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SERVICE
AND ACTION
HANDBOOK
“Service as Action is important at La Garenne as it teaches the students to be thoughtful
of the world around them. It also enables students to interact with the world and build
skills to be able to change it for the better. Service as action can teach students the
importance of serving their community and how it can be done”.
- (Daniil D, MYP5)
“It is important because students should learn outside the classroom. When students
do service they are making a positive difference, which is a skill the IB wants their
students to use in the future. By doing Service as Action students are helping others in
need”.
- (Angelika, MYP5)

WWW.LA-GARENNE.CH

Mission Statement

IB Learner Profile

INTERNATIONAL BACCALAUREATE MISSION STATEMENT
The International Baccalaureate aims to develop inquiring, knowledgeable and caring young people who help to
create a better and more peaceful world through intercultural understanding and respect.
To this end the organization works with schools, governments and international organizations to develop
challenging programmes of international education
and rigorous assessment.
These programmes encourage students across the world to become active, compassionate and lifelong learners
who understand that other people, with their differences,
can also be right.

LA GARENNE INTERNATIONAL SCHOOL MISSION STATEMENT
The Mission of La Garenne International School is to educate children from around the world, in a warm family
atmosphere in which we promote traditional Swiss values of openness, responsibility, organisation, honesty,
politeness and respect.
The school strives to nurture the talents of each child, meeting their individual needs and aspirations and
preparing them to be responsible global citizens.
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Service and Action at La Garenne International School
Service and Action (SA) is an integral part of the MYP and of life at La Garenne. SA starts in the classroom and
extends beyond it. During your time in the MYP, you discover your place and role in communities, from your
immediate family and school environment to the world at large. Throughout the MYP, you are encouraged to
make connections between the things you learn at school and in your surroundings, as well as thinking about
what you can give the community and the benefits the community can bring to you. Having gained awareness
about the community, the next step is to take action and to become involved in SA activities and projects.
Key points about SA:

Documenting SA

13

•

SA activities and projects can be undertaken either as an individual or as a group

•

The quality of an activity is more valuable than the hours devoted towards it

Appendix 1 - step by step
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•

A responsible adult must supervise SA activities and projects at all times

•

Paid activities and normal family responsibilities do not count as SA

Appendix 2 - example reflection sheet
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The SA Learning Outcomes

Service & Action Requirements

The goal of SA is to meet the SA learning outcomes
1. Increase awareness of your own strengths and areas for growth.
You are able to see yourself as an individual with various skills and abilities, some more developed than
others, and understand that you can make choices about how you wish to move forward.
2. Undertake challenges that develop new skills
Challenges and new skills may be those not previously undertaken or acquired, or those that extend your

Service and
Service and
Action Activity Action Project

Physical
activity

Minimum
learning
outcomes

MYP 1

At least 1

At least 2

MYP 2

At least 2

At least 2

MYP 3

At least 1

MYP 4

At least 1

MYP 5

At least 2

existing expertise.
3. Discuss, evaluate and plan student-‐initiated activities

Creativity
activity

At least 1
(completed
in either MYP
3or4)

At least 1 creativity or physical
activity

At least 4

At least 1 creativity or physical
activity

At least 5

At least 1

At least 1

All 7

The planning and initiation of an activity should involve a discussion and evaluation of objectives,
responsibilities and expectations. These steps are often completed in collaboration with others, and are
shown best through SA projects.
4. Work collaboratively with others
Collaboration can be shown in many different activities, including working with coaches, adults and other
students.
5. Persevere in action
At a minimum, this implies showing determination and commitment by attending activities regularly and

The differences of Service, Creativity and Physical activity
Service and Action activities and projects: These are unpaid and voluntary exchanges that support the local,
national or global community and have learning benefits for you. SA can involve direct service, indirect service or
advocacy (see below).
Creativity activity: Arts and other experiences that involve creative thinking.
Physical activity: Physical exertion contributing to a healthy lifestyle, complementing academic work elsewhere in
the MYP.

accepting a share of the responsibility for dealing with problems that arise in the course of activities.
6. Develop international-‐mindedness through global engagement, multilingualism and intercultural
understanding
This can mean being involved in international projects, but there are many global issues that can be
acted upon locally or nationally (e.g. environmental concerns, caring for the elderly).
7. Consider the ethical implications of your actions
Ethical decisions arise in almost any SA activity (e.g. by considering who will and who will not benefit
from your actions)

6

7

Service & Action Requirements

Service and Action Activities and
Projects

Direct service, indirect service and advocacy

What is the difference between SA activities and SA projects?

Direct service:
Service that involves direct interaction with a targeted cause, whether it is people, the natural environment, or
animals. Examples include and are not limited to: developing a waste management policy for a chosen community,
holding craft lessons at an elderly persons home, working in the after-‐ school care programme, or tutoring students.

SA projects involve commitment over a longer period of time and tend to be conducted on a larger scale than SA
activities. An SA project must be completed in a group of at least 2 people.

Indirect service:
Service that has a verified benefit to the targeted cause, but you do not see or interact with the beneficiary of
the service. Examples include and are not limited to: developing promotional material for an NGO, developing
materials to support improvements in literacy, updating the website for an orphanage located overseas, organising
a concert to benefit a local NGO, fundraising for an NGO, or joining an environmental cause such as Earth Hour.

1. Investigation and preparation – Researching information about the topic and increasing knowledge of

Advocacy:
Advocacy means the act of pleading or arguing in favour of something. You are likely to have to conduct research
about the chosen topic (possibly linked to something you have learnt in class) before taking action. Examples
include joining or initiating an awareness campaign about the plight of a local waterway, submitting articles to local
media on issues of poverty, creating a video on improving waste disposal in the community and posting it online,
or advocating for an awareness campaign on hunger.

SA projects involve a number of steps including:

the issue; finding out what needs to be done and setting goals; creating an action plan of what needs to
be done, including a timeline, required resources and allocation of responsibilities.
2. Taking action – This involves executing the plan and could involve direct service, indirect service or
advocacy.
3. Reflection – This is an ongoing process that should be documented on [software]. You should note down
thoughts, feelings and experiences related to the activity.
4. Supervisor review – Adult supervisors should be asked to complete a supervisor review about
participation when the project has been completed.
SA projects require more planning and commitment than SA activities and therefore provide more scope to meet
all the learning outcomes. The following table highlights the difference between SA activities and SA projects.
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Service and Action Activities and
Projects
SA Activity

SA Project

Organization and planning

Often by a teacher or other
adult

Fully initiated and organised by
the student(s)

Participation

Passive participation

Active participation

Commitment

Could be short - term

Acquisition of skills

Few new skills acquired

Challenge

Attendance required

Reflection on ManageBac

Supervisor review

Requires long-‐term
commitment
Student acquires and develops
new skills
Pushes student to previous
limits

For one‐off activities, you should
write one reflection prior to
For projects, you should be
the event and one after the
reflecting regularly for the
event. For ongoing activities,
duration of the project (at least
you should write one reflection
five reflections in total)
every two weeks.
You should request a supervisor You should request a supervisor
review at the end of your SA
review at the end of your SA
activity.
project.

Examples of SA activities:
Newsletter translations
The school writes regular newsletters to parents and the wider community. Students can help translate it into
their mother tongue (recordings of summaries of the content) to help all members of the community find out
what is going on at La Garenne.

After-school care
The school runs an after-‐school care programme for elementary and ELC students. If you enjoy working with
younger children, this may be for you.

Fun Run
Fun Run raise funds for a chosen charity.

Volunteering for a charity
The school organises regular fundraising opportunities including for Terre des Hommes

Get involved in a theatre production at school
Help the school community by displaying your drama skills in a theatre production

Class representative/officer in Student Council
Support your class and the school community by becoming a Student Council representative or officer.

Assistant coach/instructor for younger students
School sports clubs and activities often need older students to help out with these activities. Give back to the
community while practising your athletic skills.

Helping out in the library/science labs
Give a helping hand by supporting the librarian or lab technician

Work with disabled children or with the elderly
Find a volunteering opportunity in the wider community
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EXAMPLES OF SA PROJECTS

DOCUMENTING SA

A virtual tour of La Garenne for new students and parents

Documenting SA

Create a video of La Garenne and the surrounding area. Narrate it in different languages. Post it on the school’s
website or YouTube channel for new families.

Become a coach or instructor
Start up a sports club or become a dance or theatre instructor for younger students. You will be required to think
up activities for the participating students and take responsibility for their learning.

School news editor
Establish a school news outlet that reports on events happening inside and outside the classroom. Collate, edit
and publish contributions for the school community, either on the School La Garenne website, social media
sites, or even in the local media

Gardening and selling the produce for charity
Take on a plot in the school garden and plant, weed and harvest vegetables, which you can then sell for charity.

Plan and paint a mural

You are expected to document your SA activities on ManageBac. Here, you will provide a description of your
activities, summarize your aims in completing them, and write reflections about how you have attained your
chosen learning objectives.
You should write at least two reflection entries for every activity in which you are involved. For one-off activities,
there should be a reflection prior to the activity taking place and one after. For ongoing activities, you should be
reflecting at least once every two weeks. Projects also require regular reflection – at least five in total.
Furthermore, there should be a direct link between the reflection and the learning outcomes that have been
selected for that reflection on ManageBac. Each reflection should focus on no more than two learning outcomes.
For help using ManageBac please see your form tutor or the SA Coordinator.

Guiding questions for learning outcomes
Each reflection in ManageBac should have a learning outcome focus. The following guiding questions should be
used to prompt, but not limit, your reflections:
Awareness: How did your achievements allow you to show personal development?
New skills: What skills have you acquired or further developed through your work?
Planning and initiative: What steps were taken to ensure the success of your activity?
Collaboration: Who did you work with in your activity, and how did you feel about being involved?
Perseverance and commitment: What obstacles did you encounter, and how were they overcome?
International-‐mindedness: How did your activity help you address a global issue, either locally, nationally or
internationally?
Ethics: How did your participation in your activity affect you and others?

Paint a mural at school or in the community.

Class representative/officer in Student Council
Plan and initiate activities for the school community as a member of the Student Council. This could be a fundraiser,
awareness campaign or school spirit event.

Join the yearbook team
Support the school community by collecting photos and editing the yearbook for the duration of the school year.

Organise a neighbourhood cleanup
Organise a concert for the elderly at an elderly people’s home

If you are not sure whether an activity or project counts as SA,
speak to the Service and Action coordinator.
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EXAMPLES OF SA PROJECTS

SA - Step by Step

End of year SA reflection

Service and Action Step-‐by-‐step

You need to write a final SA reflection at the end of each school year. This, along with the documentation of
your activities on ManageBac, will determine whether or not you receive satisfactory progress or unsatisfactory
progress for SA on your final report card.
Furthermore, all MYP 5 students will have an exit interview with the MYP coordinator and Service and Action
coordinator in May of their final year to reflect on their SA programme and determine whether they have met
the MYP expectations. For students in MYP 5, satisfactory progress in SA is required in order to receive an MYP
certificate.
A selection of the following questions should be included on the end of year SA reflection form

•
•
•
•
•
•
•
•

Step 1: Student adds new activity to Managebac
Step 2: SA coordinator is notified of Activity by SA Daily Digest
Step 3: SA coordinator approves the activity on ManageBac
Step 4: Student is notified of the approval via email
Step 5: Student completes the activity, adds reflections and uploads any evidence
Step 6: Activity supervisor receives the activity supervisor email
Step 7: Activity supervisor completes the supervisor review form
Step 8: SA coordinator and Form teacher review reflections, supervisor review form and marks the
activity complete.

1. What new skills did you learn during your SA activities?
2. What changes would you make if you were to do these activities again?
3. How did your understanding of community change as a result of your SA activities?
4. Give an example of how you showed initiative and/or a willingness to help others.
5. How did you use your strengths to enhance one of the communities to which you belong?
6. Give an example of how you came up with a solution to resolve an issue in a community to which you
belong.
7. Give an example of a situation where you showed commitment to a cause.
8. Do you believe SA is a valuable experience? Justify your answer.

“ We do not learn from experience…. We learn from reflecting
on experiences”
			
										John Dewey
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Example reflection sheet

Sample reflections for one-off activity

How to reflect on your hard work…….

Activity: La Garenne Fun Run Helper

Physical exertion contributing to a healthy lifestyle

Description and Goals:

Great reflections include specific information about the work you chose !!!
Ask yourself.

•
•
•
•

Did I try my best ?
What did I do the best ?
What could I do better next time?
Did I work cooperatively with my teammates.?

As part of the Fun Run Team, I am responsible for planning the race. With the help of my group, I will prepare
the course, mark the runners during the race, and tidy the area when the run is finished.
Activity Aim:
The aim of the Fun Run is to raise money for charity. Donations will help support TBC. The run is also a good
opportunity to promote physical fitness and community spirit.
Learning Outcomes:
•
•
•

Describe what you accomplished....

Develop international-‐mindedness
Discuss, evaluate and plan student-‐initiated activities
Work collaboratively with others

Reflections:
May 2013
Learning Outcome: Planning and initiative; Collaboration

List the things you did well…

List the things you could do better next time…

If you were to have the same experience again and/or take part in the same activity again, would you
do anything differently? What?
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I attended two meetings prior to the Fun Run. During the first meeting, I met with the entire Fun Run Team to
decide who would be responsible for the event’s different parts (e.g. race, registration, barbeque). I chose to be
part of the race group because I’ve run the course before, and I know what will be needed on the day. During
the second meeting, I helped the race group make a list of the necessary race-‐day materials (e.g. water, tables,
markers, tape), and explained how we would have to set up the course for the run. I volunteered to prepare the
course in the morning and mark the runners at the finish line during the race. In planning and collaborating with
my group, I noticed that it’s very important to look ahead and anticipate the runners’ needs. For example, we
were only going to set up one water table, but decided to have two because the weather forecast predicted a
hot day. It was also very easy to delegate responsibility within my group because most of us had participated in
the Fun Run before, and there were enough of us to manage all of our different tasks.

May 2013
Learning Outcome: International-‐mindedness
The Fun Run was a massive success, with a record number of participants and funds raised for the school chosen
charity. The Fun Run Team had a meeting with the charity group at School. After all of the donations had been
collected, and we learned that the funds raised would help to support the building of a kitchen at a partner
school. Once the school has its kitchen, students can be fed more easily, and the charity can better achieve its
aim of supplying lunch to children living in poverty. We learned that the lunches provided attract poor
students to the classroom where they can gain a better future for themselves and their communities. The
combination of food, education and hope for a better life certainly makes me consider what I often take for
granted. Students sometimes think of school as a burden rather than a place of opportunity. I think that the
focus on the charity at this year’s Fun Run might make them think differently.
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Sample reflection for ongoing activity
Description and Goals:
La Garenne’s girls football team has 11 players from MYP1-DP1. At our practices after school on Tuesdays and
Thursdays, we complete drills that focus on specific skills, such as passing, shooting or heading, or we play
scrimmages that allow us to practice all of our skills at once and prepare for tournaments. This season, we are
scheduled to play at least four games against other international schools, with the possibility of participating
in two national tournaments.
Activity Aim:
My personal goal for this physical activity is to improve my soccer skills, work collaboratively with the other
players, and show commitment to a team.

Managebac help sheet
Service and Action ManagBac help sheet
How to...
•
•
•

Add an Activity
Add a reflection
Add some evidence

Open your Managebac, on the left side click ‘IB Manager’, then click ‘SA’

Learning Outcomes:
•
•
•
•

Develop new skills
Increase awareness of strengths and areas for growth
Persevere in action
Work collaboratively with others

Learning Outcomes:
September 2013
Learning Outcome: Awareness; New skills

•

Click on Add SA activity

•
•
•
•
•
•

Fill in the highlighted boxes.
Activity name - please give clarity in the name. Not just one word.
Location - is it in or out of school?
Service as Action - if it is SA, please tick this box
Start date and End date - depends if it is ongoing or one off event
Supervisor name, title and email - this is the person who is either leading the activity or the one who
organised the service.

In our most recent practices, we have started to play some scrimmages. I’ve played forward most of the time
because of my speed, and the extra attention I’ve paid to dribbling seems to have helped me control the ball
better while approaching the goal. However, I still find it challenging to pass defenders who are bigger than me,
and who match my speed. I’ve talked to my coach about this problem, and she’s agreed to let me try playing a
midfield position next week. Midfielders have to be fast like forwards, but often do more passing than dribbling.
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Managebac help sheet
Give a description of the activity and what are the goals of the activity.

Managebac help sheet
The SA coordinator will receive notification of this added activity, it will then be either approved or declined.
Once you have done the activity, please add a reflection.
Click on the SA activity that you want to add a reflection for.
In this example… My first SA
Click on Add reflection & Evidence

Please only tick 3 or 4 Learning Outcomes.
What is the name of the Organisation (if it has one)
Activity Aim - what is the aim of your activity?
Click Add SA Activity

If you struggle writing reflections, use the guide at the bottom of the reflection to help you to stimulate your
thoughts.
When you write a reflection,
you need to link it to a learning
outcome.
In this example, I chose 4 Learning
Outcomes so the reflection sheet
displays these.
Tick which learning outcome is
appropriate to your reflection.
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SA project

References
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Then write your reflection.
Then click Add New Entry
To add evidence, click the evidence tab.
If you have taken videos or photos, you need to upload them to your computer, network or google account….
then upload them to ManageBac, by Choose File
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