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Louisiana State University

Baton Rouge, Louisiana
LSU Commitment to Community
Louisiana State University is an interactive community in which students, faculty, and staff together strive to pursue truth, advance learning, and uphold the highest standards of performance in an academic and social environment. It is a community that fosters individual development and the creation of bonds that transcend the time spent within its gates.
 

To demonstrate my pride in LSU, as a member of the community, I will

· accept responsibility for my actions;

· hold myself and others to the highest standards of academic, personal, and social

integrity;

· practice justice, equality, and compassion in human relations;

· respect the dignity of all persons and accept individual differences;

· respect the environment and the rights and property of others and the University;

· contribute positively to the life of the campus and surrounding community; and

· use my LSU experience to be an active citizen in an international and interdependent 


world.
 

The continued success of LSU depends on the faithful commitment by each community member to these, our basic principles.

Adopted as a Statement of University Position on behalf of the Louisiana State University and Agricultural and Mechanical College Community on the fifth of May in the year 1995.

LSU Statement on Diversity

Diversity is fundamental to Louisiana State University’s (LSU) mission. LSU is committed to creating and maintaining a living and learning environment that embraces individual difference.  Cultural inclusion is of highest priority.
 

LSU recognizes that achieving national prominence depends on the human spirit, participation, and dedicated work of the entire University community. It further recognizes that the National Flagship Agenda: LSU 2010 will be realized by bringing together diverse ideas, perspectives, skills, and talents of the nation's pre-eminent scholars, brightest students, and leading higher education professionals.
 

Through its Commitment to Community, LSU strives to create an inclusive, respectful, intellectually challenging climate that embraces individual difference in race, ethnicity, national origin, gender, sexual orientation, gender identity/expression, age, spirituality, socioeconomic status, disability, family status, experiences, opinions, and ideas.
 

LSU proactively cultivates and sustains a campus environment that values open dialogue, cooperation, shared responsibility, mutual respect, and cultural competence– the driving forces that enrich and enhance cutting edge research, first-rate teaching, and engaging community outreach activities. 
Community Engagement Advisory Council
The Community Engagement Advisory Council, primarily composed of senior LSU faculty with additional representation from community and student constituencies, articulates and promotes the objectives of LSU’s Center for Community Engagement, Learning, and Leadership (CCELL).  

Members are appointed by the Provost and represent a broad range of academic disciplines and community interests. The Council works with CCELL to advance the scholarship of engagement by providing input on areas such as funding, curriculum development, scholarship, and assessment. A list of members is available at www.lsu.edu/ccell under “About Us.”  
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SECTION 1: Introduction

1.1 The Basics of Service-Learning

1.2.1 What is Service-Learning?

Service-learning is an educational experience integrating community service with an academic class to enhance learning and address critical community needs. Service-learning emphasizes hands-on experiences that address real-world concerns. The service experience provides a context for testing, observing, or trying out discipline-based theories, concepts, or skills. Students gain knowledge that’s directly connected to the learning goals of the service-learning course being taken.  Likewise, the academic context enriches the service experience by raising questions about real-world concerns and providing a forum for probing these concerns in-depth. Most service-learning work is done with non-profit organizations, community groups, and governmental agencies whose goal is to serve the public good. 

1.2.2 How Is Service-Learning Different From Volunteerism and Internships?

Service-learners have different skills and expectations from volunteers or interns. While volunteers may perform any task asked of them, service-learners should only be expected to perform tasks that connect directly to the learning goals of their course. Also, service-learners do not have the skills of an intern. 

Service-learning is distinct from other forms of outreach and experiential education because it attributes equal weight to both service and learning goals. It is curriculum based, meaning that the service work is connected to and enhanced by a proposed course of study. Therefore, service-learning is different from: 

· Volunteerism and community service, where the primary emphasis is on the service being provided and the primary intended beneficiary is clearly the service recipient;

· Internships, which engage students in service activities primarily for the purpose of providing students with hands-on experiences that enhance their learning or understanding of issues relevant to a particular area of study; and

· Field education, which provides students with co-curricular service opportunities that are related but not fully integrated with their formal academic studies. In this case, students perform the service as a part of a program that is designed primarily to enhance students' understanding of a field of study, with substantial emphasis on the service being provided.

Adapted from Furco, A. (1996). Service-learning: A balanced approach to experiential education. Expanding boundaries:  Service and Learning. Corporation for National Service.

1.2.3 What Types of Service-Learning Courses Are There?

At LSU, service-learning courses are offered in more than 35 departments and every college and school on campus. New and unique service-learning courses are added every semester. Here are just a few examples:  

· Horticulture and Women & Gender Studies students plan, promote, install, and maintain school and community gardens. 

· Through ScienceDemo, the nation’s largest service-learning science outreach program, students introduce the wonders of science in K-12 classrooms. 

· Public relations students develop and implement awareness campaigns for non-profits. Since 2005, students have generated more than $100,000 for their partners.

· Education, English, sociology, and math students serve as tutors and mentors in public schools and community-based after-school care programs. 

· English, counseling, and communication students contribute to programs that support battered women, at-risk teens, and family development. 

· Architectural design students carry out feasibility studies, applied research, architectural design and rebuilding efforts to under-resourced individuals and community organizations. 

· Composition students prepare successful grant proposals and newsletters for local non-profits. 
· Kinesiology students plan and implement recreational programs for children with and without disabilities, and lead seniors in fun exercises to promote active lifestyles.

1.2.4 Why Service-Learning?

Research indicates that service-learning has a positive impact on academic learning. Service-learning students report: 

· Deeper understanding of course material

· Improved ability to apply material that they learn in class to real problems

· Increased motivation 

· Increased connection to the college experience and stronger ties to students and faculty

· Increased connection to the community

· Improved leadership skills

· Reduction in negative stereotypes and an increase in tolerance for diversity

· Deeper understanding of the complexity of social issues

· Greater self-knowledge 

Adapted from Eyler, J. & Giles, D.E. (1999). Where’s the Learning in Service-Learning? San Francisco: Jossey-Bass. 

1.2.5 What are the Benefits of Service-Learning?

Both student and community benefit from a service-learning course. The hyphen in “service-learning” emphasizes the reciprocal nature of service-learning. 
Service-learning enables a student to: 

· Become a better citizen. 

· Explore majors and careers that interest you.

· Learn new skills.

· Learn in an interesting, engaged, hands-on kind of way.

· Build a résumé for graduate school or the job market.  

· Apply academic knowledge and skills in the real world.

· Improve retention and understanding of course material.

· Meet new people, make new friends, and make valuable contacts.

· Improve leadership skills and sense of personal satisfaction.

· Work toward a better community. 
· Make a difference in the world.

Community-based organizations that engage young people in service and service-learning also benefit.     

1.2 Types of Service

The particular nature of the service for a specific course will be determined by the faculty and community partners. That service will depend on the learning goals of the course; however, there are really three basic types of service:
Placements – In this type of service, students are assigned to a community partner and make on-going and regular visits to the service site to perform the service. A good example of this type of service is tutoring in a public school. Through this long-term engagement, students are able to establish relationships with the clients of the agency and more fully understand the agency’s mission. For this reason, and also because of the connection between the service and course content that is introduced over the duration of the semester, it is essential that service is consistent throughout the semester. 

Projects – In this type of service, students, usually working together as a class or in groups, produce a “deliverable,” such as a product or project, which is presented to the community partner. Some visits to the agency site may be necessary to prepare the project. These visits are an integral part of the service-learning. Even if site visits are not required, it is important for students to learn as much about the mission of the agency or group and the challenges faced by the population served. Examples of service-learning projects include a playground built for a public elementary school, a website designed for a bicycle safety organization, and grants written for non-profit agencies.

Combination Placement & Project – In some cases, service-learning work can combine the regular visits of a placement and the “deliverable” of a project. One example is a class in which each student in an English writing class is paired with a resident in a local nursing home and makes regular visits to gather information about the resident’s life.  At the end of the semester, the students present their partners with a bound copy of the memoirs they have written. 

Additionally, service-learning courses will be designated either “Service-Learning Required” or “Service-Learning Optional” defined by:

Service-Learning Required—In these courses, all students are required to participate in the service placement and/or project as fulfillment of the course requirements.

Service-Learning Optional—In these courses, students may choose to complete the service-learning requirement OR an alternative assignment. Faculty should contact CCELL for assistance developing an equally rigorous alternative assignment.

1.3 Developing a Service-Learning Partnership: The PARE Model

All partners, community partners and university partners (faculty, students, and CCELL staff) should follow the service-learning model adapted by our program: the PARE Model for Service-Learning. Below is information specifically for faculty and community partners. Please contact CCELL if we can assist you (ccell@lsu.edu). 
Prepare 
· Clearly define expectations to each other regarding each partner’s specific goals, needs, and abilities. Community and faculty partners should design the service project together so that it matches community service goals with the learning objectives of the course.

· Clarify responsibilities and goals of both faculty partner and community partner (see Section 8, Faculty/Community Partner Service-Learning Agreement, page 49).

· Discuss and plan for the risks involved in your project (see Section 2.3, Consider Risk Factors, starting on page 11).  

· Community partner should communicate the number of students they can comfortably accommodate. Both partners should agree on the kind of documentation expected and the semester timeline.

· Community partner should provide the faculty partner with an orientation to agency’s mission, history, culture, and protocols. Faculty should provide community partner with a copy of the course syllabus and learning objectives for the service-learning experience. 
Act

· Community partner should designate an agency representative to supervise students and to whom student partners can go if they need help or have questions. Faculty should communicate this information to students. 
· Both partners should clarify responsibilities and goals with students. May have students sign and discuss the Student/Community Partner Service-Learning Agreement (See Section 8, page 50).

· If necessary, students should sign up or be matched with available service opportunities (see Student Schedule Form, on page 53, Example Service-Learning Sign-up Sheets, on page 54)
· Both partners should orient students to service opportunities. Provide student partners with an orientation to the community partner’s mission, history, and culture. (See Section 6.4, Provide Orientation and Training, page 33; also see Section 7.3.2 Student Orientation Checklist, starting on page 46)

· Both Faculty and Community Partners should review risk management with students, as well as share emergency management protocols. (See Section 2, Risk Management, starting on page 10.)
· Foster sustained commitment (see Section 7.2.4, Consider the Principles of Volunteer Retention, starting on page 42).

· Supervise and monitor students. Faculty and community partners should communicate over semester to monitor the project. Community partners could be asked to document student service so that students can be held accountable (see Section 8 Student Service-Learning Project Log, page 52). Faculty should ensure students are completing service and not procrastinating.  

Reflect

· Faculty partners should require students to participate in structured opportunities to talk, write, think critically about, and learn from service. Partners should identify ways in which community partners can be involved to share experience and knowledge to help students reflect and learn (see Section 3 Reflection, starting on page 16). 
· Arrange an end-of-semester celebration event where you can present project results, recognize good work, and share ideas for improvement. Funds are available for these events (see Section 4.2 Funding, starting on page 21).
Evaluate

· Community Partners should provide feedback to the faculty partner on student participation, formally or informally, according to your agreement (see Section 8, Student Service-Learning Project Log, page 52; also see  Community Partner Evaluation of LSU Service-Learning Student, page 55) 

· Faculty Partners should measure how well service and learning goals were achieved (see Section 6.4, Integrating Service Learning into Curriculum starting on page 30). Both partners should discuss successes and areas of improvement so that problems may be addressed for future partnerships.

· All partners will help CCELL to improve our program by completing the online survey (for community partners or course evaluations (for students) we send at the end of the academic term. 

1.4 Students with Disabilities Participating in Service-Learning

Accommodations for students with disabilities are provided on an individualized basis after needs and circumstances have been evaluated. Students, please contact the instructor immediately if (1) you have or think you may have a disability or medical condition which may affect your performance, attendance, or grades in this class and for which you wish to discuss accommodations of class related activities or schedules, (2) you may require medical attention during class, or (3) you may need special emergency evacuation preparations or procedures. Community partners, if you suspect a student has disabilities and no accommodations have been arranged, please contact your faculty partner to discuss ideas about alternative assignments or how LSU can provide support services to assist the student in performing the service.
For additional help, contact the Office of Disability Services at (225) 578-5919 and/or the CCELL office at (225) 578-4245.

1.5 CCELL Services

For Community Partners
Please visit the Community Resources section on www.lsu.edu/ccell for additional information.  
· Directs community service requests to appropriate LSU office
· Assists in establishing service-learning partnerships with faculty
· Assists in brainstorming how community partner needs can complement academic goals
· Serves as resource for questions regarding campus-community partnerships
· Solicits community partner input for university planning
· Recognizes outstanding partnerships through awards
· Publicizes funding opportunities
· Consults on troubleshooting issues
 

For Faculty
Please visit the Faculty Resources section on www.lsu.edu/ccell for additional information.  
· Maintains a database of potential service sites
· Assists in linking faculty with community partners whose needs are relevant to academic goals
· Facilitates partnership meetings
· Consults on syllabus revision and course development
· Collaborates on research design and implementation
· Consults on troubleshooting issues
· Conducts student assessment and community partner assessment
· Offers discipline-specific resource materials
· Shares publication and presentation opportunities
· Recognizes faculty accomplishments through awards
· Publicizes funding opportunities
 

For Students
Please visit the Student Resources section on www.lsu.edu/ccell for additional information.  
· Publicizes and helps identify service-learning classes (see Service-Learning Courses on www.lsu.edu/ccell)
· Advises on community-engaged academic projects and independent studies
· Offers NSF Graduate Fellowship workshop every fall
· Offers opportunities for continuous involvement in service-learning
SECTION 2: Risk Management
The LSU service-learning program depends on the trust of all its partners to proceed; therefore, the program is dedicated to protecting the safety and dignity of its students, faculty, community partners, and anyone who has contact with the program.

One of the most important steps CCELL takes to protect the safety of students is carefully selecting its community partners.

The kinds of risks students might be exposed to are as varied as their service assignments. For example, a student tutoring in a public school is not exposed to the same risks as a student collecting insects in a swamp and vice versa. 

Service-learning faculty and community partners should have a precise Emergency Management Protocol (An example can be found in Section 2.5, Emergency Management Protocols starting on page 13) that outlines what steps should be taken by the faculty member, agency supervisor, and/or their designees should any person involved with service-learning activities be physically injured or harassed while at the service site.  Only in rare and extreme circumstances would an LSU student be responsible for managing an emergency situation.

2.1 Trip Travel Insurance

The LSU and CCELL risk management policy requires that every student participating in a service-learning class has a field trip insurance secured for every off-campus visit they make to a community partner site (to read LSU’s full policy see PM-4). LSU Student Government has generously agreed to fund all student trip travel insurance for service-learning students. 

Faculty/Instructors are required to request trip travel insurance only when an entire class is taking a trip together. This can be done by completing the on-line “Group Service-Learning Trip Insurance Form” via our website (www.lsu.edu/ccell) under “Service-Learning Forms.” 

Students are to complete the request individually by for all other travel. The application can be accessed through our website (www.lsu.edu/ccell) “Trip Insurance” > Complete form > Submit. The form can be completed on-line or via any mobile smart phone. Up to 15 travel dates can be entered at once, if the student will be traveling to the same location(s). If students are not signed up prior to a trip they will not be able to be covered in the event of an accident.

Risk Management will now track all service-learning trips by class and section number and will provide data to CCELL at the end of each semester, or upon request by faculty/instructors.

2.2 Risk Management Goals

Effective risk management works toward the below goals in helping provide the safest environment possible:

· Do no harm to students, faculty, or community partners 

· Provide a safe environment for students and staff

· Substantiate and maintain the trust of those partners
Risk management is simply a way of thinking about the possibility that some future event may cause harm. Incorporating effective risk management into your service-learning course helps protect you from liability. The Volunteer Protection Act of 1997, U.S. Public Law No: 105-19, also helps, as does university insurance covering “student interns” who serve without remuneration as a part of their educational requirement.

2.2.1 Liability 

Four Points of Law Determine the Extent of Your Liability: 

1. Duty to care: Did you behave responsibly?

2. Negligence: Were you reckless or indifferent in performing duties?

3. Breach of duty: Could you have foreseen problems?

4. Standard of Care: Did you do what a reasonable person would do in the situation?

2.3 Four Steps to Effective Risk Management 

When planning a service-learning project, the following steps will ensure you are carefully considering and addressing potential risks. 

1. Identify Risks

Some call this “disaster imaging.”  Ask yourself what could go wrong with the service-learning experience. No matter how far-fetched some thoughts may be, include them in the list. Consider the following risk categories when imagining what could go wrong: people, property, income, and goodwill. Here are some examples of identified risks:

· A student is injured during a service-learning activity.

· A student molests a child during a tutoring session.

· Confidential information is disclosed by a student working in a social service agency.

· Equipment is lost, stolen, or broken by a student.

· A student speaks to the media about an incident occurring at a partner agency.

Make a list of all the risks identified.  

2. Evaluate and Prioritize Risks

Consider each identified risk. How frequently could the event occur?  If the event occurs, how much will it cost? Then, rate the level of each risk: very high, high, medium, low, or very low. In analyzing the level of each risk, consider the following questions about the work students will be doing in the community:

If students are working with clientele of community agencies, how vulnerable are the clients?  How vulnerable are the students?

High Risk:



Low Risk:

Elderly, disabled, children

Able-bodied adult

What is the setting for service-learning activities?

High Risk:



Low Risk:

Home of client


Classroom
What are the tasks and responsibilities of the service-learner?

High Risk:



Low Risk:

One-on-One mentoring

Agency office

What level of supervision is provided?

High Risk:



Low Risk:

No/limited supervision

Supervision always present

Everyone is better prepared to manage risks once a clear idea of risks and risk factors is known.
3. Manage Risks

· Follow procedure outlined above to comply with trip insurance policy. 

· All students should sign a Waiver of Liability Form, (See Section 8, Waiver Liability Form on page 51, or www.lsu.edu/ccell under “Service-Learning Forms.” Faculty or community partners may wish to download and revise the form to accommodate the specifics of your project.

· Screen participants. Get background checks if necessary. Some agencies such as Volunteers in Public Schools will arrange and fund these checks.

· Avoid any activity that is too risky.

· Retain low risk activities or modified versions of higher risk activities. Prepare for any consequences for the activities you decide to retain. 

· Modify activity if possible to reduce the chance of harm and/or the impact of damage.

Modifying activities is often the best strategy. 

· Examples of actions that modify risks:

· Define students’ roles and responsibilities in written position descriptions.

· Provide training and supervision for students prior to and during service.

· Open lines of communication between faculty and students as well as between faculty and agencies to report problems.

· Evaluate student skills and judgment before service assignment.

· Use an informed consent document.

· Encourage students to have individual insurance coverage (health and auto).

· Sign work agreements/contracts.

· Encourage public transportation.

· Encourage working in pairs or groups (the two-deep model).

· Transfer risks if possible.

· Hire a contractor who assumes risk (i.e. buses to transport students).
4. Review Risks


Review risks periodically and update management tactics.

Further Reading

*Campus Compact. (2000). Establishing and sustaining an office of community service. Chapter 8, Liability and Risk Management. Providence, RI.

*Available in the CCELL office, 135H/J Thomas Boyd Hall

2.4 Student Safety Tips

See Section 5.2, During Your Service-Learning, starting on page 24, for an extensive list of “Dos and Don’ts” for students; however, here are some additional general tips for safety.  
· Students may want to travel to and from the service site with another person, if possible.

· While riding in their car, students should be aware of their surroundings and keep car doors locked.

· Students should avoid parking in dark or isolated areas.

· Students should lock their cars. 
· Students should try to take the safest, most well-lit route when walking to and from their cars. They should walk confidently and alertly with keys in hand and personal items held close to the body.

· Students should not leave valuable items unattended in their cars. Expensive items such as cameras, packages, and even text books should be locked in the trunk.
· Students should not bring expensive items or large sums of money into the service site.

· Students should not leave personal items unattended while at service site.

· Students should follow any sign-in or other security measures required by the agency when entering the service site.

What if there is a Problem?

When considering the issue of student comfort and safety, CCELL has had very few problems or emergencies.  Nevertheless, problems and accidents can occur—regardless of how many preventive measures we all take. 

All partners should carefully study the following steps of risk management: 

· If a client of the agency behaves or speaks inappropriately, the student should report it immediately to the site supervisor.  If the site supervisor is unavailable or if the student feels uncomfortable about speaking to him or her, the student should leave the site and contact the LSU instructor immediately.

· If an LSU student behaves or speaks inappropriately to anyone at the service site, this should be reported immediately to the LSU instructor.

· If students have questions or concerns about anything they observe at the service site, they should discuss these with the site supervisor.  If the site supervisor is unavailable or if the student feels uncomfortable about speaking to him or her, the student should contact the LSU instructor immediately. They may also contact CCELL Assistant Director Christy Arrazattee at (225) 578-4245 or ckayser@lsu.edu.
2.5 Emergency Management Protocols
Accidents and problems can occur—regardless of how many preventive measures have been implemented. In view of this reality, all partners should have a general procedure to follow in the event of a service-related emergency.1 
As mentioned, the site supervisor and/or LSU faculty member are responsible in emergency situations.  In the event that a student is physically injured or is harassed some way, students should:

· Remain as calm as possible.

· Call for help.

· Seek the immediate site supervisor, who should be prepared to assist in such a situation according to agency protocols.

· In the event that the supervisor is not present, other staff should be able to assist in such a situation, according to agency protocols.  
2.5.1 Emergency Involving Bodily Injury or Harassment During Service
In the event a service-learning student or another person involved with the project is injured or harassed on the project site…2
The faculty partner, agency supervisor, and/or their designees should:

· Assess the situation and tend to the injured/harassed person(s).

· Make sure the area around the person is secure and safe.

· Avoid moving an injured person, particularly in case of back, neck, or other serious injuries.

· Send a messenger to get help. A responsible person should do the following:

· In the case of injury, call 911 and give the location of the emergency, the number of injured and the type of attention needed.

· Inform agency director.

· Call the CCELL Director at 225-578-9264 or Assistant Director at 225-578-4245. If incident occurs outside of business hours, send email to ckayser@lsu.edu with “emergency” in subject line and provide a contact phone number (it is not necessary to detail the situation). The CCELL assistant director will respond as soon as possible.

· Contact the LSU Office of Risk Management, 225-578-3297.

· Designate an assistant—e.g., agency staff, responsible student, etc. The assistant should do the following:

· Take charge of other students to ensure that no one leaves the site and that there are no further emergencies.

· Assist the supervising faculty or community partner when necessary.

· When emergency personnel arrive, direct them to the injured person and give a verbal account of the accident.

· Document everything. Fill out agency, police, and/or other pertinent parties’ incident forms and be sure to get witnesses’ names, addresses, and phone numbers.

· Students should not be allowed to help with the foregoing tasks unless they are the only available personnel. They are not to be used for any hazardous tasks.

· In an emergency situation, only the community partner and/or the CCELL Director or their designees may make statements to the media.

· The only response students or faculty should make to the media is, “I really don’t have the information you need. It would be best to talk to the agency supervisor/CCELL Director.”

2.5.3 Bodily Injury or Harassment Instigated by a Service-Learning Student

In the event that a service-learning student threatens or engages in physical/sexual assault… 

The agency supervisor should:

· Contact the student’s instructor, the faculty partner.

· Escort the student away from the location of the event; ask the student to leave the agency; and/or if necessary, have the student removed by law enforcement officers.

The faculty partner, upon being notified of the situation, should:

· Document everything. Fill out agency, police, and/or other pertinent parties’ incident forms and be sure to get witnesses’ names, addresses, and phone numbers. 

· Immediately contact the student to schedule an appointment for discussing the event.

· Forbid the student to return to the agency until further notice.

· Immediately contact the CCELL Director, 225-578-9264 or Assistant Director, 225-578-4245, to adequately and appropriately handle the emergency. If incident occurs outside of business hours, send email to ckayser@lsu.edu with “emergency” in subject line and provide a contact phone number (it is not necessary to detail the situation). The CCELL assistant director will respond as soon as possible.
· Only the agency administrator or the CCELL Director or their designees may make statements to the media.

· The faculty partner’s only response to the media should be, “I really don’t have the information you need. It would be best to talk to the CCELL Director.”

1These emergency protocols address actual occurrences. Second-hand reports and accusations should be directed to the CCELL Director, 225-578-9264, or CCELL Assistant Director, 225-578-4245. 

1 CCELL’s definition and procedures concerning sexual harassment are in keeping with LSU’s PS-73 and PS-95; thus, all references to harassment within these protocols should be read accordingly. For more details, please refer to the foregoing policies http://appl003.ocs.lsu.edu/ups.nsf/ByNumber?OpenView&Start=88.

2.6 The Above Suspicion Policy

The Above Suspicion Policy has been developed specifically for service projects in which service-learning students work with children or other vulnerable populations. Its purpose is to keep service-learning students "above suspicion" and to afford vulnerable populations in the community protection from any potentially abusive situations. If the service project involves working with vulnerable populations, CCELL recommends that LSU service-learning students are screened and educated. 
Screening  

Community Partners may choose to screen LSU service-learning students before placing them at your site. Screening may include a personal interview with the site supervisor, police background checks, or simply requiring a letter of recommendation. *As the site supervisor, community partners have the right to refuse placement of any student.*
Education

Prior to placement, LSU service-learning students should be educated about their liability in the areas of sexual harassment, child molestation, one-on-one situations, and physical and mental abuse. Emergency Management Protocol with students. (See Section 2.5, Emergency Management Protocols, starting on page 13.)

In addition, students are urged to take the following precautions:

· Avoid one-on-one situations that place you alone with a vulnerable community member such as a child, or isolate you and the community member from the main area of activity. 

· Respect privacy. Do not become intrusive or ask personal questions more than is necessary. 

· Respect boundaries. Recognize that an individual has the right to reject displays of affection (a hug or pat on the shoulder) if he or she feels uncomfortable with them. Not every person comes from a background in which affection is displayed openly. 

· Avoid sensitive subjects. Some community members may express a natural curiosity about boyfriends and girlfriends, personal relationships, and even sexual activity. Use common sense in discussing sensitive subjects, and do not go into the details of your private life.

· Do not give out your address or phone number.

· Respect the confidentiality of everyone you work with.

SECTION 3: Reflection

3.1 The Basics

3.1.1 What is Reflection?

Reflection is a process designed to promote the examination and interpretation of experience and the promotion of cognitive learning. It is "a process by which service-learners think critically about their experiences."1 It is the process of looking back on the implications of actions taken - good and bad - and determining what has been gained, lost, or achieved and connecting these conclusions to future actions and larger societal contexts.

Through reflection students analyze concepts, evaluate experiences, and postulate theory. Critical reflection provides students with the opportunity to examine and question their beliefs, opinions, and values. It involves observation, asking questions, and putting facts, ideas, and experiences together to derive new meaning. 

Simply, reflection is:

· Thinking critically about experience.

· Analyzing concepts, evaluating experience, and postulating theory.

· Posing questions.

· Exploring the systemic causes and possible solutions of social problems.

· Putting facts, ideas, and experiences together to derive new meaning.

Reflection is not:

· “Meditating.”

· Something done privately.

· Only at the end of project or course.

· Just for students.

· Low-level thinking skills.

3.1.2 Why Reflect? 

According to John Dewey, "truly educative" experiences generate interest, are intrinsically worthwhile, present problems that awaken new curiosity and create a demand for new information, and take sufficient time to foster development. Reflection is an essential process for transforming experiences gained from the service activities and the course materials into genuine learning. Reflection is crucial for integrating the service experience with the classroom topics. It fosters learning about larger social issues such as the political, economic, and sociological characteristics of our communities. It enhances students’ critical understanding of the course topics and their ability to assess their own values, goals, and progress. 

3.1.3 What Are the Benefits of Reflection? 

Reflection improves basic academic skills and promotes a deeper understanding of course subject matter and its relation to society; it facilitates the use of higher order thinking skills and develops students’ ability to learn from experience. Critical reflection promotes personal development by enhancing students’ self-awareness, their sense of community, and their sense of their own potential.   

1Bringle, R. and Hatcher, J. (1999) Reflection in service-learning: Making meaning of experience. Educational Horizons, Summer 1999. 179-185.
3.1.4 Types of Reflection

The type of reflection will be related to the nature and goals of the particular course.  Most of the time, the instructor will lead or assign a specific form of reflection, but here are some of the reflection activities: 
Journals


Group Discussions

Analytic Papers

Portfolios and Notebooks
Presentations


Reading Responses

Electronic Forums

Simulations& Role Playing
Letters

Further information on facilitating these activities can be found in Section 3.3, For Faculty: Facilitating Reflection, starting on page 18.
3.2 Models of Reflection
Each of the models described below provides a progression of question types designed to help move from reflecting on the concrete experience to analytical and subjective reasoning. The progression may be completed within one assignment and/or over the whole semester. Though specific reflection assignments or activities can be given, these models show the direction reflective thinking should be taking and will help structure different forms of reflection.

3.2.1 The ORID Model 

Objective: Begin considering questions related to the concrete experience. What did you do, observe, read, and hear? Who was involved, what was said? What happened as a result of you work? 

Reflective: Next, consider questions that address the affective experience. How did the experience feel? What did it remind you of? How did your apprehension change or your confidence grow? Did you feel successful, effective, and knowledgeable? 

Interpretive: Then, explore your cognitive experience. What did the experience make you think? How did it change your thinking about…? What did you learn? What worked? 

Decisional: Finally, try to incorporate your experiences into a new paradigm. You might have a shift in knowledge, awareness, or understanding that affects how you see things and, ultimately, how you will act. What will you do differently next time? What decisions or opinions have you formed? How will the experience affect your career path, your personal life choices, or your use of new information, skills, or technology? 
3.2.2   The “ SEQ CHAPTER \h \r 1What? So what? Now what?” Model
What? Describe:

· What happened at the site? 

· What service was performed? 

· Who did you interact with?

· What were their roles?

So what?  Examine or Reflect:

· What was the significance of the service?

· What did it mean to you personally? 

· What are your feelings about the experience?

· What did you learn that enhances your classroom instruction?

· What skills and knowledge learned in the classroom did you use/apply?

· What skills or knowledge did you lack?

· What did you learn about the people at your service site and the community issues they face?

Now what? Contemplate or Analyze:
· What impact might your service have on your lifelong learning process?  

· What impact did the experience have on your everyday life?

· What insights did you gain that might assist you in your major or career choice?

· What is the connection of this experience to your future?

· What did this experience teach you about community involvement, citizenship, and civic responsibility?  

· What is the relationship of your service experience to the “big picture”? (Societal change?)

· How can you best use what you’ve learned?
3.3 For Faculty: Facilitating Reflection
3.3.1 Effective Service-Learning Reflection Will: 

· Clearly link the service experience to the course content and learning objectives.

· Provide clear instructions on what reflections should include and how they will be assessed.  

· Occur regularly during the semester so that students can practice and develop the capacity to engage in deeper and broader reflection.

· Include instructor feedback on reflections so the students’ can improve their critical analysis

· Include the opportunity for students to explore, clarify, and alter their values.

3.3.2 How Can Reflection Be Facilitated in the Classroom? 

Effective reflection depends on appropriate contexts and authentic issues. The dialogue between instructor and students must be meaningful to the students and the classroom environment must be one in which students feel included, respected, and safe. Putting students in small groups in which they can exchange concerns, experiences, and expectations about the service and the class will help students feel respected and included. 

3.3.3 Tips for Facilitating Reflection

Provide an environment for rigorous intellectual work. “Rigor arises from a willingness to disagree, to engage in honest questioning, to challenge current thought, and in acknowledgement of what one does not know.  Rigor can only occur when students feel the environment is hospitable to such dynamics” (Palmer Parker,1998).
· Prepare a framework for guiding the discussion.  

· Lead the group by actively engaging each student. 

· Set the tone by establishing norms of behavior such as the following: 

· Anyone in the group may speak at any time—no hand-raising is required, but the rules of polite conversation should be followed. 

· Profanity and sexual innuendoes are not necessary to make a point. 

· Speakers should be respectful, open-minded, and not aim to put anyone down. 

· Clarify students’ responsibilities and expectations. Write them down and copy for all. 

· Arouse interest and commitment to service-learning. 

· Assess the values, knowledge, and skills that each student brings to the project. 

· Develop background information about the situations the students will encounter in the service situations to sensitize the students and help revise any misconceptions. 

· Develop and practice any skills that will be required, including being active observers and questioners of experience. 

· Get closure on emotional/affective issues by the end of each reflective session. 

· Leave some cognitive/topical issues open until the next session to give group members an opportunity to think more about them. 

· Caution students about protecting the confidentiality and integrity of persons at their worksite.

3.4 Reflection Activities and Question Examples

3.4.1 Reflection Activities 

When facilitating reflection, activities should be varied to accommodate multiple learning styles; the class should be a reflective environment, rather than simply having a reflective component. 
Journals - Students may be asked to keep a journal as they engage in the service experience. The journals should not merely be simple descriptions of events. They should address situations objectively, subjectively, and analytically. Instructors may provide questions to guide students in addressing issues and should review the journals periodically. It is helpful if faculty offer written comments and feedback that will encourage, challenge, and provide a dialogue that deepens the students’ thought processes. Taking up an entry each week or reading a weekly online posting can ameliorate worksite problems and challenge students to rigorous intellectual inquiry.  

Group Discussions - The groups may involve either the entire class or just small numbers of students. The instructor may allow students to choose their own group members, can set criteria for group composition (e.g., no groups composed of a single ethnicity or gender), or can assign students to groups. The instructor may either pose general or narrowly focused questions for discussion. Alternatively, students may be asked to develop their own reflection questions for the class to discuss. A scribe may be assigned to submit a summary of the discussion to the instructor or to the rest of the class. 
Analytic Papers - Analytic papers provide students with an opportunity to describe their service experience, to evaluate the experience and what they learned from it, and to integrate their experiences with course topics. If the papers are assigned at the end of the course, students can make use of ideas derived from class discussion, journals, and other reflective activities completed during the course.  Papers can include traditional library research, interviews, or other quantitative and qualitative methods.
Portfolios and Notebooks - Students may be asked to compile materials relevant to the service-learning experience and course. These materials may include journals, analytic papers, scripts/notes for class presentations, items created or collected as part of the service, pictures, agency brochures, handbooks, time sheets, and training materials. Portfolios provide a focus for reflection on the service experience and its documentation. An introductory letter addressed to the reader can help students to discover meaning through writing.
Presentations - Students may be asked to make presentations to their classmates (and/or to broader audiences) describing their service-learning experiences, evaluating them and integrating them with the course topics. Community partners may be invited and/or students may present at the worksite. Presentations may be videotaped to share with other audiences.
Reading Responses - Students may be asked to write responses to course readings, connecting them with service experiences. Students can be allowed greater or less freedom in how they respond by posing either general or more focused questions. 
Creative Writing - Faculty can use creative writing prompts to encourage students to encounter issues discussed in the course from the perspective of the community partner.  For instance, students could write a two-voice poem, including their voice and the imagined voice of their community partner, or alternatively they could write the poem in collaboration with the community partner, each contributing their own perspective to the piece.
Electronic Forum - Students may be asked to contribute to electronic discussion on service-learning and course topics using a listserv, discussion board, or blog. They may respond to questions posed by the instructor, to points raised by other students, or to readings posted on the site. The community partner may be invited to participate and respond to the online discussion. Remember, public discussions work best with formal rules of engagement and clear expectations for type, frequency, and content of postings.
Simulations and Role Playing - Students may problem-solve by acting out potential problems or issues at the worksite.  Games can simulate challenging situations.
Letters - Students may write letters to community partners, parents, or other appropriate audiences to help them process their learning.  
Engaging the Community - Community partners can enrich reflection by participating in class reflection or suggesting reflection topics. Community partners also can share in the teaching role by reflecting informally with service-learners on the site when the opportunity arises. Community partners may visit the classroom during the course to reflect on ongoing projects and at the end of the course to reflect on the events of the semester. Faculty partners and community partners should meet after the semester is complete to reflect and discuss the service-learning partnership experience.
3.4.2 Examples of Reflective Questions: 

· What will/have you been doing? Who have you been serving? 

· So what will/have you been learning? Why is your service work needed? 

· Now what should others do about it? What are you going to do about it? 

· Can you talk more about that? Why do you think that happens? 

· What evidence do you have about that? What does this remind you of? 

· Do you see a connection between this and ___? 

· How else could you approach that? What do you want to happen?

To provide closure at the completion of service-learning activities: 

· Create a class/group product. 

· Hold a culminating event. 

· Have a formal closing of the project, such as an end-of-semester celebrations involving community partners.


Further Reading
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SECTION 4: Awards, Funding, and Fundraising

4.1 Awards

The Happy Award

Happy Awards are given annually to ten individuals to recognize excellence in service-learning. The “Happy was initiated to commemorate former CCELL director Jan Shoemaker’s 10 years of distinguished service, commitment to education and service for the common good. Happy Award recipients receive a commemorative lapel pin, which was designed by service-learning student based on input from Shoemaker’s friends and colleagues. Award recipients can be faculty, students, and community partners. The nomination period is in the fall. See www.lsu.edu/ccell  under “About CCELL > Awards We Offer” for more information.

Outstanding Service-Learning Faculty Award
The Outstanding Service-Learning Faculty Award recognizes faculty members each year who have shown an outstanding commitment to integrating quality service-learning activities in their own classes or throughout the LSU campus. PRIVATE
This award is accompanied by a $1,000 stipend.  
See www.lsu.edu/ccell  under “About CCELL > Awards We Offer” for more information.

4.2 Funding and Fundraising

Service-Learning Faculty Scholars Program

The Faculty Scholars Program offers $2,000 stipends to full-time LSU faculty members who are interested in experiential education and want to involve their students in “hands-on” experience that benefits the community. CCELL instituted the Scholars Program to promote the institutionalization of service-learning courses in every department and to advance the objectives of the LSU Flagship Agenda. 

Full-time faculty at the rank of instructor or above are eligible. Scholars may be selected from a variety of disciplines and areas of expertise with varying degrees of familiarity and experience with service-learning. Scholars attend a weekly, 1½ hour seminar where they, together with other scholars, plan and discuss course design, social responsibilities of universities, liability, assessment, and reflection as they relate to service-learning courses. Scholars then develop a service-learning course syllabus to be used in a subsequent semester. See www.lsu.edu/ccell  under “Faculty Resources > Funding” for more information.

University Presbyterian Church Service Grants

The University Presbyterian Church (UPC) offers Community Service Grants of up to $1,000 to support innovative projects that address challenges in the Baton Rouge community, specifically for sustainable partnerships between LSU students and community organizations that serve lower to moderate income communities in the areas of education, healthcare, or human services.

Faculty, students, and student organizations are eligible. Student and student organizations should have an existing relationship with a community organization before requesting funding for projects. See www.lsu.edu/ccell  under “Faculty Resources > Funding” for more information.

Mini-Grants for Service-Learning Celebration Events

CCELL accepts applications each semester for $100 mini-grants to be applied toward expenditures for celebration events that involve service-learning students and community partner/s. Funds may be used on the celebration itself or for a project that will be presented at the event. Food will generally not be approved for reimbursement. Mini-grants made possible through the support of University Presbyterian Church.  Application for mini-grants can be found via our website (www.lsu.edu/ccell) under “Service-Learning Forms” or “Faculty Resources > Funding.”

Applying for Grants

The CCELL office can assist you in the following ways:

· By assisting with proposals for the Service-Learning Faculty Scholars Program

· By assisting in the location of outside funding and/or collaborating in grant applications

Fundraising

Service-learning classes are also allowed to fundraise. Fundraising requires diligence on the part of the faculty member. LSU protocol must be followed. Guidelines and more information can be accessed through our website (www.lsu.edu/ccell) “Faculty Resources > CCELL Policies > Guidelines to Fundraising in Service-Learning Classes.”

Further Reading 

*Driscoll, A. and Lynton, E.A. (1999). Making outreach visible: A guide to documenting professional service and outreach. Washington, D.C.: American Association for Higher Education.

*Driscoll, A., Glemon, S.B., Holland, B.A., Kerrigan, S., and Spring, A. (2001) Assessing service-learning and civic engagement: Principles and techniques. Providence, RI: Campus Compact.

*Available for checkout in 135H/J Thomas Boyd Hall
SECTION 5: Student Resources
5.1 Frequently Asked Questions

5.1.1 Is a Service-Learning Course More Work?

In most cases, no, it’s not more work—it’s different work. The course has been redesigned to include service, not to add it on to all the usual requirements. For example, you might keep a journal about your service-learning experiences instead of writing a formal essay. And the service work is arranged around your schedule. In some cases, it is done during class itself.
5.1.2 How Will I Be Evaluated or Assessed?

As with any college course, the specifics of how you will be evaluated will vary based on the goals, objectives, and requirements of each course; however, here are some general guidelines and considerations: 

· Credit in service-learning is for learning, not just for service. Grades are for demonstrated learning and quality of service provided.

· Evaluation and assessment should connect course learning goals to the service.

· Evaluation is about learning as much as possible throughout the project, not just at the end. Throughout the course, faculty and students need to ask: “What have we done?”  “Why did we do it?” “What will we do now?” “What have we learned?” “What needs to be done?” “How will we do it differently next time?”

· Students should evaluate their own service and learning regularly throughout the project by asking their supervisors, their instructors, and their community partners about their needs and how students can improve their service. 

· Faculty will ask students to reflect/evaluate their work periodically through oral and written means to enhance their learning. 

· Students should ask instructors what forms they should use for evaluation by the community partner or supervisor. 

5.1.3 Where Will I Be Serving?

In general, service-learning work is done with non-profit agencies, schools, and other community organizations because they are directly involved with serving the community by improving social, educational, cultural, and/or environmental conditions. 

By working with these types of community partners, you can meet real community needs and develop a greater sense of civic responsibility.    

Your instructor will tell you where you will be working. In some cases, instructors offer their students a choice of service sites.  (You or your instructor might wish to write down your community partner information in the blanks below.)

Community Partner Name:_______________________________________________________

Address: ____________________________________________________________________

Supervisor: ___________________________________________________________________

Contact Phone Number: ___________________ E-mail Address: _______________________ 
5.1.4 How Much Service Will I Be Doing?

Again, the amount of service you will be doing will depend on the goals your instructor has established for the course.  (You or your instructor may wish to note your particular service requirements below.) 

Number of hours by midterm _______________ by end of semester _______________

Number of visits by midterm _______________ by end of semester _______________  

Long-term project to be completed by _______________

Short-term project to be completed by _______________

5.1.5 How Do I Get to the Site?

Service-learning sites are found in a variety of locations, mostly in the Baton Rouge area. Some agencies may be within walking distance of the LSU campus.  Others can be reached via public transportation or personal vehicle. Carpooling is encouraged but cannot be coordinated or required by LSU faculty or the CCELL staff.  

Ask your teacher to help you identify someone in class with the same schedule so that you can carpool.  If that does not work, the CCELL office can help you and your instructor arrange for an alternative assignment.  

5.1.6 What about Confidentiality, Liability, and Background Checks?

Students may be asked to sign a confidentiality agreement and/or give permission for an agency to conduct a criminal background check.  No requests will be made of any student that would not be made of any other volunteer for that agency. If you have questions or concerns, talk to your instructor or contact the CCELL office at (225) 578-4245. 

Some background checks require you to provide information or materials, such as a copy of your Social Security card or a list of references. In most cases, failing to provide these in a timely manner will delay the beginning of your service. 

Your teacher may also require you to sign a liability waiver. Liability waivers help protect your community partner and LSU. Your service-learning project has been designed to reduce potential risk to all parties; however, prior to your service, you should be sure to review risk management procedures outlined by your teacher and community partner and follow them at all times. 

5.1.7 What if I am Offered Paid Employment at My Site?

First, congratulations!  If you are offered employment, it is a clear indication of the high quality of your service-learning work. Your service-learning commitment should be completed prior to beginning paid employment at a service-learning agency. Be sure to discuss the opportunity with your instructor and the official agency volunteer coordinator prior to employment to avoid academic complications.  

5.2 During Your Service Learning

5.2.1 Dos and Don’ts for all Service-Learning Students

In keeping with LSU’s Commitment to Community, students are expected to conduct themselves with the utmost respect for fellow citizens during their service. Students who act disrespectfully toward others, refuse to follow reasonable instructions from their supervisors, or report to service under the influence of alcohol or other drugs will be subject to disciplinary action from the Dean of Students. Alcohol consumption is prohibited during service-learning functions.

Below are a list of dos and don’ts that are appropriate for most service-learning assignments.  Your instructor and/or your community partner might have additional guidelines or rules, so be sure to know what they are and adhere to them.  

DO:
· Determine the site’s location, where to park, and where to enter before your first visit. 

· Know who will be providing initial on-site orientation and ask for this orientation (site rules, etc) when you arrive for your first visit.
· Follow any and all sign-in procedures of the site every time you visit.
· Educate yourself about the agency and the population it serves.

· Know your site supervisor and his or her role.

· Become familiar with the site’s layout, such as the location of the office and restrooms.

· Dress comfortably, neatly, and appropriately. If your agency has a dress code, follow it.

· Arrive and leave on time.

· Call if you will be late or absent.

· If you are working regularly with a small number of community partners (such as in tutoring), explain to them how frequently you will visit and how long your service will last.

· Be kind, courteous, and helpful.

· Try to be flexible.

· Respect the privacy and boundaries of community partners.  (Don’t ask questions that are too personal; be cautious when displaying affection.)

· Respect the confidentiality of everyone you work with.

· Ask for help when you’re in doubt.

· Act as if you are a guest in someone else’s home, and learn their rules and traditions.
DON’T:

· Offer your home as a shelter to community partners.

· Give your phone number or address to community partners.

· Leave your personal belongings where others may be tempted to take them.

· Wear excessive or expensive jewelry.

· Exchange money or gifts with a community partners.

· Talk to or tolerate verbal or non-verbal exchanges of a sexual nature (or that might be perceived as sexual with a community partner).

· Give a community partner a ride in a personal vehicle.

· Report to your service site under the influence of drugs and/or alcohol.

· Form judgments quickly—you may not know the whole story.
5.2.2 Responsibilities of the Student Partner

· To complete a Student/Community Partner Service-Learning Agreement (See Section 8, Student/Community Partner Service-Learning Agreement, on page 50) if asked, indicating their schedules and service objectives for the semester.

· To reliably fulfill their service to your organization.

· To respect the policies and expectations of your organization, especially in regard to confidentiality and participation in required training sessions.

· To behave professionally in carrying out the tasks assigned to them.

· To observe your established dress code.

5.3 After Your Service Learning

5.3.1 What Should I Do at the End of My Service?

How you end your service-learning experience is almost as important as how you begin it. This is especially important for students who are doing a “placement” type of service where they are visiting a site on a regular basis and have formed one-on-one relationships with the community partners.

Throughout the semester, but especially at the end, you should prepare the community partners for the completion of your service by discussing how much longer you will be serving.  Above all, don’t just disappear!  In some cases, the clients you have been working with have been abandoned in one way or another by someone—don’t be one of those people.

Saying “good-bye” is also an opportunity to say “thank you.”  Remember that you have benefited from your service as much as you have benefited others. Take this opportunity to express your appreciation to those you have been working with, including the site supervisor(s), staff members, and the clients.

To formalize the end of the service-learning experience, you and/or your instructor might choose to do one or more of the following: 

· Write a “thank you” letter to the agency and/or clients.

· Compile a booklet of sample journal entries, essays, or other assignments for the agency.

· Finalize or deliver the project.

· Conduct informal or formal evaluations of the placement or project.

· Plan and/or participate in a culminating event at the site (parties, field trips).

· Invite community partner(s) to culminating events on campus (presentations). 

5.3.2 Can I Be Recognized for Service-Learning?

Yes! Your participation in service-learning allows you to be nominated for a Happy Award. The Happy Awards are given annually to ten individuals to recognize excellence in service-learning. The “Happy” was initiated to commemorate former CCELL director Jan Shoemaker’s 10 years of distinguished service, commitment to educate and service for the common good. Happy Award recipients receive a commemorative lapel pin, which was designed by service-learning students based on input from Shoemaker’s friends and colleagues. Award recipients can be faculty, students, and community partners. The nomination period is in the fall.

Other recognition can come from your faculty member in the form of a commendation letter. Some faculty members might be willing to produce a letter of commendation to recognize your participation in a specific project or course completed. A template for the letter is available from CCELL on our website (www.lsu.edu/ccell) under “Service-Learning Forms.”

5.3.3 How Can I Take More Service-Learning Courses?

You enroll for service-learning courses as you would for any other course. To get a list of courses, click "Service-Learning Courses" on our website (www.lsu.edu/ccell).

To enroll in a service-learning class that you see on our website, please note the Dept., Course & Section of the course and submit a schedule request through PAWS.

Also, look for more service-learning courses being added every semester. There is a good chance that you can take additional service-learning courses that will be directly tied to your major or career goals.

Feel free to call CCELL at (225) 578-4245 for course recommendations.

Talk to your instructors about the possibility of independent study service-learning. The CCELL office can help you and your instructor establish learning goals and community partnerships.

5.3.4 How Can I Become More Involved in Service-Learning?

A great way to become more involved in LSU service-learning is to join the Service-Learning Student Organization (SLSO).

The SLSO, a registered LSU student organization, is comprised of students who have actively participated in service-learning courses and understand service-learning principles. 

Meetings are held once monthly and activities include ongoing service projects and events and working with LSU's Student Government to link the various service organizations on campus with the service-learning program. 

The requirements for eligibility are simple. The following are required for students:  

· Must have taken or be enrolled in a service-learning course. 

· Must be full-time undergraduate students in good academic standing with the University.

· Must want to be involved with the LSU and off-campus community.

· Must complete the application available online in the “Student Information” section of our website at www.lsu.edu/ccell.

If you're interested in joining, please e-mail CCELL at ccell@lsu.edu.  
SECTION 6: Faculty Resources
Need help planning a service-learning class, finding a community partner, or writing a syllabus? This section of the handbook will guide you step-by-step through course design and implementation, from writing a syllabus to meeting semester deadlines.

6.1 Principles of Good Practice in Service-Learning

1. Assign Academic Credit for Learning, Not for Service.

Credit in academic courses is assigned to students for the demonstration of academic learning. It should be no different in service-learning courses. When community service is integrated into an academic course, the course credit is assigned for both the customary academic learning as well as for the utilization of the community learning toward realizing the course objectives.

2. Uphold Academic Rigor.

The additional workload imposed by community service assignments may be compensated by an additional credit, but not by lowering academic learning expectations. Adding a service component may enhance the rigor of a course. In addition to having to master the academic material, students must also learn how to learn from a community experience and merge that learning with academic learning. These intellectual activities, if constructed correctly, are commensurate with rigorous academic standards.

3. Set Learning Goals for Students.

Integrating the community with the classroom offers a multiplicity of possible learning paradigms (e.g. experiential learning, inductive learning, participatory action research) and learning topics (e.g. the community, the public good). It is crucial to have a clear sense of the course objectives when designing the service-learning component. 

4. Establish Criteria for the Selection of Community Service Placements.

There are three essentials to consider:

· The range of service should be circumscribed by course content.

· The duration of service must be sufficient to enable fulfillment of learning goals. 

· The specific service activities and service contexts must have the potential to stimulate course-relevant learning.

5. Provide Educationally Sound Mechanisms to Facilitate Community-Based Learning.

Course assignments and learning formats must be carefully developed to facilitate the students' learning from their community service experiences. Experience, as a learning format alone, does not consummate learning nor does mere written description of one's service activities. Discussions, presentations, and journal and paper assignments that provoke analysis of service experiences in the context of the course objectives are necessary.

6. Provide Support for Students As They Engage in Community-Based Learning.

Acquiring knowledge from the community and using it on behalf of course objectives is a paradigm for which many students are under-prepared. Faculty can support students in their efforts to realize the potential of community-engaged learning by helping them obtain the necessary skills and/or by providing examples of successful projects.

7. Minimize the Distinction between the Student's Community Learning Role and the Classroom Learning Role.
Typically, classrooms and communities are very different environments, each requiring students to assume a different role as a learner. Classrooms generally provide a high level of learning direction and structure. In contrast, community-engaged learning tends to require greater leadership and initiative on the part of the student. A mechanism is needed that will provide learning direction for the students in the community (e.g. community agency staff serving as adjunct instructors). The more consistent the student's learning role in the classroom is with her/his learning role in the community, the better the chances that the learning potential within each context will be realized.

8. Re-Think the Faculty Instructional Role.

The role of the educator must take a less conventional form in service-learning. Rather than emphasizing the dissemination of information, the educator must focus more on being a facilitator and guide to student learning. This means that some course content may be sacrificed.

*Adapted from:  Howard, J., ed. (1993) Praxis I: A faculty casebook on community service learning. Ann Arbor, MI: Office of Community Service Learning Press, University of Michigan.

6.2 As You Begin Planning Your Course

An Ethical and Academically Sound Service-Learning Course:

· Explicitly connects the service component to course objectives

· Engages students in activities which meet identified community needs

· Provides structured opportunities for students to reflect critically on their service experience

· Allows community members to define their needs

· Clarifies the responsibilities of each student and organization involved

· Matches service providers and service needs through a process that recognizes changing circumstances

· Expects genuine, active, and sustained organizational commitment

· Includes training, supervision, monitoring, support, recognition, and evaluation to meet service and learning goals

· Ensures that the time commitment for service and learning is flexible and appropriate, and in the best interest of all involved

· Is committed to participation by and with diverse populations
Adapted from: The Johnson Foundation Wingspread Report on the Principles of Good Practice in Combining Service and Learning (1989). 

Further Reading

*Billig, S.H. and Furco, A. (2002). Service-Learning: The essence of the pedagogy. Greenwich, CT: Information Age


Publishing, Inc.

*Campus Compact. (2003). Introduction to service-learning toolkit: Readings and resources for faculty.  Providence, RI: Campus Compact.

*Available for check-out in 135H/J Thomas Boyd Hall
6.3 Course Design

6.3.1 General Course Design Assistance

CCELL does the following:

· Facilitates and assists with community partner site selection

· Consults on syllabus revision and course development

· Helps design reflection activities

· Assists networking among service-learning faculty at LSU and at other institutions

· Provides discipline-specific resource materials

· Maintains website with links to sample syllabi and other resources (www.lsu.edu/ccell)

· Facilitates training workshops for faculty

· Publicizes courses campus-wide and on the Internet at www.lsu.edu/ccell.

6.3.2 Development of Community Partnerships
CCELL also helps in these ways: 

· Maintains a database of potential service sites (accessible online at www.lsu.edu/ccell) 

· Maintains the LSU service-learning listserv, a discussion list made up of approximately 300 local faculty and administrators interested in service-learning

· Works with Volunteer! United and United Way to establish new partnerships and to meet individual faculty needs

· Conducts workshops where community partners discuss service needs, learning goals, and strategies for student orientation, documentation, supervision, and evaluation

· Surveys community partners to be sure that real community needs are being met  

· Facilitates student placements and makes on-site visits to guarantee positive experiences for all

· Consults on troubleshooting issues

· Assists in linking faculty with community partners whose needs are relevant to academic goals

Educational Seminars

CCELL offers general and discipline-specific sessions on service-learning at faculty forums, departmental meetings, and conferences.  Contact CCELL to obtain an updated schedule, to arrange a presentation, or to identify opportunities for presenting your own service-learning work.
Service-Learning Resources

CCELL maintains a collection of books, articles, syllabi, videos, and pamphlets pertaining to service-learning and related topics, all available for checkout in 135H/J Thomas Boyd Hall. In addition to most volumes suggested in this manual (those marked with an asterisk in the further reading lists at the end of each section), the CCELL library includes all volumes of Service-Learning in the Disciplines. This series is also available through the LSU Middleton Library. Items may be borrowed via campus mail or picked up. Call or e-mail CCELL for availability. A full list of books in the CCELL library can be found on the CCELL website. 

6.4 Integrating Service into the Curriculum

Incorporating service-learning into a course requires thoughtful pre-planning and thorough follow-up. Remember that the service activity is not an additional component, but an alternative way to teach course concepts. Successful learning and effective community contributions depend upon a well-integrated package of syllabus, orientation, reflection, and assessment. The following nine steps will enable you to successfully design and execute a service-learning course.
1. Design Your Projects 

· Decide what you want students to gain through the experience. Articulate, in writing, the learning goals of the service assignment. 

· Identify community needs that may be appropriate for your learning goals. 

· Ask CCELL to draft a list of potential community partners or speak with us about community agencies you already have in mind. The best partnerships often come from contacts faculty already have in the community. However, we do like to speak with you about your choice before you make it because we work with many community agencies on a regular basis and often have important information about them that you might not know.  Also, it is our job to ensure there aren’t too many faculty members partnered with any one agency.  When more students are partnered with an agency than the site can accommodate, a negative service-learning experience can result.

· Download a copy of the Community Partner Handbook from the “Community Resources” section of our website and give to your potential partner(s).

· Meet with potential community partners to make sure that there is a match between your learning goals and their needs.  Describe what you and your students have to offer via your learning objectives, timeline, skill sets, and limitations. 

· Gather information concerning the following: agency needs, contact person, best mode of contact, location, orientation and training requirements, hours of operation and number of students they can accommodate. 

· Learn all you can about the partner’s mission and needs.  

· Be sure that the community partner understands what types of service are appropriate and inappropriate to your goals. Encourage the community partner to accept only as many students for whom they can provide meaningful work.  Engage the agencies in a teaching partnership by suggesting that they look for opportunities to share what they have learned with your students. Discuss the need for students to have adequate orientation and supervision and a safe working environment.

· Sign the Faculty/Community Partner Service-Learning Agreement with your partner. (See Section 8, Faculty/Community Partner Service-Learning Agreement, on page 49.) The form is also available online at www.lsu.edu/ccell under “Service-Learning Forms.” You may wish to download and revise the form to accommodate the specifics of your project. Make copies for you and your partner.
2. Best Practices for Establishing Positive Community Partnerships

· Research the agency history, mission, and related social issues before making contact. 

· Meet agency representatives at their office whenever possible. 

· When inviting community partners to campus, arrange reserved on-campus parking for them at least 24 hours in advance through the following site:  https://sites01.lsu.edu/wp/parking/reserved-parking-request-form/   

· Visit the agency or service site to note details on location, transportation, and parking that will be pertinent to your students. 

· Ask the agency how what you have to offer might be useful to them. It is a significant role reversal to put you in the position of learner with the community partner as the expert and teacher. 

· Learn about the assets of the agency and its clientele. Explore their capacities and abilities and relate this to your students. Reciprocity is integral to the discipline of service-learning. 

· Involve the community partner in the planning of your service-learning project. 

· Be open to indirect service projects. Consider how you can help students see the value of service that provides support to community with little direct contact.

· Take care to "do no harm." The community and the clientele are not a teaching or research laboratory.  The notion of community as laboratory assumes a false hierarchy of power and perpetuates an attitude of institutional superiority. 

· Basic goals of service-learning include community development and empowerment. For these goals to be realized, faculty and community must be equal partners. 

· Invite community partners to be a part of reflections, presentations, awards ceremonies, and related activities.

The following resources are available to help you select your community partner:

· The CCELL Director (225-578-9264) or Assistant Director (225-578-4245) 

· Volunteer! United is a clearinghouse for service providers. Call 225-383-2643

· A list of CCELL- affiliated agencies is available on our website at www.lsu.edu/ccell   under the “Community  Resources”

Once you have selected your community partner, agencies may be directed to Community Partner Resources in this handbook (See Section 7, Community Partner Resources, starting on page 39) or to “Community Resources” at www.lsu.edu/ccell.
3. Choose a Course Model

As you plan your course, consider which model will best serve your teaching and learning goals.  You might ask these questions:

· Is it important that every student is involved in service, or do I want to offer an equally rigorous alternative project for some students? 

· Should I expect a minimum number of hours, or is it more important that students provide consistent and dependable service or a deliverable project? (Note: The average number of service hours provided by a service-learning student at LSU is 10 hours per semester.) 

· Can my learning goals be accomplished with a single project, or do I expect long-term engagement with the community partner?

· Does my plan provide opportunities for students to discover community assets as well as problems? Will students work with the community rather than for it?

When choosing a course model, consider the following:

1. Student participation may be 

· mandatory,
· optional with a comparable alternative,
· individual, or
· with a group.
2. The format for service may be

· placement at the community site for a required number of hours,
· placement at the community site for a required number of visits,
· a deliverable project, or
· a combination of placement and project.
3. The community role in the project should involve

· identification of community assets and needs,
· orientation of agency and students,
· teaching opportunities, and
· assessment.
4. Develop a Syllabus 

CCELL has sample syllabi and texts to assist with syllabus development. Visit the “Sample Syllabi” section of our website under “Faculty Resources > Course Design & Tools.”  See also the Syllabi Project at http://www.compact.org/category/syllabi/ or the National Service-Learning Clearinghouse’s SLICE page. 

· Identify the service activity and learning goals of the service in the syllabus. 

· If service is offered as an option, provide alternatives that are equally rigorous.  Service should not be an unfair burden to students.

· Link the service to course content with assignments, discussion topics, readings, presentations, and other activities listed in the syllabus. 

· Clearly explain the incentive(s) for successful completion of the experience. 

· Provide clear links between course content, service activity, and student success. 

· Describe how students will be assessed on the experience. Clarify that the grade is for processing their experience - through papers, journals, portfolios, discussions, presentations, etc. - not for the service hours alone. 

An exemplary service-learning syllabus will:

· Articulate the ways in which the service is connected to the learning goals and/or objectives. 

· Clearly describe how the service experience will be measured and what will be measured.

· Describe the nature of the service placement and/or project.

· Specify the roles and responsibilities of students in the placement and/or service project (e.g. time requirements, community contacts, etc.).

· Define the need(s) the service placement or project meets.

· Specify how students will be expected to demonstrate what they have learned in the placement/project (structured journal, papers, presentations, etc.).

· Present course assignments that link the service placement or project and the course content.

· Include a description of the reflective process.

· Include a description of the expectations for the public dissemination of students’ work (e.g. if students are doing a project, how will the project be presented to the community?).
Adapted from Heffernan, K. (2001). Fundamentals of service-learning course construction. Providence, RI: Campus Compact.

To be designated as a service-learning course, the course syllabus must contain the following:

· Explanation of the types of service-learning experiences used to meet course objectives.
· How students will make contact with the community partners.
· A description of the reflection component used to connect the service experience and course goals.
· An estimated number of hours that student will serve in the community.
· Explanation of or link to the LSU Student Trip Travel Insurance Policy. (See Section __ , Trip Travel Insurance, on page __.)
5. Provide Orientation and Training  

Suggestions for providing orientation and training to your students could be:

· Talk about the service experience on the first day of the course. Explain expectations and community needs.  

· Invite agency or community representatives to visit the class. Host a panel presentation if you have multiple partners. 

· Invite former service-learners to visit the class. CCELL staff may help you locate former students if this is your first service-learning class.

· Address student concerns, fears, and expectations regarding the service experience. 

· Prepare students with the appropriate skills and brief them on their responsibilities regarding communication, follow-through, and professionalism. 

· For a checklist of items to cover in orientation,(See Orientation Checklist on page 46) 

· CCELL staff members are available for class presentations. 

It is essential for faculty to cover all areas of risk management with students previous to beginning the project component of service-learning. Faculty should review Student Do’s and Don’ts (See Section 5.2.1, Dos and Don’ts for Students, starting on page24) as well as materials found in the risk management section of this handbook. (See Section 2, Risk Management, starting on page 10.)
In keeping with LSU’s “Commitment to Community” statement, students are expected to conduct themselves with the utmost respect for fellow citizens during their service. Students who act disrespectfully toward others, refuse to follow reasonable instructions from their supervisors, or report to service evidencing use of alcohol or other drugs will be subject to disciplinary action from the Dean of Students. 

6. Instruct Students to Sign a Service-Learning Partnership Agreement

Ask students to complete a Student/Community Partner Service-Learning Agreement and submit a copy to you. (See Section 8, Student/Community Partner Service-Learning Agreement, on page 50)  This form is also available at www.lsu.edu/ccell  “Service-Learning Forms.” You may wish to download and revise the form to accommodate the specifics of your project.

7. Supervise Students 

· Provide a timeline. Students need benchmarks for contacting the community partner, meeting with supervisors, signing agreements, beginning and completing the service, and completing evaluations. Avoid the inevitable temptation to procrastinate. If students are serving in schools, consider school calendars. CCELL can provide sample schedules.

· Have a backup plan for students with special needs. Consider providing an alternative for those students who are legitimately unable to participate in the service. 

· Contact the community partner(s) at least at mid-semester to seek feedback and, if possible, visit the service site(s) to gain first-hand exposure to the experience. The CCELL staff can assist with follow-up if there are issues that you are unable to resolve.

· In an effort to track the progress and work of students, utilize and periodically check project log. (See Section 8, Student Project Log, on page 52.)

· Query students occasionally about issues at work site. Inform CCELL about problems that require or could benefit from administrative assistance.

8. Implement Reflection Activities

Implement reflective assignments and activities throughout the semester, not just at the completion of the project. (See Section 3, Reflection starting on page 16.) Discuss the service in class even if you are using an optional placement model. Students who choose not to participate in the experience will still gain insights and knowledge from the comments of students who do participate.  Students who do not do service may be assigned readings that integrate experiential and traditional learning.

9. Assess and Evaluate the Course Experience

· Use reflection assignments to assess student learning and evaluate performance. Evaluate analytical skills, communication skills, critical thinking, and judgment from student’s reflection papers and presentations. Grading rubrics are useful to clarify your expectations. Sample rubrics can be found under “Course Design & Tools” in the “Faculty Resources” section of CCELL’s website. 

· Create individual or group assignments that require students to integrate the course content and the service experience. 

· Get feedback and evaluation from community partners. (See Section 8, Community Partner Evaluation of Service-Learning Student, on page 55.)
· While points may be provided for successfully completing the service contract and obtaining supervisor evaluation, grades should be based upon the extent to which a student meets the learning goals. 

· Administer the Service-Learning Student Assessment survey to students during the final class. Surveys will be sent from CCELL near the end of the semester. Return the evaluations to 135H/J Thomas Boyd Hall. We will provide you with a summary report of responses.

· Use the evaluations to plan and refine your next service-learning course. 

Further Reading

*Campus Compact. (2003). Introduction to service-learning toolkit: Readings and resources for faculty.  Providence, RI: Campus Compact.

*Driscoll, A., Holland, B., Gelmon, S., Kerrigan, S. (1996). An assessment model for service-learning: Comprehensive case studies of impact on faculty, students, community, and institutions. Michigan Journal of Service Learning, 3(1) 66-71.

*Eyler, J. and Giles, D. (1999).  Where’s the learning in service-learning? San Francisco, CA: Jossey-Bass.

*Gellman, Holland, Driscoll, Spring, and Kerrigan. (2001). Assessment service-learning and civic engagement.  Providence: Campus Compact.
*Heffernan, K. (2001). The fundamentals of service-learning course construction.  Providence, RI: Campus Compact.
*Hesser, G. (1995). Faculty assessment of student learning: Outcomes attributed to service-learning and evidence of changes in faculty attitudes about experiential education. Michigan Journal of Community Service Learning, 2(1) 33-42.

*Howard, J.P.F. and Rhoads, R.A. (1998). Academic service-learning: A pedagogy of action and reflection. San Francisco, CA: Jossey-Bass, Inc.

*Jacoby, B. and Associates. (1996). Service-learning in higher education: Concepts and practices. San Francisco, CA: Jossey-Bass, Inc.  

*Zlotkowski, E. (2001). American Association for Higher Education’s series on service-learning in the disciplines. Washington, D.C.:  AAHE.

www.compact.org 

*Available in 135H/J Thomas Boyd Hall for checkout

6.5 Diversity and Service-Learning

Service-learning provides rich opportunities for students to experience and understand diversity in meaningful ways. It is a vehicle for students to learn from other cultures and to explore differences beyond ethnicity. Planning, processing, and identifying common hurdles will optimize students’ opportunities to learn about diversity. 

6.5.1 Planning Considerations for Faculty 

· Expand the definition of culture and diversity. Culture and diversity are often only defined in terms of ethnicity, race, or gender. Consider the following additional factors and the ways they influence your students’ perceptions and reflections: 

· Socio-economic status 

· Geographic place 

· Age

· Atmosphere or environment 

· Values 

· Beliefs 

· Traditions 

· Take an inventory to understand the culture of the class:

· What are the different ethnicities represented? 

· What are the geographic places your students call home? 

· What is the age range? 

· Where are they in terms of student development? 

· What are their learning styles—visual, auditory, or kinesthetic? 

· Take an inventory to understand the culture of the agency:

· What is the size of the organization? 

· What is their history? 

· What is the environment or atmosphere of the organization? Formal? Informal? 

· Take an inventory to understand the culture of the recipients:

· How would you describe the clients being served? 

· What are their stories? 

· What are the stereotypes and what are the realities? 

· What opportunities do you have to demystify stereotypes? 

· Prepare the agency, recipients, and students for diversity issues: 

· Help the students understand what has shaped their own cultural identity. 

· Define and create an atmosphere that respects and nurtures differences. 

· Model the type of behavior that supports respect for diversity. 

· Facilitate exercises and activities that create awareness of the diversity issues present in the service-learning activity. 

· Provide orientations to agencies dismissing stereotypes of students, and vice versa. 

· Explain the differences between the culture of non-profits and the culture of student life.

6.5.2 Processing Issues 

In addition to planning considerations, it might also help to thoughtfully consider processing issues. There are different types of cultural communication patterns, including learning and processing styles—all of which may affect the quality and depth of reflection sessions. 

· Design ongoing reflections that complement an array of learning and processing styles. 

· Understand that different dialogue processes are shaped, in part, by cultural background. 

· Plan reflection components to be thoughtful of the different cultural communication styles. 
6.5.3 Common Challenges with Diversity Issues in Service-Learning 

Sometimes diversity issues are not fully addressed because they can be intimidating. Here are some common faculty fears and some possible strategies or solutions:

Fear:  Activities might perpetuate stereotypes. The following are possible strategies or solutions:

· Prior to the service project, ask students what types of activities perpetuate stereotypes and why. Explore those issues further. 

· If the service work might relate to those activities, be proactive and ask students how they think this might affect their beliefs. 

Fear:  Prejudiced/stereotyped comments might come out during reflection sessions. Possible strategies or solutions include the following:

· Set parameters and boundaries prior to the service-work that define and clarify what types of comments are acceptable and what are not. 

· If an inappropriate or uninformed comment is made, give it back to the class and facilitate a discussion around that belief. 

· Follow up on the discussion during the next class. Utilize the expertise of the agency or organization to assist in demystifying stereotypes. 

Fear:  Not knowing what is okay or not okay to say, or not being knowledgeable enough about a certain culture or ethnicity.  Some possible strategies or solutions are these:

· Clarify that you are not necessarily an expert on different cultures but are there to facilitate dialogue and exploration on thoughts regarding different cultures. 

· Use the norms and ground rules on acceptable behavior as a guide. 

· Remind the students that "an error in judgment is not an error in character,” and that if something is not articulated properly but is respectful, it is still okay and is not a reflection upon the person’s character. 

Further Reading 

*Jacoby, B. and Associates. (1996). Service-learning in higher education: Concept and practices. San Francisco: Jossey-Bass,37-39, 44-45.

*Boyle-Baise, M. Multicultural Service-Learning. Teachers’ College Press.
McKennar, M.J. and Ward, K. (1996). Service-learning: A culturally relevant pedagogy. Thresholds in Education, May, 18-20. 

Wlodkowski, R. J. and Ginsberg M. B. (1995). Diversity and motivation: Culturally responsive teaching. San Francisco: Jossey-Bass. 

*Available for check-out in 135H/J Thomas Boyd Hall
6.6 Service-Learning Designation

The LSU Community Engagement Advisory Council and CCELL have implemented a faculty-driven process for designating service-learning courses, effective Fall 2012. Previously designated service-learning classes and faculty will need to be re-designated using the new process; however, this review will be conducted in stages over the next five years. Faculty will not need to re-apply for designation until their College is under review. 
Any class that has not been designated through CCELL as service-learning before must be submitted to CCELL for the new designation before it will be considered LSU service-learning. If a previously designated class is being taught by a faculty member teaching it for the first time, it must be submitted to CCELL for the new designation before it will be considered LSU service-learning.

6.6.1 Designation Criteria

The basic criteria for designating a course as a service-learning course at LSU are that it:

· addresses a community-identified (campus, local, regional, global) need

· service-learning supports the attainment of one or more course objectives

· demonstrates a clear connection between the service activity and the course content

· involves reciprocity between course and community that has the potential to result in students’ increased civic awareness and engagement

· involves structured student reflection on the service experience and its relation to course goals

· involves collaboration with an appropriate community partner

To be designated as a service-learning course, the service-learning activities must be with non-profit organization or governmental agencies, PK-12 schools, the philanthropic arm of a for-profit organization, or other initiatives approved by the CCELL Course Designation Committee on a case-by-case basis.  The experiences may not be co-op, internship, clinical practicum and other activities that are designed to meet only student learning needs.

Approval for service-learning designation will generally be granted for a specific faculty member’s course section unless a college/department/school states that ALL sections of the course will include service-learning activities and will use the same syllabus. A syllabus that was previously approved and is unchanged does not need approval each semester although re-certification will be necessary after a period of 5 years.

6.6.2 Designation Procedure 

To apply for your course to be designated as a service-learning course, you must submit the following to the CCELL office.

1. “LSU CCELL Service-Learning Designation Application” (see below) 
2.   Course Syllabus containing the following:

· Statement clearly identifying the class as service-learning. Provide link to www.lsu.edu/ccell for more info. 
· Explanation of the types of service-learning experiences used to meet course objectives

· How students will make contact with the community partners and estimated number of hours that students will serve in the community
· A description of the reflection component used to connect the service experience and course goals

· Explanation of or link to LSU Student Trip Insurance Policy

· Policy found on our website (www.lsu.edu/ccell) “Faculty Resources > CCELL Policies > Trip Insurance for Service-Learning Students.”

Application submission is completed via the “Online Designation Form” accessed through our website (www.lsu.edu/ccell) “Service-Learning Forms” or “Faculty Resources > Course Design & Tools .”  An Application Checklist and Frequently Asked Questions can also be accessed from our website. 
6.7 Tenure and Promotion
6.7.1 Documenting Service-learning for Tenure and Promotion

Promotion and tenure is an issue of critical importance to tenure-track faculty (and to those who support them). The policies and procedures regarding promotion and tenure at LSU are codified in PS-36T.

Faculty who practice service-learning are strongly encouraged to develop their programs in the context of the scholarship of engagement so that their efforts are fully recognized. There exists much literature on service-learning, the scholarship of engagement, and promotion and tenure. Major sources of information on these subjects are included below:

The National Service-Learning Clearinghouse has published several fact sheets for faculty members who wish to develop service-learning scholarship at http://www.servicelearning.org/instant_info/fact_sheets/he_facts/he_ops/. This site contains fact sheets on assessment, on raising funds, and on the evidence base for service-learning in higher education. 

Other sections included in this excellent site include: actions to consider when developing a plan for engaged scholarship; a list of places to publish service-learning scholarship; general resources on the scholarship of engagement; and articles of interest in this area.

The Clearinghouse and National Review Board for the Scholarship of Engagement offers the following services (excerpted from their web site):

· Provide consultation, training, and technical assistance to campuses who are seeking to develop or strengthen systems in support of the scholarship of engagement;

· Conduct forums, programs, and regional conferences on topics related to the scholarship of engagement;

· Provide a faculty mentoring program with opportunities for less experienced faculty to learn from the outreach experiences of more seasoned outreach scholars.

· Sponsor the National Review Board for the Scholarship of Engagement to provide external peer review and evaluation of faculty's scholarship of engagement.

CCELL staff is also available for individual faculty consultation regarding promotion and tenure and the scholarship of engagement. Please contact the CCELL Director (ccell@lsu.edu) if you would like to set up an appointment.

SECTION 7: Community Partner Resources
This section of the Service-Learning Handbook will give you information on how to connect with LSU and what the Center for Community Engagement, Learning, and Leadership (CCELL) can do for Community Partners. It’s a guide to planning and implementing service projects that mutually benefit your agency and service-learning students. Thank you for your interest in building a service-learning partnership. 

LSU Service-Learning and CCELL

Community partners are an essential part of our service-learning program. Our challenge as the university partner is to provide young adults with the knowledge and experiences that can develop not only their intellect but also their sense of civic responsibility and respect for other cultures. Your challenge as the community partner is to inform us (the LSU Center for Community Engagement, Learning, and Leadership, or CCELL) and your faculty partner of your agency’s particular needs so that we can ensure that courses benefit you, the community partner, and by extension, the community. 

Planning for successful service-learning courses should begin early and at least six months or more before students are available. This handbook is designed to assist you in planning and implementing projects that offer LSU students opportunities to serve our community as they learn to apply academic concepts and theory to real-world situations. 

We appreciate your interest in working with CCELL. Building and sustaining strong partnerships with community organizations is of utmost importance to us. We strive to make partnership with CCELL a positive experience for everyone involved. If, at any time, you have questions about this manual or your service experience, please contact us. We are happy to assist you!

7.1 How Community Partners Can Get Connected
Please keep us informed about changing needs and contact information so that we can keep our database current through our website (www.lsu.edu/ccell)  “Community Resources” > “Update Contact Information” > Complete form > Submit. 

CCELL maintains a database of over 500 community partners. Faculty members who have expressed interest in working in the community are able to access this information. New requests for service may be forwarded to interested faculty individually or as a group through an electronic listserv. While faculty members may establish their own site placements, we recommend that they consult with the CCELL staff first. 

Faculty who want to incorporate service-learning into a course contact CCELL staff to indicate the kinds of experiences they would like their students to have within the context of their course. From that point, either the faculty member or a member of the LSU service-learning staff makes contact with local community service programs to determine the projects students can complete within the course of a semester. To be selected for partnership, community service agencies must do the following:

· Provide an orientation session which states the goals of the service project;
· Identify a supervisor who can monitor student progress and communicate throughout the semester with faculty and students;
· Provide meaningful opportunities for service to the community through a project to be completed by students, or through regular service throughout the semester—usually 1 to 2 hours per week for a total of 15-20 hours per term.

Service opportunities may include, but are not limited to, work with not-for-profit agencies, schools, and community or grassroots organizations whose mission is to improve the social, educational, cultural, and environmental conditions of the individuals and communities they serve. For a service opportunity to be appropriate and meaningful within a course context, the actual work associated with the service objective must relate directly to course content. Sites may discover how the service relates to an academic course by:

· Meeting with CCELL staff and/or faculty member to determine service projects;

· Asking for a copy of the course syllabus for each course which refers students to your program;

· Working with faculty and/or students to develop service objectives that clearly describe the projects they will fulfill.

7.2 Planning a Service-Learning Project: A Step-By-Step Guide
7.2.1 Talk to Your Faculty Partner 

The first step to building a service-learning partnership is to start a dialogue between you—the community partner—and the service-learning faculty member. Or, if you have an idea for a service-learning project but don’t have a  partner, contact CCELL staff at 225-578-4245 or ccell@lsu.edu and we will be happy to make this information available to faculty who may wish to integrate your service project into the learning goals of their courses.

It is important that you frankly discuss your expectations with the faculty member and that you both agree on the nature of the project. Discuss the project with your faculty partner and make sure it is one that students will be qualified to complete. Also, make sure that your organization has the capacity to accommodate the number of service-learners in the class.

Both the community and faculty partners have responsibilities during this dialogue. It is your responsibility to assure that the project meets the needs of your organization and the faculty partner’s responsibility to make sure the service project helps meet the learning goals of the course. 

LSU service-learning courses offer a variety of service projects and employ a variety of service-learning models. The model you and your faculty partner choose should depend on the learning goals of that course and the needs of your agency. 

7.2.2 Keep these five questions in mind when designing your service project.

1. What kind of service project will this be (direct service or deliverable project)?

There are two kinds of service, which can also be combined. For all types, students should be able to relate their work directly to the mission of your organization. Specifics on the type of service projects can be found in Section 1.2 Types of Service, starting on page 6.

2. How will the service be supervised and evaluated?

Discuss with your faculty partner how you will be involved in documenting and evaluating student service and who will be responsible for their supervision (see Section 8,  Community Partner Evaluation of Service-Learning Student, on page 55; Student Service-Learning Project Log, on page 52).

3. How much time will the service project require?

Time is always a consideration when choosing your faculty member and designing your service project. In many cases, it is optimal to establish a minimum number of service hours that students must serve. In other cases, this is not practical, and student service is evaluated based on the satisfactory completion of a service project. 
For example, English composition students who tutor in elementary schools might be required to serve a minimum of 20 hours; however, a service project for technical writing students might be to write a grant for a nonprofit, so those students would only serve the number of hours it would take to write the grant.

Even if you and your faculty partner decide on a deliverable project for which it is not practical to establish a minimum number of student service hours, it is still important to consider how much time the service project will require. Students must have time to complete the project within the time frame of the semester. 

If you believe the success of your service project would be best guaranteed by requiring a minimum number of service hours, you and the faculty partner must devise a way to keep track of student service hours (see Section 8, Student Service-Learning Project Log, on page 52). Consider how much time you believe students will 
take to complete your service project, and run this number by your faculty partner. 
The number of total hours your project will require should equal the number of student service hours available. Your faculty partner and you should discuss how students will schedule their service hours with your agency. Consider that students will be scheduling their hours around other classes and work hours, so flexibility is important.

4. Will the service be required or optional?

This will be designated by the faculty partner. Specific definitions of these designations can be found in Section 1.2 Types of Service, starting on page 6.

5. Will students work individually or in groups?

You and your faculty partner may choose to have service-learners work individually or in groups. In making this choice, consider the nature of the service project and the learning goals of the course. What would be the most effective way to simultaneously complete the service project and fulfill the learning goals of the course? Remember that students should always be supervised when interacting with vulnerable populations such as children or elderly citizens.

7.2.3 Construct an Effective Service-Learning Partnership

Remember an effective service-learning partnership is based on a reciprocal relationship between student and community partners. The following guidelines define the basic rights and responsibilities of each partner. Planning to adhere to these guidelines during the semester will help you maintain an effective service-learning partnership.

Responsibilities of the Community Partner

It is the responsibility of the community partner to give student partners the following:

· An orientation to the site and training for the position.

· A description of what jobs are expected of them.

· Meaningful tasks related to their course learning goals, skills, and available time.

· A place where students may sign in to document hours, if applicable.

· Adequate supervision and continuous feedback to students to facilitate growth.

· An opportunity to make suggestions, receive feedback, and add value to your organization.

· Respect from other workers at your organization.

· An evaluation of their efforts at the end of the semester.

· Appreciation of their efforts.

Responsibilities of the Student Partner

· To complete a Student/Community Partner Service-Learning Agreement if asked, indicating their schedules and service objectives for the semester. (See Section 8, Student/Community Partner Service-Learning Agreement, on page 50)
· To reliably fulfill their service to your organization.

· To respect the policies and expectations of your organization, especially in regard to confidentiality and participation in required training sessions.

· To behave professionally in carrying out the tasks assigned to them.

· To observe your established dress code.

7.2.4 Consider the Principles of Volunteer Retention

When planning your service project and preparing your organization for service-learning students’ arrival, try to make your agency as friendly as possible. This will help you retain your service-learners throughout the semester. The following lists, prepared by professional volunteer coordinators, describe why service-learners and volunteers remain committed and why they sometimes lose interest.

Why Volunteers Remain Committed

· They feel appreciated. 

· They can see that their efforts make a difference. 

· There are opportunities to deepen their level of involvement. 

· There are opportunities for personal growth. 

· They receive private and public recognition. 

· They feel capable of handling tasks assigned to them. 

· They enjoy a sense of belonging and teamwork among colleagues. 

· They are involved in the administrative process, such as problem solving. 

· They recognize that something significant is happening because of the organization’s existence. 

· Their personal needs are met. 

Why Volunteers Lose Interest

· There are discrepancies between the stated expectations and the reality of the situation. 

· There is no one easily available to offer support, leadership, or guidance in difficult situations. 

· They receive no praise for their efforts. 

· They do not feel that their efforts are making a difference. 

· The tasks assigned to them are too routine or lacking in variety. 

· They perceive a lack of support from co-workers. 

· There is little prestige related to the assigned task or group. 

· There are no opportunities for personal growth. 

· There are few opportunities to express creativity or to demonstrate initiative.

· There is tension among co-workers.

7.2.5 Consider Risk Factors

Found in Section 2, Risk Management starting on page 10 of this handbook.
7.2.6 Informed Consent Statement

CCELL recommends that all community partners develop an Informed Consent Statement and review it with all of their student partners. An Informed Consent Statement is a document that outlines all of the conditions and potential risks that a service-learning student might encounter while volunteering at your site. Students’ signatures on these documents indicate that they are fully aware of these conditions and risks and, in light of this information, are prepared to enter into a service agreement (see Sample Informed Consent Statement on page 43).

The following questions are intended to assist you in preparing an Informed Consent Statement. This list is not exhaustive. You may think of other questions that pertain more directly to the nature of your site.
Will the students be exposed to physical risk by any of the following situations:
1. Engaging in physical labor that requires lifting heavy objects, or climbing scaffolds? 

2. Handling equipment typically used in construction, maintenance, or landscaping that might require safety training? 

3. Driving a vehicle as a part of their service work? 

4. Traveling in outdoor areas where they might encounter unsafe road or trail conditions, poisonous plants or insects/snakes, uncovered ground wells or mines, or wildlife? 

5. Engaging in work that requires lifting or moving adults? 

6. Being exposed to persons with infectious diseases? 

7. Being exposed to bodily fluids? 

8. Being exposed to toxic materials of any kind? 

9. Serving in a high crime area? A high traffic area? A remote, rural area? 

1. Serving in private homes or other unsupervised locations?

2. Serving in a location that is occasionally subject to retaliatory violence or vandalism as a result of the population you serve or the philosophical or political position of your organization?

3. Working with clients who are prone to violent or erratic behavior?

4. Working with clients who may make sexual advances? 

Will the students be exposed to emotional or psychological risk by any of the following:

1. Encountering random verbal abuse? 

2. Encountering harassment as a result of their association with your organization? 

3. Encountering situations of extreme human suffering? 

4. Working with clients who are prone to make sexual overtures or other kinds of inappropriate remarks? 

5. Working with clients who are prone to manipulate, panhandle, or in any other way exploit others? 

6. Are there any other risks students might encounter while completing this service project? 

Once you have identified all the risks, discuss them with faculty and prepare a statement listing them for students to sign during orientation. 

	SAMPLE INFORMED CONSENT STATEMENT
My work as a service-learning student at Cleanwater Agency is entered into willingly, as a component of my academic coursework and as an effort to assist Cleanwater Agency in its work in the community.
I understand that volunteering with Cleanwater Agency involves potential risks including: 

· Travel in remote, rural areas where access to telephones or human assistance may be limited or nonexistent;

· Travel in remote, rural areas where residents may be suspicious of my presence;

· Travel in remote areas where there may be open, unmarked well sites;

· Travel in wooded areas where there may be contact with poisonous plants and or insects/snakes;

· Probable exposure to contaminated water; and

· Probable exposure to toxic materials used to clean wells. 

I am consenting to enter into this service-learning project aware of these potential risks. I assume responsibility for my welfare and agree to consider the precautionary measures recommended by Cleanwater Agency.

Signature: _________________________________ Date: ___________________


7.2.7 Write a Job Description for Students

Supplying students with a job description during or before orientation can help them understand how they will help fulfill your organization’s needs. This understanding will make their service more meaningful and give them a sense of purpose. The job description received from the community partner is much like the syllabus students received from the faculty partner. It is intended to summarize the semester goals and explain how the student is expected to help fulfill them. A sample job description is below. 

	SAMPLE JOB DESCRIPTION

	ORGANIZATION NAME
	Give the name of the organization or site and specific site (i.e. Baton Rouge General Medical Center, Surgery Waiting Room).

	MISSION STATEMENT OR PURPOSE
	Give your organizational mission statement or a description of your program’s purpose, function, intended benefit, and population served.

	STUDENT ROLE
	Clearly explain how service-learning students will contribute to your mission or program purpose by performing their assigned tasks.

	SERVICE PROJECT
	Include a detailed description of the service project or assignment. 

	EXAMPLES OF PAST PROJECTS 
	If you have worked with service-learning students in the past, relate examples of tasks undertaken by students. Challenging and 

meaningful activities will be more persuasive in recruiting and retaining students.

	TRAINING, ORIENTATION 
AND OTHER REQUIREMENTS
	· Dates/times of training

· Will failure to attend training prohibit the student from participating in this program?

· Is screening for medical or criminal history required? Explain. This information is important to provide early on in the semester.

	TIME REQUIREMENTS
	Days and times needed; hours during which service can be done; evening/weekend hours if available.

	DIRECTIONS
	Give directions from LSU campus.

	CONTACT INFORMATION
	NAME:

ADDRESS:

OFFICE PHONE:

E-MAIL:

FAX:

When is the best time for students to contact you? Do you prefer phone calls to e-mails or vice versa?


7.2.8 Review the Suggested Semester Calendar for Community Partners

The following is a suggested semester calendar for your use in planning activities for students to accomplish during each week of their semester with you. While this calendar is particularly useful for ongoing placements such as tutoring, short term or deliverable service projects are monitored quite differently.

	Before Service
	· Discuss service-learning student involvement with staff / co-workers.

· Discuss learning and service goals with faculty and/or LSU service-learning staff.

· Sign Faculty/Community Partner Service-Learning Agreement (See Section 8, page 48) with faculty partner (optional). 

· Develop a job description to give to service-learning students during or before training and orientation. (See Section 7.2.7 Write a Job Description for Students, starting on page 43.)  

	 Week 1-3
	Orientation

· Provide training and orientation for service-learners—either in class or on-site if necessary. (See Section 7.3.2 Student Orientation Checklist, starting on page 45) A packet of orientation materials at each service site may assist students who show up at an inopportune time or when the direct supervisor is absent. An experienced student may be able to assist in assembling materials.

· Go over Student/Community Partner Service-Learning Agreement with student and sign (optional). Keep a copy for your records. (See Section 8, Forms, page 49)

	 Week 4-10


	Monitoring and Supervision

· Monitor student attendance/hours and initial student log (if appropriate). 

· Ask students if they are having any difficulties performing service activities. 

· Ask students if they need additional resources or information. 

· Contact CCELL at 578-4245 or your faculty partner if a student is experiencing difficulties or if you have concerns.

Expect

· Completion of project milestones as agreed upon with student and faculty partners.

· Regular attendance.

· Active participation.

· The student to ask questions if he or she is experiencing difficulty.

· To verify the Student Project Log for mid-term report if requested by student or faculty. (See Section 8, Student Service-Learning Project Log,  on page 51)

	 Week 11-16
	Conclusion

· Meet with students to evaluate their work. (See Section 8, Community Partner Evaluation of LSU Service-Learning Student, on page 53.)

· Discuss "closure" with students and how they will end relationships with particular individuals or groups.

· Consider finalizing steps, such as an "exit interview," letter of reference, or token of appreciation, if appropriate.

· Ask students if they wish to pursue volunteer opportunities beyond the end of the semester.

Expect Students to

· Complete required project or hours by the end of the semester (depending on course requirements).

· Give notice to you, other staff, and program participants that their term of service will soon end.


7.3 Implement Your Service Project
7.3.1 CCELL’s Support

CCELL is happy to provide community partners with the following:

· A copy of the University’s holiday schedule

· Direct community service requests to appropriate LSU office

· Assistance in establishing partnerships with faculty 
· Recognition of outstanding partnerships through awards
· An opportunity to evaluate the project at the end of the semester
· Answers for questions regarding campus-community partnerships
· Call us at (225) 578-4245 or send an e-mail to CCELL at ccell@lsu.edu for assistance.
7.3.2 Student Orientation Checklist

If your service project will involve students coming on-site, CCELL recommends that you hold an orientation to prepare your agency before students begin serving. Students made most of the suggestions on this checklist. Of course, some suggestions may not apply to your particular organization. You may think of other tasks for your particular organization. 

Prepare Your Organization for the Students’ Arrival

· Assign an accessible staff person to supervise the service-learning students. 

· Explain the role service-learners will play in your organization to co-workers. Please call them service-learners and advise staff about how service-learners differ from volunteers or observers.

· Prepare a notebook or folder with information for students, particularly about what students are and are not authorized to do. Have this ready for the first day on the job and easily available throughout the semester.

Hold an Orientation Session (if unable to host at your site, consider visiting the class)
· Give students an oral history of your organization.

· Provide them with cultural information if diversity considerations may be an issue. Planning, processing, and identifying common hurdles will maximize the success of your service project. Consider how the culture of LSU service-learning students may differ from the culture of your agency or from the culture of the people your agency serves. Be sure to consider ethnicity, geographic home, age, education, clothing, environment, and commonly held stereotypes. Prepare the students for these diversity issues during orientation. 

· Give students a list of procedures or rules of conduct.

· Inform students of your organization’s dress code and what you expect from them in this regard.

· Emphasize the importance of confidentiality as it relates to your organization.

· Inform students of all potential risks associated with working at your organization. (See Section 2, Risk Management, starting on page 10.) 
· Train students to handle emergency situations. (See Section 2.5, Emergency Management Protocol, starting on page 13.)

· Have students sign an informed consent document (optional). (See Section 7.2.6, The Informed Consent Statement, starting on page 42).  

· Explain the duties and responsibilities of the students’ tasks and how these tasks relate to others in the organization. (See Section 7.2.7, Write a Job Description for Students, starting on page 44.)

· Assist students in developing a service objective and have them sign a partnership agreement (optional). (See Section 8, Student/Community Partner Service-Learning Agreement, page 50.) 

· Determine students’ service schedules and establish a policy for covering absences (see Section 8, Student Schedule Form, page 53, and Example Service-Learning Sign-up Sheets, page 54). 

· Provide students with contact information.

· Compare your holiday/event schedule with the students’ academic calendar for the entire semester.

· Inform students of the organization’s phone number and explain telephone procedures, extensions, and other guidelines if the students’ responsibilities include phone use. 

· Assist students in finding safe and inexpensive parking. 

· Inform students of your organization’s emergency closing policy. 

· Inquire if there are any special accommodations necessary to assist students in their efforts. 
· Finally, give students a tour of the site. Point out the location of the nearest fire alarm, exits, extinguisher, and staff alarm code numbers. Point out the location of the restrooms. Introduce students to staff members.
· Give students ample feedback and invite them to ask any questions they may have about policies and procedures specific to your site. 

7.3.3 Handling Problems with Students

Despite everyone’s best efforts, problems sometimes arise. Please follow these guidelines when handling problems with students or when handling emergency situations. CCELL cannot assure you that every student will be an outstanding worker, but we can assure you that if students are irresponsible, they will be held accountable and their opportunities to work at your site will be jeopardized.

If you experience a conflict with a student, please observe the following procedures: 

· Address the student directly. Usually, a face-to-face meeting or phone call is sufficient to clarify expectations and clear up any miscommunications. If the problem persists after addressing the student directly, please do the following:

· Contact the faculty member. Contact information is available at the LSU Directory at www.lsu.edu.  Or call CCELL at (225) 578-4245. Staff can mediate between the student and your organization. If necessary, we can arrange to place the student at a different site. 

If the student is consistently late or frequently absent

· Contact the faculty member or call CCELL at (225) 578-4245. Record all absences and tardy arrivals by date on the student’s record and report if excessive. 

In the event of a serious abuse of your organization’s policies

· Contact the faculty member or call CCELL at (225) 578-4245.

· Document the problem in a letter and send to CCELL at 135H/J Thomas Boyd Hall, LSU, Baton Rouge, LA 70803. This letter may serve as a request to terminate the student from the organization. CCELL staff and other University officials will consult with your organization immediately to determine the appropriate action to be taken. 
SECTION 8: Forms
Below is a list and brief description of the forms included in this handbook.  They may be rewritten or adapted to fit the needs of the project, community partner, or faculty partner.  Forms are also available on our web site at www.lsu.edu/ccell “Service-Learning Forms.”

Faculty/Community Partner Service-Learning Agreement (page 49)
May help community and faculty partners establish the conditions of their partnership.

Student/Community Partner Service-Learning Agreement (page 50)
May help community and student partners establish the conditions of their partnership at the beginning of the semester.

Sample Waiver of Liability (page 51)
May be useful for liability purposes. You may wish to download and revise the form to accommodate the specifics of your project.
Student Service-Learning Project Log (page 52)
May be useful for monitoring student progress in ongoing placement project.

Student Schedule Form (page 53)

May help instructor to schedule visits to a service site (e.g. tutoring at a school).

Example Service-Learning Sign-up Sheets (page 54)

May be useful for community partner to set up and determine service times available to students.
Community Partner Evaluation of LSU Service-Learning Student (page 55)
May be useful for community partner to complete this form near the end of the service project.

Forms can be accessed through our website (www.lsu.edu/ccell), “Service Learning Forms”. Please call CCELL at 225-578-4245 if you need assistance in downloading the forms.

Faculty/Community Partner Service-Learning Agreement
We will both remember to work toward a reciprocal relationship, balancing the needs of the community partner with LSU student needs. LSU service-learning students are working toward particular academic goals and are not simply volunteers, and this partnership is not an internship, designed solely to meet student needs. We will strive to meet the needs of each partner equally.

Faculty Name (printed) ____________________________________ Course _______________   

Department _______________________________________Semester/Year________________            

Phone ______________________________ E-mail ___________________________________

1. I will communicate clearly, professionally, and consistently the academic and administrative needs of my students.

2. I will make sure the LSU service-learning students understand their duties to the partnership and will encourage dialogue and reflection that will enable us to pinpoint concerns or problems that may arise.

3. I will provide, or will have a CCELL coordinator provide, the training about service-learning for direct service supervisors, upon request.

4. I will work with volunteer site coordinators to schedule and facilitate an in-class orientation for LSU service-learning students so that the needs of the community site can be clearly articulated to LSU service-learning students.

5. I will place students with site coordinators to begin service as soon as possible.

6. I will provide feedback and assistance on concerns and problems identified by community site administrators and direct service supervisors.
Faculty/Staff Signature




            Date


                                        

Agency Contact Name (printed) ___________________________________________________

Job Title _______________________________    Agency ______________________________

Phone ______________________ E-mail ___________________________________________

1. I will actively participate in this partnership or will designate another party to work with the LSU faculty member in order to create a mutually beneficial partnership.

2. I will locate appropriate service supervisors to work with LSU service-learning students as part of this partnership.  Supervisors should be willing participants in the service-learning partnership and should be targeted for LSU service-learning coordinators and faculty by community site administration.

3. I will, if necessary, allow for in-service training time to be designated for service-learning orientation for supervisors by CCELL coordinators.

4. I will provide an orientation (preferably during the second week of LSU classes each semester) for the LSU service-learning students, or will be responsible for designating another appropriate person to do so.

5. I will follow suggested protocol for student placement unless it is not feasible for our program.  If another protocol will be followed, I will explain the process to the LSU service-learning faculty member and will work with LSU service-learning faculty member to place students in a manner that suits their academic needs.
6. I will ensure that I or someone else will provide supervision, feedback, and evaluation for the LSU service-learning students who work at our service site.
Agency Signature                                                                  
Date

*Call or e-mail Christy Arrazattee (225-578-4245, ckayser@lsu.edu) with any questions. Revised 2/2013
To be completed by student and supervisor and returned to instructor.

Student/Community Partner Service-Learning Agreement

Please print clearly for permanent service-learning records.

Course/ Faculty Partner Information

Course name_____________________ Instructor______________________________


Abbreviation_________ Number________ 
Section ______ Sem: F Sp Sum   Yr: ____

Student Partner Information

Name  ___________________________
Student ID #  _______________________ College/Major _____________________
Gender (circle)   M  F    Yr: 1 2 3 4 grad 6 7

Local St. Address __________________
Perm. St. Address ___________________

City/State/Zip  _____________________
City/State/Zip _______________________

Local Phone  ______________________
Perm. Phone  (____) _________________

E-mail  ___________________________

Community Partner Information
Organization Name     ________________________________

Immediate Supervisor ________________________________

Mailing Address   ____________________________________  

Email
 ____________________________________________

Phone ____________________________________________

Student Partner/Community Partner Agreement

Initial and/or review points of agreement, sign, and date below.

	1. I will maintain consistent communication with my service site.

2. I understand the organization’s mission.

3. I have communicated my skills, talents, interests, and course requirements to the organization through an interview, résumé, or narrative.

4. If a problem arises, I will discuss it with my supervisor.

5. I will schedule an appointment with my supervisor to discuss the evaluation of my service.

6. I have discussed the learning goals in my course plan with my immediate supervisor. (LIST on back number of hours______, project description, requirements, and/or goals you will achieve.). 


	1. I will maintain consistent communication with the student.

2. I have provided information about the mission of our organization.

3. I am aware of the student’s skills, interests, and course requirements and will provide appropriate opportunities for service that meet the needs of our organization.

4. If a problem arises, I will discuss it with the student.

5. I have informed the student of our holiday schedule and closures for this semester.

6. I understand the student’s course learning goals and requirements and am prepared to provide opportunities for achieving them as the student serves to meet the goals of our organization.


___________________
       _______________________

Student signature                   Date
           Supervisor signature(s)
          Date


*Call or e-mail Christy Arrazattee (225-578-4245, ckayser@lsu.edu ) with any questions. Last revised 2/2013. 
LSU Waiver of Liability Agreement

I, _________________________________ (print name), acknowledge that I wish to participate in _____________________________________(service project) at_______________________________________ (specific location) on ______________________[date(s)]. 

I understand that certain risks are inherent in travel and the other activities in which I will participate on this project, and I fully accept those risks. These risks include, but are not limited to, injury, disease, or other threat of physical harm to myself and others and damage to or theft of personal property. I understand that there may be a great variety of other risks not known or reasonably foreseeable. I acknowledge that Louisiana State University is not responsible for any harm that might occur.


 I understand and agree that Louisiana State University does not provide insurance to cover expenses for damage to my personal property and that Louisiana State University strongly recommends that I also carry my own health, medical, and property insurance for purposes of potential losses related to this project. 

I fully release and discharge Louisiana State University and its employees, officers, and agents from all liability in connection with my participation in this project.

___________________________________________

Signature

___________________________________________

Date
Last revised 2/2013

To be maintained by student, signed by supervisor, and turned in to instructor

Student Service-Learning Project Log


Name:  
__________________________________ Semester: ________ Year: _________
Course: ______________________ Instructor: __________________________________

Agency:  ____________________________ Supervisor: __________________________

Agency Telephone: ___________ Student Job Description: __________________________
DIRECTIONS:

1. Sign-in and sign-out each time you work at this agency and have your immediate supervisor initial your hours. 

2. Just before mid-term due date make a photocopy of this form showing total hours worked.  Turn in photocopy to instructor by the following date:


3. Turn in original of this form showing total hours by the following date:


4. Make copies for your files and for your agency and turn in a copy to your instructor with your evaluation. If you need more spaces, use a second form.

	Date
	Sign-in time
	Sign-out time
	Hrs
	Supervisor’s signature
	Date
	Sign-in time
	Sign-out time
	Hrs
	Supervisor’s signature

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Mid-term hours total
	
	Final hours total
	



*Call or e-mail Christy Arrazattee (225-578-4245, ckayser@lsu.edu ) with any questions. Revised 2/2013
Student Schedule Form

Last Revise 2/2013

Instructions: Complete this schedule by drawing an X through the times you are NOT free.

DO THIS IN PENCIL!
X out only regular, on-going, “legitimate” time commitments, such as classes or work.

Name: ______________________ Phone: _______________E-Mail: ____________________

Site Choice:  1st ____________________2nd___________________3rd ___________________

Comments or Special Needs: _____________________________________________________

Can you give someone a ride to the site? _____________ Do you need a ride? _____________

	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	7:30-8:00
	
	
	
	
	

	8:00-8:30
	
	
	
	
	

	8:30-9:00
	
	
	
	
	

	9:00-9:30
	
	
	
	
	

	9:30-10:00
	
	
	
	
	

	10:00-10:30
	
	
	
	
	

	10:30-11:00
	
	
	
	
	

	11:00-11:30
	
	
	
	
	

	11:30-12:00
	
	
	
	
	

	12:00-12:30
	
	
	
	
	

	12:30-1:00
	
	
	
	
	

	1:00-1:30
	
	
	
	
	

	1:30-2:00
	
	
	
	
	

	2:00-2:30
	
	
	
	
	

	2:30-3:00
	
	
	
	
	


Below this line to be completed by site coordinator or supervisor and instructor.


Site: ________________________________________________________________________________

Service Times/Days: ___________________________________________________________________

Supervisor’s Name: ___________________________________________________________________

Specific Client:  ______________________________________________________________________

Room: ______________________________________________________________________________

Contact Phone: _________________________ E-mail: _______________________________________
Example Service-Learning Sign-Up Sheets
Last Revised 2.2013.

Community partner instructions: List the times for service opportunities within your organization. Provide slots for ONLY the amount of students that you can accommodate at one time. 

Students: Sign up for service slot that will best fit your availability. 

Example 1: One-time service opportunities




	Sat., Jan. 16

12 – 2 p.m.

BREC Park

City Brooks
	Sat., Jan. 16

12:00 – 2:00 p.m.

BREC Park

City Brooks
	Sat., Feb. 13

12:00 – 2:00 p.m.

BREC  Park

Anna T. Jordan
	Sat., Feb. 13

12:00 – 2:00 p.m.

BREC  Park

Anna T. Jordan

	1.

2.

3.

4.

5.
	1.

2.

3.

4.

5.
	1.

2.

3.

4.

5.
	1.

2.

3.

4.

5.


Example 2: Ongoing service, multiple locations

	Mondays

3:30 – 5:00 pm

Main Library
	Wednesdays

10:30 – 2:00 pm

Carver Branch Library
	Thursdays

9:00-10:30 am

Bluebonnet Library  

	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.
	1.

2.

3.

4.

5.

6.


Example 3: Ongoing service, one location

	
	Monday

Polk Elementary
	Tuesday

Polk Elementary
	Wednesday

Polk Elementary
	Thursday

Polk Elementary
	Friday

Polk Elementary

	10:00 - 11:00 
	1.  
	1.  
	1.  
	1.


	1.

2.

3.

	11:00 - 12:00 
	1.


	1.  
	1.  
	1.

2.
	1.

2.

3.

	12:00 - 1:00 
	1.

2.
	1.



	1. 
2. 

	1.

2.

3.
	1.

2.

	1:00 – 

2:00 
	1.  
	1.  
	1.
2. 
	1.
	1.


Community Partner Evaluation of LSU Service-Learning Student

Name: 



  Semester:  


  Year:  ____________

Course:  
__
  Instructor:  __________________________________________________________

Agency:  


  Supervisor:  ________________________________________________

Directions:  Agency supervisor should complete this form prior to final due date.  Supervisor and student should meet together to discuss and sign the evaluation.  Make copies of this form for student and agency files.  Turn in original by the following date:


Rate the student’s performance on a scale of 1 to 3 in each of the areas listed:

3 = Satisfactory    2 = Less than Satisfactory    1 = Unsatisfactory

	CRITERIA
	3
	2
	1
	COMMENTS

	Was the student’s attendance regular?
	
	
	
	

	Was the student’s attendance punctual?
	
	
	
	

	If the student missed a scheduled time, was the matter handled responsibly?
	
	
	
	

	SKILLS
	
	
	
	

	Was the student helpful as a mentor/teacher?
	
	
	
	

	Was the student a thoughtful listener?
	
	
	
	

	Was the student organized with his/her things?
	
	
	
	

	Was the student organized with his/her time while working?
	
	
	
	

	WORKING RELATIONS
	
	
	
	

	Did the student cooperate and support staff?
	
	
	
	

	Did the student cooperate and support guests/clients?
	
	
	
	

	Was the student able to accept and integrate criticism?
	
	
	
	

	PERSONAL CHARACTERISTICS
	
	
	
	

	Did the student demonstrate resourcefulness?
	
	
	
	

	Did the student demonstrate initiative during service?
	
	
	
	

	Did the student demonstrate thoughtfulness of judgment?
	
	
	
	

	Did the student work with enthusiasm and a positive outlook?
	
	
	
	

	Did the student demonstrate patience?
	
	
	
	

	SUMMARY EVALUATION
	
	
	
	


___________________________     ________________       ____________________________      _________________


Student’s Signature

 Date
 Supervisor’s Signature
      
Date

*Call or e-mail Christy Arrazattee (225-578-4245, ckayser@lsu.edu ) with any questions. Revised 2/2013
Center for Community Engagement, Learning, and Leadership





VISION STATEMENT


CCELL’s vision is to advance civic responsibility and social accountability 


through effective integration of academic instruction, research, 


and community engagement.








MISSION STATEMENT


The Center embodies principles of excellence and fosters the scholarship of community engagement by integrating teaching, research, and service that emphasize civic responsibility and social accountability. CCELL works with Louisiana State University faculty, students, administrators, and community partners to facilitate service-learning and strengthen LSU's commitment to being an exemplar of an engaged public research university.








DEFINITION OF SERVICE-LEARNING


Service-learning is a credit-bearing, educational experience in which 


students participate in an organized service activity that meets 


identified community needs and reflect on the service activity in such a way 


as to gain further understanding of course content, a broader appreciation 


of the discipline, and an enhanced sense of civic responsibility. 


(Adapted from Robert Bringle and Julie Hatcher (1996). 


“Implementing Service-Learning in Higher Education,” Journal of Higher Education, 67:2)


 














MID-TERM due date:





FINAL due date:





FINAL due date:








23

