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Guiding you through your year of service.
Dear new VISTA Leader,  
This guide is designed to provide you with a clearer understanding of what your recruiting duties and responsibilities will be as a VISTA Leader this year. This manual includes step-by-step instructions that will guide you from the beginning of the recruitment process to until the very end. If you have any questions or concerns about any of these processes, discuss them first with your Project Director. 
We wish you all the best during your term!  
Sincerely,  
The North Texas Project Team
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[bookmark: _Toc442706700]Applicant Tracking Tool
When you receive a new applicant either through via Resume, the eGrants Portal or otherwise, be sure to track them in the Applicant Tracking Tool Template. The Applicant Tracking Tool Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Applicant Tracking Tool. Through using the Applicant Tracking Tool, you can search applicants by a variety of details, i.e. who has applied to a certain service site, who has served a year of national service before, if they are a priority applicant, etc. by using the table features. 
[bookmark: _Toc442706701]General Interest
Sometimes our project will receive resumes and cover letters from tabling events or from other means. When we receive these materials, we send these individuals an Expressed Interest Template email. The Expressed Interest Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates or you can use the template found in Appendix 1. Record the name of the applicant you sent the Expressed Interest Template in your Monthly Report for your records.
[bookmark: _Toc442706702]UNT Eagle Network
Sometimes our project will receive resumes and cover letters from the University of North Texas’ Eagle Network. The Eagle Network is their online career board. The Project Director posts any and all VISTA positions to the Eagle Network. When we receive a response from one of the postings, we send these individuals a UNT Eagle Network Applicant Template email. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the Partner Agency’s name in all areas that have (Partner Agency). The UNT Eagle Network Applicant Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates or you can use the template found in Appendix 2. Record the name of the applicant you send the UNT Eagle Network Applicant Template in your Monthly Report and the Applicant Tracking Tool. 
[bookmark: _Toc442706703]TWU Connect
Sometimes our project will receive resumes and cover letters from Texas Woman’s University’s TWU Connect. TWU Connect is their online career board. The Project Director posts any and all VISTA positions to TWU Connect. When we receive a response from one of the postings, we send these individuals a TWU Connect Applicant Template email. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the Partner Agency’s name in all areas that have (Partner Agency). The TWU Connect Applicant Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates or you can use the template found in Appendix 3. Record the name of the applicant you send the TWU Connect Applicant Template in your Monthly Report and the Applicant Tracking Tool. 
[bookmark: _Toc442706704]Volunteer Match
Sometimes our project will receive interested applicant information from Volunteer Match. Volunteer Match is an online volunteer board. The Project Director posts any and all VISTA positions to Volunteer Match. When we receive a response from one of the postings, we send these individuals a Volunteer Match Applicant Template email. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the Partner Agency’s name in all areas that have (Partner Agency). The Volunteer Match Applicant Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates or you can use the template found in Appendix 4. Record the name of the applicant you send the Volunteer Match Applicant Template in your Monthly Report and the Applicant Tracking Tool. 
[bookmark: _Toc442706705]Volunteer McKinney
Sometimes our project will receive interested applicant information from Volunteer McKinney. Volunteer McKinney is an online volunteer board. The Project Director posts any and all VISTA positions to Volunteer McKinney. When we receive a response from one of the postings, we send these individuals a Volunteer McKi nney Applicant Template email. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the Partner Agency’s name in all areas that have (Partner Agency).The Volunteer McKinney Applicant Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates or you can use the template found in Appendix 5. Record the name of the applicant you send the Volunteer McKinney Applicant Template in your Monthly Report and the Applicant Tracking Tool. 
[bookmark: _Toc442706706]New Applicant
All new applicants can be found in the eGrants Portal. If you do not have access to eGrants, the Project Director will send you PDFs of the new applicant’s application and references and/or add a folder with their full name including the applicant’s application and reference to the VISTA Applications folder found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\VISTA Applications. Speak with the Project Director to see if you can get access to eGrants. 
[bookmark: _Toc442706707]Initial Contact
Initial contact always begins with inquiry for a screening interview. Sometimes before a screening interview can take place, an applicant will decide that serving a year of VISTA service with our project is not for them. If this is the case, always follow up by sending the Application Withdrawal Follow Up Template. Type VISTA applicant’s first name in place of (VISTA Applicant). While this template may look similar to the Withdrawal After Screening Interview Template, the survey in each respective template is different. The Application Withdrawal Follow Up Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates or you can use the template found in Appendix 6. Record the name of the applicant you sent the Application Withdrawal Follow Up Template in your Monthly Report for your records.
[bookmark: _Toc442706708]Applied to One Service Listing
If the new applicant has only applied to one VISTA position, use the Screening Interview Invitation Template to begin communication. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the Partner Agency’s name in all areas that have (Partner Agency). Type in the name of the VISTA position for (Title), i.e. Resource Development VISTA. Finally, check your Google Calendar to see when you are available and type in three dates for the new applicant to choose times from. The Screening Interview Invitation Template can be found in the Google Drive under My Documents\ Recruitment\VISTA Recruitment\Email Templates\Screening Interview Invitations or you can use the template found in Appendix 7. Record the name of the applicant you sent the Screening Interview Invitation in your Monthly Report for your records.
[bookmark: _Toc442706709]Applied to Two Service Listings
If the new applicant has applied to two VISTA positions, use the Two-Agency Screening Interview Invitation Template to begin communication. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the first Partner Agency’s name in all areas that have (Partner Agency 1). Type in the second Partner Agency’s name in all areas that have (Partner Agency 2). Type in the name of the first VISTA position for (Title 1), i.e. Resource Development VISTA. Type in the name of the second VISTA position for (Title 2). Finally, check your Google Calendar to see when you are available and type in three dates for the new applicant to choose times from. Two-Agency Screening Interview Invitation Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates\Screening Interview Invitations or you can use the template found in Appendix 8. Record the name of the applicant you sent the Two-Agency Screening Interview Invitation in your Monthly Report for your records.
[bookmark: _Toc442706710]Applied to More than Two Service Listing 
If the new applicant has applied to more than two VISTA positions, use the Multi-Agency Screening Interview Invitation Template to begin communication. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the first Partner Agency’s name in all areas that have (Partner Agency 1). Type in the second Partner Agency’s name in all areas that have (Partner Agency 2). Type in the third Partner Agency’s name in all areas that have (Partner Agency 3). Type in the name of the first VISTA position for (Title 1), i.e. Resource Development VISTA. Type in the name of the second VISTA position for (Title 2). Type in the name of the third VISTA position for (Title 3). Finally, check your Google Calendar to see when you are available and type in three dates for the new applicant to choose times from. The Multi-Agency Screening Interview Invitation Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates\Screening Interview Invitations or you can use the template found in Appendix 9. Record the name of the applicant you sent the Multi-Agency Screening Interview Invitation email in your Monthly Report for your records.
**If the applicant is applying to more than three positions, follow the template format to add (Partner Agency 4), (Title 4), etc.**
[bookmark: _Toc442706711]Waitlisting 
If the new applicant has applied to a service listing that another applicant has already accepted and is now “Pending State Office Approval”, the new applicant must be put on a waitlist. To initiate this communication, send the Application Waitlist and Open Position Notification Template. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the Partner Agency’s name in all areas that have (Partner Agency). Type in the name of the VISTA position for (Title), i.e. Resource Development VISTA. The Application Waitlist and Open Position Notification Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates or you can use the template found in Appendix 10. Record the name of the applicant you sent the Application Waitlist Survey email in your Monthly Report for your records.
[bookmark: _Toc442706712]Currently Ineligible Applicant 
Sometimes, an applicant is qualified for VISTA service but is unable to serve at the required start date, i.e. the applicant lives out of state, applies for an April position but does not finish school until May. They may share this while you are attempting to schedule a screening interview or during the screening interview. If this occurs, stop the email communication or screening interview and send them the Currently Ineligible Applicant Template. Type VISTA applicant’s first name in place of (VISTA Applicant). Then type the month of the next or eligible recruitment starting month in place of (Service Start Month). The Currently Ineligible Applicant Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates or you can use the template found in Appendix 11. Record the name of the applicant you sent the Application Waitlist Survey email in your Monthly Report for your records.
[bookmark: _Toc442706713]The Screening Interview
You agree on a date and time for the screening interview with your new applicant and add it to your Google Calendar. At least 15 minutes before your interview is scheduled to begin, open the Screening Interview Form and Save As the document as the Applicant’s first and last name in the Google Drive under My Documents/Recruitment/VISTA Recruitment/Screening/Applicants. Once you have saved the document, complete the Applicant’s Details section. The Screening Interview Form can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Screening\Forms or you can use the template found in Appendix 12. Record the name of the applicant you screened in your Monthly Report for your records. 
**Please use the VISTA Leader Screening Interview Form when screening possible VISTA Leaders. The VISTA Leader Screening Interview Form can be found in the Google Drive under My Documents\ Recruitment\VISTA Recruitment\Screening\Forms or you can use the template found in Appendix 13.**   
[bookmark: _Toc442706714]Screening Interview Tips
Now you’re ready for the interview! Here is a list of tips to keep in mind while interviewing:
1. Your main goal is to screen for understanding of the VISTA terms of service. 
a. Ensure that you are informing the applicant about the VISTA terms of service in order for them to make a confident and informed decision about service. 
b. Be sure to go over the written information in the comment right-side menu with every applicant. 
2. Always speak in a clear and steady manner. 
3. Always ask for clarification if an applicant isn’t clear in answering a question.
4. Feel free to give positive personal testimony if asked by the applicant. 
a. Always be honest, yet tactful. 
5. If the position the applicant is applying for has already been offered to another applicant by the Partner Agency Supervisor but that other applicant is “Pending State Office Approval”, you must notify/remind the new applicant of this fact at the end of the screening interview.
a. Example Script: Now, I’d like to inform you that the VISTA position you’ve applied already has a soft-acceptance-- meaning the selection of another applicant has been approved by the Service Site Supervisor but not our State Office. I encourage you to contact the Supervisor now to schedule a second interview to become part of a waitlist for the position. Furthermore, we have other open positions such as ______, _____, ____, etc. that I would love to forward your application to for a second interview if you are interested and would like the opportunity to serve with their agencies. 
[bookmark: _Toc442706715]Withdrawals and Rejections
Sometimes a screening interview does not result in a second interview. There are two possible options: withdrawal of application by the applicant or rejection of applicant by you the interviewer.
[bookmark: _Toc442706716]Withdrawal of Application by the Applicant
Sometimes after or during a screening interview, an applicant will decide that serving a year of VISTA service with our project is not for them. Your Project Director will notify you if an applicant withdrawals their application from the MyAmeriCorps Portal. Always follow up by sending the Withdrawal After Screening Interview Template. Type VISTA applicant’s first name in place of (VISTA Applicant). The Withdrawal After Screening Interview Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates\Other Post-Screening Interview Options or you can use the template found in Appendix 14. Record the name of the applicant you sent the Withdrawal After Screening Interview email in your Monthly Report for your records.
[bookmark: _Toc442706717]Rejection for Service Listing
If you screen an applicant and they do not completely understand the VISTA terms of service and/or have obstacles to service, you can then choose not to recommend them for a second interview. To begin this process, you will first email the completed Screening Interview Form to the Project Director which is now renamed as the Applicant’s first and last name. From the completed Screening Interview Form, you will copy and paste your explanation for recommendation as the body text of the email and then you will send. If you have chosen not to recommend the new applicant for a second interview, send the Rejection After Screening Interview Template. Type VISTA applicant’s first name in place of (VISTA Applicant). The Second Interview Template can be found in the Google Drive under My Documents\Recruitment\VISTA Recruitment\Email Templates\Other Post-Screening Interview Options or you can use the template found in Appendix 15. Record the name of the applicant you sent the Rejection After Screening Interview email in your Monthly Report for your records.
[bookmark: _Toc442706718]Referral for Second Interview
If you screen an applicant and they completely understand the VISTA terms of service and have no obstacles to service, you can then “recommend” or “recommend with reservations” the applicant for a second interview. To begin this process, you will first email the completed Screening Interview Form to the Project Director which is now renamed as the Applicant’s first and last name. From the completed Screening Interview Form, you will copy and paste your explanation for recommendation as the body text of the email and then you will send. 
[bookmark: _Toc442706719]Referral for One Service Listing
If the new applicant has only applied to one VISTA position, use the Second Interview Invitation Template to continue communication. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the Partner Agency’s name in all areas that have (Partner Agency). Type in the name of the Partner Agency Supervisor in place of (Partner Agency Supervisor) and the email address for the Partner Agency Supervisor in place of (Partner Agency Supervisor email). The Second Interview Invitation Template can be found in the Google Drive under My Documents/Recruitment/VISTA Recruitment/Email Templates/Second Interview Invitations or you can use the template found in Appendix 16. Record the name of the applicant you sent the Second Interview Invitation email in your Monthly Report for your records.
[bookmark: _Toc442706720]Referral for Two Service Listings
If the new applicant has applied to two VISTA positions, use the Two-Agency Second Interview Invitation Template to continue communication. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the first Partner Agency’s name in all areas that have (Partner Agency 1). Type in the second Partner Agency’s name in all areas that have (Partner Agency 2). Type in the name of the first Partner Agency Supervisor in all areas that have (Partner Agency Supervisor 1) and the email address for the first Partner Agency Supervisor in place of (Partner Agency Supervisor email 1). Type in the name of the second Partner Agency Supervisor in all areas that have (Partner Agency Supervisor 2) and the email address for the second Partner Agency Supervisor in place of (Partner Agency Supervisor email 2). The Two-Agency Second Interview Invitation Template can be found in the Google Drive under My Documents/Recruitment/VISTA Recruitment/Email Templates/Second Interview Invitations or you can use the template found in Appendix 17. Record the name of the applicant you sent the Two-Agency Second Interview Invitation email in your Monthly Report for your records.
[bookmark: _Toc442706721]Referral for Multi-Agency Service Listings
If the new applicant has applied to more than two VISTA positions, use the Multi-Agency Second Interview Invitation Template to continue communication. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the first Partner Agency’s name in all areas that have (Partner Agency 1). Type in the second Partner Agency’s name in all areas that have (Partner Agency 2). Type in the third Partner Agency’s name in all areas that have (Partner Agency 3). Type in the name of the first Partner Agency Supervisor in all areas that have (Partner Agency Supervisor 1) and the email address for the first Partner Agency Supervisor in place of (Partner Agency Supervisor email 1). Type in the name of the second Partner Agency Supervisor in all areas that have (Partner Agency Supervisor 2) and the email address for the second Partner Agency Supervisor in place of (Partner Agency Supervisor email 2). Type in the name of the third Partner Agency Supervisor in all areas that have (Partner Agency Supervisor 3) and the email address for the third Partner Agency Supervisor in place of (Partner Agency Supervisor email 3). The Two-Agency Second Interview Template can be found in the Google Drive under My Documents/Recruitment/VISTA Recruitment/Email Templates/Second Interview Invitations or you can use the template found in Appendix 18. Record the name of the applicant you sent the Multi-Agency Second Interview Invitation email in your Monthly Report for your records.
**If the applicant is applying to more than three positions, follow the template format to add (Partner Agency 4), (Title 4), etc.**
[bookmark: _Toc442706722]Applicant Selection
If after the second interview with the on-site Supervisor the Partner Agency wishes to select the applicant for their VISTA position, the North Texas Project Director will contact the applicant for one final interview. If this third and final interview is successful, it is now the applicant’s decision to select and accept the VISTA position in their MyAmeriCorps Portal. Once the applicant has completed this step, they will appear as “Pending State Office Approval” in eGrants. 
[bookmark: _Pending_State_Office][bookmark: _Toc442706723]Pending State Office Approval
Once an applicant is “Pending State Office Approval”, it is time to send the applicant the Enrollment Status Update Template. Type VISTA applicant’s first name in place of (VISTA Applicant). Type the month that the VISTA position begins in place of (Start of Service Month). Type in the Partner Agency’s name in place of (Partner Agency). Type in the name of the VISTA position for (Title), i.e. Resource Development VISTA. In place of (Month 1) and (Month 2), type the respective names for the two months that come before the VISTA positions begins service. The Enrollment Status Update Template can be found in the Google Drive under My Documents/Recruitment/VISTA Recruitment/Email Templates/Post-Applicant Self Selection or you can use the template found in Appendix 19.Record the name of the applicant you sent the Enrollment Statue Update email in your Monthly Report for your records.
[bookmark: _Toc442706724]State Office Approved
Once an applicant is approved by the State Office through eGrants, they must complete additional enrollment documents before they are allowed to go to their Pre-Service Orientation. It is time to send the applicant the Additional Enrollment Information Template. Type VISTA applicant’s first name in place of (VISTA Applicant). Fill in and replace the deadline date and time that this information is due—you must get this date from the North Texas Project Director. The Additional Enrollment Information Template can be found in the Google Drive under My Documents/Recruitment/VISTA Recruitment/Email Templates/Post-Applicant Self Selection or you can use the template found in Appendix 20. Record the name of the applicant you sent the Additional Enrollment Information email in your Monthly Report for your records.
[bookmark: _Toc442706725]Preparing for PSO & OSOT
[bookmark: _GoBack]Once an applicant has completed all of their Additional Enrollment Information, it is time to send the applicant the Pre-PSO & OSOT Welcome Packet Template. Type VISTA applicant’s first name in place of (VISTA Applicant). Type in the month and days for the applicant’s Pre-Service Orientation in place of (Month) and (Day-Day) and fill in the location in place of (City) and (State) —you must get this date from the North Texas Project Director. Finally, type in the month, day, and time of the applicant’s On-Site Orientation and Training in place of (Month), (Day), and (Time) —you must get this date from the North Texas Project Director. The Pre-PSO & OSOT Welcome Packet Template can be found in the Google Drive under My Documents/Recruitment/VISTA Recruitment/Email Templates/Post-Applicant Self Selection or you can use the template found in Appendix 21. Record the name of the applicant you sent the Pre-PSO & OSOT Welcome Packet email in your Monthly Report for your records.











[bookmark: _Appendix_1:_Expressed][bookmark: _Toc442706726]Appendix 1: Expressed Interest Template
Expressed Interest Template email
Subject: Serve a year with AmeriCorps VISTA North Texas!
Greetings!

Do you envision a career in non-profit or government? Do you have a gap year in your education? Do you have a heart for service?

If you answered yes to any of these questions, you should consider serving a year as an AmeriCorps VISTA with the North Texas Project. AmeriCorps VISTA is the national service program designed specifically to fight poverty. Founded as Volunteers In Service To America (VISTA) in 1965, VISTA has been on the front lines in the fight against poverty in America for 50 years. 

The North Texas Project has NEW service opportunities available which can be viewed here. The prestige and benefits that come with being a VISTA make the application process highly competitive. Applications are reviewed on a first received basis, so apply today!

Now is the time. 

Make this the year your year of service with AmeriCorps VISTA North Texas!
(Email Signature)











[bookmark: _Appendix_1:_Application][bookmark: _Appendix_2:_Application][bookmark: _Toc442706727][bookmark: _Appendix_2:_UNT]Appendix 2: UNT Eagle Network Applicant Template
UNT Eagle Network Applicant Template email
Subject: AmeriCorps VISTA service opportunity at (Partner Agency)
Greetings (VISTA Applicant),

We received your resume through the UNT Eagle Network. Thank you for your interest in the AmeriCorps VISTA service opportunity at (Partner Agency). In order to further pursue this position, you must first submit an application in the MyAmeriCorps Portal. You can view and apply to this service opportunity here (hyperlink to service position). To learn more about (Partner Agency), please visit their website at (website hyperlink). 
 
I encourage you to visit our website at vistanorthtexas.com to learn more about the VISTA benefits and terms and conditions of service as well.  If you would rather speak in person, we would be happy to answer any question you might have.  
 
I look forward to hearing back from you,
(Email Signature)























[bookmark: _Toc442706728][bookmark: _Appendix_3:_TWU]Appendix 3: TWU Connect Applicant Template
TWU Connect Applicant Template email
Subject: AmeriCorps VISTA service opportunity at (Partner Agency)
Greetings (VISTA Applicant),

We received your resume through TWU Connect. Thank you for your interest in the AmeriCorps VISTA service opportunity at (Partner Agency). In order to further pursue this position, you must first submit an application in the MyAmeriCorps Portal. You can view and apply to this service opportunity here (hyperlink to service position). To learn more about (Partner Agency), please visit their website at (website hyperlink). 
 
I encourage you to visit our website at vistanorthtexas.com to learn more about the VISTA benefits and terms and conditions of service as well.  If you would rather speak in person, we would be happy to answer any question you might have.  
 
I look forward to hearing back from you,
(Email Signature)























[bookmark: _Toc442706729][bookmark: _Appendix_4:_Volunteer]Appendix 4: Volunteer Match Applicant Template
Volunteer Match Applicant Template email
Subject: AmeriCorps VISTA service opportunity at (Partner Agency)
Greetings (VISTA Applicant),

We received your information through Volunteer Match. Thank you for your interest in the AmeriCorps VISTA service opportunity at (Partner Agency). In order to further pursue this position, you must first submit an application in the MyAmeriCorps Portal. You can view and apply to this service opportunity here (hyperlink to service position). To learn more about (Partner Agency), please visit their website at (website hyperlink). 
 
I encourage you to visit our website at vistanorthtexas.com to learn more about the VISTA benefits and terms and conditions of service as well.  If you would rather speak in person, we would be happy to answer any question you might have.  
 
I look forward to hearing back from you,
(Email Signature)























[bookmark: _Toc442706730][bookmark: _Appendix_5:_Volunteer]Appendix 5: Volunteer McKinney Applicant Template
Volunteer McKinney Applicant Template email
Subject: AmeriCorps VISTA service opportunity at (Partner Agency)
Greetings (VISTA Applicant),

We received your information through Volunteer McKinney. Thank you for your interest in the AmeriCorps VISTA service opportunity at (Partner Agency). In order to further pursue this position, you must first submit an application in the MyAmeriCorps Portal. You can view and apply to this service opportunity here (hyperlink to service position). To learn more about (Partner Agency), please visit their website at (website hyperlink). 
 
I encourage you to visit our website at vistanorthtexas.com to learn more about the VISTA benefits and terms and conditions of service as well.  If you would rather speak in person, we would be happy to answer any question you might have.  
 
I look forward to hearing back from you,
(Email Signature)























[bookmark: _Toc442706731][bookmark: _Appendix_6:_Application_1]Appendix 6: Application Withdrawal Follow Up Template
Application Withdrawal Follow Up Template email
Subject: AmeriCorps VISTA Application Follow Up
(VISTA Applicant), 

We want to thank you for the time you invested in applying for an AmeriCorps VISTA position with the North Texas Project. We also understand your decision not to continue in our application process. 

We ask that you take the time to answer this short survey.

We hope you take the time to answer these questions. Your feedback is essential and will help us better serve our future applicants. 

We believe you are a strong candidate and would like to encourage you to consider serving a year of national service in the future. We greatly appreciate your involvement in this process and your interest in contributing to the effort to end poverty. 

Warmest regards,
(Email Signature)

[bookmark: _Appendix_2:_Screening][bookmark: _Appendix_3:_Screening][bookmark: _Toc442706732]Appendix 7: Screening Interview Invitation Template
Screening Interview Invitation Template email
Subject: AmeriCorps VISTA Interview
(VISTA Applicant),

Thank you for applying to serve as an AmeriCorps VISTA with (Partner Agency). The (Title) position at (Partner Agency) serves as part of the AmeriCorps VISTA North Texas Project. I would like the opportunity to speak with you for 20-30 minutes about your qualifications and the terms and benefits of VISTA service.

If you are interested in pursuing this VISTA opportunity, please let me know which of the following times you would be available for an interview:

· Day of the Week, Month Dayth                               		10 am, 11 am, 1 pm or 2 pm CST
· Day of the Week, Month Dayth                               		10 am, 11 am, 1 pm or 2 pm CST
· Day of the Week, Month Dayth                        		10 am, 11 am, 1 pm or 2 pm CST

Please let me know 2-3 times that you’d be available. The interview will take place at 1316 E. McKinney in Denton, TX. If you do not live near Denton, then we can accommodate you with a phone interview.

Please refer to vistanorthtexas.com for a list of frequently asked questions.

I look forward to talking and learning more about you and your passion for national service! 

Warmest regards,
(Email Signature)







[bookmark: _Appendix_3:_Two-Agency][bookmark: _Appendix_4:_Two-Agency][bookmark: _Toc442706733][bookmark: _Appendix_8:_Two-Agency]Appendix 8: Two-Agency Screening Interview Invitation Template
Two-Agency Screening Interview Invitation Template email
Subject: AmeriCorps VISTA Interview
(VISTA Applicant),

Thank you for applying to serve as an AmeriCorps VISTA with (Partner Agency 1) and (Partner Agency 2). The (Title 1) position at (Partner Agency 1) and (Title 2) position at (Partner Agency 2) serve as part of the AmeriCorps VISTA North Texas Project. I would like the opportunity to speak with you for 20-30 minutes about your qualifications and the terms and benefits of VISTA service.

If you are interested in pursuing this VISTA opportunity, please let me know which of the following times you would be available for an interview:

· Day of the week, Month Dayth                           10 am, 11 am, 1 pm or 2 pm CST
· Day of the week, Month Dayth                           10 am, 11 am, 1 pm or 2 pm CST
· Day of the week, Month Dayth                           10 am, 11 am, 1 pm or 2 pm CST

Please let me know 2-3 times that you’d be available. The interview will take place at 1316 E. McKinney in Denton, TX. If you do not live near Denton, then we can accommodate you with a phone interview.

Please refer to vistanorthtexas.com for a list of frequently asked questions.

I look forward to talking and learning more about you and your passion for national service! 

Warmest regards,
(Email Signature)










[bookmark: _Appendix_4:_Multi-Agency][bookmark: _Appendix_5:_Multi-Agency][bookmark: _Toc442706734][bookmark: _Appendix_9:_Multi-Agency]Appendix 9: Multi-Agency Screening Interview Invitation Template
Multi-Agency Screening Interview Invitation Template email
Subject: AmeriCorps VISTA Interview
(VISTA Applicant),

Thank you for applying to serve as an AmeriCorps VISTA with (Partner Agency 1), (Partner Agency 2), and (Partner Agency 3). The (Title 1) position at (Partner Agency 1), the (Title 2) position at (Partner Agency 2), and the (Title 3) at (Partner Agency 3) serve as part of the AmeriCorps VISTA North Texas Project. I would like the opportunity to speak with you for 20-30 minutes about your qualifications and the terms and benefits of VISTA service.

If you are interested in pursuing this VISTA opportunity, please let me know which of the following times you would be available for an interview:

· Day of the week, Month Dayth                           10 am, 11 am, 1 pm or 2 pm CST
· Day of the week, Month Dayth                           10 am, 11 am, 1 pm or 2 pm CST
· Day of the week, Month Dayth                           10 am, 11 am, 1 pm or 2 pm CST

Please let me know 2-3 times that you’d be available. The interview will take place at 1316 E. McKinney in Denton, TX. If you do not live near Denton, then we can accommodate you with a phone interview.

Please refer to vistanorthtexas.com for a list of frequently asked questions.

I look forward to talking and learning more about you and your passion for national service! 

Warmest regards,
(Email Signature)
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Application Waitlist and Open Position Notification Template email
Subject: AmeriCorps VISTA Application Follow Up
(VISTA Applicant),

Thank you for applying to serve as an AmeriCorps VISTA with (Partner Agency). The (Title) position at (Partner Agency) serves as part of the AmeriCorps VISTA North Texas Project. Unfortunately, this position has been filled. However, all new applicants have the ability to be placed on a waitlist. 

Furthermore, we still have open VISTA positions that have no waitlist. Please visit our Service Opportunities page to apply for any of our available and open VISTA positions. If you would like to be considered for the waitlist or any of our other open positions, please respond and we will set up an interview time. 
	
In the meantime, we ask that you take the time to answer this short survey.

We hope you take the time to answer these questions. Your feedback is essential and will help us better serve our future applicants. 
	
We believe you are a strong candidate and would like to encourage you to consider serving a year of national service with us and our project. We greatly appreciate your involvement in this process and your interest in contributing to the effort to end poverty. 

Warmest regards,
(Email Signature) 









[bookmark: _Appendix_7:_Currently][bookmark: _Toc442706736][bookmark: _Appendix_11:_Currently]Appendix 11: Currently Ineligible Applicant Template
Currently Ineligible Applicant Template email
Subject: AmeriCorps VISTA Application Follow Up
(VISTA Applicant),

We want to thank you for the time you invested in applying for an AmeriCorps VISTA position with The North Texas Project. It was a pleasure speaking with you and learning about your experiences. Unfortunately, one or more factors disqualify you from continuing further in our current applicant process.   

Nevertheless, we believe you are a highly qualified candidate and encourage you to apply to our next round of service opportunities which will begin in (Service Start Month). Stay up-to-date on our service opportunity postings by following us on Facebook and Twitter, joining our monthly newsletter, and by checking our website vistanorthtexas.com.  

In the meantime, we ask that you take the time to answer this short survey.

Your feedback is essential and will help us better serve you and our future applicants. We greatly appreciate your involvement in this process and your interest in contributing to the effort to end poverty.

Warmest Regards,
(Email Signature)













[bookmark: _Appendix_6:_Screening][bookmark: _Appendix_7:_Screening][bookmark: _Appendix_8:_Screening][bookmark: _Toc442706737][bookmark: _Appendix_12:_Screening]Appendix 12: Screening Interview Form 
Screening Interview Form	    	   Date: ___________
Applicant’s Details 


Applicant’s Name: ______________                        	Position(s) Applied For: ___________________
Email: ______________                                             	Phone Number: _________________________      Gauging Knowledge of AmeriCorps VISTA 


· Where did you learn about AmeriCorps VISTA? What do you already know about AmeriCorps VISTA?	Comment by RSVP Denton: READ AFTER APPLICAN FINISHES FIRST BULLET QUESTION 

VISTA stands for Volunteers in Service to America and VISTAs goal is to target and alleviate poverty in the United States. VISTAs serve for one full year with the focus of capacity building – in other words, VISTA members focus their efforts to build the organizational, administrative, and financial capacity of organizations. VISTAs strengthen an organization so it can continue to serve the needs of its community once AmeriCorps VISTA grant is completed.

VISTA members have VADs or VISTA assignment descriptions.  The VADS includes objectives and member actives that detail what the member will be doing during their year of service.  It is the VISTAs responsibility, with the help of their supervisor to create deadlines and work towards the completion of the activities listed on the VAD. 

Our project has a VISTA Leader. Not all VISTA Projects have VISTA Leaders. I help guide our members through their year, familiarize them the VISTA stipend, help connect them to their community, and help them find professional development opportunities. I also collect monthly reports, do check-ins, and send out monthly updates.
 
VISTAs have many requirements. VISTAs must: 1. Serve one year of service with 24/7 availability (meaning you will sometimes have to work outside of regular business hours to complete a project or special activity) 2. Have no outside full-time employment 3. Have any outside part-time employment be pre-approved by their Supervisor and our Project Director and it cannot not interfere with VISTA service 4. Receive a living stipend/allowance (in Denton County is $983/month before taxes) 5. Choose between Segal Education Award (equal to the Pell Grant amount for this fiscal year) or an end of service cash stipend ($1,500) and 6. Complete a Pre-Service Orientation (PSO) before you begin at your service site.  

VISTAs also receive many benefits. In-service benefits include: 1. Relocation allowance/Settling In allowance, if moving more than 50 miles for VISTA service 2. Access to the AmeriCorps VISTA Healthcare Program 3. An option for life Insurance 4. A childcare allowance, if eligible 5. 10 Paid vacation and 10 paid sick leave days 5. Having student loan deferment/forbearance on qualified federal student loans Post-service benefits include: 1. Interest paid on qualified federal student loans by the National Trust 2. One year of non-competitive eligibility for a federal government position.




· What does being a VISTA mean to you? What experiences or skills do you think are necessary to be VISTA?

· AmeriCorps VISTA is a national service program as well as a program that promotes leadership. In your opinion, how does service make someone a better leader?

· In general, what motivates you to volunteer?

· VISTA service requires a substantial commitment for one full year. How do you feel about this commitment and do you foresee any reason you would be unable to fulfill it?

Gauging Interest in the Position 


· What got you interested in this particular position?

· Was there any particular reason you chose a position in Texas?

· What challenges do you expect to face in this position?

· What would you like to get out of your year, both personally and professionally?

· Is there anything that you feel would limit your ability to perform the functions of this position?



Assessing Work Habits 

· How would you describe your working style? Do you work best alone with minimal supervision? Do you prefer to work in a team setting?

· How do you prefer to build new skills? 

· What do you need to succeed?

· What do you do when someone disagrees with you?

· Can you describe a situation where you’ve had a conflict with a co-worker or supervisor?  How did you resolve the conflict?
Transitioning to a New Community and Workplace 



· How would you learn about this position’s community?

· A VISTA’s role is very specific and unique. Sometimes community members and co-workers do not understand a VISTA’s role for the organization they serve. What creative methods would you use to educate your community and co-workers about your role for the organization you would serve?

Feedback Questions 


· What else do you believe is important for us to know as we consider your application?

· What reservations do you have about serving a year for VISTA, if any?

· Are you applying for any other national service positions; and if so, would you feel comfortable sharing those with me? 
 Interviewer Recommendations 


       Do not move forward     	               Recommend with reservations     	             Recommend 

Explain: 

[bookmark: _Appendix_8:_VISTA][bookmark: _Appendix_9:_VISTA][bookmark: _Toc442706738][bookmark: _Appendix_13:_VISTA]Appendix 13: VISTA Leader Screening Interview Form
VISTA Leader Screening Interview Form	   Date: ____________
Applicant’s Details 


Applicant’s Name: ___________________________	Position Applied For: ______________________
Email: _____________________________________	Phone Number: __________________________      Gauging Knowledge of AmeriCorps VISTA 


· What does being a VISTA mean to you? What experiences or skills do you think would be helpful in being a VISTA?

· Can you please give me a brief description of the VISTA program, its requirements and benefits?

· In general, what motivates you to volunteer?

Gauging Interest in the Position 


· What got you interested in this particular VISTA Leader position?

· What challenges do you expect to face in this position?

·  What lessons did you learn during your first year as a VISTA that you might apply to your role as VISTA Leader?

· What would you like to get out of your year as a VISTA Leader, both personally and professionally?

· Is there anything that you feel would limit your ability to perform the functions of this position?

Assessing Work Habits 


· What kind of Supervision do you prefer?

· What do you need to succeed?

· What leadership skills are you confident in? What skills would you be looking to improve upon during the course of the Leader position?

· How do you prefer to build new skills?

· How do you prefer to show support?

· What do you do when someone disagrees with you?

· Can you describe a situation where you’ve had a conflict in your last year of service?  How did you resolve the conflict?
Transitioning to a New Community and Workplace 



· How might you encourage involvement from VISTAs throughout our project?

· If you got the position, how would you describe your role to a VISTA member?

Feedback Questions 


· What else do you believe is important for us to know as we consider your application?

· What reservations do you have about serving a year for VISTA, if any?

· Are you applying for any other national service positions; and if so, would you feel comfortable sharing those with me? 
 Interviewer Recommendations 


       Do not move forward     	               Recommend with reservations     	             Recommend 

Explain: 




[bookmark: _Appendix_9:_Withdrawal][bookmark: _Appendix_10:_Withdrawal][bookmark: _Toc442706739][bookmark: _Appendix_14:_Withdrawal]Appendix 14: Withdrawal After Screening Interview Template
Withdrawal After Screening Interview Template email
Subject: AmeriCorps VISTA Interview Follow Up
(VISTA Applicant), 

We want to thank you for the time you invested in applying for an AmeriCorps VISTA position with the North Texas Project. We also understand your decision not to continue in our application process. 

We ask that you take the time to answer this short survey.

We hope you take the time to answer these questions. Your feedback is essential and will help us better serve our future applicants. 

We believe you are a strong candidate and would like to encourage you to consider serving a year of national service in the future. We greatly appreciate your involvement in this process and your interest in contributing to the effort to end poverty. 

Warmest regards,
(Email Signature) 


















[bookmark: _Appendix_9:_Rejection][bookmark: _Appendix_10:_Rejection][bookmark: _Appendix_11:_Rejection][bookmark: _Toc442706740][bookmark: _Appendix_15:_Rejection]Appendix 15: Rejection After Screening Interview Template
Rejection After Screening Interview Template email
Subject: AmeriCorps VISTA Interview Follow Up
(VISTA Applicant),

We want to thank you for the time you invested in interviewing for an AmeriCorps VISTA position with The North Texas Project. It was a pleasure speaking with you and learning about your experiences. Unfortunately, after careful consideration, you will not be advanced to next round of interviews due to the competitive nature of our selection process. However, we believe you are a strong candidate and would like to encourage you to continue looking for other national service opportunities on my.americorps.gov. 

We ask that you take the time to answer this short survey.

Your feedback is essential and will help us better serve you and our future applicants. We greatly appreciate your involvement in this process and your interest in contributing to the effort to end poverty.

Warmest Regards,
(Email Signature)



















[bookmark: _Appendix_10:_Second][bookmark: _Appendix_11:_Second][bookmark: _Appendix_12:_Second][bookmark: _Toc442706741][bookmark: _Appendix_16:_Second]Appendix 16: Second Interview Invitation Template
Second Interview Invitation Template email
Subject: AmeriCorps VISTA Second Interview
(VISTA Applicant),

Thank you so much for your interest in (Partner Agency). I am inviting you to participate in the second round of interviews. Please take the time to review the attached VAD and (website) to learn more about this position and the agency. 

If you will, please email (Partner Agency Supervisor), the Supervisor for (Partner Agency), with some insight to why you believe you are a good match for this organization. We would like to know what you believe you could offer to this organization and how you believe that you could help build (Partner Agency)’s capacity. A short paragraph will help us get a better idea of what you could bring to The North Texas Project and to (Partner Agency).

Their email is (Partner Agency Supervisor email), also please CC me!

Thank you,
(Email Signature) 



















[bookmark: _Appendix_11:_Two-Agency][bookmark: _Appendix_12:_Two-Agency][bookmark: _Appendix_13:_Two-Agency][bookmark: _Toc442706742][bookmark: _Appendix_17:_Two-Agency]Appendix 17: Two-Agency Second Interview Invitation Template
Two-Agency Second Interview Invitation Template email
Subject: AmeriCorps VISTA Second Interview
(VISTA Applicant),

Thank you so much for your interest in (Partner Agency 1) and (Partner Agency 2). I am inviting you to participate in the second round of interviews. Please take the time to review the attached VADs and their websites, (website 1) and (website 2), to learn more about these positions and their agencies. 

If you will, please email (Partner Agency Supervisor 1), the Supervisor for (Partner Agency 1) and please email (Partner Agency Supervisor 2), the Supervisor for (Partner Agency 2), with some insight to why you believe you are a good match for their agency. We would like to know what you believe you could offer to this agency and how you believe you could help build their capacity. A short paragraph will help us get a better idea of what you could bring to The North Texas Project and to (Partner Agency 1) and (Partner Agency 2).

The (Partner Agency 1) Supervisor’s email is (Partner Agency Supervisor email 1) and (Partner Agency 2) Supervisor’s email is (Partner Agency Supervisor email 2); also please CC me when you contact each of them!

Thank you,
(Email Signature)
















[bookmark: _Appendix_12:_Multi-Agency][bookmark: _Appendix_13:_Multi-Agency][bookmark: _Appendix_14:_Multi-Agency][bookmark: _Toc442706743][bookmark: _Appendix_18:_Multi-Agency]Appendix 18: Multi-Agency Second Interview Invitation Template
Multi-Agency Second Interview Invitation Template email
Subject: AmeriCorps VISTA Second Interview
(VISTA Applicant),

Thank you so much for your interest in (Partner Agency 1), (Partner Agency 2), and (Partner Agency 3). I am inviting you to participate in the second round of interviews. Please take the time to review the attached VADs and their websites (website 1), (website 2), and (website 3) to learn more about these positions and their agencies. 

If you will, please email the Supervisor for (Partner Agency 1) (Partner Agency Supervisor 1), the Supervisor for (Partner Agency 2) (Partner Agency Supervisor 2), and the Supervisor for (Partner Agency 3) (Partner Agency Supervisor 3) with some insight to why you believe you are a good match for their agency. We would like to know what you believe you could offer to this agency and how you believe you could help build their capacity. A short paragraph will help us get a better idea of what you could bring to The North Texas Project and to each of these agencies.

The (Partner Agency 1) Supervisor’s email is (Partner Agency Supervisor email 1), the (Partner Agency 2) Supervisor’s email is (Partner Agency Supervisor email 2), and the (Partner Agency 3) Supervisor’s email is (Partner Agency Supervisor email 3); also please CC me when you contact each of them!

Thank you,
(Email Signature)
















[bookmark: _Appendix_13:_Enrollment][bookmark: _Appendix_14:_Enrollment][bookmark: _Appendix_15:_Enrollment][bookmark: _Toc442706744][bookmark: _Appendix_19:_Enrollment]Appendix 19: Enrollment Status Update Template
Enrollment Status Update Template email
Subject: AmeriCorps VISTA Enrollment Status Update
(VISTA Applicant),

You are right on track for beginning VISTA service in (Start of Service Month)! The Portal has updated to reflect that you have accepted the (Partner Agency) (Title) position. Your application is now pending our State Office approval. This approval process usually takes between 4-6 weeks, so we expect your next actions to take place in late (Month 1) or early (Month 2). We will be in contact as soon as we receive approval from our State Office.

If in the meantime you have any additional questions or concerns, please do not hesitate to contact me!

Warmest regards,
(Email Signature)

























[bookmark: _Appendix_14:_Additional][bookmark: _Appendix_15:_Additional][bookmark: _Appendix_16:_Additional][bookmark: _Toc442706745][bookmark: _Appendix_20:_Additional]Appendix 20: Additional Enrollment Information Template
Additional Enrollment Information Template email
Subject: ACTION REQUIRED: Additional AmeriCorps VISTA Enrollment Documents Needed
(VISTA Applicant),

Congratulations on your selection to become an AmeriCorps VISTA!  

The CNCS State Office has reviewed and approved your application for service. Please go to your MyAmeriCorps Portal and complete the additional enrollment documents.  These documents must be completed by noon on (Day of the week), (Month) (Day), (Year) in order to finalize your enrollment. If you have any trouble finding these documents in the MyAmeriCorps Portal please feel free to contact us for any assistance. 
Additional enrollment documents to be completed are:
	* Travel Request Profile - used for travel to PSO for candidates who are not relocating to serve.
	* W-4  
	* Direct Deposit Information
	* Designation of Beneficiary
	*Life Insurance - candidate must waive it or purchase it.
	* V-81 Transportation Form
	* End of Service Selection (education award or stipend)

If you have any questions, please do not hesitate to contact us. We will be happy to answer any questions you have.  

Congratulations again and we’ll be in touch soon with your next steps! 
(Email Signature)








[bookmark: _Appendix_15:_Pre-PSO][bookmark: _Appendix_16:_Pre-PSO][bookmark: _Appendix_17:_Pre-PSO][bookmark: _Toc442706746][bookmark: _Appendix_21:_Pre-PSO]Appendix 21: Pre-PSO & Welcome Packet Template
Pre-PSO & Welcome Packet Template email
Subject: One Step Closer to Becoming an AmeriCorps VISTA
(VISTA Applicant),

We are glad to say that you are one step closer in the process of becoming an AmeriCorps VISTA! You will be receiving notification from VISTAPortal that you have been enrolled in your Pre-Service Orientation (PSO). Your Pre-Service Orientation (PSO) will take place on (Month) (Day-Day) in (City, State).  All travel arrangements will be made and paid for by the Corporation for National and Community Service (CNCS).  Representatives the VISTA Travel Helpdesk team will be in contact with you via email with instructions for travel. A few days before you depart, you will receive more information from a Conference Coordinator detailing any additional travel information you need for PSO.

Attached, you will find a Welcome Packet and the VISTA Member Handbook. Please read and familiarize yourself with their contents before you attend your Pre-Service Orientation (PSO) as it will help answer many questions that may arise there. 

After you have taken your Oath of Service and returned from PSO, there will be an On-Site Orientation and Training on Monday, (Month) (Day)th at (Time) that you will attend before going to your service site the following day. Please report to RSVP: Serving Denton County’s Office at 1316 E. McKinney St. Denton, TX for OSOT. It is required that you report wearing the VISTA polo you will have received at PSO. Lunch will be provided. 

If you have any questions or concerns in the meantime, please do not hesitate to contact me.

Warmest regards,
(Email Signature)
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