












































































































































*Conducting evaluations with agencies and students
so that recommendations for improvement can be made.

*Notifying the Registrar of students who have
completed their community service.

*Supervising and evaluating classified personnel.

The following duties shall be shared by the building
Coordinators:

*Reporting to the Administration and Board on all
aspects of the program.

*Serving as tne official district representative
to the state program, the community and other
organizations.

*Assisting the Public Relations Director in keeping
the staff and community aware of the program and
its accomplishments.

*Preparing a student interest survey to assist
in matching students to the types of service in
which they would be most successful.

*Preparing the program brochure.
*Preparing budget recommendations.

*Convening the Advisory Committee and submitting
any recommendations for modification of the
program to the Administration.

Each Coordinator shall have office space accessible to
students. Each building program shall have two computers with
software capability to maintain a data base on the students and a
data base on the agencies, as well as all forms, letters,

reports, guidelines, etc. It is important that the computer
software be available from the inception of the program so that
data entry duplication 1is avoided. (Refer to Appendix II for

other specific equipment recommendations.)

udent Program Awareness And In-Servic

Students will be made aware of the program through a variety
of ways. A brochure describing the program will be presented to
all incoming freshmen at each school's eighth grade orientation
and registration. This brochure will acquaint the students and
their parents with the educational objectives of the program,
describe typical kinds of service activities and alternate
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assignments which are available and offer suggestions on how to
meet the community service graduation requirements.

Also, first semester freshmen will meet with the Community
Service Coordinator during their homeroom periods to receive
instruction on the objectives and procedures of the program, ask
questions, and receive assistance in developing a plan to ensure
completion of the requirement by the end of the first semester of
their senior year. In addition to the Coordinator's
presentation, an A-V presentation will be developed to help teach
the philosophy of the program, and successful student volunteers
will Dbe wutilized to assist 1in teaching students about the
benefits of the program. Each school shall also 1include
information on the program in the school curriculum guide and in
the school newsletter.

Transfer students shall receive the brochure at registration
and shall meet with the Coordinator as part of their orientation.
Transfer students shall get <credit for any prior community
service provided it meets the criteria of the District 230
program.

Guidance counselors shall monitor the community service
graduation requirement each year at registration and will remind
students of the requirement as part of the registration process.

Pr t Availabili

The Coordinator shall compile and make available for
students, a 1list of service activities needed by community
agencies. This list shall include the type and amount of service
needed, the time required, and other pertinent information for
each project. Students may visit the Coordinator's office and
examine the 1list. Also, the Coordinator will alert students
about available projects through the Community Service Homeroom
and through club and team sponsors who are willing to organize
group projects for their students.

Project Approval
Students must secure permission from the Coordinator prior
to engaging in a community service project.. This shall be done

in the manner prescribed by the Coordinator and will involve
completing an application 1including parent and agency approval.
Students who wish to perform service for projects other than
those on the approved list shall be responsible for presenting
such projects to the Coordinator in the manner prescribed so that
they may be approved. Approval shall be contingent upon the
service project meeting the stated criteria as determined by the
Coordinator. Group projects must be submitted by the advisor who
will be responsible for conducting the activity.
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Each student 1is responsible for submitting all project
documents to the Coordinator. The Coordinator will Dbe

responsible for submitting official transcript data to the
Registrar.

Approved Projects

To qualify for approval, a project must meet the following
criteria:

*It must contribute to the completion of a task which
will benefit the community or needy individuals
and/or groups in the community.

*It must provide students with a worthwhile learning
experience.

*It must not involve fundraising for non profit agencies
nor generate profits for any private company.

*It must not cause a reduction in the number of employees
at an agency.

*It must not place students in any situation which would
pose a risk to their health or safety.

*It must not place students in a situation that

would be inappropriate for their age, background or
level of maturity.

*Although community service through religiously
affiliated organizations is permitted, the service
rendered shall not be religious in nature.
Participation in forms of worship or religious
instruction, or in activities whose main purpose is
to further the religious goals of the organization,
shall not be counted toward fulfillment of the
community service requirement.

Transportation

Transportation to and from the service agency shall be the
responsibility of the student. Some group projects may allow for

district bus/van transportation with thé approval of the
Coordinator.

Advisory Committee

A committee composed of staff, students and community
representatives from each school shall serve as an advisory group
for the building coordinators. This committee shall meet as















10

APPENDIX III

Attached 1is a summary of the community needs assessment
survey conducted by the committee. Questionnaires were sent to
about fifty-five agencies across the district. Responses were
received from thirty-eight agencies, an unusually high response
rate for a survey. Results indicate that the need for service
definitely exists. However, not all requests seem to meet the
guidelines of the proposal, especially in the goal of providing a
student with a worthwhile educational experience. For example,
some of the church requests may not qualify. This indicates that
the Coordinators will need to make consistent 3judgements about
all projects. There 1is also the feeling on the committee that
when the program 1is in full operation, with 1500-1600 students
needing twenty-four hours of service per year, it may strain the
local agencies ability to provide quality experiences. This may
be an advantage 1in that it will challenge students to identify
needs not currently being met by existing agencies and, it 1is
hoped, initiate group projects to meet these needs.



DIST. 230 COMMUNITY SERVICE
COORDINATOR RESPONSIBILITIES

DUTIES OF EACH BUILDING COORDINATOR:

* Contacting agencies W identity needed service projects.

* Reviewing agency and student requests to determine their appropriateness as student projects.

* Preparing students o participate in community service.

* Maintaining a current list of service projects nesded by the community.

* Matching agency requests with student volunteers.

* Monitoring on-going projects.

* Developing appropniate forms for the Community Service and altemative programs.

* Maintaining an accurate record keeping process (o ensure completion of the graduation requirement.
* Monitoring student progress and providing feedback where needed.

* Suggesting topics for students who select the alternative assignment.

* Evaluating student project reports and altemative papers.
* Conducting evaluations with agencies and students so that recommendations tor improvement can be made.

* Notifying the Registrar of students who have completed their community service.
* Supervising and evaluating classified personnel.

CARL SANDBURG | VICTOR J. A. A. STAGG

ANDREW
COORDINATOR COORDINATOR COORDINATOR

DUTIES SHARED BY BUILDING COORDINATORS:

* Reporting to the Administration and Board on all aspects of the program.

* Serving as the official district representative (o the state program, the community and other organizations.

* Assisting the Public Relations Director in keeping the staff and community aware of the program and its accomplishments.

* Preparing a student interest survey (o assist in matching students (o the types ol service in which they would be most successtul.
* Preparing the program brochure.

* Preparing budget recommendations.

* Convening the Advisory Committee and submitting any recommendations tor modification of the program to the adnunistration
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STRATEGIC PLANNING COMMUNITY SERVICE C&MITTEE

NEEDS ASSESSMENT SURVEY

# ot Students
Time of No.of hours Type of Special Accepted
Organization Year per visit Service Requirement s During Ycar
‘HFAL'IH CARE :
American Cancer Society Spring( for 6-8 Distribution of Orientation Mtg. Unlimited
special information
projects)
Americana Healthcare Center Year round  1-2 Visitine elderly,reading,None. Musical Unlimited
(daily) transporting, etc. skills welcame.
Bridgeview Healthcare Year round 2-4 Visits, reading, Maturity & Unlimited
Center (daily) letter writing, sense of
assisting on shopping responsibility
trips, etc.
Howe Developmental Year round No Visits, walks, gym Talents of unlimited
Center (anytime) Require- progranms, choral volunteer will
ment groups, clothing be matched to
services, etc. activity
Oak Forest Hospital Year round 2-4 Wheelchair escort, Minimm 14 yrs 20-30
(daily, office assistance, of age
weekly, assist staff with
special proj. patlent activities B -
Palos Commmity Hospital Summer 2-4 Delivery of laboratory medical form,
(weekly) analyses; charts, orientation, Min.
flowers, mail, etc. 15 yrs of age.
Must donate at

least 50 _?}o'f




STRATEGIUC PLANNING COMMILTY SERVICe. COMMIITEE
NEEDS ASSESSMENT SURVEY

# of Students

Time of No.of hours Type ot Special Accepted

Organization Year per visit Service Requirements During Year

CHURCHES :

All Saints Lutheran Cluxrch Sumper (for Depends on Day-camp and Camfortable Depends on
special project summer youth dress project
projects) prograns

Grace Fellowship Clumrch None needed

Palos Park Presbyterian Does not believe that

Church public schools should

become a service agency

Peace Memorial Church & Year round 1-8 Filing, photography, Vary according 30-40 each

Child Care Center (daily, weekly, artwork, word processing,to service for childcare
bi-monthly, videotaping, copying, and church
special proj.) . costume & set construction

Sacred Heart Religious Educ. Year round 1-4 Preparing classroams, Catholic, if 1-2 daily
(daily,weekly tutoring, assisting tutoring or Mon-Fri;
special proj) teachers assisting 2-4 Sat

teacher

St. Michael Church - Youth Year Round 1-2 General office work, Sophomore or 1

Ministry Office (weekly) escort for junior older, typing

high summer trips & computer
skills heloful

St. Vincent de Paul Society Year round 2-4 Food & clothing Courteous, 20-25
(for special drives own transportation
projects)

Salem Baptist Church __é;iit_Winter 12 Assist in Mamber of Baptist
Spring Children's Bible Church
(weekly & Club

spec. proj.)



STRATEGIC PLANNING CAMMUNITY SERVICE CGMITTEE

NEEDS ASSESSMENT SURVEY

# of Students
Time of No.of hours Type of Snecial Accepted
Organization Year per visit Service Requirements During Year
CHURCHES (Cont'd)
Tinley Park United Year round 2-4 Custodial Male preferred 1-2
Methodist Church (weekly)
United Methodist Church Year round 1-8 Food Pantry & - 5-6
(weekly & other
spec.proj)
SOHOOLS :
Central Jr. High School Year round 1-2 Tutoring, Jr. or Sr. Varies
(weekly) mentoring
Conrady Jr. High Winter/ 1-2 Tutoring G.P.A. of 1-10
Socrates Tutoring Program Spring Recordkeeping C or better
(biweekly)
Conrady Jr. High Winter/ 1-2 Assisting Ability to follow 5
English Dept. Spring Teacher directions &
(for spec. work indemendently
proj.)
Christa McAuliffe Fall,Winter 1-2 Tutoring, Dependability; 25-75
Elementary School Spring Classroam Aide dress code
(weekly)
Grissam Jr. High Fall/ 1=2 Tutoring Attributes of 2-3 weekly
Winter citizenship &
(daily, academic proficiency

weekly)




STRATEGIC PLANNING COMMINITY SERVICE COMMITTEE

NEEDS ASSESSMENT SURVEY

¢ of Students

Time of No.of hours Type of Special Accepted
Organization Year per visit Service Requirements During Ycar
SCHOOLS: (Cont'd)
Orland Junior High Fall/Winter 1-2 Tutoring Min.16 yrs of age Onen
Soring Willingness to
(daily) assist special ed.
students
Palos East H.S. Dist.118 Year round 1-2 Assist in Media Cntr, - 20
(weekly & P.E. and
spec. proj. classroom, reading
to students
Palos West Year round Assist in lllmchroan, Appropriate 3-5
(daily) media, classroom dress
Palos South Jr. H.S. Year round Working with students, Willingness to As many as can
(weekly, setting up projects help; articulate be accammodated
spec. proj.
School Distr.#118 Summer 2-4 labeling, typing, Office skills 6-10
Central Office (spec.proj. filing
L.t. Joseph P. Kermedy School Year round 12 Tutoring Willingness to 5 per semester
(weekly) work with peers;

dress code




STRATEG1C PLANNING COMMINITY SERVICE COMITIEE
NEEDS ASSESSMENT SURVEY

# of Students

Time of No.of hours Type of Special Accepted
Organization Year per visit Service Requirements During Year
TOWNSHIPS :
Tinley Park Park District Spring 2-4 Preparing summer dress code 3
McCarthy Park (weekly) baseball programs
Tinley Park Park District Year round 1-8 Special events Ability to commmi- 4 each season

(biweekly) assistance cate well; positive

attitude

Orland Township Senior Citizen Service Call for further info.™
Orland Fire Protection District Summ/Fall/ 2-6 Assisting with public typing, dress code

Spring education & fire

(spec.proj.) protection activities
Tinley Park Police Dept. Monthly 4-6 Helo with Neighborhood Dress code 12-24
Crime Prevention Unit Spec. proj. Watch Program,

child fingerprinting
Palos Township Liability insurance
of $5,000,000

Orland Township Food Pantry Varies 2-4 Sorting & stocking Varies

(monthly, carmned goods

spec.proj.)
Orland Township Health Year round 1-6 Assisting staff with Good interpersonal  3-5
Service and Youth/Family (weekly, immumnizations & skills
Services monthly, clerical work

spec.proj.)




STRATEGIC PLANNING COMMUNITY SERVICE COMMITTEE

NEEDS ASSESSMENT SURVEY

No. of

Time of No.of hours Type of Special Students
Organization Year per visit Service Requirements during year
Bremen Youth Service primarily 4-6 Help to supervise older students 5-12

summer, SuTmer camp

other

seasons

possible

(daily)
Hickory Hills Park District Year round 2-4 Assistance with people-oriented 30+

(spec proj) holiday events
OTHER:
Boy Scouts Camp Kiwanis Year round Nature demonstration, ecology minded Unlimited

etc. with minimal need
of supervision
Palos-Orland Recording Double-checking Training done at Unlimited
for the Blind recorded tapes studio
Bremen Historical Society Year round Optional Giving tours, filing, Appropriate dress Open
g (weekly, doing research,

biweekly, cleaning

spec.proj)
Shady Oaks Camp - Parents summer , 1-8 Tag days, craft fairs Open
Assoc. for Cerebral Palsy spring fundraisers

(daily,

weekly,

biweekly,

monthly,

spec.fall proj.)




STRATEGIC PILANNING COMMUNITY SERVICE CAMMITTEE
NEEDS ASSESSMENT SURVEY

No. of
Time of No. of hours Type of Special Students
Organization Year per visit Service Requirements during year
Village of Orland Park Summer, 2-4 Recycling, weed flowers, 16 yrs + 10 students
various locations fall, paint playground, safety wear
spring wax vehicles
O0.P. Parks & Recreation sumper, fall 1-8 assistant in ability to work varies
various locations winter, recreation program with people
spring
(daily,weekly,
biweekly,monthly,
spec.proj.)
0.P. Franklin Loebe Center 4x a year 2-4 clerical projects 16 yrs + one at a time
for 6 wks dress code
at a time
(spec proj)
Village of Palos Park Year round 4-6 clerical, anoropriate unlimited
(monthly, mowing lawns dress
spec proj)
Palos Park Recreation Dept. Year round 1-2 Teach or assist in sports lowledge Unlimited
(daily) recreational classes, or skill would
scorekeeping, clerical be helpful
duties, maintenance
Palos Heights Public Library Year round Bookshelving, Camputer skills, 10
(daily, filing typing,
monthly, artistic skills
spec proj) helpful
12

Tinley Park Public Library

Year round 2-4
(daily)

Typing, filing,
reading at story
time, crafts,
cleaning




