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Example from the Rapid City school district for a stand-alone Service Learning course.

Course Description: 
Service Learning is a course which blends academic learning and career exploration while engaging students in service. Students will have the opportunity to apply the skills they learn in school and connect them to real-life situations while providing a service to their community. Students participating in this course partner with a service site to participate in a service project and explore careers. This course consists of preparation classes, a minimum of 60 Service Learning hours, an academic project, journaling, reflection and an evaluation from the student, parent/guardian and their Site Coordinator. Successful completion of this course will result in .5 credits. Service Learning is a pass/fail course. 
Service Learning Coordinator Information:
Name:
Email Address:
School Phone:
Cell Phone:	
Office Hours: 
Room:

If the coordinator is not available in the office, it is the student’s responsibility to leave his/her name and a message on the white board outside the door. Students must leave their name and time on the white board to be given credit for being there. 
Student and Parent/Guardian Contract: 
The Service Learning program depends on student responsibility and commitment. Students and their parent(s)/guardian(s) must review the listed requirements. It is important for both the student and his/her Site Coordinator to have a positive experience. 
· I will complete all assignments listed on the “Requirements to Earn .5 Credit” document. Students and parents/guardians review this document together. 
· I agree to be present and on time to all scheduled Service Learning commitments. 
· I will only be allowed 3 absences from a scheduled commitment (class or meeting time and service site) before being withdrawn from my Service Learning course.
· I will be on time when scheduled at my service site. I understand I am only allowed to miss my service time due to an emergency or illness. 
· I will notify my Site Coordinator of my absences or tardiness before I am scheduled to be there. If I cannot get to a phone, I will go to my service site and explain my late arrival to my Site Coordinator. I will also notify my Service Learning Coordinator as soon as possible, but no later than the end of the school day following the absence or tardy. 
· I will conform to the rules and regulations of the service site and follow my Site Coordinator’s instructions.
· I understand dismissal from my site due to absences, tardiness or unprofessional behavior is at the discretion of the Site Coordinator and my Service Learning teacher.
· I will listen to my Site Coordinator’s instruction and ask for clarification if needed. Communication is important in the world of work. Contact your Service Learning teacher immediately if you are having difficulties of any kind at your service site or in completing your service hours. 
· I will follow my school’s cell phone rules and other policies at my service site except if my Site Coordinator directs me otherwise. 
· I will show courtesy and respect by using appropriate and respectful language and behavior at my service site. I will dress appropriately for my service site. I will not smoke, drink, chew gum or use my iPod/iPad at my service site. 
· Occasionally individual photographs/videos, journals, media exposures and/or interviews of Service Learning students may be utilized to demonstrate the success of the program. Please contact your Service Learning teacher if you have any objection to the use of your photographs, journals, media exposure or interviews for or by the media. Please refer to Student Record Policy in Senior High handbook for more information on photographs/videos.
· My school’s policies follow me to my service site. I will respect and follow the school policies when working off-site. 
Grading: 
Service Learning is a pass/fail course. If any one item listed on the “Requirements to Earn .5 Credit” is not turned in, students will NOT receive a passing grade. Partial assignments will NOT be accepted.
Corrective Action Procedure: 
The Service Learning course provides students the opportunity to expand the skills they are learning in the classroom into the community. With this privilege comes responsibility and high expectations of the student. If one student fails to act responsibly at their service site, that door closes for other students who may wish to volunteer at that site. 
The best way students can prove that they can handle this responsibility is to follow the requirements outlined in the “Student and Parent/Guardian Contract” and “Requirements to Earn .5 Credit.” Students who do not follow these requirements will receive a “Corrective Action Form.” Students will also receive a corrective action for missing Service Learning deadlines, weekly check-in logs and weekly reflection journals. Students will be dropped with a failing grade after the 4th corrective action. 
After the 2nd corrective action, a call will be made to the parent(s)/guardian(s) and a “Possible Non-Grad” letter will be sent home to graduating seniors. A “Possible Drop Notice” letter will be sent to all students after the 3rd corrective action.
Weekly Check-In Logs and Reflective Journals: 
Students are required to turn in a weekly check-in log and reflective journal no later than the end of the day every Tuesday during the weeks listed below. If there is a holiday that falls on a Monday or Tuesday, students must turn in a log and journal reflection no later than Thursday. Any alterations to the schedule are indicated below with an (*). In the event that students are absent Monday and Tuesday, the absences must be excused and students will need to turn in a log and reflection no later than the end of the day on the day they return to school. 
If your Service Learning Coordinator is out of the office, students must give their weekly log/reflection to the main office to be put in the Coordinator’s mailbox. Weekly check-in logs/reflections are provided in the Service Learning folders. Your teacher will run reports at the end of every week; any students who did not turn in a weekly check-in log/reflection will receive a “Corrective Action Form.” Students must bring their Service Learning folder to every check in.
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Weekly Reflective Journal Requirements: 
Written reflection is a powerful way to analyze, improve and guide your service experience. Students are required to turn in a weekly reflective journal along with their weekly check-in log. Journal reflections must be legible and a minimum of two paragraphs (8 sentences). 
Requirements to Earn .5 Credit with Deadlines: 
	Due Date
	Assignment/Task
	Description
	Done?

	1st week of Sept.
	Preparation Class #1
	Attend Prep Class #1. Failure to attend without prior approval from your teacher will result in being dropped.
	

	2nd week of Sept.
	Preparation Class #2
	Attend Prep Class #2. Failure to attend without prior approval will result in being dropped.
	

	Sept. 19-23
	Schedule Placement Meeting
	Students need to schedule a placement meeting with their teacher. The purpose of this meeting is to discuss potential placement sites and how it will work with the student’s schedule.
	

	Sept. 22
	Pre-Evaluation packet
	Answer the pre-evaluation packet. The will help students become more familiar with the program requirements/expectations and to recognize the importance of their commitment to their service site.
	

	Sept. 22
	Student and Parent/ Guardian Packet
	Student and Parent/Guardian releases must be returned prior to being placed at service site.
	

	Weekly
	Weekly Check-In Log
	Students will complete a weekly check-in log starting the week after Prep Class #2. Check-in log forms are located in Service Learning folders. There is one for each week required.
	

	Weekly
	Weekly Reflective Journal
	Students will complete a weekly reflection journal starting the week after Prep Class #2. This is on the same form as the weekly check-in log.
	

	Oct. 20
	Individual Project Menu
	Students will choose from one of the following options:
· SDMyLife - 100% portfolio completion status
· Teenagers Preparing for the Real World book and questions
· Teen Success in Career and Life Skills book and questions
	

	Nov. 10
	Rough Draft Site Coordinator Thank You Card
	Write a rough draft thank you card to Site Coordinator(s). Your teacher will make revisions and return to you.
	

	Nov. 10
	Final Project
	Students will be given the Final Project packet when they near the end of the semester. Complete the packet. Parents/guardians and students must complete evaluation located at the end of the packet.
	

	Nov. 17
	Site Coordinator Evaluation
	Evaluations are kept at the service site in the student’s file. Students need to request this evaluation from their Site Coordinator when they approach 60 hours. Give Site Coordinator time to complete evaluation.
	

	Nov. 17
	Time Sheet(s)
	Time sheets must be complete, total at least 60 service hours and be signed by Site Coordinator. It is the student’s responsibility to total their hours.
	

	Nov. 17
	Revised Site Coordinator Thank You Card
	Transfer revised thank you onto program cardstock provided. Students address the envelope and return to the teacher. No postage necessary. Cards will be sent through school mail.
	

	Nov. 14-22
	Exit Meeting with School Coordinator
	Students are responsible to schedule an exit meeting with the teacher before the end of the semester to turn in their Service Learning folder, evaluate their experience and pick up completed Service Learning assignments.
	



