Program Director’s  Workplan – AmeriCorps 2004-2005
SAMPLE ONLY

The dates used below are samples.  These are not the accurate dates of upcoming meetings, etc.
August

2 – 6

· Continue to distribute recruitment materials, screen and place members, etc

· Finalize site agreements 

· Final prep for site supervisor orientation (8/19)

· Enter timesheets, exit remaining members, etc via WBRS

9 – 13

· copy site supervisor orientation materials and prepare handbooks 

· follow up via phone with any sites that have not RSVP’d

· PD meeting, Lansing 10th, 10am- 4pm

· Continue to distribute recruitment materials, screen and place members, etc

· Meeting with other AC State Program to continue planning MADD (10/23) project, Simon Community Center, 13th, 1pm

· PER due, 15th
16 – 20

· SITE SUPERVISOR ORIENTATION at Hazel Street community center, 19th, 10am – 2pm (see attached materials list and agenda)

· Final review of member materials for orientation (see attached list) 

23 – 27

· Prepare member orientation handbooks and packets

· Follow up with / finalize agenda with orientation trainers

September 

Aug. 30 –  Sep. 3

· MEMBER ORIENTATION – all week (see attached agenda)
6 – 10

· Members start at sites, 6th 

· Begin to develop site visit schedule (1st visit Jefferson Elementary, October 15th) 

· Enroll members and enter timesheets in WBRS

13 – 17

· PER due, 15th 

· PD meeting, Lansing 16th, 10am – 4pm

· Develop / review site visit materials

· Continue recruitment, etc for any unfilled slots 

· Meeting with other AC State Program to continue planning MADD (10/23) project, Simon Community Center, 16th, 1pm

20 – 24

· Enter timesheets, etc in WBRS

· Prepare for second class start orientation (9/27 – 10/1)

· Prepare member orientation handbooks and packets

· Follow up with / finalize agenda with orientation trainers

· Call sites to remind them new members will be starting Monday, 10/4

· Start progress report (due 10/15)

· Meeting with Thomas Street Community Center to plan holiday community service project.  (2nd year member Mike Smith, project lead.) 24th, 2pm at Thomas Street.

October 

Sep. 27 – Oct. 1

· MEMBER ORIENTATION – all week (see attached agenda)

4 – 8

· New members start at sites, 4th 

· Prepare site visit materials / packets for year

· Enter timesheets, etc in WBRS

· Tabulate and enter remaining data into APR for progress report (due 10/15)

· Reserve transportation for Member Celebration, (11/19, Lansing)

11 – 15

· Site visit Jefferson Elementary, 15th, 10am – 2pm

· PER due, 15th 

· Progress Report due, 15th 

· Any last minute MADD prep

18 – 22

· Enter timesheets, etc in WBRS

· Site visit Stewart Elementary, 20th, 10am – 2pm 

· PD meeting, Lansing 21st , 10am – 4pm

· MAKE A DIFFERENCE DAY, 23rd, Belle Isle, 10am – 3pm

25 – 29

· Site visit Sacred Heart, 28th, 10am – 2pm

· Meet with Thomas Street Community Center to continue planning holiday community service project.  (2nd year member Mike Smith, project lead.) 29th, 2pm at Thomas Street.

· Send out reminders about site supervisor meeting and materials to bring (11/15)

November

1 - 5

· Enter timesheets, etc in WBRS

· Statewide All-AmeriCorps Member Celebration & Swearing In Ceremony, Lansing, 4th 

· Meet with Mike Smith to go over Thomas Street Project work plan, develop PR materials, etc.  (see attached work plan)
· Final prep for site supervisor meeting

8 – 12

· Site Supervisor Meeting, 12th, 11am – 1pm, program office (see attached list of materials to collect and agenda) 
15 – 19

· PER due, 15th
· Enter timesheets, etc in WBRS

· MI AmeriCorps Member Council Meeting, Lansing 20th 

· PD Conference Call 18th, 10am – 11am

22 – 26

· Follow up with Mike Smith regarding TS Project planning.  

· Begin to analyze, tabulate data collected at site supervisor meeting for APR map.  

December

Nov. 29 – Dec. 3 

· Enter timesheets, etc in WBRS

6 – 10

· Follow up with Mike Smith regarding TS Project planning.  

· Enter initial data into APR

13 – 17

· Enter timesheets, etc in WBRS

· PER due, 15th 

· PD meeting, Lansing 16th, 10am – 4pm

· Thomas Street Holiday Service Project, 17th, 12pm – 5pm.

20 – 24

· Holiday break 

27 – 31

· Enter timesheets, etc in WBRS

· Start progress report (due 1/15)

