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Welcome to the MCTC SELV-IC Program!
The Service Earns Lear ning and Volunteers in Community Program (SELV-IC) assists students, faculty
and community members with community service and ser vice-lear ning projects. Information and tools
within this Student Ha ndbook offer a better understanding of service- learning as a teaching
methodology that provides opportunities for you to gain valuable professional and life s kills while
engaged in service.
To gain thos e skills, service opportunities require the following of each participant:




STUDENTS
FACULTY
AGENCY

Dedication and respect to complete service.
Collaboration to meet academic standards of service activity.
Commitment to ser vice projects .

In advance, the Maysville Community and Technical College thanks each of you for your individua l
pledges to meet community needs through service.
Read this Student Handbook for clar ification, then commit to the following steps.
1. Visit the Project List online and read the requirements of the position. OR find a pos ition
through independent r esearch. For assistance, use the county-by-county Resource Listing , also
available online, to f ind opportunities within organizations in your area.
2. Make contact with the organization to set up your ser vice assignment.
3. Before beginning service, caref ully read the Program Safety Guidelines and download
Service Learning Waiver .
4. Then download Student Service Learning Contract , pr int and take with you to your service
location.
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What Is Service-Learning?
The Kentucky Community and Technical College System
(KCTCS) belief that civic engagement is a critical part of any
student’s education is affirmed within the Maysville Community
and Technical College definition of service-learning.
“Service-learning is a teaching method used to
enhance learning by combining relevant,
organized activity with service grounded in the
reciprocal principles where service benefits the
community and its genuine needs, and the
learner in their acquisition and development of
professional competence, critical thinking,
ethical awareness, and commitment to lifelong
learning and sense of civic responsibility.”

Section 1
Service-Learning is a
teaching strategy that
integrates course content
with relevant community
service. Through
assignments and class
discussion students critically
reflect on the service in order
to increase their
understanding of course
content, gain a broader
appreciation of the discipline
and enhance their sense of
civic responsibility.
Adapted from the
National and Community Service Trust Act

IN CONCLUSION, service-learning…




Combines service objectives with learning objectives through structured learning with reflection time
to enrich and to inform.
Integrates meaningful community service with academic study. National Service-Learning Clearinghouse
Enriches community and provides youth and community stakeholders a voice. Bell, (2002) IYF
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Benefits of Service
Civic Accountability

Expanded Networking Opportunities

Empowered Citizenry
Appreciation of Diversity

Maximized Resources
Increased Social Capital

Improve our shared foundation of COMMUNITY.
Grow our knowledge through a mutual appreciation of education.
Nurture confidence and trust in the processes of learning.
Initiate a dialogue of clarity and honesty with ALL service participants for greater opportunities
in service and solutions to the organizational realities and constraints and limitations of project
planning and implementation.
Think of power, as well as decision making processes involving service activity, as shared for
sustained long term perspective.
Evaluate satisfaction levels of community needs and ALL service participants.
I G N I T E : to set in motion; SPARK
WE HAVE IGNITED THE SPARK – LET US CONTINUE TO KEEP THE FLAME!
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Section 2
What service-learning is not…

Volunteering is altruistic in nature (worthwhile activity).
The connection of service experience to classroom
instruction/academic course content is absent in volunteer
service, as the primary emphasis of volunteering is service, not
learning.
Internships focus on the learner’s acquisition of job skills
while Cooperative Education experiences develop
competences to prepare the student for real-world jobs.
Students are placed in pre-approved sites and can receive
academic credit, pay or stipend. Since the experience gained
is paid, it is not considered to be a service-learning activity.
Clinical Practicum experience is earned as students from
a particular discipline (social work or nursing), practice skills
for their profession. Students commit to longer service hours
than service-learning projects, and their performance is part
of their course grade. MCTC does not require servicelearning projects as a degree requirement. Practicum
experience is a requirement to obtain some degrees.
Students engaged in service-learning are not
volunteers. They are responsible for meeting specific
learning objectives set by their instructors. Whether a student
is following instructions or providing direction to an agency
partner, students are to complete service within a specified
time and provide reflection components as assigned by their
instructor.

Reflection is the
Difference
A key difference between
service-learning, internships
and volunteerism is reflection.
Students reflect on service
activity in such a way as to gain
further understanding of course
content, a broader appreciation
of the discipline, and an
enhanced sense of civic
responsibility.
Reflection from discussions
with faculty, community partner
and students help the student to
discover relationship between
the service, community issues,
and the class. All learning
partners are encouraged to
engage students in reflective
discussions.

In review - service-learning is a method by which students learn and develop through active
participation in thoughtfully organized experiences that….
 Meet actual community needs.
 Coordinate in collaboration with the schools and community.
 Support the learning objectives of the organization.
 Provide structured time for the student to think, talk, and write about what he/she did and saw during the
actual service activity.
 Provide students opportunities to use newly acquired academic skills and knowledge and real life situations in
their own communities.
 Expand the student’s learning environment to include broader community.
 Help foster the development of a sense of caring for others.
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Section 3
Planning Service Learning
FIRST THINGS FIRST - some service projects require adequate planning. Some are best implemented in SMALL STEPS.
As you consider a service project, the following factors should be evaluated in your project plan:
TIME: Provide adequate time to complete a project. Keep in mind the different concerns of a diverse
student body with multiple schedules to consider.
COMMUNICATION: Disagreements as to what is “meaningful” service or what are community needs may
arise but consider needs and approve with consensus of that authentic need. Sometimes surveys help to
find out what needs should or shouldn’t be addressed.
MOTIVATION: Throughout your project, keep focusing on the project goal. Sometimes poorly scheduled
events or conflicts in timing (midterms or finals) can reduce enthusiasm. There are sometimes those who are
always downers, always late or always expect one person to do EVERYTHING. Before starting, make sure
there is a mutual respect of not just the goal but how the goal is to be accomplished. This way everyone is
responsible in the beginning of the project.
LOGISTICS: Non-profits often lack adequate equipment or supplies. Make no assumptions for answers. Find
out what you need before launching a project and make plans accordingly.
SUPPORT NETWORK: Some organizations have protocol – or their way of doing things. It might seem
unnecessary to you but any organization’s policies and procedures should be respected. Establish a site
supervisor or community contact in advance to avoid difficulties.
NO FUNDING: Some of the best projects have been performed on a shoe-string budget. Sometimes service
activities require funding. Talk to your Instructor or an MCTC SELV-IC liaison. There may be potential
sponsors waiting to help you fulfill your project goals!
COMMUNITY AWARENESS: If you can’t find out why your project is a bust, ask others if they know what you
are doing. If you have no publicity or if your action steps are undefined to the community, you may be
loosing steam. Trash talkers are always part of any community, including the college setting – so, beat
them to the punch by planning adequately and getting the correct information out beforehand.
With any service activity, problems may arise! Don’t be discouraged. We learn from failures. When problems
occur – revise, revamp and react.

I am only one.
But still I am one.
I cannot do everything,
But still I can do something;
And because I cannot do everything
I will not refuse to do the something that I can do.
Edward Everett Hale
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STUDENT REFLECTION

?

Reflection is not a requirement of volunteerism b ut
anyone can attest after committing hours, days, or weeks as
a volunteer, their service made a difference. In this respect,
all community service activity empowers you - the volunteer,
as the service you engage in s hifts your role from spectator
to active participant.
How ever, service-learning projects require
reflection, w hich provides you an opportunit y t o
discover the meaning of your assignment or
acti vit y.
Reflection can be shar ed with your class, with agency
partners through jour nal entries , expressed through art and
poetry, or presented via modern technology mediums of
Blogs, through web gr oups, pages and multimedia projects.

Using Reflection to Choose Service-Learning
Whether as a group or as an individual, map out what it is you want to learn through your service involvement. Consider
your knowledge, skills, characteristics, and attitudes. What do you bring as an individual or as a group?
What are the learning goals of my course?
What people would you like to learn about?
What do you want to understand better?
What skills do you want to learn and improve?
What are you willing to share with others?
Through this discovery process or pre-reflection, you will find what type of activity works best for you.
If you need further help in choosing a service activity, ask your course instructor or the Service Earns Learning and
Volunteers in Community Program Liaison for assistance in choosing an appropriate activity. To contact a SELV-IC Liaison visit the Service-Learning website, fill out the online feedback form and send your question(s). These coordinators can
help in determining your service activity and aligning you with the best community organizations.

MCTC SELV-IC Reflection Pool
All service-learning activities require student reflection.
SELV-IC offers pre-reflection and post-reflection sample questions online under the MCTC SELV-IC Reflection Pool to meet
required reflection component of any service activity and to assist in evaluating your service project; however, you will
want to approve your reflection method with your instructor to make sure you meet the service-learning project
requirements.

Talk doesn’t cook rice. Chinese Proverb
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serv·ice1 [sur-vis]
an act of helpful activity
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Section 4

Service Earns Learning and Volunteers in Community Program OVERVIEW
MCTC SELV-IC Program responsibilities














Provide orientations, trainings and roundtables about service-learning.
Recruit, support, and facilitate faculty, student, and agency partner agreements.
Find, screen and orient agencies whose needs match class learning objectives.
Refer volunteers to the agency and screen placements to provide complimentary relationships between the agency
and the volunteer(s).
Provide contracts and forms that clarify responsibilities and increase accountability.
Ensure adequate accident and liability insurance coverage criteria are met for volunteer(s).
Provide all necessary forms and evaluations and reports changes in a timely manner.
Facilitate student placement through classroom visits, agency referral lists, and requests.
Support and troubleshoot with student, agency partner, and faculty.
Assist in the evaluation of service-learning experiences for student, agency partner, and faculty.
Maintain contact with student, agency partner, and faculty. Share upcoming opportunities and information.
Seek and respond to feedback from student, agency partner, and faculty.
SELV-IC may recall a volunteer at any time.

STUDENT responsibilities











Sign and honor Service Earns Learning and Volunteers in Community contract with agency partner.
Attend orientation and begin assignment at agreed scheduled time.
Maintain personal health insurance or notify changes.
Track hours and/or describe service using SELV-IC service log sheet or other specified method.
Maintain regular communication with agency partner regarding time and attendance.
Respect rules, regulations, and confidentiality standards of AGENCY PARTNER.
Participate in reflection activities and assignments.
Complete required amount of service hours and/or service project.
Evaluate experiences and the AGENCY partnership.
A volunteer may resign from service to an agency or from the program at any time (terms of removal from service
must be explained).

FACULTY responsibilities









Set learning objectives for the service experience that relates to course objectives.
Discuss the service-learning expectations and requirements, agency partner orientation dates, deadlines for
starting service, and evaluation guidelines with students.
Identify community issues or service that relates to the class.
Adapt syllabus, class assignments, lecture examples, and class discussion to include links between course theory and
service experience. Structure and schedule reflection assignments or activities.
Contact SELV-IC support staff for screened agencies and clarify any expectations.
Use forms, time logs, evaluation instruments prepared by SELV-IC or other specified method.
Maintain regular contact with AGENCY PARTNER.
Evaluate STUDENT service-learning experience.

-9-
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AGENCY PARTNER responsibilities
AS ACTIVE CO-EDUCATORS, this partnership is a shared responsibility and partly fulfills the mission of the MCTC, in that we
both seek to instill “professional competence, civic responsibility, critical thinking, ethical awareness and commitment to
lifelong learning in the communities to which we serve1.”
Reciprocally, Maysville Community and Technical College faculty and students dedicate the best in service to your agency
and strive to uphold the integrity of your agency mission. In addition to serving as a partner and hosting community
volunteers in meaningful service, we invite your agency to learn about other community partners you may want to
collaborate with for ideas or future projects. The SELV-IC Program offers the Community Resource Database as a tool for
faculty and students; however we provide this service for community, providing valuable information regarding communitybased services and mission focused organizations, charities, as well as civic groups and agencies. If your organization is not
listed within the resource database or if your information is not current
o

Please contact SELV-IC Program support staff for updates regarding your resource listing or to add agency to the
listing.

As an agency partner you agree to appoint a service-learning supervisor or liaison to which, the faculty at MCTC, the
SELV-IC Program support staff and the student learners will work. Students look to their agency supervisor as their rolemodel in the community. The agency supervisor is a partner in the student’s education; helping students make the connection
between abstract concepts and their actual service. The agency supervisor will:
o Provide structured onsite orientation and review Service-Learning Contract with student(s) during orientation and
sign form.
o Coordinate with student(s) to determine start date of each service assignment.
o Help students understand the community issue your organization addresses.
o Provide background information (fact sheet, article, etc.).
o Help the student feel comfortable in your agency and prepared to learn.
o Check-in with students about their reflection experiences.
Additionally your agency will:
o Provide available student volunteer opportunities and job descriptions for opportunities.
o Reserve the right to interview volunteer(s) before placement.
o Keep a record of total volunteer hours and sign SELV-IC Program log sheet for each student.
o Supervise student(s) during service assignment(s).
o Maintain communication with faculty and SELV-IC Program.
o Complete all forms and evaluations for SELV-IC Program or other specified method in a timely manner.
o Notify faculty immediately, regarding misconduct of student placement.
o Reserve the right to request the removal of SELV-IC Program volunteers from placement with their agency. The
agency may request the removal of a volunteer at any time.
o Notify faculty or SELV-IC Program of any changes in job descriptions or site placement.

1

http://www.maysville.kctcs.edu/index.php?id=414
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