SCP New Project Directors' Orientation
Module Outlines including Preparation Assignments

New Project Directors' Orientation Overview Presentation

Please view the Orientation Overview Presentation before beginning Module 1. The presentation covers:
Brief Introduction to CNCS and Senior Corps
Objective of New Project Directors’ Orientation
Overview of NPDO Orientation Modules
Introduction to Resource Materials— (including where to find program Regulations, Operation Handbooks,
and OMB Circulars)

Module 1: Introduction to CNCS and Senior Corps
Preparation Activities:

Prior to starting Presentation 1 please complete the following Preparation Activities:

Review SCP Operations Handbook: Chapter 1. (eGrants will be covered in Module 2)

Locate and bookmark the Resource Document for the New Project Directors' Orientation:
SCP Program Regulations
OMB Circulars
SCP Operations Handbook
2010 Operations Handbook Supplement
Senior Corps Guide for Quality Assurance and Compliance Monitoring Site Visits: Request copy from your
CNCS State Office

Presentation:

Introduction to CNCS and Senior Corps
History & Mission
Strategic Plan
Leadership and Organization
Senior Corps Overview
SCP- Purpose and Goals
Resources for Grantees

Consultation and Follow-Up Activities:

After completing Presentation 1, consider completing the Follow-Up Activities:
Consultation with your CNCS Program Officer
Explore the resources available on the National Services Knowledge Network.
Consider subscribing to the Senior Corps online discussion group, NSSCtalk.
Visit www.GetInvolved.gov and order supplies or download logos.
Review your listing (or create a listing) on VolunteerMatch .
Read more about the history of National Service.
Read more about the 2011-2015 Strategic Plan and Focus Areas:




Module 2: Project Management
Preparation Activities:

Prior to Presentation 2 please complete the following Preparation Activities:
Review SCP Operations Handbook Chapters: 2,4, 5
Review Senior Corps Compliance Monitoring Guide, Sections: A.1-6; B-2; D; E
Review the policies and procedures manual for your project
Review your Notice of Grant Award, the Certifications, and Assurances.
Review the Organizational Capacity and Project Management Sections of your current grant.
Complete Self- Assessment Checklist described in the SCP Operations Handbook: Chapter 13 and found in
Appendix 10. Note your questions and areas for improvement as you go through the assessment.

Presentation:

Project Management
Project Operations (Sponsor)
Project Staff
Community Participation Group
Stations and Volunteers

Consultation and Follow-Up Activities:

After completing Presentation 2 consider doing these Follow-Up Activities:
Consultation with your CNCS Program Officer
Review Page 39 in the SCP Operations Handbook: Effective Practices in Community Participation to find tips for
your Community Advisory Council.
Visit the resources for Boards and Advisory Councils on the Knowledge Network:
If you have new questions about your role as project director have a conversation with your supervisor to be sure
you are on the same page.

Module 3: Volunteer Management

Preparation Activities:

Prior to Presentation 3 please complete the following Preparation Activities:
Review SCP Operations Handbook Chapters: 6,7, 8,9, 12
Review Senior Corps Compliance Monitoring Guide: Section: A.9-14;17-21; 24; 26-27; 29-32; 34-38; B.(f)
Review your Memorandum of Understanding template
Review the Recruitment and the Strengthening Communities Sections of your current grant.

Presentation:

Volunteer Management
Volunteer Stations
SCP Volunteer Assignment
SCP Volunteers
SCP Volunteer Cost Reimbursements
Community Partnerships and Collaborations

Consultation and Follow-Up Activities:



After completing Presentation 3, consider doing these Follow-Up Activities:
Consultation with your CNCS Program Officer
Review your MOU documents.
Are all MOUs current?
Are you satisfied with the current MOU template?
Review the assignment descriptions, and cost reimbursement policies used by your program.
Review your policies for volunteer terms of service and service separation.

Module 4: Budgets, Reports, and Fiscal Management
Preparation Activities:

Prior to Presentation 4 please complete the following Preparation Activities:
Review SCP Operations Handbook: Chapters: 10 & 11
Review Senior Corps Compliance Monitoring Guide :Section C
Review 2010 Supplement to the Senior Corps Handbook: Section 4: Data Integrity, Reporting, and Measuring
Results-Page 14-18
Review the Budget Section of your current grant.
Please complete the Online Course: Preparing the Grant Budget for Senior Corps Projects

Presentation:

Budgets, Reports, and Fiscal Management
Project Management
Introduction to Grants Management
Reports and Record Keeping
2010 Senior Corps Handbook Supplement - Section 4-Data Integrity
How to Prepare for a Project Compliance Monitoring Visit

Consultation and Follow-Up Activities:

After completing Presentation 4, consider doing these Follow-Up Activities:
Consultation with your CNCS Program Officer
Review the report of the last Compliance Monitoring Visit conducted for your project
Review the process your project uses to document In-Kind Donations.
Review your project’s last Financial Report, Progress Report, and Progress Report Supplement.

If you have a problem with the links in the outline you can copy and paste the web addresses into your browser.

SCP Program Regulations: http://www.ecfr.gov/cgi-bin/text-
idx?c=ecfr&sid=2ad75ce3228c3d23240af035df353e7c&rgn=div5&view=text&node=45:4.1.9.11.33&idno=45
OMB Circulars: http://www.whitehouse.gov/omb/circulars default

SCP Operations Handbook: http://www.seniorcorps.gov/pdf/scp handbook.pdf

2010 Operations Handbook Supplement: http://www.nationalserviceresources.org/files/FY-2010-Handbooks-Annual-
Supplement.pdf

Senior Corps Guide for Quality Assurance and Compliance Monitoring Site Visits: Request Copy from your CNCS State Office
National Services Knowledge Network: http://www.nationalserviceresources.org/about

The Senior Corps online discussion group: NSSCtalk: www.nationalserviceresources.org/lists/nssctalk

Order supplies or download logos at http://www.GetInvolved.gov

VolunteerMatch: http://www.volunteermatch.org/




The history of National Service: http://www.nationalservice.gov/about/role impact/history.asp

2011-2015 Strategic Plan and Focus Areas: http://www.nationalservice.gov/pdf/11 0203 cncs strategic plan.pdf and
http://www.nationalservice.gov/about/focus areas/index.asp

Resources for Boards and Advisory Councils on the Knowledge Network: http://www.nationalserviceresources.org/program-financial-
and-grant-management/boards-and-advisory-councils

Online Course: Preparing the Grant Budget for Senior Corps Projects: http://nationalserviceresources.org/online-courses/preparing-the-
grant-budget-for-seniorcorps-programs




