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INDEX

A

Access: to services, 1.11; to client records,
227

Accountability, 5.35

Accuracy of case records, 2.26

Administration of social agency, 2.1-2.39

Administrative structure, 2.7

Advisory committee, 1,25, qualifications
of, 1.27; responsibility of, 1.28; role of
local, 1.29

Affiliations of agency, 5.18

Aftercare services, 4.27

Agency: organization of, [.1-1.32; incor-
poration of, 1.3; responsibility of, 1.4;
licensing of, 1.5; purpose and function
of, 2 I; policies and procedures, 2.1-2.3;
budget, 2.12; staffing and personnel,
3.1-3.24; specialists and consultants,
use of, 3.13, 5.9, volunteers, 3.16-3.18;
participation in community planning,
5.4; public, 532; relationship with
others, 5.39; mergerof, 5.42-548; asa
training center, 551

Agency closing, 5.49

Agency manual, 24

Agreements: written, between client and
agency, 4.20; interagency, 5.40

Appeal procedure: for clients, 2.11; for
agency personnel, 323

Appropriate methods of help, 4.16

Assessment of requests for service, 48-4.12

Audit, 2.14

Auspices, 1.1; religious, 1.10, 5.38; public,
532

Authorization, 1.2

Availability of agency services, 1.10; of
community services, 5.5

B

Basic health and welfare services, 5.6

Basis: of fees, 2.18; for commmunity
planning, 5.1

Board committees, 1.30

Board of directors: responsibility of, 1.24;
composition of, 1.26; qualifications of,
1.27; change of compesition of, 1.31,
conflict of interest of, 1.32; support of
merger, 346

Brochures, interpretation through, 5.11

Budget, 2.12-2.{5

Budget requests, 5.23

Business and secretarial offices, 1,13

C

Caseloads, 3.2

Case planning, 4.14-4.20

Case records: ule of, 222; policies and
guides for, 223; compilation of, 2.24;
format and content of, 2.25; summa-
ries of, 225: accuracy in, 2.26; clients’
access tq, 227, protection of, 2.29;
confidentiality of, 2.28-232; for re-
sgarch, 2.38

Change of board compositien, 1.31

Channels of communication, 2.10

Characteristics of the intake process, 4.2

Charges: against chients, 2,17, 2.18; apainst
purchase of service, 541

Child therapists, qualifications of, 3.12;
role of, 3.34

Classification of service evaluation, 422

Clergy, qualifications of, 3.12; role
of, 314

17



Client: grievance and appeal procedures,
2.11; setting goals with, 4.19; access to
case records, 227, protection in re-
search, 2 36; handicapped, services for,
5.36; agency agreement with, 4.20;
participation in intake, assessment,
planning, and evaluation, 4.5, 4.11,
413,417,421

Closing, agency, 5.49

Committees: advisory, 1 25; board, .30

Communication: office system, 114;
channels of, 2 10

Communily: conditions requiring atten-
tion, 5.3; health and welfare services,
56, unme! needs in, 5.12; as a source
of financing, 5.20; information and
referral services, 5.24; support of ser-
vices, 5.20-35.24; relation of agency to,
539

Community planning, 5.1-56; basis for,
5.1; responsibility for, 5.2; bodies, rale
of, 5.4; principles to be applied in, 3.5

Community specialist: qualifications of,
3.12; role of, 3.14

Composition of board, 126

Conditions in the community requiring
attention, 5.3

Confidentiality, 2.28-2.33; of case records,
2.29; of minors, 2.30; in teaching and
interpretation, 2.31; in relation to third
party vendors, 2.32

Confliet of interest, board, § 32

Consent of parents of a minor, 230

Consultants and specialists, 3.12-3.15

Content: of case records, 2.25; of assess-
ment, 4.12

Cooperation: with other organizations and
disciplines, 1.4; of social worker with
specialists, 3.15; public and voluntary,
5,30, with training programs, 5 56--5.52

Coordination: and integration of services,
2.9; of pubiic and voluntary services,
5.30; of merged services, 5.44

Costs of service, 2.15

Cour, role of, 5.27

Coverage of agency, geographical, 1 10

Cultural specialist: qualifications of, 3.12;
roie of, 3.14

D

Decision regarding use of service, 4.13

118

Dentist: qualifications for, 3.12; role of,
314

Deparimentalization and decentralization,
28

Depariments of social services (statef
provincial), responsibility of, 5.33

Destruction of old case records, 233

Devejoping standards: by licensing author-
ity, | B; respounsibility for, 5.19

Development: of budget, 2.13; of staff,
319

Developmentally disabled, services re-
quired for, 5.36

Differential use of personnel, 3.10

Direct services of state/ provincial depan-
ments, 5.33

Director, executive, 34,35

Directors, board of, 1 24-1.32

Disaster plans for the safety of clients and
staff members, 123

E

Emotionally disturbed, services required
for, 5.36

Equipment: office, 1.16; leisure and play,
1. [7; transportation, 1,18

Evaluation: of agency services, 2.5; partic-
ipation in research for program review
anrd, 2.37; of staff, 3.8; of client func-
tioning, 4.8-4.12; of service plan,
421-423

Executive director: responsibilities of, 3.4;
qualifications of, 3.5

Expansion of services, 2.6

F

Facilities: licensing of, 1.5; office, 1.12-
1.15; proprietary, 5.29

Fees for service, 217; size and basis of,
218

Films, use of, 5.1}

Financing, 2 12-2.18

Financing: community as a source of,
5.20; of mergers, 548

Fire prevention and detection, 1.21, 1.22

Formal evaluation of service plan, 423

Format of case records, 2.25

Function; of agency, 2 §; interpretation of,
57-512



Funds: for research, 2.39; use of public,
521
Fumnishings, office, 1.15

G
Geographic coverage of agency, 1.10
Goal setting with clients, 4.19
Governing body, 1.24-1.32
Grievance procedures: for clients, 2.11;
for agency personnel, 3.23

Guides for case records and case record-
ing, 2.23

H

Handicap, services required for, 5.36
Health and welfare services, need {or, 5.6
Heating system, in agency, 1.20

Helping methods, selection of, 4.16

1

Incorporation, 1.3

Industry in child welfare, 528

Information: responsibility to collect, 2.21;
accuracy of, 2.26; obtaining and shar-
ing, 2.31; retention and destruction of,
2.33; sources of, 4 4; for use in assess-
ment, 4 9; to public through the use of
mass media, 5.10; about problems and
needs, 5.14; and referral services, 4.6,
524

Inservice training, 3.19, 5.52

Intake: policies, 4.1; characteristics of,
4.2; organization of, 4.3; study, method
of, 4.5

Intake worker, qualifications of, 4.7

ntegration of service, 2.9

Interagency: relations, 5.39; agreements,
5.40

Interpretation, purpose of, 5.7; methods
of, 5.8; to key groups, 5.11

J

Job definitions, 2.7
Joint training programs, 5.52

K

= Key groups, interpretation to, 5.11

L

Lack of client progress, reasons for, 4.24

Leadership: sectarian, 526; statef
provincial department, 5.33; in mer-
gers, 3.47

Leaflets, use of, 5.11

Legal base of licensing, 1.5

Legal consultant: qualifications of, 3 12;
role of, 3.14

Legislation, 5 16; regulation for licensing,
15-1.7

Leisure and play equipment, 1.17

Licensing and licensing renewal, 1.5-1.9

Local advisory committee, 1.29

Location of agency, 1.12

M

Maintenance: of standards, 18, 5.35; of
case records, 2 24; of records for re-
search, 2.38

Manual: board, | 24; agency, 24; per-
sonnel, 320

Mass media: use of, 5.10

Medical consultant: qualifications of, 3.12;
role of, 3 14

Merger of agencies, 5.42-548

Method: of intake study, 4.5; selection of
helping, 4.16; of interpretation, 5.8

Minority group services, 337

Minars, confidentiality of, 2 30

N

National organitations, role of, 5 25, sec-
tarian, 5.26

Need for community health and welfare
services, 5.6

Needs, children with special, 5.36

Nonsocial work personnel, use of, 3.10

Number of staff members: professional,
3.1 office, 3.11

Number of supervisors, 3.9

Nurse: gualifications of, 3.12; role of, 3.14

Nutritionist: qualifications of, 3.12; role
of, 314

0

Obtaining ard sharing information, 2,31

Office: location of, 1.12; space, 1.13; fur-
nishings, 1 15; equipment, [.16; staff,
3

119



Organization: of agency services, 1.1-1 32;
of intake, 4.3

Organizations: role of state/ provincial and
national, 5.25; sectarian, 526

Orentation: of new board members, | 24;
of volunteers, 3.16; of new staff
members, 3.19

Other: community services, 5.6, agencies,
relationship with, 5.39

P

Participation: of staff in policy determi-
nation, 2.3; of clients in the assessment
process, 4. 11; in social planning, 5.13

Payment: by clients, 2.17, 2.18; to consul-
tants and specialists, 3.13; by other
agencies, 5.22, 5.40

Personal characteristics of staff members,
33

Personnel: research, 2 36; differemial use
of, 3.10; policies and practices, 3.20;
records, 3.21; salacies, 3.22

Physical facilities, location of, 1.12

Physical therapist: qualifications of, 3.12;
role of, 3.14

Planning: purpose of, 4 14; responsibility
for, 4.15; panticipation of child, par-
ents, and others in, 4.17; function of,
4.18; for termination, 425, commu-
nity, 5.1-5.6; social, 5.13-5.16

Play and leisure equipment, 1.17

Policies: responsibility for the develop-
ment of, 2.2; staff participation in, 2.3;
for grievance and appeal, 211, 3.23;
for case records and case recording,
2.23; for use of specialists and consul-
tants, 3 13; for use of volunteers, 3.17;
personnel, 3.20; intake, 4.1

Practices, personnel, 320

Preparation: for termination, 4.26; of
standards, 5.19

Preservation of records, 233

Prevention: fire, 1.21

Principles to be applied to community
planning, 3.5

Problems and needs, information about,
514

Procedures, agency, 2 4

Professional services, use of, 3.12-3.15,
59

Program review and gvaluation, 2.37

Promotion of training programs, 5.50

24

Propeietary agencies, 3.29

Protection: fire, 1.22; of agency records,
2.29; of clients in research, 2.36

Psychiatrist, qualifications of, 3.12; role
of, 3.14

Psychologist: qualifications of, 3 12; role
of, 3.14

Psychosocial assessmeat, 4.8

Public funds: use of, 521; purchase of
service, 522

Public relations, 5.9

Public apency services, 5.32

Purchase of service, 5.22; charges for,
541

Purpose: of agency, 2.1; of volunteer pro-
grams, 3.16; of assessment, 4.10; of
case planning, 4 i4; of interpretation,
57

Q

Qualifications of: board or advisory
committee membership, 1.27; execu-
tive director, 3.5; social work staff,
1.6; supervisory staff, 3.7; specialists
and consultants, 3.12; intake worker,
4.7

R

Racial groups, services, 5.37

Ratio of supervisors to staff, 3.9

Reasons for lack of client progress, 4.24

Reception area, 1.13

Records: case, 222-2.33; clients” access
to, 2.27; confidentiality of, 2.29-2.32;
maintenance of, for research, 2.38;
personnel, 3.20

Referral services: agency, 4.6; communily,
5.24

Regulation of child placement services,
1.5-19

Relationships: public and voluntary
agency, 530, 5.31; interagency, 5.39,
agency with other community organi-
zations in the promotion of training
programs, 5.50

Religious: counseler, qualifications of,
3.12; role of, 3.14; social services under
the auspices of, 5.38

Reporting systems, 2 20

Requirements: licensing, 1.5; sanitation
and safety, 1 {9



Research, 2.34-3.39: responsibility for,
2.34; personnel, 235; protection of
clients in, 2 36, program review and
evaluation, 2.37; maintenance of
records for, 2 38; funds for, 239

Responsibility for: standards, 1.8, 5.19,
development of policies and proce-
dures, 22; statistics and reporting,
221; research, 234; case planning,
4 15; evaiuating the service plan, 4.21;
community planning, 5.2; social action,
513

Responsibility of: social agency, general,
1 4; board of directors, 1.24; advisory
commitiee, 1.28; executive director,
31 4: supervisory staff, 3.7; proprietary
agencies, 5.29; respective, of public
ard voluntary agencies, 5.31; state or
provincial department, 533

Retention of case records, 2.33

Role of: local advisory committees, .29,
specialists and consultants, 3.14; com-
munity planning bodies, 5.4; state or
provincial and national organizations,
5.25; sectarian organizations, 5.26;
court, 5.27; industry, 5 28

Rotation of board members, 1.31

S

Safety: requirements for, 1.1%; heating
system, [.20; fire, 1.2}, 1.22; disaster
plans, £.23

Salaries, 3.22; for specialists and consul-
tants, 313

Sanitation, requirements for, | 19

Secretarial and business offices, 1.13

Sectarian organization, role of, 5.26

Selection: and training of volunteers, 3 18;
of helping methods, 4.16

Service: licensing as a, 1.9; costs of, 2 15;
fees for, 2.17; aftercars, 4 27; purchase
of, 5.22

Services: access to, 1.1l evaluation of,
25; expansion of, 2.6; coordination
and integration of, 2.9; responsibility
for evaluation of, 2.37; referral, 4.6,
5 24; termination of, 4.25, 4 26; need
for, 5 6; public agency, 5.32; voluntary
agency, 5. 34; for emotionally disturbed
and developmentally disabled, 5.36;
minority group, 5 37; under the aus-

pices of religious, 5.38; merger of,
544 545

Setting goals, 4 19

Sharing information, 2.31

Size: and basis of fees, 2 18; of staff, 3.1;
of apencies considering merger, 543

Sacial action, responsibility for, 5.13

Social agency: organization of, 1.11-1.32;
auspices of, [ [; authorization of, 1.2;
incorporation, 1.3; responsibility of,
1.4, 531,533, 5 35; administration of,
2 [-2.39; purpose and function of, 2.1;
and unions, 3.24; referrals, 4.6; in
community planning bodies, 5.4; affil-
iations of, 5.18; services of, 5.32, 5.34;
merger of, 5.42; closing of, 5.49

Social planning, 5.13-5.16

Social work: supervisory staff, 3.7;
methods, 4 5, 4.16; planning with client,
4 15; education, 5.50-5.52

Social worker: workloads of, 3.2; per-
sonal characteristics of, 3.3; qualifica-
tions and responsibilities of, 3.6; super-
vision of, 37; evaluation of, 318;
cooperation with specialists, 3.15; par-
ticipation in intake, 4.2; role in assess-
ment, planning and decision regarding
service, 4 13; and termination, 4.25

Sources of: agency support, 2 [6; infor-
mation, 4.4

Space, office, 1 {3

Specialists and consultants: qualifications
of, 3.12; use of, 3.13, 5.9; role of, 3.14;
cooperation of social worker with,
115

Speech therapist: qualifications of, 3.12;
role of, 3.14

Staff: facilities, 1.13; participation in pol-
icy determination, 2 3; meetings, 2.10;
size of, 3.1; personal characteristics of,
3 3; social work, 3.6; supervisoty, 3.7;
evaluation of, 3.8, office, 3.11; devel-
opment, 3.19

Staffing, 3 1-31.18

Standards, responsibility for, 1.8, 519,
5.32

Staternent of personnel policies and prac-
tices, 320

State or provincial department, responsi-
bility of, 5.33

State or provincial and national organi-
zations, role of, 525

Statistics and reporting, 2.19-2.21
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Structure, administrative, 2.7

Study, intake, 4.5

Supervisory staff, 3.7

Supplementary stalf: qualifications and
use of, 3.10

Systems: communication, |.i4; heating,
1.20

T

Teacher: qualifications of, 3.12; role of,
114

Fermination of service, 4.25-4.27, plan-
ning for, 4 25; with children and par-
ents, 4.26

Territory covered by agency, 1 10

Third party vendors, confidentiality in
relation to, 232

Training programs: inservice, 3.19; pro-
motion of, 5 50; the agency as a train-
ing center for, 5.51; joint, 5.52

‘Transportation equipment, } 22

U

Unfavorable community conditions, 5.3

122

Uniform reporting system, 2.20

Unions and social agencies, 3.24

Unmet needs in the community, 5.12

Use of: statistics, 2.19; case records, 2.22;
nonsocial work personnel, 3.10; other
specialists, 3.13, 5.9; volunteers, 3.16,
3.17; assessment, 4 9; mass media, 5.10;
public funds, 5.21

v

Volunteers: purpose of, 3 16; policies for
use of, 3.17; selection and training of,
318

Voluntary agency: cooperation of, with
public agency, 5.30; services, 5.34;
responsibility of, 5.35

w

Workloads, 3.2

Written agreements: with clients, 4.18;
for purchase of service, 5.31; inter-
agency, 5.40

Welfare services, basic community health
and, 56



