New Grantee Forms for Submission

All forms on this list are to be submitted to the MCSC by their specified due date.  

If the forms noted with an * do not meet the listed compliance requirements established by the CNCS / MCSC, the grantee will be asked to make revisions before using them.  Checklists for all other forms have been provided based on best practice models.  

Note:  Samples of most of these forms can be found at the MCSC web site at: www.Michigan.gov/mcsc under “Grantees and AmeriCorps Members/Michigan’s AmeriCorps/Program Resources.”  If you have previously downloaded any of these documents for use, please check to be sure you have the most updated versions.  (Last updated August 2004)

Recruitment Plan:  7/11/05  (Please submit a plan of what you have already done and what you plan to do to continue member recruitment – see sample recruitment plan from Planning Phase Meeting II.)

Does it appear the program has considered the following in recruiting members?

· Any skills and qualifications needed to be successful in service

· The candidates most likely to have these skills and qualifications

· The candidates most likely to be able to make the required time commitment

· Where desired candidates may be found

· Ability to provide reasonable accommodations to members with disabilities

Does the plan include the following?

· Development of a service description

· Research to discover possible recruitment sites in the area – partners such as schools, churches, community centers, etc.  

· Adequate time to contact each of these sites

· Gathering of contact information to utilize local media

· Development of recruitment materials – flyers, PSA’s, Press Releases, scripts for outreach presentations, etc 

· Distribution of recruitment materials

· Submit program profile to the CNCS online recruitment system

· Time to respond to applicants selected / not selected for interviews

· Development of applicant filing system

· Development of applicant interview questions and process

· Selection and creation of applicant interview team(s)

· Time to interview applicants

· Time (and method) to conduct background checks on applicants

· Development of letter to invite selected applicants to enroll

· Mailing of letter to selected applicants

RFP for Sites (if applicable):  7/11/05 (or earlier as necessary before it is utilized)
RFP should provide the approved guidelines for member service / general service description - based on the approved AmeriCorps grant.  Site should respond with, at minimum:

· Nature of member service - detailed service description

· Training that will be provided to member to prepare them for service

· How member will be oriented to the site

· Time frame within which member(s) will serve (hours per week, number of months, etc.)

· Number and type of members requested

· Name of Site Supervisor

· How supervision will be provided by Site Supervisor
Site Agreement (if applicable):  7/11/05 (or earlier as necessary before it is utilized)
· Sites’ role in supporting program goals and objectives

· Benefits to partner sites (support by program, accomplishments of members, etc.)

· Partner roles and responsibilities

· Site Supervisor roles and responsibilities 
· member supervision

· member discipline procedure

· Terms of participation and release from partnership

· Match and financial information
Include the following as applicable:
· any data collection / reporting

· attendance at meetings 

· member training 

 It is recommend that the following be referenced and attached to the agreement:

· Prohibited member activities

· Member orientation (to their site) checklist 

· Program Safety Protocol

· Minimum Qualifications for sites

· Program goals / performance measures

Site Supervisor Orientation agenda:  7/11/05 (or earlier as necessary before it is utilized)
· Welcome and introductions

· History and mission of grantee agency

· History and mission of AmeriCorps

· Explanation of program

· Program Goals / Performance Measures

· Policies and procedures 

· Member activity at sites

· Prohibited member activities

· Role of Site Supervisor

· Member recruitment and selection (if applicable) 

· Data collection and program evaluation

· Site visits

· Site Agreements

Site / Site Supervisor list:  8/5/05

· Name (and address, contact info, etc) of site

· Name of site supervisor

· Number and status of members placed at each site

Member Service Description:  8/5/05

· Description of AmeriCorps

· Title of positions

· Goal of positions

· Activities / responsibilities

· Length of commitment – months

· Average hours per week required

· Schedule

· Qualifications sought

· Minimum requirements for enrollment

· Benefits – stipend, ed award, health/child care, training

· Location of service

· Any travel required

· Contact information 

· Is the language used inclusive in order to appeal to diverse audiences?

Member Orientation agenda:  8/5/05 (or earlier as necessary before it is utilized)
· Welcome and introductions

· Teambuilding

· Overview of National Service 

· History and mission of AmeriCorps


· History and mission of grantee agency

· Overview of program

· Performance Measures and member role in data collection 

· Introduction / description of the community 

· Overview of sites (if applicable)
· Policies and procedures 

· Member activity at sites 

· Prohibited member activities

· Grievance Procedure

· Role of Site Supervisor

· Member Contract

· Member file forms / other forms

*  Member Contract:  8/5/05 (or earlier as necessary before it is utilized)

· Required service hours and all other requirements to complete the program successfully
· Time frame members have to complete the required service hours
· Code of conduct (with consequences)

· Prohibited activities

· Drug-Free Workplace policy

· Suspension and termination rules

· Release for cause rules

· Position description

· Grievance procedure

· Any other requirements of the program

*  Grievance Procedure:  8/5/05 (or earlier as necessary before it is utilized) 
· Informal stage

· Opportunity for Alternative Dispute Resolution within 45 days of alleged occurrence

· At initial session, advised in writing of right to file grievance, and of right to arbitration

· Neutral party, informal, no rules of evidence

· Confidential

· Not binding

· If not resolved within 30 days of initiation, again must inform in writing of right to file a formal grievance

· Formal Grievance
· No later than one year after occurrence

· Hearing within 30 days of filing

· Decision within 60 days

· If ADR was used, that the facilitator may not participate

· No proceeding or communication from ADR may be referred to or used as evidence

· Arbitrator jointly selected and independent

· Proceeding must be within 45 days after the request for arbitration

· Decision made no later than 30 days after the beginning of the proceeding

· If party filing grievance prevails, program pays; parties evenly pay for costs if program prevails

*  Member time sheet:  8/5/05 (or earlier as necessary before it is utilized)
· Track service and training hours separately

· Pay period

· Member name

· Program name

· Record of member activities corresponding to service hours (if this is not included on the time sheet it needs to be clearly documented and attached)

*  Data collection / evaluation tools:  8/5/05 (or earlier as necessary before they are utilized)
· Does each tool collect information that will allow the program to show progress towards meeting Performance Measures at the indicated level?  (Output, Intermediate Outcome, End Outcome.)

Other forms to be submitted to MCSC for review:  8/5/05 (or earlier as necessary before they are utilized)
· Publicity Release Form

· Mid-term member performance evaluation

· End of term member performance evaluation

PD Work Plan:  8/5/05

· Member monitoring

· Member Development

· Program Administrative tasks (time sheets, etc)

· Site monitoring / development

· Site visits

· Community Outreach

· Data collection / aggregation

· Reporting (financial and programmatic)

· Grant application / renewal process

· Program Close Out

· Member recruitment for 2005-06

Training Calendar:  8/18/05

· Dates of trainings

· Topics

· Trainers

· Does it seem sufficient pre-service training is provided to allow members adequate preparation for service

· Does it seem sufficient on-going training is provided for adequate member development

Michigan’s AmeriCorps 

Member File Checklist

(Represents minimum federal member file content requirements)

· Member Application or Resume

· Member Enrollment Form

· Member Contract

· Results of criminal background check

· Time Sheets 

· Proof of Age

· Tax Documents – W4 and W2

· Loan Forbearance Request Form (if applicable)

· Publicity Release Form

· Mid-term performance evaluation of term evaluation

· End of term performance evaluation

· Documentation of citizenship/naturalization/resident alien status

· Proof of Educational Level

· Documentation of Health Care Enrollment / Waiver

· Documentation of Child Care Enrollment / Waiver

· Member End of Term/Exit Form

· Documentation of Compelling Personal Circumstances (if applicable)

· Change of Status Form (if applicable)

