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ILLINOIS PUBLIC HEALTH ASSOCIATION 

AMERICORPS HOST SITE APPLICATION
2010 Summer AmeriCorps Program
(Please type or print clearly)
      Please mail to:  

Or 

      Fax to:

IPHA AmeriCorps Program


AmeriCorps Program


223 South Third Street



217/522-5689
Springfield, IL 62701

Deadline for applications is February 15, 2010
Applications received after this deadline will not be considered until applications received prior to the deadline have been reviewed and fulfilled. No exceptions will be made.  The submission of a timely application does not guarantee a spot as a host site nor a placement of an
IPHA AmeriCorps Member.
	Date Submitted to IPHA:


	Date Received by IPHA: (office use only)

	Agency:


	Contact Name & Title:



	Address (city, state, zip):


	Telephone:


	Fax:

	Email:


	Work Cell:

	Host Site Supervisor Name & Title:  

	Type of Member Requested: 
(  Quarter-time Member  (begins May 25, 2010)

	Number of Members Requested:



	Counties Served as a Result of the Member(s) Activities:


	Type of Project(s) Member Will Be Involved In/ Position Title: (i.e. bioterrorism, family planning, volunteer management, health education)




APPLICATION NARRATIVE

Instructions

The purpose of the application narrative is for the host site to provide a clear and compelling justification for awarding the requested AmeriCorps member(s).

A.  Summary of Duties

Provide a summary of specific duties you expect the AmeriCorps member to perform. If requesting more than one AmeriCorps member and the members will be performing different duties, please include a summary for each member.  The AmeriCorps member Summary of Duties is used to recruit and inform potential members about specific assignments.  Selected members will use the summary as their principal guidance for day-to-day activities designed to achieve the outcomes expected by the host site.  Members cannot perform duties of displaced employees nor should they be used as a “temp” or for secretarial duties.

Sample summary of duties:


B. Summary of Member Requirements

Provide a list of recommended skills and qualifications that an AmeriCorps member should have to successfully complete the expected duties.  Remember, this is to be a learning experience for the AmeriCorps member.  As such, members may not have the same educational and professional experience you might expect for a fulltime employee.   The stricter the requirements set, the smaller the group of qualified candidates host sites may receive.  If requesting more than one AmeriCorps member and the members will be performing different duties, please include a summary for each member.


Sample summary of requirements:


C.  Needs & Activities

AmeriCorps member service activities must result in a specific documented service or improvement that otherwise would not be provided with existing funds or volunteers and that does not duplicate the routine functions of workers or displaced paid employees.  How will having an AmeriCorps member serve at your agency provide services to the community that you are not currently providing or would otherwise not be able to provide? 

D. Union Employees

AmeriCorps provisions require that if a member will be performing duties that are also being performed by union employees, the host site must provide written concurrence from the union leadership that the AmeriCorps member may perform such duties, before placing a selected member at their agency. 

Do you expect an AmeriCorps member to perform similar duties to those of unionized employees?  

 FORMCHECKBOX 
  No
 FORMCHECKBOX 
  Yes.  If an AmeriCorps member will be performing similar duties to those 
of unionized employees, you must provide a letter of concurrence from union leadership with this application in order to be considered for a host site position.
E.  Member Management
Will daily supervision be available to an AmeriCorps member on a fulltime or part-time basis?

 FORMCHECKBOX 
  Fulltime
 FORMCHECKBOX 
  Part-time

Please note any training you will provide to the member, in addition to the training that will be provided by the Illinois Public Health Association.



F.  Recruitment

IPHA will provide recruitment for your position through the IPHA website, national AmeriCorps website, university and career websites, as well as through online community networks.  AmeriCorps will also provide limited funding toward advertisement of your position in local newspapers.
To help AmeriCorps staff recruit candidates for your member position, please provide contact information for up to 3 local newspapers to post advertisements:


List nearby colleges, universities and community colleges websites you would like your position posted at:


G.  Host Site Requirements
All organizations serving as host sites to IPHA AmeriCorps members are expected to complete the following items: 

RECRUITMENT & ORIENTATION
· Assist in the recruitment process of the AmeriCorps member for the site.
· In coordination with IPHA, develop a direct service position description with clear outcomes for the AmeriCorps member.  Notify IPHA program staff before changing the position description for the AmeriCorps member.

· Attend the Site Supervisor Training/Orientation and other required meetings for designated site supervisors.  Orientation will take place in May 2010.
· Provide the AmeriCorps member with appropriate orientation to the agency and community, including the policies and procedures, chain of command, and expectations of the worksite.

· Assist in identifying a local public health professional in the AmeriCorps member’s field of interest to serve as their mentor.
WORKSITE

· Provide a safe, sanitary and handicap accessible work environment.  

· Comply with objectives, policies and procedures of the AmeriCorps program.

· Provide meaningful service work (for up to 40 hours per week) and performance criteria that are appropriate to the skill level of the AmeriCorps member.

· Determine an appropriate daily work schedule for the member, in accordance with AmeriCorps policies.

· Provide daily supervision for the AmeriCorps member.

· Interact with the member in the same respectful and professional manner as they would with any other employee.

· Provide appropriate office space, clear instructions, equipment and/or materials for use by the AmeriCorps member to complete work tasks.

· Provide the AmeriCorps member access to a phone, computer, e-mail and the Internet within one week of the member’s start date.
· Support the AmeriCorps member’s participation in ongoing program meetings, member trainings and other required program events.

· Ensure that the AmeriCorps member is not being asked to participate in any Prohibited Activity during AmeriCorps service hours.  

REPORTS

· Review and approve the AmeriCorps member’s time sheets, service documents and quarterly reports prepared by the AmeriCorps member in a timely manner.

· Prepare a mid-term and end-of-term AmeriCorps member performance review that is shared with and signed by the AmeriCorps member.  Forward the evaluation to the IPHA office by the due dates listed on the Service Calendar.  

· Report immediately to IPHA program staff any problems or work-related accidents.

· Report immediately to IPHA and document any concerns regarding unsatisfactory performance of the member.  Disciplinary and/or termination process is determined by the AmeriCorps program provisions.  

· Report immediately to the IPHA program staff if the AmeriCorps member is convicted of any drug violation occurring in the workplace or during performance of any program project, in accordance with the Drug Free Workplace Act.
EXPENSES

· Provide reimbursement for the member’s travel expenses related to direct service activities being performed for the Partner Agency.

· Provide payment in the amount of $2,500 for each AmeriCorps member to the Illinois Public Health Association by May 25, 2010.

Can your organization provide the above stated requirements for host sites?     FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No, explain

_____________________________________________________________________________
​​​​​​​​​​​​​​​​​_____________________________________________________________________________


_____________________________________________________________________________

Please state the resources by which your agency will provide the host site investment. Also, indicate any challenges you foresee in making payment(s) by the indicated due dates.


_____________________________________________________________________________

*All host site agencies, including previous host site agencies, must attend a one-day host site orientation. Your signature below guarantees that a representative from your agency will be in attendance at the orientation if you meet the above stated criteria.

Authorized Agency Representative signature                                                        Date












Summary of Duties:


Assist with the development and documentation of the plans for health priorities identified through the IPLAN process.


Promote, coordinate registration, and teach classes for Heart Smart for Women


Assist with the Coordinated School Health Program including staff health promotion programming, parent activities and teacher training


Provide support to schools on the development of protocols and staff training on asthma control.


Assist in community events promoting health department services


Become certified car seat safety technician and provide car seat checks for health department clients and the community


Volunteer Coordination and Community Strengthening activities


Attend Quarterly Trainings conducted by IPHA


Participate in events surrounding 2 National Service Days:  Make a Difference Day, Martin Luther King Day and Join Hands Day.


Some travel required


Other duties as assigned 














Requirements:


2 years college coursework in health or human services field.  Bachelor’s degree preferred.


Good verbal and written communication skills


Proficient computer knowledge, skills, and experience


Teaching or experience presenting in front of large groups a plus


At least 18 years of age by program start date of May 24, 2010


U.S. Citizen, U.S. National or lawful permanent resident alien


Valid drivers license and proof of insurance, if use personal transportation 


Criminal background check required



































