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Dear Mentor, 

Thank you for agreeing to be a mentor and a partner in educating the students of Amy Biehl High School.  In agreeing to participate in the Senior Service Learning Project, you are providing our students with a uniquely meaningful learning opportunity. Service learning projects engage students in our community, building student capacity for both civic participation and employment.  Through this collaboration, students acquire a host of invaluable skills while infusing our community with their energy, intelligence and spirit.
The purpose of this orientation packet is to provide you with a basic understanding of the expectations and responsibilities of the mentors and cooperating agencies.  It is designed to serve as a resource guide as you work with our students. We have included information about our school and the Senior Service Learning Program that you may find useful.  If you have any questions or concerns that are not addressed in this packet, please contact us directly. On behalf on the entire ABHS community, our faculty, students and parents, we want to thank you. We appreciate your commitment and we look forward to working with you this year. 

Sincerely, 
Stephanie Becker

sbecker@abhs.k12.nm.us
c: 505-306-0763

w: 299-9409
Maribeth Dvorak

mdvorak@abhs.k12.nm.us
c: 505-681-1078
w: 299-9409

Amy Biehl High School

123 4th St. SW

Albuquerque, NM 87102

Phone: (505) 299-9409 
Fax: (505) 299-9493

www.abhs.k12.nm.us

 About Our School

History
In 1999, two public school teachers in Albuquerque started a charter high school with a dual mission of scholarship and service.  They believed that every student, regardless of learning ability or socio-economic status had the right to a college education, and that each student should also participate in community service projects that relate to their college studies.  Because the school’s mission so closely matched the principles by which Amy lived her life, she was a perfect namesake for a high school with the motto: “Courage, Scholarship, and Community.”

The Story of Amy Biehl

Amy Elizabeth Biehl was a scholar and a humanitarian.  She grew up in Southern California and Santa Fe, was educated at Stanford University, and at the young age of twenty-six, traveled to South Africa to establish voter registration programs for women in the first elections ending Apartheid.  Sadly, just two days before she was to return home she was murdered by a politically motivated gang of black youths, ironically a victim of the violent race war she was working so hard to end.  

However, Amy's story is not one of pure tragedy, but also of inspiration and hope for humanity.  She lived her life believing that she could make a difference, and as news of her death spread around the world, others began believing that they could too.  Just two months after her death, the Biehl Family traveled to South Africa to begin a process of understanding.  Her family had never been to South Africa before, and once there, they began to understand how this tragedy could have happened.  They established the Amy Biehl Foundation in Cape Town, South Africa, in and effort to continue Amy's work, and in 1997 participated in the Truth and Reconciliation Commission process, chaired by Archbishop Desmond Tutu, supporting amnesty for the four young men that took Amy's life.  The following year they were contacted by two of these young men and began a process of reconciliation that led them to employ them at the Amy Biehl Foundation.  Today, the Amy Biehl Foundation educates more than 4,000 children each day in some of the most depressed townships in South Africa, including Gugulethu, where Amy’s life was cut so tragically short.


Mission Statement

Amy Biehl High School was founded in the spirit of Amy Biehl, a young scholar dedicated to social justice and service. We graduate diverse learners and leaders who demonstrate the intellectual, social, and ethical habits to improve their communities. Our graduates are civic-minded, college-bound and career-ready.

●
Every student must complete two college classes at the University of New Mexico or the Community College of Central New Mexico in order to graduate.  ABHS was the first in the nation to require dual enrollment of every student as a graduation requirement.

●
College coursework must be rooted in a community service project
that brings relevance 

to their academics.

●
Our student support program matches the academic rigor expected from 


ABHS students with social and emotional support.

For more information, please visit the school’s web page: http://abhs.k12.nm.us/

Habits of Heart and Mind

The seven Habits of Heart and Mind play a central role in the school. These habits are incorporated into classroom activities and assessments. They are especially important to our advisory program, building positive school culture and shaping our students into responsible and caring adults. In our conversations with students, we reference these habits as often as possible. For you information, we’ve included them here.   

The Habit of Perspective – The ability to address questions from multiple viewpoints and to use 
a variety of ways to solve problems.

The Habit of Evidence- The ability to bring together relevant information; to judge the 
credibility of sources; to find out for oneself.

The Habit of Connection – The ability to look for patterns and ways that things fit together in 
order to utilize diverse material to form new solutions.

The Habit of Convention – The ability to acknowledge accepted standards in any area n order 
to be understood and to understand others.

The Habit of Service to the Common Good – The ability to recognize the effect of one’s 
actions upon others, coupled with the desire to make the community a better place for all.

The Habit of Collaboration – The ability to work effectively with others, accepting and giving 
appropriate assistance.

The Habit of Ethical Behavior – The ability to understand how personal values influence 
behavior and to live one’s life according to ethical principals.
Year-Round Calendar
ABHS operates on a year-round calendar. This calendar includes several weeks of additional professional development for faculty and staff. School typically starts in the last week of July and graduation takes place at the end of May.  Each nine-week quarter is punctuated by a three-week break for students, except for the summer break which is about six weeks long. Seniors are expected to continue service projects (as well as concurrent enrollment courses) during fall and Spring breaks. The calendar for this year is included in this packet. 
Final Reviews

Each senior is required to successfully complete a final review, in which students reflect on their personal and academic growth in high school. Mentors are highly encouraged to attend. Students will provide you with the specific dates and times.
 What Is Service Learning?

Service Learning is an approach to teaching and learning in which real world experience is integrated into and enhances classroom learning. Service learning involves active student participation in learning through well-planned community service. Students earn high school credits while serving in a variety of settings in the Albuquerque community.

Benefits for Learners

· Improved attendance and motivation to learn.

· Improved interpersonal and communication skills.

· Improved critical thinking, problem solving, planning, and decision-making skills.

· Understanding of the responsibilities of citizenship.

· Enhanced self-esteem and maturity.

· Pride in accomplishment and satisfaction from personal contribution to the community.

Benefits to the Community

· Real community needs are addressed.

· Agencies and businesses receive an infusion of creativity and enthusiasm.

· Lasting relationships are built between school, program, and community.

· Students are better prepared workforce members.

· Students are more likely to be involved in their community in the future.

Senior Service Learning Projects at ABHS
Overview

The senior service learning project is the capstone of the school’s community engagement program. Amy Biehl High School seniors complete 100 hours (or more) in a service learning project of their own design.  In the junior year, each student begins by exploring identity and passions, then seeking a way to apply these passions to address a community need. This entails identifying a mentor with whom to collaborate. Students complete projects in local schools and a variety of agencies, including The National Hispanic Cultural Center, Explora, the Ronald McDonald House, and SWOP: Grow the Future, to name just a few.

 Project work with the mentor often begins in the last week of August, although students may start in the summer and can count as many as 30 hours toward the total 100. Seniors devote about 6 hours a week and complete the project by April 15. If they would like to continue in the spring, so much the better, as long schedules permit. Seniors are also required to successfully complete two dual enrollment courses at UNM or CNMCC.  Their coursework should directly connect to the work that they are doing in their senior project.  Below you will find the requirements that each student must meet in order to successfully complete their senior project.

Hours/Days
Student schedules vary depending on their obligations at ABHS and college classes. They are expected to communicate with mentors and must create a schedule with the mentor; they must attend their project on a regular and consistent basis. Because students receive academic credit for the service learning project, attendance is carefully tracked.  
Should the need arise, you may ask the student to work at other times for special events. Students and staff are aware that you may ask students to be flexible, so do not hesitate to speak to the supervisor and the student about possible schedule changes.

Timesheets

Working with time sheets involves the Habits of Convention and Collaboration. The purpose of time sheets is to document the hours spent on the senior project. The time sheets help the supervisor keep track of students’ progress. Time sheets also provide the mentor with a quick evaluation form. Copies of these forms are included in this packet.
Time sheets are submitted to the supervisor by students on a weekly basis. In order to turn these in on time with the mentor’s signature, the student will need to plan ahead and communicate well with the mentor. Since they are due on Mondays, students have been asked to take care of this at the end of the work week at project site.  We suggest that they provide the form to the mentor upon arrival at the project site, reminding the mentor and giving her/him a little time to fill it out. Although it is the student’s responsibility to take care of this, mentors can help by reminding students and helping to establish the habit. If a mentor is frequently absent, appointing an alternative time sheet signer would be helpful. 

Student Absences
It is important that students are held accountable for their attendance and behavior while in their project. Students are required to notify their mentor as soon as possible if they are unable to make it for any reason.  They should also notify the mentor if they are running late.  Please do not hesitate to call the supervisor if you have any concerns regarding attendance, punctuality, communications or behavior. 

Photography
Students are required to document the project photographically.  If you have concerns about photographs being taken at the project site, please speak with the student and the Senior Project Supervisor as soon as possible.
Mentoring

In Greek mythology, Mentor was a friend of Odysseus. When Odysseus left for the Trojan War, he placed Mentor in charge of his son. In general, a mentor is a counselor, a teacher, and an advisor, usually a more experienced person. Mentors provide their expertise to less experienced individuals in order to help them advance their careers, enhance their education, and build their networks. Good mentoring relationships benefit the mentor as well as the mentee. For example, student teachers frequently bring fresh ideas to the mentor teacher’s classroom. Although the mentoring relationship should be friendly, it is not a friendship, per se. Mentors should establish and maintain the same kinds of personal and professional boundaries that a teacher, for example, would maintain.
Mentoring is an essential component of the school’s senior service learning program. We believe that a young person’s ability to establish and maintain positive mentor relationships will benefit themselves and the community at large. This is a reason the project extends over several months and 100 hours. That seems to be the minimum period in which a mentoring relationship could fully evolve. One definition of mentor that was mentioned last year was “a person who continues to care about the mentee after the project”. Hopefully, the relationship you build with an ABHS student will last beyond this year. 

Mentor Responsibilities 
Communication

To a great extent the success of this project hinges on good communication between the mentor, the student and the supervisor. For some students this is “area for growth”. Occasionally small problems escalate in the absence of good communication. We assume that mentors model good communication skills. Talking about why communication matters and making explicit your expectations for communication would be helpful. In particular, you might specify what form of communication you prefer, whether that be a call to a particular number (work or cell) an e-mail or a text message. 

The supervisor is committed to being a full partner in ensuring quality service placements for our students. We will contact mentors on a regular basis, but we also rely on mentors to let us know what is happening at their site, especially if there are any concerns about the placement.  The supervisor will visit your site once or twice during the fall semester. We also encourage you to contact us to tell us when things are going well, or when the student has done something special.  We enjoy sharing these stories with the Amy Biehl staff and the students’ families. 

Time Sheets
Time sheets record the hours a student spends at the project site, but the project supervisor requests a phone call or e-mail from the mentor within 24 hours if a student does not show up without notification.  Prompt notice will enable the supervisor to address the situation and help prevent further issues in the future. 

Orientation and Training of the Student
Mentors are expected to provide students with an orientation to their agency or organization.  This might include the mission and goals of the organization and an overview of how those goals are accomplished.  The orientation should also include policies and procedures about health and safety, dress code, and behavior expectations of the student while at the host site.  The mentor should also provide any training necessary for the student to perform the task(s) they are assigned. Remember that many students have not worked in a professional environment. Make norms and expectations clear.
Attire, Comportment and Professionalism

Mentors are expected to explain any and all expectations for attire and behavior. If the agency or school has a dress code, ABHS students are expected to observe it. Although we have talked to students about appropriate attire, your help with this issue may be needed. 
Assessment of Student Performance

Mentors participate in the evaluation of students. Time sheets contain a quick form with four areas for evaluation: Punctuality, Attire/Comportment/ Professionalism, Initiative and Communication. Space is provided for additional comments. Mentors also complete a more detailed narrative assessment (1-2 paragraphs). Instructions and an exemplar for this “Mid-Way Evaluation,” are included in this packet. The student will first complete a self-assessment and then bring it to the mentor. The two should meet to discuss the assessment. An honest and accurate assessment is extremely important.  Theses evaluations will be used to help determine a grade for the senior service learning project.  
Amy Biehl Policies for Students
Dress Code

We expect student dress and grooming to reflect high standards of personal conduct so that each student’s attire promotes a positive, safe and healthy atmosphere within the school.  The dress code is in place at all times and includes all school functions such as field trips, and all other school sponsored activities. 
Images or look-alikes of controlled substances (alcohol, tobacco, drugs, etc.), weapons, sexual activity, or offensive language are never appropriate.  Students are expected to dress for school keeping certain guidelines in mind.  In ABHS language, students may not show any of the “6 B’s”: bras, bellies, butts, breasts, backs, or boxers/briefs.
Tank tops, muscle shirts, bare midriff, low-cut and/or off the shoulder blouses, spaghetti straps, and see through/mesh clothing are prohibited.  Sleeveless shirts must cover the top of the shoulder.  The length of shirts/blouses must be an appropriate length while sitting or standing; back should not be exposed while sitting.  Shorts/dresses/skirts must not be shorter than fingertips when arms are at side.  Pajamas, slippers, or other sleepwear is inappropriate as are any clothes that expose undergarments.  Students must wear shoes at all times.
The wearing of excessively baggy pants with low hanging crotches is also prohibited.  Pants must fit properly at the waist, inseam, and hem.  Pants will be worn at the waist and secured with a belt if necessary.

In addition, items that may be dangerous, such as spikes more than 1 inch, chains, laser key chains, etc are also inappropriate.  Students may not carry or wear items that might be construed as drug paraphernalia including, but not limited to: lighters, matches, pacifiers, or light sticks.

If you have any issues with a student regarding these policies, please contact the Senior Project Supervisor so that we can address the issue with the student.

Frequently Asked Questions

How are students transported to and from the community partner site?
Students are responsible for their own transportation to and from the project location.
What time can I expect the student to arrive?

Each student will have a different starting time, depending on their concurrent enrollment schedule at UNM or CNMCC.  The student and mentor will agree on a starting time for Tuesday and Thursday of each week.  Students should generally complete a minimum of six (6) hours per week unless another schedule has been negotiated with the mentor and supervisor. 

How long should I wait before I become concerned when a student does not show?

Students are required to be on time.  We do acknowledge that, at times, a bus may be running late.  Even in these cases, the students should never arrive more than one-half hour late. If you do not hear from a student or she is not arriving as scheduled for several consecutive appointed days, please contact the supervisor immediately. 
Can I pay a student for their work at my site?

Payment of the students in the senior service learning program is prohibited. Students earn academic credit. If you want to hire the student separate from and /or after the service learning project, you are welcome to do so.  
Does the student have to keep a separate time sheet if our organization has a sign-in sheet at the front desk?

Yes.   The sign-in at your front desk is for your organization. The student must submit the weekly time sheet with the mentor’s signature each week.
What if the project does not seem to be working?

Please contact the senior project supervisor immediately if you think the placement is not working.  We will work with you to address any concerns you may have and try to make it a good placement for both the student and the mentor.  If these actions do not improve the situation, we will terminate the placement. 

Who should I call when I have a problem?
Contact the senior project supervisor at the school. 
Stephanie: 505-306-0763

Maribeth: 505-681-1078

  Submitted  ________________________

Senior Project Timesheet

Student____________________________ Mentor ____ ________________________

                Please print full names
	Date
	Time In
	Time Out
	 # Hours

	
	
	
	

	
	
	
	

	Total Number of Hours this Week:




Mentor, please provide feedback:

	
	OUTSTANDING
	SATISFACTORY
	NEEDS IMPROVEMENT

	Punctuality
	
	
	

	Attire, Comportment, and Professionalism
	
	
	

	Initiative
	
	
	

	Communication
	
	
	


Additional Comments: _____________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Would you like the supervisor to contact you?  ___ (check) @ (phone #)______________
__________________________________
_____________

Mentor Signature

Date

Service Learning Project Memorandum of Understanding
                                                             Between

_____________________________     &  _________________________________

 ABHS Student (please print)


Mentor (please print)
The purpose of this MOU is to make explicit the responsibilities of the parties to this collaborative endeavor so as to insure a mutually beneficial experience.

Responsibilities of the Student:

1. Report to the project site on the days and times established.

2. Communicate with the mentor if circumstances prevent reporting as scheduled 24 

hours prior.    
 
3. Present time sheets  each week for the mentor to complete.
4. Communicate any obstacles and/or challenges that present themselves to both the 

mentor and the supervisor.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Responsibilities of the Mentor:
1. Provide on-going supervision, training and direction.

2. Communicate and clarify any and all expectations.
3. Sign timesheets.
4. Complete Mid-Way Evaluation.
5. Maintain contact with ABHS supervisor and report issues and/or concerns.
___________________________________     __________________________________

Student signature



   Mentor signature

___________________________________      ______________________

Project Supervisor



    date

Instructions for the Mid-Way Evaluation

Both the mentor and student participate in this narrative assessment. Students will submit this in November (or at about 50 hours into the project).  Students should present their portion of this written assessment to the mentor. In September (or about 25 hours into the project) students consult with the mentor in creating three specific goals they could work towards as the project continues. It is now time to assess what progress has been made. The student will write a brief statement describing his/her progress towards the three goals. Responding to this statement, the mentor will compose a brief response (1-2 paragraphs). It will be the student’s responsibility to plan for this, insuring that you have sufficient time to complete this. 
In addition, we ask students to consider how they will ultimately answer three Essential Questions:


1) What is the value of your senior project? 


2) How will anyone know you did this project? 


3) What evidence can you present to support your answers to questions 1 and 2? 

The mentor must not write a response without having the student’s statement. Be honest in evaluating the student’s progress towards goals. Feel free also to address the three essential questions listed above, or anything else you would like to add. This will become the basis of a grade. An exemplar of this narrative assessment is below. Please feel free to contact me with any questions or concerns you have. 

Exemplar for Mid-Way Evaluation

Student_________________________

Mentor_________________________

Project Site______________________

Date: November 2013
Mid-Way Evaluation
Student’s Self- Evaluation:



In September, I wrote three goals for my project: 1) I wanted to learn how to use the agency’s data base to compose a mailing list for an informational letter to recruit volunteers for the community day celebration in April; 2) I wanted to plan and teach a 30- minute math lesson; and 3) I wanted to improve communications with my mentor by checking in with her before I leave every day. In terms of the fist goal, I haven’t had much success. The tech coordinator at the school offered to help me, but after we made an appointment, he had to cancel because of some emergency. He seems very busy and I’m not sure I should bother him again. In terms of the second goal of teaching a lesson, I’m on track. I asked my mentor teacher to help me think about how and what to teach. She offered to let me do a unit on multiplication and we had tentatively scheduled my teaching for the first week in March. I have also fulfilled the third goal and just checking in with the mentor every afternoon has made a big difference. I’ve noticed it helps me to be sure we’re on the same page. Because we’re both really busy, having the structure of a set time is helpful. Usually it talks only a minute or two, and it feels worthwhile for me.

Mentor’s Evaluation: 


I would agree that achieving the first goal has been tough. Our tech coordinator often seems overwhelmed and can be a little gruff, even with adults. I rarely ask him for help unless it’s a dire emergency. Maybe I can help Andy think of away around this snag. I’m excited that Andy is about to teach a lesson. The students are already looking forward to it. This will be a good opportunity to take pictures and record the experience. It’s evidence also of Andy’s impact in this classroom. The positive response the students will likely show is how anyone will know this project mattered. I was pleased to see the third goal of checking in with me before he leaves. The simple act of checking in is great. Communication is a great skill that is needed in every job and being able to confidently speak to your boss or supervisor will serve Andy well. In conclusion, I am very satisfied with Andy’s project here in my classroom and I know it’s making a difference for my students. Except for the first goal, which presented obstacles out of our control, Andy has accomplished the goals he set for himself.
Time Line for the Senior Service Learning Project

Note: In the spring term of the junior year, students take Compass, a class designed to prepare students for the senior service project. Students begin by exploring identity, passions, and community needs. Then they conduct three informational interviews with prospective agencies and mentors. In culmination, they write a detailed project proposal. Note: The trajectory of a student project can vary from one student to the next. In general, we advise seniors to complete projects in the Fall semester. However, many will still be working on projects in the spring and some students continue past the 100-hour mark. For that reason, some benchmarks are tied to a student’s progress (as measured in hours). For example, goals can be set in September, or when the student has completed about 25 hours. Projects must be completed in early May in order for students to graduate on time.
May> Students draft a project proposal and identify mentor

 And Students draft Letter to Mentors confirming plans, etc

July> Students contact Mentors to check in

July/August > Mentor Orientation Sessions and begin projects

September> Supervisors begin site visits

September (or about 25 hours into the project)> Students submit project goals (written w/mentor).

October> Students continue project work through ABHS Fall break

November (or about 50 hours into the project)> Mid-Way Evaluation
January – April > Project Wrap Up
Spring Semester> Digital Stories
May> Senior Reviews (mentor invited attend). Graduation!
Amy Biehl High School no discrimina por raza, color, origen nacional, género, incapacidad o edad, ni en sus programas y actividades, y además  provee acceso igual a los Exploradores y otros grupos juveniles.Se ha designado la persona siguiente como individuo responsable de escuchar preguntas específicas con respecto a las reglas de no discriminación:Frank McCulloch  Director de la escuela 123 4th St. NW, Albuquerque, NM 87102
   Amy Biehl High School does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities and provides equal access to the Boy Scouts and other designated youth groups. The following person has been designated to handle inquiries regarding the non-discrimination policies: Frank McCulloch  Executive Director/Principal 123 4th St. NW, Albuquerque, NM 87102
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