Community HealthCorps*VISTA 

Site Supervisor Agreement

In accepting the responsibility to act as the immediate supervisor to Community HealthCorps*VISTA member(s), I acknowledge that I have received a copy of and understand the Community HealthCorps*VISTA Guidebook of the National Association of Community Health Centers (NACHC).

I understand that HealthCorps*VISTA members primarily serve in capacity building roles, not direct service.  I further understand that HealthCorps*VISTA members are not employees.

Before the member arrives at the project station (site):

1. Create clearly defined VISTA Assignment Description(s) (VAD) and performance expectations to provide the member during the on-site orientation and training.  

2. Provide adequate working space for the member, including a desk, computer, phone, and a place to store belongings.

3. Inform staff of a member’s start date, service duties and prohibited activities.

4. Arrange for any site-specific requirements that need to be in place when the members starts (e.g. setting a time for taking pictures for ID badges, creating a staff e-mail address, etc.).

5. Provide the HealthCorps*VISTA Project Coordinator with an orientation outline of member’s placement site and work environment prior to the member’s start date.

While the member is at your site:

1. Members should follow the same guidelines, rules, and procedures as full-time employees.

2. Members must receive an in-depth orientation to the site, including an opportunity to meet other staff within the first two weeks of service.  The orientation should at minimum include:  

· What needs to be communicated to and approved by the site supervisor, ex. reimbursements for mileage or program-related purchases;

· Agreed upon schedule for the member;

· What the policies are for taking sick days, vacation days, personal time, lunch breaks, and time off for higher education interviews and courses

· When the site is closed for national holidays;

· Basic protocols such as dress code, confidentiality, telephone/computer etiquette and chain of command

3. Members should be introduced to staff, and invited to participate in staff events such as meetings and in-house trainings when appropriate.

4. Site supervisors must meet with members at least 1 hour per week to encourage professional development.

5. Members are to complete a 90 day, mid-year evaluation and end of year evaluation of self, supervisor and program; and discuss with the site supervisor and HealthCorps*VISTA Project Coordinator.

6. Members must document what they do as directed, and create a binder for the next year’s member(s).

As a site supervisor, I also agree to do the following:

· Promote organization’s understanding that VISTA members are national service volunteers and not employees.

· Attend supervisor trainings as requested or send a site representative as needed;

· Along with the VISTA Project Coordinator, be responsible for the overall direction and support of the assigned Community HealthCorps*VISTA member(s);

· Gain a complete working knowledge of the VISTA Program, its goals and objectives;

· Conduct regular one-on-one meetings with assigned HealthCorps*VISTA member(s);

· Submit program documentation, including VISTA members biweekly timesheets, and monthly VISTA member progress reports to the VISTA Project Coordinator by required dates;

· Submit a 90-Day and end-of-year Project Evaluation to the VISTA Project Coordinator;

· Submit a 90 day, mid-year and end-of-year performance evaluation of the member(s) to the VISTA Project Coordinator; and discuss with the member(s);

· In coordination with the VISTA Project Coordinator, provide a minimum of a one-week, quality on-site orientation (OSOT) for the member(s) immediately following the VISTA Pre-Service Orientation (PSO);

· Identify potential community-based resources that could benefit the Community HealthCorps*VISTA member;

· Ensure that HealthCorps*VISTA member(s) serve full-time. Notify the VISTA Project Coordinator in a timely manner when member(s) are unable or unwilling to serve full-time; have unapproved absences; and depart early during service or training days ;

· Ensure that HealthCorps*VISTA member(s) do not work or receive compensation for full or part-time employment; and that they do not receive supplemental allowances from the project station;

· Introduce the HealthCorps*VISTA member(s) to the community through the use of media, letters, and/or personal introductions to local officials;

· Ensure that project sustainability remains the focus of the Community HealthCorps*VISTA project;

· Ensure that the HealthCorps*VISTA member is given due process according to NACHC and the Corporation for National and Community Service (CNCS) policies, and is given the opportunity to make improvements in the event performance problems occur;

· Ensure that the Community HealthCorps*VISTA member(s) does not engage in prohibited activities;

· Comply with all applicable NACHC & CNCS rules and regulations;

· Consult with the VISTA Project Coordinator for clarification regarding VISTA such as program operations, and CNCS rules and regulations.
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Form to be completed and returned to the Community HealthCorps*VISTA Project Coordinator.
