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Dear HSU Student:

I am pleased to welcome you to our Student Guide to Service Learning at Humboldt State University.  Over
the last decade, Humboldt State University has developed a visionary and model Service-Learning program.
Combining commitment to service with a knowledge of  community needs, the Service Learning Center works
with Faculty and Students to make sure that Community Partners are well served by the University's resources
and that students can work in an environment that is both challenging and safe.  The Service Learning Center
is the bridge from Campus to Community and works to make sure that Service Learning is relevant and
appropriate to community needs.

This Handbook explains the principles of  Service-Learning at HSU, describes the essentials of  campus-com-
munity partnership, and provides some of  the important information and forms for Students.  We hope that it
will answer your basic questions about Service Learning at HSU and facilitate a productive collaboration
among students, staff, faculty and community agencies.

Humboldt State University is recognized for its many excellent programs in the natural resources, sciences, and
liberal arts, including an emphasis on being a student-centered campus and a rural center for community
service and service-learning that provides socially and environmentally responsible education. An important
part of  socially and environmentally responsible education is "learning in the real world" of  which Service-
Based Learning is a key component.  Taking part in Service-Learning programs enables students to learn about
commitment to their community, develops leadership ability, critical thinking, conflict resolution and exposes
students to positive social values in diverse environments.

Our country is in the throes of  a real crisis as a consequence of  rapid changes in technology and our impact on
much of  the rest of  the world.  Yet citizen apathy is rampant and is a threat to our culture and our future.  We
will desperately need the leadership of  young people in the years ahead if  we are to thrive in a new world with
pressures and concerns we can only dimly perceive.  Humboldt State University students have a tradition of
involvement in their community which has made a real difference to the Northcoast over many years.  I urge
students to find the time to apply their creativity to their communities.  These efforts will be an important
investment in their future.

Yours in Service,

Rollin C. Richmond
President
Humboldt State University

Welcome to Service Learning at HSU
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Service learning is a process that links academic learning and community participation.  The goals
of  service learning are generally to:

� facilitate the development of  effective community participants;
� teach academic content in an applied, experiential and reflective manner, and
� contribute to the community in ways that build on community identified assets and strengths and address

community identified needs.

Service learning is a form of  experiential education in which students engage in activities that address human
and community needs together with structured opportunities intentionally designed to promote student learn-
ing and development.  Service learning includes the key concepts of  reflection and reciprocity.

As a form of  experiential education, service learning is based on the pedagogical principle that learning and
development do not necessarily occur as a result of  experience itself  but as a result of  reflection explicitly
designed to foster learning and development.  In service learning, there is reciprocity between the “server” and
the person or group “being served.”  All parties in service learning serve and are served, and all learn from one
another.  The term community in the definition of  service learning refers to local neighborhoods, the state, the
nation, and the needs that are defined by the community.

(For more details, contact Dr. Linda Sax, Project Director,
Higher Education Research Institute, 3005 Moore Hall,
UCLA, L. A., CA  90095-1521)

Principles for Combining
Service and Learning

1. Engages people in responsible and challenging
actions for the common good.

2. Provides structured opportunities for people to
reflect critically on their service experience.

3. Articulates clear service and learning goals for
everyone involved.

4. Allows for those with needs to define those
needs.

5. Clarifies the responsibilities of  each person and
organization involved.

6. Matches service providers and service needs
through a process that recognizes changing cir-
cumstances.

7. Expects genuine, active, and sustained organiza-
tional commitment.

8. Includes training, supervision, monitoring, sup-
port, recognition, and evaluation to meet service
and learning goals.

9. Insures that the time commitment for service
learning is flexible, appropriate, and in the best
interest of  all involved.

10. Is committed to program participation by and
with diverse populations.

Benefits of  Service-Learning
for Students

National studies validate the benefits of  service-learn-
ing for students, demonstrating that participation in
volunteer service during college has widespread posi-
tive effects on students’ academic and personal de-
velopment.  Service participation positively affects
students’ commitment to their communities, to help-
ing others in difficulty, to promoting racial under-
standing, and to influencing social values.  Service
participation influences the development of  impor-
tant life skills, such as leadership ability, social self-
confidence, critical thinking, and conflict resolution.
Service participation also has a unique positive ef-
fect on academic development, including grades
earned, degrees sought, time devoted to academic
endeavors, academic self-confidence, and students’
self-assessments of  knowledge gained.
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Principles adapted from:  The Wingspread Report:  Ten Principles
of Good Practice (1993).
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Combining Service and Learning: Essential Elements

Community Voice
Service learning courses are developed in an on-going
process that allows individuals or communities with
needs to define those needs.

Preparation
Extensive orientation for effective and sensitive com-
munity participation includes:

� on-site orientation and training to the community
organization, the specific projects or  tasks the ser-
vice learner will be involved with, and to the
community surrounding the site;

� classroom-based preparation introducing students
to the concepts of  service learning,  reflection, and
reciprocity; the responsibilities  associated with
community involvement;  and exploration of  the
service learners’ assumptions and expectations of
the service learning process, of  people they will
be working with and of  the local community.

Reciprocity
Partnerships must be worthwhile and valuable for both
the student and the community.  There must be
reciprocity between all partners involved in the ser-
vice learning experience.

Reflection
Intentionally guided reflection should assist students
in examining:

� their own assumptions, stereotypes, and role in the
power dynamics of  the service relationship;

� how they can apply what they are learning in the
classroom to be more effective in the community;

� how their experience in the community affirms or
challenges course content and theory they have
studied.

Development
Service Learning occurs in different stages.  For
example, the learning experience often begins with pre-
field preparation and moves to engagement in part-
nership with the community.  Students move from
defining to problem-solving community needs—from
observation to experience to leadership.  It is impor-
tant to remain aware of  potential challenges partici-
pants may face at various stages in the process.

Meaningful Service
Service learners are generally most effective when the
activities they engage in are meaningful to the site and
to their own goals and experience.  It is  important
that service learners understand the larger context of
their work and why it is valuable to the organization.
While we ask that the majority of  a student’s work
provide them with an opportunity to interact directly
with community members, behind-the-scenes work is
often a valuable part of  their  learning if  they under-
stand its relevance and importance.

Diversity
A priority is placed on involving a broad cross-section
of  students working in diverse settings and with diverse
populations in the community.

Evaluation
All partners need to know what they will be evaluated
on and what they will be evaluating others on at the
beginning of  the service learning process.  Therefore,
evaluation should be linked to preparation and should
be on-going, not just something that takes place at the
end.  On-going supervision and opportunities for
checking in with one another is also essential.



• HSU Day
In partnership with Costal Cleanup Day and
United Way's Day of  Caring, Humboldt State
Students participate in half-day service projects
at a variety of  locations in our community.
Following the event is a barbeque at Redwood
Park.

• Youth Educational Services (Y.E.S.)
Y.E.S. is a student-run community service or-
ganization.  Students can participate as volun-
teers in twelve different programs, serving refu-
gees, the elderly, foster children, at-risk youth,
and more.  Students can earn a unit of  credit
for participation.

• Associated Students Programs
Humboldt State's Associated Students spon-
sor a number of  student programs, including
the Multicultural Center, the Women's Center,
Campus Center for Appropriate Technology,
Campus Recycling Program, and others.  A
variety of  opportunities are available.

• Residence Life
Students can serve on governing bodies of  the
residence halls, as Living Group Advisors, and
student staff.  Additionally, they can partici-
pate in the Outdoor Adventure/Community
Service (O.A.C.S.) freshman interest group,
where students live together and participate in
community service and outdoor adventure
activities as a group.

• Clubs and Organizations
There are a number of  student clubs and or-
ganizations on campus, including a Service
Learning Club.  Many clubs participate in com-
munity service.  The Clubs and Activities Of-
fice serves as a resource center for clubs.

• Alternative Spring Break
Students participate in a week-long commu-
nity service project during Spring Break.  They
earn a unit for participation, and learn about
the issues faced by the people they serve.

• Student Leadership Programs
Youth Educational Services hires and trains
students as program directors, student staff,
and governing body members.  The Service
Learning Center hires and trains six students
as Service Learning Interns on an annual ba-
sis.
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Technology Tutors and Classroom
Teachers
CSU Monterey Bay
The techonology available at CSUMB and the skills
of  their service learning “tech tutors” had great po-
tential to benefit the local teachers and schools be-
yond the individual projects the tutors carried out in
the classroom.  At a teacher focus group, k-12 teach-
ers said they would like to learn more about the
university’s technology resources.  As a result, the pro-
fessor and her tech tutors organized a Teachers’ Work-
shop for classroom teachers involved with service
learning projects.  The teachers decided to learn Web
Page technology as a workshop project.  The tech tu-
tors prepared six workshops and together with the
teachers created state-of-the-art web pages at the
CSUMB Multi-media center.

Research and Empowerment
San Jose State University
When parents of  children at three elementary schools
in San Jose, California, wanted to improve education
for their children, faculty helped them to create their
own research effort. Faculty and students helped the
parents to design and administer a telephone survey
to examine the accessibility and helpfulness of elemen-
tary school teachers. The parents then took charge
conducting the survey in English, Spanish, and Viet-
namese in order to include all the language groups in
the area. After studying the results, they were able to
identify the key obstacles to parent-teacher communi-
cation and use these to suggest changes.

Grant Writing and Community Service
Humboldt State University
Each semester, students enrolled in a Proposal and
Grant Writing class have the opportunity to work with
community agencies in drafting proposals and grant
applications in real world settings.  Seventy-five local
non-profit agencies are receiving services from stu-
dents in this program.  A student-written proposal
from this course resulted in the installation of the
Nautilus sculpture adorning the entrance to the HSU
Natural History Museum.

Engineering and Education
Humboldt State University
In “Introduction to Design for Environmental Re-
sources Engineers,” students create models that are
used by K-12 teachers, the Discovery Museum, and
HSU’s Campus Center for Appropriate Technology
(CCAT) to help facilitate the understanding of  an en-
vironmental design concept or system.  Students have
created models of  ground water treatment systems and
models that demonstrate energy conservation in the
home.

Citizenship and Literacy Education
San Francisco State University
Service learning students work with elders in citizen-
ship and ESL literacy classes through SHINE, Stu-
dents Helping in the Naturalization of  Elders. Project
SHINE is a national community- service learning ef-
fort with sister sites in Philadelphia, Boston, Chicago,
Miami and San Francisco.  Faculty from a wide range
of  disciplines develop "project options" for academic
classes. Students who choose to participate in SHINE
are trained as "citizenship coaches", and are placed in
citizenship classes to tutor one-on-one or in small
groups. The hope is that all participants gain citizen-
ship knowledge and skills, develop confidence in them-
selves as learners, and nurture intergenerational rela-
tionships that last long after the project ends. Students
from English, Asian-American Studies, La Raza, An-
thropology, Women's Studies, ESL and Political Sci-
ence departments have participated.

Accounting Students and Youth at Risk
CSU Chico
Students enrolled in “Introductory Accounting”
quickly learn that good business is about more than
just good business skills. The professor focuses on
developing students’ leadership, teamwork, and com-
munication skills, and uses service learning to do the
job. Students are required to spend one to two hours
a week teaching business and computer literacy skills
to at-risk youth. In this way, the course shows stu-
dents the potential for business to have a meaningful
impact on people’s lives, at the same time as it teaches
human skills often overlooked in business disciplines.

Examples of Service Learning Courses & Experiences
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� Act according to the highest standards of  their institution, profession, and conscience.

� Do not discriminate against consumers or colleagues.  These standards should foster cultural diversity and
pluralistic values and treat all people with decency and respect.

� Observe the profession’s technical and ethical standards, strive continually to improve personal compe-
tence and quality of  services, and discharge professional responsibility to the best of  their ability.  Profes-
sionals derive competencies from a synthesis of  education and experience beginning with the mastery of
a body of  knowledge and skills.  The maintenance of  competence requires commitment to learning and
professional improvement that must continue throughout the professional’s life.

� Obey all applicable local, state, provincial, and federal civil and criminal laws and regulations.  Members
should avoid the appearance of  any criminal offense or professional misconduct.

� Disclose all relationships that might constitute, or appear to constitute conflicts of  interest.  Members
should not be associated directly or indirectly with any service, product, individual, and organization in a
way that is misleading.

� Maintain and broaden public confidence and perform all responsibilities with the highest sense of  integ-
rity.  Personal gain and advantage should not subordinate service and the public trust.  Integrity can accom-
modate the inadvertent error and the honest difference of  opinion.    It cannot accommodate deceit or
subordination of  principles.  In this vein, members shall accurately state their professional experience,
qualifications, and skills.

� Work in accordance with the practices of  their organization.

� Do not disclose privileged information to unauthorized parties.  Information acquired from clients is
confidential.  This includes verbal and written disclosures, records, and video or audio recordings of  an
activity or presentation without appropriate releases.  Members are responsible for knowing the confiden-
tiality regulations in their jurisdiction.

Service learning students are asked to abide by the following guidelines
in their place of  service:

Ethics of Service and Good Practices



Your responsibilities to the Community Organization:
As a service-learning participant, you continue to build upon established relationships between HSU and local
community organizations.  To ensure continuation of  these relationships for students in the future, it is your
responsibility as a student representative of  HSU to follow these guidelines:

Establishing rapport with your community partner:
� Attend training sessions, meetings and when possible, other developmental opportunities offered by your

community organization.
� Enter your service learning experience with an open mind, show respect for traditions and differences and

avoid imposing your culture and value systems on others.
� Approach your position as you would any job.  Learn policies, procedures and expectations that you must

adhere to while working with your community partner.

Be responsible about your schedule:
� Get started early and plan extra hours in case of  illness, school breaks, crunch times, etc.
� Arrive on time and prepared to work.
� People you are working with are depending on you, so be courteous and respectful.
� Be aware of  your organization's operating hours and work within them.
� Fulfill your commitment to the project, the program and to the people you are directly working with.
� Expect uncertainty at first.  Your level of  comfort and responsibility will increase as the semester progresses.
� Be flexible.  Be ready to adapt to changing situations.

Communicate with your supervisor:
� Maintain communication between your supervisor, your instructor and the organization's staff  regarding

your progress, problems and ideas.
� Set goals that are realistic and also meet the needs of  the program.
� Ask for help or feedback on a continuous basis.
� Get complete information about the history and mission of  the organization so you can put your work

into context.
� Call if  you are going to be late or absent.
� Recognize your limits by accepting assignments you can handle.
� Make your course and individual learning objectives clear to your community organization and supervisor.
� Maintain a positive and enthusiastic attitude and keep things in perspective.  No position will be exciting

and challenging 100% of  the time.

Integrate yourself  into the environment:
� Open yourself  to learning from the community in which you are working.
� Get acquainted with as many people as possible; doing so will help you gain a broader perspective on how

the organization operates.
� Observe others at work and offer to help out when possible.

For You & Your Community Partner
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In order to best meet the needs of  the student, the organization and the community served, it is
important to spend adequate time orienting service learning students to the agency.  The following
overview can serve as a guide.

� Provide an overview and reading materials describing the organization’s mission, history and current
work.

� Share the organizational chart and department goals as they relate to the student’s project/work.

� Introduce student to agency staff, volunteers and other appropriate personnel.  Be sure to clarify who
will be the direct supervisor or point person for the service learning student.  Clarify who will be the
secondary point person, should the direct supervisor be unavailable.

� Provide a tour of  the organization.

� Explain agency protocal, including: dress code, saftey procedures,  security regulations, parking and
issues of  confidentiality.

� Review the student’s skills, knowledge, experience and interests in an effort to provide for an appropri-
ate service experience.

� Discuss the expectations of  the organization, supervisor and the student.  Clarify what all parties hope
to gain from the experience.  Be specific about the goals of  the agency in relation to the project.
Identify the skills and knowledge the student hopes to gain from the experience.

� Agree on the work the student will be performing, the length of  the project and the amount of  time
needed to complete the tasks.  Share information about the organization’s hours of  operation, holi-
days, etc.  Be sure to clarify the academic calendar and plan for breaks, mid-terms, finals, etc.  This is the
basis of  a work plan which the Service Learning Center reccomends be put in writing.

� Give students a context for their work so they can see how each task fits into the organization’s mission
and the community need it addresses.

� Establish procedures for problem solving when the student’s supervisor is not available.

� Please consider including the student in lunch or break plans.

� Schedule regular, periodic meetings with the student in order to assess their  progress, evaluate their
work and problem-solve any trouble areas.  These can be short (5-10mins.) and can occur in person, by
phone or e-mail.  Decide what would best fit everyone’s needs and agree to a plan of   on-going
communication.
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Live Scan Information
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Background checks are required for service learning students when their placements put them in contact with
protected classes of  people, such as children, persons with disabilities, and persons living in assisted living
facilities.  Community based organizations are solely responsible for requesting background information via
livescan fingerprinting, or by other means, for the service-learning students placed at their sites.

Discuss which fingerprinting process the community-based organization prefers to use during your initial
meeting. Some processes take much longer than others, and faculty members should be prepared well in
advance with their student lists if, in fact, the background check process will take more than a few days.
Livescan processing is available in many areas, including on many CSU campuses. Live Scan is made possible
through digitization of  fingerprints, which enables electronic transfer of  the fingerprint images to central site
computers at DOJ. This system requires the applicant to go to a Live Scan site and directly pay for fingerprint
scanning services. Live Scan sites are situated throughout the State at various locations within each county. The
fee for Live Scan is $56 plus a rolling fee established by each individual location.  Livescan locations in Humboldt
County include Humboldt State University Police, The Arcata Police Department, Eureka Police Department,
and County Sheriff ’s Department.  Call a specific location for information on times and costs.

There are other ways to process background checks, including hard copy fingerprinting or other private agen-
cies that specialize in background checks. The community-based organization may also have a partnership with
a specific sheriff  ’s department or background check agency that they prefer students to utilize. During orien-
tation, the site supervisor should go over with students how the fingerprinting or background checks will be
handled: where, when, at what level, how long the processing will take and who will be responsible for the cost.

Fingerprinting legislation is very strict regarding the privacy of  the person being fingerprinted; it allows only
the agency requiring the fingerprinting to have access to the background-check results. Consequently, because
the university is not the requesting agency, no member of  the university faculty or staff  will ever be given the
specific results of  a student’s background check. Community-based organizations are under strict mandate to
keep all background-check information private, and can have their licenses revoked if  they violate this right of
privacy. This means that if  a student takes two separate service-learning courses, each requiring fingerprinting
and background checks, the student needs to be fingerprinted twice in order to have the  results sent to two
separate locations. This is true even if  the service-learning courses are in the same semester, or in two different
semesters.



I want to contribute service to my community as part of  my college experience.
Who should I talk to at the Service Learning Center?

Service Learning Fax (707) 826-4960
HSU General information (707) 826-3011

For more information, please contact us directly or visit our web site at:

http://studentaffairs.humbolt.edu/slee

Service Learning Center Staff and Faculty
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Service Learning Coordinator 826-4965

Service Learning Community 826-4963
Partner Liaison

Service Learning Community   826-4963
Partner Liaison

I want to speak with someone about plan-
ning a service event, or involving our
student organization in service, or I want to
discuss service learning on a large scale,
talk to...

I want to speak with someone about service
learning courses, or I would like assistance with
finding a community partner placement,
talk to...

I have questions about the service learning
data base, or I would like information
about service learning events and activities,
talk to...

Annie Bolick-Floss

Service Learning Interns
826-4963

or
826-4964

I would like a student to come to our club
meeting to talk about service learning &
volunteer activities on and off  campus,
talk to...



Learning Plan

Student Name:  ____________________________  Student ID#:  _______________________________
Address:  ____________________________________________________________________________
____________________________________________________________________________________
Phone #:  _______________________________  Email:  ______________________________________
Course Instructor:  _____________________________  Semester:  ______________________________

Agency / Site:  ________________________   Phone #:  ______________________________________
Site Supervisor:  _______________________   Phone #:  ______________________________________
Address:  ____________________________________________________________________________
Approximate # of  Hours  __________  Beg. Date:  ________________ End Date:  _________________

Learning Objectives:  What do you hope to learn from this service experience - about the agency, about the
challenges and assets of  the population with whom you will be working, about yourself, about your community
- and how does this connect to your course work?
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Service Objectives:  Identify and describe the nature of  the service activities in which you will be engaged.
The service objectives should be designed to help you work toward your learning objectives.
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

The Site Supervisor:

� Agrees to guide this student’s work and to submit a brief  final evaluation of  his/her achievement upon
request.

� Agrees to discuss any concerns about the service learner’s performance with him/her directly, and with the
course supervisor if  necessary.

Site Supervisor Signature:  ___________________________________  Date:  ___________________

Faculty/Course Supervisor:

I have examined and approved  _____________________________’s learning plan.

Faculty/Course
Supervisor Signature:  _______________________________________  Date:  __________________
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Learning Plan

The student agrees to abide by the following Guidelines and Limitations

Guidelines

� Ask for help when in doubt: Your site supervisor understands the issues at your site and you are encouraged to
approach him/her with problems or questions as they arise.  He/She can assist you in determining the best way to
respond to difficult or uncomfortable situations.  Feel free to contact your professor or the service learning office
with questions concerning your placement.

� Be punctual and responsible: Although you are volunteering your time, you are participating in the organization
as a reliable, trustworthy and contributing member of  the team.  Both the administrators and the person whom you
serve rely on your punctuality and commitment to completing your service hours/project throughout your partner-
ship.

� Call if  you anticipate lateness or absence: Call the site supervisor if  you are unable to come in or if  you anticipate
being late.  Be mindful of  your commitment, people are counting on you.

� Respect the privacy of  all clients: If  you are privy to confidential information with regard to the persons with
whom you are working (i.e. organizational files, diagnostics, personal stories, etc)., it is vital that you treat it as
privileged information.  You should use pseudonyms in your course assignments if  you are referring to clients or the
people you work with at the service site.

� Show respect for the community-based organization you work for: Placement within community programs is
an educational opportunity and a privilege.  Keep in mind, not only are you serving the community but the commu-
nity is serving you by investing valuable resources in your learning.

� Be appropriate:  You are in a work situation and are expected to treat your supervisor and others with courtesy and
kindness.  Dress comfortably, neatly and appropriately.  Use formal names unless instructed otherwise.  Set a positive
standard for other students to follow as part of  CSU’s ongoing Service Learning Program.

� Be flexible: The level or intensity of  activity at a service site is not always predictable.  Your flexibility to changing
situations can assist the partnership in working smoothly and producing positive outcomes for everyone involved.

Limitations

� DON’T report to your service site under the influence of  drugs or alcohol.
� DON’T give or loan a client, money or other personal belongings.
� DON’T make promises or commitments to a client you cannot keep.
� DON’T give a client or agency representative a ride in a personal vehicle.
� DON’T tolerate verbal exchange of  a sexual nature or engage in behavior that might be perceived as sexual with

a client or community organization representative.
� DON’T tolerate verbal exchange or engage in behavior that might be perceived as discriminating against an

individual on the basis of  their age, race, gender, sexual orientation, ability, or ethnicity.
� DON’T engage in any type of  business with clients during the term of  your service.
� DON’T enter into personal relationships with a client or community partner representative during the term of

your service.

♦♦♦  If  you feel that your rights have been or may be violated, or that any of  the above stated
limitations have been violated please contact _____________________________
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Learning Plan

The Student:

� Agrees to act in a responsible manner while representing California State University at the service learning
placement site, and abide by all rules and regulations that govern the site in which he/she has been placed.

� Understands the connection between the service-learning course, and the service and learning objectives
to be fulfilled at the service site.

� Has participated in an orientation and read the above stated guidelines and limitations and understands
his/her role as a service-learning student in working with the community partner.

� Understands and acknowledges the following risks involved with this service placement, and enters into
this service-learning placement fully informed and aware.

Risks:

1.________________________________________________________________________________
_________________________________________________________________________________
2.________________________________________________________________________________
_________________________________________________________________________________
3.________________________________________________________________________________
__________________________________________________________________________________
4.________________________________________________________________________________
_________________________________________________________________________________

� Agrees to devote ______ hours per week for a total of  _______ hours, effective from

_____________ to ____________ in order to fulfill the service objectives described above.

� Agree to complete any forms, evaluations or other paperwork required by either the course or the site
supervisor.

Student Signature:  ________________________________________  Date:  ___________________
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I, _______________________________, realize that by choosing to participate in a service learning
Name of  Service Learner

component of  _____________________________, at Humboldt State University, for the
Name of Course

_____________________ semester, I will act responsibly and agree to the following conditions of  this
Season/Year

service learning agreement:

� to be punctual and conscientious in my attendance for the duration of  my service learning placement.  I
will notify my supervisor in advance if  I am unable to participate as scheduled;

� to consider as confidential all information concerning other people, employees, and agencies/organiza-
tion;

� to make my work the highest quality and accept supervision graciously;

� to conduct myself  with dignity, courtesy, consideration and in a professional manner;

� to notify my professor and/or the Service Learning Center of  any problems, emergencies, safety haz-
ards, concerns or suggestions regarding my activities;

� to complete all assignments stated in the course syllabus relating to  my service learning requirement
which would include my reflection and service activities;

� to actively pursue meaningful learning experiences that relate to my service learning course material
while serving at my placement by asking questions and searching for answers through experiences gained
by service activities, conducting interviews, participating in special activities of  interest, etc.;

� to use the forms provided by the University and professor to plan, monitor and evaluate my service
learning placement;

� to fulfill my hour requirements with the agency even if  it is less than the class requirement;

� to arrange my own transportation to and from this activity unless other arrangements can be made with
my agency supervisor or university;

� to notify my agency supervisor and professor of  the termination of  my service to the placement  if  I
cannot fulfill my hour requirement because of  circumstances which are beyond my control.
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The service agency or organization and its designated supervisor understand and agree that they are:

� to plan for and monitor the student’s(s’) service learning placement using the forms provided by Humboldt
State University and the professor;

� to orient the student to the overall operation of  the agency and its role in addressing social issues and
needs;

� to designate a qualified person to supervise the student’s(s’) time, activities and learning and to evaluate
the student’s(s’) performance;

� to introduce the student to appropriate staff and orient them to their tasks and roles and ensure all
available learning opportunities relevant to the student(s) course material;

� to provide adequate initial training/direction to the student so that they feel comfortable with the
assignment and can proceed with appropriate independence;

� to help the student(s) gain experience and knowledge relating to the course objectives designated for the
placement by the professor (the professor and community partner will assess the learning opportunities
available at the placement and assign course objectives for the student accordingly);

� to contact the professor and/or Service Learning Center should a problem arise with the student’s(s)
performance;

� to assist the course instructor in assessing the student service learning performance by completing an
evaluation form supplied by the professor and/or Service Learning Center.
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Service Learning Agreement: Community Partner
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The faculty member integrating service learning into her/his course understands and agrees that they are
responsible:

� to work collaboratively with the community partner to arrange the service placement and assign student(s)
to the agency;

� to provide adequate orientation to service learning pedagogy, the partnering agency and the connection
between the agreed upon service and course goals;

� to monitor the student’s(s’) progress in the agency through on-going communications with the student(s)
and site supervisor;

� to facilitate solutions to problems which may arise in the service learning placement;

� to review the agency’s evaluation of  the service learning experience and student(s).

The undersigned participants in this service learning program do agree to the terms and expectations of  this
service learning agreement:

______________________________________ ___________________________
Service Learner Date

______________________________________ ___________________________
Faculty Member Date

______________________________________ ___________________________
Agency Supervisor Date

The original document should be sent to the faculty member.  Each party should retain a copy.
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Orientation Checklist

�����Details related to serving at the site
� Mission of  the Community-Based Organization (CBO)
� Who does the Community-Based Organization Serve?
� What programs/service does the CBO offer?
� Specific policies and procedures related to the service placement.
� Review any proof  of  eligibility that is needed (fingerprinting, background check).  Who will cover the cost

of  this?  Where should students go to have fingerprinting done?
� Discuss CBO volunteer expectations.
� Provide students a job description detailing the work they will do (outlines scope of  work).  Explain the

types of  activities that are "outside" the scope of  work.
� Give the students their site supervisor's contact information
� Will the students need to meet with the site supervisor prior to beginning their service?
� How closely will the student be supervised?  By whom?
� Who do the students call if  they cannot make their scheduled service, or will be late?
� Discuss appropriate attire when providing service (based on CBO standards)
� Provide specific training for the position.
� What will the student learn?  What qualities or skills will the students develop?
� Review confidentiality rules for the site.  Are pictures or video allowed?
� Review the risks associated with this placement.  (Risks should directly reflect those listed in the Learning

Plan).
� Explain what students should do if  harassment occurs.  Whom do they contact.
� Talk about service schedule (total number of  hours, days and times of  the week, etc.) Also discuss begin-

ning and end of  service.  Students should not volunteer outside of  scheduled hours until requirement
is complete.

� Who can the students contact with questions or concerns about their placement (CBO contact, and cam-
pus contact)?

� Is there a CBO training or Orientation to attend?  Where?  When? How long?
� Where do students check in at the site on their first day?
� How are students' service hours recorded?  (For their course and the CBO).
� Give location of  site and directions via personal car or public transportation.  Where will students park if

they drive?  What is the cost associated with parking or taking public transit?  Emphasize that student
is responsible for getting to and from the site.

� Who will be evaluating the students' service?  Is there a formal evaluation the CBO will fill out?

Orientation Provided Before First Day of  Service
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�����Site Specific Information
� Tour of  site - location of  restroom and break room.
� Where, and with whom, do students check in each time they arrive at the site?
� Where is the logbook kept (to record service hours)?
� Review safety rules of  the site, location of  emergency exits, and emergency procedures.
� Introduce students to other staff  at the agency.
� Emergency Contact Information: ask students' permission to share with university.
� Review accident procedures at the site and what to do if  a student or client is hurt.

On Site Orientation - Must Occur On or Before First Day of  Service



This form should be completed at the beginning of  the service learning placement.  All parties should retain a
copy of  this information to facilitate on-going communication.

Name of Student: _________________________________ ______________________________
   (Semester) (Year)

Phone: __________________________ Email: __________________________________________

Service Learning Course: ________________________________________________________________

Name of  Faculty:  _____________________________________________________________________

Phone: _________________________ Email: __________________________________________

Name of  Agency: _____________________________________________________________________

Agency Address:   _____________________________________________________________________

Supervisor Name & Title:     _____________________________________________________________

Phone: _________________________ Email: __________________________________________

Fax:  __________________________ Web Site Address:   ________________________________
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Contact Information Form

Faculty Information

Student Information

Agency Information



Name: Semester:

Course: Professor:

Address: Begins:

Phone #: Ends:

Date Time In Time Out Activities

Total Hours to Date:

Student Signature:

Site Supervisor Signature:

Course Supervisor Signature:

Community-Based Organization Info.

Hours

Service-Learning Placement

Service Learner Time Log
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Student Assessment

Name: ______________________________________________ Date: _________________________

Course # and name: ___________________________________________________________________

Service Learning Site___________________________________________________________________

Directions: The questions below relate specifically to the service learning (SL) component within this
course. Beside each statement, rate your level of  satisfaction with the SL experiences you participated in this
semester.

5= Very Satisfied  1=Very Dissatisfied

I was able to apply the concepts I learned in class to the SL experience.
5 4 3 2 1

The SL experience helped me better understand some of  the concepts presented in the course
5 4 3 2 1

Enough time was spent in class preparing me for my SL experience.
5 4 3 2 1

The time spent on the service project was reasonable.
5 4 3 2 1

Each member of  my group contributed to the SL experience.
5 4 3 2 1

SL in this course strengthened the learning experience.
5 4 3 2 1

Overall, I am satisfied with the SL experience in this course.
5 4 3 2 1

Approximately how many children/adults did you work with and/or impact?

Approximately how many hours did you expend at or for your SL site?

Briefly describe the SL activity that you or your group engaged in at your site.
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Student Assessment
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What difference did you or your group make at the SL site? Cite one example of  how you or your group
made an impact?

What did you learn as a result of  your SL experiences in this course? Check the response below that best
reflects what you learned as a result of  this course and SL.

___ Puts theory into practice
___ A new perspective with connections made between the classroom and the real world
___ Hands-on learning is important to learning new concepts
___ Easier to understand class material
___ Enhances and expands the importance of  class lectures
___ Benefit from collaborative team work
___ Opportunity to practice what is learned in class
___ Other: Explain

In your opinion, how have you changed as a direct result of  your community service?
(e. g.,  I'm more patient, I'm less judgmental, I haven't really changed much, etc.) Please explain:

What was your biggest challenge?

How can the Service Learning Center better serve you?

Do you think SL in this course should be changed or remain the same?

___ Keep SL as it is in this course
___ Change SL in this course

Below please briefly explain your response about what you particularly liked about SL and would keep the
same or what you would recommend be changed in the course to enhance SL ?

Would you take another course that included SL?     YES_____NO  _____

Explain below your reasons.
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