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Service Learning Course Designation Form Preview
KU Center for Service Learning

This document includes all questions that will be asked in the online service learning course designation form. We will not accept this word document as a designation request- responses must be submitted through the Qualtrics survey listed on csl.ku.edu/servicelearning/coursecomponents. If at any point you have questions as you work through these items, please reach out to the CSL for support (csl@ku.edu).	Comment by Lee, Clarisse: "This document is to offer a preview of all the questions..." to make it more clear that it's not submission but really is just to help preview the questions from the actual form	Comment by Lee, Clarisse: I recommend moving this paragraph after the first sentence of the first paragraph since it is part of the purpose of this form preview

There are several questions that list “I Need Help With This” as a possible response. If that option is selected, CSL staff will reach out with additional resources or offer a time to meet. You may choose to reach out to CSL about these items for support before selecting this option. 	Comment by Lee, Clarisse: "as a possible"

Basic Contact Information

1. Submitter name: ____________________________________________________________

2. Submitter email: ____________________________________________________________

3. (If Submitter is a graduate student) Faculty supervisor name: ________________________

4. (If Submitter is a graduate student) Faculty supervisor email: _________________________

5. Submitter's department chair name: ____________________________________________

6. Submitter's department chair email: ____________________________________________
*if this course receives service learning designation, we will communicate that decision to the submitter and the department chair. 

Basic Course Information

7. Course code (ex. UNIV 492): ___________________________________________________
*include all course codes if crosslisted (ex. EVRN 420 & GEOG 420)

8. Course name (ex. Special Projects in the Community): _______________________________

9. How frequently is this course offered? ___ Semesterly ___ Annually ___ Less than annually

10. Has this class been previously taught with a service learning component? ___ Yes ___ No





Service Learning Course Components Checklist

11. Students can take this course for a minimum of three credit hours. ___ Yes ___ No

a. If no, is this a course that is part of a series of courses that require concurrent enrollment to equal three credits or more (ex. C&T 352/353)? ___ Yes ___ No

12. There is a direct service component or community-engaged project that amounts to at least 20 hours of service. ___ Yes ___ No
*Direct service entails addressing immediate community needs, usually through contact and interaction. Packing Senior Meal Boxes with Harvesters, for example, would be direct service. Community-engaged projects typically include more behind-the-scenes work, such as organizing a fundraiser with Claire’s Community or developing an assessment plan with Campus Cupboard, would be community-engaged projects. See Trails Toward Social Change for more examples. 	Comment by Lee, Clarisse: either for or with

*Instructors have the autonomy to determine what kinds of service experiences qualify for their class. However, CSL generally advises that service activities offered as part of curricular experiences remain non-partisan and non-religious.

a. If yes, are the 20+ hours required for all enrolled students or just for students who opt-in?           ___ All enrolled students ___ Students who opt in

i. How many service or project hours do you expect students to complete? _______

b. If no, is the service requirement/option less than 20 hours or is there no service component in the course? ___ Less than 20 hours ___ No service component

13. If your course’s service component is optional, will you commit to sending a list of students who completed the optional service component to serve@ku.edu at the end of every semester? This information is required for CSL to give opt-in students credit for this course for the Certificate in Service Learning and to keep accurate counts of service learning course participation for institutional reporting. No one besides the CSL’s Certificate manager has access to or reviews these lists.  
___ Yes 	Comment by Lee, Clarisse: Add "no" as an option or say that it is mandatory if no option to opt-out. Provide the purpose of sending that list to that email address and who has access to that email address so instructors know exactly why and with whom they share this list of students which might be a FERPA concern

14. The projects and community partners for this service-learning course are determined:     	         ___ By the instructor ahead of time.								        ___ By students/groups of students with instructor involvement/oversight.			         ___ By students/groups of students independently.					        	        ___ Other (please explain) ____________________________________________________

a. If the instructor selects community partners ahead of time, have you determined a community partner yet for this course? 								        ___ Yes (please note which community partners) _____________________________________ ___ I’m working on it 									         ___ I need help with this

b. If the students will play a role in selecting community partners, what resources/support do you plan to provide them to facilitate that process? ________________________________________________________________________
By when will students be required to select a partner?	Comment by Lee, Clarisse: students
________________________________________________________________________
15. The service component completed as part of the course addresses a community-identified need.     ___ Yes 											         ___ I need help with this

a. If yes, which activities will you include in your course to ensure that community-identified needs are prioritized (check all that apply)? 
___ Co-creating syllabus components with community partner input.
___ Pre-service lecture on community context led by instructor.
___ Pre-service training/orientation led by CSL (CSL will follow up to discuss/schedule).
___ Root cause analysis.								         ___ Site visit(s) to community partner(s) location.
___ Class visit(s) from community partner(s).
___ Frequent communication/check-ins between community partner(s) and students(s).
___ Frequent communication/check-ins between community partner(s) and instructor(s).

___ Post-project/semester debrief with community partner(s).
___ Other (explain) _______________________________________________________

Timeline/Logistics

16. Which statement best describes the service learning (SL) instructional plan for this course? 
___ This course will be SL no matter the semester or instructor. Redesignation will be required after three academic years. Department chair will be notified and required to confirm.
___ This course will be SL only in designated semesters. Redesignation will be required on a semesterly basis. Department chair will be notified.
___ This course will be SL only when taught by a specific instructor. Redesignation will be required after three academic years and addition of any new designated instructor will require redesignation. Department chair will be notified.

Designated instructor(s) name(s): ___________________________________________
Designated instructor(s) email(s): ____________________________________________

17. Which semester are you designating this course for? Or, what is the first semester you would like this course to be designated as service learning? _______________________________

Additional Submission Items

18. Please submit a syllabus draft that contains the following. This draft does not need to include full details of the course calendar, statements about academic resources, etc.:	Comment by Lee, Clarisse: need to include
· Brief course description (max. 200 words).
· Description of what service learning is (find CSL’s definition here) and why you have chosen to incorporate it into this course.
· Description of the service learning component or project, and what is expected of students. 
· Description of the learning outcomes that will be addressed through service-learning activities, and how.
· Description of critical reflection assignments and activities that will be incorporated. Review Reflection Resources at the bottom of this webpage. 
· Plan for how students will be assessed/graded on their service learning experience (this could include a final paper, class or external presentation, poster, course discussion, evaluation from community partner, or more).

CSL Partnerships/Offers

The CSL is here to help as instructors start or continue to engage students in social change through service-learning courses. We provide several opportunities and services available to instructors. Check all services and opportunities that are of interest, and CSL will follow up:	Comment by Lee, Clarisse: to?
___ I would like a presentation from CSL at the start of the semester. 
___ I plan to invite CSL to class presentations at the end of the semester. 
___ I am interested in having my course spotlit on CSL social media.
___ I am interested in joining the CSL’s Ambassador program. 
___ I would like to be subscribed to the CSL’s Faculty/Staff Newsletter. 
___ I’m looking for something else (please explain). ___________________________________
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