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	Checklist for Service-Learning Agency Site Visit*

Boise State University (modified  Oct. 2011/FBH) 

	· Discuss the Service-Learning objectives of this placement (SL Staff or Faculty)



	· Talk about the mission of the Community Partner (CP) and share the University and Service-Learning mission (SL staff)

· If appropriate, CP should take the faculty member and SLP staff on a tour of the site.



	· Discuss the nature of the Service-Learning placement



	· What are the learning objectives of the class (faculty)

· What need could the students meet at the agency? (CP)
· What are the students’ skills and knowledge that they can contribute to a project?
· How many students can the agency accommodate? (CP)

	· Who will supervise students?  How can this person be contacted?  Is there a back-up supervisor?  Who should students call if they will be absent or late?  (CP)

	· Do students need fingerprinting or background checks? Or any certification?  (CP)

· Will this project be on the database for students to register (CP/faculty)

· Are there any class deadlines/dates of assignments of which the CP should be aware (faculty)

	· Logistics

	· How will students track their hours at the site? (CP and faculty)

	· What type of clothing should students wear (i.e., closed toed shoes, professional dress, casual dress) (CP)

	· What are the service-times for students (CP)?

	· What training will the agency provide?  When? (CP)

	· Students are not allowed to drive clients.  Will the student be driving a company car to move materials?  Verify insurance coverage and get a copy for your file. (SL)

	· The Service-Learning program utilizes on-line evaluations for projects posted to the database, if the faculty does not want the CP to complete these evaluations, this should be discussed and the SLP program notified (faculty)
· What is the accountability structure for students i.e. bi-weekly reflective assignments, hours completed deadlines(faculty)

· What is the plan for method/frequency of exchanging feedback between faculty and agency? (CP/faculty)
Risk Logistics 

· Will students ever work unsupervised with clients? If so, what safety risks are there for students? (faculty)

· Outline the specific risks involved in this placement.  Are there any risks to the community? (CP/faculty)

· What role will each person (CP/faculty) in providing safety information/orientation (CP/faculty)


Adapted from California State University. Best Practices for Managing Risk in Service-Learning (2003) http://www.calstate.edu/CSL/
(Draft)                                                                        SL staff=service learning office, CP=Community Partner

