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[bookmark: _Toc512262407][bookmark: _Toc116999564]Introduction to the Internship Program
Dear Students, 
Welcome to the Loyola University Chicago School of Social Work’s Internship Manual! An internship is the signature pedagogy of social work education, according to the Council on Social Work Education (CSWE), and this manual provides the information you will need to navigate the internship process. The internship program’s goal is to provide an integrative experience that brings classroom theory to the internship of practice. At the conclusion of the BSW and/or MSW program, students are ready to enter the professional social work internship in direct practice, policy, advocacy, or administrative work. Loyola’s Internship Team is committed to helping students obtain rich, diverse, and challenging internship experiences. 
The internship program challenges students to integrate professional values and personal perspectives in order to develop their understanding of social work practice. The School of Social Work understands that rigorous academic culture and unique internship experiences are equally important factors in the educational and professional development of our students. This stellar program relies upon the collaborative work of faculty, Internship Supervisors, Loyola Internship Liaisons, students, and staff members.
Each year the School of Social Work provides internship instruction to over 500 graduate and undergraduate students in more than 1000 social work agencies in the Chicago metropolitan area and beyond. The School of Social Work offers an Online MSW program and an Online Bilingual MSW program that are adding internship sites across the nation. Loyola also has partner affiliations with an array of agencies that offer a variety of service models and orientations. These agencies value our students highly and provide them with quality learning experiences. The internship office uses an online database called SONIA that enables you to select an internship that best fits your previous experiences, future goals, professional interests, geographical location, and the requirements of the agency. The process for securing an internship is comparable to looking for employment. After submitting your letter of interest and resume, you will have an opportunity to interview. 
We know that internship is a rewarding learning experience for students. We hope you will find this manual helpful in answering your questions about the internship program. 
Sincerely,
[image: Amy B. Greenberg, LCSW, MA electronic signature]
Amy Greenberg, LCSW, MA, Assistant Dean for Student Affairs 
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[bookmark: _Toc116999565]Administrative Structure of the Internship Program
The faculty and professional staff at Loyola University Chicago are committed to each student’s success in the internship. The roles and responsibilities of program faculty and staff are outlined below. 
[bookmark: _Toc116999566]Dean of the School of Social Work
This position is the chief administrator for the Loyola University Chicago School of Social Work and provides administrative leadership to all aspects of the program. 
[bookmark: _Toc116999567]Associate Dean of the School of Social Work
This position works closely with the Dean, the Assistant Deans, and the faculty regarding the curricular content of internship courses.
[bookmark: _Toc116999568]Assistant Dean of MSW Programs
This position provides overall direction to the MSW Programs and works closely with Student Affairs. 
[bookmark: _Toc116999569]Director of Online MSW Programs
This position provides overall direction to the online programs, including the Online Bilingual MSW program and the Online MSW program.
[bookmark: _Toc116999570]Director of the BSW Program
This position provides direction to the BSW Program, assisting undergraduate students in their admission to the School of Social Work and overseeing the social work curriculum for the program. 
[bookmark: _Toc116999571]Assistant Dean for Student Affairs
This position provides administrative leadership and direction for the Student Affairs team and oversees this team. The Assistant Dean reports to the Dean of the School of Social Work.
[bookmark: _Toc116999572]Assistant Director of Internships & Career Services
This position manages the day-to-day operations of the internship program. This position supervises the Internship Coordinators.
[bookmark: _Toc116999573]Assistant Director of Regional Programming
This position manages the day-to-day operations of the Online MSW internship program. This position supervises the Internship Coordinators for this program.
[bookmark: _Toc116999574]Internship Coordinators
Internship Coordinators manage the day-to-day operation of the internship program. There are separate Internship Coordinators for first-level generalist and second-level specialized internships in the traditional MSW program and the Online MSW and Online Bilingual MSW programs.
[bookmark: _Toc116999575]Loyola Internship Liaisons
[bookmark: _4u5mtobshczy][bookmark: _f8lssp8nfwoe][bookmark: _w5lpjuvk3adl][bookmark: _w4m0ddyuakgd]Loyola Internship Liaisons are experienced professional social workers who work part-time in the internship program. Loyola Internship Liaisons are assigned to specific students and agencies; once students have secured an internship, Loyola Internship Liaisons are their primary contact regarding the internship. 
[bookmark: _Toc116999576]Overview of the Internship Program
· Internships typically take place during weekday business hours. Students must arrange their schedules to accommodate their internships and should develop a consistent schedule in consultation with their Internship Supervisors. The schedule should meet the needs of the internship site and align with the learning opportunities available. Students should attend their internship sites and adhere to these schedules for their entire internships. 
· Even if a student has reached their minimum internship hours, we encourage the student to keep to the end date in their Learning Agreement and internship confirmation form rather than end their internship early. It is important to maintain a commitment to your internship site and clients and to align your behavior with CSWE’s Competency #1: Demonstrate Ethical and Professional Behavior. Please contact tour Loyola Internship Liaison for additional guidance. Schedule changes are rare and require approval from the Internship Supervisor and the internship site.
· It is recommended that traditional full-time students begin their first-level generalist internship within the first two semesters of starting the program.
· For students in the Traditional MSW program, evening, and weekend hours, as well as remote internships, are available only if offered by the internship site.
· Students in the Online Bilingual MSW and the Online MSW Program have some flexibility regarding daytime, evening, and weekend hours. Students must identify these opportunities in conjunction with their internship site and must complete internships concurrently with coursework. Beginning in the second year of their MSW program, students in these programs do their first-level generalist and second-level specialized internships only in the Fall-Spring semester. Note that internships for these programs are done in-person in the student’s home state unless the student arranges a virtual internship on their own.
· The first-level generalist internship requires 400 hours, typically completed on Tuesdays and Thursdays, with coursework scheduled on Mondays, Wednesdays, and Fridays. However, final schedules are determined by the Internship Supervisor and the student and should be discussed during the interview. Students typically complete 15 hours per week over the 15-week semester. 
· Students are required to complete all 500-level courses except 504, 506, and 509 before their second-level specialized internship.
· The second-level specialized internship requires 600 hours, typically completed on Mondays, Wednesdays, and Fridays, with coursework scheduled on Tuesdays and Thursdays. However, final schedules are determined by the Internship Supervisor and the student and should be discussed during the interview. Students typically complete 20 hours per week over the 15-week semester. Students cannot begin their second-level specialized internship until they complete their first-level generalist internship. 
· Students need to follow their course template to enroll in the correct first-level generalist and second-level specialized internship classes for their program. The corresponding Social Work Internship Instruction (SWFI) courses provide liability insurance to the student and site throughout the duration of the internship. 
[bookmark: _tyjcwt][bookmark: _Toc116999577]Levels of Internship
[bookmark: _Toc116999578]Generalist Internship
[bookmark: _3dy6vkm][bookmark: _Toc106876445]In accordance with accreditation standards, students’ first-year courses focus on understanding professional purpose, values, and ethical behavior within social work practice. Students learn about the multiple frames of reference that reflect the organization and diversity of the profession; build basic skills in the practice of social work with individuals, families, groups, organizations, and communities; and develop an appreciation of the role of research in evaluating practice, programs, and service delivery. The first-level generalist internship matches this beginning phase of identifying with the profession and exploring broad practice activity with individuals, families, groups, organizations, and communities. It also provides students with in-depth, hands-on experiences in multi-modality practice. 
[bookmark: _Toc116999579]Specialist Internship
[bookmark: _1t3h5sf]In accordance with accreditation standards, second-level specialized internships offer students experiences at the advanced clinical level with individuals, families, groups, organizations, and communities in various settings. After students complete the first-level generalist internship, or if they start in the advanced standing program, they must choose an area of specialization: 
Micro Practice:
· Micro Practice: Advanced Clinical Practice
· Micro Practice: CADC
· Micro Practice: Schools (Illinois only)
· Micro Practice: Migration Studies
Leadership Mezzo & Macro Practice (LMMP)
· Leadership, Community, Advocacy, and Policy Track (LCAP)
Online Bilingual Program students are placed in the Migration track. 
[bookmark: _52wcomdmeis7][bookmark: _Toc512262409][bookmark: _Toc106876446]Online MSW Program students choose between Micro Practice, and Leadership Mezzo, & Macro Practice (LMMP). Within Micro Practice, students may choose Migration Studies or Schools (Illinois only), as tracks. If students choose LMMP, they are placed in the Leadership, Community, Advocacy, and Policy Track (LCAP).
[bookmark: _Toc116999580]Types of Degree Programs
Loyola’s School of Social Work provides internship options for the BSW, MSW, MSW Advanced Standing, Online Bilingual MSW, Online MSW, Part-Time, and Dual Degree Programs. The specific internship options for each program are listed below.
[bookmark: _uwybm6ozu7ws][bookmark: _Toc106876447][bookmark: _Toc116999581][bookmark: _lnxbz9]Bachelor of Social Work
BSW students are working toward their undergraduate degree in social work and have one internship requirement, which they complete in their senior year. 
[bookmark: _35nkun2][bookmark: _Toc106876448][bookmark: _Toc116999582]Advanced Standing 
[bookmark: _1ksv4uv]The Advanced Standing program is designed for students who have completed a Bachelor of Social Work degree from an accredited program with a minimum 3.0 GPA. These students enter as 2nd-level students and must complete two semesters of coursework and one internship. Advanced Standing students begin their program in August and continue with coursework and internship. 
[bookmark: _44sinio][bookmark: _Toc106876449][bookmark: _Toc116999583]MSW
[bookmark: _2jxsxqh]The traditional full-time MSW program requires two years of coursework and two internships. These students complete a first-level generalist internship and a second-level specialized internship. MSW students may choose to extend their program, taking coursework part-time for up to four years. These students take fewer courses each term and finish the program in three or four years. However, students complete their internships as described in the “Overview of the Internship Program” section. In most cases, students need to complete their internship during the agency’s hours of operation. Part-time or weekend and evening hours internships are sometimes possible but are not guaranteed.
[bookmark: _z337ya]
[bookmark: _3j2qqm3][bookmark: _Toc106876451][bookmark: _Toc116999584]MSW – Dual Degree
Students in dual degree programs are enrolled in the School of Social Work and in another professional school. These students usually start their internships after completing their first year of coursework. Dual degree students complete a first-level generalist internship, typically during their second year of coursework, and a second-level specialized internship the following year that integrates social work with a focus on the other area of study. Students should meet with their academic advisor to review their course template and internship timeframe. 
[bookmark: _Toc106876452][bookmark: _Toc116999585]Online Bilingual MSW (OBMSW)
Online Bilingual MSW students take their classes remotely and focus on working with Latinx and migrant populations. The Online Bilingual MSW program requires coursework over eight consecutive semesters, including the summer. Students complete a first-level generalist internship and a second-level specialized internship in their fall-to-spring terms, extending into summer if needed. Students with a bachelor’s degree in social work from an accredited program enter in the spring term. They complete four semesters of coursework and one fall-to-spring internship in a local organization. Advanced Standing students will complete only a second-level specialized internship. OBMSW students work with Latinx or migrant populations in all their internships, and an Internship Supervisor or Task Supervisor provides supervision. Note that internships for this program are done in-person in the student’s home state unless the student secures a virtual internship on their own.
[bookmark: _Toc106876453][bookmark: _Toc116999586]Online MSW Program (OMSW)
[bookmark: _4f1mdlm][bookmark: _c2jeboduv4xf][bookmark: _Toc512262411][bookmark: _Toc106876454]Online MSW students earn their degrees remotely. Students in this program can choose one of three tracks: Migration Studies, Schools/PEL (Illinois only), or LCAP. Online MSW students complete a first-level generalist internship and a second-level specialized internship. OMSW students with an accredited BSW (i.e., advanced standing students) will complete only a second-level specialized internship. OMSW internships are done only in the Fall-Spring semester. Note that internships for this program are done in-person in the student’s home state unless the student secures a virtual internship on their own.
[bookmark: _Toc116999587]Responsibilities and Requirements of Internship Supervisors, Internship Agencies, and
 Loyola Internship Liaisons
[bookmark: _Toc106876455][bookmark: _Toc116999588]Minimum Responsibilities of Internship Supervisors: 
· Internship Supervisors are committed to a teaching role and have a clear understanding of the similarities and differences between staff and students.
· Internship Supervisors provide the support and the experiences through which the student can develop and demonstrate an integration of social work knowledge, principles, methods, and values.
· Internship Supervisors are central to the process of learning. Loyola, therefore, offers considerable support and assistance to them. All Internship Supervisors are invited to attend online and in-person continuing education and professional development training events provided by the School of Social Work throughout the year. They are eligible to receive Continuing Education Units. (CEUs). They also have active support from Loyola Internship Liaisons throughout the internship process 
· Internship Supervisors are encouraged to contact Loyola Internship Liaisons and Internship Coordinators for support and to visit the Loyola School of Social Work Internship Supervisors page, which includes many resources and forms 
· Internship Supervisors must be familiar with the educational philosophy of the School of Social Work and have a general knowledge of the content of the courses which the student has already taken or is currently taking. This knowledge should correlate with what is being taught or has already been taught in the classroom or through other internship assignments given to the student throughout the year. At times, Internship Supervisors teach specific content a student needs for an internship assignment if this content has not yet been covered in the classroom curriculum.
· Internship Supervisors should ensure that the internship site prepares for the arrival of the in relation to space, selection of assignments, selection of learning opportunities, office routines, agency staff, etc.
· Loyola expects Internship Supervisors to approve students’ timesheets through the SONIA Online Database and to complete the “3 in 1” form on this database. The “3 in 1” form includes the Learning Agreement, midyear evaluation, and final year evaluation. Completing the Learning Agreement and the evaluations should be a collaborative process between the Internship Supervisor and the student. The midterm and final evaluations offer ways to measure the student’s emerging mastery of the nine CSWE social work competencies.
· The Internship Supervisor is responsible for advising the student on the agency’s safety protocols and the unique risks associated with the agency’s line of work. The Internship Supervisor should work with the student to develop a safety plan or process to follow in the event that the student feels unsafe or uncomfortable while working directly with clients. The Internship Supervisor should inform the student of emergency procedure protocols and crisis plans during orientation. Please see the section on Home Visits if meeting with clients in the community is part of an internship role. 
· The School recognizes that an Internship Supervisor must retain a responsibility to the agency for the quality of the work done with clients or other projects relevant to the domain of practice. The School also expects the Internship Supervisor to utilize the case material to teach the student general principles of the practice in an individualized manner based on the student's previous experience, learning patterns, and level of demonstrated competence.
· Teaching methodologies may also include observation, audio or video recordings, summary recordings, role-plays, simulations, or other reporting formats. In addition to individual supervision, some agencies offer seminars, expert consultations, cross-disciplinary opportunities, student support groups, or group supervision.
· Information shared by the student and Internship Supervisor and/or Loyola Internship Liaison is not considered confidential. All information about the student can be shared with the Internship and Advising Teams, including the Assistant Dean for Student Affairs, Assistant Director of Internship and Career Services, Internship Coordinator, Academic Advising staff, the Assistant Dean of MSW Programs, and the Associate Dean as needed. 
[bookmark: _l6mfrl6dfxbd][bookmark: _Toc106876456][bookmark: _Toc116999589]Requirements of Internship Supervisors
· If the Internship Supervisor of an internship site does not meet the above criteria, the School may provide an Offsite MSW Internship Educator to the intern to reinforce a social work perspective on the internship experience. MSW students will meet with an Offsite MSW Internship Educator in a group setting and on a bi-weekly basis for one hour to review and receive exposure to MSW concepts. See the addendum for additional guidelines related to the Offsite MSW Internship Educator role. 
· The agency will remain responsible at all times for patient/client care.
· Loyola requires Internship Supervisors to have an MSW degree and two years of post-graduate experience or a related higher degree such as a DSW or a Ph.D. in social work. Internship Supervisors complete an application and confirm their level of education and experience with Internship Coordinators by submitting a resume for review/approval. An LCSW is preferred but not required due to variations in agency or state regulations and requirements. In some cases, an Internship Coordinator or the Director of Internships and Student Services may approve supervisors with alternative credentials, such as an LCPC, based on the supervisor’s experience within the setting. In such cases, the Internship Coordinator, Loyola Internship Liaison, and Internship Supervisor develop a plan to ensure that students obtain the “social work perspective” during their internship.  The Council on Social Work Education (CSWE), which accredits Loyola's social work programs, determines this supervision requirement. The School has the ability to make exceptions to this policy on a case-by-case basis.
· The School has high-performance expectations of Internship Supervisors. They are expected to meet individually with students in supervision for at least one hour per week. This hour is preferably one block of time, although, at sites, it may be made up of multiple sessions throughout the week. It is expected that students in the clinical social work specialization of practice will be assigned an appropriate caseload of adequate size for learning. The guideline is that a large portion (50%) of student time in the BSW/first-level generalist and most of the time (70%) in the second-level specialized should be spent in direct service.  The nature and composition of a “caseload” may look very different for second-level specialized students in the Leadership Mezzo and Macro Practice (LMMP) area of specialization. However, appropriate assignment of cases, projects, or tasks related to this domain of practice should constitute approximately 70% of the student’s time in the agency. The Internship Supervisor should be accessible (either in person, by phone or by email) to the student during their time at the agency.
· The School expects Internship Supervisors to provide students with a broad and general sense of the agency’s paperwork and required documentation, including intakes, assessments, treatment plans, progress notes, and any relevant technology or online programs. Specialist students in the LMMP area of specialization should complete reports and other documentation related to assigned projects and tasks in the agency setting. 
· Internship Supervisors are required to review and sign off on weekly internship timesheets provided by the student. Internship Supervisors will review and document the completion of these hours and submit the completed hours in midterm and final evaluations.
· The Internship Supervisor is expected to help the student learn how to evaluate the effectiveness of the interventions used within cases at the agency. A Internship Supervisor working with students in the Micro Practice specialization should lead discussions regarding the effectiveness of clinical intervention. For the LMMP area of specialization, the Internship Supervisor should evaluate the effectiveness of completed tasks and projects. On an ongoing basis, the Internship Supervisor should consider the state of the student's knowledge and skills. At the midpoint and at the end of the internship, the Internship Supervisor and the student should engage in a mutual, formal evaluation process that includes completing an online form made available by the School each semester. Please note that there are different evaluation instruments for first- and second-level students during their internships. 
· In the event that an Internship Supervisor begins to question a student's performance and/or capacity for social work practice, the Internship Supervisor has the responsibility to share this concern as early as possible with the student and the Loyola Internship Liaison. If the student is experiencing problems in learning, the Internship Supervisor should provide documentation and feedback illustrating the problem and review and discuss this with the student. If the student’s performance does not improve, the student’s Loyola Internship Liaison will ask the Internship Supervisor to participate in a specially convened meeting to discuss the student's progress, take the appropriate steps to ensure positive change, and consider implementing a Supportive Learning Plan.
[bookmark: _3tbugp1][bookmark: _Toc106876457][bookmark: _Toc116999590]Responsibilities of the Agency
The professional education of social work students is a shared responsibility of the School of Social Work and the agencies and institutions that participate in social work education. The following responsibilities outline the ways in which the School expects agencies and institutions to conduct activities with students.
· The agency’s administration, board members, and staff should be committed to the values of an instructional program.
· Appropriate experiences for learning the delivery and development of services to families, individuals, and groups should be available to ensure appropriate breadth and depth of experience for all students while working with the agency.  Such experiences will vary by domain of practice and area of specialization.
· Communication and collaboration between the agency administration, Internship Supervisor, Internship Coordinator, and Loyola Internship Liaison should facilitate the provision of a sound educational experience for the student.
· The ethics and values of social work should be demonstrated through the policies, program design, and delivery of services of the agency.
· The agency should make practice policy and programming opportunities available to students through attendance at staff meetings, critical evaluation of services, and the opportunity for research within the agency.
· The agency should never ask a student to engage in any activity that is prohibited by the agency, this internship manual, or any other policies instituted by the School of Social Work and Loyola University Chicago. 
· The agency will remain responsible at all times for patient/client care.
· Internship sites must have a safety plan in place for students in case of emergencies such as fire, police, medical, and any possible unruly/violent client issues, and home visit policies, if applicable. Internship Supervisors should share this plan with students during their orientation. If at any point during their internship a student feels uncomfortable or unsafe with the work they are being asked to do or with the environment they are in, they should immediately contact either their Loyola Internship Liaison or Internship Coordinator.
[bookmark: _28h4qwu][bookmark: _Toc106876458][bookmark: _Toc116999591]Requirements for Loyola Internship Liaisons
Loyola Internship Liaisons are professionals in the internship of social work, typically working at agencies or in private practice, and are contracted through Loyola.  Requirements for Loyola Internship Liaisons may include the following: 
· A Master of Social Work degree; most Loyola Internship Liaisons also have their LCSW and internship instruction or supervisory experience. 
· A minimum of five years of experience working in various settings, including agency work, schools, and private practice.
· Familiarity with Loyola’s School of Social Work Program, an understanding of the role of internshipwork in social work education, and familiarity with theoretical concepts as the foundation for social work practice. 
· Availability to meet with students and Internship Supervisors for individual in-person or virtual consultation. 
· Strong interpersonal communication and problem-solving skills.
[bookmark: _nmf14n][bookmark: _Toc106876459][bookmark: _Toc116999592]Responsibilities of Loyola Internship Liaisons
A Loyola Internship Liaison’s primary responsibilities are supporting and communicating with their assigned caseload of internship students and with those students’ assigned Internship Supervisors. The frequency, location, and content of communications and meetings are based on the needs of the student, Internship Supervisor, and agency, as well as the Loyola Internship Liaison’s evaluation of the internship experience. Specific Loyola Internship Liaison responsibilities include:
· Contacting students as they are assigned to the Internship Supervisor’s caseload in order to introduce themselves and review their role in working with the internship site and the student. 
· Obtaining and reviewing a Learning Agreement from each student. The Learning Agreement should be reviewed collaboratively with the student and the Internship Supervisor by phone or video conferencing.
· Communicating monthly and as needed with students through phone, e-mail, and in-person individual and/or group meetings.
· Maintaining monthly contact with Internship Supervisors (in-person or by phone or email) and providing consultation to the Internship Supervisor and/or the student regarding internship activities and/or learning challenges. The Loyola Internship Liaison should involve the Internship Team when concerns arise and as appropriate. Information shared by the student, and Internship Supervisor, and/or the Loyola Internship Liaison is not considered confidential. All information about the student can be shared as needed with internship and advising teams, including the Assistant Dean for Student Affairs, Assistant Director of Internship and Career Services, Internship Coordinator, Academic Advising staff members, the Assistant Dean for MSW Programs, and the Associate Dean. 
· Utilizing problem-solving skills with sites and students to resolve challenges or concerns at the internship.
· Visiting each assigned student’s internship site at least once during their internship. These visits may occur virtually or in person when logistically possible. For the Online Bilingual Program and Online MSW Program, internship site visits will vary by Loyola Internship Liaison and internship location and will usually be conducted virtually. Other visits may be necessary as requested by the student and/or the Internship Supervisor.
· Discussing safety considerations and any unique risks associated with the student’s internship.
· Serving as a resource for the student if they feel uncomfortable or unsafe at any time during their internship.
· Reviewing internship evaluations and contact the Internship Supervisor to follow up on any inconsistencies and/or concerns.
· Helping students who are completing their professional education review their achieved knowledge and skills, ongoing learning needs, and employment opportunities in the community. 
· Referring students as needed to appropriate university resources, such as academic advisors or the Wellness Center. Students in the Online Bilingual Program and Online MSW Program should be referred to Loyola University resources.  We also encourage students to utilize local community resources and/or their individual health insurance providers as needed.
· Monitoring and evaluating internship sites and sharing feedback with the Internship Team, as well as sharing information about issues, problems, and trends in social work practice or policy raised by students or Internship Supervisors during site visits or other communications.
· Providing feedback to the Internship Coordinator on internship sites and making recommendations about the continued use of internship sites.
· [bookmark: _6v3c1p8gqess][bookmark: _8io849wwboa6][bookmark: _Toc512262412][bookmark: _Toc106876460]Maintaining the educational standards of the School and, when indicated, directing information regarding academic problems to the appropriate school personnel.
[bookmark: _Toc116999593]Roles and Responsibilities of Student Interns
In order for students to maximize their internship experiences, they need to be aware of their responsibilities as adult learners and professional social workers in training.  When accepting internships, students commit to putting forth their best effort representing sent Loyola University and the social work profession during the internship period. When accepting an internship with an assigned Internship Supervisor, the student agrees to engage in a teacher-student relationship in which the student assumes responsibility for following through on his or her commitments made with clients, colleagues and other significant people in relation to services. The student accepts an internship role as an adult learner while being supervised by an Internship Supervisor at the internship site.
Internship experiences integrate classroom theory and direct practice. Part of this experience is developing, practicing, and integrating the nine CSWE core competencies included in the Learning Agreement. The Learning Agreement, as well as the midyear evaluation and final evaluation, can be found in the “3 in 1 form” in the SONIA online database. The Learning Agreement is assigned to the student at the beginning of the semester. 
[bookmark: _Toc106876461][bookmark: _Toc512262426]The internship program recommends that students carefully consider how they will complete a second-level specialized internship if they have a full-time job. Since the hours for the second-level specialized internship increase from 400 to 600 hours, requiring approximately 25 hours per week over two semesters, it can be more difficult to manage an internship along with job responsibilities at the second-level specialized. It is important for students to be proactive and think ahead about time management and work/home/life/school balance. 
[bookmark: _Toc116999594]Preparation for Internships
· Students may be asked to travel up to one hour or more to their internship site using CTA, Metra, or car. Travel time to and from the internship site does not count toward the total internship hours required. Travel to the internship is the responsibility of the student and must be paid for by the student using a university UPASS transportation account or personal funds.
· As part of pre-orientation before an internship’s scheduled start date, internship sites may ask students to complete and submit additional application materials and screenings. These may include immunization records, additional references, letters of recommendation, drug tests, background checks, documentation for physical exams, proof of health insurance coverage, or medical tests (e.g., tuberculosis screening). Students are responsible for completing these requirements and submitting records to their Internship Coordinator or site contact as needed. 
· Many agencies pay the cost of required background checks or drug tests, but some require students to pay these fees. Loyola does not have the resources to pay for the cost of these tests. If questions come up regarding any agency tests or requirements, students should contact their Internship Coordinator. 
· Felony and misdemeanor convictions can affect students pursuing internships or employment prospects post-graduation since many agencies and employers 
require criminal background checks for prospective interns and employees. Some internship sites or employers have human resource policies that prevent them from hiring anyone with a prior conviction. In addition, a conviction may also impact a student’s or graduate’s ability to secure personal liability insurance as an intern or as a professional social worker post-graduation and may also affect state board licensure opportunities post-graduation NASW and other organizations, as well as state licensure boards, should be contacted directly to inquire about the impact of convictions on a graduate’s ability to obtain insurance coverage or licensure. 
· Students should use Loyola's Career Services office for assistance with resumes and cover letters and sign up for mock interviews in preparation for internship interviews. Please see additional information on the Loyola Career Services site. 
[bookmark: _Toc106876462][bookmark: _Toc116999595]Professional and Ethical Expectations
· Students must abide by the NASW Code of Ethics throughout their academic career at Loyola University, both in the classroom and at their internships.
· Students should communicate often with their Internship Supervisors to obtain maximum benefit from the student-instructor relationship. It is appropriate for students to look to Internship Supervisors for supervision and for help developing the knowledge, skills, values, and techniques relevant to the practice of social work. 
· Students are responsible for communicating their educational needs and interests to Internship Supervisors. This includes requesting more extensive learning opportunities, as well as expressing interest in being involved in other services or programs offered by the internship site.
· Students are responsible for discussing with Internship Supervisors and/or Loyola Internship Liaisons any areas of disagreement, dissatisfaction, or confusion with respect to any part of the internship learning experience. It must be emphasized that if a student is having problems or struggling during an internship, it is the student’s responsibility to communicate such information promptly and thoroughly to the Internship Supervisor and/or the Loyola Internship Liaison so the student’s needs may be addressed in the internship’s early stages.  Additionally, if a student is asked to do something during an internship that feels unsafe or uncomfortable or that is prohibited by this manual or another LUC policy, the student should immediately inform the Loyola Internship Liaison or Internship Coordinator.  
· Information shared by the student and the Internship Supervisor and/or Loyola Internship Liaison is not considered confidential. All information about the student may be shared as needed with the internship and advising teams, including the Assistant Dean for Student Affairs, Assistant Director of Internship and Career Services, Internship Coordinator, Academic Advising staff, the MSW Program Director, and the Associate Dean.
· Students are not permitted to use personal phones or other communication devices during internship hours except for emergencies or safety concerns. Any personal device use during internship hours should be discussed and approved by an Internship Supervisor. 
· Students may have access to computers and confidential information at an internship site. Students are not permitted to use site computers for personal reasons and must follow internship site policies related to confidential information and records. See the Loyola Information Technology Services site for more information. 
· Students must maintain professionalism at their internship site, while on campus at Loyola, and on all social media outlets. Inappropriate online comments or photos may be considered a breach of ethics and could result in dismissal from the program.
· Students must dress appropriately during internships. Standards of dress are determined by the internship site. 
[bookmark: _Toc106876463][bookmark: _Toc116999596]Scheduling and Internship Hours
[bookmark: _Toc116999597]Class and Internship Scheduling Conflicts
· The Internship Team and Student Affairs acknowledge that orientations and other training or learning activities provided by internship sites may be available only during class times. Students are not excused from class in order to attend internship events or complete internship-related activities. However, students are free to choose whether to miss class or the internship activity. Students should communicate with their instructors and Internship Supervisors ahead of time about any time conflicts and should ask for more information about how missing class or an internship activity could affect them. If students choose to miss class, they may be marked absent and may not be permitted to make up attendance points for missing a class session. Making choices and decisions is part of the learning process, and students should do what they feel is best for their learning and their future social work career.
[bookmark: _Toc116999598]Attendance
· Consistent attendance at the internship is critical to the success of the student. Unless other arrangements are made, a student should follow the agreed-upon work schedule. Note that lunch hours and breaks do not count towards internship hours unless a different arrangement is made with the student’s Internship Supervisor. An average scheduled internship day typically is seven to eight hours, excluding the lunch hour, and is based on the schedule of the student's internship site. Some sites require students to make a schoolyear or full-year internship commitment. If students accept an internship with this type of schedule, they are required to honor that commitment through the end of the internship.
· It is the student’s responsibility to inform their Internship Supervisor about illnesses, medical needs, and personal matters which may affect the student’s attendance or performance and to work with the Internship Supervisor to adjust their schedule or arrange make-up hours. Students are expected to discuss any implications of religious holidays on their internship schedule. If students observe religious holidays, they must request time off from their supervisor for these holidays in advance. Students are expected to make up these holiday hours.
· Attendance at the internship site is critical to a student’s success. Inconsistent attendance or other issues can lead to a student’s receiving a Supportive Learning Plan and/or being terminated from the internship. 
[bookmark: _Toc116999599]Tracking Hours
· Students must submit their timesheets weekly through the SONIA online database. The Internship Supervisor will review and sign off on the agreed-upon hours on a weekly basis. It is the student’s responsibility to ensure that timesheets are being approved, and students should contact their Loyola Internship Liaison with any concerns. Students should also keep a copy of their timesheets for their records.
· Students should complete internship hours during scheduled timeframes, and these hours should consist of approved training and learning opportunities provided by the internship site. Internship hours should also include a weekly scheduled supervision time with an assigned Internship Supervisor and appropriate amounts of time to complete tasks and projects relevant to the internship level.
· It is important to complete and submit documentation in a timely manner. Students must submit timesheets and internship hours during the internship timeframe in order to have them approved. Hours submitted but not approved and hours submitted after the internship concludes will not be included. Hours submitted after the internship concludes will also not be approved. 
[bookmark: _Toc116999600]Requesting Time Off
· Students must formally request time off in advance during an internship, just as one would request time off during professional employment. All time off requests during the internship must be approved by the Internship Supervisor. Students must discuss exact vacation dates with the Internship Supervisor and take into account the needs of the agency and the clients. Note that students are expected to continue with internships through fall, winter, spring, and summer breaks when class is not in session, unless otherwise specified by the internship site. Some internships give students time off during breaks or when classes are not in session, while others expect students to work at the internship during their academic break(s). When taking approved time off, students who carry caseloads should inform clients ahead of time about when they will be away. Before time-off begins, students have the responsibility to keep case notes up-to-date and to inform the Internship Supervisor of any substitute client activities which should occur while the student is away. Students are responsible for making up any hours they miss from the internship due to illness or pre-approved time off. 
[bookmark: _Toc116999601] Supervision, Feedback, and Evaluations
· Students should have one hour of weekly supervision with their assigned Internship Supervisor. Some agencies may offer group supervision in addition to individual supervision. Alternative supervision arrangements or options may also be approved by the School. Students have the responsibility to attend supervision meetings with Internship Supervisors and to prepare for these meetings. Students are expected to maintain their scheduled meeting times and should communicate directly with their supervisor if they must miss an appointed supervision. Students should take the initiative to follow up with Internship Supervisors to reschedule if supervision meetings are canceled. 
· Students are responsible for ensuring that their assigned Internship Supervisor has access to evaluation links and other required forms. Students should meet with their Internship Supervisor to review and discuss both the midterm and final evaluations. Evaluating the students’ performance in the internship should be a joint process between the student and the Internship Supervisor.
· Students should evaluate their learning experience, performance, and professional development with their Internship Supervisor and Loyola Internship Liaison throughout the internship experience.
[bookmark: _Toc116999602]Students with Disabilities and Accommodations
· Internship accommodations are specific to the student and internship site and require a meeting with a SAC Accessibility Specialist to discuss reasonable accommodations for a particular internship. If you have questions related to documented disability-related accommodations or to apply for accommodations, visit the Loyola Student Accessibility site.
[bookmark: _Toc106876466][bookmark: _Toc116999603]Mental Health and Wellness Supports
· At times, any student’s ability to balance the demands of a rigorous academic program, other life responsibilities, and internal stressors may become difficult and require professional intervention. The Loyola Wellness Center is available on campus to help campus-based students with concerns. During regular Wellness Center hours, a registered nurse is available by phone to assist students with counseling and health concerns/questions through Dial A Nurse at 773-508-8883. Additional information about this service is available at Loyola Wellness Center Dial A Nurse. 
· Students in the Online Bilingual Program MSW and Online MSW Program should utilize resources provided by their health insurance providers or local community resources as needed. 
· In the case of an emergency, students should call 911 or report to the nearest emergency room.
· [bookmark: _1mrcu09][bookmark: _ihb9kdglti85][bookmark: _46r0co2][bookmark: _Toc512262413][bookmark: _Toc106876467]Loyola Internship Liaisons, Internship Coordinators, Internship Supervisors, Seminar Instructors, or other faculty or staff members who are in contact with student interns and who identify or suspect significant mental health issues are encouraged to direct students to appropriate resources.
[bookmark: _Toc116999604]Roles and Responsibilities of The School of Social Work
[bookmark: _Toc106876468][bookmark: _Toc116999605]Internship Team
The Assistant Director of Internships and Career Services and the Internship Coordinators report to the Assistant Dean of Student Affairs and are responsible for the day-to-day operations of the internship program. The Assistant Director of Internships and Career Services and the Internship Coordinators, in collaboration with the Assistant Dean of Student Affairs and the Internship Committee, perform the following functions:
· Develop policies, procedures, and objectives for the School’s social work internship programs.
· Partner with new internship sites concerning the selection and interpretation of internship policies, procedures, requirements, and standards.
· Maintain ongoing communication with agency administrators, agency directors of social services, and/or agency program directors concerning the administration of policies, procedures, requirements, and standards.
· Plan and coordinate internship training for Internship Supervisors in order to develop the quality of teaching and strengthen the performance of Internship Supervisors as educators.
· Plan student orientation to the internship program. 
· Provide opportunities for agency Internship Supervisors to participate in the ongoing assessment and development of the School's internship program, the development of the criteria for internship performance, and the content of internship instruction.
· Create opportunities for Internship Supervisors to gain familiarity with the School's curriculum and trends and changes in classroom course content.
· Evaluate and assess agencies' internship programs in cooperation with Loyola Internship Liaisons and students.
· Coordinate plans for student internships.
· Communicate with students regarding new agencies which are likely to be available and provide factual information regarding these internships.
· Provide the opportunity for students to evaluate their performance in their internship experiences.
· Review periodically the internship instructional program’s immediate and long-range goals and the implementation of activity toward those goals within the context of the Council of Social Work Education (CSWE).
· Collaborate with the Internship Committee, which meets monthly, to provide information and feedback about student performance, school curriculum, internship policies and procedures, and new initiatives. Committee members also share current issues and changes in the practice community.
[bookmark: _Toc116999606]School Responsibilities to Internship Site
The School of Social Work recognizes that the educational program administered through Loyola University Chicago should not, and would not, exist without partnerships between the School and participating agencies. It is the expectation of the School that social workers and staff members in agencies will interact with the School in such a way as to share knowledge about models of service, identification of internship issues, and make recommendations for social work education. Final responsibility for curriculum design rests with the School of Social Work.
The School has identified certain specific tasks which it believes are basic in fulfilling its partnership with agencies in the process of internship education.
· It is the role of the School to plan and guide the integration of the internship experience with the total educational program of the student.
· The School is responsible for confirming Internship Supervisors and meeting internship instruction and supervision standards.
· The School will provide each student with a Loyola Internship Liaison who collaborates with the Internship Supervisor to help meet the educational goals of the internship program.
· The School takes responsibility for informing agency Internship Supervisors and administrators of significant curriculum changes occurring at the school.
· The School assumes the responsibility of planning and providing an orientation for Internship Supervisors new to the Loyola School of Social Work program. This orientation will include content related to Loyola's educational program and the policies and procedures related to internship instruction. This content will supplement the material contained in the Internship Manual.
· Regular meetings for all Internship Supervisors will be held at the University or other regional areas during each academic year in order to provide information about developments, modifications, or current emphases in the curriculum and to facilitate the continuing development of the instructors as social work educators. 
· It is the role of the School to plan and guide the integration of the internship experiences with the total educational program of the student. The process through which this is achieved is currently under revision by the faculty of the School and is to be introduced during the current academic year.
[bookmark: _4d34og8][bookmark: _Toc512262414][bookmark: _Toc106876469][bookmark: _Toc116999607][bookmark: _2s8eyo1]Internship Goals and Objectives
[bookmark: _Toc106876470][bookmark: _Toc116999608]Competency-Based Education Framework
The Social of Social Work uses a competency-based framework to prepare students in Bachelor’s and Master’s level programs for professional practice. Competency-based frameworks focus on outcomes to ensure that students are able to integrate and apply social work competencies in practice. Bachelor’s level programs prepare students for first-level generalist practice, and Master’s level programs prepare students for first-level generalist practice and specialized practice. The explicit curriculum of Loyola’s program is comprised of courses, internship education, instruction, and technology (i.e., simulation). The intention behind internship education is to integrate theories and concepts learned in the classroom in a practice setting. 
The Council on Social Work Education (CSWE) recognizes the nine social work competencies listed below. Full descriptions of these competencies, including the knowledge, skills, values, and cognitive and affective processes associated with each, as well as the observable behaviors that reflect each part of the competency, are available in the CSWE’s Educational Policies and Accreditation Standards.
[bookmark: _Toc116999609]Council on Social Work Education Core Competencies
1. Develop Ethical and Professional Behavior
2. Engage Diversity and Difference in Practice
3. Advance Human Rights and Social, Economic, and Environmental Justice
4. Engage in Practice-Informed Research and Research-Informed Practice
5. Engage in Policy Practice
6. Engage with Individuals, Families, Groups, and Communities
7. Assess Individuals, Families, Groups, and Communities
8. Intervene with Individuals, Families, Groups, and Communities
9. Evaluate Practice with Individuals, Families, Groups, Organizations, and Communities
[bookmark: _Toc106876471][bookmark: _Toc116999610]Overall Goals of the Internship Instruction Program
Internship instruction is designed to enable students to acquire, integrate, and further develop knowledge and skills related to social work practice through a practicum experience. One of the goals of the internship is learning to use a biopsychosocial spiritual framework to understand and improve the adaptive functioning of individuals, families, and small groups. Another is learning about intervention in larger societal system, and about developing and managing agency programs and staff. Throughout the internship, students learn to use a “person in environment” lens and to understand that clients are affected by a number of elements that interact in highly complex ways across various system levels.
In the internship experience, the student focuses on first-level generalist elements at the first-level generalist and on specialized practice at the second-level specialized while integrating the knowledge and skills learned in other parts of the curriculum. Within a practice setting, the student can operationalize values regarding the inherent dignity of all human beings and the importance of social justice and social responsibility that have traditionally been central, not only to the School of Social Work at Loyola, but to the social work profession itself. For this reason, it is a matter of importance to ensure that Loyola's internship program includes service to a variety of client groups, including people of different ages, genders, races, ethnic backgrounds, socioeconomic levels, and lifestyles, as well as addressing a variety of presenting problems and systems beyond the individual client or family.
In concert with the curriculum, the focus of the Loyola program includes outreach, prevention, advocacy, community involvement, program and staff development and management, as well as intervention methodologies with individuals, families, and small groups. Throughout the internship sequence, there is an emphasis on the formation and the utilization of the professional helping relationship regardless of the methodology to be utilized within that relationship or the system level engaged by the student and agency.
[bookmark: _2nnwxj15lf6b][bookmark: _Toc106876472][bookmark: _Toc116999611][bookmark: _17dp8vu]Objectives for BSW Generalist Internships 
The internship experience is the signature pedagogy of social work practice and is, accordingly an integral and essential component of the curriculum. The BSW internship is considered a first-level generalist experience identical to the MSW first-level generalist internship experience. Students pursuing a BSW first-level generalist internship will be concurrently enrolled in, or have previously completed, the prerequisite generalist-level courses. In these internships, students gain experience in agency settings and engage in first-level generalist-supervised social work practice. These positions provide valuable opportunities to apply classroom learning in the internship. Through the internship, BSW students refine their professional social work skills and integrate classroom course content with on-the-job experience with service provision, outreach, networking, and resource development.
[bookmark: _3rdcrjn][bookmark: _Toc116999612]Objectives for MSW Generalist Internships
Since the MSW first-level generalist internship focuses on foundational content, MSW students in their first semester must take concurrently, or have already taken, the Social Work with Individuals and Families course (SOWK 503) and Human Behavior in the Social Environment course (SOWK 500) in order to begin their first-level generalist internship. The unique quality of each student's experience with service delivery means that the interrelationships between internship content and the organization of classroom content will vary for each student. Nevertheless, the student always has the opportunity to integrate the concepts from the curriculum within their internship.
[bookmark: _26in1rg][bookmark: _Toc106876474][bookmark: _Toc116999613]Objectives for Specialist Internships
In a second-level specialized internship, students develop the knowledge and skills that align with their chosen domain of practice, either Micro Practice or LMMP. This advanced internship allows students to focus more specifically on their selected professional area. 
Within the Micro Practice area of specialization, there are four tracks: Advanced Clinical Practice, CADC, Schools, and Migration Studies.  Within Leadership Mezzo and Macro Practice there is one track:  Leadership, Community, Advocacy, and Policy (LCAP). 
[bookmark: _1y810tw][bookmark: _Toc512262415][bookmark: _Toc106876475]Advanced-level courses and the second-level specialized internship are selected by the student based on their area of specialization and track. The advanced practice curriculum includes discussions of case material, and the application of theories and methodologies learned in the classroom. Examples from the internship are used to illustrate assessment, intervention, evaluation, advocacy, prevention, and the organizational context of service delivery systems.
[bookmark: _Toc116999614]Internship Timeframes
[bookmark: _Toc106876476][bookmark: _Toc116999615]Water Tower Campus 
Loyola’s rolling admissions process allows students to conduct their internships in the Fall-Spring, Spring-Summer, or Summer Block semesters. Note that these are the only three timeframes available for internships. Please see guidelines for specific programmatic timeframes: for example, the Online Bilingual MSW and the Online MSW Program offer only Fall-Spring internships. Previous work experiences, internships, and life experiences with social work can be helpful to students during their internships, but they cannot lead to waiving an internship or be used to count towards internship hours.
Please note that most internship experiences are unpaid.
If you are interested in securing an internship for either the Fall-Spring, Spring-Summer or Summer Block semester, the first step is to complete an internship application form in the SONIA database. You will find internship application instructions on the Loyola internship website. 
Internships can begin two weeks before or two weeks after the first day of the semester. Any exceptions to the start date of the internship timeframes listed below may require submission of an exception to policy form and written approval from the School of Social Work administration. 
[bookmark: _4i7ojhp][bookmark: _Toc116999616]Fall to Spring
These internships start at the beginning of the fall semester and go through the end of the spring semester. They typically begin in late August or early September and continue through late April or early May.
[bookmark: _2xcytpi][bookmark: _Toc116999617]Spring to Summer
These internships start at the beginning of the spring semester and go through the end of the summer semester. They typically begin in January and continue through August.
[bookmark: _1ci93xb][bookmark: _Toc116999618]Summer Block 
[bookmark: _9r4j913y6bes]Summer Block internships are a full-time intensive immersion. These internships are the equivalent of two semesters of internship, and students are required to work 35-40 hours per week. Note that students cannot work more than 40 hours/week. Generalist summer internships usually begin in mid-May and end in August (an average of 35 hours per week over 12 weeks totals 400 hours). Specialist internships typically begin in mid-May and end in September (an average of 35 hours per week over 17 weeks totals 600 hours). Please note that these timeframes must be adhered to strictly.
[bookmark: _2bn6wsx][bookmark: _Toc106876477][bookmark: _Toc116999619]Online Bilingual MSW Program and Online MSW Program  
[bookmark: _qsh70q][bookmark: _Toc512262419][bookmark: _Toc106876478]The School of Social Work admits students to the Online Bilingual MSW program (OBMSW) and the Online MSW program (OMSW) in the Fall semester. Students in these programs take their first courses during the Fall semester only and complete a Fall-Spring internship the following year. The School of Social Work admits advanced-standing students to these programs in the Spring semester, and students complete a Fall-Spring internship. Note that these programs have specific sequences to their coursework. Please see below for more information about completing internships during the required timeframes.
[bookmark: _Toc116999620]Types of Internships
[bookmark: _Toc106876479][bookmark: _Toc116999621]Water Tower Campus
Located in downtown Chicago, the School of Social Work sits within a dynamic area for the internship of social work due to its diverse population, urban and suburban opportunities, and wealth of resources. Internship partner sites are located throughout the Chicago metropolitan area, southeast Wisconsin, and northwest Indiana. Possible sites include schools, health care settings, and social service organizations.
[bookmark: _Toc106876480][bookmark: _Toc116999622]Online Bilingual MSW and Online MSW Program
Since students in these programs live in different geographical areas, their internship sites will be located in their local communities. As with other internships, students should be prepared for an hour commute to the site (one way) and potentially longer if a student identifies a site that is further away.
For the first year of these programs, students focus on coursework and do not complete an internship. However, at the beginning of these programs the student is required to work actively with the OBMSW Internship Coordinator or the OMSW Program Regional Coordinators to locate internship sites in their home states for their first-level generalist internship. Students should understand that the internship process includes both applying to and interviewing with sites to secure a first-level generalist or second-level specialized internship, and that the process can mirror a job search. Internships for the OBMSW and OMSW programs take place in Fall-Spring only. 
[bookmark: _Toc116999623]Internship Partners
The Loyola School of Social Work has developed and maintained internships that reflect ethnic, racial, and cultural diversity within urban and suburban areas. Sites include a mix of public and private organizations serving people from a wide range of ages, socioeconomic levels, racial and ethnic backgrounds, and lifestyles.
There is a formal application process for new agencies wishing to collaborate with the School of Social Work. The Internship Coordinators work in conjunction with new internship sites to develop new opportunities. The Internship Coordinators share the specific responsibilities that the agency is expected to assume in order to train Loyola students, and sites are expected to incorporate CSWE's social work competencies into their internship training model. The site's potential is evaluated in terms of its capacity to provide a well-rounded social work educational experience to students, with factors including a variety of learning opportunities, a diversity of clientele, a professional and ethical program of service, and a commitment to the learning needs of the students. 
It is important to keep in mind that the internship sites reflect the actual internship of social work, which means that roles and responsibilities vary from site to site. Students will have very different internship experiences from one another: no two students will have the same experience. The site, the student’s level of experience, and the agency’s policies will determine the kind of contact interns will have with clients. Generalist internships are first-level generalist positions designed to provide students with the basic skills of engagement and a general orientation to the internship of social work. The range of experiences for first-level generalist internships includes direct service work with clients, case management, resource and referrals, program planning, outreach work, intake, assessments, psycho-educational groups, etc. The range of experiences for second-level specialized internships in the Micro Practice specialization include clinical assessments, intakes, treatment planning, psychotherapy and counseling, work with the DSM-5, and clinical group work. The range of experiences for second-level specialized internship in the LMMP area of specialization includes program development and evaluation, grant writing and development, event planning, administration, finance, human resources, advocacy, policy, and education. 
The pace of each internship will also vary. Some sites have lengthy orientation processes and students begin to see clients at the end of the first semester. Other sites may have students meeting with clients within the first week. Social work is a broad internship and students benefit from varied experiences in their internships. The more experiences a student can gain and explore at an internship, the more marketable the student will become within the realm of the social work internship. Some of the types of agencies and populations served in our internship education program for first-level generalist and second-level specialized internships include: 
· at-risk intervention school programs 
· child and adolescent residential treatment 
· child welfare and youth services agencies 
· corrections and juvenile justice facilities 
· community health and mental health agencies 
· domestic violence prevention and education programs
· family service agencies 
· geriatric and older adult facilities 
· hospice and palliative care programs 
· immigrant and refugee service organizations 
· inpatient and outpatient hospitals 
· inpatient and outpatient behavioral health settings 
· service agencies working with the intellectually and developmentally disabled 
· occupational and employee assistance programs 
· shelters for the homeless and economically disadvantaged 
· substance use disorder treatment centers 
· short- and long-term care facilities 
· schools (both private and public) 
Students are required to utilize Loyola’s SONIA online database to identify internship sites. Students interested in identifying a site that is not in SONIA must have received written email approval from the Internship team in advance. Note that the agency application and approval process may take two to six months, and that there is no guarantee that a new site can be developed and approved for the program. 
[bookmark: _Toc106876482][bookmark: _Toc116999624]Employment-Based Internships 
Loyola University Chicago (LUC) School of Social Work recognizes that students have many years of experience, and that many are working in areas that contribute experience in the social work competencies that are a required part of professional preparation. With the goal of reducing barriers to students in the BSW and MSW programs and aligning with CSWE guidelines, we will consider BSW and MSW students’ request to conduct their internship at their current place of employment. 
Students who are interested in completing an internship at their place of employment (an “employment-based internship”) must first meet with the Internship Team to review options before submitting their proposal. Students are allowed to do only one employment-based internship. The internship team may consider exceptions to this policy on a case-by-case basis. 
There are two options for an employment-based Internship: 
Option 1: Completing an internship at the student’s place of employment separate from their working hours. 
Option 2: Completing an internship using the student’s employment hours as internship hours.
We strongly recommend that students choosing an employment-based internship use it as their first-level generalist internship and identify a second-level specialized internship at a different site which will further develop the advanced clinical skills needed to be successful post-graduation. Requests to conduct a second-level specialized-level internship at a student’s place of employment will be reviewed carefully and must meet LUC’s internship requirements. Please see the addendum for additional information related to this policy. Exclusions from employment-based internships include:
· Agencies that are very small or are highly specialized private practice settings.
· Agencies owned and/or operated by relatives of the student (by marriage or birth).
· Agencies at which the student is in a position of authority (CEO, director, etc.).
· Agencies that have existed for less than 1 year and/or have not yet developed or implemented formal operating policies and procedures.
· Agencies under investigation or that have been sanctioned for fraudulent or unethical activities.
· Situations in which the student is self-employed.
Before the Loyola School of Social Work will review an employment-based internship proposal, the student must meet with their Internship Coordinator to determine whether to pursue option 1 or option 2 as described above and then submit the proposal. The Internship Coordinator will review the proposal and follow up with the student, the prospective Internship Supervisor, and other agency contacts regarding the approval of the Internship Guidelines and forms for employment-based internships are included in the addendums to this manual.
[bookmark: _Toc106876483][bookmark: _Toc116999625]Dual Relationships in Internship Instruction and Supervision 
[bookmark: _Toc106876484]Internship Supervisors who provide supervision or consultation for interns are responsible for setting clear, appropriate, and culturally sensitive boundaries. Social workers and supervisees should not engage in any dual or multiple relationships since there is a risk of exploitation of or potential harm to the supervisee. This includes dual relationships that may arise while using social networking sites or other electronic media. Dual and multiple relationships between supervisors or Internship Supervisors and supervisees can take various forms, including personal, religious, political, or business relationships. Supervisors and supervisees should avoid any dual relationships. Dual relationships can also compromise the quality of the supervisor’s performance evaluation. Students cannot be supervised by any friend or family member or by someone who was a previous supervisor. 
[bookmark: _Toc116999626]Agency/Partner Internship Application Process
The School asks all prospective internship partners, agencies, and new programs to complete an internship partner application and Internship Supervisor application form. Please reach out to members of the Loyolan Internship team for additional information.
Internship Supervisors are important members of the internship team and help to teach and train students in the internship of social work during their internship experiences. These are the criteria used to select Internship Supervisors:
1. Master Level Supervisor: MSW degree or a higher degree such as a DSW or Ph.D. in Social Work.
2. Experience: Two years of post-graduate experience, ideally including the supervision of students. An LCSW is preferred but not required.
3. Exceptions: The CSWE (Council on Social Work Education), which accredits Loyola’s social work programs, empowers the School to make exceptions and approve Internship Supervisors with related backgrounds as needed. This may include persons with graduate degrees in internships related to social work who are licensed and have two years of post-master’s experience or a related higher degree if it is confirmed that the Internship Supervisor and the School of Social Work are committed to ensuring that the student receives a social work perspective during the nternship. 
4. [bookmark: _3as4poj][bookmark: _Toc512262420][bookmark: _Toc106876485]Resume: Internship Supervisors must have a current resume on file with the Loyola School of Social Work Internship Office.
[bookmark: _Toc116999627]Internship Process and Information 
[bookmark: _eohxsj4ilnlq][bookmark: _Toc512262421]Many internship sites in the program have a longstanding association with Loyola, and the School continues to expand and nurture relationships with these internship sites. Students should utilize only the SONIA online database to secure an internship site. 
The first step in the internship process is to submit an internship application form through the SONIA database. Instructions can be found on the Loyola School of Social Work internship website and in the School’s newsletter. After the internship team processes the application, students will receive access to the SONIA database as well as to a Sakai site with instructions on how to move forward in the internship process. 
We recognize that there may be new potential partnerships that are not listed in SONIA. Please note that it can take 2-4 months to develop a new site, and that hospitals and government agencies may take longer. If a student is interested in a site that is not a current internship partner, they may suggest the site but may not pursue an internship there until consulting with and receiving approval from an Internship Coordinator. Internships that are independently obtained without consultation from an Internship Coordinator will not be approved. 
Students are expected to maintain frequent contact with the Internship Coordinator throughout the process, especially if there is difficulty getting in touch with an agency or if there are any concerns or questions. Frequent communication between Internship Coordinators and students enhances the efficiency and thoroughness of the internship process.
[bookmark: _Toc106876486][bookmark: _Toc116999628]MSW Generalist Internship Process
· The internship process begins when the student completes the BSW/first-level generalist internship application through the SONIA database. In order to see internship sites in SONIA, students must submit their application before the “access date. Students who apply after the access date will be added to SONIA as soon as their internship application is processed. Note that while students can apply for internships throughout the year, opportunities become more limited close to the start of the semester. We, therefore, recommend that students start the internship process as soon as SONIA’s access is available. Please review the relevant dates on the Loyola School of Social Work internship page. When a student submits an internship application, they will be added to the internship group in SONIA as well as to the Sakai BSW/first-level generalist MSW site. On the Sakai site, students will be able to view a tutorial with more information about the BSW/first-level generalist internship. 
· Students review potential internship sites in the SONIA database. BSW/first-level generalist students should focus on commuting distance to the site and use the SONIA filters to identify potential opportunities. Prospective interns should keep in mind that they may be required to travel up to an hour or more each way to the site, that this time does not count toward internship hours, and that they are not reimbursed for travel costs. Students can initially indicate a preference for up to five sites, and each site’s preferred contact process is included in the database. It is recommended that students continue to contact two or three sites per week until they secure an internship. 
· [bookmark: _4zty58lv5en6][bookmark: _csr7a4u499k3]Students are encouraged to follow up with the agency contact by phone or email to confirm receipt of their application 7-10 business days after initial contact. 
· If the internship site responds to an application by stating that they are no longer accepting interns for the current semester, please forward the information to the Internship team so that the SONIA database can be updated. 
· The Internship Coordinator is available to meet with the student in person, online, or by phone or email. 
· If a student uses their personal vehicle to travel to and from the internship site or during their internship work, the student is responsible for maintaining auto insurance coverage. Loyola University’s auto insurance policy does not apply to student internships. Students are not permitted to transport agency clients in their own or others’ personal vehicles. Students may use an agency vehicle during internship if the student is covered by the agency’s insurance policy and the activity is related to the student’s learning agreement. If driving an agency vehicle is an internship requirement, students must confirm that the agency maintains insurance on its vehicles and clarify relevant policies (e.g., who is authorized to drive agency vehicles, gas reimbursement, etc.).  
· Agencies screen students for interviews based on their cover letter, resume, student needs, and site needs. Not all referrals or student outreaches will result in an interview. Students should approach an invitation to interview for an internship as they would an employment interview. Students should be on time for the interview, dress appropriately (in business attire), research the site, bring multiple copies of their resumes, and be prepared with a list of questions about the position or agency. Students are expected to send thank you emails after interviewing.
· Note that an interview does not guarantee an internship. Many sites are selective, and the process can be competitive. Keep in mind that sites are interviewing students from many programs and schools.  
· Students are expected to accept internships if they are offered one. If a student does not feel comfortable with an internship because they feel the location is unsafe, they should contact the Internship Coordinator to discuss their concerns. Note that students cannot accept two offers or accept an offer and continue to interview with other agencies. Once a student accepts an offer, the internship selection process is over. If a student is simultaneously offered internships at two sites, the student must decide which offer they will accept and then respond professionally and decline the other offer. The student must do this in a timely fashion so that sites may continue their search. If a student has concerns or questions about an offer, they should contact the Internship Coordinator.
· Once the student has accepted an internship, they should complete the Internship Confirmation Form on the SONIA database. This form asks for the supervisor’s contact information as well as the internship’s start and end dates. The student and the supervisor should decide the starting and ending dates together, and the dates should be as specific as possible. Once the Internship Coordinator receives the Internship Confirmation, the internship allocation in SONIA is concluded and the student and Internship Supervisor will receive an internship confirmation email. A Loyola Internship Liaison for the internship will be assigned before the semester begins.
· Students must complete all required 500-level courses concurrently with their first-level internship. In order for a student to continue with 600-level coursework, the first-level generalist internship must be completed. Generally, schedules are agreed upon between Internship Supervisors and students. Students in their first-level generalist internship can expect to be at their site on Tuesdays and Thursdays (15 hours per week) for a total of 400 hours over two 15-week semesters. Students in their second-level specialized internship can expect to be at their site on Mondays, Wednesdays, and Fridays (20-24 hours per week) for a total of 600 hours over two 15-week semesters.  Note that some sites may ask students to be available on days outside of the days listed above. 
· Students must ensure that internships are a priority and arrange their schedule around internship days.
· If a student is unable to secure an internship after interviewing with multiple sites, we recommend the student contact the Internship Team to schedule a meeting to discuss the process, review the student’s approach to interviewing and their application materials, and share any feedback offered by agencies. The goal of such a meeting is to plan the next steps to ensure a student's success in the internship. 
[bookmark: _Toc116999629] Online Bilingual MSW and Online MSW Internship Process
· Every student who enrolls in a Loyola MSW program will receive a letter asking them to complete the first-level generalist internship application in the SONIA database. This application should be submitted through SONIA within 30 days of the fall semester start of their MSW program. The internship process begins when the student submits the application. At the beginning of the internship process, the internship team will share any current Loyola internship sites in your home state. However, we cannot guarantee these sites will be available since the interview process may be competitive. 
· Once the student’s internship application is submitted, they will be added to their appropriate internship group in SONIA as well as to the Sakai first-level generalist MSW level site. In the Sakai site, students will be able to view the site tutorial that gives additional information about the first-level generalist internship. 
· The Regional Coordinators will begin to work with students during the first semester of their MSW program. Regional Coordinators will share any existing internship sites in the SONIA database located in the students’ home states and “short list” prospective sites for each student.  Students will then use SONIA to contact sites to schedule interviews and secure an internship. Please note that we are continuing to grow our national partnerships and may not have an internship site available near your location at this time, and that an interview does not guarantee an offer. 
· If there are no existing internship sites in the student’s home state, the regional coordinator will ask the student to submit two sites that the School could develop as an existing internship partner site. Note that the approval process for sites can take 2-4 months, depending on the site. Hospitals and government sites can take much longer to develop -- six months or more. 
· If the student receives one or more internship offers, they may only accept one. If the student does not receive an internship offer, they will need to start the process over.
· Students in first-level generalist and second-level specialized internships must be supervised by an LCSW or by an MSW with at least two years of postgraduate experience. 
· Students must complete a first-level generalist internship confirmation in SONIA once they have secured an internship site.
· Students should work with their secured internship site regarding any required paperwork. 
· Students cannot begin their internships until a Loyola Affiliation Agreement has been completed between Loyola University and the internship partner. Once the Affiliation Agreement process is completed, the student may begin the internship at the start of the Fall Semester. 
· We do not encourage students to terminate their internships early. Students should agree on starting and ending dates with their Internship Supervisor, and this information should be included in the Learning Agreement.
· The internship program recommends that students start to think about how they will complete a second-level specialized internship if they have a full-time job. Since the hours required for the second-level specialized internship increase to 600, or approximately 25 hours per week over two semesters, it can be more difficult to manage an internship along with job responsibilities. It is important for students to be proactive when thinking about time management and work/home/life/school balance.
· The internship team is here to stay connected in communication with you to support you, and we will work with you to help you secure an appropriate internship. 
[bookmark: _Toc106876488][bookmark: _Toc116999630]Specialist Level MSW Internship Process
· The internship process begins when the student completes the second-level specialized internship application in the SONIA database. Students must submit an internship application prior to the “access date” in order to receive access to internship sites on SONIA. Students that apply after the access date will receive their SONIA access as soon as their internship application is processed. Students can apply for internships throughout the year. Please note that internship opportunities become more limited as we move closer to the start of the semester, so it is recommended that students begin the process of securing an internship as soon as SONIA’s access is available. Please review the dates on the Loyola School of Social Work Internship page.
· Once the student’s internship application is submitted, the student is added to their internship group in SONIA, as well as to the Sakai second-level specialized MSW site. In this Sakai site, students will be able to view a tutorial with more information about the second-level specialized internship.
· The student will use the SONIA database to filter potential sites based on the student’s area of specialization, track or certificate program, experience, areas of potential growth, and transportation options. Students can indicate an initial preference for up to 5 sites and should follow each site’s instructions for contact. We recommend that students continue to contact two to three sites per week until an internship is secured. Note that some internships (e.g., schools and CADC) have additional application criteria and due dates that involve test scores or prior course work. Contact your Academic Advisor and consult the School’s website for further information and instructions.
· Students are encouraged to follow up with the agency contact by phone or email to confirm receipt of their application 7-10 business days after initial contact. 
· If the internship site responds to an application by stating that they are no longer accepting interns for the current semester, please forward the information to the Internship team so that the SONIA database can be updated. 
· The Internship Coordinator is available to meet with the student in person, online, or by phone or email. 
· If a student uses their personal vehicle to travel to and from their internship or during their internship work, the student is responsible for maintaining auto insurance coverage. Loyola University’s auto insurance policy does not apply to student internships. Students are not allowed to transport agency clients in their own or others’ personal vehicles. Students may use an agency vehicle during an internship if the student is covered by the agency’s insurance policy and the activity is related to the student’s learning agreement. If driving an agency vehicle is an internship requirement, students must confirm that the agency maintains insurance on its vehicles and clarify relevant policies (e.g., who is authorized to drive agency vehicles, gas reimbursement, etc.).  
· Agencies screen students for interviews based on their cover letter, resume, student needs, and site needs. Not all referrals or student outreaches will result in an interview. An invitation to interview for an internship should be treated like an employment interview. Students should be on time for the interview, dress appropriately (in business attire), research the site, bring multiple copies of their resumes, and be prepared with a list of questions about the position or agency. Students are expected to send thank you emails after interviewing.
· Note that an interview does not guarantee an internship. Many sites are selective, and the process can be competitive. Keep in mind that sites are interviewing students from many programs and schools.  
· Students are expected and encouraged to accept internships if they are offered one. If a student does not feel comfortable with an internship because they feel the location is unsafe, they should contact the Internship Coordinator to discuss their concerns. Note that students cannot accept two offers or accept an offer and continue to interview with other agencies. Once a student accepts an offer, the internship selection process is over. If a student is simultaneously offered internships at two sites, it is the student’s responsibility to decide which offer they will accept and then respond professionally and decline the other offer. This must be done in a timely fashion so that sites may continue their search. If a student has concerns or questions about an offer, they should contact the Internship Coordinator.
· Once the student accepts an internship, the student should complete the Internship Confirmation Form on the SONIA database. This form includes the supervisor’s contact information as well as the internship’s start and end dates. The student and the supervisor should decide on specific starting and ending dates together. Once the Internship Coordinator receives the Internship Confirmation Form, the internship allocation in SONIA is concluded, and the student and Internship Supervisor will receive an internship confirmation email. A Loyola Internship Liaison for the internship will be assigned before the semester begins.
· Generally, schedules are agreed upon between Internship Supervisors and students. Students can expect to be at their internship on Mondays, Wednesdays, and Fridays (approximately 20 hours per week) for a total of 600 hours over two 15-week semesters. Students must ensure that internships are a priority and arrange their schedules around internship days. 
· If a student does not secure an internship after interviewing with multiple sites, the student should contact the Internship Team to schedule a meeting to discuss the process, review the student’s approach to interviewing and their application materials, and share any feedback offered by agencies. The goal of such a meeting is to plan the next steps to ensure a student's success in the internship. 
[bookmark: _Toc116999631]Leave of Absence or Withdrawal from the Program
Students who leave the BSW or MSW program to take a leave of absence or who withdraw from the program are not guaranteed the same internship upon return or readmission to the School of Social Work and their designated academic program. Upon taking a leave of absence, students are encouraged to speak to their current Internship Supervisor to see if the site would be willing to let them return to the internship when they return to the program. A student returning from a leave of absence should reach out to their Internship Coordinator after enrolling in classes to explore internship options.
[bookmark: _Toc512262417][bookmark: _Toc106876489][bookmark: _Toc116999632]Internship Partner and Agency Application Process 
The School asks all prospective internship partners/agencies and new programs to complete an agency application and submit the resumes of prospective Internship Instructors and Supervisors for approval. This Internship Manual provides an overview of the School's internship requirements and process, as well as the expectations of and supports available to Internship Supervisors. Please reach out to the Loyola internship team to complete a brief interest form and receive access to the internship partner application form, and see the Loyola School of Social Work’s Internship Supervisor page for more information. 
[bookmark: _2p2csry][bookmark: _Toc512262422][bookmark: _Toc106876490][bookmark: _Toc116999633]School of Social Work Specializations and Tracks
Students in the Loyola School of Social Work must choose one area of specialization and one track:
Areas of Specialization:
· Micro Practice
· Leadership Mezzo Macro Practice (LMMP)
Tracks:
· Micro Practice: Advanced Clinical Practice 
· Micro Practice: CADC (Certified Alcohol and Other Drug Counselor Training Program)
· Micro Practice: Schools 
· Micro Practice: Migration Studies
· Leadership Mezzo Macro Practice (LMMP): Leadership, Community, Advocacy, and Policy (LCAP). 
Certificate Programs:
· Post-Master's Certified Alcohol and Drug Counselor (CADC)
· Post-Master's Professional Educator License (PEL) School Social Worker
Note: The School also offers scholarship programs funded by federal grants or other sources for students who meet eligibility criteria. Funding availability and eligibility criteria vary from year-to-year and may not be available every year. As these opportunities become available, all new and continuing students will be notified via email.
[bookmark: _Toc116999634]Micro Area of Practice
The Micro Practice Specialization extends foundational knowledge of first-level generalist practice and requires critical understanding of diverse social work theories and their related evidence-informed practice models, as used with diverse populations. Critical analysis is used to examine these models from an antiracist, strengths, and systemic perspective and to plan effective for situations of increased complexity within our interconnected world. Critical thinking skills, reflexivity, and an appreciation and understanding of diverse political, economic, and social systems as they impact micro practice in diverse settings (e.g., schools, mental health clinics, health care facilities, and others), are utilized to assess and engage client systems and determine how to prioritize and manage clinical problems and treatment goals. Practice modalities from diverse cultural contexts are emphasized to deepen students’ understanding and ability to apply, modify, and develop practice models relevant to clients’ culture and experience of oppression in society.
[bookmark: _Toc106876491][bookmark: _Toc116999635]Advanced Clinical Practice Track
[bookmark: _Toc106876492]The Advanced Clinical Practice Track prepares students for micro level clinical practice across a variety of settings, including hospitals, outpatient practice, extended care facilities, and community mental health agencies. This track is consistent with Loyola University School of Social Work’s mission to provide a transformative education for practice-informed social work. 
[bookmark: _Toc116999636]Certified Alcohol and Other Drug Counselor (CADC) Track
This track is a second-level specialized, advanced standing, and fifth year option only. Part-time students and students admitted in the spring semester are eligible for the CADC program. CADC students will be in the Micro Practice area of specialization and will choose the Micro Practice: CADC track. Students cannot complete CADC internships during the first year in the program or accrue hours from a first-level generalist internship to put towards their CADC hours.  
Once admitted to the CADC program, students submit an internship application and receive access to the SONIA database and the Sakai site. Students then work to secure a second-level specialized internship that is focused on substance treatment. CADC students apply for CADC internships in alignment with the dates that can be found in the SSW website under the Internship Section. CADC internship timeframes for students are Fall-Spring, Spring-Fall or Summer Block.  More information on the CADC program can be found at the Loyola School of Social Work Advanced Certified Alcohol and Other Drug Counselor Training Program page.
The CADC program is designed for students in the Loyola School of Social Work. Below are the timeframes to apply and the eligibility criteria.
· Five-Year BSW/MSW Students: These students must apply for the program during their senior year.
· Advanced Standing MSW Students: These students are eligible to complete the CADC program during their MSW program and can apply after admission. They are eligible to apply to the CADC program as post-graduate students as well.
· MSW Students: These students apply during their first year in the MSW program as they begin the process of securing their second-level specialized internship.
· External Students, Non-Degree Seeking: These students will need to schedule an interview with the CADC director to discuss their eligibility (see admission requirements on the Loyola School of Social Work Advanced Certified Alcohol and Other Drug Counselor Training Program page).
As part of the CADC program, student’s complete second-level specialized 600-hour level internship that integrates curriculum content with practice in the internship. Post-graduate students must complete 500 internship hours and will discuss internship requirements during the interview process. Note that as the hours for second-level specialized internship increase from 400 to 600 hours, it can be more difficult to manage an internship along with work, home, life, and school responsibilities. It is important for students to be proactive in planning and time management.
Students in the CADC program complete internships in a CADC approved site and cannot do place of employment internships as part of the CADC program. Students doing remote/virtual internships in the CADC program should be aware of what tasks are and are not eligible to be counted towards those required for the CADC internship. Students are eligible to count patient-to-counselor work, patient/counselor interactions that include group work, one-to-one counseling, writing progress notes, doing treatment planning, making referrals, and supervisory sessions. Remote work that is not focused on patient interaction cannot be counted towards the CADC hours (examples include creating an activity, marketing the agency, or anything that is not focused on patient interaction).
[bookmark: _Toc106876493][bookmark: _Toc116999637]Schools/PEL Track
Students who complete the Schools/PEL track will be eligible for a Professional Education License with a School Social Work endorsement upon successful completion of the MSW program. Schools/PEL track internships are available from Fall to Spring only, since students are placed at a school site for the entire academic year (i.e., likely starting in early to mid- August and continuing through mid to late June). Students must commit to the full academic year, aligned with the school calendar for their site. Students specializing in Schools/PEL will work directly with the PEL team to obtain referrals to eligible districts/schools. Note that there are restrictions on the application for this specialization based upon the student’s entry into the MSW program. For more information visit the Loyola School of Social Work’s Schools/PEL Track page. 
Schools internships must be in a traditional public school (charter, therapeutic, alternative, and parochial settings are not eligible for PEL internship sites) in Illinois. The deadline for admission to the Schools track is, at the absolute latest, March 1st of every year. Students applying when the application launches in November will have the most school-based internship options. Students must pass a state content exam prior to eligibility for PEL entitlement. Official score reports or screenshots from ELIS  (Educator Licensure Information System) must be sent from the student to the Schools/PEL Program Director, Amy Greenberg, at agreenberg2@luc.edu.
[bookmark: _Toc116999638]Migration Studies Track 
This track is designed to prepare social work professionals for domestic, transnational, and international practice with internally displaced persons, immigrants, and refugees. The courses in this track address historical and contemporary migration trends, relevant U.S. immigration and social welfare policies, and the application of social justice theoretical frameworks to ethical issues associated with migration. Courses also include practice considerations and evidence-informed models for social work practice with refugees, immigrants, and internally displaced persons. For more information, visit Loyola University School of Social Work’s Migration Studies Track page. 
Students in the Migration Track can intern in a site working with immigrants and refugees, and with community members of all ages and cultures. Second-year internship learning opportunities include biopsychosocial assessments, individual therapy, co-facilitating clinical groups, and other advanced clinical tasks. Examples of sites that offer these opportunities are mental health centers for adults or children, hospitals, community schools, or community social service agencies. 
Students in the OBMSW Program who are entering their second-level specialized internship can participate in the Micro Practice: Advanced Clinical Practice only in the Fall-Spring semester, in the Micro Practice: Migration, Micro Practice: Schools (Illinois) only in the Fall-Spring semester, and Macro Practice: Leadership, Community, Advocacy, and Policy.
[bookmark: _Toc116999639]Macro Area of Practice-Leadership: Mezzo Macro Practice 
The Leadership, Mezzo, and Macro Practice area of specialization extends foundational knowledge and skills in working at the mezzo and macro levels of social work practice. Informed by an anti-racist framework and social work ethics, LMMP courses train students in critical thinking, reflective attention to affective factors, and informed decision-making for action. These overarching values and processes are applied to developing theoretical knowledge of community change, organizations, leadership and supervision, and policy advocacy. The courses in this track address skill development in many areas of mezzo/macro practice, including:
· Leading people
· Managing programs
· Analyzing political and non-political processes, services, and organizations
· Developing and evaluating programs and policies
· Supervising and supporting the work of individuals and teams
· Assisting the professional development of others
· Developing, implementing, monitoring, and evaluating budgets
· Engaging in policy advocacy and coalition building
· Working with advisory and/or policy boards
· Supporting evaluation and research endeavors to assess effectiveness and efficiency
· Performing development activities such as fundraising and grant writing
[bookmark: _Toc106876495][bookmark: _Toc116999640]Leadership, Community, Advocacy and Policy (LCAP) Track
LCAP track internships focus on working with an agency and typically provide little to no direct services to clients. LCAP internships may include large and small community agencies, mental health settings, foundations, advocacy or policy departments, etc. Students may work with agencies on projects related to policies, grant writing, program evaluation, program development, etc. LCAP internship opportunities are typically available in Fall to Spring, Spring to Summer, and Summer Block time frames. For more information about this program, visit the Loyola School of Social Work’s Leadership, Community, Advocacy and Policy page. planning and time management.
[bookmark: _147n2zr][bookmark: _Toc512262423][bookmark: _Toc106876496]Students in the Online MSW Program who are entering their second-level specialized internships can participate in the Macro Practice (LMMP): LCAP only in the Fall-Spring semester.
[bookmark: _Toc116999641]Certificate Programs
The School of Social Work offers several programs that allow students to train and become eligible for a post-graduate certification. You can see information about all these programs at the Loyola School of Social Work Certificate Programs page.
[bookmark: _Toc106876497][bookmark: _Toc116999642]Certified Alcohol and Other Drug Counselor Eligibility Program (CADC)
This is a second-level specialized internship option only. Full-time students must apply to the CADC program during the fall semester of their first year. Applicants will receive notification of their admittance to the program during the spring semester of their first year. Once admitted, students work with their Internship Coordinator to ensure their second-level specialized internship is focused on substance treatment in order to ensure internship hours count towards CADC requirements. 
CADC internships take place Fall to Spring, Spring to Summer, or during Summer Block. CADC students can participate only in the Micro Practice: CADC area of specialization and track. For more information about this certificate program, including hour requirements and eligibility of remote work to count towards them, see the Loyola University School of Social Work Advanced Certified Alcohol and Other Drug Counselor Training Program page. 
[bookmark: _Toc116999643]Post-Master’s Professional Educator License (PEL) School Social Worker
[bookmark: _23ckvvd][bookmark: _Toc512262424][bookmark: _Toc106876502]This program is for graduates with an MSW degree from an accredited School of Social Work who are seeking the required courses and internship experience for licensure as a school social worker in Illinois (PEL). For more information, contact the Schools/PEL program director, Amy Greenberg, at agreenberg2@luc.edu.
[bookmark: _Toc116999644]Internship Requirements & Expectations
[bookmark: _Toc106876503][bookmark: _Toc116999645]Course Enrollment 
Students must enroll in an internship course for each semester that they participate in an internship. BSW and MSW students are required to complete two and four semesters, respectively, of internship courses in order to graduate. Students must enroll in the internship course before the first day of the internship. Failure to enroll in the internship course will directly affect the start date of the student’s internship. Please note that the internship course provides liability insurance through the duration of the internship. Students should review their course templates with their academic advisors.
[bookmark: _Toc116999646]Learning Agreement
The Council on Social Work Education (CSWE) in 2015 introduced nine for students to work towards in their internship experiences. The School of Social Work recognizes that each site provides various learning opportunities and that therefore supervisors can tailor students’ learning agreements to reflect the agency’s specific mission and goals. 
Within 30 days of the start of the internship (about 60 hours into the internship experience), the student and their Internship Supervisor will complete a Learning Agreement in the SONIA database. (The Learning Agreement is part of the “3 in 1” form.) This agreement defines the learning goals and objectives for the internship and these goals and objectives will form the basis for the student’s evaluations at the end of each semester. The student and their Internship Supervisor should discuss the student’s learning style, the agency’s expectations, and the learning goals that the student and Internship Supervisor want to accomplish. 
Failure to complete the Learning Agreement within the 30-day timeframe may result in the student’s not being able to count internship hours occurring after the first 30 days and until the Learning Agreement is completed. For hours to count towards completion of the internship, the Learning Agreement must be completed and signed by the student, Internship Supervisor and Loyola Internship Liaison in the SONIA database. 
If a student does not meet the expectations outlined in the Learning Agreement, the internship site may request a meeting with the student and their Internship Supervisor and Loyola Internship Liaison to fill out a Supportive Learning Plan, which will clarify the internship requirements and make any changes that are necessary to maintain the internship and ensure success. The Supportive Learning Plan template can be found on the home page of the SONIA database under “resources,” as well as on the Loyola School of Social Work Forms & Handbooks page.
[bookmark: _Toc116999647]Evaluations
Evaluations by the student’s Internship Supervisor are used to measure the student’s progress in their internship. Evaluations offer the student feedback, inform them of their progress and level of performance, and provide them with opportunities for learning and development. The student will have two written evaluations: the midterm evaluation, completed at the halfway point of the internship, and the final evaluation, completed at the end of the internship.
The Internship Supervisor will initiate both the midterm and final evaluations on the SONIA database (these evaluations are part of the “3 in 1” form). The Internship Supervisor and the student should meet to discuss the evaluation and the student’s progress toward learning goals and objectives, which are defined by the nine CSWE competencies. The midterm evaluation should help the student identify where they can grow and enhance their practice, so that they can use the second half of the internship to integrate the Internship Supervisor’s feedback and improve their skills in line with it. The student and the Internship Supervisor should review the evaluation before the Internship Supervisor enters it online. 
Students’ level of competency in their internship activities and learning goals is evaluated on the following Likert point scale:
0 Not Applicable: Does not relate to the student’s internship experience, or there is insufficient experience to evaluate skill level.
1 No Competency: Demonstrates no competency in this area.
2 Demonstrates Minimal Competency: little knowledge or skill, limited evidence of growth or change, rarely demonstrates progress on tasks and behaviors, and takes little initiative for learning.
3 Developing Competency: with some coaching or prompting, demonstrates some skill; marginal competency in working towards improvement; there is a beginning level of skill development; needs continued practice and assistance; progress on tasks and behaviors is inconsistent; and inconsistently takes initiative.
4 Emerging Competency: demonstrates the ability to independently apply skills in simple situations; moderate competency; demonstrating ongoing progress; adequate performance and just needs more practice; and takes initiative for learning.
5 Demonstrates Competency: beginning to independently apply skills in simple or complex situations; there is moderate competency and ongoing progress; adequate performance with a need for more practice; and takes initiative for learning. 
Please note that both the 1 and 2 ratings indicate that the student is performing at an unacceptable level in that area, and that performance improvement is necessary. Receiving a rating of 1 or 2 in the first semester of an internship may be appropriate if a student is in the early phase of developing these skills and is still learning about their specific internship and the internship of social work.  If a student receives several scores of 1  (“Demonstrates No Competency”), the Internship Supervisor is responsible for contacting the Loyola Internship Liaison to express concerns about specific competencies towards which the student is not making progress. 
If a student’s evaluation shows cause for concern, The Internship Supervisor should work with the Loyola Internship Liaison to develop a written Supportive Learning Plan, which will be uploaded to the SONIA database. This plan should include specific information about the behavioral changes necessary and a time period within which the problems noted will be addressed and rectified. The Supportive Learning Plan template is available on the Loyola School of Social Work’s Forms & Handbooks page. 
[bookmark: _41mghml][bookmark: _Toc116999648]Student Self-Evaluations
[bookmark: _206ipza]BSW students are asked to evaluate their progress in their second-level specialized internship. MSW students are asked to evaluate their progress in both their first and second-level specialized internships. These evaluations should be completed at the end of each semester, and the forms will be made available to students through e-mail. Self-evaluations are submitted only to the Internship Coordinator and Student Services staff and are not shared with the Internship Supervisor or Loyola Internship Liaison.
[bookmark: _Toc116999649]Internship Forms and Due Dates
All internship forms can be found in the SONIA database or on the Loyola School of Social Work Forms & Handbooks page. Note the important due dates below.
Learning Agreement: Due within 30 days of beginning an internship (within 60 hours for Summer Block internship).
Student Self-Evaluation: Due at the end of the internship
[bookmark: _eths3dppznx8]Projected Evaluation Due Dates
· Fall-Spring Internship: Midterm evaluation due in December; Final evaluation due in May
· Spring-Summer Internship: Midterm evaluation due in May; Final evaluation due in August 
· [bookmark: _Toc512262434]Summer Block Internship: Midterm evaluation due in July; Final by August for first-level generalist students, and September or October for second-level specialized students
[bookmark: _Toc116999650]Procedures for Resolving Conflicts in Internships
As in any professional setting, issues may arise during internship that require additional attention and support to resolve. Students and their Internship Supervisors shall follow this general process when working to resolve areas of conflict or concern.
1. The student and Internship Supervisor will attempt to resolve the conflict or concern through the supervisory process.
2. If Step 1 proves unsatisfactory for either party, the student and/or Internship Supervisor can request a meeting with the Loyola Internship Liaison. The Loyola Internship Liaison will meet with the student and Internship Supervisor and help resolve the conflict or concern.
3. One outcome of Step 2 can be a Supportive Learning Plan in which the specific concerns are formally outlined along with the corrective actions that the student must make within a certain time frame. The Supportive Learning Plan also outlines how the Internship Supervisor will support the student to move forward and make progress. The Supportive Learning Plan template is available on the home page of the SONIA database and on the Loyola School of Social Work Forms & Handbooks page. 
4. If Step 3 proves unsatisfactory, any of the parties involved can request a meeting with the Internship Coordinator and the Assistant Director of Internships & Career Services. The Internship Coordinators can set up meetings with any of the involved parties and help resolve the conflict or concern.
5. If Step 4 proves unsatisfactory, any of the parties involved can request a meeting with the Assistant Dean for Student Affairs. The Assistant Dean can set up meetings with any of the parties involved and help resolve the conflict or concern. 
MSW Students: when the internship grade of “NP” (No Pass) is assigned, which is considered a failing grade, this results in adverse action in which the student is dismissed from the program. The student may appeal the grade to the Committee on Student Affairs (CSA).  The Committee on Student Affairs will make a decision either upholding the grade decision or reversing the grade with possible conditions.
If the decision of the Committee on Student Affairs upholds the failing grade and subsequent dismissal, the student may appeal the dismissal decision to the Dean of the School of Social Work. The Dean’s decision is final. 
BSW students: a passing grade is “C” or better. A grade of “C-” or lower in an internship is considered a failing grade in the undergraduate program, and the student will be required to retake the class. BSW students have access to the Committee on Student Affairs and may also appeal an adverse internship grade. 
[bookmark: _3l18frh]The Committee on Student Affairs will make a decision either upholding the grade decision or reverse the grade with possible attendant conditions. If the decision of the Committee on Student Affairs upholds the failing grade, the student may appeal that decision to the Dean of the School of Social Work. The Dean’s decision is final.
[bookmark: _Toc116999651]Termination Policy 
A student who self-terminates an internship or is terminated by an agency will participate in a Professional Improvement Plan (PIP) meeting with the Internship Team and complete a Professional Learning Plan (PLP). The student should also work with their Internship Coordinator to identify another internship. The Internship Team will determine if a Professional Transition Plan (PTP) is necessary. 
A student terminated from a second internship (after being terminated from their first) will either be placed on probation or terminated from the program, depending on the reason for termination. The student will participate in a Professional Transition Plan (PTP) meeting with administration following the termination of their second internship. If a student is placed on probation, they must meet with their Internship Coordinator to identify a third internship. In addition, it is expected that the student will meet with their assigned Loyola Internship Liaison twice a month rather than once a month in order to receive additional support. A student will conclude their probation upon successful completion of their internship. 
The School of Social Work administration will determine which, if any, internship hours will be retained from a terminated internship. It is generally expected that internship hours will need to be completed in their entirety during the next internship. A student terminated from a third internship will be dismissed from the program upon recommendation of the Loyola University Chicago’s School of Social Work (LUC SSW) administration. 
[bookmark: _Toc116999652]Description of Required Meetings and Documents: 
Professional Improvement Plan (PIP): A meeting with members of the Internship Team to review the circumstances related to the student’s termination. A Professional Learning Plan will be assigned during this meeting. 
Professional Learning Plan (PLP): A document based on the Social Work Competencies; the details of the assignment will be specific to the student’s termination situation. 
Professional Transition Plan (PTP): A meeting with members of the LUC SSW administration to discuss the student’s challenges in the internship and to review the student’s next steps related to the MSW program, utilizing a strength’s-based approach. 


[bookmark: _vx1227][bookmark: _Toc116999653]Grading For Internships
[bookmark: _Toc116999654]BSW Students
For BSW students, the academic letter grade given for an internship follows the same scale of letter grades used for courses.  As noted in course syllabi, the primary letter grades are assigned using the following criteria: 
	Letter Grade
	Description
	Points Range

	A
	Exceptional work
	3.67 – 4.0

	B
	Fully meets undergraduate standards.
	2.67 – 3.33

	C
	Overall performance is satisfactory.
	2.0 – 2.33

	D
	Overall performance is poor. The student must retake the course if it is required for the major, and/or a non-major chosen elective or CORE credit
	1.33

	F
	Failure: Overall quality of work is unsatisfactory.
	0

	I
	Incomplete
	Not applicable

	W
	Withdrawal
	Not applicable


 
If a student's performance is considered marginal or problematic, a meeting with the Loyola Internship Liaison, Internship Supervisor and the student (collectively or individually) is held to discuss the evaluation and to help the student use the learning process more effectively.
If a student is asked to leave their internship for any reason or chooses to end their internship prematurely, this is a cause for great concern. In this situation the Internship Coordinator, Loyola Internship Liaison and the Assistant Dean for Student Affairs will initiate a meeting. Every effort will be made to preserve the internship and to maximize the educational benefit of the student's experience through an active collaboration between the Loyola Internship Liaison, the Internship Supervisor and the student. 
If removal from the internship is the outcome, it is the responsibility of the Internship Coordinator and Assistant Dean of Student Affairs to meet with the student and to understand the reason for the dismissal. Depending on the circumstances and the outcome of the meeting, one of the following courses of action may be taken:
· The student may be referred to another internship site.
· The student’s internship may be deferred to a subsequent semester.
· The student may receive a grade of “F” that will affect their academic standing and ability to continue in their academic program.
A student may appeal any final assigned grade by following the appeal procedures outlined in the Student Handbook, which is available on the Loyola School of Social Work Forms & Handbooks page.
[bookmark: _Toc116999655]Assignment of an “I” for Incomplete
Students will receive an incomplete grade for their internship if they do not complete their internship documentation before the end of the semester.  This documentation includes the Internship Supervisor’s approval of internship and the completion of the mid- or final-year evaluation.  If a student needs additional time to complete internship hours, they must first speak with their Internship Supervisor to determine a plan for completion. It is the student's responsibility to inform their Loyola Internship Liaison of the need for such a plan.
[bookmark: _Toc116999656]Assignment of a “W” for Withdraw
Since the integrity of the two consecutive semester internship courses must be maintained, withdrawal from the internship course in the first or second semester of internship will be permitted only in unusual circumstances. A withdrawal may require that a student repeat both semesters of the internship course. Students who must withdraw from internshipwork for a term or who must leave an internship and cannot secure a new one during the same term will receive a “W” for Withdraw and will be expected to restart their internship hours.
[bookmark: _Toc116999658]Assignment of an “F” Grade
Circumstances may arise during an internship where there is insufficient time to create an educational plan to remedy a student’s difficulties, or where there is a violation of sound practice or ethics that requires immediate action to protect the client, the agency, or the school. This may be the case if a student exhibits behavior which indicates unsuitability for the social work profession, such as: inability to engage clients; inability to follow the Internship Supervisor’s directions; inability to respect agency structures and negotiate within them; continuous errors in judgment; inability and/or unwillingness to explore and utilize modalities and theories learned in the classroom as appropriate to the client and situations; or other inappropriate behavior. These behaviors may result in an “F” grade.
In such a situation, the Internship Supervisor or Loyola Internship Liaison shall immediately notify the student that the internship course has been terminated and the grade of “F” will be entered. The Internship Supervisor will submit, with or without the student’s signature, a termination evaluation for the semester which describes the problem in detail along with the recommended grade of “F.”
[bookmark: _Toc512262430][bookmark: _Toc116999659]MSW Students
For MSW students, internship courses are graded Pass (P) or No Pass (NP).  Each student’s Internship Supervisor recommends a grade and provides additional feedback as needed.  The Internship Coordinator then reviews the evaluation and enters the final grade.  
When a student's performance is considered marginal or problematic, a meeting with the Loyola Internship Liaison, Internship Supervisor, and the student (collectively or individually) is held to discuss the student’s performance or evaluation and to help the student use the learning process more effectively.
If a student is asked to leave their internship for any reason or chooses to end their internship prematurely, this is a cause for great concern. In this situation the Internship Coordinator, Loyola Internship Liaison and the Assistant Dean for Student Affairs will initiate a meeting. Every effort will be made to preserve the internship and to maximize the educational benefit of the student's experience through an active collaboration between the Loyola Internship Liaison, the Internship Supervisor and the student. 
If a student’s removal from the internship is the outcome, it is the responsibility of the Internship Coordinator to meet with the student and review next steps. The Assistant Director of Internships will also be consulted during this process.  See Termination Policy above for additional information. Depending on the circumstances and the outcome of the meeting, one of the following courses of action may be taken:
· The student may utilize SONIA to identify another internship site.
· The student’s internship may be deferred to a subsequent semester.
· School of Social Work administration will review the circumstances that led to the termination and determine the student’s grade. If the student is assigned a grade of “NP” for the internship course, it will affect the student’s academic standing and ability to continue in their academic program.
A student may appeal any final assigned grade by following the appeal procedures outlined in the Student Handbook, which is available on the Loyola School of Social Work Forms & Handbooks page.
[bookmark: _Toc116999660]Assignment of an “I” for Incomplete
Students will receive an incomplete grade for their internship if they do not complete their internship documentation before the end of the semester.  This documentation includes the Internship Supervisor’s approval of internship and the completion of the mid- or final-year evaluation.  If a student needs additional time to complete internship hours, they must first speak with their Internship Supervisor to determine a plan for completion. It is the student's responsibility to inform their Loyola Internship Liaison of the need for such a plan.
[bookmark: _Toc116999661]Assignment of a “W” for Withdraw
Since the integrity of the two consecutive semester internship courses must be maintained, withdrawal from the internship course in the first or second semester of internship will be permitted only in unusual circumstances. A withdrawal may require that a student repeat both semesters of the internship course. Students who must withdraw from internshipwork for a term or who must leave an internship and cannot secure a new one during the same term will receive a “W” for Withdraw and will be expected to restart their internship hours.
[bookmark: _Toc116999663]Assignment of an “NP” Grade
Circumstances may arise during an internship where there is insufficient time to create an educational plan to remedy a student’s difficulties, or where there is a violation of sound practice or ethics that requires immediate action to protect the client, the agency, or the school. This may be the case if a student exhibits behavior which indicates unsuitability for the social work profession, such as: inability to engage clients; inability to follow the Internship Supervisor’s directions; inability to respect agency structures and negotiate within them; continuous errors in judgment; inability and/or unwillingness to explore and utilize modalities and theories learned in the classroom as appropriate to the client and situations; or other inappropriate behavior. These behaviors may result in an “NP” grade.
In such a situation, the Internship Supervisor or Loyola Internship Liaison shall immediately notify the student that the internship course has been terminated and the grade of “NP” will be entered. The Internship Supervisor will submit, with or without the student’s signature, a termination evaluation for the semester that describes the problem in detail along with the recommended grade of “NP.”
Since a student who receives an “NP” grade is dismissed from the program, the student may appeal or file a grievance. The procedures for this process are outlined in the Student Handbook, which is available on the Loyola School of Social Work Forms & Handbooks page.
[bookmark: _Toc512262431][bookmark: _Toc116999664]Financial Aid Implications of Failure in Internship 
A student who is dismissed from or leaves an internship risks various consequences, as noted in the preceding section. In addition, a student in such scenarios must be aware that regardless of the final decision about the internship, a refund of financial aid is dependent upon the last day that the student attended all classes, whether that is at the internship site or in a class.
If a student leaves or is dismissed from an internship but continues to attend class and then receives an NP for the failed internship and is dismissed from the MSW program, that student’s financial aid refund will be based on the last time the student attended class rather than the last day of the internship. 
[bookmark: _3fwokq0][bookmark: _Toc512262432][bookmark: _Toc106876507]Implications of this financial aid decision could significantly affect the student’s financial situation. As a result, all students who are dismissed from an internship or who withdraw from an internship voluntarily will be notified of the financial aid implications by the School as a courtesy as soon as that information is brought to the School’s attention. However, it is the student’s responsibility to stay informed of the University’s approved withdrawal and reimbursement deadlines. This information is posted on-line in the University’s calendar which is available on Loyola School of Social Work Forms & Handbooks page.
[bookmark: _Toc116999665]Safety Considerations
Loyola University recognizes the potential risks involved in providing services to clients, agencies, and communities in crisis and understands that students sometimes lack the experience and skills to assess risk and take appropriate precautions.  Each internship has its own approach to and policy regarding the safety of interns. As part of the internship Learning Agreement, the School requires that the Internship Supervisor review the site’s safety policy during the first week of the student’s internship. Internship sites must have a safety plan in place for students in case of emergencies such as fire, police, medical, and any issues with possibly unruly or violent clients, and this plan should be shared with students during their orientation.  If at any point during the internship a student feels uncomfortable or unsafe with the work they are being asked to do or with their environment, they should immediately contact either their Loyola Internship Liaison or Internship Coordinator.
[bookmark: _Toc116999666]Professional Liability Insurance 
Loyola University Chicago's Risk Management Office can provide proof of professional liability insurance coverage for undergraduate and graduate students who are actively enrolled in the BSW and MSW programs and who are completing an internship with an approved partner of the School of Social Work. The University provides documentation of this coverage by issuing certificates of liability insurance upon request. If an organization or agency needs documentation of your insurance coverage, please contact your Internship Coordinator. Requests are directed to the Risk Management Office for processing and then certificates are sent to agency contacts through email.
[bookmark: _Toc116999667]Title IX, Sexual Harassment, Gender Misconduct and Discrimination
Title IX of the Education Amendments of 1972 prohibits discrimination on the basis of gender (sex). Conduct prohibited under Title IX includes sexual harassment, sexual assault, sexual misconduct, relationship (dating) violence and stalking.  All students, staff, and faculty are covered by Title IX. This law requires educational institutions to create and maintain policies and procedures that do not discriminate against anyone on the basis of gender, including any form of sexual harassment, sexual assault, dating violence, and stalking. Off‐campus incidents that affect a student’s participation in any educational program or activity will be handled similarly to incidents that take place on‐campus. Students should know that Loyola University faculty and staff are required to notify designated Loyola personnel of incidents of gender-based misconduct (sexual assault, dating/domestic violence, stalking, sexual harassment, etc.) that are shared in private or during class discussions. This requirement is meant to keep all members of the Loyola community safe, and also to ensure that students are connected to the resources and available reporting options. Note that discussing hypothetical scenarios does not require that action be taken. You can learn more about the University’s obligations when it receives notice of a Title IX related incident and see confidential resources for students and complaint procedures at the Office of Equity & Compliance’s Title IX at Loyola University Chicago page.
The Dean of Students Office helps students navigate the University’s response to reports of gender-based discrimination or other forms of misconduct. Gender-based misconduct includes all forms of dating and domestic violence and sexual misconduct as defined on the Loyola University Community Standards page, as well as stalking and any other misconduct where the victim/survivor was targeted because of their sex, gender, or gender expression. More information is available at the Dean of Students Office’s Equity-Based Services page.
[bookmark: _Toc116999668]Gender Pronouns 
Addressing individuals at all times with their appropriate name and gender pronouns honors and affirms individuals of all gender identities and gender expressions. Misgendering and heteronormative language excludes the experiences of individuals whose identities may not fit the gender binary, and/or who may not identify with the sex they were assigned at birth. Note that explicit identification of pronouns is increasingly common in professional identification (e.g., conference nametags, Twitter handles, etc.). 
[bookmark: _Toc116999669]Agency Protocols
It is important for students to know their internship agency’s protocols for safety and security. The following are guidelines and suggestions that may be helpful to students, Internship Supervisors, and Loyola Internship Liaisons as they consider the particular safety issues in their settings. Specific steps taken by students or agency personnel will be determined by the individual situation, the nature of the setting, etc. The agency should know the student’s schedule and whereabouts at all times, especially when the student is working outside the building.
[bookmark: _Toc116999670]Security of Belongings
The agency is responsible for providing students with a secure place to keep belongings while at their internship site.  It is preferable that the space be lockable, such as a desk drawer or filing cabinet.  Students should not leave cell phones, laptops, backpacks, purses or other personal articles visible and unattended, even in an office with the door closed.  Valuables should not be brought to internship settings, should not be left in cars, and should not be placed out of view just before leaving a vehicle.
[bookmark: _Toc116999671]Safety Issues Related to Working with Clients
Social work students work with clients in a range of settings and situations.  Some individuals may be dealing with overwhelming emotions and environmental stressors that result in behaviors that are threatening or appear to be threatening to the student.  Students should always consult with agency Internship Supervisors regarding preparation for and handling of specific situations that are potentially difficult or threatening, such as medical emergencies, suicide or homicide risks, potential abuse of others, and the presence of weapons. If a student ever feels uncomfortable or unsafe during their internship, the student should immediately notify their Internship Supervisor, Loyola Internship Liaison, or Internship Coordinator. 
[bookmark: _Toc116999672]Safety Tips for Office Meetings
When considering the location of an office meeting, it is important to consider what is in the room, whether there is more than one exit, and where each person will sit. When scheduling the appointment, it is helpful to think about whether other people will be around and available at the time of the meeting for help if needed.  It is also important to have a plan for assistance in the event that the client becomes agitated.  This may include having another staff person in the meeting. 
[bookmark: _Toc116999673]Internship Travel and Transportation of Clients
As previously noted, students can be asked to travel up to an hour or more (an hour each way) to their internship via public transit (i.e., bus, train, etc.) or by car. Travel time to and from the internship site does not count towards internship hours. Travel is the responsibility of the student, and students are not reimbursed for cost of travel.  If a student uses a personal vehicle to travel to and from their internship, the student is responsible for maintaining personal auto insurance coverage. Loyola University’s auto insurance policy does not apply to student internships.
Students are not required to use their personal vehicle for agency work. Students must discuss any use of their personal vehicle with the supervisor prior to the start of internship.  Some students may provide home-based work where they provide services in the client’s home under supervision. In this instance, travel time does count towards internship hours.  
Students are not allowed to drive or transport agency clients in their personal vehicles or the personal vehicles of others. Loyola’s insurance coverage does not apply in such situations. Students may use an agency vehicle as long as the student is covered by the internship site’s insurance and the activity is relevant to the student’s learning agreement. If driving an agency vehicle is an internship requirement, students must confirm that the internship site maintains auto insurance on its vehicles. Students should drive agency clients only when another agency employee is present. 
If a student is traveling by car for their internship, it is advisable to have clear directions and know where they are going.  In general, it is important to be alert and attentive to surroundings, and to lock doors and close windows.  Valuables should be placed out of sight in the vehicle before parking at the destination.
When traveling on foot or by public transportation, it is advisable that students carry as little as possible, dress in comfortable clothes that are loose fitting, and wear sturdy, flat walking shoes. It is also helpful to be alert and to walk purposefully, as if one has a clear destination. Students should be aware of people in the immediate area, without staring or maintaining eye contact.
If a student does not feel comfortable with an internship because they feel the location is unsafe, they should contact their Internship Supervisor or Supervisor and the Internship Coordinator to discuss these concerns.
[bookmark: _Toc116999674]Home Visits
Home visits can be a valuable learning opportunity for students by allowing the student to experience the client in their home setting and community. This example of “person in environment” is a hallmark in the internship of social work and can provide students with unique insights as to client experiences. Home visiting can also facilitate assessment and intervention, as client changes can be practiced in the here and now, with social worker support. 
Students are allowed to do home visitations as part of their internship under the following conditions: 
1. The internship agency or program has a history and precedence of providing services in clients’ homes.  
2. During the site internship interview, students, and sites, must discuss home visits and whether they are required or will happen. Discussion then ensues with the student regarding comfort level with doing home visits. Internship Supervisors and students will verify this has been completed on the Learning Agreement in the 3 in 1 Form.
3. Students are not allowed to drive nor transport agency clients in their personal vehicles. Loyola does not provide insurance to cover students transporting clients in the student's own vehicle. Students may use an agency vehicle as long as the student is covered by the internship site’s insurance and the activity is relevant to the student’s learning agreement. Students may only drive agency clients in the agency vehicle when another agency employee is present; though we recommend the agency employee drive the vehicle. If driving an agency vehicle is a requirement of their internship, students must confirm that internship site maintains auto insurance on its vehicles. This discussion should include review of sites policies regarding if the intern is required to have a car, can the intern drive the company vehicle, gas mileage reimbursement, etc.
4. The internship agency or program has current and documented Home Visit safety policies and procedures, as well as guidance in place. Student interns and staff have access to these resources in advance of the home visit. The internship agency or program should provide detailed and ongoing discussions of safety protocols (e.g., knowing location, process for checking in, how to assess safety in the home).  
5. The Loyola Internship Liaisons should discuss with student and site in the review of the Learning Agreement whether the student will be expected to do home visits; if so, the Loyola Internship Liaison will ask if the home visit policy in place at the site. If the site answers yes, then the Loyola Internship Liaison requests the site send the written policy to them and subsequently the Loyola Internship Liaison saves it in the documents section of the SONIA Internship Site. If the site says there is no policy in place, then the Loyola Internship Liaison will re-discuss the Loyola Home Visit policy with the site requesting that the site complete a site policy. 
6. The SSW recommends that home visits be completed in partnership with the internship site professionals. It is required that initial home visits with students be done in tandem with the student’s Internship Supervisor or an experienced staff member. Best practice is that all home visits should be done in tandem with (2 people) the Internship Supervisor or experienced staff person, or security guard. (The home visit cannot be done by 2 interns and no experienced staff person).
7. The internship agency should provide extensive training with students’ supervisor, and shadowing before the student begins home visits on their own. Students should speak with Internship Supervisor about their comfort level and readiness to go out on their own. Each student may be at his or her own comfort level regarding this form of intervention, so one student may be ready for a home visit prior to another. This allows students to witness and practice skills such as de-escalation with a client, as well as become familiar with any safety concerns presented by the home environment. It also allows the student to learn more about the case, as well as potential issues to assess and address through home visits. 
8. Home visits should not be a disproportionate distance away from the internship office. If there is a client out of state, the staff at the site must provide transportation for students and must drive the student. 
[bookmark: _Toc116999675]Mandated Reporter Resources:
· Manual for Mandated Reporters, Illinois Department of Children and Family Services (pdf)
· Child Protection, Illinois Department of Children and Family Services (webpage)
· Adult Protective Services, Illinois Department on Aging (webpage)
· Mandatory Reporting Requirements: The Elderlyin Illinois, Rape, Abuse, and Incest National Network (RAIIN) (webpage)
[bookmark: _Toc116999676]Procedures for Reporting an Incident 
If a student is threatened or hurt at the internship or in the community while complete internship hours, the Internship Supervisor or agency should contact the Loyola Internship Liaison or Internship Coordinator immediately to discuss how the agency and School can ensure the student's physical and emotional well-being. The student may also report an incident to someone other than their Internship Supervisor if they prefer.
The incident and the steps taken to address it should be documented by the School of Social Work and the Internship Agency. If needed, there should be a meeting with the student, the agency, and the school to discuss the situation, assess the immediate and ongoing risk, and find a resolution that promotes the student’s sense of well-being and the learning process. 
[bookmark: _Toc116999677]University’s Policy on the Protection of Minors 
[bookmark: _1v1yuxt]To promote the safety and well-being of minors, the Loyola University cabinet has approved the University’s Policy on the Protection of Minors. While this policy may not directly impact The School of Social Work internship sites, we recognize the value and intent of this policy. To read the policy, visit the Loyola University Policy on the Protection of Minors page.
[bookmark: _Toc512262433][bookmark: _Toc106876508][bookmark: _Toc116999678]International Internships 
The Loyola University School of Social Work offers study abroad opportunities to fulfill coursework requirements as well as for the internship. Students may satisfy only one of their internship requirements in a country outside of the U.S.
The School organizes an internship experience in Mexico. A minimum of conversational Spanish is required for this internship, which is coordinated by Dr. Vidal de Haymes. Students interested in this internship should contact their Internship Coordinator before speaking with Dr. Vidal de Haymes.
The Mexico internship may be taken at the first-level generalist or second-level specialized level. Note that students pursuing the Schools specialization are not eligible for this or other international internships, since the Schools track requires that all internships be completed in the United States. 
Students may, in consultation with their Internship Coordinator, organize their own summer internship abroad. Students interested in an internship abroad should contact their Internship Coordinator to review next steps.
Every student scheduled to complete an internship abroad is required to meet with a study abroad advisor through the Loyola University Office of International Programs. Students must also purchase international health insurance through CISI, which is managed by the Office of International Programs. More information about international study and pre-departure requirements can be found on the Loyola School of Social Work Study Abroad page.
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[bookmark: _Toc116999679]Offsite MSW Internship Educator 
The Council on Social Work Education (CSWE) requires that accredited universities ensure each MSW student has an Internship Supervisor with either an MSW degree and two years of post-graduate experience or a Licensed Clinical Social Worker (LCSW) certification.  To ensure that all student interns receive educationally focused practice experience embodying social work knowledge, values and skills, each agency partner should have an Internship Supervisor meeting these qualifications coordinate, direct and supervise student internships  
Note that according to the CSWE, “For cases in which a internship instructor does not hold a CSWE-accredited social work degree or does not have the required experience, the program assumes responsibility for reinforcing a social work perspective and describes how this is accomplished.” 
In such cases, the Loyola Chicago School of Social Work (LUC) will reinforce the social work perspective by designating an Offsite MSW Internship Educator (OSFE) who will take on this responsibility.  MSW students will meet with an OSFE in a group setting and on a bi-weekly basis for one hour to review and receive exposure to MSW concepts. 
· If a Loyola Offsite Internship Educator is designated because the agency partner does not have an MSW/LCSW Internship Supervisor, the agency partner will assign each Loyola intern a Task Supervisor onsite to provide weekly supervision, client case consultation and general support for one hour to provide general workflow.  Task Supervisors are often professionals from other helping internships (LCPCs, LMFTs, BSWs, DSWs, psychiatrists, psychologists, etc.), or experienced behavioral health employees. 
· An agency partner that does not have a behavioral health professional on staff should reach out to LUC to determine opportunities to partner and support the MSW internship process.
· An agency partner that has an MSW with two years post-masters experience onsite but does not have the capacity to provide weekly MSW Internship Supervision may consider alternative options to providing support. This can include weekly onsite Task Supervision coordinated with bi-weekly individual or group supervision with an agency onsite MSW Internship Supervisor.  
· We recognize the value an onsite MSW Internship Supervisor provides to the educational experience for an MSW student.  In the event an alternative arrangement cannot be provided by the agency’s onsite MSW Internship Supervisor, we recommend accepting a Loyola intern when the opportunity to provide the MSW Internship Supervision becomes available. 
There are a limited number of LUC Offsite MSW Internship Educators available to host bi-weekly group meetings for sites that do not have an onsite MSW/LCSW.  Students and partner agencies are required to receive approval from the Assistant Director of Internships and Career Services prior to accepting an internship where an Internship Supervisor with an MSW degree and two years of post-graduate experience or a Licensed Clinical Social Worker (LCSW) is not available at the agency site. 
While it is best practice for LDSS/LMMP designated sites and first-level generalist internship sites to have a Task Supervisor with a behavioral mental health background, it is not required because these are macro practice and first-level generalist practice internships.  An Offsite MSW Internship Educator will be assigned to students in these internships.  
[bookmark: _Toc116999680]Role of Internship Supervisor 
Definition: Onsite internship supervision provided by the agency partner.  
· Will have an MSW degree and two years of post-graduate experience or be a Licensed Clinical Social Worker (LCSW). 
· Will collaborate with student to complete internship documentation including learning agreements, evaluations, and timesheets. 
· Will provide one-hour weekly supervision including but not limited to reviewing tasks, activities, case consultation, client documentation, etc. 
· Will provide an alternative option of bi-weekly or group MSW supervision if a Task Supervisor is identified onsite to provide the weekly individual supervision.   
[bookmark: _Toc116999681]Role of Task Supervisor 
Definition: Onsite task supervision provided by the agency partner because site does not have onsite MSW/LCSW staff or has limited capacity to provide weekly MSW/LCSW supervision.  
· Will have a mental health or counseling degree from a related internship (LCPCs, LMFTs, BSWs, DSWs, psychiatrists, psychologists, etc.), or be an experienced agency employee. 
· Will collaborate with student and either onsite Internship Supervisor or if the site does not have an MSW/LCSW staff member, with the Offsite MSW Loyola Internship Liaison to complete internship documentation including learning agreements and evaluations.  The timesheets will be approved by the Task Supervisor. 
· Will provide one-hour weekly supervision including but not limited to reviewing tasks, activities, case consultation, client documentation, etc. 
Role of Loyola Offsite MSW Internship Educator 
Definition: Offsite internship educator assigned to a student when the site does not have an MSW/LCSW onsite.    
· Will have an MSW degree and two years of post-graduate experience or be a Licensed Clinical Social Worker (LCSW).  
· Will meet bi-weekly with student in groups. 
· Will reinforce a social work perspective and ensure MSW students receive exposure to MSW concepts.  Direct client consultation, supervision, and documentation should occur at the agency level.   
· Will collaborate with student and the Task Supervisor to complete internship documentation including learning agreements and evaluations to ensure the social work competencies are met.  The timesheets will be approved by the Task Supervisor. 
[bookmark: _Toc116999682]Role of Loyola Internship Liaison 
Definition: To support the student and site to have a successful internship 
· Will communicate with students on a weekly basis 
· Will communicate with sites on a monthly basis 
· Will problem solve situations that interfere with student learning 
[bookmark: _Toc116999683]Role of Student 
· Will receive approval from the Assistant Director for Internship and Career Services for an Offsite MSW Loyola Internship Liaison if the site does not have an Internship Supervisor with an MSW degree and two years of post-graduate experience or a Licensed Clinical Social Worker (LCSW).  Without this approval, students will not be able to secure the internship site.    
· Will attend bi-weekly meeting with the Offsite MSW Loyola Internship Liaison as per CSWE requirements. It is the student’s responsibility to participate in bi-weekly meetings to complete this internship requirement.   
See additional details under “Responsibilities & Requirements of Internship Supervisors, Internship Agencies and Loyola Internship Liaisons” in the LUC Internship Manual.


Employment-Based Internship Policy
[bookmark: _Toc116999684]Loyola University Chicago School of Social Work
Updated 1/10/23
Loyola University Chicago (LUC) School of Social Work recognizes that students come with many years of experience, and many are working in areas that can provide experience in the social work competencies that are a required part of the learning experience. CSWE has updated their guidelines regarding Employment Based Internships. With the goal of reducing barriers to students in the MSW program, we will consider MSW students’ request to conduct their internship at their current place of employment. Note that students should meet with the internship team before completing an application for an employment-based internship.
There are two options for employment-based internships: 
Option 1: Students who are interested in completing an internship at their place of employment separate from their working hours. 
Option 2: Students who are interested in using their employment hours as internship hours. 
We highly recommend students conduct their Employment Based internship as their first level generalist internship and identify a second-level specialized internship at an internship site that will further develop the advanced clinical skills needed to be successful post-graduation. Requests to conduct a second level specialized internship at a student’s place of employment will be reviewed carefully and must meet LUC’s internship requirements. 
Please note ‘Exclusions to Employment-Based Placement’ sites in the School of Social Work internship manual.
.

[bookmark: _Toc116999687]Employment-Based Internship Checklist: Option 1
Students interested in an internship at their place of employment separate from their working hours should complete this form. Before completing the Employment-Based Interview application, the student must schedule a meeting with their internship coordinator to determine if they are eligible for this option. The Loyola Chicago School of Social Work (LUC) recognizes that students may want to explore internship opportunities at their place of employment. While educational and professional activities may be compatible, there is a difference between the goals of educational development and those of employment. The focus of the internship must be on the student’s academic learning.
The following requirements must be met:
· Application: The student must submit an application at least one full semester before the beginning of the internship. 
· Agency approval: The employment supervisor must approve the internship.
· Competed employment probationary period if it is a new place of employment for the student.
· Agency’s official agreement to treat the employee as a student “learner” during internship hours: The agency must agree that the employee will be treated as a student and will be able to complete the academic requirements of the internship. 
· Internship hours: Students may complete only one of the two required internships at their employment setting. We recommend that a POE internship be at the first-level generalist (first) level. Generalist students can complete a maximum of 15 hours per week towards their internship, for a total of 400 hours. Specialist students can complete a maximum of 20 hours per week towards their internship for a total of 600 hours.
· Internship supervisor: There must be an Internship Supervisor who has an MSW and at least two years of post-graduate experience or is a Licensed Clinical Social Worker. The Internship Supervisor should provide at least one hour of regularly scheduled “internship instruction” per week. The Internship Supervisor should be separate from the employment supervisor if possible.
· Developing CSWE core competencies: Loyola School of Social Work is accredited by the Council on Social Work Education (CSWE). LUC is required to ensure that internships help the student develop specific core competencies.  
· Internship office approval: Applications will be approved by the Loyola School of Social Work Internship Office. All parties will be notified of the final decision via email.
	For internal use only
Approved: Y/N
 Date: ________________________
Signature: _____________________


[bookmark: _Toc116999688]Employment-Based Internship Application – Option 1
[bookmark: _Toc116999689]Student Information
	[bookmark: _Hlk116990327]Name
	Student ID
	LUC Student Email

	(Enter name here)
	(Enter Student ID here)
	(Inter LUC email here)


[bookmark: _Toc116999690]Degree Program and Internship Level
	[bookmark: _Hlk116990537]Program (MSW, BSW, OBMSW, etc.)
	Generalist or Specialist internship

	(Degree program)
	(Internship level)


[bookmark: _Toc116999691]Agency Information
	[bookmark: _Hlk116990670]Agency Name
	(enter agency name here)

	Program (Specific agency department; enter N/A if not applicable)
	(enter program, specific agency department, or N/A here)

	Anticipated internship start date
	(enter anticipated internship start date here)

	Anticipated internship end date
	(enter anticipated internship end date here)


[bookmark: _Toc116999692]Internship Supervisor Information
	[bookmark: _Hlk116990704]Internship Supervisor’s name (first and last)
	(enter Internship Supervisor’s first and last name)

	Program (Specific agency department; type “N/A” if not applicable)
	(enter program, specific agency department, or N/A if not applicable)

	Internship Supervisor’s email address
	(enter Internship Supervisor’s email address)

	Internship Supervisor’s phone number
	(enter Internship Supervisor’s phone number)

	Internship Supervisor’s degree and/or license (e.g., MSW, LCSW, or another licensure)
	(enter Internship Supervisor’s degree and/or license information)


[bookmark: _Toc116999693]Questions
Complete the following questions after having a thorough discussion with your current employment supervisor, your prospective Internship Supervisor and anyone else in the agency who will be responsible for facilitating this employment-based internship.
Why do you want an internship at your place of employment? Please list your reasons.
[bookmark: _Toc116999694]Employment Tasks and Internship Tasks
Please describe the tasks you do in your current position and how they differ from those you would do as part of your proposed internship.
	Employment tasks
	Internship tasks

	(Enter employment tasks here)
	(Enter internship tasks here)


[bookmark: _Toc116999695]Employee Treated Like a Student
Describe your understanding of how the agency will allow you to “be a student” during your internship. For example, has the agency specifically agreed to reduce your caseload, provide you with extra training, agreed to allow you to engage in activities related to the CSWE competencies (that might not otherwise be a part of your employment), etc.? In addition, are you willing to spend any additional hours that might be necessary to complete your internship or employment duties?  If student supervision will be provided by the same person who supervises your employment, explain how student supervision will be distinct from employment supervision time. If not, describe how internship supervision will occur and is separate from employment supervision.
[bookmark: _Toc116999696]Anticipating Problems
What problems do you anticipate might come up with this internship arrangement (i.e., role confusion, conflict between employment duties and internship duties, caseloads, etc.)? What are some ways you and your Internship Supervisor could reduce the impact of these problems?
Required Signed Initials: The following items require the initials of the student, employment supervisor and Internship Supervisor as indicated.
Internship Supervision: Student will be able to meet with a qualified Internship Supervisor each week for at least one hour
_______ Student   ______ Internship Supervisor
Adequate Time for Internship Duties: Student will have adequate time for internship related responsibilities (such as Learning Agreement Task, extra learning tasks are not normally expected of employees, etc.)
_______ Student   ______ Internship Supervisor


[bookmark: _Toc116999697]Employment-Based Internship Checklist – Option 2
Students who are interested in using their employment hours as internship hours will complete this application for submission to the internship team. Before completing this application, the student must schedule a meeting with their internship coordinator to review the process to determine if they are eligible for this option. 
The Loyola School of Social Work recognizes that students may want to explore internship opportunities in their place of employment. While professional activity and learning can be compatible, there is a difference between the goals of educational development and those of employment. The focus of the internship must be on the student’s academic learning.
In order to be considered, the student’s role must meet seven of the nine CSWE core competencies. The following requirements must also be met:
· Application: The student must submit an application at least one full semester prior to the beginning of the internship. 
· Agency Approval: Employment-based internships must be approved by the employment supervisor and Executive Director of the agency.
· Competed Employment Probationary Period if it is a new place of employment for the student.
· Agency’s Official Agreement That Employee Will Be Treated as A Student “Learner” During Internship Hours: The agency must agree that the employee will be treated as a student and can complete the academic requirements of the internship. 
· Internship Hours: Students can only complete one of the two required internships at their employment setting. We recommend the POE be at the student’s first-level generalist internship. Generalist students can complete a maximum of 15 hours per week towards their internship for a total of 400 hours. Specialist students can complete a maximum of 20 hours per week towards their internship for a total of 600 hours.
· Internship Supervisor: The employment supervisor will serve as the student’s Internship Supervisor. The Supervisor must have a Master of Social Work and at least two years of post-graduate experience or be a Licensed Clinical Social Worker. It is expected that the Supervisor will provide at least one hour of regularly scheduled “instruction” per week. 
· Developing CSWE Core Competencies: Loyola School of Social Work is accredited by the Council on Social Work Education (CSWE). There is a strict requirement that the program ensure that internships help the student develop specific core competencies. In order to be considered for employment-based internships, the student’s role must meet at least seven of the nine core competencies (listed below).
· Agency Meeting: Prior to approval, the student, and employment supervisor must meet with the Loyolan Internship Team to review the expectations of the internship. The Executive Director will be invited to the meeting but is not required to attend.
· Internship Office Approval: Applications will be approved by the Loyola School of Social Work Internship Office. All parties will be notified about the final decision via email.
· Advanced Standing Students: must show evidence of advanced clinical activities to conduct their second-level specialized internship at their POE.
· CADC students cannot do their internship at their place of employment unless:
· The internship activities are separate from the POE activities. 
· The Internship Supervisor is a different individual than the employment supervisor; and
· The internship hours are separate from employment hours.  
	For internal use only
Approved: Y/N
 Date: _________________________
Signature: _____________________





[bookmark: _Toc116999698]Employment-Based Internship Application – Option 2
[bookmark: _Toc116999699]Student Information
	Name
	Student ID
	LUC Student Email

	(Enter name here)
	(Enter Student ID here)
	(Inter LUC email here)


[bookmark: _Toc116999700]Degree Program and Internship Level
	Program (MSW, BSW, OBMSW, etc.)
	Generalist or Specialist internship

	(Degree program)
	(Internship level)


[bookmark: _Toc116999701]Agency Information
	Agency Name
	(enter agency name here)

	Program 
(Specific agency department; enter N/A if not applicable)
	(enter program, specific agency department, or N/A here)

	Anticipated internship start date
	(enter anticipated internship start date here)

	Anticipated internship end date
	(enter anticipated internship end date here)


[bookmark: _Toc116999702]Internship Supervisor Information
	Internship Supervisor’s name (first and last)
	(enter Internship Supervisor’s first and last name)

	Program 
(Specific agency department; type “N/A” if not applicable)
	(enter program, specific agency department, or N/A if not applicable)

	Internship Supervisor’s email address
	(enter Internship Supervisor’s email address)

	Internship Supervisor’s phone number
	(enter Internship Supervisor’s phone number)

	Internship Supervisor’s degree and/or license 
(e.g., MSW, LCSW, or another licensure)
	(enter Internship Supervisor’s degree and/or license information)


[bookmark: _Toc116999703]Questions
Complete the following questions after having a thorough discussion with your current employment supervisor, your prospective Internship Supervisor and anyone else in the agency who will be responsible for facilitating this employment-based internship.
Why do you want an internship at your place of employment? Please list your reasons.
[bookmark: _Toc116999704]Tasks and Skills
Please review the information below that defines first-level generalist and second-level specialized internships. Then explain how the tasks and skills related to your employment align with the CSWE competencies by completing the table below. 
[bookmark: _Toc116999705]Overview of First/Generalist Level Internship Requirements
Loyola School of Social Work students complete two levels of internships. In the first, or first-level generalist, level students learn and gain experience with foundational elements of social work practice. Students may do a first-level generalist internship as senior-level students in the Bachelor of Social Work (BSW) Program or as while completing generalist level course work in the Master of Social Work (MSW) Program. Students in a first-level generalist internship are expected to gain a general sense of an agency’s programs, services and policies. Potential internship tasks include administering paperwork; conducting intakes, assessments, and documentation; practicing case management; and engaging in research projects. Students in first-level generalist internships will not conduct individual or group counseling on their own, since this is considered a second-level specialized-level skill set. Students should spend 50% of their time in direct service.
Overview of Second/Specialist Level Internship Requirements
Once a student's generalist level course work is complete, students complete a second-level specialized internship that focuses on their area of specialization.
Students in the Master’s in Social Work Program can select an area of specialization in:
· Micro Practice Specialization
· Leadership, Mezzo, & Macro Practice Specialization (LMMP)
Students in the Micro Practice Specialization can choose a track from the following:
· Advanced Clinical Practice
· Certified Alcohol and other Drugs Counselor training program (CADC)
· Migration Studies
· School Social Work/Professional Educator License (PEL)
The purpose of the second-level specialized internship is for students to integrate knowledge and skills from their specialized coursework with internship practice. Accordingly, students’ specialization and/or sub-specialization course work should align with their second-level specialized internship. In second-level specialized internships students are expected to conduct clinical intakes and assessments, develop treatment plans, maintain progress notes, and work with individuals and groups. While students should spend the majority of their time in direct clinical work; the School understands that interns’ engagement in direct service will vary by agency and specialization.
[bookmark: _Toc116999706]Job description
Please copy and paste your job description below. Alternatively, you can attach it to this application.


[bookmark: _Toc116999707]Alignment of CSWE Core Competencies and Job Responsibilities
	CSWE Core Competencies
	Job Responsibilities

	Demonstrates ethical and professional behavior
	(Enter job responsibilities that align with this CSWE competency here)

	Engage diversity and difference in practice
	(Enter job responsibilities that align with this CSWE competency here)

	Advanced Human Rights and Social, Economic and Environmental Justice
	(Enter job responsibilities that align with this CSWE competency here)

	Engage in Practice-Informed Research and Research-Informed Practice
	(Enter job responsibilities that align with this CSWE competency here)

	Engage in Policy Practice.
	(Enter job responsibilities that align with this CSWE competency here)

	Engage with Individuals, Families, Groups, Organizations and Communities
	(Enter job responsibilities that align with this CSWE competency here)

	Assess Individuals, Families, Groups, Organizations and Communities
	(Enter job responsibilities that align with this CSWE competency here)

	Intervene with Individuals, Families, Groups, Organizations and Communities
	(Enter job responsibilities that align with this CSWE competency here)

	Evaluate Practice with Individuals, Families, Groups, Organizations and Communities  
	(Enter job responsibilities that align with this CSWE competency here)



[bookmark: _Toc116999708]Employee Treated Like a Student
Describe your understanding of how the agency will allow you to “be a student” during your internship. For example, has the agency specifically agreed to reduce your caseload, provide you with extra training, agreed to allow you to engage in activities related to the CSWE competencies (that might not otherwise be a part of your employment), etc.? In addition, are you willing to spend any additional hours that might be necessary to complete your internship or employment duties?  If student supervision will be provided by the same person who supervises your employment, explain how student supervision will be distinct from employment supervision time. If not, describe how internship supervision will occur and is separate from employment supervision.
Anticipating Problems
What problems do you anticipate might come up with this internship arrangement (i.e., role confusion, conflict between employment duties and internship duties, caseloads, etc.)? What are some ways you and your Internship Supervisor could reduce the impact of these problems?
[bookmark: _Toc116999709]Required Signed Initials 
The following items require the initials of the student, employment supervisor and Internship Supervisor as indicated.
Internship Supervision:  The employment supervisor has an MSW with two years’ experience or is an LCSW and will be able to meet with the student each week for at least one hour.
______ Student ______ Employment Supervisor 
Agency Meeting: The Student, and Employment-Supervisor agree to meet prior to the student beginning an Employment-Based internship to further assess and discuss the components of an employment-based internship.
______ Student ______ Employment Supervisor 
Employee Treated Like a Student: Student will have adequate time for internship related responsibilities (such as Learning Agreement Task, extra learning tasks are not normally expected of employees, etc.) They will also have learning opportunities provided through their employment tasks. 
______ Student   ______ Employment Supervisor 



[bookmark: _Toc116999710]  Employment Supervisor Agreement for 
[bookmark: _Toc116999711]Employment-Based Internship
I, ______________________________ (print name), Employment Supervisor approve ______________________________ (student name) to complete an employment-based internship at __________________________________ (agency) during the _____________________________ (academic semester).
We acknowledge the risks affiliated with conducting an MSW first- or second-level specialized internship at an employment-based setting. 
Please note in situations where a student’s employment ends at the organization where internship has co-occurred with employment; LUC will determine the circumstances around the employment termination and will support the student accordingly. If the employment termination is not due to disciplinary action, LUC will advocate continuing the internship at the same site with the agreement of the agency and student.
_____________________________________________________________
Signature and date



[bookmark: _Toc116999712]Agency Agreement for Employment-Based Internship
I, _________________________________________ (print name), Executive Director approve _________________________ (student name) to complete an employment-based internship at ___________________________________ (agency) during the _____________________________ (academic semester).
We acknowledge the risks affiliated with conducting an MSW first-or second-level specialized internship at an employment-based setting. 
Please note in situations where a student’s employment ends at the organization where internship has co-occurred with employment; LUC will determine the circumstances around the employment termination and will support the student accordingly. 
If the employment termination is not due to disciplinary action, LUC will advocate continuing the internship at the same site with the agreement of the agency and student.

_________________________________________
Signature and date


[bookmark: _Toc116999713]
CADC Eligible Remote Activities
Students who are in the Micro Advanced CADC (Certified Alcohol Drug Counselor) track or who are pursuing a post-graduation CADC certification should be aware of eligible and non-eligible activities that count towards their internship hours. As more agencies offer both in-person and remote or tele-health services to clients, more internship students are also working in hybrid situations. The ICB (Illinois Certification Board) provides guidelines as to what can count as CADC hours. As the guidelines are updated, we will work to provide the most recent information.
*Please note that all hours (eligible and non-eligible activities as listed below) count as CADC hours if they are done on-site at the agency
Eligible remote activities:
· Activities related to patient/counselor interaction 
· Group work, one-on-one meetings, writing progress notes or treatment plans, referrals, etc 
· Supervision sessions conducted remotely.
Non-Eligible remote activities:  
· Non-patient interaction work
· Creating PowerPoints or other supporting materials
· Creating an activity, marketing the agency, or any activity that does not involve client interaction. 
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