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Overview
NYC Service is committed to monitoring and supporting sites in their work to engage volunteers in serving the New York City community. As such, we operate the procedures outlined below to ensure regular communication with NYC Civic Corps sites. These procedures provide opportunities for staff to interact with both corps members and supervisors in order to check in on progress toward goals, learn about any challenges the site may be facing, and ensure that all member activities are compliant with AmeriCorps regulations. 

Monthly Site Visits
The crux of our monitoring system relies on monthly site visits. NYC Service staff support the development and mentorship of NYC Civic Corps teams and individual members through monthly site visits.  Civic Corps coordinators perform monthly site visits with supervisors and corps members to discuss metrics, progress made on projects and goals, opportunities and challenges faced by the Civic Corps, site event calendar, and upcoming program activities. Monthly site visits are also a time for coordinators to check for any cases of prohibited member activity, and beginning this year an explicit reminder about prohibited activities will be added to the standard agenda used by all coordinators. At each site visit, coordinators will complete a site monitoring tool to be signed by the supervisor and a member monitoring tool for each member at the site, to be signed by the corps member. These tools are outlined below. Coordinators meet first with supervisors one-on-one, then with supervisors and corps members together, then with corps members as a group (without supervisor). A template agenda and both monitoring tools are attached.

At each site visit, supervisors and corps members will be asked about the duties they are performing.  If there is any discrepancy between the report of activity and the position description, it will be noted on the form and reported to the Operations Manager during the site visit debrief.  Additionally, an updated position description will be drafted and presented to the NY State Commission Program Manager per procedure.

The following monitoring tools will be completed at each monthly site visit:



Site Monitoring Tool:
At each monthly site visit, coordinators will complete a site monitoring tool for each site, which tracks performance on the following measures to ensure compliance with AmeriCorps regulations: timekeeping, attendance, member service, and member management. Sites will be scored on each category, and given a monthly label of ‘no risk,’ ‘moderate risk,’ or ‘high risk’ based on that score. Sites labeled ‘high risk’ will create an action plan with coordinator and Operations Manager to improve performance. In addition, regular monthly site visits will increase in frequency to twice per month until risk level decreases. After two consecutive months at “HIGH RISK” NYC Civic Corps Director and Operations Manager will meet with MOU signatory (from member service site) and make the consideration for transferring Civic Corps members and making the member service site inactive.

Corps Member Monitoring Tool:
Coordinators will complete a member monitoring tool for each corps member at each visit, which tracks performance on the following measures to ensure compliance with AmeriCorps regulations: timekeeping, attendance, member service, and member management. For each category, members will be assessed as ‘meeting expectations’ or ‘needing improvement.’ Corps members will devise an action plan with coordinator for any category needing improvement, to be reviewed and approved by the Operations Manager. Should a corps member fail to meet expectations for two consecutive months, corps member may be required to meet with Coordinator and Operations Manager to discuss and explore strategies for improving performance.

Monthly Reports
Each site reports monthly on performance milestones and indicators through a personalized online reporting form. The metrics they report against are outlined at the start of the program year from a comprehensive listing of all metrics, including both overarching metrics and AmeriCorps performance area metrics that are specific to the site. NYC Service collects and aggregates the data across all sites in order to fulfill AmeriCorps reporting requirements, report on progress to our private funders, track progress over the course of the service year, and share best practices across teams.



Monthly Seminars
NYC Service hosts monthly all-corps seminars which focus on teaching relevant skills that may help members in their work at sites, sharing knowledge about pressing issues facing New York City, and developing helpful networks among corps members and with outside professionals in the nonprofit, government, and private sectors. These seminars also provide an additional opportunity for NYC Service staff to check in with corps members and ensure that they are progressing toward goals and that all member activities are in compliance with AmeriCorps regulations and prohibitive activities. A portion of each seminar will be dedicated to reviewing (and updating) AmeriCorps policies and regulations.  A sample monthly seminar agenda is attached.

Mid-Year and End-of-Year Assessments
In addition to monthly monitoring, all site supervisors must complete mid-year and end-of-year assessments with their Civic Corps members. For both forms, corps members first complete their own self-assessment and submit to supervisors, who then provide their own rating and response. Following the completion of the assessment form, supervisors and corps members meet one-on-one to discuss the assessment. This mid-year assessment is distributed late in January and due back by the end of February. The end-of-year assessment is distributed late in May and due back by June 30. Upon receipt of these assessments, NYC Service staff reviews all and follows up with sites regarding any challenges and needs for technical assistance as it relates to Civic Corps management, training, and service. A blank Mid-Year assessment form is attached (the same form is distributed as the End-of-Year Assessment to gauge progress on each evaluation category).

Bi- Annual Conference Call
In addition to the monthly visit and discussion regarding AmeriCorps’ Prohibited Activities and the monthly monitoring tool that captures experience from both supervisor and corps member, host site supervisors will be required to participate on two conference calls to discuss possible updates to AmeriCorps policies and regulations and to discuss need for support as it relates to technical assistance and training.  The first conference call will take place between the start of the program and the mid-year assessment; the second conference call will take place between the mid-year assessment and the end-of-year assessment.
