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	SERVICE DOCUMENTATION FORM

	
	
	
	(Please print)

	Full Name:
	
	
	
	ID # _____________________

	Total # of hours volunteered: __________
	Date: _______________

	Event: _____________________________________
	Agency: ________________________________________



Task(s)/Work done: _________________________________________________________________________________

Circle one:	First Year	Sophomore	Junior	Senior	Graduate Student	Professional Program
....................................................................................................................................................................................................
Community Service Verification by a Supervisor (or by the Instructor, if a service-learning course)

	Supervisor Name (Please Print):
	
	Title: _______________________________

	Or, Instructor:
	
	


Organization/Agency: _______________________________________________________________________________
Or, Instructor’s Department:
Address:

Street_____________________________________  City_______________________	State ____ Zip________

Phone Number_______________________
I affirm that to the best of my knowledge the above information is correct.

Supervisor/or, Instructor Signature:	Date:___________

............................................................................................................................................................... .....................................
If hours were completed in a service learning course, please provide information below:

Course Name: ______________________________________	Instructor: _______________________________
…………………………………………………………………………………………………………………………………

Rate your response to each statement on a scale where -3 represents totally disagree, zero represents no opinion and +3 represents totally agree.

	
	
	totally disagree
	
	no opinion
	totally agree

	
	
	-3
	-2
	
	-1
	
	0
	+1
	+2
	+3

	1.
	The agency or UIW provided a helpful orientation for my
	
	
	
	
	
	
	
	
	

	service experience.
	
	
	
	
	
	
	
	
	

	2.
	The agency helped me understand its mission.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	3.
	I felt I met a community need through my service.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	4.
	My participation in service was a good learning
	
	
	
	
	
	
	
	
	

	experience.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	5.
	My service experience gave me the ability to better
	
	
	
	
	
	
	
	
	

	understand the UIW mission.
	
	
	
	
	
	
	
	
	

	6.
	I would like to do more service with this agency.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


7. What was meaningful about your service experience?


……………………………………………………………………………………………………………………………………

***To Student: Return this form, completed, to the Registrar’s Office. Make a copy for your files. This form must be submitted to recognize these service hours as part of the community service requirement for graduation.
	
	
	Registrar’s Office Use Only

	Date Received:
	
	Recorded by: _______________________

	Rev. 10/6/14
	
	

	
	
	(Please read the Service Guidelines on the next page.)



University of the Incarnate Word

SERVICE IN THE COMMUNITY GUIDELINES

Undergraduates Must Satisfy a Graduation Requirement of 45 Hours of Service in the Community.
(Service hours must be completed and documented in the Registrar’s Office before the student applies to graduate.)


1. A student-initiated service activity must include the following elements:

a) it helps to meet community needs b) it is done out of concern for the well-being of the community, and c) it concludes with reflection on civic responsibility.

a) Helping Meet Community Needs
UIW service hours must be completed after having graduated from high school and within the last 5 years

(for undergraduates); outside one’s home; not for pay; as an individual or with a group; in conjunction with a nonprofit, governmental, or community-based organization; supervised or with a contact person who can verify service completed.

For any questions about what is acceptable as service, or what may be consistent with the Catholic identity of UIW, contact the Center for Civic Leadership office, AD 158, 283-6423—before doing service.

b) Well-Being of the Community

Catholic Social Teaching calls members of the UIW community to serve those in most need. While needs can be found everywhere, including on campus, UIW encourages students to do most of their service out in the community, whether local, national, or global. Nonetheless, service hours completed on campus do count toward the 45-hour graduation requirement.

Needs may include: health care, child care, literacy training, education, welfare, social services, transportation, housing and neighborhood improvement, public safety, crime prevention and control, recreation, rural development, community improvement, animal care, and care for the environment.

c) Learning About Civic Responsibility
At UIW, students reflect on their service with the goal of making volunteer service a life-long commitment.

2. Service performed in connection with UIW Service Learning (SL) Courses may also be used to satisfy the

45-hour graduation requirement and must include the following elements:

a) it is class-required service b) it is done to better understand course content, c) it is undertaken out of concern for the well-being of the community, and d) it involves learning how to keep engaged for the future.

The instructor oversees the service experience in conjunction with a community partner, identifies hours that count for service and verifies when completed. The student is responsible for completing the Service Documentation Form with appropriate information and signatures and submitting to the Registrar’s Office at the end of the course.

The instructor is responsible for ensuring that service is connected to learning course content, and for providing structured time for students to reflect on the service experience, including how the service relates to UIW mission values, Catholic Social Teaching, and civic responsibility in general.
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