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The John K. Kernoc”e, Jr. Centemcor Ser\/ice Leaming at Elon Universit9 thanks you Forgour interest in
Partnership The Commun/fy /Dartner Gyuide will assist you in the process of co”aborating with the
Kemodle (Center for Servicc Learning staff, students and Faculty as we clesign Partnerships. Divershcying
your volunteer Pool, assisting clients indiviclua“g, and e&ucating young adults about communitg needs and
issues are on]3 a few expected benefits. As one student affirmed, “]t was an experience that has broadened
my knowledge of the world around me and has touched me so that now l feel ComPeHe& to serve in some way
for the rest of my life.” We thank you for your involvement in Providing these educational and lhce~changing

exPeriences through service to others in our commum’tg.




Service Frograms

E]on students may contact you for a wide varietg of reasons. Theg may be Aoing 50 vo]untari]y, or to fulfill
a rcquiremcnt. Tl’xc list below will he]P you to determine the students’ intention for doing service, and what

types of oPPortunitics thcy’re sccking.
The Fo”owing are programs coordinated bg the Kcmodle Centerfor Service Lcarning:

d Academic Service-] earning (AS-] )

Students are required to Per‘Form service hours as part of a class as a form of exPerientia] education.

They need structured oPPortunities intcntiona”g dcsigncd to promote student Iearning and
development. Norma”y students sPenc{ between ten and Fortg hours each semester within the
organization and the ProFessor integrates service into the course sy”abus.

(566 section on Academic Scrvicc—Lcarnimg }Jegiﬂning on page 6.)

d F lon Volunteers! (F V1)
FViisa student-run program within the K ernodle Centerfor Service~Learning Tl’]e I~ V! mission
is to Proviclc all members of the E_lon Campus the oPPortunitg to dcvc!op an ethic of service ]35

connecting campus and community through service exPeriences. [ Viincludes ongoing, programs and
organizations, one-time service events, and domestic and international break trips. Students choose
to Participatc in\! voluntarilg, as an extra-curricular activity based on theirinterests and schedules.

(See section on [~ lon Volunteers! beginning on page 18.)
g gonpag

d E_xpcricntia] | earning Requirement FIR
]n order to gracluate, all Elon students must fulfill the ELK S’cudents can choose one of several

ways to fulfill the requirement, inc!uding intemships, studg abroac{, student teaching, field-based
courses, rcsearch, and leaclcrship. One of the oPtions to fulfill the Il Risto Pchorm 40 hours of
volunteer service with one communitg agency. The student must have their Plan for ELR

fulfillment aPProved in advance bg the K ernodle Centemcor Service Leaming; service hours will not
be counted retroactive]9 for students who volunteered without Completing our workbook. ]Fgou are
working with an [T | R student, you will need to work with them to identhcg an aPProPriate volunteer
Position which includes signhcicant OPPor’cunities for learning You will need to approve thejob
dcscription tlﬂcg write for tlﬂcmsclvcs, Provic{e supcrvision throughout their 40 hours, and complete a

mid~expcricnce and final evaluation of the student.




Service Frograms

OPPor‘tunities coordinated ’chrougl‘n the K ernodle Centerfor 5crvice~]__earning (continued):

d l:cdcral Work Stuc‘q Scrvice Frogram (FWS)

Studcnts who are determined by Elon’s Financial F]anning office to have financial need are e]igible

to work for pay through the Fec{eral Work Stuclg program. Non~Pro1Cit agencies can applg to be
considered as a work location to hire E]on students as emP]ogees. TI’IC students are hired and Paicl
tlﬂrougr\ the agency’s Pagro”, and when appropriate documentation is submitted, can be reimbursed
75% of the student’s wages from Elon. The student acts as a staff member of the agency.

d America Reads
As part of the Federa] Work Stucig program, E]on students are hired as literacg tutors to work in

Ioca] elementar3 SChOO]S.

DID YOU KNOW-=

Elon students may also Participatc in the community

though a variety of other exPeriential learning oPPortunities
such as job co-ops, in’cernships, Prac’cicums, tcaching fellows,
and Greek organizations.

* When a student calls you, be sure to ask which Program
thcg are with & what tl‘lcg need to accomPiish.

566 page 21 for other E_lon resources.

Flanning for Service Experiences

We will work with you to helP determine hcgour organization could benefit bg Partnering with the Kcrnocﬂe
Ccnter{:or Service Lcaming. Tl’xis mutual re]ationslﬂip should benefit your organization and be able to
meet the needs of course-related activities or the volunteer activities of E_lon \/o]unteers! Our staff can
help describe the various programs and discuss your needs to determine which one(s) may work best with
your organization. You can decide to 50!6]3 work with students who volunteer througlﬂ E_lon \/oluntecrs!,
SPcciaI Requests, and/or with Academic 5ervice~Lcarning course requirement& Student contacts will
differfor each service oPPortunitg. For example, a partner who has students working with an event as well as

an academic course wi” have at ]east two contacts 1Crom our ogice‘




Academic Ser\/ice_—Learning (AS-1)

At lon, many classes offer some form of “cxpcricntial education”, a”owing students to put into Practice

what theg are learning in class. One form of experiential education is Academic SCrvice~Learning.

[ lon’s definition of Academic Senvice-| earning:

“SCrvice~Learning is Funclamenta”g an academic endeavor. lt is a creclit~bearing, experien’cial

education approaclﬁ that involves an established community Par’cncrsnip guide& 135 the exPer’cisc of
ProFessors and communityJJased Practitioners, wori(ing together with students to address communitg
needs. The Partnerships between Elon and the community engage students in service Primarily with
non~Pro1Cit organizations, scl’vools, and government agencies. Acaclcmic Service—Learning is a uniciue
form of engaged learning that includes:
d direct contact between students and the communi’cg, requiring student Preparation for
community expcrienccs
d engagement in Projects and activities that are devoted to the Public gooc!
d service activity that is reciProcaHH beneficial to the community and students
d structured reflection that enhances student unclcrstan&ing of connections between course
content and service
d recognition of how cﬁsciplinarg knowleclge contributes to our understancling of the world
[ lon Universitg affirms the importance of engagcd Pcdagogics as a foundation of our curriculum
that advances ourgoa] of cleve]oping global citizens and informed leaders. | oward this end, Service-
Learning courses contribute to a varie’cy of Personal, cognitive, and social outcomes inc]u&ing
enhanced seIF~awarexwess, imProvecl critical thinking, and an increased understanding of social

responsibility, diversitg, and societal structures.”

Tl’lc K ernodle Ccnter for Service~Lcarning coordinates many of the Par’tncrships Fomcacultg tcaching
Service~Learning classes, a]tnouglﬁ Facu]tg with their own community connections are welcome to make

arrangements 1Cor their C]asses themselves.

th 1Cacultq teach Service-] earning courses: f:acu]tg choose to incorPorate a service Prcject into their

syllabus because ‘cney believe it will enhance the students’ unders’cancling of course material. Tl’leg want the
students to have Practical and direct experience with the information theg are ]earning in the classroom. For

this reason, students need to work on Projects that help them fulfill spechcic ]earning objcctives.

Academic Service~Learning students need oPPor’cunities that are educational, meaning]cul and can be
closc!y related to their course work. Tlﬂc most successful expcriences have C{CPtl’) and extend over the length

of ’che semester.




Academic SCr\/ice——-Leaming (AS-D)

|n order to partner with an Academic Scr\/icc~Leaming Class, an agency staff member must attend our

“Freparing for Fartners%ip” session (see page | 2 for more detai]s).

T}'lﬁ EI"OCCSS:

]ndividual Faculty members decide before the start of the semester if ‘cheg want to incorPorate a service
cxpcriencc into their course. bascd on the Proxcessor’s goa]s for the c]ass, agencies decide at the Freparing
for Fartnership session if tl‘xeg have an appropriatc Prcjcc’c for students in that class. Since the number, size,
and objectives of courses vary each semester, there is no guarantee that you will receive a Par’cicular number
of students each semester, but do estimate how many students you would be able to supervisc. Oncc we
establish which agencies are Par’cncring with which classes, students select their agencies based on their
schedules and Prcﬂcerences. (Contact information for the students serving, with your organization, as well as

for the student staff in our ogice, will be mailed to you within the first 3 weeks of the semester.

5clccting your supenvisor for AS-1  students:

T he students’ supervisor will most likclg be your \olunteer (Coordinator, but this rcsponsibilitg should be
administered }35 the most aPProPriate and available person. ]t may be the Director or another staff member,

Per}waPs an active vo]unteer.

| et the Poteﬂtia! suPervisor know:

d Administcring the AS-| Par’mcrship will take time, effort and organization.

d |t means P]aging Phonc tag, using email and clesigning a system to orient and schedule students.

d ]t will be necessary to thorouglﬁ]y know your organization’s needs to determine aPProPria’ce course-
related activities.

d Orientations and/or trainings will need to be conducted each semester.

Keq elements of a Senvice-| earning experience*:

d RcciProcitgz T he service and leaming must be worthwhile and valuable for both the student and the

community.

d Kcﬂcction: lntentional, sgstematic reflection about the exPerience must take Place in order to maximize
the benefit of service ]eaming expcriences. Reﬂection is the critical process to link service and academic

learning objectives.

d ]ntcgration: Service activities need to be c}ircctlg related to the student’s academic lcarning objectivcs in

order to strengthen student’s critical thinking.

d Divcrsitg: Service helps students overcome stereotgpes and Fears, and cleve!op skills as multicultural

Commumty Pal’ticipaﬂts. *Aclaptec{ from Caligomia State Universitg—Montcreg Bag




Academic SCr\/ice_—Leaming (AS-1)

:qucr\/ision

A staff member from your organization will serve as the site suPervisorFor Elon students. Tl’le samP]e call
sheet in the “Documents” section will l’)C!P you get started with your initial contact with your stuclent(s). ]n
addition, the site supcrvisor should prepare a Plan for on-going contact with the student, orientation,
discussion of organization Policies and ProFessional issues, Plans for assignments, Providing a vision for how
the students’ tasks contribute to the organization’s mission, and feedback. Regular communication between

the student and site supervisor is essential.

F valuation Process

Feedback is needed from all partners (agencics, students, and xcacu]tg) to continuouslg improve the program.
You will be asked to ComP]ete an evaluation form from our office at the end of the semester to hclP gat%er
feedback; however, hcgou have any concerns during the semester, Please address them as t}weg arise.
Whenever Possi]alc, address individual student concerns cﬁrect]y with the spcchcic student. |f necessary,

contact the student’s ProFessor and/or the Kemoc”e Cen’cer for extra assistance.

Written [ valuations

Evaluations are confidential and become the property of the Kernoc”e (Center[or Service Learning. On
occasion, quotes are shared without naming the source. Academic Ser\/ice~Leamiﬂg students, facultg and

Partners will be asked to Complete written evaluations. Dl& you have an exccptiona! exPericnce or student

’cl’\rough A5 7 | etus know!

\/alidation Forms
Students are required to kecp track of their service hours. [~ ach AS-| studentis given a Personal time

sheet to use c{uring the semester. At the end of the semester, the Partner agency will be asked to sign the

back of the form to veri{y ComPletion. ]:acu]tg members may call you to confirm your signature.

5uggcstion:
(Consider asking a board member or other staff member

to also complete the organization readiness tool on pages 10-1 i, then compare answers.
P 2! pag P




Academic SCrvicew—Learning Timeline

Samplc Sci‘ieciuic used }33 our staff to prepare for each semester.

SamPlc given is fora spﬁng semester.

Mid~December Contact Protessors forinterest in A5~L

Mid-December (ontact agencies forinterest in classes

MicLJanuarg Freparing for Fartnersiﬁip session; agency sign~ups

| Week before semester \/eriicy agency Partners to Protessors and schedule class visits

First 2-3 weeks of semester Kernoc”e Center visits ciasses, matches students with agency partners
3rd week of semester Student information mailed to agencies

§rci——‘ttt1 week of semester /\gencies should hold orientation / training sessions

4th week of semester Agency and students should contact each other & begin service

6th week of semester Students cannot change their Placements, unless sPecial Permission
On~going Communication between agencies, students, tacuitg & Kernodie Ccnter

Address any concerns, Provide ongoing feedback
ast 2 weeks of semester Written evaluations completed by a encies, studentsJ facult
P Y ag Y

| ast ciag of semester Students’ validation time sheets due with agency signature

Frinciples for Combining Service & Learning

9
d
9
9

Engage students in resPonsible and cha”enging actions for the common good

Frovide structured oPPortunities for students to reflect analytica”y on their service experience
Articulate clear service and !earning goa!s for everyone involved

Frovicle information about the agency’s mission and the Population it serves, as well as related
factors (i.e. economic, Poiiticai, socia], cultural, educationai)

d |nclude training, suPcrvision, monitoring, support, recognition and evaluation to meet service and

lcarning goals




s your Organization rcadg for Serviceu—Leaming?

The assessment tool below has been created to he]P ana]yze Potential Ser\/ice~Learning Partnerships. The
Foints of Light Founclation, aleaderin non~ProFit management, Proclucecl the worksheet for schools and
students. | he ?o”owing is our aclaptation to help you assess a potentia] Partnership.

Tips for comPleting assessment:

d (Get the oPinions of others within your organization who are included in management decisions.

d Consider how many interns, student teachers, or other students you are managing from Elon and other

institutions.
d \/isua]izc what your workspacc will look like and how you will Phgsica”y accommodate students.

d Determine your organization’s needs and think crcative]9 about the vast Possibilitics.

Your organization’s realities and needs can cl‘xange. T hus, this tool is intended as a guiclc for considering things to
have in P|ace or to create when cleveloping a service Par’cnership. Foreach question, mark the level of readiness you

Perceivc. Then look for Pattems.

i. f‘]ow much have you worked with student volunteers?

A lot SOme None

2. How much exPerience does your organization have in Forming Partnerships with other agencies, schools or

businesses?

A lot SOme None

N

. ]s someone eager to be a champion for Ser\/ice~Learning within your organization?

Eager Wi”ing Reluctant

N

- |s she or he available to work with and suPer\/ise students?

Yes No

5. Do you see university students as a valuable resource Foryour organization? Do you believe students will }Dring

fresh ideas and aPProaches that will lﬁelp you better address communitg needs?

\/iewed As Resources Neutral \/iewecl as Froblems

6. How diverse are the volunteer oPPor’cunities available for student volunteers in your organization?

| ots of Diversit9 Some Diversit9 Only i or2 roles

10




|s your Organization readg?

7. T o what extent does your organization use we”~de{:inedjob dcscriPtions forvolunteers?

Alwags Sometimes Never

8. [ow open is your organization to invo|ving students in decision~mal<ing roles once theg have shown their

commitment to your organization’s mission?

\/ery SOmewhat Not At A”

9. }ﬂow reaclilg could students aPPIH what theg would do in your organization to what theg are Iearning in their course

orto real-life situations?

\/ery Somewhat Not At A”

io. f“‘low wi”ing is your organization to Provide time for staff to meet with Kemoc”c Center staff and gacultg and
attend training in Ser\/ice~Learning?

\/ery SOmewhat Not At A”

Pi. r‘low clearis your organization’s mission (with clearly defined target groups and strategies for adclressing speciﬁc

needs)?

\/erg Somewhat Not A’c A”

i2. f“‘low aPProPriate and accessible are 3oumcacilities to the age and skill levels oggoung adults who will be Providing

services?

\/ery SOmewhat Not At A”

i3. r‘low flexible is your organization to design oPPortunities to fit students’ schedules?

\/er9 Somewl‘zat Not At A”

14. [How Prcparecl is your organization to sPencl the Planning time needed to help students translate their service

exPeriences to the course work, and vice versa?

\/erg Somewhat Not At A”

15. |s there an available, dependab]e staff member or volunteer with gooc‘l communication skills who will be wi”ing to
manage students according to the guidelines of the Kernodle Center for 5ervice~Leaming? And support staff

Witl’l whom theﬁ have regular contact to assist students as a scconc]ary contact?

Yes No

16. Does your organization want to enhance its services while working with students who are connecting cxPeriences

with you to academics?

Yes No

11



Freparing for Far’mershi!:): Session & Agreement

Freparing for Fartncrship (FFF) is an oPPortunitg for current and Potential communit\g Partners to learn
more about the K ernodle Centerlcor SCrvice~Learning and Elon \/o]unteers! Freparing for Far’cnership is
spcciﬁcally &csignecl for \/olunteer Coordinators and/or Stuclcnt Managers who will be working with
students from Academic 5ervice~Lcarning courses, but all are welcome! PP is offered before the
beginning of each semester, once in August and again in Januarg. The session is divided into 2 parts: part
I is for new partners; part 2 is for all partners. Acaclemic Scrvicc~Lcaming partners Participatc in the full
Freparing For Far’cncrship session once every 2 years and once a semester for Par’c 2. E_lon \/o]untecrs‘.

Par’mers should also attend every 2 years.

Frc!:)aringf:or Far‘tncrsl’rip (PFP) session includes:
d What is Academic Service~l_earning?
d W}wat should an agency Par‘mer exPect from Academic Service~Learning students?

d What are the requirements of being a community partner?
d Ser\/ice~Learning Perspectives from gacultg and students
d Course selection oPPor‘cunities

AS-1 Fartncrship Agreement

A Partncrship agreement form (]ocatccl on page 2.2) should be comPlctcd cach semester before or at

Freparing for Fartnership and should Provide the most uP~to~datc information about your agency. Jtems

on an agency agreement include:

d Frimary and secondarg contact information-who will the students contact?

d rﬂlours of opcration

d [ow many AS5-| students are you wi”ing to work with? Remember to consider the number of
students you have coming from other volunteer services, interns, etc.

) What kinds of activities and rcsponsibilities will students Par’cicipatc in?

Reminders:
d Bringyour Orientation/Training schedule.
d Bring agency brochures as resources for our office.

d Frepare a Plan for the semester that enables students to have work throug%out the entire semester.

Time Saver
bring to T that forever growing fist of Projcc’cs that you would work on ... i)cyou had time.

Ferlﬁaps you will connect a course rcquirement to meeting your sPccial needs.




Orientation & Training

Group orientations for student volunteers and Ser\/ice~Leaming students are stronglg encouraged, as thcg
allow the students to gain further insiglﬂt into your organization’s mission and free your time from repcating
information at multiP]e meetings. [tis also a time to share logistical information such as contact names and
numbers and what to do in an emergency. You will want to consider how to (Jesign the orientation to meet

both student and organization needs.

Helpwcul hints for a successful orientation:

d Set orientation and training dates ahead of time. Review the K ernodle Center calendarin the
Documents section on pages 3%5-39. Tl‘we soonerwe can noti% students the more m«i]g they are to be
able to attend. Orientations norma]]3 begin on or after the third week of the semester.

d No’chcg students of agency events in advance.

d Trg to agree on a set schedule with the student. Remcmbcr, late afternoons and evcnings are often best
for most students.

d E_mail the students as soon as you have a date and send reminders.
See the checklist on the Fo”owing page for sPechCic toPics to cover in the orientation session.

Want to hold your session on campus? Our staff can he]P reserve a room on campus with 2-3 weeks’ notice

Pcnding room avaiiabi]itg.

Student Ca“ Shcct

Expcct to receive calls from a number of different students from various classes and organizations. We have

created a Stuclent Ca” Sheet (on page 26 in the Documen’cs sec’cion) as a samP]e to he]P your staff and

volunteers determine how to handle each Phone ca“.

Time Saver
Put the Student Ca” 5heet at multiple desks in your office,

so whoever answers the Phonc can ga’chcr basic information .

T his will facilitate the process of connecting students with the rigl'!t

service oPPortunity at your organization.




(hecklist for Orientations

O

Orientations should include (minimum):

Frovic’ing students with Primarg and secondary contact information at the agency
Co”cct student contact information and emergency information

Discussion to understand the objectives of the student’s course requirement and/or volunteer service
Expectations of student’s and agcncg’s schedules

Agency’s mission and how it relates to student's duties

]mtormation about the Population served bg the agency

Ovcrvicw of agency Functions, events, routine, dress code and cxpcctations
Best communication Procedures (cance”ations, weather e’co)

Define Po]icics and corncic{entia]ity guidclines

Comp]ction of any agency forms rcc]uired forvolunteers

T our of Facilitg/ogices

| ocation of sign-in sheet

\Written materials that can be distributed to students will make it easier to clarhcg cxpcctations and be

consistent.

Time Saver

Don't have written information and want to create an Orientation Packet?

Offer this Prcject as an idea for one or two of your students.

Include a Volunteer or Senvice Job descrip’cion to assist future students and youl!




Expcctations

Communitg FartncrAgcncg’s Kcsponsibi]itics:

d Attend Freparing for Far’cncrship Session.

d

&

Know your organization’s needs and determine if an offered course could Complement your activities
bg having student Participation.

[Have a tlworough orientation for students inc]uc}ing your Policies and guidelincs. [tis the agency’s
resPonsibi]itg to explain the dress code and agency Policies to students (see Orientatiom Checklis{:)‘
Be wi”ing to quicug advise students that misbehavior is not tolerated.

Oger rcsPonsible supcr\/ision of students.

Maintain a conscious effort not to Permit students to be alone with a client under any circumstance.
C]arhcg with students what service cxpericnccs are needed to fulfill their class rcquiremcnts before
students begim service.

View the A5~L students as extended staff and not requiring students to so]elg Pencorm duties of
repetition or ”busg work.”

Oger related oPPortunities to l’xclp meet academic requirements.

Offer Positive role modeling for the students.

SOlicit communication with students, Facultg, and the Kemoc”e Cen’ccr student staff as soon as
Potentia] Prob]ems arise.

Seek assistance from the )Caculty member or Kernodle Center if student Problcms are begonc{ your
control.

Recognize student accomplislﬁmeﬂts‘

Share feedback through completion of the end-of-semester evaluation.

Often, the Kernodle Center for Service Leaming will facilitate

gacu]tg and agency Par’cner round table discussions.

We encourage you to talk with other commum’ty Partncrs about
</ =

5ervice—Learning topics and to share Ulelily ideas for round table issues.




]:rec]uentlg Asked Questions

d What do ] do when a student does not kccP their schedule?
f:irst, contact the student. ]F there is no response, contact the ProFessorFor that class. ]Fgou need the

ProFessor’s contact information, the Kernodle (Center can assist you.

d What can ] do to Prevent Problems with Ser\/icc~Lcaming students and volunteers?

Orient students to their task and their environment. Make them aware oFgour “in house” rules Per’caining to
attire, Ianguage and atmosphere. T_‘]elp them to understand the culture and expectations o?your
organization. If Problems arise, address them at the time rather than at the end of the semester. The E]on
umversity honor code (see page 21)isin effect for students while PerForming service.

d  What about liability?

on (_niversity’s general liabili olicy covers “interns perrorming other educational duties at your
Il iversity’s g Hiability policy “interns performing other educational duties at y
discretion.” Academic Service~l_earning students and volunteers assigned 1:)3 our office are covered while

at your organization whether theg are injure& or unintention3”9 cause harm.

d l have more students than ] cxPcctcd...intcms, volunteers and Service—l_eaming students? What do ] do?
F]anning is essential to having a sufficient student resource while maintaining your workload. Since
Academic 5@rvice~Learning students and interns are meeting course requiremen’cs, we suggest you
re-evaluate to see where other volunteers can fit. Can another staff member suPervise? l]C concerne&}

contact our office immediatelg for assistance.

d ls there anyt!ﬂir\g students “shouldn’t” do?
Yesv The Kemodle Ceﬂter requires that students not be left alone with a client without the presence of
organization staff or be asked to transport clients. A]so, tl’vcg should not be asked to incur expenses related

to the service.

d An Academic Service~Leaming student wants to start late in the semester!

(On occasion, a student will have extenuating circumstances and we ask that you consider them. |f a student
has simplg waited too late in the semester to attempt contacting you or beginning their service, and you no
]onger have appropriate service Projects, you are not obligatcd to accommodate them. F!casc noti% the

Propessor of the class about the situation.

16



A&vice for Wori(ing with Students

T his advice was taken from K ernodle (Center community partners in roundtable discussions.

Tl"le process:

Encourage visits Prior to beginning service.

old manc{atorg small group Okrientations.

Concluct lndividual interviews to determine student’s skills and needs.

Offer sPecia]ized training,

Te” your agency’s history and give them your mission statement.

Apply structure to the schedule.

(et them to bcgin work as soon as Possib]c.

Get to know the students and their comfort levels then match interests with tasks.
(set emails and contact information—know the students.

Focus on the imPortance of volunteers within your organization.

v v v Y Y Y Y Y Y Y &

Define volunteer Parametcr&thc do’s and dont’s.

The service cxPcrience:

T AL K with the students about their expericnce. Help them process their reactions & qucstions.
| et them see ’cheg are part of a ]arger mission and organization.

Apprcciate the uniquencss and new Pcrspectivcs a student }Drings.

AHOW and foster creativity.

Be watchful; some People are not comfortable with a Particular task.

Frovic{e a hea!thg environment.

Offera variety of oPPor’cunitie&

Giive “hands-on” exPerience.

| et students attend community meetings.

HC]P them dcvc]op skills.

Share the imPor’cance of communitg citizenship.

Divicle the workload.

Pe spcciFic and Pinpoint assignments.

[f someone isnt cloing a certain task, it might be their way of saging “give me something else”.
Show aPPreciation/rewards t}wrough on-going encouragement.

]nclude students in your video.

(ive students feedback about their PerFormance.
Hold a Stuclent APPreciation Da&

Y v Y Yy Y Y Yy Y Yy Yy ey
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The E_lon VoiunteersI Frogram

Tiﬁe Kernoc”e Centericor SCrvice Learning also houses the E_]on \/olunteersl program. ]_:__]on \/olunteers!

(F VD is coordinated by students, and offers organized oPPor’cunities such as one-time events, service trips,
service programs, ongoing volunteer oPPor’cuni’cies and service Per‘Formed through campus organizations.
E_aci‘i year, E_]on students contribute more than 70,000 hours of service to the community ti‘nrougiﬁ these
programs, and learn a tremendous amount about the needs and issues a]C)CCCtiﬂg their neighbors in the

communitg.

5tucicnt Structurc:

Ti‘iree student ]nterns oversee the activities of 50 student Directors and Coorciinators of Elon

\/oiunteers! Ti‘ie student volunteer staff can be reached ]:)9 contacting our office. Current student staff

names and contact information can be found on page A4,

d F]ease i(eep in mind that each semester there is a likelihood that student Directors and Coordinators
will changc. You can expect an initial contact from the new Director or Coordinator in order to discuss
the program, ways to organizej recruit and orient new student volunteers around the second or third week

oF eaci‘: semester.

d Student volunteers will reig upon your organization to i’lClP them become familiar with the volunteer needs
and issues related to the mission of the service Provideci. Orientations 133 your staff are strong]y
recommended to familiarize students with the reasons their volunteer service is of need and value to the

community. See pages | 3-14 for Orientation information.

Fartner Frograms:

d | here must be student interest and involvement with your agency to become a program.

d Norma“g, a Frogram Requcst should be made six months-1 yearin advance to our Vi [ntern (s)
(Greatest consideration will be given to programs who have a Pre~cxisting reiationship with Elon students,
which can be established ’ci‘irough a Speciai Needs request (see ico”owing Page) or Academic Ser\/ice~
Leaming.

d ]n addition, iiaving a student advocate for your agency will foster the likelihood of Partnersiiip with V!
d Long term Par’cnersi'iip with V! programs are determined bg on-going interest of both the communitg

agency and student staff. Maintaining close contact, si‘iaring information and ideas are ways to ensure a

future Partnersi‘nip exists.
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Special Requests

]Fgour organization is in need of volunteers during the year (outside of any existing FVior Acac’emic
SCr\/ice~Leaming Partnerships alreacly estab]ished), you are welcome to contact our office to advertise this

ﬂCCd.

Your request can be made at any time during the academic year. T his is most appropriate for one-day

events or one-time needs, such as participating in a special event for your organization. | he Special
Needs form is found in the [Documents section and should be sent to our office two weeks in advance.
Although Phone requests are accepted, the most accurate information is submitted in writing or }35 email to

elonvols@elon.edu.

Your request may or may not be filled. lt is advertised on the Elon website to the Elon umversitg
commumitg with your contact information. [Factors that affect your request include the time opﬂear, student
interest, campus activities and availabi]ity of students. Student involvement with these volunteer programs is

based on their Passion about the issue or activi’cg and our structure is flexible to accommodate changing

student interests. For this reason, there is a Possibilitg that your SFEC]AL REQUESTS or
FROGRAM KEQUESTS may not be fulfilled.

Assistancc from the Kcmoc”c Centcr

]Fgour organization has qucs’cions or needs assistance, P]ease contact Tammy Cobb) Outreach
Coordinatorlcor the K ernodle Centemcor Service Learning, for assistance at 278-7250. We can help you
develop systems for training and schedu]ing volunteers, P]arming orientations, and idcnthcy other ways

students can be involved in the mission oggour organizatioxm
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Kesources & Samples

American Association of Highcr I~ ducation
www.aahe.org

i 8 volume series designec{ to Provide resources to Facu!tg wislﬂing to cxp]ore communit3~bascd learning in

and trough the individual academic disciP]ines.

Campus Compact
www.compact.org

]ncluc{es sample sy”abi, information on civic engagement and campus~commum’t3 Par’cnerships.

COOL Campus Outreach Oppor’cunitg Lcague

wwwcoo]lserve.org

COOL’S mission is to educate conege students about how to streﬂg‘chen their communities through service.

Michigan Joumal of Communitg Service{_eaming
http://www.umich.eclu/mjcs]
Tl’lisjouma! seeks papers that Pertain to research, theorg, Pcdagogg and other matters related to academic

serviceJearning n higheneclucation.

National Service~Learning list serve and web site
http://cs?.coloradoiedu/s]/inc]exl.html
]ncludes bibliographies, sample sy”a]:)i, service ]earning discussions and he]PxCu] links.

National Societ3 for Experientia] I~ ducation (NSEE)

www.nsee.org

Includes information on Pub]ications and resources, conferences and sPccial Projects.

National Youth Leadcrship Council (NYLC)
http://www.ny]c.org/inclex.ocm
Organization Iinking young Pcop]e, educators and communities to involve 3outh in Scrvice~Learning.

SPOﬂSOFS an annual COK'HCCFCﬂCC.
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Othcr Resources at Elon

d [uman Services |nterns and Practicum Students 278-64%9
d School of Communications |nterns 278-5724
d Director of (areek | ife 278-7271
d [lonCarecer (enter 278-65%8

Job Co~op, ]ntems, Job Fosting;~—Register with the Elon Job Network
Becomc Part of the E]on Carecr Center’s contacts database and receive information about Carecr

Ceﬂter programs and events. 53 registering, you can post Part~timejobs) in’cernships, Fu]LtimeJo}Ds,
and search for student and alumni resumes at no chargel Students can clcctronica“g view your

Posting and responcl to you.

f:o”ow these steps to register:
P g
(Go to www.elon.edu/careers
C]ic‘( the Oak LeaF, Register Now icon
C]ick the Employer icon on the riglﬁ’c
C]ick Job Fostin s & Kesume SCarCH
fat
(Click Register
g
Key in your company information.

Acccss ]D ]nvent an ]D that you will remember.

[c7 VARV AN T A T AN ) ) N )4

Ohnce you have registered, you will be emailed a Password.

Now you’re reacly to Postjobsl

Note: ]t is advisable to email chbg Wa” at walldebb@elon.edu with a copy of thejob Postcd.

If you Prmcer, 3ourjob lis’cing can be Postec] goryou and the Career (enter will Providc additional
advertisement to students and alumni. (Call 278-6538.

Academic Honor (ode

The Pursuit of knowle&ge in an academic community brings students and Facu]tg togethcr in an association
of shared rigl’ﬂ:s and resPonsibi]ities‘ Centra] to this association is an atmosphere of mutual trust and high
ideals of honesty and integrity. E_lon articulates these ideals in its Academic [Honor Code. l]cgou would like
to read the [Jonor Cocle, it can be found on the E_lon website at
http://www.e]onedu/stuclents/hanc{book/acahoncoc{e‘asp
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Acaclemic Service-Leaming Far‘tnershi!:) Form

KERNODLE CENTER FOR SERVICE LEARNING
Campus Box 2999 Elon, NC 27244
Phone: (336) 278-7250 Fax: (336) 278-7299
Feel free to attach any additional information.

Organization/Agency:

Contact Person: Title:

Secondary Contact: Title:

Best time/way for student contact:

Main phone number: Circle one: work home cell
Secondary phone number: Circle one: work home cell
Email address (if used regularly):

Website Address:

Mailing Address:
Office Location:

Days and hours open for volunteer work:

What is your organization’s mission?

Describe the tasks/projects that student volunteers are needed to work on. If possible, indicate the number of
volunteers needed or any special skills.

We can work with a total of students from Academic Service-Learning.

We can /cannot work with small groups.

We can /cannot allow students in our Board of Director’s meetings.

We will notify the Kernodle Center for Service Learning of all significant changes including staff,
location or availability to work with students.

+ | have read the attached description of the program and agree to fulfill the expectations for our
organization and will provide an orientation.

* & o o

Signed Date:
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Acaclemic SCrvice~Leaming Fartner Update Form

Agency name:

Update effective as of date:

dJ

dJ

8

00 0d

At this time, we DO plan to work with Academic Service-Learning Students from Elon University next
semester.

At this time, we DO NOT plan to work with Academic Service-Learning Students from Elon University next
semester.

At this time, there has been no change in the contact name/staff, phone numbers, email addresses, mailing or
physical addresses, office hours, volunteer requirements, fees or volunteer opportunities since last semester.

The following changes HAVE occurred within our agency:

We have required training for our volunteers. We have scheduled the following training dates:

Training dates have not been determined. Dates will be determined as of

We anticipate needing about the same number of student volunteers as in the past.
We anticipate needing less student volunteers as in the past. ~ How many?
We anticipate needing more student volunteers as in the past. How many?

Comments:

Completed by: Date:
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Academic Scrvice~Leaming Far’mer E_valuation

KERNODLE CENTER FOR SERVICE LEARNING
Campus Box 2999 Elon, NC 27244
Phone: (336) 278-7250 Fax: (336) 278-7299

Name:

Agency:
Address:
Phone:

E-mail:

Please circle your response to the following statements:
(Scale is as follows: 1=strongly disagree, 2=disagree, 3=neutral, 4=agree, & 5=strongly agree)
1. Overall my agency’s experience was positive.
1 2 3 4 5

Comments:

2. The partnership between my agency and Elon’s Academic Service-Learning staff was effective.
1 2 3 4 5

Comments:

3. My agency was able to offer students opportunities to fulfill their class objectives.

1 2 3 4 5
Comments:

4. 1 feel the students understood the mission of the agency.

1 2 3 4 5
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5. What tangible and intangible benefits has your agency gained from Service-Learning students?

6. What suggestions do you have for improving the current Academic Service-Learning process?

7. What suggestions would you make to enhance your partnership with our office?

8. Please list names/details about students you recommend for leadership roles in the Kernodle Center for Service
Learning.

9. What concerns or compliments could you share about specific courses?

10. Do you anticipate working with Academic Service-Learning in the fall and plan to attend (or send a
representative to) Preparing for Partnership? If so, please use the Agency Update Form (on page 23) to provide
any information such as changes in contact person or phone numbers.

Any additional comments/feedback are welcomed and encouraged. Thank you!
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Student Ca” Sheet

Use this as a tool for any volunteer, receptionist, volunteer coordinator or director taking a student call. It will be
helpful when multiple students contact you individually and for classes. Often students will say “I’m an Elon
student and need to do volunteer hours”. Using this outline will help your staff or volunteer receptionists know
how to help each individual student caller.

(3 Name of Student, contact phone number and email

() Is this an Academic Service-Learning requirement?
Class Name and Professor

Describe the requirement and number of hours

() Students working as a group?
() Working individually?
() Participating in a one-time event?

Who is the agency contact person for this group?
(3 Tell the student the best time / way to contact their agency representative.
(3 Find out the best time / way to contact the student.

() Tell the student about upcoming orientations, trainings, or other important meetings.
(O Find out when the student / group is coming to the agency.
) Tell them what they need to bring or know for their first visit.

Other reasons students may be calling to do service hours (besides Academic Service-Learning classes):
(3 Individually, based on their own interest.

(3 Through Elon Volunteers! If your organization has an established program through EV!, give the student the
name of the EV! coordinator for your program.

(O With a campus organization. Which group?

(O To fulfill their Experiential Learning Requirement (ELR) in order to graduate. This student will need to
complete 40 hours of meaningful, educational service to accomplish specific learning objectives.

O To fulfill judicial / restitution hours. This student has been required to do service by the court system or
Elon’s judicial system. The requirement of hours and types of service varies. It is the agency’s choice
whether or not to work with students in this situation.
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E_lon \/olunteers! Special Request

Organization / Agency name:

Program or Event: (circle one)

Name of Program /Event:

Date (s) and Time (s) of need:

Location(s):

Number of Volunteers Wanted**:
**We cannot guarantee that we will be able to fill this need or get the amount of volunteers requested.

Description of need:

Contact information for the program/event:

Name: Phone:

Email:

Feel free to duplicate this form as needed and submit by mail, fax or email to the Kernodle Center for Service
Learning. Please send 2 weeks in advance of volunteer need.

KERNODLE CENTER FOR SERVICE LEARNING
Campus Box 2999 Elon, NC 27244
Phone: (336) 278-7250 Fax: (336) 278-7299

27



Sample Documents

Family Abuse Services of Alamance County, Inc.
Volunteer Application

This agency does not discriminate on the basis of race, color, religion, age, sex, national
origin, political affiliation, sexual identity, or other non-performance factors. Your
responses on this application are confidential.

Name Age  Sex

Address :

Telephone Numbers (home) (work) (other)

Occupation

Are you volunteering to satisfy a school or class requirement? Yes No

School Advisor

Days and Hours available to volunteer: ]
DAYS: Monday Tuesday Wednesday  Thursday Friday
TIMES: "

How did you discover the opportunity to become a volunteer?

Past Relevant Experience:

Purpose in volunteering:

-

What qualities and skills do you have that you feel would contribute to this type of
work?

Why do you think women are battered?

-

What are your feelings toward a woman who elects to remain in a violent
situation? '

Have you ever been convicted or a criminal offense in this or any other state? Yes No
If yes, please state briefly:

Please list two references:
Name Address Relationship Phone #

1.
2.
I certify that the above statements are true and correct to the best of my knowledge and
belief. Iagree to read and follow all rules of Family Abuse Services to the best of my
ability. _

Signature Date

Email address:
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Sample Documents

PLEDGE OF CONFIDENTIALITY
For Volunteers

I, the undersigned Family Abuse Services of Alamance County,
Inc. Volunteer, recognizing the serious and personal nature of
the service, and committing myself to the disciplines requ:red
do hereby agree that:

1. 1 will be familiar with and adhere to the policies and
procedures of Family Abuse Services of Alamance
County, Inc. (F.A.S.).

2. Under no circumstances will | disclose to any individual
not connected with F.A.S. the identity of any client or
information about any client without his or her expressed
permission.

3. Under no circumstances will | disclose to any individual
not connected with F.A.S. the location of the shelter, the
name(s) of anyone in the shelter, nor the telephone
number of the shelter (calls are to be directed to the
crisis line: 226-5985 or to the office: 226-5982).

4. 1 will share upon request any information about a client
with persons in F.A.S. who have a consulting and
supervisory functlon over my work.

5. In the event of my withdrawal or resignation | will

continue to hold in strictest confidence all mformat!on
related to the work of this service.

NAME: DATE:
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Sample Documents

INVOLVEMENT IN SALSA
BY ELON STUDENTS VIA
ACADEMIC SERVICE LEARNING

General Philosophy
SALSA encourages and seeks out Elon students to participate in SALSA activities.

SALSA may also assist a student in identifying a site/organization that will allow them to
work with the Latino community that does not participate in SALSA activities. Students
do not need Spanish language skills to participate in SALSA activities; however, those
students with Spanish Language skills may be offered to participate in different types of
activities.

In the Following we will attempt to describe some of the possible activities that students

30

may be involved with if they choose to do Academic Service Learning with SALSA.
These activities are broken down according to the number of hours the student must
complete for their academic requirements. All students must contact Dr. Bailey to
participation in any activities. SALSA staff will attempt to arrange these activities as
quickly as possible; however, students must appreciate that organization can take up to 2
weeks before participation. Students are expected to provide their own transportation to
sites unless a special arrangement is made with SALSA staff (assistance is available is
some cases). Students should also make Dr. Bailey aware of all class assignments
dependent on participation during the initial contact.

Number of Hours
to Be Completed

Types of Activities Available

Availability of Activity (Time
of day, Place, Skills Needed)

Less than 10 Hours
in a Semester (Up
to 5 Students per
semester)

Data Entry By Appointment with S. Bailey
Clerical Work at ARMC’s By Appointment with C.
Lifestyle Center Kussman

Tutoring Wednesday Evenings (6-7 pm)

at Blessed Sacrament School
supervised by H. Baez

Between 10 and 30
Hours in a
Semester (Up to 5
Students per
semester)

Assist with English as Second
Language Classes

Arranged by S. Bailey, all sites
are off campus, classes occur
from 7am to 8pm M-F

Support Recreational/Physical
Activity Programs

Occur regularly at Blessed
Sacrament Church (M,W,F
10:30 am to 12:00 noon, W
5:30 to 7 pm) and at Elmira
Community Center (M,F 6 to
7:30 pm).

Some special activities occur
irregularly on Weekends




Involvement in SALSA by Elon Students via Academic Service-Learning (continued)

Reading to Children at Charles | Arranged by S. Bailey, requires
Drew Medical Center short orientation (set-up time 1-
2 weeks)
Assist with Health Education | Dependent on present Class
Classes Schedule, student should have
Spanish Language skills or have
advanced knowledge in Health
Related Issues
Special Projects By Arrangement with S. Bailey
Greater than 30 Special Projects By Arrangement with S. Bailey
Hours per semester | Special Assistant in Occur regularly at Blessed
Recreation/Physical Activity | Sacrament Church (M,W,F
Programs 10:30 am to 12:00 noon, W

5:30 to 7 pm) and at Elmira
Community Center (M,F 6 to
7:30 pm).

Some special activities occur
irregularly on Weekends

At this level student should
have Spanish Language skills or
have advanced knowledge in -
Health Related Issues

Delivery of Health Education

Dependent on present Class
Schedule, student must have
Spanish Language skills or have
advanced knowledge in Health
Related Issues.

Requires brief training period

Contact Information

Stephen P. Bailey, PT, Ph.D.

Assistant Professor

Department of Physical Therapy Education
(336)278-6346

baileys@elon.edu
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Sample Documents

CrossRoads: Sexual Assault Response & Resource Center
Working with Volunteers & Service Learning Students

¢ CrossRoads has two main programs in which students may work.
These programs require satisfactory completion of a 20-hour
training course held over 2 evenings and 2 Saturdays, the course
covers both of the following programs:

o Crisis Intervention (direct services) — Respond to calls over our
24-Hour crisis line, may involve going to local law enforcement
agencies or to ARMC if a new case comes in. Staff supervisor,
Deana Joy

o Community Education (prevention) — Raise awareness in the
community about sexual violence, by teaching people what the
various sexual crimes are and how to access services. This
involves working in the schools. Staff supervisor, April Durr

* If a student can not complete training for whatever the case may
be, but does want to work with the agency the following is an idea
of some things they can expect to do: Staff supervisor, April Durr

o Observe & assist with community education events

Interview staff members

Attend any agency meeting

Help with a fundraising event

Raise public awareness about the agency (radio, tv, press)

Recruit new volunteers to be trained

Office work and special projects

Assist staff members in their daily duties

Help with agency newsletter

Observe Court or a CAC interview

Other projects can be approved by supervisor if student has a

specific interest

O0OO0O0OO0DO0DO0CO0OO0OO0

¢ Anyone working with the agency must meet prior to beginning any
fieldwork with a volunteer supervisor and complete an application and
interview, if satisfactory then confidentiality'and code of ethics
agreements are signed and student can begin working.

o Aschedule is made for the length of the internship, student is assigned
to one or both of the volunteer supervisors, and the student drafts
goals and objectives for their fieldwork.
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» Creative ideas for projects:

o]

o)

Have students design a flyer to advertise agency services that
can be put up around campus

Have students design a recruitment message to attract other
students to volunteer at agency

Have students create public service announcements for local
radio stations

Have students write news articles about agency issue including
statistics that can be sent in to local papers and magazines
Have students come up with an idea for a small fundraiser that
can be done on their campus and allow them to execute it
Have students brainstorm a list of possible activities agency can
do for sexual assault awareness month or child abuse awareness
month '

Have students develop a survey that can be given out to their
classmates and friends on their campus to learn what students
views are about sexual violence as well as their knowledge of
the facts

Have students research for local and state wide statistics on
sexual violence and compile findings on a display board

Have students search the internet for other agency websites in
the state and have them linked to our website

Have students film a short video of the agency

Have students film a short video of viewpoints on campus
Have students develop an activities that can be done at
volunteer meetings, trainings, and community education in the
schools

Have current interns help to recruit new interns for the
following term in the areas that the agency needs, example film
students, writing students, etc..
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