Expectations, Procedures, & Policies for FL|CC AmeriCorps*VISTA Members

Instructions: Site Supervisors, please go over this document with your VISTA member as part of their On-Site Orientation and Training. VISTA members need to sign the bottom of page two and fax a copy to 850-922-2928. 

In general, FL|CC VISTA members will be seen as resources placed at project host sites to support service-learning, volunteerism, and anti-poverty efforts. They will receive support from their local project site supervisor as well as the Director of FL|CC AmeriCorps Programs, FL|CC VISTA Leaders and fellow FL|CC VISTA Corps members. FL|CC VISTA members are expected to act professionally at all times while serving in the program. FL|CC VISTA members will be treated with respect by the local project site, FL|CC VISTA office, and fellow FL|CC VISTA Corps members.    

1. Personal Leave (Vacation)/Sick Leave/Emergency Leave/Local Mileage Reimbursement 

FL|CC VISTA members: 
· Work with the local site supervisor to maintain an average workload of 40 hours per week. The VISTA member should follow the local project host site’s policies/procedures for scheduling and tracking of hours. 
· Submit requests (in writing) for personal leave (vacation) to the local site supervisor at least one week in advance of the requested leave. The local project site may require leave requests to be submitted earlier, in which case the VISTA member should comply with the project host site’s submission time frame. VISTA members will notify the local site supervisor when ill. 
· Are entitled to have off all holidays observed by the local project host site. If the local project host site is closed for an extended period of time (example, a school closing for the entire summer, not winter/spring break), VISTA members should contact the FL|CC VISTA office to make alternate work arrangements for that period of time. 
· May be granted up to five days of emergency leave by the local project site, with the approval of FL|CC, in the event that an immediate family member becomes critically ill or dies, in accordance to CNCS VISTA policy. If this occurs, VISTA members must notify their local project host site and FL|CC VISTA office immediately to ensure leave is preapproved and eligible for possible reimbursement.
· Receive local mileage reimbursement from local project host sites for project related travel (excluding travel from home to primary worksite and back). VISTA members are to follow the existing policies and procedures of the local project host site for reimbursement. Any travel required by FL|CC VISTA will be reimbursed through Florida Campus Compact, CNCS, or the local project site. 

2. Project Progress Reports & FL|CC VISTA Paperwork

FL|CC VISTA members will: 
· Submit quarterly Project Progress Reports (with approval from local site supervisor). PPR’s are due by January 15, April 15, July 15 and October 15 to the FL|CC VISTA Initiative through the online reporting form. A PPR cover sheet with a local site supervisor signature and completed work plan should be sent to the VISTA Leaders through scan/email or fax (850.922.2928). 
· Submit monthly Leave Report forms (signed by local site supervisor) tracking remaining personal and sick days to the FL|CC VISTA Initiative by the 1st of each month. Forms should be sent to the VISTA Leaders through scan/email or fax (850.922.2928).
· Submit all required CNCS paperwork as instructed by FL|CC VISTA along with mid-year and Close-of-Service Reflections. 

3. Training/Orientation

FL|CC VISTA members will: 
· Participate in VISTA Pre-Service Orientation and In-Service Training (IST) event(s) indentified by the FL|CC VISTA Initiative in accordance w/ CNCS policy regarding IST requirements. 
· Participate in on-site orientation and training identified by local project host site. 
· Participate in online professional development (to the greatest extent possible w/out interfering with essential duties at the local project host site). 


4. Rules of Conduct  

The following acts constitute a violation of the FL|CC VISTA Initiative (or program) rules of conduct: 
· Unauthorized tardiness (as documented by local site supervisor and/or FL|CC VISTA staff);
· Unauthorized absences (as documented by site supervisor and/or FL|CC VISTA staff);
· Repeated use of inappropriate language (i.e. profanity) at a host site;
· Stealing, lying, or fraudulent behavior;
· Failure to comply with program rules or procedures; 
· Failure to handle confidential information appropriately when dealing with students and/or staff; and  
· Any other serious breach or act, as determined by program staff that undermines the effectiveness and integrity of the program. 

4. Disciplinary Actions 

In general, for violating the above stated rules and code of conduct, including those in the official CNCS VISTA Member Handbook (www.americorps.org/help/vistahandbook/chapter1.html), the program will take the steps outlined below. Please note, violations to the rules of conduct will be reviewed on a case-by-case basis and any egregious violation may result in the FL|CC VISTA Initiative requesting CNCS immediately transfer or remove a VISTA member from the project without a verbal and written warning being issued.

1. For the member’s first offense, the local site supervisor and/or the Director of FL|CC AmeriCorps Programs will issue a verbal warning (documentation will be recorded and placed in the VISTA member’s file).
2. For the member’s second offense, the local site supervisor and/or the Director of FL|CC AmeriCorps Programs will issue a written warning to be placed in the member’s file.  
3. For the member’s third offense, the local site supervisor and/or Director of FL|CC AmeriCorps Programs will document the offense and place it in the member’s file. The Director of FL|CC AmeriCorps Programs would then recommend to the Corporation for National and Community Service state office that the member be terminated from VISTA service or reassigned to another VISTA project, should a suitable alternative assignment be identified.

Example: A VISTA member does not show up to local project host site and fails to notify the site supervisor, the site supervisor and/or the FL|CC  VISTA Director will issue a verbal warning to the member (documentation will be recorded in member file). Later in the year the member does not attend a mandatory training, the local site supervisor and/or the Director of FL|CC AmeriCorps Programs will issue a written warning to the member. Subsequently, the member fails to show up to the service site again, constituting the third offense, the Director of FL|CC AmeriCorps Programs, in consultation with the local site supervisor, would recommend to the CNCS state office either termination from VISTA or reassignment to another VISTA project.

Please note: FL|CC VISTA will always consult with the local site supervisor and VISTA member concerned regarding all disciplinary measures; our goal is to resolve issues whenever possible, allowing for VISTA members to successfully complete their VISTA service at their project site. The CNCS state office makes all final determinations regarding VISTA member transfers and terminations.  

5. Understanding of Expectations, Procedures, & Policies

The undersigned FL|CC VISTA member has read and fully understands the FL|CC VISTA Initiative’s Expectations, Procedures and Policies. 

											
Printed Name						Date

			
Signature 
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