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The Basics

* 1. Organization Name

* 2. Mission Statement

* 3. What type of organization is this?

O Nonprofit
Government
School

O For profit

O Other (please specify)

* 4. Organization Website

* 5. Your First & Last Name

* 6. Your Email

* 7. Your Cell

* 8. Your Title




* 9. Your Organization's CEO/Executive Director

Name

Title

Email Address

*10. Your Organization's Fiscal Contact

Please note: SERVE HOUSTON will send the placement fee invoice to this contact.

Name

Title

Email Address
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Before you invest your time in completing this detailed application...

* 11. Please be aware that your organization's CEO/Executive Director will be asked to sign a
Memorandum of Understanding.

I understand. Move me forward in the application process.

Oh I didn't realize that! I'll pass for now.

* 12. Please be aware that SERVE HOUSTON charges a placement fee for a team of
AmeriCorps members.

If selected as a project site, your organization will be invoiced a management fee and a per-
member fee for each Class they participate in.

Placement Fee Breakdown

Management Fee of $3,000 Al
The Per-Member Fees help us to provide:
Would help cover the cost of site management that stays the same, no matter
how many members you have. « Uniforms for members « Self-paced learning modules
« Site Supervisor training * America Learns (timekeeping & file « National Service Criminal History * Rally Day speaker costs
* Role ipti system) Checks « Ongoing member management &
« Ongoing training & support from SH « Project Site Matching Fair « Drug screening support from SH staff
program staff o Site visits * Member recruitment & interviews  Insurance/worker’s compensation
* Uniforms for site supervisors « AmeriCorps grant administration * Payroll administration coverage

I

Class 5 Member Fees
Class 5 Members will serve from September 16, 2024 to April 18, 2025.

Each site will be invoiced after the members
have completed their Pre-Service

Orientation.
Reduced-Half-Time Per- . Quarter-Time Per-Member
Member Fee: $3,950 Fee: $2,775

RHT Members will complete 675 hours QT Members will complete 450 hours

of service, averaging about 25 hours ~  of service, averaging about 20 hours Returning Site Partnership Waiver

a week at your site. . aweek at your site. If a returing site meets the set of criteria below, you will qualify for a
$1,000 waiver on the management fee. Program staff reserves the right to
determine which returning sites qualify.

' Same site supervisors as the previous class.

Minimum-Time Per-Member Fee: $11975 [ Same role description as the previous class.

MT Members will serve in Class 6 from May 19, 2025 to August 1, 2025. They will w, [ Site adheres to all deadlines and supervisor attends all trainings.

complete 450 hours of service, averaging about 32 hours a week at your site. ' The site provided a robust member experience, based on feedback

from prior members.

I understand. Move me forward in the application process.

Oh I didn't realize that! I'll pass for now.

OO » A AN




13. Please be aware that SERVE HOUSTON AmeriCorps members may not participate in any
prohibited activities per AmeriCorps regulatory requirements 45 CFR § 2520.65 and 45 CFR §
2520.40.

This includes, but is not limited to:

« Participating in or supporting events or activities that involve advocating for or against political parties,
platforms, candidates, proposed laws, or elected officials.

* Engaging in religious teaching, conducting worship services, providing instruction in programs with mandatory
religious elements, constructing or operating religious facilities, maintaining facilities primarily for religious
purposes, or engaging in religious conversion activities.

* Participating in fundraising activities in support of a project site.
O I understand. Move me forward in the application process.

OOh I didn't realize that! I'll pass for now.



https://www.ecfr.gov/current/title-45/subtitle-B/chapter-XXV/part-2520/section-2520.65
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-XXV/part-2520/section-2520.40
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Now the good stuff!

It's important that you are familiar with the term direct service as it relates to
AmeriCorps programs. SERVE HOUSTON AmeriCorps members are permitted to do
direct service, which refers to activities that provide a direct, measurable benefit to
an individual, a group, or a community.

SERVE HOUSTON AmeriCorps members cannot participate in capacity-building
activities, i.e. working with staff and the community to improve systems and
processes, making the organization more effective.

* Activities that provide a direct, measurable benefit to an » Working with staff and the community to improve systems

individual, a group, or a community and processes, making the organization more effective
« Allowable for SERVE HOUSTON members ¢ Prohibited for SERVE HOUSTON Members

A . . . Writing a social media plan and strategy to raise awareness for
Designing an Instagram post to advertise a client-facing event e
the organization’s mission

Training a group of volunteers Creating a volunteer recruitment plan
. ) Developing a curriculum and training teachers on effective
Tutoring students in a classroom PITE . E
tutoring methods
_ . . o Writing grant proposals to secure funding for new medical
Assisting with health screenings at a community clinic s . E
equipment
o Creating a partnership with local businesses to secure ongoin
Distributing food at a food bank gap P going

food donations

* 14. Please explain how the SERVE HOUSTON AmeriCorps program will create a healthier
future for the Houston community at your organization. Describe the project and/or services

a team of SERVE HOUSTON AmeriCorps members would be accomplishing and/or providing
at your site.

Please include how this service would positively impact the community.




Next, please list all essential vs. nonessential tasks and activities that will be asked of your SERVE HOUSTON
AmeriCorps team.

The distinction should align with the Americans with Disabilities Act (ADA). Essential functions are the basic duties
that a member must be able to perform, with or without reasonable accommodation. Factors to consider in
determining if a function is essential include whether the reason the position exists is to perform that function, the
number of other members available to perform the function or among whom the performance of the function can
be distributed, and the degree of expertise or skill required to perform the function.

* 15. List ALL the essential tasks and activities that will be asked of your SERVE HOUSTON
team, i.e. the tasks that will directly affect the project and/or services you described above.

Review a list of prohibited and unallowable activities for AmeriCorps members here.

*16. List ALL the nonessential tasks and activities that will be asked of your SERVE
HOUSTON team, i.e. other direct service tasks that might be asked of your team, but would
not directly impact the project and/or services you described above.

Review a list of prohibited and unallowable activities for AmeriCorps members here.

*17. Do any of the above-mentioned tasks and activities duplicate an activity that is the same
or substantially equivalent to activities provided by a State or local government agency in the
greater Houston area?

OYes
ONO

*18. Do any of the above-mentioned tasks and activities duplicate tasks that are the same or
substantially equivalent to tasks completed by an employee or volunteer at your agency?

O Yes
O No

*19. Do any of the above-mentioned tasks and activities displace (wholly or partially) an
employee, position, or volunteer at your organization?

EXAMPLE: reduction in hours, wages, or employment benefits

OYes
ONO



https://imgh.org/wp-content/uploads/2024/07/AmeriCorps-Prohibited-Activities-List.pdf
https://imgh.org/wp-content/uploads/2024/07/AmeriCorps-Prohibited-Activities-List.pdf

*20. Will any member of your SERVE HOUSTON team perform 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 who is being locked out.

Yes

No

* 21. Please write 1 - 2 SMART goals for your SERVE HOUSTON team to accomplish - as a
team, not individuals - during their service with you.

S = Specific | What exactly are you trying to achieve?

M = Measureable | How will you know when you've achieved it?
A = Attainable | Is it genuinely possible to achieve it?

R = Relevant | Does it contribute to your agency's mission?

T = Time-bound | When do you want to achieve this by?

Goal #1

Goal #2
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The Deets

It's ok if some of these things change between the time of your application and the
start of the program. Simply notify us by email.

* 22. Main physical address of the primary location where members will be serving.

Address

Address 2

City/Town

State/Province -- select state -- j‘

Z1P/Postal Code

* 23. What days and hours is this location address open?

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

* 24, Will members be serving at more than 1 location?

OYes, definitely




* 25. Members will begin their service by attending at least 1 week of training with SERVE
HOUSTON program staff before they begin service at your site. Once they begin service at
your site, you are expected to facilitate onboarding and training specific to your organization
and their agreed-upon project. Please share those details below.

How will you introduce
the CEO/Executive
Director to the team?

What other staff
members/departments
should meet the team?

Will you facilitate your
standard volunteer
onboarding
session/content with
the team?

What will you do to
make the team's first
day with you special?

What specific
topics/skills will you
train the team on so
they are fully prepared
to achieve the goals
you have outlined for
them?

Where will you place
the AmeriCorps Serves
Here yard sign we
provide to you?

What technology,
accounts, and/or
spaces will they need
access to?

Where will the team's
break
room/lounge/storage
space and/or desks be
located?

What else are you
planning?
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Site Supervisors + The Power of People

Site Supervisors have a great deal of influence over the success of your SERVE
HOUSTON AmeriCorps team. So, we are careful in the selection of the people who
serve in these roles.

Every project site is required to designate 1 primary Site Supervisor and at least 1
backup Site Supervisor.

PRIMARY SITE SUPERVISOR is responsible for the daily supervision of the team
members. Members should have immediate access to the primary site supervisor for
review and approval of programmatic ideas developed by the team. Members should
also see/interact with the primary site supervisor during each of their shifts.

BACKUP SITE SUPERVISORS are just as familiar with AmeriCorps program
guidelines as the primary site supervisor. However, they may only see the team
members when the primary site supervisor is out of office. You may designate as
many backup site supervisors as you like.

View the full description here.

* 26. Do you know who at your organization would make a stellar SERVE HOUSTON
AmeriCorps site supervisor?

OYes, I'm 100% sure I'm picking the right person.

O Yes, I think so.
ONO, I have no idea.

Please note: it is mandatory for all new primary site supervisors to be interviewed by SERVE HOUSTON before
your organization is accepted as a site.

* 27. Please tell us who you think will make the BEST Site Supervisor for your AmeriCorps
team members.

Name

Role at your organization.

Why are they the best fit?

Email Address

Phone Number



https://imgh.org/wp-content/uploads/2023/07/Site-Supervisors-Role-Descriptions.pdf

* 28. And who will be designated as a back up site supervisor?

Name

Role at your organization.

Why are they the best fit
for a backup?

Email Address

Phone Number

* 29. Do you plan to have more than 1 backup site supervisor?
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* 30. Which class(es) are you applying for?

Class 5 | Sept. 16, 2024 - April 18, 2025
Teams of 3 members will serve a mixture of 25 hrs/week to complete a 675-hour service term or 20

hrs/week to complete a 450-hour service term.

Class 6 | May 19 - August 1, 2025
Teams of 3-6 members will serve a minimum of 35 hrs/week in order to complete a 300-hour service term.

O Both!
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Specific to Class 5 | Sept. 16, 2024 - April 18, 2025

* 31. Mandatory Site Supervisor Training is scheduled on Thursday, 8/29/24, and Friday,
8/30/24, in Midtown.

¢ New primary and (at least 1) backup site supervisors will be required to attend on
Thursday, 8/29, from 9:00 am - 4:00 pm AND Friday, 8/30/24, from 9:00 am - 2:00 pm.

¢ Returning primary and backup site supervisors will only be required to attend on
Friday, 8/30/24, from 9:00 am - 2:00 pm.

¢ We promise we'll make it fun and worth your time.

e Lunch will be provided!

*We may change the date/times slightly, depending on how many new vs. returning site
supervisors will be participating in Class 5.

OWe'll be there!

O I'm not sure we can make it.

* 32. The mandatory Project Site Matching Fair is scheduled on Tuesday, 9/3/24 @ 12:30
pm - 5:00 pm and Wednesday, 9/4/24, @ 8:30 am - 5:00 pm in Midtown.

¢ This is your chance to meet the final candidates and rate your favorites!
e At least 1 site supervisor is required to attend.
e Lunch will be provided!

OWe'll be there!

Ol'm not sure we can make it.




* 33. Every Reduced Half-Time member on your team is required to serve a minimum of 25
hours per week at your site (675 hours during the entire service term). What are your
recommended daily start and end times for your Reduced Half Time members?

Please be as specific as possible.
Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

* 34. Every Quarter-Time member on your team is required to serve a minimum of 20 hours
per week at your site (450 hours during the entire service term). What are your
recommended daily start and end times for your Quarter Time members?

Please be as specific as possible.
Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

35. If you are able to be flexible with the schedule described above, please explain below.

* 36. What is your ideal number of team members for this service term?

Check all that apply.
3 (is the minimum)
4

5




* 37. What is your ideal makeup of team members for this service term?

Check all that apply.

A mixture of 20 hr/wk and 25 hr/wk members

Only 20 hr/wk members

Only 25 hr/wk members

38. What questions, comments, or suggestions do you have for us?
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Specific to Class 6 | May 19 - August 1, 2025

* 39. Mandatory Site Supervisor Training is scheduled on Thursday, 4/24/25, and Friday,
4/25/25, in Midtown.

e New primary and (at least 1) backup site supervisors will be required to attend on
Thursday, 4/24/25, from 9:00am - 4:00pm AND Friday, 4/25/25, from 9:00 am - 2:00 pm.

¢ Returning primary and back up site supervisors will only be required to attend on
Friday, 4/25/25, from 9:00 am - 2:00 pm.

e We promise we'll make it fun and worth your time.

e Lunch will be provided!

*We may change the date/times slightly, depending on how many new vs. returning site
supervisors will be participating in Class 6.

O We'll be there!

O I'm not sure we can make it.

*40. The mandatory Project Site Matching Fair is scheduled on Thursday, 5/1/25 @ 8:30
pm - 5:00 pm and Friday, 5/2/25, @ 8:30 am - 5:00 pm in Midtown.

¢ This is your chance to meet the final candidates and rate your favorites!
At least 1 site supervisor is required to attend.
¢ You are welcome to divide the day into shifts amongst all your site supervisors.

Lunch will be provided!

OWe'll be there!
O'm not sure we can make it.




*41. Every member on your team is required to serve a minimum of 35 hours per week at
your site (300 hours during the entire service term). What are your recommended daily start
and end times for your team?

Please be as specific as possible.
Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

42. If you are able to be flexible with the schedule described above, please explain below.

* 43. What is your ideal number of team members for this service term?

Check all that apply.
3 (is the minimum)
4
5

6

44. What questions, comments, or suggestions do you have for us?
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