
VOLUNTEER SERVICE CONTRACT 
Contract Due Date: 9/28 

Timesheet Due Date: After completion of service hours (Service hours should be completed by 11/18) 

REQUIREMENTS 

 300-500 word service contract 

 Timesheet/time keeping document 

OBJECTIVES 

 Students will gain an understanding of rhetorical situation, audience, and genre in order to carefully and thoughtfully 
respond to a variety of writing tasks inside and outside of the academy. 

 Students will engage with non-profit organizations that benefit the Tallahassee community in order to appreciate and 
investigate the diversity of our local community. 

PURPOSE 

This assignment is designed to help you organize your volunteer hours as well as provide you with a way to track your hours. 
Remember, you are required to complete at least 5 hours of service, but you are welcome to complete more hours. Many of the 
organizations we are volunteering with have a need for more hours and may allow you to take on more challenging, interesting, and 
entertaining tasks the longer you stick around. This assignment will also help you and I touch base so I know when, where, and how 
you are planning to volunteer and how that might shape your experience in the course and your progression with other 
assignments.  

GETTING STARTED 

To begin, you’ll need to contact the organization you’ve been partnered with. I will provide this information to you after I have read 
and responded to placement requests. After you have contacted your coordinator to introduce yourself, your goals, and your 
availability, you’ll decide what events, hours, or tasks would be best suited for your volunteer hours. Once you have completed the 
contract, please share it with your organizer, asking for recommendations for changes or additions. 

STRUCTURE & ORGANIZATION 

There is no set structure for this contract or time card. Please feel free to experiment with visuals, layout, or other features that will 
help capture the work you would like to do with this organization. The contract should include the following: 
 

 Tentative schedule of dates/times you will be volunteering with the organization 

 Tentative tasks and activities you will complete or assist with.  

 Goals you have for working with the organization (things you would like to learn, do, experience, create, etc.) 

 Goals your coordinator has for your time at the organization 
 
You may also include any other information you deem pertinent to the contract. The most important part of this contract is to be as 
clear and specific as possible, but remember that the contract is flexible. You might include a clause indicating that both you and the 
coordinator have the right to make changes to the contract as needed.  

TIPS FOR VOLUNTEERING 

Many of these organizations are making special arrangements for our classes to work with them. Usually volunteers commit to a 
longer term engagement. Too, all of these organizations need volunteers in order to thrive. Please keep that in mind as you are 
working with them – they need and value your help, but have also made special arrangements to work with you. Please be 
respectful of their time and commitment.   
 



You are welcome to schedule all five hours for a single special event or volunteer shift. I would, however, discourage you from doing 
so unless your organizer specifically requests you do so. Many of the organizations have events planned and your help will be very 
valuable during this time. You will, however, gain more valuable experience and information that can help you with the class 
projects if you can visit your organizations on different days and help with a variety of tasks. This will also help you see how the 
organization works over a more long-term, rather than just a short-term, basis.  
 
In setting the agenda for your volunteer service, be as open and honest as possible. Let the organizer know what your strengths are 
or if you’ve done community service work before, what kinds of experience you can bring to the organization. If you are asked to 
complete a task that you are unable to complete (such as complicated web design, or lifting a box that’s as big as you are), you may 
respectfully decline. If you are made exceedingly uncomfortable by a task, you might recommend a task you would feel more 
comfortable completing. There is a lot we can learn from discomfort, though, so please exercise your best discretion.  
 
Be courteous and respectful. Be on time and don’t be afraid to ask questions about where to go, what to do, or how to do it. I’ve 
personally met all of the coordinators you’ll be working with and they are not only excited to meet you, but they are also very kind 
and understanding people.  
 
If you become disruptive or counterproductive at your organization, the coordinator may ask you to leave and inform me of the 
difficulty. If you are removed from your organization because of disruptive or disrespectful behavior, you will not be paired with 
another organization and your grade may suffer considerably.  
Lastly, please remember that you will be representing The Florida State University, our class, and your organization while you are 
volunteering. Please be mindful of how you are representing the values of each, as well as your own values, while you are 
participating in service.  
 
If you are unable to reach a reasonable agreement with your organization, let me know as soon as possible.  

 

 


