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Master of Arts in Transformational Leadership (MATUL) Program
2007-2008
We have a tendency to think but not to act.  The more we feel without acting, the less we will ever be 

able to act, and in the long run the less we will be able to feel.  (C.S. Lewis)

Never doubt that a small group of thoughtful, committed citizens can change the world; 

indeed, it is the only thing that ever has.  (Margaret Mead)

I.  Introduction
The Master of Arts in Transformational Urban Leadership (MATUL) program is co-sponsored by entrepreneurial training institutions on four continents (Asia, Africa, Latin America, and North America) and focused upon developing leaders to catalyze transformational movements within the world's burgeoning slums and shantytowns. "International" students mobilized through Western associations are joined with "national" students already engaged in service among the urban poor for conceptual (classroom-based) and practical (community-based) training in areas that include entrepreneurial leadership, community transformation, land rights, health care, small business development, educational centre development, and service to marginalized populations (e.g. sex workers, street children, drug addicts). At regular periods throughout the year, international and national students come together at a regional program site to complete the classroom phase of individual courses in the MATUL curriculum.

 
II.  Practitioner Training
To practical training component of the degree program is facilitated through field learning (internships) within various community-based organizations. These internships are the “fieldwork” side of courses designed to develop student knowledge and skill related to community issues and problems. These courses include:

First-Year Field Placements:
□
TUL550 Service to the Marginalized

□
TUL555 Educational Centre Development

Second-Year Field Placements:
□
TUL560  Theology & Practice of Community Economics

□
TUL650  Primary Health Care

□
TUL655  Advocacy & the Urban Environment
The internships provide an opportunity for students to act upon feelings of hope, delight, and concern as they live and learn in or adjacent to resource-poor communities. In so doing, they aim to make a modest, yet tangible, contribution to the well being of their host community while being equipped to provide future leadership to others working in a similar capacity. 
Internship possibilities are identified by Field Instructors and suggested to students, in part, based on their vocational goals, academic preparation, and personal interests. During the first week of the program, students schedule interviews with several agencies in order to discern the right “fit” between the particular job functions and the student’s interests. All placements are dependent on the approval of the participating agency, student, and field instructor.
In keeping with the objectives of the MATUL program, the student is to be regarded as a pre-professional intern. Thus, internships ought to be designed to draw students as directly as possible into the “on the ground” work of the organization. Students should not be used as additional clerical help or for administrative assistance.  At their best, internship experiences expose students to community realities and vocational opportunities while providing them real-world opportunities to apply their academic knowledge in service to others. 
The internship aims to be fully integrated with, and utilized on behalf of, the “classroom” component of the Field Supervision courses. It is based on a model of teaching and learning that encourages social responsibility; values and integrates both academic and experiential learning; accommodates both high and low levels of structure and direction; and embraces the active, participatory students.
The academic orientation of the students’ field placement might be unfamiliar to some Site Supervisors.  The following five principles reveal some of its unique character:

1.
Academic credit is for learning, not service.  Rather than being concerned only with the number of hours logged or the quality of service performed, course credit is primarily assigned for the utilization of community learning in the service of course learning.  In other words, academic service learning is not about the addition of service to learning, but rather the integration of service with learning. The students’ practical training is not a “sidebar” activity; rather, it functions as a critical learning component to the academic goals of the Field Supervision courses. Through a weekly field seminar, students are asked to demonstrate how the context of their community work serves to ground and illumine course concepts. Course faculty are responsible to structure learning activities (like process journal writing, competency assessments, and group discussions) where they can discern whether learning is taking place.  

2.
Academic rigor is not compromised.  Many in scholarly circles perceive experiential learning (including service-based learning) as less demanding than traditional (campus-based learning), and particularly vulnerable to grade inflation. The expectation is that the internship will actually enhance the rigor of the course. In addition to having to master the academic material, students have to learn how to extract meaning from their community work, and then merge that learning with their academic work.  

3.
Community service encourages students to view local issues and problems in terms of broader, more abstract social or political phenomena.  Students frequently perceive the person-to-person emphasis of many community service programs as an alternative to thinking about politics or the policy dimension of “issues” (like public health, unemployment, and illiteracy).  We’d like to reverse this tendency by encouraging students to reflect upon and draw lessons from their community experience as it illumines the complex political, social and economic dynamics of urban life. For example, serving in a shelter for female sex workers may provide valuable assistance to the shelter and its clients; the students, too, are likely to feel a greater sense of personal satisfaction wit helping others.  But students would not automatically consider some of the broader dimensions of the issue (e.g., de-industrialization of the economy, political corruption, patriarchy as a cultural system, the decline of affordable housing stock, etc.) without time and space to discuss these “root” issues with an informed supervisor and/or course instructor.  

4.
Students set learning goals.  The community internship serves to broaden the students’ learning environment by multiplying the settings (beyond the classroom) and the educators (beyond the instructor). The student’s responsibility, however, is to take advantage of these resources for learning by thinking through what they hope to learn or accomplish through their internship, and then explicitly stating those goals in a Learning Agreement. The supervisor is asked to assist in this process during the first two weeks of the internship.

5.
Accountability is essential.  Students select internship placements that meet established criteria, and foremost among those criteria is the availability and ability of a staff person to supervise them. The intern is accountable to the organization – to be prompt, to maintain a positive attitude, to cooperate with co-workers, to solve problems as they come up, to utilize their knowledge and skills, and to integrate insights from their internship experience into their academic learning.  For their part, supervisors are accountable to the MATUL program to support student development in ways outlined in this Manual.  

III. General Expectations
What Can Participating Organizations Expect?

A. From the student:

1. Volunteer service as an intern for regular, 4-hour (minimum) periods throughout the training term. Other special arrangements can be worked out with the agreement of the organization, the student, and the instructor.
2. Willingness and ability to take on and follow-through with responsibilities

3. Cooperation with the goals of the organization, and with the staff of the organization

4. Respect for the formal and informal rules of the organization

5. Positive work behavior: Appropriate dress and speech, promptness to work, a positive attitude, personal initiative, and respect for the time of supervisors and staff members
B. From the program staff:

1. Consultation through telephone contact and/or periodic placement site visitations during the term by the Field Instructor
2. Direct communication from the Field Instructor if they become aware of any intern-related issues that might impact their service 

3. A desire and willingness on the part of staff to listen to suggestions in order to ensure continued program growth and development

What Can the Student Expect?

A. From the participating organization:

1. Appropriate orientation to the organization, and an opportunity to meet organization staff

2. Initial meeting(s) with their supervisor to design a learning agreement that satisfies the expectations of both student/server and supervisor

3. Pre-professional, practical training in actual work situations – i.e., work activities that challenge students intellectually, emotionally, and in certain skill and experience areas

4. Exposure to the scope of relationships, objectives, and outreach activities of the organization

5. Direct, regular supervision of interns as they assume increasing responsibility over the term

6. Weekly feedback sessions with their immediate supervisor for informal professional and personal evaluations, and for review of the objectives of the learning contract

7. Suggested background information (e.g., articles, organizational charts, annual reports) that inform the intern concerning the organization’s history, mission, structure, and roles in the community

8. Completion of a final evaluation (see attached) of the intern’s work and learning performance in consultation with the Internship Coordinator

What does the Program Expect?

A. From the student:

1. Commitment to learning and reliable performance of service

2. Fulfillment of the time commitments agreed upon with the organization

3. Successful completion of the goals as outlined in the Learning Agreement
4. Immediate, direct communication regarding any areas of difficulty 

B. From the participating organization:

1. The ability to see the student-intern as both a worker and a learner, and to assist her/him in relating their time and talents to real-world issues and problems

2. Direct communication of any difficulties, questions, or problems relating to the field assignment or the student intern’s performance

3. The completion of a learning agreement and evaluations in order to assess the student’s progress and performance

4. Helpful critique of the structure and nature of the practitioner training component of the MATUL program, including student preparedness

IV.  Specific Roles & Responsibilities 

The practitioner training courses within the MATUL program rely upon dynamic and mutually beneficial partnerships between the sponsoring School, the School-assigned Field Instructor, the Field Agency, the Agency-assigned Site Supervisor, any on-site Task Coordinators, and the Student. Each of these program partners has distinct roles and responsibilities. 
1.  The School 
The School is the institution providing academic supervision and credit for the Field Supervision courses. Their roles and responsibilities include the following:
· To prepare dedicated professionals to assist organizations in helping poor, physically or emotionally ill, abused, or impaired individuals, children and families reach their desired potential within the context of their specific cultures
· To make no distinction among student-interns on the basis of color, caste, religion, gender, ethnic or national origin, disability, age, political affiliation or sexual orientation
· To establish the educational objectives, selection criteria, partnered relationships, and general arrangements for the community internships, as well as the means for evaluating the quality and relevancy of the experiences

· To properly prepare students with the theoretical and practical knowledge needed to enter their field internships in a responsible and informed manner

· To select only those community agencies which guarantee the personnel, time, and project work necessary for students to achieve the educational objectives of the internship experience

· To refer to the Agency only those students who are satisfactorily prepared for the internship 
· To advise assigned students of their responsibility to comply with the rules and regulations of the organization, as well as with the standards and practices established by the School for students in field work positions
· To ensure that evaluations or transcripts pertaining to students in the program shall not be provided to another party by the Agency or the School without prior written authorization from the student
· To establish and maintain communication with the Site Supervisor at the field organization on issues related to students’ field education (e.g. a description of the curriculum and educational objectives, relevant course syllabuses, program policies, level of students’ preparation, length and dates of the practicum experience, expectations for site visits)

· To supply Site Supervisors with appropriate forms to be used in evaluating the performance of the assigned student 
· To serve as a link between the Student, the School, and the Agency by visiting each student at least once each term at their field site in order to evaluate the quality and relevancy of the internship experience

· To guide the integration and application of students’ field learning experience by assigning a Field Instructor/Seminar Leader to facilitate group retreats and discussions and oversee field assignments

· To evaluate students’ field work performance and assign a final grade for the year’s work following careful review of inputs from students and site supervisors.
2.  The Field Instructor/Seminar Leader

The Field Instructor is a faculty member assigned by the provider institution to give overall structure to the Field Supervision courses and to facilitate group learning through a regular integrative seminar. The Field Instructor also serves as the liaison between the MATUL program, the Student, and the Agency. This person’s roles and responsibilities include the following:

In relation to field placements
· To provide leadership to the field education program, including the planning, approval, and coordination of field placements. The Field Instructor maintains a continuously updated listing of pre-screened field organizations with varied service opportunities.

· To assist the Student in developing a Learning Agreement that articulates what the Student will be learning, how he or she will go about learning it, and how their progress will be determined.  

· To orient and provide ongoing educational resources to the Site Supervisor.

· To provide orientation to students regarding their field placements.

· To establish an explicit format for School-Agency-Student interaction during the placement as outlined in the Field Supervision Manual.
· To conduct regular field seminars and develop documentation requirements (such as process journals) to assist students in integrating classroom and field experience learning and in developing appropriate, professional relationships at their field placement site.

· To maintain regular communication with the Site Supervisor which includes a visit to the Agency site once each semester (fall and spring) in order to stay appraised of projects and to mediate any issues that may arise between, or among, the Student, Agency, Site Supervisor, or School.

· To maintain all records related to the fieldwork placement, e.g., the learning agreement, correspondence, evaluations, and records of student time and submission of documents.
· To provide to the Agency ongoing student-intern evaluations regarding the appropriateness and effectiveness of field experience.

· To monitor student learning throughout the field placement and serve as the instructor-of-record for the Field Supervision courses. The field Instructor assigns a final course grade partially based on the Site Supervisor’s final evaluation, the Student’s self-assessments, and course-related academic products.
In relation to group retreats and field seminar
· To organize regular guided group retreats for rest, spiritual direction, personal renewal, and theological reflection on field experience 
· To conduct regular, 90-120 minute field seminars to integrate students’ field experiences with the educational objectives of the program and to enhance their knowledge, skills, and spiritual-professional identity 
· To guide students in discussing their ongoing field experiences in terms of organizational structure, student functioning within the organization, problems posed by beneficiaries, value/ethical dilemmas, problem-solving efforts, service outcomes, and insights gained. 
3.  The Field Agency

The Field Agency represents the one or more community organizations approved for students to satisfy the “fieldwork” requirement of the practitioner training courses. Qualified agencies may include local churches, national or international NGOs, established community associations, public agencies, private enterprises, or other organizations that are serving poor communities in one or more of the sectors represented in program’s Practitioner Training Concentrations: TUL550 Service to the Marginalized (work with street children, sex workers, drug addicts); TUL555 Educational Centre Development (pre-school, elementary and vocational school development); TUL560 Theology & Practice of Community Economics (micro-enterprise development); TUL650 Primary Health Care (community-based health services); TUL655 Advocacy and the Urban Environment (land rights, housing, and environmental health issues).
Selection criteria. Any agency selected for field intern placement must demonstrate:
· That it is an established social service program or non-governmental organization working in one or more sectors represented in the MATUL curriculum
· Respect and support from the host community and larger professional community, and a willingness to provide the experiences needed for successful field education
· Respect and support for the professional education objectives of the MATUL program
· Reasonable proximity (walking, bus riding distance) from students’ residence
· Willingness to commit resources for the practical training of students (i.e., release time for site supervisor orientation and student supervision; student-intern support in the form telephone, work space, and privacy for direct contacts)
· A general attitude of respect for students with diverse backgrounds and needs. The agency shall accept students for field placement without regard to race, religion, gender, ethnic or national origin, disability, age, political affiliation or sexual orientation. 
· A staff of such size and quality as to maintain and develop the basic program of the agency without reliance on students 
· An agency environment that is conducive to learning and professional development
· A variety of available educational opportunities that expose students to a range of individuals and/or client populations
Responsibilities
· To provide each student a qualified Site Supervisor who will provide direct supervision and instruction to the student. All Site Supervisors shall have a minimum of one years’ experience in the agency. 

· To provide the Site Supervisor with release time sufficient to fulfill educational responsibilities related to supervising the Student, including, but not limited to (a) a minimum of one (1) hour per week to provide individual uninterrupted supervisory instruction for the Student, and (b) a minimum of one, one (1) hour meeting each with the Field Instructor prior to the internship close date. 

· To provide the Student with work space, supplies, and support sufficient to fulfill the Student’s assigned service functions at the Agency. 

· To provide the Student with learning experiences which meet suggested minimum guidelines for the Student’s educational development.

· To provide orientation and training for the Student sufficient to understand the Agency’s mission and client population and to support the educational objectives of the program.

· To accept the ultimate responsibility for the care of the client during internship hours.

· To work with the Site Supervisor and the Field Instructor in selecting and implementing learning experiences for the Students in order to fulfill training objectives.

· To assist the School in the evaluation of the Student’s work performance, and to advise the School by mid-term of any serious deficiency noted in the ability of the student to progress toward the stated objectives of the field work. 
· To advise the School to terminate any student whose health or performance is detrimental to the well-being of local residents or to achievement of the field work objectives 

· To provide the School with periodic evaluations, including a final evaluation of the Student’s work performance at the end of the service term.

· To request the Student to participate in additional and reasonable educational assignments, including research and/or the development of written materials to be used by the Agency.

· If a student is placed in the same agency both as a field intern and as an employee, the Agency ensures that the student’s assignments meet the conditions outlined in the Field Agreement Form (Appendix B). 

4.  The Site Supervisor 

The Site Supervisor is chosen for her or his commitment to quality practice in one or more fields of community improvement. Their relationship with the student-intern in their day-to-day service experience is central to the field education process. Site supervisors must support their interns, but also challenge them; guide them, but also allow them to find their own way; share accepted practice wisdom, but also approach current practice critically; to instruct, but also be willing to learn with and from students. 
Qualifications. All persons appointed to supervise student-interns within a community setting must demonstrate:
· That they are not family members or close friends of the intern
· A reputation for professional competence in one or more practical training areas represented in the MATUL curriculum

· A commitment to the mission and beneficiaries of the field agency
· An ability to interpret the agency’s purpose, function, policies, and programs to those outside the organization

· An ability to use the resources of the agency in a way that promotes a challenging and supportive learning experience for students

· An expressed understanding of professional education, and a desire and ability to guide student development

· Enthusiasm for experiential education and an interest in working with students of diverse backgrounds 
· A willingness to conduct weekly, one-on-one conferences with the student-intern to ensure that their work is professionally sound and educationally directed 

· A willingness to participate in training sessions at the School, when available
· Prior experience with providing supervisory services, if possible. 

· A commitment to completing required tasks in a timely manner (e.g., completion of the Learning Agreement with the intern at the start of the internship and mid-term and final intern performance evaluations)
Responsibilities 
· To serve as the primary guide in student field learning through collaborative assessment of learning needs; identification and facilitation of relevant field learning opportunities; provision of supportive and constructive feedback to student on field performance; evaluation of overall field performance at mid-year and end of placement; ongoing support and instruction related to professional practice

· To ensure that the student adheres to the agency’s policy of protecting the interests of community beneficiaries and of safety within the field setting
· To plan and implement the field work experience in accordance with the terms outlined in the Field Supervision Manual
· To familiarize student-interns with the mission, history, philosophy, personnel, administrative structure, and physical layout of the organization at the beginning of their experience 
· To help the student understand the agency as it relates to and complements other community social improvement entities in the host community

· To provide an opportunity for the student to meet agency staff and facilitate student involvement in staff meetings, conferences, and consultations. 
· To discuss the role and responsibilities of the student as an official representative of the agency and to determine a regular work schedule

· To provide a balanced and meaningful field education experience through the assignment of meaningful tasks, site visits, case conferences, consultations, staff meetings, group experiences, etc.
· To meet with the student on a regular basis to develop service-learning goals, monitor progress, answer questions, and help resolve any problems or issues that might occur 
· To notify the Field Instructor of any problems that are not resolved directly with the student
· To provide the Field Instructor a written mid-term and final evaluation of the student's performance 
5.  Task Coordinator 
The Task Coordinator is directly responsible for the everyday work of field students. They may assist students in all of the activities above, but do not have primary responsibility for assessment of student learning needs and student evaluation. 
Responsibilities 
· To assist the Site Supervisor in defining the position description for the internship

· To assist with interviewing internship applicants as appropriate

· To participate with the Site Supervisor and intern in negotiating the Learning Agreement

· To meet with the Site Supervisor and the Student on a regular basis for evaluation and discussion of the intern’s personal and professional development

· To provide personal support and encouragement to the intern during the course of the internship
· To provide a general reporting of student performance to the Site Supervisor 

6.  The Students
The Student is responsible for working with the School and the Agency to promote a beneficial experience for both the agency and her or himself. The student meets with the Field Instructor to determine appropriate prospective field placements and initiates contact with specific agencies for interviews. The student then confirms placement with the Agency and Field Instructor. 

In their field placements, students are expected:

· To assume a primary responsibility for contributing to the overall program of their field agency by being an active, creative, and self-directed learner.

· To complete an initial Learning Agreement in consultation with the Site Supervisor.

· To provide the Site Supervisor with a copy of the Field Supervision syllabus and Field Supervision Manual in order to promote common expectations and to enlist their support for course assignments.

· To complete all prescribed field work hours at the Agency (no less than a 4-hour block per day)
· To gain a working knowledge and understanding of the Agency in order to represent it fairly and honestly to the public
· To honor all commitments to the field agency, including, but not limited to: punctual and regular attendance; fulfillment of the contracted time commitment; conformity with agency regulations and policies; and performance of all agree-upon duties
· To not allow student vacations, time off, classroom preparation and other personal considerations to supersede agency and beneficiary needs
· To notify the Site Supervisor prior to any absences and to arrange for make-up of missed hours. The Student shall also obtain advance permission from the Site Supervisor for any time off from internship
· To assume personal and professional responsibility for their actions and activities in accordance with professional ethical standards
· To observe, test, integrate, and apply in direct service the theoretical concepts and principles presented in through the regular field seminar

· To schedule and prepare for weekly supervision sessions with their Site Supervisor, and for periodic meetings with Field Instructor and Site Supervisor
· To reliably document all hours spent in internship activities on a time sheet
· To be available for organizational staff meetings, case conferences, and other identified meetings, as agreed upon
· To understands that he or she may be removed from the field placement and receive a failing grade in the Field Supervision course for any of the following reasons: repeated tardiness or absences; ethical violations; irreconcilable problems with Agency staff that reflect inflexibility on the part of the student; and repeated failure to keep other commitments
· To participate in his or her own evaluation with the Site Supervisor, and to submit final evaluation to the Field Instructor

· To complete an evaluation of the Field Agency upon completion of fieldwork
· To observe, test, integrate, and apply in direct service the theoretical concepts and principles presented in through the regular field seminar

In the group retreat and field seminar, students are expected:
· To participate in all scheduled retreats and seminars sessions as essential to one’s ability to integrate field activities, theoretical study, and spiritual formation
· To monitor one’s participation, being sensitive not to talk too much or too little and to make adjustments in order to optimize learning for all

· To demonstrate active listening and critical thinking by the giving and receiving of thoughtful, constructive feedback

· To demonstrate humility, empathy, fairness, courage, honesty, clarity, and precision of thinking 
· To keep the Field Instructor informed of progress in the internship, including notification of any difficulties that interfere with the educational/field work experience

· To complete a final evaluation of field seminar methods and learning outcomes
Under what circumstances might a change of field organization or field supervisor occur?

If a student’s supervisor is unable to supervise due to illness, change of job, etc., it is anticipated that the agency would make arrangements for the student to have appropriate supervision and inform the field instructor of the change. If there is no other qualified supervisor in the agency, the field instructor must be notified immediately. 

If the student is experiencing problems or issues in their field work placement, it is the student’s responsibility to make initial contact with their supervisor to try and rectify the situation. Students and supervisors should allow sufficient time to address any issues that arise early in a placement. This gives the student time to become oriented and settled into the agency, as well as time for the supervisory relationship to form. Most problems can be seen as opportunities to develop self-awareness and problem-solving skills. 
Changing field placements is not desirable and will only take place after serious efforts are made to resolve issues. If the student, field supervisor, and field instructor cannot reach resolution of the issue, the Field Instructor will then be consulted. Field placements will be changed only if it becomes apparent that (a) a qualified supervisor is unavailable, (b) the supervisor is unable to assume the duties of appropriate supervision as outlined above, (c) the supervisor is concerned that the student’s behavior places at risk the quality of services the agency delivers, or the reputation of the agency, or (d) the student believes she or he is being sexually harassed or is in a vulnerable and threatening situation. In this latter case, the student must contact the field instructor immediately and not return to the placement. An inquiry will follow. 
As indicated under condition “c” above, a supervisor may have serious issue with the student-intern’s behavior or performance. Again, the supervisor should meet with the student to find resolution or make contact with the field instructor and request a meeting with the student and the field instructor. Students behaving in ways that might be reasonably considered egregious may be immediately suspended from field work and possibly dismissed from the program. Examples would include verbalizing a threat to one’s self or others, physically threatening someone, actively demonstrating the symptoms of acute mental stress (hallucinations, breaks from reality, uncontrolled compulsive behavior or language, etc.), reporting to class or field work under the influence of alcohol or illicit drugs, or sexually harassing a staff, clients, or student peers. If the any of above were to occur, those who have authority will follow the protocol of either the Agency or sponsoring School to collect information, assess the situation, and make a recommendation to the Program Coordinator. 

Appendix A

Self-Examination Questions

The Ignatian Examen of Consciousness

The Examen is a prayer practice articulated by Ignatius of Loyola in the 16th century. It is, in short, a way of listening to our own lives and of discerning therein the presence and absence of God. It is rooted in the belief that God is constantly revealing himself to us in our experience-- the scripture of our life—and desires to speak to us through our deepest feelings and yearnings (what he called consolation and desolation). Consolation is whatever helps us to connect in love to ourselves, others, God and the universe; desolation is whatever blocks that connection. Ignatius urges us to take time at least once each day to pause and reflect on our experience. 

Some Presuppositions in Doing the Examen
1. 
God’s creating is a continual sharing of Trinitarian life with all creation "that all may be one, as Thou, Father in me, and I in Thee, that they may be one in us." (John 17:21)

2. 
Thus present in creation and human history, God guides us toward the full attainment of this life with God and one another in unity and peace, justice and love.

3. 
We humans can discern the direction of God’s active guidance in our own daily history, and can collaborate with God to promote its realization in action.

4. 
The sign of God’s guidance is: what produces unity and peace among people and what instills feelings of peace, love, and integrity in us. By contrast, what produces dissension and hostility in society and selfishness and vengeance in us is a sign of the presence and activity of evil. (See Galatians 5:13-26)

Steps in Making the Examen
1. 
We begin by quieting ourselves. Become aware of God’s goodness, the gifts of life and love. Be thankful.  Recall that without faith, the eye of love, the human world seems too evil for God to be good, for a good God to exist. 

2. 
Pray for the grace to see clearly, to understand accurately, and to respond generously to the guidance God is giving us in our daily history.

3. 
Review in memory the history of the day (week, month, etc.) in order to be shown concrete instances of the presence and guidance of God and, perhaps, of the activity and influence of evil. These can be detected by paying attention to strong feelings we experienced that may have accompanied or arisen from situations and encounters.

4. 
Evaluate these instances in which we have either collaborated with God or yielded to the influence of evil in some way. Express gratitude and regret. 

5. 
Plan and decide how to collaborate more effectively with God and how, with God’s assistance, to avoid or overcome the influence of evil in the future. 

John Wesley’s Self-Examination Questions

John Wesley gave these nearly two dozen questions to members of his discipleship groups more than 200 years ago. The questions may have their origin in the spiritual accountability group started by Wesley when he was a student at Oxford -- a group that detractors called "The Holy Club."

1. Am I consciously or unconsciously creating the impression that I am better than I really am? In other words, am I a hypocrite? 

2. Do I confidentially pass on to others what has been said to me in confidence? 

3. Can I be trusted? 

4. Am I a slave to dress, friends, work or habits? 

5. Am I self-conscious, self-pitying, or self-justifying? 

6. Did the Bible live in me today? 

7. Do I give the Bible time to speak to me every day? 

8. Am I enjoying prayer? 

9. When did I last speak to someone else of my faith? 

10. Do I pray about the money I spend? 

11. Do I get to bed on time and get up on time? 

12. Do I disobey God in anything? 

13. Do I insist upon doing something about which my conscience is uneasy? 

14. Am I defeated in any part of my life? 

15. Am I jealous, impure, critical, irritable, touchy or distrustful? 

16. How do I spend my spare time? 

17. Am I proud? 

18. Do I thank God that I am not as other people, especially as the Pharisees who despised the publican? 

19. Is there anyone whom I fear, dislike, disown, criticize, hold any resentment toward or disregard? If so, what am I doing about it? 

20. Do I grumble or complain constantly? 

21. Is Christ real to me? 

Renovare Questions of Examen

RENOVARÉ Questions of Examen are designed for use within Spiritual Formation Groups. These are described by Renovare as “small fellowships that exist for mutual support, mutual encouragement, and mutual accountability as we participate in our transformation into Christlikeness. Drawing their format from small group models that span the centuries—from the Benedictines in the 4th Century to Methodism in the 17th Century to Alcoholics Anonymous in the 20th Century—participants in these gatherings of between two and seven people ask one another in various forms the old question, "How is it with your soul?" And this is how members of these groups help one another in their life for Christ.” Group members first covenant to Confidentiality. They then proceed to Questions of Examen based on six Christian traditions.  At some point during each meeting individuals make plans for how they intend to partner with God in the growth of their souls before the next meeting. See http://www.renovare.org/journey_spiritual_formation_groups_order.htm
Contemplative: The Prayer-Filled Life
In what ways has God made his presence known to you since our last meeting? What experiences of prayer, meditation and spiritual reading has God given you? What difficulties or frustrations have you encountered? What joys and delights?

Holiness: The Virtuous Life

What temptations have you faced since our last meeting? How did you respond? Which spiritual disciplines has God used to lead you further into holiness of heart and life?

Charismatic: The Spirit-Empowered Life
Have you sensed any influence or work of the Holy Spirit since our last meeting? What spiritual gifts has the Spirited enabled you to exercise? What was the outcome? What fruit of the Spirit would you like to see increase in your life? What disciplines might be useful in this effort?
Social Justice: The Compassionate Life

What opportunities has God given you to serve others since our last meeting? How did you respond? Have you encountered any injustice to or oppression of others? Have you been able to work for justice and shalom?
Evangelical: The Word-Centered Life

Has God provided an opportunity for you to share your faith with someone since our last meeting? How did you respond? In what ways have you encountered Christ in your reading of the Scriptures? How has the Bible shaped the way you think and live?

Incarnational: The Sacramental Life

In what ways have you been able to manifest the presence of God through your daily work since our last meeting? How has God fed and strengthened you through the ministry of word and Sacrament?
Appendix B

Field Agreement Form

The Student and Agency representative complete the form together. The form is then submitted to the Field Instructor before the internship begins. Please print legibly.  

First Year Field Placement 
□
TUL550 Service to the Marginalized

□
TUL555 Educational Centre Development

Second Year Field Placement 
□
TUL560  Theology & Practice of Community Economics

□
TUL650  Primary Health Care

□
TUL655  Advocacy & the Urban Environment
Date of interview: _____________________________

Student Information

Student Name: ___________________________________________________________________

Student Address: _________________________________________________________________

Phone Number: _______________________ E-mail Address: ______________________

Agency Information

Agency Name: ___________________________________________________________

Program or Department of Agency Student placed in: _____________________________

Agency Address: __________________________________________________________

Site Supervisor: __________________________ ___ Position: _____________________

Phone Number: _______________________  E-mail Address_______________________

This agreement is entered into by _________________________ [sponsoring School] for and in behalf of the Master of Arts in Urban Leadership (MATUL) program and with the above-named Agency. 

1.  
Purpose of agreement. The purpose of this Agreement is to articulate the arrangement by which the School shall provide selected students of the MATUL program with supervised internship placements in community-based social service agencies. 
2. 
Duration of agreement. This agreement will extend from _________________ [internship start date] to _________________ [internship end date].

3.
Employment relationship. Students typically participate in a field internship as volunteers. Those who are paid by their Agency are considered employees of the Agency for purposes of qualifying for any benefits. The work arrangement must also meet certain conditions.
4. 
Agreement and Responsibilities

A. The Agency

1.
The Agency will provide each student a qualified Site Supervisor who will provide direct supervision and instruction to the student. All Site Supervisors shall have a minimum of one years’ experience in the agency. 

2. The Agency shall provide the Site Supervisor with release time sufficient to fulfill educational responsibilities related to supervising the Student, including, but not limited to (a) a minimum of one (1) hour per week to provide individual uninterrupted supervisory instruction for the Student, and (b) a minimum of one, one (1) hour meeting each with the Field Instructor prior to the internship close date. 

3. The Agency shall provide the Student with work space, supplies, and support sufficient to fulfill the Student’s assigned service functions at the Agency. 

4. The Agency agrees to provide the Student with learning experiences which meet suggested minimum guidelines for the Student’s educational development.

5.
The Agency agrees to provide orientation and training for the Student sufficient to understand the Agency’s mission and client population and to support the educational objectives of the program.

6. 
The Agency agrees to accept the ultimate responsibility for the care of the client during internship hours.

7. 
The Agency agrees to work with the Site Supervisor and the Field Instructor in selecting and implementing learning experiences for the Students in order to fulfill training objectives.

8. 
The Agency agrees to assist the School in the evaluation of the Student’s work performance, and to timely notify the School of any significant problems concerning any Student and the field practicum.

9. 
The Agency agrees to provide the School with periodic evaluations, including a final evaluation of the Student’s work performance at the end of the service term.

10.
The Agency may request the Student to participate in additional and reasonable educational assignments, including research and/or the development of written materials to be used by the Agency.

11. If a student is placed in the same agency both as a field intern and as an employee, the Agency will ensure that the student’s assignments for the field education are separate from the student’s responsibilities as an employee.

12.
In those cases where stipends or other compensation is awarded, the Agency will provide the School with the following information:

· Is there any financial arrangement between the student and Agency? 

____yes ____no 

· If yes, how much is the remuneration?  __________ __

· Is the arrangement for an unpaid practicum concurrent with paid employment? 

__yes __no 

· If yes, has the student been employed by the Agency for at least six (6) months? 

__yes __no 

· Is the student being assigned to duties in a different program or division of the Agency?

__yes __no 

· Will employment work hours and internship hours be completed on different days? 

__yes __no

· Will the student’s work supervisor be different from her or his field placement supervisor? __yes __no

· Will the field placement offer the student new opportunities for learning and growth? 

__yes __no

B. The School

1. 
The School shall place into field agencies only those students who have substantially completed the program’s requirements for field education.

2. 
The School shall assume general responsibility for the instruction and evaluation of the Students. This includes the academic work of the Student’s field education and the final designation of their grades, taking the recommendations of the Agency Field Instructor into account.

3. 
The School shall inform students that they are subject to the general rules, policies, and procedures of the Agency; that the Agency is ultimately responsible for the quality, control, and supervision of client care; that the Agency necessarily retains the right to act in the best interests of its clients in all cases; and that the Agency reserves the right when necessary to expel a social work practicum student from the Agency for cause after conferring with the School.

4. 
The School shall provide information relevant to the Students' educational expectations, including (a) dates for field instruction, (b) general objectives and types of experiences desired, and (c) relevant information and data on the Student to help maximize the Students' learning experience.
5. 
The School shall orient and assist the Student in preparation for the field practicum to prepare the Student to function effectively in his/her assignments.

6. 
The School shall conduct integrative field seminars for the Student during the internship and assist the Student to have a quality learning experience.

7. 
The School shall respond in a timely manner to any complaints concerning the Student.

8. 
The School shall determine, in consultation with the Agency, the MATUL students who will be in placement.

9. 
The School, in consultation with the Agency, will evaluate potential learning experiences and determine the Agency's ability to provide educational benefits anticipated to be achieved in the internship. If Students are not available, the School is not required to make any Agency placements.

10. 
The School shall provide basic orientation, ongoing consultation, and periodic training for Agency Site Supervisors. 

11. 
The School shall provide a Field Instructor who will coordinate field placements and assist the Agency, the Agency Site Supervisor, and the Student in developing learning guidelines which respond to learner development needs, agency priorities, and professional standards. 

C.
The Student

1.
The Student assumes a primary responsibility for contributing to the overall program of their field agency by being an active, creative, and self-directed learner.

2.
The Student completes an initial Learning Plan in consultation with the Site Supervisor.

3.
The Student provides the Site Supervisor with a copy of the Field Supervision syllabus and Field Supervision Manual in order to promote common expectations and to enlist their support for course assignments.

4.
The Student shall complete all prescribed field work hours at the Agency (no less than a 4-hour block per day).
5.
The Student is expected to gain a working knowledge and understanding of their field agency in order to represent it fairly and honestly to the public.

6.
The Student shall honor all commitments to the field agency, including, but not limited to: punctual and regular attendance; fulfillment of the contracted time commitment; conformity with agency regulations and policies; and performance of all agree-upon duties.

7.
The Student shall not allow student vacations, time off, classroom preparation and other personal considerations to supersede agency and beneficiary needs.

8.
The Student shall notify the Site Supervisor prior to any absences, and to arrange for make-up of missed hours. The Student shall also obtain advance permission from the Site Supervisor for any time off from internship.

9.
The Student assumes personal and professional responsibility for their actions and activities in accordance with professional ethical standards.

10.
The Student shall schedule and prepare for weekly supervision sessions with their Site Supervisor, and for periodic meetings with Field Instructor and Site Supervisor.

11.
The Student shall reliably document all hours spent in internship activities on a time sheet.

12.
The Student is expected to be available for organizational staff meetings, case conferences, and other identified meetings, as agreed upon.

13.
The Student understands that he or she may be removed from the field placement and receive a failing grade in the Field Supervision course for any of the following reasons: repeated tardiness or absences; ethical violations; irreconcilable problems with Agency staff that reflect inflexibility on the part of the student; and repeated failure to keep other commitments.

14.
The Student agrees to participate in his or her own evaluation with the Site Supervisor, and to submit final evaluation to the Field Instructor

15.
The Student agrees to complete an evaluation of the Field Agency upon completion of fieldwork.

D.
Site Supervisor

1.
The Site Supervisor serves as the primary guide in student field learning through collaborative assessment of learning needs; identification and facilitation of relevant field learning opportunities; provision of supportive and constructive feedback to student on field performance; evaluation of overall field performance; and ongoing support and instruction related to professional practice.

2.
The Site Supervisor shall ensure that the Student adheres to the Agency’s policy of protecting the interests of community beneficiaries and of safety within the field setting.

3.
The Site Supervisor shall plan and implement the field work experience in accordance with the terms outlined in the Field Supervision Manual.

4.
The Site Supervisor shall orient student-interns to the mission, history, philosophy, personnel, administrative structure, and physical layout of the organization at the beginning of their experience. Orientation should also include discussion of Agency safety plans, sexual harassment policies, and grievance procedures. 

5.
The Site Supervisor shall help the student understand the Agency as it relates to and complements other community social improvement entities in the host community.

6.
The Site Supervisor shall provide an opportunity for the student to meet agency staff and facilitate student involvement in staff meetings, conferences, and consultations. 

7.
The Site Supervisor shall discuss the role and responsibilities of the student as an official representative of the agency and to determine a regular work schedule.

8.
The Site Supervisor shall provide a balanced and meaningful field education experience through the assignment of meaningful tasks, site visits, case conferences, consultations, staff meetings, group experiences, etc.

9.
The Site Supervisor shall meet with the Student on a weekly basis to provide performance feedback, refine service-learning goals, monitor progress, answer questions, and help resolve any problems or issues that might occur.

10.
The Site Supervisor shall notify the Field Instructor of any problems that are not resolved directly with the student.

11.
The Site Supervisor shall provide the Field Instructor a written evaluation of the student's performance at the close of the internship period. 
E.
Field Instructor

1.
The Field Instructor shall provide leadership to the field education program, including the planning, approval, and coordination of field placements. The Field Instructor maintains a continuously updated listing of pre-screened field organizations with varied service opportunities.

2.
The Field Instructor shall assist the Student in developing a Learning Agreement that articulates what the Student will be learning, how he or she will go about learning it, and how their progress will be determined.  

3.
The Field Instructor shall orient and provide ongoing educational resources to the Site Supervisor.

4.
The Field Instructor shall provide orientation to students regarding their field placements.

5.
The Field Instructor shall establish an explicit format for School-Agency-Student interaction during the placement as outlined in the Field Supervision Manual.
6.
The Field Instructor shall conduct regular field seminars and develop documentation requirements (such as process journals) to assist students in integrating classroom and field experience learning and in developing appropriate, professional relationships at their field placement site.

7.
The Field Instructor shall maintain regular communication with the Site Supervisor which includes a visit to the Agency site once each semester (fall and spring) in order to stay appraised of projects and to mediate any issues that may arise between, or among, the Student, Agency, Site Supervisor, or School.

8.
The Field Instructor shall maintain all records related to the fieldwork placement, e.g., the learning agreement, correspondence, evaluations, and records of student time and submission of documents.

9.
The Field Instructor shall provide to the Agency ongoing student-intern evaluations regarding the appropriateness and effectiveness of field experience.

10.
The Field Instructor shall monitor student learning throughout the field placement and serve as the instructor-of-record for the Field Supervision courses. The field Instructor assigns a final course grade partially based on the Site Supervisor’s final evaluation, the Student’s self-assessments, and course-related academic products.
V.  Mutual Provisions

1.
This Agreement may not be modified except by a writing signed by the parties.

2.
If the Student or Agency Site Supervisor engages in activities which are viewed by

the Agency Director, School, or Field Instructor to pose unreasonable liability risks to the Agency or the School, the Student's participation may be suspended pending an investigation.

3. 
Each party agrees to be responsible for its own wrongful or negligent acts or omissions.

4. 
The School shall indemnify and hold harmless the Agency against any and all liability for injury, loss, claims or damages arising from the negligent operations, acts or omissions of School or of its employees, agents, contractors, and students while engaged in the performance of this Agreement and within the scope of the approved practicum. The School shall further indemnify and hold harmless the Agency against all costs and expenses including, but not limited to, legal expenses, which are incurred by or on behalf of the Agency in connection with the defense of such claims. The School also agrees that all participating Students will be reasonably insured or be covered by the School's program of self-insurance against such negligent acts or omissions that may occur in the course of the performance of their duties pursuant to this Agreement.

5. 
The Agency shall indemnify and hold harmless School and its employees, agents and students against any and all liabilities for injury, loss, claims or damages arising from the negligent operations, acts or omissions of the Agency, its employees, agents, and contractors. Furthermore, the Agency shall indemnify and hold harmless the School against all costs and expenses, including but not limited to, legal expenses, which are incurred on behalf of the School, in connection with the defense of such claims. The Agency also agrees that it will be reasonably insured against such negligent acts or omissions that may occur in the performance of its duties pursuant to this Agreement.

6. 
The parties to this Agreement expressly agree that they, their employees and agents shall not divulge, reveal or otherwise share with any third party, or use for their own profit, without the other party's prior written consent, any confidential information divulged by any party to the other during the course of this Agreement.

7. 
The parties expressly disclaim and disavow any partnership, joint venture or fiduciary status or relationship between them and expressly affirm they have entered into this Agreement as independent contractors and that the same is in all respects an "arms length" transaction.

Signatures

Agency Director __________________________________________ 

Date____________ 
Employment Supervisor __________________________________

Date____________ 

(If applicable)

Site Supervisor __________________________________________ 

Date____________ 

Student_________________________________________________ 

Date_____________ 

Field Instructor__________________________________________ 

Date_____________ 

Please return this form promptly to:

[Name]

Field Instructor

[Institutional affiliation]

[Mailing address]

Students will not be considered officially in the field until this form is received.

Appendix C

Learning Agreement

This is an educational agreement signed between ____________________________ (Student), __________________________ (Site Supervisor), and __________________________ (Field Instructor).  It is agreed that the learner-intern will undertake the following learning program to partially fulfill the requirements related to:

First Year Field Placement 
□
TUL550 Service to the Marginalized

□
TUL555 Educational Centre Development

Second Year Field Placement 
□
TUL560  Theology & Practice of Community Economics

□
TUL650  Primary Health Care

□
TUL655  Advocacy & the Urban Environment



Start Date:  ___________________   End Date: ___________________

Student
	Name:



	Phone #: 





Email address:



	Permanent Address (street, city, state, zip code, phone #, email):


	Address during internship (street, city, country, zip code, phone #, email):


	Position: 




Internship Organization / Supervisor
	Name of organization:



	Address:



	Name of site supervisor:



	Phone# : 



	Fax #:



	Email address:



	Organization description (type, general purpose, client population(s), size):



Sponsor / Field Instructor

	Name:  


	Address:  


	Phone# : 



	Fax #:



	Email address:




1.
Learning Goals.  What goals do you have for undertaking a community abroad? 

A.
Knowledge goals relate to obtaining information and understanding ideas and theories through field experience.

B.
Personal development goals relate to areas of your identity, personality, and ability that you want to challenge yourself to grow in during the internship.

B.
Skill goals relate to things you want to learn to do (e.g. do self-assessments, give presentations). 

2.
Service Activities & Responsibilities. This is your “Job Description” – the specific service functions, tasks, or projects that will help you realize your learning goals while supporting the organization’s mission.  [Provide substantial detail.]

3.
Anticipated Outcomes. Carefully review the competencies listed in the “Student Self-Assessment Form” (Appendix H).  Identify at least three from each of the five areas (awareness, cognitive, affective, character, and skills) that you hope to make substantial progress in acquiring during your internship. Write them below.

Awareness

Cognitive

Affective

Character

Skills

4.
Support Materials. Provide complete bibliographic information for any textual materials (academic texts, book chapters, or articles) that will help you reach your knowledge, personal development, and skill goals during the internship.  

5.
Support & Supervision. What instruction, assistance, direction, and supervision have you arranged to receive during the course of your internship? 


Have you and your site supervisor agreed to meet regularly (preferably once each week) for guidance, problem solving, and informal evaluation?  □ Yes  □ No

6.
Potential Problem(s).  What problems, if any, do you anticipate in achieving your learning goals and anticipated outcomes?

7.
Evidences & Evaluation.  I agree to complete the following activities (listed and summarized in the “learning activities” section of the practitioner training course syllabus) that will be evaluated by my Field Instructor. 

I have read and understood the conditions of this agreement and agree to comply with its content. 

	Signature of Site Supervisor
	Date

	Name of Site Supervisor
	

	Student Signature
	Date



	Student Name
	

	Signature of Field Instructor
	Date



	Name of Field Instructor
	


Appendix D 

Fieldwork Time Log
	Intern Name: _________________________________
	Start/End Dates: ______________________________

	Placement Agency: ____________________________
	Supervisor Name: _____________________________


	Week
	Date / Hours
	Activities
	Supervisor’s Signature

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5


	
	
	

	6


	
	
	

	7


	
	
	

	8


	
	
	

	9


	
	
	

	10


	
	
	

	11
	
	
	

	12
	
	
	


	Total Hours: _______
	Intern Signature: ___________________________________
	Date: _______________


Appendix E
Organizational Ecology Report Guidelines

Intern name: ___________________________________________

Name of organization: ___________________________________

Total # of service hours prior to writing this report: __________
1.
Community Context & Clientele

· Where is the organization located? What is its “service area”? What are some of the defining features (populations, physical features, local issues) of the host community? 
· Describe the actual facility that “houses” the organization.

· How did the organization come into being? What community conditions or events catalyzed the development of the organization? 

· Have there been any major changes in the organization since it was founded? Describe them.

· How do agency leaders and staff define who their clients are or should be?

· Has this population changed over the years? If so, what has caused the changes and how has the organization responded to them?

2.  
Organizational Mission and Goals
An organization’s purposes attempt to articulate what it wants to do. They also serve as useful mottos to justify the organization to the outside world. But identifying these purposes is complicated by the fact that all organizations have multiple and at times competing goals, ranging from those most members consider essential (e.g., “maximizing profits”) to those which most would like to achieve (e.g., “serving the client’s best interests”). Determining the precise order in the hierarchy of importance can be challenging. To make the task even more difficult, we need to be able to separate the merely rhetorical from the operative in statements of goals. For example, in the case of a university, catalogs, annual reports, and commencement speeches by officials invariably emphasize the importance of the institution’s teaching and learning “mission,” while day-to-day decisions might seem to be concerned solely exclusively with the “market” imperatives of attracting students and keeping financially solvent.

· What is the agency’s overall objective and desired outcomes? In other words, what is it seeking to achieve?  (Try to list the formal and informal goals of your organization and rank these goals according to some sort of priority.  Sources you might use include pamphlets, board reports, mission and goal statements, speeches, and formal interviews.  Try also to talk to at least one person at several levels of the organization—i.e., the director, your supervisor, other staff members, and clients—to ascertain the group’s overarching purposes for existence.)

· How were the goals arrived at?  What forces inside or outside the organization helped set the organization on its present course?  

· How did you find out about these goals?

· Is there a difference between what the organization says it’s trying to do and what it actually is doing?  

· Is there consensus or disagreement on what the goals actually are and which are most important? What might be the reasons for consensus or lack of it?  

· Do any of these goals actually or potentially conflict with each other? How so? What are the consequences of these conflicts?

3.  
Organizational Structures
After you have spent at least two weeks simply observing, assimilating the organizational environment and perhaps gathering information on organizational purposes, begin collecting the information that explains how the organization structure itself to accomplish its goals.  Attempt to diagram information related to the organization’s relational structures so as to depict the lines of formal authority and informal influence. They aren’t the same. A “formal authority” diagram (oftentimes called a “flow chart”) illustrates the formal lines of responsibility, i.e., who is “over” and “under” whom.  “Influence,” on the other hand, refers to how work responsibilities are determined in actuality.  A diagram depicting an “informal influence structure” might reveal a wily staff worker who influences both the executive director and the board. This world of organizational relationships is rich and complex, dependent as they are on persons, the setting, and the particular moment. (Aren’t each of us a different person in different places?) What you’re interested in probing here is how different people working together create the environment. How do personal and corporate vision, passion, and action interact with the local environment?  This is something hard to define, much less diagram.  But try to challenge your skills of analysis and perception by trying.  Then speculate whether you feel your organization’s structure as revealed in your diagram is suitable for achieving its goals. When you finish your diagram(s) show them to your colleagues (e.g., supervisor, co-workers) for feedback. Do they agree or disagree with you? How do they interpret the authority and influence patterns?  

Titles, roles & workload

· What is the organization’s formal structure in terms of jobs and titles? What roles and responsibilities go with each of these titles? Obtain an organizational chart, if possible. Are interns on the chart?

· How many hours does normal “work week” consist of? What is the range of monthly salary paid to different members? 

Funding

· Where does the money come from that fund operations? What percentage comes from local residents, grants, foreign donors, government sources, etc.? What categories is the budget broken into?

Leadership

· Who’s in charge of the organization? How far does the formal authority of those persons extend?  How did those persons become leaders of the group? What personal qualities contribute to producing each? Are there other, more informal leaders, who don’t appear on the organization’s flow chart, but exert considerable influence?  


Staff

· How does the organization select and train its staff? (Probe for selection criteria, goals and content of training procedure, etc.)

Alliances

· What other groups and agencies does your field organization cooperate with? Give an example of a cooperating agency and describe the nature of the relationship. What are the reasons for the cooperation? 

External accountability

· Are there any agencies (local, national) that monitor or control your agency? Are there periodic site visits? 

4. 
Relationships

All organizations are comprised of individuals who interact with each other in complex ways. They are drawn together for different personal reasons, and act together to accomplish collective goals.  This does not mean that their cooperation is always smooth; indeed, interpersonal difficulty and conflict is a part of every organizational environment. Conflict occurs where there are differences – in motivation, viewpoints, resources (e.g., in time, money, or authority), work procedures, and the like. Conflicts can provide organizations and individuals with opportunities to preserve and strengthen existing relationships, but it requires negotiation, collaboration, and compromise.  

Background
· What types of people work with this organization? What do they share in common? (Consider gender, ethno-linguistic background, religious affiliation, political orientation, personal motivations, etc.) What things differentiate them?  

Patterns of participation

· How do members of the organization appear to relate to each other and work together?  Do they cooperate well, or are there difficulties?  Describe any areas of tension or conflict.

· Where and how does staff interact with the clientele (those served by the organization)?  To what extent is this group involved in the functioning of the organization?

· In what specific ways has the organization "contextualized" (adapted) its outreach to the local community?

Discourse

· How do members of the group communicate with each other?  What languages, methods, and modes do they seem to prefer?  

Expectations & attitudes

· What are the expectations of the leader(s) toward other staff?  What expectations does the staff have of the leader(s)?  What seems to matter most for the majority of those working in the organization?  Do dominant attitudes reveal positive or negative feelings regarding the functioning of the organization?  If positive, what common interests are satisfied through the organization?  If negative, what issues of conflict are evident? 

5.
Interpretations & Assessments

By the organization

· What does the organization think their clients need? Can the staff of the organization meet all their needs?  Where and how do they draw the line?

· What does the staff view as “success” with a client? What criteria do they use to evaluate successful interactions with their clients? Unsuccessful interactions?  

· What factors does the staff feel might prevent or interfere with successful interactions with clients?  Can these difficulties be resolved?  How?

· How does the organization judge whether it’s true to its mission? What performance standards have been agreed upon by leaders and staff? Who set these standards? Is there ever disagreement over these standards?  

By the clients

· What reasons do the clients give for receiving services from the organization? Do they perceive that these needs are being met? What is their level of satisfaction?  

· Are the clients dependent on organizational services?  Do they have any alternatives?  

· Do the clients ever make suggestions—to the staff, to other clients, or to you—for improving the operations (staff, facilities, policies)?  Why or why not?  

· For the clients, what constitutes a successful interaction with a staff person?  Unsuccessful? 

· What is the client's view of the staff with whom they are most often in contact?

· Is there much (any) informal or unofficial interaction between clients and staff?  What form does it take?  What impact does this have on the formal organization?  What factors either inhibit or facilitate informal interaction?  

· What are the clients' needs, and do they perceive that these needs are being met?  What is their level of satisfaction?  


By you as an intern 

Now stand back from your service experiences and information gathering in order to analyze it. 

Motivators

· What is it that excites those who work for or with this organization? What turns them off? What do people feel they are getting by working for the organization?  Do they want things that they are not getting?

Participation

· How well do workers cooperate in this organization?  What factors or forces enhance participation, and which restrict it?  

Conflict resolution

· How does the organization handle internal disputes and power struggles?  Do they get resolved, or do they continue to be a problem?  What does the pattern of types of rules suggest about issues and areas that are important or problematic in the organization?

Community relations

· What do others (political leaders, local residents, government administrators, school officials, competing organizations) think of and respond to the organization?  Are there signs of support, neutrality, or even opposition?

Client needs

· What do you think the clients need? How did you develop your opinions? How well does the service organization meet clients’ needs, as you see it?  

· What impact has client contact had on you? On your assumptions about what they need? On your assumptions about how the service organization should serve the clients?

· What do you think is the major problem the staff faces in attempting to satisfy clients' needs?  How would you resolve it?

Outcomes

· What impact does the organization seem to be having, both on society and on its members? How do the director and staff view the efforts? What do they foresee for the future of the organization?

Strengths & weaknesses

· What do you now see as the major strengths and weaknesses of this organization?  What does it do well?  What could be improved?
· Select two or three identified weaknesses. What recommendations would you make to increase effectiveness and decrease problems in the organization? 
The Final Report
The final “Organizational Ecology” report collates information gathered from documents, observations, and interviews into a formal organizational analysis, approximately 15-25 pages in length. A suggested outline is provided below. 


Title Page 

(Include project title, student name, course title, # of units, and date)

Introduction: Purpose of study; how information (documents, interview data) was gathered, with whom, when, and where; how information was recorded

Part 1: Community context and clientele
Part 2: Mission and goals

Part 3: Structures


(1)
Titles, roles and workload


(2)
Funding


(3)
Leadership


(4) 
Staff


(5)
Alliances


(6)
External Accountability

Part 4: Relationships


(1)
Background


(2)
Patterns of Participation


(3)
Discourse


(4) 
Expectations and Attitudes

Part 5: Interpretations and assessments: by the organizations, by the clients, and by you as an intern

(1)
Motivators


(2)
Participation


(3)
Conflict resolution


(4)
Community relations


(5)
Client needs


(6)
Outcomes


(7)
Strengths


(8)
Weaknesses

Conclusion: Strengths of your report. Gaps in information obtained. Issues for further exploration.
Reference List: Any materials cited in the report

Appendices: Organizational chart

Be sure to insert electronic page #s and appropriate sub-headings. Cite all references using APU format. Perform a final spell- and grammar-check.  

Appendix F
Student Self-Assessment Form

Becoming a more globally-competent is an infinitely complex process that extends through life. All global learners start at a “lower” or “higher” position relative to others and journey on different paths at different paces in their development. For that reason, we do not work from a sequential model of stages and levels. We do maintain, however, that a “successful” internship experience will involve a clearly identifiable set of understandings, attitudes, character qualities, and interpersonal skills.  These are listed below as “Intercultural Service Competencies.” 

The intent of the following assessment procedure is to provide a tool for reflecting on your personal growth during the period of your internship. It is to be completed at four (4) different points in the internship: once prior to beginning service, twice during service, and once after the internship ends. Through the pre-service assessment, you will specifically describe your current level of competence in order to establish a baseline against which to measure change in the two in-service and final post-service assessments. Then, at two in-service intervals, you will again use the list to think about how you have changed as a result of particular service experiences as well as to envision specific areas for growth. At a point immediately following your internship (but previous to returning home), you will complete the final assessment. All four assessments are to be submitted to your Field Instructor who will include them in your Course Portfolio.

Critical reflection of this kind provides both you (and perhaps your supervisor or peers) feedback on what you are bringing to and acquiring from your internship experience and the potential of particular organizations for facilitating changes in different domains in different kinds of learners.  It is something done with and for you, and not done to you.

Directions:

This assessment involves learner self-rating and self-reporting.  Just as a singer might learn to assess her own development in the areas of voice quality, range, control, and originality, you as a cross-cultural worker can be guided in assessing your development over time.  The competencies suggest standards or levels of development in each of five outcome areas (awareness, cognitive, affective, character, and skills).  Using the simple scale (“poor” to “excellent”), rate yourself in terms of 3 competencies in each learning domain.  Space is provided to then elaborate on each of these self-ratings by means of a 1 to 2 sentence self-report in which you specifically describe either (a) your current level of competence or (b) how you think your competence has changed in relation to each item as a result of your service experiences.  

SELF-ASSESSMENT FORM

Please make four (4) copies of this form before marking.

	Name: __________________________________________
	Date: ________________________________



	Agency Name: ____________________________________
	Location: _____________________________


	COMPETENCY
	SELF-RATING
	SELF-REPORTING

	
	Poor
	Average
	Good
	Excellent
	

	Awareness

[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	Cognitive

[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	Affective

[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	Character

[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	Skill

[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	

	[     ]
	
	
	
	
	


Intercultural Service Competencies
As a result of educational experiences associated with their study and service in cross-cultural settings, learners will be expected to demonstrate achievement of or progress toward the achievement of competence in the following domains: 

1.
Awareness Competencies (“Critical Consciousness”: Conscious awareness of one’s approach to experience and context which makes the intuitive conscious and explicit)

1.1
Demonstrate an awareness of one’s own reactions (e.g. fear, discomfort, judgment, disgust) to multicultural (linguistic, racial, cultural, ideological, class) difference.

1.2
Demonstrate an awareness of how one is seen (e.g., as an outsider) by members of host culture.

1.3
Demonstrate an awareness of the host socio-cultural context as it affects perceptions, practices, and interactions.

1.4

Demonstrate an awareness of oneself as a culturally conditioned human being with languages, perceptions, interpretations, preferences, and daily habits formed out of one’s life experiences.

1.5
Identify and describe the leadership structure, operational philosophy, outreach goals, and professional expectations of the host service organization.

1.6

Demonstrate an awareness of intracultural (e.g., social class, ideological, religious, linguistic) differences within one’s own culture and within the host society.

2.
Cognitive Competencies (“Knowledge”: Increasing theoretical understanding of subject matter, from the learning of basic ideas and concepts to the analysis and synthesis of theories and frameworks)

2.1
Develop a basic working definition of “culture” as manifested in the host community.

2.2
Provide and compare basic information (history, sociology, family, politics, and religion) of one’s own cultural community and that of the host society.

2.3
Describe a limited set of field-based language- and culture-learning techniques.

2.4
Explain the ideological, social, economic, political, and environmental factors that shape the lived experience (thinking and lifestyle) of community members.

2.5 Describe and compare one’s own behavior to the behavior of select family or community members (e.g., in terms of codes of formality v. informality, language, communication styles, age- and gender-specific expectations and roles, daily routines, etc.).

2.6 Articulate how service experiences enhance understanding of the factors (social, economic, political) contributing to particular community problems or issues.

2.7 Describe and explain the main perceptions and/or opinions of oneself and select others in the host society concerning the causes and potential solutions to particular community issues.

2.8 Identify and describe the leadership structure, operational philosophy, outreach goals, and professional expectations of the host service organization.

2.9 Demonstrate the ability to interpret particular problems or issues in terms of insights offered through academic materials and biblical passages (e.g., related to the nature, value, and healing of human personality).

3.
Affective Competencies (“Attitudes and Values”: Dispositions and valuations which move an individual into empathetic involvement with, understanding of, and critical assessment of multiple frameworks of knowing, meaning, and practice)

3.1
Demonstrate a willingness to interact with community residents and organizational leaders (i.e., does not always seek isolation or the company of classmates).

3.2
Demonstrate curiosity in learning about the community—its people, processes, and problems—in both formal and informal contexts.

3.3
Demonstrate a willingness to deal with one’s emotional responses (e.g., fears, frustrations, and pleasures) to serving and learning in unfamiliar and physically stressful settings. 

3.4
Demonstrate a willingness to affirm the value, dignity, and importance of those being served ahead of one’s own immediate needs and concerns.

3.5
Demonstrate a willingness to take on various roles as appropriate to both formal (e.g., as an observer-listener at a campesino rights organization) and informal (e.g., as an informal interviewer within a family) contexts.

3.6
Demonstrate a willingness to accept the necessity of some mundane and repetitive tasks, and to take responsibility for their own learning.

3.7
Demonstrate an interest in particular aspects of the host society — e.g., its peoples, politics, economic conditions, lifestyles, arts, religious faiths, etc. 

3.8
Demonstrate readiness and willingness to reflect on the impact of one’s new experiences within the culture in terms of the assumptions previously used to make sense out of the phenomena (e.g., poverty, unemployment, political resistance, etc.).

4.
Character Competencies (Personal qualities and standards that sustain responsible involvement in community service within intercultural settings)

4.1
Demonstrates respect of diverse others: open with biases; open to honor cultural alternatives

4.2
Demonstrates personal warmth: takes an interest in others; able to listen attentively and to respond with sensitivity

4.3
Demonstrates inquisitiveness: curious and experimental; stimulated and intrigued by uncertainty; willing to take risks, to attempt new challenges

4.4
Demonstrates initiative: willing to initiate personal action or become personally involved

4.5
Demonstrates flexibility: able to adjust to new circumstances; patient with unanticipated sources of frustration 

4.6
Demonstrates dependability: reliable, trustworthy, and accountable for one’s own behavior

4.7
Demonstrates humility: recognizes one’s own limitations and imperfections; open to self-evaluation

4.8
Demonstrates compassion: able to be emotionally involved with the people one is learning with and from

4.9
Demonstrates justice: considers issues and circumstances through the eyes of each one involved in or affected by them; gathers facts before coming to conclusions

4.10
Demonstrates creativity: approaches new tasks with a sense of possibility and challenge

5.
Skills Competencies (“Performance”: Observable abilities attained through practice that demonstrate intercultural competence)

5.1
Demonstrate an ability to use appropriate sociocultural etiquette to interact appropriately in both formal and informal contexts and to avoid offending community informants

5.2
Demonstrate an ability to use a variety of strategies (participant observation, informant interviewing, structured reflection) to collect and analyze information from the community

5.3
Demonstrate an ability to identify one’s interests, skills, and life-goals in relation to community service opportunities

5.4
Demonstrate an ability to seek out and secure the necessary resources—material and human—to complete a project in a context alien to one’s experience

5.5
Demonstrate an ability to work effectively with others of both sexes and of different cultural, socio-economic, and religious backgrounds to accomplish cooperative goals

5.6 Demonstrate an ability to manage time in order to complete assigned service and academic projects within agreed-upon time limits

5.7
Demonstrate an ability to develop friendships and trust relationships through effective communication, cooperation, and care

5.8
Demonstrate an ability to act with community partners to solve problems through the creative exercise of one’s knowledge and skills (e.g., through action research, drama, counseling, teaching)

5.9
Demonstrate an ability to help create opportunities for active participation and achievement of community members toward realizing community-articulated goals

5.10
Demonstrate an ability to use strategies to effectively cope with moments of stress as a result of new (and physically stressful) circumstances and expectations (e.g., being the focus of attention)

5.11
Demonstrate an ability to accept and follow one’s “negative” feelings (e.g., impatience, frustration, anger, disappointment, defeat) as a means of working through differences

5.12
Demonstrate an ability to consciously and critically reflect on what one has learned in relation to the subject matter, and in relation to oneself, and in relation to the world outside oneself

5.13
Demonstrate an ability to demonstrate what one has learned through journal entries, written self-ratings, and oral reportings which makes clear connections between one’s service experience, academic learning, and competency development

5.14
Demonstrate an ability to disseminate what is being learned through times of group reflection and discussion
Appendix G
Internship Performance Evaluation Form


Intern:  __________________________________________________________


Supervisor Name / Position /Contact Information 


__________________________________________________________________


__________________________________________________________________


Organization: ____________________________________________________


Community: ________________________________________________________


Date(s):  Mid-term: __________________ 
Final:  __________________

Please make one photocopy of this form for your site supervisor.

This evaluation is designed to help interns receive specific feedback for improving their contributions to their field agency while maximizing the learning from their field experience. It also provides a partial basis for determining a grade in the Field Supervision course.  

The evaluation will be completed at two points in the term: one during the middle of the service term and the other during the final week of service. Conducting an evaluation at the mid-term point provides interns an opportunity to work through problem areas, encourages their strengths, and perhaps allows for renegotiation of their service goals for the second half of the term. At both points (mid-term and end-of-term), the evaluation form should be completed independently by the intern’s Site Supervisor and then forwarded to the students’ Field Instructor. But before mailing, the results should be shared with the intern during a one-on-one conference meeting.  

Every intern brings to the internship different kinds of life experience as well as levels of character and skill development and issue-specific knowledge. Consequently, we are more interested in relative growth—relative to where the student-intern began—than an absolute measure. The evaluation process is meant to be an integral part of the total learning experience afforded by the internship. Your careful, considered completion of this form is greatly appreciated.  

Directions:

Please fill in the date of the mid-term or final evaluation. Then check the appropriate boxes below. Finally, write in summary comments in the spaces provided at the end of the checklist.

	MID-TERM 
	FINAL 



v

	
	Work Habits / Presentation of Self
	

	
	
	
	
	
	Is punctual
	
	
	
	
	

	
	
	
	
	
	Abides by agency rules and regulations
	
	
	
	
	

	
	
	
	
	
	Takes initiative 
	
	
	
	
	

	
	
	
	
	
	Is self-reliant
	
	
	
	
	

	
	
	
	
	
	Dresses appropriately
	
	
	
	
	

	
	
	
	
	
	Has pleasant demeanor
	
	
	
	
	

	
	
	
	
	
	Cooperates with staff and clients
	
	
	
	
	

	
	
	
	
	
	Aware of how perceived by staff and clients
	
	
	
	
	

	
	
	
	
	
	Sets appropriate professional boundaries
	
	
	
	
	

	
	Service Skills
	

	
	
	
	
	
	Identifies personal interests and skills
	
	
	
	
	

	
	
	
	
	
	Sets and fulfills goals 
	
	
	
	
	

	
	
	
	
	
	Interacts with socio-cultural appropriateness
	
	
	
	
	

	
	
	
	
	
	Establishes good working relationships with supervisor, colleagues, and clients
	
	
	
	
	

	
	
	
	
	
	Secures the necessary resources for projects
	
	
	
	
	

	
	
	
	
	
	Effectively manages time, energy, and work load
	
	
	
	
	

	
	
	
	
	
	Completes assigned tasks
	
	
	
	
	

	
	
	
	
	
	Attends to detail
	
	
	
	
	

	
	
	
	
	
	Demonstrates effective interview and communication techniques
	
	
	
	
	

	
	
	
	
	
	Produces clear records related to assigned tasks (e.g. case notes)
	
	
	
	
	

	
	
	
	
	
	Follows instructions
	
	
	
	
	

	
	
	
	
	
	Meets deadlines
	
	
	
	
	

	
	
	
	
	
	Balances help-seeking and collaboration with self-direction
	
	
	
	
	

	
	
	
	
	
	Knows how to refer clients to appropriate outside resources
	
	
	
	
	

	
	
	
	
	
	Critically reflects on what has been learned
	
	
	
	
	

	
	Personal Qualities
	

	
	
	
	
	
	Demonstrates inquisitiveness: curious and experimental; willing to attempt challenges
	
	
	
	
	

	
	
	
	
	
	Demonstrates respect for diverse others: open with biases; honors cultural alternatives
	
	
	
	
	

	
	
	
	
	
	Demonstrates personal warmth: listens attentively, responds sensitively
	
	
	
	
	

	
	
	
	
	
	Demonstrates flexibility: patient with dull tasks, unanticipated sources of frustration, dynamics of clients, changes in agency
	
	
	
	
	

	
	
	
	
	
	Demonstrates dependability: reliable, honest, and accountable for one’s own work schedule
	
	
	
	
	

	
	
	
	
	
	Demonstrates humility: recognizes one’s own limitations; open to self-evaluation, criticism
	
	
	
	
	

	
	
	
	
	
	Demonstrates compassion: sensitive to and emotionally involved with those served
	
	
	
	
	

	
	
	
	
	
	Demonstrates justice: considers issues through the eyes of each involved in/affected by them
	
	
	
	
	

	
	
	
	
	
	Demonstrates creativity: approaches new tasks with a sense of possibility and challenge
	
	
	
	
	

	
	
	
	
	
	Demonstrates amiability: develops friendships and trust relationships
	
	
	
	
	

	
	
	
	
	
	Demonstrates tact: polite and respectful when asserting views or performing tasks
	
	
	
	
	

	
	Understandings
	

	
	
	
	
	
	Able to explain the history and present goals and tactics of agency
	
	
	
	
	

	
	
	
	
	
	Able to explain various organizational roles 
	
	
	
	
	

	
	
	
	
	
	Able to explain the factors that shape the life of host community and those served
	
	
	
	
	

	
	
	
	
	
	Able to explain the main causes and potential solutions of issue(s) addressed by the agency
	
	
	
	
	

	
	
	
	
	
	Able to use service experiences to challenge previous assumptions regarding particular issues (e.g., poverty, immigration)
	
	
	
	
	

	
	
	
	
	
	Able to explain interconnectedness of systems from personal to intercultural to global perspectives
	
	
	
	
	

	
	
	
	
	
	Able to identify personal values and beliefs and how they affect the internship / community settings
	
	
	
	
	

	
	
	
	
	
	Able to learn and incorporate agency reviews and critiques into future task performance
	
	
	
	
	


Summary Assessment

1. What have been the intern’s major strengths in the placement?

2. In what areas could the intern improve in order to function more effectively in the organization?

3. From your perspective, what specific goals, set from the earlier learning agreement, did the intern appear to achieve? Which goals did the intern not sufficiently work on?

4.
Are there any other areas, not covered above, that will assist us in evaluating the intern’s performance during this period?

5.
Is there anything that we as a program could do to improve the internship experience for both you and the student?

Again, thank you so much for the time and effort you invested in this intern.
Appendix H

Student Evaluation of Field Experience
Check one: 

First-Year Field Placements:
□
TUL550 Service to the Marginalized

□
TUL555 Educational Centre Development

Second-Year Field Placements:
□
TUL560  Theology & Practice of Community Economics

□
TUL650  Primary Health Care

□
TUL655  Advocacy & the Urban Environment
Student Name
_______________________________________________
Site Supervisor’s Name    ________________________________________​​​​________

Field Instructor’s Name    ________________________________________________
Agency Name                   ________________________________________________ 

Please circle the most appropriate number that represents your self evaluation:

(1) 
Does not meet expectations – Unsatisfactory 
(2) 
Barely meets expectations 
(3) 
Meets expectations (or I/O Insufficient opportunity) 

(4) 
Exceeds expectations

(5) 
Surpasses all expectations

A. 
Evaluation of Field Agency and Site Supervisor 

1. I was oriented to the purpose, policies and procedures of the agency, including discussion of issues related to agency safety plans, sexual harassment, and grievance procedures. 
         1   2   3   4   5   I/O 
2. The agency communicated its expectations for my performance.
         1   2   3   4   5   I/O 
3.
I received individual or small group educational supervision and instruction at least once each week. 
         1   2   3   4   5   I/O 
4.
I received on-going performance feedback.  
         1   2   3   4   5   I/O 
5.
My supervisor communicated with me or my field instructor regarding any significant issues, conditions, or concerns as soon as they become evident.         
         1   2   3   4   5   I/O 
6.
I have had the opportunity to participate in special staff meetings, training events, and/or other support services available for staff/students.        
         1   2   3   4   5   I/O 
7.
My supervisor has appropriate expectations of me.    
         1   2   3   4   5   I/O 
8.
This placement has given me opportunities to grow in knowledge and skill related to the particular practitioner training course.                   
         1   2   3   4   5   I/O 
Overall, I would rate this field placement:                                                                        1   2   3   4   5   I/O 
I would recommend or not recommend this placement to other students because…. __________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________
Overall, I would rate this Site Supervisor:                                                                        1   2   3   4   5   I/O 
Comments: __________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________
Appendix I

Student Evaluation of Field Instructor
Is there a standard form that HBI and ATS uses? 







Performance Indicators





Not Applicable





Became Worse





Stayed the Same





Made Progress





Greatly Improved





Not Applicable





Poor





Average





Very Good





Outstanding








� Adapted from “Field Agency Agreement Form,” BSW Field Internship Manual, Brigham Young University (March 2005). Accessed June 29, 2007 from: � HYPERLINK "http://fhss.byu.edu/socwork/bsw/2006_2007_Field_Internship_Manual.pdf" ��http://fhss.byu.edu/socwork/bsw/2006_2007_Field_Internship_Manual.pdf�
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