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Dear Service Learning Community Partner, 

 

Thank you for agreeing to be a community partner with UC Clermont College!  This relationship 

will be mutually beneficial for you and for the college students who provide service to you. 

 

The American Association of Community Colleges defines service learning as follows: 

“Service learning combines community service with classroom instruction, focusing on critical, 

reflective thinking as well as personal and civic responsibility. Service learning programs 

involve students in activities that address local needs while developing their academic skills and 

commitment to their community.” 

 

Service learning: 
 Focuses equally on education and service 

 Is reciprocal because it benefits both the student and the service recipient 

 Helps build partnerships between colleges and community based organizations and schools 

 Meets identified community needs 

 Promotes learning through active participation 

 Provides structured time for reflection 

 Enables students to use skills and knowledge in real-life situations 

 Involves the community as teachers 

 Fosters understanding of diversity and caring for others 

 Builds leadership and cooperation skills 

 Addresses complex problems in complex settings 

 Promotes critical thinking and problem solving in specific contexts 

 Promotes deeper learning 

 Provides opportunities for students to learn about challenges in their own communities 
 

 

If you have any questions about service learning at UC Clermont, please feel free to contact us. 
 

 

Sincerely, 

 

 

 

 

 

Barbara Wallace   Zach Bartush 

Director, College Success Program Americorps VISTA 

513-732-5279    Service Learning and Civic Engagement Coordinator 

barbara.wallace@uc.edu  513-558-7441 

     zach.bartush@uc.edu 
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WHAT IS SERVICE LEARNING? 

 

Service learning is a reflective educational experience in which students earn academic credit by 

participating in meaningful service activities. Service learning experiences are designed to foster 

deeper understanding of course content and an enhanced sense of civic responsibility. 

 

Service learning is... 

 

 Different from volunteer efforts or community service. When students do community service they 

help to meet community needs through volunteering. In service learning, students go beyond this 

by using the service experience as a foundation to examine themselves, their society, and their 

futures. 

 

 Based on a reciprocal relationship in which the service reinforces and strengthens the learning 

and the learning reinforces and strengthens the service. 

 

 Integrated into the academic curriculum such that students have structured opportunities to reflect 

critically on their experiences. This reflection takes place through a combination of writing, 

reading, speaking, listening, and group discussions. 

 

 An opportunity for students to use newly acquired skills and knowledge in real-life situations in 

their own communities. 

 

 When students earn academic credit for demonstrating that they have learned through service 

rather than simply putting in the hours. 

 

Service learning fosters a sense of caring for others and a commitment to civic responsibility. 
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TERMS OF EXPERIENTIAL EDUCATION 

 

Volunteerism: Volunteerism is the engagement of the students in activities where the primary 

emphasis is on the service being provided and the primary intended beneficiary is clearly the 

service recipient. 

 

Community service: Community service is the engagement of students in activities that 

primarily focus on the service being provided as well as the benefits their service activities have 

on the recipients. The students receive some benefit by learning more about how their service 

makes a difference in the lives of the service recipients. 

 

Service learning: Service learning programs are distinguished from other approaches to 

experiential education by their intention to equally benefit the provider and the recipient of the 

service as well as to ensure equal focus on both the service being provided and the learning that 

is occurring. 

 

Field education: In field education, students perform the service as a part of a program that is 

designed primarily to enhance students' understanding of a field of study while also providing 

substantial emphasis on the service being provided. 

 

Internships and Practicums: Internships and practicums engage students in service activities 

primarily for the purpose of providing students with hands-on experiences that enhance their 

learning or understanding of issues related to a particular area of study. 

 

 

SERVICE LEARNING: ESSENTIAL ELEMENTS 

 

Reciprocity: The service and learning must be worthwhile and valuable for both the student and 

the community. There must be reciprocity between the server and those served. 

 

Reflection: Intentional, systematic reflection about the experience must take place in order to 

accomplish critical thinking in community service experiences. Reflection of the volunteer 

experience encourages introspection of other aspects of the student's life. Deriving meaning, 

occurring before, during and after the service. 

 

Development: Service learning occurs in different stages and moves from serving, to enabling, 

to empowering; from observation, to experience, to leadership. 

 

Meaningful service: Service tasks need to be worthwhile and challenging in order to strengthen 

students' critical thinking. Tasks must be related to students’ course work. 
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Diversity: A priority is placed on involving a broad cross-section of students working in diverse 

settings and with a diverse population within the community. 

 

Sustainability: For service learning projects to truly make a difference, long-term benefits to the 

community, students and faculty should be considered with every community engaged course. 

 

Asset Building Model of Service Learning: In its early years, service learning sought to aid 

community partners and community members by ascertaining their needs and working to fulfill 

those needs. This needs-based model of service provides temporary solutions to problems that 

are potentially societal in their scope. An asset building approach to service learning seeks to 

find ways to assess and then increase the assets of community organizations and  their 

constituents with the goal of seeking long-term and even permanent solutions. 

 

 

 

 

PRINCIPLES OF GOOD PRACTICE IN COMBINING SERVICE AND LEARNING 

 
 An effective program engages people in responsible and challenging actions for the common 

good. 

 

 An effective program provides structured opportunities for people to reflect critically on their 

service experience. 

 

 An effective program articulates clear service and learning goals for everyone involved. From the 

outset of the project, participants and service recipients alike must have a clear sense of what is to 

be accomplished and what is to be learned. 

 

 An effective program allows for those with needs to define those needs. 

 

 An effective program clarifies the responsibilities of each person and organization involved. 

 

 An effective program matches service providers and service needs through a process that 

recognizes changing circumstances. 

 

 An effective program expects genuine, active, and sustained organizational commitment. 

 

 An effective program includes training, supervision, monitoring, support, recognition, and 

evaluation to meet service and learning goals. 

 

 An effective program insures that the time commitment for service and learning is flexible, 

appropriate, and in the best interests of all involved. 

 

 An effective program is committed to program participation by and with diverse populations. 
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BENEFITS OF SERVICE LEARNING 
 

 

 

 

 

Benefits to the Community 
 Increases opportunities for collaboration and the creation of possible solutions. 

 Enhances meaningful services to the community. 

 Increases awareness of community needs. 

 Creates opportunities for community partners to participate in student learning. 

 Builds community awareness of college programs and services 

 Increases interest in life-long volunteering 

 

 

Benefits to Students 
 Learn from the agency personnel, clientele, experience, and the instructor. 

 Explore majors and careers, gain valuable job experience, and strengthen the resume. 

 Enhance critical thinking skills and moral/ethical development. 

 Provide practical application of academic pursuits. 

 Increase understanding of multicultural values and traditions. 

 

 

Benefits to Faculty 
 Form new ways of encouraging students' academic progress and comprehension. 

 Build avenues for greater understanding through intentional critical reflection. 

 Improve the motivational base for instruction and learning. 

 Generate support and positive publicity in the community. 

 Establish relationships with people in the community. 
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THE MECHANICS OF SERVICE  LEARNING 

 

Typically, faculty members incorporate a service learning component within their class 

curriculum, either as an option or as a requirement.  Service learning offers a continuum of 

possibilities ranging from a one-time service experience (i.e., a half-day city cleanup), to 

working with the same agency for 2 hours per week over the course of a quarter (i.e., tutoring at-

risk youth one afternoon for a 9-10 week period).  The range of appropriate placements is 

circumscribed by the specific content of the particular course.  Helping the local Boys and Girls 

Club increase the number of children served would be very appropriate placement for a 

marketing class, while tutoring at risk youth would not. 

 

The faculty member works  with the college to carefully choose a limited number of agencies 

whose needs are related to his or her teaching objectives.  The faculty member also sets a 

minimum number of hours to be completed and develops a reflective component that may 

include assignments such as journals, reading, class discussions, writing assignments, and class 

presentations about the service learning experience. 

 

At the beginning of each quarter, the faculty member introduces the service learning component 

to the class.  Students are given information about placement options and choose one of these 

“approved” placements based on their interests, schedule, and location.  The student then calls 

the agency to set up an interview. 

 

Adusting to the academic calendar: 

Because service is integrated into the class structure, students must be able to complete their 

placements within the academic term. It takes a couple of weeks to get students assigned, 

oriented and started.  Agencies are asked to adjust by scheduling orientations and trainings at the 

beginning of the quarter and by developing placements that can be completed in that time frame.  

Below is an overview of the UC Clermont academic calendar indicating approximations of when 

classes begin and end. 

 

 

Autumn Quarter:  3
rd

 week of September – 1
st
 week in December 

Winter Quarter:  1
st
 week of January – 2

nd
 week in March 

Spring Quarter:  3
rd

 week of March – 1
st
 week in June 
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PRACTICAL TIPS FOR COMMUNITY PARTNER SUCCESS 

 

 

 

1. Remember, service learners are students first and foremost.  Supervisors must always 

keep in mind that not only do service learning students want to help meet important 

community needs, but they are also using the experience as the basis for understanding their 

college course.  Students receive academic credit for learning through their service efforts.  

Please help students think about what the experience means to them, the organizational 

context, and overall societal issues and impacts. 

2. Plan ahead.  Clear, well thought-out service learning placement descriptions outlining tasks, 

responsibilities, and skills needed must be prepared and given Zach Bartush(558-7441) and 

the student.  Often a fresh needs assessment with key staff will allow you to more effectively 

and creatively use service learners within the framework of your agency/school.  Are there 

tasks that you and your staff are now doing that could be divided up and given to one or 

several students?  Is there a project that you’ve always wanted to do but never had the time to 

organize?  Positions that carry some degree of responsibility and involve client contact are 

ideal.   

3. Orient, train, supervise.  Students require carefully structured orientation to your 

agency/school, staff, and clients.  This should answer such questions as “Where do I fit in?  

How do I get things done?  What do I need to be aware of?  What is expected of me?  How 

do I get information/support if my supervisor is not available?  What do I have to learn?”  

Please introduce them to other staff, give them a tour of the facility, and make sure they feel 

comfortable and welcome.  Students should also be familiarized with your mission and key 

community and societal issues facing your agency/school (i.e., “the bigger picture” – why 

you do what you do and how the student can contribute to this end).  Please see the 

Orientation Checklist on Page 11. 

4. Be aware that some students may not match your needs.  Be selective.  Although UC 

Clermont will refer student service learning candidates to your agency/school, the final 

selection will be made by you.  If a student’s qualifications and/or motivations are not in 

harmony with your needs, it is your right and obligation to not accept this student.   

5. Be realistic with your time commitment expectations of students.  Think academic term.  

Remember that you will have to be aware of the academic schedule and adapt accordingly.  

(Offer training sessions early in the term and expect students only for a term.) 

6. Be an involved teacher and mentor for our students.  Throughout the assignment, the 

supervisor should help the student interpret the experience and the relationship between what 

he/she is doing and the work of the agency/school and others.  The student-supervisor 

relationship is one of the most significant parts of the student’s experience and often 

determines the success of the placement.  The supervisor is truly a partner in the student’s 

education and should view him or herself as an “educator.” 
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7. Say thanks.  Like everyone, students want to be welcomed and appreciated.  This may take 

many forms, either a letter of recognition, a thank you note, or a simple acknowledgment of a 

job well done.  Students also need to see how their work is important to your agency/school’s 

mission.  Ask the students how they’re doing and what can be improved upon. 

 

8. Talk to us.  Please keep Barbara Wallace (732-5279) or Zach Bartush (558-7441) informed 

of any concerns, problems, successes, or other pertinent issues related to the placement 

and/or student.  We are here to facilitate the entire process and ensure that all parties are 

satisfied. 

 

TURNING SERVICE INTO LEARNING: 

HELPING STUDENTS GET THE MOST OUT OF THEIR SERVICE EXPERIENCE 

 

How can I really help students learn at my agency/school? 

 

There are countless benefits that can result for students, community, and community partners 

when service learning is successful. To name just a few, students learn the value of service and 

their ability to make a difference, classroom learning is enhanced, they become lifelong 

volunteers, and they are better prepared to lead lives of engaged, democratic citizenship. 

Agencies and schools gain invaluable people-power, fresh ideas and energy, and client needs are 

met. Our communities gain a more involved, engaged citizenry who are more informed and more 

likely to work collaboratively to solve community problems. 

 

However, we also know that community service in and of itself won't necessarily result in 

student learning or the benefits that we mentioned above. In fact, without conscious attention to 

the issues addressed and the learning strategies employed when engaging in service learning, 

students merely engaging in service may come away as civically disengaged as they were when 

they started participating in service learning. As John Dewey (1938) understood it, the 

"discipline of experience" by itself may even be "miseducative," and therefore must always be 

subjected "to the tests of intelligent development and directions." 

 

 

Reflection - the key to helping students gain the most from their service learning 

experience. 

 

In order for your agency/school to most effectively foster student learning, reflection activities 

should be included in the service experience. Reflection means the process of thinking about 

what we do and processing it to draw meaning from our experiences. Reflection is an intentional 

endeavor to discover specific connections between something we do and the consequences that 

result. Reflection translates experiences into knowledge. 
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In your role as a community partner supervisor, it is essential that you help students reflect on 

their experiences - in short, help them think critically about what they are doing, why it is 

important, and what it means. The following are a few examples of how you can help students 

reflect: 

 
 

REFLECTION ACTIVITIES  FOR  COMMUNITY  PARTNER  SUPERVISORS 

 

 

1. Thorough orientation – The orientation should be comprehensive, informing the student 

about your agency’s/school’s mission, goals and the work you do in the community.  Talk to 

them about why they have chosen your site and what interests them about it, etc. 

2. Processing meetings – Ask students open-ended questions about their experiences (e.g., What 

are you learning? What has surprised you? What can we do to solve this societal problem?) 

3. Critical thinking questions – Ask students questions that challenge them to explore and think 

critically about your agency/school and the societal issues it addresses. Ask them to find 

answers to these questions during the course of their service and process what they discover 

with them periodically.  (Why can’t children read?  Why does homelessness exist?)  Discuss 

the advantages and disadvantages of a career in this field. 

 
 
 

RISK MANAGEMENT 

 

Various types of safety issues may arise at different steps in the service learning process.  These 

are examples of some of the potential issues all participants should be aware of.  
  

Screening Participants And Supervision     
 Develop an appropriate ratio between supervisors and student participants  

 Screen the person who will be supervising student activity to ensure that the individual is both willing 

and able to provide good supervision  

 Create and enforce supervisory policies and procedures  

 Screen the student participants to ensure that they are academically, mentally, and physically qualified 

for the experience  

 Inform students of any invasive screening tools that might be used (drug tests, check of driving record, 

background checks.)  

 Advise students of the risks of the off-campus environment and the anticipated activity  

 Provide appropriate safety training and address special needs that must be accommodated to perform 

the activity safely  

 Ensure respect for the student’s privacy, dignity, and civil rights  

 Develop policies and procedures for reporting allegations of discrimination or harassment and advise 

the student about them.     
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 Develop policies and procedures that will enhance safety (such as use of protective equipment, time 

limits, prohibited activity in certain types of weather or under certain conditions, safety reminders 

posted near power equipment or in hazardous areas)  

 Restrict a student’s access to confidential and proprietary information at the off-site location and to 

materials with great value (narcotics, cash, or negotiable instruments)  
 

Premises Safety     
 Maintain heating, cooling, and ventilation that is appropriate for the environment and anticipated 

activity     

 Ensure a safe means of ingress and egress and communicate an evacuation policy to the student  

 Perform periodic inspection to ensure that the paths of ingress and egress are clear and safe  

 Initiate/ enforce appropriate crime prevention policies (such as good lighting and locks, escorts to 

parking lots)  

 Perform inspections to ensure that the facility and its equipment are safe and ergonomically appropriate     
 

Transportation 

 Establish clear guidelines as to who is responsible for transportation to the from the agency site; 

students typically must arrange their own transportation without facilitation by faculty 

 If transportation is needed on-site, safe transportation must be ensured, including checking the safety of 

the vehicle and the driving record and ability of the driver. 

 Students must never transport people. 

 
 

 

Emergency Preparedness And Response     
 Establish a contingency plan if the off-site location is unavailable for use for the anticipated activity  

 Create a procedure to respond to a medical or other emergency     

 Handle communications with campus constituencies (such as concerned faculty, staff, students, alumni) 

if a problem arises  

 Handle media or governmental agencies inquiries if a problem occurs     
 

Legal Compliance     
 Obtain any licenses or permits for the activity or its anticipated location  

 Comply with laws governing the off-campus activity (such as building, or health or life safety codes)  

 Comply with mandated reporting laws applicable to the off-campus activity (such as suspected child or 

elder abuse, release of hazardous substance into the environment, or workplace injury)



 

 

ORIENTATION CHECKLIST 

 

Orientation provided before first day of service: 

 

 Details related to serving at the site 

 Mission of the community partner 

 List of  programs and services  

 Specific policies and procedures related to the service placement 

 Review of any proof of eligibility that is needed, including the cost and other details (e.g., 

fingerprinting, background check) 

 Expectations 

 Job description detailing the scope of the service to be performed 

 Contact information of the site supervisor 

 Who the student should call if late or unable to make scheduled service  

 Appropriate attire 

 Learning outcomes including qualities or skills to be developed 

 Confidentiality rules including if photos and/or video are allowed 

 Risk management 

 What students should do if harassment occurs 

 Service schedule: beginning and end dates, days, times 

 Place where students check in 

 How students’ service hours are recorded 

 Location of sites including directions and parking information, public transit information 

 Evaluation 

 

 

On-site orientation—must occur on or before first day of service: 

 

 Site specific information 

 Tour including location of restrooms and break room 

 Check-in information 

 Location of logbook 

 Review of safety rules 

 Location of emergency exits 

 Review of emergency procedures 

 Introduction of students to other staff 

 Emergency contact information 

 Accident procedures at the site 
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UC CLERMONT 

 

AGENCY INFORMATION FORM 

 

 

 

Agency:               

 

Volunteer Coordinator’s Name:            

 

Phone:           Fax:         

 

E-mail:           Website:         

 

Address: 

             

              

 

 

Please describe in detail the clientele served as well as the services offered by your agency: 

             

             

             

             

             

             

              

 

 

Please list and describe the projects or tasks that can best be accomplished by college students: 

             

             

             

             

             

            ______ 
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LETTER OF UNDERSTANDING 

 

FOR PLACEMENT OF UC CLERMONT SERVICE LEARNING STUDENTS 

 

Dear Agency Supervisor: 

 

We would like to thank you for entering into a partnership with us to provide richer educational opportunities for our 

students. By accepting and supervising our service learners, you are helping these students join classroom theory with 

real-life experience. Ultimately you are also contributing to education's mission of promoting civic responsibility. 

 

As an agency supervising UC Clermont students involved in a service learning project, you agree to provide 

Barbara Wallace (732-5279 or barbara.wallace@uc.edu) with the following: 

 Current proof of not-for-profit status 

 Current proof of liability insurance to cover students serving at your agency 

 Copy of state license if you are a child care or elderly care provider 

 

You agree that while fulfilling service learning hours, students will not: 

 Be left unsupervised with minors 

 Transport any persons 

 Meet in private residences without an agency representative present 

 

You agree to ensure that our service learning students are provided with: 

 Orientation prior to beginning their service learning hours 

 Training and supervision with regard to agency policies and prcedures including health and safety 

information 

 A clear description of the skills and assigned service learning work including expectations, responsibilites, 

and requirements 

 A safe and appropriate working environment 

 

UC Clermont will ensure that your agency is provided with the following: 

 Consultation for identifying appropriate tasks for students. 

 Orientation for agency supervisors and representatives regarding student needs and capabilities. 

 Ongoing follow up and support regarding student development issues. 

 Evaluation 

 

If you wish to become a partner in education with UC Clermont and agree to the listed provisions, please complete 

the agency information below and return it to  Barbara Wallace, UC Clermont College, 4200 Clermont College 

Drive, Batavia, OH 45103. (513-732-5279)  Signing gives permission for agency listings in published UC 

Clermont service learning information. 

 

Name of Agency:   

Address:   

  

Contact Person:   Phone:   

Signature:   Date:    
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Service Learning Plan and Contract 

UC Clermont College 

 

 

Student’s last name:       First name:       

Phone number:       Cell phone number:       

E-mail address:             

Best time to be contacted:            

Local address:  Street:            

   City:       State:   Zip:      

 

Professor’s Name:             

Course title and number:         Quarter/year:    

Professor’s signature: ______________________________________ 

Agency/school name:            

Agency address:             

 

Supervisor’s name at placement site:          

Phone number:       Cell phone number:       

Best time to contact:             

E-mail address:             

Supervisor’s signature _____________________________________ 

Supervisor’s alternate to be contacted:          

Phone number:             

E-mail:              

 

Service start date:        Service end date:      

Days/hours of service:       Hours per week:      

 

Description of Service:           

             

             

              

 

Learning Objectives:  How will you connect the course’s subject content with the service goals? 

             

             

              

 

Evaluation:  (what evidence will you provide your professor to document achievement of these 

objectives (e.g., report, annotated bibliography of research, summary of research, reflective journals, oral 

histories, etc.)?             
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Student Tracking Sheet 

 

 

Name:   Course:      

Phone:   

Term:  __________ Professor:      

In case of emergency, contact:         

Community Organization:         

Supervisor Name:      Phone:      Email:      

 

Date Time In Time Out Hours Activities 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 Total Hours:   

 

My signature affirms the documented total hours and the successful completion of service. 

Comments may be recorded on back. Additional evaluation or letters are invited. 

 

Student:         Supervisor:       


