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Welcome, Community Partners!

The Center for Civic Engagement is excited to introduce you to our new online database,
Service Learning Pro (SLPE)Pro is a recruitmerdnd management tool forammunity
organizations working witkervice learningtudents at Washington State University. By
registering with SBro, community partners can manage service opportunitieS\f&tJ
students frombeginningto end.

By logging into SL Praymmunity partnersare able to:

x Update organization information

x Post detailed descripgtins ofongoing, shorterm, andspecial eventprojects for
WSU students

x View current position roster

x Search for and manage project matches with courses at WSU

Thank you for encouraginour students to becomeivically engaged in their communiity

"Never doubt that a small group
of thoughtful, committed citizens can change the world.
Indeed, it's the only thing that ever has!"
-Margaret Mead
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How to get started with SLProCreate a Profile.

To get started with SLPro, access the Community Partner page from the navigation bar on the Center for Civic
Engagement websitehttp://cce.wsu.edu On theright-handside of thea ONB Sy &St 8§00 NEAKRKOB N

as a new community partner.

= WSU Center for Civic Engagement - Community Partners - Windows Internet Explorer, |Z||E|E|
2

vl&, xl

@ =y |@ http: ficce wsu,edufdefault, asprPagelD=538

i . »
W I@WSU Center for Civic Engagement - Carmmunity Partnersl ‘ S B v = v [k Page v (CF Tooks -

A-Z Index Campuses myWisu WS5U Search W5U Home

WasE Im WSU Center for ( Engagement
TR Community Partners

Webrld Class. Face to Face.

Home
About the CCE Welcome Community SL PRO ACCESS
Programs Partne rs Community Partner Login

Events These pages will provide you with the resources you need ‘ Click here to reqgister as a new
Students to engage students in meaningful civic engagement as you community pgnn_e'z[_rto post your
further the goals of your organization. Senice opponunities.

Facultylinstructors

Community Partners Please contact Tiffanie Braun, Community Partnerships Click here to view all ofthe CCE
Coordinator at tiffaniebi@ad. wsu_edu with suggestions and Community Partners

Models of Service
Learning
Reflection on Site
Resources

comments as these new resources are developed.

Statewide Service
Learning

Combined Fund Drive

Copyright @ 2007 Board of Regents, Washington State University | Acocessibility | Policies | Copyright

€ Inkernet #100% -
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http://cce.wsu.edu/

The Community Partner Profile contains
three sections.

Section 1: Contact Information

This section is about your agency. In the first
field you will put the name of your agencyhe
Contact Mime refers to the person who will serve
as the main contact for the Center for Civic
Engagement. The field labeledRsitionrefers

to the position held by the contagtersonlisted.
The fields labeled with are required you will

not be permitted to poceed until all required
fields are completed If you do not have ane

YI Af | RR Ndmad@nodmaillcli A y
the Email field.

Section 2: Logn Information

Section 2 asks that you selectUaernameand
Password You will use these two items gain
entry into SLPro, select a Username and

Section 1: Contact Information

CI F?-:ln =§

Comrmunity Famner Mame:

Contac Mame (First/ Lasty *

Position:

Address: *

[Pleadi do ol e the “pound” fymibol (8] in he sdonkl, vie NS of Suils 83 may B Sppoprisle
c”.!,. - SlatE" - sz -
FAX

Email; *

Web Site:

What is your most preferred method of communication? *
& Email () Phone O Mail T FAX

Password you will remembein the future, yu
will be able to change your passwortdaay time

Section 3: About Your Organization

Inthis sectionyouare asked to provide information about threurpose/Missin of your agencyThis section is
important to help the student understand the essence of your ageigpgcific details about your service

2 LILI2 NI dzy A GASa

6 Ol {LdaBiRy PH) vahha entdrad2atéra Q A Y

{ SNBAOS

Section 2: Log-In Information

Usemame: *

Password: * Confirm Password: *

Section 3: About Your Organization

PurposeMission: *

‘What are the primary populations senved by your erganization?

Choice 1. | - Select One - b
Choice 2 - Select One - v
Choice 3. | - Select One - '

Ofher.

Direcions to Site:

Submit >

the WSUcampusas thestarting point.

Submission
If you have left any of the information on the form
(such as #nalil or Zipcode) blank, you will beotified
G, 2dz2NJ t NPFAES La b2

make sure there a no typing mistakes, make
changes, and then clidConfirm & Continué

be able to find and sign up for your serdearning

about your organization; the next step will be to
create a positior{seeCreate a New 8&sition).
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In general, please include dit@mns to your site using
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Although registration is now complete, you will still
need to enter more information before students will

activities. You haverpvided background information



Approval

An email is automatically sent to Center for Civic Engagement staff when you complete the registration process.
AGSNI 6S NBGASG | yR | LILINE @S &2 dzNJ NI IdsitionsMil e ighjeIo & 2 dzNJ
faculty and students. You can ingo the Control Panel immediately to start setting up yoasitions

;/ Control Panel Access
.
™ ce Pro Username:
Managing Positive Relationships '
Password
This area is for authorized Service Learning Pro users.
Ifyou are not an authorized user, click here to return to the
main site. u
Forgot your login?

Access Agreement
The first time youdogin on SLPro you will be asked to agree to the following statement:

I Access Agreement

MNavigate: Home

In consideration of the opportunity to parficipate in the Washington State University Community Service Learning program, and on behalf
of the agency/organization listed above, | agree to:

1. Provide the Center for Civic Engagement with descriptions of service opportunities for students.
2. Provide students with orientation and training specific to organizational purpose, policies, and activity in which they will be engaged.
3. Provide supenvision, mentoring, and support for students to achieve academic and personal learning objectives while meeting
community needs.
4. Provide regular opportunities for student reflection of their service learning experience.
A.  Maintain communication with the Center for Civic Engagement re: student performance, project status, agency needs.
6. Explicitly state risks related to a particular activity so that students can knowledgeably agree to participate.
7. Carry adequate liability and medical insurance coverage attendant to the risk involved in the agency activity.
8. Mot expose students to any unusual hazards.
9. Conduct criminal history background checks as necessary for student padicipants.
10. Meet all state and federal safety and health requirements.
11.  Comply with all applicable state and federal laws, regulations, and policies.
12,  Indemnify and hold WSU harmless for the acts of the agency and of the student while engaging in an agency activity.
13.  Sign and verify student padicipation on the Monthly Record of Service Hours sheet.

_IAgree | b |

This statement is an important agreement between the Center for Civic Engagement and the Community Rartner.
outlines some of the expectations the CCE has from our CommunityeParPeriodically, we will ask for this
agreement to be updated.
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Entering Positions

Click on th&Positiorg link in the blue sidebar at the left of your control pan¥lou will see a new form that looks
like this:

Position Management
{3 Control Panel Main Page

Navigate: Home » Create Position

Add Projects:

& Position <ﬁ Click through the tabs of position details to create your position. When you are finished, press the Create Position button to
— create your position

. Entries marked with a * are required
Other Actions:

- -
= Community Partner 5
srofile Information

W Course/Project Matches

Position Title: * Active: @
OYes ®nNo

g% Roster/Evaluations

[+ Communication Manager Position Purpose: =

Quick Links:
Copy Projects Session: Start Date: * End Date: *
Authorized Users - Select One - |+ H )
Usage Agreement

Reqgistration Opens:  Reqistration Closes:
ik &
[ This project will not be available to faculty to request matches
Supervisor:
Select One- |

Thete aresix sections to this fornheir titles are visible in the light gray tabs near the togf@rmation, Availability,
etc.). When you have finished tHaformationsection, youwill clickéNexE€ to move on.

Information

ThePositionTitleis the nameyou want to use to refer to the project/service opportunity. You will not need to
include the name of yousrganizationyou have already provided this information when you created your agency
profile. The position title is the first thing students sedewn they are searching for service opportunitiégr
example: Child Care Aide, Information Desk Assistant, or First Aid Instructor.

gtiez 4 ON TheActivebutton controls whether our students and faculty will be able to see the project after
es 0

you submit it. Usudt you will want to set Active tdYeg. Only set Active taNc€ if you are not

ready to accept any registrations for the project (remember to log in again and set the project Active when you are
ready to take registrations). If you are setting up a@cbihat will not take place until a future date, you can enter
0KS LINRP2SOGQa RIFGSa Ayaz2 (GKS { SaaAa 2 \8P® Wil notlet aSsiident NJ R |
sigrrup for aproject that beginsn a futureSession (semester).

Position Purposeds general information such as background or goals of the project. This does not include any
specifics about what the students will be doitigat information will come later in th®etailssection. Use this
section to indicate why this servigmsition is important to your agency and the population you serve.

Select &&ession(semester) or &tart & End Datéor the position If you choose Session the Start & End Dates will

be filled in with the beginning and ending dates of ceimgsters If you choose to set your own Start & End Dates,
please keep them within oulemestersc if positiondates (especially end dates) extend beyond the session dates, it
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could cause problems for reporting and recordkeeping. Think of these Start & End ateg & Sy (G KS & { d:
0S oftS G2 aSNWSQ AyailuSIR 2F WgKSYy ¢S KIFI@S 2LISyAy3a
If you want students to be able to see and register for your project befor&the Date please set &egistration
Opendate earlier than theStart Date

Youcan choose to make the
projectnot available to
faculty to request matches Fosition Title: * Active: &
Place a check in this box if | Avesome Volunteer Oves ©No
you are not interested in TSE‘“” P”fpﬂjeli *t —

. nAawesome Volunteer IS needed [0 nelp Turther the goals or An AWESome
ha\{lng professors encourage| | ,pency
their students to serve
specifically with your
organization. We Session: Start Date: * End Date: *
recommend not checking this Fall 2007 ~| |08i20i2007 |EH | 12312007 | EH
box It can be very beneficial| Registration Opens:  Registration Closes:
for both you and them. i e

] This project will not be available to faculty to request matches

Information

TheSupervisofist allows you | g penisor

to choose who will be v
directly respmsible for
managing this position in Bto. If you are the only persoffom your organization using SioPthen this will be you.
Butif you choose to register more than one staff member, this option allows you to divide and delegate projec
management between your colleagues and sté®fedJpdate Community Partner Profile/ Authorized Use)s

Avalilability

In the Availabilitysection, yu will first want to check the box label&tudents If this box is not selected your
project will not be made available for students. At this time we are only usingttidentssection, please do not
select theNonStudentshox.

Availability

This section allows you to identify the number of users that can =sign up for this project and to enter sign-up limits
Leave blank for unlimited or NfA

Available To Sign Up Limit Minimum Time Commitment
Students 8 3 hours
] nMon-Students hours

SignUp Limi- If there is a limit to the number of students your organization is able to work with at one time, enter
that number here. If there are no limits to the number of students your organization can worKette this box
blank which will signify unlimigeor N/A.

Minimum Time Commitmentn this spaceenter theminimumnumber of hours students should plan on
committing to your organization this semester.
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Orientations
Orientations
Orientations can provide a time for you to share your expectations and answer questions in a group rather than one-on-one
Choose the type of orientation that you would like to use

{2 Mo agency orientation required
() Participants call to arrange orientation
(® Iwill enter the orientation dates

Date::Iﬁ Time:| | Nl:ltes:l | ] Makeup

/| K22aS GKS odzid2y 2LIA2Yy GKIFIG o0Saé&2d@A0K2288NBRNBEKYR
2NASyYyGFiGA2y RIFIGS&azé | &aSd 2F 02ES& Attt | LIISENI F2NJ
Click the blueAdck on the right to submit the orientation details, and if you have more than one orietatime,

you can enter another and then cliGRdcE again.

Detalil

Specific Tasks/Activitiésthe description that will tell the student what he/she will be expegted to do while serving
with your organization. Include any or all possible tasks hereZaloms A G K I y& SELX | yUsétig y @&
space to appeal to the interests of student participants searching for service opportunities.

Service Location/Addreasd Service petal

Location/Phong if the service takes place pars ot wil be expected to porform. Ao, dentify' any rieke thet mey be assodated with the projsat o e
4 @2 dzNJ 2 NA loffick pldasé A pecie Taste o Actes

re-enter that here; if it happens
somewhere else, this is the place to

provide the address of the service site.

Additional Service Citiedf this positionis
availablein multiple cities, you may note Senvice Location/Address
all involved cities here.

Senvice Location/Phone:

Known ProjecRisksthis is where you will
identify any potential hazards. For Addiional Senice Ciies' (separate cties by commas)
example, this project involves working
with tools and/or sharp objects. If unsurg  known projectriss:*
2F LRGOGSYuOGArt NARala
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Requiremens

If your positioninvolves any physical reqaments- such as heavy lifting, or moving through buildings which lack
ramps or elevator accesplease check the first box and note those requirements in one of the blanks below. If a

[ Drivers License

Other Requirements:

[ Background Check (Cost of an

Requirements

Please list any requirements for this Position.

[ Physical requirements that might exclude some participants

Service Areas

RNA IS NRA
indicate this by keecking one or both of the other
boxes. Lines are also provided for agencies to
include any Other Requirements they may have,
for example, TB tests, Food handler permits, etc.

fAOSyasS 2NJ ol O

The information you enter in thirm is used by SL&to categorize your positiofor searching.If you check

Hunger & Nutritiorin answer toWhat community issue(s) does this project addrgggsh students or faculty will

see this psitionwhen they search for service opportunities relatedHanger & Ntrition. The same principle

applies to thetype of servicandacademic disciplinehoices. Please check all categories that apply when answering

these questions.

if you have any quest

D Hunger & Nutrition
[ preschool Chidren

Ovoutn

Please select from the following commur
= regarding this

D Infants
[ Recreation
[ set the Trend week

es and types of service

Service Areas

What community issue(s) does this project address? * (check 2l that s0p

[ pomestic Viokence/Sexual Assautt

D Agricutture D Animals D Community Assets

O cuture [ visabilties

D Education D Elementary Children D Emergency Response & Safety
D Environment D Family Resources D Health & Welbeing

D Poverty & Homelessness

other |

[ activities/Recreation
D Chore Projects

[ instruction

D Program/Service Delivery
D Reading/Writing
[Outoring

D Facility Maintenance/Construction

What type of service would the students be doing? * (check all that 5

D Advocacyl/Activiem

[ classroom/Childcare Aide
[ Food Distribution

[ Marketing

D Program Leadership

[ Researchitasessment
D One Time Service Projects

other: |

D Agricuttural Sciences
Opusiness

[ Heath Sciences

D Education, Sport, and Fitness

DArcmtecturE, Vizual Artz, and Design

O communication

D Engineering

D History, Languages, Literature, and Phiosophy

[ senior citizens

[ animal care
DCumuaniUnshiu

D Fundraizing

D Mentoring/Coaching

D Program Support
DTechnica\ Support'Web Design
[ internship Opportunity

Which academic disciplines best match this specific senvice? * (check all that a0z

associated with this position. Feel free to contact our staff

D Budget/&ccounting Support
D Event Support

D Gardening

[ outreach

D Project Worker

D Transportation Assistance
D Statewide Opportunites.

D Biolegical, Phy=ical, and Mathematical Sciences

D Computer Technologies

[ envirsnmental and Natural Resource Sciences

D Performing Arts

As you read through the listhink
about the tasks you entered in the
Detailsform. Ask purself which of
these disciplinesvould have studerg
whowould be interested in performing
your kind of servicePlease check all
areas thatare applicablebut try rot to
reach too farg if your positioninvolves
reading to elementary school students,
then a studentdoing servicdearning
for a Chemistry course would not get
an appropriate learningxperience in
that position(Child Development and
English, havever, would be natural
matches).
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10

Options

Is this service suitable for firgear students?, If your position can accommodate all students regardless of age,
LX S a S es¥ K yalr pasitiomeedst & G dzZRSy & ovisrR independéntigt S yiR?2 a @ 2 dzy’ 3 S N.
need additional structure, please maiko £

Will anyone from your orgaration be
given significant unsupervised access
to our participants in connection with
their activities?If there will be one
main contact from your organization
who will be working with the students
in an unsupervised capacity you will
want to markdyeg to this question.

Will participants have regular contact
with your personnel?Are your staff

Options

|5 this service suitable for first year students?

OYes @No

Will anyone from your organization be given significant unsupervised access to our participants in connection with their activities?

CYes ®no

Will participants have regular contact with agency personnel?

OYes ®No

This activity involves working with vulnerable populations:

CYes ®no

What times can students serve at this position?
Clawany CDEvenings [Jweekends [Wornings [ ARernoons
OR

List specific times for this service, if applicable:

going to be around, or will the
student be working more
independently?

This activity involves working with vulnerable populatiolfishis position (not gur organization) will involve
working with vulnerable populations (children, seniors, individuals diikrseabilities etc.) then you will want to
selectayest

What times can students serveRescribe the days and hours when the students can berggriany of our

students are especially interested in evening/weekend opportunities, since they are working classluring
weekdays, so if you have evening or weekend openings, be sure to check those boxes. Please choose either the
checkbox method iothe specific times method. If you try to use both, your information may not be understood
correctly.

This is the last form in theggitioncreation. You can review what you have entered by clickdagk, and you can
edit the project information at angime through yourControl Panel

ClickeEdit Completéto submit the project after all required fields have been entered.
An email will be sent automatically to staff at the Center for Civic Engagement, notifying us that agigonpas
been submitted After we review and approve your project, it will be visible to students and faculty, and they will be

able to register andnatchyour project to their courses. The approval status of your project is shown in the list of
projects in your Control Panel Ma#age.
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Update Community Partner&file/ Authorized Users

{2 Control Panel Main Page

Add Projects:
& Position

Other Actions:

5 Community Partner
profile

A4 Course/Project Matches
&5 Roster/Evaluations

4] Communication Manager

l?'/\ information here was entered

Quick Links:
Copy Projects
Authorized Users

Usage Agreement

Ot A O] dzd ¥oStibrito save your updates.

TheCommunity Partner Profile
sectionallows you to view and
update information about
your organization. The

at registration, but may need
occasional updates.

Toupdate your 3Sy Oé Q&

Profile, click on the
d 2YYdzy Ade t I NJ
link at the left of the page, in
the blue sidebar. Review or
change your information and

Community Partner Profile

Mavigate: Home > Community Partner Profile

Update your Community Partner profile using the form below

Community Partner Detail

Name: *
|An Awesome Agency Inc.

Purpose/Mission:

An Awesome Agency, Inc. (AAA) provides awesome
a semnvices to awesome individuals. AAA has beenin the
community for many years and has contributed many
things to awesome individuals everywhere.

0 VaSMNIxt NP TAE S€

[www.AsAINC.com |

Email Address: *
|butch@c0ugar.c0m |

11

Address
. Street Address:
SIPro allows you to register more than onerpon 123 A Street
for your organization This function cahe helpful if A : _ _
L. . . [Please do not use the "pound” symbol [#) in the address, use Mo or Suite as may be sppropriate.)
your positionsare supervised by different people. City: State: Zip:
Fullman -Wﬁ 99164
I Add User Lhone_ |-|
Navigate: Home
. . . . . i FAX:
Fill in the form below to create an authorized user for this community partner
First Name: * Last Mame: *
Losmon To add another user, look in the blue sidebar at the left of your
\ Control Panel, and click tliéuthorized .
Sireet Address. Userg link underQuick Links A new Authorized User=:
123 A Street Add User

(Please do not use the “pound” symbol (#) in the address, use Mo or Suite as may be appropriate.)

City: State: Zip

[Pullman |[wa |[e9164

FPhone:

(509) 123-4567

FAX:
(500) 123-4567

Email Address: *

Preferred Contact Methad:

[ Primary contact for this community partner

Usemame: *

Password: *

Confirm Password: *

OAdd Uset link will appear in the

sidebar, under the new headirguthorized UsersClick this new
& RR !lirkS NE

You will be taken to théormontheleft Ly G KA & F2 NXY
information will be required as well asuisernameand

Password Information about your organizatiowill fill in
automatically according to the information listed in Community
Partner Profile.You can changenis informationif the newuser
works from a different locationOnce this form is complete
selectoAdd sekE.
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organization. On this screen you will be

12

dilelesignate a Primary Contact. The Primary

Contact will be the person whwill dothe majority of communication for your agency.

Community Partner Management

Navigate: Home > Users

You may

Edit Name Email

E[ Butch Cougar

TN

edit or delete the users below by clicking the appropriate links next to each user's

butchi@cougar.com

record

Delete

@

Primary Contact
v

To view all authorized users for your agency sadécithorized Useisfrom the blue sidebar on
the left of the screen. A screen will appear in which you may edit or delete the users for your

:_
To edit amuthorized users

information, select the edit icon in th&uthorized Users
screen. TheUpdate Usescreen allows you to make change

to your contact information such as address, phone numbe

or email address, as shown on the right. When all updates
FNE O2YLX SGS YIF{1S adaNB (2
at the bottom of the screen.

¢ K $y Rroft Sk at the upper right of the pagallows
you to update your personalser Pofile informationsuch as
changing your username and/or passwpad shown below
When all updates are complete make sure to select the

G LIRIFGS t NRTFAL S¢ofthazsiréed.y |

| User Profile
Navigate: Home > My Profile

ﬂﬂﬂﬂﬂ

Update your user profile using the form below

Last Name: *
| |Cougar |

First Name: *
[Butch

Email Address: *

I Update User

Navigate: Home

Using this form, you can update the information in this user's profile

Last Name: *
| |Cougar

4

! FirstName: *

a{l &S

Street Address:

123 A Street

{Plesse do not use the “pound” symbol (#) in the address, use Mo or Suite as may be appropriate.)

City: State: Zip:
[Puliman |[wa | [99164
Fhone:

F& 2 - A
Hoflaer 0 2 U U2 Y
Email Address: *

butch@cougar.com

Preferred Contact Method:

Primary contact for this community partner

Username: *

View/Change Password

| butch@cougar.com |

Username: *
[ butch |

| Save Changes | |

| Kl y:
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