Appalachian State Faculty & Community Partner Checklist

(For Service-Learning & Community-Based Research Courses)
To ASU Faculty: This checklist was designed by the ASU Service-Learning Council in an effort to increase communication between faculty and the community partners with which they work. Please use this checklist to make sure that you have covered all of the important issues that may come up during the semester. Since face-to-face meetings are usually the best, we encourage you to meet and chat with your community partner

agency over coffee or lunch. Thank you!

􀂅 Contact Information

Faculty/Community Partner Name: __________________________________________

Email/Telephone: __________________________________________

Best Time to Reach: __________________________________________

Class Time/ Location: __________________________________________

Office Hours/Days: __________________________________________

􀂅 Project Goals for Community Partner (CP)

____________________________________________________________________________

____________________________________________________________________________

􀂅 Project Goals for Faculty Member (FM)

____________________________________________________________________________

____________________________________________________________________________

􀂅 How involved can the CP be in project/course?

a) Frequency of communication with FM/students?

b) Attend classes, guest lecture, class readings, etc.?

c) Amount/type of feedback CP wants to provide, involved in grading, post project evaluation?
􀂅 Expectation of Students?

a) Punctuality, Appearance, Professionalism, Self-Guidance, Communication, etc.?

b) Resources they will need to bring (budget for project, supplies, etc.)?

c) Projected time commitment?

d) What skills/knowledge will students need before starting? Who will provide?

e) Will students get an “on-site” orientation to the agency/organization?

f) Are expectations communicated to students in the syllabus?
􀂅 Timeline issues?

a) Matching academic calendar with CP calendar (timing of breaks, end of semester, etc)?

b) Any specific deadlines/schedule from the CP?

c) How will we check-in with/monitor students’ progress with project?
􀂅 Questions/Concerns Students May Have?

a) How does the SL or CBR project relate to my class/education?

b) How can the project benefit me?

c) Is what I am doing really benefitting the organization?

d) Should one of us take the lead in communicating with agency?

e) Will I need training in working with unknown or new populations?

f) If something goes wrong or someone is not pulling their weight, what should I do?

g) If the initial project ends and I still need hours what happens?
􀂅 How to Handle Problems?

a) If students are not meeting expectations how should we handle?

b) When to call ACT vs. handling between us and students?

c) Criteria for ending a project early?

d) Process for reflection/learning from mistakes?

􀂅 Next Steps?

a) What information do we need to move forward?

b) What does FM need to do to prepare and by when?

c) What does CP need to do to prepare and by when?

e) How will we wrap up/reflect upon/evaluate the project with students?

f) Should we celebrate in any way?

g) Anything else we have forgotten to discuss?
