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Chapter 12
How to Plan
and Implement
a Project

A main focus of this book is to empower students to actively engage in volunteering
and community service to improve the world around and beyond them – their school,
their neighborhood, their community, their country.
We must view
young people
not as
empty bottles
to be filled,
but as candles
to be lit.

Robert A. Shaffer

As students participate in service projects, we need to provide them with the skills
and knowledge they need to succeed. We need to teach them how to plan and implement
service projects, and then encourage, support, and supervise their efforts. We need to
allow them to take roles as both leaders and participants according to their age and
abilities, making clear to the students the rules and boundaries of their actions. We also
need to allow them to make mistakes and learn from them, console them when things do
not go as they had hoped, and recognize their achievements.
This chapter provides a framework for students to plan and implement a project. While
the focus is on the cooperative efforts of groups, the framework can also be used by
individuals doing a project alone. The framework is presented here as a list of Actions
that can be adapted to specific projects. It serves as a useful checklist, but the actions do
not necessarily have to be done in the order listed.

Capable
Available
Reliable
Engaged

Even if the actions are done in the order presented here, it is unlikely that one action
can be completed before the next is started. Working on a project is a very dynamic
process. Tasks related to the different actions are often done simultaneously. Furthermore,
depending on the project, some actions may need to be done in a different sequence. It
may even be appropriate to drop certain actions if they are not appropriate for a particular
project.
The best approach is to read through the whole list to understand the process, then read
through it a second time, completing what can be done for each before going on to the
next, skipping actions where necessary, and going back to them later. At different stages
of the project, the list should be reviewed again, filling in additional information as the
project develops.
With young children, the teacher, club sponsor, or advisor needs to take a more active
role in guiding the planning process. Adults, however, should not give in to the temptation
to plan a project for the students, rather than with them. Even young children can evaluate
choices and make decisions that are within their understanding. Older children should be
allowed to be more actively involved in leadership and decision-making, while the adults
try to limit their participation to the roles of advisors and supervisors.

To make this chapter more useful, the 14 Actions are presented in three levels
of detail:
1) Outline – To provide a brief overview of what is to be discussed.
2) Summary – To be used as a reference and checklist by project participants
(students, teachers, and community partners)
3) Full Details and Examples – To provide the explanations to make the summary
more useful.

HOW TO PLAN AND IMPLEMENT A PROJECT
Action 1: Decide on a Project
Action 2: Identify Stakeholders and Create the Project Team
Action 3: Gather Information
Action 4: Create a Project Statement
Action 5: Plan According to Key Principles and Factors
Action 6: List and Assign Major Tasks and Specific Jobs
Action 7: Identify Project Needs and Assets
Action 8: Manage Risks
Action 9: Prepare for Implementation
Action 10: Implement
Action 11: Document and Publicize
Action 12: Clean Up and Follow Up
Action 13: Reflect and Evaluate
Action 14: Appreciate, Recognize, and Celebrate
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HOW TO PLAN AND IMPLEMENT A PROJECT

Action 1: Decide on a Project
To decide on a project, participants need to consider six important factors:
1) What is the community we seek to serve?
2) What is the need we seek to address?
3) What are we interested in doing?
4) What can we do?
5) Is our project a genuine service?
6) Is our project sustainable?
Consider doing a project related to the Millennium Development Goals. If the group
starts by choosing the community it wants to serve, it helps to do a needs assessment or
community mapping exercise. Analyze community assets and needs, create a short list of
possible projects, and do a pro/con analysis to decide on the right project for the group.
Action 2: Identify Stakeholders and Create the Project Team
Who are the people who have the greatest stake or interest in the project and may be
enlisted to help in some way? Make a list and recruit them to join the team, provide inkind support, or help fund the project.
True teachers
use themselves as
bridges over which
they invite their
students to cross;
then, having
facilitated their
crossing,
joyfully collapse,
encouraging them
to create bridges
of their own.

Nikos Kazantzakis

Action 3: Gather Information
The more the participants know about the project, the better it will be. Early in project
planning it is good to do an Internet search, check information in the library, and/or meet
with the prospective recipients of service and experts on the subject to learn from them.
Action 4: Create a Project Statement
Create a half page explanation of the project that answers the questions:
Who? Group name; in collaboration with
What? Project name; mission statement
Where? Project location
When? Project time frame
Why? Needs statement; vision statement
How? Project summary; project objectives
Action 5: Plan According to Key Principles and Factors
Two Principles: Think before you act. Work from broad to fine.
Four Factors: Time, Quality, Information Management, and Organization.
Action 6: List and Assign Major Tasks and Specific Jobs
Develop a list of the major tasks that need to be completed to achieve the objectives
of the project with the specific jobs to be done for each task (broad to fine). Assign the
person in charge of each task and job, and indicate the deadline for completion.
Action 7: Identify Project Needs and Assets
Create a chart of project needs and assets. Indicate the source for those that are easily
available and the potential source for others, starting with the stakeholders and their
contacts. Include the price of items that will need to be bought. Use the Needs and Assets
list to create a project budget, raise the necessary funds, and obtain all that is needed.

Action 8: Manage Risks
Risk management involves anticipating what things could go wrong, proactively
trying to avoid them, developing alternative plans for certain anticipated problems
(contingency plans), and dealing with problems that actually arise confidently,
resolving them or at least minimizing any negative outcomes (damage control).
Action 9: Prepare for Implementation
This is when the skills are learned, dances are rehearsed, and preparations are made
for the activities in Action 10. In addition, participants need to develop greater
understanding of the cause they are serving and be provided with appropriate
sensitivity training. Contingency plans in Action 8 also need to be prepared for
“just in case.”
Action 10: Implement
Implementation is usually viewed as the project itself, though it is notable that
this is Action 10 out of 14. It is the point of the project when the wall actually gets
painted, the orphans get visited, or the boxes of recyclables are taken from the
classrooms and brought to the storage area for pickup. Implementation is when
participants find out if the preparation was adequate, and actually begin to see the
results of their efforts.

To make a
difference is not a
matter of accident,
a matter of
casual occurrence
of the tides.
People choose to
make a difference.

Maya Angelou

Action 11: Document and Publicize
There are many different ways to document a project before, during, and
after implementation: create a project journal, take pictures, collect receipts
and brochures, etc. Both documentation and publicity can help the project get
funding and other support. Publicity can increase awareness of the issue and
inspire others. It also serves as a form of recognition for those doing the project.
Action 12: Clean Up and Follow Up
It is important for those doing the project to take responsibility for the clean-up
after a project – to know that the job is not really done until everything is cleaned
up, put away, returned, or properly disposed of. Follow-up can then make a good
project great by sustaining the project or repeating it at regular intervals, either
through the effort of the same group of participants or another group.
Action 13: Reflect and Evaluate
Learning can be maximized by giving participants the opportunity to reflect on
their service experience before, during, and after implementation. What did they
learn? How did they benefit? Evaluation of all aspects of the project can be used
to improve this or similar projects in the future. What went wrong and right? And
why? Ideally, all participants should reflect on and evaluate the project.
Action 14: Appreciate, Recognize, and Celebrate
Appreciation should begin by having the students thank the people who helped
them do the project (teaches, parents, experts, sponsors, government officials, etc.).
All the participants should also be recognized for their efforts through a poster
about the project, a letter or visit from the principal or organization president,
or a certificate of participation. Students should have some appropriate means to
celebrate their efforts, alone or with others involved in doing the project.
Volunteering,
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FULL DETAILS AND EXAMPLES:
ACTION 1: Decide on a Project

In every community
there is work
to be done.
In every nation,
there are wounds
to heal. In every
heart, there is the
power to do it.

Marianane Williamson

Deciding on a project is often the most difficult part of the project itself. Selecting the
right project is very important and makes everything else much easier, which is why so
much of this chapter is devoted to this one decision. Even if the project is already predetermined, it is important to review this section, to see whether the group might want to
modify the project according to the concerns presented here.
To decide on a project, the project group needs to consider six important factors:
1) What is the community we seek to serve?
2) What is the need we seek to address?
3) What are we interested in doing?
4) What can we do?
5) Is our project a genuine service?
6) Is our project sustainable?

1) What is the community we seek to serve?

There is a famous saying: Think globally! Act locally! This means that we can all do
something at the local level to bring about a better world. But local can mean many
different things. The possibilities are almost unlimited. Here are some of the most
important options to consider, with a few examples for each:
a) The school: The whole school? a specific class? a building? a group of
people (teachers, students, parents, janitors, etc.)? a playground? an
abandoned corner of the campus?
b) A neighborhood or municipality: The neighborhood or municipality of
the school? of the project team? or somewhere else, even in a different
region of the country?
c) A nature preserve: A beach? river? park? forest?
d) A historical site: A bridge? traditional home? castle? fortress?
e) An institution or organization: An orphanage? hospital? prison? clinic?
library? community center?
The group may choose a place within walking distance
of the school, within the same community, or far from the
school. Local projects give students the opportunity to know
their community better and be recognized as contributors to
that community. Projects in distant locations give students the
opportunity to see a different part of the country. The location
may be a place the students, parents, teachers, or administrators
care about, have special knowledge about, or have contacts
for. Or the group may rely on various community resources
to help it identify the specific municipality, historical site, or
organization to serve.

2) What is the need we seek to address?

If the group begins by choosing the community (1), then the next step is to analyze the
needs of that community before choosing which need the students are interested and able
to address. One exercise that can help in this effort is called community mapping in which
students actually create a map of the community and identify the community’s assets and
needs (see Appendix 4: Community Mapping). They can then choose which need(s) that
they might be interested in working on for a service project.

If the group begins by choosing a need, even before defining the community, it
may be best for the students to brainstorm the most pressing problems they are
aware of in their society (see Appendix 4: Rules of Brainstorming).
Ask the students to imagine the world in which they would like to live. What
would need to be changed in the world they know (their school, their community,
their country, or the world as a whole) to make it more like their vision? They may
be so conditioned to accepting some problems that they are not really conscious
of them. But even small children should be able to come up with problems like
garbage on the streets, walls that need painting, traffic that makes it hard for them
to cross the street, or food in the cafeteria that they don’t like. Or they may have
read, heard on the news, or heard their parents talk about larger problems like
pollution, poverty, and illiteracy.
One consideration in deciding on a project might be to review the Millennium
Development Goals (MDGs) and see how the students can address one or more
of these goals through a local project. The Millennium Development Goals are a
set of measurable goals and targets agreed upon by world leaders at the United
Nations Millennium Summit in September 2000. All 191 United Nations Member
States have pledged to meet these goals by the year 2015.

The Millennium Development Goals
Goal 1: Eradicate extreme poverty and hunger
Goal 2: Achieve universal primary education
Goal 3: Promote gender equality and empower women
Goal 4: Reduce child mortality
Goal 5: Improve maternal health
Goal 6: Combat HIV/AIDS, malaria, and other diseases
Goal 7: Ensure environmental sustainability
Goal 8: Develop a Global Partnership for Development

See Appendix 4 for more information about the Millennium Development Goals.
Appendix 4 also includes the Executive Summary of the report, Youth and the
Millennium Development Goals, which provides information about how young
people can contribute to these goals.

3) What are we interested in doing?

It is always good to have students work on something they care about – and it is
even better if it is something that they have a real passion for. Their interest will
make them more enthusiastic and committed to the project. This may be partly
determined by the group that is doing the project. If it is a basketball team, then
the interest to focus on is basketball; if it is a history class, the interest is history.
The group may be given a list of possible categories of service from which
to choose, such as the main headings of the List of Project Ideas in Appendix
6: Seniors, Environment, Those with Special Needs, Advocacy, Neighborhood
Enhancement, Literacy/Learning, Children, Animals, Libraries, etc. The teacher
may explain what each of these is, but it is best not to give them the full list of
specific project ideas before they have had the chance to brainstorm them on their
Volunteering,
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is not hate it’s indifference.

Jow L. Wheeler

Chapter 12

How to Plan and
Implement a Project

147

148

Volunteering,
Learning to CARE: Education,
and Community Service

own. When they have narrowed their interests to two or three possibilities, it may be
best for them to wait until they have considered the other factors in this section before
brainstorming specific projects they would be interested in doing.

4) What can we do?

The greatest
pleasure in life
is doing what
people say you
cannot do.

Walter Bagehot

This question is meant to bring the issue of deciding on a project into the realm of
reality. What are the opportunities available to the students? What are their abilities, or
the abilities the class or club wants to focus on and develop? What resources are available
to make certain projects easier than others to do?
Finally, what constraints limit the projects the students can do (such as time, money,
access, or permission). In considering these constraints, it is important to ask whether
these are insurmountable obstacles or not. Sometimes facing the challenge of overcoming
obstacles is an important part of the learning process. All of these considerations will be
dealt with in more detail later in this chapter, but they need to be addressed here to the
extent that they help determine what project is selected.

5) Is our project a genuine service?

One real problem for school service programs is how to select a
project that is a genuine service and not just some token effort. Just
because a project addresses a genuine need does not necessarily
mean that it is a genuine service. Sometimes minor adjustments
in planning a project can transform a project from a token effort
to a genuine service. The section on Genuine Service in Chapter
13: General Guidelines for Effective Service, discusses this issue
in detail.

6) Is our project sustainable?

Sustainability is another important factor to consider in choosing a project. Certain
projects are more sustainable than others. Some programs cost a lot and cannot be
maintained or repeated without more funding. In contrast, other programs, like a
properly managed recycling project, can support itself after the initial investment. A
project that continues with the students as they are promoted from one class to the other
has sustainability built into the project. So does a project that is repeated by the same
class level each year as the individual students are promoted into or out of the class.
Students do not always need to choose projects that are sustainable, but it is a factor
worth considering if they want their efforts to have a long-term impact.
_________________
These six factors (community, needs, interests, constraints, service, and sustainability)
can be considered in any order, but it is important to note that making decisions related
to one of these factors narrows the group’s options related to the others. Because of this,
it is best to determine which of them is most important or most inflexible and start with
that one.
For example, if the teacher or other adult supervisor has already decided that the group
is going to do the project for the school, then Factor 1 (the community you are serving)
is the school. But even so, the group can be creative – the school community includes
the administration, the different classes, the teachers, the students, the buildings, the
playgrounds, and so forth.

If the group is a basketball team, then Factor 3 (What you are interested in
doing) is something to do with basketball, but here too, the group can be creative
– they could play basketball with a group of orphans or those with disabilities,
hold a tournament to raise funds, provide a training camp for younger children,
translate the rules into another language, etc.

Pro/Con List – Choosing the Best

Before deciding on a project, it may be helpful for the group to narrow the
possible projects to two or three and then create a Pro/Con list for each of these
projects. To make a Pro/Con list, first put the project name on the top of the paper,
and then divide the paper in half lengthwise, and label one side Pro (for) and the
other Con (against).
On the Pro side students should list all the reasons why they should work on
that problem: things that they like about it, assets that will help them do it, reasons
why it is needed, etc. On the Con side, students should list all the reason why
they should not choose that project: things they don’t like about it, obstacles that
will get in the way of accomplishing it, why it is not a genuine need, or why their
project will not make a significant or sustained difference. The group should then
review all of the different projects on the basis of these Pro/Con lists, and see how
they can modify the projects to address the concerns raised. They should then
choose the project that best matches the commitment they can realistically and
willingly make.

The problem is
not the problem.
What you are
not doing
about the problem
is the problem.

Michael White

If the group is large enough to divide up into project teams to do more than one
project, students should be allowed to choose which project team they wish to
join, if possible. But if this is done, they need to choose the project and not their
friends, and the adult supervisor should make sure the teams are balanced in terms
of student abilities.

ACTION 2: Identify Stakeholders
and

Create the Project Team

Stakeholders are the people who have a stake or interest
in the issue the group has chosen to work on. The questions
to answer are: Who are the people who are or might be
affected by this project in any way? Who are the people
who care about the project more than anyone else and are
already committed to working on the issue?
Stakeholders are the best people to enlist to get involved in the project in some
way. They include different people connected with the school that might be able to
help – administrators, teachers, activities director, club advisor, students, parents,
and possibly other staff like the librarian, bus driver, or janitor. Stakeholders also
include the administrators of the service institution where the project will be done,
the recipients of service, the owners of the property where the project takes place,
the professionals who can train and supervise students, the funders, and anyone
else who has an interest in the project. Stakeholders can be consulted to learn
how best to approach the project. They may understand the obstacles and help the
group avoid them. And they can be asked to actively participate.
Volunteering,
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The list of the stakeholders in a school recycling project would include the school
administration, faculty, students, parents, local businesses, the local municipality, experts
in solid waste management, environmental organizations, the companies that do paper
recycling, and the companies that sell recycled paper products. The group may not need to
contact all of them to do the project, but they should be aware of who the stakeholders are
since they are their most likely partners in the project. Generally, if participants contact
some of these potential partners, these partners can help the group make contact with
others since there is often a network of stakeholders that are involved in the same issue.

ACTION 3: Gather Information

Every
clarification
breeds new
questions.

Arthur Bloch

The group should do all it can to learn about the project selected and the general issue
it is part of. Students may have gathered much of the information needed while trying
to select a project (Action 1). But often students gather general information about all
the possible projects before deciding on one. Now they need to gather more detailed
information about the selected project. It may even be different information. In gathering
information to decide whether or not to do a street mural project, one may need to know
how long it will take, what wall is available, what the community would feel about
painting it, and whether one can get permission to paint the wall. But once the decision is
made, one needs information about the steps to take to prepare the wall, the best kind of
paint to use, and the different techniques to transfer the design onto the wall.
Students can do an Internet search or find
information in a library or bookstore. Group members
can contact some of the different stakeholders who are
experts on the issue in general, or are knowledgeable
about implementing such projects locally. These may
be individuals, organizations, government agencies,
or companies that deal with the issue in some way.
The group should also be sure to consult with the
prospective recipients of the service and/or their
care providers, where appropriate, to see whether
they want the help. Such contact will make sure that
the group does not alienate the very people they are
trying to serve. They may be able to suggest ways to
truly help them that the group never thought of. Others who have done similar projects are
another important source of information. While they are not stakeholders in the project,
they have experience that the group can learn from.

ACTION 4: Create a Project Statement

Once the group has decided what problem or need is to be tackled, the next step is
to describe the project as concretely and as clearly as possible in half a page. In simple
terms, the project statement needs to answer the questions: Who? What? Where? When?
Why? and How?
Preparing the statement helps the participants clarify the project to themselves. They
then can use the statement to get permission to do the project, guide the development of
the project, and involve others as community partners, volunteers, or providers of inkind donations and financial support. Finally, it can serve as a basis for evaluation when
participants consider whether they achieved their stated objectives.

The project statement should be about 100-200 words and should include the
following:

Who?

1) Group name: Model School Environment Club
2) In Collaboration With: The Model School Parent Committee and XYZ
Paper Company
The group may not be able to state what groups or individuals are
collaborating in the project until it has identified the stakeholders and
created a project team (Action 2).

What?

3) Project name: MS Paper Recycling Project
4) Mission Statement: This statement should describe what the project’s
goal or purpose is.
The mission of the Model School Paper Recycling Project is to promote
public awareness of the importance of recycling for the environment and
to engage all the faculty and students at Model School, as well as their
families, in recycling paper on a regular basis.

Where?

5) Project Location: Model School

When?

6) Project Time Frame: Throughout the academic year, beginning on
November 1.

Why?

7) Needs statement: This statement should explain what need the project
serves.
Lebanon needs to reduce its solid waste to avoid the expansion of landfills
and the increased air pollution from incineration. The people of Lebanon
need to help reduce solid waste through recycling and they need recycling
programs to help them do this.

8) Vision statement: This statement should clearly describe how the project
fits into a long term objective or vision. Complete the following sentence:
“(Name of project) is the contribution of (Name of group) to a day when
… (the broad change).”
The Model School Paper Recycling Project is the contribution of the
Environment Club to a day when all recyclables in Lebanon are properly
recycled.

Vision without action
is a daydream.
Action without vision
is a nightmare.

Unknown

How?

9) Project Summary: This statement should briefly describe how the group
plans to accomplish its goal and serve the needs presented in the Needs
Statement (7 above). This part of planning will be developed and possibly
revised in Action 6.
The MS Environment Club will do an awareness campaign, put recycling
boxes in all classrooms and administrative offices, and arrange for the
collection, storage, and regular pickup of recyclable paper.
Volunteering,
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10) Project Objectives: This list of objectives should provide clear criteria for
success or actual things that can be achieved by the project. This may not be
possible until further into the project when information is gathered (Action 3)
and tasks and jobs are listed (Action 6)

If you do not
know where
you are going,
then any road
will do.

Lewis Caroll

Objectives should meet the following criteria:
§ They are quantifiable
§ They are measurable
§ Some flexibility is built in
Some possible objectives for the above recycling project:
a) Collect 50 boxes of recyclable paper per week.
b) Reduce the amount of solid waste that is thrown in the school garbage by
30% through recycling.
c) Engage at least 75% of students in properly recycling at least one piece
of paper each week.
Each of these objectives is quantified and measurable. It makes it possible to
give an indication of the effectiveness of the project in reports and articles. A
great advantage of these objectives is that it is very satisfying once they are being
fulfilled. If the targets are not reached, the group will need to consider what went
wrong and what can be improved. It should be noted that Objective (b) requires
collecting statistics before the project begins in order to establish a baseline of the
amount of solid waste thrown in the garbage when recycling is not an option.

Two Possible Formats for the Statement
1) Format Without Headings:

Model School Environment Club
MS Paper Recycling Project

The mission of the Model School Paper Recycling Project is to promote public awareness of the
importance of recycling for the environment and to engage all the faculty and students at Model
School, as well as their families, in recycling paper at the school on a regular basis throughout the
school year.
Lebanon needs to reduce its solid waste to avoid the expansion of landfills or the pollution of
incineration. The people of Lebanon need to recognize that an important way they can reduce solid
waste is through recycling.
Through its MS Paper Recycling Project the Model School Environment Club, in collaboration
with ...., seeks to contribute to a day when all recyclables in Lebanon are properly recycled. The
project will consist of doing an awareness campaign, putting recycling boxes in all classrooms and
administrative offices, and arranging for the collection, storage, and regular pickup of recyclable
paper.
The Club will consider that it has succeeded in its mission if/when it can:
§ Collect 50 boxes of recyclable paper per week.
§ Reduce the amount of solid waste that is thrown in the garbage at school by 30% through
recycling.
§ Engage at least 75% of faculty, staff, and students in properly recycling at least one piece of
paper each week.

2) Format with Headings (The school could develop a project form with these
headings and appropriate blank spaces for all school service projects.)

Model School Paper Recycling Project
Group Name: Model School Environment Club
In collaboration with: The Model School Parent Committee and XYZ Paper Company
Project Name: MS Paper Recycling Project
Mission Statement:
The mission of the Model School Paper Recycling Project is to promote public
awareness of the importance of recycling for the environment and to engage all the
faculty and students at Model School, as well as their families, in recycling paper on a
regular basis.
Project Location: Model School
Project Time Frame: Throughout the academic year, beginning on November 1.
Vision Statement:
The Model School Paper Recycling Project is the contribution of the Environment Club
to a day when all recyclables in Lebanon are properly recycled.
Needs Statement:
Lebanon needs to reduce its solid waste to avoid the expansion of landfills or the
pollution of incineration. The people of Lebanon need to recognize that an important
way they can reduce solid waste is through recycling.
Project Summary:
The MS Environment Club will do an awareness campaign, put recycling boxes in
all classrooms and administrative offices, and arrange for the collection, storage, and
regular pickup of recyclable paper.
Project Objectives:
§ Collect 50 boxes of recyclable paper per week.
§ Reduce the amount of solid waste that is thrown in the school garbage by 30%
through recycling.
§ Engage at least 75% of faculty, staff, and students in properly recycling at least one
piece of paper each week.

ACTION 5: Plan According
and

Factors

to

Key Principles

Two Principles to Follow

Now that the Project Statement has been prepared, it is time for the actual
planning of the service project to begin. Two important principles of project
management are instrumental in the planning stage:
§ Think before you act
§ Work from broad to fine

The journey of a
thousand miles
begins with
a single step.

Lao-Tse

Think before you act is important, because if the group does not think through
what sort of activities are required in order to reach the desired results before
beginning to do them, it might find that it has to start all over again or it may end
up in a different place than it hoped for, with different results.
Work from broad to fine means that the group should first indicate in broad general
terms what steps need to be taken. It should then develop a detailed plan for the
first step, and after completing this, develop the next step, and so on. This will be
done in Action 6.
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Four Factors to Consider

In planning your project it is important to take into consideration the following four
factors: Time, Information Management, Organization, and Quality:

1) Time: People often neglect to take into consideration how much time it will take
(duration) to do the various tasks necessary to complete the 14 Actions of project planning,
implementation, and follow-up. In doing so, they risk the possibility that participants will
build up expectations that are unrealized, become discouraged, and lose their enthusiasm.
Setting reasonable objectives with realistic time limits from the very beginning offers a
much better guarantee that the project will be finished when the spirits are high. If there
is a need or desire to do more, it is usually better to design a follow-up project with
new goals and a fresh approach rather than extend the original project beyond its initial
deadline.
Time also refers to the timing of the different Actions – when they are to take place
within the calendar or academic year, month, week, or day. It is important to consider
the optimal time to do the different tasks in relation to classes, exams, seasons for
certain sports, weather considerations, daylight, holidays, traffic problems, as well as the
schedules of the different people engaged in the project (students, recipients of service,
teachers, chaperones, media, and others).
Finally, Time is concerned with the relative timing of different tasks of the project so
that one task is not delayed by the delay in completion of another task it depends upon.

2) Information Management: From the start of the project, it is important to

It is a very funny
thing about life:
if you refuse
to accept anything
but the best
you very often
get it.

W. Somerset Maugham

establish mechanisms for proper information management. A primary job of the project
coordinator is to try to anticipate who needs what information when so that it can collect
and distribute the information as needed. This includes intercommunication within the
project team, progress reports to the principal, faculty advisor, funders, etc., and publicity
for the general public. Communications among the different task coordinators is often
the function of regular project meetings, but it can also be managed through a project
board in a central meeting place, or on a project website. Some communications can be
prepared in advance, as explained in Appendix 4: The Simplicity of Instruction Sheets
which discusses the use of detailed instruction sheets to guide volunteers in doing their
jobs correctly.

3) Quality: The issue of establishing measurable and quantifiable objectives has

already been discussed in the development of the Project Statement (Action 4). But it is
also important to ensure the quality of the work the students do. One cannot measure how
kind their interaction is with the elderly, how neatly they paint the wall, or whether they
use proper procedures in planting a tree. These are all very important, but unquantifiable.
The quality expectations, however, can be stated. Students can be told that they are
expected to smile and talk with the elderly, paint within the lines, and plant the trees
according to standards provided to them by an agricultural expert. They also can be
evaluated subjectively and relatively, noting that the job was done well or poorly and
that some did a better job than others.
Quality can be improved by making sure students know the qualitative standards being
used, by having them learn from professionals, by having them practice the needed
skills and behaviors, and by adjusting the quantity expectations so that participants have
enough time to do the best job possible. Those who are weaker in these areas can be
given more practice, supervised more closely, or given other tasks that they can be more

successful in doing. They should always be encouraged to do their best, and be
assured that quality is at least as important as quantity.

4) Organization: Clear organization of the project is a great help in getting
good results. It should be clear who is involved in the project and in what capacity.
The organizers should make lists of the target audience, resources, subcommittees,
and workgroups, and specify what tasks and roles they each have to fulfill. Charts
and diagrams can help to organize this information. One such chart that is very
important to the project, is the list of Project Tasks and Jobs (Action 6).
ACTION 6: List/Assign Major Tasks and Specific Jobs

After deciding on a project and forming a project team, the planners need to
organize the work, following the principle of: working from broad to fine. This
means that they should first indicate in broad terms what are the major tasks that
need to be done to fulfill the objectives listed in the Project Statement (Action 2).
The planners should then develop a detailed list of specific jobs for each task. The
coordinator for the task should be listed along with the person responsible for each
job and the deadline for completion.
The responsibilities of each task coordinator are to:
§ Maintain contact with those doing the different jobs within the task
§ Make sure that the task is done by the deadline
§ Collaborate, as appropriate, with other task coordinators
§ Report up the hierarchy to the project coordinator

A rock pile
ceases to be
a rock pile
the moment
a single man
contemplates it,
bearing within him
the image
of a cathedral.

Antoine de Saint-Exupery

Sample List of Major Tasks and Jobs
#
Task 1

TASK

DEADLINE

Recruit volunteers

Jumana

Ongoing throughout project

Job 1

Draft list of different volunteer needs in collaboration
with coordinators of different subcommittees

Hiba

February-05

Job 2

Design and copy posters to recruit volunteers

George

March-05

Job 3

Distribute posters at school

Solara

March-05

Job 4

Have a sign-up table at the school cafeteria

Mary

March 5* Repeat as needed

Clean area for recycling storage unit

Michel

March-05

Job 1

Arrange for volunteers with the volunteer coordinator

Talar

February-05

Job 2

Arrange for the needed cleanup equipment

Carlos

March-05

Job 3

Coordinate the work of the volunteers

Wafaa

March 18-20

Task 3

Design and Build the Recycling Storage Unit and
install

Munir

March-05

Task 4

Manage weekly collection of bags of recycled paper
from classrooms and offices / Store in Recycling
Storage Unit

Elisa

Weekly from March 27

Manage regular pick-up of paper by recycling
company/Maintain records of amount picked up

Riyad

As needed (when amount
Chapter
collected is sufficient
for 12
pick-up)
How to Plan and

Task 2

			
Task 5

NOTE: The jobs for Tasks 3-4-5 still need to be listed.
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The project planners should review this list at regular intervals (daily? weekly? biweekly?) to see how well actual progress matches the plan, and to revise the plan as more
information is available, decisions are taken, or changes are needed.

ACTION 7: Identify Project Needs and Assets

Needs are the skills, services, and supplies needed to complete the project. Assets are
all the human and material resources that the group has available to fill those needs.
Any needs for which the group does not already have available assets must be obtained
somehow (as donations or purchases), or a way must be found to do without them.

It is helpful to begin by creating a chart of project needs and assets. The information can
then be used to obtain identified needs, create a project budget, and raise the needed funds.
In the left column put the label Need. Below it list the headings (Personnel, Equipment,
etc.), with the specific needs for the project below each heading. It is preferable to do this
on a computer spreadsheet, or put each heading on a separate page and use pencil, so that
it is easy to insert items for each category and revise information as the need arises.
Plan ahead!
Failing to plan is
planning to fail.

Unknown

Headings for Needs Checklist:
§
§
§
§
§
§
§
§
§
§
§

Leadership team (core group to plan and coordinate the project)
Labor (the general workers to do the various tasks and jobs for the project)
Special Talents (artist, musician, professional to teach and supervise the project)
Equipment (shovels, rakes, paintbrushes, sound equipment)
Supplies - things that are consumed by the project (bags, paint, paper, nametags)
Printing/copying/design (flyers, questionnaires, evaluation forms, project poster)
Transportation (school bus, car, public transportation)
Communications (telephone, fax, mail)
Publicity (television, radio, Internet, fliers, posters)
Venues (meeting place, workspace, place for actual project, place for celebration)
Food (refreshments during meetings and work sessions, food as part of the project,
food at recognition event/celebration)

In your list, be as specific as possible and include the estimated Quantity you need (six
10-cm wide paintbrushes, 50 recycling boxes). In the column Source put the potential
source for each item that you know is easily available (students, parents, school, etc.),
and note the actual source as soon as you can identify it.
In trying to identify potential sources, begin with the group of students doing the project
and the school itself:
§ What needed skills do all the students have, and what skills do specific students with
special talents have?
§ What supplies can students easily bring from home – especially things that are usually
discarded like cardboard boxes, bottles, cans, old newspapers, plastic fruit baskets,
etc.? This also benefits the environment by removing items from the garbage that
have to be processed as solid waste.
§ What supplies can the school provide from its own discardables or school supplies?

Need

Quantity

Source

Cost

Person
Responsible

Deadline

Potential sources should be listed for items that the students and school cannot
easily provide. These might include local businesses that could provide in-kind
donations (paints from a paint store, printing done free by a local printer, etc.).
Begin with your list of stakeholders, and then broaden it to include their contacts,
as well as businesses in the community that sell the products or provide the
services needed. The Needs List and Task List should complement each other,
since the Person Responsible in the Needs list for a specific item should be listed
in the Task/Job List for the job of getting the needed item.
For items that cannot be obtained through donations, put the estimated cost
per item in the Cost column. Listing those items together, project planners can
establish the Budget for what needs to be bought. If the group includes the cost
of all items on the list (even those available and donated) it can also calculate the
“real cost” of the project.
Once a budget has been created, project planners
need to raise funds for what needs to be purchased.
Students can seek donors or do a fundraising event. If
the school has a special fund for such activities they
can apply for funding.

Service Project Fund

One excellent ongoing service project would be
for students to create a student-run Fund for Service
Projects. Students could do various fundraising
activities during the year for it. Then student groups
that need funds for service projects could write simple
proposals and submit them to the Fund. A special
student committee (supervised by adults) could, then,
determine how to distribute that money, based on
clearly established criteria. The criteria might include: genuine need, sustainability,
clear planning, student leadership, and active student participation.

ACTION 8: Manage Risks

Risk management involves anticipating what things could go wrong, trying to
avoid them, and dealing with those that actually emerge in the best way possible.
There are two important aspects to risk management –
1) Anticipating and preparing for possible problems that might come up.
2) Facing problems that actually do come up.

One of the
secrets of life
is to make
stepping stones
out of
stumbling blocks.

Jack Penn

The planning group would do well to brainstorm the different problems they
might encounter. These are the What if’s of the project… What if it rains? What if
the bus doesn’t arrive? What if the electricity goes off? What if one of the dancers
gets sick and can’t participate?
Next, they should then decide on the preventative measures they could take
to avoid each problem, and the responsive measures to be taken if the problem
actually arises (contingency plans they should follow). Making contingency plans
Volunteering,
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is very important. Here is where the principle of “think before you act” can really pay off.
If the group is proactive and anticipates most of the problems, and takes the time to think
of solutions while there is time to think and prepare for them, then it is less probable that
such problems will spoil the project.
Even so, it is impossible to anticipate all the problems that may arise during the project,
so some general preparations need to be made to deal with such problems. These include
having proper insurance coverage, requiring parents to sign permission slips, and having
access to the appropriate authorities that can handle such problems and deal with damage
control.

It's the action,
not the fruit
of the action,
that's important.
You have to do the
right thing.
It may not be
in your power,
may not be in
your time,
that there'll
be any fruit.
But that doesn't
mean you stop doing
the right thing.
You may never know
what results come
from your action.
But if you
do nothing,
there will be
no result.

Mahatma Gandhi

Some of the most common risks are listed below with preventative measures that may
help the group to avoid the problem, and responsive measures that can be taken to prepare
for responses if the problem actually arises. Every group should create a similar list for
the specific project it is doing.

§Weather

Preventative measures: You cannot prevent the weather from going bad, but you
may be able to schedule the project in a season when bad weather is less likely or
hold the activity in a location that is protected from the weather.
Responsive measures: Postpone the project, do it indoors, do an alternative
project.

§Injury

Preventative measures: Teach students good safety precautions; limit students to
the use of equipment that they are trained in using and that has only minimal risk of
injury (for example, let a professional use the power saw, and train students in how
to properly use a hammer, pick, or shovel). Use protective gear where appropriate
(plastic gloves when picking up garbage, a mask to cover nose and mouth when
sanding paint off walls, eye guards when using equipment that emits sparks).
Have parents sign a permission form relieving the school and adult supervisors of
responsibility for accidents and injuries that may occur. Make sure that the school
and families have insurance policies which cover such activities.
Responsive measures: Have a basic first aid kit on hand during the project and the
phone numbers of ambulance, hospital, and the parents of all participating students.
If appropriate, have the Red Cross or some other emergency team present.

§Project Problems

Preventative measures: Have a specialist train students in basic skills relevant to
the project and give them needed sensitivity training.
Responsive measure: Have a professional supervise the project and be available
throughout the project to respond to unexpected problems.

§Supplies Problems

Preventative measures: Carefully calculate how much of each supply will be
needed. Collect and prepare supplies ahead of time. Have more than one person
know where the supplies are and how to get them to the project site. Have these
people confirm to each other when the materials have been moved to the project
site.
Responsive measure: Have the phone number of key suppliers available at the site
to be contacted, if more supplies are needed during implementation.

§Miscellaneous

Responsive measure: At least two participating adult supervisors (with fully
charged cell phones and their chargers) should be at the project site at all times,
and have phone numbers of key people with them, including the principal,
parents, responsible people at the project site, office of the transportation/bus
company, etc. If the group is traveling by bus, have at least one car accompany
the group to deal with unexpected problems.

Damage Control

Finally, in the rare situations when all else fails, it is important to consider damage
control - how to minimize the negative impact of the problems that are faced.

ACTION 9: Prepare for Implementation

Preparation is the point at which the group’s efforts move from planning to action
– when the group begins to physically do what it has planned to be done. This is
when the different participants send out the invitations, learn the skills, rehearse
the skits or dances, gather the tools and supplies, and otherwise get ready for the
main action. It is usually done away from the main venue of implementation and
outside of the view of the recipients of service.
Consider the following scenario:
Miss Najjar, the Volunteer Club faculty advisor, arranged for
the 20 middle school students in the club to visit a home for the
elderly. The students, who had little previous exposure to older
people other than their own grandparents, were frightened by
seeing some of the elderly residents walking with walkers,
others staring blankly at a wall, and still others with shaky
hands. They were bothered by the smells, and pointed their
fingers at some of the older people and laughed. They did not
know what they were supposed to do, so they stood nervously
in the hallway, at a “safe” distant from the elderly residents.
When one of the elderly people dropped a tray on the ground, they didn’t know
whether to help or not – or who to ask. They were disgusted by everything
they saw, and they were relieved to return to school. After this unpleasant and
unrewarding experience, most of the students decided to join a different club.
How could Miss Najjar have prepared the students to have a better experience?
What information did the children need before making the visit? What preparations
could have been made to assure that the experience was a positive one for both
students and elderly residents?
Here are some suggestions for students visiting an elderly care center:
1) Students need to be given information about:
a. The physical, mental, emotional, and social problems of aging, in
general.
b. The actual problems of the elderly they will be visiting (their level of
mobility, their problems of hearing, seeing, walking, etc)
c. The place where they will visit (whether it is an activity center that the
elderly visit during the day, a hospital, or a rest home)
d. How the elderly may act with the students (whether most of them are
alert and interactive, or passive and non-communicative)
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2) The students need to be given sensitivity training regarding the elderly that is
experiential, if possible, and not just expressed in words. This might include having
students wear glasses smeared with petroleum jelly to simulate impaired vision,
put gloves on their hands and popcorn in their shoes to simulate the problems of
arthritis, and try to use a cane or wheelchair.
3) They should be taught (and, if possible, be given the opportunity to practice) how
they can be most useful to the people they will visit: How to walk with a person
who is blind; how to push a wheelchair; how to speak with someone who has
hearing problems; how to serve the elderly their lunch, etc.
4) They should know what they are going to do during their visit (perform for the
elderly, talk with the elders one-on-one, and/or present them with a meal, a flower,
or gift of some sort). They should rehearse their performance and possibly role
play their interaction in pairs, taking turns being a student and being an elder.
5) They should also be informed about what they should NOT do (laugh at the elderly,
point fingers at them as the students talk among themselves, or complain loudly
about how the elderly smell, look, or act).
6) In addition, they should be given instructions about what they should do if they
face any problems that they cannot handle personally at the elderly home.
7) They need to know who is in charge of this activity – whether the adult leader of
the club, a parent chaperone, or someone from the elderly home.
Ideally, by the time the group reaches this last stage before
implementation, the planners will have anticipated all the things that
might go wrong and will have made all the needed contingency plans
(Action 8). Preparing for such contingency plans is as important as
preparing for the core project (the project as it is meant to happen),
just in case the problem actually arises.
Good preparation is a key to a successful project, so its importance
should not be minimized. Preparation often takes much longer than
people expect, so it is wise to put the target date for preparation well
before the implementation date, allowing extra time in case problems
arise, to be sure that all preparation is done on time.

ACTION 10: Implement

Implementation is usually viewed as the project itself – the point of doing the project,
though it is notable that this is Action 10 out of 14. Implementation is the point in the project
when the wall actually gets painted, the orphans get visited, or the boxes of recyclables
are taken from the classrooms and brought to the storage area for pickup. In that respect,
it is the part of the project that is the culmination of planning and preparation.
There is generally a qualitative difference between planning and preparation on the
one hand, and implementation on the other. Implementation is when the group actually
begins to see the results of its efforts. In many cases, it is the time that the participants
make connection with the recipients of service and really see that what they do really
does matter.
Sometimes, however, there is a fuzzy boundary between preparation and implementation.
In doing a recycling project, for example, calling the recycling company and assembling

the boxes is clearly preparation – but is delivering the boxes to the
classroom preparation or implementation? What about collecting
the filled boxes from the classroom? And in painting a mural on
a city wall, buying the paints and brushes is clearly preparation.
But what would one call removing posters, scraping and sanding
the wall, setting out the paints, or painting the base coat of
whitewash or primer? Are these part of preparation or the first
steps of implementation? And does it matter? Such distinctions
may be arbitrary and unimportant as long as the work gets done.
An important aspect of the implementation stage is that this is
the time when the participants find out whether the planning and preparation were
adequate for the job. While good planning includes the anticipation of potential
problems and the making of contingency plans that are included in preparations, it
is impossible to anticipate every thing that could go wrong. According to Murphy’s
Law– What can go wrong will go wrong. Hopefully when you get to this point,
your group will have prepared for all the possible things that might go wrong
– and everything, in fact, will go according to your most optimistic plans, so that
contingency plans never have to be used.
A few words of advice from the Taking it Global “Guide to Action” are especially
appropriate here:
You might encounter obstacles along the way. That’s normal. Remember
with strength and perseverance you can succeed. Stay focused, committed,
enthusiastic, and determined! Constantly surround yourself with positive
influences and connect to helpful resources.

ACTION 11: Document and Publicize

It is important for the group to document the project. Different ways to do this
include creating a project journal, taking pictures, collecting the different receipts,
brochures, entry tickets, etc., and writing committee reports, interim reports, and
a final project report.
At a minimum, the organizers should write a short final report about the activities
done and the results achieved. This report will make the stages of follow-up and
evaluation much easier. The different forms of documentation may only be used for
internal records of the group. The value of the project can be expanded, however,
by publicizing it, especially to peers, family, and the local community. Publicity
before or during the project can help recruit others to work on the project. It can
help in getting donors to support the project with expertise, money, or in-kind
donations. Publicity at any stage in the process increases awareness of the issue the
project is concerned with, and hopefully inspires others to do similar projects.
Publicity is also a form of recognition for those involved. Students should be
encouraged to create a poster of their project to display at the school, and to report
it in the school newspaper, newsletter, yearbook, and/or website. The students may
also want to distribute fliers or put signs or banners in the community, especially if
they would like the public to attend a function related to the project (performance,
exhibition, etc.). In some cases they may even be able to get a public newspaper,
radio station, or television station to cover the project.
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If possible, pictures that are taken as part of the documentation should include before and
after scenes that can be compared to show the impact of student effort, pictures of students
involved in the different stages of the project (planning, preparation, implementation,
clean-up, recognition…), pictures of students interacting with the recipients of service,
and at least one group picture of all those involved in the project (see discussion of
project pictures in Chapter 13: General Guidelines for Effective Service).

ACTION 12: Clean-Up and Follow-Up

The wall is painted, the trees are planted, the truck has taken the collected paper to the
recycling plant. Is the job done? Definitely not. There are still a number of Actions yet to
complete. One of these is Clean-up.

Clean-Up

In a mural painting project, the paint brushes need to be cleaned, the plastic or cloth
laid down to catch spilled paint needs to be folded and put where it can be used again, the
masking tape needs to be removed from the walls, the equipment needs to be returned to
its owners or put away, recyclables need to be put in the recycling bins, and other waste
needs to be disposed of properly.
In a planting project, the plants need to be watered, and the cans or plastic bags the
plants came in need to be disposed of properly (ideally in an environmentally friendly
way). For a recycling project, the recycling collection boxes need to be put back in the
classrooms and any paper that has fallen on the ground in the collection area needs to be
picked up.
When you put
your hand
to the plow,
you can’t
put it down
until you get
to the end
of the row.

Alice Paul

Students need to know that the job is not finished until such work is completed, and
they need to participate in this action just as they participated in other actions of the
project. Clean-up should always be guided by the principle that the students will leave
the premises cleaner than (or at least as clean as) when they arrived.

Follow-Up

An important aspect of any project is to consider the possibility or necessity for followup. Now that the project has been finished, what can or should be done to consolidate the
results? Three options can be considered here:
§ The outcomes of the projects will have become normal procedure in the
community.
§ A follow-up project will need to be done in order to consolidate the results or realize
certain desired improvements that were discussed in reflection and evaluation phases
of the project.
§ The project was a one time thing, there is no follow-up project, no routine has been
established, and no activities need to be done to consolidate the results.
Follow-up is more important for some projects than for others. If students hold a
birthday party for all the children in an orphanage with birthdays in March, then they
should make sure that they or some other group will hold a similar party for the children
born in April and subsequent months, so those children won’t feel forgotten. If students
plant trees, they need to be sure that arrangements are made for someone to water the
trees until they can live on their own.

In contrast, a group that paints a street
mural or organizes a games day for an
elderly home may not need to consider
follow-up once the work is done. Even
where follow-up is appropriate, students
may not be interested in sustaining their
project themselves or doing the necessary
follow-up, they should make sure that
someone will do it even before they begin
the project. There is no point in planting
trees that no one will water.
In cases where the students do not plan to do the follow-up themselves, they
may be able to build follow-up into the project by inviting those who will continue
the project to join them as participants. This is especially good if a school class
adopts a project and passes it on to the next class, along with the documentation
and evaluations that the new group can build upon.

ACTION 13: Reflect and Evaluate

Every effort should be made to maximize the learning achieved from the project
since learning should be the primary objective of any program or activity of a
school. Learning from the service project can be enhanced through reflection and
evaluation.

Reflection:

Reflection is the process of actively thinking about an experience, and putting
into conscious awareness, generally into words, what is done, felt, observed, and
learned.
Students should be given the opportunity to reflect at different stages of the
project. Reflection should begin before the project is implemented so that students
can express their pre-project feelings, concerns, and expectations (sometimes
called preflection). It should be done during the implementation process to assess
the project in progress, consider what changes might need to be made, and reflect
on the impact to both the givers and recipients of service (inflection). And it should
be done after the project to analyze the final impact on all involved, and to allow
the students to identify and absorb what they learned (reflection). This may be
done as individuals or as a group, and it may involve only the students, or include
the other people who were involved in the project in some way.
Reflection can be done in many different ways. These might include answering
questions in a journal, participating in a class discussion, making a piece of
artwork, writing and acting out a play or puppet show, and other activities that
help students think, talk, write about, and otherwise express themselves regarding
the experience.
Possible questions for reflection are listed below:
§ What did I do, feel, and observe?
§ What did we, as a group, achieve?
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§ What did we learn from the experience?

§
§
§

The real object
of education is to
leave a person in
the condition of
continually asking
questions.

Bishop Mandell Creighton

What do we still need to learn?
How did this project benefit the community?
How does the project fit into the bigger picture of dealing with the problem at the
global scale?

One way to manage the reflection process is to ask three questions:
What? Have the students/participants describe what occurred during the lesson,
service experience, meeting, game, or other activity.
So what? Have the students/participants identify what they learned from what they
did – what value or personal meaning did the experience have for them.
Now what? Have the students/participants suggest ways that they might apply what
they learned to other situations in their lives now and in the future.
Opportunities for reflection can be organized as separate tasks within the project. Some
of these questions can form the basis of the evaluation as well.

Evaluation:

Evaluation differs from reflection in that it is focused on how well something was done
rather than how much was learned from it. Evaluation is focused on judgment, where
reflection is more focused on introspection.
The following questions might be included in an evaluation:
§ Did we achieve our declared project objectives (listed in the project statement)?
§ What went right and why? What were some of the positive outcomes of our efforts,
both anticipated and unanticipated?
§ What went wrong and why? What were some of the negative outcomes of our
efforts, both anticipated and unanticipated?
§ How well did the project team work together? This should include organizers,
participants, funders, supervisors, students, and community partners.
§ Did some students in the project team dominate and some “slack off” or did
everyone share fairly in making the decisions and doing the work?
§ What changes could be made to improve the project in process?
§ What improvements could be made if the project were repeated?
Evaluation questions for the individual participants to ask themselves:
§ How well did I fulfill my responsibilities?
§ What changes could be made to improve my behavior and performance in the
current project?
§ How could I have prepared better?
§ How could I approach future projects better to have more satisfactory results?
Expressed in the third person (he/she) these could be turned into questions to evaluate
others (such as for teachers to evaluate students). Finally:
§ What objective measures are there to document and assess both the project and
student performance?
Reflection and evaluation should both be done, not only to maximize learning, but
also to sustain the project (if appropriate), and help in the planning and preparation of
future projects. All participants should, ideally, be given an opportunity to reflect on and

evaluate the project, including students, adult advisors, community partners, and
recipients of service. The results of reflection and evaluation may be included in
the final report which reviews the various steps of the project, presents the final
results, and gives suggestions for the future.

ACTION 14: Appreciate, Recognize and Celebrate
Appreciation:

Appreciation should begin by having the students make a list of the people
they should thank. Who are the people who helped them do the project (teachers,
parents, experts, sponsors, government officials, etc.)? Students can send
individual thank you letters or thank you drawings to key people and put them
all in one envelope. Or one person could prepare the letter or drawing and all the
students could sign it. They could create certificates to be handed out at a public
recognition ceremony at the completion of the project or some time later. Where
appropriate, those involved could also be sent a copy of the final report.

Recognition:

The students themselves should also be recognized for their efforts. This
recognition serves two important objectives. 1) It confirms to the students who
did the service project that they are valued and appreciated, and 2) it encourages
other students to do the same. This recognition may be in the form of the publicity
mentioned in Action 11. Students could be recognized by a letter or visit by the
principal, by the head of the organization that the students helped, or by an official
of the municipality. They could each be given a certificate of participation. Their
service could be included in their school record, with some notification to the
student that this is being done. Pictures of the project could be included in the
school yearbook. And in cases of extraordinary service, students could be given
major awards or an acknowledgement on their diploma.

It really is
much easier
to help people
and causes
than what
most people
seem to think.
You just go out
and take that
first step
and things start
falling in place.
If they don’t,
you change direction,
but you never
pull over and park!

Jason Crowe

Some recognition of participating students should ideally be done soon after
the service, though some recognition, like inclusion in the school yearbook must
be delayed, often by many months. Such delayed recognition should be done as a
supplement to, and not instead of, more immediate forms of recognition.

Celebration:

Celebration differs from recognition, in that it is a way that the participants
congratulate themselves for their efforts. It can be as simple as having all those
involved play a game or have refreshments together at the end of the project
day, or they might have an end-of-project reception or party. Celebration usually
involves doing something fun, and serves as a release from the responsibilities of
the service project. If it is done after the final report and other follow-up measures
are completed then it also serves to bring closure to the project.

Conclusion

Doing a service project may seem overwhelming after reading this chapter and
learning about all the details that need to be considered. But projects can vary
tremendously in the time, effort, and organization needed. It is usually best for
a group to start with a simple project and then gradually build up to doing more
complicated ones.
Volunteering,
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When you help,
you see life
as weak.
When you fix,
you see life
as broken.
When you serve,
you see life
as whole.
Fixing and helping
create a distance
between people,
but we cannot serve
at a distance.
We can only serve
that to which we
are profoundly
connected.

Volunteering,
Learning to CARE: Education,
and Community Service

It is also important for the adults involved to understand that the students are learning
from the whole process and not just from Action 10, the actual implementation stage
of doing a service project. Many of the techniques presented in this chapter, such as
brainstorming, community mapping, and pro/con decision-making, can be applied to
many different situations that a student faces inside and outside of school. The students
are also developing their leadership and teamwork skills. Because of this, the adults
involved should not hurry the process, or be concerned that the students cannot do more
and bigger projects with the time that they have. It is better for them to do one project
well, than to do many projects poorly or with too much help from adults.

Additional Forms That Might Be Helpful in Planning
and Implementing a Project:
Planning Committees - Coordination Plan
Coordinator

Responsibility

Phone(s)

Email

Adult Allies

Rachel Naomi Remen

Project Team Members
Project Team
Members

Phone(s)

Email

Skills/
Experience

Project Tasks

What is success?
To laugh often and much;
To win the respect of intelligent people
and the affection of children;
To earn the appreciation of honest critics and
endure the betrayal of false friends;
To appreciate beauty;
To find the best in others;
To leave the world a bit better, whether by a
healthy child, a garden patch, or a redeemed
social condition;
To know even one life has breathed easier
because you have lived;
That is to have succeeded.
Ralph Waldo Emerson
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