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~ ABSTRACT

-

The purpose of this étudy was to determine whether
B.S.W. trained direct service workers and their supervisors,?' ¢
N consider it important that they develop administrative"skﬁii;
for their practice. This study was considered of value |
. because of recent trends within and outside the social work
’profession for greater accountability. )
The type of research deéign utilized in thié‘study was
quantitatiﬁe—descriptive; subtype population description. Two
parallel guestionnaires were.developed'and mailed to 30 socilal
work supervisors in Essex County and 65 B.S.W. graduates. In
all, 22 supervisors and 35 graduates responded.

- The findings ‘were: that both samples felt that the
established administrative skills were important; that these
skills were as important as other social work skills but there
was limited knowlédge in this area; that the percentage of timg
spent on administrative duties does not correlate with the
finding in the literature; that both samples teésted felt that
they wefe only prepared to a slight extent for their
administrative duties by-the formal education process:-that.
administrative skills should be taught both in course content 1
and field practice with the major thrust being in the areas of
authority line theory, accountability, and accurate report

writing; that both the workers and the supervisors did not

perceive a deficiency in the wquers' administrative ability.
iii
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From these findings, it would appeéf that students are
receiving minimal training in administrative skills in their -
formal university éducation. . o

To further clarify this area of concern perhéps‘ag

(\. ' evaluation is neeéded in terms of course content concerning

administrative skills at the undergraduate level.

From the data.received, there was a strong suggestion
of the need for a program of continuing education to develop’

better knowledge of administrative skills.

KRN
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CHAPTER I
INTRODUCTION

Traditionally, social work has been an organizationally
based provider of services. The 19th century 'friendly
visitors® and charity workers providing pﬁblic out-door relief
did so from either public or private organizations. The 20th
century settlement house movement was carried out from
organizations based in neighbourhoods. ﬁhe synthesis of social
work to casework after the 1926's saw the continued déiivery of
service from.organizations except for a brief period during the
late 1940's and early 1950's when private social work practice
emerged in some urban American centres. nyer, 1976, ﬁ. 85).

There is at the present timg "an increasing tendency .
for work in general,fo be based in a bureaucratic organizational
éetting." (Dyer, 1976, p. 2). This tendency is affecting the

. professions, both the more established ones as well as the more
recently developed ones.
» New literature on profess;bns suggests that the older

professional model based on the private practitioner is no

longer an accurate description of tlé current occupational
soéiai situation. Mass industrial society has propelled an .
incréasing.number of prbfessionals into bureaucratic organizations.
(Dyer, 1976, p. 65). Graduating lawyers are finding that they

. must join established firms in brder to practise in large urban

centres. Physicians and dentists are also increasingly

. " 1
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engaging in group, practice. It is not uncommon in larger
centres to find the full range of professional health services:
physiotherapy, occupational therapy, radiology, dentistry,
optometry, numerous medical specialties, all being delivered
by a single private organization.

Social weork services are largely carried out by either
government agencies or publicly funded organizations. {(Dyer,
1976, p. 91). Most government programs are universal in
nature and must serve large numbers of clients. Bureaucratic
procedures from bureaucratically~structured o;ganizations are
the most effective means known for dealing with large numbers
of people. ‘(Dyer, 1976, p. 197).

Lydia Rapaport states that:
Social work practice is undertaken in a social agency.
This classic definition puts professional practice
within an institutional framework and specific setting.

+ « « For social workers, it is the agency which makes
practice possible and which is the source of sanction
or censure. (Rapaport, 1960, p. 71).
In other words, social workers need agencies from-
which to practise, as much as agencies need social workers:to
_ .deliver their services.

Etzioni from his study on fhe semi-professionals adds:
the semi-professionals often have skills and per-
sonality traits more compatible with administration,
especially, since qualities required for communication
of knowledge are more like those needed for adminis-
trators than those required for the creation, and to a
degree application of knowledge. (Etzioni, 1969, p. xii).

Social workers, then, need to develop a repertoire of

administrative and bureaucratic skills. Organizations are

such that they have rules, procedures,‘regulations, and

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.
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policies, In order for social wofkers to deliver the services
of their organization efflclently and effectlvely, they must
understand these policies and regulatlons and how best to
tilize them in the service of their clientele. This requires
that social workers have ‘developed these skills in their
tra%ning.

Harleigh Tracker noted that:

Every staff member cg?ries on administrative as well
as service activities . . . the administrative
process is performed in some way by every individual. .
The director may be the one 'executive' for the
program, but he's not the only one engaged in the
practice of administration . . . . Within the sphere
of their activity, all staff members perform admini-
strative tasks; thus all program activity involves
administration. Many persons who have the responsi-
bility to direct and manage some phases of agency
activities are not aware that they are engaged in
administration . . . . A portion of the worker's
<ime is spent in administration of the case load.

_/J  Many case workers have been heard to exclaim that
they do not want to be placed in administrative
positions, but want only to see clients and ‘do
casework'. Analysis will show that the caseworker
in many agencies is one of the most facile adminis-
trators. No one would deny that managing a case load
of 50 - 150 clients requires abundant administrative
skills. Thus administration permeates the whole of
the structure. (Trecker, 1971, p. 92).

There is no . such tzéig as a 'pure service' job.

Social workers completing programs at schools of social
work in preparation for digéct practice roles do not apvear to
be adeQuately equipped for the bureaucratic requiremeq}s of
their social work positions. " The developmeﬁt of bureaucratic
and administrative skills is essential for the practice of
social work that is organizationally based. A study still in
progress, conducted by the Carleton University School Bf Social
Work and the Algonquin College Department of Family Studies, is

% in support®of this: The graduates of every social service
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training program are ill equipped whén it comes to function
effectively within a bureaucracy. (Min;stries of Communify
and Social Services and Colleges and Universities,ucovernmént
of Ontario, p. 13). )

| S6cial workers to date have rélied primarily on abtrial
and error method to develop bureaucratic and administrative
skills. (Hylton. 197?,‘p. 31). There hés been little evidence
that any of the schools of social work or social service-
education have‘placed much emphasis upon the development of
fhese skills. The dearth of literature in this area exemplifies
the situation. On the other hand, there is_a wealth of infor-
mation on the development of clinical skills-. h

In our'view. administrafE;L and bureaucratic skills

_require éystematic development, as do clinical skills. Their
development is as important as the latter's. In that way,
soclal workers who are proficient in these skills can free up

more of their time to practise their clinical skills' instead

of being snowed under by bureaucracy. (Hylton, 1977, p. 32).
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" CHAPTER II
REVIEW OF THE LITERATURE

Professionalism and Bureaucracy®

Since World War II great changes have occurred in the
social and economic life of our country. One of these changes
has been the 5urgeoning of the human services. A growing l
percentage of the work force has shifted from goods-producing
to service-producing. In 1940, fér example, in the United
States the percentage of those involved in goods-producing
industries equalled those engaged in services, By 1968, the
number engage? in services rose to 62 per cent of the total
labour force while the percentage of those in goods-producing
industries dropped to 38 per cent. (Gartner, 1976, p. 17).
Canada has similarly experiencgé a rapi® expansion of its
human services in\itsAmoyement towards what has often been
call?d the welfare state or service economy.

Just as the number of human service workers has increased,
so has the number served by these activities. This ha‘sbeen seen
mast dramatically, until recenfly, in education; however, similar
gro&th patterns have occurred in other human service fields such
as health and social welfare. In the United States, college enrol-
ment grew from .05 million in 18?0‘to 6.8 million in %970. from
less than one per cent of those in the 18 to 21 age group in 1870,
to 47 per cent in 1970 of the same age group. (Gartner, 1976, p. 4).

Similarly, there have been marked increases of those enralled

-

A}
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in the eléhenﬁary and high school systems. Whereas the percen-
tages themselves are not as-d;amatic, iﬁe figures indicate a
growing trend of the importance of education in the life of the
. population., 0Organized learning activities both at the core
(élementary. secondary, énd higher education) and the periphery

~
(business, government, adult, extension, correspondence, and

-

television) today involve apﬁroximately 150 million Americans,
that is, almost three out of every fbur.*
Other areas of the human services have also grown. The

implementation of universél medical ser;ices has meant an
v increase in the.amount of medical attention received by the
population. Similarly, social ser;ices in one form or another
are being received by-an increasing number of the\populﬁtion.
Adequate medical services, which at one time only the affluent
could afford, have, in Canadé, become available to all socip-
economic levels of the population. Social services, on the
other hand, which at one time were almost exclusively identified:
with the poor, are now being received in various forms by
virtually all classes-of the population. |

Not only are there incréasing numbers of persons

recelving and delivering services.\but the character of the
services appears to be undergoing significant change. A primary

change is the increased consumer orientation to these services.

-

* The authors would like to add that these trends have recently
reversed due to pressures from changing national economic
policy and changes in the demographic distribution of the
school age population.

-

e
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As stated by Margaret Mead there is a "frevolt of . all the
: N T e——e—t

people who are being done good to". She, talked of pupils,
patients, clients, prisoners all wanting a share -of what is

going on, and anh end of an era "of great_numberé of profeséional
people who knew best and did good". (Gaftner. 1976, p. 22).

While it may be premature to declafe that an era of professional
control’is over, there ére varied signs in the different

services of a greater consumer'role. -

While total consumer control is not likely to be achieved,

what is occurring is a heightening sense of accountability.

Efforts of various sorts are being made to make services more

responsive.
Likewise the recessionary economy of the last five

to seven years is having its effects. Moneys that were easily

made available for various social programmes and expanding v
health services in the 1960's are no longer there today. Thosg:\\\/}
that were made available, require that these programmes and

services be accountable in terms:-of efficiency and effecti?eness.
(Gruber, 1973, p. 33).

Similar.to the movement towards heightened accountability
has beenla‘movement within all the.professions to become
increasingly organizationally based. The entreprgneuriéi model
of the solo practitioner is becoming an antiquated one. Thbse
known as "semi-ﬁrofessions" - teaching, nursing, librarianshir
and social work - have a history of delivering their services

from organizationally based institutions. (Toren, 1969, p. 137).

The present trend is for the more established professions of

e

—
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) mépicine and law to becomé‘organizationally based as well.
ThiS'MXnd is negatively affecting the vertiéal movement of
semi-professions such .as social work and accounting, in'theif
attempts to establish solo practices.

What is a profession? For centuries a préfession was
r7A7> designated as "the occupation which we profess to be skilled in
and to follow", and specifically "the three learned professions
or divinity. law, and medicine.," (Hughes. 1973, p. 1). These
three professions were learned in the Chfistian universities of__
Eufopé from the Middle Ages onward. To this day, with the
-~ exception of divinity, they have retained their eminence in the

occupational ladder and have served as models to new aspifing

occupations in their pursuit of similar status. Medicine, the
most highly remunerated, is the most coveted profession, It is
also the most frequently quoted as a model to follow.

Over the years, numerous studlies have been made of the
professions and occupations aspiring to professional status.

The most famous of these is the Flexner study completed on

medical education in 1910. Abraham Flexner, a non-doctor, over

a period.of two years, visited 155 medical schools across the

United Stgtes.and Cana@a. His report was a scathing indictment |

of medical education. Flexner's reforms were initiated and
supported by the profession. These reforms were executed by a
relatively small number of white professional men who exercised
a good deal of political and economic leverage. The effect in
sum was nothing less than the establishment of health services

under the control of the medical profession, suppoa&ed by

‘ | </

v
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legislation, and, yet relatively uncontrolled by government,

(Cartner, 1976, p. 51). '

Fiéxner was also asked in 1915, "Is social work a
profession?" He replied that sqciai work lacked the attributes
of a profession. He found social work deficient in the areas of
intellectuai knowlgdge'and technique. One of the points that he
stressed which continues to havé relevance in a somewhat
different context today is that social work, unlike professions

that met his criteria, was not based on standards of individual

responsibility of the practitioner, but rather was identified with

organizational structures and institutions. (Hughes, 1973, p. 202).

William Goode in his 1960 presentation to the American

Sociological Association in St. Louis, came up with seven major

Y

characteristics of a profession:

1. Idezlly, the knowledge and skills should be abstract
and organized into a codified body of principles,

2. The knowledge should be applicable, or thought to be
applicable, to the concrete problems of living.
(Note that metaphysical knowledge, however well
organized, may have no such applicability).

3. The society and its relevant members should believe
that the knowledge can.actually solve these problems
(it is not that the knowledge actually solves then,
only that people believe in its capacity to solve them).

4., Members of the society should also accept as proper
that these problems be given over to some occupational
group for solution (thus, for example, many do not as
yet accept the propriety of handing over problems of
neurosis to the psychiatrist) because the occupational
group possesses that knowledge and others do not.

5. The profession itself should help to-create, organize,
and transmit the knowledge.

6. The profession should be accepted as the final arbiter

in any disputes over the validity of any technical
solution lying within its area of supposed competence.

T~
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7. The amount of knewiedge and skills and the
difficulty of acquiring them should be great
enough that the members of the society view
the profession as possessing a .kind of mystery
that is not given to the ordinary man to acquire,
by his own efforts or even with help.

(Goode, 1969, pp. 277-278).

Ernest Greenwood, a social worker, provided five
components in his model of a.profession. These were:
1. A basis of systematic theéfy.

~”Et Authority recognized by the cllentele of the

professional group.

3. Broader community sanction and approval of
this authority. .

4, A code of ethics regulating relationships of
professionals with ients and colleagues.

5. A professional culture sustained by formal
professional assodiations.
(Torens, 1969, py 144),

Carr-Saunders developed a typology of the professions
and classified soéial work as a semi-profession. The main -
reason ascribed for'tpis particular status waé the lack of
autonomy that the occupation experiences. The taxonomy
developed~was:

(a) The established professions - law, medicine,/ =
and the Church share two basic attributesy—'
their practice is based upon the theoretical
study of a department of learning; and the
members of these professions feel bound to
follow a certain mode of behaviour.

(b) The new professions - are those which are based
on their own fundamental studies such as
engineering, chemistry, accounting, and the
natural and social sciences.

(¢) The semi-professions - replace theoretical
study by the acquisition of technical skill. \
Technical practice and knowledge is the basis '
of such semi-professions as nursing, pharmacy,
optometry, and social work.
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(8) The would-be professions - require neither
theoretical study nor the acguisition of exact
techniques but rather a familiarity with
modern practices in business, administration
practices and current conventions. Examples-"
of this type are hospital mana sales
managers, works managers, etc

(ivid., p. 143),

‘In view of the proliferation of professions in :
modern society, it is difficult and misleading to talk
about the professions as a whole. “;géhgf, the extent of
professionaliza?ioﬁ of an Qccupation should be measured by
applying general criteria used to define the professions. It
is first of all impossible to distinguish the type of
knowlédge on which the profession is based, or the degree of
public recognition enjoyed by its members. Secondly,

di fferent attributes of profeséionalism may have de#eloped to
varying degrees, so tﬁat a.p:oféssion may rank higher in respect
to one characteristic and lower in respect to another. For
example, although the service ideal is strongly emphasized

in soclal work, its knowledge base is still in the process of
upgrading, integration, and crystallization.

In addition to the criteria of the profession's
knowledge base, a structural variable, the degree to which
members of different professional groups are independent or
salaried workers, is of importance. According to Carr-Saunders,
the membe%s of the older professions were originally
independent practitioners; it was for this same reason
Flexner did not recognize social work as a profession. A high

proportion of the new préfessions have always been employed,

and nearly all gbm@ers.of the semi-professions and would-be

-
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professions are salatied. Toren_regards the transitipn from
the independent practitioner to the salafied profeésion;
worker as a major factor undermlnlng the professzonal code of .
ethics. (Toren, 1969, p. 144},

Carr-Saunders, whose typology of the'professions was
described earlier, gclassifies social work as a Semi-professidn!

for the reason

at he ascribes primary importance to the

\*\\ autonomy of the ‘\practitiong e writes,

///,,//' ) Social -worker d sqghool teachers, for example,
have a duzl responsihility t oyer as well
as the client. e em loyer lays down the limits
to the service w d to some
extent determinegS” its Ki ] " As a result,
a social worker who 1 ay, a propation officer is

mmitted to his

charge in a manner indicated by ig professional

training and experience. (Toren) 1 ?33; p. 145},
It'is our contention, that as f s typologies go,

- social work at present is most validly clasgified as a

3

semi-profession. Even though its value system is well
articulate&, and the technical features, skills, and techniques

relatively identified, its theory base is less well developed
. [3

¥

than are its othér features. (Toren.‘1969. p. 146). As well,

very few social workers practise autonomously, a feature

N~ .
4

commogitd'theAestablished professions of law and medicine.

&

A number of writers have examlned social work and

" its status as a profeSsion. One.area-they have found to

undermine social work'

L2y 3

professiona% status is its-iack of
'a well defined theoretical base.~hS noted esrlier, both
Goode and Greenwood noted this to be an important chargpteristic
of a professioE Carr-Saunders alluded to this as a basic

attribute of the established professions.
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- In a §ociety where science technolpgy is,becoming more
and<more the basis for important functions - not only iﬁ
production, communication, and distribution, but also in the
ﬁgi provision of medical and other services - a scientific base

has become associated with the prestige level of a profession.

Parsons noted that:..

A ...
scientific investigation is oriented to certain )
normative standards. One principle of these in

the case of science’is that of objective truth. ~
The standards by which it is judged as being of -
high scientific qualidy are essentially indepen-
dent of traditional judgements.

(Parsons, 1969, p. ?

. .

He went on to add that. "¥he merely\traditional way of doing '
it "as the fathers have" falls to carry normative aﬁthdripy.ﬁ.
(Parsons, 1969, p. 37). Therefdse rationality in the modern
professions is more important, rather than traditionalism.

It has also been noted that the newer proféss;ons
have clustered a;ound the sciences and all professions,
includingzlaw and the ministry, make overtures to sciengg.
(Meyer, 1959, p. 321). Social casework has attemptéd this
assertion to some degree in its strong relationship with
psychoanalytic theory, psychiatry, and psychology.

Similarly, a profession's "pbsifion of esteem" can also
be determined by whether it has a monopoly over an, esoteric or
difficult bbdy of knowledge. This prestige is usually greatef AN
if the monopblized knowledge rests on abstract principles
arrived at by scientific resea}ch and logical knowledge. This <\
knowledge should also be considered necessary for the-continued

functioning of society. (McCormick;’1965, p. 636).

\ - )
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A , . Social work, as do semi-profeSsions of a similar
status, lacks a scientifically based body of knowledge.frém
which to derive its technical skills. The theoretical
knowiedge of soc%al work, teaching, librarianship, and nursing

’ is either ill-defined or concrete rather than abstract. In
“  the casé %i‘éécial wor¥, the theoretical practiée base is
intermingléd “with incomplete knowledge of the nature of man,

the nature of society and their relationship.” (Boehm, 1958,

p. 10). Furthermore social work educators, in attempting ‘

tq:dea ith this Eroblemy find it further exacerbated by the

fact {that we are presgggi; in times of rapid change. Rather

than trying to teach an ill-defined field of professional

pracfice that’'is somewhat pluralistic and subject to change and

instabilit§ in preparation for specific roies. they express the

view that they should insteéd.arm students with basic concepts

and tools for dealing with change and uncertainty. (Hughes,
1973, p. 212). -

o Because social work prﬁbtice,‘to date, does not lend

,1tself to measurement and analysis, it has not established
with the public that its practices are as competent as the
profession claims. Resistence. to scrutiny still exists
amongst many practitioners. Historically, the profeséion has
been scrutinized by lay 5; administrative boérds rather than
by its professional members. Until the profession develops

!? means to administer its practice effectiveness, lay boards and

bureaucratic controls will continue to control and criticize

practice. (Etzioni, 1969, p. 110).
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Social work's proféséional status is further unhdermined
by the fact that, historicélly. many of its practifioners .
were employed without' any formal training. As récentiy as 1965
it was noted that in many services, over one half of the
practisig§ social workers did so without any formal training.
(Toren, 1969, p. 152).

Closely associated with the need for fﬁrmal training
in determining status level is the length of the training

programme. Graduate level social work training usually consists

of one or two years beyond the B.A. or B.S.W. level as compared to
-five for the established professions of law and medicine. The

public commonly relates the amount of training with the complexity

of the tasks to be carried out by the profesgional. As well,
the most important part of their training, as-}epqrted frequently
by socidl work graduates, is the field practicum ratheé thén
theoretical knowledge gained in the classroom. Social work, then,
still appears to be strongly rooted in the practice setting
rather than the academic. (Toren, 1969,. p. 154).

Social work has found difficulty in obtaining from
the public statutory force or legal backing of its own making.
Instead social workers must operate in public agencies within
fheir legal and procedural frameworks. As a result the profession
does not have the security that comes with the licencing or
certification that is meaningful to the general public.
(Etzioni, 1969, p. 110).

This lack of professional control over its members means
that social workers have their behaviour judged by outsiders,

rather than their own peers. In a bureaucratic\system this
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meané that it is those who occupy higher positions within the -
organizational heirarchy that judge performance. .Consequently,'
the prestige system that exists for the social worker is built
according to official position in a heirarchy rather than
excellence in the performance of tasks. This of course
undermines the professional's drive to master his body of
knowledge as well as his commitment to an ideal of service,
(Kadushin, 1958, p. &1).

Social work is what is known as a heteronomous

profession.. Toren defined this as meaning:
that members of the profession are guided and
controlled not only from within by professional
norms, but also by administrative rules and by
supervisors in the organizational heirarchy.
(Toren, 1969, p. 153).
This is anti{hetical to the established professions whose
members practised independently and were called autonomous.

Heteronomous professionals find themselves with dual
responsibilities - to the employer as well as to the client.
The employer sets down the limits to the service which'canQbe
‘rendered and this to some extent determines its kind and |
quality. As a'result social worke¥s are far from free to
treat a person in a manner indicated soclely by professionél
training and experience. - (Toren, 1969, p. 145).

Members of the established\professioné on the other
hand have greater latitude within which to treat their clients’
problems, as dictated to. them by their professional training and
ethics. flexner. who was mentioned earlier, considered

professional autonomy a paramount characteristic of a full

ﬁrofegsion, and the lack of autonomy as related to standards of
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individual responsibility of the practitioner a reason for not

accbgf?ng social work full professioag%/status.

As a heteronomous p;ofession, social work is character-
ized by é high degree of supervisiqn. Supervision in social
work has dual functions, administrative and éducational. The
administrative. function is the control of a subordinate by a
superior within the organization's heirarchy. As an educational §
function social work supervision is deéigned as an apprenticeship
relationship between a supervisor and supervisee. Educationally,
social work supervision most resembles medicine whose
neophytes apprentice to an experienced and senior practitioner
Here, however, similarity ends. The social work supégvisor,
unlike the senior medical practitioner, ensurés that the hew

- worker adheres to reg?lations prescribed by the community and
the organization. The medical trainée, on the other hand, 1is
trained to follow and adhere to professional standards and-
guidelihes; In the case of social work;'tHerrganizational
regulaﬁisns may be incompatible with the professional ethics
and the humanistic eqthusiasm of the young pracpitioégr.
{Cartner, 1976, p. 139).- .
In no other profession is supervision so strong a
4 mechanism as in social work, There are a number of reasons
for this phenomenon. Scme of these are linked to previous ﬁoints
made in this reviey and in summary these are: there are still
a large number of social workers practising without any formal
%raining; the traditional period of traininé of two years 1s

~

shorter than that of other professions; the profession lacks

+
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a strong colleague reference group; it has been relatively
unorganized until 1955 when N.A.S.W. was formed; it is

characterized by heteronomous rather than autonomous practice;

s

and, most social workers practise from within agencies that are

responsible and accountable for their activities to lay boards

and/or bureaucracies.

1

Alfred Kadushin has perhaps completed the most extensive

work on supervision in his Supervision in Social Work. He saw
social work supervision characterized by three disfinct
functional areas - administrative, educational, and supportive.
Administrative supervision dealt with the assignmen{ of wdrk
reflecting general policies and objectives of the agencies and
reviewing and evaluating its outcome. Educational supervision
was related to.teaching the new worker what'hé or she needs to
know in order to provide specific service to specific clients.
Supportive supervision was the help a supervisee receives in
adjusting to ij—reléted stress. 'kKadushin, 1976, pp. 19-38).
Nina Toren saw social work supervision as héving a dual
. function - educational and administrative. In her view, the
administrative function was con¥r01 of a subordinate by a

superior within an organizational heirarchy. Educationa}
supervisﬂbn was viewed by her as an apprenticeship relationship
between a supervisor and suﬁérvisee., (Toren,-1969. p. 173).

. William Goode has noted :that increasingly high-level
occupations and aspiring professions are finding themselves

absorbed into bureaucracies. The reason for this phenomenon,

he found, is that a high proportion of the work done.by‘those

-
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occupations and professions reguires little autonomy. Therefore
their work is increasingly being supervised by non-professional
bureaucrats. and layméﬁ. (Goode, 1969, p. 294).

. Trained social workeés?bractise almost§exclusi§ely'
{ - as agency emplbyees rather than independent practitioners.
They are most like nurses and teachers in that they must
reconcile professional norms with organizational démands of
an agency, hospital} institution, clinic, or government
bureaucracy.
Bureaucratic and agenéy demands often emphasize
S jalization, limited responsibility and conformity to rules.
:ziz}often creates problems when organizational values run |
into conflict with professional ones. Freéuently, social -
workers and semi-professionals have<viewed bureaucratic rules
and authority as infringing upon their professional freedom to
apply their knowledge and skills according to their judgement
and conviction. ) . -
Toren noted that:
professionals in various fields acknowledge the fact
that nowadays it is almost impossible to carry out

professional work independent of large and complex
organizations. (Toren, 1969, p. 151).

She pointed out that research institutions, hospitals{ﬁj-
business firms, welfare agencies; schools and all comﬁiex
organizations where various types of resources are located that
are vital to the conduct of high quality professional work.
(Toren, 1969, p. 151)..

Student professiorials in medicine, nursing, social work,

and teaching all receive part of their training from within the
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bureaucratic framework (hospitals, social agencies, schools).
Student social workers, as other professionals, must become
familiar with agency and organizational structures through
their field training, which is an integral part of professional
education. Rather than looking upon organization as an
impingement upon pfbfessional practice, professionals,
especially social workegs, can look upon organization as an
entity to manipulate in order to meet their clients' needs.
Toren noted that “the culture of bureaucracy invades the
professions, the culture of professionalism invades organizations."
(Toren, 1969, p. 151). The relationship between bureaucracy and
professionalism does not necessarily. have to be a battle in
which one will eventually dominate tﬁe othef. but through
mutual adaptations, new structures will emerge. Therefore the
development of tension between autonomy and integration of
professional groups can lead to ﬁore effective structures that
can be attained by an isolatioﬁ from one another and attempts
to absorb one another. (Toren, 1969, p. 159).

Social work education has recently found itself in a
position whereby‘it has had to respond to ngw trends. At all
times, the professional school is involved in a system of: |
interrelationshipé not only within the university commuﬁity"
but alsé'with the professional field of practice. As well,
some segments of the agency-professional community have
expressed concern that the skills of the new graduates do not
match the types of activities that are beihg car;ied on in the

égencies; and that the schools of social work are therefore not

meeting their needs adequately. (Hughes, 1973, p. 231).
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In the 1960's,‘social problems were defined within the
framewofk of the so-called “ofportunity theory" of individua§¢
deviance and concommitantly led to the development of service
strategies to solve them. A subsequent discovery of the
enormous complexity of political, economic¢ and other factor
not sufficiently amenable to a narrow range of interfentiogé
suggested that there was a need for social workers to bréaden
their scope beyond their traditional knowledge base. (Kahn,
1973, p. 132). |

It has therefore become important for social workers
to recognize the interreletionships of the political, economic
and social systems in society. The latest departure in SACial
work education from the psychoanalytic approach to the generic
reflects a new, or in a sense a return, to an old practice, a
concern for larger social issues. In this way recent graduates
who work from complex organizations can be more sensitive to the
effect of the organizational environment of their practice on the

delivery of their services,

Organizational Structure

Present and future needs of our society are extremely complex.and
ever changing. With the advancement of education and technology,
the worker in today's and tomorrow's organizations no longer
~feels that. he or she is slotted into one section of the structure.
Because of specialization and profgssional autonomy, the leader
or administrator is no longer éble to wield unquestionable power,

Now workers want to know and also want and need to have input
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in deeiéizé\makipg. The question is no longer ”Mﬁat can I do
for the organization?" b?t. "What can the organization do for me?".
The purpose of this section will be to examine ‘the role of" the
ﬁorker Qithin the orgénization from past, present, and
future.perspectivés, and how trends relate to the social ~
worker, To»understand these areas fully, one must first
discuss the form of organization in which the leader”mus%
work or function. |

There are three-main organizational theories in péesent
day society. These are democracy, bureaucarcy, and adhocracy.
(Austin et al., 1976, p. 4). They will be discussed in terms
of their historical and functional components and also how
they blend with pgesent day organizational patterns. The
final area under discussion will be how the semi-professional

functions within the organizational process and what affect

this process has on the structure of organizations.

Bureaucracy

‘ At the turn of “the century, as the Industrial
Revolution came into full bloom, there developed a change in
organizational thinking. In industry, attempts were being °
made to evolve systematic methods of management. From these
roots came early pioneers of scientific management which were
léter to evolve into the bureaucratic structures we know
today. (Warham, 1975, p. 12).. :

Organizational theory was based on a management
science premise. Theory X of the X,Y Theory stated that the

worker was basically lazy and unmotivated and-had to be prodded
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like any other beast of burden. (Odiorne, 1975, p. 47).
For this reason, organizational structures were developed thét
resembled a pyramid in shape with a chain of command from

" superior to subordinate positions.

Figure 1:

' )
Administrater
////_ Officers ;5\\A,
///r_ Supervisors N,
////F_ Assistant- Supervisors \\\C

Workers .

‘Within this pyramidal structure, individuaiﬁ functiongd
under the command of those above them in the heiraréhy. All
policies and regulations filtered down from the topvgnd the
worker was expected to fulfill his duty without question.

Order, efficiency, precision, and measurement were the
key concepts of scientific management Qith no thought given N
to individual needs, personzl satisfaction or, for that
matier, any components of human nature. (Warhamy 1975, p. 12).
The scientific managers felt that any human motivation was
related exclusively to economic factors. The more one
worked the more material reward one received. This theory

of course was flavoured heavily by the. Protestant Work Ethic

which was a major sociological determinant of the times. Even
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present day society is feeling the rgéidual effect of this
popular ethic. | .
Max Weber developed a~list_of‘five charézjsristics
which relflected the above. These were:s"
¥, Clear cut division of labour, with activities-

distributed in a fixed way’as official duties.

2. The distribution of duties through the fqQrmal
administrative heirarchy, in which each gf{ige
is supervised by the one above it.

3. A system of rules and regulations.

4, The exclusion of personai considerations from <
" the conduct of official business.

WS Salaried‘émployment based on technical gqualifi-
cations and constituting a career within the
heirarchy. {Gerth and Mills, 1948, p. 31). -
There are definite . proé and cons to a system such as

this that will be discussed at this ti?e./—F\r;m a positive

perspective one can argue that bureaucracy gives one a sense of

security. A worker in this system knows what his station is,
the rules and regulations he is required to abide by, and also
the rewards and reinforcements he receives for doing so.
f%e system, in this way, de~personalizes éecision making and
also retains a set of policies that everyone follows. ‘
0f a more negati&e natufe, one can look at the lack of

discretionary‘powers in a structured system. For example,
with all these rules and regulations one adheres to, it does

" not leave scope for ugique situations. This is a problem that
is especially prevalent in social service agencies, where there
is a great deal of grey area between the black and white areas

"of decision making.
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Bureaucracy has a tendency to create specialized
areas and departments which afé functional for the uniformity
of the agenconr business, but which destroy any concept of there
being a whole., What usually occurs is that these areas become
entities in themselves and jealously and secretively guard their
areas of interest. (Likert, 1961, p. 92). ’

Stability and uniformity are organizational qualities
which must be tempered with‘flexibility and openness to change.
Bureaucracy does not allow for individualization due to its rigid
structures causing a definite fear of change.

The majority»of government agencies fall into this
organizational category. It is essential that the worker
working‘in this type of organization is aware of the above
mentioned pitfalls and assets of an organizational structure.

By learning to operate effectively within this type of milieu
he or she is’able to give optimal service to clients by knowing
where the power lies and how to utilize the system in order to

effect change.

Democracy

) wﬁen services and businesses within the private sector
greﬁ into large complex organizations, the roles of workers
became more specialized. In response organizations had to change.
The organizational theorists of the time became aware of the
strong human element that played an integral part iﬁ managiment.

Mary Parker Follet, a forerunner of the humanistic
approach to organizational theory, felt that the primary interest

in 2;ganizatiop should be in psychological factors which operate

S/
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/
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strong human element that played an integrai paft igj@anagement.

aa

Mary Parker Follet, a forerunner of the "humanistic
approach to organizational theory, -felt that the Primary interest

in organization should be in psychological factors which operate

-

/ v
VR v . @ ’
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witﬁin an organiZation(and the rele;ionships between individuals
and within groups in the management process. The main cdncepts
of her theory are in the areas of conflict versus 1ntegratlon,-
the 1nd1v1dual and the individual within groups, power aqd
responsibility, and consent as opposed to mere participation.
(Metcalf, 1940, pp. 20-27). These concepts will -be discﬁséed
further in the following pages. As with'the scientific
managefs, the control element is always in the forefront. It
\ was felt that effecfive human control could only be exercised
. "with an understanding ef the human situation. In the authors’
" opinion, the theory is basically one of' keeping the worker
+happy in order to keep him productive. <
Selzﬁié, another organizational thebrist. believed that
all formal structures had a non-rational element (human nature)
' that had to be.dealt with. The indiVidualAbx nature does not
funct%fn exclusively in the role that is assigned to him.
“Individuals have a propensity . . . to spill over the
boundarles .of their segmentary roles, and %o partlclpaté‘a__,,

wholes." (Warham. 1975, p. 24). Also the 1nd1v1dual worker S

7/
/

brings to his job his own pepsongllty tralts, a set of !
established habits and possibly a commitmeﬁt to a group outside

o
of the‘orgénization. This brings about the destructlon of

e

~
effectlve control because theiworker and the organlzatlon are

not in concert. Thus the organization has to be compatible
with the organizational structure and the social dtructure. °
This leads us to the organization and how it functions °
within the Ehvironﬁept with which it must work. Thegorganizafion >
. . ‘ ]
. K ///, R
8 |
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derives its saistio;s'frbm'its society. An example of this
would be of a local welfare department changing its policy by
removing plates from the cars owned by welfare recipients.
Although the welfare administrator considers that this policy
chang% serves a purp9se, the society which he serves does not
approve of such an action. He therefore complies aécordingly
by hot implementing such a policy. ‘ 7
Furthermore, organizations reflect the value system

éf their social environment. For example, our society has not
come to terms withxthe concept of an "abie bodied person"
not working: Therefore, our sécial welfare systems reflect
this conceptual difficulty by developing welfare policies
that discourage the "able bodied" from not working. -

Rapidly changing technology affects_administréfive
organization. With the implementation of the computer, we
have seen it§ effect upon organizations. A reduction in
manpower has~taken place as the computers haveltaken over

- many repetitive tasks; an increése in,the amount of-speciali-

zation has been generated in feééonsé to the complexity of
.certain work roles. (Toffler, 1971, p. 146).
'~ The aforementioned humanistic theories provide é'

; ) véry different perspective of organization from pure bureaucracy.
They indicate a shift of attention away from tﬁe chain of
command and place the greater onus on the front line workers
to effect change. The focus of power has shifted from being
exclusively located within the hands of higher levél bureaucrats
to a point whereby the delegation of r;sponsibility ig shared

AN

N s
N f
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with Qorkers.

The democratic approach to organizational.structure
is directly related to this concept. A democratic organization
has as 1its foundatibn'co—opéfétion between independent spheres
of tpe organization. The cause of this organizational change.
fan be attribu?ed to the social trend to greater independence
and greater individual freedom. '

There are three central characteristics in the demo-
cratic approach to administration. First, objectives and plans
are decided objectively. These are joint decisions made by-
all cbncerned. In this manner, combined judgements and
co-operative decisions are sought. Secondly, t#€é varied
abilities and experiences of the participants in the organizatidn
are utilized and enhanced in proportion to their social valge ~
and uséfulness. The third and final characteristic deals with
evaluation. The results of thes€é group endeavours are evaluated
periodically, critically, and co-operatively. Methods and

procedures plus goals and aims are included in the process of

evaluation. All these are regarded, as interdependent.

'

/ If one examines figure two‘on the next page,' one can
seexhow this administrative process functions. The process
may be thought of as the axis of the wheel and the sub-~groups
of the organization as ball bearings revolving around the axis.
‘What binds the whole agency together like a-gasiné is the

‘ community within which it interacts. In‘this manner one can
readily.see the agency working as a wﬁole where each part has

a relation to the other part.and all are interdependent.

~

(Trecker, 1950, p. 13).
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Figure 2: ADMINISTRATION AS A CONTINUOUS PROCESS

(Trecker, 1950, p. 13)

SETTING

Similarly, as in the case of bureaucratic structure,

e,

the worker has to realize the pros and cons of this system

t0 work in an effective and efficient manner.

:

Adhocracy L

Adhocracy, as Alvin Toffler states, is-"the organization

of the future." (Toffler, 1971, p. 125). Due to accelerated
change in both society and technology;, man is finding himself
mofe mobile with fewer geographical and organizational links.
As society and technology change more and more rapidly, man

becomes more specialized and will invariably have to go where

<
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his skill is needed.” After his role is completed he will then
be required to move to another area.
This trend brings about the rise of the concept of

project or task force management. The task force is specifically

el aial iyl

set up for a particular problem in a certain area and when

the problem is solved, the force is dissolved. As an example of

this, a major Canadian city creates a task force to devise !
recommendations on how to deal with the great influ; of native
people who emigrate into fhis city over a period of five years.
fhe task force consists of specialists from Indian Affairs,
Urban Deveiopment, Housing, Weifare, Private Industry, and other
related organizations, and meet as a committee in developing

recommendations for a solution of the specific problem. When

the job is completed, the task force is disbanded and the
hﬁman components reassigned to their original areas.

Utilizing the adhocracy model, organizationaildesign
can be viewed as temporary. wOfkers. instead of filling fixed
slots as within the bureaﬁcratic structure; can move back

and forth at a high rate of speed, which may or may not have a

PR DA R T LRI

central base. This in thrh could cause the rapid deterioré{}om

of the heirarchial system.\

Soidndd B

"’

The development of this procdess can be seen in present

day society. Because of the demand for more information at

higher rates of speed, one now sees the move toward lateral g
movement instead of vertical. The model on the next page,

developed by the authors, illustrates this concept.
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Figure 3: N THE LATERAL CONCEFT OF-MOVEMENT
VERTICAL , LATERAL
Plant ~Maintenance
Supervisor Supervisor
Floor Foreman .
Supervisor "’/,,g—$:;ntenance
l Worker| .
] Foreman Maintenance '
1T— _ Worker .
Worker . Problem //

\\\\\ ‘
: Problem

In the past, all problemé would have to pass through

the vertical heirarchial system of the organization. The

worker, upon finding the problem, would have to report to his
immediate supervisor and so on up the chain of command until
there could be.lateral transfer at the appropriate level.

In a larger organization this could take a great deal of time.
Because organizations are realizing that time is money, and the
highly technological nature of today's society, this vertical
system is no longer financially feasible. ' The more logical
option would be a lateral transfer to rectify the problem area.
Although the example utilized by the authors is of an industrial
- nature, the same principle can be seen in large service agencies
now in existence. As staffs grow larger and become more special-
ized in specific areas, a lateral transfer system would have to be

implemented.,

L
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The Professional

Tﬁis rapid deterioration of heirarchy can also be seen
at thé executive level. At this level experts and specialists
from various professions must be called in to consult on areas

" which are so narrow, which only'they understand. In many
instances, where rapid change is necessary, thesé specialists
cannot wait for their recommendations to be approved by
higher levels,

As task forces of specialists and professionals
evolve in present and future organizations, the issue of whether
to be loyal to the organization or the profession will have l
greater importance attached to it; the increasing presence of
various professions willh§lace new burdens on the organizafional'

structures of today and tomorrow. Lines of authority

and communication will have to be developed that will take

into consideration the barioﬁé attributes of the professions
concerned. \

Social workers have usuélly provided their services
from organizations. At the present time there is a trend
towards morae soclal worker; being professionally trained in
schools of social work as opposed to the situation in the past
when many workers were agency trained. Some social workers
are a2lso developing areas of professional expertise. These twd
factérs of increased numbers of professionally trained and
greater development of specialization is likely to lead to

greater organizational tension for which agencies will have to

develop mechanisms of adjustiment.

-
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~ At the present time, most social workers are‘employed

by agencies that resemble the bureaucratic model. Thére'is
a clear cut division of labour, dutieé‘are distributed through
the formal administrative heirarchy, a system of ruiés and
regulations exists, personal considerations are excluded frOmb
the conduct of official business, and employment is based on
technical qualifications. However, as serQice organizations
grow into 1argef and more complex organizations, and rapid
technology. affects functional aspects, the organizations must
respond by changing in the direction of becoming more democrafic.
Looking into the future, it appears that organizations will

v ha$g~to be more resppnsive to changes; both within and without.
Aqﬁbcracy, the concept coined by Toffler, will be increasingly
ere characteristic of social welfare and'similar organizations.

| Social workers will encounter the three types of

organizational concepts in operation: bureaucracy, democracy,
and adhocracy. Most social agencies function as bureaucracies.
Increasingly, aspects of democracy and adhocracy are also being
utilized by social welfare organizations. both within and in
the delivery of servige. It is equally important for social
workers at a2ll levels within‘a social welfare organization to
relate to and understand'apsécts of bureaucracy as well as the

newer concepts of democracy and adhocracy.
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Accountability

Two contradictory trends are téking place in social
services. First, there are ever increasing and widening
demands for services, rangingvfrom simple requests for infor-
mation to some of the most\intractable problems our society
ig capable of producing. Secondly, there is a good deal
of scepticism about the beneficial effects of social work
arising from three main sources: research, scandals, and socio-
political idealogies. (Goldberg and Fruin, 1976, p. 2-3).

In examining the above areas of scepticism, Goldberg
and Fruin noted that: first of all, there is a mounting
criticism on both sides of the Atlantic of social casework, its
aims and methods; secondly, the recent Batbursti/of/écandals.
especially in situations related to injury and death of children
raises questions whether current practices and their monitoring
devices neeé a'thorough overhaul; and finally, that much of social
work's contribution towards alleviation of many social ills
could not be corrected simply by a more equitable distribution
of economic resources and political power. (Goldberg and Fruin,
1976, p. 5-6). The conclusion drawn ﬁroﬁ tﬁe above is that with
the two trends of growing demands and lack of evidence of their
éifferentigl effects, there is a need for social workers to
develop more accurate and informative ways of accounting for
their efforts.

The need for accountability has been stated in other
ways. In 1972, President Nixon maée the following nationwide
statement: “The American People deser;e compassion that works
- not simply compassion that means well.” (Kadushin;~1973, p. 63).

)
.
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This concept implies that‘éocial service agencies
must_go beyond rhetoric and begin to have a regard for the
mechanics of social accountability. s

Funds that support most social service prbgrammes
are collected by taxation of the public or philanthropic
donations made by the public. A former U.S. Comptroller General
of the United States, Elmer B. Statts recently argued what to
him was a basic point:
* . +. . at the very heart of our tradition of
accountability in the democratic process - that
those who tax must also be held to account for
the effectiveness with which tax funds are spent.
- (Richman and Smith, 19?3, p. 11).
During the last ten years, philanthropic fund drives .
- have consistently diminished 'in %otal amounts collected. A more
sophiéticated citizenry is wanting to know how its donations
are being spent and is willing to withhold financizl donations
until it knows how its money is being spent. |
Accountability means many different thiﬁés_to diffé%ent
individuals and organizations. Nop,only'are there different
conceptions of the term, th numerous iﬁterpretations of what
implications accountability might have for various compg;enis
of the social welfare systems, i.e., clients; programmes,
practitioners, ete. In its most simple and literal meahing,
accountability means to be in a position where one is required .
to provide someone else with an explanation or analysis which
justifies an action taken. (Patti, 1973, p. 100). 7
ﬁ pamphlet published by Health, Education 'and Welfare's
Social and Rehabilitation Services speaks of accountability in
terms of two questions: It asks whether the money is going to

t
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the people who need it; andﬂwhether'the programme is fairly and
efficiently administered. (Kadushin, 1973, p. 63).

To be accountable means that the professional and

technical work can be provided if society makes the resources

available, that this work will be provided in the manner promised,

and that the problem may then be effectively minimized at the
least possible social cost. (Newman and Turen, 19?8, p. 310).
However, fiscal and human resources are not unlimited, even
in én affluent society. The 1970's have demonstrated that
just as this country's naturel resources are limited, so are
its fiscal and human resources for social programmes.
Choices theréfore_have to be made as to the allocation of
these limited resources. By its own nature,.social work practice
has been condﬁp?ed in such a manner as to make accountability
difficult. Techniques of social work have been oéiented toward
relationship and process. Casework and groupwork have never
lent themselves to measurement. Goals of the helping relation-
ship have usually been stated in broad and often vague terms.
Social work has also accepted some very huge social responsi-
bilities, such as alleviating poverty or providing adequate
“housing for all. |
In order for casework o become more accountable, a

number of items héve been suggesfed by various authors. Scott
Briar was quoted as stating:

"First we need to acquire the skill to describe what

we are trying to accomplish and how we hope to

accomplish it in a language that is specific and clear

enough for consumers and the public to understand

and for evaluators to appraise. Second, we need to
incorporate into agency operations and the daily
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. routine of practice the developing means for
continuously monitoring and assessing the results
of our efforts. And third, we need to explain to
others what we are doing, with what success, and the
importance of what we do." (Briar, 1973, p. 2).

. . Specificity of goals ig”very important if social

" services are to pe accountable. Social welfare policy goals

Reproduced with

must be made more specific and explicit-and avqid such phrases
as 'strengthening family life.’ "Once policy has been made more
specific, criteria of performahce can be developed to measure
effecti#enesé and efficiency. (Xoshino, 1978, p. 307).
Closely related to specification of policy goals, is
the need to develop goals in terms of output rather than |
input. Socilal workers have traditionaily thought and measured
in terms of input by_stating such things as number of thera-
peutic hours and number of counselling sessions. Newman and
Turen state that:

“New conventions are demanding that problems no

longer be defined and that resources are needed to

cure the problem. The new approach will become that

demonstrated results will be demanded.”

(Newman and Turen, 1978, p. 312).
When output goals are stated, then measures of effectiveness
and efficiency can be devised.

Socigl workers are increasingly turning tg)the manage-

ment sciences in their_quest f;r greater accountability. A
néw vocabulary is being introduced into social.work associated
with new procedures and techniques, Acronyms such as M.B.O.
(Management by Objectives), F.E.R.T. (Programme Evaluation
and Review Techniques), G.0.5.S. (Goal Oriented Social Services)

are just a few examples of new approaches and techniques that

are inbreasingly finding their way intoc social work.
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Closely related to the above new management techniques’
to assist in making services more accountable, is the intro-
duction of computer based .information systems. These are
systems designed to collect data in a systematic way at key
points of a case carrying process. A The overt purpose is to
collect data “that will inform supervisors and administrators

of current case dispositions, the amount of work being done

by workers, the type of work done and the unit cost. Such Y

information assists higher-level decision-makers in decision-

s

‘making and private sector administrators in their reporting
function to funding bodies and boards of directors. Direct
service‘workers can also benefit from the use of information
sysﬁems. They are encouraged t¢ think more in terms of ‘
results rather than process.\ Théy are also encouraged to
develop a more evaluati;e attitudé to their work by comparing
original plans with achievements. .(Gq;dbefg and>Fruin, 1976,
p. 13).

Social service agencieé have always had to keep
statisties on vafious activities. The introduction of an
automated information system can assist in expediating
accountability. Such a2 system can save a great deal of time
gather%né programmé?informatiOn. The statistical data thus
obtainedlcan also be utilized to monitor programme develop-
ﬁent and mzaintain programme control. (Gruber, 1973, p. 34).
The utilization of information systems can improve the
accountability factor for socizl servicé agencies.

From this discussion, it may at first éppear that

1
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accountability is the exclusive responsibility of admini-
strators. This is however, somethi:g that may be eo‘in most i
-social agencies today but this will not be so with the passage .
of time. Accountability will 1neV1tably beceme a factor in . ‘ ';1
the work lives of all levels of staff. from upper level‘ ‘ :
. | administrators, through supervisory staff, to direct serv1cei,}‘ ;.“~'
field staff - anywhere that publlc funds are being ut111zed.~
. In other words, accountablllty is going. to permeate soc1al

[T
services, and for that matter, all human“éhaylces for some time

......

to come, : N

It will become increasingly important foX direct Service

fecent B.S.W. graduates,

workers, and for purposes of this study,

to understand the meaning of aqgountabilit how_it came into

existence and why it continues to exi .S.W. graduates will ™  _

increasingly be required to develop case‘menagement skills

that reflect the accountability iséﬁe. Some\ff these are the
development of a results-~oriented approach tﬁ’casework rather

than a process-oriented one. They will #ISo hawve to realize
4

that the resources that they have stewardship for are
&

limited and that it is imperative €0 utXllize them as effectively

’

as possible by becoming more results or goal oriented in .their

N

appfoach. These social workers will beéih to' think in terms

of acceptlng cases where they think that their skills and

agency's resources will -bear some eff?ct. This w111 help in
developing a specificity about social work agt1V1ty and allow //3
social workers to understand what they are doing and translate ‘g

to others what they'are‘doing and at what success rate.
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o Sociolpgieal'and sociai work‘literétﬁrg hévé been ;
rev%ewed in this section as a'ﬁeans of establish;;gjthe a
~background of the froblem..'Therefis a dearth of-informétion
available ngl;ting.to the topic of adminisfrative skills that
are required by thé dire ervice workers. Henceforth it is.
.oﬁly recenfiy that there has appeafed‘in the journg; literature
anyﬁmatérial relating to tﬂis topic. The authars have

examined the question from three:perspectives: the interaction’

, : W :
between the social work profession-and its organlizations,

organizational structure, and accountability. The‘concept’of
accountability was introduced because it appears that concern
@ith it 5oth within and outside the professioa is- forecing

social workers to eXaéﬁne their practiceénand to consider Y

ways of making improvements. Thi§ research project focuses upon

-t

one aspect of practice, administrative skills.

'
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CHAPTER III
RESEARCH METHODOLOGY
- Purpose

t -

In our view, administrative and bureaucratic skills

= require systpmatic-development, as do clinical skills. The
‘purpose of this research project was to evaluate.the quaiity
and quantity of administrative skills provided social work
"students at the University of Windsor, as‘berceived by former
social work students andesupervisorg of gradugte social workers
in their first professidnal employment situation. cThg préjéct's
major focus was on how bofﬁ the workers.and supervisors
<perceive$~the importance of certain administrative skills, hqy

much time is and should be spent on administrative duties and

from what sources these skilis were acquired.' This focus led

to certain research questions.

Research Questions
(1) What administrative skill€ are pefceived as important
N by ﬁoth“thé social Qorker who has not had any prior
work experience and by the supervisors of such workeré?
(2) Do B.S.W.s and supervisors feel that administrative
fskilis are as important as other skills in social work?
(3) Do B.S.Ww.s and supervisors feel that there is limited
knowledge of administrative skills among professional
. social workers? ) -

(4) What percentage of time is ‘spent on administrative duties?
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(5)
(6)
(7)

(8)

- : ' 42

In “the opinion of workers and supervisors, what percentage
of time should be spent on administrative duties?

T6 what extent does formal soeial work education prepare -
B.S.W.'s for the administratiye skills needed in an

agency?

How could social workers gain more expertise concerning

~administrative skills?

In terms of formal education what should be thé ma jor

thrust of course content?

Hypotheses

In view of these questions the autﬁors hypothesized

that there was a certain degree of concern over the degree of

administrative skills being taught at the B.S.W. level and the

following hypotheses were developed:

(1)

(2)

*Operational Definitions

B.S.W. workers perceive themselves as having .a deficiency
in bureaucratic and administrative skills.
Supervisors perceive B.S.W. workers as having a deficiency

in bureaucratic and administrative skills,

The following operational terms are defined in an

attempt to clarify and conceptualize the meaning we assign to/;

terms in the hypotheses. ’

B.S.W, workers - workers who have completed the four year

- ~

honours professional degree at the University of Windsor,

School of Social Work, and have not had any prior full time

paid social work employment.
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Deficiency - defined in terms of the ability of B.S.W.'s to

- perform certain administrative and bureaucratic tasks as

listed below. .

Supervisors - persons in/Essex County who have been in charge
of overseeing the overafl functioning of B.S.W. workers in

their first year of full time paid social work employment.

Bureaucratic and Administrative Skills - for the purpose of
this study these terms will be used synonymously. The ‘

following are Bureaucratic and Administrative skills that,

from the review of literature and discussioné with both

supervisors and workesﬁ. the researchers found relevant to

their stuay. v

1, +to be able to understand and.interpret relevant legislatién
and policies.

2. to be able to write a report in an accurate and concise
manner.

3. to plan a work week allowing for emergency situations
(time-managemeht).

4, to utilize supervisory time effectively.

5. to use outéide agencies in an effective and constructive
manner.

6. to act as a resource to outside agencies and groups by
providing information about agency policy and services.

7. to partici?ate in agency committees.

8. to be able to write minutes and reports of meetings

accurately.

9. to be zble to chair a committee meeting.
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10. to have a personal filiﬁg sysfem to handle incoming mail,
memoranda etc;

11. to be éble to uﬁderstand and relate to clérical staff
in terms o; their duties and responsibilities.

12. to complete agency forms (i.e., intake, treatment, and
closing) in a precise manner.

13. to use self effecfively within the organizational

‘ structure.

14, +to display a commitment of accountability for optimum tse
of agency's resources. l

15, +to apprgciate and understand the rationale behind
statistical documentation.

Assumptions .

. As stated by Tripodi et al.: "Assumptions are defined

as propositions which have not been verified, but which are

taken as given for the purposes of investigation." (Tripodi

et al., 1969, p. 74).

1,

The assumptions that pertain to this study are:
Social workers in direct practice require a systematic
development of admin}stra%ive and bureaucratic skills.
The development of administrative and bureaucratic skills
is a neglected phase of thefoverall educational process
in social work education at the undergraduate level.
whatever service area a.yorker is employed in there 1is a‘
need for basic administrative and bureaucratic skills in

order to function at an optimum level of efficiency.
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Population and Sampling Procedure

Since the problem under research is the deficiency
6f administrative skills being taught to'the social wérker,
it was decided by the authors that an éppropriate population
Qould be the graduates of a Baghelor of Social Work program.
The reasoning behind this would be that what they were
taught in terms of administration would still be fresh in
their minds and also they would still know in what areas
of administrative skills they were deficient.

Another fruitful area of information would be
supervisors who had supervised graduate social workers in
their fitrst professional employment situation. It'was felt
.by the researchers that this population would not only be
able to add. an overview of the situation in terms of
worker performﬁnce and supervisory expectations, but also

to supplement information received from the other population.

Because of convenience, economy, and time, it

was decided that the sample for this study would include:

1. all Bachelor of Social Work, University of Windsor
graduates of the years 1976 and 1977, excluding the
ake-up students because of.their,previous job
jz%énéence. |
2, ali sﬁpérvisors in Eséex County, who have sypervised
social workers with a Bachelor of Sociél Work degree in
their first professional employment pasition.

For the purpose of this research it can be stated
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that the type of sample utilized was purposive. The element
of ' the lack of training in administrative skills at the

. , . \
undergraduate level was the main component of this research,

s

Design

For the purpose of this study the classification was
quantitative-descriptive; subtype population degcription.
The classification system developed by Tripodi et al.
clearly outlines to the reader requisites of a -quantitative-
descriptivg study.

1. The study must not be classifiable as an
experimental study.

2. The study must include variables which are
amenable to measurement and, hence, quantitative
description. .

3. The study must have one of the following‘purﬁoses
pertaining to the seeking of knowledge; testing
of a hypothesis or the accurate description of

Pre . quantitative relations among variables selected

for the inclusion in the research.

(Tripodi et al., 1969, p. 37).

Because a non random sample is being used without
a control group, the research cannot be classified as
experimental. The major thrust of the research paper
concerns administrative skills social workers receive in
their academic career and possiﬁle skills they are deficient
in and should receive. What do front)ﬁine~sbcial workers
need in terms of these skills? Both social workers and

administrative and bureaucratic skills can be described in a

quantitative and descriptive manner.

The subtype population .description was chosen for’
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this study. As stated by Tripodi et al.:

Population description studies are those
quantitative-descriptive studies which have
as their primary function the accurate
description of the quantitative characteristics
of selected populations, organizations or other
v =7 "collectivities. These studies frequently use
' survey procedures. They usually employ sampling
methods to claim representativeness, and they
contain a large number of variables, Some of
these studies are descriptive of characteristics
of designated populations such as roles, functlons.
needs, attitudes, and opinions.
(Tripodi et al., 1969, p. 42).

Since we are describing the quantitative characteristics
of the selected poﬁulatipn, that being B.S.W. workers in
their first.year exreriqnce, and rhere is a distinect
* y/assoclation between}the variables of administrative require-
ments needed in their first employment situation, it was
chosen by the researchers as the type of research to be

utilized.

Data Collection Procedure

The 1nstrument to be used 'in this research project
will be a questionnaire for both the supervisors and
workers. It was decided by the researchers that thls form
of data collection would be the most appropriate instrument
for the data needed for this research.

For purposes of efficiency, a mailed questionnaire
was utilized. Although the other‘data collection
instruments were considered, the self-administered question-
naire was deemed most appropriate for.the‘researchérs' needs.

P The following were eliminated for the reasoning stated below.

The participant-observation_ technique seemed out of
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the question in terms of time, practicality, and the wide
geographical area to be covered. |

. A structured interview schedule was considered
but it was thought not only to be unfeasible geographically

but also would 5e a deterrent in terms of the subject of

the thesis. Since the thesis deals with administrative
skills or deficiency in these skills, it was felt that the
respondents would not react as freely in an interview
situation. Also, given a questionnaire, the respondents é
would be allowed to have more time to think out their
_answers. This is essential due to the time span involved
in the skills they had learned in their educational setting
and ?ﬁe skills they learned during their first year employ-

ment experience.

%

s

Confidentiality and anoﬁymity were also of concern.

4

Although the geographical area of the sample was large, a
great number of the respondents are employed in theAEssex
Couﬁty area. The likelihood of the interviewer or observer
knowing members of tﬂe sample on a personal basis was great.
It was felt that this_would be a deterrent.

Another reason for using the questionnaire was that
the respgndents have at 1eést a univérsity undergraduate
education and are therefore educated and intelligent
enough to understand the questionnaire and make the approp-
riate responses. AAlso the use of the questionnaire brings ¢
about a greater degree ﬁf standardiiation. This is essential = = |

in this research project in terms of uniformity of measurement

ST R R B N e e AL I WU S e
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between the two samples. .

After completion of the first draft, the dﬁestioﬁﬁaires'
were pretested on four social work supervisors, four social
work professors at theNUniversity of Windsor, and five
M.5.W. students completing their graduate ﬁrogram at the
University of Windsor. Séveral revisions were incorporated _
in the final draft of the questionnéires (APPﬁNDIX II and III) .
as a result of the comments and suggestions made by the
pretest respondents. An’attempt\was made to make both the
supervisors' and workefs' questionnaires as identical as
possible to aid in analysis of data. ‘

A coveriﬁg letter was enclosed to relate the purpose
of the study, the names of the researchers, and wherg theydnw
could be contacted if there were any questions (see APPENDIX
II and III). - | i
] A prepaid return envelope was enclosed with the
mailed questionnaire. This was 1o insure confidentiality
and anonymity. Also the researchers felt that this would
give the respondents a certain degree of motivation in
terms of returning the questionnaire. )

Two weeks after the questionnaires were mailed to
the two samples, a follow;up letter was sent. This was

to remind respondents who may have forgotten about the

questionnaire to complete it (see APPENDIX IV).

< - -7
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’-Validity and Reliability

In terms of data collection a great deal of

conslderation must be given to the terms validity and relia-

bility. Selltiz remarked that:

The validity of a measuring instrument may be defined
as the extent to which differences in scores on it
reflect true differences among individuals, groups, or )
situations in the characteristic which it seeks to i
measure, or true differences in the ‘same individual,
group, or situation from one occasion to another,
rather than constant random errors.

(Selitiz et al., 1961, p. 155).

The researchers must alWays'be aware of not only what 1s
_ - being measured.and.if the data chpIies with the needs
the researcher, but also what other factors affect the
valiéity"of‘the instrument. :

One area of comp}ication %B/ferms&df validity qf

the chosen instrument would be/}hég of.felt professional
competence. Since the re§p0ﬁaénts will feel a need to pe
competent in every ssptisﬁ of their job, there is a possibility

that they may rgsﬁéﬁd favourably due to this pressure.

e 233 da s ne
a

Ano%her area of complication would be that of

atti;udé/towards anything to do with administration. Are we

ST FYVRETVIRN

,h6%,<by asking then fo fill out the Juestionnaire, giving

- them yet another administrative task to complete? This may

possibly cause a negative trend in their responses. 4

-

As stated by Selltiz:

Evaluation of reliability of a measuring instrument ;
requires determination of the consistency of is

2
R S 65 e,
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independent but comparable measures of the,same
individual, group or situation.
(Selltiz et al., 1961, p. 167).

Basically what Selltiz is saying is ‘that for an instrument

'“~w$o“hgn§eemed reliable onexor more different researchers

should come Qf\With\the\sggg results when measuring the

———

same phenomenon. Since we do not know if our instrument is
valid we will have to ng‘iimitations in terms of reliability.
These are: .
1. Because of the time limitations, repeated
neasurements of the instrument are not
feasible. !
2. The size of the population is small..

3. Since there 1s 2 lack of specific studies

in this area thepe are no other instruments
with which to compare.

', It is important to note at this time that the
Supervisors and B.S.W. workers were not matched
making the validity of comparison rather
Timited. “ |

Data Analysis

Since the samples utilized in this research were
fairly la;ée‘it was decided by the researchers that the mosé
praétical method of data analysis would be the use of the-
computer, The questionnaires were pre -coded in preparation
for the use with the computer at/the Unlversity of W1ndsor._
For computer processing of the data, the Statistical Package.

for Social Science (S.P.S.S.) was utilized.

~

: ]
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CHAPTER IV
- ANALYSIS OF DATA

Data for this study were obtained by the use of a
mailed self-administered questionnaire unéer procedures
which were described in the pfevious chapter. A ‘total
of 95 questionnaires were mailed out, .30 to social work
sﬁpervisors employed by agencies within Essex County, and 65
to Uniyersity of Windsor B;S}W.:graduates from the\classes
of 1976 and 19?7.’W

From the sample of 30 supervisors, 22’ré£urned
completed questionnaires for a response rate of 73.3 per cent.
From the sample of 65 B.S.W, graduates, 35 returnedzéompleted
questionnaires\for a~response rate of 53.8 per cent.

A follow-up letter was sent to all of the "sample
mémbers requegting that ig,the questionnaire had not been

(i:i; completed, to do so at their earliest convenience. This

procedure generated the Eeturn of three completed question-
naires from the supervis;f sample and two completed question-

naires from the B.S.W. sample.

\ Characteristics of the Sample

Hereafter, the terms supervisor sample and B.S.W.
sample refer to 22 supervisors and 35 B.S.W. graduétgs from
whom dafa was collected for this study.

0f the supervisor sample, 10 were female and 11 were

male. Of the B.S.W. sample, 22 were female and 13 male,

——
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., Table I shows' the distribution of the two samples by sex.
: X .
TABLE I °
SEX

Supervisors B.S.w;'é R

"Number Percentage Number . Percentage o
Female 10 87,6 Female 22 62.9 \;::>

l Male 11 52.4 ‘Male 13 T37.1
Total 21% 100. ‘Total 35 100.

¥ Missing observations =

1

-

Table IT shows the distribution of supervisors and

B.S.W.'s by age in intervals of five.

~
- TABLE II '
AGE
Supervisor B.S.W.'s
. Number Percentage Number Percentage

20-24 0 0 14 . b2, 4 )
25-29 5 23.8 14 b2l
30-34 5 I 3 9.1 ¢
35-39 5 ‘ 23.8 . 0 0
40-44 3 14,3 2 6.1
45-Over 5 23.8 0 0
Totals ~ 21% 100. 33%%  100.

* Missing observations =.1

**Missing observations = 2
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Table III shows the distfibution of Supervisors and
B.S5.W.'s as 'to the nature of service in which they are

employeq:

TABLE fE&

b ' NATURE OF SERVICE IN WHICH SUPERVISORS
7 AND B.S.W.'s ARE EWMPLOYED

-

Supervisor ) B.SA._
Number Percentage- Number Fercentage

Child Welfare 7T 3343 11 (//V 35.5
Family Services ' 1 4.8 T3 9.7
Geriatric ,- 0, 0 1 3.2
Communi ty Develogpéﬁt 2 9.5 0 o
Income Maintenance 0 0 3 9,7
Vocational Rehabi;itation 1 4.8 0 0
Employment Services ¢ -0 1 3.2
liedical Social Work 4 19.0 2 ' 6.5
Vental ‘Health W 19.0 Ty 12.9
Provation and Aftercare 1 4.8 3 9.7
SParole 1 4.8 1 W
Correctional Institutes _ O 0 2 6.5
- | . 2lx - 100, | 31 100.
¥ Missing observations = 1
**Missing observations = 4 -

~

-

The question 1 (d)\;asking for previous occupation and
number of years in this position was deéigned.as a screening
device in order fo find any B.S.W.'s who may have become part

" of the sample, and who, ig they had the pfior, full time paid

- o ¥ . N .o
social work experience, would have invalidated the data. None

L

were. found.

-
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The mean nuﬁber of years that supervisors have in
social work experience was calculated to be 13.5. The mode

was 20,
Table IV shows the total number of years super&isors
have beeﬂ_emplgyed in: (i) all supervisory positions and

(ii) their preéent supervisory positions.

TABLE IV
- YEARS IN A SUPERVISORY POSITION
v P . . _ — . R
(1) - 7 (i1)
All Supervisory Present Supervisory
Positions Positions
Number Percentage Number Percentage
Less than one year 1 4.8 _ 2 9.5
One to two years i 19,0 ‘ 4 - 19,0
Two %0 three years T4 19.0 5 23.8
i  Three to:flve years .2 3.5 <3 14,3
: Five to ten years L 19.0 6 28,6
More than ten years 6 28.6 1 4,8
: i ‘ . ‘
' TOTALS - 21 100,0 .21 100,0 -
Data Presentation <

Up0n completion of the review of llterature and
after consultxng with other profe§3nonals in the area of
'admlnlstratrln flfteen basic administrative skills were_
established by the researchers. Respondents of both samples
were asked to report on the levels of importance of the

established administrative skil%®. In general, the 57 valid

q

observations received indicated that all 15 were rated in the
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extremely important, very important, and important range

“by 81.95 per cent of all respondents. This can be further

broken dewn into the response rate of the two samples.
seperately with 86.3 per cent of the supeyvisors and 776
per cent of the workers failing ints above range. “Phis
general 10 per cent difference between the supervisors and '
workers \rgzings followed through on most of the establlshed
admlnlstrative skills. From these statlstlcs the researchers
were given a clear indication that both the supervisors and

workers felt that establi§ped administrative skills had a °

high degree’of importance in their employment situation. To

negate the bias of the researchers. the respondents were
also asked to state other administrative skills that were
imﬁortant. R

The five pbst‘important skills, as perceived by the
respondents, dealt with being able to write a'report in
an accurate and conecise manner (APPENDIX V, TABLE XIII);
utilization of outside agencies (APPENDIX V, TABLE XVI);
accurately filling in agenc& forms (APPENDIX V, TABLE XXIII);
the use of self effectively within the organizetional
structure (APPENDIX V, TABLE XXV): being able to display
a commitment of accountablllty for optlmum use of agency
resources (APPENDIX V, TABLE XXIV). The mean of the above
skills is u.é esing a one to five point scale, with five
being extremely important.

The majority of respondents thought that all the

skills listed were of some degree of importance with the

»
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exception of being able to chair a committee meeting

(APPENDIX V, TABLE XX), and to be able to write the

\ B -
minutes and reports of meetings accurately (APPE@DIEWVT<

TABLE XIX). In both these cases, the B.S.W.'s, 37.1 per - )
cent and 42.9 per cent respectively, felt that these skills

were not.important; whereas only 13.6 per cent and.h.Bxper

-

.cent of the supervisors respectively felt that the same skills
. ] .

were not important. It is also important to note at thié
‘time thaf the respondents agreed that committee ﬁork was
important (APPENDIXyV, TABLE XVIII) but did not feel the \
administrative functions of committees-wefe'important

(APPENDIX V, -TABLE XIX and XX). : ’

- ‘Table V shows a summary of the raging of importance

of the fifteen administrative skills giving the mean and
standard deviation of each. It is interesting to.note that
the supérvisors had a more clustered response rate than that

of the B.S.W.'s as indicated by the stanaard deviations.

For- a more complete description of -the responses to-

- B \‘
the administrative and bureaucratic skills, refer to .

APPENDIX V, TABLES XII-through-XXVI. AN

B

4

\

-
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’ TABLE V

Rating of the importance of the following

administrative skills using a 1-5 point scale

with 5 being extremely important by mean and

standard deviatien.

Supervisor B.S.W.

Administrative Skill '~ mean std.  mean std.
: - dev, dev.

to understand relevant policy etc. 3.9 0.87 L,17 0.95

to be able to write a report 4,22 0.75 3.83 1.25
to plan a work week 3.77 . 0.81 3.71 1,07
to utilize supervisory time - 3.8t 0,91 3.54 1.15
effectively . ' '

to utilize outside agencies . 4,18 0,90 L.03 0.89
effectively :

to act as a resource to outside 3.64 0.79 ° 3,49 1,01
agencies :

to pdrticipzte in agency committees 2.96 0,90 2.80 1.18

to be able to write'miﬁutes of 2.6 0.85 2.06 1.11
meetings o
to be able to formally chair a/ 2.59 1.05 2.11 1.i5
meeting . , / ,
.to"be able to have a personal 3.04 0.90 2.74 1.25
filing system

. to be able to relate to clerical 3.36 1,00 3.3 0.95
staff ) ) -
to accurately fill agency forms 4.0 0.93 3.90 0.97
to utilize self effectively L.22 0.61 3.91 0.92

within organizational structure

to be accountable for optimal use 4L.09 0.75 3.83 0.79
of agency resources .
4o understand rationale behind 3.73 0.88° 3.06 1.28
statistical documentation :

) \ L. -

PR

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



59

Respondents wefe asked to state other administrative
duties, in addition to those listed in the questionnaire,
“that they considered to be most important. There was only -
a siight differencé between workers and supervisors. Several
‘respondents (8) in both samples.*specifically mentioned the
area of budgeting. A close second té'budgeting pertained
to skills in program evaluation (5). ‘Few;r persons
mentioned areas such as program development (2), conflict
mdnégement (2), feléting to other professionals (2),
inger§ice training programming (2), public speaking (1), and
answering the telephone-(1). o ‘

Although there is a vast amount of literature
Vwritten on the different modes of social work treatmeﬁ%,
there was a definite lack of information on administrative
and bureaucratic skills in social work. This led the researchers
to attempt to determine if the two samples felt that .
administratiVe skills were as important as other skills.
Both supervisors and B.S.W.'s definitely felt that adminis-
trative skills were as iﬁportant as other skills in éocial/‘

work with the means of both samples being 3.96 and 4.09 \\ ’

respectively,
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TABLE VI
the Importance of Administrative

60

Skills to Other Social Work Skills . . -

i Supervisor B.S.W.
‘Agreement Percentage Percentage
strongly agree - 27.3 28.6
agree 54,5 : 60,0
uncertain 4.5 2.8
disagree 13.6 8.6
strongly disagree 0 ' o
TOTALS 100.0 100,90
mean 3,86 4,09
standard deviation 0.95 0.818

P

Again due to the lack of literature ofi skills in

administration pert#ining to social work, it was felt by the

researchers that therq was a definite gap in the knowledge

social workers had in a

both samples, 76.15 per/cent felt that there was a limited
Jnowledge of adm¥nistrative skills.

vations only six\per cent of the population disagreed with

this ‘premise.

inistrative s&ills.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

In averaging

OQut of 57 valid obser-

ORISR VT SO N




"/

61

TABLE VII ,
Limited XKnowledge of Administrative Skills

| Supervisor ‘ B.S.W.
Agreement Percentage Percentage
strongly agree 27.3 25.7
agree , k5.5 54.3
uncertain ‘ 18,2 17.1
disagree : 9.1 \ . 2.9

< strongly didagree 0 0

TOTALS . 1 100.0 100. 0
mean . ‘ 3.91 .01
standard deviation : 0.92 0.75

The respondents wefe requésted to complete time spent

during working hours, on a percentage basis, on different

. job-related activities. They were asked to estimate the
actual time spent and the time they felt should Ee spent. The
B.S.W.'s on the average felt they spent 22.5 per cent of their
time on administrative duties. This closely related fo'the
supervisors response of 19.3 per cent. The time the B.S.W.'s
felt should be spent was 14;5 per cent.‘a difference of
eight per cent. On the other hand, the supervisors were
fairly consistent in this area. They felt that they should
spend 18.1 per cent of their time in administiative activity.
These percentages of both the werkers and supervisors were of
particular interest to the researchers. In reviewing the
literature it was felt that at least 40 per cent of the

workers' time should be spent on administrative activity.

\
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The areas of involvement were community deveiopment.,
counselling, profegsional development, fésearch. and other
related activities. In terms of other related activities,
the reéponden@s added collaboration with‘other professionals,

* case conferences, development of new programmes, travel,A *

teaching, and consultant work. 'Although some of these

‘activities may be placed in existing categories, it was felt
that there would be merit in listing them for further insight.

For a greater breakdown in terms of percentages, see Table VIII.

o

TABLE VIII

Distribution by Respondents Ratings in Terms
of Actual Time Spent and Time That ‘Should Be _____
Spent on Activities in Work Performance

> : s

Supervisor B.S.W.
. Percentage Percentage
Time Spent : actual should actual . should
administration o 19.3 . 18.1 22,5 ih,5
‘community development 8.5 7.1 h.6 - 8.1
counselling 58.4 . 59.8 52,2 56.2
professional development 6.4 . 8.3 8.7 14,2
research S 2.7 4.8 2.3 k,s
other b7 1.9 9.7 2.5
TOTALS 100.0 100.0 100.0 100.0

. In'reviey;ng the literature and discussing'tyé aspects
of admiﬁistrative sk%lls wit@ professionals in the field, the
researchers raised questibns concefning the adequécy of the
formal education process in_teaching administrative skills.

For this reason the respondents were asked to what extent
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they felt formal'education prepared them for the adminis-
t;ative skills needed in their agency.- ‘Both the supervisors
(50 per cent) and the B.S.W.'s (51.4 per cent) felt that
they were prepared for their duties to slight‘extent.
Combining the two categorieé to a sYight extéﬁt and not at

fell into the combined

all, 65.7 per cent of the B.S.W.
categories, and 54.5 per cent of the supervisors. It is also
intereéting to note’ that neither sample responded in the

upper Eategories of "to a great extent" and “to an extreme

-

extent:.

¢

TABLE IX

"Extent to Which Formal Social Work Education
Prepares B.S.W.'s for the Administrative
Skills. Needed in Their Agencies

Supervisor © B.S.W.
Extent : Percentage Percentage
to an extreme extent 0 0
"to a great extent 0 0
to a moderate extent 45,5 ' 34.3
to a slight extent 50.5 51,4
not at all k.5 . 4.3
TOTALS . 100.0 100.0
mean ‘ ’ 2.4 2.2
standard deviation 0.5¢ - 0.68

The B.S.W. sample was also asked to rank order where
\ -
they had learned thelr administrative skills. It is
: % * C g
important to note that social work education ranked sixth (6)

out of a field of seven responses. It would seem that both

K\
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e

supervisors and B.S.W.'s feel that they did not rquiﬁe-~“'
sufficient administrative education inrtheir”ééédemic'careers

and have to rely on practical experience to fill the.gap.

TABLE X

Sources for %he Development of Administrative
Skills by Rank Order

Sources for the Development of Skills ) Rank

practical experience ' -
field practice
colleagues
supervision sessions
inservice training
social work education ' &

VY IR e U SN L UV VI

other (other job experiences, relatives,
business. education)

. When both samples were asked how social workers could
gain more expertise in the area of administrat;ve skillé,
three areas were mentioned. These areas were field placement,
inservice training, and course content in the B.S.W. program.
Again, there was little difference between the B.S.W. and
supervisor responses. | . -

Both samples were also asked to consider that if they
had the responsibility for teaching administrative skills, what
‘literature they would utilizg for reference. Since~the
texts named are listed in this paper's bibliography, it was
felt by the researchers to be redundant to repeat them at.

this time. The majority of responses to this question came

from the supervisors. Some of the B.S.W. respondents stated
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that they were not familiar with any’iekts-on administration.
] Bsth samples were also asked what the major thrusi

in terms of course content an administrative course should

~ take. The majority of the. sample stated that authority
lines, accountability, and‘report writing should be the major
focus of course content. Other areaslmentioned.éeré time
managémen%. organizational structure, rﬁles of order in
committee work, effective hse of supervision, and poliéy
interpretation. .

The first hypothesis, that B.S.W. workers percei&e
themselves as having a deficiency in bureaucratic and
administrative skills, and the second hypothesis dealing

- with the supervisors' perception of the level of ability of
the B.S.W.'s in terms,of‘the aforementioned skills._led-the
researchers to ha%e the respondents rate ability. 1In
general, there was considerable similarity between the‘ .
supervisors and B.S.W.'s in the category of ability. The

" mean average of the supervisors, 3.07 per cent, was very
similar to the B.S.W.'s mean average of 3.42 per cent. Also
both samples rated the level of ability in the av;rage ability
range; For a complete breakdown of each administrative skill
by percentage in terms of ability please féfer to APPENDIX,V,.
TABLES XII through XXVI. It should also be noted that the

response rates are clustered in both samples. This is:

illustrated by the low standard deviations (see Table XXIII).

- ‘ ) - ~

-

-
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TABLE XI

Rating of the ability of B.S.W.'s to utilize
the following administrfative skills using a

1 to 5 point scale with 5 being excellent
ability by mean and s‘tandard ¢eviation.

66

-
Supervisors - B.S.W.
std. mean std.’
7 Administrative Skill meEn  dev. dov.
to understand relevant policy etc. 3.09 0.87 3.47 0.83
to be able to write a repogz . 3.27 ©0.99 3.7 0.72
to plan a work week 4 \\\\k 2.81 0,66 3.56 0.82
to utilize supervisory time 3,8 0.66 3.68 0.64
effectively - - '
to utilize outside agencies 3.3 0.84 3.62 0.70
effectively S .
to act as a resource to outside 3.31 1.18 3.53 1 0.71
agencies
to participate in agency committees 3.18 0.73 3.15
) to be able to write minutes of ~2.70 0.78 2.97
meetings
to be able to formally chair a 2.41 0.85 2.85
meeting .
to be able to have a personsl 2.77 0.81-. 3.38 0.89
filing system
to be able to relate to clerical 2.96 0,72 3.59 C.89
. staff. 3
to accurately fill -agency forms 3.18 0.96- 3.62 0.82
to utilize self effectively B 3.22 0.752 3.53 0.62.
within organizational structure -
to be accountable for optimal use . 3.16 0.834 3.53 0.66
of agency resources
3.14 0.821

: to . understand rationale behind , 2.86 0.94
- statistical documentation -

-

-
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k. " . GHAPTER v
SUMMARY AND RECOMMENDATIONS

The purpose of this research project was to.evaluate
the -quality and quantity of administrative skillsrprovidéd
-social work.studenté at the University of Windsor, as perceived

/fd by former social‘work students and supervisors of graduate \)
“social workers in their first professional employment
‘situation. | ;

A review of Iitératﬁré was conducted to éain a high
degree of familiarity with the administrative and bureaucratlc
skills essential in dellvery of optimal service. Also an
experlmental survey was conducted prior to the formulation
of the research focus. ﬂ

The form of the data collection utilized by the
researchers was a quesﬁionhaire which was aistributed o a
sample of 30 superv1sors and 65 B.S.W. gradugtes. these 22
supervisor questionnaires and 35 B.S.W. queétlonnaires were .
returned, making a totai_of 5?-;Bspondents. ' : ¢

&ﬁg . The data collected was centred on describing the

following research foci or questions plus two hypotheses.

Some of the questions have been grouped together to give the

reader a high degree ®f continuity in terms of the findings.
1. .Whatladministrayi e skills are perceived important by \
both social workers and supervisors?

Both the supervisors and the worken$ felt that

)
- . v
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the, establlshed admlnlstratlve skills teeted were important.
I%. is‘lnterestlng 'to note at this point that administrative
skills pertalnlng to chairing and writing minutes of committeeg-
_were not as important as other administrative ski{ls; It is
also important tq&ﬁofe the otﬁervadﬁinist;ative skills
“stated in addition to those listed in‘fhe quesﬁi&nnaire;
~Othgr areas meptioned were budgeting, program evaluaﬁion énd

development, conflict management, relating to other professionals,

LY

inservice training, public speaking and telephone etiquette.

2. Are administrative skills as important as other? skills
in social work?
> : . .

‘3. Is therelimited knowledge of administrative’skills'in

gsocial work?

: . ‘ The researchers found thad both the supervisors and—

"\ : . .
the workers felt that administrafive skills were as important

as other skills in socilal wdrk but, there wag .a- 11m1ted
\knodledge of admlnlstratlve skills in soeial work. This
information has a high correlation with what‘was\found in the
review of literature. Although the'researcheés f;und an.

7 agreemeht on the importance of admin%ptration in social WOrk,'x

w1th some " authors stating that it should take up at. least 4@ .

»

per cent of the worker's time, there was very little ‘written

] abdntsgpout admlnlstratlon whern compared to  that about
. e
other areas of soc1al work. -

4. What percentage %f time 1s spert on admlnlstratlve dutles°.;

5. What time shoul e Spent on aé;lnlstratlve duties?

The percentage_of time,spent during working hours on

)

N
&

. . . .
. .
’\( . . . -
T . : . ’ N
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o : . .
admiéistrative duties was of particular-interest.to th;\\
resea}cﬁers. Thé-B.S.w.;s felt that they spent 22.5'per éént, %
of their time performing administrative tasks and should only 1
spend 14,5 per cent of their time doing these tasks. The
supervisors, on the other hand, felt that the workers spent
19.3 per éent of their time on administrative duties and should
_only spend 18.1 per cent of theirvtime in fhe performance of
these duties. As stated prior, it is félt that at least 40 -
‘pér cent of the wbrker‘g time shouid be spent pérforming
adﬁinistrative dutieé.' Whether this finding is a reflection
on the limited knowledge social workers have pertaining to
‘admlnlstratlve skills or an attitudinal tuestion cannot be

'derived from the data received.

6. To what extent does formal education prepare B. S W.'s for
the admlnlstratlve skllls needed in an agency. ﬁ .

It was found that both samples tested felt that workers

] wére'prepared for their administrative QutiesAonly to a slight

extent or not at all by the forgal education process. Also

of noteworthy interest is that the workers ranked forma;

social work education sixth out of a field of seven sources

for the ‘development of their administra'tive skills.

7. How could social workers gain more expertise concerniﬁg
administrative skills? !
What should {he major thrust in course content be concerning
administrative skills? - |

Both samples agreed that the B.S.W. programme should

S . . S os . sy 2 ‘
be responsible for teaching administrative skills in both
. ; v . ‘ ‘ N . ) ‘ * .

1]
A - * ’ \x 4 .
Py ‘ . . - ¢

S 2 i e
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course»content and field practice, supplemented by inservice
training in the agencies in which they are employed. -The

major thrust in terms of course content should fall in the
areas of authority line theory, accountabilily, and accurate
report writing. Other areas mentioned were tiﬁe‘management,
rules of order in committee work, effective use of supervision,
and policy interpretation. Overall these findings reinforced
what the researchers had found to be important in, the

literature review. T o

-

Hypotheses

(1)' B.S.W. workers perceive themselves as having a
'deficiency.in bureaucratic and adminisﬁfati#e skills.
(2) Supervisors perceive B.S.W. workers as having a
deficiency in bureaucratic and administraiive ékills.
InArespect to the abiiity and performance of the
established administrative skills by workers in their first
work expérience. the researchers found a high degree of
éimilarity between the super&isors and B:S.W.'s. Both samples
N felt that these skills were importan£ and the workers had a
certain degree of ability in performing said skills. Although
the workers rated themselves higher in respect to their ébility
; ‘than the supervisors did, the difference between the two
samples was not deemed significant.

[y

. Recommendations
. [ ]

As noted in the validity

d reliability section of

this study, the samples use {n this study were of a

restricted nature. For thif reason a,further replication

"

A

. ¢ - : ) 7
- - - ) . : .1
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of the sfﬁdy could be fofmuxated to encompaés possibly

the schools in the province or even nationwide. It would be
beﬂéficial for future studies of .this fype to match ¥he .
workers with their perspective supervisors. This would

give the researcher possibly a better picture of the worker
performgnce.

From the data received, there was a definite indication
that students were receifing minimal training in administrativé
skills in.their'formal university education. This would
suggest that an evaluation could be needed in terms of the
course content concerning administration at the undergraduate
level,

The researchers also found in formulating the
questionnaire and in analyzing the data that there seemed to
be a‘aefinite flavour of the negative in respect to attitude
towards administration. Although this was not incorporated
into this study, it could possibly be a source for further
study.

Also‘}rom the data received, there was a stirong a«
suggestion of the neéd for a program of continuing education
through inservice training of ageﬁcies or seminars and
conferences through the universitdes., Workéhops‘shqu1d<be
encouraged that Qeal with the admiyfistrative aspects of the
profession both on the university and agency levels,

Studies such as these would not only be of benefit
to schools of social work and agencies, but 21so might be of
some worth on the high school level. If workers pould’be

tested to find out what type of basic administrative skills

~h

~
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they were deficient in, perhaps secondary school educators

~could provide them in their course content. Examples of the

type of administrative skills that could possibly be taught
at this'level would be telephone sfiquette énd writing of a
summary report. This type of life.skill content would not
only be beneficial to’stuaents consideriné a career in
social work but also any other area in which they wished to
become invoived. : ’ . ’

"In researching this topic area, the authors derived
an extended_knowledge'of administrative skills and fheir

importance. It is the hope of the workers:that the social

.work profession can derive similar benefit and utilize

portions of this study for their own needs.

_ gt
~ . ) .q,

\
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. APEENDIX I

Dear Respondent:
There has been a concern about the degree of the
administrative component in the responsibilities carried out

. by B.S.W. level workers in thelir first year of employment. We
~ have designed a questionnaire identifying fifteen administrative
and bureaucratic skills that we think may be important. Our
concern is whether a begimning B.S.W. social worker, who has '
not had prior paid social work experience, receives sufficient
emphasis in the development™Qf the identified skills in the
educational curriculum.

As a responsible membeér of the social work profession,
you will be able to contribute.a great deal to this area and
we earnestly request your assistaxnce. We are aware that your
time is valuable but it is expecteld that it will take only ten
to fifteen minutes to complete the guestionnaire.

_ Plpase read all the questions carefully and answer the
guestions by checking the answer of your choice. If you do not
find the exact answer of your choice, use the one that is
closest toit. It is imperative that you answer the guestion-
naire in a straight forward manner. You will not be identified
with your answers. .

R Confidentiality and anonymity will be insured by the
use of -the prepaid envelope. Once the questionnaire is completed
we request that you return it as soon as possible.

Your responses will contribute to a more relevant
appraisal of the administrative skillsendeded for a B.S.W.
worker. Since we are working on a limited time schedule your
prompt reply would be greatly appreciated. _

We are truly thankful for your time and knowledge in
helping make this study a success. If you have any guestions
about the study or the questionnaire please feel free to
contact us at %he School of Social Work, University of
Windsor {(phone: 253-4232)., :

%

Again thank-you for your time
and co-operation, -

Robert A« Lychytschenko

David J. Osmun

E
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'APPENDIX II
QUESTIONNAIRE ON ADMINISTRATIVE SKILLS

IN SOCTAL WORK PRACTICE

I General Information ' .
(a) Sex: Female _
Male
(b) Age: ' .
(c) Nature of service in which you are employed:
(1) Personal Social Services
___child welfare
famlly services
gerlatrlcs -
—_ community development, »

(2) Economic - Manpower
___income maintenance
____vocational rehabilitation
___employment services

(3) Health
medical social work -
4 ‘mental health worker

(3) Justlcé
probatlon and aftercare

paroleﬂ'
correctlonal 1nst1tutlons

(5) Educational
___school social worker
teachlng social work

. (6) Recreatlon
— recreational social work

(d) Previous Work Experience !

number of years

(e) Total number of years in supervisory positions:
(1) __ less than one
(2) —__one to two
(3) _two to three
- (4), ___three to five
(5) __five to ten
(6) __more than ten

a ‘ 4
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(f) Number of years in present supervisory position:
less than one .

(1)

2 one to two

(3) two t® three

(&) three to five - -
(5)

(6)

)

five to ten
___more than ten

L

(g) Your completed educational level:
(1) __High School
___Community College (C.A.A.T.)
B. Sc. or B.A., non social work

(2)

{(3) ___

(4) ___B.S.W.
(5) ~  M.S.W.
(6)
(7)
(8)

i
\

Adv. Diploma i
D.S.W. or Ph.D. . N
Other (specify) : N

*_H

II As a supervisor there are certain administrative expectatlons /
Cot you would place on a beginning B. S W. worker who has not had
prior work experience. . . {

In section A please check the follow1ng administrative skilTs
in terms of 14portance to the worker who is beglnnlng to work
under your supervision.

Section B concerns itself with the B.S.W.'s ability to perform
said skills in their first pald work situation. Please mark
the appropriate space indicating the level at which you-
found the worker to perform the identified administrative
skills. If you have supervised more than one worker, give
an gverall indicaztion of the level of performance.

* H

manner.,

SECTION A SECTION B
importance : ability
(1) to understand __extremely importdnt _ excellent ability 3
and interpret __very important __very good ability i
relevant __important __average ability
policy and/or __somewhat important __some ability-
legislation __not important __no ability
governing ;
your agency. ‘ _ R
lv_ _
{2) to be able to - _extremely important _ excellent ability
write a report __very important __very good ability
in an accurate __lmportant __average ability.
and concise __somewhat important __some ability

not important __no abilltty
~

/
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, ‘ SECTION A . SECTION B
importance ability
(3) to plan a work __extremely important __ excellent ability
week allowing __very important __very good ability
for emergency __important __average ability
situations. - __somewhat important _ some ability
__not important _— no ability
(4) to use super- __extremely important __excellent ability .
visory time. __very important __very.good ability
effectively. ___important __average ability
__somewhat important _ some ability
__not important __no ability
II .
(5) to use outside __extremely important __excellent ability
gencies in an __very important '~ __very good @ability
effective and __important __average ability
constructive __somewhat important _ some ability
manner., - __not important .__no ability
(6) to act as a __extremely important __ excellent ability
resource to __very important __very good ability
outside agencies __important average ability

some ability
no ability

and groups by somewhat important
providing infor- ©°not importanit$
mation about ,

agency policy

and services.

||

(7) to participate extremely important excellent ability

|
|

in agency __very important __very good ability
committees. . __important . __average ability
__somewhat important __ some ability
__not important __no ability .
(8) to be able to extremely important __exéellent ability

.write minutes very important very good ability
and reports important average ability

|
l

|

of meetings _ _somewhat important __some ability

accurately. __not important __no ability
(9) to be able to __extremely important __excellent ability
—~——-—formally chair __ very important __very good ability
- a committee __important __average ability

meeting. __somewhat important _ some ability

: __not important __no abdlity .
A
TN
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(10) to have a

personal filing

system to

handle 1ncom1ng
mail, memoranda,

etc.

SECTION A
importance

extremely important

very 1mportant

important

somewhat important
not important

L1

) 80

SECTION B
abllity

excellent ablllty
very good ability
average ability
some ability

no ability

|

l

LI

to be able to
understand
and relate to
clerical staff
in terms of
~their duties
and responsi-
bilities.

(11)

extreme}y 1mportant
very important.
important

somewhat important
not important

IIII'A

!

-

‘H

excellent ability
very good ability
average ability
some ability

no ability

| |

(12) to fill agency

extrémely important

excellent abllléz;“w

forms ___very important . . very good ability _
.accurately. __important __average ability
(i.e., intake, __somewhat important __ some ability
treatment, and __not important __no ablllty
closing. ) T T
(13) to use self __extremely 1mportant __excellent ability
: effectively __very important - __very good ability
within the ___important __average ability
organization __somewhat important __some ability
structure. __not important __no ability
(14) to display a \\\\<:_extremely important __ excellent ability
“commitment of ~_very important __very good ability
accountability important __average ability
for optimum T _somewhat important __some ability
use of agency's _ not important __no ability
resources. :
——
(15) to appreciate extremely important _-excellent ability

and understand
the rationale

very important
important

L

very good ability
average ‘ability

behind somewhat important _ some ability
statistical - _not 1mportant __no ability
* documentation. .
’ .
Y
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SECTION C

Please state other administrative skills, in addition to those
listed in the questionnaire, that you consider to be most

important. , .
(1)
(2) _
L 3) - | ' . _
B C) B - S v
III Administrative Methods ' - ’ -
\ - ' -
(1) Do you think that administrative __strongly agree
. skills are as imporgtant as other __ agrée N
skills in social w@k? > _uncertain
: . - ‘ . disagree

- (2) Do you think there is limited--
knowledge of administrative
skills among professional
social workers?

—_strong}y disagree
{(3) In the performance of fhei job, what pe'ceﬁ¥age of'

' a worker's time is spent o

activities?

b}

___ administration
: . __ community develo
_____counselling
professional de@elopment p
_____research _ ' -
_____other (specify) .

(4) In the performance of their job, what percentage of
a worker's time should be spent on each of the .
following activities?

___ administration
_____community development -
counselling - _— ' :
professional development N
___;résearch
_+___other (specify)

- w . - [ . .
BYS . .
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IV Administrative Skills and Education

(1) To what extent doryou think fhat.the formal social work
education prepares B.S.W.'s for the administrative
skills needed in your agency?

to an extreme extent
to a great extent

to a moderate extent
to a slight extent
__not at all )

x

- (2) How do you think social workers could gain more
expertise concerning administrative skills?

(1)__- .

(2)

N
(3)
(&) -

(3) If you were delegated the responsibility of teaching
administrative skills the undergraduate level of
social work, what liferature would you utilize for
reference?

(1)
(2)
(3)
(L) ..

(4) What would the major thrust be in terms of course
content?

Thank-you for your time and co-operation.
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APPENDIX III
QEESTIONNAIRE ON_ADMINISTRATIVE SKILL

IN SOCIAL WORK PRACTICE

I General Information
(a) Sex: Female
Male

(b)’Age:
(¢) Nature of service in which you are employed:
(1) Personal Social Services
___child welfare
___ fTamily services
____geriatrics
communlty development

(2) Economic - Manpower
____income maintenance
___vocational rehabilitation
____employment services

' (3) Health
: medical social worker
mental socizal worker

(&) Justice
probation and aftercare
____parole
___correctional institutions

(5) Educational
school social worker
teaching social work

(6) Recreation
recreational social worker

(d) Previous Work Experience
(1) occupation

(2) number of years

”~

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



. 85

\ RSP :
IT Administrative skills broadly stated are utilized to
enhance worker effectiveness in the employment situation.
‘In Section A please check each of the following administrative
skills in terms of their importance to your job situation.
In Section B please check each of the following administrative
skills in terms of a realistic appraisal of your ability
to perform these skills,
SECTION A SECTION B
-importance : : ability

(1) to understand’ ' _ extremely important __excellent ability
and interpret __very important __very good ability
relevant policy _ important __average ability
and/or __somewhat important __some ability
legislation __not important __no ability
governing your: '
agency.

(2) to be able to ___extremely important __ _excellent ability
write a report _ very important __very good ability
in an accurate _ important __average ability
and concise __somewhat important _ some ability
manner, __not important + __no ability

(3)- to plan a work _ extremely important __excellent ability
week allowing __very important __very good ability
for emergency __important __average ability
situations. _ _somewhat important _ some ability

__not important __no ability
(4) to use super- __extremely important _ excellent ability
visory time __very important __very good ability
~ effectively. __important —_average ability
__somewhat important __ some ability -
( : : __not important __no ability
. (5) to use outside __extremely important __excellent ability
agencies in an .__very important __very good ability
effective and __important ___average ability
constructive __somewhat important __ some ability
manner. __hot important __no ability
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SECTION A SECTION B
importance ~ ability

(6} +to act as a __extremely important __excellent ability
resource to __very lmportant __very good ability
outside __important __average ability
agencies and __somewhat important _ some ability
groups by __not important __no ability
providing . -
information
about agency e
policy and
services.

(7) to participate _ extremely important __ excellent ability
in agency __very important __very good ability
committees. __important __average ability

_somewhat important _ _some ability
. __not important __no ability
(8) to be able to __extremely important __ excellent ability
write minutes __very important __very good ability
‘ and reports of _ important __average ability
T meetings __somewhat important __some ability
S accurately. " __not important __no ability

(9) +to be able to __extremely important __excellent ability
formally . __very important __very good ability
chair a™ = __important __average ability
committee __somewhat important _ _gome ability
meeting. __not important __md ability

(10) to have a extremely important excellent ability

personal filing very important very good ability

sysfem to —_important __average ability
handle incoming _ somewhat important _ some ability
mail, memoranda, _ not important __no ability

etc.

extremely important excellent ability
very important very good ability

(11) to be able to
understand and

__important —_average ability
gi??gafostaff —_somewhat important __some ability
__not important __no ability

in terms of
their duties

and
responsibilities.
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SECTION A "~ SECTION B

importance ~.oo o ability

(12) to fill agency extremely important - ___excellent ability

forms __very important __very good ability
accurately. _ ___important _average ability
(i.e., intake, __somewhat important __ some ability
treatment, _-not important __no ability
closing). '

(13) to use self __extremely important _ excellent ability
effectively ___very important - __very good ability
within the ~__important __average ability
organizational __somewhat important _ some ability
structure, __not important __no ability

(14) to display = __extremely important __ _excellent ability
commitment of __very important __very good ability

, accountability __ important __average ability

- for optimum ___somewhat important . _ _some ability
use of __not important __no ability
agency's v
resources.
(15) to appreciate extremely important  excellent ability

and understand very important very good ability

| 11

the rationale __important average ability

behind __somewhat important some abilit

statistical __not important- __no ability |

documentation. .
SECTION C

Please state other administrative skills %hat you consider
important:

(1) . ' :
(2)
(3)
(&)
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III Administrative Methods

(1) Do you think administrative __strongly agree
skills are as important as __agree
other skills in social ___uncertain
work? __disagree

__strongly disagree

(2) Do you think that there is : __strongly agree

limited knowledge of ’ __agree
o administrative skills among _uncertain

professional social workers? __disagree

) __strongly disagree
~(3) In performing your job, what percentage of your time
do you spend on each of the following activities?

_____administration
___community development
____counselling

professional development
____ _research
____other (specify)

(4) In performing your job, what percentage of your time
would you like to spend on each of the following
activities?

administration
community development
counselling

. professional development

research
other (specify)

IV Administrative Skills and Education

(1) To what extent did your formal social work education
prepare you for the administrative skills needed in
your area of employment?

to an extreme extent 4
to a great extent

to a moderate extent

to a slight extent

_not at all ’

——
—_—
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(2)

- (3)

(&)

(5)

(2)

. S 89

!

Where "did you learn your administrative skills?
Please rank in order. -

__from social work education

__from practical experience

_ from supervision sessions

_ Trom colleagues

__from workshops

__fromlfield practice

__f%om3inservice training

__other {specify)

-

How do you think social workers could gain more
expertise concerning administrative skills?

(1)
(2)
(3)
(&)
If you were delegated the responsibility for teaching

administrative skills at the undergraduate social work
level, what literature would you utilize for reference?

(1)

(3)____&
(&)

What would be the major thrust in terms of course
content?

TS
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APFENDIX IV

July 10, 1978 | Robert 4. Lychytschenko
’ ; David J. Osmun
1029 Victoria Avenue
Windsor, Ontario

Dear Respondent,

Recently ‘we sent you a letter asking you to complete
a guestionnaire concerning the degree of the administrative
component carried out by B.S.VW.. level workers in their first
year of employment. As we mentioned then our concern is
whether =z beginning B.S.W. worker receijves sufficient emphasis
in the deveIOpment of administrative skills in the educational
curriculum.

If you have already'refﬁrned the questionnaire we
would like to thank-you for your time and cc-operation, If
you have been unable to return the questionnaire we would
appreciate you taking a few minutes now to complete it and
send 1t in.

We want to assure you again that your responses will
be kept strictly confidential and your name will in no way
be attached to your answers.

Sincerely yours
Robert 4. Lychytschenko

David J. Osmun

P.S. - If you have any gquestions or need any assistance in
cowpletlwg the cguestionnaire, please call us at the
School of Social Work, Unlver81ty of Windsor.
(phone: 253-4232)
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APPENDIX V
TABLE XII
Supervisor and B.S.W.'s sense of importance

of and ability to understand and interpret
relevant policy and/or legislation governing

their agency. -~

_ Supervisor B.S.W,
Importance | ~Percentage Percentage
extremely important 31.8 Ls5.7
very important 27.3 ‘ 34,3
important 40,9 11.4
somewhat important . ‘ 0 8.6
not important 0 0
TOTALS 100.0 100.0
mean 3.9 4,17
standard deviation 0.87 0.95
Ability Percentage Percentage
excellent ability 0 5.9
very good ability . 36.4 47.1
average ability 40.9 38.2
some ability 18.2 5.9
no ability 4.5 2.9
TOTALS 100.0 100,0
mean 3.09 3.47

standard deviation 0.87 0.83

Number of missing values = 1. Worker respondent did not
answer the ability section. This holds true for all
fifteen skills.
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APPENDIX V
TABLE XIII

Supervisor and B.S.W.'s sense of importance
of and ability to be able to write a report

in an accurate and concise manner.

-

Supervisor B.S.W
Importance Percentage Percentage
extremely important. 40.9 ko.,0
very important 40,9 22,9
important 18.2 25.7
somewhat important 0 2.8
not important .0 8.6

i

TOTALS 100.0 100.0
mean—~ 4,22 3.83
standard deviation 0.75 1.25
Ability ¢ Percentage Percentage
excellent ability 9.1 14.7
very good ability 31.8 41.2
average ability 40.9 bh.1
some ability 13.6 0
no ability .6 0 T
TOTALS - 100.0 100.0
mean 3.27 3.7
standard deviation 0.99 , 0.72
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TABLE XIV

Supervisor and B.S.W.'s sense of importance of

< and ability to plan

work week allowing for
emergency situations.
. S
AW

Supervigor B.S.W.
Importance Percentage Percentage
extremely important.~ 18,2 28.6
very important ' 45.5 28.6
important 31.8 31.4
somewhat important b,5 8.6
not important 0 2.8
EOTALS 100.0 100.0
mean 3.77 3.71
standard deviation ’ 1 0.81 1.07
Ability ‘ Percentage Percentage
excellent ability 0 11.8
very good ability 13.6 41,2
average ability skeS 38,2
some ability 31.9 8.8
no ability 0 Y
TOTALS 100.0 100.0

. ' [\

mean . ‘2.81 3.56
standard deviation 0.66 0.82
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APPENDIX V
TABLE XV

-

Superéisor and B.S.W.'s sense of importance .
of and ability to use supervisory time

effectively

Supervisor B.S.W.
Importance Percéhtage Percentage
gftremely important 27.3 20,0.
very important 31.8 Lo.0
important 36.4 20,0
somewhat important k.5 14,3
not importaﬁt 0 5.7
TOTALS 100.0 100.0
mean 3.81 354
standard deviation 0.91 1.15
Abilitx. Percentage Percentage
excellent ability b.s 8.8
very good ability - 18.2 50,0
average ability 68.2 h1,2
some ability . 9.1 0
no ability 0 " 0
TOTALS 100.0 100.0
mean 3.18 3.68
standard deviation 0.66 0.6k

W
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APPENDIX V
TABLE XVI

Supervisor and B.S:W.'s sense of importance
of and ability to use outside agencies in
an effective and constructive manner.

Supervisor

s B.S.W.
~™._Import#nce Percentage Percentage
\\;iffg;ely'important 45,5 34,3
very important 31.8 40,0
important 18.2 20.0
somewhat important k.5 5.7
ﬁot important 0 0
TOTALS 100.0 - 100.0
: e
mean 4,18 ‘4.03
standard deviation 0.90 .0189
Ability Percentage Percentage
excellent ability g.1 11.8
very good ability 27.3 . 38.2
average ability 50.0 50,0
some ability 13.6 0
no ability 0 0
TOTALS ) 100.0 100.0
.
mean 3.3 3.62
standard deviation 0.84 0.70
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TABLE XVII
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Supervisor and B.S.W.'s sense of importance
of and ability to act as a resource to outside
agencies and groups by providing information

about agency policy and services.

Supervisor B.S.W.
Importance Percentage Percentage
extremely important 13.7 20,0
very important 40.9 25.7
important 4o,9 37.1
somewhat important .5 17.2
not important 0 0
TOTALS -100.0 100,0

pipe———
mean 3.64 3.49
standard deviation 0.79 1.02
Ability . Percentage Percentage
excellent ability 4.5 11,8
very good ability 13.7 29.4
average ability . 63.6 58.8
some ability 13.7 0
no ability b,s 0
TOTALS 100.0 100.0
— V
mean 3.31 3+53
1,18 0.71

standard deviation
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- TABLE XVIII

Supervisor and B.S.W.'s sense of importance
of and ability to participate in agency

committees.
Supervisor. B.S.W,.
Importance Percentage Percentage
_extremely important 0 11.4
very important 31.8 11.4
important 36.4 37.1
somewhat important 27.3 25.8
not important 4,5 14.3
TOTALS 100.0 100.0
mean 2,96 2.8
standard deviation 0.90 1.18
Ability Percentage Percentage
excellent ability o . 2.9
very good ability 31.9 20.6
average ability 59.1 64.7
some ability h.s 11.8
no ability b.s 0o
TOTALS 100.0 100.0
mean ‘ 3.18 3.15
standard deviation 0.73 0.66
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TABLE XVIX

100

. Supervisor and B.S.W.'s sense of importance
of and ability to accurately be able to
write minutes and reports of meetings.

Supervisor B.S.H¥.
Importance Percentage Percentage
extremely important Y 2.8
very important 18.2 - 5.7
important 27.3 28.6
somewhat important 50.0 20.0
not important - k.5 k2.9

AN

TOTALS 100.0 K. \\&2::0
mean 2.60 2.)06
standard deviation 0.85 1411
Ability Percentage Pereentage
excellent ability 0 5.9
very good ability 9.1 11.8
average ability 59,1 58.8
some dbility 22.7 20.6
no ability 9.1 2.9
TOTALS 100.0 100.0
mean 2.7 2.97
standard deviation 0.78 0.83
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APPENDIX V
TABLE XX
Supervisor and B.S.W.'s sense of importance

of and ability to be able to formally chair
a committee meeting.

- Supervisor B.S.W.
Importance Percentage Percentage
extremely important b5 . 5.7
very important 13.6 5.7
» important ' 31.8 20.1
somewhat important 36.5 ' 31.4
not important ' 13.6 37.1
’ TOTALS 100.0 100.0
mean 2.59 2.11
standard deviation 1,054 - 1.15
Ability Percentage Percentage
excellent ability 0 8.8
very good ability x 9.1 2.9
average ability ) 36.4 58.8
some ability 40,9 23.6
no ability 13.6 5.9
}
TOTALS 100.0 100.0
mean 2.41 2.85
standard deviation 0.85 0.93
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e ~ APPENDIX V
TABLE XXI

Supervisors and B.S.W.'s sense of importance
of and ability to have a personal filiﬁg
system to handle ingoming mail, memoranda, etc.

Supervisor . B.S.W.
Importance T Percentage Percentage
extremely important 4,5 11,4
very important 22.7 ‘ 14.3
important 50.0 28.6
somewhat important i .18.3 28.6
f

not important 4.5 17.1
TOTALS 100.0 100,0
mean 3.04 2.74
standard deviation 0.90 1,25
Ability Percentage Percentage.
excellent ability 0 11.8
very good ability 22.7 26.5
average ability 31.8 52.9
some ability 4s5.5 5.9

" no ability 0 2.9
TOTALS 100.0 100.0
mean ‘ 2.77 3.38
standard deviation 0.81 0.89
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APPENDIX V
" TABLE XXII
Supervisor and B.S.W.'s sense of importance

of and ability to understand and relate to
* -clerical staff in terms of their duties and

“responsibilities.

/Sﬁpervisor B.S.W.
Impoftance o "/Percentage Percentage
extremely important 9.2 11.4
very important . L4o,9 37.1
important © 31.8 37.1
somewhat important 13.6 : 11.4
not important k.5 3.0

‘ sy

TOTALS ot 100.0 100.0
mean , 3.36 3.43
standard deviation 1.0 0.95
Ability Percentage Percentage
excellent ability 0 17.6
very good ability 18.3 32.4
average ability. 63.56 k1.2.
some ability 13.6 8.8
no ability k.5 0
TOTALS 100.0 . 100.0
mean 2,96 3.59
standard deviation 0.72 0,89

1
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APPENDIX V
i , TABLE XXIII

Supervisor and B.S.W.'s sense of’imﬁortancg
of and ability to accurately fill agency forms
(i.e. intake, treatment; and closing)

Supervisor B.S.W.
” Importance Percentage Percentage
extremely important 27.4 34.3
very important 54,5 : 34.3
important . 13,6 22.8
somewhat important 0 8.6
not important : b.5 0
TOTALS ~ 100.0 100.0
mean k.0 3.9
standard deviation ’ 3 0.92 0.97
‘Abiliti Percentage Percentage
excellent ability : k.5 14.7
very good ability 36.4 ’ 38.2
average ability A 6.4 41,2
some ability 18.2 ’ 5.9
no ability . 4,5 0
TOTALS 100.0 _ -100.0
mean _ 3.18 » 3.62
standard deviation 0.9% 0.82
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Supervisor and B.S.W.'s sense of impbrtance
of and ability to display a commitment of

accountability for optimum use of agency's //////

resources.
: =

Supervisor Bys.w.
Importance _ Percentage /Pé}centage
extremely important 31.8 17.1
very important 45,5 sk,.3
important 22.7 22.9
somewhat important 0 5.7
not important 0 0
TOTALS 100.0 100.0
mean 4,09 3.83
standard deviation 0.75 0.79
Ability Percentage . Percentage
excellent ability k.5 5.9
very good ability 27.3 i,
average ability k5.5 47.1
some ability 22,7 2.9
no ability 0 0
TOTALS 100.0 100.0
mean 3.16 3.53
standard deviation 0.834 0.66

L
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TABLE XXV_

-

Supervisor and B.S.W.'s sense of importance
of and ability to use self effectively within
the organizational structure

106

Supervisor B.S.W.
Imgortggcg Percentage Percentage
extremely important 31.8 28.6
very important 59.1 40.0
important 9.1 «28.6
somewhat important 0 0
not important 0 2.8
TOTALS 100.0 100.0
mean = 4, 22 3.9
standard deviation 0.61 0.92
-1 Ability Percentage Percentage
" excellent ability 0 5.9
very good ability 0.9 ° b1,2
‘average ability 40,9 52.9
some ability 18,2 0
no ability 0 0
TOTALS 100.0 100.0
mean 3.22 3.53
standard deviation 0.752 0.62
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APPENDIX V
TABLE .XXVI
Supervisor and B.S.W.'s sense of'importancé of
and ability to appreciate and understand the
rationale behind statistical documentation.
Supervisor B.S.W.
Importance Percentage Percentage
extremely important 22.8 17.1
very important 31.8 17.1 \
important | 40.9 34.3
somewhat important k,s 17.1
not important -0 14,4
TOTALS 100,0 IOQLO
mean 3.73 3.06 =
standard deviation 0.88 1,28
Ability Percentage Percentage t
excellent ability b.s5- 5.9 L4
~N
very good ability 13.6 23.5
average ability s4.5 50.0
some ability 18.2 20,6
no ability 9.2 0
TOTALS ° 100.0 100,0
3 k]
mean 2.86 3.14
0.94 0.821
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