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Memorandum of Understanding 
Between 
[Campus Office] 
And 
[Community Partner] 

A Campus Corps member sponsored by the [campus office] will work in your organization to provide direct service, and support and increase university student involvement in the community. The purpose of this memorandum is to delineate the terms, conditions, roles, and responsibilities that will guide our working relationship. It is understood that the performance of this agreement by the [campus office] is contingent upon receipt of continued funding from The Montana Campus Compact and ultimately, the Corporation for National and Community Service for the program year covered in this agreement. 

Performance Terms 
The [Campus Office] and [Community Partner] shall commence performance of this agreement on or about August 15, 2009, and complete it by August 14, 2010. 

A. [Campus Office] 
As the administering organization, the [campus office] is responsible for recruiting and training the Campus Corps members assigned to your project, providing them benefits and support services and placing them in project sites that are consistent with the purpose of achieving the mission and goals of the [campus office], The Montana Campus Compact, and the National Service movement. 

♦ The term of service for the Campus Corps member at the project site begins on [insert start date] and ends [insert end date]. The start and end date shall be determined by the Campus Corps member and the campus-based program coordinator at the start of the service term in September 2009. 

♦ The [campus office] shall provide the Campus Corps member’s living allowance and any other benefits (e.g., Worker’s Compensation, unemployment insurance, etc.) The living allowance is disbursed directly to the Campus Corps member in equal monthly payments. The living allowance is not an hourly wage and so is not tied directly to the number of hours served in any given month. Upon successful completion of the service term, each Campus Corps member may be eligible for an education award from the National Service Trust. 

♦ The [campus office], in conjunction with The Montana Campus Compact, shall provide the Campus Corps member the training, technical support, and guidance necessary to carry out successfully the work defined in the member position description. This shall include an early-service intensive along with additional training and education activities during the Campus Corps member’s term of service. These training and education sessions shall be at locations determined by the [campus office] and/or The Montana Campus Compact and all expenses associated with member participation in these events is the responsibility of The Montana Campus Compact and the [campus office]. 

♦ Utilize MTCC and Campus Corps logos and other branding materials and verbiage when referring to the program and its constituents.

B. [Community Partner] 
As the program receiving the services of a Campus Corps member, [Community Partner] shall be responsible for general management of the project as outlined in the Site Agreement (Attachment A) and member Position Description (Attachment B). As the project site, your organization shall: 

♦ Designate an on-site supervisor who shall be responsible for regular meetings with the Campus Corps member to ensure progress towards the desired results and for general monitoring of the Campus Corps member’s performance. 

♦ Ensure that the staff and board of your organization recognize the need for volunteers and are open to participation with the [campus office].
♦ Provide the Campus Corps member with a thorough orientation to your organization’s philosophy, mission, program, policies, and procedures, as well as, an outline of additional expectations not covered in the position description and including an introduction to site staff. 

♦ Treat the Campus Corps member as part of your team, including them in appropriate staff meetings, retreats, and training events. 

♦ Provide support costs associated with supplying a Campus Corps member for your organization. The amount agreed upon is $______ and must be provided by [insert date]. 

♦ Understand that if it should be necessary to terminate a member or if a member resigns after completing more than 30% of his/her term, another member cannot be recruited in his/her place without prior authorization from the MTCC network office.  Members who have completed less than 30% of their hours may be replaced, pending approval.
♦ Provide reimbursement of a member’s expenses incurred while performing duties or functions specific to your organization or project either in town (e.g., copy cost at a local printer) or out of town (e.g. transportation costs to attend a meeting or training at your request). 

♦ Participate in evaluation of the Campus Corps member twice per academic year by providing input to campus-based program coordinator. 

♦ Not engage the Campus Corps member in activities prohibited by The Montana Campus Compact or AmeriCorps (Attachment C). 

♦ The [community partner] agrees to protect, defend, and save the State, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of the [community partner’s]  employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of service or in any way resulting from the acts or omissions of the [community partner] and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the State, under this agreement. 

♦ Notify the campus-based program coordinator immediately should any problems or unexpected occurrences happen during the term of service in your organization (e.g., change in leadership or major changes in the direction of the organization) which might have an impact on the Campus Corps member. 

♦ Notify the [campus office] immediately if the Campus Corps member is injured, and take all reasonable and prudent steps to ensure the safety of the member while in service to your organization. 

♦ Cooperate with the [campus office] regarding public relations announcements, materials, and media interactions concerning the Campus Corps program. Assist with public relations and awareness efforts through the display of banners and the like when appropriate. 

♦ Utilize MTCC and Campus Corps logos and other branding materials and verbiage when referring to the program and its constituents.

Endorsements 
[Campus Office] 



[Community Partner]
___________________________________ 
________________________________ 

Signature 




Signature 
___________________________________ 
________________________________ 

Title 





Title 
___________________________________ 
________________________________ 

Date 





Date 

Attachment A: SITE AGREEMENT
To be completed by the member’s Service Site Supervisor. Please attach a Position Description to this form.
Member Name (please type or print): 

Campus: 

Service Site: 

Average number of direct service hours per week:  

1. NEEDS ASSESSMENT:
Please circle the focus area which most closely represents your agency or organization’s mission or services:

Education        Health        Environmental Issues        Human Needs/Services         Public Safety

Please describe the community need(s) the Campus Corps member will meet through his/her service.
Identify what tools will be used to collect impact data (i.e., pre/post assessments, surveys, etc.) for this project and what the data collection process will be.
Please summarize how volunteer recruitment fits into the Campus Corps member’s role with this project.

2. SITE INFORMATION:
Site Supervisor Name (please type or print): 

Title/Agency: 
Address: 

Work Phone: 
Work E-mail: 

Does this organization have liability insurance?    FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

Indicate the name(s) and role(s) of any individuals who are authorized to sign member timesheets for this project: 
I agree to serve as the Site Supervisor for 
during his/her Campus Corps term of service.  I agree to monitor the member’s performance and ensure compliance with the AmeriCorps provisions regarding Prohibited Activities (see Attachment C).  I also agree to monitor the member’s timely completion of required program paperwork, including timesheets and evaluations.  I agree to sign the member’s monthly timesheets.  I also agree that I have accessed the online Member Handbook at www.mtcampuscorps.org and understand its contents. 

Member Signature ______________________________________________ Date __________
Site Supervisor Signature ________________________________________ Date __________
Attachment B: POSITION DESCRIPTION
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Anytown Food Closet (AFC) Campus Corps Member

Position Description

The Anytown Food Closet (AFC) Campus Corps Member will serve from approximately September 1, 2009, through April 15, 2010. This member will assist with the coordination and delivery of services to Random County residents seeking to donate to, or receive assistance, from the Anytown Food Closet.  Our program is in its fifth year of service to the residents of Random County. In 2008, we received 1.8 million pounds of donated food from area grocers, business, church groups, service clubs, hunters and individual community members.  We also served 800 families touching the lives of 1,000 individuals in need of food assistance. 

The Campus Corps Member will primarily provide direct service to donors and clients who come to the food closet between the hours of 2:00 p.m. and 5:00 p.m. Monday through Thursday during the school year.  The Member will serve in partnership with food closet staff, board members and other volunteers to ensure the smooth operation of the facility.  This will include interviewing and gathering food for clients, weighing incoming and outgoing food donations and keeping accurate, current records of those transactions, and helping to maintain the facility in such a way as to comply with health and safety regulations.  When time permits the member may be asked to assist with volunteer recruitment efforts and community education outreach efforts.  This member will be visible to the community and as such is expected at all times to represent the AFC in a professional, courteous and compassionate manner to all constituents and stakeholders.

This Member will work as part of a team with the Food Closet Program Director, Board Chair and Food Closet volunteers. All of the work done by this member will be done in the community of Anytown, Montana and the majority will be done at the Food Closet facility on Main Street. 

Some Specific Responsibilities:

This Member will…

· Provide direct service to clients utilizing the food closet by interviewing and entering data into the food closet database program and providing food assistance.

· Act as a resource to all regular and new food closet volunteers on regular days of operation.

· Maintain databases of volunteers, hours served, food donations, food distributions, and cash donors etc. 

· Generate monthly reports from various database programs as needed for board meetings or member reporting requirements.

· Provide feedback to the Program Director on enhancements to the Volunteer Manual, volunteer application, and any other volunteer programming/appreciation efforts.

· Recruit new one-time or ongoing food closet volunteers, as time permits.

· Engage in community education outreach efforts, as time permits.

· Provide new volunteer orientations and training weekly if needed.

· Create and maintain records of activities, including hours served, direct service activities engaged in, training received etc.

· Attend weekly meetings with the AFC Program Director or a representative of the AFC Board of Directors to provide reports on service done and seek guidance and feedback on future plans of action.

· Prepare and submit all required reports in a timely fashion.

· Perform other AmeriCorps, Campus Corps, or Anytown Food Closet duties, as assigned.

Attachment C: PROHIBITED ACTIVITIES 
Prohibited Activities for Campus Corps members include: 

· Any effort to influence legislation, as prohibited under Section 501 © of the Internal Revenue Code; 
· Organizing protests, petitions, boycotts, or strikes; 
· Assisting, promoting, or deterring union organizing; 
· Impairing existing contracts for services or collective bargaining agreements; 
· Engaging in partisan or political activities, or other activities designed to influence the outcome of an election; 
· Engaging in religious instruction, conducting worship services, providing instruction as part of a program that includes mandatory religious instruction or worship, construction or operation of facilities devoted to religious instruction or worship, or engaging in any form of religious proselytizing; or 
· Providing a direct benefit to a business organized for profit, a labor union, a partisan political organization, or a non-profit organization that fails to comply with restrictions in Section 501© of the Internal Revenue Code, or an organization engaged in the religious activities described above, unless the assistance of the Corporation for National and Community Service is not used to support those religious activities; 
· Engaging in voter registration drives; 
· Organized fund raising, including financial campaigns, endowment drives, solicitation of gifts, bequests, prizes and similar activities designed for the sole purpose of raising capital or obtaining contributions for the organization; however, members may fundraise for limited service activities (such as service days or bake sales). 
· Engaging in work to prepare large grant proposals, performing other fund raising activities to help the organization achieve its match requirements or to support the organization’s general operating expenses; 
· Other activities as the [campus office] determines will be prohibited, such as: [indicate prohibited activities]

Members may exercise their rights as private citizens and may participate in the above activities on their own initiative, on non-AmeriCorps time and using non-Corporation funds. The AmeriCorps logo and Campus logo should not be worn while engaging in prohibited activities. 

Attachment D: DEFINITIONS

AmeriCorps: An umbrella term that refers to programs that are designated by the Corporation for National and Community Service as national service programs and the members in those programs. AmeriCorps is often referred to as the “domestic Peace Corps”. In general, AmeriCorps programs will provide members with a full- or part- time service experience, a living allowance and an education award. 

AmeriCorps member: An individual serving in an AmeriCorps program who is eligible to receive an educational award upon successful completion of a term of national service. Through the Montana Campus Corps program, the member is called a Campus Corps member. 

Campus-based supervisors: Staff or faculty with participating departments that are involved with Campus Corps member recruitment, placement, and oversight.  These individuals should not be confused with the campus-based program coordinator (see below).  
Campus Corps member: An AmeriCorps member who is performing a national service term with the [campus office] on the _______________ campus. Receiving intensive training in leadership development and project coordination, the Campus Corps member leverages campus and community resources to meet community-identified needs and successfully meet project objectives. The Campus Corps member’s position is granted to the campus by the Montana Campus Compact Network Office, which funds 80% of the member living allowance over the course of his/her term of service. 

Corporation for National and Community Service: The federal agency that encompasses the work and staff of two previously existing agencies, the Commission on National and Community Service and ACTION. The Corporation funds the national service initiative called AmeriCorps, as well as Senior Corps, Learn & Serve America, and AmeriCorps VISTA.
Education Award: A benefit of $4,725 (1700 hours), $2,362 (900 hours), $1,800 (675 hours), $1,250 (450 hours), or $1,000 (300 hours) that an AmeriCorps member may receive after successfully completing a term of service. 

Montana Campus Compact: A coalition of Montana college and university presidents and chancellors who are committed to helping students develop the values and skills of citizenship through civic engagement and participation in public service. The Montana Campus Compact sponsors a student development program called the Campus Corps. This program offers college and university students the opportunity to participate in an intense leadership development experience and to make a difference in their communities through volunteerism and specific service initiatives. This program is an affiliate of AmeriCorps. 

Program Coordinator: The contact person at each participating campus who coordinates program activities, partnerships, and member development. On the ________________ campus, this person is __________________. 

Program Manager: Part of the staff at the Montana Campus Compact Network Office, not to be confused with the campus-based program coordinator (see above).
Service Site Supervisor: The contact person at each partnering community-based organization who supervises Campus Corps member direct service activities at an off-campus site.  At the [community partner] organization, this person is _______________________.





















