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Agency Project Request Form

*Please read pages 3 & 4 before completing this form.
Agency Information

Date of Submission:  _______________________________________________________________

Agency:  _____________________________________________________________________________

Address:  ____________________________________________________________________________

_______________________________________________________________________________________

                            (City)                          (State)



   (Zip Code)



Agency Phone:  (_________)____________________   Fax:  ______________________________

E-Mail:  ________________________________________________________________________________

Contact Name:  _______________________________________________________________________

Contact Phone:  (_________)____________________________________________________________

Contact E-Mail:  _____________________________________________________________________

Project Information

Project Date:  ________________________________________________________________________

Project Start Time:  ______________________    Project End Time:  ___________________

On-Site Supervisor:  ________________________________________________________________

              (Person who will give instructions to teens.  Ex. Rules, Guidelines and Expectations)

Phone Number on Day of Project:  (________)________________________________________

# of Volunteers Needed  _________________________

Specific criteria for volunteers, if applicable (age requirements, skills) 

________________________________________________________________________________________________

_________________________________________________________________________________________________

Project location:  PLEASE PROVIDE PHYSICAL ADDRESS AND DIRECTIONS TO GET TO THE SITE.
_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

Project Description

Specific Duties Required:  ___________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

Clients to be Served:  ________________________________________________________________________

_________________________________________________________________________________________________

Dress Code Required for Project:  __________________________________________________________

_________________________________________________________________________________________________

If your project runs through the lunch hour, what provisions will you be making for lunch?

_________________________________________________________________________________________________

________________________________________________________________________________________________

Is this an outdoor project?  ______________ YES  ________________ NO  

If yes, what are the back up plans in case of poor weather?

_________________________________________________________________________________________________

_________________________________________________________________________________________________

CANCELLATION POLICY

 projectSERVE requires one-week notice should an agency cancel a project for any reason.
We very much appreciate the opportunity your agency offers to our volunteers.  Please understand that not every project can be accepted.  The demand for our services is considerable and we are unable to accommodate every request.  Please feel free to call 

with your questions and/or comments.

_______________________________________________________________     _______________________________  

                               (Signature)





      (Date)

After project selection, representatives from partnering agencies must attend a meeting with the Northshore Community Foundation/projectSERVE staff.  

______________        I have reviewed the documents and am in agreement with the attached

    (Initials)          policies and procedures sheet.   

ONLY ONE PROJECT PER FORM – PLEASE FEEL FREE TO COPY FORMS AS NEEDED.

projectSERVE is a program of the Northshore Community Foundation.
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POLICIES AND PROCEDURES

This sheet is to provide you with helpful information as you begin considering our volunteers (teens) for a project.  Below you will find our mission statement, rules and expectations of projectSERVE volunteers (teens) on a project and our Risk Management Policy.  After reading this sheet, please initial the space on the Agency Project Request Form.

Mission Statement 
projectSERVE promotes a lifetime service ethic in young people, while encouraging a broader sense of responsibility to society.  It serves the needs of the community in St. Tammany Parish by effectively engaging teens in service projects that are challenging, rewarding, educational, and safe.

Rules and Expectations of Teens on a Project

· Teens serving on a project should come to serve.  Our projects are not the time to play, socialize or misbehave in any way.  Appropriate behavior is expected at all times.  The fun comes with the satisfaction of knowing you have helped another person in need.

· Teens serving on a project should not wander from the supervisor of the project, the “Team Leader”.  No teen should leave a project without notifying the Team Leader.

· In no case should a volunteer (teen) work alone.  It is the responsibility of the teen to make sure that he/she is always is with at least one (1) partner.

· Volunteers (teens) should not bring large sums of money or other valuables to any project.

· Proper attire should be worn at all times.  Volunteers (teens) wearing clothes that are “revealing” may be a requested to change or may not be allowed to participate on a project.

· The use of offensive language, obscene or vulgar language, jokes or stories will not be tolerated.  Such behavior may result in removal from a from a ProjectSERVE project.

· Rude or aggressive behavior will not be tolerated.  Volunteers (teens) displaying such behavior toward other volunteers, service recipients or Team Leaders may be removed from any project.

· The possession or use of drugs or alcohol during a projectSERVE project is prohibited.  It is the duty of the volunteers (teens) to report such behavior to the Director.

· The possession or use of any weapon  (firearms, knives, etc.) during a projectSERVE project is prohibited.

· Displays of affection, sexual advances or other behavior of a sexual nature toward volunteers, other teens, service recipients, Team Leaders or any other person with whom the volunteers (teens) come in contact during their service on any project is prohibited.

VIOLATION AGAINST ANY OF THESE RULES AND EXPECTATIONS MAY RESULT IN REMOVAL FROM projectSERVE.

Risk Management Policy
As these proposals are being put together please remember that your volunteers are teens in the 11th and 12th grades.  They are not allowed to be transported by another adult other than that designated by their parents.  Where field trips are part of agency activity, projectSERVE volunteers (teens) must know at the time the proposal is submitted.  Permission slips must be required ahead of time and the agency must be fully insured for all vehicle occupants.

All teens, at all times, must be accompanied by another teen buddy during a project.  Teens are not allowed to accompany another adult without buddies during a project.  Exceptions to this procedure must be communicated to an agreed upon by Laurie Panzeca, in advance of project launch whenever possible.  Our volunteers Team Leader(s) must be within reasonable distance to take charge should an accident occur.  If you have further questions please call the Northshore Community Foundation projectSERVE office at 985-624-7160.  

Many activities present exposure to risk.  We ask that you anticipate what exposure your project may present and be prepared to discuss with us your strategies to reduce risk to volunteers.  Thank you.

[image: image3.png]



Project Criteria

· Projects should offer volunteers (teens) an opportunity to serve the community of St. Tammany Parish either by easing physical needs, providing emotional support, improving the natural environment, fostering community development or creating art.

· Projects should offer volunteers (teens) the opportunity to interact with citizens in need.

· Volunteers (teens) leave the project being able to physically see the results of their efforts or being able to tell a story about how they intangibly affected change in the community.

· Agency representative is present and available throughout the duration of the project.

· Agency representative completes required paperwork at the completion of the project.  This includes:  projectSERVE Agency Project Evaluation and Agency Project Verification.  Some projects may require Household Verification Forms.

· projectSERVE volunteer (teens) job duties are clearly defined in advance of project date by the agency representative.  

· projectSERVE volunteers (teens) do not displace paid employees of the agency.  Volunteers (teens) do not perform clerical duties (office work).  

· Volunteers (teens) are safe and occupied throughout the duration of the project.

· Safety requirements dictate that projectSERVE volunteers (teens) will provide no more that ten (10) volunteers per one (1) Team Leader.

· Volunteers (teens) are given the necessary supplies and information to accomplish what they are asked to do.  

· Food is provided if project lasts through mealtime.  

· Volunteers (teens) are not to accompany children or adults into the restroom.  NO EXCEPTIONS! Volunteers should not be left alone or separated from the group, one-on-one, with any children or adults.  NO EXCEPTIONS!  

· All Agency Project Request forms are due one month in advance of each session of the program.  If you are unsure if your project proposal will fit the criteria, please call Laurie Panzeca at 985-624-7160 or email lpanzeca@northshorefoundation.org.  

projectSERVE Volunteers (teens) volunteer with nonprofit organizations that are registered with the Northshore Community Foundation and governmental agencies.  Projects are chosen by the following:

Projects aimed at serving those less fortunate:


(  Physical needs are or will be eased as a result of each teen’s efforts.  

      
      (Ex. food served or prepared to be delivered, shelter provided or improved upon,
                    holiday gift-wrapped for arthritic patients)


NOTE:  Volunteers (teens) must be offered a clear explanation of how their actions
                            affect those in need.

Projects aimed at providing emotional support:


(  Volunteers (teens) will help to ease feelings of loneliness or sadness in the
                    individuals with whom they interact.  (Ex. visiting with residents in a nursing
                    home, entertaining sick children in a hospital)


NOTE:  Volunteers (teens) will go into the personal interaction situation having 
  

 had some training to prepare them for the particular needs of the population
                            group with whom they are to interact. (Ex. elderly sensitivity training
                            workshop,  hospice volunteer brief) 

Projects aimed at improving the natural environment:


(  Volunteers (teens) will use their energy and skills to plant trees, prepare
                    gardens, nurture growing plants and clear litter.

Projects aimed at fostering community development:


(  Volunteers (teens) will leave the event with a better understanding of
                    community leaders’ roles in guiding a community.

NOTE:  Volunteers (teens) must have a clear picture drawn for them to connect 
                             their actions to actual community development.
Projects aimed at creating art:


(  Volunteers (teens) will work to either create art for community members to
                    enjoy (Ex. painting a mural on the side of a building in a public place, decking the
                    halls in a nursing home, hanging holiday lights), or encourage the artistic efforts
                    of the clients they serve.  (Ex. helping children paint Easter eggs or create
                    origami figures)


NOTE:  Volunteers (teens) will go into the project having been briefed on the ways


 in which this art project will enrich the lives of community members. 
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