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TEMPLATE

Date ____________________

Dear _____________________________: 

Thank you for your interest in providing volunteer opportunities for De Anza students taking (COURSE).   In coordination with the Institute of Community and Civic Engagement, (COURSE) develops (COURSE GOAL/PURPOSE).     

The (PROJECT NAME) is an opportunity to provide a service to a community organization and/ or program that serve children and families, youth, and student populations. It aims to give students hands on experience on how to contribute to their community, on or off campus.  

Community Service Learning is an academic study linked to community service through structured reflection so that each reinforces each other.  The community service may be direct service to people in need, community outreach and education, research or policy analysis.  It is also considered a form of experiential education in which students apply knowledge, skills, critical thinning and good judgment to address genuine community needs.  

For (QUARTER & YEAR), students who choose to do their volunteer work at NAME ORGANIZATION must complete 12 hours of community service learning, between weeks 3 and 11.  Students are also asked to maintain a time sheet that requires a supervisor's signature. 

To give you more information about the project, I have attached the assignment guidelines.  If you have any questions, please do not hesitate to contact me at (408) 864-0000 (OR YOUR E-MAIL ADDRESS).

Sincerely,

Instructor’s Name

Department

De Anza College

