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Congratulations on choosing to do Service-Learning for your class!  You are among the thousands of other college 
students nationwide benefiting from this teaching strategy and meeting community needs at the same time. This 
handbook serves as a great resource for you about the service-learning process at CSM.  If you have any questions, 
please feel free to drop by the Center for Civic Engagement and Service-Learning in CC101.  Also please stop by to 
find out about many other exciting programs that we offer. 
 
Sincerely, 
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Service-Learning staff 
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Service learning is a teaching methodology that allows students to learn their course objectives while 

performing service in their community in combination with critical reflection activities. 
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Benefits to you…       
• Links course work to real life experience and employment  
• Allows you to "make a difference" the community  
• Enhances your critical thinking skills  
• Improves interpersonal and human relations skills  
• Provides you with an opportunity for career exploration and potential job contacts 
• Provides you with a greater understanding of social issues  
• Documents work experience and skill development  
• Establishes potential job contacts  
 
Benefits to the community… 
·  Provides awareness-building of community issues, agencies, and constituents  
·  Develops short and long term solutions to pressing community needs  
·  Creates ways to expand current services  
·  Increases human resources for problem solving  
·  Contributes to positive exposure in the community  
·  Helps meet unmet community needs  
·  Exposes and teaches communities about emerging generations of students  
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(Sample Service Learning Activities) 

 
�  Working with learning or emotionally disabled individuals 
�  Developing a promotional video for a local non-profit agency    
�  Assisting a local agency with computer support or teaching them how to update their website 
�  Creating a marketing brochure for the local animal shelter  
�  Producing oral history documents from local veterans 
�  Teaching job skills to homeless individuals 
�  Translating health care materials to non-English speaking clients  
�  Developing learning activities at a day care center
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Preparation---------------------------- ��� �  Action-------------------------------- ��� � Reflection 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Preparation: 
As you prepare for your service, you want to understand 

your course learning objectives, the need your service will 
address, your personal expectations and attitudes of your 

involvement in service learning and the community. 

Action (Service): 
Direct Action. These activities bring you face-to-face with the people you are helping and 
can be immensely gratifying. You could be tutoring a child, visiting someone in the hospital, 
serving food at a food kitchen, or visiting residents in a homeless shelter. 
 
Indirect Action: These activities usually involve working with materials or supplies that 
improve people's lives. You could be collecting food, clothing, or toiletries (shampoo, soap). 
Or you could be organizing a fundraiser or participating in a community clean-up. 
 
 

Reflection: 
This phase allows you time to think about your service and how it ties into your 
learning objectives, as well as the impact your service has had on the community.  
Your professor will guide you through reflection activities. 
 
What action did you perform? 
How did your action benefit individuals in the community? 
How did your service tie into your classroom objectives? 
What did you learn about the community you live in as a result of your service? 
 



CSM Student Service-Learning Checklist 
Date 
Completed 

_____Familiarize yourself with the service-learning classroom requirements in your syllabus. 
 
_____Complete the Service-Learning  
Online Orientation found at 
www.csmd.edu/servicelearning/orientation 

 
 
 
____As the last step of the Service-Learning Online 
Orientation complete the Liability and Release form prior to 
you service. 
  
 
 
____Search current service opportunities on website from many agencies in Southern Maryland.  Visit 
www.csmd.edu/servicelearning and click on “Find a service-learning opportunity” on the left-hand navigation bar. 
Then browse the current listings. 
 
 
 
____Choose the volunteer opportunity that matches your 
interests, schedule, and classroom requirements.  If a service 
opportunity is not found that matches the student’s needs, then 
the student should contact 301-934-2251 x7016 for additional 
assistance. 
 
 
____Contact the agency directly to discuss and arrange a time 
for you to perform your service. 
 
 
____Fill out the Service-Learning letter for Community Partners (in this handbook or your classroom service-

learning contract) with your learning objectives and bring to it to the Agency on the first day of service. 
 
 
____Maintain a log of your service hours and return them to your instructor at the end of the semester, if required by 
your faculty member.  There is a service log at www.csmd.edu/servicelearning. 
 
 
____Notify your Service agency supervisor of your last day of service and thank the staff for the learning 
opportunity. 
 
 
____Complete all reflection and classroom activities required by your instructor.   

 
If you have any questions, please call 301-934-2251 x7367 or x7016 or come by the Center for Civic 

Engagement and Service-Learning in the CC Building room 101. 



Frequently Asked Questions 
 

 
 

What if I can’t find a service-learning site? 
There are a variety of options to finding an appropriate service-learning site.  First, visit the database 
found at www.csmd.edu/vsmd and browse through the current opportunities.  If a desired 
opportunity is not found, you can contact an agency from the database and see if they have any 
additional service opportunities that are not currently posted and see if you can work something out 
that way.  In addition at the beginning of each semester CSM holds a Community Involvement Fair 
in which non-profit agencies come from the tri-county region to showcase their volunteer 
opportunities.  This is a great opportunity to find a service-learning placement.  If you still need 
additional help, please visit the Center for Civic Engagement and Service-Learning in CC 101 or at 
301-934-2251 x7016 or x7367. 
 
 
Can I do my service-learning at an agency not currently listed on the database? 
No.  An agency must first sign up on the database and post their service-learning opportunities.  An 
agency can sign up at any time to become a service-learning partner.  To do so, the agency contact 
can reference the community partner sign up guide at the www.csmd.edu/servicelearning website.   
 
 
Do I have to do my service-learning at a non-profit agency?  Can I volunteer at a local 
business? 
Service-Learning is a teaching methodology that includes service with a non-profit agency in the 
community.  There are other opportunities such as co-ops, internships, and work experience that can 
be arranged through the Career Services office on campus, but are not part of service-learning.  
 
 
I’m having trouble with the Service-Learning Online Orientation, who should I contact? 
Please contact the Center for Civic Engagement and Service-Learning in CC 101 at 301-934-2251 
x7367 or x7016 or at annew@csmd.edu for additional help. 
 
 
I’m under 18, can I sign the Liability and Release form? 
Any student under the age of 18 must have their parent or guardian sign the form on their behalf.  At 
the end of the Service-Learning Online Orientation, please print out the liability and release form 
and have your parents sign it.  You can submit the hard copy to our office in CC 101. 
 
 
What is "reflection?"  
Reflection is critical thinking and helps students make the connection between service and course 
content. Structured reflection activities vary by class but can include journal writing, presentations, 
readings, discussions, projects, and much more.  
 
Who should I contact for more information? 
The Center for Civic Engagement and Service-Learning at the College of Southern Maryland 
oversees the service-learning program.  If you have additional questions, our office is located on the 
La Plata campus in CC 101.  Our contact information is 301-934-2251 x7367 or x7016.
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As you begin your service relationship with a community agency, you are probably eager to get involved and make a 
difference in the lives of people with whom you work and the agencies with which you serve. We expect that you will 
view yourself as a representative of CSM in the community and as such, we ask that you carefully read through and 
abide by the following guidelines created to assist you in having the best and most productive experience possible: 

·  DO ask for an orientation from your agency supervisor to include the mission, history, and the population they serve. 

·  DO clarify your specific responsibilities and expectations with your agency supervisor on your first visit.  

·  DO make sure you know whom to contact at the site and at the College in case of an emergency. 

·  DO make sure you know how to exit your service site in case of an emergency. 

·  DO ask for help from your supervisor or another staff member at your service site when in doubt. 

·  DO be punctual and responsible in completing your commitment to the service site. 

·  DO call your site supervisor if you know you will be late or not able to come in at all. 

·  DO keep all information about clients you work with confidential. 

·  DO follow the organization’s policies and procedures and show respect for your service site, its staff, and its clients. 

·  DO be aware that you are representing the College. 

·  DO know that if you are having trouble at your service site, you can talk with your faculty member about it. 

·  DON'T  report to your service site under the influence of drugs or alcohol. 

·  DON’T go alone with an individual behind closed doors.  Make sure you are always with another person or out in the open. 

·  DON'T  give or loan a client money or other personal belongings. 

·  DON'T  make promises or commitments to a client that you cannot keep. 

·  DON'T  give a client or community-based organization representative a ride in a personal vehicle. 

·  DON'T  use your personal vehicle to provide services for your organization. 

·  DON'T tolerate verbal exchange of a sexual nature or engage in behavior that might be perceived as sexual with a client or 
community-based organization representative. 

·  DON'T  tolerate verbal exchange or engage in behavior that might be perceived as discriminating against an individual on 
the basis of her/his age, race, gender, sexual orientation, ability or ethnicity. 

·  DON'T  engage in any type of business with clients during the term of your service. 

·  DON’T wear expensive jewelry, clothing, etc when performing your service. 

·  DON'T enter into personal relationships with a client or community-based organization representative during the term of 
your service.  
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·  Do not wait until the last minute to start your service-learning hours-start your 
hours immediately, if possible. The semester goes fast.  Each service site has its 
own schedule for volunteer opportunities and it might not necessarily work with 
yours.  

·  Do choose at least 3 agencies-in case one does not work out.                                                           

·  Do realize that many agencies accept a limited number of volunteers. Also, many 
agencies have certain times and dates for orientations for new volunteers. For 
many agencies, once you miss the orientation date, you may miss the opportunity 
to be able to serve at that agency. 

·  Do always keep in mind how your service-learning experience ties into topics and 
themes in your coursework. Talk with your professor and develop ideas if you are 
having difficulty making the connections. 

·  Do not play phone tag. This happens when both you and the agency contact keep 
missing each other due to busy schedules. Leave a message giving your full name, 
school, a specific contact phone number, and an alternate number and time that 
you can be reached at during normal business hours. 

·  Do practice phone etiquette. Do not leave a mumbled or fast message on the 
agency’s answering machine. Speak clearly and slowly leaving your information. 
EXAMPLE: “Hi my name is ____ and I’m a Service-Learning student at the 
College of Southern Maryland. I’m interested in volunteering at your agency. 
Please call me at ___ between the hours of __and ___or you may reach me at 
____. 

·  Do attend any orientations or interviews that your agency requires you to attend. 
This is your chance to ask questions and determine if you feel comfortable with 
your selected agency. At this point, you will probably set a schedule of your 
available times and days to volunteer. Also, you will be given the opportunity to 
learn about rules and regulations, expectations of your duties, etc.  

·  Do not assume that you will have direct contact with the clients that the agency 
serves. For example, you may have a sincere interest in working with abused 
children, but due to certain laws and other factors, volunteers may not be allowed 
to have direct contact. 

·  Do choose an agency that sincerely interests you both personally and 
academically. 



 
Service-Learning Letter for Community Partners 

 
Dear ________________________________________(organization name), 
 
___________________________________(student name) is a student at the College of Southern Maryland and is participating in 
a class that includes service-learning.  Service-Learning, as you may be aware, is a teaching method in which students better 
grasp the course curriculum by actively engaging in community work and then integrating their experiences into the course 
material through reflection activities.  Please review the student’s service-learning requirements and objectives as well as CSM’s  
information below.  
 

The student has been assigned______hours of service by ______________________________________________(professor) for 

_________________________________________________________(class). 

 
Student’s Learning Objectives:  (What do you hope to learn from this service experience?  Include relevant course learning outcomes, 
as well as specific learning objectives related to the work at your site.) 
1.   
 
2. 

 
Agency Supervisor: Please review the following service-learning information and guidelines: 
 

�  We ask that you provide the student a brief orientation that includes an overview of your organization, your mission, the 
population you serve, and why volunteers are important to your organization.  This will help your agency and the student find a 
way to best meet the learning objectives for the student (above) and your agency goals. 

 
�  The College’s contact person is: 

Anne Whisner, Coordinator of Service and Volunteerism   (301-934-2251 x7016  or  annew@csmd.edu)    
The college’s contact person is responsible for overseeing the student’s project as it relates to the College and for resolving any 
problems that may arise. In addition, a faculty member will serve as mentor to the student’s service learning experience, and 
will plan and supervise coursework and assignments that relate to the student’s service learning experience. Your organization 
will assign a qualified person to supervise the student while performing the project. 

 
�  Your agency shall provide adequate orientation and supervision so that the student can successfully perform the assigned tasks 

and complete their service-learning project.  They should be expected to be punctual, professional, and to perform the specific 
duties and responsibilities assigned in a manner that contributes positively to the goals of your organization.   

 
�  The College requests that you (or the supervisor you appoint for the student) complete an evaluation form for each service-

learner at the end of their service. The student will supply the form upon completion of his/her service. 
 
�  There should be no exchange of funds between the College and your organization with regard to the placement of a service-

learner. Your organization will furnish all equipment and supplies required for the project. Any purchases for uniforms or 
personal items will be funded by the student. 

 
�  As volunteers, students performing a community service project with your organization will be covered by general liability 

insurance carried by your agency. 
 
�  The College of Southern Maryland wants to express its appreciation to your organization for agreeing to provide an experiential 

learning site for its students. We hope that this will be a mutually worthwhile learning experience for the student, your agency, 
and the College. 

 
I have read this form and agree to the provisions listed above. 
 
_____________________________________________________________________________Date_________________ 
 
Title_____________________________________________Contact number or email_____________________________ 


