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[bookmark: _Toc174637825]1. Introduction
[bookmark: _Toc174637826]1.1 Welcome Message
Welcome to the Chattanooga Purpose Center! We are thrilled to have you join our team as a social worker intern. Your contribution will play a vital role in supporting our mission.
[bookmark: _Toc174637827]1.2 Mission and Vision of the Organization
The Chattanooga Purpose Center’s mission is to empower the local community be demonstrating God’s love through various services and programs.
[bookmark: _Toc174637828]1.3 Purpose of the Handbook
This handbook is designed to provide you with essential information about your internship. It outlines your responsibilities, the expectations of the organization, and the support available to you during your time with us.
[bookmark: _Toc174635560][bookmark: _Toc174637829]2. Internship Overview
[bookmark: _Toc174637830]2.1 Internship Goals
· Develop practical skills in social work.
· Gain experience in client interaction and case management.
· Understand the organizational structure and workflow.
[bookmark: _Toc174637831]2.2 Expected Learning Outcomes
· Improved communication and counseling skills.
· Enhanced understanding of social work ethics.
· Familiarity with case management software.
[bookmark: _Toc174637832]2.3 Duration and Schedule
Your internship will run from [Start Date] to [End Date], with a schedule of [Number of Hours] per week. Specific workdays and hours will be determined with your supervisor.
[bookmark: _Toc174635561][bookmark: _Toc174637833]3. Roles and Responsibilities
[bookmark: _Toc174637834]3.1 Intern Role Description
As a social work intern, your primary responsibilities will include:
· Assisting with client intake and assessments.
· Participating in case planning and management.
· Attending team meetings and training sessions.
· Maintaining accurate and timely documentation.
[bookmark: _Toc174637835]3.2 Supervisor Role Description
Your supervisor will:
· Provide guidance and support throughout your internship.
· Conduct regular supervision meetings to discuss your progress.
· Offer feedback and evaluations.
[bookmark: _Toc174637836]3.3 Client Interaction Guidelines
· Always maintain professionalism and empathy.
· Adhere to the organization's confidentiality policy.
· Follow established protocols for client interactions.
· Discuss any ethical dilemmas with your supervisor.
[bookmark: _Toc174635562][bookmark: _Toc174637837]4. Code of Conduct
[bookmark: _Toc174637838]4.1 Professionalism
You are expected to always demonstrate professionalism, representing both yourself and the organization positively.
[bookmark: _Toc174637839]4.2 Confidentiality
All client information must be kept confidential, following the ethical standards set by the organization and relevant laws.
[bookmark: _Toc174637840]4.3 Ethical Standards
Adhere to the ethical standards outlined by the National Association of Social Workers (NASW) and the organization.
[bookmark: _Toc174637841]4.4 Dress Code
Maintain a professional appearance. Specific dress code requirements include dressing in business casual attire unless otherwise stated by their manager. Interns are expected to be well-groomed and should abstain from wearing any clothing with holes, stains or inappropriate words or imagery. Clothing should not be revealing or make others feel uncomfortable.

Examples of appropriate clothing include, but are not limited to:

Button-down shirts, blouses and sweaters, shirts with the CPC logo
Dress pants, casual khaki-style pants, blue jeans in good repair, and capris
Dresses and skirts of appropriate length for the workplace
Dress shoes, loafers, dress sandals, and sneakers in good repair Jewelry and fragrances may be worn minimally

Examples of inappropriate clothing include, but are not limited to:

Athletic clothing, such as sweatpants, yoga pants, and shorts.
Clothing with political, religious or other words or imagery that could be offensive or distracting Tight or revealing clothing, such as halter tops, tank tops, crop tops and skirts or dresses that are inappropriately short for the workplace
Casual sandals or slippers
Excessive jewelry or fragrances

Interns who violate this dress code may not be allowed to accrue hours until their attire and hygiene are consistent with the policy. Interns who repeatedly violate this policy may be subject to disciplinary action, including termination. 
[bookmark: _Toc174637842]4.5 Company Electronics and Email Policy
Chattanooga Purpose Center interns are required to use various forms of electronic communications in their work for the Company including, but not limited to: computers, email, telephones, voicemail, instant message, text message, Internet, cell phones and smart phones. All communications transmitted by the above-mentioned electronic means remain the sole property of the Company and are to be used for Company business only and not for personal use.

Interns who misuse electronic communications and engage in any form of criminal behavior, or behavior that is detrimental to the Company's interests including but not limited to: defamation, copyright or trademark infringement, misappropriation of trade secrets, discrimination, harassment, or related actions, will be subject to discipline, including immediate termination, and may be referred to the appropriate authorities when necessary.

Interns’ personal electronic devices may only be used during breaks. Access to the Internet and other types of Company-paid computer access are to be used for Company-related business only.

Chattanooga Purpose Center reserves the right to access and review electronic files, messages, internet use, blogs, "tweets", instant messages, text messages, email, voice mail, and other digital archives, and to monitor the use of electronic communications as necessary to ensure that no misuse or violation of Company policy or any law occurs. 
[bookmark: _Toc174637843]4.6 Social Media Policy
Chattanooga Purpose Center recognizes the importance and relevance of social media and its benefits in allowing us to receive feedback from customers as well as encourage loyalty and maximize revenue. Thus, we encourage employees to use their personal social networking channel to accomplish these goals provided the following guidelines are respected: 

When referring to our Company in any way, Chattanooga Purpose Center interns must always conduct themselves in a professional manner and must respect the views and opinions of others. Behavior and content that may be deemed disrespectful, dishonest, offensive, harassing or damaging to the Company's interests or reputation are not allowed and will not be tolerated. The use of social media channels on company time for personal purposes is not allowed.

Interns must not disclose private or confidential information about the Company, its employees, clients, suppliers or customers on social networks. 

Chattanooga Purpose Center reserves the right to monitor company-related interns’ activity in social media networks; violations of this policy are grounds for discipline in the Company's sole discretion.
[bookmark: _Toc174637844]4.7 Cell Phone Use
Cell phones brought to work must be on silent or vibrate mode to avoid disrupting coworkers. They may only be used during breaks and meal periods, away from where others are working. If cell phone use interferes with operations in any way, an interns’ cell phone privilege may be rescinded and disciplinary action, up to and including termination, may be used.

[bookmark: _Toc174637845]4.8 Discrimination & Harassment
The Company will not tolerate on-site discrimination or harassment on any legally protected basis, including that of physical characteristics, mental characteristics, race, religious or political views, nationality, disability, medical condition, sex, sexual preference, or gender identification. Harassment and discriminatory behavior among employees or contractors will result in disciplinary action, with the possibility of termination. Discrimination and harassment by customers or other business associates should be immediately reported to your supervisor, at which point the Company will investigate and take corrective action. You are welcome to seek legal relief if you find the Company's actions inadequate.
[bookmark: _Toc174637846]4.9 Drugs & Alcohol 
· Drinking alcohol and selling, purchasing or using illegal drugs at work. An "illegal drug" is any drug that has not been obtained by legal means. This includes prescription drugs being used for non-prescribed purposes.
· Possession of any non-prescribed controlled substance, including alcohol and legal but illegally obtained prescription drugs.
· Reporting for work intoxicated. Illegal drugs, illegal drug metabolites, or excessive alcohol in your system will result in disciplinary action up to and including termination.
[bookmark: _Toc174635563][bookmark: _Toc174637847]5. Orientation and Training
[bookmark: _Toc174637848]5.1 Orientation Schedule
Your orientation will take place on [Date]. During this time, you will:
· Meet with key staff members.
· Receive an overview of the organization's policies and procedures.
· Tour the facilities.

[bookmark: _Toc174637849]5.2 Required Trainings and Certifications
You must complete the following trainings:
· CarePortal, HIPAA, and Mandated Reporter Training
[bookmark: _Toc174635564][bookmark: _Toc174637850]6. Supervision and Evaluation
[bookmark: _Toc174637851]6.1 Supervision Meetings
You will have regular supervision meetings with your assigned supervisor to discuss your progress, challenges, and learning experiences.
[bookmark: _Toc174637852]6.2 Evaluation Process
You will be evaluated at the mid-point and end of your internship based on your performance, learning outcomes, and overall contribution to the organization.
[bookmark: _Toc174637853]6.3 Feedback Mechanisms
We encourage you to provide feedback on your experience. This can be done through:
· Regular check-ins with your supervisor.
· An anonymous feedback form.
[bookmark: _Toc174635565][bookmark: _Toc174637854]7. Policies and Procedures
[bookmark: _Toc174637855]7.1 Attendance and Leave
· You are expected to adhere to the agreed-upon schedule.
· In case of absence, notify your supervisor as soon as possible.
[bookmark: _Toc174637856]7.2 Reporting Procedures
Follow the organization's protocols for reporting any issues, including:
· Client concerns.
· Workplace incidents.
· Ethical dilemmas.
[bookmark: _Toc174637857]7.3 Safety Protocols
· Familiarize yourself with emergency exits and procedures.
· Report any safety concerns immediately.
[bookmark: _Toc174637858]7.4 Incident Reporting
In case of any incident involving clients or within the workplace, please notify your supervisor immediately.
[bookmark: _Toc174635566][bookmark: _Toc174637859]8. Resources and Support
[bookmark: _Toc174637860]8.1 Available Resources
You will have access to the following resources:
· Office space and equipment.
· Counseling tools and materials.
· Case management software.
[bookmark: _Toc174637861]8.2 Mental Health Support
Interns are encouraged to seek support if they experience stress or burnout. Please discuss any challenges or stress with your field instructor and participate in self-care.
[bookmark: _Toc174637862]8.3 Contact Information for Key Staff
· Supervisor: Charolette Brand
[bookmark: _Toc174635567][bookmark: _Toc174637863]9. Conclusion
[bookmark: _Toc174637864]9.1 Final Thoughts
We hope that this internship will be a valuable learning experience for you. Your time here will provide you with the opportunity to grow both professionally and personally.
[bookmark: _Toc174637865]9.2 Acknowledgment of Receipt
Please sign below to acknowledge that you have received, read, and understood the contents of this handbook.

Name:									Date:

_____________________________________________________________________________
