Anne Arundel Community College

SERVICE-LEARNING
Community Partner Handbook

“Meaningful service is not about
doing good to someone; it is
about the dignity and growth of

the giver and the receiver.”
Harry C. Silcox

Anne Arundel Community College

Center for Learning through Service
A part of the Sarbanes Center for Public and Community Service

Careers Center CRSC 314
101 College Parkway
Arnold, MD 21012-1895

Phone: 410-777-2366
Fax: 410-777-4057
servicelearning@aacc.edu



mailto:smweiner@aacc.edu

Table of Contents

WVEBICOIME LLETLEY ...t bbbt r e nes 1
Service-Learning Mission, Definition & Benefits ... 2
Expectations of ComMMUNILY PartNerS........cccoi it 3
Letter of UNAerstanding .........ccooioiieiiiie ettt sne e naenne e 4
STUTBNT PrOCEAUIES ..ottt bbbt bbbttt b e an s 5
Contract & Liability WaIVEN ...........oooiiiiiiie et 6-7
HOUKS LOg & EVAIUALION .....ccoeiiiiiiiciecc ettt s sas e ra e te e nre s 8

List of Courses Involved in Service-LearNing.........ccccceiveieiieieeie e 9-10



The Center for Learning through Service

Welcome to servicdearning! This handbook provides you with information about th€enter
for Learning through Servicand some basic guidelines for working with servitgarning
student volunteers.

Servicelearning is an effective teaching strategy widely utilized in higher education to
enhance and strengthen classroom learning, while at the same time meeting community
needs. At Anne Arundel Community Gollege (AACCver90 faculty members ir0 courses in
35disciplines participate in servicéearning.

The AACC program has developed partnerships with dv20 community agencies

throughout Anne Arundel County that care and are committed to supporting the educational
endeavors of our studentsWe are grateful for the support of our community partners as we
continue to seek new ways to meet student and community needs.

TheCenter for Learning through Servicg here to serve you, the students and the faculty to
ensure a successful servidearning experience that benefits everyone?lease contact our
office if there is anything we can do to help provide you and our students the best sefvice
learning experiere possible.



Center for Learning through Service
at Anne Arundel Community College

Mission

To enhance student educational experiences through the integration of academic study with
active service to the community, while encouraging cisiwolvement, community awareness
and responsible leadership.

Definition
Servicelearning combines academic studies with community volunteer service, enhancing
student learning through a handen service experience that meets a community need.

Benetfits for Agencies
Shortterm volunteers to meet community needs

Potential longterm volunteers
Potential recruits for agency employment
Expanded traineevolunteer network to promote agency services within the community

X X X X

Diversity of Community Needs that can connect to classroom
learning

Aging

Education

Environment

Health/ Mental Health

HIV/AIDS

Housing/Homelessness

Hunger

Physically and developmentallgisabled
Substance abuse

22YSyQa LaadzsSa

Youth

X X X X X X X X X X X

Benefits for Students
Link academic theory to real worldxperience

Learn new skills

Connect with the community
Explore careers

Learn about diversity

X X X X X



Expectations of Community Partners

x ldentify service needs and clearly define meaningful associated tdsks
student volunteers

x Verify that the tasksassigned can be accomplished within the time limits
of the agreement

x Interview and screen student applicants to verify suitable matches
between the needs of the agency and the educational objectives of the
student

x Help the student connect their serviekearningexperience with academic
and personal objectives

x Discuss with the studenthe Placement Confirmation (a part of the
ServicelLearning Contragtseepage 6

x Orient the student to the job, facility, staff and clients
x Provide supervision for thetudent volunteer

x Complete the Hours Log and the Evaluation of Student Performance Form
Seepage 8

x Discuss with the student and/or contact th€enter for Learning through
Service 410777-2366, if any problems or concerns arise regarding the
placement



This is our partnership agreementThe Center for Learning through Service must have a copy on file
before students can serve with your agency.

Anne Arundel Community College
Center for Learning through Servi€gRSC 312
101 College Parkway, ArnoMaryland 210121895
Phone: 410777-2366 Fax: 416777-4057

Letter of Understanding
Dear Agency Supervisor:

On behalf of Anne Arundel Community Colleg€gnter for Learning through Servicere would like to thank

you for entering into a partnership wittus to provide richer educational opportunities for our students. By
accepting and supervising our service learners, you are helping these students connect classroom theory with
real life experience. Ultimately, you are also contributing to our missiongrbmoting civic responsibility and
improving the quality of life in our community.

As an agency supervising Anne Arundel Community College students involved in a skEvaioing
project, you will ensure that these students are provided with the following

V A service task that is worthwhile and challenging, in order to strengthen studeitical thinking
V  Orientation and supervision

V A single point of contact to work with the student(s) during their service

V A safe and appropriate working environment

V AnS@I fdz GA2Yy 2s@rviceKS addzRSyiaqQ

The Servicd.earning Office will ensure that your agency is provided with the following:
Vv Assistance in developing a clear description of the assigned sefieiaming project to include
identification of appropriatetasks and learning objectives.

v Orientation for agency supervisors to include the goals of service learning and our expectations of
participating agencies.

v Ongoing support and monitoring of student activities to ensure that the serviearning
experienceis beneficial for everyone. The service site may terminate student service at any time,
for good cause.

Your signature below demonstrates your understanding and agreement with the above listed
provisions. We welcome you as a partner in education with Z&nArundel Community College.

Name of Agency: Contact Person/Phone #:
Address:

Signature: Date:

Servicelearning Office: Date:

AACC is an equal opportunity, affirmative action, Title IX, ADA Title 504 compliant institution. Call Disability S@gpeites, 41077-2306 or Maryland Relay
711, 72 hours in advance to request most accommodations. Requests for sign language interpreters, alternative formassietiks tachnology require &y

otice. For

information

laimts candethidd discriminatign brihaassment, eontact KarembpCook, Esq., federal compliance manager,
at 410777-7370 or Maryland Relay 711.




Student Procedures

Below are the stegby-step instructions for students choosing to partgate in a service
learningassignment. Th&enter for Learning through Serviig available to help and guide
studentsthrough the process to enable everyone to have the most successful experience.

IMPORTANT:Steps 13 must be completed by the end of the fifth week of the term.

Step 1

Select a Service SitaUsing the guidelines provided by the instructor, review the list

2T O2YYdzyAdGe [3ASyoe LINIYSNAR yR asStSOod F Lk
requirements and looks interesting. In theelection process, remember to take into account

the location and times of operation to make sure that the agency will fit into your schedule.

You must select an agency from the approved Anne Arundel Community College list.

Step 2

Contact the Agency/Site: Call the agency and discuss with the volunteer
coordinator the available service options to identify an appropriate sendearning
placement. Be sure to tell the agency what course you are taking and the academic
requirements of your instructor.

Step 3

Complete the Contract and Liability Wailver . Once a placement has been
confirmed with an agency, complete the ServitearningContract and lability Waiver (see
pages 67) including the signatures of the agency supervisor and the course instruatut
your signature on the liability form This completed contracinust be turned into theCenter
for Learning through Servicby the deadline oryou will not be eligible to receive service
learning credit. You are not authorized to beqin your service hswintil this form has been
submitted.

Step 4

Complete the required Hours Log and Evaluation Form: Fill in the
required Hours Log Form and Evaluation Fofsee page 8) complete the required number of
service hours, recording them in the Hours Log Fokithen the hours are completed, you are
responsible for completing and submitting the Hours Log and Evaluation of Student
Performance Form to th€enter for Learning through Service

Report any placement problems to th@enter for Learning through Servies soon as possible
so the office may assist you with your servilgarning assignment.

As our community partner, you will be notified of the deadlines for the Sentiearning
Contract and the completion of thd (i dZRSy (1 8 Q K2 dzNA &



P d Anne Arundel Community College

Center for Learning through Service

Step 3

Careers8ldg.(CRSICRoom314
410-777-2366 Fax: 41077-4057
servicelearning@aacc.edu

SERVICGEEARNING CONTRACT

Student name:

Student datatel or social security numb@equired)

Address:

Home telephone

Business/cell phone:

Birth date:

Male Female

Email address:

Course number Section number Instructor name
Course number Section number Instructor name
Coursenumber Section number Instructor name

Placement Confirmation

Required number of hours

Name of Agency:

Describe the servieckearning assignment and student responsibilities:

Required Approval Signatures

1. Agencysupervisor Date
2. Instructor Date
3. Instructor Date
4. Instructor Date

AACC is an equal opportunity, affirmative action, Title IX, ADA Title 504 compliant institution. Call Disability SuppiceSe4t0777-2306 or Maryland Relay
711, 72 hoursn advance to request most accommodations. Requests for sign language interpreters, alternative format books or assistgierteguire 3@ay
notice. For information on AACCb6s compliance

410-777-7370 or Maryland Relay 711.

d Kaden Ic. Gaolp Esq.,i fatddrad cormpliamoe enanagernpag

d
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Liability Waliver

I, (name of student), hereby acknowledge that | am enrolled in theeseniige

Program at Annérundel Community College. | understand that to participate in this program, | am required to travel to and from
my assigned agency. | further understand and agree that Anne Arundel Community College is neither responsible noahgble for
injury, damaye, or loss incurred while traveling to or from the agency, or while at the agency, and that | am solely responsible for my
actions, inactions, and/or behavior while participating in this program, and agree to and shall save and hold harmlesarfdaie A
Community College, its Board of Trustees, faculty, staff, agents, and employees from any claims, actions or judgmemsttieciudi
SELISYRAGAINGE 2F FidGi2NySeqQa ¥SSa yR Oz2aida FINAaAy3d FNBY Y& |

| cetify that | have no physical condition or disability that | have not disclosed which might affect my participation iog¢ném
Should | develop a condition or injury, which limits my participation in the program (i.e. unable to lift required Wwdiglilis
immediately notify the Center for Learning through Service and provide medical documentation as required.

Additionally, with my signature below, | acknowledge my permission for any quotation of my comments, video, or still gigtogra
made withmy image and any sound recording of my voice to be applied to a variety of uses by Anne Arundel Community College
parties, cable casting, broadcasting and/or other forms of electric transmission. | hereby give permission for the e1gecafigh
describel above and | release Anne Arundel Community College, its Board of Trustees, faculty, staff, agents, and employees of anc
from any claims (monetary or otherwise) that | may have related to the use of said media.

Student declares and also agrees to theléaing:

1. [Iwill comply with agency policies, standards and regulations and serve in a professional manner with respect for others,
especially with regard toonfidentiality. | understand that all activities, in which | am involved as a seleéraer, ae
strictly confidential. | will not release any type of personal information concerning clients of the agency listed above,
without written authorization from appropriate persons.

2. 1 will complete the service assignment | have made a commitment to ahtendn time or call the agency if | cannot
attend due to illness or emergency.

3. | will contactthe Program Coordinator for the Center for Learning through Se(4it@777-2366 or
servicelearning@aacc.edif | have concerns, difficulties and/or feedback about this agency or placement.

4. |do not currently nor have | previously worked or volunteered with this agency.

I hereby affirm that | have read and understand the terms and conditions of this LiabilitgVdaist Release Form and agree to
accept the terms and conditions. | further agree and acknowledge that | will abide by all responsibilities as outlirsed in th
document.

Student Signature Date
Parent or
Guardian Signature Date (For students

under the age of 1B
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Anne Arundel Community College
Step 4 Center for Learning through Service

. . Careers BuildingCRSC) Room 314
ServiceLearning Hours Log & 410777-2366 Fax: 41@77-4057

Eva|uatI0n Of Performance by Slte SuperVISOI’ servicelearning@aacc.edu

Section 1¢ to be completed by the student

Student name;

Datatel or social security number:

Telephone:

LyadNdHzOd2NRa ylyYSyY

Course number and section:

Agency name:

Number of required hours:

Section 2¢ to be completed by site supervisor
Agencies may return the completed form to the Center for Leartiingugh Service by mail or fax or give it to the student to deliver to the Center.

Date of Hours served {GdzRSy i Qa t SNF2NXI yOY Excellent | Good Satisfactory | Poor
Service

Work Quality

Work Ethic

Cooperation

Teamwork

Respect

Initiative

Courtesy

Dependability

Personal grooming

Punctuality and attendance (Did the student c
if late or absent?)

TOTAIHOURS SERVED:

Comments:

{AGS {dzLISNBA&a2NXRa ylFYS 6LX SI ag Service Site phone number:

{ dzZLISNAaA2NREA aAdyl ddz2NBY Date:
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Disciplines and Courses Involved in Servigarning at Anne Arundel Community Colieg

DISCIPLINE

COURSE

Architecture

ACH 2117 Architectural Design 3

Biology

BIO 1017 Fundamentals of Biology

BIO 1077 Environmental Science

BIO 23071 Structure and Function of the Human Body
BIO 2317 Human Biology 1

BIO 2327 Human Biology 2

BIO 2337 Anatomy and Physiology 1

BIO 2347 Anatomy and Physiology 2

Business

BPA 1117 Business and Its Environment

BPA 1207 Small Business Management

BPA 1257 Marketing Principles

BPA 1267 Advertising and Sales Promotion
BPA 13871 Business andProfessional Ethics
BPA 1457 Leadership

BPA 162- Business Communications

BPA 1717 Principles of Supervision

BPA 1747 Women and Business

BPA 2127 Principles of Accounting 2

BPA 23271 Business Statistics

BPA 235 Transportation, Cargo and Logistics Security
BPA 295-Sales & Marketing for Small Business

Chemistry

CHEM 112 General Chemisty 2

Communications

COM 2007 Intercultural Communication

Communication Arts Tech

CAT 113 Graphic Design I: Fundamentals

Computer Technologies

CSI 112- Computing, Info. Tech.
CSI 113 - Introduction to Computers

Dance

DAN 2217 Intermediate Modern Dance 1
DAN 2227 Intermediate Modern Dance 2
DAN 2317 Intermediate Jazz Dance 1
DAN 2327 Intermediate Jazz Dance 2
DAN 2407 Dance Production

Economics

ECO 1251 Economic Issues and Public Policy

English

ENG 0021 Basic English 2

ENG 1117 Composition & Introduction to Literature 1
ENG 1121 Composition & Introduction to Literature 2
ENG 1211 Composition and Literature

ENG 2111 Composition & Literature - 2

ENG 2281 Women in Literature

ESL

ESL 31%Intermediate English Grammar
ESL 3231 Advanced Composition

ESL 3321 Advanced Conversation

Entrepreneurial Studies

ESI 10371 Entrepreneurial Thinking, Creating and Opportunity Recognition
ESI 104- Sales and Marketing for Small Business

ESI 1117 Business and Its Environment
ESI 23171 Entrepreneurship and Non-Profit Management
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Future

FTR 1007 Exploring the Future

Health

HEA 113i Womenédés Health 1 ssues
HEA 115 Personal Safety Issues

Health Info. Technology

HET 200 Electronic Health Records
HET 210 Computerized Medical Office

Hotel/Restaurant Mgmt

HRM 1117 Introduction to the Hospitality Industry
HRM 12171 Introduction to Food Preparation
HRM 1221 Food Preparation

HRM 1247 Introduction to Baking and Pastries
HRM 22171 Purchasing

HRM 2231 Advanced Food and Culture

HRM 2321 World Culture and Cuisine

Human Services

HUS 10071 Social Work and SocialPolicy
HUS 101} Human Services Ethics in Practice
HUS 2117 Crisis Intervention Counseling

Math

MAT 0117 Beginning Algebra

MAT 0127 Intermediate Algebra

MAT 1007 The Nature of Mathematics

MAT 1317 College Algebra

MAT 2217 Fundamental Concepts of Math 1
MAT 2227 Fundamental Concepts of Math 2

Nursing

NUR 220 Nursing of Adult Clients in Health and Iliness II
NUR 221- Nursing Care of Children and Families
NUR 2307 Nursing Mgmt of Complex Health Problems & Transition

Philosophy

PHL 1117 Introduction to Philosophy
PHL 142- Ethics
PHL 223 Philosophy and Gender

Physical Therapist Assistant

PTA 1017 Introduction to Physical Therapist Assisting

Physician Assistant

PHA 1147 Pediatric Medicine 1

Psychology

PSY 100i Career Development and Assessment
PSY 1117 Introduction to Psychology

PSY 123i Social Psychology

PSY 124i Child Psychology

PSY 211i Developmental Psychology

PSY 2141 Abnormal Psychology

PSY 2221 Psychology of Women

Physical Science

PHS 10071 General Physical Science

Radiologic Technology

RAD 112 Clinical Radiography 1

Sociology

SOC 11171 Introduction to Sociology
SOC 122i Social Problems

Womenbés Studies

WMS10li Il ntroduction to Womenbés Studi
WMS 1747 Women and Business

World Languages

SPA 2117 Intermediate Spanish 1
SPA 2127 Intermediate Spanish 2
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What Students are Saying

Al enjoy feeling useful. |t al s
troubles/problems/health issues in light of others who are less
fortunate. O

~

Al't helped me to see the information we | earr

GLO o1 a @S NIulfilmgts doNduktgeBwolk §6iRhe agency, it brought more
handsonekJSNA Sy 0SS G2 NBtFGS G2 GKS Ofl aaodé

0 H a n dan experience really helps students to further understand

and apply classroom | earning. 6

0

Al | ove the feeling okpdevbhgngnyt menwi bhbi
0Olt is a | earning e Xx-peaning i madesme éeal ke dgoodd oi n g
citizen.d

“I think the concept of service-learning is a good idea because it allows you to connect the
concepts from class to real world concepts.”

0 S e r viearnirg was a great way to expand my role as a citizen

in the community . 0

0 T h e s +earning assignment helped give me a well -rounded knowledge of

the community, and how | can be an asset to the community . 0

0Ol entjlbpeyesdense of pride of doing someth
olt helped me to grow as a person an



The Empty Bowls project engages faculty and staff volu
collaboration with students from HCAT (Hotel, Culinary,
Tourism) as a fundraiser to benefit Food LMEntbers of

the college commupitychase soup and keep their eavgty
to remind them of thenger that exists locally and globally

Global Giving Market organized and conducted by Marke
Principles class with assistance from Small Business Ma

and Entrepreneurial Thinkinggtivity and Opportunity

Recognition classes raises Global awareness on campus

41 Ly L A
Canstruction® is a national competition. Architecture
students participate by building 6 large structures fron
displayed at a local mall to raise awareness of hungel
Cans are donated to Food Linkpimistribution around tl
county.

Students support polling sites during election in partne
with Anne Arundel County Board of Elections

The Veterans History Project integrated in an Introd
Family Counseling course engages students in inte

stories for

nati onal

and filming veéen s 0
Congressbd

prog

o

The Alternati@ift Market engages stigdfean the
Marketing Principtegirse and highlgbtobal areas of
need, givintpe entire campus a chance to make a plec
an international or domestic cause.

B d Anne Arundel Community College

AACC is an equal opportunity, affirmative action, Title 1X, ADA Title 504 compliant institution. Call Disability Support Services, 410-777-2306 or Maryland Relay 711, 72
hours in advance to request most accommodations. Requests for sign language interpreters, alternative format books or assistive technology require 30-day notice. For
information on AACC’s compliance and complaints concerning discrimination or harassment, contact Karen L. Cook, Esq., federal compliance manager, at 410-777-7370 or
Maryland Relay 711.
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