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PLNU LoveWorks HANDBOOK
[bookmark: _Toc433120741][bookmark: _Toc476225159][bookmark: _Toc476653953][bookmark: _Toc433120742][bookmark: _Toc476225160][bookmark: _Toc476653954]It is essential that you read and understand these program policies before you sign the LoveWorks letter of agreement, which is your participation commitment & contract.  Thank you!
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[bookmark: _Toc176945650]Application Process
[bookmark: _Toc176945651]Participation as a privilege
The LoveWorks program reserves the right to deny participation to any student whom the director and associates deem not ready for healthy and successful travel and collaborative ministry work on behalf of PLNU, the Church of the Nazarene International, and others.
[bookmark: _Toc176945652]Confidential Review With Student Life & Formation
LoveWorks will confer with others in the PLNU Office of Student Life & Formation in order to review student applicants.  Any student who is in current or recently resolved disciplinary proceedings, (conduct violations or academic integrity,) at the University may be denied participation in LoveWorks.  Any student who is on academic probation or probation watch may be denied participation in LoveWorks.


[bookmark: _Toc176945653]Participation Committment
[bookmark: _Toc176945654]Full Attendance in Training
The LoveWorks training program is essential to the program philosophy, expectations, and outcomes.  Everything not mentioned in this policy manual but that which is covered in training is also essential to participation in LoveWorks.  Therefore, full attendance and participation is mandatory for all LoveWorks training, including the training retreat.  A training schedule will be provided to participants well before training begins and before they are expected to sign a letter of agreement.  Once published, the training schedule rarely changes.
We make every effort to schedule training well ahead of time and at a time during the week when known campus conflicts are very minimal.  If students are aware of conflicts, they must contact our office well ahead of time.
Attendance policy exceptions can only be made for serious illness, documented PLNU academic conflicts, and family emergencies.  Attendance will be taken at all training sessions and anyone with two or more total absences for any reason may be asked to leave the program.
[bookmark: _Toc176945655]Make-up Assignments
If participants miss a training session, for either of the reasons named above, we will e-mail them the written training material and an assignment to return to LoveWorks within one week of the missed training session.
[bookmark: _Toc176945656]Dating Relationships on LoveWorks Teams
Dating couples are not permitted to travel and minister together on the same LoveWorks team.  Please contact our office immediately if you have been placed with someone you are dating.
Team members are asked not to begin dating one another during training or travel.  This policy arises from our extensive experience of ways that beginning, maintaining, or ending dating relationships among team members pose a high risk of damaging team dynamics and diverting attention from our mission.
Likewise, for the duration of the trip, team members must not engage in romance with anyone they encounter on the trip.


[bookmark: _Toc176945657]Clothing and Appearance
LoveWorks trains students thoroughly on appropriate appearance and clothing choices that are culturally sensitive, appropriate, respectful, and professional.  We will always default to quite conservative clothing and appearance.  This may include covering tattoos and plugging piercings.  We avoid tight clothing, exposed shoulders, low necklines, exposed midriffs, and two-piece bathing suits.  Our hosts provide guidance on the wearing of shorts, pants, and dresses/skirts.  Participants will be made aware of these expectations ahead of travel and must comply to ensure that our appearance is not distracting or discomforting for those we aim to serve.
[bookmark: _Toc176945658] Forms & Personal Responsibility
A few times during the training process, we will ask participants to sign documents that indicate their responsibility for their participation in the program.  This is to make it clear what PLNU LoveWorks expects from them.
[bookmark: _Toc176945659]Letter of Agreement
The Letter of Agreement (LOA) formally indicates the student’s desire to participate; it is their written commitment to fully join LoveWorks.  The LOA also indicates full personal financial responsibility for all non-recoverable expenses made on the student’s behalf by the program, should they leave the program for any reason or be removed by the Director.  

What happens if a student has to back out or is asked to leave the program? 
Participants should not enter into the program lightly or with the thought that they might back out when the program is challenging.  In most cases, if there are sudden financial changes or hardships in the family – it is financially easier and wiser (often cheaper) to stay in the program, participate fully and apply for scholarship assistance after the trip.  Still, unforeseen circumstances may arise and sometimes the wisest decision is to self-withdraw from the program.  Students will be counseled about their decision but never coerced to remain in the program.
Participants may be asked to leave the program due to poor attendance at training or other behavior that is contrary to program training, inconsistent with a safe program, and/or violations of the laws of the USA or host country.  They may also be dismissed for repeated noncooperation with program staff, trip hosts, or team leaders.  When dismissal occurs on the trip, students may be 
flown home at their own expense and will meet with the Program Director.  
Thankfully, such dismissal does not happen very often.

[bookmark: _Toc176945660]Information Sheet & Medical History
The information sheet provides the program with additional personal information we may need to make preparations for your travel, including the acquisition of travel visas.  There is also a health history form.  This information will be kept confidentially and only shared with program staff, team leaders, the PLNU Wellness Center, and/or the Disability Resource Center.  We may also request an update to medical history during the month of April.

[bookmark: _Toc176945661]Passports
LoveWorks asks all participants to submit their passport well in advance of travel.  This is to ensure that all participants have valid passports with sufficient remaining validity and visa pages as well as to verify passport name and date of birth for airline ticketing.  In cases where travel visas are required, our staff may send passports to foreign embassies, consulates, and visa agencies for processing.
Participants may request to sign out their passport as needed and provided that the passport is not currently submitted for a visa.  Passports are only available during PLNU’s regular business hours.  They are kept securely and must be requested 24 hours in advance.
At the time of travel, LoveWorks will distribute passports at the airport.  Team leaders are responsible to communicate to team members with regard to passport security and to provide for secure passport storage during the trip, when possible.

[bookmark: _Toc176945662]Special Accomodations
LoveWorks encourages persons with disabilities to participate as team members or co-leaders.  LoveWorks is committed to providing access and reasonable accommodation to persons with disabilities.  LoveWorks often serves in international settings where access and reasonable ability to accommodate varies by country.  If you may require an accommodation in order to access LoveWorks, inform the program on the application form, the informational sheet, health information updates, and/or by meeting with us.  LoveWorks will consult with the PLNU Disability Resource Center to facilitate successful participation.



[bookmark: _Toc176945663]Dietary preferences
LoveWorks will facilitate your needs but may ask you to sacrifice many of your personal preferences. We will ask you to sacrifice vegetarian or other dietary preferences for the duration of the LoveWorks trip. This is in order to be quite culturally sensitive and accommodating to our hosts.  
Documented dietary needs will be accommodated whenever and however reasonably possible.  In order to clarify medical necessity, we require a note from a general practitioner or specialist who manages the participant’s care.  This note should simply express that the dietary need is medically documented.  For religious belief-related dietary needs, a meeting should be arranged with the program director to discuss the need and begin planning to accommodate it whenever reasonably possible.  Physician/dietician may be provided by the PLNU Wellness Center staff, but this availability is at their discretion.

[bookmark: _Toc176945664]LoveWorks Immunization Form
Before training begins we ask participants to locate their immunization records and to inquire about personal medical insurance coverage for travel health.
At the start of training, we will ask participants to sign an immunization planning/ordering document that indicates you are taking responsibility to obtain program-required travel immunizations and preventive medications.  On that form participants will have the option to seek their immunizations through a partner travel clinic that is independent of PLNU but can bill costs through LoveWorks support raising accounts.  
Participants are personally responsible for their immunization process and must receive all required immunizations prior to travel.  
We may also ask all participants to sign a travel release of liability document.

[bookmark: _Toc176945665]Financial Considerations
Expenses for LoveWorks ministry travel may be covered in any of three ways: 
1) donations to the program from family and friends
2) payment from the participant or immediate family member 
3) any general student financial aid (if available, loans and grants), applied after a remaining balance has been rolled onto the participant’s student account


LoveWorks recognizes that participation requires courage, faith, and wisdom.  
Participants are always encouraged to prayerfully seek God in the process and to seek wisdom and encouragement from their family and other elders.  Most of us cannot afford to go ‘on our own’ and it is beautiful and healthy to be sent into mission by a supportive community of friends and family – in many cases our supporters are people who have known and raised us.  For many, it is a joy to see a college student who is actively choosing Christian service over the typical college story of self-absorption and destructive behavior.

[bookmark: _Toc176945666]
Timeline for support raising and payments
There is no formal schedule of deposits or payments.  Participants are free to make cash payments and turn in donations to the Office of Spiritual Development at any time during the spring semester and the summer until August 1.  On or after August 1 all remaining balances will be transferred to PLNU Student Financial Services where they will be placed on student accounts.  


Have a plan (and a backup plan). 

It is vital that students have a backup plan for covering financial shortfalls.  A remaining balance on a student account will prevent registration for classes.  We never want to see students in danger of dropping out of school because of an unpaid LoveWorks balance.  Usually when we do see this situation arise it is largely because the student did not plan and did not seek help.


[bookmark: _Toc176945667]Graduating Seniors & Non-returning Students
Graduating seniors and non-returning students will be contacted by LoveWorks after the trip to arrange for payment.  When necessary, a regular payment plan may be arranged.  While we can usually be gracious, participants must follow through and pay off their debt to the program.  They must also ensure that we have their most recent contact information.

[bookmark: _Toc176945668]Scholarships
LoveWorks scholarships are based on financial need as well as full and positive participation in support raising, training, and during the trip.  Students are invited to share the ways that they have made personal sacrifice and effort to contribute to pay for their trip.  After the trip, LoveWorks will provide all students with scholarship criteria and information on the application process.
[bookmark: _Toc176945669]The Program Fee
The program fee includes:
1) roundtrip ground transportation from PLNU to the airport, as needed
2) roundtrip air travel to the host country
3) all ground, air, or maritime transportation during the trip, as arranged by host
4) room and board as arranged by our hosts
5) comprehensive travel insurance, including medical air evacuation and any necessary ongoing treatment at home related to illness or injury occuring on the trip
6) a portion of ministry support supplies expenses
7) a donation for ministry activities determined by the host
8) scholarship funds to aid in-country youth who may join the LoveWorks team, as requested by host
9) travel visa fees, as required by governments
10)  arrival and departure fees and taxes, as required by governments
11)  minimal costs directly associated with student training and support raising (photocopies, training retreat, books, and binders)
12)  program t-shirt
13)  CPR/1st aid training for team leaders and 1st aid supplies, emergency contingency funds
14)  any limited tourism activities that may be arranged by our hosts
15)  all essential incidental expenses (we expect participants to pack as indicated in training)
The program fee doesn’t include (additional expenses students are responsible to pay for):
1) passport application or renewal fees, as required
2) travel immunizations (requirements vary by team ministry location and participant’s own medical insurance policies)
3) souvenirs (we cannot guarantee souvenir shopping, it is not our focus, and we do not recommend bringing more than $100 in personal funds)
4) connecting air travel to/from your home or summer residence, as needed
5) any travel deviation for the group for additional ministry work or personal travel (when this can be approved and arranged)
These are some additional expenses/processes PLNU provides to support the LoveWorks program:
1) program staff salaries and office overhead (100% of the program fee is for your ministry participation, your trip)
2) program promotion, posters, informational events
3) need and participation-based student scholarships (paid for by donations, LoveWorks endowed scholarships, LoveWorks and PLNU.  Past participants are welcomed to consider LoveWorks in their charitable giving.)
4) food & beverage for team reunions
5) director site visit travel and continued cultivation of host relationships
6) training development
7) leader recruitment and training
8) much of the ministry donations and supplies (sports equipment, curriculum, VBS and school supplies, 1st aid and medical supplies, host gifts, etc.)


In all cases, the program fee does not cover the entire cost of your participation.  
We prefer basic accommodations on the trip and it may seem at times as though your host is not spending much money, but remember that your view of costs may be skewed by limited understanding of the local economy and all that goes into trip logistics. 
[bookmark: _Toc176945670]Donations Are Non-Refundable
Donations to PLNU LoveWorks (501c3) are tax-deductible.  As such, they are non-refundable and must be used for ministry.
[bookmark: _Toc176945671]Use of Donated Funds
All donations will be used to support students in their LoveWorks ministry and the ongoing work of our host ministries worldwide.  Neither staff salaries nor office overhead expenses are funded by LoveWorks donations.
[bookmark: _Toc176945672]Participants Who Raise Funds In Excess Of The Program Fee
When students raise more donations than the amount needed to support their own trip, all additional funds will be used at program discretion to scholarship other students in need or to support our host ministries.

[bookmark: _Toc176945673]Financial considerations if a student removes themself or is asked to leave the program
When students leave the program for any reason (see inset on page 4), donations and financial aid cannot be used to pay for unused airline tickets and other common non-recoverable expenses already made on behalf of the student.  The student must pay for such expenses ‘out of pocket’.  
In most cases, non-refundable airline tickets/airfare credit will be released to the participant after all non-recoverable expenses have been paid for by the student.  Use of credit is subject to airline policies.  Usually it is valid for use on the originally ticketed airline only, by the originally ticketed passenger only, and within one year of the original travel or purchase date.  Airlines may charge change fees, often more than $250.

[bookmark: _Toc176945674]Withdrawal Fee & Determination of Nonrecoverable expenses
If a student leaves the program for any reason, a minimum $250 fee may be charged for initial program expenses and preparation made on behalf of the student.  Upon student withdrawal, LoveWorks will prepare a statement detailing any such fee and any non-recoverable expenses due to be paid by the student.

[bookmark: _Toc176945675]Sudden Illness
In cases of late-arising serious illness we may be able secure an air travel refund, but there is no guarantee.  It is imperative that we are quickly provided with a signed physician’s letter advising the participant not to travel.
[bookmark: _Toc176945676]Donated Funds In Cancellation/Withdrawal
Funds raised by the student for their ministry participation will be used to scholarship other students in need or to support our host ministries, (such as school supplies and sports equipment for needy children in our host communities).  The student will be asked to inform all donors of their change in plans and of the ways that the donation will be used by LoveWorks.
[bookmark: _Toc176945677]Published Program Fee
LoveWorks is committed to sound financial planning and management.  The program fee will not increase above the published amount.

[bookmark: _Toc176945678]Travel Considerations
[bookmark: _Toc176945679]Travel Safety & Health
[bookmark: _Toc176945680]Safety
LoveWorks makes every reasonable effort to promote safety.  Every team member must also be committed to team safety and take responsibility for their decisions and actions.  LoveWorks trains teams to be host-led and to trust/respect the leaders’ and host’s guidelines for behavior and safety at all times.  The team leader(s) is/are the primary liaison to the host(s). Team members must respect team leader(s) while also seeking to be servant leaders.  
[bookmark: _Toc176945681]Alcohol & Drugs
LoveWorks teams will abstain from alcohol and related behaviors except where it is clearly culturally important as a hospitality issue in the host church.  These exceptions are quite rare and will be guided by hosts and team leaders.
Team members are advised to bring all prescription medications and an additional supply for 2+ weeks beyond the planned return travel date.  No participant should bring any narcotics or other controlled substances that are not physician prescribed.
[bookmark: _Toc176945682]Deviating from the group itinerary for personal travel
A limited number of students and team leaders may apply for and be approved to alter their LoveWorks travel itinerary to accommodate for additional personal travel.  Request forms will be available at the start of training.  
Deviation upon the conclusion of a trip is preferred over deviation before the start of a trip.  
The program reserves the right to refuse deviation requests for any reason.
A fee may be billed to cover additional travel agent and PLNU staff expense related to processing the deviation.
Participants are required to pay cash for expenses associated with deviation travel and to pay before the trip.  Donations may not be used to pay for deviation travel unless such travel is for ministry associated with LoveWorks and is approved as such.  If participants would like to deviate from the group itinerary to visit LoveWorks or Church of the Nazarene affiliated people or ministries, the program and church structure must give prior approval.
When deviating from the team itinerary, the participant must purchase their own travel insurance policy and provide proof of purchase to LoveWorks.
The deviation travel is in no way part of PLNU or LoveWorks activity.  
LoveWorks asks that participants refrain from behavior on deviation travel that would damage their mission and Christian witness as well as that of PLNU and LoveWorks.

[bookmark: _Toc176945683]Connecting Flights
When planning for connecting flights, please plan a minimum 4 hour layover in each direction, more is better.  This will allow for most unforeseen delays and re-check-in formalities.
Connecting itineraries should be provided to LoveWorks ahead of time so that we are aware of your plans and are able to facilitate your travel, should any needs, late changes of plans, delays, or emergencies arise.
[bookmark: _Toc176945684]Theft & Loss
PLNU LoveWorks is not responsible for lost or stolen items or cash.  Participants are discouraged from bringing any valuables.  Keys, phones, and other small personal items may be held in safe keeping during the trip and returned to participants immediately upon the completion of the trip.
On occasion, participants may be able to store the personal belongings from their residence hall on campus during the trip.  While LoveWorks will ensure that the storage is locked, PLNU and LoveWorks cannot be held responsible for theft or loss of such items.

[bookmark: _Toc176945685]Communication Policy
LoveWorks does not allow for direct communication between participants and home during the trip.  This both requires and builds trust between student, team, LoveWorks, and the student’s family.  Our communication policy is a longstanding and highly successful program element that makes our teams stand apart as excellent.  There are several reasons why this works well for us:
· In case of emergency, all communication must flow quickly and through the LoveWorks office so that an appropriate response is activated immediately. During trips, we are available 24 hours a day, 7 days a week to activate insurance policies, notify hosts and authorities within the church, contact governments as necessary, and arrange travel options.  In emergency situations, we will put the student in contact with their parent or next of kin as quickly as possible.  We can often do so far more easily than would be the case if students called directly.  

· In an age of perpetual distraction and far too many hours of screen time, we want our teams to fully experience the mission trip.  Personal communication directly to home tends to take their mind away from the trip.  Calls to home often exacerbate any homesickness that a few of our students may experience.  The communication policy fosters a far more cohesive team dynamic.

· In several of the sites communication directly to home is difficult to arrange and expensive.  We apply a uniform policy for all participants, wealthy and not, and those serving in wealthier and poorer countries.  It may seem like a small thing for one person to make a call or e-mail, but it’s not.  The time and expense it could take for every team member to e-mail or calls is simply prohibitive.


We know that for some it is hard, but please trust us and respect the communication policy. 
When parents violate the policy and secretively mandate their daughter/son to call or text daily and then for some non-emergency reason (cell phone battery, out of network range, no time, forgetfulness, etc.) the student is unable to communicate, the parent tends to worry and overreact.  Parents, you can trust that if your adult child is in crisis or if there is an emergency at home we will be your partner to facilitate the action you and your student prefer.

[bookmark: _Toc176945686]Update E-mails
Team leaders are asked to contact the Director every 3-4 days with an update on the team’s work and wellbeing.  Students provide e-mail addresses for those they would like included on an update list.  The Director shares updates with the list as soon as possible after they come in.  If 4-5 days pass without word from a team, even though usually nothing is wrong, the Director will begin making repeated attempts to contact the team leaders and host by telephone.




[bookmark: _Toc176945687]Family Educational Rights and Privacy Act (FERPA)
When a participant is under 18 years of age, parents and legal guardians have the right to access information about their dependent’s school records and other personal information.  Once a person turns 18 years of age, those rights transfer to the student and the student must indicate that they wish to give parents and any others access to such information.  
Some examples of how FERPA affects LoveWorks:
When a participant joins or withdraws from the program, the participant must inform the office of their own decision.  Parents may not withdraw their daughter/son from the program.

· When a participant is ill and is admitted to a hospital, we will normally inform the emergency contact provided by the participant unless the participant requests that we not make such contact.  (Sometimes students are worried far more about their parents’ overreaction to their illness than the illness itself.)  We may counsel them that it is wise to allow us to inform their emergency contact, but we cannot force them to consent.
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