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Faculty and Administration

A.	Full-Time Faculty


		Dawn Bacon Naumann (dnaumann@mccneb.edu)	457-2466
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	Human Services/Psychology Faculty 
M.S., University of Nebraska at Kearney
B.S., University of Nebraska at Omaha
Certified Social Worker

	


	Michael F. Rush (mrush@mccneb.edu)	457-2365
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	Chemical Dependency Counseling Faculty
M.S., University of Nebraska at Kearney
B.S., University of Nebraska at Kearney
Certified Professional Counselor
Licensed Mental Health Practitioner






B.	Administration

Daryl Hansen (dhansen@mccneb.edu)	402-738-4014
Dean of Business and Human Services
M.A., M.S.W, University of Nebraska at Omaha





C.	Advisory Action Council Members
Advisory Committees are an integral part in the development, review and revision of programs and curriculum at the College.  Participating members from the community provide valuable insights into trends and needs in business and industry.  The input from these committees provides the student with quality, up-to-date instruction as s/he pursues his/her educational goals.  Members of the 2013-2014 Advisory Committee are as follows:

Chemical Dependency Counseling
Frank Bailey	Siena-Francis House
Ryan Carruthers	Abintra Counseling Center
Heather Kirk	Santa Monica
Michelle Norris	Wiles Counseling
Brenda Ticknor 	Beneficial Behavioral Health Services
Steven Durant	Alumni Representative
TBA 	Student Representative


Human Services
Beth Dankert Babb	Friendship Program
Kelsea Kult	Hope Center for Kids
Dr. Rebecca Hoss 	College of St. Mary
Debra Lahoda	Single Parent Program
Terri Lewis	Kids Can Community Center
Wendy Patterson	Building Bright Futures
D. D. Launderville	The Salvation Army
Maria Houk	Alumni Representative
TBA	Student Representative


Metropolitan Community College

A. Purpose
Metropolitan Community College (MCC) is a comprehensive, full-service public community college supported by the taxpayers of Dodge, Douglas, Sarpy and Washington Counties.  MCCs purpose is to provide high quality educational programs and services primarily in career preparation and general education to people of all ages and educational backgrounds.

B. History
Metropolitan Community College was created in 1974 when the legislature consolidated the original eight technical community college areas into six.  The former Omaha Nebraska Technical Community College area merged with the Eastern Nebraska Technical Community College area under a new name stipulated by amended legislative statues as the "Metropolitan Technical Community College" area.  In 1992, the legislature voted to change the name to the "Metropolitan Community College" area.



C. Mission
The mission at Metropolitan Community College (MCC) is to serve the community with distinction. MCC is a role model in higher education. MCC will deliver: 
· Quality learning opportunities. 
· Lifelong educational programs. 
· Services that support personal and professional enrichment and training. 
· Programs and services which stimulate economic and workforce development. 
· Courses and programs which provide a transferable path to baccalaureate institutions. 
· Career/vocational education supporting business and economic partnerships. 
· A positive learning environment that promotes student success. 

General Human Services/Chemical Dependency Programs

A. Program History and Accreditation
The Associate of Applied Science (A.A.S.) degree in Human Services evolved from what initially existed as a childcare oriented program.  Representatives from the state of Nebraska decided that persons who could perform duties as a paraprofessional should serve individuals with mental retardation and mental illness.  In April 1978, representatives from Meyers Rehabilitation Institute suggested the Child Care Technician program be changed and enhanced.  The title of "Human Services" was believed to reflect a person's ability to provide an array of services to appropriate clientele.  Occupational titles thought to represent the human services degree were as follows:  case aide, counseling aide, community service worker, mental retardation associate, direct care assistant, residential assistant and adult family home provider.  Key areas of content for the degree were identified as interpersonal communication, psychology, sociology, human growth and learning, working with exceptional citizens, community health problems, group skills and family relations.  A task force was established to investigate the feasibility of expanding the program.  A feasibility proposal was presented in May of 1979.  Two students initiated a petition and collected signatures from students interested in a human service program.  The students presented their petition to the Board of Governors on February 17, 1981.

A survey was then conducted on March 2 and 3, 1981, by the Office of College Planning and Development to ascertain short and long range employer demand for paraprofessionals in the human services field.  The Board of Governors approved the program on March 24, 1981.

A schedule of courses for the program was offered in the 1981 Fall quarter.  Courses were identified and developed that required an orderly sequence for students.  Prerequisites were also carefully established to enhance successful completion and employability of students.  The program has continued to prepare students to work in a wide variety of positions with diverse populations and various agencies.  The curriculum was consistently examined and appropriate changes made to meet the diverse needs of individuals, the community and agencies.

The Board of Governors approved the Chemical Dependency Counseling focus in February 1985.  The program was included for the first time in the 1985-86 College catalog.  The program meets the standards established by the Nebraska Department of Health and Human Services, Division of Alcoholism, Drug Abuse and Addiction Services for provisional licensure as a Chemical Dependency Counselor.  Students who have completed specific courses in the program are eligible to apply for state provisional licensure.

The Council for Standards in Human Service Education (CSHSE) is the only national organization that has established standards and assistance to improve the quality, consistency and relevance of human service training programs.  A self-study of the human services program was conducted and submitted to the Council for Standards in Human Service Education in August, 1995.  In September, 1995, a visitation team reviewed and critically analyzed the self-study report and examined the program in depth.  This process included interviewing faculty in human services and social sciences, interviewing students and advisory committee members, visiting practicum sites and meeting with administrative staff.  The Council for Standards in Human Services Education formally notified Metropolitan Community College that the program met the national standards and was approved.  The program was approved for five years in November, 1995.  The program was re-approved for another 5 years in November, 2000.

A self-study was completed and submitted in January 2006 to make application for re-accreditation.  A team reviewed the self-study and visited the College in March, 2006.  The visitation team met with administrators, faculty, students and visited practicum sites.  The college was formally notified in June, 2006 that the program was re-accredited for five years through 2010.

The college submitted a self-study in June of 2010.  The college received notification that the program was reaccredited for five years through October, 2015. 

B. Demographics of the Program
Approximately 84% of all the students in the program are female and 16% male.  Approximately 44% of the students in the program are full-time and 56% are part-time.  Approximately 56% of the students are white, 32% African American, 6% Hispanic, 1% Native American, 1% Asian, and 4% other.  The age of students is concentrated in the 40 to 49 age category.  The second largest concentration by age is the 25 to 29 age category.

The enrollment for the program is representative of the overall student profile for the College.  The College's gender distribution is 57% female and 43% male.  Part-time students comprise about 63% and 37% are full-time.  The minority enrollment for the College is approximately 29%.  The mean age for MCC students is 29.0.

C. Associate Degrees Offered
Metropolitan Community College offers an Associate of Applied Science (A.A.S.) degree in Human Services.

Metropolitan Community College (MCC) provides a focus in General Human Services and a focus in Chemical Dependency Counseling.

D. Certificate Focus
The certificate of achievement was offered beginning the fall of 2007. The certificate of achievement is a minimum of 48 credit hours.  Fifteen of the credit hours must be completed in residence at Metropolitan Community College.  A minimum grade of C must be received for each course for the certificate.  A certificate is offered in General Human Services and Chemical Dependency Counseling.

1. Human Services – Chemical Dependency (CDCCE) The Chemical Dependency certificate provides knowledge and skills in medical social aspects of addiction; treatment issues in addictions; interpersonal communication; helping skills/techniques; introduction to counseling; assessment, case planning, and management; professional ethics and issues; and crisis intervention.  The certificate includes general education in English composition, mathematics, psychology, sociology and information systems.

	HMSV
	1110
	Interpersonal Communication Skills
	3.5

	HMSV
	1120
	Helping Skills/Techniques
	3.5

	HMSV
	1130
	Introduction to Counseling Theories
	3.5

	HMSV
	1140
	Assessment, Case Planning and Management
	4.5

	HMSV   
	1160
	Medical Social Aspects of Addiction
	4.5

	HMSV
	2050
	Professional Ethics and Issues
	2.0

	HMSV
	2130
	Treatment Issues in Chemical Dependency
	4.0

	HMSV
	2450
	Crisis Intervention
	3.0

	Total Credit Hours 
	28.5



2. Human Services – General (HSGCE) The General Human Services Certificate provide knowledge and skills in interpersonal communication; overview of human services; helping skills/techniques; community resources; introduction to counseling theories; assessment, case planning, and management; professional ethics and issues; crisis counseling and information systems.

	HMSV
	1010
	Introduction to Human Services
	4.0

	HMSV
	1110
	Interpersonal Communication Skills
	3.5

	HMSV
	1120
	Helping Skills/Techniques
	3.5

	HMSV
	1130
	Introduction to Counseling Theories
	3.5

	HMSV
	1140
	Assessment, Case Planning and Management
	4.5

	HMSV
	1150
	Community Resources
	4.5

	HMSV
	2050
	Professional Ethics and Issues
	2.0

	HMSV
	2150
	Multicultural Counseling
	4.5

	Total Credit Hours
	30.0



E. Associate Degree Focus [General Human Services; Chemical Dependency Counseling]
A student may receive an associate degree in Human Services—General Human Services or an associate degree in Human Services—Chemical Dependency Counseling.  A student may receive two degrees by completing the requirements for each degree.  Selected general education and human services courses may be accepted for both degrees.  Three practica are required for each degree.

F. Articulation With Four-Year Colleges
Metropolitan Community College maintains cooperative programs and articulation/ transfer agreements with many 4 year colleges and universities in Nebraska and Iowa.  Transfer agreements specifically in the human services field are maintained with Bellevue University, College of St. Mary, Grace University, Midland University, and the University of Nebraska at Omaha.



Program Philosophy and Objectives 

A. Mission Statement
The Human Services Program at Metropolitan Community College prepares students for careers in providing assistance to individuals, families, and communities.  Students can transfer and pursue a baccalaureate degree in human services, behavioral sciences, social work, and other closely related areas.  The Chemical Dependency Counseling focus prepares students to make application to the state as a Provisionally Licensed Alcohol Drug Counselor.

B. Program Philosophy
The General Human Services and Chemical Dependency Counseling focus are dedicated to providing quality instruction and applicable practicum experiences.  The programs embrace the concept that students progress through stages of development. 
The student experience a transformation from a student, recipient, to providing services.  Each student is prepared to provide service that is culturally sensitive and relevant, is accurate and appropriate, meets the needs of the individual and community, uses a team and systems approach, is ethical, emphasizes empowerment, and manages his/her care and management.

The program faculty have experiences in mental health, substance abuse counseling, rehabilitation counseling, and social work.  These experiences permit the faculty to include and connect theoretical and practical dimensions of the program.

The emphasis of the program include:
· Self-examination and self-assessment
· Ethical and professional behavior
· Advocacy for persons and communities
· Empowerment of individuals
· Qualified and competent beginning professionals
· Multi-cultural centered curriculum 
· Relevant field experiences

The Human Services program at MCC is based on the principle of preparing students in developing basic knowledge and skills necessary to work in a "helping" profession and to introduce and promote concepts and skills to work as a team member in the human services field.

C. Ethics
The Human Services Program ascribes to the Ethical Standards for Human Service Professionals (Code of Ethics) of the Council for Standards in Human Service Education and the National Organization for Human Services.  The Program ascribes to the Ethical Standards of the Association of Addiction Professionals (National Association of Alcoholism and Drug Abuse Counselors).  Students are expected to be knowledgeable of the ethical standards.  Students are expected to demonstrate in the classroom and the field experience verbally and nonverbally with accuracy and appropriateness the ethical principles.



D. Metropolitan Community College 
The mission of MCC in general is to demonstrate dedication to the personal and professional goals of life-long learners by providing relevant, affordable and accessible education. The College offers comprehensive educational programs including academics, applied technology and community services for the people of Dodge, Douglas, Sarpy and Washington Counties.  Through its leadership role, the College responsively creates educational opportunities and support for diverse groups within a global context.  In partnership with all sectors of its service area, the College provides flexible programming to serve evolving needs and work toward the betterment of the students, the local community and the state of Nebraska.

The purpose of MCC in general and the Human Services program specifically are derived from and support the College mission.  These include the following:
1. To provide developmental, occupational, academic transfer and continuing education programs that are flexible, effective and high quality and meet the changing needs of all learners, as well as those in our community who rely on these learners.
2. To strive for a learner-centered environment of full diversity and excellence by encouraging creative teaching and learning opportunities while remaining accountable to the community.
3. To support our community’s economic development as a catalyst and innovator of progressive and relevant programs and services.

E. Objectives of the Program
The program objectives have been developed to prepare prospective employees for the human services field to serve a diverse client population in a variety of settings.  The objectives of the program are consistent with the overall College role and mission and the Statewide Comprehensive Plan.

The program objectives are as follows:
1. To prepare students for entry-level positions in public and private community agencies and institutions involved with "helping" professions.
2. To prepare students to work directly with people in a variety of settings.
3. To prepare students to work as a team member, generally working under the direction of a professional in providing help to the client.
4. To provide a variety of learning experiences that focus on theoretical and practical knowledge to work with both individuals and families.

F. Values of the Program
The Human Services program emphasizes that workers will provide services to individuals and/or families who are in need of general assistance and to improve their quality of life.  Those who complete the human services degree will have been exposed to knowledge, skills and experiences for which they can provide such assistance.  The Human Services program prepares persons to be generalists in the field. Persons are exposed to and prepared for work with different populations in a variety of agency settings.  Students are required to demonstrate competency in general education, social sciences, specific human services courses and practical experiences through practicum courses.

Students have the opportunity to integrate and synthesize information, knowledge and field based experiences. Students are consistently engaged in an examination of their values and how they relate to the field of human services.  The Human Services program emphasizes the importance of multi-causality, multi-dimensionality and multiculturalism (diversity) in preparing and providing services.

The program emphasizes a multi-disciplinary approach that includes psychology; sociology, human relations; computer fundamentals; mathematics; English; interpersonal communication; helping techniques; counseling theories; life span development; behavior modification; community resources; assessment; case planning management; exceptional populations; medical social aspects of addition; group skills; introduction to human services; multicultural counseling; treatment issues in chemical dependency; and electives in the social science area.

The faculty contribute to the multi-disciplinary approach with their backgrounds that include vocational rehabilitation, community college counseling, mental health therapy, high school teaching, chemical dependency counseling.  Throughout the curriculum, the interdependence of the information is emphasized.  Writing is a required skill in many courses and is emphasized as an important skill of the human service worker.  Students are encouraged to develop an understanding of self and to examine and apply the values of acceptance, tolerance, individuality, self-determination, confidentiality, and cultural sensitivity.

G. Outcome Measures of the Program
The program developed outcome measures for the objectives noted above.  The outcome measures include:

To demonstrate a fundamental knowledge of theories, skills and worldview related to the human service field.

All students will demonstrate proficiency in the program courses and successfully complete any one or combination of the following:
1. Examinations
2. Self and peer assessment
3. Individual/group activities (i.e., video and role play)
4. Skills projects
5. Case analysis/studies
6. Feedback from on-site practicum supervisor(s)
To demonstrate and compare the major concepts, procedures and techniques associated with the human services field.

All students will demonstrate proficiency in the program courses and successfully complete any one or combination of the following:
1. Examinations
2. Self and peer assessment
3. Individual/group activities (i.e., video and role play)
4. Skills projects
5. Case analysis/studies
6. Feedback from on-site practicum supervisor(s)

To demonstrate employability in the human services work force and/or matriculate to a four-year institution.

This will be displayed by the following:
1. Placement surveys and graduate follow-up surveys completed by Office of Institutional Research
2. Input from advisory committee members

To use microcomputer hardware and software to create, modify, store and retrieve information using word processing and spreadsheet application packages.

This will be displayed by the following:
1. Examinations and laboratory assignments will be used for the completion of INFO 1001 or higher course.

To demonstrate the human relations skills needed to function as an effective team member in the work place.

This will be displayed by the following:
1. Examinations
2. Written and oral presentations
3. Observations by faculty for the completion of the HMRL1010 course

To generate, organize and express ideas clearly and coherently in written, verbal and nonverbal form for a specific purpose and audience.

This will be displayed by the following:
1. Examinations
2. Written and oral presentations
3. Observations by faculty for the completion of the English requirements

To analyze basic mathematical problems, organize the data, identify the appropriate method to solve the problem and judge the reasonableness of results using estimation.

This will be displayed by the following:
1. Examinations
2. Written and oral presentations
3. Observations by faculty for the completion of the Mathematics requirement

To demonstrate sensitivity and respect with diverse populations.

This will be displayed by the following:
1. Examinations
2. Written and oral presentations will be used by faculty for the completion of multicultural requirements.
3. Simulation, collaborative projects, case study analysis, video and role play.


Student Acceptance and Progress

A. Application to the Program
The Human Services program requires students to complete predetermined courses before they can officially be accepted into the program.  The courses are noted with an asterisk in the college catalog and on page (16) of this program manual.  Students are strongly encouraged to consult with program faculty for academic planning.  Each course in the program is offered a minimum of two times a year.

B. Application for acceptance to the Human Service Program
1. Students who have completed the prerequisite courses for acceptance to the program may obtain an application form on the Fort Omaha Campus in building 5, room 201, or in building 10, room 132.
2. Students complete and submit the necessary documentation for acceptance that includes the following:
a. Application form
b. Degree audit
c. Unofficial College Transcript
d. Description of student’s vocational (employment) goals
e. Description of student’s educational goals
f. Letter of recommendation
g. English and Social Sciences faculty recommendation
h. APS/CPS Registry check
i. Release of information form
j. Writing Sample
3. The application packet is submitted to the Program Coordinator.
4. Faculty meet to review the application packets and determine whether students have met the requirements for acceptance into the program.
5. Faculty meet for an interview with each student who has met the requirement for acceptance to the program.
6. The program coordinator sends the student a letter that informs the student of his/her acceptance/denial to the program.
7. The letter may contain recommendations for the student’s educational and vocational goals.

C. Writing Sample
The writing sample is an assessment of the student’s writing level and skill.  The writing sample is not an achievement test to determine knowledge or understanding of a topic.  Assessment and grading of the writing sample will include sentence structure, punctuation, capitalization, verb tense agreement, pronoun agreement, clarity, paragraph development, and organization.  The writing sample is completed through the testing center.  The writing sample is reviewed and scored by the full time human services faculty.



D. Faculty Review Committee
The Human Services program maintains a faculty review committee.  The committee is composed of the full-time Human Services faculty, Social Science faculty, and the Dean of Business &Human Services.  The purpose of the committee is to monitor the progress of students in the program.  The committee is most concerned about the behavior, development and improvement of students in the program.  Students may be referred to the committee by faculty in or outside of the program and/or by on-site supervisors for practicum.  The student meets with the committee and may include the referring person(s).  The committee may make recommendations that include: specific course work, suspension from the program for a specified period of time with specific contingencies to be completed before continuing in the program, involvement in available community services, and/or services through the College, and suspension from the program.  The procedure for the determination of sanctions as outlined by the College's student conduct guidelines is followed.  The committee has met with students and made recommendations that have resulted in positive and successful outcomes.

E. Student Conduct & Discipline
The college has a student conduct and discipline policy which is contained in the college catalog.  The grievance procedure is contained in a college memorandum. Students in the Human Services program have a Human Services Faculty Review Committee.  The description and purpose of the committee is presented in this program manual.  Students may initiate meeting with the committee in order to address questions or concerns.  The committee serves as the first formal step for students in the Human Services program.  The recommendations from the Human Services Faculty Review Committee are forwarded to the Dean of Business & Human Services in accordance with the college policy and procedure.

F. Legal and Ethical Considerations
Individuals considering a focus in Chemical Dependency Counseling should be aware that the Nebraska Division of Alcohol and Drug Abuse, “shall deny, refuse renewal of, limit, suspend, place on probation, revoke or permanently revoke certification on the grounds of conviction of a misdemeanor or felony under state law, federal law or the law of another jurisdiction that has a rational connection with the applicant’s or certification holder’s fitness or capacity to practice the profession” (Regulations for Title 209; Sections 002.03 & 002.03B).

G. Self-Disclosure
It is important for students who are planning to enter a human services career to learn the basic skills and techniques associated with the process of appropriate self-disclosure.  Classroom settings are not intended to be therapeutic settings; they are educational processes.  Therefore, students and faculty are encouraged to display only the level of self-disclosure that is appropriate to learning helping skills.  "Appropriate self-disclosure means the right kind in the right amount at the right time" (Egan, pg. 51.)  In addition, self-disclosure is what others need to know.

In no case should a student’s grade be affected by the level of self-disclosure demonstrated.  It is not appropriate to use confrontation or peer pressure to compel students to self-disclose beyond the level at which they feel comfortable



H. Registry Checks and Release of Information Forms
All students who apply for the program must complete consent for release of information forms.  Each student completes forms for the Nebraska Department of Health and Human Services Child and Adult Abuse and Neglect General Register.  Students complete a release of information form for Metropolitan Community College.  The Metropolitan Community College release of information form permits Human Services faculty to discuss practicum placements with potential agencies/organizations. 

The practicum acceptance, referral, and placement will be delayed or denied if the registry check is returned with a notice that a “report was found”. Acceptance to the program will be affected by the registry check report.  Acceptance may be delayed or denied.  The issue/concern must be resolved prior to consideration for acceptance for the program and acceptance for practicum.

Application and Placement for Practicum

A. Application to the Human Services First Practicum
1. Students must have been accepted to the Human Services program in order to make application to participate in practicum.
2. Students submit a portfolio for the application for practicum.
3. The portfolio should include:
a. Application form
b. Resume
c. Degree Audit
d. Unofficial College Transcript 
e. Completed assignments from a minimum of three different classes (classes that are required for the program)
f. Two written letters of recommendation
g. Copy(ies) of certificates or honors received
h. Written description of the student’s helping philosophy 
i. Written description of the anticipated accomplishments for the practicum
j. Verification of current  certification in adult CPR and basic first aid
4. A decision to accept students for practicum placements is based on the application and accompanying materials.  If faculty have concerns about a student’s appropriateness for practicum, given the guidelines in the General Human Services/Chemical Dependency Counseling program manual, faculty may request an interview with the student.
5. Students consult with the practicum supervisor to discuss and determine an acceptable practicum agency/organization for referral.
6. A letter of referral to an agency/organization is provided to the student which verifies the student is accepted for practicum and has met all conditions.  A referral letter is provided for each practicum referral.
7. When the referral letter has been provided, the student is responsible to contact the agency/organization representative and establish an appointment for a placement interview.  The purpose of the interview is for mutual exploration and determination.  Students are required to provide a current resume to the agency/organization’s representative.  Students are expected to discuss the goals and objectives the student would like to accomplish at the practicum site.
8. A placement agreement may be reached at the conclusion of the interview.  However, some agencies/organizations may inform the student after the interview has been completed.  The student is responsible to follow-up by contacting the agency/organization and informing the representative of the decision about the practicum.
9. The practicum supervisor determines final approval of a student’s placement at a practicum site.

10. Registration in practicum courses is approved and completed by one of the full time Human Services faculty.

B. Second and Third Practicum
Students must make application for the second and third practicum.  The following documents are required for application and participation in the second and third practicum:

1. Application Form
2. Updated Resume
3. Unofficial College Transcript
4. Current Degree Audit

C. Practicum Objectives
Practicum courses are an important part of the Human Services program.  They serve to integrate the student's classroom experiences within a framework of supervised experiences.

Consequently, practicum courses offer students individualized and experiential learning opportunities within the setting of a human services agency or chemical dependency program.  Practicum courses are strategically scheduled to provide appropriate experiences that are consistent with the student's level of academic preparation, needs and professional goals.  Furthermore, the practicum experiences are designed to offer students the opportunity to observe professionals within their field of choice, to develop skills required to work effectively with other professionals and to begin to develop a personal style consistent with strengths, capabilities and accepted standards.  Students are expected to respond positively to feedback from the site supervisor in order to achieve maximum educational benefits from the practicum experience.

Specific educational goals for students in practicum courses include the following:
1. Integrate acquired and on-going academic learning with supervised practicum experiences in a human service setting.

2. Enhance already existing intrapersonal and interpersonal skills through interaction with program staff members and clients.

3. Gain awareness of personal and program limitations in providing help to clients.

4. Cooperate with program staff members, especially with assigned supervisors, in developing effective approaches and strategies.

5. Increase understanding of chemical dependency and its affects upon chemically dependent persons and their significant others.

6. Adhere to the policies, procedures, and code of ethics of the specific practicum site(s) and seek guidance when uncertain about such matters.

7. Become comfortable in his/her own abilities to provide effective service to persons with a variety of cultural backgrounds.

D. Practicum Prerequisites
The student has the responsibility to meet all prerequisites, required skill levels, and proficiencies before entering the practicum.  It is the student’s responsibility to make sure all practicum prerequisites have been met.  He/he may be denied acceptance and referral for practicum if the prerequisites have not been met.  If at any point during the practicum it is discovered that stated prerequisite skills are not adequate to professional requirements, the Faculty Review committee, on the recommendation of the Practicum Supervisor, may withdraw the student from the practicum and/or require remediation of the deficit prior to the continuation of the practicum series.

Prerequisites to enrolling in practicum include the following:

1. Course Work
Students will have completed all first year courses as listed in the Metropolitan Community College catalog under the General Human Services and/or Chemical Dependency Counseling programs.

The following are first year courses necessary for application to General Human Services practicum

General Human Services:
	FIRST YEAR

	First Quarter
	Second Quarter
	Third Quarter
	Fourth Quarter

	
	
	
	HMSV 1130

	*ENGL 1010
	  ENGL 1020
	  HMRL 1010
	HMSV 2050

	  INFO 1001
	*HMSV 1010
	*HMSV 1120
	HMSV 2150

	*MATH 
	*HMSV 1110
	*HMSV 1140
	HMSV 2310

	*PSYC 1010
	  SOCI 1010
	  HMSV 1150
	PSYC 1120

	18.0
	16.5
	17
	16.5



Total of 68 credit hours.
*Courses required for admission to General Human Services program.



The following are second year courses required for the associate degree in General Human Services:

	SECOND YEAR

	First Quarter
	Second Quarter
	Third Quarter

	
	
	

	HMSV 2110
	
	

	HMSV 2250
	HMSV 2120
	

	HMSV 2450
	HMSV 2992
	HMSV 2993

	HMSV 2991
	PSYC 2350
	Other Requirements

	17.0
	14.0
	9.0-11.0




The following are first year courses necessary for application to Chemical Dependency Counseling practicum.

Chemical Dependency:
	FIRST YEAR

	First Quarter
	Second Quarter
	Third Quarter
	Fourth Quarter

	
	
	  HMRL 1010
	HMSV 1130

	*ENGL 1010
	  ENGL 1020
	*HMSV 1120
	HMSV 2110

	  INFO 1001
	*HMSV 1110
	*HMSV 1140
	HMSV 2050

	*MATH 
	*HMSV 1160
	  HMSV 2130
	HMSV 2150

	*PSYC 1010
	  PSYC 1120
	  SOCI 1010
	HMSV 2310

	18.0
	16.5
	19
	18.5



Total of 72.5 credit hours.
*Courses required for admission to Chemical Dependency Counseling program.


The following are second year courses required for the associate degree in Chemical Dependency Counseling.

	SECOND YEAR

	Fifth Quarter
	Sixth Quarter
	Seventh Quarter

	
	
	

	HMSV 2160
	HMSV 2140
	HMSV 2996

	HMSV 2450
	HMSV 2995
	Other requirements

	HMSV 2994
	PSYC 2350
	

	14.0
	13.5
	8.0-12.0



[Course requirements are subject to revision as deemed necessary to satisfy the State of Nebraska educational requirements for application as a provisionally licensed alcohol and drug counselor.  (See Appendix)]



2. Achievement & Behavior
Students must demonstrate appropriate behavior and satisfactory academic achievement (grade "C" or better) for each course.  Behavior that interferes with a student's ability to benefit from or contribute to a positive practicum experience and/or prevents a student from dealing effectively with clients is considered to be inappropriate.  Behavior that interferes and/or impairs learning in the classroom will be considered inappropriate.  Such behavior may involve counter-transference issues that may result in over-identification and/or the inability to display appropriate empathy with a client.  In such cases, the issue will be brought to the student's attention and such behavior must be resolved before participation in practicum is allowed.  Should such issues emerge during a practicum course, the practicum supervisor may recommend appropriate corrective action, depending on the seriousness of the situation.  Continuance in the program will be contingent upon the student maintaining satisfactory progress in both theory and practicum courses.  Students may be dismissed from the program for any one or combination of the following reasons:

Unsatisfactory class work performance (below a "C" in any required course in the program) will result in the student being required to retake the course until a "C" or above grade is achieved.  All students must have met all the prerequisites for and be in good academic standing (cumulative grade point average of 2.00). 

3. Competencies
Students will successfully complete English Composition classes and one math class of Level 1100 or above and reading assessment testing for college-level reading skills.  Students must also complete the general education requirements of computer literacy skills and human relations in the work place.

Students must be able to express themselves in writing that is clear, grammatically correct and professionally appropriate by completing a supervised writing sample.  The writing sample must meet standards established by the faculty review committee. 

A student may have the practicum acceptance and referral for a site denied or deferred based on the results of the writing sample.

Basic competencies include helping skills such as active listening, basic attending skills, paraphrasing, reflection of feeling, open questions, and summarization that are included within the instructional program.  However, skills that are not specifically included within the program but are necessary include reading, writing, appropriate social skills, proper attire and social appropriateness.  Deficits in these areas will be addressed in accordance to their seriousness and appropriate remediation will be recommended.

Additionally, skills include but not limited to; non-judgmental; flexibility-adaptation; non-defensive; accepting redirection and feedback; not taking behavior and responses personally; adhering to professional code of ethics; performing as a team member; and culturally sensitive-competent.

Acceptance into practicum may be denied or delayed depending on the seriousness of the deficit.  Continuation in a practicum course may be deferred until identified deficiencies have been removed.



A student who receives a grade of D for the practicum will be required to repeat the practicum.  As stated in the program manual, all courses for the degree must have a minimum grade of C.

Should a student fail or be removed from two practicum courses, which result in a failing grade, he/she will be terminated from his/her respective program.  If conditions warrant, as determined by the Faculty Review Committee, a student may be dismissed from the program without the necessity of having previously failed two practica.

E. Placement Considerations
Practicum placement must be initiated by the student who completes the application steps.  Application deadlines for submission of the application materials are as follows:

Fall Quarter		July 15
Winter Quarter	October 15
Spring Quarter		January 15
Summer Quarter	April 15

If the deadline falls on Saturday or Sunday, the application materials are due the next school day.  Practicum placements are determined by a series of consultations involving the student, academic advisor, practicum supervisor, and agency staff.  The purpose of these consultations is to ensure the students' educational and vocational needs are met in an effective and expedient manner.  Academic advisors and faculty advisors assist students in deciding when to take their practicum courses.  They make sure all prerequisites for practicum courses are completed.  Special needs, career interest, past experiences, and possible specialization are also factors to be considered during this process along with consultations with the practicum supervisor.  Other factors determining practicum placements include:

1. Whether the practicum is the student's first, second, or third.
2. Which three different practicum sites and three different areas of general human services or chemical dependency counseling.
3. Approval of placement outside the Omaha/Council Bluffs area by practicum supervisor.

Final approval of all practicum placements is an educational decision made by the practicum supervisor.

Students will not be referred or permitted on a practicum site until registration and payment of tuition and fees have been completed.

Students who receive a grade of incomplete (I) for practicum will not be referred or permitted on a practicum site for the subsequent quarter.



F. Agency Selection Criteria
Agencies that serve as a practicum site are required to sign a letter of agreement with the College.  The following factors should be apparent in the agency's policies and standards:

1. Importance of education.
2. Relation of agency to education.
3. Responsibility of the College.
4. Responsibility of the agency.
5. Appropriate supervision.

Students participating in practicum and a focus in Chemical Dependency Counseling must be supervised by a counselor licensed at the LADC level by the Nebraska Department of Health and Human Services. (HMSV 2994, HMSV 2995 and HMSV 2996).  The supervising counselor must be employed by the agency.

In Chemical Dependency Counseling practica, the performance experiences that may be counted toward licensure include a minimum of 10 hours in each of the 12 core functions identified as follows: screening, intake, orientation, assessment, treatment planning, counseling (individual, group, and significant others), case management, crisis intervention, client education, referral, reports and record keeping, and consultation with other professionals in regard to client treatment/services.

G. Site Selection
Students must complete each of the three practicum courses at different sites.  Each practicum is to be substantially different from the previous practicum experience.  This approach provides students with broad and diversified learning experiences.  

An exception to this policy will require that the student submit to the Practicum Supervisor a letter of intent, goals and objectives that demonstrate how the successive practicum will be substantially different from the previous practicum.  The Practicum Supervisor convenes the Human Services Faculty Review Committee and provides the documentation from each student.  The committee recommends or denies the request.  The exception will be considered only one time.  A person may complete a maximum of two (2) practica at one site.

Due to the limited number of chemical dependency practicum sites in the Omaha area, Metropolitan Community College cannot guarantee that students will be able to enter Chemical Dependency Counseling practicum courses (HMSV 2994, HMSV 2995 and HMSV 2996) in any given quarter.  Consequently, graduation from the program may be delayed.  It is possible that a shortage of practicum sites for the general human services practicum courses (HMSV 2991, HMSV 2992 and HMSV 2993) might occur.

Students will not be referred or placed at a practicum site where a family member is employed.



H. Practicum Student Responsibility
The student will demonstrate professionalism as a representative of the agency in his/her contacts with clients, colleagues, and the community by:
1. Displaying appropriate and professional dress.
2. Using appropriate language and behavior.
3. Maintaining professional and appropriate relationships with clients.
4. Adhering to the code of ethics of the profession.
5. Maintaining confidentiality with regard to knowledge of clients.  Holds in professional regard information pertaining to the agency and agency personnel.
6. Attending practicum classroom sessions and conferring with the practicum instructor regarding individual educational progress.
7. Adhering to and functioning within the policies and procedures of MCC.
8. Adhering to and functioning within the administrative policies and procedures of the practicum site.
9. Documenting time spent in practicum.
10. Displaying and maintaining a professional and appropriate relationship with clients.
11. Complete proper payment of tuition and fees to insure valid registration in the practicum course.
12. Students who have not made proper payment of tuition and fees will not be permitted on a practicum site.
13. Students who receive a grade of incomplete (I) for practicum will not be referred or permitted on a practicum site for the subsequent quarter.

I. Clock Hours and Credit

Clock Hours
In HMSV 2991, HMSV 2992, and HMSV 2993, students are required to spend approximately 15 hours per week for a total of 150 contact hours per quarter for practicum work experience.  The specific schedule of hours is established between the practicum student and the practicum site supervisor and monitored by the College practicum supervisor.

HMSV 2994, HMSV 2995, and HMSV 2996 practicum students will be required to complete approximately 15 hours of practicum experience a week for each quarter.  HMSV 2994, HMSV 2995, and HMSV 2996 each require a total of 150 contact hours.  The specific schedule of hours is established between the practicum student and the practicum site supervisor with the College practicum supervisor.

Practicum seminars, which are part of the practicum experience, allow the students to discuss their experiences in practicum courses.  The exchange permits students to learn from each other in a collaborative environment.  Seminars also provide the Practicum Supervisor an opportunity to learn about various concerns and issues students may have about their practicum experiences.  The seminar is a requirement and will meet once a week for one hour.



Credit Hours

General Human Services	Credit Hours
HMSV 2991				5
HMSV 2992				5
HMSV 2993				5

Chemical Dependency Counseling	Credit Hours
HMSV 2994				5
HMSV 2995				5
HMSV 2996				5


J. Sequential Registration
Students enrolled in General Human Services are required to complete three practica:  HMSV 2991, HMSV 2992, and HMSV 2993.  These courses are considered to be sequential and, therefore, it is not possible to be enrolled in more than one practicum during the same quarter.

Students enrolled in the Chemical Dependency Counseling program are required to complete three practica:  HMSV 2994, HMSV 2995, and HMSV 2996.  These courses are considered to be sequential, and it is not possible to enroll in more than one practicum during the same quarter.

The sequence of practicum courses are developmental with more responsibility and performance expectations for each practicum.

Practicum hours in excess of those required for the quarter (i.e. if 180 hours are completed in a practicum requiring 150 hours, it would result in 30 hours above requirements) may not be carried forward to another practicum.  It is necessary, therefore, to maintain good documentation of practicum hours on a continuing basis and to advise the site supervisor at least two weeks in advance of the date that completion of hours is anticipated.

K. Documentation of Practicum Experience
Weekly time sheets need to be maintained and submitted.  Time sheets will contain documented time and activities of practicum experiences.  The site supervisor's signature and the student's signature are required on each sheet.  The chemical dependency counseling time sheets will verify the ratio of contact hours to supervision.

L. Absences
Continuity of services to clients needs to be considered in arranging practicum absences.  Students must negotiate all planned absences with the on-site supervisor and inform the Practicum Supervisor.  Absences caused by illness are not counted toward required time and have to be made up.  The student must notify the practicum supervisor of all absences of two days or more duration.  Students are not required to be in practicum during College holidays; however, practicum may be continued during holidays with time counting toward required hours with the agreement of the agency.



Students are expected to attend all scheduled practicum seminars.  Students are required to attend nine (9) of eleven (11) scheduled seminars for the Fall, Winter, and Spring quarter.  Students are required to attend eight (8) of the ten (10) scheduled seminars for the Summer quarter.  Students are to report absences to the practicum supervisor prior to the scheduled seminar.  Absences in excess of those permitted will result in the reduction of the practicum grade by one letter grade.

Professional conferences or workshops may count toward practicum time.  On-site supervisors may limit the number of such conferences or workshops if they deem time spent away from the agency as excessive.  This needs to be negotiated with the practicum supervisor and on-site supervisor.

M. Practicum Termination
1. Reasons for discharge from practicum include the following:
a. Breaking client confidentiality.
b. Displaying inappropriate or unprofessional behavior. 
c. Use of illegal chemical substances and abuse of prescription drugs.
d. Not meeting the agency's policies and procedures.
e. Violations of professional code of ethics.
f. Unsatisfactory performance/evaluations as determined by the practicum supervisor and/or MCC’S practicum supervisor
g. Excessive absences at the practicum site and/or practicum classroom sessions (seminars)
h. Violation of the practicum agency/organization’s and/or MCC’S policies and procedures 
i. Violation of standards of practice consistent with the profession including:
i. Appropriate relationships with clients
ii. Maintaining accurate records and reports
iii. Appropriate and professional clothing
iv. Using appropriate language and behavior
v. Adherence to code of ethics, relevant laws, and agency policy
vi. Use of alcohol or other mood altering, non-prescription drugs prior to or at a class or practicum site.

2. Withdrawal from practicum
Once a student has been placed at the practicum site, withdrawal from the course, which will result in a grade of “W” on the student’s transcript will be made by the practicum supervisor.  The withdrawal requires coordination with the on-site practicum supervisor

3. Termination from practicum
A student who is terminated from the practicum site by the agency/on-site practicum Supervisor will receive a grade of “F”.  The student will not be referred to another site for the remainder of the quarter. The student will be required to meet with the Human Services Faculty Review Committee for review and consideration of a referral for a subsequent practicum.

4. Termination from practicum is not limited to the listed factors.

5. The practicum supervisor assigns the grade for practicum courses.

N. Liability Insurance
All practicum students are required to purchase liability insurance through Metropolitan Community College.  The insurance covers the student for twelve months.  Insurance is required for each quarter a person is registered in practicum.  Each student will be billed automatically for the insurance at the time of registration for the first practicum course.

The insurance provides liability coverage from the designated start date of a quarter to the last designated date of the quarter.  Students are covered by insurance upon payment of the registration fee.

O. Transportation
Students should follow agency policies regarding transportation for self and others during working hours.  Students transporting agency clients in student vehicles are advised to check agency policies pertaining to this practice and ascertaining the liability insurance of the student's automobile in such cases.

P. Evaluations
With consultation by the practicum supervisor, all students are required to negotiate written goals for the practicum with the agency supervisor.  A signed copy of these goals must be submitted to the practicum supervisor by a predetermined date announced in the course syllabus (by the end of the second week of the quarter).

Practicum seminars, or classroom meetings of practicum students will be scheduled each quarter.  Attendance at these meetings is required.  These meetings will offer the students an opportunity to review requirements, share experiences and learn vicariously from one another.

There will be a minimum of one meeting held during the quarter with the student, site supervisor and the practicum supervisor to review in person the student's progress, skill levels and objectives.

A midterm evaluation form will be required.  Its purpose will be to inform the student of achievements and goals for further development.  An end of quarter evaluation will be required.  The on-site supervisor completes the assessment form at mid-term and the end of the practicum.

The evaluation form is to be signed by the student and agency supervisor before submission to the Practicum Supervisor.

Q. Grading
Students in practicum courses are graded on a letter grade system.  If a student should fail two (2) practicum courses, he/she will be recommended for expulsion from the Human Services program.  If conditions warrant, as determined by the Faculty Review Committee, a student may be referred for expulsion from the program without the necessity of having failed two practica.  In accordance with College procedures, the Faculty Review Committee can make recommendations to the College administration for further disciplinary action for violation of College policies regarding student conduct.

A student who receives a grade of D for the practicum will be required to repeat the practicum.  As stated in the program manual, all courses for the degree must have a minimum grade of C.

The Practicum Supervisor will assign the practicum grade.  Grades, however, will be based on the evaluations prepared and submitted by the respective practicum site supervisors together with grades earned on seminar assignments.

R. Substance Abuse
If it is determined that a practicum student has inappropriately used alcohol or prescription and non-prescription drugs in such a way as to adversely affect the practicum experience, he/she will automatically be suspended from his/her practicum class and may receive a grade of "F" for the course.  The student will be referred to the faculty review committee if circumstances appear to warrant further disciplinary action and/or referred to the Director of Student Services’ office for appropriate action (see College's Guidelines for Student Conduct).

S. Maintenance of Student Records
A case file will be kept on each student.  The case file includes:
1. The student’s applications for each practicum
2. Resumes
3. Degree audits
4. Unofficial College Transcripts
5. Proof of current certification in CPR and Basic First Aid
6. Release form signed by the student
7. Correspondence with the student’s practicum site
8. Midterm and Final evaluations for each practicum
9. Copies of hours completed at each practicum site
10. Documentation as to each practicum site visit conducted with the student,  practicum supervisor, and practicum site supervisor
11. Other documentation completed by the practicum supervisor as to the student’s practicum experience.
12. Written practicum seminar assignments
13. Application form for the program
14. Description of student’s vocational (employment) goals
15. Description of student’s educational goals
16. Letters of recommendation
17. English and Social Sciences faculty recommendation
18. APS/CPS Registry check
19. Release of information form

The case files will continue to be kept for a period of ten years after the student completes his or her practicum experience.  After the ten-year period, the information in the case files will be shredded.

All documents submitted for the program application and the practicum application become the property of Metropolitan Community College.  Individuals who request materials that were compiled as a result of the applications are required to complete and submit a Metropolitan Community College release of information form.

VII.	Conclusion

This Human Services Program Manual is intended to serve as a framework for a successful experience in the program.  Despite efforts to be inclusive, some questions may have been overlooked.  In all cases, the programs' goals will be to promote the educational progress of the student within the guidelines of Metropolitan Community College as described in the college catalog.

VIII.	Interview for Practicum/Employment

A.	Preparing for an Interview
Basic steps that will help you prepare for your job interview:

1. Study your resume.  The interviewer will probably have your resume during the interview.  You won't.  Be prepared to answer personal questions accurately and promptly.
2. Identify your interviewer.  If possible, get the full name of the person who will interview you.  Be sure you know how to pronounce the name properly.
3. Familiarize yourself with the company.  Try to learn something about the company:  what it produces and how large it is.  This will confirm your stated interest in working there.
4. Know yourself.  You may be asked open-ended questions about your family, school, previous jobs, interests and hobbies or future plans.  You may want to discuss your plans to continue schooling or training while employed.  These kinds of questions test your ability to organize and express your thoughts.
5. Know when to be there.  Be sure you retain the written information you obtained while arranging for the interview.  Most importantly, be on time.  This can't be stressed too much.  Being late will greatly reduce your chances of getting a job.  Plan to arrive about 10 to 15 minutes early.
6. Know what to wear.  Dress appropriately for your interview.  If you are seeking an office job, wear clothes suitable for business.  Even if the job involves physical labor, dress neatly.  Your appearance gives the interviewer strong impressions about your self-esteem.



B.	Interview Guidelines
The following interview tips apply to any interview situation.  They are grouped in six categories to assist you in learning them.  You should be totally familiar with these guidelines before arranging for an interview.  The six categories are:
1. On Arrival
These guidelines will help you through the final minutes before the interview.  They will help you to be at your best when the interview begins.
a. Go to the interview alone.
b. Arrive at least 10 minutes early.
c. Dispose of chewing gum or lighted cigarettes before entering the interviewer's office.
d. Don't become annoyed or restless while waiting.
e. While waiting in the outer office, observe what goes on around you.  Read company literature, if available.

2. Beginning the Interview
In sports, a good start is often the key to victory.  A good start in a job interview is equally important.  Remember the old saying, "First impressions are lasting."  Here are some tips for starting out.
a. Smile and give your name distinctly when greeting the interviewer.
b. Do not expect the interviewer to rise when you enter the room.
c. If the interviewer offers to shake your hand, do so firmly.  Don't hold your hand limply or shake too aggressively.
d. Don't sit down until invited to do so.
e. When seated, try to sit comfortably and erect.  Slouching, crossing legs, and leaning on one arm of a chair send negative signals to the interviewer.
f. Let the interviewer take the initiative.

3. During the Interview 
This list involves your general conduct during an interview.  Your conduct here will reveal much about you as a person and as a potential employee.
a. Look directly at the interviewer when speaking.
b. Avoid using slang expressions.
c. Never criticize others, including former employers, even if the criticism is justified.
d. Never beg for a job or be boastful.
e. Do not contradict the interviewer.
f. Don't discuss personal problems.
g. Be specific when answering questions; avoid using generalizations.
h. Do not exaggerate in describing previous jobs held or salaries earned.
i. Do not distract from the conversation by fidgeting with any object such as a handkerchief, purse or keys.  Avoid nervous mannerisms, such as wringing hands or flexing fingers.
j. Do not look at or touch anything on the interviewer's desk.






4. Presenting Your Story
This is your opportunity to tell your story.  How well you do so will have a major influence on the interviewer's decision.  Make the most of your opportunity by following these hints.
a. Be able to relate your qualifications and experiences.  If you have never worked on a full-time basis, relate any volunteer, extracurricular and part-time work experiences.
b. Stress your strong points.
c. Answer questions in full rather than merely nodding.
d. Indicate your preference of jobs desired.  Never say, "I'll take anything."
e. Show interest in the job for which you are applying.  Also show interest in the company.
f. Ask specific questions about the job.  These can include salary, fringe benefits, work schedules and promotional opportunities.
g. Volunteer any important information that you feel is being overlooked or minimized to your disadvantage.

5. Concluding the Interview 
Last impressions are also lasting.  Don't ruin an otherwise successful interview with a clumsy or ungracious exit.
a. Leave promptly when the interviewer indicates that the interview has ended.
b. Don't attempt to flatter the interviewer.  This can be misunderstood.
c. Express your appreciation for the interview.  If you don't get the job, even if you get no encouragement, smile and be a good sport.
d. When leaving, thank the person in the front office who introduced you.

6. Following up
A follow-up letter should be sent to the interviewer, regardless of the outcome of the interview.  A follow-up letter is a brief letter that accomplishes several things if sent promptly after an interview.  The follow-up letter:
a. Helps to build a courteous relationship.
b. Keeps your name in front of the interviewer as an individual who is interested in the job.
c. Allows you to reinforce key points you made during the interview.



C.	Personal Grooming and Appearance
Do you look and act the "image" of your specialty and the job you are seeking?  Give yourself a mirror test.  Stand in front of a full-length mirror to see whether you have that "employable look".  Could you pass under close scrutiny of the interviewer; or do you have a split seam somewhere or an uneven hem line, careless make-up, worn-out heels, unpolished shoes, dirty hands, dirty fingernails, unkempt hair, unkempt beard, food stains or spots on your clothing?
Are the colors you are wearing in harmony?  Are they appropriate for the occasion-for the office or shop and not for a party?  Is your hair, beard, beard style, make-up, type of dress, etc. consistent with those of other employees in a prospective employer's firm?  Do you "look the part" of the position for which you are applying?
Body odors or the scent of alcohol detected by the interviewer could eliminate your chances of employment.  Is your deodorant working?  Has your dress, coat, or shirt been washed or cleaned recently?  The point is, you may be unaware of certain telltale signs that are nevertheless observable by others.  You may wish to check with a friend.  Your appearance should be such that the employer would be proud to introduce you as a new employee.

D. Interview Dynamics 
To create the best possible impression during an interview, you should understand some of the dynamics of the situation.  Here are some thoughts to keep in mind.
1. What does the interviewer look for in an interview?  
a. appearance
b. oral communication
c. skills
d. past history
e. potential in company
f. work attitudes and ability to get along with others.
2. Are you ready to discuss your strengths?  What is there about you which makes you a good candidate for the job?  What have you done in the past that drew praise from your employer, your teachers, your friends, your parents, or anyone else?  What are your strong points in terms of worker traits?  What school or community honors have you acquired which might be of interest to the employer?
3. Do you know something about the company you are interviewing with?  How big is the company?
4. What should you look for during the interview?  Find out what your specific responsibilities on the job might be.  "What will a typical day on the job be like?  This is a good question to ask.
5. What happens after the interview?  You may be hired after the first interview.  You may be told outright that your qualifications do not match the job.  You may be told that the employer will notify you of his decision within a certain period of time.  You may be scheduled for further interviews within the company.  You may be scheduled for aptitude, personality and/or drug testing.
6. Remember, you must create a feeling of rapport with the prospective employer.  In the final analysis, it is the chemistry between the interviewee and the prospective employer that actually determines who gets the job.

E. Questions Asked During an Interview
1. Tell me about yourself?
2. What are your long-range goals, ambitions, future plans?  What do you want to be doing three to five years from now?
3. Why did you choose your field of special study?  How have you prepared yourself for work in your chosen field?  What subjects have you enjoyed most?  Least?  Do you have plans for further study?
4. Why do you think you might like to work in our type of industry?  Our company?  Why did you select this company?  What can you contribute to a company such as ours?
5. Why do you want this job?  Why do you feel you are qualified?  What would you consider the most important qualifications for a job like this?
6. What are your extra-curricular activities?  What leadership offices have you held?  What are your hobbies?  Your interests out of school?
7. Are you willing to travel--to relocate?  Have you geographical preferences?
8. What work experience have you had--summer jobs--part-time work?  What experience did you like best?  Why?
9. What are your salary requirements?
10. What are the gaps in your employment record if any?
11. Are you good at what you do?  Why?
12. What is your job objective?
13. Have you had difficulties with peers or superiors in the past?  Please explain.  What happened?  How did you handle it?
14. Why should they hire you?
15. What's the ideal job for you?
16. What will your references say about you?
17. What didn't you like about your last job?
18. Describe how you carried out the responsibilities in your current position?
19. What do you look for in a company?
20. What type of a business environment do you function best in?
21. Why do you think you qualify for this position?
22. What will you contribute to this position?
23. What is your greatest strength?
24. What is your greatest weakness?
25. Which feature of the job interests you least?
26. Do you plan to continue your education?


F. Interview Reminders
1. Make a last minute check of personal appearance before leaving home.
2. Go to the interview alone.
3. Allow yourself plenty of time to arrive for the interview.
4. Maintain a pleasant attitude toward the receptionist.  Learn and remember names for future follow-ups.
5. Do not be impatient or show signs of nervousness if kept waiting for the interview.
6. Learn the name of the interviewer from the receptionist if you don’t already know it.
7. Greet the interviewer with a warm smile. Call him/her by name.
8. Shake the interviewer’s hand firmly.
9. Be seated only after interviewer asks you to.
10. Sit comfortably in the interviewing chair; don’t lean against the wall, chair or desk.
11. Don’t put any personal belongings on the interviewer’s desk.
12. Let the employer take the lead in the conversation.
13. Answer all questions completely.
14. Present your resume early during the interview to aid in “leading” the interview.
15. Have your work portfolio with you (if appropriate to your specialty).
16. Make an extra effort to express yourself clearly – take time to think through your answers, use proper grammar; don’t curse, avoid the use of slang and look the interviewer in the eye.
17. Be sincere and enthusiastic. Show that you are very interested in the job under consideration.
18. Avoid smoking, chewing gum, eating candy, giggling and squirming in the chair.
19. Don’t try to flatter the interviewer.
20. Tell the truth about yourself and your experiences.
21. Always speak well of former employers and associates.
22. Be prepared to answer why you left previous positions of employment.
23. Be positive. Accentuate what’s right about you!
24. Don’t talk about benefits and salary until the end of the interview, unless brought up earlier by the interviewer.
25. Watch for a sign that the interview is over.
26. Thank the interviewer for his/her time.
27. Leave promptly.







G. Analyzing an Employment Offer

If you are offered employment, how do you know whether or not to accept or to keep looking? Will a better opportunity present itself? Will this particular employment opportunity be lost if you don’t accept it immediately?
These are difficult questions indeed, and only you can make that decision.  But there are clues to job satisfaction that will help you decide.  Here are some of them:
1. Does the job “fit you” in terms of your strengths and weaknesses, likes, dislikes, etc?
2. Do you feel that the job will challenge your capabilities?
3. Do you feel that you will receive adequate initial and continued training so that you will be able to perform satisfactorily on the job?
4. Do you feel that you will be able to work in harmony with the person who will be your immediate supervisor?
5. Do you feel that you will be able to accept supervision from him/her?
6. Does he/she have a good rapport with other people who work for him/her?
7. Does there appear to be harmony in the department in which you will work? 
8. Do you feel that you will be able to get along with the people who will be your co-workers?
9. Do you feel that the opportunity will lead you in the direction of your “long-range” goal?
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National Association of Social Workers
750 First Street NE, Suite 700
Washington DC 20002-4241
800.638.8799
www.naswdc.org



American Psychological Association
750 First Street, NE
Washington DC, 20002
202.336.5500
www.apa.org



National Organization for Human Services 
9001 Braddock Road, Suite 380
Springfield, VA  22151
703.323.9896
www.nationalhumanservices.org



National Association of Alcoholism and Drug Abuse Counselors
1911 North Fort Meyer Drive, Suite 900
Arlington, Virginia 22209
800.548.0497
www.naadac.org



American Counseling Association
5999 Stevenson Ave
Alexandria, Virginia 22304
703.823.9800
www.counseling.org


Nebraska Department of Health and Human Services
Approved Courses

The courses listed are offered through Metropolitan Community College’s General Human Services and Chemical Dependency Counseling programs.  These courses typically meet the required educational content for licensure as an alcohol/drug counselor.

Counseling Theories and Techniques (45 hours)
HMSV 1120, Helping Skills/ Techniques (3.5 credits) and HMSV 1130 Introduction to Counseling Theories (3.5 credits) are approved as meeting the Counseling Theories and Techniques requirement.

Group Counseling 
(45 hours)
HMSV 2110, Group Counseling (4.5 credits) is approved as meeting the Group Counseling requirement.  

Human Growth and Development 
(30 hours)
PSYC 1120, Human Growth and Development (4.5 credits) is approved as meeting the Human Growth and Development requirement.

Professional Ethics and Issues 
(15 hours)
HMSV 2050, Professional Ethics and Issues (2.0 credits) is approved as meeting the Professional Ethics and Issues requirement.  












Case Planning and Management 
(30 hours)
HMSV 1140, Assessment, Case Planning and Management (4.5 credits) is approved as meeting the Case Planning and Management requirement.

Multicultural Counseling 
(30 hours)
HMSV 2150, Multicultural Counseling (4.5 credits) is approved as meeting the Multicultural Counseling requirement.
Medical and Psychosocial Aspects of Alcohol/Drug Use, Abuse and Addiction 
(45 hours)
HMSV 1160, Medical and Social Aspects of Addictions (4.5 credits) is approved as meeting the Medical and Psychosocial Aspects of Alcohol/Drug Use, Abuse and Addiction.  

Clinical Treatment Issues in Chemical Dependency 
(30 hours)
HMSV 2130, Treatment Issues in Chemical Dependency (4.0 credits) and HMSV 1160, Medical and Social Aspects of Addictions (4.5 credits) are approved as meeting the Clinical Treatment Issues in Chemical Dependency requirement.
Bachelor Degree/Transfer Options



Metropolitan Community College
Students completing MCC’s General Human Services (HSAA1) or Chemical Dependency Counseling (CDAAS) degree or courses have many transfer options available.  Listed below are the local institutions for transfer.  Please check with the school you are interested in for transferability.


Bellevue University
Bellevue University will accept both MCC’s HSAA1 and CDAAS degree programs.  Students will receive transfer credit for all courses completed and can select from many majors available.


College of Saint Mary
College of Saint Mary has a Bachelor of Arts degree in Applied Psychology and Human Services that both MCC’s HSAA1 and CDAAS transfer into.  For students that want an accelerated weekend/evening program students can also transfer the HSAA1 and CDAAS into a Business Leadership program.


Grace University
Grace University offers a Bachelor of Science Degree.  The degree may be completed in Psychology.  An option is a Drug and Alcohol Counseling concentration.  The associate degree will transfer toward the bachelor’s degree.


Midland University
Midland University offers an A to B Associate to Bachelor’s Degree.  The university offers the Bachelor of Arts in Human Services.  The associate degree will transfer toward the bachelor’s degree.


Nebraska Wesleyan University
NWU offers the Bachelor of Social Work degree.


University of Nebraska at Omaha
UNO has several options for students interested in transferring their HSAA1 or CDAAS degree.

Metropolitan Community College

PROGRAM APPLICATION 

Human Services


Name:	
                         Last                                    First                                           Middle
Address:	
                              Street                                   City                              State                    Zip Code

Social Security Number:	  MCC ID Number:	

Telephone Number:  	      	
  (including area code)                     Home                                                     Work

Focus:  General Human Service _______________  Chemical Dependency Counseling	
Anticipated Quarter/Year of Graduation:	____  /	

Anticipated Quarter/Year to Begin Practicum:	______  /	

Documentation Required:


Consult the current Human Services program manual for the required documents to be included with the application for program acceptance.











	       	
                         Signature                                                                                       Date


RECOMMENDATION FOR THE
HUMAN SERVICES PROGRAM

Name of English Faculty:  	

Name of Student:  	

The above named student has applied for the Human Services Program.  The student has requested a recommendation from you to be included with the application.  The recommendation should be completed and placed in an envelope with your signature across the sealed flap of the envelope.

The recommendation should be returned to The Human Services Program, Fort Omaha Campus, Building 5, Room 201.

Thank you for your assistance and cooperation.

	Please Check Appropriate Box
	Superior
	Above Average
	Average
	Below Average
	Not Applicable

	Ability to get along with people
	
	
	
	
	

	Ability to make decisions
	
	
	
	
	

	Acceptance of all kinds of students
	
	
	
	
	

	Adaptive to change
	
	
	
	
	

	Attendance
	
	
	
	
	

	Classroom management
	
	
	
	
	

	Commitment to accomplishment
	
	
	
	
	

	Cooperation
	
	
	
	
	

	Dependability
	
	
	
	
	

	Effectiveness in speaking
	
	
	
	
	

	Effectiveness in written expression
	
	
	
	
	

	Flexibility
	
	
	
	
	

	Initiative
	
	
	
	
	

	Knowledge of subject matter
	
	
	
	
	

	Leadership potential
	
	
	
	
	

	Organizational skills
	
	
	
	
	

	Probable success as a Human Services Worker
	
	
	
	
	

	Professional appearance and conduct
	
	
	
	
	

	Punctuality
	
	
	
	
	

	Reaction to feedback
	
	
	
	
	

	Self-confidence
	
	
	
	
	



Please provide additional information which might be useful in evaluating this student.
	

	

	

	



	
English Faculty Name (print):

	
Signature:	Date:

	
Phone:




RECOMMENDATION FOR THE
HUMAN SERVICES PROGRAM

Name of Social Science Faculty:  	

Name of Student:  	

The above named student has applied for the Human Services Program.  The student has requested a recommendation from you to be included with the application.  The recommendation should be completed and placed in an envelope with your signature across the sealed flap of the envelope.

The recommendation should be returned to The Human Services Program, Fort Omaha Campus, Building 5, Room 201.

Thank you for your assistance and cooperation.

	Please Check Appropriate Box
	Superior
	Above Average
	Average
	Below Average
	Not Applicable

	Ability to get along with people
	
	
	
	
	

	Ability to make decisions
	
	
	
	
	

	Acceptance of all kinds of students
	
	
	
	
	

	Adaptive to change
	
	
	
	
	

	Attendance
	
	
	
	
	

	Classroom management
	
	
	
	
	

	Commitment to accomplishment
	
	
	
	
	

	Cooperation
	
	
	
	
	

	Dependability
	
	
	
	
	

	Effectiveness in speaking
	
	
	
	
	

	Effectiveness in written expression
	
	
	
	
	

	Flexibility
	
	
	
	
	

	Initiative
	
	
	
	
	

	Knowledge of subject matter
	
	
	
	
	

	Leadership potential
	
	
	
	
	

	Organizational skills
	
	
	
	
	

	Probable success as a Human Services Worker
	
	
	
	
	

	Professional appearance and conduct
	
	
	
	
	

	Punctuality
	
	
	
	
	

	Reaction to feedback
	
	
	
	
	

	Self-confidence
	
	
	
	
	



Please provide additional information which might be useful in evaluating this student.
	

	

	

	



	
Psychology Faculty Name (print):

	
Signature:	Date:

	
Phone:








CONSENT FOR THE RELEASE OF CONFIDENTIAL INFORMATION


I, 	, authorize 
(Student’s Name)

Metropolitan Community College
(Name of general designation of program making disclosure)

to disclose to:
Practicum Site(s)
(Name of person or organization to which disclosure is to be made)
	
the following information:
Educational
(Nature of the information, as limited as possible)

The purpose of the disclosure authorized herein is to: 
	
Supervision of Practicum
(Purpose of disclosure, as specific as possible)

I understand that my records are protected under the federal regulations governing Confidentiality of Alcohol and Drug Abuse Patient Records, 42, CFR Part 2, and cannot be disclosed without my written consent unless otherwise provided for in the regulations.  I also understand that I may revoke this consent at any time except to the extent that action has been taken in reliance on it, and that in any event, this consent expires automatically as follows:
Completion of Practicum(s)
(Specification of the date, event, or condition upon which this consent expires)


Dated: __________________		_______________________________________
						  Signature of participant


						_______________________________________
						  Signature of parent, guardian, or 
						  Authorized representative when required








Metropolitan Community College

PRACTICUM APPLICATION

Human Services Program


Student Name	  Date 	

Phone Number (Days)	   Student ID or SSN	

Address	  Zip	

Focus:	HMS		CD	(Circle)

Quarter Practicum is Requested:     Summer       Fall       Winter       Spring       (Circle)

Site/Population Requested:
(NOTE:  Request for placement at a specific agency will be considered, but cannot be guaranteed.)







Is this the First Practicum Placement:          Yes	       No	

List prior Practicum Placements:

	Course#				Year/Quarter			Site

	
	
	

Prerequisite Completion:
Have all practicum prerequisites been completed?   Yes _____     No _____

(All first year courses as stated in the college catalog, basic first aid, adult CPR, writing sample.)  If no, describe your plans for completion of requirements prior to placement:




Fall Seminar:

Indicate your preference for the practicum seminar:

		Tuesdays:  12:00p.m. — Ms. Cynthia Cusick

		Wednesdays:  9:00a.m. – Ms. Naumann

		Thursdays:  3:30p.m. — Mr. Rush


Special Needs:
Describe any special needs that may require accommodations during the practicum.






Documentation Required: Consult the current Human Service program manual for the required documents to be included with the application for practicum.





	
Student Signature	Date


· Because of limited seats that are available in the required practicum courses (a factor beyond the College’s control), there may be a delay in graduation from the program.
· Liability insurance is required of all practicum participants.  Students are billed automatically for this insurance at the time of registration for the first practicum course.

[image: ]
AGENCY REQUEST FOR INFORMATION FROM THE NEBRASKA 
ADULT AND CHILD ABUSE AND NEGLECT REGISTER/REGISTRY 

I hereby request information from the Nebraska Adult and Child Abuse and Neglect Registry. I agree to use the requested information to determine whether to hire or retain the individual to provide care, custody, treatment, transportation or supervision of children or vulnerable adults. 

Agency Name/ Fax:   Human Services Practicum – Metropolitan Community College
(402) 457-2611
Please do not use abbreviations

Address and Phone Number: PO BOX 3777, FOC #5, Omaha, NE  68103-0777  (402) 457-2581


I hereby authorize the Division of Children and Family Services to disclose whether I have an Adult and/or Child Abuse and Neglect Register/Registry record to the above-named agency. 

Print Full Legal Name: (applicant)__________________________________________ 

___________________________________________ ____________________ 
Signature (applicant) 					Date 

Current Address: _____________________________________________________________ 
(Street/City/State/Zip) 
____________________			_______________________________________
Applicant Date of Birth 			Applicant Social Security Number 

Other names previously used such as former married names, maiden name and nick names. 
Please Print. 





Names and birth dates of your children and children who have lived with you. Please Print. 





Any Address at which you have resided during the past 20 years. Please Print. 





Helping People Live Better Lives
An Equal Opportunity/Affirmative Action Employer
printed with soy ink on recycled paper




	






I have received a copy of the Human Services Program Manual.  I have read, received an explanation, and understand the Human Services program policies.  I understand that it is my responsibility to abide by the policies stated in the manual.



__________________________________________
Name (type or print)


__________________________________________
Signature


__________________________________________
MCC ID Number


__________________________________________
Date
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