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National Health Corps Chicago
2019-2020 Host Site Application

	Organization Information

	Organization Name
	

	Mailing Address
	

	City
	
	Zip
	

	Phone
	
	Fax
	

	Host Site Supervisor Information

	Name
	

	Position
	

	Phone
	
	Email
	

	Will this person be the contact throughout the interview and matching process?
	Yes ☐    No ☐

	If no, please provide the contact information.
	

	Contact Name
	

	Contact Position
	

	Contact Phone
	

	Contact Email
	

	

	Organization Mission
	

	Type of Organization
	☐ 501c(3)  ☐  Government  ☐ Other/describe:

	Scope of Organization
	☐  National  ☐  State  ☐  Citywide  ☐  Neighborhood

	How did you hear about National Health Corps? ☐  Staff  ☐  E-mail  ☐  Host Site  
                                                       ☐  Current/former ___ member  ☐ Other________________

	Has your organization hosted a National Health Corps member in the past?  ☐  Yes   ☐  No

	# of Members Requested
	

	Organization Infrastructure and Capacity 

	Host sites need to provide a space for members to perform their service activities and a computer with internet access to complete their timesheets. Check all of the following that your organization will provide to an NHC Member to fulfill their service activities.
☐  Desk   ☐  Computer   ☐  Phone   ☐  Internet access  ☐  Printer access  ☐  Photo copier access  ☐  E-mail account  ☐  Member’s own working space or office

	Host Site contribution per member for the 2019-2020 service year is [estimated to be] $13,500 - $14,000. Please indicate if funding is secured or pending.
☐  Secured    ☐  Pending   If pending, indicate anticipated date of the award: _______________

	How will your organization utilize an NHC member to benefit your community? What are the specific roles and tasks the member will perform?  Please include current data to support this need. 
Keep in mind that National Health Corps is a Direct Service program, which means the bulk of member tasks should include direct contact with individuals they serve (in person or over the phone).

	








	How does the proposed role align with the NHC’s focus areas for the 2019-2020 service year, which include one or more activities that: 
· address the opioid crisis,
· increase seniors’ (adults 50 or older) ability to remain in their own homes with the same or improved quality of life for as long as possible, and/or
· increase physical activity and improve nutrition with the purpose of reducing obesity and/or chronic conditions that are linked to obesity. 










	Non-Displacement and Non-Duplication Requirements: 
An employer may not displace an employee or position, including partial displacement such as a reduction in hours, wages, or employment benefits, in lieu of an AmeriCorps member. This includes volunteers and interns, but does not include other AmeriCorps members. Furthermore, NHC members may not conduct any activities that former employees, interns, or volunteers perform in the 6 months before their service begins. 
Describe how your proposed position does not duplicate activities that an existing employee, intern, or volunteer does and that the position would not displace an existing employee, intern, or volunteer.






	NHC Supervisor/Mentor Engagement Expectation:
It is a requirement that each Host Site designate a Supervisor/Mentor for each NHC/AmeriCorps member. Duties for this role include, but are not limited to:
· Attendance at required annual orientation and quarterly meetings,
· Meet weekly with NHC Member throughout entire term,
· Completion of program paperwork including bi-weekly timesheet review and Member reviews and discipline reports as necessary,
· Maintain regular communication with NHC Program Staff. 

Please explain why the person indicated on this application is the best fit for the NHC Supervisor/Mentor for your Host Site:









	AmeriCorps members are not employees, but their role within an organization is very important. How will you educate staff about AmeriCorps and National Health Corps, as well as integrate your NHC member into your existing culture?









Host Site Agreement 

Acknowledgements: 

We understand that AmeriCorps members are required to attend a program pre-service orientation, monthly in-service days, participate in monthly service projects, and participate in three National Days of Service projects. 

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. 

Assurances

As the authorized representative of the applicant organization, I certify, to the best of my knowledge and belief, that the organization: 

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

· Designate a Host Site Supervisor who will provide adequate supervision to ensure/maintain NHC members’ accountability, member development, program development, and completion of program service objectives (see below for NHC Host Site Supervisor Requirements). 

· Participate in the recruitment and member matching process by scheduling & conducting member interviews in a timely fashion.

· Provide each NHC member with a position description that clearly defines their duties and responsibilities, including day-to-day activities. The position description (template provided by NHC) should align with the NHC mission, logic model and performance measures.

· Reimburse NHC members for site related travel expenses such as outreach events or other authorized travel approved by the Host Site Supervisor but not daily travel to and from the host site.

· Provide in-kind contributions to NHC members that include, but may not be limited to: supervision, office space, necessary supplies, materials, administrative support, and equipment for members, including access to a phone, a computer, and appropriate office space. The Host Site will fully share reasonable responsibility with Public Health Institute of Metropolitan Chicago for retention of NHC members.

· Support NHC member attendance and participation in NHC Chicago sponsored member meetings, monthly trainings and group services projects, retreats, site visits, and other program functions as determined by NHC program staff.

· Maintain regular communications with NHC program staff regarding member’s performance, special initiatives, achievements, issues, and other matters that affect NHC program effectiveness at the site.

· Adhere to NHC program policies as detailed in the NHC Member Handbook.

· Participate with NHC program staff in strategies for problem solving, program evaluation, and program improvement in a timely manner within reasonable deadlines provided by NHC staff.

· Inform and guarantee other Host Site staff understand the role of the AmeriCorps, NHC member, including restricted activities as communicated by NHC program staff and outlined in the NHC Member Handbook.

· Participate in and assist with data collection and reporting for NHC performance measures and evaluation activities within timely, reasonable deadlines requested by NHC. 

· Participate in and assist with the NHC communications/public relations work plan as necessary, including but not limited to: including the AmeriCorps and NHC logos (provided by NHC) on all promotional material discussing your Host Site’s partnership with AmeriCorps and NHC, and including NHC boiler point (provided by NHC) in all press releases/promotional material discussing the Host Site’s partnership with NHC. 

· Inform NHC staff and provide documentation of any concerns, problems or issues related to a member’s performance or conduct at the site immediately and in accordance with the NHC performance improvement/disciplinary procedure.

· Inform NHC staff immediately of any developments or delays that have an impact on NHC activities, any significant problems relating to the administrative aspects of this Agreement, or any suspected misconduct or nonfeasance related to this Agreement.

· Comply with all NHC and CNCS monitoring activities and agree to provide NHC and CNCS authorized representatives access to program documentation, organizational procedures, and other information as may be reasonably required.

· Comply with all NHC required improvement/corrective actions in the time frame stipulated by the NHC as may be reasonably required.

· Confirm that your member’s position will not violate AmeriCorps member activity restrictions and prohibited activities as outlined in the 2019 NHC Host Site RFP.


      	Host Site Supervisor Initials, confirming you have read, understand and agree to bulleted points above  



	Signatures of Approval

	By signing below, you acknowledge that you have read and understand the contents of this document. In addition, you are affirming that you have given consideration to the goals and guidelines of the NHC and have designed this description to align with those program goals and guidelines.  

	Host Site Supervisor Signature
	
	Date
	

	Host Site Supervisor Name
	
	
	

	Agency Exec Director Signature
	
	Date
	

	Agency Exec Director Name
	
	
	



Proposed NHC Position Description 
[bookmark: _30j0zll]By completing the template provided below, a position description will be developed for your organization’s requested NHC 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. 

Host Site Information: [Organization Name, address, and website]

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

Member Position Purpose: [Provide a brief summary of the purpose of member service by outlining the duties and responsibilities of the member and how this role connects within the organization, aligns with National Health Corps’ mission of providing health access and education to underserved communities, and addresses one or more of NHC’s service focus areas (address the opioid crisis, increase seniors’ (adults 50 or older) ability to remain in their own homes with the same or improved quality of life for as long as possible, and/or increase physical activity and improve nutrition with the purpose of reducing obesity and/or chronic conditions that are linked to obesity). 





Position Responsibilities:
1) 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 serve.
· [Task 1]
· [Task 2]
· [Continue bulleted list and insert additional tasks as needed]

Site Considerations:
Organization dress code: Insert dress code expectations for member dependent on your organization’s dress code policy. Please be as specific as possible.
 Transportation Information: [please delete all that do not apply]
· Host Site is accessible by public transportation – [please provide information on 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. As stated in Host Site MOA, mileage will be reimbursed by Host Site for required travel during the service day.
· Monthly public transportation passes are available for Host Site service activities and will be provided by the Host Site

Expected Service Time and Requirements: 
· Include the days and hours of the week that the member will be expected to serve most commonly while in the position.
· How many hours of meaningful service do you anticipate the member serving weekly? (please select expectation between 36-40 hours)
· NHC members are allotted a set schedule of holiday time off and have the flexibility to take time off as necessary (pending approval from Host Site and Program Staff). Do you have flexibility regarding extended hours a member could serve to make up missed time? If you do not, please state this. If you do, please describe. 

Member Qualifications: 
· Describe the traits that will help a member succeed in this position (e.g. outgoing, analytical, patient, good with children).
· List the minimum qualifications, training, or experience required to be successful in the position.
· List the skills and/or experience that will help a member succeed in this position (e.g. customer service, language skills).

Please email completed applications to Alisha Jani, Project Manager, National Health Corps Chicago at nhcchicago@phimc.org by 5:00pm on Friday, February 1, 2019. 
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