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Welcome!

Member Supervision and Evaluation

We’ll get started in just
a few minutes.

Please open the Conversation
feature in Skype. Click the icon
in the lower left of the screen
to open the feature.

Call 800-779-2568, passcode
9052500to hear the audio.
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Welcome to today’s presentation on AmeriCorps member supervision and evaluation. We’'ll
get started in just a few minutes.

Please open the Conversation feature in Skype. Click the icon in the lower left of the screen
to open the feature.

Access the audio recording to accompany this presentation at
www.nationalservice.gov/resources.
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Today’s Speaker

Barbara Ellen Reynolds

v" AmeriCorps State and National
Senior Program and Project
Specialist

v" Former Director of state
commission

v Former Director of AmeriCorps
State program
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Today’s Speaker
Barbara Ellen Reynolds
AmeriCorps State and National Senior Program and Project Specialist

Former Director of state commission
Former Director of AmeriCorps State program
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Technology Check

+ ON THE PHONE:

The phone lines are muted; the lines will be opened for Q&A at the end of the
presentation.

+ ON SKYPE:

We will use the Conversation box on the left side of your screen throughout the
presentation. Aiso, feel free 1o provide input or ask a question at any time
during the presentation. Please test the Conversation box now with a short
greeting to your colleagues.

+ REPLAY:

Today's presentation will be posted on the National Service Knowledge
Network: www.nationalservice.gov/resources
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Technology Check

ON THE PHONE:
The phone lines are muted; the lines will be opened for Q&A at the end of the
presentation.

ON SKYPE:

We will use the Conversation box on the left side of your screen throughout the
presentation. Also, feel free to provide input or ask a question at any time during the
presentation. Please test the Conversation box now with a short greeting to your
colleagues.

REPLAY:
Today’s presentation will be posted on the National Service Knowledge Network:
www.nationalservice.gov/resources



Today’s Agenda

« Part 1: Introductions
+ Part 2: AmeriCorps Member Supervision
— Goals and Expectations

— Requirements

Aspects of Supervision
— Supervisor Qualifications
« Part 3: AmeriCorps Member Evaluation
— Expectations
— Requirements
— Examples

» Part 4: Feedback Scenarios
+ Part 5: Wrap Up
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Today’s Agenda

Part 1: Introductions

Part 2: AmeriCorps Member Supervision
Goals and Expectations

Requirements

Aspects of Supervision

Supervisor Qualifications

Part 3: AmeriCorps Member Evaluation
Expectations

Requirements

Examples

Part 4: Feedback Scenarios

Part 5: Wrap Up
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Part 1: Introductions

Please use the Conversation box to answer
these questions:

» What is your name and job title?

iec tha name nF vuniir nnnn Armari”
IS INe name or your GHGIJU)’, Amneric

program, or state commission?

* What role do you play in AmeriCorps member
supervision and/or evaluation?
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Introductions

Please use the Conversation box to answer these questions:

What is your name and job title?
What is the name of your AmeriCorps program or state commission?
What role do you play in AmeriCorps member supervision and/or evaluation?



Example

» Barbara Ellen Reynolds
» Senior Program and Project Specialist
* AmeriCorps State and National, CNCS
* No direct role working with members now
(dang it!)
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Example

Barbara Ellen Reynolds

Senior Program and Project Specialist
AmeriCorps State and National, CNCS

No direct role working with members now
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AmeriCorps Program Development Séries ~

The AmeriCorps Program Development Series is designed to help
CNCS grantees launch and lead successful AmeriCorps programs. The
2017 series includes:

Orientation to CNCS and AmeriCorps Grant Management
AmeriCorps Member Recruitment and Selection
National Service Criminal History Checks
Financial Management Systems
AmeriCorps Member Orientation and Training
Member and Site Monitoring and Reporting Requirements

AmeriCorps Member Supervision and Evaluation
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Today’s session is part of an on-going AmeriCorps Program Development Webinar Series

The AmeriCorps Program Development Series is designed to help CNCS grantees launch
and lead successful AmeriCorps programs. The 2017 series includes:

Orientation to CNCS and AmeriCorps Grant Management
AmeriCorps Member Recruitment and Selection

National Service Criminal History Checks

Financial Management Systems

AmeriCorps Member Orientation and Training

Member and Site Monitoring and Reporting Requirements
AmeriCorps Member Supervision and Evaluation



Target Audiences for Today’s Session

« CNCS Direct Programs: Staff of national, multi-state, and
tribal AmeriCorps programs who are responsible for
supervising and/or evaluating AmeriCorps members,
especially those who are new to their positions

 State Service Commissions: Commission staff who train
subgrantees on member supervision and/or evaluation,
especially those who are new to their positions
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Target Audiences for Today’s Session

CNCS Direct Programs: Staff of national, multi-state, and tribal AmeriCorps programs who
are responsible for supervising and/or evaluating AmeriCorps members, especially those
who are new to their positions

State Service Commissions: Commission staff who train subgrantees on member
supervision and/or evaluation, especially those who are new to their positions
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¥ Part 1: Introductions
« Part 2: AmeriCorps Member Supervision
— Goals and Expectations
— Requirements
— Aspects of Supervision
— Supervisor Qualifications
= Part 3: AmeriCorps Member Evaluation
— Expectations
— Requirements
— Examples
« Part 4; Feedback Scenarios
« Part 5: Wrap Up
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Agenda

Part 1: Introductions

Part 2: AmeriCorps Member Supervision
Goals and Expectations

Requirements

Aspects of Supervision

Supervisor Qualifications

Part 3: AmeriCorps Member Evaluation
Expectations

Requirements

Examples

Part 4: Feedback Scenarios

Part 5: Wrap Up
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Part 2: AmeriCorps Member Supervision
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Part 2: AmeriCorps Member Supervision

Now we will take a look at supervising AmeriCorps members.
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Part 2: AmeriCorps Member Supervision

» Goals and Expectations
»Requirements

»Aspects of Supervision
»Supervisor Qualifications
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Part 2: AmeriCorps Member Supervision

Goals and Expectations
Requirements

Aspects of Supervision
Supervisor Qualifications

Alt="Two AmeriCorps member at training session”
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Member Management Plan

v » Service Assignment Development

* Recruitment and Selection

* Enrollment

* Training

V - "
* Supervision

* Performance Reviews

» Exit
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Member Management Plan

Supervision is one part of an overall member management plan. The Member
management plan includes:

Service Assignment Development
Recruitment and Selection
Enroliment

Training

Supervision

Performance Reviews

Exit



Member Management Plan

v » Service Assignment Development

* Recruitment and Selection

* Enrollment

* Training

Y — y 000 4
* Suparvision L ¢

* Performance Reviews

» Exit
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Member M

anagement Plan

Service Assignment Development
Recruitment and Selection

Enrollment
Training

Supervision—red arrow to spotlight this section of the member management plan
Performance Reviews

Exit
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Goals and Expectations

« All grantees are expected to design, implement,
and continuously improve member management
systems to strengthen program delivery and
cultivate powerful service experiences.

* In addition, there are specific rules and guidance
provided in grant governance documents that

detail requirements for AmeriCorps member
supervision.

« Strong AmeriCorps member management,
including direct supervision, helps programs
achieve the overall goal of 100% retention.
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Goals and Expectations
All grantees are expected to design, implement, and continuously improve member
management systems to strengthen program delivery and cultivate powerful service

experiences.

In addition, there are specific rules and guidance provided in grant governance documents
that detail requirements for AmeriCorps member supervision.

Strong AmeriCorps member management, including direct supervision, helps programs
achieve the overall goal of 100% retention.
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Retention Reality Check

AmeriCorps Senior Corps | Volunteer Generation Fund

Retention Reality Check

100% AmeriCorps member retention is aspirational. The retention rate is impacted by
many factors, and strong supervision is one of those factors. However, we do know from
research on paid employees and traditional human resource management, the quality of
the supervisor is a highly significant factor in employee morale and loyalty to the company.

Alt="Large check mark”
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Requirements

2017 Terms and Conditions for AmeriCorps State
and National Grants, Section V - Supervision and
Support, pp 6-9:
* Planning for the Term of Service
« Member Service Agreements
* Prohibited Activities
« Supervision
» Performance Reviews
» Timekeeping
* Member Death or Injury
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Requirements

2017 Terms and Conditions for AmeriCorps State and National Grants, Section Five,
Supervision and Support, pages 6-9:

Planning for the Term of Service
Member Service Agreements
Prohibited Activities
Supervision

Performance Reviews
Timekeeping

Member Death or Injury

18



Aspects of Supervision

Planning

keeping

Coaching
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Aspects of Supervision

Woven throughout the AmeriCorps terms and conditions, you’ll see pretty standard aspects
of supervision, including planning, record-keeping or documenting, training, and coaching.

Alt="Pyramid with four parts, planning, record-keeping, training, and coaching”
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Supervisor Qualifications

» 2017 Terms and Conditions, p 8:

“The recipient must provide members with

adequate supervision by qualified supervisors
consistent with the award.”
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Supervisor Qualifications
2017 Terms and Conditions, page 8:

“The recipient must provide members with adequate supervision by qualified supervisors
consistent with the award.”

It is important to note the emphasized words: qualified supervisors”

20



Qualified Supervisors

* No specific definition provided by CNCS

« Each grantee is responsible for defining supervisor
qualifications, assigning and training supervisors
appropriately, and monitoring member supervision

« Minimum: Able to complete required tasks listed in
CNCS guidance (monitor, approve time; conduct
performance reviews, etc.)

* May inciude conient or service experts, educators

» What qualifications do you look for in member
supervisors?
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Qualified Supervisors
What does a “qualified supervisor” mean?

No specific definition provided by CNCS

Each grantee is responsible for defining supervisor qualifications, assigning and training
supervisors appropriately, and monitoring member supervision

Minimum: Able to complete required tasks listed in CNCS guidance (monitor, approve time;
conduct performance reviews, etc.)

May include content or service experts, educators

What qualifications do you look for in member supervisors?



Building Strong Supervisors

el Trainin
descriptions g
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Building Strong Supervisors

Strong supervisors can be built over time. These are some common characteristics of
systems that build strong supervisors:

Job descriptions
Training
Monitoring
Coaching
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Part 3: AmeriCorps Member Evaluation

IONAL&T

N :
COMMUNITY

AmeriCorps | Senior Corps | WVolunteer Generation Fund SERVICE #k

Part 3: AmeriCorps Member Evaluation

Next, we’ll take a look at member performance reviews or evaluations.
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Part 3: AmeriCorps Member Evaluation

» Expectations
»Requirements
»Program Approaches
»Documenting the Evaluation
»Examples
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AmeriCorps Member Evaluation

Expectations

Requirements

Program Approaches
Documenting the Evaluation

Examples

24



Member Management Plan

v » Service Assignment Development

* Recruitment and Selection

* Enrollment

* Training

V - "
* Supervision

* Performance Reviews -

» Exit
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Member Management Plan

Service Assignment Development

Recruitment and Selection

Enroliment

Training

Supervision

Performance Reviews—red arrow to spotlight this section of the member management
plan

Exit



Expectations

* Member performance reviews and on-going
feedback play important roles in helping
members develop and successfully complete
their service terms.

» Supervisors are expected to plan for and
dedicate enough time to conduct thoughtful,
thorough, and on-going evaluation of member

performance.
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Expectations

Member performance reviews and on-going feedback play important roles in helping
members develop and successfully complete their service terms.

Supervisors are expected to plan for and dedicate enough time to conduct thoughtful,
thorough, and on-going evaluation of member performance.



Requirements

» 2017 Terms and Conditions for AmeriCorps State
and National Grants, pp 8-9:

 FT/HT: midterm and end-of-term
+« HT/less than HT: end-of-term
* End-of-term addresses, at a minimum:

Completed Y Satisfactorily Y  Met other
required completed performance
hours assignments criteria

AmeriCorps Senior Corps | Volunteer Generation Fund

Requirements
2017 Terms and Conditions for AmeriCorps State and National Grants, pages 8-9:

FT/HT: midterm and end-of-term

HT/less than HT: end-of-term

End-of-term addresses, at a minimum, that the member completed required hours,
satisfactorily completed assignments, and met other performance criteria.

Alt="Completed required hours, satisfactorily completed assignments, met other
performance criteria”

27



Program Schedules Vary

* Minimum required
» Baseline, midterm, end-of-term
* Monthly

* Quarterly
» When do you conduct member evaluations?
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Program Schedules Vary

Minimum required

Baseline, midterm, end-of-term

Monthly

Quarterly

When do you conduct member evaluations?
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Program Methods Vary

* Individual, in-person

» Team-based, in-person

* Individual, virtual

» Team-based, virtual

»How do you conduct member evaluations?

No matter the program design, all programs
will retain records of completed evaluations
in member files.
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Program Methods Vary

Individual, in-person

Team-based, in-person

Individual, virtual

Team-based, virtual

How do you conduct member evaluations?

No matter the program design, all programs will retain records of completed evaluations in
member files.
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Member File Checklist

[ SR - 1= RO S0 - R RN D |

AmeriCorps State and National
Member File Checklist

PO Notes:
Please select (if possible] a member that has been exited with partial award and thus had personal compelling circumstances and a member that
learned his or her total hours needed for an education award. POs should review a reasonable number of member files.

1 When citizenship is not verified through AmeriCorps member portal: Copies of member eligibility documentation do not need to be
but there must be proof that the was reviewed and used in the member selection process.

2. Professional Corps grantees may have a CNCS-approved alternative timekeeping system.

3.

AC Policy BASN 06-006 allows the use of electronic timekeeping systems as the system of record, provided it meets certain minimum
standards. Electronic timekeeping systems must be reviewed against the policy.

< AC Policy BASN 06-005 allows the storage of member eligibility documentation, timesheets, and other relevant documents in electronic
formats, provided the formats meet certain minimum
the policy

Member Name: 1
Service Start/End: {

[Documentation

member storage systems must be reviewed against

Member status: [Active, full award, suspended, etc.)
Total member hours in Portal {for exited members):

(Comments

ploncompliant
Requires Follow

Member :E'gbu? [ I
To01 of citizenship or allowabie !‘i‘ tatus

Proof of age

W4 [only if paying members using CNCS funds)
Member certification of GED or H.5. diploma or statement that member agrees to|

aarm ans nrine b eing Eduesting Suwed
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Member File Checklist

There is no template from CNCS for grantees, but we do have a checklist we use for
monitoring. This is a portion of the CNCS monitoring tool, available from your Program
Officer; get a copy if you don’t have it already for this program year.

Alt="Screenshot of AmeriCorps State and National Member File Checklist”
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Program Evaluation Form

~o2asmes  AmeriCorps Performance Evaluation
AmeriCorps

One of the CalSERVES AmeriCorps programs’ top priorities is member development. It is our goal
that each AmeriCorps member grows by 20% in their performance over the year - as measured
by this assessment.

The purpose of this evaluation is to track the member’s
personal and professional growth in the categories listed
on the following pages. We compare baseline evaluations
with mid-year and final evaluations to demonstrate growth.
Please keep this in mind as you complete this form,

Please review the members’ position description and pay attention to the rating descriptions be-
lowe. Baselines should reflect where the member begins their service - at which point they are un-
familiar with the position and have ample room to grove.  Mid-year and Final Reviews should show
growth compared to the baseline.

INSTRUCTIONS

Three evaluations per service year are required - Baseline, Mid-Term & Final. Refer to
this year's deadline calendar for due dates.

Provide candid, honest responses. Honest feedback allows AmeriCorps members to make
the improvements that will enhance their performance with your organization and as
they move to school or career.

Carefully evaluate each of the performance characteristics separately, based on recur-
ring day-to-day performance and not based on isolated events.

- Supe are ged to make These reviews are intended as a mutual

Volunteer Generation Fund

AmeriCorps Senior Corps

Program Evaluation Form

This is an example of a member performance evaluation form from an AmeriCorps
program.

Alt="Screenshot of AmeriCorps Performance Evaluation”
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Commission Example
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Commission Example

This is an example of a member evaluation form provided by the State Service Commission
in Hawa'ii.

Alt="Screenshot of member performance evaluation form”
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VISTA Example
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VISTA Example

This is an example of a member evaluation form provided by the AmeriCorps VISTA
program.

Alt="Screenshot of member performance evaluation form”
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Part 4: Feedback Scenarios

IONAL &

N :
COMMUNITY

AmeriCorps | Senior Corps | WVolunteer Generation Fund SERVICE #k

Part 4: Feedback Scenarios

Next on our agenda: talk through a universal responsibility and skill needed for AmeriCorps
member supervisors.

34



Part 4: Feedback Scenarios

»\What makes feedback effective?
»What works best for you?

» Team Solutions: How would you give feedback
on this member behavior?

AmeriCorps Senior Corps | Volunteer Generation Fund

Feedback Scenarios

During this portion of our agenda, we will discuss:
What makes feedback effective?

What works best for you?

Team Solutions: How would you give feedback on this member behavior?

Alt="Group of AmeriCorps members”
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What makes feedback effective?

« Common need for AmeriCorps (any) supervisors
* Many models for this type of communication

» Some qualities of effective feedback include:
- Feedback that is specific
— Feedback that is focused on behavior that can change
— Feedback that is timely and relevant

— Feedback that is intended to improve the program/service/member
experience

» What else works well for you?

AmeriCorps Senior Corps | Volunteer Generation Fund

What makes feedback effective?

Common need for AmeriCorps (any) supervisors
Many models for this type of communication

Some qualities of effective feedback include:
Feedback that is specific

Feedback that is focused on behavior that can change
Feedback that is timely and relevant

Feedback that is intended to improve the program/service/member experience

What else works well for you?
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Unique Nature of AmeriCorps Supervision |

« Members are both the means and the ends:
feedback helps improve service delivery and the
member experience.

 Supervisors are bound by the AmeriClock;
feedback is absolutely critical to meeting
objectives within the confines of the I

AmeriCorps Senior Corps | Volunteer Generation Fund

Unique Nature of AmeriCorps Supervision

Members are both the means and the ends; feedback helps improve service delivery and
the member experience.

Supervisors are bound by the AmeriClock; feedback is absolutely critical to meeting
objectives within the confines of the grant/program year.

Alt="Two AmeriCorps members working outside”
Alt="AmeriCorps member and students”
Alt="AmeriCorps commission staff member at AmeriCorps State and National Symposium”
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Team Solutions

»How would you approach these member issues?

AmeriCorps Senior Corps | Volunteer Generation Fund

Team Solutions

How would you approach these member issues?

38



Scenario 1

An AmeriCorps member serving with your
conservation corps is arriving late to required
trainings. She does not offer an explanation. The
member reports to you, and this has occurred at
the last 3 required trainings.

»What are your major concerns in this scenario?
» How would you approach this?

AmeriCorps Senior Corps | Volunteer Generation Fund

Scenario 1

An AmeriCorps member serving with your conservation corps is arriving late to required
trainings. She does not offer an explanation. The member reports to you, and this has
occurred at the last 3 required trainings.

What are your major concerns in this scenario?
How would you approach this?
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Scenario 1

Concerns may include:

--Member’s motivation to serve, health,
personal life/service balance, access to
transportation

rrrrrr

content needed to be effective

--Member staying on track to accrue required
hours

--Impact on other members’ morale,
commitment to arriving on time
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Scenario 1

Concerns may include:

--Member’s motivation to serve, health, personal life/service balance, access to
transportation

--Member missing out on important training content needed to be effective
--Member staying on track to accrue required hours

--Impact on other members’ morale, commitment to arriving on time
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Scenario 2

Three AmeriCorps members in your tutoring
program appear to be spending a significant
amount of time on their phones during the day.
Your program coordinator observes this behavior
on 7 different days and reports it to you in a
reguiar monthiy check-in. You are the members’
direct supervisor.

» What are your major concerns in this scenario?
» How would you approach this?
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Scenario 2

Three AmeriCorps members in your tutoring program appear to be spending a significant
amount of time on their phones during the day. Your program coordinator observes this
behavior on 7 different days and reports it to you in a regular monthly check-in. You are the
members’ direct supervisor.

What are your major concerns in this scenario?
How would you approach this?
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Scenario 2

Concerns may include:

--Members having negative service
experience (not challenged/too challenged)

--Members may be engaging in prohibited
activities

--Members not connecting with students, not
providing strong, effective service

--Members are negative role models for
students or other members
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Scenario 2

Concerns may include:

--Members having negative service experience (not challenged/too challenged)
--Members may be engaging in prohibited activities

--Members not connecting with students, not providing strong, effective service
--Members are negative role models for students or other members
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Scenario 3

An AmeriCorps member in your residential building
program arrives to the service site wearing flip-
flops. He is a hard worker and has been a strong
member of the AmeriCorps program for the first
month of the year.

»What are your major concerns in this scenario?
» How would you approach this?
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Scenario 3

An AmeriCorps member in your residential building program arrives to the service site
wearing flip- flops. He is a hard worker and has been a strong member of the AmeriCorps
program for the first month of the year.

What are your major concerns in this scenario?
How would you approach this?

43



Scenario 3

Concerns may include:
--Member safety

--Ability to complete service tasks correctly and
completely

e £ _

--Member access (o correct gear
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Scenario 3

Concerns may include:

--Member safety

--Ability to complete service tasks correctly and completely
--Member access to correct gear
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v Part 2: AmeriCorps Member Supervision
v Goals and Expectations
v Requirements
v Aspects of Supervision
v" Supervisor Qualifications
v Part 3: AmeriCorps Member Evaluation
v Expectations
v Requiremenis
v Examples
¥ Part 4: Feedback Scenarios
« Part 5: Wrap Up
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Agenda

Part 1: Introductions

Part 2: AmeriCorps Member Supervision
Goals and Expectations

Requirements

Aspects of Supervision

Supervisor Qualifications

Part 3: AmeriCorps Member Evaluation
Expectations

Requirements

Examples

Part 4: Feedback Scenarios

Part 5: Wrap Up

Alt="Group of AmeriCorps lapel buttons”
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What’s next?

Find more information on and resources for member supervision:

v Check out e-Courses and program resources on the National Service
Knowledge Network:

« www.nationalservice.gov/resources/americorps

v Connect with your national service colleagues: State Service
Commissions, tribal programs, and national/multi-state programs

v Check out the schedule for the 2018 regional national service
training conferences:

« www.nationalservicetraining.org
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What’s next?
Find more information on and resources for member supervision:

Check out e-Courses and program resources on the National Service Knowledge Network:
www.nationalservice.gov/resources/americorps

Connect with your national service colleagues: State Service Commissions, tribal programs,
and national/multi-state programs

Check out the schedule for the 2018 regional national service training conferences:
www.nationalservicetraining.org
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Part 5: Wrap Up

What question

do you have?
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Part 5: Wrap Up

What questions do you have?
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Thank you and...

AmeriCorps Senior Corps | Volunteer Generation Fund

Thank you for participating in today’s presentation.
And happy holidays!

Alt="Compilation of AmeriCorps members serving and attending training”

48





