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INTRODUCTION

Textbook authors rarely have a chance to communicate with the faculty members who adopt their books. A textbook should be written to students, yet it is instructors (whether classroom or field instructors) who are the key to students having a successful learning experience with that 

material. Thus we look at this Instructor’s Resource Manual and Test Bank as an opportunity to communicate directly with the instructors who have selected our book. Unfortunately this is limited to one-way communication, but at least it gives us a chance to share our thoughts about using this text as a resource for helping your students learn about and begin to use the knowledge, values, and skills central to professional social work practice. 


We initially thought of this text as a handbook of techniques commonly used by social workers, recognizing that techniques and guidelines are a critical part of social work practice that are seldom reported in a format that students and practitioners could readily access. As we worked on the manuscript we soon discovered that simply applying these techniques and guidelines out of the context of social work and the practice of social workers diminished their usefulness. Thus the book became a hybrid with the first seven chapters capturing what we consider the essential elements that characterize social work, social workers, and social work practice. The remainder of the book represents our selection of 154 techniques or guidelines with which a social worker should be familiar—or at least should know they exist and know how to access them when needed in his or her practice. 


There are two distinct parts to this Instructor’s Manual and Test Bank. Part I, “Teaching and Testing from the Text,” is focused on each chapter of the text itself. Part II, “Multi-Item Classroom Exercises,” describes some suggested classroom exercises an instructor might adopt or adapt to help students move from reading about techniques and guidelines to thinking about how they might be applied in a social work practice situation. Where Part I addresses key points and techniques on an item-by-item basis, the Part II exercises are designed to help students recognize that in most practice situations a social worker must draw on several techniques that are described in different chapters in the text.


Bradford W. Sheafor, Ph.D.

Charles R. Horejsi, Ph.D.


Professor Emeritus


Professor Emeritus




Colorado State University 

University of Montana

Techniques and Guidelines for Social Work Practice, 10th Edition

Part I

Teaching and Testing from the Text

From our own years of teaching, we fully understand the many time-consuming demands placed on social work faculty members. Of course a faculty member reads the textbook carefully when deciding to adopt, when developing course outlines, and when preparing class assignments. Yet, when making last-minute preparations to teach a class session there is seldom time to reread the chapter. To assist in the “quick review before class,” we have provided a short content overview of each chapter. For chapters 1-7, we follow a format typical of most textbooks (i.e., selecting a content area and reflecting current thinking on that subject matter). Following that content overview, we summarize the key points of the chapter and state a learning objective for each point. Note that to avoid redundancy, we omitted a few words at the beginning of each learning objective. You might want to view each as if the words “To enable the student to …” are present. We then generated one or more open-ended questions for each key point which you might use for class discussion, a short assignment to be completed by students between class sessions, or, in some cases, as short essay question on a test. Finally, we have generated one or more multiple-choice questions for each key point.

A Note on Multiple-Choice Questions

For many years we resisted or avoided using multiple-choice questions as a means of testing our students. And too often, the multiple-choice questions that we did utilize were not very good. Gradually, with the help of question-writer training and service on the examination committees for NASW’s now defunct Academy of Certified Baccalaureate Social Workers, NASW’s Academy of Certified Social Workers, and the Association of Social Work Boards, we improved our ability to write multiple-choice questions that test students’ knowledge and that also prepare them for the types of questions they will encounter in professional licensing and certification exams. For example, you will notice that there are no “true/false,” “all of the above,” none of the above,” or questions leading to confusing double negative responses. Further, we hope the “best answer” stands out for the student who has carefully read the material, yet the other options are reasonable enough that they might draw the test-taker who is guessing or had only skimmed the material. Some questions call for memory about key facts (after all, that is the foundation on which critical thinking can occur) and others are more applied in that they are based on very short cases or other practice situations calling for critical thinking. 


These questions have not undergone the rigorous testing experienced by those questions used in social work competency exams and we know they are far from perfect. Nevertheless, they are our best shot. However, if they are used on YOUR test you should feel free to make any modifications you choose. We also recommend that before the first test in which you include multiple-choice questions you assign the class Item 16.2 in which we provide information on “Preparing for Social Work Competency Exams” and review this material in class. Learning to think about social work content from the standpoint of it being multiple-choice tested should be a part of every student’s academic experience.


The remainder of Part 1 addresses Chapters 8 through 16 in which the handbook nature of the text is evident. The format used here is similar to the first seven chapters, but with a few exceptions. We provide a content overview for each chapter, but instead of addressing key points we address each “Item,” that is, each technique or guideline. Corresponding to the item numbers, such as 10.3 in the text, we have provided a learning objective for the item, one or more open-ended questions, and one or more multiple-choice questions. 


Please note that we have prepared this text from a generalist perspective, although we have included more items related to direct practice than indirect practice. This is particularly evident in Chapters 10 through 14 in which we have separated the items so that the chapters begin with direct practice items and conclude with those more appropriate for work with large groups, organizations, communities, and influencing social policies. We recognize that the curricula of social work education programs, even generalist programs, divide practice content in a variety of ways. We have found that the structure of this book fits very well in an overview or introductory generalist practice course and also in a culminating integrative seminar or field seminar. However, by using virtually all of the book and just the direct service sections of the chapters organized around the phases of the change process, it makes a good micro practice text. The indirect service items can also be useful learning tools for macro classes.


For each of the numbered items presented in Chapters 8-16 of the textbook, we have summarized considerable information and attempted to include enough information to describe how it might be applied in practice situations. Our intent is to narrow down the many choices and decisions faced by student or new social worker.  However, we recognize that clients can be at risk when students are trying out new skills and making practice decisions. Consequently, the information that we do provide will always fall short of what is really needed in real life practice. Thus, for each item we have included a section labeled “Selected Bibliography” in which we have listed a few sources (usually books) in which a student might begin searching for more in-depth information on the subject. Between these references and what might be obtained through on-line searches (see Item 11.22) the student or new social worker should have a good start on becoming adequately prepared for the practice situations they experience. We are realistic enough to know that most students are unlikely to take this additional step without encouragement from their instructors and urge you to regularly call their attention to the selected bibliography sources or other sources you may wish to recommend.


Further, we note that through ten editions of this book we have reluctantly needed to discard many items we believe are valuable for social workers. These deletions were made in the interest of keeping the length of each new edition about the same as the number of pages is closely associated with the cost to students. Some of the deleted items from very early editions are outdated, but many are still quite useful. Pearson Education/Allyn and Bacon has now placed these items on its website and we have indicated points in the book where students may want to access those materials (at no cost) to expand their understanding of a key point or gain access to additional techniques and guidelines. Again, you can be helpful to your students by calling these additional resources to their attention.


Finally, we recognize the frustration that instructors may experience when a new edition of this book is released making it necessary to modify their course outline because the numbers assigned to some items in Chapters 8-16 have been changed. To assist in ‘translating’ your course outline to this new edition, we have included at the end of the Instructor’s Manual a conversion chart that tracks the changes in item numbers from the 8th or 9th editions to this new 10th edition. Also, the conversion chart may be helpful to students who have an older edition and want to avoid having to buy the new 10th edition if this book is assigned reading in more than one course and this new edition has been released between those uses of the book. 

Chapter 1: The Domain of the Social Work Profession

A.  Content Overview

This chapter assists the reader in recognizing that social work emerged as the one profession with a central focus on helping people to strengthen the quality of their interactions with others and with social institutions--as well as working to improve those institutions so that they will be more responsive to the needs of people. Given that this focus represents the unique professional domain of social work, social workers are expected to function within the identified purpose, focus, scope, and areas of helping sanctioned by the society. A model depicting the various components of a social work practice situation (Figure 1.1 in the textbook) provides an overview of factors that affect a social worker’s decisions and activities. Before one selects from the techniques and guidelines presented in this book, a social worker should examine the practice situation to determine if the activity is indeed within the domain of the social work profession.

B.  Key Points, Learning Objectives, Open-Ended Questions, Multiple-Choice Questions

Key Point 1. The “social work domain” is a term that implies that the profession of social work has a unique responsibility that differentiates it from the other helping professions. Defining that domain is never easy for the person new to social work. Understanding how social work got its name begins to define social work’s turf as it keeps social workers focused on the profession’s historic mission of strengthening social interaction. Jeffrey Brackett is credited with advocating for the name social work at the time this occupation was emerging. Brackett believed it important that the name emphasize the focus on people interacting with other people (i.e., social interaction) and that this activity requires much more than volunteer activity--it is an important and complex form of work.  

Learning Objective: Recognize the unique place of social work among the several helping professions.
Open-Ended Questions:

1. Discuss the contribution Jeffrey Brackett made to the development of the social work profession. Why was his contribution important?
2. As someone enrolled in a social work class, you will probably soon be asked just what it is to be a social worker. Give a two-minute (or two paragraph) response to that question.
Multiple-Choice Questions:

1.1a 
Who first suggested and promoted the name “social work?”


a.
Charlotte Towle


b.
Mary Richmond


c.
Jeffrey Brackett


d.
Edward T. Devine

1.1b 
Which of the following terms is used to refer to an occupation’s particular area of competence or expertise?


a.
Social functioning


b.
Values and ethics


c.
Social environment


d.
Professional domain

Key Point 2. The central purpose of social work is to help people improve their social functioning and simultaneously creating social conditions that will enhance the well-being of people and prevent or mitigate problems in social functioning.

Learning Objective: Identify social functioning and changing social conditions as the dual responsibilities of social workers.
Open-Ended Questions: 

1. Describe the concept of “social functioning” in your own words. Give an example of a problem in social functioning as experienced by an individual or family.
2. Give an example of a social condition that may contribute to problems in social functioning for a social worker’s clients. What might be a primary prevention approach that would modify that social condition?
Multiple-Choice Questions:

1.2a
The concept of “social functioning” is best described a reflecting a person’s


a.
spiritual well-being


b.
emotions


c.
interactions with others


d.
family supports

1.2b
The central social work value that is concerned with efforts to improve social conditions for all people is


a.
social justice







b.
economic development





c.
distributive welfare


d.
social class realignment

Key Point 3. The focus on social functioning most clearly distinguishes social work from other helping professions. At the heart of social work practice is attention to the quality of social interaction experienced by a client, i.e., an individual, a family or other form of household, a therapeutic or task group, an organization, a community, or even larger social structures. The concept of social functioning is concerned with matching an individual’s capacities and actions with the demands, expectations, resources, and opportunities within his or her social and economic environment. Through the provision of programs of social care, social treatment, or attempting to strengthen the quality of social programs (i.e., social enhancement), social workers assist people in improving their social functioning.

Learning Objective: Explain what is meant by social work’s dual focus on person-in-environment.
Open-Ended Question: 

1. In your own words, explain the “person-in-environment” concept. Using yourself as an example, illustrate the concept describing key elements of your immediate environment and your distant environment
Multiple-Choice Questions:

1.3a
 Social work is distinguished most clearly from other helping professions by its 

focus on


a.
helping people resolve problems of social functioning


b.
assessing clients’ needs


c.
forming helping relationships


d.
requiring professional education to practice

1.3b 
The best phrase to capture social work’s unique focus among the helping professions is:


a. primary prevention


b.
micro/mezzo intervention


c.
person-in-environment


d.
facilitating client change

Key Point 4. The scope of social work ranges from direct work with the individual to broad social change and social reform, and even to the prevention of social problems. It is useful to break down this very wide range of activities into more discrete arenas or levels, i.e., micro-, mezzo-, and macro-systems.

Learning Objective: Recognize that unlike most professions, social work’s person-in-environment focus requires the social worker to address human conditions ranging from the individual to the society.
Open-Ended Questions: 

1. Social work has an exceptionally broad scope that requires ability to assess micro-, mezzo-, and macro-level practice situations. What is meant by the terms micro, mezzo, and macro practice? Provide an illustration of each.
2. 
Programs developed to respond to problems in social functioning might include emphasis on providing social care, social treatment, and/or social enhancement. Give an example of each and then describe the kind of problems they are intended to address.
Multiple-Choice Questions:

1.4a
Which set of terms best reflects the scope of social work practice?


a.
Primary/secondary/tertiary


b.
Micro/mezzo/macro-levels


c.
Whole/partial person focus


d.
Birth/growth/dying developmental stages

1.4b
 A social worker’s efforts to help a client obtain basic resources such as food, clothing, and shelter is termed:


a.
social care


b.
social treatment


c.
social enhancement


d.
social action


Key Point 5. Social work is recognized as one of the primary helping professions. A social worker’s sanction or approval comes from agencies hiring social workers and clients choosing to engage with social work professionals in addressing their issues. In trade for public trust associated with having the sanction to perform this role, social workers are ethically obliged to practice with maximum competence and in a manner that protects clients from professional misconduct and incompetence.

Learning Objective: Recognize that social work operates with the approval of the society to address issues of people interacting with their environments, but must return that trust by practicing ethically.
Open-Ended Questions: 

1.
Select a helping profession other than social work (e.g., teaching, medicine, nursing, psychology) and compare to social work. Who do they serve? What aspect of human functioning is their focus? What type of human problems does each address? Where might they overlap with social work?
2. Describe the concepts of a profession’s “domain” and “professional drift.” Using social work as an example, discuss how professional drift might result in other professions encroaching on social work’s domain or social work encroaching on the domain of other professions. What is the potential impact on clients?
Multiple-Choice Question:

1.5a
The most important reason a social worker should not operate outside of his or her profession’s boundaries is


a.
the community may become confused about what social workers actually do


b.
the client is deprived of the perspective social work brings to the situation


c.
licensing requirements prohibit such activities

d.
other professions own the exclusive right to engage in those actions

Key Point 6. Figure 1.1 and the related discussion of the elements of the model provide an overview of social work practice is that reflects the society, community, and agency as providing the context in which the client and worker come together. When they come together to address an issue, the client and worker bring a variety of background factors, including experiences, capacities, knowledge, skills, and techniques to assist clients in enhancing social functioning and/or improving social conditions.

Learning Objective: Identify the elements of client, social worker, agency, and social policy and program that merge during the planned change process.
Open-Ended Questions: 

1. Describe the several characteristics that clients and social workers bring into the planned change process as reflected in Figure 1.1 of the text.
2. Explain how social policies and social programs affect the services social workers can provide their clients. Give an example.
Multiple-Choice Questions:

1.6a
Giving attention to the influence of a client’s family and friends is best described as focusing on the client’s


a.
personal characteristics


b.
practice framework


c.
immediate environment


d.
change process

1.6b
The work that occurs during the planned change process should primarily focus on maximizing the


a.
mission of the employing agency


b.
client’s abilities to bring about change


c.
input from the client’s immediate environment


d.
worker’s knowledge and skills
Chapter 2: Merging Person with Profession
A.  Content Overview
The ability to forge a positive helping relationship depends on the social worker’s ability to project such personal qualities as energy, interest, concern, and an optimism that positive change can occur. In addition, the worker must demonstrate his or her competence in providing needed services. To do all of that, day after day, the worker must balance and integrate elements of his or her personal and professional lives in a way that is both healthy and productive. This chapter addresses some of the factors a social work student should consider when deciding if he or she has what it takes to be an effective social worker. The chapter also suggests ways for a social worker to maintain a well-rounded life that keeps him or her proficient and fit for social work practice.

B.  Key Points, Learning Objectives, Open-Ended Questions, Multiple-Choice Questions

Key Point 1. Selecting Social Work as a Career is not and should not be a simple or easy decision. Social work is both a rewarding and a demanding profession, but it is not for everyone.

Students considering a social work career often describe their motivation as “I want to help people” -- which is important, but not sufficient. Joining with clients as they struggle with serious and complex problems can be challenging and stressful. A career in social work inevitably modifies one’s beliefs and assumptions about the human condition, fairness, and justice. A social worker meets people who are resilient and people who have been crushed by their circumstances and problems. A social worker sees more clearly than most other people how a society and its social institutions can benefit some groups while harming or impeding others. 


The demands and stressors associated with social work practice can reverberate within one’s family and friendships. Social work is not a high paying profession and that has a financial impact on one’s family. For some individuals, these demands and limitations are simply too great. Once social work is selected as a career and the student completes the requisite education, there is another difficult transition to address—moving from student to practicing social worker.
Learning Objective: Recognize that social work is a career that will likely be emotionally draining and affect other dimensions of the social worker’s life.
Open-Ended Questions:

1.
To be an effective social worker, one must be well-rounded both personally and professionally. Why is this important?
2.
When someone enters the social work profession, it becomes that person’s ”life companion.” Discuss two reasons you believe social work would be a good life companion for you and two factors that make you question making social work your life companion.
Multiple-Choice Questions:

2.1a
To be a successful social worker, one must at least



a.
embrace all NASW policy statements

b.
feel that it is personally rewarding to help facilitate client change

c.
be willing to live at or below the poverty level

d.
be willing to devote time to client needs over family demands
2.1b 
The most important factor for a social worker to recognize is that he or she should expect to

a.
leave one’s work behind when returning home

b.
be emotionally consumed at both home and at work about client needs

c.
plan to serve as a role model for clients by maintaining good family functioning

d.
face strain in balancing his or her attention to both personal and professional matters
Key Point 2. Establishing Oneself as a Social Worker requires more than just securing a job. It also requires establishing a reputation as a competent professional with clients, colleagues, and other professionals. At times being a social worker might require taking responsibility to challenge agency policies and procedures in order to create a more positive and humane atmosphere in which services are provided. At other times one might find it necessary to engage in political activities that promote social justice and strengthen the human services in order to improve the lives of vulnerable people. One must be prepared for criticism and resistance to these actions.

Learning Objective: Identify tasks a new social worker should be prepared to complete in order to develop a positive professional reputation and address issues in agency functioning and/or community conditions that compromise the quality of life for residents of the community.
Open-Ended Questions:

1.
Discuss at least two reasons it is important for a social worker to develop a favorable reputation as a competent professional? 
2.
Identify at least two factors a social worker should carefully consider before launching an effort to change agency policy or become involved in political activity in the community. Give examples of positive and negative outcomes that might follow well-intentioned efforts to bring about such changes.
Multiple-Choice Questions:

2.2a 
If a social worker is concerned about the wisdom or appropriateness of an agency policy, the first step should be to

a.
determine why the current policy was adopted

b.
organize clients to take the issue to the agency’s board

c.
make an appointment with the agency’s director to argue for policy change

d.
organize other staff members to support your position when advocating for change
2.2b
The social work value of pursuing social justice rests on the core belief that

a.
justice is served when vulnerable people are given services

b.
all people are inherently of value and should be treated fairly

c.
life is inherently unfair and people should not expect to be treated fairly

d.
the most just social programs are the responsibility of the Department of Justice

Key Point 3. The Interplay of One’s Personal and Professional Lives requires constant attention from the social worker. In many cases the social worker has the privilege of temporarily entering into the thoughts, feelings, and perceptions of his or her clients. These can be personally rewarding, inspiring, and valuable leaning experiences. Or on the other extreme, frequent exposure to difficult and frustrating situations may give rise to a sense of disillusionment or a weariness with the human condition and the possibility of change. If the worker loses hope and a positive attitude toward people, his or her capacity to be helpful rapidly deteriorates.  People enter social work because they care about the well-being of their clients. They must work to preserve a positive outlook, and they must also keep job-related frustrations from engulfing and damaging their personal and family relationships. 
Learning Objective: Recognize that being a social worker can be personally uplifting and rewarding, as well as discouraging and have negative consequences for one’s personal life.
Open-Ended Questions:

1.
The in-depth relationships between social workers and their clients are likely to bring about changes in the social worker’s attitudes and outlook about the human condition. Give examples of a positive change and a negative change a social worker might expect to experience.
2.
An issue social workers sometimes face is whether or not to use personal resources (e.g., time and money) to assist clients when the agency or human services delivery system does not meet the clients’ needs. Identify and discuss the arguments on each side of this issue.

3.
What are two things a social worker might do to keep work-related concerns from adversely affecting his or her personal life and family relationships?
Multiple-Choice Question:

2.3a 
A client’s uncomplimentary evaluation of a social worker should best be considered as primarily

a.
the result of a personality conflict

b.
an opportunity to be positively changed by a client

c.
a signal that the worker isn’t a good fit with social work

d.
a sign the worker is experiencing burn-out
Key Point 4.  A Self-Care Program for the Social Worker is necessary because social work is an emotionally demanding profession and the frustrations of the job and (sometimes) community ill-will toward those working with the most vulnerable members of society can negatively affect the social worker’s self-image. To be prepared to do this work on a daily basis the social worker should be physically fit, intellectually prepared to think creatively, be engaged in life beyond the scope of social work practice, and generally be as well-rounded as possible. In times of professional and/or personal stress, the social worker should seek support from family, friends, and colleagues. In times of exceptional stress, the social worker should seek professional help.
Learning Objective: Demonstrate commitment to being fit for social work practice and seeking help in periods of stress or when addressing personal problems.
Open-Ended Questions:

1.
Dealing with the troubles of clients and working with in the context of human services agencies that have limited resources can be taxing for a social worker. Discuss two things a social worker can do to deal with the inevitable frustrations that arise in social work practice.
2.
Self-care for a social worker involves keeping fit physically, emotionally, spiritually, intellectually, socially, and perhaps engaging in various forms of artistic expression. Develop a plan for maintaining a fitness program for yourself in the future. What changes do you need to make in your lifestyle to accomplish this plan?
Multiple-Choice Questions:

2.4a 
It is most important for a new social worker to realize that

a.
one’s learning for social work has reached its peak upon graduation

b.
the best knowledge for practice is acquired through interactions with clients

c.
the theoretical knowledge learned in school has little relevance in practice

d.
new and changing knowledge requires investing time and effort in life-long learning
2.4 b
The frequent and long-term exposure to the distress of others can contribute to a numbing or hardening of the worker’s own feelings. This is best described as

a.
compassion fatigue

b.
learned helplessness

c.
secondary trauma

d.
residual depression
Key Point 5. Having Fun in Social Work may appear to be an oxymoron. How can one have fun while dealing with the distress of vulnerable people? Despite common frustrations, social work practice can be enjoyable and sometimes it is fun. Not infrequently clients find humor and irony in their mixed-up and awkward situations. A social worker must never laugh at a client, but he or she can often laugh with the client. If we take ourselves too seriously, we cannot have the objectivity, flexibility, and creativity needed to help our clients. And by maintaining a sense of humor social workers can better deal with stress.
Learning Objective: Express the importance of not taking oneself too seriously and enjoying the practice of social work by maintaining a sense of humor about the trials and tribulations of being a social worker.
Open-Ended Questions:

1.
To some it may seem inappropriate to insert humor into the business of helping vulnerable people address serious social situations. Discuss two reasons why having fun while engaged in social work can be positive for the social worker.
2.
Laughing with the client, as opposed to laughing at the client, is an important distinction in social work practice. Give an example of each that you have experienced in your life.
Multiple-Choice Question:

2.5a 
The idea of having fun while engaged in social work practice is

a.
not likely because social workers deal with some of life’s most serious problems

b.
unrealistic because social worker’s heavy workloads allow no time for fun

c.
important because social workers should teach clients to not worry too much about their problems  

d.
important because it helps social workers and clients avoid taking themselves too seriously
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