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Maine Campus Compact

Host Site Application Guidelines

2012-2013

INTRODUCTION

The Northern New England AmeriCorps*VISTA Collaboration is compromised of the Campus Compact state affiliates in Maine, New Hampshire, and Vermont. The collaboration is based on mutual interest in supporting service and service-learning focused on anti-poverty measures across the 70 colleges and universities in our collective membership. The focus of the 2012-2013 VISTA project is focused on the development of programming on member campuses that will increase access to higher education for low-income individuals.

Maine Campus Compact (MCC) is a coalition of 18 member campuses whose purpose is to catalyze and lead a movement to reinvigorate the public purposes and civic mission of higher education.  We seek to transform our campuses in ways that develop better informed, active citizen problem-solvers, stronger communities, and a more just democratic society. We believe that our campuses must be vital agents and architects of a flourishing democracy.

OVERVIEW

The primary focus of all VISTA programs nationwide is anti-poverty. Within AmeriCorps*VISTA, there are five anti-poverty focus areas: Education, Veterans and Military Families, Economic Opportunity, Healthy Futures, and Disaster Services. The Northern New England VISTA Collaboration will be dedicated solely to the Education focus area. Proposals must clearly identify how they contribute to the Education Anti-Poverty focus area and activities should be directed toward permanently pulling people out of poverty. Activities may be part of a process to pull people out of poverty over a long period of time, for example, improving child literacy.

All MCC VISTAs will develop programming on campuses that will provide programs focused on improving college aspirations, increasing the belief that college is an option, and increasing access to higher education for low-income individuals. The role of VISTAs is to build sustainable volunteer programs on campuses. VISTA members cannot spend more than one-fifth of their time performing direct service, but instead, should be focused on capacity-building. 

All service recipients must be K-12 students, with an emphasis on low-income individuals. Priority will be given to campuses that develop partnerships with Title I schools. Possible job functions should all be addressing the education milestones listed below, and include, but are not limited to:

· Coordinating programs and services to meet the needs of low-income students

· Developing partnerships with local community agencies and schools

· Recruiting and retaining college volunteers to serve low-income students

· Advising student community service groups focused on college aspirations

· Providing training for student volunteers serving low-income students

· Writing grants and proposals to support college aspirations

Sites may request to have a VISTA attend an alternative spring break (ASB) trip within Northern New England. Service on ASB trips must tie in to the education milestones listed below, and the trip must be incorporated into the VISTA Assignment Description (VAD) at the start of service. Final approval from CNCS is required before a VISTA may attend an ASB trip.

EDUCATION MILESTONES

All MCC VISTAs must be focused on at least one of the following education milestones for K-12 students:
· Improving the number of…

· Low-income students advancing to the next grade on time

· Low-income students completing high school

· Low-income students assisted with student loans and college applications

· Low-income students receiving student loans

· Low-income students accepted into college

· Low-income youth earning high school credit for participation in extended learning opportunities/service-learning

· Students participating in extended learning opportunities/service-learning

· Students mentored exceeding a six-month duration

· Students participating in structured, educational after-school programming for at least six months

· Students receiving scholarships as a result of participation in extended learning opportunities/service-learning/structured after-school programming

PROHIBITED ACTIVITIES

While charging time to the AmeriCorps program, or perceived to be on duty as an AmeriCorps member or supervisor, AmeriCorps members and staff may not partake in certain activities. Furthermore, members and staff may not engage in any conduct in a manner that would associate AmeriCorps or the Corporation for National and Community Service with the prohibited activities. These activities include:

· Influencing legislation; voter registration drives; partisan political activities

· Assignments that displace employees

· Organizing or engaging in protests, petitions, boycotts, strikes; union organizing
· Providing abortion services or referrals for receipt of such services

· Engaging in religious instruction; conducting worship services

· Providing direct benefit to a for-profit entity, labor union, or political organization

ELIGIBILITY

Any Maine Campus Compact member institution is eligible to apply for a VISTA member.
A letter of intent is due to MCC by February 24th, 2012. Please send letters of intent electronically to jillian@mainecompact.org. 
SUSTAINABILITY

VISTA projects typically follow a three-year cycle with a goal of sustainability at the end of three years. VISTAs are not allowed to work on the same projects for more than three years, so it is essential to develop a plan for sustaining VISTA projects beyond this time frame. Campuses applying for their second third-year VISTA cycle must identify new areas of work which support program goals and do not overlap with the work previously undertaken by MCC VISTAs. 

COST SHARE

In order to support the costs of training, supervision, materials, MCC coordination, and the requirements of the Corporation for National and Community Service, it is necessary to build in a cost share for sites. The VISTA cost share for 2012-2013 will be $5500 per full-time member.

TIMELINE
Late January, 2012
Host Site Guidelines and Applications will be sent out to campuses and available on the MCC web site.
February 24th, 2012
Letter of intent due
March 16th, 2012

Host Site Application due to MCC by 5pm.

April 6, 2012


MCC will make host site selections and notify applicants.

April – June, 2012
MCC will recruit members, both nationally and locally. Campuses are also strongly encouraged to recruit. All screening interviews will be conducted by MCC, and potential candidate portfolios will be emailed to site supervisors for a second interview.

June18, 2012 
All members must be hired and have turned in paperwork.

August 2012
Pre-Service Orientation.

August 2012
Member start date.

August 2012
MCC orientation for VISTAs and site supervisors.

The duration of VISTA positions is 12 months, which includes 10 personal days and 10 sick days.

ROLES AND RESPONSIBILITES

Campus Compact responsibilities:

· Distribute and collect a Memorandum of Understanding between MCC and each host site

· Payment of living allowance and employment benefits (including education award)

· Health benefits

· Select host site institutions

· Oversee recruitment, selection, and placement of VISTA members, in partnership with host site

· Orientation, continuous training, and team meetings for VISTA members

· Provide on-site support and technical assistance, as necessary

· Assess program and member progress toward objectives

· Provide opportunities for member professional development

· Oversee grievance procedures, if necessary

· Overall evaluation of the Campus Compact VISTA program

· Oversight and quality assurance to meeting MCC and AmeriCorps objectives

· Member and supervisor support

· Reimbursement of mileage required for Campus Compact events

Host site responsibilities:

· Cost share of $5500 per full-time member (for more details, see above)

· Complete of the Memorandum of Understanding prior to the arrival of the VISTA member

· On-site orientation completed within 30 days

· Document in-kind contributions, including hours of supervision

· Reimbursement of member project-related travel expenses

· Host VISTA team meetings as necessary (provide space)

· Provide office space and materials (including phone, fax, computer, email, etc)

· Daily supervision

· In coordination with  campus PR office, publicize any events or accomplishment of the VISTA Project as they occur

· Follow-through on any additional benefits that are specified

Site supervisor responsibilities:

· Assist in the recruitment and selection of VISTA member in partnership with MCC

· Orient, train, and introduce VISTA member to the campus community

· Serve as advocate and liaison to the institution’s administration, faculty, staff, and community, when appropriate

· Complete a supervisor orientation before arrival of the member

· Work with VISTA member to complete progress reports

· Support the member’s attendance of regular VISTA team meetings, trainings, and specified MCC events and provide time in the member’s work plan to complete all service-related paperwork

· Provide supervision and feedback through regular meetings

· Approve online timesheets and tracking of in-kind data

· Communicate in a timely manner with MCC about any problems or concerns about the member, should any significant issues arise

Host sites must provide office space, including full-time access to phone, fax, computer, and email. Monies to cover member supplies and some travel must also be provided. Applicants are strongly encouraged to identify or provide room and/or board for members. If a site cannot provide housing, they are strongly encouraged to assist the member in finding housing. MCC also encourages applicants to offer members the benefits that are available to staff, such as tuition remission, gym and library access, etc.

CONTACT AND APPLICATION

To apply, please go to www.mainecompact.org or email Jillian Winters at jillian@mainecompact.org to request an application.

For any questions regarding the VISTA program, please contact:

Craig DeForest

Program Manager

craig@mainecompact.org
(207)786-8346   
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HOST SITE APPLICATION 2012-2013

Proposals are due by 5:00 p.m. on Friday, March 16, 2012 to:
Jillian WintersMaine Campus Compact

220 College St, #2

Lewiston, ME 04240

jillian@mainecompact.org 
P: (207) 786-8392 

F: (207) 786-6053

Please email proposals. Proposals should be accompanied by a scanned, faxed, or mailed version of the Certification page with all required signatures by the deadline.

TECHNICAL ASSISTANCE CALLS:

All applicants are required to attend at least one technical assistance call. Calls are scheduled for the following times:

· Friday, February 17th, at 9am

· Thursday, February 23rd at 1:30pm

· Monday, March 12th at 1pm

For all of the calls, the log-in information will remain the same. Please dial (218-936-4141) and use participant code 5598615 #.

I.
Applicant Information:

Name of institution:

AmeriCorps*VISTA site supervisor:

Title:

Address:

Phone:




Fax:

Email:
II.
Project Goals and Fit (one page max):
This description helps MCC understand your goals and intentions for this project. This should refer directly to the program goals outlined in the Overview section of the Application Guidelines. Please be clear about how your intermediate and long-term goals fit with the overall goals of the program.

III:
VISTA Assignment Description (two page max):

This will serve as the AmeriCorps member’s work plan and will be referred to during summer training/orientation. It should include enough detail so that it presents a clear picture of member activities and goals throughout the year.

All assignment descriptions will be expected to include the following:

Maine Campus Compact Program Participation:

· Attend team orientation prior to arriving at your site

· Attend team meetings and trainings at the state level and multi-state level
· Complete timesheets, biannual progress reports, and any other required paperwork in a timely manner
· Liaise with their site to share information about MCC events and initiatives, as appropriate
· Assist with specific events/conferences upon the request of MCC
V.
Position Summary (200 word max)

Please write a brief summary of the position. This description will be used to advertise the AmeriCorps position on the Maine Campus Compact web site during the recruitment process, so make it jazzy!

VI.
Organizational Capacity (one page max)

Describe the institutional capacity that exists to support each position. For satisfactory job performance, MCC requires that the following be provided for each member:
· Secure office/desk space with office supplies

· Designated on-site supervisor responsible for daily supervision and the completion of reporting and evaluation requirements

· College ID with library privileges

· Phone, computer, voicemail and individual email account

· Access to fax, photocopier, and printer

Provide a detailed description of what resources will be provided to the member. Though not all sites have residential living, MCC encourages applicants to provide housing and/or a meal plan for the AmeriCorps*VISTA member whenever possible. This allows MCC to recruit nationally for positions and, where applicable, assimilates the member into the daily life of the campus community. Please note if your organization is able to provide housing and/or a meal plan. Organizations without available housing should provide information on how they will assist the member in locating and/or subsidize housing.
MCC also strongly encourages campuses and organizations to offer members benefits that are available to staff, such as tuition remission, gym access, etc.

VII.
Community Partners
If your member’s project will require coordination with K-12 schools, community agencies or other campus departments, list those here and briefly describe your relationship with those partners.

VIII.
Supervision

Please designate one primary supervisor who will orient, train, supervise, and evaluate the member.  Describe how the supervisor will work with the member to ensure timeliness of reporting and attendance at mandatory events/meetings. The supervisor will also be required to attend a summer meeting with fellow supervisors. Please indicate if additional supervision will come from campus or community partners, and if so, who those supervisors will be.
IX.
Certification 

The applicant certifies that the appropriate authorities of the applying institution have approved the filing of this application, and that these authorities have committed the host site to meet the costs for each AmeriCorps member requested, and has agreed to all provisions stated.

Site Supervisor Name: 





 Title: 






Site Supervisor Signature: 




 Date: 






Authorized Official Name: 




 Title: 






Authorized Official Signature: 




 Date: 





(An Authorized Official is typically a Dean, President, or a member of the Grants Office)
Appendix I. Vista Assignment Description (VAD)

Tips for Creating VISTA Assignment Description

This document provides tips on developing assignment descriptions for VISTA members, and a sample format for developing these assignment descriptions. 

1. Provide each VISTA member with an individual VISTA assignment description that describes the capacity-building activities the member is responsible for completing.

2. The VISTA assignment description should identify key capacity-building tasks and activities that can be realistically accomplished in a single year.

3. Include enough detail in the VISTA assignment description to guide the VISTA member while still allowing for flexibility in carrying out day-to-day tasks and activities.

4. Review the VISTA assignment description with the VISTA and help the member put the VAD  activities into the context of the entire project.

5. Train the VISTA member in their data collection responsibilities, both for MCC data and data for the site. When the VISTA member fills out monthly reports, review these reporting forms to ensure that they address the activities and steps described in the VISTA assignment description.

6. Please note that the term “students” in the milestones refers to K-12 students.

The document on the next page provides a sample of a VAD

AmeriCorps*VISTA Assignment Description (VAD) EXAMPLE
Please be sure that your VAD proposal is clearly outlined.  This document will be used at PSO to help your VISTA prepare for what is expected of them when the start their service on campus.
	VISTA Project: Northern New England Campus Compact VISTA Collaboration 
	VISTA Member Name: Pamela Perfect 


	Site Name:  Awesome University 


	   Assignment Area:  Education
	


	VISTA Member Activities and Steps Checklist
	Planned Period of Work

	Goal: The Northern New England Campus Compact AmeriCorps*VISTA Collaboration will develop programming on campuses across Maine, New Hampshire and Vermont that will increase access and retention to higher education for low income individuals by providing programming focused on improving college aspirations, increasing the belief that college is an option and increasing access to higher education for low income individuals seeking higher education.


	

	Activity 1:

Develop a campus volunteer program to provide high school students, who would be the first in their family to attend college, with assistance on navigating the college application process. 

Milestone being addressed by Activity 1:

(Please check all milestones that apply.  Not all milestones need to be addressed, but you may select more than one.  Include number of students/youth you intend to serve)

( ____  low-income students will advance to the next grade level on time

( ____  low-income students will complete high school

(     65  low-income students will be provided assistance with student loans and college applications

( ____  low-income students who receive assistance will receive student loans

( ____  low-income students assisted with college applications will be accepted into college

( ____  low-income youth will earn high school credit for participation in extended learning 

               opportunities/service learning

( ____  students will participate in extended learning opportunities/service learning activities 

( ____  students will be mentored for a time period exceeding 6 month duration

( ____  students will participate in structured, educational after-school programming for at least 6 mo.

( ____  students will receive scholarships as a result of participating in extended learning opportunities/

               service learning/structured extra-curricular activities

Please list the steps the VISTA will need to take to accomplish Activity 1 (add additional steps as needed)
Step 1: Identify Title I high schools in the community

Step 2: Make contact with appropriate high school personnel to begin partnership and identify students

Step 3: Recruit a team of 10-12 campus volunteers  

Step 4: Train volunteers on assisting students the college application process

Step 5: Identify a monthly schedule that works for volunteers and high school partners

Step 6: Track hours served, number of students served and number of college applications filed

Step 7: Provide reflection activities for volunteers throughout their service

Step 8: Plan celebration event for high school students and volunteers 

Step 9: Work with English department faculty interested in service learning to create a similar project curriculum for college students to work with high school students on college applications.

Tools used to track outcomes: (The site will be required to report on all milestones selected)

Volunteers will be asked to track hours, the number of students served and the number of applications filed though volunteer time logs


	Check planned period of work: 

(  Fall 

(  Winter

(  Spring

(  Summer

	Activity 1 Comments/Summary of Accomplishments: (leave blank, will be reported on in progress reports)

	Activity 1 Completed (date): _________

	Activity 2:

Develop a corps of students to serve as reading/writing buddies to elementary school students in the 21st Century after school program.

Milestone being addressed by Activity 2:

(Please check all milestones that apply.  Not all milestones need to be addressed, but you may select more than one.  Include number of students/youth you intend to serve)

( ____ low-income students will advance to the next grade level on time

( ____  low-income students will complete high school

( ____  low-income students will be provided assistance with student loans and college applications

( ____  low-income students who receive assistance will receive student loans

( ____  low-income students assisted with college applications will be accepted into college

( ____  low-income youth will earn high school credit for participation in extended learning 

               opportunities/service learning

(     25   students will participate in extended learning opportunities/service learning activities 

( ____  students will be mentored for a time period exceeding 6 month duration

(    25   students will participate in structured, educational after-school programming for at least 6 mo.

( ____  students will receive scholarships as a result of participating in extended learning opportunities/

               service learning/structured extra-curricular activities

Please list the steps the VISTA will need to take to accomplish Activity 2 (add additional steps as needed)
Step 1: Contact 21st Century After School Program Director in the community

Step 2: Work with Director to identify appropriate elementary schools to provide services to

Step 3: Recruit a team of 15-20 campus volunteers to serve as reading/writing buddies

Step 4: Work with education faculty to provide a one day training to volunteers on how to work with elementary students on reading and writing skills.

Step 5: Coordinate a weekly schedule and transportation for volunteers to visit the after school program

Step 6: Track hours served and number of students served by volunteers

Step 7: Provide reflection activities for volunteers throughout their service

Step 8: Plan a celebration event for volunteers 

Step 9: Create a manual for future volunteers who want to volunteer with the 21st Century after school programs.

Tools used to track outcomes: (The site will be required to report on all milestones selected)

Volunteers will keep time logs to track their hours and the type of activity they do with students.  


	Check planned period of work: 

(  Fall 

(  Winter

(  Spring

(  Summer

	Activity  Comments/Summary of Accomplishments: (leave blank, will be reported on in progress reports)

	Activity 2 Completed (date): _________
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