Project Agreement Worksheet:
Agency Description:  Should include the mission of the organization, the individuals served, and any other general information

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Project Description:  describe what students will be doing while they are at the organization and how this meets the need(s) of the clients they work with or the organization itself.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Students Responsibilities: (cross off those that are not applicable)
General:

· Complete and submit Student Service-Learning Agreement no later than ___________________________________________________________

· Attend orientation provided by site

· As a representative of  _________________________ and UWSP act in a professional manner

· Be on time

· Dress appropriately for site

· Be dependable, if an true emergency arises which prevents you from attending your scheduled time call your site contact immediately

· Be open-minded

· Respect the confidentiality of clients – client names are only to be used in the reflection paper

· Observe all agency rules and policies

· Attend one mid-semester reflection session ready to discuss you service experience

· Submit Student Timesheet signed by site supervisor no later than _____________________________________
· Submit Student Feedback form no later than _________________________________
· Submit Reflection Paper no later than ______________________________________
· Keep the lines of communication open. 
Agency or Project Specific:

· __________________________________________________________________________________________________________________________________________
· __________________________________________________________________________________________________________________________________________
· __________________________________________________________________________________________________________________________________________

· __________________________________________________________________________________________________________________________________________
Community Partner Responsibilities:  (cross off those that are not applicable)
General:
· Attend service-learning introduction class period

· Provide students an orientation before they begin their service

· Help students set a schedule with the organization that meets the needs of the student and the organization

· Maintain communication with ____________________ and Michele Dickinson (or other person helping coordinate service-learning in the class)
· Address student questions and concerns in a timely manner

· Complete Mid-Semester Feedback form for each student no later than _______________________________
· Complete Community Partner Feedback form and return to__________________ by _________________________
· Attend service-learning wrap-up class period on __________________________
Agency or Project Specific:
· __________________________________________________________________________________________________________________________________________

· __________________________________________________________________________________________________________________________________________

· __________________________________________________________________________________________________________________________________________
Contact Person:  
Name: ____________________________________________________________________

Title: ______________________________________________________________________

Office Phone: _______________________________________________________________

Cell Phone: ________________________________________________________________

E-Mail: ____________________________________________________________________
Service Location:  
Organization: _______________________________________________________________

Address: __________________________________________________________________

__________________________________________________________________________

Service times:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
Orientation Times: 
______________________________________________________________________________________________________________________________________________________________________________________________________________________________
