[image: image1.jpg]s
SO

San José State
UNIVERSITY




Memorandum

To:
All Deans
From:
Dennis Jaehne, Associate VP of Under Graduate Studies

Date:
August 2010

RE:
Strengthening the compliance to the Center for Community Learning & Leadership (CCLL) policies and procedures
Background:  A CSU Audit requires SJSU to improve its risk management of Service Learning (SL), specifically to “monitor academic department compliance with SL policies, procedures, and best practices”. This responsibility is undertaken by Undergraduate Studies (UGS), requires cooperation by all Academic Departments, and is coordinated with the Center for Community Learning & Leadership (CCLL).

Definition:  Service-learning is academic study linked to community service through structured reflection so that each reinforces the other. SJSU defines a SL course by a minimum of ten (10) hours of community engagement.

Policy: Department Chairs shall ensure that Faculty members using SL pedagogy shall comply with the procedures for assuring best practices in both pedagogy and risk management.

Best Practices: CCLL adopted this procedure from “Best Practices for Managing Risk in Service Learning,” Center for Community Engagment, the California State University system, 2002 

Procedure:

1. At the beginning of each semester, UGS/CCLL will deliver to Academic Departments this statement of policy and procedures for Best Practices in Service-Learning, with example of the form to be completed by SL Faculty. This policy and procedure, the Faculty form and a Student form are also accessible on the CCLL website.

2. The Department Chair has the responsibility to inform department faculty, ideally at the first meeting of the semester, that faculty members who employ SL in their courses must complete and submit the required form to the Department Chair by the fourth week of the semester. The Department Chair will forward the required form to CCLL.

3. The Department Chair is responsible for helping CCLL collect any missing forms.
4. SL faculty shall require their students to complete a Student Service Learning Plan available on the CCLL website by the third week of the semester. These student forms  are to be retained for one year by the faculty member for risk management purposes.

5. SL faculty shall then complete the Faculty/Campus Record of Service-Learning Placements (attached). This form covers basic SL course information. This form is to be submitted to the Department by the fourth week of the semester, and in turn, to CCLL. 
6. Alternately, the SL faculty may complete and submit a Faculty/Campus Record of Service Learning Placements directly to CCLL by email via the the CCLL website.
7. In selecting a service-learning placement sites, faculty/students are first encouraged to serve SJSU-CCLL recognized community partner organizations which meet pedagogical and risk management standards. Recognized community partners are listed on the SJSU-CCLL website.

8. If faculty or students select sites other than those recognized, these new sites with contact information must be indicated on the Faculty/Campus Record of Service-Learning Placements form when submitted to CCLL. [The CSU requires SJSU-CCLL to assess sites for pedagogical and risk management practices and to secure a Service Learning Agreement with all community-based organization partners.]
9. CCLL staff is available to assist in the service-learning process. Information and forms are available on the SJSU-CCLL website at http://www.sjsu.edu/ccll 
**   This was an original, streamline version of the detailed memorandum sent to Deans and Deparment Chairs by Undergraduate Studies on August 13, 2010.


Faculty / Campus Record of Service-Learning Placements
To be completed by SL Faculty and submitted in hard copy via your department, or directly to SJSU-CCLL via its website.
	Department:


	
	Date:
	

	Faculty Name:


	

	Faculty Phone:


	
	Faculty Email:
	

	SL Course #:


	
	Course Title:
	

	Course Enrollment:
	
	Required SL Hours per student:
	


Please check below to confirm:

Each student has submitted a completed a Student Service-Learning Plan ___

(These plans are to be retained by the instructor for one semester for liability purposes.)

All students are serving at SJSU-CCLL recognized sites ___

(Faculty and students can view recognized community partners on the CCLL website.)
Students are serving at these new sites:

Thank you for your compliance.

Undergraduate Studies

Center for Community Learning & Leadership
http://www.sjsu.edu/ccll
community.learning@sjsu.edu
Clark Hall 203, Ext. Zip -0246

Tel:   408-924-5440

Fax:  408-924-6962

