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PREFACE 

This manual has been designed to explain the responsibilities and functions 
of a Social Service Department in an instttutton which services the severely and 
profoundly retarded. 

The Institutional Social Worker wll I have the responsibtllty to assist 
the resident, his family and to perform any dutt:os which wil I ease their adjust­
ment to the institution and make a better llfe for the resident within the 
institution. 



PHILOSOPHY AND OBJECT(VES 

It is the philosophy of the Social Servfce Department that a close 
relationship should be maintained between the institutionalized person and his 
family. This Department also feels the importance of maintifnlng open Jines 
of communication with community agencies so as to obtain all the services 
available for the benefit of the residents. 

In order to lmplement the above, the Social Service Department has estab-
1 ished the fol lowing objectiv0s: 

1. Act as the direct laison between the Institution, the 
family, and all community resources for the Mentally 
Retarded. 

2. Maintain and establish, where necessary, good relations 
between parents, relatives and residents. 

3. Act as a laison between various departments and parents, 
relatives or other outside interested individuals con­
cerning the resident's status. 

4. Work in conjunction with other departments regarding 
resident or parent problems that affect the resident's 
adjustment to the Institution. 

5. Make resident referrals to all community agencies which 
can offer assistance. 

6. Maintain communications with all Central Office units of 
the Division of Mental Retardation regarding admissions, 
change of status, and release of residents. 
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HISTORY 

In November 1964, the first Social Worker for the Woodbridge State School 
was hired to make preliminary arrangements for admissions. The Woodbridge 
State School Social Service Department became a reality when the Institution 
opened In January )965. 

From November 1964, to June 1965, this Department consisted of one CJ) 
Social Worker who alone handled admtsstons, vacations, tours, correspondence 
and limited parent conferences. In June a secretary was added to the staff. 

During the period of October 1966, to July 1967, maintenance and control 
of the Resident files were added to the duties of this Department and a second 
(2) clerical position was added to assume this responsibil tty. Also, during 
this period of time, the Social Worker became a promjnent member of both the 
Classificat1on Committee and the Procedure Committee. 

In January 
that the entire 
the Hospital so 
ing residents. 
inquiries. thru 

1968, it was decided by the Social Worker and the Superintendent 
Department would be moved from the Administration Building to 
as to assume the responsibllitles of Medical Inquiries regard­
It was also at this time that the concept referring al I parent 
this Department came Into effect. 

In May 1968, a second (2) Social Worker in a borrowed posttion from the 
Chief Bureau of Field Services was added. The Department was then divided 
accordlng•to the present Cottage Llfe Department division with a Social Worker 
being assigned to the Non-Ambulatory Unit and a Social Worker for the Ambulatory 
Unit. 

In November 1968 this borrowed position was returned to Bureau of Fteld 
Services and the Department is now functioning with one (I} Soclat Worker. 
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ORGANIZATIONAL CHART FOR SOCIAL SERVICE 

DIRECTOR OF SOCIAL SERVICE 

I 
I SECRETARY I 

I 
CLERICAL 
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DIRECTOR OF SOCIAL SERVICE 

The Director of Soclal Service shal I be responsible for: 

I. The lmplementatlon of all resident movement lncludlng 
admission, discharge, internal and external transfer, 
home visits and vacations. 

2. The necessary social casework for each resident and 
the family lncludfng a social study of the past and 
current situation and the formation of community 
plans with appropriate referrals to focal agencies 
where applicable. 

3. The establlshment of a comprehensive Information 
center geared to service all parent inquiries pertain­
ing to residents; a system of communication with 
parents with regard to quarantine, unusual incident, 
instttuttonal affairs and other matters of Interest 
and/or concern. 

4. The Supervision of the Central Records Unit which wil I 
contain the total master flies and medlcal records of 
the resident population. 

5. Processing and maintaining the Dally Population Move­
ment Records and other related statistical data. 

6. Staff development through attendance of courses, 
seminars and social welfare conferences; a conttnutng 
affi ltation wtth graduate and undergraduate students 
for fteld placement at the School. 



ORGANIZATION 

The fol lowing are the duties and responsibilities of the Clerf cal Staff 
of the Social Service Department: 

SENIOR CLERK Wil I be directly responsible to the Socfar Service 
Director. 

I. Routine Parental Inquiries 
2. Al I Aspects of Correspondence 
3. AJ I Aspects of the Clerical Process of 

Guardianship 
4. Department Fi ling 
5. Admissions 
6. Al I other Secretarial Duties 
7. Delegation of Duties and Responsfbi lfttes 

to the Clerk Transcriber 

CLERK TRANSCRIBER-Wi I I be directly responsible to the Senior Clerk. 

I. Dally Population Movement 
2. Hospital Admission and Discharge Correspondence 
3. Resident Vacations 
4. Resident Ff I Ing 
5. Monthly Report Statistics 
6. Categorization and Security of Resident Master 

and Medical Files 



GENERAL FUNCTIONS OF THE SOCIAL SERVICE DEPARTMENT 

PARENT INQUIRIES 

The Social Service Department of the Woodbridge State Schoof has been 
set up to function as a Central Information Center. All parent inquiries, 
regarding the resident's tnstitutlonal life are referred through this depart­
ment. 

Parents are requested to contact the Worker concerning any problems or 
questions that they may have. The Social Worker ts then responsible for 
gathering the information from the appropriate department, compiling and summar­
izing it, and finally relaying a concise report to the parents. 

This system has proved to be most effective as It pinpoints the respon­
sibility to one {I) specific department for giving accurate lnformatl0n to 
parents and alleviates al I other department heads from taking their tlme to 
perform this service. 

It also enables the parents to have one (I) contact person at the School 
with whom they can develop a good rapport and who wil I always be available to 
answer their inquiries. 
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PARENT AND RESIDENT COUNSELING 

Parent Counseltng is available to all parents of residents in the 
lnstttutton. 

If parents are having problems in adjusting to the lnstftutionallzatton 
of their child, they are seen by the Social Worker. Referrals for this service 
are made by other departments of the School, through the Classification Committee, 
or by the parents themselves. Parents are seen for as many sessions as needed 
to alleviate the problem and then as requested by them. At thls tlme, parent 
counsel ling ts done on an informal basis; however, when the group counsel ling 
sessions begin, the whole program wtl I be formalized. 

Recently, the Worker has been counseling residents who wish to talk about 
the institution, their J0bs or their parents. Due to the type of residents at 
Woodbrldge, this contact is minlmal; however, the Worker still makes herself 
available to the residents by touring the cottages as often as posslble. 

(7) 



NEW ADMISSIONS 

Though all new admissions to the Institution are formally scheduled through 
Centra I Off f ce t n Trenton, the Worker-:.raa.kes herse If ava i I ab Je to the parents 
on the specific date of admission. ··· 

The Worker tries to assist the parent's and the child's adjustment to the 
Institution by explaining the rules and regulations of the school, fntroduclng 
the staff, and I istenlng to the parent's questions. At this time it ts also 
necessary to request certain admission information, various medical and photo­
graphic consents and general Information concerntng the parent's and resident. 

When the Interview has ended and the admitting physician is introduced, 
the Worker explains to the parents that she ls here to assist them and to be 
contacted whenever they have any questions regarding the resident's institutional 
llfe. For those parents who show particular concern over the Institutionaliza­
tion of their chi Id, appointments for counsel Ing are set y_p.-.at this time for 
future dates. 

After the person has been in the School for one Cl) month and has been 
evaluated by the Classification Committee, the Worker Is responsible for 
contacting the family to give them Information on the child's adjustment and 
future programming. 

A new program established between the Director of Social Service and the 
Woodbridge State School Parent Association regarding new admissions ts soon to 
be put into effect. By this program famllies of new admissions wi II be offered 
the opportunity to speak with a School parent who has already been thru the 
adjustment period and can act as a supportive person and a "good-wlll ambassador" 
to the Schoo I • 
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CLASSIFICATION COMMITTEE 

The Classification Committee provides assessment to the problems, 
needs and progress of the individual resident and recommends a suitable pro­
gram designed to meet these needs. There are eight (8) permanent members of 
the committee composed of the program staff memb0rs. The Social Worker is an 
integral part of this committee. 

Two (2) weeks prior to classification of a resident~ a current summary ls 
forwarded to the Classification Committee. The summary ls composed of statis­
tical information, such as birthdate, address, admission date, and religion, 
pertinent historical information; such as past institutional admissions, birth 
history and reason for admission; and finally current Institutional information, 
such as parental visits and vacation and adjustment to the institution. It 
is the Social Worker's responsibll tty to prepare this summary and to llst any 
recommendations she foels wi I I benefit the resident. This summary and those of 
al I other programming departmonts are discussed fully in the evafuatlon of the 
total resident. 

After the resident's case has been reviewed, the Social Worker ls respon­
sible for carrying out those recommendations which apply to her specialty. 
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PROCEDURE COMMITTEE 

The Procedure Committee was established to create, catalogue, index and 
have available a complete set of formal procedures covering the operation of 
the Woodbridge State School and affecting al I employees of the Woodbridge State 
School. 

The Social Worker ts a permanent member of this committee and as such, 
must review and revise al I procedures coming to the cornmitteo. The Worker 
must also write procedures covering functions of the Social Service Department. 

To date Social Service procedures include: 

I . Admissions 

2. Visiting Regulations 

3. Vacations for Residents 

4. Folder Notes 

5. Central Records Room 

6. Fi I ing of Telegrams 

7. Two-Way Transfers for Psychiatric Services 

8. Resident Burial Information 

9. Parental Notification of Residentis Receiving Sutures 
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RESIDENT VISITS AND VACATIONS 

The Woodbridge State School has devised a most f iberal vfsftJng 
and vacation policy. 

Visiting hours are every day of the week from 10:00 a.m. to 3:30 
p.m. Parents are also allowed to take their children off-grounds 
for day visits without any prior permission and keep them out 
untt I 7:00 p.m. of that same day. 

Resident vacations are also unlimited. However, they must be 
scheduled and approved thru the Social Service Department. Can­
cellation of a vacation must also be made thru thls Department. 

A resident may be granted a vacation after he has been at the 
institution for one (I) month. A written request is required by 
parents or legal guardian for all vacations one (I) week in 
advance of the date of the vacation. The request must 11st the 
date of departure and the date of return to the institution. 
These dates are required to schedule the resident for a physical 
examination before leaving the Institution. 

Vacation approval is granted after consultation with cottage 
supervisor and cottage physician. Parents are then notified by 
a letter of approval or disapproval of the vacation. 

Request for an extension of a vacation is required prior to the 
end of the approved vacation. Before approval is given the 
Social Worker must consult with the resident's physician. Parents 
are then notified as to the approval or disapproval of the vaca­
tion. 

( 11 ) 



DAILY POPULATION MOVEMENT 

The Training Schools for the Mentally Retarded Statistical Reporting 
Program of the New Jersey Department of Institutions and Agencies is designed 
to maintain between individual schools and the Bureau of Social Research a 
constant uniform flow of statistical information deal ino with the movement of 
population and the characteristics of the resident;s se;ved. 

The Daily Population Movementj as the name imp I ies, is a dat ly form and 
must be submitted daily to the Bureau of Social Research on working days. 
The Daily Population maintains a constant record of the movement of each res­
ident in or out of the school and th0 type of such movement. This duty is 
assigned to a clerk transcriber within the Social Service Department, but is 
reviewed periodically by the Social Worker in charge. 

( 12) 



MONTHLY REPORT 

A report concerning the activities of the Social Worker. is forwarded 
every month to the Superintendent's office. The report includes al I parent and 
resident conferences, tours, admissions and a statistical summary. 
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RESIDENT TRANSFERS 

Resident rosters are kept up to date in the Social Servico Department and 
cottage vacancies are determined in this manner. When a department or parent 
requests a cottage transfer, the Social Worker reports this as a speclal case 
to the Classification Committee. The Committee then discusses the advantages 
and disadvantages concerning the transfer. If the Committee agrees to the 
transfer and there is a.-vacancy, the Social Service Department contacts the 
parents and the involved departments and notifies them of the date of the 
transfer. 

In the event of an external transfer recommended by the Classtftcation 
Committee, the Social Worker makes the necessary arrangem0nts with the out­
side agencies including Central Office and the institution department heads. 
Before any type of extarnal transfer occurs, the parent or legal guardian of 
the resident is notified and the advantages of the transfer discussed. 

The external transfers encompass both one-way transfers to other tnstitut­
ions for the retarded and two-way transfers to psychiatric facilities for ev­
aluations. 
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GUARDIANSHIP 

The Social Service Department handles all aspects of guardianship except 
the "determination" process. Once a resident has reached the age of twenty-one 
(21), he fs determined by a psychologlst to be either mentally retarded or 
mentally deficient. If he is mentally deficient, the Worker contacts the parents 
and explains to them that the resident needs someone to either make decisions 
for them or otherwise help them to manage their affairs. 

One way to do this ls through legal guardianship. Some parents feel that 
they automatically become fegal guardians when thefr retarded chlld becomes 
twenty-one (21), since tn many ways the retarded person is still a chi Id. Thts 
is not true. Gu8rdlanshtp for an adult person (21 years or older) requires 
court action. 

If the parents do decide to seek legal guardianshlp, the Social Worker will 
make available to the courts a summary of the material which Indicates that 
the person could be considered imcompetent and In need of a guardian. The 
Social Worker wlll also be able to help the parents to get any addittonal mater­
ial which the courts might require before deciding whether the person needs a 
legal guardian. 

If the parents cannot or do not wish to obtain legal guardianship, the 
Division of Mental Retardation wi 11 provide what are cal led "guardianship fl:l',\:i~-!" .. ~. 
services" through the Bureau of Field Services. These "guardianship services" 
by the Division provide a responsible adult person to make sure that proper 
care and training is made available, but do not Include control of money matters. 
It is the Social Worker's responslbiltty to contact Field Services and acquaint 
them with the resident. 
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RESIDENT MASTER FILES 

All pertinent information concerning a resident must be forwarded to the 
Social Service Department to be Included in the resident's master file. Case 
records or any material in the records wil I not be released to/or duplicated 
by any indtvidual, group or agency outside the Institution without the written 
authorization of the Superintendent or hls represent~tlve. 

This department is responsible for keeping these records up to date and 
for maintaining a comprehensive study on each resident. The department is also 
responsible for security of the files, and since they are considered confiden­
tial, ruJes have been established to uphold this security. 
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ORIENTATION AND TOURS 

It is the duty of the Social Service Department of an institution to 
assume the responsibility for tours of pr.spective parents who are Interested 
In possible placement of their cht ldren. A tour of the facillty 1s given and 
any questions that these parents might have are answered. 

The purpose of a tour ts to show the parents exactly where their child 
wll I live and to acquaint them with the program ln which the chi Id wl II be en­
rol led "i 

At the Woodbridge State School, a tour of this type is handled bi-annually 
with both the Superintendent and a Social Worker in attendance. If any 
prospective parent does not wish to watt for one of these general tours, an 
tndtvtdual appointment can be set up for the last Wednesday of any month and 
will be conducted by one of the Workers. 
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CRIPPLED CHILDREN'S PROGRAM 

The Crtppled Chtldren's Program Is responsible for: 

I. Stimulating case finding and assisting in restorative 
services for handicapped children until they are twenty­
one (21) years of age. 

2. Promoting and assisting in the Gevelopemnt and use of 
community resources. 

When the Physical Therapy program at the Woodbridge State School prescribes 
orthopedic devices for a resident, It is the Social Worker's duty to contact 
the parents for funds. 

If the parents cannot meet this obligation, the Social Worker will flit 
out the appropriate form and contacts the Crippled Chtldren•s Committee which 
wtll provide funds for orthopedic devices for organizations such as state 
institutions. 
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FAMILY CARE PROGRAM 

The Family Care Program was established for the release of those residents 
over twenty-one (21) who can profit from community life. Such residents are 
placed in foster homes approved by the State, given a dally al lowance,and are 
then free to participate in community activities. 

It Is the Soclal Worker's duty to confer wtth the Classification Committee 
on those resfdents whose ability indicates this release. The Worker wtl I then 
contact the parents or legal guardian to explain the program and to obtain their 
consent. She will make al I contact with Field Services who wll I act as the 
laison between the foster home and the institution. Finally, the Worker will 
counsel the resident as to his new home and the Jife that he will henceforth 
lead. 
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GROUP COUNSELING SESSIONS 

This is a proposed plan to assist groups of parents with adjustment problems. 

The counseling sessions wi I I contain a maximum of five (5) couples with a 
worker as the group I eader. It v-.1 i 11 be the respons i bi Ii ty of the VJorker to di r­
ect the sessions and assist the parents in verbalizing their problems. The 
Worker's role wi I I be to listen and direct the conversation toward constructive 
areas. 

Parents for these counseling sessions wi I I be obtained from departments in 
the institution; however 1 requests from parents to join the sessions wil I not be 
overlooked. Vi/hen a ful 1-time Psychologist is available, it is suggested that he 
attend that couseling sessions and perhaps become the Chairman. 

The sessions wil I be held on a one hour/per week basis every other week. 
In this way, two (2) groups can begin at the same time. The qroups wi I I continue 
in this order unti I the Worker feels that her services are no longer needed or a 
group member is able to become a group leader. When the groups begin to inter­
act without the Worker, new groups can be formed. The Worker wi I I make spot 
checks on any groups which are working with a parent group leader. 

If during the course of these sessions, the Worker discovers a parent who 
cannot bo counsel led in a group setting, she wi I I suggest that they moot with 
the Worker for Individual Sessions. In the event that the Worker is sti I I unable 
to communicate with those parents, a recommendation for guidance counselin9 
with the Psychologist wil I be made. 
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