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Michigan’s AmeriCorps

Planning Phase 

Sample Work Plan

2005

June

20-24


· Program director selected and in place

· Provide program director with orientation to agency, community, and program information

· Attend Planning Phase Meeting I, June 22, 9am-4pm

· Order free CNCS AmeriCorps recruitment materials

27-July 1

· Fine tune planning phase work plan

· Begin to identify sites and site staff

· Establish minimum requirements for members 

· Develop selection process for sites and program to follow to finalize member placements

· Develop Recruitment Plan

· Develop interview questions

· Brainstorm target areas for member recruitment 

· Develop contact list for recruitment and PR

· Media – radio, newspaper, TV, web

· Develop a program boilerplate for press releases and PSAs 

July

4-8

· Provide information/orientation of new AmeriCorps program to entire agency staff

· Finalize sites 

· Set date for site supervisor orientation

· Develop site agreements

· Develop site orientation agenda

· Develop recruitment materials

· Flyers

· Newspaper ads

· PSAs

· Press releases

· Enter program in the AmeriCorps Online Recruitment System (if possible)  

· Continue to develop recruitment and PR contact lists

· Identify questions for second planning phase meeting

· Develop interview schedule

· Recruit staff/stakeholders to interview members according to your design

11-15

· Attend Planning Phase Meeting II, July 11, 9am – 4pm

· Recruitment Plan, site agreement, and site supervisor orientation agenda due to MCSC by July 11

· Identify community organizations to host outreach presentations for recruiting members

· Schools

· Youth Centers

· Churches

· Employment agencies

· Volunteer centers

· Other nonprofits, etc.

· Develop outreach presentation

· Develop member service descriptions

· Select three (3) class start dates that fall within the first two quarters of the program year
· Establish site data collection reporting schedule
· Establish site monitoring process

· Establish system for criminal background checks

18-22

· Hold site supervisor orientation 

· Continue to distribute recruitment materials

· Put together a program information packet for applicants

· Set up system to track applicants

· Begin to develop member orientation

· Begin to develop year-long member training and development calendar

· Begin to develop instruments for data collection

25-29

· Finalize member orientation, including selection and scheduling of outside trainers

· Continue to develop year-long member training and development calendar

· Revise and finalize data collection/program evaluation instruments

· Develop formal site visit/monitoring instruments

· Develop member forms/files

· Application (if different than standard CNCS application)

· Contract

· Grievance procedure

· Publicity release

· Performance evaluation

· Health and child care enrollment/waiver form

· Time sheets (need to be uniform across program)

· Member Handbook

August

1-5

· Begin member interview process

· Continue to develop year-long member training and development calendar 

· Site/Site Supervisor list, Member Service Description, member orientation agenda, member contract, Grievance Procedure, member time sheet, data collection/ evaluation tools, PD work plan, and other applicable forms due to MCSC by August 5
8-12

· Continue interviewing members

· Finalize year-long member training and development calendar

15-19

· Attend Planning Phase Meeting III, August 18, 10:30am-4pm

· Training calendar due to MCSC by August 18

22-26

· Begin to enter member commitments into WBRS

· Develop member forms packets to be collected at orientation

29-September 2

· Full program operation starts
· Conduct member orientation
· Enroll members in WBRS
· Set up member filing system
5-9

· Create summary of planning phase accomplishments

12-16
· Attend monthly program director meeting, September 15, 10am-4pm
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