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1. PROGRAM OVERVIEW 

What is the United Way of Northwest Michigan VISTA project? 

We all have a stake in what befalls our fellow man. We all benefit when a child succeeds in 
school, when someone finds a job that will help them provide for their family, or when more 
people are able to access quality, affordable health care. Here at United Way of Northwest 
Michigan, we are committed to focusing on:  

• Education (projects that are keenly focused on strategies that help our young people 
graduate from high school and stay on a path for a successful post-secondary school 
launch)   

• Basic Needs (projects that support the critical basic needs of fragile and vulnerable 
members of the community) 

• Health (projects that create a safety net for at-risk members of our community) 

We create better opportunities for all people by helping build stronger communities. We do this 
by bringing people together around a shared agenda and working on solutions to problems that 
no single organization can solve alone. 

The solutions we create for communities go beyond short-term charity for a few. United Way of 
Northwest Michigan and AmeriCorps VISTAs work together by creating economic opportunity, 
health care solutions and education advancement within Antrim, Benzie, Grand Traverse, 
Leelanau and Kalkaska counties.   

For more information about the United Way of Northwest Michigan VISTA project, visit: 
UnitedWayNWMI.org/AmeriCorps-VISTA 

What is VISTA? 
 
VISTA is an AmeriCorps program that engages individuals in a year of full-time service with a 
sponsoring organization to create or expand programs that bring individuals and communities 
out of poverty. The VISTA program was created in 1964 as Volunteers In Service To America. 
Today, more than 8000 VISTA members annually serve with community-based organizations 
and governmental agencies across the United States. Like other AmeriCorps programs, VISTA 
is administered by the Corporation for National and Community Service (CNCS), a federal 
agency that seeks to improve lives, strengthen communities, and foster civic engagement 
through service and volunteering. 
 
All VISTA projects must demonstrate four key principles:  

• Anti-poverty focus 
• Capacity-building 
• Sustainability 
• Community empowerment 

 
The purpose of VISTA is to build capacity of non-profit organizations and communities to help 
bring individuals and communities out of poverty. Projects should be responsive and relevant to 
the lives of community residents and engage them in project planning and evaluation. Activities 
will focus on building capacity of organizations or communities, and VISTAs may not provide 
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direct service to individuals. As short-term resources designed to create long-term solutions, 
VISTA members must focus on sustainable improvements that will last beyond the VISTA term. 
Host site applicants should keep these key principles in mind as they consider their plans for a 
VISTA’s service.  
 
For more information about AmeriCorps VISTA, visit: 
www.americorps.gov/about/programs/vista.asp 

Who are VISTA members? 
 
United Way of Northwest Michigan VISTA members come from across our state, region, and 
country. Most of our members have a Bachelor’s degree from a 4-year institution. Many are 
recent college graduates. Members serve full-time for one year and receive a living stipend from 
the Corporation for National and Community Service that is 105% of the Federal Poverty Level 
for their area ($455.70 paid biweekly) In addition to the living allowance, VISTAs receive basic 
health benefits and are eligible for a $5815 education award or a $1500 cash payment upon 
completion of their service year. 

What can VISTA members do? 
 
In determining whether VISTA is the right fit for your organization’s needs, think about the kinds 
of activities members will be expected to perform. The role of the VISTA member is primarily to 
build the capacity and sustainability of projects and organizations that fight poverty. Building 
organizational capacity is the focus of VISTA. Unlike other AmeriCorps programs, VISTAs 
may not perform direct service with students or clients.  
 
VISTA members may NOT perform general administrative duties, clerical, data entry, or 
janitorial work. Member activities may NOT duplicate routine staff functions or displace paid 
employees. Members and the projects they support may NOT engage in certain prohibited 
activities such as lobbying, labor organizing, political action, religious instruction or proselytizing.  
 
To see if a VISTA placement could be right for your organization, please review the online 
training 
https://www.vistacampus.gov/resources/vista-101-understanding-vista-0 prepared by the 
Corporation for National and Community Service or contact the program coordinator with any 
questions.  
 
Below are some examples of the types of INDIRECT service activities that VISTAs CAN DO:   
 
Indirect Service Capacity Building Sustainable Endeavors 
Recruit volunteers Develop forms, volunteer 

assignments, trainings 
Development of Volunteer Policy 
and Procedure Handbook 

Train direct service 
providers 

Write training curriculum or 
manual; train trainers 

Develop training manual and train 
the trainer curriculum 

Coordinate projects Develop procedures and systems Develop volunteer management 
system and procedural guide 

Public speaking Develop speakers’ bureau Develop community partnerships 
 

http://www.americorps.gov/about/programs/vista.asp
http://www.vistacampus.gov/resources/vista-101-understanding-vista-0
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Write press releases Develop press kits, media 
database 

Secure media partners 

Organize fundraising 
events 

Grant writing; develop database Secure project staffing and diverse 
revenue streams 

Organize task 
forces/coalitions 

Develop leadership structure of 
task force/coalition 

Create infrastructure 

Conduct outreach Design brochures, posters Create mechanism for project 
evaluation 

Adapted from Step-By-Step: A Guide to Partnering with AmeriCorps*VISTA  
 

What is the goal of the United Way of Northwest Michigan AmeriCorps VISTA program? 
 
The United Way of Northwest Michigan AmeriCorps VISTA Program places VISTA members at 
nonprofit and community host sites to create, expand, or enhance a community project or 
partnership that fights poverty. Through their efforts, our VISTAs develop sustainable 
community connections while building the capacity of the project or partnership to address a 
specific poverty-related community need. 
 
Projects should fall into ONE of four categories: 
 

1. Economic Opportunity (projects focus on enhancing financial literacy or housing-
related services for low-income people) 

2. Education (projects focus on improving educational and behavioral outcomes for at-risk 
students in low-achieving schools or preparing low-income students for post-secondary 
education) 

3. Healthy Futures (projects focus on improving food security and access to healthy food 
for low-income people and communities.) 

4. Veterans and Military Families (projects focusing on connecting veterans and veteran 
families with needs and services unique to their situation) 

Projects must define both capacity-building outcomes and community impact outcomes. Your 
project must choose, track, and report on outcome measures for each category as discussed in 
Section 4, “VAD Instructions.”  

What sites can host a United Way of Northwest Michigan AmeriCorps VISTA? 
 
Host sites may be: 1) an office or department of a college campus, 2) K-12 school,                  
3) Government Facility, OR 3) a community-based non-profit. Campus-based host sites that 
are not a designated nonprofit organization must designate a community-based nonprofit as a 
partner, and the VISTA member must spend time regularly at the community partner site. 
Community-based host sites must designate a campus office or department as partner. There is 
no requirement for the community-based VISTA member to spend time on campus, but regular 
meetings and visits are encouraged. 
 
Successful projects have a prior history of collaboration and some baseline level of capacity to 
carry out general programs and operations so the VISTA effort may focus on the development 
or expansion of a particular poverty-fighting project or program. 



2019-20 VISTA HOST SITE GUIDE  5 

How are VISTA host sites selected? 
 
Host site selection is competitive, based on proposal alignment with the missions of AmeriCorps 
VISTA and United Way of Northwest Michigan.  VISTA projects must address urgent, poverty-
related community needs and leverage resources.  
 
Typically, VISTA projects span 3 years. In years 2 & 3, host sites may submit a continuation 
application. Each year should build on the previous year. For example, a site may plan for the 
VISTA to research and design a new program in year 1, expand volunteer recruitment and 
coordination for the program in year 2, and concentrate on fundraising and resource 
development to sustain the program in year 3.  
 
At the end of year 3, the VISTA resource will be phased out or the host site may submit a new 
application proposing a different project. Receiving a VISTA in any year does not oblige a host 
site to seek a VISTA in subsequent years, nor does placing a VISTA at a host site in one year 
oblige United Way of Northwest Michigan to award that site a VISTA placement in future years. 
The award of a VISTA placement is always subject to the availability of federal funds and host 
site compliance.  
 

VISTAs and National Days of Service 
 
In addition to projects that address priority needs in one of the focus areas above, United Way 
of Northwest Michigan VISTAs may organize and support activities that celebrate national days 
of service at their site, including Make a Difference Day, 9-11 Day of Service, Remembrance 
and MLK Day of Service. At United Way of Northwest Michigan, we locally coordinate Day of 
Caring, which is a one day, hands-on experience where volunteer teams from local businesses 
are matched with local non-profit agencies and schools to complete meaningful projects that 
fulfill agency and community needs. United Way of Northwest Michigan also facilitates other 
volunteer opportunities such as Days of Action, Cherry Festival event support and the 
Community Advisory Team (CAT). CAT members assist with the grant process that is open to 
organizations that are actively addressing education, health and basic needs in the region. If a 
host site does not participate in activities like these, supervisors should allow VISTA members 
to find other local opportunities to participate on those days. 
 
VISTAs are also asked to promote AmeriCorps service opportunities to students and community 
members.  

Cost Share Payments 
 
Host sites must pay a cost share to United Way of Northwest Michigan to host a VISTA project. 
The fee is $5000 per VISTA member placed and a $4000 dollar UW support stipend for each 
VISTA.   The Cost share and United Way NWMI support payment will be billed separately.    
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2.  ADDITIONAL INFORMATION 

VISTA Terms & Benefits 
 
VISTAs commit to 1 year (12 months) of full-time service on a specific project at a host site. 
VISTAs keep the regular work hours of the host site, but may be called on to work evenings and 
weekends as the project demands. VISTAs work a minimum of 35 hours per week.  
 
All VISTAs are part of the AmeriCorps National Service initiative and receive the following 
benefits: 

• Living stipend of $491.42 paid biweekly ($12,777 annual) 
• Upon completing service, Segal Education Award of $5,815 or $1,500 end of service 

payment 
• Health care benefits provided by AmeriCorps 
• Loan deferment/forbearance while enrolled in the program (depending on lender) 
• Relocation reimbursement if moving more than 50 miles to serve 
• Professional training opportunities 

 
United Way of Northwest Michigan VISTAs may also receive housing benefits and/or meal 
assistance, at the host site cost and discretion, have access to training opportunities offered by 
their host site or United Way of Northwest Michigan, and become part of a network of more than 
one million VISTA alums. 
 
To serve in the United Way of Northwest Michigan VISTA program, all candidates must be a 
U.S. Citizen or lawful permanent resident. 
 
While serving as a VISTA, members may NOT: 

• be a full-time student 
o they may take classes with supervisor and program coordinator permission 

• hold additional employment that interferes with VISTA responsibilities  
o they may pursue part-time employment with supervisor and program coordinator 

permission.  A VISTA member that is employed for ANY time during their service 
MUST complete an “Outside Employment Form”  The form will be included with 
the monthly report sent to UWNWMI.   

• provide direct service (except in VERY limited capacities) 
• engage in lobbying or other restricted political activities 
• provide religious instruction as part of their VISTA duties 
• receive any additional direct payments from host site or partner.   

 
All host site supervisors should review this resource to better understand the terms, conditions, 
and benefits of VISTA service: http://www.vistacampus.gov/lessons/vista-terms-and-conditions  

VISTA Recruitment & Selection 
 
VISTA recruitment and selection is a collaborative effort between host sites and United Way of 
Northwest Michigan. United Way develops a general position description based on overall 
project goals which can be used for recruiting activities. Host sites may clarify specific skills or 
knowledge preferred. CNCS encourages projects to recruit veterans into VISTA service. A 
person may serve as a VISTA for up to 5 years, but most VISTAs serve for 1 or 2 years, 
because an individual can earn no more than two education awards through national service. 

http://www.vistacampus.gov/lessons/vista-terms-and-conditions
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The recruitment process, step-by-step: 
 
1. United Way of Northwest Michigan and host sites publicize VISTA position. 
2. Candidates complete AmeriCorps application online at www.americorps.gov, including 2 

references. 
3. Candidates submit the application to United Way of Northwest Michigan’s position listing via 

the AmeriCorps online system. Host site supervisors should notify United Way of Northwest 
Michigan if preferred candidates are applying. 

4. United Way of Northwest Michigan staff review application materials, request candidate’s 
résumé, and conduct phone or Skype interview.  

5. United Way of Northwest Michigan staff forward materials for promising candidate(s) to host 
site supervisor. Some candidates may be forwarded to multiple host sites. 

6. Host site supervisor conducts subsequent interviews, selects preferred candidate and 
alternates, and notifies United Way of Northwest Michigan of their choices. 

7. United Way of Northwest Michigan staff offers the VISTA position to selected 
candidate.  

8. Candidate accepts position, and application is submitted to the CNCS State Office for final 
approval. There is no guarantee a candidate submitted to the state office will be approved 
as a VISTA.  

9. Candidate is approved by CNCS State Office and registers for mandatory Pre-Service 
Orientation (PSO) or an ON site Orientation Training.  (OSOT) . 

10. Candidate attends PSO or OSOT in first week(s) of service and begins service at host site 
upon completion of PSO or OSOT. 

 

Host Site Benefits & Expectations 
 
Higher education institutions may apply to host a United Way of Northwest Michigan 
AmeriCorps VISTA. A campus that has hosted a United Way of Northwest Michigan VISTA in 
previous years may apply, but this does not guarantee approval as a Host Site. Campus host 
sites must apply with a community-based organization partner. 
 
Community-based organizations may also apply to host a VISTA. These organizations must 
apply with United Way of Northwest Michigan. 
 
Host sites seek a VISTA resource in order to: 

• Build or strengthen a partnership with a community-based organization that fights 
poverty 

• Impact community needs in priority focus area 
• Increase opportunities for community engagement of students, faculty, and staff 
• Mobilize and organize campus and community volunteers 
• Lead fundraising and grant-writing efforts to support community partnership 
• Coordinate national days of service and other large-scale service events related to focus 

area (e.g. Hunger & Homelessness Awareness Week) 
• Add nearly $40,000 worth of human resources (the full-time VISTA) to a project 
• Create an opportunity for professional learning and growth for a VISTA national service 

member. 
• Create processes, products and procedures with an emphasis on SUSTAINABILITY.   

http://www.americorps.gov/
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• Strive for cultural competency and authentic voices represented for all stages of VAD to 
ensure sustainable, robust and relevant efforts embedded in the organization after the 
VISTA completes their term of service.   

 
All Host Sites are expected to: 

• Designate a site supervisor to oversee and advise the VISTA, review the 
https://www.vistacampus.gov/resources/vista-101-understanding-vista-0 and the 
https://www.vistacampus.gov/user/login?destination=node/1 online courses, attend 
supervisor webinars, conduct weekly meetings with the VISTA, and complete year end 
performance evaluations.  

• Provide a small budget for work-related travel and professional development  
• Provide office space, computer & phone access, and office supplies 
• Pay cost share fee to United Way of Northwest Michigan of $5000 per member 

placement and UW support fee of $4000 = $9000 
• Provide flexibility in VISTA members regular schedule to allow volunteer outreach to 

work on-site with community 
• Please See “Addendum 1” for additional collaborative expectations 

 
*In the event a VISTA or host site terminates early there will be no cost share 
reimbursement    

3. PROPOSAL INSTRUCTIONS 

Proposal 
 
The VISTA proposal narrative consists of 4 sections which can be accomplished in writing or in 
person:  

1. Summary Statement – mission and structure of host site (and partner organization if 
applicable), poverty-related need and low-income population project will address, overall 
capacity-building and community impact goals.  

2. Community Need – poverty-related need and low-income population to be addressed;  
how are/are not the need/population currently addressed in your community? How will 
the project address this issue? 

3. Project Goals & Evaluation – Describe overall goals of the project, in terms of 
organizational capacity-building and impact on the community need; which specific 
objectives, activities and performance milestones will the VISTA accomplish in the 
coming year? How will you assess progress toward project goals? 

4. Sustainability Plan – How will the project change over time in future years? How will 
host site and partner ensure the proposed project and outcomes are sustained without 
VISTA resources?  

4. VAD INSTRUCTIONS 
 
A VISTA’s year-long work plan is called a VISTA Assignment Description or “VAD.” The VAD 
helps VISTAs breakdown project goals into objectives, activities, and milestones that mark 
progress. The VADs should include a timeframe for the accomplishment of objectives and 

http://www.vistacampus.gov/resources/vista-101-understanding-vista-0
http://www.vistacampus.gov/lessons/vista-terms-and-conditions
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activities. Progress toward objectives is measured in part by specific performance measures 
required by CNCS. 
 
You must prepare one VAD for each member who will serve at your site. You can view a 
sample VAD here: http://www.vistacampus.gov/sites/default/files/Sample_VAD.pdf  
 
VISTAs and supervisors should review the VAD regularly to check VISTA’s progress toward 
project goals. VISTAs will file monthly progress reports with United Way. The VAD may be 
revised, if necessary, to account for changes in the project, community, or organizational 
environment.  A VAD must address populations living in poverty and sustainability.   
 
Please keep these tips in mind when creating the VAD: 

• Make VAD detailed enough to be meaningful, but allow flexibility 
• VAD should be challenging, but realistic to accomplish in 1 year 
• Activities should be indirect service and capacity building, but linked to specific identified 

community needs 
• Specify key products and deliverables 
• Use action verbs 

 
Host sites must submit a proposed VAD consisting of the following sections: 

1. Host Site (Partner), and Focus Area 
2. Project Goal 
3. Objectives 
4. Timeframe 
5. Activities (and Action Steps) 
6. Performance Measures & Targets 

 
The Project Goal is a brief description of your overall VISTA project, including capacity-building 
and community impact goals for the current year. Objectives describe the outcome of a set of 
activities to be undertaken this year that will lead to the accomplishment of the project goal. 
Objectives should include a completion date. The VAD Form in the Host Site Application 
provides space for four objectives. You must include at least 2 objectives, but no more than 4.  
 
Your VAD should include at least ONE Objective from the list below. The objective is in bold, 
and some suggested activities follow. You may alter the language of the objectives to fit your 
project. 
 
For each Objective, you must also declare a Timeframe. This is the time span within which the 
activities associated with an objective should be completed.  
 
For each Objective, you should define two or more Activities and, if necessary, associated 
Action Steps. Activities represent the major pieces of work that go into meeting an objective, 
while action steps are sequential, breaking the major work into smaller chunks.  
 
OBJECTIVES 

Support program development and delivery by... (expanding existing program or develop new program design, 
researching model programs, coordinating program design team, identifying and implementing best practices into 
new/existing program, developing program materials, etc.) 

http://www.vistacampus.gov/sites/default/files/Sample_VAD.pdf
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Expand or strengthen partnership or network by… (developing shared trainings/materials, developing joint 
funding applications, improving communication systems, sharing data, establishing partnership agreements, etc.) 

Secure financial support for project through fundraising, grant-writing, and soliciting in-kind support. 

Enhance volunteer recruitment, management, or training by… (developing volunteer generation plan, 
clarifying volunteer roles,  creating volunteer recruitment/training materials, developing screening/intake/tracking 
process, developing communication and scheduling systems, exit interviews, etc.). 

Develop/Enhance/Expand financial literacy services or job training/skill development services to low-income 
people by…  

Develop/Enhance/Expand housing services to low-income people by… 

Develop/Enhance/Expand education programs that increase academic engagement of at-risk K-12 students 
by… 

Develop/Enhance/Expand programs that increase access to healthy and nutritious food for low-income 
people by… 

 
In addition to Objectives, Timeframe, Activities, and Action Steps, you must also propose the 
specific capacity-building and community impact performance measures that will be used 
to measure project progress.  
 
Regardless of the project’s Focus Area, you must choose at least 1 capacity-building output 
measure and 1 capacity-building outcome measure. For each of these measures, you should 
set a target for what will be accomplished in the coming project year (2017-2018).  
 
Think about capacity-building measures as a way to measure what your VISTA member will 
accomplish in the coming service term.  
 
 
 
CAPACITY- BUILDING MEASURES 
OUTPUTS 
G3-3.1 Number of community volunteers recruited. 
G3-3.2  Number of community volunteers managed. 
G3-3.5  Number of staff and community volunteers that received training (of one or more 

types). 
OUTCOMES 
G3-3.3 Number of organizations implementing three or more effective volunteer 

management practices. 
G3-3.13 Number of additional activities completed and/or program outputs produced 
G3-3.16 Dollar value of cash resources leveraged. 
G3-3.17 Dollar value of in-kind resources leveraged. 
G3-3.18 Number of new beneficiaries that received services. 

 
Depending on your project’s Focus Area, you must also choose associated community impact 
measures. You must choose an output measure and an outcome measure for each focus area. 
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Think of community impact measures as a way to measure the accomplishments of the projects 
and programs that your VISTA member will support.  
 
COMMUNITY IMPACT MEASURES 
EDUCATION 
ED2:   Number of students that completed participation in K-12 education programs. 

(Output) 
ED24: Number of children demonstrating gains in school readiness in terms of literacy 

skills (Outcome) 
ED27:   Number of K-12 students that participated in education programs, with improved 

academic engagement. (Outcome) 
HEALTHY FUTURES 
H4:   Number of clients participating in health education programs. (Output) 
H11:   Number of individuals getting support, education, and/or referrals for hunger 

(including community garden programs). (Output) 
H12:   Number of individuals that reported increased food security. (Outcome) 
ECONOMIC OPPORTUNITY 
O1:   Number of economically disadvantaged individuals receiving financial literacy 

services. 
O2:   Number of economically disadvantaged individuals receiving job training or other 

skill development services. 
O5:  Number of economically disadvantaged individuals, including homeless individuals, 

receiving housing services. 
O9:  Number of economically disadvantaged individuals with improved financial 

knowledge. 
O10:   Number of economically disadvantaged individuals placed in jobs. 

 
You can learn more about the VISTA Performance Measures, including definitions, here: 
http://www.nationalservice.gov/resources/performance-measurement/vista 
 
On the VAD, you must also include numerical targets for each performance measure. 
Remember, these targets can be estimates based on your best guess, or they could be 
determined from baseline data. 
 
The measures and targets you include in the VAD are not final - you will have a chance to 
revise these items in consultation with United Way staff after placements are awarded 
 
 
I have read and reviewed the contents of the VISTA host site guide and will adhere to the 
standards noted in the guide.    Host agency will recognize the VISTA as a UNITED Way 
VISTA assigned to your host agency.  If any situation should arise with your VISTA you 
will contact United Way ASAP.  Reports, VISTA calendar of training, networking and 
volunteer opportunities will be a priority of the host site.   
 
 
 
Signed:_______________________________________________Date:______________ 
Host Site:  _______________________________________________ 
Period of Service: _____________________________________

http://www.nationalservice.gov/resources/performance-measurement/vista


Addendum 1 
 
 

United Way of Northwest Michigan Will Host Site Supervisor Will VISTA Member Will 

Offer support to host site supervisor 
and VISTA member, and highlight host 
site organization/VISTA member in 
newsletter, website, social media, 
federal/state reporting 

Sponsor one monthly network meeting per 
year (always on the second Thursday of the 
month at 3:30 pm) at host site location, and 
provide a ten minute presentation about 
host site, current projects, mission, impact in 
the community, introduce leaders in the 
community, professional development, etc. 

Attend all monthly networking meetings 
(always on the second Thursday of the 
month at 3:30 pm) and co-present with 
host site supervisor at designated annual 
network meeting  

Submit monthly report and 
accompanying documentation to the 
Corporation for National and 
Community Service/ VISTA 
Headquarters and highlight 
achievements in State Impact Report 
 
Provide business cards to all VISTA’s  

Provide monthly report to United Way, and 
set aside time for the VISTA to complete 
monthly report by the fifth of every month 
 
Report will include:  1) Time off (monthly 
and cumulative) 2) Supervisor notes 
regarding the project and the activities of the 
VISTA Member. 
 
Will identify the VISTA member as a United 
Way VISTA member on all media or other 
public references to VISTA.     

Complete monthly report by the fifth of 
every month. 
 
Supervisor will submit the report to 
UWNWMI on behalf of the VISTA.    
 
Provide a narrative regarding VAD 
progress.  Include photos and media. 
 
Request Time off in a timely fashion as 
applicable to the host site policy.   

Highlight networking opportunities in 
newsletter, website, social media, and 
federal/state reporting 

Introduce VISTA member to host site 
network, and invite VISTA member to host 
site networking events  

Accompany host site supervisor/host site 
personnel to networking events, and 
participate in networking opportunities 

Highlight volunteer opportunities in 
newsletter, website, social media, and 
federal/state reporting 

Allow time for and facilitate VISTA member 
attendance at volunteer opportunities such 
as Day of Caring, Days of Action, MLK Day, 
etc.   Recognize United Way NWMI VISTA 
project in all press releases and media 
outreach.   

Attend volunteer opportunities 
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