MICHIGAN’S AMERICORPS PLANNING PHASE ORIENTATION

Notes for Slide #4: Program Expectations and Requirements

Program Director/staff

· Hire a qualified director and train staff who will be working with AmeriCorps

· More detail later

Communication

· With MCSC – need to be informed of anything that can affect program progress, staffing or partnership changes, general challenges in program operation, member issues, policy/procedure questions or changes.

· Example: don’t tell us in 10th month that your data collection tool is ineffective

· With program/agency staff

· Program Director is our only point of contact – responsible for communication to the rest of the program’s agency

· Financial director, executive director, etc.

· Members

· Need to be kept informed of statewide dates

· Need to be kept informed of hourly progress (recommend monthly update)

· Be clear on position description, hours expectations, discipline procedures, etc.

· MUST be in member contract – will go over in future meeting

· Sites – Important!

· What AmeriCorps is and isn’t

· Member duties – what they can and cannot do

· Member commitments away from site

· Your expectations about their reporting to you (progress, documentation of cash/in-kind match, member time sheets, etc.)

· If you don’t establish this rapport/expectation between you and sites in first year, it is difficult to develop later

· Community

· Need to develop a method to share your successes, needs, and impact within community

· Will be crucial down the road when you will need more financial and programmatic support

· Will discuss in later meetings.

· Must be consistent

· Must be able to both provide and receive communications from us, your sites, and your members on a regular basis

· Need email with decent file size capability

Reporting

· Develop quality/accurate narrative progress and financial reports

· Reports must be consistent with identified Performance Measures  

· Meet all reporting deadlines (this is considered for future funding)

Meetings and events

· Monthly PD meetings are required and considered for future funding

· Member events built into budget with expectation of attendance

Member Development

· Must create and implement an annual member development calendar

· It is up to you to decide the format and schedule for member development

· Example: most 

· Member trainings and meetings are key to ensuring that members are prepared to serve at their sites and have a positive service experience

· Members with a poor training and development experience have performed poorly in their service, and this is reflected poorly on the program and AmeriCorps with the community.

