PCEI Individual Placement Proposal Cover sheet

Directions: Please complete all four pages of the cover sheet. 

Contact information for legal applicant organization:

Legal applicant/Sponsoring agency:






(Organization responsible for the contract e.g. Pine School District)

Address:





Main project contact:

Title:



Phone: 

Fax: 



E-mail:

Web Address: 


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. Harriet Elementary)

Address: 






On-site supervisor: 

__________________
Title: 



Phone: 


Fax: 



E-mail: 


Web Address: 


Contact information for individual responsible for signing legal contracts in your organization (Check with your business office)

Contract signee: 

                                    
Title: 



Address: 






Phone:  


Fax: 



E-mail: 



Contact information where initial contract should be sent: (if different from the contract signee)

Name:  

                                     
Title: 


Address: 





Phone: 


Fax: 



E-mail: 



Contact information where finalized contract should be sent: (if different from the contract signee)

Name:  

                                     
Title: 


Address: 





Phone: 


Fax: 



E-mail: 



Contact information for individual who should receive billing:

Name: 

                                    
Title: ___________________


Address: 





Phone: ______________________  
Fax: 

  ​​​​​​​​​​​​​​E-mail:



Cover Sheet (continued)

Directions: Double click on each check box to select if using the electronic template.  Find the electronic template at <www.pcei.org/pcc/ip.htm>. 
Program Resources & Requirements

How many members are you applying for?
 FORMCHECKBOX 
 One
 FORMCHECKBOX 
 Two
 FORMCHECKBOX 
 Three   FORMCHECKBOX 
 Other:  _______







 FORMCHECKBOX 
 1700 hours  FORMCHECKBOX 
 900 hours   FORMCHECKBOX 
 900 hour field team

Are you applying to be a first-time sponsor with PCEI?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No


Which start date are you applying for?  
 FORMCHECKBOX 
 September 2009  FORMCHECKBOX 
 January 2010






 FORMCHECKBOX 
 April 2010  FORMCHECKBOX 
 May 2010






 FORMCHECKBOX 
 900 hours only, not field teams: Other date _________________

1. Which objective best represents your placement’s focus? (Choose one) 



 FORMCHECKBOX 
 Improve watershed and habitat health



 FORMCHECKBOX 
 Enhance public lands



 FORMCHECKBOX 
 Increase resource conservation



 FORMCHECKBOX 
 Increase awareness of environmental issues and concepts



 FORMCHECKBOX 
 Increase volunteer involvement in environment and education issues



 FORMCHECKBOX 
 Engage disadvantaged youth in environmental service


 FORMCHECKBOX 
 Increase the service learning capacity of schools and organizations to address environmental issues

5. Will your organization be able to assist your placement in securing local affordable housing?   FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

6. Type of transportation available for member(s) to get to service site: (check all that apply)

 FORMCHECKBOX 
 Carpool  FORMCHECKBOX 
 Public Transportation:  FORMCHECKBOX 
 Personal vehicle required  FORMCHECKBOX 
 Bike/Walk

7. Transportation requirements for member service activities: Please keep in mind that some of our member applicants do not own personal vehicle.  
 FORMCHECKBOX 

An organizational vehicle is available for service related activities and the member is covered by organization’s vehicle insurance policy.
 FORMCHECKBOX 

Personal vehicle is necessary for member service activities and mileage reimbursement is approved.

 FORMCHECKBOX 

Bus passes/tickets for member service activities are approved.

 FORMCHECKBOX 

Will your placement require that the member drive a large vehicle, such as a 15-passenger van?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

 FORMCHECKBOX 

Does your organization require driver or other training to do this placement?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

8. The project site is wheelchair accessible:  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

9. The member will conduct the majority of the service activities in the following (list up to 3):  

counties: 




legislative districts: 
​​​​​​​​​​​​​​​


congressional districts: 


10. The member will have access to the following resources for service activities: (Check those that apply)

 FORMCHECKBOX 

Telephone/Voicemail
 FORMCHECKBOX 
 Fax machine


 FORMCHECKBOX 

Computer
 FORMCHECKBOX 
 Email Account

 FORMCHECKBOX 

Internet 
 FORMCHECKBOX 
 Office space, please specify square feet ____________

 FORMCHECKBOX 

Other please specify ____________________

Cover Sheet (continued)

13. Cash Match Description:  

PCEI requires a cash match of $7,500 for government agencies, non-profit organizations and school and $3,450 for 900 hour members.  Please indicate your organization type(s):



 FORMCHECKBOX 

501(c)3 community-based organization



 FORMCHECKBOX 

School district or educational service district



 FORMCHECKBOX 

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

Is your cash match: (check one)
 FORMCHECKBOX 
Pending
 FORMCHECKBOX 
Secured
 

If pending, when will you receive confirmation of funds? _______________

Source of funding:
 FORMCHECKBOX 
**Federal 

 FORMCHECKBOX 
State 

 FORMCHECKBOX 
Local


**If source of funding is federal, are the funds approved by the federal funding source to be spent to support an AmeriCorps member?  Please check with the appropriate entity prior to checking the box.  AmeriCorps is a federal program and there may be limitations on your funding.


 FORMCHECKBOX 
Yes, I certify that the federal funding source approves of this money being spent on AmeriCorps, another federal program.



14. In-Kind:  The PCEI also requires each sponsoring organization to provide $5,500 of in-kind donations made in support of member project(s).  In-kind donation documentation must be provided and could include supervisor time, training, mentoring, other training and conference opportunities, office space, mileage reimbursement, bus passes for member and other non-monetary support.  

If you do not meet this in-kind requirement, you will be asked to submit a written explanation with reasons as to why the requirement was not met.  If you have not met this requirement in the past and are applying for a new member, this will be a factor when reviewing your application.

15. PCEI bills once a year no later than mid-November for all 1700 hour positions.  If this schedule does not work for you, please list your preferred billing date(s):  _______________________________________

16. If applicable, have you discussed the placement with your union representative?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

17. Does your organization require drug testing of potential AmeriCorps members?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

18. Does your organization conduct random drug testing?
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

19. Does your organization require fingerprinting or other background checks of AmeriCorps applicants?  (Please note that all PCEI members are screened through an Idaho or Washington State Patrol background check.  Any additional background checks and their costs are the responsibility of the sponsoring organization.) 
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

Certifications

Drug Free Workplace

I certify that 
has an active Drug Free Work Place Policy.


(Legal Applicant)

Non-Discrimination Policy

I certify that 
has an active Non-Discrimination Policy.


(Legal Applicant)
Cover Sheet (continued)

Acknowledgements
We understand that PCEI members serve up to 1400 hours of service with their sponsoring agency and we support PCEI effort to provide members with an additional 300 of development and leadership opportunities and will accommodate occasional absences of the member (with advance notice) for this purpose.  
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 PCEI 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:  

PCEI Individual Placement Proposal Narrative



Directions: Briefly answer each of the following questions on another sheet of paper or use the electronic template found on our website at <www.pcei.org/pcc/ip.htm>.  Please refer to the Proposal Guidelines.  Your proposal may not exceed a total of five pages, single-spaced, 12 pt (Times New Roman font preferred).  This does not include the Cover Sheet and Certification pages.

Quality of Project
(40%)


1. Provide an overview of the direct service and/or volunteer mobilization project you propose.  Include the project goals and objectives. (Briefly tell us who, what, where, when and why).

2. Describe how the proposed position is not a staff position.

3. Provide a detailed, monthly timeline of the member’s major project activities.  If you are a school, please remember to include a plan for the summer months.
4. How does this proposed project meet the needs of the community that your organization serves?  How was the need identified (include any community involvement)? 

5. 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.  If you have been a previous PCEI sponsor, please include project successes and describe how a new member will build on those successes.

6. How will your member be involved in recruiting or supporting community volunteers? 
7. Using the included example shown in this application as a model/template, create a one-page position description for your member’s direct service activities. 

Organizational Capacity

(30%)

1. What is your organization’s mission statement? 
2. Describe your organization’s history and qualifications for conducting this project.

3. Describe your plan for educating staff and community members about AmeriCorps and the member’s role in your organization.

4. Describe how your organization will provide support to the member in the areas below.  (For more information on PCEI Sponsor Responsibilities, refer to the Request for Proposal instructions.)

Orientation:
Provide a general outline of your orientation plan, including orientation to your organization and community.
Supervision:
Describe the structure for both the daily supervision of the member and overall project oversight. 
Training:

Name and describe at least two skills trainings you will provide for your member.

Professional

Development:
Describe the professional development opportunities available to the member.

Space:

Describe the office space the member will occupy.

4. Outline your plan for assisting with the recruitment of your member(s) by July 16, 2010 (September start sponsor), by November 19, 2010 (January start sponsor), March 1, 2011 (April start sponsor) and May 1, 2011 (late May/June start sponsor).
PCEI Individual Placement Proposal Narrative
(continued)

Sustainability
(15%) 

PCEI views each AmeriCorps member placement as an opportunity to strengthen organizations while developing long-term solutions to issues in your community.  Since a placement cannot be guaranteed to last longer than one year, we ask sponsors to develop a placement that builds organizational capacity with a project that will continue beyond the member’s term of service.  PCEI expects sponsors to provide direction to members in developing documents or systems that will sustain their project into the future.

1. How does this project fit into your organization’s strategic plan?

2. How will the member’s activities support the sustainability of the project?

3. How will the organization continue the project in the future without the support of a PCEI member?

Evaluation
(15%)

Answer the following questions for each of your organization’s placement goals.  A Project Activity Worksheet planning tool to assist in the preparation of the responses for the questions below is provided on page 10 of the RFP Guidelines.

1. Who will directly benefit from each major project activity?

2. What evaluation tools and criteria will be used to measure and track the success of each activity?

Position Description Guidelines                                 

Use the following information and examples as a guide for creating a compelling position description that is specific to your organization and project. Applicants are not limited to the examples provided below, but should use the position description template on page 10-11 of this document to generate the position description for your proposed project.

Position Title:  Provide a position title of 46 characters or less for the position. Examples include:

Volunteer Coordination

· Community Involvement Coordinator

· Community Stewardship Coordinator

· Environmental Stewardship Coordinator

· Natural Area Volunteer Coordinator 

· Sustainability Specialist

· Volunteer and Outreach Coordinator 

Field-based Environmental 

· Environmental Project Coordinator

· Community Gardens Specialist

· Restoration Project Coordinator

School or Community-Based Education

· After-School Project Coordinator

· Community Outreach Coordinator

· Garden Educator

· Recycling Coordinator 

· Waste Reduction Coordinator

· Water Quality Educator

· Watershed Education Coordinator

· Youth Crew Leader
Project Sponsor:  Provide the name of the sponsoring organization and the website address where applicants can learn about the 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 each location. 

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

Essential Functions:  List 5-10 essential functions the member will be expected to complete to achieve the goals of the project. Examples include:

Improve Watershed and Habitat Health

· Collaborate with staff to plan and implement restoration, maintenance and monitoring projects. 

· Design and lead hands-on community stewardship projects that increase awareness of local watershed issues. 

· Tailor stewardship project activities to meet the needs and schedules of a variety of community groups such as schools, youth programs, neighborhood and corporate groups.

· Conduct outreach to engage community members in restoration project planning and implementation. 

· Provide training, technical assistance and support to volunteers interested in leading restoration projects in their communities.  

· Compile a resource guide to assist community members in planning projects. 

Increase Energy and Resource Conservation

· Collaborate with staff and students to develop a school-wide resource conservation policy and system.

· Encourage school employees (and/or public employees) ownership of the project through training, resource development and outreach.

· Design and implement a system for tracking and documenting the impact of energy/resource conservation efforts. 

· Provide training, technical assistance and support to organizations and schools interested in increasing resource conservation activities at their sites. 

· Conduct outreach activities to engage more individuals and organizations in resource conservation. 

· Plan and lead sustainable gardening activities with diverse groups of youth and adults.  

· Partner with staff and students to research, design and plant a native plant garden on school grounds.

· Assist teachers to integrate resource conservation/gardening activities with curriculum.

Increase Awareness of Environmental and Climate Change Issues and Concepts

· Develop outreach and education to youth and community members around reducing carbon footprint.

· Plan and lead environmental education activities for K-12 students in both the classroom and the field.  

· Plan and lead natural area tours and environmental education workshops for diverse groups of youth and adults.

· Coordinate after-school, weekend and spring break environmental education activities for youth in disadvantaged circumstances.

· Identify and train teachers to implement garden based education curriculum. 

· Research and design curriculum that support state educational standards and benchmarks.

Mobilize Volunteers of All Ages in Environment and Education Issues

· Develop a system for recruitment, training, coordination and tracking of volunteers.

· Expand the number and type of volunteer opportunities available at the organization. 

· Collaborate with staff to research volunteer needs and develop volunteer position descriptions. 

· Coordinate two volunteer recognition events during the year.

· Solicit donations of project materials and recruit volunteers as necessary.

· Develop community partnerships that support the volunteer program. 

Additional Functions

· Assist with general office duties related to position (mailings, filing, e-mail, phone call reminders).

· Public speaking.

· Physical requirements such as heavy lifting.

· Application of herbicides.

Position Requirements:  List up to 9 requirements specific to the position.  AmeriCorps is a professional development program as well as National Service opportunity. With this in mind, list the position requirements. Examples include: 

· Ability to drive a large vehicle such as a 15 passenger van and/or four-wheel drive vehicles with trailers (training provided).

· 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 sponsor.

· Travel and attend meetings in various parts of the region.


· Communicate and interact in a positive, professional manner with various populations such as: project partner(s), colleagues, community volunteers, students and the general public.

· Serve occasional evenings and weekends.


· Strong organizational and interpersonal communication skills. 

· Desire to serve with people to promote education, environmental stewardship and an ethic of service.

· A cooperative manner and the ability to serve as part of a team.

· A willingness to ask questions for clarification and job completion.

· A commitment to the goals of <insert your organization>

· An independent, self-motivated, creative and resourceful individual who enjoys serving with diverse groups of people.

Preferred Qualifications:  Provide up to 7 preferred qualifications specific to the position. These should be skills that are not essential to the position, but would be an added benefit.  Examples include:

· Ability to speak Spanish a plus.

· Desire and ability to recruit and manage volunteers.

· Interest or experience in natural resources and/or biology.

· Familiarity with the region and green spaces is helpful but not required.
Member Benefits Include:  Describe any benefits that the sponsoring organization will provide to the member. Examples include:

· Free or reduced course credit.

· Tuition reimbursement.

· Membership to professional organizations or clubs.

· Training stipend available for position related trainings.

· Free housing is provided for this position.

· Low cost housing is provided for this position.

· Assistance in finding low cost member housing.

Transportation Information:  Include all of the following that apply: Examples include: 

· 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 sponsor. 

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

Important Note:  PCEI performs criminal background checks and National Sex Offender Registry checks on all AmeriCorps members at the beginning of the program year.  Legally, PCEI cannot share the results of any background checks, but will take action on any information that was not identified during the application process.  Any additional background checks and costs are the responsibility of the sponsoring organization.

A m e r i C o r p s  P o s i t i o n  D e s c r i p t i o n 

Position Title:       

Project Sponsor:        

PCEI Mission: This position is in partnership with Palouse-Clearwater Environmental Institute, an AmeriCorps program of ESD112. PCEI’s mission is: To increase citizen involvement in decisions that affect our region’s environment.  www.pcei.org  NWSA’s mission:  To preserve and restore the natural environment, and to develop community leaders through service and community partnerships. www.nwserviceacademy.org 
Project Location:      
Position Summary:      
General Responsibilities (to include, but not limited to):

·      
·      
·      
·      
·      
·      
·      
·      
·      
·      
· Complete and submit all necessary PCEI/AmeriCorps paperwork and reports in a timely manner. 

· Attend and complete all PCEI/AmeriCorps training and service requirements including orientation, training's, team meetings and national service days.

· Wear a PCEI uniform and/or appropriate identifiers and required safety gear while performing service or attending official events. 

Position Requirements: 

·      
·      
·      
·      
·      
·      
·      
·      
·      
· 18 years of age or older, at beginning of service term. 

· U.S. citizen, national or lawful permanent resident. 

· Possession of a high school diploma or equivalent, or commit to earning one prior to receiving an education award. 

· Ability to commit to the full term of service for which they are applying. 

· Must successfully pass a criminal history background check provided through PCEI and/or Project Sponsor Agency. 

· Regular and reliable attendance. 

· Have not previously served two terms in an AmeriCorps*State or National program. Members may serve up to three terms in a National Service Program, but only two terms may be within an AmeriCorps*State or National program. Members are only eligible for an education award for their first two terms of service, regardless of the type of term (full or part-time) and regardless of the successful completion of that term. 

Preferred Qualifications: 

·      
·      
·      
·      
·      
·      
·      
Member Benefits Include: 

· A taxable, monthly living allowance (before taxes, approximately $1036). 

· Upon successful completion of a term of service, eligible members receive an education award of $5,350. The education award can be used to repay qualified student loans or for further education in an accredited institution of higher learning, vocational or trade schools. The education award is taxed in the year that it is used.

· Loan forbearance (after successful completion of a term of service, AmeriCorps will pay the accrued interest on qualified loans, which is taxable).

· Basic medical insurance (covers members only, not dependents; vision and dental not included). 

· Child care allowance for those who qualify. 

· Professional development, trainings and networking opportunities.

· Reimbursement of up to $65 for First Aid/CPR Certification

Transportation Information: 

·      
·      
To apply, Submit resume, cover letter and 2 written references to: 

Provide the name, email address and phone number of the person who will be responsible for recruitment of the PCEI member.

For more information on AmeriCorps contact:
Palouse-Clearwater Environmental Institute

AmeriCorps Placement Program

PO Box 8596

Moscow, ID 83843

208.882.1444 phone

208.882.8029 fax

erin@pcei.org

visit our website at:

www.pcei.org/pcc
An Equal Opportunity Program
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