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Service Learning involves youth, educators, families, community members, community-based organizations and/or businesses. Take care in placing students with partners/organizations in a place where they’ll be successful. Students’ knowledge, strengths and skills must be carefully taken into consideration by the Service Learning Coordinator. 
Service Learning must be supported as a component of regular, high-quality instruction, not as an “add on” or as extra work for the Service Learning Coordinator. It is important to collaboratively establish a shared vision at the school and set common goals to address community needs. Frequent and regular communication is important to keep all partners well-informed about activities and progress. Within the school, those that need to be well-informed are school board members, administrators, office personnel and coordinators.
School Board
The members of the school board should work to ensure district policies and practices not only allow for, but support exceptional Service Learning experiences. Funds must be allocated appropriately.
School Administrators (Superintendent, Principal(s))
School administrators must provide support to teachers and students for Service Learning, recognize its benefits to students and provide staff with transportation, insurance and the flexibility to facilitate Service Learning throughout all stages of the Service Learning Cycle.
Office Personnel (depending on the size and policies of the school)
Office staff can act as the go-between for students and staff when students are out of the building for Service Learning experiences. They must keep accurate documentation as required.
Teachers
The teacher(s) in charge of Service Learning is responsible for communicating course goals and expectations, making assignments, facilitating/teaching in-class activities and assigning grades. For more detail on the teacher/coordinator’s role, see page 2. 
Coordinators (depending on the size of school/Service Learning program, these responsibilities may fall on the Teacher’s plate)
Coordinators can facilitate students through the Service Learning Cycle, ensure all releases and other documentation is in place, line up community partners, supervise students, communicate with key players, keep records and prepare media activities. For more detail on the teacher/coordinator’s role, see page 2.
Site Supervisor
Site Supervisors provide a safe environment for students in their out-of-school activities, communicate expectations to students/coordinators/teachers/families and report successes and problems to school personnel.


Service Learning Teacher/Coordinator Suggestions

· Service Learning Teachers and/or Coordinators are required to keep excellent records on each student enrolled. It is imperative that all required paperwork such as Parent Releases, Transportation, Field Trips, etc. be filed for each student. 
· Keep track of student numbers per semester and organization/business sites being used each semester. Keep all information on service sites such as: contact name(s), address, telephone number and email address. 
· When placing a student in the community, it is recommended that the coordinator go with the student to the first appointment with the Site Coordinator. This gives the Site Coordinator a face to connect with and they understand that if any problems arise the Service Learning teacher/coordinator will be the first person they call. This is also recommended so that both parties hear and understand the requirements for the student and the Site Coordinator. 
· A total of 60-75 hours which is a combination of learning experiences, service experiences and the final product or presentation must be completed to receive .5 credits.
· Be responsible when placing students. Make sure that the site is a healthy place for students. If a red flag goes up, it probably isn’t a good placement. Please tell students to notify you immediately of any suspect behavior at their site.
· Make sure students understand that they are the face of their school and they must be good ambassadors for the Service Learning program. Their good attendance and performance is critical to the success and continuation of the program. They are guiding the way for other students who may want the same experience. One bad incident will lose that service site for the program.
· Tracking each student through their Service Learning experience is required so that students and service sites are monitored for any problems that may arise. 
· Newsworthy events should be reported to the media. Present a consistent message within the community to promote the program in your school. School Administration should be notified prior to engaging media coverage.
· Check your district’s policy on transporting students in your personal car.
· Personal thank yous from you and your students should be required for all monetary and in-kind donations to your program. Details of all contributions both in hard dollars or in-kind products or services should be tracked. The value of community donations is significant to the Service Learning program and should be tracked and recognized. 
· Teachers/Coordinators should have business cards printed to use in the community.
· Teachers/Coordinators are working in the community with non-profits, businesses, etc. Dress professionally each day.
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