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Notice of Intent to Apply (NIA) to Become a KEYS AmeriCorps Host Site
KEYS Service Corps, an AmeriCorps program sponsored locally by the Allegheny County Department of Human Services, Office of Community Services is seeking applicants to become Host Sites for AmeriCorps members for the Summer 2012 program and/or the 2012-13 Full-year program. KEYS Service Corps AmeriCorps Members serve 11 weeks in the summer and 10 months during the full-year program focusing on the following: 
Priority outcomes:
· Providing mentoring/structured activities to a core group of  youth at least one hour per week for at least two months resulting in youth increasing their abilities in two of six key areas (dealing constructively with conflict, improving self-esteem, goal setting, team building, leadership, fitness),

· Providing tutoring or academic assistance to a core group of youth the equivalent of at least two class periods per week for at least two months resulting in those youth increasing their completion of class work and/or homework, and

· Generating volunteers through the design and implementation of Community Service Projects, Service Learning Projects, and/or other volunteer opportunities. Members lead youth in researching, designing, and implementing these service projects. 
For KEYS Service Corps purposes, “youth” refers to “school age” youth- typically five to 18 years old, or up to 25 years old and enrolled in primary or secondary education or working toward their GED. “Volunteers” can be of any age.
In Summer 2012, the KEYS Service Corps will place Summer AmeriCorps Members at community- and faith-based organizations, community parks, schools, and non-profit organizations. These members will provide activities and supervision for youth such as: field trips, sports & recreation, reading activities, arts & crafts, swimming, or community service projects.  Some Summer Members will be placed with youth who are participating in programs that combine mentoring and job-placement experiences.  Members in these placements will act in the roles of mentor and job coach.
Summer AmeriCorps members will start orientation on Tuesday, May 29, 2012 and will be placed at their host sites on Monday, June 11, 2012. Members will serve through Friday, August 10, 2012.  Summer members must be able to serve approximately 42 hours per week.
In the 2012 – 2013 Full-year Program, members will be placed at schools, after-school programs, community- and faith-based organizations, or other non-profit organizations where they will provide tutoring, mentoring, and community service/service learning programming.
Full-year AmeriCorps members will start orientation on Monday, August 20, 2012 and will be placed at their host sites on Thursday, August 30, 2012. Not all members may be selected and placed by this date. If chosen as a host site, you may receive members at a later date.

Please note: Each AmeriCorps member is placed with a host site via a mutual selection process. KEYS Service Corps will strive to find members for each host site with which we partner. We can not guarantee that all positions will be filled at a particular host site, however. Sites would provide cash match for filled positions only.
KEYS AmeriCorps Members 

In the Summer Program KEYS members are typically currently-enrolled college students. In the full year program KEYS members are typically college graduates with a wide range of degrees who want to make a difference. Both groups are highly motivated individuals who believe in the missions of KEYS Service Corps and our program partners. In return for their service, they are looking for an opportunity to create meaningful change for youth and communities and for the guidance of seasoned professionals to help them through this term of service. 
While our members are motivated and professional, you and your staff will be expected to mentor them along the way. Remember your first “real job” or imagine your child’s- you want freedom to try some of your own ideas and the support and guidance to make sure your ideas are on track. Many sites hire their AmeriCorps member(s) after the member has completed her/his term, but this is not a requirement for the Host Site. 
All members must go through a lengthy selection process. KEYS performs the following clearances on members: Criminal Record, Child Abuse History, National Sex Offender Registry Program, and FBI. KEYS trains members in topics such as Tutoring, Mentoring, Designing and Implementing a Service Learning Project with youth,  Conflict Resolution, Generating and Maintaining Volunteers, Disaster Preparedness, CPR/ First Aid, Team Building and many other topics. 
Agency Eligibility 
KEYS seeks proposals from non-profit organizations, community-based organizations, faith-based organizations, schools, governmental, or other not-for-profit entities that can:

· Demonstrate the ability to have the AmeriCorps members who are placed with them achieve the priority outcomes listed above;

· Provide a cash match of:

· Summer 2012



$1,700 per summer AmeriCorps member

· 2012-2013 Full-year Program



$6,800 per full-time AmeriCorps member; 



$3,400 per half-time AmeriCorps member

· Comply with the list of AmeriCorps prohibited activities (see attached).
Full-year/full-time time members serve a minimum of 1,700 hours.  Full year/part-time members serve a minimum of 900 hours.  Summer members serve a minimum of 450 hours.  These hours include training time provided by KEYS. 
KEYS recruits, screens and trains members; takes care of the members’ payroll, health care, and workers comp; develops member esprit de corps; and conducts all the AmeriCorps interagency functions and reporting requirements. 
KEYS Service Corps typically partners with 15 to 20 agencies in the summer and 20 to 30 agencies for the full-year program. Agencies are encouraged to apply for however many members they feel they need, but a typical allocation is for two to four members per host site. Agencies may request members for summer programming only, full-year programming only, or both. If requesting members for both summer and full year, the number requested for one does not affect the number requested for the other. (e.g., though the typical site requests four members, an agency could request four summer members AND four full-year members.)
Agency Responsibilities
Agencies selected to receive AmeriCorps members will be responsible for the following:
· Provide guidance, supervision, and evaluation of AmeriCorps members. In our current program year, the average site supervisor spends 15 hours per month in guidance and supervision. Some site supervisors work alongside the members throughout the day, some meet with them for an hour here and there. Evaluation forms are emailed to site supervisors twice a year in the full year program; and once over the course of the summer. 
· Verify members’ service hours through the site’s existing system (time clock or sign-in sheet). Members submit time sheets to KEYS every two weeks. 
· Complete a bi-monthly log in-kind support to KEYS. This may include time spent supervising members, calculations of the value of space used by AmeriCorps members, etc.  All sites who receive members will receive training on this process.  This keeps your member cash-match costs lower.

· Assure that all assigned duties and tasks are in compliance with AmeriCorps prohibited activities. (see AmeriCorps Member Prohibited Activities)
· Assure procedures are in place for AmeriCorps members to document their progress toward our priority outcomes. KEYS provides documentation training to members and the members complete monthly achievement reports. 
How to Apply to Become a Host Agency
Selection Process- 
KEYS Service Corps uses a process which has three distinct steps or stages designed to collect additional information at each stage. While all interested parties are welcome to submit information for Step 1, only selected agencies will be invited to attend an orientation in Step 2. At the end of the orientation, agencies will receive a site application.  Submission of applications is Step 3. Applications will be reviewed and used to determine allocation of AmeriCorps members.  Some sites may be requested to conduct a site visit with KEYS staff before making final determinations.
Selection of partner sites will be based on: 

· Successful relationships with current or former Host Sites,*

· Sites whose objectives match the KEYS Service Corps objectives, 

· Sites which can demonstrate a history of or capacity for achieving the priority outcomes, 
· Sites which have structured programming, 
· Quality and timeliness of submissions, 

· Ability to provide the cash match, and 
· Start and end dates of youth participants that are a good fit with AmeriCorps members’ start and end dates. 

*Successful relationships with current or former host sites will be determined by: 


· Program’s record of adhering to AmeriCorps requirements and prohibited activities;

· Program’s record of submitting required documentation in a timely manner;

· Program’s record of providing member support and guidance;

· Current and past members’ ability to achieve program objectives in mentoring, tutoring and/or volunteer generation;

· Recommendation of current and past members; and

· Record of members’ successful completion. 
Timeline 
Step 1:
 Return Notification of Intent to Apply Form by 4:00 p.m. on Feb. 17, 2012

(form available via separate attachment or download)

Step 2: Site Orientation, by invitation only, between February 28 and March 9, 2012 

A representative from potential host sites must attend one of the following orientations: (all sessions located at the Human Services Building, 1 Smithfield Street, Pittsburgh, PA 15222. Sessions with “+” denote free parking behind building – enter from Ft. Pitt Blvd.)

1. Tuesday, February 28, 2:00 p.m. to 4:00 p.m.


2. + Thursday, March 1, 4:30 p.m. to 6:30 p.m.

3. Monday, March 5, 8:30 a.m. to 10:30 a.m.

4. Wednesday, March 7, 1:00 p.m. to 3:00 p.m.

5. Friday, March 9, 9:00 a.m. to 11:00 a.m.
Step 3: Applications due by March 23, 2012, 4:00 p.m.

April 5, 2012
Summer Member Allocations announced

May 4, 2012
Full-year Member Allocations announced 
