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QMCPS/B MONTGOMERY COUNTY PUBLIC SCHOOLS

www.montgomeryschoolsmd.org MARYLAND
IMalcolm Baldrige
National Quality Award
July 20 1 8 ’mn Award Recipient

Dear Middle and High School Students and Parents/Guardians:

Student Service Learning (SSL) affords students the opportunity to actively participate
in our community and build the skills they need to be successful students and citizens. I am proud
of the thousands of SSL hours logged each year by our students.

The 2018-2019 school year SSL guidebook provides information about the Maryland State
Department of Education SSL graduation mandate. Completing 75 SSL hours is a requirement
for high school graduation in Maryland. Program facts, meaningful community involvement,
SSL documents, best practices, and beneficial outcomes of SSL are included in the booklet.
In addition, you will find important information about the SSL approval process, SSL awards
programs, the distinction between SSL and “volunteering,” tips for parent/guardian involvement,
recordkeeping logs, and more. Through meaningful service-learning involvement at school
and in the community, students view SSL as more than a graduation requirement; SSL is an
opportunity to strengthen character, develop responsibility, learn new skills, explore careers,
and develop avenues for civic engagement.

Please refer to the important information included in this brochure, on the Montgomery County
Public Schools (MCPS) website at http://www.montgomeryschoolsmd.org/departments/ssl/,
and in school newsletters, to review MCPS SSL guidelines and identify the approved opportunities
to meet the requirement in meaningful ways. If you have additional questions, please contact
the SSL coordinator at your student’s school.

Sincerely,

4
\Jack R. Sphith, Ph.D.

Superintendent of Schools
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850 Hungerford Drive, Room 122 « Rockville, Maryland 20850 « 301-279-3381
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Student Service Learning Activity Verification

MCPS Office of Student and Family Support and Engagement
MONTGOMERY COUNTY PUBLIC SCHOOLS MCPS Form 560-51
Rockville, Maryland 20850 August 2018

STUDENT INSTRUCTIONS: Complete Sections | and Il of this form legibly in blue or black ink. The nonprofit tax exempt organization completes Section II.
Documentation of all service is due to the school-based SSL coordinator according to specific timelines. In order to be reflected on the student’s report
card each semester, students must submit MCPS Form 560-51, Student Service Learning Activity Verification Form, to the school SSL coordinator by the
following recommended dates:

Service completed during the summer—Recommended by Last Friday in September

Service completed during the summer and 1st semester—Recommended by First Friday in January

Service completed during the summer, 1st semester, and 2nd semester to be recognized for the Certificate of Meritorious Service (high school

seniors) or the Superintendent’s SSL Award (middle school)—~Recommended by First Friday in April

Service completed during the summer, 1st semester, and 2nd semester—REQUIRED by First Friday in June
ALL SSL Forms for service completed any time during the current school year, including the summer before the current school year, are REQUIRED
to be submitted to the school SSL coordinator no later than the first Friday in June.

SECTION I. STUDENT INFORMATION—To be completed by the student prior to review from the nonprofit tax exempt organization.

Student’s Name MCPS ID Grade
School First Period Teacher

E-mail

Parent/Guardian Name Phone: Home or Cell - - Other - -

SECTION II. NONPROFIT, TAX EXEMPT ORGANIZATION INFORMATION—To be completed by the supervisor after the phases

of preparation and action have occurred.

Organization Federal Employer Identification # - Phone - -
Address E-mail
Describe Activity (performed)

Service Record

# Days # Hours Per Day Total # Hours Completed
Date From Date To of Ser\%ce (8 in a 24 hour (award 1 SSL hour for
period maximum) every hour of service)
Supervisor Name (print) Title
Supervisor Signature Date / /

SECTION IIl. STUDENT REFLECTION—Think about your SSL activity. Review the Maryland Seven Best Practices of Service-Learning

www.montgomeryschoolsmd.org/departments/ssl/pages/bestpractices.aspx and respond to the following questions in a written paragraph below.

What did you do?

What need did your service address?

Who benefitted from your service?

What did you learn about yourself?

How was this experience connected to something you learned in a class at school? (For example, English, Mathematics, Science, Social Studies, Arts,
Physical Education, Health, Foreign Language, etc.)

Note: This reflection will be reviewed by the MCPS SSL coordinator and returned to the student if not complete.

Parent/Guardian Name (print)

Signature Date /[

MCPS SSL COORDINATOR USE ONLY
[d Check if automatic hours are attached to this activity as a result of course instruction.

Verification form submitted to coordinator Date_ /  /

Hours earned previously + Hours for this activity = Total hours including activity —__ Date / /

B2RHRGEY: BERMHN—IRERER
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Individual Student Service Learning (SSL) Request

Office of Student and Family Support and Engagement
Student Leadership Office

MCPS MONTGOMERY COUNTY PUBLIC SCHOOLS mcPs ;‘:"g"“lsst‘sz"(;fg
Rockville, Maryland 20850 Page 1 of 2

See Maryland Student Service-Learning Guidelines
http://marylandpublicschools.org/programs/pages/service-learning/index.aspx

STUDENT INSTRUCTIONS: This form is for students to pursue a Student Service Learning (SSL) opportunity that is not identified on the Montgomery
County Volunteer Center (MCVC) website. The names of nonprofit, tax-exempt organizations that have certified compliance with MCPS Guidelines for

SSL can be found on www.montgomeryserves.org. Students should be familiar with the Seven Best Practices of Student Service Learning (see page 13 of

the MCPS Student Service Learning (SSL) 2018-2019 Guide for Students and Families) www.montgomeryschoolsmd.org/departments/ssl/pages/bestpractices.

aspx. Students should complete this form by typing into this interactive form, or print legibly in blue or black ink, obtain parent/guardian approval, and
submit it to their school-based SSL coordinator at least 2 weeks prior to starting the SSL activity.

STUDENT FOLLOW UP (if activity meets MCPS Guidelines for SSL after review by the MCPS SSL coordinator—see page 2 of the MCPS SSL Guide for Students
and Families): Documentation of all service is due to the school-based SSL coordinator must be completed on MCPS Form 560-51, Student Service
Learning Activity Verification Form, by the recommended or REQUIRED dates below: (please note that all SSL hours are available on the myMCPS student
portal after they have been verified by the school-based SSL coordinator. In order for the SSL hours to be reflected on the student’s report card, the
“recommended” dates below must be met.)

Service completed during the summer—Recommended by Last Friday in September

Service completed during the summer and 1st semester—Recommended by First Friday in January

Service completed during the summer, 1st semester, and 2nd semester to be recognized for the Certificate of Meritorious Service

(high school seniors) or the Superintendent’s SSL Award (middle school)—Recommended by First Friday in April

Service completed during the summer, 1st semester, and 2nd semester—REQUIRED by First Friday in June
ALL SSL Forms for service completed any time during the current school year, including the summer before the current school year, are REQUIRED to be
submitted to the school SSL coordinator no later than the first Friday in June.

STUDENT INFORMATION—To be completed by the student at least 2 weeks prior to beginning the volunteer activity.

Student’s Name MCPS ID Grade
School First Period Teacher

E-mail

Parent/Guardian Name Phone: Home or Cell - - Other - -

Name of nonprofit, tax-exempt organization that is NOT listed as MCPS SSL (those nonprofit organizations who have certified compliance with
MCPS Guidelines for SSL) on the MCVC website, and student is requesting to volunteer with:

Name of nonprofit supervisor:

Service activities to be done include (please provide a detailed description of the volunteer service/activity you will be doing with this organization):

Proposed dates of service: From i

To___/__/ . (Maximum 1 school year)

Student Signature Date ___/ /[

GUIDELINES FOR STUDENT SERVICE LEARNING (SSL)

This form must be completed and submitted to the school SSL coordinator PRIOR to the student beginning a volunteer opportunity for which SSL hours
are desired with an organization that is not identified on the current list of nonprofit organizations that have certified compliance with Montgomery
County Public Schools (MCPS) Guidelines for SSL. This list can be found on the MCVC website at www.montgomeryserves.org. Please allow 2 weeks for the
SSL Coordinator to review this request. The following guidelines must be met by the nonprofit, tax-exempt organization named on this form in order for
the student noted on this form to participate in an SSL activity with this nonprofit, tax-exempt organization.

Supervision Provide ongoing supervision for MCPS students either directly or through appropriately authorized designee(s).

Expectations Advise students of the need that will be addressed by this service, overall expectations, and safety information.

Activities for which ¢ Door-to-door distribution or neighborhood canvasing of any kind;

MCPS students ® Service supervised by parent or relative;

MAY NOT earn SSL * Service without sponsorship of an approved nonprofit, tax exempt organization;

hours e Service of a religious nature where the chief purpose is to convert others to a particular religious or spiritual view and/or which denigrates the
religious or spiritual views of others.

Service of a religious nature where the chief purpose is to help prepare and/or participate in the performance of a religious service or
religious education activity.

Service supervised by an individual who is younger than 18 years of age;

Service performed on private property or in a private residence/home (unless specifically approved by the MCPS SSL coordinator);
Service that replaces a paid staff worker of the participating agency.

Service resulting in financial or other compensation.

DISTRIBUTION: Copy 1/School-based Student Service-Learning Coordinator; Copy 2/Student
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MCPS Form 560-50

Page 2 of 2
GUIDELINES FOR STUDENT SERVICE LEARNING (SSL) (continued)

Liability Maintain general liability insurance that covers MCPS student volunteers.

Meet the Maryland | ¢ Meet a recognized need in the community.

Seven Best * Achieve curricular objectives through service-learning.

Practices of o Reflect throughout the service-learning experience.

o . * Develop student responsibility.

Service-Learning e Establish community partnerships.
* Plan ahead for service-learning.
* Equip students with knowledge and skills needed for service.

Logs Maintain a log and verify student service on MCPS Form 560-51, Student Service Learning Activity Verification according to program timelines.

Awarding of Hours | Award one (1) SSL hour for every hour of service, not exceeding eight (8) hours within a 24-hour period.

Ethical Conduct Build positive relationships with MCPS students to support learning and adhere to standards of professional practice, including but not limited to

with Students Section 2 of the MCPS Employee Code of Conduct, available on the MCPS website: www.montgomeryschoolsmd.org.

Sex Offenders Shall not knowingly employ a registered sex offender at the site where an MCPS student is placed.

Compliance with Comply with labor laws including the Fair Labor Standards Act, 29 U.S.C. Chapter 8; and all other applicable federal, state, and local laws and

Applicable Laws regulations. The Organization Supervisor shall be responsible for reviewing and assuring compliance with the following Board of Education policies and
MCPS regulations, available on the MCPS website at www.montgomeryschoolsmd.org/departments/policy/: Board Policy ACA, Nondiscrimination, Equity,
and Cultural Proficiency; MCPS Regulation ACA-RA, Human Relations; Board Policy ACF, Sexual Harassment; Board Policy JHC, Child Abuse and Neglect;
and MCPS Regulation JHC-RA, Reporting and Investigating Child Abuse and Neglect, including but not limited to those that prohibit discrimination, verbal
abuse, threats, physical violence, or sexual harassment directed at others.
(Organizations are encouraged to complete the online training on Recognizing and Reporting Child Abuse and Neglect, available
at: www. tg yschoolsmd.org/childat Ineglect/)

NONPROFIT, TAX-EXEMPT ORGANIZATION INFORMATION AND CERTIFICATION—To be completed by the supervisor

Organization Name Federal Employer Identification#__ -
Address Street City State Zip Code .
Phone - - Fax - - E-mail

Secular activities (activities that have no religious or spiritual basis) to be performed by student include (please provide a detailed
description of the services/activities the student is expected to perform):

My signature below certifies and vertifies that:
* | am 18 years old or older.
e | agree to the MCPS Guidelines for SSL noted above.
e | agree to supervise the student in the above activities in a public place.

Name (Print) Title

Signature Date ___ /[

PARENT/GUARDIAN APPROVAL: My signature below verifies that:

* | approve and accept full responsibility for my child’s participation in this SSL opportunity with this organization.
¢ | know this request must be submitted to, and reviewed by, the MCPS SSL coordinator prior to my child beginning the activity.

¢ | understand that the organization with which my child will be volunteering is not listed on the MCVC website, but has submitted
certification of compliance with MCPS Guidelines for SSL.

Parent/Guardian Name (Print) Signature Date /[

APPLICATION REVIEW BY SSL COORDINATOR

(1 Organization has certified compliance with MCPS SSL Guidelines as detailed above
1 Organization has not certified compliance with MCPS Guidelines for SSL

[ Other (explain)

Signature, Coordinator, Student Leadership and Volunteers Date / /
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10



Organization Responsibility and Assurance Certification Document

Office of Student and Family Support and Engagement

Student Service Learning MCPS Form 560-51A

MCPS MONTGOMERY COUNTY PUBLIC SCHOOLS August 2018
Rockville, Maryland 20850
See Maryland Student Service-Learning Guidelines
http://marylandpublicschools.org/programs/pages/service-learning/index.aspx

Register Register with the Montgomery County Volunteer Center (MCVC) at www.montgomeryserves.org and provide
updates when requested

Training Attend orientation training on SSL procedures provided by Montgomery County Public Schools (MCPS) every
three years.

Supervision Provide ongoing supervision for MCPS students either directly or through appropriately authorized designee(s).

Expectations Advise students of the need that will be addressed by this service, overall expectations, and safety information.

Activities for
which MCPS
Students MAY
NOT earn SSL
hours

¢ Door-to-door distribution or neighborhood canvasing of any kind;

e Service supervised by parent or relative;

¢ Service without sponsorship of an approved nonprofit, tax exempt organization;

* Service of a religious nature where the chief purpose is to convert others to a particular religious or spiritual

view and/or which denigrates the religious or spiritual views of others.

Service of a religious nature where the chief purpose is to help prepare and/or participate in the

performance of a religious service or religious education activity.

e Service supervised by an individual younger than 18 years of age;

¢ Service performed on private property or in a private residence/home (unless specifically approved by the
MCPS SSL coordinator);

¢ Service that replaces a paid staff worker of the participating agency.

¢ Service resulting in money, goods, services, or other compensation.

Liability

Maintain general liability insurance that covers MCPS student volunteers.

Meet the
Maryland Seven
Best Practices of
Service-Learning

Meet a recognized need in the community.

Achieve curricular objectives through service-learning.
Reflect throughout the service-learning experience.

Develop student responsibility.

Establish community partnerships.

Plan ahead for service-learning.

Equip students with knowledge and skills needed for service.

Logs

Maintain a log and verify student service on MCPS Form 560-51, Student Service Learning Activity Verification
according to program timelines.

Awarding of Hours

Award one (1) SSL hour for every hour of service, not exceeding eight (8) hours within a 24-hour period.

Ethical Conduct
with Students

Build positive relationships with MCPS students to support learning and adhere to standards of professional
practice, including but not limited to Section 2 of the MCPS Employee Code of Conduct, available on the
MCPS website: www.montgomeryschoolsmd.org.

Sex Offenders

Shall not knowingly employ a registered sex offender at the site where an MCPS student is placed.

Compliance with
Applicable Laws

Comply with labor laws including the Fair Labor Standards Act, 29 U.S.C. Chapter 8; and all other applicable
federal, state, and local laws and regulations. The Organization Supervisor shall be responsible for reviewing and
assuring compliance with the following Board of Education policies and MCPS regulations, available on the MCPS
website at www.montgomeryschoolsmd.org/departments/policy/: Board Policy ACA, Nondiscrimination, Equity, and
Cultural Proficiency; MCPS Regulation ACA-RA, Human Relations; Board Policy ACF, Sexual Harassment; Board Policy
JHC, Child Abuse and Neglect; and MCPS Regulation JHC-RA, Reporting and Investigating Child Abuse and Neglect,
including but not limited to those that prohibit discrimination, verbal abuse, threats, physical violence, or sexual
harassment directed at others.

(Organizations are encouraged to complete the online training on Recognizing and Reporting
Child Abuse and Neglect, available at: www.montgomeryschoolsmd.org/childabuseandneglect/)

As a representative of the Organization listed below, my signature certifies and verifies that all
individuals who supervise MCPS students participating in SSL opportunities with this Organization will
be required to agree to adhere to the MCPS SSL guidelines stated above.

Print Name

Title

Signature

Date / /

Organization

Address

Telephone -

- Fax - -

E-Mail
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Office of Employee Engagement and Labor Relations Office of School Administration Compliance Unit
Department of Compliance and Investigations 850 Hungerford Drive, Room 162

850 Hungerford Drive, Room 55 Rockville, MD 20850

Rockville, MD 20850 240-740-2540
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Lyndon Baines Johnson Dept of Education Bldg., 400 Maryland Avenue, SW, Washington, DC 20202-1100, 1-800-421-3481,
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