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Faculty Service-Learning Checklist

This checklist coincides with the forms and information located in the Academic Service-Learning Faculty Handbook. This checklist may be used as a guide for addressing deadlines for your course. 

	Idea Exploration
	Due 
	Meet with the CCSL staff 

to explore options
	Check when Completed

	Syllabus


	Well before the first week of the semester
	Review with CCSL staff upon completion 
	

	Faculty Course Development Worksheet


	First week of the semester 
	Review with CCSL staff upon completion
	

	Community Organization Background Information Worksheet
	Before the first week of the semester with syllabus
	If students are assigned to different organizations, students should share information about their organization with the class 
	

	Request for Service-Learning Liability Waiver from the college’s Risk Management Staff
	Three weeks before the first student meeting with the community organization when syllabus is handed out
	Waivers should be kept on file with the faculty member for three years. 
	

	Faculty/Student/Community Partner Agreement Form


	After first student meeting with the community organization
	Student should keep original copy. Copies should be given to the community organization and the faculty member
	

	Service-Learning Time Sheet
	End of the Semester
	Check periodically throughout the semester, based on your course deadlines
	

	Faculty Service-Learning Checklist
	End of the semester
	Review with CCSL staff upon completion
	

	Evaluation of Service-Learner
	End of the semester
	Review results with CCSL staff upon completion
	

	Evaluation of the Service-Learning Experience
	End of the Semester
	Review results with CCSL staff upon completion
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� Adapted from Louisiana State University, CCELL Service-Learning Faculty Partner Handbook  p. 24
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