SLAs:_______________________________

Program: _______________________

In-coming SLA 

Comprehensive Competency Checklist 

Program overview and review of job description 

Course list for program

· Discuss faculty and classes that participate in the program

· Provide an overview of each class: purpose, timelines, requirements, placements (if applicable), agency partners

Working with faculty

· Beginning of the semester faculty meetings – planning for service learning

· Program description form (course objectives, timeline, choosing agencies)

· Mid-point reflection session/checkpoints

Working with community partners (teachers or agencies)

· Review agencies/schools that work with each program 

· Discuss ways of connecting with agencies/schools

Working with students

· Classroom Orientation

· Orientation handout

· Contract/Liability form

· Student Info Sheet

· Orientation folder 

· AUSD maps/dress code (if applicable)

· AUSD volunteer card (if applicable)

· Student accountability

· Mid-point reflection/Checkpoints

Filemaker Pro

· SL Program data entry (review course call numbers for classes)

· Assigning ministry credit at the end of the semester

· School-based programs only – data entry in Teacher Info file 

Evaluation 

· Review evaluation forms for students and train on how to administer the evaluation in the class

· Review process of sending qualitative information to Debra to have graph made for professor letter

· Letter to the professor – allow the new SLA an opportunity to summarize the short answer questions from the evaluation and write the letter to the professor (use letter template)

Office stuff

· Review weekly staff meetings – program reports and Leadership Training 

· Computer files (M drive and L drive)

· Email (personal folders) and phone communication (message carousel) 

· Duplicating forms – making copies for orientations (Account #: 108184 5010)

· Review Office Norms and Policies (in handbook under section 1)

Other job responsibilities specific to your program (to be accomplished over the semester)

· Introduce the new SLA to the professors in your program 

· Visit an agency/school to see a service learning project taking place

