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Cover Page 
	Organization Information

	Organization Name:
	

	Mailing Address:
	

	City, State, Zip Code:
	

	Website:
	

	Phone:
	
	Fax:
	

	Site Supervisor Information

	Contact Name:
	
	Title:
	

	Phone:
	
	Email:
	

	Will this person be the contact throughout the interview & matching process?
	
[bookmark: Check3]|_| Yes   |_| No

	If no, please provide the Contact Information below:

	Contact Name:
	
	Title:
	

	Phone:
	
	Email:
	



	Type of organization:
|_| 501c(3)   |_| Government   |_| Other/describe:

	Has your organization hosted an AmeriCorps member in the past?
|_| Yes   |_| No  

	Number of AmeriCorps members requested:
|_| One   |_| Two   |_| Other _____
(Unless the position is the same for multiple members, a separate position description needs to be submitted for each requested member).

	The member will have access to the following resources for service activities (check all that apply):
[bookmark: Check78]|_| Telephone/Voicemail   |_| Fax machine   |_| Computer
[bookmark: Check61]|_| Email                               |_| Internet            |_| Personal office space/desk    |_| Copy machine                                                       

	Funding for the $13,500 Host Site Cash Contribution is:
|_| Pending   |_| Secured    If pending, indicate anticipated date of award: _______
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Needs and Services
[bookmark: _Toc520373842]Please answer each of the questions below completely and individually. Answering the following application questions will provide a clear and compelling justification for awarding the requested SUD Allies AmeriCorps member(s).  	

1. Please describe the demographics of the population to be served. 




2. How will the requested AmeriCorps member’s activities meet the needs of the community that your organization serves? How were these needs identified? Include a description of any activities your organization is currently doing to address the identified community needs. 




3. If your organization has previously served as an AmeriCorps Program Host Site, please describe any successes and how a new member will build upon them.




4. AmeriCorps member service activities may not duplicate the routine functions of employees and cannot include those of displaced employees. Please describe how the AmeriCorps member position is different from any current or previous employee functions. 

[bookmark: _Toc520373843]
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Organizational Capacity	
1. How will the SUD Allies AmeriCorps member be incorporated into the existing organizational structure? Describe the plan for educating staff and community members about AmeriCorps and the member’s role in your organization.




2. SUD Allies AmeriCorps Program requires each Host Site to have a designated Site Supervisor for the AmeriCorps member. Among other duties, the person designated as the Site Supervisor will need to attend the Site Supervisor orientation, hold regular meetings with the AmeriCorps member, complete required program forms, and maintain regular communication with the SUD Allies program staff. Please explain why the person indicated on the application coversheet has been designated as the Host Site Supervisor. Describe the plan for member supervision. 




3. Describe how your organization will provide support to the member in each of the following areas:
a) Orientation: Provide a general outline of your orientation plan, including orientation to your organization and the community.
b) Training: List any training your organization will provide for the member. All host sites are required to provide training on specific programs the member will be implementing. 
c) Professional Development: Describe the professional development opportunities available to the member.




4. AmeriCorps' emphasis on training, civic duty, and professional development provides a unique opportunity to recruit individuals who are in recovery from SUD, including veterans. PHIMC will assist with the recruitment of AmeriCorps members through the PHIMC website, National AmeriCorps website, college and career websites, and other online community networks. If chosen as an SUD Allies AmeriCorps Host Site, how will your organization assist in the recruitment of your AmeriCorps member(s)?




[bookmark: _Toc520373844]
Host Site Agreement
Read and sign below to agree to your organization’s commitment to the following:
[bookmark: _Toc520373845]Acknowledgements:
[bookmark: _Toc520373846]We understand that AmeriCorps members are required to attend monthly in-service days, participate in monthly service projects, participate in three National Days of Service projects, and Illinois Disaster Corps responsibilities. We agree to release them from the site to participate in team meetings, trainings, and service projects. We support SUD Allies in its effort to provide member training and recognition events and will accommodate occasional absences of the member, with advance notice, when possible, for this purpose.
Certifications: Drug-Free Workplace and Non-Discrimination Policies
The legal applicant organization has an active Drug-Free Workplace Policy and an active Non-Discrimination Policy.	
[bookmark: _Toc520373847]Assurances:
As the authorized representative of the applicant organization, I certify, to the best of my knowledge and belief, that our organization:

· Has the institutional, managerial, and financial capability, including sufficient funds to pay the Host Site cash match, required to ensure proper planning, management, and completion of the activities described in this application.

· Will comply with all applicable requirements of all other Federal laws, executive orders, regulations and policies governing this program.

· Will keep such records and provide such information to PHIMC, the Serve Illinois Commission, or CNCS with respect to the program as may be required for fiscal audits and program evaluation, including documentation of in-kind contributions.

· Will comply with the non-displacement rules of the National and Community Service Act of 1990.  Specifically, an employer shall not displace an employee or position, including partial displacement such as reduction in hours, wages, or employment benefits, as a result of the employer using an AmeriCorps member; a service opportunity shall not be created that will infringe on the promotional opportunity of an employed individual; an AmeriCorps member shall not perform any services or duties or engage in activities that (1) would otherwise be performed by an employee as part of the employee’s assigned duties; (2) will supplant the hiring of employed workers; (3) are services or duties with respect to which an individual has recall rights pursuant to a collective bargaining agreement or applicable personnel procedures; or (4) have been performed by or were assigned to any presently employed worker, an employee who recently resigned or was discharged, an employee who is on leave, an employee who is on strike or is being locked out, or an employee who is subject to a reduction in force or has recall rights subject to a collective bargaining agreement or applicable personnel procedure. 

· Will comply with the ineligible service provisions found in the Act. Specifically, a program may not use AmeriCorps members to perform service that provides direct benefit to any (1) business organized for profit; (2) labor union; (3) partisan political organization; (4) organization engaged in religious activities (unless such service does not involve the use of members to give religious instruction, conduct worship services, provide instruction as part of a program that includes mandatory religious education or worship, construct or operate facilities devoted to religious instruction or worship, or engage in any form of proselytization; or (5) nonprofit organization that fails to comply with the restrictions contained in section 501 (c)(3) of the Internal Revenue code. 
 
· Will comply with all Prohibited Activities related to AmeriCorps member service, as outlined in 45 CFR § 2520.65

	Signatures of Approval

	By signing below, we certify that we have read and agree to perform all actions and support all intentions in the Acknowledgement, Certification, and Assurances sections above. In addition, we affirm that we have given consideration to the goals and guidelines of SUD Allies, and have designed this description to align with those program goals and guidelines.  

	Organization Name:
	


	Host Site Supervisor Name:
	


	Host Site Supervisor Signature:
	

	Date
	

	Executive Director/Administrator Name:
	


	Executive Director/Administrator Signature:
	

	Date
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Proposed Position Description 
By completing the template provided below, a position description will be developed for your organization’s requested AmeriCorps member. The position description must detail the activities you anticipate your member executing throughout the term of service and the qualifications for this position. The document provided for you contains several items which are highlighted in yellow. Please replace all yellow text with your information. Refer to page 16 of the RFA for more guidance.

Member Position: Insert the title of the position 

Host Site Information: [Organization Name, Address, & Website]

Host Site Supervisor: [Name, title, and contact information for the designated site supervisor]

Position Summary: [Insert a brief summary and purpose of the position]

Position Responsibilities:
· Insert specific tasks and responsibilities that member will carry out throughout the service term. Include any specific programs, projects, or initiatives that the member will service with.
· [Task 1]
· [Task 2]
· [Continue bulleted list and insert additional tasks as needed]

AmeriCorps Responsibilities:
· Complete 1,700 hours of service by the end of the designated service term
· Attend scheduled trainings, including pre-service orientation and monthly in-service days 
· Attend scheduled service projects, including mandatory National Days of Service on Veteran’s Day, Martin Luther King, Jr. Day, and AmeriCorps Week
· Submit accurate, thorough timesheets on the 1st and 16th of every month
· Maintain records on clients served by submitting performance measures on the 1st and 16th of every month
· Participate in a member-led committee by leading monthly trainings, service projects, or other team activities during the service year
· Maintain open communication with program and host site staff throughout the service year
· Represent host site and SUD Allies with professionalism, integrity, enthusiasm, and compassion

Qualifications & Eligibility:
· 18 years of age or older by term of service start date
· U.S. Citizen, U.S. National or lawful permanent resident
· Valid forms of documentation to prove date of birth and citizenship/naturalization/resident alien status; valid government issued photo identification

· Possession of a high school diploma or equivalent, or commit to earning one prior to receiving an education award
· Complete Federal and State criminal background checks and Sex Offender Registry check (all provided and coordinated by AmeriCorps program staff) 
· Insert additional qualifications necessary for this position

Transportation Information: [please delete all that do not apply]
· Host Site is accessible by public transportation – [please provide information on CTA train and bus lines]
· Host Site is not accessible by public transportation
· Personal vehicle is recommended to get to position location
· Personal vehicle is required to get to position location
· Host Site organization vehicle is available for service activities. Member is covered by organization’s vehicle insurance policy
· Personal vehicle must be used for Host Site service activities. Mileage will be reimbursed by Host Site
· Monthly public transportation passes are available for Host Site service activities and will be provided by the Host Site
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