[Date]
Dear Community Partner:

Thank you for allowing my student to volunteer at your organization.  I hope this will be the beginning of an on-going relationship between you and us!

This Service Learning project is part of his/her requirements to complete my [insert course] class at PCC [insert campus] campus.  In order to become more familiar with Service Learning, I invite you to visit our web site at:  www.pcc.edu/servicelearning. 

Below is a description of the project.  Please do not hesitate to contact me if you have any questions or concerns.  My contact information is in the attached contract.  Again, thank you!

Objectives: [insert language for your course here]  ex: The main goals of this project are to illustrate the relevance and application of chemistry in everyday life and to underscore the importance of civic responsibility.  The focus of the project this quarter is nuclear chemistry, the chemistry related to the nucleus of the atom. 

We know that when we share our time and knowledge with others in need, whether it is people, animals or our environment, we become contributing members of society and acknowledge the interconnectedness of all things, which is emphasized by quantum mechanics.  This is the opportunity to make nuclear chemistry relevant to each of our lives while contributing to the betterment of our community.
What is Service Learning?: Service learning is a teaching tool that provides the student with an opportunity to make learning real and relevant to their everyday lives by putting into practice the concepts learned in class through a volunteer experience.  Through guided reflection activities, and individual student research, the course outcomes and the volunteer experience come together and the connection between the two is made; this is the “academic” learning part of service learning!

Project Requirements: As part of this project students must do the following:  

Modify this to reflect your project:
1- Select an agency of their liking and volunteer at least [#] hours of their time in whatever capacity is agreeable with the agency and the student. That is why they contacted you (.  
2- Service hours must be completed, at the latest, by [insert date]. 
3- Bring back to me a signed contract between them and you by [insert date] (see attached).
4- Bring back to me an evaluation form from you about their performance at your site by [insert date] (see attached).

5- Fill out an evaluation form about your site [insert date].

6- Complete various reflection exercises, as assigned, including research activities, which will bring together the service experience and my course outcomes (this where the academic learning happens () 
7- Present results of their project to the rest of the class in an oral presentation and a written final paper on [insert date].  If you would like a copy of the student’s final paper just let me know.
Looking forward to working with you.  

Sincerely,

[insert your contact information here]
