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Proposal for Hosting a 
National Service Member 
with 

UCAN VISTA Coalition or 
United Communities AmeriCorps Program
2012 - 2013
[insert organization name]

[insert position title]

Winter 2012
To Potential AmeriCorps and/or VISTA Host Site:

Thank you for your interest in hosting a National Service Participant to help create increased community capacity.  Every year we release a Request for Proposals in the community to schools, non-profits, government agencies, Native American tribes and faith-based organizations to let them know about the exciting opportunity to host an AmeriCorps or VISTA member at their organization starting in late summer or early fall. Hosting a member can make a huge difference not only for your organization, but for your entire community. For the 2012-13 project year, interested organizations will submit a Pre-Application to the UCAN office no later than February 15, 2012. The VISTA and AmeriCorps Program Directors will review all concept papers and determine whether the proposed project is a better fit for AmeriCorps or VISTA.  We will then forward additional information and request for additional information to complete the application process.  This additional information will be due by April 13, 2012.
After all components of the application are received, a team of community readers will read applications for clarity and to determine if proposed projects appear to address real needs within the program focus areas.  Readers will also evaluate how well the applicant organization has planned to provide a meaningful service experience for National Service members. Applicant organizations will then have an opportunity to respond to requests for clarification and answer questions.
To make the application process a little bit easier, here are some highlights from the guidelines to make your application more competitive. First, it is important that your application be well thought out and that you clearly describe what the National Service member will actually be doing. Sometimes when people write grants they add in a lot of fancy language and detail to make it sound more exciting, but in this application, it is more important to be concise. Please remember that a National Service member’s term of service is one year in length or less, so when completing the timeline of activities, be realistic with your expectations. When you translate this into the position description, remember that this is the document we use to recruit members, so make the duties and responsibilities clear. 

One of the most important decisions you can make when considering whether or not to host a national service member is choosing the person who will supervise your member. Make sure that person is an active part of this application process and that he or she understands the requirements of being a supervisor – All National Service member supervisors are required to participate in a host-site orientation and supervisor training. All national service member supervisors are expected to meet with the service member a minimum of one hour per week and to be accessible to answer questions on an as-needed basis.  At the VISTA site orientation, supervisors will create VISTA Assignment Descriptions and develop a more concrete roadmap for the VISTA member to refer to during his/her service term. 

Please carefully read the application guidelines before completing the pre-application. The guidelines provide more in-depth explanations for how to proceed and can be your best resource for creating a successful application. They can also clear up any confusion you have about UCAN’s multiple national service programs.
If after reading things over and discussing the financial obligations with your fiscal staff, you feel like hosting a National Service member at your organization is the best choice, please email Sarah Davis at sarah.davis@ucancap.org or jane.larsen@ucancap.org to request the pre-application or download the pre-application online at www.ucancap.org
Thanks once again for your desire to be our partner in the coming year. We look forward to hearing from you and hopefully to reading your pre-application.

UCAN National Service Project Pre-application Coversheet


Please contact UCAN for an electronic copy. 

	Contact information for legal applicant organization

	Legal applicant or Host Site: 

	                                                         (Organization responsible for contract e.g. Roseburg School District)

Address: 

	Main project contact: 
	Title: 

	Phone: 
	Fax: 

	E-mail: 
	

	Alternative address (if applicable, e.g., during school vacation): 

	Phone: 
	E-mail: 

	Contact information for on-site supervisor (if different from legal applicant)

	Site organization: 

	                                                         (Organization where the member will serve e.g. Hucrest Elementary School)

Address: 

	On-site supervisor: 
	Title: 

	Phone: 
	Fax: 

	E-mail: 
	Website: 

	Contact information for mentor (if member will work closely with someone other than supervisor)

	Name: 
	Title: 

	Address: 

	Phone: 
	Fax: 

	E-mail: 
	

	Contact information for Person responsible for receiving and signing CONTRACT 

	Name: 
	Title: 

	Phone: 
	Fax: 

	E-mail: 
	

	Contact information for individual who should receive billing

	Name: 
	Title: 

	Address: 

	Phone: 
	Fax: 

	E-mail: 
	


National Service Pre-application Coversheet 
(continued)
1. Please indicate your organization type:

 FORMCHECKBOX 

501(c)(3) community-based organization

 FORMCHECKBOX 

School district or educational service district

 FORMCHECKBOX 

Government agency: city, county, regional, state or federal
 FORMCHECKBOX 

Native American tribe
2. How many members are you applying for?          FORMCHECKBOX 
 One    FORMCHECKBOX 
 Two   Other ______

(a separate application needs to be prepared for each position unless they are identical)

Are you applying to host      FORMCHECKBOX 
 VISTA
 FORMCHECKBOX 
 AmeriCorps*STATE
 FORMCHECKBOX 
 Unsure
3. Which of UCAN’s National Service Priority Focus Areas will your proposed project address?  (Please see UCAN National Service Focus Areas on page 2 of the Pre-Application Guidelines)
 FORMCHECKBOX 

Education (including school readiness, success in school and college access and success)
 FORMCHECKBOX 

Healthy Futures (Food Security and Access to Health Care)

 FORMCHECKBOX 

Economic Opportunity – (Employment, Housing and Financial Literacy) 
4. In what county/counties will the service be conducted ___________________________,
Members may serve in Coos, Curry Douglas or Josephine counties. VISTAs may also serve in Jackson County.
5. If applicable, have you discussed the placement with your union representative?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    FORMCHECKBOX 
 N/A

6. The project site is accessible:     FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

7. The member will have access to the following resources for service activities (check all that apply):

 FORMCHECKBOX 

Telephone/Voicemail
 FORMCHECKBOX 
 Fax machine


 FORMCHECKBOX 

Computer
 FORMCHECKBOX 
 Email

 FORMCHECKBOX 

Internet 
 FORMCHECKBOX 
 Office space (indicate square feet) _______
 FORMCHECKBOX 

Other (please specify) _______
8. Transportation for member service activities:

 FORMCHECKBOX 

An organizational vehicle is available for service business. Member must be covered by organization’s vehicle insurance policy. 

 FORMCHECKBOX 

Personal vehicle is necessary and mileage reimbursement (at organization’s employee reimbursement rate) is approved. Member may not transport clients or youth in a personal vehicle. If personal vehicle is required, note this qualification on the position description.

 FORMCHECKBOX 

Other: _______
 FORMCHECKBOX 

No position-related travel is required.
9. Placement Site Match 

 FORMCHECKBOX 
 Level 1: $6,000…Sites that have never before received a national service member from UCAN before.

 FORMCHECKBOX 
 Level 2: $6,500…Sites that have previously received a member from UCA

 FORMCHECKBOX 
 Level 3: $7,000..For VISTA projects when the site has previously hosted a three-year VISTA project through UCAN.
10. Cash Match: is…
 FORMCHECKBOX 
 Pending
 FORMCHECKBOX 
 Secured
If pending, when will it be confirmed  _______
11. Source of funding:
 FORMCHECKBOX 
 Federal 
 FORMCHECKBOX 
 State 
 FORMCHECKBOX 
 Local
 FORMCHECKBOX 
 Foundation 
If Federal, please identify the source: _______
***In-Kind:  UCAN requires each hosting organization to provide $5,000 of in-kind donations made in support of member project(s).  In-kind could include supervisor time, office space, mileage reimbursement, bus passes and other non-monetary support. ***
Pre-application Coversheet 
(continued)
Acknowledgements

We understand that National Service members placed through UCAN are required to attend quarterly team meetings, participate in team in-service training and participate in a minimum of three service events per year.  We agree to release them from the site to participate in team meetings, training and service events.   We support UCAN in its effort to provide member training and recognition events and will accommodate occasional absences of the member (with advance notice, when possible) for this purpose.
Certifications: Drug Free Workplace and Non-Discrimination Policies

The legal applicant organization has an active Drug Free Work Place Policy and an active Non-Discrimination Policy.


Assurances

As the duly authorized representative of the applicant, I certify, to the best of my knowledge and belief, that the applicant:

· Has the legal authority to apply for federal assistance, and the institutional, managerial and financial capability (including funds sufficient to pay the local cash match) required to ensure proper planning, management and completion of the project described in this application.

· Will comply with all applicable requirements of all other Federal laws, executive orders, regulations and policies governing this program.

· Will keep such records and provide such information to UCAN or to the Federal government with respect to the program as may be required for fiscal audits and program evaluation, including documentation of in-kind match.

· Will comply with the non-displacement rules found in section 1777(b) of the National and Community Service Act of 1990 as amended (42 U.S.C. 12501 et seq.).  Specifically, an employer shall not displace an employee or position, including partial displacement such as reduction in hours, wages, or employment benefits, as a result of the employer using an AmeriCorps member; a service opportunity shall not be created that will infringe on the promotional opportunity of an employed individual; an AmeriCorps participant shall not perform any services or duties or engage in activities that (1) would otherwise be performed by an employee as part of the employee’s assigned duties; (2) will supplant the hiring of employed workers; (3) are services or duties with respect to which an individual has recall rights pursuant to a collective bargaining agreement or applicable personnel procedures; or (4) have been performed by or were assigned to any presently employed worker, an employee who recently resigned or was discharged, an employee who is on leave, an employee who is on strike or is being locked out, or an employee who is subject to a reduction in force or has recall rights subject to a collective bargaining agreement or applicable personnel procedure.

· Will comply with the ineligible service provisions found in section 132 of the Act.  Specifically, a program may not use AmeriCorps members to perform service that provides direct benefit to any (1) business organized for profit; (2) labor union; (3) partisan political organization; (4) organization engaged in religious activities (unless such service does not involve the use of assistance or participants to give religious instruction, conduct worship services, provide instruction as part of a program that includes mandatory religious education or worship, construct or operate facilities devoted to religious instruction or worship, or engage in any form of proselytizing; or (5) nonprofit organization that fails to comply with the restrictions contained in section 501 (c)(3) of the Internal Revenue code (26 U.S.C. 501 (c)(3).  

· However, the provisions contained in section 132 of the Act shall not be construed to prevent participants from engaging in advocacy activities undertaken at their own initiative. 

· Will comply with all Prohibited Activities related to AmeriCorps member service. 
By signing below, you certify that you agree to perform all actions and support all intentions in the Acknowledgement, Certification and Assurances sections above.

Organization Name:  

Project Name: 

Name of Authorized Representative:  

Title of Authorized Representative:  

Signature: 
Date:  


UCAN National Service Pre-Application Questions

NOTE:  THOUGH VISTA PROJECTS MAY LAST FOR UP TO THREE YEARS, PLEASE BE AWARE THAT THIS APPLICATION IS FOR ONE YEAR ONLY.  PROJECTS LASTING BEYOND ONE YEAR WILL BE REQUIRED TO COMPLETE A PROJECT CONTINUATION REQUEST DOCUMENTING PROJECT PROGRESS, AND JUSTIFICATION FOR CONTINUATION.   

Directions: Answer each of the questions individually below. Excluding the Cover Sheet and Position Description, proposals may not exceed 10 double-spaced pages (12-pt, Times Roman font preferred). For detailed information about the proposal guidelines, refer to Selection Criteria on page 8 of the Pre-Application Guidelines. For technical assistance, please contact Jane Larsen at 541-492-3525 or jane.larsen@ucancap.org or Sarah Davis at 541-492-3518 or sarah.davis@ucancap.org. 
Quality of Project
40%


1. Provide an overview of the direct service and/or capacity building project you propose (tell us who, what, where, when and why). 

2. Develop a timeline of the member’s major project activities (timeline must be specific to the member’s service and not cover the program in general).  If you are a school, please remember to include a plan for the summer.
3. How does this proposed project meet the needs of the community that your organization serves? 

4. How will this project increase the level of service your organization provides to the community? Include a description of any activities your organization is currently doing to address this community need. 
5. Describe how this position is unique and different from any current or past staff positions or functions.
6. How will you know the project has been successful – what if anything will have permanently changed? 
7. If you are a returning site with either program, how is this project distinctly different from any previous VISTA or AmeriCorps project(s)? 
Organizational Capacity

30%

1. In one or two paragraphs, state your organization’s history and mission. Include your organization’s qualifications for conducting the project you propose. 
2. How will you incorporate National Service member(s) into your existing organizational structure? Describe your plan for educating staff and community members about National Service and the service member’s role in your organization.

3. Who at your organization will be supervising the member? What supervisory experience does this person have? Describe the structure for daily supervision and overall project oversight. Note: All Supervisors must participate in the Supervisor Training events listed in the RFP guidance.
4. Describe how your organization will provide support to the member in the following areas:

a) Orientation: Provide a general outline of your orientation plan, including orientation to your organization and community.

b) Training: List two skills trainings you will provide for the member.

c) Professional Development: Describe the professional development opportunities available to the member.

d) Space: Describe the office space the member will occupy.

5. Outline your strategy for assisting with recruitment of National Service member(s).  (UCAN will post positions on the AmeriCorps website, but will not advertise locally.)
Sustainability
20%
UCAN views each National Service member placement as an opportunity to build increased capacity within communities while developing long-term solutions to community issues. Please clearly describe the organization’s plan for long-term sustainability of this project. .   A placement cannot be guaranteed to last more than one year and UCAN expects the project will continue beyond the member’s term of service.
1. How does this project fit into your organization’s strategic plan?

2. How will the member’s activities support the long-term, sustainability of the project? For example, will the member develop systems, materials or documents or recruit volunteers that the organization can continue to utilize after the member’s term of service is complete?
3. How will the organization continue the project in the future without the support of a National Service member? Include strategies for fundraising, incorporating the position into existing staff functions or other strategies. If you have previously been successful at making AmeriCorps/VISTA project activities sustainable, please describe that success.  
Evaluation
10%

To be eligible for an UCAN member, you must develop a position description to be shared with applicants.  This must detail the activities you anticipate your member doing, the qualifications for this position and any additional benefits your organization will offer.
UCAN National Service - Position Description Guidelines

Using the template on the following page, please complete a position description for EACH distinct position that you are requesting; UCAN will include the information we require. The information you provide is essential for recruiting qualified candidates, we encourage you to make it compelling and detailed. Examples on pages 9-11 of the Pre-Application Guidelines.
Position Title - Provide a position title (up to 46 characters) for the position. Fill in the number of positions you are requesting. 

Project Host Site- Provide the name of your organization and the website address where applicants can learn about your organization. 

Project Location - Provide the site location address.  If your project will require the member to report to more than one location on a regular basis, please describe.

Position Summary - Provide a paragraph of 150 words or less summarizing 1-3 key goals for the position.  Prioritize the position goals and indicate the percentage of time the member can expect to spend on each of these goals.

Essential Responsibilities - List 5-9 tasks or duties that are critical to carrying out the position.  
Marginal Responsibilities – List those activities that are seldom or only intermittently performed. The position does not exist solely to fulfill these tasks, and the removal of these functions would not drastically alter the nature, purpose, or result of the essential tasks to be accomplished by the national service participants.

Position Requirements - List up to 9 requirements that will be specific to the position. Please keep in mind that national service is a professional development and service opportunity. Be sure to include any of the following that apply:

· Excellent writing skills
· Personal vehicle is required for service activities and mileage reimbursement is provided.

· Must have a valid driver's license, clean driving record and ability to provide documentation.

· Ability to successfully pass a drug test (random or otherwise) conducted by project host site.

Preferred Qualifications - Provide up to 7 preferred qualifications that will be specific to your position. 
Service Conditions - Describe the environment in which the member or volunteer will be conducting their service.

Physical/Intellectual Demands - Describe the general physical and intellectual demands of the position

Equipment Used - List the technology, tools, or machines that are applicable to the position
Member Benefits Include - Describe any other benefits that your organization will provide to the member.  Examples include rental assistance, flexible hours, etc.
Transportation information - Include all of the following that apply:

· Organizational vehicle is available for service activities. Member is covered by organization’s vehicle insurance policy.

· Project site is accessible by public transportation. 

· Project site is not accessible by public transportation. 

· Personal vehicle is recommended to get to service site.

· Bus tickets are available for service activities and will be provided by the project host site. 

· Monthly/annual transit passes are available for service activities and will be provided by the project host site.

UCAN National Service Programs Position Description

Position Title 

Project Host Site:  

UCAN Mission: This position is in partnership with the United Community Action Network (UCAN). UCAN's mission is: Creating solutions to Poverty, Improving Lives in Our Community. www.ucancap.org


Project Location: 

Position Summary: 

Essential Responsibilities (to include, but not limited to):

· . 

Marginal Responsibilities (to include, but not limited to):

Position Requirements: 

Preferred Qualifications: 

Member Benefits Include: 

Service Conditions:

Physical/Intellectual Demands

Equipment Used:

Transportation Information: 
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