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Guidelines

General Guidelines

1 Projects must address critical needs within one of the following NWSA objectives:

· Increase volunteer involvement in environmental issues

· Increase awareness of environmental issues and concepts

· Restore watersheds

· Enhance public lands

· Increase resource conservation

· Increase the service-learning capacity of schools and organizations to address environmental issues

2 Applications must demonstrate that the internship placement will address a significant unmet need and that the intern’s service activities will directly benefit the communities served.

3 Interns must be placed in a direct service position for the entire service term. The project may not include duties that support general organizational goals such as clerical tasks, janitorial responsibilities, and lunch/recess duties, except as it supports the goals of the proposed project.

4 Interns will serve at least 1700 hours from February 7, until December 16, 2011 .

5 Service activities must not duplicate routine functions of employees or displace paid employees.

6 The impact of the service provided must be measurable.

7 Sponsoring organizations must have a Drug Free Work Place Policy and a Non-Discrimination Policy.

8 Sponsoring organizations must commit to providing in-kind documentation of at least $5,000.

9 Sponsoring organizations must demonstrate the ability to meet the cash match requirement of $14,950.
10 The project must not include any of the prohibited activities outlined under Section 1, Prohibited Activities, in this Application.

11 Sponsoring organization must provide a valid certificate of liability insurance with the completed application. 

12 Sponsoring organizations must conduct a National Sex Offender Public Registry check and a FBI background check on staff supervising AmeriCorps members.  
13 If interns will drive an organizational vehicle, the sponsoring organization must provide a copy of the organization’s vehicle insurance with minimum auto liability limits of $100,000 for bodily injury per person in an accident; $300,000 for all bodily injuries in an accident; and $50,000 for property damage in an accident.
Submission Guidelines

14 Please submit the application as a Microsoft Word attachment and email it to amanda.lawrence@esd112.org
15 Send signed certification form, a copy of a valid certificate of liability insurance and the organization’s vehicle insurance (if applicable) to:
Amanda Lawrence, Environmental Internship Program Coordinator:

Mt. Adams Center

2453 Highway 141

Trout Lake, WA 98650

509-395-3467

Deadline:

Applications will be accepted on a rolling basis. A small number of positions are still available. Priority will be given to the first qualified applications that are received.
Selection Process

· A committee of NWSA staff and community volunteers will review and evaluate the applications.

· Acceptance of proposals may be contingent upon the applicant providing additional information or making revisions.

· After an application has been formally accepted, sponsors will be required to sign a contract specifying details of the service placement along with additional paperwork required by NWSA.

· All agreements are contingent upon NWSA’s continued funding from the Corporation for National and Community Service and upon the successful recruitment and placement of an AmeriCorps intern.

· Accepted Sponsors will assist with recruiting and selecting AmeriCorps intern(s).

· If all of the internship positions have been awarded, applicants may request to be included on a waiting list.

Member PROHIBITED ACTIVITIES
AmeriCorps members are prohibited from certain activities including lobbying, political, religious, or advocacy activities during service time.  While members are free to pursue these activities on their own initiative, on non-AmeriCorps time, they should be careful not to associate such activities with AmeriCorps or Northwest Service Academy. Questions regarding permissible activities should be directed to NWSA program staff. The following are prohibited activities for AmeriCorps members while charging time to the AmeriCorps program or using any of its grant funds:

16 Any efforts to influence legislation, including lobbying for AmeriCorps.

17 Organizing or engaging in protests, petitions, boycotts, or strikes.

18 Assisting, promoting or deterring union organizing.

19 Impairing existing contracts or collective bargaining agreements.

20 Engaging in partisan political activities or other activities designed to influence the outcome of an election to any public office.

21 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. 

22 Engaging in religious instruction; conducting worship services; providing instruction as part of a program that includes mandatory religious instruction or worship; constructing, operating or maintaining facilities devoted to religious instruction or worship; or engaging in any form of religious proselytizing.

23 Providing direct benefit to:

· for-profit entity,

· a labor union,

· a partisan political organization,

· an organization engaged in the religious activities described in the proceeding sub-clause, unless grant funds are not used to support the religious activities, or

· a non-profit entity that fails to comply with the restrictions contained in section 501c(3) of Title 26.

24 Providing abortion services or referrals for receipt of such services.

25 Organizing voter registration drives.

26 Raising funds for his or her cash match or for an organization’s operating expenses or endowment. 

27 Writing grant applications for funding provided by a federal agency including the Corporation for National and Community Service.  (Members may fundraise directly in support of program service activities, but no more than 10 percent of his or her hours.)

28 Performing services or duties that have been performed by or were assigned to any:

· presently employed worker;

· employee who recently resigned or was discharged;

· employee who is subject to a reduction in force or who has recall rights pursuant to a collective bargaining agreement or applicable personnel procedures;

· employee who is on leave (terminal, temporary, vacation, emergency, or sick); or

· employee who is on strike or is being locked out.

29 Other activities as the Corporation for National and Community Service may direct in the future, upon notice to the Program.


	Contact information for legal organization: 

	Legal applicant or Sponsoring agency:

	                                                         (Organization responsible for contract)

Address:

	Main project contact:
	Title:

	Phone:
	Fax:

	E-mail:
	

	Alternative address (if applicable):

	Phone:
	E-mail:

	Contact information for on-site supervisor (if different from legal organization): 

	Site organization:

	                                                         (Organization where the member will serve)

Address:

	On-site supervisor:
	Title:

	Phone:
	Fax:

	E-mail:
	

	Contact information for individual responsible for signing legal contracts in your organization (Check with your business office):

	Contract signer:
	Title:

	Address:

	Phone:
	Fax:

	E-mail:
	

	Contact information where finalized contract should be sent (if different from the contract signee):

	Name:
	Title:

	Address:

	Phone:
	Fax:

	E-mail:
	

	Contact information for individual who should receive billing:

	Name:
	Title:

	Address:

	Phone:
	Fax:

	E-mail:
	

	Contact information for Person responsible for INTERN recruitment: 

	Name:
	Title:

	Phone:
	Fax:

	E-mail:
	



Program Resources and Requirements

1 Please indicate your organization type(s):

 FORMCHECKBOX 
 501(c)(3) community based non-profit organization

 FORMCHECKBOX 
 School, school district, or educational service district

 FORMCHECKBOX 
 Government agency. Please highlight: city, county, regional, state, or federal

2 How many 1700 hour Interns are you applying for?  

 FORMCHECKBOX 
  One 

 FORMCHECKBOX 
  Two 

 FORMCHECKBOX 
 
Three 
 FORMCHECKBOX 
  Other_____ 
    

3 Which NWSA objective best represents your proposal’s focus? Choose one: 

 FORMCHECKBOX 
 Restore watersheds

 FORMCHECKBOX 
 Enhance public lands

 FORMCHECKBOX 
 Increase resource conservation

 FORMCHECKBOX 
 Increase awareness of environmental issues and concepts

 FORMCHECKBOX 
 Increase volunteer involvement in environment and education issues

 FORMCHECKBOX 
 Increase the service-learning capacity of schools and organizations to address             environmental issues

4 The Intern will conduct the majority of the service activities in the following (list up to 3):

Counties:











Legislative districts:










Congressional districts:



5 The Intern will have access to the following resources for service activities: (Check all that apply)

 FORMCHECKBOX 

Telephone/Voicemail


 FORMCHECKBOX 
 Fax machine


 FORMCHECKBOX 

Computer



 FORMCHECKBOX 
 Email

 FORMCHECKBOX 

Office space square feet _______
 FORMCHECKBOX 
 Internet

 FORMCHECKBOX 

Other (please specify)  _______

6 If applicable, have you discussed the placement with your union representative?

  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
   FORMCHECKBOX 
 N/A

7 The project site is handicap accessible:

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

8 Cash Match (your organization’s cost share for the AmeriCorps Intern):

$14,950
Is your cash match (check one):

 FORMCHECKBOX 
 Secured

 FORMCHECKBOX 
 Pending  (If pending, when do you expect it to be secured?)__________

9 Source of funding:

 FORMCHECKBOX 
 Federal 


 FORMCHECKBOX 
 State

 FORMCHECKBOX 
 Local

10 NWSA bills once per year, approximately one month after the Intern starts. If this schedule does not work for you, please list your preferred billing date(s):
 FORMCHECKBOX 
  Bill us a month after the intern starts

 FORMCHECKBOX 
  Bill us quarterly

  FORMCHECKBOX 
 Bill us on these dates: __________________________
NWSA requires each sponsoring organization to provide in-kind donations made in support of intern projects ($5,000 for 1700 hour interns). In-kind could include supervisor time, office space, trainings, mileage reimbursement, bus passes, and other non-monetary support you provide.


11 Organizational Capacity: Briefly describe your organization’s mission, qualifications for conducting the proposed project, and describe how your organization will provide support to the AmeriCorps Intern.
Organization’s Mission:

Organization’s Qualifications:

Intern Support:

· Orientation—describe how you will orient the intern to your organization and the community:

· Supervision—describe the structure for daily supervision and overall project oversight:

· Training—identify and describe at least two skills trainings you will provide for your intern:
· Professional Development—describe professional opportunities available to the intern:
· Housing—describe how you might assist the intern in locating/securing low cost housing:
12 Sustainability: NWSA views each AmeriCorps Intern placement as an opportunity to strengthen organizations while developing long term solutions to community issues.  Since a placement cannot be guaranteed to last longer than one term, please discuss how the proposed project will continue past the Intern’s term of service.
13 Evaluation: How will you know if this project is a success?  Please discuss what criteria and tools will be used to measure the success of the project.

Certifications (Please sign and mail this form to 2453 Hwy 141 Trout Lake, WA 98650)
Drug Free Workplace:
I certify that _______________________________ has an active Drug Free Work Place Policy.  





(Legal Applicant)

Non-Discrimination Policy:
I certify that _______________________________ has an active Non-Discrimination Policy. 





(Legal Applicant)

Acknowledgements:




We understand that NWSA Interns serve a minimum of 1,360 hours of service with their sponsoring agency. We support NWSA’s effort to provide Interns with up to 340 hours of development and leadership opportunities and will accommodate occasional absences of the Intern (with advance notice) for this purpose.

ASSSURANCES:




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

Has the legal authority to apply for federal assistance, has not violated a Federal criminal statute, and has the institutional, managerial, and financial capability (including funds sufficient to pay the local cash match) required to ensure proper planning, management, and completion of the project 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 NWSA or to the Federal government with respect to the program as may be required for fiscal audits and program evaluation, including documentation of in-kind match.

Will comply with the non-displacement rules found in section 177(b) of the National and Community Service Act of 1990 as amended (42 U.S.C. 12501 et seq.).  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 participant 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 section 132 as amended of 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 assistance or participants 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 proselytizing; or (5) nonprofit organization that fails to comply with the restrictions contained in section 501 (c)(3) of the Internal Revenue code (26 U.S.C. 501 (c)(3).

However, the provisions contained in section 132 as amended of the Act shall not be construed to prevent participants from engaging in advocacy activities undertaken at their own initiative.

Will comply with all Member Prohibited Activities related to AmeriCorps member service listed in Section 1 of this application. 

By signing below, you certify that you agree to perform all actions and support all intentions in the Acknowledgements, Certification and Assurances sections above.

ORGANIZATION NAME:   
PROJECT NAME:



NAME OF AUTHORIZED REPRESENTATIVE:  
SIGNATURE:





DATE:

Position and Organizational Vehicle Use By AmeriCorps Members
Important Sponsor Information
If sponsor includes driving for work purposes as a position responsibility (or if AmeriCorps members will be driving personal vehicles during their service):
30 Member’s placement is conditional upon clearing the NWSA driver’s screening policy. If member does not pass this screening, he/she is not eligible to drive during their service period. This may disqualify them from the position.

31 If sponsor provides an organizational vehicle for the member to operate:

Sponsoring organization needs to carry minimum auto liability limits of $100,000 for bodily injury per person in an accident; $300,000 for all bodily injuries in an accident; and $50,000 for property damage in an accident.

32 Understand that the organization’s insurance will be the primary coverage in the event of an accident.

33 Provide NWSA with a copy of the insurance coverage.

If sponsor requires member to use a personal vehicle for work purposes:

34 Sponsor must reimburse member for vehicle use.

35 Member must sign and agree to the conditions set forth in the Member Personal Vehicle Use Authorization.

Position Description Information

What do you need?

Using this template, please complete the following questions for each distinct position that you are requesting.  NWSA will use the information below as a position description to be used for member recruitment by NWSA and the project sponsor. This information is essential for recruiting qualified candidates, so we encourage you to make it compelling and descriptive.

36 Provide a position title (up to 46 characters) for the position.

37 Provide the website address where applicants can learn about your organization. (Include http://)

38 Provide a brief paragraph of 150 words or less that could be used to advertise the position. (Possible things to include: summarize 1-3 key goals for the position and indicate the percentage of time the intern can expect to spend on projects related to each of these goals).

39 List 5-10 general duties or responsibilities of the intern in support of these goals. 

40 Does your organization require any of the following? Check all that apply. If checked, it will be included in the position description.

 FORMCHECKBOX 

Ability to drive a large vehicle such as a 15-passenger van and/or four-wheel drive vehicle with trailer (training provided).

 FORMCHECKBOX 

Personal vehicle is required for service activities and mileage reimbursement is approved.

 FORMCHECKBOX 

Must have a valid driver's license, clean driving record, and ability to provide documentation.

 FORMCHECKBOX 

Ability to successfully pass a drug test (random or otherwise) conducted by project sponsor.

 FORMCHECKBOX 

The intern must have the following gear or equipment (examples include tents, all leather work boots, etc):__________

 FORMCHECKBOX 

The intern will be required to work some evenings and weekends.

NWSA conducts criminal background checks on all AmeriCorps interns at the beginning of the program year. Legally, NWSA cannot share the results of any background checks, but will take action on any information that was not identified during the application process. Any additional background checks and costs are the responsibility of the sponsoring organization.

41 List up to seven required skills and qualifications specific to the position:


42 List up to seven preferred qualifications that will be specific to your position:

43 What is your organization’s ability to assist with finding housing for your intern?

 FORMCHECKBOX 

Free housing is provided for this position.

 FORMCHECKBOX 
 
Low cost housing is provided for this position.

 FORMCHECKBOX 
 
We can assist the Intern in finding low cost housing.

44 Describe any other benefits that your organization will provide to the intern. 

45 Transportation information (check all that apply.)

 FORMCHECKBOX 

Organizational vehicle is available for service activities. The intern is covered by organization’s vehicle insurance policy.

 FORMCHECKBOX 

Project site is accessible by public transportation. 

 FORMCHECKBOX 

Project site is not accessible by public transportation. 

 FORMCHECKBOX 

Personal vehicle is recommended to get to service site.

 FORMCHECKBOX 

Bus tickets are available for service activities, and will be provided by the project sponsor. 

 FORMCHECKBOX 

Monthly/annual transit passes are available for service activities, and will be provided by the project sponsor.

46 Will your intern report to more than one location on a regular basis? If so, please describe

	Checklist for Completed Proposal submission

	 FORMCHECKBOX 

All proposal questions are completely answered. 

 FORMCHECKBOX 

Signed certifications page mailed.

 FORMCHECKBOX 

A copy of valid certificate of liability insurance mailed.

 FORMCHECKBOX 

If applicable, a copy of the organization’s vehicle insurance mailed. 

 FORMCHECKBOX 

Have reviewed and understand driving eligibility requirements for AmeriCorps members.

 FORMCHECKBOX 

Email proposal to amanda.lawrence@esd112.org
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