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	Legal Applicant Information


	Name of organization:
	     

	Name of individual completing application:
	     

	Title:
	     

	Address:
	     

	Phone(s):
	     

	Email:
	     

	Fax:
	     

	Website:
	     


	Site supervisor for AmeriCorps member

	Name:
	     

	Title:
	     

	Address:
	     

	Phone(s):
	     

	Email:
	     

	Fax:
	     


	Individual responsible for signing legal contracts (check with business office)

	Name:
	     

	Title:
	     

	Address:
	     

	Phone(s):
	     

	Email:
	     

	Fax:
	     


Please answer the following in 1 to 3 lines per question (or checking appropriate line).
(Space will expand as you type. Leave one blank space between each question and answer.)

	1.
	Organization type:
	

	
	 FORMCHECKBOX 
 Federal government

 FORMCHECKBOX 
 State government

 FORMCHECKBOX 
 Tribal government

 FORMCHECKBOX 
 Foundation
	 FORMCHECKBOX 
 School/educational institution

 FORMCHECKBOX 
 Local government (city or county)
 FORMCHECKBOX 
 Community-based organization

 FORMCHECKBOX 
 Faith-based charitable organization

	
	 FORMCHECKBOX 
 Non-profit organization
	 FORMCHECKBOX 
 Other (please specify):
	     


	2.
	Organization’s major purpose:      


	3.
	Organization’s primary population served:      


	4.
	Geographic region the Member’s Service Plan activities will serve:      


	5.
	Briefly describe the experience and qualifications of the selected Site Supervisor and why this person was selected as Site Supervisor for an AmeriCorps Member:      


	6.
	How many Members are you applying for?  
 FORMCHECKBOX 
 One
 FORMCHECKBOX 
 Two



	7.
	Has your organization ever hosted any AmeriCorps or VISTA member before?

 FORMCHECKBOX 
 Yes (if yes, complete program name and all years below)

 FORMCHECKBOX 
 No

	
	AmeriCorps Program name/year(s):
	     

	
	AmeriCorps Program name/year(s):
	     

	
	VISTA Program name/year(s):
	     

	
	VISTA Program name/year(s):
	     


	8.
	Does your organization use volunteers or interns? Describe their capacity, tasks, frequency 
and number.
     


	9.
	What will be the source(s) of your cash match?

	
	 FORMCHECKBOX 
 Local funds
 FORMCHECKBOX 
 State funds
 FORMCHECKBOX 
 Federal funds

	
	 FORMCHECKBOX 
 Other (please specify):
	     

	
	NOTE: If funds from a federal grant are used for cash match, the Host Site must obtain and 
 


 submit to DHS a statement evidencing that use of those federal funds for the purpose of 
 AmeriCorps match is acceptable by the federal source.


	10.
	Is your site wheelchair accessible?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


	Certifications and Assurances


As the duly authorized representative of the applicant, I certify, to the best of my knowledge, 
that the applicant:

	Organizational capacity/compliance


1.
Has the legal authority to apply for federal assistance, and the institutional, managerial, and 
financial capability to ensure proper planning, management, and completion of the service plan 
activities and member support described in this application, including funds sufficient to pay the 
Host Site cash match costs in full by August 6, 2012;

2.
Will enter in to the Host Site Agreement with the Department of Human Services (DHS) and will 
abide by its terms and conditions;

3.
Will comply with all applicable requirements of all other federal laws, executive orders, regulations, and policies governing this program, and has written policies in effect regarding non-discrimination, reasonable accommodation, and non-harassment policies equivalent to those Corporation for National and Community Service (CNCS) policies posted on the AmeriCorps website. 

4.
Will keep such records and provide information to Department of Human Services or to the federal government with respect to the program as required for fiscal audits and program evaluation, including documentation of in-kind match;

5.
Will comply with the non-displacement rules found in section 1777(b) of the National and 
Community Service Act of 1990, as amended (42 U.S.C. 12501 et seq.).  Specifically, an employer 
shall not displace an employee or position, including partial displacement such as reduction in 
hours, wages or employment benefits, as a result of the employer using an AmeriCorps member; a service opportunity shall not be created that will infringe on the promotional opportunity of an 
employed individual; an AmeriCorps participant shall not perform any services or duties or engage 
in activities that (1) would otherwise be performed by an employee as part of the employee’s 
assigned duties, (2) will supplant the hiring of employed workers, (3) are services or duties with 
respect to which an individual has recall rights pursuant to a collective bargaining agreement or 
applicable personnel procedures; or (4) have been performed by or were assigned to any presently 
employed worker, an employee who recently resigned or was discharged, an employee who is on 
leave, an employee who is on strike or is being locked out, or an employee who is subject to a 
reduction in force or has recall rights subject to a collective bargaining agreement or applicable 
personnel procedure;

6.
If applicable, has included a compliance letter from the appropriate union representative with 
this application;

7.
Will comply with the ineligible service provisions found in section 132 of the Act.  Specifically, 

a program may not use AmeriCorps members to perform service that provides direct benefit to any 
(1) business organized for profit; (2) labor union; (3) partisan political organization; (4) 
organization engaged in religious activities (unless such service does not involve the use of 
assistance or participants to give religious instruction, conduct worship services, provide 
instruction as part of a program that includes mandatory religious education or worship, construct 
or operate facilities devoted to religious instruction or worship, or engage in any form of 

	Certifications and Assurances - continued



proselytizing); or (5) nonprofit organization that fails to comply with the restrictions contained in 

section 501 (c)(3) of the Internal Revenue code (26 U.S.C. 501 (c)(3).  However, the provisions 
contained in section 132 of the Act shall not be construed to prevent participants from engaging in 
advocacy activities undertaken on their own time and at their own initiative;

8.
Will comply with all prohibited activities restrictions related to AmeriCorps member service;

9.
Has designated a qualified staff person to serve as on-site supervisor for the AmeriCorps member 
throughout the term, who will enter into and comply with the Host Site agreement;

10.
Will furnish to member use of the following:



Office space, furniture and furnishings


Computer with MSWord and Excel 2003





Email account



Internet access



Phone with long distance


Cell phone if needed




Fax service




Photocopier




Office supplies and materials

Mail services
	Quality of placement


11.
 Will assure that site supervisor attends pre-service site supervisor orientation as follows:


Site Supervisor must attend one of the following dates and locations:



Date:  August 7, 2012
Location:     TBA


or



Date:  August 9, 2012
Location:     TBA

12.

Will take steps to assure that its staff understand and promote the AmeriCorps member’s unique role and responsibilities in the Host Site organization and community, as neither staff nor a traditional volunteer, but as a contracted direct service provider within their individual member service plan;

13.

Will introduce member to local media, and solicit media coverage focusing on the following:




a.
Within first month of service, publish initial introduction/profile of member, description of 




AmeriCorps, establishing member’s presence as an asset placed with Host Site to perform 




community service, and brief description of member service plan projects;




b.

Member’s upcoming National Service Day projects;




c.

Solicitation for community volunteers; 




d.

Highlighting accomplishments around member service plan projects and/or Host Site events;




e.

Promotional/educational piece during AmeriCorps Week in May (could be jointly with 





members of other AmeriCorps programs in the county or region).
	Certifications and Assurances - continued


	Member recruitment


14.

Will develop a recruitment plan which includes:




a.

recruitment timeline to assure that Department of Human Services is notified of Host Site’s top choice no later than July 31; 




b.

where and how Host Site plans to advertise the position;



c.

uniform interview process and selection criteria;



d.

who will be involved;



e.
specifically include targeting qualified persons with diverse backgrounds, gender, age, race, 




socio-economic, education, experience, skills and people with disabilities;




f.

track numbers of applicants received and source of where they found information to apply;




g.
assurance that Host Site abides by CNCS’s policies regarding non-discrimination and 
equal opportunity.

	Member training


15.

Will provide the following in first month of the member’s service and ongoing during the term:




a.
Orientation to Host Site organization staff, facilities, procedures and policies (including safety 




in the office and protocol with clients);




b.
Introductions and assistance to Member in establishing Member’s networking and credibility 




with community partners, schools, local government, and other resources which are pertinent 




to accomplishing member’s service plan activities, civic engagement and member’s 






professional development;




c.

Assure that member receives all training necessary to perform each activity in member 





service plan;




d.
Assure that member attends all required AmeriCorps team trainings and events. 



16.

Will support AmeriCorps in its effort to provide members with training opportunities and 
leadership development, and will accommodate service schedule of the member for this purpose. 
Program will provide advance notice of team events to the extent possible.  Applicant understands 
that AmeriCorps members can utilize up to 20% of their 1,700 service hours to participate in member development activities.

	Member support and supervision


17.

Agrees that site supervisor will supervise and support the member through:




a.
Clear communication plan; assuring that member has access to site supervisor during service hours; providing alternate source if site supervisor is not available;




b.
Regularly scheduled weekly meetings between site supervisor and member;




c.

Jointly establishing schedule to accommodate member service plan activities, AmeriCorps 





team events and member’s personal needs;




d.
Monitoring status of member’s service plan activities, assuring that necessary resources are 




provided timely, assuring that member keeps on track to achieve service plan activities and 




program requirements;




e.
Assures that member complies with all conditions of member agreement and AmeriCorps 





requirements, including attendance of team trainings and events.
	Certifications and Assurances - continued





f.

Assures member is included in site’s communication structure on topics that are appropriate 




and relevant to the member, and that member will be offered opportunities for trainings 





available through Host Site which are relevant to delivery of member’s service;


g.

Provides opportunities for leadership and professional development for member’s career path.

By signing below, Host Site applicant certifies that it agrees to perform all actions and support all intentions in the Certifications and Assurances section above.

Organization name:      
Name of authorized representative:      
Title of authorized representative:      
	Signature:  
	
	Date:  
	     


	Application Narrative


Instructions for completing Narrative
See Host Site Selection Criteria in the Host Site Invitation, pages 17-18.
Answer each numbered question below. Abstract and Narrative must not exceed a total 
of five (5) pages.
	Abstract


Provide a brief overview of what the AmeriCorps member’s roles and responsibilities will be in your organization. (250 words or less)
     
	Obesity Prevention and Nutrition Education (20% of total score)


1. How will the proposed member service plan activities enhance the capacity to deliver vital services to youth, or to develop new services, in your organization and/or community to be served? 
       

2. How did you determine the local need for the direct service activities proposed in the member service 
    plan?  Who else in the community was involved in determining these unmet needs and developing    
    the Service Plan projects?
         


3.  How will you educate and involve the community, local government, and local media in the member 
    service plan activities?  Describe how the community will benefit by the AmeriCorps member’s 
    presence and service.
          
	Volunteerism (15% of total score)


4.  Describe your plans for assisting the AmeriCorps member to recruit and support community 
volunteers. How will volunteers be used? What tasks will they perform?

     
5. 
What is your project sustainability plan when the AmeriCorps member completes their service? 

     
	Member Support (15% of total score)


6. 
Describe in detail how an AmeriCorps Member’s professional and leadership skills will be enhanced through a term of service with your Host Site. 

     
7.
Describe how you will support member’s involvement in National Service Days and other 
AmeriCorps activities.

     
 8.
Describe your plan for member recognition.

     
	Sustainability (10% of total score)


9.   Using the Sustainability Plan form provided on page 11 and 12 of this document, describe your    
      implementation plan for sustainability of at least two (2) major service plan projects after the 
      AmeriCorps term ends in July 2013.  Include those two (2 pages) as part of the Narrative. 
     
	Member Service Plan and Training Plans


	Member service plan and training plan worksheets (40% of total score)


Instructions for completing member service plan and training plan worksheets.
Blank member service plan and training plan forms are provided in a separate attachment. Forms are prepared in MSWord 2003 in table format.  Click in a box and type. Horizontal spacing will expand to accommodate descriptions.

1. Read the performance measures on pages 15-16 of the Host Site Invitation. 

2. The member service plan and training plan worksheets correspond to the performance measures. 

3. Using the appropriate worksheet draft a slate of direct service projects to address the local unmet 
      needs described in Host Site Application narrative. Be sure these projects are feasible for a full-time      
      member to accomplish within 1,360 direct service hours.

4. Determine a preliminary projection of when, where and how each project will be provided.  

5. Determine who the service recipients will be and how to recruit or involve them.

6. Determine whether volunteers will be used in each project, their duties, and how to involve them. 

7. Determine the resources needed to deliver each project. Secure commitment for those resources 

now to assure that the project can be started when member begins service and can be delivered 
as projected.

8. Design 1 to 3 service projects to fit under the performance measures specific to your 
      intended project.  

9. Identify at least one project which will be specifically done in June-July to assure that member 
      has sufficient direct service to perform during the summer after school year based projects 
      are completed.  


NOTE: If a summer camp is used:

· It must relate to specific service recipient population served during the term or approved by program in advance;

· Member’s role and responsibilities must be unique from all other staff involved, and defined, performed, and evaluated to fit under a performance measure;

· Member cannot be used in a capacity of staff role, replacing or displacing an employee, such as camp counselor doing same tasks as other camp counselors;

· Site supervisor must be involved in choosing and preplanning this project; camps not in service plan cannot be chosen just to fill summer hours. 

	Member Service Plan and Training Plans - continued


10. Determine which of the performance measures each proposed service project would best fit under.  Do not list a project under more than one performance measure, even if some crossover benefit appears to be apparent.  

11. Assure that the project is achievable and can provide clear, quantifiable results in accordance with the results statement in the selected performance measure (e.g., post-activity surveys from 600 youth who participated in the health and nutrition curriculum indicated that 96% of those participants indicated increased knowledge and skills in the topics covered).

12. Assign an activity (project) number and a name to each proposed project.
13. Using the correct service plan and training plan worksheet, use one row across for each project.  To describe the project and training plan in the respective cells on the row, simply click in each cell and type. Cells will expand as you type. Be brief, but clearly describe each project, responding to the questions in the header columns.
14. Do not write service plan and training plan for Member Support and Development Performance Measure.
15. If you are requesting more than one Member, you must submit a separate service plan and training plan for each member.
	Sustainability Plan

	To be implemented effective end of service August
	     
	

	
	
	


Host Site name:      
Name and description of AmeriCorps service plan project:      
How will this AmeriCorps service plan project be sustained locally after federal funding is redirected? (Please be succinct; use bullet points if necessary. For example, if you plan to create a position, apply for grants, if community partners share responsibility to continue project started by AmeriCorps, etc.)
Start typing here and replace this paragraph. When you are done with this section use your curser to get to the next interactive field or next section that is unlocked, do not use the tab button. The tab button will not work in this section as it is unlocked so you can format.

	Sustainability Plan

	To be implemented effective end of service August
	     
	

	
	
	


Host Site name:      
Name and description of AmeriCorps service plan project:      
How will this AmeriCorps service plan project be sustained locally after federal funding is redirected? (Please be succinct; use bullet points if necessary. For example, if you plan to create a position, apply for grants, if community partners share responsibility to continue project started by AmeriCorps, etc.)
Start typing here and replace this paragraph. When you are done with this section use your curser to get to the next interactive field, do not use the tab button. The tab button will not work in this section as it is unlocked so you can format.
	Part 2:
	Host Site – specific additional requirements to perform member’s individual service plan projects.

	Position description
	


	Host Site agency name:
	     

	Location (city/county):
	     

	Site supervisor’s name:
	     

	Site supervisor’s phone and email:
	     

	Abstract summary of position (less than 50 words):      


Member service plan at this specific Host Site involves the following additional requirements to those in part 1 of this position description as checked below:
	Essential duties/functions – with or without accommodations


	 FORMCHECKBOX 

	Establish rapport, communicate effectively and maintain good relationships and appropriate

	
	boundaries with  youth ages
	     
	. Serve as a role model for youth.

	 FORMCHECKBOX 

	After training, work fairly independently on member service plan projects; seek guidance and clarification from site supervisor or AmeriCorps staff to make appropriate decisions and 
assure compliance.

	 FORMCHECKBOX 

	Local activities requires working weekends: 

 FORMCHECKBOX 
 Never

 FORMCHECKBOX 
 Seldom
 FORMCHECKBOX 
 frequently

	 FORMCHECKBOX 

	Local activities requires working evenings: 

 FORMCHECKBOX 
 Never

 FORMCHECKBOX 
 Seldom
 FORMCHECKBOX 
 frequently

	 FORMCHECKBOX 

	Member must have own reliable transportation available for daily delivery of member service 
plan activities, and to travel to team events. Describe member’s plan for transportation for 
these activities:      

	 FORMCHECKBOX 

	Host site will furnish use of agency car for member’s travel.

	 FORMCHECKBOX 

	Member will use own vehicle to furnish own local transportation. Program and/or Host Site will reimburse member for mileage at a standard rate.

	 FORMCHECKBOX 

	Member will rent vehicle paid for by Program for local or long distance transportation.

	 FORMCHECKBOX 

	Member does not drive. Host Site and member agree on the following plan for member’s transportation to local service plan activities and on the following plan for member’s transportation to AmeriCorps sponsored team trainings and events:      


	Duties/marginal functions


	 FORMCHECKBOX 

	Gather, lift, pack, carry and transport supplies and materials necessary to perform activities or give presentations in various locations within the county, set up and break down classrooms or presentation rooms.

	
	Approx.
	     
	lbs.
	Approx. dimensions of materials:
	     
	ft. X
	     
	ft. X
	     
	ft.

	
	Approx. distance to carry materials:
	     

	
	Approx. length of time required to carry materials:
	     

	
	Stairs/inclines to carry materials:
	     

	 FORMCHECKBOX 

	Research resources and curricula.

	 FORMCHECKBOX 

	Plan and/or develop a new project.

	 FORMCHECKBOX 

	Other host site specific needs:      


	Part 2, Position description - continued


Summary of Member Service Plan Projects
Member service plan projects for this Host Site include the following list. Details describing each of these activities are contained in the service plan and training plan forms attached.

	Projects under AmeriCorps performance 1.a. Obesity prevention and nutrition education


Health education programs:
	Number:
	Name of activity:
	Focus topic addressed:

	Activity 1
	     
	     

	Activity 2
	     
	     

	Activity 3
	     
	     


	Projects under AmeriCorps performance 1.b. Obesity prevention and education


Healthy food support services:

	Number:
	Name of activity:
	Focus topic addressed:

	Activity 1
	     
	     

	Activity 2
	     
	     

	Activity 3
	     
	     


	Projects under AmeriCoprs performance measure 2. Volunteerism


	Number:
	Name of activity:
	Focus topic addressed:

	Activity 1
	     
	     

	Activity 2
	     
	     

	Activity 3
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