations, the Learning Plan describes the agreed upon 

goals, objectives, activities and measures used to guide the practicum activities and 

evaluate the intern’s performance at the placement agency. The plan will: 
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 Guide the intern’s learning experiences by building on a progression of activities in 

manageable and measurable steps while reflecting the needs of the agency.  

 Serve as a document for regular agency review of intern progress as well as during 2 

site visits by the course instructor (early to mid-semester and near end). 

 Provide guidance in the final evaluation process for the practicum portion of the 

grade. 

 Provide valuable direction for the student’s future professional and personal 

development.  

 The plan reflects dynamic learning experiences and therefore may require revision 

during the semester for a variety of reasons: 

o The supervisor may find that the student is better prepared than expected and 

the student and supervisor agree to add additional responsibilities. 

o A supervisor and student may want to make revisions to better accommodate 

the student’s emerging interests and abilities. 

o The agency may want to change the direction of the internship due to an 

agency staffing need, or a student may have been given tasks that proved too 

complex and adjustments must be made to better reflect the intern’s current 

level of preparedness. 

 

Collaborating on the Learning Plan 

 It is suggested that once the student has secured a placement, s/he meet with the 

Practicum Supervisor to brainstorm specific learning objectives and learning activities in 

the first few weeks of the internship. In addition to providing meaningful learning 

opportunities for the intern, the activities must also meet the needs of the placement 

agency.  

Once the initial draft is developed, the Course Instructor will review the draft and 

provide feedback and revision suggestions to the student to share with the Supervisor. If 

questions come up during the process of writing the Learning Plan, the student and 

Supervisor are encouraged to consult with the Instructor. Once the final draft is 

developed it will be signed by all three parties – Student, Supervisor, Instructor. 

 The Learning Plan should be followed throughout the semester. However, it is 

common that initial objectives may be interrupted by unforeseen events. Regularly 

scheduled weekly site supervision meetings offer an opportunity for ongoing review of 

student progress toward achieving her/his learning objectives. It is the student’s 

responsibility to inform their Site Supervisor of any issues that may arise that will impact 

the Learning Plan.  

 The Learning Plan provides a framework for evaluation. Student performance will 

be evaluated based on many factors – progress made toward achieving learning 

objectives, professionalism displayed on site with colleagues and clients, and the level of 

learning demonstrated with clients and colleagues. The two scheduled field visits with the 

student, supervisor and instructor provide opportunities to review intern progress towards 

achieving the learning objectives, any change in plans, and to address any issues that 

emerge during the semester.  

 At the end of the semester, the Practicum Supervisor and Course Instructor will 

each grade the student’s performance in each setting. The student will also assess their 

learning experience.  
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Writing Learning Objectives 

 A learning objective is a clear and concise statement that specifies what a student 

will learn from her or his field experience once s/he has completed the learning activities. 

In preparation for writing the Learning Plan, the student may benefit from considering 

some of the following questions and discuss these with the Practicum Supervisor: 

 What attitudes, knowledge, and skills do I want to practice? 

 What identified needs or gaps in service would I like to address? 

 What theory/perspective covered in my practicum course do I want to apply in my 

setting? 

 What specific accomplishments would I like to achieve as a result of this 

internship? 

 What do I feel I need to learn to meet my goals at this stage of my studies? 

 What types of professional experiences or trainings would I like to obtain through 

this internship? 

 In what professional directions do I want to grow as a result of this placement? 

 

  These questions can inform relevant learning objectives. Writing clear and specific 

objectives will help students become active planners and participants in their learning 

process, rather than just “doing” whatever comes their way. This also helps supervisors 

keep in mind that there are learning goals they are responsible to help interns achieve.  

 Keep in mind that well planned learning objectives build competence in a 

progression of achievable steps. The example below shows different levels of focus on 

“building rapport” with clients. Building rapport is a focus reinforced in each skill 

practice based course in the Human Services Program. Therefore, if chosen as a focus, 

this objective should be demonstrated very early in the internship and a more complex 

objective should follow. While building rapport is something an intern will need to 

remain aware of their progress and become more competent over time, the next step in 

developing effective helping strategies should follow quickly.  

 

Note: The following examples progress from simple to more complex activities. Choose 

as appropriate. 

Examples of Learning Objectives, Timelines and Measurements:  

APPLICATION VERBS 
Translate Interpret  Apply   Practice  Illustrate  Operate 
Demonstrate  Employ  Schedule  Use  
Example: I will practice three characteristics of rapport building: active listening, 
expressing empathy and observing client reactions, while interviewing clients while my 
supervisor observes me. (If my supervisor cannot observe me, I will report to her/him 
what I did and how my client responded). 
Timeline: First 2 weeks of placement (dates) 
Measurement: My supervisor will provide feedback and make suggestions for further 
growth. I will provide my instructor with a written synopsis of this process. 
 
ANALYSIS VERBS  
Distinguish  Differentiate  Analyze  Criticize  Compare  Contrast  
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Examine  Test   Relate   Experiment  
Example: I will compare and contrast different client responses to my active 
listening by writing notes of what happened with examples after the session.  
Timeline: Completion of this objective – 3rd week (date) 
Measurement: I will share my experience and notes with my supervisor for feedback 
and suggestions. I will provide my instructor with a written synopsis of this process.  
 
EVALUATION VERBS  
Revise  Evaluate  Score   Measure Value   Estimate 
Assess 
Example: I will evaluate the effectiveness of the three aspects of my rapport building 
with clients by having my supervisor observe my sessions, provide feedback and I will 
make an “next small step” toward improvement plan.  
Timeline: ongoing awareness and learning 
Measurement: My supervisor and I will discuss these aspects of my rapport building 
and s/he will make suggestions for further growth. I will provide my course instructor 
with a written synopsis of my improvement plan.  
 
Suggested Learning Objective Verbs:  

analyze  apply   assess       categorize      

chart       collect       compare  compile      

contrast   construct    critique  define 

demonstrate  differentiate  describe  design 

distinguish  evaluate  explain   generate 

identify  list   locate   practice 

prepare  rank   research  review 

search   select   simplify  write 

 

Identifying Corresponding Learning Activities for Learning Objectives 

 Corresponding learning activities describe what the intern will do to reach an 

identified learning objective. This process should be done collaboratively with the 

placement supervisor and should include the component parts of the activity, strategies, 

and resources that will be used to achieve the desired learning. Typically interns 

participate in more than one activity to meet each learning objective. Examples of 

possible activities are listed below that might be incorporated in to the plan: 

 Attend meetings, training sessions, and workshops. 

 Consult or collaborate with colleagues, professionals, and experts. 

 Observe or shadow a professional engaged in an activity that is associated with 

the specific learning objective. 

 As appropriate, engage in a variety of ways/roles with clients as agreed upon with 

Site Supervisor and Course Instructor.  

 For skill-based objectives, practice the skill and receive feedback. 

 Read material recommended by the supervisor. 

 Gather information/data and report on findings. 

 Engage in reflective writing and self-awareness. 
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 SAMPLE LEARNING PLAN: Part I* 
Learning Objectives and Corresponding Learning Activities 

UH Maui College – Human Services Program 
Student Name:                                                         HSER 194 or 294        Semester/Year   
 
Placement Site:                                               Site Supervisor:                          Contact# 
 

Sample Learning Objective 1:  (Learning objectives describe what the student plans to know or do  

upon completion of the semester at the practicum site.) 
 

I want to be able to describe and demonstrate how to interview clients to determine  
eligibility for DHS medical services. 
 

Corresponding Learning Activities: Add dates or time frame for each activity 
1)  Attend required training sessions on the rules and regulations for DHS eligibility (dates) 
2)  Shadow field supervisor interviewing clients (dates) 
3)  Role-play interview sessions with colleagues (dates) 
4)  Interview clients with supervision from the field supervisor (dates) 
 

Measurement: 
1)  Take notes, give to site supervisor to review & give feedback. Give copy to course instructor. 
2)  Write observation notes and discuss observations with supervisor; receive feedback.  
3)  De-brief session(s) with colleagues. Receive practice feedback. Take notes for improvement. 
4)  De-brief interview with supervisor. Receive feedback. Discuss areas of strength and improve- 
     ment.  

 
Learning Objective 2: 
Repeat the above process for Learning Objective 2. 
Corresponding Learning Activities: 
Repeat the above process for the corresponding learning activities you plan to use  
to achieve Learning Objective 2. 
The following signatures indicate that these individuals have approved these learning objectives and their 
corresponding learning activities as an appropriate academic learning experience. 
 

__________________________________________     _________________ 
Student Signature                                                                     Date 
 
______________________________________________      __________________ 
Field Supervisor Signature                                                        Date 
 
______________________________________________      __________________ 
Course Instructor Signature                                                      Date 

 
ADAPTED FROM: WESTERN WASHINGTON UNIVERSITY HUMAN SERVICES PROGRAM 

The student will be provided an electronic fillable version of this form to be developed in collaboration with the Field Supervisor in the first 2-3 

weeks of the semester. Planning learning, tracking achievement, and generating new objectives as the student progresses is an ongoing process. 

Begin with 2 or 3 objectives and add as needed for continual growth and learning.  
Part II of the contract is completed at the end of the semester to evaluate intern progress. 
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Amending the Learning Objectives and Their Corresponding Activities 

 During the course of the semester, students are expected to reflect on their 

learning, and discuss this during site supervision sessions and in the practicum course 

seminar. At times learning objectives and activities may change due to unforeseen 

challenges or unexpected opportunities. When students, in consultation with their 

Supervisor, decide to refocus their learning in a new direction or on a new objective, this 

modification must be communicated to the Course Instructor, and followed-up with an 

Amended Learning Plan.  

 

The Field Supervisor – Intern Relationship is Critical to Successful Outcomes   

         The relationship between the Field Supervisor and the student is a key part of the learning 

experience. Ideally, the Field Supervisor will be flexible, understanding, and enthusiastic, with 

adequate time to devote to a quality learning experience for the intern that will lead to agency 

satisfaction with the intern’s performance. This partnership requires the student and supervisor to 

invest in a mutually beneficial relationship that will lead to positive outcomes. The Field 

Supervisor will be evaluating the student’s learning, so s/he must also be comfortable in this 

evaluative role.   

 

Weekly Scheduled Supervision Meetings  

 Scheduled weekly intern supervision meetings provide the opportunity to clarify 

and discuss expectations and student performance in a planned and ongoing way. The 

time spent with the Supervisor gives an intern the chance to engage in open discussions 

and receive timely feedback. It is important for students use this time to share successes 

and struggles, and to communicate specific needs and issues as they arise. Weekly 

supervision dates and times should be pre-scheduled and provide sufficient time for 

meaningful contact to occur. If there are other interns under the same supervisor, working 

at the same level of competence, group supervision can sometimes be substituted for 

individual supervision. However, this should not preclude sufficient individual mentoring 

and feedback. The course instructor will join at least one supervision meeting on site 

at an agreed upon date and time.   

  

The following suggestions are provided to help make the site supervision time most 

productive:  

 The student and supervisor should work to develop an open, honest, and 

professional relationship. Part of this relationship will include determining the most 

effective way to communicate with one another and the appropriate amount of contact 

necessary for optimal learning. 

 The student and supervisor should meet weekly throughout the semester at a 

regularly scheduled time. Enough time should be allotted for specific task preparation 

and feedback to sufficiently guide the intern’s learning experience.  

 The student should prepare an agenda of important issues s/he wants to discuss and 

provide the Supervisor with a copy of this agenda, in advance of the meeting if 

possible. 

 The student should come prepared with a synopsis of her/his written assignments 

from the course seminar with focus on how the assigned readings relate to working 

with the client population the agency serves. Sharing this reflective reading and 
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writing will help the supervisor understand the ways the seminar enhances the 

placement experience.  

 The student and supervisor should use this time to focus on the student’s learning 

activities and her/his learning needs including questions, experiences, and concerns 

about professional practice. 

 Challenges provide an opportunity to learn. Supervisors should provide constructive 

feedback to the student about her/his activities, along with noting strengths. It is the 

student’s responsibility to listen carefully to the feedback, and to learn from 

mistakes. 

 The student should discuss what s/he is learning in the seminar and other related 

courses with the Field Supervisor, just as s/he discusses what is occurring in the 

Practicum/Internship with class members and instructors. Students should share 

course syllabi with Field Supervisors and learn about the supervisor’s theoretical 

orientation. 

 

The Field Visit 
  Field visits provide students with the opportunity to discuss learning objectives and 

activities, show evidence of learning, receive feedback on performance, and to discuss 

important issues with the Supervisor and Course Instructor.  It is up to the student to 

coordinate arrangements for an hour-long field visit early in the semester. However, 

this time frame may vary depending on the Supervisor’s previous experience with Human 

Services Program interns, and depending on whether or not this is the student’s first 

semester at the site.   

 

End of Semester Student Evaluation 

 The Learning Plan provides a formal framework for evaluation of student 

performance based on progress made toward achieving the learning objectives. It is not 

necessary for each objective to be completed. However, an analysis of the level of 

completion, unanticipated delays or challenges encountered should be addressed.  Student 

performance will also be assessed on their level of professionalism displayed on site with 

colleagues and clients.  

The two scheduled field visits with the student, supervisor and instructor provide 

opportunities to review intern progress towards achieving the learning objectives, any 

change in plans, and to address any issues that emerge during the semester. These visits 

ensure a more seamless final evaluation process.  

 At the end of the semester, the Practicum Supervisor and Course Instructor will 

each grade the student’s performance in each setting. The student will also assess their 

learning experience. Each will fill out a separate form that will be available 

electronically. It is the student’s responsibility to remind the Supervisor of the evaluation 

deadline with appropriate advance notice. A cumulative Time Sheet signed by the 

Supervisor that validates the previously submitted monthly time sheets is due at this time 

as well.  
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Student Self-Assessment of Learning 

 This self-evaluation provides students with the opportunity to assess their 

academic and professional growth as a result of their work at the placement site. Students 

will reflect on, consider, and write about the following aspects of their internship: 

 Describe your progress in meeting each of your learning objectives.  

o If an objective was not met, describe the progress you did make and the 

circumstances that prevented their completion.  

 Overall, what stood out as the most important learning to you? 

 What is the impact of the cumulative learning you experienced? 

 Describe any unanticipated learning that you are grateful for? 

o What has been the impact or lesson from this unanticipated learning and what 

impact does it have on your perspective beyond the workplace? 

 What have you learned about yourself as a result of this field experience? 

 How has this experience impacted my ideas about my future in the field of human 

services? 

 What specific factors contributed to making your internship a worthwhile learning 

experience? Include supervision, the agency environment, and working with 

colleagues. 

 What specific factors could have made this field experience a more valuable learning 

experience?  

 What will you do differently in your life as a result of what you learned? 

 What would your Field Supervisor say were your top 2 strengths? What would s/he 

say are your next steps for professional growth? 

 What strengths did you discover in yourself that surprised you? 

 What do you consider to be your next steps for professional growth? 

 

 

SUMMARY OF ROLES AND RESPONSIBILITIES 

 
STUDENT INTERN RESPONSIBILITIES 

1. Carefully read the entire Practicum Handbook to ensure that you follow each required 

step. 

2. Research potential practicum sites based on your interest. You may contact the 

Course Instructor to discuss your ideas and ask questions. 

3. Prepare a Resume and Letter of Introduction well in advance of making contact with 

potential agencies. If you have not written a Resume or Letter recently, it is strongly 

suggested that you contact CareerLink on campus for assistance before the semester 

begins.  

4. Contact agencies of interest to arrange for an interview. Bring your Resume and 

Letter of Introduction to the meeting.  

a. Consider this an interview for employment. This is an opportunity to make 

a good impression. If you are anxious about interviewing for a placement, 

contact your Course Instructor and ask to meet for support. 

b. It is up to you and the agency to evaluate if a placement is a mutual good 

fit. If a placement is offered and you accept, begin to develop a schedule 
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so that you will complete your 200 hours within the timeline of the 

semester. Generally students plan on 15-16 hours per week until the 200-

hour requirement is met.  

c. You must notify your practicum supervisor if you are ill or otherwise 

unable to meet your scheduled work dates and times, in advance if 

possible. Note that UHMC may honor holidays that your practicum site 

does not. Because it is a state holiday and you are not required to attend 

school, you may still have to adhere to your practicum schedule.  

5. Adhere to the Code of Ethics for Human Services Professionals and the policies of 

the agency, keeping all client-related matters as strictly confidential.  

6. Apply the theories, principles and perspectives learned in prior courses in the direct 

and indirect provision of services to clients.  

7. Attend all scheduled seminar class meetings. 

8. Turn in all seminar course assignments on time.  

9. Take initiative for increasing your learning at your placement and in the seminar.  

10. Prepare for and attend regularly scheduled agency supervision and staff meetings, 

required trainings or workshops. 

11. Bring any concerns immediately to the attention of your Practicum Supervisor and/or 

Course Instructor. Do not wait around to “see if things get better”. Be proactive in 

making sure your concerns are addressed quickly.  

12. Make the most of this opportunity offered by your placement agency! 

 

PRACTICUM SUPERVISOR RESPONSIBILITIES 

1. Interview the intern and determine if the placement will be mutually beneficial. There 

is no obligation to take a student that you do not feel will be helpful to the agency.  

2. Provide appropriate and meaningful practicum experiences that focus on student 

learning while enhancing the work of the agency.  

a. It is essential that meaningful contact and/or work with agency clients 

be a focus of the student’s activities unless other activities have been 

agreed to in advance.  

3. Collaborate with the Course Instructor on behalf of the student’s educational program 

and make timely contact with the Instructor if any concerns arise. 

4. Orient the intern to the mission of the agency and pertinent policies and procedures. 

Assist her/him in understanding the role of the agency in the community and help 

them to her/his roles within the agency, among colleagues, and with clients. 

5. Clarify agency expectations of intern performance.  

6. Develop, with the student, their Learning Plan as outlined earlier in this Handbook. 

When one Learning Objective is accomplished, help the student develop another 

objective that will continue to shape and deepen their learning experience.  

7. Meet with the student and course instructor twice during the semester to share student 

progress, review student strengths, and address student needs. The student intern is 

responsible to set up this meeting.  

8. Provide 1 hour of regular weekly individual and/or group supervision for that will 

guide and maximize the intern’s learning. It is hoped that the focus of supervision 

will nurture student strengths while guiding them through inevitable challenges.  
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a. Notes from supervision sessions are helpful in compiling the mid and end 

of semester evaluations. 

9. Verify hours and sign monthly timesheets presented by the intern and complete a 

cumulative timesheet at the end of the semester.  

10. Provide a mid-term evaluation of student progress, review this with the student and 

provide to them to bring to the Course Instructor.  

11. Collaborate with the Course Instructor on the final grade for the student intern, and 

review with student the practicum portion of the grade at the end of the semester. 

Forms will be provided 

 

COURSE INSTRUCTOR RESPONSIBILITIES 

     With Practicum Placement Agencies:  
 

1. Collaborate with agency administrators and students to find appropriate practicum 

placements, helping to match agency requests and student preferences. 

2. Assist in the orientation of Agency Practicum Supervisors to understand her/his role 

and responsibilities. Contact and provide guidance to Practicum Supervisors during 

the site selection process. 

3. Be available throughout the semester to provide support. 

4. Conduct 2 Practicum Site Visits during the semester. The first will be scheduled 

within the first 4 weeks of the semester; the second between weeks 8 and 10. It is the 

student intern’s responsibility to schedule this meeting at a time the supervisor, 

instructor, and student are available for about 1 hour. The purpose of these visits 

is to ensure a smooth and positive learning experience for the student, and rewarding 

and productive outcomes for the agency.  

5. Monitor the student’s placement experience to ensure a collaborative and mutually 

productive experience and to respond proactively to any emerging challenges as well 

as acknowledge accomplishments.  

6. Collaborate with the Supervisor to find the most appropriate learning experiences for 

the student while achieving agency goals.  

7. Collaborate on a final grade with the Supervisor, both taking into account measurable 

achievement of professional behavior and learning objectives at the placement site 

and in seminar coursework. 

8. Ask for feedback to strengthen the relationship between the Human Services Program 

and the Agency with the goal of improving agency and student experiences.  

 

With Students: 

1. Assist students in securing an appropriate and meaningful practicum placement, 

hopefully before the beginning of the semester.  Provide the Practicum Handbook for 

students to review, answer questions, and role-play the interview process with 

students if helpful.   

2. Facilitate the weekly practicum course seminar discussions as outlined in the 

syllabus. Help students to give voice to challenges as they emerge at their placement 

and brainstorm actions to address these in a professional manner.  
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3. Assist students in developing awareness of how they impact others and are impacted 

themselves by the behavior of others. Reinforce the Ethical Standards of Human 

Services Workers.  

4. Develop and grade assignments. Both HSER 194 and 294 are taught as Writing 

Intensive (WI) courses. Students are given weekly reading assignments that focus on 

client-centered Best-Practices in human service work, and must write 2-3 pages on 

the application of the practices with the agency client population.  Students are 

encouraged to share these responses with their Practicum Supervisor during regular 

weekly supervision sessions.  

5. Grade weekly assignments and provide timely feedback to students so they can 

incorporate suggestions for improvement in their next assignment.   

6. Actively guide the integration of cumulative student learning with work activities at 

their practicum site.  

 


