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Welcome!

Congratulations on being selected to plan a Moreau Center Immersion program. These service-learning programs have a long standing history at the University of Portland. We know you will continue the tradition of producing quality, student-led programming which educates University of Portland students in social justice. This handbook is designed to give you an overview of the responsibilities and protocols of the Moreau Center as well as looking at our philosophy. 
What is the purpose of Moreau Center Immersions?

While there are many reasons student chose to participate in an immersion program there are some specific reasons this opportunity for travel and education has been offered to students. 

1. Impact a particular social need

The Moreau Center hopes to enable student participants as they respond to crises and concerns in our local community and around the world. Whether these are small one-time projects or long-term projects that reach thousands, students use their time and labor to impact areas where creation (people, animals, the environment, structures) is vulnerable.
2. Understand systemic injustice
An important aspect of any immersion is addressing the underlying causes of the social problem or issue being addressed by the group. It is the responsibility of the leader to integrate experiences before and during the trip which address the political, economic, historic and environmental factors that contribute to the social cause.

3. Reflection on self and spirit

In addition to being a way to experience social concern, the immersion programs should be designed to provide space for participants to reflect on their ethical systems, religious values and relationship to the poverty they experience. Immersion programs can be very emotional for some students who find themselves asked to call into account how they have contributed to suffering or the ways in which they can respond to it. For others, immersions embolden an already present sense of commitment to justice. Still others find they leave with many questions and few answers.
4. Change perspectives and habits

The fruit of reflection is seeing participants change the way they live. This can take the form of change in personal lifestyle (simplicity, eating habits, etc), in a longer-term commitment to service (post-grad service, committing to regular volunteering) or in a vocational call (becoming a public defender, social worker, nurse in a foreign country). 
Moreau Center Best Practices
On each immersion there are some “best practices” we implement. These “ways of being” reflect the value of the Moreau Center and the traditions of Catholic Social Teaching. 

1. Simplicity – Immersions are planned with cost-effectiveness in mind. This not only reduces the finances required by students but also advances our commitment to living in solidarity with the under-resourced communities who host us. While safety is a top priority, comfort is not. Participants may find themselves sleeping on the floor of a church basement, going several days without showering or living with host family who does not have running water. 
2. Reflection – Reflection should happen at least once a day and maybe more. Sometimes after a particularly difficult or impacting experience your participants will want or need to talk about what happened. At other times reflection will be difficult to elicit from the group. Reflection is a necessary component of the trip because it allows space for integration or thought, ideas, spirituality, experience and outcome.

While not all students who attend immersions hold religious convictions, we ask that all students use the program as an opportunity for social analysis and personal reflection. When a priest attends a Moreau Center program, an optional Mass is said usually once a day. The Center also makes a point to connect with organizations, churches and religious communities in the Catholic tradition.

3. Direct-Service – On each program there is some element of direct-service. Some trips center on direct service (Collegiate Challenge) while others have a limited number of hands-on volunteer opportunities (Native American Plunge). Direct-service provides an opportunity for students to become participants rather than observers in the communities they visit. 

It’s important that the service portions of your program fit in with the whole of the experience. You don’t want to create projects for the sake of having something to do. Talking to agencies about this and making sure they understand the importance of strong service components is a helpful way to begin.

4. Social Justice – Programs hosted through the Center always contain teaching moments about the root causes of injustice and poverty encountered on the trip. These experiences should incorporate educational opportunities which address the political, social, economic and religious issues at work in the area visited both before and during the immersion. 
Sometimes guest faculty lectures or community experts are presented to the groups before the trip. Other times the bulk of learning occurs through agency visits, short readings and in times of reflections. Students should come away from the program with a sense of how their civic participation can affect particular social concerns. In particular, it is important to tie in contemporary political issues that will allow students to see the wider picture of the issue at hand.
“We are not neutral”: the guidance of Catholic Social Teaching
While all immersion programs hope to present a fair and balanced look at the social concern being addressed by the group, this doesn’t mean that participants should come out of their experiences confused about ethical and moral outcomes. Instead, our programs are meant to be schools of training and formation that help us answer the question, “in light of what we have seen, how should we live?” 

The Moreau Center, like the whole of the University of Portland is guided by the tradition of Catholic Social Teaching (CST). CST will be helpful as you discern some of the complexities of forming a trip that presents a wide range of views and opinions but also allows your participants to understand the ultimate meaning of humanness and our responsibility to one another. 

Overview of Catholic Social Teaching

The foundations of Catholic Social Teaching are the foundations of every Christian commitment to peace and justice. Rooted in the prophetic tradition of Amos, Isaiah and Micah, the social teaching of the church is present in the writings of the early church fathers and in contemporary theologies.

The documentary history of CST began in 1891 with the publication of Rerum Novarum. Written by Pope Leo XIII, this was the first papal encyclical to directly address a perceived social need in the community. The 1800s were marked by the Industrial Revolution. The results of growth in mechanized factory work meant an increase in child labor, lower wages and sweatshop conditions.  Pope Leo addressed these issues from the Catholic perspective and offered up his own solutions. 

It is generally accepted that there are seven major themes to CST:

1. Human dignity – the human person is sacred and made in the image of God

2. Common good – we are individually and corporately called to act in a way that promote and nourishes the flourishing of all people.
3. Rights and duties – each person must have access to basic necessities of life (water, food, shelter, just and sufficient wage, clothing).
4. Dignity of work and rights of workers – workers must be treated with dignity and afforded fair compensation and safe work conditions.
5. Option for the poor – God exercises a preferential option for those who suffer.
6. Solidarity – the church is called to live in personal simplicity and to advocate for other people around the world.
7. Care for creation – the created order is sacred and requires our protection and care.

Application of these themes can happen in overt or implicit ways. There are many primary CST documents that you can use for discussion and readings. One good place to start is the Compendium of Catholic Social Teaching which provides a thorough outline of the tradition. There are also regional, papal and Episcopal documents, some which address local concerns like The Columbia River Pastoral.
When CST is used implicitly, it should guide the way you do your programming. For instance, since the Center holds to the dignity and rights of each person, the Border Plunge will participate in refilling water stations for those who are dying of thirst in the desert. This is not a neutral activity; it conveys something about our belief that everyone, regardless of their legal status, even if we believe their activity to be criminal should have sufficient water. 
Usually these teaching require discernment with your co-coordinator of supervisor. You are encouraged to talk with you advisor about the implications of certain projects and speakers to discern the best way to provide formation of your group. 
Preparing the group
Letting your group know about the ethic of the program is an important aspect of the immersion that must be shared up front, as early as the interview process. Participants should come into the immersion with a clear understanding of what it means to be a part of the Center’s social justice work. Preparation throughout the semester is also important. You can do this by sharing about the different projects and activities you will encounter, discussing up front the kinds of posture and communication necessary during talks with the community and talking about the kinds of questions you want to address to speakers.
Reflection is another key component that will help participants to understand the central focus of Catholic Social Teaching and social justice in your programming. Well timed and planned reflections are essential for this process.
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Getting the Job Done….

Recruitment (10%)– This will be one of the very first pieces of your work in the Moreau Center. There are many resources available that will assist you in advertising your program to the student body.

· Student Activities Fair happens the first Friday of the school year
· Emailing listservs of those who have shown interest in attending an immersion program

· Speaking to classes in the interest area of your program 

· Paper advertising through AdVantage or posters you make on your own

· Tabling in the Cove and/or Commons 

Selection (10%) – A difficult part of the immersion planning experience can be selecting the participants for the program. Often times more students apply than we can take. In your interviews you will want to communicate the basics of the trip so that everyone knows what they are signing up for. 
Moreau Center programs are learning experiences and for many students this may be the first time they have thought about or encountered the social justice issue you are presenting. Fluency and steadfast commitment are not prerequisites for the program. Finding the right balance of participants who are “green” to social justice issues and those who can provide leadership will be an important part of your discernment. Generally we are looking for the following characteristics in a student participant:
· Questions and curiosity about the issue at the heart of the immersion

· Openness to be challenged and changed
· Flexibility especially around the particular lifestyle impacts of the immersion (sleeping on the floor, eating different foods, waking up early etc)

· Hard worker
In thinking about your group dynamics and formation:
· A few students who are completely new to the issue

· A few students who are well-versed in the issue and have strong opinions

· A balance of outgoing and “shy” students
· Many students who have some background knowledge of your issue 
· Gender balance as much as possible
Another aspect of selection is thinking about the longevity of the program and its future leadership. For this reason programs should not be dominated by seniors. While having a few members of each class on the immersion will add to the maturity and diversity of your group, all the trips should save most of their spaces for sophomores and juniors. Your friendships with applicants should never be a factor in selection. If you are feeling pressured or concerned about friendships influencing your decision, speak with your advisor.
Fundraising (10%) – Your advisor will work with you and your budget to help you set and meet fundraising goals. Participants will pay a certain amount of the trip out of pocket. The other major fundraiser for the immersion is a letter writing campaign. You will be allowed to plan a few other fundraisers before you leave but this should not be your primary objective. Overwhelming participants with fundraisers hurts group dynamics and takes focus of the main objectives of the trip. Students who have a special need for assistance are encouraged to contact the Moreau Center Director to find out about scholarship opportunities.
You can also encourage students to pick up small jobs on campus or other activities such as babysitting or tutoring. While fundraisers seem like an easy way to earn money they often elicit less funding than was worth the effort. Reminding students that this way of raising funds is “a sure thing” will be important.

Itinerary and Budget Planning (40%) – All the immersion programs will have a file in shared drive that will have details about the prior years of the trip. How much you want to change the details from the previous year are up to you. It is important to keep an eye out for notes about what went well and what could be improved. This may be in the form of student participant feedback or notes from the coordinators themselves. Speak with your supervisor about looking into these changes.

While shifting focus or adding new elements is a wonderful opportunity to improve the programs, we do strive to maintain relationships with organizations from year to year. This improves the work we do in the communities and makes our partnerships with agencies stronger. Feel free to share feedback from the prior year with these organizations as it may help to better shape or form the trip.
Preparation (15%) – Meeting weekly as a group is an expectation for all the immersion groups. You can use this time to ask for feedback about the itinerary or projects, to bring in guest speakers, to plan fundraising activities or to do get-to-know-you activities. These meetings will greatly help your immersion group to congeal.

Finding a time to meet is often a challenging experience because of the many busy schedules. There are some ways to help avoid frustration around meeting times.

· Have each participant complete a time availability sheet at your first meeting
· Set meetings later in the evening when classes are not occurring (make sure to check with your Accompaniers that these later times work for them)

· Make sure participants know about this commitment up front and that the immersion needs to be a priority for them 

Attending and Follow-up (20%) – Of course, going on the immersion is a big part of your job! Being fully present to the participants, setting an example at work sites and leading reflections are all a part of this responsibility.
There will always be one or two immersion accompaniers from the faculty and staff who will be present to assist you throughout. They can assist with reflections, help negotiate problems in the group or be a sounding board for when you have a difficult decision. Each night you should gather as a leadership team to debrief the day and talk about the upcoming details.

The immersion accompaniers are not there to be the main leaders for the trip – you are. When you arrive at a site and someone asks, “who’s in charge?” the answer is you! The majority of leadership training happens by doing the actual leading and the immersion will require a lot of this from you. You will have to make some tough decisions from time to time, negotiate conflict, hold your group accountable and work with the agencies you visit. You can process these experiences with your accompanier(s).
Follow-up after the immersion will help solidify the lessons and experiences of the trip. This will also help your participants to integrate changes into their lives. It’s also our hope that participants would find ways to share and promote their experience back on campus. This could take the form of a forum or speaker, a panel or working with another club on an event.
Fundraising How To
Fundraising is an important although not all encompassing part of your immersion coordinator position. More important than the amount of money raised for your program is the attitude we take into requesting money from others. To assist with this, the Moreau Center uses a fundraising formation from the Henri Nouwen Foundation. Nouwen was a Catholic priest who spent time immersed in the work of faith-based social justice, first in Latin America and then later in his life with the L’Arche community. The following outline is gleaned from his teachings on fundraising. This should be communicated with your groups before your start requesting money.

“What is important is how well we love. God will make our love fruitful, whether we see that fruitfulness or not.” –Henri Nouwen

Questions

What are our fears about fundraising?

Why don’t we like asking for money?

Why don’t we like asking for money for the Plunge?

Inviting

· By asking for funds we are asking the people who raised us to be givers, to put their money where their mouth is

· We are inviting others to send us as their ambassadors, to take their funds and multiply them through the relationships we foster and the good work we do

· We enter together with our donors on a spiritual journey to bring healing to places that are broken

· We are giving people the opportunity to part with their money, to be freed from control of their possessions. This is sometimes the most difficult lesson for participants. We are forced to ask whether our material goods are “ours” or gifts to which we are merely stewards.

What is required of us

· We cannot see money as a right but as a blessing

· We must commit to being a community who support the financially weakest member of our community (emphasize that this does not mean the worst, this person is likely better off in identifying with the people with whom we will visit than the rest of us) as well as the financially strongest

· Willingness to articulate why we are asking for money: we are in the process of transformation both of ourselves and others

Our commitments

· Building a community with the people who allow us to go on this trip (what are some ideas we can build friendships with these people?)

· To see the interconnection between fundraising and visiting Rosa Park’s bus bench or building a house in New Orleans, for instance

· Deepen in our vocational calling as a result of the Plunge: be committed to the transformation of places of hurt throughout our lives

Planning your budget
An initial budget will help you to make decisions about how many people can come on the program, what you are able to include and choices you should make so that the price more manageable for your group. 
Steps towards creating a budget

1. Calculate your basic budget. These are the major pieces you should think through and include in your budget:

· Travel and transportation (includes air fare, buses, parking fees, van rental, gas)
· Housing

· Food

· Honorariums for site visits and speakers

· Entertainment and leisure (what you do in a “fun day”)

· Service project costs

· Translators

· Miscellaneous expenses

2. Next, you will want to calculate your income. A major piece of this revenue comes from the Moreau Center endowment. Ask the Director how much you have been allotted. You will also want to calculate in the cost of your accompanier as this can be counted as income (their funding comes from their department and from the Center). Once you have these basics laid out, you can begin to plot your strategy for fundraising. 

3. Next, divide the remaining cost between the number of participants in the group. This is your “before fundraising” cost per person. Assess with your advisor the realistic amount that students will be able to pay. Base the amount of fundraising you will do on this number. 

4. Plan a fundraising campaign around your projected revenue goal. Some things to keep in mind during this planning:
· Remember the cost effective ratio. It may feel great to sell $100 of roses. But if it took 10 people 10 hours to sell those roses then it wasn’t an effective use of your group’s limited time and energy. And if your total fundraising goal is $20,000, $100 is not much of a dent. Be careful to assess how much time and energy each effort will take. 
· Don’t drain your group on fundraisers. While fundraising makes the immersion accessible to everyone, this isn’t the most important part of the trip. Your group will need to meet for enrichment and team building, two activities which also take time. Keep funds in perspective.
· Let your group be in the know. Groups tend to do better when they have a clear picture of the budget and what needs to be accomplished. Providing the Moreau Center’s perspective on fundraising through some enrichment training will also help your group get in the right space. 
· Keep perspective. Fundraising goals can seem overwhelming but we’ve never had an immersion cancelled because of funding. If you are feeling apprehensive or anxious about the program’s finances, make sure to talk strategy with your advisor. 
Tracking Finances

Budget Tracking Forms 

The form for tracking should be saved as: 
“Budget Tracking Form – Expenditures 1208 (Your Program)”
Fill out the form as you accumulate purchases. Everything you spend should be recorded on this sheet. “Purchase” is a brief description of your item. “Purchase Agency” is the name of the store or organization providing the service or goods. “Purchase Methods” can be abbreviated by CA for Cash, IT for Internal Transfer and CC for Credit Card. Make sure you provide the other information for the purchase method (whose credit card you used or to what office funds were transferred). Here’s an example of how it should look. 

	Purchase
	Purchase Agency
	Amount
	Date
	Funding Code
	Purchase Method
	Purpose
	Running Total

	Plane tickets
	Orbitz
	6000
	10/24/08
	1208B
	CC - Melissa
	Flights
	6000

	Group food
	Safeway
	50
	11/12/08
	1208B
	CA – Reimbursement to Mary Burchett
	Team building
	6050

	Stamps
	UP
	2.70
	11/12/08
	1208
	IT – to Mail Center
	Support Letters
	6052.70

	Honorarium – Cynthia Smith
	Friends of Trees
	140
	12/1/08
	1208B
	CA – Check 
	Team Enrichment
	6192.70

	
	
	
	
	
	
	
	


The form tracking revenue is saved as:

“Budget Tracking Form – Revenue 1208 (Your Program)”

“Revenue Source” refers to the fundraiser or event that produced the revenue. 
“Type of Revenue” is the form the funds came in. Under “Additional Information” you can list whatever will not be clear about the funding. For instance, this is a good place to write the names of those who submit checks. Here’s an example:

	Revenue Source
	Type of Revenue
	Amount
	Date of Deposit
	Additional Information
	Running Total

	Letter Writing
	CA
	100
	11/06/08
	Tom Frieberg
	100

	Letter Writing
	CH 
	50
	1/22/09
	Karen Bortvedt
	150

	Selling movie tickets
	CA
	300
	1/30/09
	
	450

	Boyle Endowment
	IT – Moreau Center
	2000
	2/2/09
	Confirmed transfer with Michelle on 1/30/09
	2450


Submitting Purchases and Deposits
Every time you make a purchase or submit funds the Moreau Center needs a paper trail to assure the funds were used properly. In order to request funds (checks, cash or reimbursement) or to deposit funds please see the Program Assistant for the proper forms. To process these requests you will need the following

· An invoice and/or receipts

· Two (2) copies of the invoice and/or receipts, one for your records and one for the Moreau Center records
· Two (2) copies of the checks and/or cash

· Make a copy of the deposit or request form for your records

You will also need to keep a careful eye on your monies which comes in by mail. Every Friday the Program Assistant will deposit any funds that came to the office. These monies will be deposited by the Program Assistant and a copy of the paperwork placed in your box. You are responsible to file this paperwork in your budget folder and to record it on your tracking sheet. 
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