Cal Poly Humboldt Social Work CPH Social Work S4

Community Placement Program .
Phone: (707) 826-4452 Community
socialwork.humboldt.edu Instructor User Guide

Follow the Directions below when initially accessing S4:

Logging in
1. Go to https://app.calstates4.com/humboldt

2. Click the Community Partner Login button

Student/Faculty Log In ' Community Partner Log In '

HS4U

Our mission is to promote and support learning and reciprocal
connections among students, faculty, and community members through

academic coursework integrated with community partnerships; and to
encourage the development of socially and environmentally responsible



https://app.calstates4.com/humboldt

3. Provide your log in information. Click the “Request new password” link if you
have forgotten your password or if you did not receive the initial set up email from
S4 Notifications.

Username Sl

Password [[EZ71)

CAPTCHA




4. Click “View/Manage Students” to see all current and previous interns.

Your affiliated sites

Program(s) Site Name

Social Work  Cal Poly Humboldt Edit Site View Log
Soclal Work Informatio Entries

Department

___________________________________________________________________________________

5. Click the placement number hyperlink to access an individual student’s
placement page.

——————————

______________________________________________________________________________________________________

Wi Eat Loy Entries oo Tunaltie Placements Redated Courses

Flacement First nam LAt name Program Course Sne Staff Opportunity Estimated Hours

Reported Hours



. All forms under the “Signup Forms” header must be completed by the
student. You will receive an email when the learning agreement upload is
ready for your approval. The document uploaded should already have been
approved by you during supervision. Follow the next steps to sign the learning
agreement.

Placement #227183

Student: Sally Humboldt

Placed by: Yvonne Doble

Coursae: SW 0 (D). SW Test

Program: Social Work

Site: Cal Poly Humboldl: Social Work Department
Site Staff: Danielle Cenotti

Opportunity: (empty)

Signup Forms

Confirmation of Campus COVID Policies

Leaming Agreement LUpload 23-24

Complete form

Complete form

Release for Face-io-Face Placements

End of Placement Forms

BASW Field Placement Performance Evaluation - Mid Year Complete form

Other Forms

Spring Learning Agreement Review Complete form 0r3 completed




7. When a student submits a form, an automatic email will be sent by S4
notifications to the main site supervisor prompting them to click a link in order to
review the form and submit their electronic signature. Click the link to sign the
form.

i
! Student: Sally Humbaoldt

:Placemem Cal Poly Humboldt: Social Work Department

Hello Danielle Cenaotti

______________________________________________________________________________________________________

8. In addition to the email link, you can access student form submissions directly
from their placement page by clicking the “View Submission” button to the
right of the form name.

——————————————————————————————————————————————————————————————————————————————————————————

Signup Forms

Confirmation of Campus COVID Policies

Learning Agreement Upload 23-24 View submission 0/2 completed

Complete form

__________________________________________________________________________________________

Release for Face-to-Face Placementis



9. When you are viewing a form, you can look in the upper right of the page to
see which signatures have been submitted (in green) and which signatures are
still needed (in red).

Supplemaental Forms
I —

X Fa

Placement #227 183 Information

Student: Sally Humboldt Term: FALL 2023
_ _ Program: Social Work Estimated Hours: &0

i
i
i
I
I
I
|
i
i
i
i
i X Primary Supery
I
I
|
i
i
i
i
I
I
!

10. In addition to the student’s signature, student forms require 2 signatures
a. Signature 1 - Faculty Field Liaison
b. Signature 2 - Community Field Instructor (You)
You will click on “Primary Supervisor Learning Agreement Signature” to sign the
document. Once signed, your signature field will appear in green.

o T T T ] T T ] ] T T ] ] 1 -y

Learning Agreement Upload 23-24

Supplemental Forms

Donamiload PO
...... W L&armin

Placement #227 183 Information

Student: Sally Humboid! Term: FALL 2023
Program: Social Work Estimated Hours: &0
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Reviewing student’s timelog:

11. You will receive an email request to review the timelog for your student. Click the

link to approve the student’s timelog.

S4 Notifications «

T

Hello Danielle Cenotti

You have time entries to approve for Sally Humboldt

Additional message from sender:

This email was sent by Sally Humboidi

g

12. You will be taken to the website where you can “Review and Approve Entry” next
to each entry. You can also Review multiple entries at once by clicking “Bulk

Review Entries” at the top of the timelog.

' Timelog #227183

F Flacement 22718

| Student Saily Hurmbokd
| Placement 227153

: Program Social Vork

Hequeest Appeowal of Hours

.
Cakgulated How have the identified Jcbivites contnbuted 1o the goals mission of the

: Date Thrns & Hours organation? Status H
1
i ‘:. - -, S0 . 10 Vham § 2.00 sormpheted Ogntalicn STty Heveew & Appiowe | niry :
| 1235

i
— !
1. o
1
1



13. When approving the time entry, you will be able to leave notes for your student
about each entry. Be sure to include notes if you do not approve the entry, and
select “Needs changes”. Otherwise, select “approve”.

Review & Approve Time Entry

Student: Sally Humboldt
| Site: Cal Poly Humboldt: Social Work Department

| Date/Time: 08-09-2023 10-35am to 08-09-2023 12-35pm
| Hours: 2.00

! Activity Notes
i Completed Orientation

Approver Instructions: You can either approve the hours or send them back 1o the student
If changes are needed. It is recommended that you provide a note if requiring changes
before approval

Leave Notes for Sally Humboldt

Needs changes ) ¥ Retum to Timelog without saving



14. Once approved, you will be taken back to the timelog page where you will be
able to see the updated status of each timelog entry.

CStudent Saly Humpolat T T e K

| Placemant 2271 '

| Program 1l Wk '

:llll il | Humbokdl Socia k Department :

i Date/ Time A Cakculated Hours How have the identified activities contributed to the goals/mission of the organization? Status i

i

: ‘. I - l- J
l

| Submitted Hours: 2 '

15. You will also have access to approve timelog entries from the student placement
page containing the “Signup Forms”. From here, you can follow steps 12 - 14.

Wirw'Eol Timesiog

Placement #227183

Student: Sally Humboild Placement Termis):
Placed by: Ywonne Doble EALL 2027
Course: (smpty Estimated Hours:
Program: Social Work

Sits: Cal Poly Humbaoldt: Social Work Department Reported Hours

I
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: Site Staff: Danielle Canol
! Opportunity: (empty
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|
|
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Signup Forms

) Agreement Upload 23-24 Wiew Submission 1i2 completed

Complete Toim

If you have any problems navigating S4, please don’t hesitate to contact us
at the Social Work Placement Office at swplacement@humboldt.edu.


mailto:swplacement@humboldt.edu

Evaluations:
At the end of each term, you will fill out an evaluation form for each of
your students by following the directions below.

. Complete steps 1 through 5 at the beginning of this document to login and
navigate to the placement pages for each of your students.

Placement #227183

Student: Sally Humbolat

Placed by: Yvonne Doble

Course: SW 0 (0} SW Tesl

Program: Social Work

Site: Cal Poly Humboldl. Social Work Department
Site Staff: Daneslie Cenolti

Opportunity: (empty

Confirmation of Campus COVID Palicies Complete form *

Leaming Agreement Upload 23-24 View submission 1i2 completed

Flacement Release of Liability Complete form

Endof P

i Signup Forms

BASW FPeriormance Evaluation - Mid Year 23-24 Complete: fomm

i Other Forms

Spring Learning Agresment Review Complete form 0/3 completed




Complete the evaluation for each student. Remember to leave comments!

BASW Performance Evaluation - Mid Year 23-24

Cal Poly Humboldt
Department of Social Work
BASW Performance Evaluation
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Competency 1 Demonstrate Sthical and Professional Behavier. particularly with respect 1o woth with Indigensus and rural Communities.
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4. Finish “Mid Year Evaluation” question, type name, signature, and then
click the “submit” button. You may also “Save Draft” if you have more to
complete in the evaluation.

————————————————————————————————————————————————————————————————————————————————————————————————————

k Save Draft if vou may siill have chanoes Io makea on he form of need 1o discuss this further with the student of

Evalustion of student [[3]

FPrimary Supervisor Name

Crarmpdie e

Prmary Supsnnsor Ssgnatury ::

5. Once you “submit”, you will be taken back to the student’s placement page,
where you can view your submission. If you have more students to submit
an evaluation form for, click the “Home” button to navigate to the next
student.

End of Placement Forms
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