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HISTORY OF THE AFTER SCHOOL ENRICHMENT PROGRAM (ASEP)
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The After-School Enrichment Program (ASEP) was established by PLU in 1984 under the guidance of the Special Education Department and was housed at PLU’s Family and Children Center located on East Campus, formerly the Parkland School.  PLU received a $165,000 community block grant from the Pierce County Office of Community Development to help subsidize the program in addition to other grants from private foundations like the Bishop and Glaser Foundations.  The program ran five days a week from 3:00- 5:00 p.m. and was run by PLU volunteers, interns, and students from Washington High School.  About 45 children participated in the program and were bused from three nearby elementary schools – Brookdale, Christensen, and James Sales Elementary.  At least 70% of the students that participated in the program came from single-parent low-income families.  The families paid $2 a week for each child to participate in the after school program.  The program moved to James Sales Elementary in 1993 and expanded to Fernhill School in Tacoma in 1994.

Today, ASEP continues with the continued support of Pacific Lutheran University and Franklin Pierce School District.  Each year, twenty-two students from James Sales Elementary are selected by school staff and invited to participate in the after school program.  The children in the program have been identified by the school staff as “at-risk” because of either a history of trauma such as a loss of a parent or disruption of their family, signs of abuse or neglect, low interest in school, or socio-developmental difficulties.  The program runs Tuesdays and Thursdays from 3:00-6:00 p.m.  The Center for Community Engagement & Service hires twenty-two ASEP mentors to serve as “Big Buddies” for the “Little Buddies” at James Sales Elementary.  The Center also hires two student coordinators to help run the program.  The current James Sales ASEP Coordinators are the original staff members who started with the program in 1984: Faith Collins and Linda Heitz serve as support staff for the program at James Sales.  The Center also provides a full-time staff member, the Program Specialist to coordinate and oversee the program and supervise the PLU students who work for the after school program. 
Mentors are given training and ongoing support provided by the Center.  A reflection component is incorporated after each mentoring session and allows the mentors to take time to talk about and reflect upon their experiences in the program.  All PLU students that work as mentors are paid through their federal community service work-study funds that they receive as part of their financial aid.
In the spring of 2009, the mentors of the After-School Mentoring Program developed a mission statement.  

BIG BUDDIES MISSION STATEMENT:

The purpose of the After-School Mentoring Program (ASEP) is to provide a safe, structured, and positive environment for James Sales students (Little Buddies) to develop and strengthen their academic, social, and/or behavioral skills under the guidance and encouragement of a PLU mentor (Big Buddy).  ASEP hopes that the Little Buddy will exit the program with these skills increasing confidence, self-esteem, and the excitement for learning necessary for success in school and beyond.

As an ASEP Mentor, you are now a part of the history of the program.  You have been selected to share your talents and skills with the students at James Sales Elementary. You will be making a valuable contribution to your community by mentoring and tutoring a child.  
Welcome to the PLU Big Buddies Team!
THE CENTER FOR COMMUNITY ENGAGEMENT & SERVICE
at Pacific Lutheran University

Who We Are

The Center for Community Engagement & Service (formerly known as the Center for Public Service) is an academic support office established by Pacific Lutheran University in 1993 to coordinate, encourage, strengthen and honor all initiatives for service at PLU.  The Center advances the university’s mission to empower students for lives of thoughtful inquiry, service, leadership and care—for other persons, for the community, and for the earth by offering students, faculty, and staff a wide variety of service and learning opportunities and important community partnerships.  Throughout this work, the Center celebrates reflective service as a rich source of enlightenment and spiritual growth that creates lifelong learners with a sense of commitment, care, meaning and purpose in the world.

What We Do

Three emphases are central to the Center’s work:  advocacy and support for service and service-learning; development of strong community partnerships; and availability of resources and training.  Our directly-administered programs include: Academic Service-Learning, the Volunteer Center, and Community Work Study Programs.   The Center connects PLU students, faculty and staff in partnership with the community to serve the community’s needs, encouraging critical reflection on all service, from the challenging inquiry of reflecting on service as a classroom text to thoughtful discussion and creative expression around volunteer and community outreach projects.
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· Be consistent – and on time.  If you are going to be late or cannot make a mentoring session, contact the student coordinators AND the Center’s Program Specialist ASAP.

· Be professional – Maintain a professional attitude.  DO NOT bring your cell phone on school property during your work hours.  Be sure to sign-in/out on the Big Buddies sheet during reflection time and wear your name tag during the mentoring session.

· Be responsible – Keep the confidentiality of staff, students, and school records private.  Do not discuss students’ abilities or actions with others outside the school setting or in front of other students.

· Be respectful – Dress appropriately and remember that through your actions, attire, and behaviors, you are serving as a role model for the students.  You also serve as a representative of PLU.

· Be prepared -   Arrive at James sales prepared to interact with your Little Buddy.  Make sure you have materials ready for Homework time and perhaps a book to share if you have extra time.

· Be aware – Make sure you know and observe the school rules and regulations.  Follow school and classroom emergency procedures.  

· Be knowledgeable – Participate in orientation and ongoing training and reflection meetings.  Your attendance in trainings and reflection meetings are paid and MANDATORY for your position.

· Be available – Make sure you check your e-mail and voicemail on a regular basis.  I usually send e-mails on a weekly basis and I expect you to respond within 1-2 days.  Failure to respond to correspondence can lead to a negative evaluation and possible termination.

· Be dependable – Fill out your timesheets on-time so you can get paid on time.  I will send out a reminder e-mail a week before the deadline, but you must get your timesheet into Banner before the 10:00 a.m. deadline.  If you missed the deadline, you must fill out a paper timesheet the same day.  

·  Be positive – Students pick up on your mood and behavior.  Discuss problems that arise with students or school staff and keep the lines of communication open.  Ask for help or guidance when needed.  I’m always here for any questions or concerns that you may have.

PLU Supervisor Responsibilities

· Training - Provide initial and on going training for ASEP mentors.  

· Support – Provide resources and support for tutors and mentors.

· Timesheets – Approve hours and timesheets for Federal Community Work-Study students.

· Consistency – Be consistent and clear with expectations and requirements.

· Communication – Maintain regular communication with all mentors and give updates and reminders about upcoming deadlines and events.  Be available for questions or concerns regarding the After-School Enrichment Program.
· Respect – Be respectful to students and school staff and maintain a positive and professional attitude and demeanor.

· Confidentiality – Maintain students’ confidentiality regarding work and school related records and information.  Ask for students’ permission before giving out confidential information.
· Site Visits– Conduct site visits and observations once a semester for the after school program.
ASEP MENTOR Policies and Procedures 

2011-2012
ATTENDANCE POLICY
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Regular, Prompt Attendance is required for every ASEP Mentor.  This is one of the most important responsibilities of your position and your attendance will be strictly enforced.
· Students are assigned to one Little Buddy for the entire academic year.  If you cannot accommodate your schedule for Big Buddies for the following semester, you must contact the Program Specialist as soon as possible.
· Mentors are allowed 1 unexcused absence for the academic semester.  An unexcused absence is defined as calling in for any reason other than:  illness, family emergency, or an extenuating circumstance.  For instance, taking the day off to study at the last minute is considered unexcused. 
**PLEASE NOTE:  After an unexcused absence, the mentor will receive a written warning.  After that warning, a 2nd unexcused absence may lead to termination.  
· An absence may be excused in case of illness, family emergency, or other extenuating circumstance, or if a request for time off is submitted by email and approved at least one week in advance by the Program Specialist.  The Program Specialist will determine whether or not a request is excused or unexcused.
· Tardiness will not be tolerated.  If a mentor shows up late to Harstad Hall by more than 5 minutes with or without a reasonable excuse, the mentor will need to find alternate transportation to James Sales Elementary.  If a mentor is going to be late for any reason, he/she needs to contact their student coordinators AND the Program Specialist by phone as soon as possible.
· Mentors will not meet with their Little Buddy during the school district breaks, but trainings and reflection meetings are still mandatory.  Mentors are required to attend all scheduled trainings and reflection sessions during Franklin Pierce school breaks.  If a mentor cannot attend, their absence will be considered unexcused unless prior notice is given for extenuating circumstances.
CALL/EMAIL POLICY FOR ABSENCES
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In ALL circumstances, mentors MUST contact their student coordinators and the Program Specialist within a reasonable amount of time to report the absence.  If the absence is planned, the Program Specialist must be notified at least one week in advance for the absence to be excused.  If it is an unplanned absence, such as an illness, the Coordinator should be notified no later than the morning of any absence.  The student coordinators must also be contacted when you are unable to report for work.  Please make note of the program’s contact numbers so that you can contact them without delay (see page 14 for contact information).

· Failure to report an absence (NO CALL, NO SHOW), unless under extremely extenuating circumstances, is grounds for immediate dismissal from ASEP, particularly if the mentor has had additional absences or tardiness issues.
· Each mentor is required to sign a work contract every semester and must agree to the ASEP Mentor Policies and Procedures in order to be eligible for employment.
Please contact the Program Specialist about questions or concerns regarding the attendance policy.

· FEDERAL WORK-STUDY HOURS FOR AMERICA READS
[image: image11.wmf]The Program Specialist will keep track of your Federal Community Work-Study (FCWS) allotments (the amount awarded is for the academic year) on a spreadsheet by multiplying your hours worked per week (4 hrs) by the hourly wage ($10.95/hr).  This amount may be no greater than the total allotment awarded.  If you approach the end of your allotment, you may be eligible for an increase.  Please contact Financial Aid for more information.  However, if you are not eligible for an increase, you will NOT be paid for any hours worked over their work-study allotment.  

Before you can work on campus, you MUST complete Federal I-9 and W-4 forms. A Passport, Picture ID, and an original Social Security Card or Birth Certificate (original or certified copies) are the documents presented most often by students to complete the I-9. A complete list of acceptable documents is listed on the back of the I-9 form. These forms are to be submitted to the Student Employment Office (Ramstad 112) and only need to be completed one time while employed as a student employee at PLU (as long as your enrollment is continuous and less than five years in length). 
REMEMBER:

· You must be enrolled in at least SIX credits and maintain satisfactory academic progress to work.

· You may not begin working until all of the appropriate employment forms are processed (I-9, W-4).

· You may not exceed 20 hours per week (combined with other on-campus jobs) when classes are in session and 40 hours during vacations and breaks. The average PLU student works 13 hours per week (This restriction helps to prevent an exhaustion of your work-study award and to allow proper time for successful completion of school work).  

GETTING PAID 
Signing In and Out

There is a sign-in sheet available at each reflection session at James Sales Elementary.
· [image: image12.wmf]It is every mentor’s responsibility to make sure they sign in EVERY time they work.  

· The sign-in sheet is also an official record of the time you have spent at the school site. This is how your work hours are verified.
· Attendance at trainings and meetings are included in the attendance policy, and a sign-in sheet will be available at each session.  
**A missed training or reflection meeting will count as an unexcused absence unless other arrangements are made with the Program Specialist.

NAMETAGS
[image: image13.wmf]All mentors are required to wear a nametag EVERY time you work on school property.  This is a requirement for the school and you must follow this policy as a guest of the school.   You will make a nametag for yourself and your Little Buddy at the first training.  If you forget or have lost your nametag, please alert the student coordinators so that your may make a new nametag.
TIMESHEETS
Timesheets are completed online via Banner web (http://banweb.plu.edu) for the pay period ending on the 15th of every month.  Please see Student Processing Schedule for timesheet deadlines.  In order to prevent a delay in pay, it is each tutor’s responsibility to:
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Keep an on-going record of hours worked.
· Fill out and submit the on-line timesheet via Banner web by the 10:00 AM deadline or Banner will lock you out of the pay period and you will have to fill out a paper timesheet.  Please see Web Entry for Students for instructions on how to complete your timesheet on Banner.

· To fill out a paper timesheet the MENTOR must…

1) Record all your hours on the paper timesheet with appropriate days and times worked.
2) Fill out all necessary information including your student I.D. # and signature.

3) Make arrangements with the Program Specialist via e-mail or phone (no later than 3 PM on the Paper timesheet Deadline) to approve and sign your timesheet.  The Program Specialist will make a copy of your timesheet.
4) The MENTOR must physically walk his/her timesheet over to the Payroll Office located on the corner of 121st St. and Park Ave. S.  Across the street from the Health Center, Mortvedt Library, and Trinity Lutheran Church.  The Program Specialist is NOT responsible for turning in a student’s paper timesheet.  

Falsifying hours on a timesheet will result in immediate dismissal from the PLU ASEP and other criminal consequences can occur.

 PAYCHECKS
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Arrangements for direct deposit (upon student’s request) are made through the Payroll Office.  If you are interested in signing up for direct deposit, you must fill out the Direct Deposit Enrollment for Student Payroll form (see INSERT) and turn it into the Payroll Office (located on the corner of Park Ave S. and 121st St.).  Please note that it can take one or two pay periods for your direct deposit to be activated.  
· Paper checks can be picked up from the Business Office in the Hauge Administration Building, Room 110.  See PLU Student Payroll Processing Schedule for paydays.  You may need to present identification to receive your paycheck.  

· You should look carefully over your pay stub and contact the Payroll Office immediately if you have any questions.
MENTOR TRAINING AND REFLECTION MEETINGS
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ASEP training sessions and reflection meetings are mandatory requirements for all tutors.  Trainings sessions are offered two times during the semester:  once at the beginning of the semester and once mid-semester during the school districts’ breaks.  The trainings include an orientation of the program, as well as information on topics relating to children, tutoring, learning styles, and other interesting and practical material. 

The Program Specialist and Student Coordinators welcome ideas for training and reflection sessions and will often ask mentors to facilitate different parts of the training and reflection sessions.

Mentors will also participate in reflection sessions after the program ends at 5:00 p.m. The Student Coordinators will facilitate reflection topics to discuss at each meeting as well as important announcements and program information.  

Training Attendance Policy:

1. If unable to attend a training session or meeting, a mentor must call or email the Program Specialist within a reasonable amount of time (no later than the morning of the training for an unexpected absence or at least one week in advance for an expected absence).  
2. Please note:  Since trainings are mandatory, it is expected that mentors plan class schedules, other meetings, doctor’s appointments, leaving to go out of town, work hours at other jobs, and other commitments around the scheduled training and meeting times. 
3. A missed training or meeting will count as an unexcused absence unless other arrangements are made with the Program Specialist.
4. After one absence (either excused or unexcused), the mentor will receive a written warning.  A second absence may lead to termination.

EVALUATIONS AND ACCOUNTABILITY
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The Program Specialist will conduct a site visit at James Sales twice a semester to observe mentors at their work sites.  At mid-semester, mentors will be given an informal in-person evaluation about their progress in the program and any items that need to be addressed.  At the end of each semester, mentors will attend a reflection session to complete program evaluations and receive a written evaluation from the Student Coordinators and Program Specialist.  All mentors will receive a copy of the written evaluation, and the original is placed in the student’s employment file. Mentors are evaluated according to the following criteria:

1. On-Site Performance –Is the mentor engaged and spending adequate and quality time with their Little Buddy?
2. Tutoring Skills – Is the mentor using reading strategies?  How does the mentor interact with his/her peers and other Little Buddies?
3. Reliability and Dependability- Does the mentor show up for work, trainingz, and meetings on time, following policies and procedures for timesheets, absences, etc.?

4. Attitude towards Work – Is the mentor positive when working with children and school staff?  Is the mentor enthusiastic?  Does the mentor treat fellow peers with respect?

5. Professionalism- Does the mentor follow dress code, use appropriate language, understand boundaries with students, and follow policies and procedures as outlined in the mentor manual?

6. Relationships- Does the mentor work well with children, school staff, fellow peers, and his/her supervisor?  

PROGRAM EVALUATIONS

Mentors will be asked to complete ASEP program evaluations as well as supervisor and coordinator evaluations every semester.  This will be incorporated into mentor trainings and reflection meetings.  These evaluations help guide and improve our program so that we may better serve our students and school.

DISCIPLINE

The Program Specialist will follow up with any problem or conflict that should arise with a mentor.  Student coordinator will report any failure to adhere to these policies to the Program Specialist.  Any disciplinary action will be recorded in the student’s employment file.

CONCERNS AND COMPLAINTS

Mentors are responsible for reporting any problems or concerns with the school staff, student coordinators and the Program Specialist IMMEDIATELY.  The Center for Public Service serves as your support staff and we want your experience to be positive and beneficial for you and the children you mentor.  Mentors are also welcome to contact the Director of the Center for Public Service at 253-535-7652 with any issues or concerns.  

OTHER PROGRAM REQUIREMENTS
DRESS CODE

You are a role model to the students you work with and as a PLU student; you are a representative of the university.  Your clothing and appearance should reflect the professional nature of your job.  Many of the children must follow strict dress codes at their schools, and all tutors must comply with these rules.  Please follow these dress guidelines:

· If you wear jeans, make sure they have no rips or holes.

· Baggy pants that show your underwear or backside are NOT allowed.

· Absolutely NO hats or bandanas.

· NO tank tops, half-shirts or shirts with inappropriate logos or messages are allowed.

· Shoes must be appropriate for safety – NO FLIP FLOPS OR OPEN-TOED SHOES!
· No short shorts or sweat pants.

CELL PHONE USE 

As a representative of PLU and a student working toward personal, academic, and professional growth, your behavior in this position can help you prepare for future professional positions.  Behaving responsibly, professionally and ethically will help you create positive working habits.   Please observe the following rule regarding cell phone use:

Please DO NOT bring your cell phone onto school property during working hours.

Failure to comply with these rules will result in a verbal warning, followed by a written warning, and on the third instance, could lead to possible termination.

PLU E-MAIL ACCOUNT

All tutors must maintain a PLU student e-mail account and check their mail regularly.  The Program Specialist will send mentors important reminders, updates, and information regarding ASEP.  All mentors are required to respond to e-mails with 48 hours.  Failure to comply with this policy will result in disciplinary action.
RESOURCE LIBRARY 

The Center for Community Engagement & Service has a Resource Library located in Ramstad 114.  The Resource library consists of textbooks, children’s books, literacy manuals, math manipulatives, and other resources related to literacy and math ideas.  We also have many materials on service-learning and volunteerism.  If you are looking for a resource, please stop by the office and feel free to look through the materials at your convenience.  If you are going to check out books and use them at your site, be sure to sign the books out and return them within two weeks.  All the Resource Library rules are posted in the sign-in notebook on the Resource Library shelf.  Please contact the Program Specialist with any questions regarding the materials or if you need additional resources.
CENTER FOR COMMUNITY ENGAGEMENT & SERVICE WEBSITE

The Center for Community Engagement & Service has an updated website with tools and resources for our ASEP Mentors.  Please visit www.plu.edu/service and click on “Community Work-Study” for access to these new features.  The website is being constantly updated so please check the site frequently for new information.
TUTORING TIPS AND STRATEGIES


Tutoring can be a very rewarding experience for both you and the student. To achieve the most from your sessions, keep these tips in mind.

􀂙
Meet the student in a relaxed and friendly manner.

􀂙
Learn your students’ names and how to pronounce them correctly.

􀂙
Begin by letting the student know you are interested in him or her by asking about interests, friends, or problems.

􀂙
Keep your schedule. If you cannot meet with yourBuddy, contact the Student Coordinators and the Program Specialist ASAP.

􀂙
Give the student your full attention. Listen to what s/he says.

􀂙
Be prepared. Check to see if materials are ready.  If necessary, ask the student’s classroom teacher questions about what you are doing before getting the student.

􀂙
Let the student know you are human. Don’t be afraid to make mistakes.

􀂙
Know the school rules and follow them.

􀂙
Keep the lessons moving. If the student loses interest, try to change how you are working with the student.

􀂙
Let the student know you expect him/her to do well.

􀂙
Ask for help when you have a problem or are unsure how to handle something.  The school staff and Student Coordinators are available to help.  
􀂙
Be patient with the student and with yourself.

􀂙
Give students limited and sensible choices. “We need to work on ________and_______ today. Which do you want to start with?”

􀂙
Vary the sessions.

􀂙
Respond to the student’s interest. Try to find a book that would suit his/her interests.

􀂙
Acknowledge when things aren’t going well. “This is hard—that’s okay”. Involve the child in the problem-solving process.

􀂙
Assume that when a student doesn’t understand something you have to find a better way to explain it. If a student is really stuck, move on. Often the more you stay on one point the more anxious it makes the student. Children learn best in an environment they perceive to be safe.

􀂙
When you know a student is pressing your buttons, be an actress or actor and don’t let on. Once you are in a power struggle, you have lost—even though you might win.

􀂙
Articulate the issues for the student. “I have noticed that it takes you awhile to settle down. Why don’t we spend the first few minutes talking about your favorite book or something fun you have done recently?” Remember that reading is a language-based skill. Any time spent talking with a student is helpful.

􀂙
If a student comes to tutoring and is obviously upset about something, ask her if she wants to talk about it.  Acknowledge the feelings the student may be expressing.

Adapted from Seattle Public Schools-Tutoring Basics, 2002


ASEP MENTOR EMPLOYMENT CONTRACT
PLU ASEP Mentors have a unique opportunity to make a positive difference in the lives of our local youth.  You will be working with the children at James Sales Elementary to help them achieve their full academic potential and strengthen social and behavioral skills needed for success in school and beyond.  Mentors receive $10.95 an hour through their community work-study funds.  Work-study students may not work more than 20 hours per week during school (combined with other work-study jobs).

As a mentor, you agree to the following requirements:
· Follow the attendance policy and all other policies described in the mentor manual.
· Attend ALL paid reflection meetings and mandatory training sessions.
· Arrive on-time to Harstad Hall by 3:00 p.m. on Tuesdays and Thursdays for the designated mentoring sessions.

· Arrive on-time to reflection meetings and training sessions.
· Call the Student Coordinators AND Program Specialist in the event that you are unable to attend or late to the mentoring session.
· Be responsible for making sure timesheets are completed and submitted by the 10:00 a.m. deadline every month on Banner web.
· Assist with program evaluation as requested.

· Express concerns to the Student Coordinators, School Coordinators, and/or Program Specialist if problems should arise.

· Behave in a professional manner.

· Complete work-study paperwork BEFORE beginning your official start date. 
 **Mentors will NOT be allowed to work if student employment paperwork is not completed and their Background Check cleared through Franklin Pierce School District.
· Check your PLU E-mail account regularly for messages from the Program Specialist and Student Coordinators.
· You must respond to e-mail messages and phone calls within 48 hours.  Failure to do so could lead to termination from the PLU ASEP Mentor Program.
By signing this employment contract, you acknowledge that you are aware of the program requirements and agree to the all the conditions stated in the PLU ASEP Mentor Resource Manual.

Name (Print) _____________________________________PLU Student ID ____________________
Address______________________________________________ Phone ______________________

Mentor Signature________________________________________ Date ____________

BIG BUDDIES Contact Information

Center for Community Engagement & Service 

Ramstad Hall, Room 114


Office Phone 253-535-7652

· TBA, Director

 







       @plu.edu
· Tiffany Lemmon, Program Specialist  



lemmontm@plu.edu
Cell 206-412-2088
Office 253-535-7173
ASEP STUDENT COORDINATORS
· Caty Poetter, Primary-Coordinator (1st-2nd)
poetteci@plu.edu

Cell 253-219-9632
· PJ Edds, Secondary-Coordinator (3rd-5th)
eddspj@plu.edu 


Cell  248-736-3702
JAMES SALES ELEMENTARY 


School253-298-4200

11213 Sheridan Ave S, Tacoma, WA 98444 
Fax
253-298-4215

Kristen Schroeder, Principal


Carol Yet, Volunteer Coordinator

Cindy Daybell, Front Office
ASEP SCHOOL COORDINATORS
· Faith Collins 

fcollins@fpschools.org 


253-298-4278


· Linda Heitz 

lheitz@fpschools.org


253-298-4257




STUDENT EMPLOYMENT RESOURCES

Student Employment Office
Adam Geisler, Coordinator
geisleaj@plu.edu 
253-535-8786

Ramstad 112, 8am-5pm (Closed 12-1 for Lunch) M-F (253) 535-7459

This office provides information about job openings (part-time, temporary, and seasonal, on- and off-campus, work-study and non-work-study). These positions are listed on the website at www.plu.edu/stuemp.  Information regarding your work-study award balance, jobs, and hiring forms, is available upon request. W-4 and I-9 forms (Employee's Withholding Allowance Certificate) are available in this office. You must complete a W-4 and I-9 prior to starting employment on campus.
Payroll Office

Linda Henry, Payroll Specialist

henrylt@plu.edu
253-535-7341

(Located at corner of 121st St./Park Ave. S.), 8am-5pm, M-F, (253) 535-7531

Payroll is responsible for processing your time sheets for on-campus employment and producing paychecks, using hiring paperwork collected from your supervisor as the authorization to pay you. Direct Deposit is recommended for students’ payroll.  You can select this option and fill out the form to begin the process when you are hired.  The form is also found on the Payroll website.  The Payroll office prepares calendar year end W-2 forms for tax purposes. 
Business Office

Hauge Administration Bldg, Rm. 110, 8am-5pm, M-F, (253) 535-7171

This office is a central location where you will pick up your paychecks. You must have photo identification with you when you pick up your paycheck. Please call for questions regarding this process.

Financial Aid Office
Katherine Walker, 
Associate Director
walkerkl@plu.edu
253-535-7167
Hauge Administration Bldg, Rm. 130, 8am-5pm, M-F, (253) 535-7134

This office provides financial assistance and counseling to students who would otherwise be unable to attend the university. Financial aid is available to fill the gap between the student's potential resources and educational expenses. The Financial Aid Office awards work study based on need and if you indicated an interest in work-study on your Free Application for Federal Student Aid (FAFSA). Awarding is limited by the amount of work-study funds the university receives.

Student Services Center

Hauge Administration Bldg, Rm. 102, 8am-5pm, M-F (253) 535-7161

This office has university-wide responsibilities with regard to billing and registration services.  This is the first stop in finding help in areas of finance and class registration.  After you have been registered for the first time, you will need to use this office for any changes in addresses, finances or scheduling.

Career Development 
Ruth Rogers, Director

rrogers@plu.edu

253-535-7186
Ramstad 112, 8am-5pm M-F, (253) 535-7459

This office offers career planning assistance. Services include career planning workshops, individual and group career guidance, a resource library and job-hunting assistance. They also provide graduate and professional school guidance and resources.
Community


Work-Study Programs


-America Reads & ASEP


-Training, facilitation, reflection, and assessment


-Run by Program Specialist





Volunteer Center


- A service resource for the entire PLU campus and community partners


-Run by two student Co-Directors





Academic 


Service-Learning


-Integrating service experiences as part of an academic class





-Courses taught by faculty
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