Policy & Procedures 2007-08
Reporting

Activity Reports
AmeriCorps*VISTA members are expected to complete monthly activity reports detailing progress towards goals, program activities and resource development. The reports fulfill the following three purposes: first, they provide an opportunity for Texas Campus Compact to monitor, identify and address issues early; second, the reports provide each AmeriCorps*VISTA with an opportunity to reflect upon his/her accomplishments and challenges; third, the reports help facilitate a connection between the project site and Texas Campus Compact. 

· Activity Reports are due no later than the last Friday of each month, unless otherwise indicated on the calendar of Events & Project Deadlines.
· Activity Reports must be submitted to the VISTA site supervisor and both VISTA leaders.

Projects
AmeriCorps*VISTA members are asked to complete a different project each month. The projects are designed to enhance the VISTA member’s problem solving skills, encourage the VISTA member to network, and stimulate discussion among VISTA members about social justice issues and current events affecting the local and national community today. 

· The projects must be turned into the VISTA leaders and are available to supervisors upon request. 

Quarterly Progress Reports
AmeriCorps*VISTA members are required to submit quarterly progress reports that provide both a comprehensive review of VISTA member’s progress towards objectives and quantifiable data that demonstrates sustainability. The quarterly reports are a summation of the monthly activity reports. The VISTA member must complete the report, review it with his/her site supervisor and submit it to TXCC’s VISTA supervisor.

· Reflection – A narrative summation from the site supervisor (evaluating the VISTA member’s progress, professionally and personally) must accompany the progress report. 

· Quarterly progress reports due dates for 2007 are the following:


October 10, 2007 for July, August, September


January 10, 2008 for October, November, December


April 10, 2008 for January, February, March


July 10, 2008 for April, May, June 
Member Review/ Evaluation
Each quarterly progress report must be accompanied by a member performance review. The purpose of the member review is to provide members with feedback about his/her performance, clarify expectations related to specific service duties, highlight strengths and identify areas needing improvements. Furthermore the member review provides TXCC with legal grounds for retention, re-enrollment or termination of members.

· Members will be given page 1 and 2 of evaluation to complete on their own. Ask the VISTA member to choose three items for discussion that he/she has done well and three items for improvement.

· Schedule a time to meet and complete the joint review by re-completing page 1 (after discussion) and completing page 3 together.


Page 1: Document your agreement on a joint review form after discussing areas of agreement and disunity. 
It is important to score candidly and there is no harm in leaving room for growth. (When scoring keep in 
mind that, under normal working conditions, no more than 5% of employees receive scores of 5, which 
equates to exceptional)


Page 3: VISTA member and supervisor document strengths, weaknesses and areas needing improvement, 
and develop an action plan together to improve performance. 


Performance Improvement Plans: Should be clear and specific. The plan should be a responsibility of 
both the VISTA member and supervisor providing specific dates and measurable results.

Supplementary Reporting
In addition to the above reports, Texas Campus Compact may collect additional information throughout the VISTA member's term of service.

Program Reporting Non Compliance 

Activity Reports & Projects
AmeriCorps*VISTA supervisors will be notified in writing if the VISTA member fails and/or is tardy turning in an activity report or project. If the VISTA member fails and/or is tardy turning in two activity reports and/or projects during his/her term of service, a mandatory conference call will be scheduled with the VISTA member, VISTA site supervisor, VISTA leaders and TXCC’s Associate Director.  

Quarterly Progress Reports
The quarterly progress report is required by the Corporation for National & Community Service and its completion and submission is required to meet the guidelines of the VISTA grant. If the VISTA member fails to turn the report in by the due date a “Notice of Failure to Submit Report” will be sent to the VISTA supervisor. It then becomes the supervisor’s responsibility to meet with the VISTA member and complete the progress report within 72 hours of receiving the notice. 

Site Visit & Training
Site Visits
One formal on-site visit will be conducting during the VISTA member's service term by the VISTA leaders. 

· The site visit involves interviews with program staff, AmeriCorps*VISTA member, program partners and other community stakeholders. 

· Ideally, the scheduled site visit should coincide with an event or opportunity to “see the VISTA member in action.”
Additional On-Site Visits
When certain circumstances or issues arise, an impromptu site visit may be warranted.

Corporation for National & Community Service Mandatory Trainings
Each VISTA member is required to attend two trainings held by CNCS; under no circumstance is the VISTA member allowed to miss these trainings.

· Pre-Service Orientation (PSO) conducted before VISTA member arrives at his/her service site
· Early Service Training (EST) is conducted approximately three months after PSO
VISTA Benefits & Reimbursement 

Living Allowance
Each VISTA member receives a monthly stipend of approximately $800/month. Campuses are allowed and encouraged to provide additional benefits (such as a meal plan or housing); however, campuses are not allowed to give these in the form of cash. VISTA members are not allowed to receive any money from outside sources during his/her year of service.

Vacation/Sick Time
AmeriCorps*VISTA members are given 10 sick days and 10 vacation days during his/her year of service.

· The VISTA member cannot take vacation and/or sick time during the last two weeks of his/her service.

· If the VISTA member needs additional vacation time due to family emergency, the VISTA member must provide written documentation to TXCC and his/her site for approval.
Mileage Reimbursement

· If traveling to a mandatory CNCS or TXCC training event, the respective party will be responsible for reimbursement. It is the VISTA member’s responsibility to submit the proper form. 

· The VISTA member's host site is responsible for reimbursing the VISTA member for all project related travel. The VISTA member should follow the procedure established by the host site.
Community Service
Each VISTA member is allowed to spend up to 10% of their time doing direct service. The VISTA member must get approval from his/her site supervisor before volunteering during his/her regularly scheduled office hours.
Professional Development
The VISTA member and supervisor should develop a plan that includes career goal setting, skill enhancement and training opportunities.

Further information regarding any of the following areas please refer to the AmeriCorps*VISTA handbook (available online at http://www.americorps.gov/pdf/FY03_VISTA_handbook.pdf)

· Education Award or end of year stipend 

· Health benefits 

· Relocation allowance 

· Student loan forbearance or deferment

· Non-competitive eligibility
· Childcare assistance 

Early Termination & Extending Term

Early Termination 
Should a VISTA member decide to terminate his/her service early, the VISTA member and supervisor must contact TXCC immediately for appropriate paperwork.

· If a VISTA member must terminate for compelling circumstances (defined as situations beyond the member’s control that hinder the successful completion of service term), he/she may be eligible for a pro-rated education award. 

Extending Term
AmeriCorps*VISTA members are allowed to serve for three years with AmeriCorps; however, VISTA members are only allowed to receive two Education Awards. VISTA members may also extend his/her service for up to 11 months if he/she is unable to commit to a full term. In the event that the VISTA member wishes to extend his/her service at the current host site, the following must be submitted to TXCC one month prior to the VISTA member’s end of service term:

· Written notice from VISTA member that he/she intends to extend

· A letter from the VISTA supervisor supporting the VISTA member's extension

· The supervisor and VISTA member must provide a detailed outline of what the VISTA member’s activities, project goals and project outcomes will be throughout the duration of the extension

· VISTA member will need to complete and submit all required CNCS paperwork
· Failure to submit the above paperwork in a timely manner may result in lapse of health care coverage and/or living allowance
· Submission of the above paperwork does not guarantee that a VISTA member will be granted an extension. Texas Campus Compact will review activity reports, progress reports, quarterly reports and evaluations before recommending a VISTA member continues at his/her service site.

Grievance Procedures

All TXCC VISTA members must file complaints in accordance with the following procedures set forth below.

Alternative Dispute Resolution

· Pre-Complaint Process – All interested parties should attempt to resolve any problems or disputes with the other party on a one-to-one basis.

· Neutral Facilitation – If the pre-complaint process does not resolve the matter, either party may request that a neutral party assist in facilitating a resolution. The alternative dispute process is confidential, non-binding and informal.  The neutral party may not participate in the formal complaint process.

Formal Grievance Proceeding

· Time Limits – Except for a grievance that alleges fraud or criminal activity, a grievance must be made no later than one year after the date of the alleged occurrence. If a hearing is held on a grievance, it must be conducted no later than 30 calendar days after the filing of such grievance. A decision on any such filed grievance must be made no later than 60 days after filing.

· Effect of Informal Process – In the event an aggrieved party files a grievance after participating in an informal dispute resolution process, the neutral party may not participate in the formal grievance proceeding. In addition, no communication or proceeding of the informal dispute resolution process may be referred to or introduced into evidence at a grievance or arbitration proceeding.

Arbitration

· Selection of Arbitrator – If there is an adverse decision against the party who filed the grievance, or no decision has been reached after 60 calendar days after the filing of a grievance, the aggrieved party may submit the grievance to binding arbitration before a qualified arbitrator who is jointly selected and who is independent of the interested parties. If the parties cannot agree on an arbitrator within 15 calendar days after receiving a request from one of the parties, the Corporation will appoint an arbitrator from a list of qualified arbitrators.

· Time Limits – An arbitration proceeding must be held no later than 45 days after the request for arbitration, or if the arbitrator is appointed by the Corporation, the proceeding must occur no later than 30 calendar days after the arbitrator's appointment. A decision must be made by the arbitrator no later than 30 calendar days after the date the arbitration proceeding begins.

· Cost – In accordance with 42 U.S.C. 12636(f) (4) (D), the cost of the arbitration proceeding must be divided evenly between the parties to the arbitration unless the party requesting a grievance proceeding prevails. If the grievant prevails, the Grantee must pay the total cost of the proceeding and reasonable attorney’s fees of the prevailing party incurred in connection with the ADR proceeding.

· Effect of Noncompliance with Arbitration – Pursuant to 42 U.S.C. 12636(f) (7), a suit to enforce an arbitration award may be brought in any federal district court having jurisdiction over the parties without regard to the amount in controversy or citizenship.

Suspension of Placement
If a grievance is filed regarding a proposed placement of a member in a program or project, such a placement must not be made unless the placement is consistent with the resolution of the grievance.

Remedies
Remedies for a grievance filed under a procedure established by the Grantee may include:

· Prohibition of a placement of a member; and

· In grievance cases where there is a violation of non-duplication or non-displacement requirements and the employer of the displaced employee is the Grantee:

i. Reinstatement of the employee to the position he or she held prior to the displacement;

ii. Payment of lost wages and benefits;

iii. Re-establishment of other relevant terms, conditions and privileges of employment; and any other equitable relief that is necessary to correct any violation of the non-duplication or non-displacement requirements or to make the displaced employee whole.
Communication

Communicating with the State CNCS Office
All correspondence from the VISTA site supervisor and VISTA member must be sent through Texas Campus Compact before being sent to the state CNCS office, unless otherwise instructed. In most cases, the proper point of contact is the TXCC VISTA leaders.

Modifications to Program
The VISTA site supervisor and/or VISTA member must notify TXCC in writing when an adjustment, revision or alteration directly affecting the VISTA member is made within the program. Examples include, but are not limited to the following:

· Relocation of VISTA’s office space

· Changes to the work plan

· Organizational changes such as VISTA supervisor transferring or resigning 

Email
AmeriCorps*VISTA members are expected to be professional and respectful in their email correspondence. The VISTA member is also expected to be aware of and abide by the email policy at his/her host site.

BaseCamp
Texas Campus Compact's BaseCamp is intended to provide VISTA members easy, 24-hour access to a wide range of organization news, technical assistance, reference data, policies, procedures, other documentation and optional volunteer activities in an interactive "bulletin board" format. In addition to improving internal communication, TXCC BaseCamp should be utilized to improve VISTA communication and to provide a forum for VISTA members to discuss issues outside of the formal communication structure (i.e., reports, conference calls, etc.)

· TXCC BaseCamp must not be used to communicate confidential information
· Users of TXCC BaseCamp must observe courtesy towards other users. Use of discriminatory, insulting, offensive, disrespectful, demeaning or sexually suggestive language (as determined by the VISTA leaders) is prohibited
· Users are expected to be responsible for his/her own exposure to offensive content.  Offensive content is to be reported to the VISTA leaders and not responded to in the thread.  VISTA leaders will then take down the thread if it is determined to meet the standards as explained in the previous rule
· VISTAs who repeatedly or severely violate the guidelines or restrictions risk loss of TXCC BaseCamp privileges or disciplinary action
Conference Calls
Conference calls are held monthly with VISTA members to discuss issues of importance or concern, receive updates and to help the VISTA member’s network with each other and share experiences and resources.

· If a VISTA member is unable to participate in a scheduled conference call, they must notify the VISTA leaders in writing at least three days prior to conference call.
AmeriCorps*VISTA Role Description & Supervisor Role Description



Supervisor Should


Orient AmeriCorps*VISTA with host site, work plan, community as outlined in the individualized OSOT plan


Provide mentorship and guidance for AmeriCorps*VISTA in accomplishing goals, objectives, personal and professional development.


Use approved AmeriCorps*VISTA work plan as the source of tasks and responsibilities


Schedule regular meetings with AmeriCorps*VISTA to discuss projects, projects, goals, etc.


Ensure the AmeriCorps*VISTA receives reimbursement for local travel associated with the project


Inform TXCC Associate Director of any changes in status of AmeriCorps*VISTA and other concerns related to the VISTA project


Participate in schedule trainings, site visits and conference calls


Ensure the completion and review all VISTA reports in a timely manner








VISTA Supervisor Should Not


Give permission for the AmeriCorps*VISTA to be employed in any other paid position for the full year


Allow AmeriCorps*VISTA to take more than three credit hours per semester to either 1.) Maintain eligibility for a Pell Grant, or 2.) Take a course directly related to their project assignment


Ask/Require AmeriCorps*VISTA to participate in prohibited activities that include registering people to vote, driving people to the polls, partisan or nonpartisan political activity or religious instruction or activity


Expect AmeriCorps*VISTA to displace or replace staff of the sponsoring organization


Require AmeriCorps*VISTA to perform tasks unrelated to approved work plan








AmeriCorps*VISTA Should Not


Be employed in any other paid position during term of service


Attend classes; exceptions for part-time enrollment: 1.) You are a recipient of a Pell Grant, or 2.) The class is directly related to your project assignment


Register people to vote, drive people to the polls or work the polls


Take any action with respect to partisan or nonpartisan political activity or provide religious instruction that would result in the identification or apparent identification of you as an AmeriCorps*VISTA member


Displace or replace staff at the sponsoring organization


Supervise employees of the sponsoring organization


Spend the majority of their time providing direct service to individual clients or community members








AmeriCorps*VISTA Should


Make a full-time commitment during term of service; this may translate into irregular hours and weekends 


Be utilized as “catalysts” within the overall community, using human, financial and material resources


Concentrate efforts on activities detailed in the approved work plan


Participate in scheduled trainings, site visits, and conference calls


Complete reports and reflections in a timely manner


Spend the majority of time providing indirect service at the site and in the community
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