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Purpose 
 

The Community Partner Guide to Service-learning is designed to be a reference tool for 
California State University Channel Islands (CI) community partners involved with 
service-learning faculty/courses. This resource guide will provide you with guidance on 
your role as a community partner, designing a service-learning project, preparing 
students to serve at your organization, and facilitating student reflection activities.  

Our service-learning program is based upon reciprocal relationships between faculty, 
community partners and students. Your relationship with our students will result in an 
integrative teaching approach and provide a foundation for their learning. 

As a community partner, you play an integral role as co-educator in the academic 
careers of our students. By sharing your knowledge and expertise, our students will be 
able to: 

 connect and contribute to the community in which they live  

 learn about the larger political and social structures within their community 

 develop civic responsibility and strong leadership skills 

 examine and challenge their value and belief systems 

 build professional networks 
 

We greatly appreciate your involvement with our service-learning program. We look 
forward to a rewarding and collaborative partnership with you to make this program a 
huge success. If you have any questions please feel free to contact our office. 

 

Contact Information: 
Center for Community Engagement  

Ojai Hall 
Main Line: (805) 437 - 8851 

 
Julia Balen 

Faculty Director 
julia.balen@csuci.edu 

 
Pilar Pacheco 

Director 
pilar.pacheco@csuci.edu  

 
Kaitlyn Cotton 

Community Partner Coordinator  
kaitlyn.cotton@csuci.edu 
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Mission of the Center for Community Engagement 

The Center for Community Engagement supports and promotes high impact service-
learning in our communities by cultivating long-term sustainable partnerships that 
address societal challenges and foster engaged citizenship.  

Service-learning and the CI Mission 

The CI mission statement emphasizes a strong commitment to the community through 
service-learning:  “Placing students at the center of the educational experience, 
California State University Channel Islands provides undergraduate and graduate 
education that facilitates learning within and across disciplines through integrative 
approaches, emphasizes experiential and service-learning, and graduates students with 
multicultural and international perspectives.”  

What is Service-learning? 

The Center for Community Engagement (CCE) has adapted the definition of service-
learning as stated by the National Commission of Service-learning: 

 Service-learning is a teaching and learning approach that integrates community 
service with academic study to enrich learning, teach civic responsibility, and 
strengthen communities, while engaging students in reflection upon what was 
experienced, how the community was benefited, and what was learned. 

Service-learning is Not 

• An add-on to an otherwise unaltered academic course.  Simply adding a service 
component to an already existing course with no ties to academic content and no 
strategies to link service activities with learning outcomes, fails to consider the 
community as a full partner, fails to insure that the community will benefit and not 
be burdened or harmed by the students’ service, and precludes the possibility of 
integrating the service experience with course content and learning outcomes. 
 
• A volunteer or community service program where the primary focus is on 
providing a service and the primary or sole beneficiary is the service recipient (e.g., 
AmeriCorps programs). 
 
• Logging an existing number of service hours in order to graduate 
 
• A Practicum or Internship intended to provide students with hands-on 
experience and to develop and socialize students for careers or professions.  Such 
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internships emphasize benefits to the student rather than the community.  This 
differs from service-learning internships which are reciprocal in nature emphasizing 
benefits to both students and the community, promotes civic 
development/engagement, and are linked to learning outcomes. 
  
• Field Education which provides students with co-curricular service opportunities 
that are related but not fully integrated with their formal academic studies. Students 
perform the service as a part of a program designed primarily to enhance students’ 
understanding of a field of study. 

Potential Benefits of Service-learning 

Potential Benefits to the Community Partners: 

 Provides an opportunity for community to participate in an educational 
partnership 

 Allows community to contribute to the education and preparation of the next 
generation of community leaders, non-profit employees and public servants 

 Provides opportunities to educate students about current issues that impact 
surrounding communities 

 Increases volunteer resources 

 Provides opportunities for collaborative funding projects 
 
Potential Benefits to Student: 

 Takes students out of the classroom and into the community  

 Provides students with “real-life” experiences that in turn supports and 
contributes to academic learning and outcomes 

 Gives students an opportunity to become active citizens; to be part of the 
democratic process and part of the problem solving solutions that impact the 
community 

 Provides students with political, social and professional resources by: 
o broadening perspectives and enhancing critical thinking skills  
o improving interpersonal and human relations skills  
o forging professional networks 

 
Potential Benefits to Faculty: 

 Enriches and enlivens teaching while keeping it academically rigorous 

 Connects the community with the curriculum and the academic mission of the 
University 

 Provides opportunities to identify new areas for research and publication, thus 
increasing opportunities for professional recognition and reward 
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Community Partners as Co-Educators 
 

As a community partner you are truly a partner in the student’s education and should 
view yourself as a co-educator. As a co-educator you have a unique opportunity to 
mentor CI students about the larger social, cultural and political issues that make up the 
world around them. You will also have an opportunity to provide them with the 
knowledge and understanding of the community/population they are working with and 
the service they are providing. By answering the following questions you will help 
students better understand the community and their service.  
 
What do students need to understand about: 

 The community organization, its purpose and vision, the staff? 

 Community members who utilize the services? 

 The service tasks/projects they will be involved with and the larger context? 

 The surrounding neighborhood and larger context (town, city, etc.)? 

 The local community assets and challenges and how they can best be 
responsive to them? 

 The history between the community, the agency and the higher education 
institution? 

 How they can be of service and be open to being served as well? 

 What might others have to teach them in this experience? 

 How they can be responsive to what the community needs are? 
 
It is also the community partner’s responsibility to provide orientation, training and 
supervision to CI students. Communicating your expectations, clarifying responsibilities 
and goals, and discussing risks involved in the service project (if any) will help you and 
the student(s) have a successful experience. 

The Orientation Checklists below are tools to help you properly prepare service learners 
for their community experiences. The orientation should provide students with a clear 
understanding of the work they will be doing, any risk associated with that work, and 
how they should conduct themselves when they are working in the community as part 
of a class assignment.  

The first orientation, prior to the first day of service occurs, gives students information 
about the community-based organization and the nature of their service placements. 
This should take place on campus, either in class or in a required outside-of-class 
meeting.  
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Orientation Checklist Provided Before First Day of Service  

Details related to serving at the site: 

 Mission of the Community-Based Organization (CBO)  

 Who does the Community-Based Organization serve?  

 What programs/service does the CBO offer?  

 Specific policies and procedures related to the service placement.  

 Review any proof of eligibility that is needed (fingerprinting, background check). 
*CBO covers cost. Where should students go to have fingerprinting done? 

 Discuss CBO volunteer expectations.  

 Provide students a job description detailing the work they will do (outlines scope 
of work). Explain the types of activities that are “outside” the scope of work. 

 Give the students their site supervisor’s contact information.  

 Will the students need to meet with the site supervisor prior to beginning their 
service?  

 How closely will the student be supervised? By whom?  

 Who do the students call if they cannot make their scheduled service, or will be 
late?  

 Discuss appropriate attire when providing service (based on CBO standards). 

 Provide specific training for the position. 

 What will the student learn? What qualities or skills will the student develop?  

 Review confidentiality rules for the site. Are pictures or video allowed?  

  Review the risks associated with this placement.  

 Explain what students should do if harassment occurs? Who do they contact?  

 Talk about service schedule (total number of hours, days and times of the week, 
etc.). Also discuss beginning and end of service. Students should not volunteer 
outside of scheduled hours until requirement is complete. 

 Who can the students contact with questions or concerns about their placement 
(CBO contact, and faculty contact)?  

 Is there a CBO training or Orientation to attend? Where? When? How long? 

 Where do students check in at the site on their first day?  

 How are students’ service hours recorded? (For their course and the CBO). 

 Give location of the site and directions via personal vehicle or public 
transportation. Where will students park if they drive? What is the cost 
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associated with parking or taking public transit? Emphasize that the student is 
responsible for getting to and from the site.  

 Who will be evaluating the students’ service? Is there a formal evaluation the 
CBO will fill out?  

The second orientation, presented by the community-based organization, should take 
place at the site where students will be working. This is the simplest, most effective way 
for students to become aware of emergency policies, accident procedures, and the rules 
and regulations of the site.  

On Site Orientation – (On or before first day of service)  

Site Specific Risk Management Information  
 Tour of site – location of restroom and break room. 
 Where, and with whom, do students check in each time they arrive at the site? 
 Where is the logbook kept (to record service hours)?  
 Review safety rules of the site, location of emergency exits, and emergency 

procedures. 5. Introduce students to other staff at the agency.  
 Emergency Contact Information: ask students’ permission to share with 

university. 
 Review accident procedures at the site and what to do if a student or client is 

hurt.  
 
SOURCE: Service-learning Guide for Community Partners. Service-learning Institute, 
California State University-Monterey Bay. Reprinted by permission. 
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Understanding and Preparing Students for Service 
 
Understanding CI Students 
Planning for service learners with an awareness of the diverse characteristics of the CI 
student population can improve the experience for everyone involved. When planning 
for student involvement at your agency, anticipate a wide range of background and 
experience. For example, some students will be “traditional” college age (17-24); 
however, others will be older and/or returning students. Following is a profile of the CI 
undergraduate student taken from the 2017-2018 CSU Channel Islands Viewbook.  
 

 Total University enrollment, including post-baccalaureates is 7,053 students. 
 

 Thirty-five percent of first-time freshman are from Ventura County. 
 

 59% of students are First-Generation College Students  
 

 There are more female undergraduate students (64%) than male undergraduate 
(36%) students.  

 

 According to self-reports, 30% of CI students are White, 48% of students are 
Latino/Hispanic, 6% Asian, and 2% of Black/African American. Another 2% of 
students are international as well.  
 

 1,700 students live on campus, but the vast majority of students commute from 
off-campus. 

 

 A large percentage of CI students hold either on or off-campus jobs while 
attending classes. In addition, CI has returning students (students returning to 
school after an extended absence and/or students returning to further their 
education) and students who have children and other family responsibilities. 

 

 Undergraduate Degrees are offered through the following programs: 
Anthropology, Applied Physics, Art, Biology, Business, Chemistry, Chicana/o 
Studies, Communication, Computer Science, Early Childhood Studies, Economics, 
English, Environmental Science & Resource Management, Global Studies, Health 
Science, History, Information Technology, Liberal Studies, Mathematics, 
Mechatronics Engineering, Nursing, Performing Arts, Political Science, Psychology, 
Sociology, and Spanish. 
 

 For more CI facts please visit the following link: https://issuu.com/csu-channel-
islands/docs/viewbook_accessible_14_pages?e=18964080/52467627  
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Preparing CI Students for Service 
 

Based on experience and input of community partners, students and faculty, CI Service-
learning consultant Dr. Kathleen Rice has identified four critical components of service-
learning preparation for students. Designing activities that guide students through these 
components can better prepare them to fully engage in their service which is often new 
to them. Preparation can also help students provide high quality service that is of 
genuine benefit to the community. Preparation activities are most effective when they 
occur in both the classroom and in the community. 
 
Community partners who engage in these preparation processes themselves are better 
prepared to guide students through them as well. 
 
Understanding Service-learning and the Links Between Learning and Service Outcomes 

 What is service-learning and why is this course utilizing this pedagogy? How will 
students be prepared for reflecting on their learning and applying it to new 
experiences? 

 What are the course learning outcomes (academic outcomes as well as 
service/social justice/civic engagement outcomes) and what is their connection 
to the activities students will be involved with in the community?  What 
additional outcomes does the student have for her/himself?  

 How will the course content help the student provide effective, quality service? 

 What are all the partners’ expectations/needs of one another? 
 
Knowledge and Understanding of Self 
Preparation activities that guide students through gaining deeper awareness of 
themselves can increase their capacity to enter, participate in, and exit communities 
sensitively, and can lead to deeper learning from the service-learning course. In 
particular, the following reflection questions can help students recognize what they 
bring to the community:  

 My Assets: What skills, experience, awareness and knowledge do I already 
have that can help me be of service effectively and help me grasp course 
content successfully? What do I have to give and share? What is my 
experience of being served by others? 

 

 My Lenses: Knowing we all have assumptions, attitudes, beliefs, stereotypes, 
biases, and fears -- what are mine that might impact the service experience 
(even unintentionally)? How can I be aware of my assumptions and not act 
from them in ways that are harmful to myself or others? What are my 
feelings and beliefs about service? What do I think people want and need? 
What assumptions do I have about myself and others based on societal 
conditioning about age, class, disability, ethnicity, gender, language race, 
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religion, sexual identity, career/job/work status, life situation, etc. What have 
I heard or what are my beliefs about the agency, neighborhood, or people I 
will be working with?  

 

 My Expectations, Motivations, Emotions: What are my expectations of 
myself, the community partners, faculty, and of the experience? What are 
my motivations? Why am I involved in service? How might my motivations 
impact how I engage in service? How do I view myself in relation to 
community members I will be engaged with? What apprehensions, 
discomfort, fears might I have? What am I excited about? 

 

 My Social Identities: How am I similar and different from people I will work 
with in the community, in terms of my identities? What do I need to be 
aware of and know to work effectively across our differences and 
similarities? How might my age, class, disability status, ethnicity, gender, 
language, national identity, race, sexual identity, etc. and the power attached 
to them, impact what I bring to the community (assets and challenges)? How 
might they impact what I value, what is familiar, how I work with the 
unfamiliar, etc.? 
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Planning Your Service-Learning Project 
 

Contacting Faculty 
CI’s service-learning program fosters a reciprocal relationship between the community 
partners, faculty members and students and we welcome suggestions from community 
partners for potential service-learning projects. The CCE can assist by acting as liaison 
for community partners and faculty. If you have an idea for a service-learning project, 
please contact Pilar Pacheco, Director at pilar.pacheco@csuci.edu or Kaitlyn Cotton, 
Community Partner Coordinator at kaitlyn.cotton@csuci.edu. Our Center will assist you 
in scheduling a meeting with faculty to discuss the responsibilities and goals for a 
proposed service-learning project. 
 
Designing a Meaningful Service-Learning Project 
A service-learning project integrates the skills or knowledge students are learning in the 
course. Service-learning projects should be designed so that a student or a group of 
students can make a significant contribution to your organization’s mission or goals 
within a semester and coincide with the academic calendar. Often the best kinds of 
projects are those that have been on the “back-burner” for your organization; the ones 
where you say, “wouldn’t it be great if we had a student to do that.” 
 
When thinking about or designing a service-learning project it is important to keep the 
following questions in mind: 
 
What kind of service project will this be? 

Service-learning projects can take on many different forms.  

 Direct service: Student interacts directly with clients from your organization 
(e.g., reading to students, collecting oral histories). 

 Indirect service: Service is not provided to individuals but the service benefits 
the community (e.g. students collect/analyze water samples; data is used to 
inform an environmental impact report). 

 Advocacy: Students create an awareness of a community issue (e.g., writing 
letters to the editor, public speaking, attending and reporting on city council 
meetings). 

 Research: Students gather data and report on an issue of public interest (e.g., 
developing a survey used to determine farmworker health issues). 

 
For all types of service projects students should be able to relate their work directly to 
the mission and goals of your organization and should be addressing a specific 
community need.  
 
Submit a service-learning project request at go.csuci.edu/SLrequest and the Community 
Partner Coordinator will connect with you to learn more. 
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Other questions for consideration include: 

 What is the community issue being addressed? 

 What are the key service objectives for this project? 

 What do you want students to learn about: themselves, your organization? 

 How many students will the project require? 

 Does this project entail using students from a particular discipline? 

 What type of student preparation is needed? Who is responsible for this 
preparation? 

 Will reflection activities be incorporated in this project? Who is responsible for 
these activities? 

 How many hours will the project require? What is the timeframe? 

 Will the project need to complete by the end of the semester (16 weeks)? 

 Will the service project be long-term? 

 What will be my time commitment to this project? 

 Do I have a training and orientation planned? 

 What type of preparation does my staff need? 

 Do I have a place for service learners to do their work? 

 Are there any added project costs to the organization? 

 Are there any risk factors involved with this project? If so, how will they be 
managed? 
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Guiding Questions for Service-Learning Partnership Meetings 

 
A service-learning experience is a collaborative partnership between a faculty member 
and a community organization(s). The faculty member and community organization(s) 
together identify a project or activity that addresses a community need or contributes 
to the necessary work of the organization. The service-learning project is directly related 
to learning goals that the students are already working to achieve. The project 
contributes to their understanding and knowledge of academic concepts or skills. 
Service-learning students participate in a structured reflection or assessment process 
which facilitates the integration of the service experience and course content (learning). 
 
These questions are meant to be a guide to discuss the objectives and details of the 
project and establish partnership expectations. This is a working document and as such, 
the Center for Community Engagement welcomes your feedback and ways to improve 
upon this stakeholder resource. 
 
Meeting Date: 
Faculty Member’s Name: 
Community Organization(s) Name: 
Community Partner(s’) name, phone number and email: 
 
Course Name: 
 
Community issue or need being addressed: 
 
COURSE LEARNING OUTCOMES: What do all stakeholders want students to learn from 
this service-learning course (academic content, professional application, service/social 
justice/civic engagement skills, leadership, etc)? 
 

 Faculty member discusses course goals and objectives of the course, shares 
course syllabus. 

 Community partner shares information about their history, mission, client-base, 
and goals of your organization; and a list of essential procedures and guidelines 
for working with your agency or organization.  

 
SERVICE OUTCOMES:  

 What do all the stakeholders (especially people working most closely with the 
service learners) want the impact of the student service to be in the 
community)?  

 What do stakeholders want students to learn as a result of their service? 

 How does the service connect to the course content? 
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SERVICE-LEARNING PROJECT DESCRIPTION: Describe the service-learning project(s) 
students will be involved in at the partner site(s) 
 
 
PREPARING FOR SERVICE increases the likelihood that there will be positive outcomes 
for all stakeholders, including students. What kinds of preparation are needed for 
students to be engaged in service and reflection, and what preparation activities will be 
the responsibility of the faculty member, students or community partners? 

 How many students will/can be placed at the community partner site? 

 What times and dates are available? 

 Is there a certain number of hours students will serve?  

 When will students begin their service-learning? When will they end it? 

 Will students be working in groups? 

 How many students will it realistically require to complete the project? 

 How many students can we handle at once? 

 What staff members will supervise and coordinate student work? 

 Does the student need training? When/where will the training take place? 

 What types of orientation occur prior to service? 

 Who will supervise the students? How can this person be contacted? Is there a 
backup 
supervisor? 

 Who should students call if they will be absent or late? 

 Do students need to be fingerprinted or have a background check? 

 Is there a dress code students should adhere to? 

 Discuss any important dates: 
o In-class orientation date: 
o Mid-semester check-in date: 
o End of semester presentations/posters: 

 What is the protocol for discussing any concerns? 

 What is the best way to get in touch with faculty member/community partner? 

 Will the faculty member check-in during the semester?  
 
REFLECTION establishes connections between students' service experience and the 
academic curriculum. The most effective system is to have participant's reflection occur 
before, during, and after their service-learning experience. 

 What type(s) of structured reflection will be integrated into the course? The 

service site?  

 How will the partners be involved in designing, implementing, evaluating and 

benefiting from on-going reflection activities? 
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ASSESSMENT AND EVALUATION built into the initial design of the service-learning 
project is essential so the impact on students, faculty, and the community can be 
measured and reevaluated for the remainder of the present, and for the next, semester.   

 How will student learning and the value of the service to the community be 

assessed (e.g. presentations, evaluations, papers, etc)?  

 How will stakeholders assess the partnerships and identify strategies for 

improvement? Will there be an end of the semester meeting? 
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Critical Reflection 
 

Structured critical reflection time is integral to service-learning programs because it 
connects and reinforces in-class work and readings, and service-learning experiences. It 
provides an opportunity for students to think critically about civic experiences, examine 
and challenge personal values, beliefs, and opinions. It provides a platform for students 
to ask questions, share ideas and experiences, challenge current solutions to community 
issues and develop plans to address community needs. 
 
It is important to incorporate structured reflection time (before, during and after the 
service experience) so that students develop a deeper understanding of course subject 
matter outside of the traditional classroom environment. Reflection promotes; 
interpersonal communication, problem solving skills, self-awareness, a sense of civic 
responsibility, and a sense of belonging. 
 
Types of Reflection 
The sample questions below are meant to give you an idea of how reflection may be 
structured at you service site. 
 
1) Group Discussions  
Service site discussions can occur individually, in several small groups or as one large 
group. Topics can vary but should be structured. 
 
Examples for discussions at the beginning of the semester  

 What is the identified problem/community need? 

 How are you going to address that need? 

 What are some of your perceptions or beliefs about the population you will be 
working with? 

 What fears, if any do you have about working in the community? 

 What do you hope to gain from this experience? 

 Why are you needed? 
 
Examples for discussion during the semester: 

 How does your service-learning experience relate to the learning objectives of 
the course? 

 What did you do at the site since the last reflection discussion? 

 What did you observe? 

 What did you learn? 

 How has the experience affected you (how did you feel)? 

 What has worked? 

 What hasn’t worked? 
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 What do you think is (will be) the most valuable service you can offer at your 
site? 

 What has been particularly rewarding about your service? 

 How could you improve your individual service contribution? 

 Have you taken any risks at your service site? If so, what did you do? What were 
the results? 

 What would you change about your service assignment that would make it more 
meaningful for you or other service-learning students? 

 What have you learned about yourself? 

 Has your service experience, so far, changed any of your perceptions or beliefs 

 Is there something more you could do to contribute to the solution? 
 
Toward the end of the semester:  

 What have you learned about yourself? 

 What have you learned about your community? 

 What have you contributed to the community site? 

 What values, opinions, beliefs have changed? 

 How has your willingness to help others changed? 

 What was the most important lesson learned? 

 How have you been challenged? 

 What impact did you have on the community? 

 What should others do about this issue? 

 What else can be done to address this issue? 
 
2) Journaling 
Journaling offers students an opportunity to practice writing, analyze and articulate 
their service experience and record and document their progress toward their learning 
objectives.  
 
Examples of journaling questions: 

 How is your service-learning experience related to the readings, discussions, and 
lectures in class? 

 How does the service-learning experience connect to your long-term goals? 
 What new skills have you learned since beginning your service? 
 What have you done this week to make a difference? 
 What characteristics make a community successful? 
 Report a civic experience you have had in the past. Include comments about 

what type of difference you made to those you served. How did you feel about 
your service? What if any attitudes or beliefs changed for you as a result of your 
service? 

 Describe what you have learned about yourself as a result of your service 
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Frequently Asked Questions 

How is service-learning different from internships or volunteers? 
While internships and volunteerism are great forms of experiential learning they  
typically lack the coursework integration and the opportunity for shared reflection, 
essential to the process of service-learning. 

When can I expect students to start? 
If you refer to the CI Academic Calendar at: www.csuci.edu/academics/calendar.htm 
you will see when semesters begin and end. When students start will depend upon the 
service-learning project, the amount of hours required by the course and what is 
decided upon by the faculty member and the community partner. Generally, an 
organization will begin to receive students within the first three - four weeks of the 
semester.  

Will students stay beyond one semester? 
Many service-learning projects may last only one semester. However, that same course 
may be offered the next semester with the possibility of a new group of service learners 
working at your placement site.  

How many students will work with us for the semester? 
When you complete the information in our community partner database or the service-
learning project request form it is very important that you list the number of students 
you can support each semester. Many of our community partners have over 20 students 
per semester, while others have just one or two. You should not take more students 
that you feel comfortable supervising and providing quality experiences and 
opportunities for. 

What if students don't show up, stop coming, or don't complete their hours? 
In the event that students say they are going to show up and don't, or if they stop 
coming all together after coming a few times, the first thing to do is contact the student 
directly and ask what happened. In most cases the situation can be resolved at this step. 
If you are unsuccessful at reaching them or they do not return your calls, please contact 
the faculty member. We are here to help you work most effectively and successfully 
with students. 

What if my organizations cannot facilitate on-site reflection? 
Being able to facilitate on-site reflection is certainly not part of the criteria for being a 
community partner and should be done only if you feel comfortable with this process. 
Reflection does not have to be a formal process. Students are reflecting on their 
experiences in class through discussion, writing, reading assignments, and research. 
However, as co-educators you and your staff have something unique to add to a 
student’s coursework. You are the experts on your organization, and as such offer 
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unique community knowledge. Think broadly and creatively in terms of what reflection 
is and how you can achieve that with your students. It could be as easy as walking down 
the hall with a student asking them what they achieved today. It is possible for you to 
even discuss with the faculty member ways you can compliment what is happening in 
class.  

Who are the students participating in service-learning? 
The CCE works with a variety of faculty and departments around the University. 
Therefore, the students coming to your organization will have a variety of majors and 
areas of study. Should there be particular student requirements your organization is 
looking for (i.e., areas of study, language etc.) be sure to note these in our community 
partner database. 

What happens at the end of the semester? 
Community partners will be asked to complete an evaluation. Data will be used for 
program planning and quality improvement. 
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