Project STAR

VISTA

AmeriCorps*VISTA Assignment Description (VAD)
	VISTA Project Sponsor: EDC serving Fresno County
Assignment Area: Social services planning & delivery systems
	VISTA Member Name: 
VISTA Position Title: VISTA Leader  

	Host Site Name: EDC serving Fresno County
	Site Supervisor: Devon Jones
Office Location: EDC
	Date:


	VISTA Member Activities and Steps Checklist
	Planned Period of Work

	Goal: The VISTA Leader will assist the EDC's regional VISTA program administrator facilitate AmeriCorps gatherings, trainings, participation in Days of Service events, and develop AmeriCorps resource guides for local agencies.
	

	Activity 1: Convene VISTAs at least once quarterly for social gatherings and/or networking opportunities.
      Step 1: Conduct research on what the regional AmeriCorps volunteer presence is
      Step 2: In coordination with EDC site supervisor and interested AmeriCorps volunteer participants, schedule annual calendar of events

      Step 3: Coordinate gathering logistics and participation 

      Step 4: Document results for CNCS reporting purposes

      Step 5: Provide ongoing VISTA support 

	1. Month 1

2. 1, 2

3. 2, 3, ongoing

4. quarterly
5. ongoing


	Activity 1 Comments/Summary of Accomplishments: 


	Activity 1 Completed (date): ________

	Activity 2: Assist VISTAs to participate in at least two days of service in region.
      Step 1: Conduct initial and ongoing research on days of service events in the general region
      Step 2: After conducting research from activity 1 on regional AmeriCorps volunteer presence, establish contact with VISTA population in regards to days of service activities 

      Step 3: Generate participation 

      Step 4: Document results for CNCS reporting purposes 

	1. Month 1, ongoing
2. 1

3. Ongoing

4. quarterly


	Activity 2 Comments/Summary of Accomplishments:


	Activity 2 Completed (date): ________

	Activity 3: Assist VISTAs to participate in at least 1 In Service Training
      Step 1: Conduct initial research on IST availability in VISTA campus and with state program specialist
      Step 2: Plan training event

      Step 3: Generate participation and handle logistics

      Step 4: Document results for CNCS reporting purposes
	1. Month 1

2. 1, 2

3. Quarter 1

4. As needed


	Activity 3 Comments/Summary of Accomplishments:


	Activity 3 Completed (date): ________

	Activity 4: Develop regional VISTA/AmeriCorps resource guide for potential local host sites

      Step 1: Conduct research on local AmeriCorps resources
      Step 2: Meet with sponsoring agencies to confirm participation and target agencies/service categories

      Step 3: Compile resource information in guide format

      Step 4: Conduct final review with EDC site supervisor 

      Step 5: Release to public
	1. Quarter 1, 2
2. Quarter 1, 2

3. Q 3

4. Q 3

5. Q 3 or 4


	Activity 4 Comments/Summary of Accomplishments:


	Activity 4 Completed (date): ________

	Activity 5: Develop procedure manual for NCCC project application/administration

      Step 1: Research NCCC procedures/contacts

      Step 2: Coordinate a live NCCC project to completion: 

a. With EDC site supervisor identify potential project
b. Confirm interested party

c. Conduct application process

d. Conduct project administration process

e. Conduct any final close out procedures

      Step 3: Develop procedure manual


	1. Month 1
2. As needed

3. Quarter 4, or when applicable


	Activity 5 Comments/Summary of Accomplishments:


	Activity 5 Completed (date): ________

	Activity 6: Create EDC regional VISTA Intermediary administrative procedure manual/guidebook
      Step 1: Assist EDC site supervisor with intermediary administrative procedures
      Step 2: Develop procedure manual/guide
	1. Ongoing

2. Ongoing 



	Activity 6 Comments/Summary of Accomplishments:


	Activity 6 Completed (date): ________
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