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 Washington Reading Corps – Early Learning Pilot
Memorandum of Understanding


The purpose of this Memorandum of Understanding is to establish the basic guidelines and expectations of Early Learning Project sites and AmeriCorps support of the Washington Reading Corps Early Learning program.  These guidelines and expectations are designed to ensure full coordination between project sites and the AmeriCorps program.

Please review, complete, and sign this Memorandum of Understanding not later than (date)
Early Learning Project Site Information

	Educational Service District:
	

	School District (if applicable):
	

	Name of School Building/Project Site:
	

	Address:
	

	Name of Principal/Director:
	

	Email Address:
	

	Name and Title of Site Supervisor:
	

	Telephone Number:
	

	Fax Number:
	

	E-mail Address:
	


Program Information

	Name of Program/Curriculum (if applicable):
	

	Name and title of personnel responsible for reading curriculum and training:
	

	Number of AmeriCorps members awarded:
	

	Location of dedicated space for members and phone number:
	


ACRONYMS USED:

OSPI – Office of Superintendent of Public Instruction

WSC – Washington Service Corps

WRC – Washington Reading Corps

Responsibilities of Early Learning Project Site:

Site Supervisor, Staff Support

1. Identify and support a single staff person from the project site who has expertise in early learning instruction to be the site supervisor (and key contact) for AmeriCorps members. 

2. Commit to send at least one staff person to one WRC sponsored orientation and one meeting with the WRC Program Manager. The person(s) participating must be the site supervisor, director, reading coach, or an appropriate staff actively involved in the WRC Early Learning program.  
3. Identify the staff person who will be responsible for program-specific early learning training (if different than site supervisor) for AmeriCorps and members and community volunteers.

Early Learning Program and Assessments

4. Implement a high-quality and research-based early learning curriculum. 

5. Work with an inclusive early childhood program within small groups and/or individually to increase foundational early literacy skills such as phonemic awareness, alphabet knowledge, oral language, vocabulary, and background knowledge for approximately 15 minutes per session.

Family Involvement 
6. Approve and support family involvement plans, either enhanced or created by AmeriCorps members.  Plans must include at least one family literacy event per year.
AmeriCorps and VISTA Member Support 

7. Participate in AmeriCorps member recruiting, interviews and selection.

8. Introduce the WRC program and AmeriCorps members to the program staff and invite members to staff functions.

9. Provide volunteer management training for AmeriCorps members.  Training must include information on site safety and emergency procedures for both members and volunteers.

10. Inform all AmeriCorps members about rules of conduct and appropriate behavior, including procedures for communicating service hours and absences.  Provide members with policy manuals and/or handbooks and ensure members are aware of the safety and emergency procedures, including how to help direct volunteers during an emergency.  

11. Provide at least one desk, computer, and phone access for the AmeriCorps member(s).  Provide email access for AmeriCorps members when possible.

12. Agree to release time for AmeriCorps members to attend required training events, service projects, and WRC sponsored meetings.  Members will be expected to participate in team civic engagement projects. 

13. Recognize and support roles and responsibilities of AmeriCorps members.  

14. Ensure project site has required identification such as WRC and AmeriCorps posters for purposes of local and national identity.

15. Develop a plan for building sustainability of on-going community support when AmeriCorps support is no longer available.

Program Evaluation, Reporting and Monitoring

16. Participate in WSC evaluation plans for accountability to state and federal funding sources.  

· Support AmeriCorps members in collecting data for evaluation plans.

· Support WSC evaluation efforts.

17. Host scheduled site visits from legislators and WRC partners [Local AmeriCorps Project Site, WSC, OSPI, Washington Commission for National and Community Service (WCNCS), and Corporation for National and Community Service (CNCS)].  
18. Provide information (including staff salaries, hours of supervision, etc.) and signatures to support in-kind match requirements (supervision).

Responsibilities of Site Supervisors:

1. Attend training on OSPI and WSC requirements, including assessment and national service requirements offered by OSPI and WSC.

2. Have early learning expertise, a desire to foster a volunteer early learning literacy program at the site, a desire to mentor and support AmeriCorps members, supervisory experience, and the ability to commit adequate time to the site supervisor duties.

3. Provide on-site supervision and support of AmeriCorps members (at least 1-2 hours per week).

4. Provide guidance, support, and site-specific training to AmeriCorps members responsible for recruiting and supporting community volunteers in the early learning program.  Ensure members are aware of the safety and emergency procedures.

5. Ensure accuracy and sign member timesheets; document member supervision.

6. Participate in the performance evaluation process two times during the term of service for each member.

7. Communicate regularly with Project Supervisor regarding AmeriCorps performance issues or other program concerns.

· Document all AmeriCorps member performance/personnel issues in writing, including actions taken toward resolution.

· Follow member discipline procedures as outlined in AmeriCorps member contract.

· Coordinate with Program Manager to plan for any removal or transfer of AmeriCorps members.

The following outlines service activities of AmeriCorps members:

The AmeriCorps WRC members:

1. Work with an inclusive early childhood program either one-on-one or in small groups. 

2. Support recruitment of community volunteers to support the program.

3. Provide and/or support efforts in providing volunteer tutor training.

4. Promote and encourage cross-age volunteer opportunities for students, including students identified as struggling readers.

5. Design, organize, and/or support events that invite families to participate in literacy activities with their children.

6. Coordinate activities to increase English proficiency for children with limited English skills.

7. Build community-based literacy resources that can be shared within and between project sites.

8. Support and implement evaluation methods for on-going assessment of the WRC program.

9. Assist with volunteer recognition ceremonies and special events.

Prohibited AmeriCorps and VISTA member activities:

· clerical work or shelving books  

· additional prohibited activities are outlined in Attachment A

Please note: Federal funding for AmeriCorps and VISTA members is approved with the understanding that members’ service is directly supporting the WRC program objectives.  Contrary circumstances could lead to removal of National Service members from the project site.

This Memorandum of Understanding clarifies the focus and intent of the joint working relationship of mutual support, cooperation and coordination between the school and the AmeriCorps program.

	Project Director:
	

	
	

	Director Signature
	Date


	Project Site Supervisor:
	

	
	

	Site Supervisor Signature
	Date


	WRC Program Manager
	

	
	

	Program Manager Signature
	Date


	Member:
	

	
	

	Member Signature
	Date


	Member:
	

	
	

	Member Signature
	Date


	Member:
	

	
	

	Member Signature
	Date


The original signed Memorandum of Understanding will be filed in the AmeriCorps Project Site file and a copy provided to the WSC.  Members must sign the original Memorandum of Understanding.  Updated copies should be provided to the WSC.  

Attachment A

Prohibited Activities of AmeriCorps Members

There are certain activities, including lobbying, political, religious or advocacy activities, that AmeriCorps members may not perform in the course of their duties, or at the request of program staff.  Furthermore, members may not engage in conduct in a manner that would associate the national service program or the Corporation for National and Community Service (CNCS) with the prohibited activities.  Programs must become familiar with specific provisions described in the Corporation’s formal regulation (45 C.F.R. 2520.30) and the grant provisions.  The list of prohibited activities include:

· Participating in efforts to influence legislation, including state or local ballot initiatives, or lobbying for your program;

· Organizing a letter-writing campaign to Congress;

· Engaging in partisan political activities, or other activities designed to influence the outcome of an election to any public office;

· Participating in, or endorsing, events or activities that are likely to include advocacy for or against political parties, political platforms, political candidates, proposed legislation, or elected officials;

· Voter registration drives;

· Organizing or participating in protests, petitions, boycotts, or strikes;

· Assisting, promoting, or deterring union organizing;

· Impairing existing contracts for services or collective bargaining agreements;

· Engaging in religious instruction; conduct worship services; provide instruction as part of a program that includes mandatory religious instruction or worship; construct or operate facilities devoted to religious instruction or worship; maintain facilities primarily or inherently devoted to religious instruction or worship; or engage in any form of religious proselytization; or

· Providing a direct benefit to a for-profit entity, a labor union, a partisan political organization, or, in general, an organization engaged in the religious activities described in the preceding bullet.

AmeriCorps members, like other private citizens, may participate in the above listed activities on their own time, at their own expense, and at their own initiative.  However, AmeriCorps members may not wear AmeriCorps t-shirts or other service gear in such instances. 

Attachment B

Early Learning Contact Information

For assistance regarding AmeriCorps  related questions, contact your Project Supervisor.  If you do not know who your Project Supervisor is, please refer to the list of 2005-2006 grant awards at http://www.k12.wa.us/curriculuminstruct/reading/readingcorps/default.aspx.

For further assistance contact the Washington Service Corps/Washington Reading Corps Program Manager: 

Shannon Skye  36sskye@esd.wa.gov0-438-3245, Fax 360-438-3113   
The Washington Service Corps website can be found at: http://www.wa.gov/esd/wsc/ 
Updated 12-07
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