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1. Course Basics
EDAC 646 | Section 800 | Working with Volunteers in Community Agencies 
Summer Session 2026 | May 11, 2026 – July 17, 2026
Online, Asynchronous

2. Instructor Information
Jacqueline S. Davis, EdD, CRA
Educational Studies
Ball State University, Muncie, IN
jsdavis@bsu.edu | 765-285-1607 (O) 
Office Hours: Virtually, Tuesdays 4-6pm EST/EDT
           By appointment (calendar free/busy times available online in Outlook)

	
	
	



Email is the best way to reach me. 
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3. Course Information
Course Description
EDAC 646 Working with Volunteers in Community Organizations
This course examines the roles of volunteers and program development within community organizations. This includes a study of research and effective practices for engaging volunteers and developing volunteer programs. Students apply the theory and models to develop an organizational volunteer program guiding document.

Prerequisites
There are no prerequisites for this course.

Course Objectives
Course Goals / Learning Outcomes:
Course participants will:
•	Gain an overview regarding working with volunteers in organizations.
•	Develop a mission and vision statement for a volunteer plan.
•	Create motivating job descriptions.
•	Demonstrate recruiting practices for the right volunteers.
•	Describe management practices for the organization’s volunteer program.

Course Time Commitment: It is expected that students will spend approximately 5 to 7 hours of study each week as this is graduate-level work. 

Course Modality/Structure
Plan to post at least three times for each discussion. 
1. All initial posts are due on Wednesday of each week. This will give your colleagues time to reflect upon your thoughts and appropriately respond for further discussion and feedback.
2. Respond to peer posts by Friday of each week.
3. Respond to comments on your own post by Sunday of each week. 

NOTE: If you are not able to make the established due dates, please let me know. 
4. Course Materials
Course Text: McCurley, S., & Lynch, R. (1996). Volunteer management: Mobilizing all the resources in the community. Jossey-Bass.
Additional course material will be included in the week’s readings. 
5. Course Assignments and Assessments
Course Assignments
Assignment details, including instructions, relevant readings, due dates, and grading criteria/rubrics will be posted and updated on Canvas. Please check Canvas regularly to stay informed and on track.

Discussion board guidelines
Plan to post at least three times for each discussion. Your initial post and your responses to colleagues need to be of scholarly composition such that it encourages further discussion.
1. All initial posts are due by Wednesday of each week. This will give your colleagues time to reflect upon your thoughts and appropriately respond for further discussion and feedback.
2. Respond to two (2) peer posts by Friday of each week.
a. When selecting a post to respond, it is important that you not only look for an engaging discussion but also try to ensure every initial post has at least one reply. 
b. With a class of our size, no initial post should receive more than 5 secondary responses.
3. Respond to at least two (2) comments on your own post by Sunday of each week. 

NOTE: If you are not able to make the established due dates, please let me know.
This course will culminate in a Volunteer Management Plan. Over the course of the semester, you will draft sections and receive feedback from your peers. You will incorporate this feedback and your continued learning and create a 15-25 page Volunteer Management Plan. More details are available in Canvas. 

Course Grading Scale

	Letter Grade
	Range

	A
	100% - 94%

	 A-
	<94% - 90%

	  B+
	<90% - 87%

	B
	<87% - 84%

	 B-
	<84% - 80%

	  C+
	<80% - 77%

	C
	<77% - 74%

	 C-
	<74% - 70%

	  D+
	<70% - 67%

	D
	<67% - 64%

	 D-
	<64% - 61%

	F
	<61% - 0%


6. Required University Statements and Policy
University Statement
We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse. 

Disability Statement
If you need course adaptations or accommodations because of a disability, please contact the instructor of record as soon as possible. Ball State's Disability Services Office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu.

Attendance
As this is an online, asynchronous course, attendance is measured by regular communication. There are 10 modules that require initial discussion, responses, and a closing reply. 

You are highly encouraged to log into the course a minimum of four times each week. Make sure that you post your initial discussion by Wednesday each week. Then offer an informed and scholarly response to at least two of your colleagues. Your initial post and your responses to colleagues need to be of scholarly composition such that it encourages further discussion.
If at any point you need to be absent from communication for more than 1 week, please notify me directly, in writing. 

· Course attendance policies are consistent with University policies regarding student absences. 
· Students are expected to notify instructors once they anticipate being absent for any reason (e.g., funeral) or as soon as possible after the absence begins (e.g., unexpected injury or illness). Students may need to provide documentation (with confidential information redacted when appropriate) to each instructor if requested. 
7. Recommended Statements, Policies, and Information 
Freedom of Expression 
In this course, we are committed to fostering a learning environment that values intellectual diversity, encourages free expression, and promotes open inquiry. As members of the Ball State Community, we treat each person in the Ball State community with civility, courtesy, compassion, and dignity and respect and learn from differences in people, ideas, and opinions. Please review Ball State University’s Statement on Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, and Ball State’s Beneficence Pledge.

Title IX
Ball State University is committed to providing a safe and inclusive learning environment for all students. If you or someone you know has experienced sexual harassment—including sexual assault, dating violence, domestic violence, or stalking, please know that you are not alone. The University offers support services and resources. For more information or to report an incident, please visit 
bsu.edu/titleix or contact the Title IX Coordinator at 765-285-1545 or at titleix@bsu.edu.    

As your instructor, I am a mandatory reporter under the Title IX policy and required to report any information I receive about possible sexual harassment. This includes information shared in class discussions, assignments, or private conversations.

What happens after I report? The Title IX Coordinator will email the person who experienced sexual harassment (complainant) and invite them to schedule a meeting. If the complainant chooses to meet with the Title IX Coordinator,
· Title IX Coordinator will offer supportive measures (e.g., counseling, extensions on deadlines, course-related adjustments, changes to work or class schedules, and/or referrals to campus offices), review the policy, and discuss options to move forward.
· If a complaint is filed by the complainant or the University, an investigation will begin following University policy.

University Grade Appeal Policy
If you believe you received a final course grade that does not reflect your performance due to fairness or a procedural issue, you have the right to file an appeal within 5 school days after final grades are posted by the Office of the Registrar. Review the University Grade Appeal Policy and Process.

The Learning Center
The Learning Center offers free Tutoring and Academic Coaching for many courses at Ball State. Students can make appointments for online (Zoom) or in-person (NQ 350) appointments. To make an appointment, visit myballstate.bsu.edu and click on “Navigate” in the Academic Tools section, or just go directly to bsu.navigate.eab.com. 

Testing accommodations for students with disabilities are available for students who have received the appropriate documentation from Disability Services. Tests may be administered in the Learning Center.   
Supplemental Instruction is available in select courses. If you have an SI leader for your course, that person will provide students with information the first week of school regarding weekly study sessions. For more information about Learning Center programming, visit bsu.edu/learningcenter or call 765-285-1006. Follow us on Instagram: BallStateLC. 
The Writing Center
All writers improve with practice and feedback, so as a student in this course, you are encouraged to use the Writing Center (in Robert Bell 295 during weekdays, Bracken Library First Floor West in the evenings, or online during any regularly scheduled hours) to get additional feedback on your writing. 
The Writing Center offers free planning, feedback, and accountability sessions (in person and online) to all students composing essays, reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital or print texts. To schedule a free appointment to discuss your writing, go to bsu.edu/writingcenter. Online and in-person appointments are available; however, plan ahead because appointments book quickly.
The Basic Needs Hub
If you are having difficulty affording enough food, do not have a safe and reliable place to sleep, and/or experiencing an emergency or crisis, help is available through the Basic Needs Hub. The Basic Needs Hub has information, resources, and provides individualized support to students. To talk with a supportive staff member about your experience, receive one on one assistance, or learn more about resources, you can submit a Basic Needs Assistance Form. 

The Counseling Center 
The Ball State University Counseling Center offers free and confidential services to all students. The Counseling Center is located in Lucina Hall, Room 320. To schedule an appointment, you can contact us at 765-285-1736. Ball State also offers a 24/7 Crisis Line, which can be reached at 765-285-HOPE (4673). The Crisis Line is a mental health resource for those who are struggling with any mental health concerns, including thoughts of self-harm and/or suicide. 
At the Ball State Counseling Center, we see students for a variety of reasons, some of which include homesickness, relationship concerns, anxiety, and depression. At your first appointment, you will work with a therapist to create a plan that will connect you with resources that best fit your needs. We assist students with getting connected to therapy at our Center as well as connecting students to self-help resources, other on-campus resources, and community-based resources. All Ball State students also have access to several on-demand, self-help resources through a variety of different platforms. All of these resources, including a direct link to our website, can be found here.
The Speaking Center  
The Speaking Center is a free resource available to all members of the BSU community wanting to improve their public speaking abilities. We offer personalized coaching designed to help you become a more confident and effective speaker. Our trained coaches provide constructive feedback and support throughout the entire speech preparation process, whether you are in the early stages of brainstorming ideas and organizing your thoughts, or you need to practice your delivery and refine your message.  

The Center is in the David Letterman Communication and Media Building, room 302. To schedule an appointment, please access us through your Navigate app or use this direct link to sign up for a time. Appointments are available both in person and on Zoom. Appointments are available in person, on Zoom, and in virtual reality (VR) for those interested in practicing in an immersive speaking environment.

Canvas Accessibility
Canvas provides a user experience that is easy, simple, and intuitive. Special attention has been paid to making Canvas screen-readable. The Rich Content Editor encourages users to create accessible content pages (i.e. text formatting is accomplished using styles). Canvas is designed to allow limited customization of colors and schemes to be accessible for all users. The National Federation of the Blind granted Canvas the Gold Level Web Certification in 2010. Find more information by visiting the Canvas Voluntary Product Accessibility Template (VPAT). 

FERPA and Privacy
As a student, your educational records are considered confidential. Under FERPA (Family Educational Rights and Privacy Act), your records are confidential and protected. Under most circumstances, your records will not be released without your written and signed consent. However, some directory information may be released to third parties without your prior consent unless a written request to restrict this is on file. You can learn more about student rights to privacy by reading Ball State's FERPA and Privacy and Protection. 

Video Conferencing Recording
In this class, software may be used to record live class discussions. As a student in this class, your participation in live class discussions may be recorded. These recordings typically will be made available only to students enrolled in the class, to assist those who cannot attend the live session or to serve as a resource for those who would like to review content that was presented. Students who prefer to participate via audio only will be allowed to disable their video camera so only audio will be captured. Students who prefer to listen only must disable their audio capability and visual camera. If you have concerns, please discuss these options with me. 

Plagiarism Detection 
The campus subscribes to Turnitin, a plagiarism prevention service, through Canvas. You may need to submit written assignments to Turnitin. Student work will be used for plagiarism detection and for no other purpose. The student may indicate in writing to the instructor that he/she refuses to participate in the plagiarism detection process, in which case the instructor can use other electronic means to verify the originality of their work.   

Student Academic Ethics Policy
Honesty, trust, and personal responsibility are fundamental attributes of the university community. Academic dishonesty and other forms of academic misconduct threaten the foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated. To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and creative performance, Ball State University is committed to maintaining a climate that upholds and values the highest standards of academic integrity. Visit the VPAA’s academic integrity website (Students tab) for resources on understanding academic integrity, citing sources properly, and avoiding inadvertent academic dishonesty. To learn about BSU’s academic integrity expectations and students’ rights, please read the University Student Academic Ethics Policy. 
Academic integrity violations include giving or receiving an unfair academic advantage (cheating), presenting someone else’s ideas or work as your own (plagiarism), and falsifying academic records. Unless otherwise indicated, you must work independently by yourself. Check with me if you are unsure whether something constitutes academic dishonesty. Examples of academic integrity violations include but are not limited to:  
· Using resources not authorized by the faculty member (including devices, AI tools, hidden notes, and open books) 
· Using commercial study websites to find answers to graded assignments (Chegg, Course Hero, StudyPool, OneClass, etc.). 
· Without the instructor’s written permission, giving away, buying, or selling graded assignments class notes, exams, study guides, or other course materials to other students or to third-party vendors (Course Hero, Chegg, 24HourAnswers, etc.).
· Working with another person on any assignment other than authorized group projects. 
· Sharing or allowing others to access your files, whether done with permission or not. 
· Reusing your own work from another semester, course, or section. 
· Sharing answers with others during exams (passing notes, texting, whispering, gesturing) 
· Discussing exam questions and answers with students who have not taken the exam. 
· Soliciting others to complete work for you.

Generative AI Statement & Guidance for Use in this Course
As you work on and submit assignments this semester, know that using generative AI tools to complete your assignments is a violation of Ball State’s Academic Ethics Policy unless the AI use is explicitly approved by the faculty member. In general, students may not submit any work generated by an AI program as their own. Doing so is plagiarism. 

As an instructor, I recognize that generative AI may be a valuable tool that includes the potential to improve efficiency, assist non-native English speakers, and streamline writing processes for students. All work conducted and/or submitted in this course should reflect your own ideas and demonstrate your current knowledge, abilities, and skills.

In accordance with existing policies and ethical standards, students are responsible for ensuring that information included in their assignments is true, accurate, and complete, and that all sources are appropriately acknowledged and referenced. Further, students should be transparent about the use of Generative AI in their coursework.  

Statement 
Generative AI tools cannot be listed as an author; therefore, students are held responsible for the accuracy of all content within their assignments. Generative AI may create information that is based on inaccurate, outdated, or copyrighted sources. Further, using generative AI may lead to the presentation of information without proper recognition of authorship or acknowledgement. 

Students will be held accountable even in the case of unintentional plagiarism and/or the unintentional inclusion of false information. I reserve the right to reject assignments that display substantial evidence of the use of generative AI, particularly in the cases where there has been no disclosure within the assignment.  

Ethical Guidelines  
All applications of AI will adhere to the following principles: 

Transparency: The use of generative AI should be clearly disclosed through an explanatory note at the beginning of the document.  

Accountability: Those who choose to use generative AI in their work remain accountable for both the accuracy and originality of the work they share or submit.  

Non-Exploitation: Generative AI tools should not be used to replace or diminish the role of individual or community judgment and human empathy.  

Privacy and Data Protection: Parties who use generative AI should be sensitive to privacy as it pertains to themselves, their collaborators, or their classmates. Any information that is uploaded to generative AI systems should be anonymized or deidentified wherever possible to protect individual and community privacy. Uploading or copying and pasting another student’s work into an open-source AI tool compromises their intellectual property and is strictly prohibited. 

When to Disclose Use of Generative AI 
Artificial intelligence tools exist on a spectrum in terms of their capabilities, and how users choose to engage with these tools. For disclosure purposes, I make the following distinction between Assistive AI and Generative AI. 

Assistive AI: Applicants and grantees may use artificial intelligence programs to enhance the grammar, spelling, and punctuation of their work. Assistive AI is commonly applied to the revision and editing process to improve readability. Disclosure of assistive AI is not required. However, students should be aware that many spell-checking and word-processing tools are increasingly incorporating generative AI features. Note that many applications (e.g. Grammarly, Microsoft Word, Canva, OneNote, and Evernote) have AI built-in features such as text predictions and AutoComplete as well as organizing and summarizing information.

Generative AI: Generative AI is used whenever a program or application produces written content, visuals (such as photos, tables, and graphs), audio, or videos based on a prompt or outline. It is commonly applied during the writing phase to generate content that students can incorporate into their assignments. Students must disclose the use of generative AI. Generative AI may be used in the planning and refinement stages of assignment completion. Reference https://aiassessmentscale.com/ for further guidance.

Permitted Uses of Generative AI 
Generative AI may NOT be used in discussion board posts, either initial or responses to other students. 

Students may NOT upload or copy/paste another student’s posts, comments, or work into an AI tool.

Generative AI may be used in the following areas: 

1. Planning (basic information, definitions, outlining, organization, brainstorming) 
2. Refining (proofreading, feedback, troubleshooting).

Your final submission should show how you have developed and refined these ideas. You must critically evaluate and modify any AI-generated content you use.

Reference https://celt.uky.edu/student-ai-use-scale and https://aiassessmentscale.com/ 

How to Disclose Use of Generative AI 
Students are required to disclose the use of generative AI within their coursework. In assignments where allowable, students who disclose the use of generative AI will not be penalized in the review process for doing so, unless the content generated is used inappropriately, produces inaccuracies, or otherwise negatively impacts the coursework. Generative AI may NOT be used in discussion board posts. This includes initial posts and responses to other students. 

Students who have used generative AI to produce any part of their coursework or assignments are required to provide a brief summary of how and where generative artificial intelligence was used within the documents they have submitted. Failure to do so constitutes a violation of Ball State University’s Student Academic Ethics Policy. Generative AI use should be disclosed using the text below as a guide:   
During production of this work, I utilized [NAME OF TOOL], in order to help with the creation of this [DOCUMENT, ASSIGNMENT, POLICY, PROCEDURE]. Generative artificial intelligence was used to [DESCRIBE WHERE, HOW, AND WHY GENERATIVE AI WAS USED]. I reviewed the content created and produced by this generative AI Tool and assert that the content within this document is factually accurate and free of plagiarism. I take full responsibility for the submitted document.  

I confirm that content generated or edited with AI has been reviewed, validated, and edited as necessary. AI was only used during the planning and refinement stages of this work, and was not used to generate main ideas, methodologies, goals, objectives, aims, or conclusions. The final submission reflects my original intellectual contributions. No confidential or unpublished data were entered into public AI tools. I understand the instructor may request version history to ascertain the chain of custody of content; failure to provide it may result in zero credit for the assignment.
8. Course Expectations and Policies 
Course Participation Expectations
· This course is designed with weekly activities, discussion, and other forms of regular collaboration and communication.
· It is recommended that you log into your Canvas course 3 to 4 times a week and check your official Ball State email account daily to view announcements and prepare for class.
· Complete all assignments, discussions, and any other activities by the stated due dates.

Feedback Policy
· I will respond to email from your official Ball State email address within 24 hours during week days (Monday-Friday) and within 48 hours on the weekend.
· I will read every discussion post but I will not always personally comment on posts.  
· I will grade your assignments, and discussions no later than within 7 school days of submission.
· Contact me directly if you have questions or concerns about your performance in class.

Late Assignment Policy
· All assignments are due by 11:59 pm EST/EDT time on the due dates indicated.
· It is your responsibility to complete all assignments. If you cannot complete them by the assigned due date, it is your responsibility to contact me. 
· All assignments for the course must be complete by 11:59 pm EST/EDT on Tuesday, July 14. Any work not submitted by this time will receive zero credit.
· Internet connectivity and technical issues may occur and impede you from turning in work on time. Turn in work early and often, and set up a back-up plan, such as visiting a local library or borrowing a peer's computer. 
· Canvas will not accept assignments for grading after 11:59 pm EST/EDT on the final day of class.

Assignment Submission Policy
· All assignments should be submitted as Word documents with extensions of .doc or .docx unless otherwise indicated in the assignment description.
· Assignments, unless otherwise indicated, should be submitted using the assignment link in the module. 

Grading Policy
· It is my policy that appropriate evaluation of your academic performance is an integral part of your learning experience. 
· In the absence of mistakes, fraud, bad faith or incompetence, I will be the key decision-maker on the assignment of grades. 

Engagement Expectations
To support a respectful and engaging academic community that encourages the free exchange of ideas and civil discourse, we will follow these ground rules:
· Respect different perspectives. Share your ideas and let others share theirs.
· Challenge ideas, not people. Disagree respectfully. No personal attacks or put-downs. Focus on exploring ideas critically and constructively.
· Listen to understand. Stay curious, ask questions to understand, and give others space to speak.
· Assume good intentions. Approach discussions with curiosity and compassion. 
· Keep it private. What is shared in class stays in class. Do not share others’ words or work without permission.
· Be respectful. Avoid hurtful language, stereotypes, or content that may demean others. Keep feedback constructive.
9. Course Schedule
To support a learning experience that is responsive to the needs, interests, and pace of our class community, the course schedule may shift over the semester. The most current version of the schedule will always be available on Canvas. I encourage you to check Canvas regularly for updates and contact me if you have any questions.

	Week/ Assignment
	Due
	Assignment
	Chapter
	Points

	1. What is Volunteer Involvement?
	17-May
	Discussion post
	1
	20

	2. Planning a High Impact Volunteer Program & Organizing a Volunteer Program
	24-May
	2 Project sections & peer feedback
	2,3
	40

	3. Creating Motivating Volunteer Jobs
	31-May
	Project section & feedback
	4
	20

	4. Recruiting the Right Volunteers & Screening and Interviewing Potential Volunteers
	7-Jun
	2 Project sections & feedback
	5,6
	40

	5. Orientation and Training for Volunteers
	14-Jun
	Project section & feedback
	7
	20

	6. Supervising for Maximum Performance & Supervising the Invisible Volunteer & Special Situations
	21-Jun
	Project section & feedback
	8,9,10
	20

	7. Policy Guidelines for Volunteer Corrective Action / Termination 
	28-Jun
	Project section & feedback
	11, 14
	20

	8. Relationships, Effectiveness, and Enhancement of the Volunteer Program 
	5-Jul
	Project section & feedback
	12,13, 15,16
	20

	9. Special Topics & Final Suggestions 
	12-Jul
	Readings
	17,18
	0

	10. Final Project: Volunteer Management Plan
	14-Jul
	Final project
	Book
	100

	
	
	
	Total Points Possible
	300



10. Subject to Change Statement
This syllabus is subject to change in the event of extenuating circumstances.

 
