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The Successful VISTA
Supervisor: Your First
Five Plays

To join the audio portion, please dial:
1-800-369-3304 Ctmle 1 o
Passcode: 8226333 SERVICE b

This session will begin shortly.




Tips for Participating
* Submit questions to the presenter at any time
using the Q & A feature.

» Share tips, resources, and ideas with other
attendees using the Chat feature.

* We will open phone lines and microphones later
in the presentation for Questions and Answers.
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Today’s Team
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Andy King Suzanne Knizner Rebecca Starr

Training Specialist Project Specialist Project Specialist
AmeriCorps VISTA Campaign Campaign
Consultation, Inc. Consultation, Inc.
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Today’s Presenter

Carly Bruder

Training Coordinator
AmeriCorps VISTA
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Today’s Agenda

* Introduction to the Supervisors Area of the
VISTA Campus

* Play 1: Orchestrate Onboarding & OSOT
Activities

* Play 2: Encourage Members to Utilize the VISTA
Campus

* Play 3: Set a Schedule & Process for Reporting

* Play 4: Become an Expert with eGrants &
MyAmeriCorps

* Play 5: Promote Sub-site Success
* Q&A
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VISTA Campus
http://vistacampus.gov

2009

* @ station caused by Hurricane Katrina by President Barack Obama signs Edward M.Kenn
£ Ca m P us cted people get their lives back on track. Actand calls on all Americans to serve.

Celebrating over 45 Years of Volunteers In Service To America

About VISTA "/
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Entering the Campus
http://vistacampus.gov

2009

x @ station caused by Hurricane Katrina by President Barack Obama signs Edward M. Kenn
£ >4 C a m P uS cted people get their lives back on track. Actand calls on all Americans to serve..

Celebrating over 45 Years of Volunteers In Service To America

About VISTA "’

VISTAs

© N,
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Log-in or Create an Account
0 VISTA PP LOYOS

Serve More. Learn More. Be More.

VISTA Campus login New to the VISTA Campus?
Login here using your username and password
(Cookies must be ensbled in your browser *Please note that this account - 5
(username, password) is separate from your MyAmeriCorps account.) @ Welcome! To access the tutorials, resources, and leaming
community for VISTA, you'll need to create a new account for the
Username [:] VISTA Campus. Please note that this account (username,

password) is separate from your MyAmeriCorps account.

Password [ : !7! gg'n‘. l

Guest - limited site access

Follow these quick and easy steps to gain access to the VISTA
Campus:

1. Complete the New Account form with your details.

2. A confirmation message will be sent to your e-mail address

immediately.

3. Read the message, and confirm your account by clicking on

Forgotten your username or password? the web link provided.

4. When you return to the VISTA Campus, log in using the
personal username and password you created when filling out
the New Account form.

By creating an account for the VISTA Campus, you agree to t
terms and limitations of appropriate use and online_condu
described in the Site Terms of Use.
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VISTA Campus for Supervisors

m Life as a Supervisor Connect with Supervisors

VISTA Campus » Supevisors . Switch role to... :
- Supervisors

LR o Being a VISTA supervisor brings new challenges to an already busy schedule. The
e it VISTA Campus is here to help by providing crucial information and support.
Supervisor Events Life as a Supervisor Connect with Supervisors
o Agri 2013 & b
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Not sure how to file a report? Looking for & Do you have a story to share? Does your
cosching technique? These courses and VISTA seem lost? In this private forum for
f;':,‘m."; Tours and resources help you become more effective as VISTA supervisors, you can post ideas,
8 VISTA supervisor. network, and learn from other VISTA

supervisors.

Supervisors Manual

Campus Catalog

Browse our list of resources

Two VISTA Leader Action Learning Teams present their work May 3
by Andy King.

Two teams of VISTA leaders have completed their Action Learning Challenge projects and will pre
Friday, May 3.

The Home Depot Foundation Seeks Proposals for Veteran Housing Projects

Resources

i
z
é
§

One-Stop Shop
Grab-and-go resources
to get you up to speed.
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VISTA Campus for Supervisors
http://vistacampus.gov/supervisors

Life as a Supervisor Connect with Supervisors

LIFE AS A SUPERVISOR

History & Mission

Roles & Responsibilities

The VISTA Assignment
Recruiting
Orienting your VISTA
Coaching and Supporting
Ongoing Training
Transitiok

CONNECT WITH SUPERVISORS |
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Play 1:
Orchestrate Onboarding & On-Site
Orientation and Training (OSOT) Activities

“Onboarding, also known as ﬁy
organizational socialization, (]

is a process through which
new employees [in our case
VISTA members] move from
being organizational
outsiders to becoming
organizational insiders.”

(Bauer, Erdogan, Zedeck,
2011)
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Plan Onboarding & OSOT Activities

* Ensure basic needs are * Facilitate settling-in at
addressed your site and in your
* Housing community
* Community » work space & office
resources like banks, structure
doctors, grocery * welcoming to the
store etc. larger organization
RESOURCE (if applicable) &

your community

* Introductions to
VISTA Leaders if you
have them
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http://www.vistacampus.org/file.php/50/RolesandResponsibilities/so_workbook_fall2013.pdf

Outline and Conduct On-site
Orientation and Training (OSOT)

Explore formats
* Group
* Group plus site

Site only

Distance

One-on-one
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http://vistacampus.org/file.php/50/Orienting/sample_vista_handbook.pdf

Outline and Conduct On-site
Orientation and Training (OSOT) cont...

* Submit training plans to State Office
* Evaluate OSOT and submit results to State Office

* Involve members in evaluation and adjustment
of plans

* Define in-service training needs

* Identify community professional development
offerings
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Orienting Your VISTA
Life as a Supervisor Connect with Supervisors

VISTA Campus » > LR 35350 .|Sw§td\ role to... l:]um.]
<«

LIFE AS A SUPERVISOR | — 1 4 2 ; -

Orientation Elements Planning & Design

‘ Key P of an orx e Plan onientation and prepare your

sl e —] staff
Roses & Responsiiites | ——— |

LEARN MORE LEARN MCRE
The VISTA Assignment
Recruiting | Delivering Orientation

Materials to help you teach

Onenting your VISTA effectively

:

LEARN MORE

Trangitioning

CONNECT WITH SUPERVISORS

Supervisors Manual

ul
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Play 2:
Coach Your Members to Successfully
Utilize the VISTA Campus

VISTA Campus for Members

 Become familiar with the
resources available for

members =l
. . .
* Outline member learning =
plans by assigning resources, =i *&“" m— |
sections, or tutorials e TR .;;«Em,. B

* Direct them to the Forums
for peer support and sharing

* Allow members to log-on

while at your site
Conference Number: 1-800-369-3304
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VISTA Campus for Leaders

2 VISTA campus @n@,@@,

Serve More. Learn More. Be More.

Life as a Leader Connect
VISTA Campus > Leaders
Canigstacopyot trat?
g Resume Workshop Facilitator's Guide 0
by Amanda Addington
LIFE AS A LEADER This curriculum guides you in leading a workshop on the process of building a resume. It includes checklists for
preparation and materials, i ions for the ion, and content for handouts. The session design
Ongoing Leader EPisining i The Giving Tree Activity
by Amanda Addington

Action Learning
Life After VISTA
Getting Started

CONNECT

S BAR Ongoing Leader
Development

Finding Help

Posters & Decals
Order them here.

- — \.

< November »
2013
Sun Mon Tue Wed Thu Fri
1
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Play 3:
Set a Schedule & Process for Reporting

Reports Overview
* Sponsor Verification, Bi-

weekly
* Project Progress Report eGRANTS

(PPR), Quarterly (new
programs) or semi-
annually (existing
programs)

e VISTA Progress Report
Supplement (VPRS),
Annually on October 315t
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Project Progress Report (PPR) Sections

» Section: Performance Measures

* Include detailed information about progress toward
meeting goals in Project Plan

* Section: Narrative

* Describe your challenges, recruitment efforts,
training/technical assistance needs,
partnerships/collaboration development, resource
development, sustainability, multi-site performance,
and other accomplishments and stories

» Attach and link to press clippings, flyers, letters, or other
documents related to member accomplishments.
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Tips for Completing Progress Reports

* Keep good records * No VISTAs yet? Focus

« Involve others in data on describing

collection and reporting ~ recruitmentand
other startup

* Schedule time to write .
activities

reports

* Organize all documents
before getting started

* Do not leave anything
blank
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Best Practices for Reporting in the
Project Plan Section

» Write a clear; concise project plan

* Keep reporting aligned

* Mid-year: report on the progress to date
* Include statistics

* Include real numbers with percentages
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VISTA Progress Report Supplement
(VPRS) / Performance Measures

VPRS reports on CNCS Performance Measures in
Capacity Building Activities

Capacity Building is defined as
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VPRS Measures in Brief

* # community volunteers recruited and/or managed

* # organizations implementing 3 or more effective
volunteer management practices

* # staff & community volunteers received training
* # organizations completed community assessment
* # hours of service contributed by community volunteers

* # organizations more effective, additional activities, new
systems or processes

* Dollar value of cash/in-kind resource leveraged
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Supervisor Campus and Web
Resources for Reporting

* VISTA Campus for Supervisors * VISTA Performance

*  http://vistacampus.gov/supervisors Measures
*  http://nationalserviceresource

Life as a Supervisor Connect with Supervis -
s.org/npm/vista
VISTA Campus » Supenvisors » Capacity Building in Action for Supervisors i - i
Contents a &
Qojecthes //Capacity Building in Action for Supervisors VISTA Performance Measures
'Wnat Dozs Capaohy Bullding Look Lie?
‘Soenark 1: The Business Cemter 1
Geaing Staned Introduction W Focus Areas 'Objectlves ¥ Agency-Wide Priority Measures ® VISTA Complementary Program Measures
Questions.
Suszanainy
Swﬂ;:m'l’ﬁﬂ rS Projects report on Goal 3 Capadity Building &
Arematie AroEnzs ST
Soenark 3: Making Training Stronger Maximize the value we add to grantees,
Lorelel's Orientation Sesskon partners and participants.
‘Conclusion
Projects align with Goal 1
Increase the impact of national service
on community needs in communities m
served by CNCS-supported programs.
y HeaLthLFuturs
“Will my project conti
-
Military Families

Conference Number: 1-800-369-3304
Passcode: 8226333



http://nationalserviceresources.org/npm/vista
http://vistacampus.gov/supervisors

Reporting Questions

» To participate by phone,
press *1.

* To participate electronically,
use the Q&A feature located
below the video screen.
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Play 4:
Become a Pro with eGrants & My
AmeriCorps

Common Tasks

Recruiting members

Reviewing and accepting candidate applications
Creating and refining VADs

Project reporting

Project renewals and amendments

Future Plans Forms for members
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Play 5:
Promote (Sub)Site Success

Nelghbor Works

Project Supervisor VISTA Leader
Neighborhood Housing Cabrillo Economic
Services of Chicago Development Corporation Frontler Houslng, Inc.

1 4 4

& > 3

Sub-site Supervisor Sub-site Supervisor Sub-site Supervisor
VISTA Members VISTA Members VISTA Members
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Promote (Sub)Site Success

* Share your project plan * Agree on

e Clarify expectations communication
methods

* Plan an orientation
for supervisors
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Member Placement and
Management

Articulate your
recruitment and
placement protocol

Share VISTA member(s)
application and/or bio

Review and share
VISTA(s) VAD(s)

Refine and revise VADs as
needed

Ensure knowledge of
VISTA's rules and
regulations, as well as the
Terms, Conditions and
Benefits of VISTA service

Know that research has
shown coaching &
supporting is the key to
member success

Establish who to contact if
they need assistance with a
member issue
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Facts About VISTA Supervision

VISTAs who receive

supervision and coaching:
* Are the most satisfied and
successful
e @Gain the greatest number
of competencies compared
to other types of training

Members who left service
early had less one-on-one
contact with their
supervisors

(JBS International, 2013)
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VISTA Campus for Supervisors

B VISTA campus JLOHe

Serve More. Learn More. Be More.

ife 3 pervisor Connect with Supervisors
Life as a Supervisor

VISTA Campus » Supervisors

LIFE AS A SUPERVISOR

History & Mission
Roles & Responsibilities
The VISTA Assignment
Recruiting

Orienting your VISTA
Coaching and Supporting
Ongoing Training
Transitioning

CONNECT WITH
SUPERVISORS

Working with Sub-sites
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* To participate by phone,
press *1.

* To participate electronically,
use the Q&A feature located
below the video screen.
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THANK YOU
For Your Participation!

Next Steps Upcoming Webinars

« Complete the evaluation ° January 21%-
Recruiting: Attracting

* Create (or update) your Successful VISTAs
VISTA Campus profile - February 18t -

* Visit the Supervisor Retention: Maximizing
Forums to interact with VISTAs Success and
yOur peers Satisfaction throughout

the Project Lifecycle

* Review the resources . March 18% - Retention:

Supporting the Whole
VISTA
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