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Student Leadership Development Volunteer Request Policy


	Congratulations!

	Your student organization has decided to donate its time, energy and talents towards a service project off campus. It is groups like yours that truly represent the spirit of NEIU in the community. 
Here at SLD, we can assist you with finding the right community partner for your group. Please review the following guidelines below to get us started. 

	To Get Started

	
Student groups (organizations, classes, etc.) who need assistance finding a service site should contact Barbara Cosentino at B-Cosentino@neiu.edu. Barbara will meet with a representative from your group via a scheduled face-to-face appointment to discuss your idea, goals and timeline.
To make the process smoother, you should have the following with you during your appointment:
· Your timeline of when you would like to do the service day (Note: The more time you have to plan your event, the better. Ideally, 2-3 months in advance is the minimum)
· An idea of what type of issue you would like to work on (Examples: homelessness, food drive, park clean up, blood drive, etc.)
· An estimate of the amount of volunteers that will be attending your day (Note: Some organizations can only host a limited number of volunteers)
· Flexibility! Your first site choice may not be available, may not be able to accommodate your group size or may be booked for the date you originally chose. You may need to reconsider some of the plans you have to realistically pursue your service day.

	Our partnership

	
SLD will work with you on finding a good community partner for your event.  We will also help with communicating with the community partner, as well as with logistics and registration as needed. 

However, your responsibilities will be the following:
· Assisting in searching for a community partner/host site. Don’t worry – during your appointment, you will be given some resources to help you in this process.
· Recruiting and registering your group members who wish to volunteer. Some host sites require simply the name of the Project Leader and the number of volunteers who will be coming, while others want a bit more detail. It’ll be up to your organization to accurately provide that information. 
· Sending out reminders to group members before the event takes place. This helps with attrition and allows you to problem solve any last minute details (transportation, times, etc).
· Communicate with SLD. If you find a site before we do, please let us know!


	Guidelines for a successful Service Day

	· When you first arrive, be sure to seek out your contact at the agency. Introduce yourself, your group and let him or her know you are ready to work.
· For the entire volunteer experience, remember that you are representing yourself, your team or organization and NEIU. Your actions will reflect on all of these parties.
· Respect the organizational culture at the service agency. The people working at the organization have the experience with and commitment to the agency. Share your ideas and feedback in a constructive manner.
· Please dress appropriately for the type of service you will be conducting. If you are in an office setting, dress should be at a minimum business casual. If you are working outdoors or with some hands-on project, remember to wear close toed shoes and other protective outerwear.
· Treat the experience as a learning opportunity and a chance for personal growth as well as a team building activity for your group or organization.
· Although you may not see the immediate outcome of the service you perform, there can be value in every volunteer project, even the most simple. Your presence as a volunteer is appreciated and essential to the organization with which you are working.
· Remember that you are at a site to volunteer and some service projects may push you beyond your comfort zone. Be open to new experiences and challenges but be aware of your boundaries and voice any questions or concerns.




Questions or concerns? Contact Barbara Cosentino, Associate Director, Student Leadership Development at:
B-Cosentino@neiu.edu
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