ASSET*AmeriCorps Service Site Supervisor Expectations

Each Service Site designates at least one individual to serve as an ASSET*AmeriCorps member Site Supervisor.  In this role, Supervisors are expected to:
· Attend all mandatory ASSET*AmeriCorps Supervisor trainings and conference calls and utilize knowledge learned to supervise ASSET*AmeriCorps Members. 

· Comply with the Memorandum of Understanding between Service Site Organization and Easter Seals Central Texas. 
· Serve as the main contact to Easter Seals Central Texas for all ASSET reporting and program requirements. 

· Keep ASSET Program Coordinator informed of any major changes regarding the ASSET*AmeriCorps program. 
· Notify ASSET Program Coordinator if member does not show up for assignment and does not communicate that according to organization policies. 

· Site Supervisor should plan to allocate approximately 2-5 hours each week to overall program management with 2 hours of supervision provided per member per week 

· Ensure members have the tools necessary to be successful.

· Develop and maintain site specific work plans for all members 

· Ensure members have the administrative support (i.e. space, supplies, phones, equipment) necessary to successfully accomplish ASSET goals and objectives. 

· Ensure transportation for service-related assignments is provided to members. 

· Create a welcoming, supportive environment for ASSET members at the organization.
· Educate other service site staff about the role of ASSET Navigators and AmeriCorps.

· Provide On-Site Orientation for all ASSET*AmeriCorps Members, ensuring that they are prepared for service at Service Site. 

· Verify all member hours served and keep signed documents on file. 
· Ensure members participating in fundraising do not spend more than 10% of their time on fundraising efforts during the service term 

· Document time and attendance records, verify member hours on a bi-weekly basis and report information to Easter Seals Central Texas for payroll. 

· Gather reporting data for all member activities and submit monthly activity reports on project’s progress toward objectives, as well as financial reports (as necessary). 

· Verify accuracy of member data collection for reporting purposes. 

· Ensure members are on track to meeting performance measures and outcomes. 
· Encourage ASSET members to participate in national service day projects as by engaging in planning of service day activities and volunteering on days of service 

· Recognize accomplishments of members and share accomplishments with organization staff and community. 

· Provide appropriate, constructive feedback to members on performance relating to assignment. 

· Maintain files regarding all member activities. 
*This list is not comprehensive and is intended for training purposes only.  For detailed explanation of project rules and regulations, consult the Memorandum of Understanding and CNCS regulatory statutes. 
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