Instructions for Writing the Written Agency/Organization Report
A. Length of the report

The agency/organization report should be a minimum of three (3) pages in length and a maximum of four (4).  Points will be deducted for reports not meeting this requirement.  

B.
Format of the Paper

The report is to be written as a narrative, i.e., the information (listed in "Contents of the Paper" below) is not to be listed numerically within the paper.  Each question should be addressed separately, using a separate heading when responding to each.  

Students will submit the written agency report to the professor by the assigned date. Provide a cover sheet that includes the following:  name of the assignment, your name, course name, professor’s name, and the date.

C.
Contents of the Paper

The agency/organization report is to focus on the following:

1.
What is the major purpose of the agency/organization?

2.
What services are provided?

3.
How does the agency/organization term itself, e.g., as a public service agency/organization, a private service agency/organization, a profit-making agency/organization, or a nonprofit agency/organization? Discuss this.

4.
How is the agency/organization governed, e.g., by a board of directors, or federal guidelines?   

a.
If by a board, briefly discuss its function.

b.
If by other means, briefly discuss this.

5.
How is the agency/organization financed?

6.
Who may qualify for services?  How is this determined?

7.
Briefly describe and discuss the type of clientele served (women, children, the homeless, etc.)

8.
Describe the agency's strengths and limitations as you see them.

9.
Discuss any weaknesses and/or gaps in service you have observed.

10.
Describe your placement agency/organization as a system (using tenets from System Theory that were discussed in SWK 202 Class).

11.
Give your overall impression of the agency/organization. Would you recommend it for 

use by your clients? 
This format is to be used for the Oral Presentation of the Agency Organization Report

(Note: Check to see if Oral Report will be required for your class--some classes omit this assignment.)

A.
Instructions for the Presentation

1.
Do not exceed fifteen (15) minutes for the entire presentation. 

2.
Each report will be presented in class via PowerPoint presentation.

3.
Ten (10) minutes are to be used for the presentation, and five (5) minutes are to be reserved to field questions from classmates.  

4.
Student is encouraged to obtain agency brochures and handout for classmates.


B.
Contents of the Presentation:

1.
Name, location and major purpose of the agency

2.
Brief history of the agency

3.
Kind of agency (e.g., public, nonprofit)

4.
Goals and objectives of the agency

5.
Analysis of services provided and by whom

6.
Governing body?  Function of the governing body?  

7.
Funding source(s)

8.
Type of clientele served?  Describe them (e.g., boys, girls, the homeless, low income, ages)

9.
Eligibility for services?  Who determines this?

10.
Staff and their roles, in terms of provision of services

11.
Networking system, i.e., what resources are utilized in securing needed services for the clientele? 

12.
Your personal opinion of the agency  

