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When students are working at a service site, they will be representing (School Name). It is important that both the student and his/her Site Coordinator to have a positive experience. In order for that to happen, the following is a list of the expectations the student must agree to follow:
· You are expected to be at your service site every day you are scheduled to be there. You should only miss your service time because of emergency or an illness and only excused absences will be accepted. You must report any absences to your Site Coordinator before you are scheduled to be there unless there is an unusual circumstance that would prevent this. If this occurs, you must call as soon as possible. Unexcused absences can result in failure in this semester of Service Learning.
· You must notify your school Service Learning Coordinator in person or by phone (number) of any absences as soon as possible but no later than the beginning of your school day on the day following the absence. 
· You are also expected to be on time every day. If an emergency arises that causes you to be late, call your Site Supervisor immediately. If you cannot get to a phone, go to your Service Learning site and explain your late arrival to the Site Supervisor.
· Your Site Supervisor will record or initial your hours on the form provided. If the Site Supervisor and Service Learning (teacher/coordinator) decide that you will document your own hours, you must do so accurately and have the Site Supervisor confirm that the hours are correct by signing your time sheet at the conclusion of your service hours. The time sheet must be left at the service site. You will receive a failing grade in the class if you are found to be intentionally dishonest.
· Always show courtesy and respect toward others. 
· Do not take your cell phones, iPods, etc. into your service site. 
· Be clean and wear clean and appropriate professional clothing to your service site. Do not wear a hat unless it is typical attire at your work site or your Site Supervisor tells you that you can. 
· Use only appropriate and respectful language; no profanity or disrespectful language will be tolerated. 
· Absolutely no smoking anywhere near or on the service site premises. Other tobacco use, alcohol or drug use is not allowed either. 
· Avoid chewing gum while interacting with the public and serving at your Service Learning site.
· Listen to your Site Supervisor’s instructions and follow them. Ask for further clarification if you are uncertain of what to do. Accept advice and constructive criticism; use it to improve your performance.
· Observe what needs to be done, and whenever possible, take the initiative to do more than is expected. 
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