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A primary function of Program Directors is to ensure that a program is moving forward on time and in budget, and that certain documentation is maintained, checked, verified, or updated on a regular basis.

CNCS reviews the following information on the basis of individual program performance, as well as portfolio wide performance:  member enrollment and exit in egrants within 30 days of start and end dates; member recruitment (are all slots filled?); member retainment (are members completing their terms of service?); and achievement of identified performance measures.

OVCS pays close attention to these and other items.  For example, OVCS conducts random checks of member timesheets to determine whether they are being completed correctly, whether members are serving appropriate numbers of hours (not too many, not too few) based on their terms of service and their contracts, whether training (individual and program wide) is being conducted but is not excessive, and whether timesheets are being completed, submitted and approved timely.  OVCS also assesses reimbursement requests to ensure that funds are being expended proportionally and appropriately to where a program is in its program year.

These are items that Program Directors should routinize and check monthly.  Additionally, Program Directors should ensure file completion and consistency.  Information can and should be cross-checked and verified among multiple sources.  For instance, OnCorps timesheets, a member’s contract, and egrants should all reflect the same start date or first day of service for a member.  A monthly reimbursement request , organizational payroll information, and the timesheets of a Program Director who manages AmeriCorps 80% of her time should present consistent information.

When cross-checking provides inconsistent information, or when members, over time, consistently serve fewer hours than contracted, Program Directors find themselves playing catch up or having to do work multiple times.  To avoid this, following are examples of questions and issues that must be addressed on a regular basis, that include both compliance and best practice issues:

· Do all members and site supervisors know what activities are allowable, and what AmeriCorps activities are expected of them according to their service descriptions?
· Do all members and site supervisors know what activities are prohibited, and have they indicated in writing their understanding of the same?
· Do all members and site supervisors understand how we are measuring success, and what their role is in meeting those goals?
· How do I know whether members are successful in conducting their service activities?
· Have all members and site supervisors been trained (and demonstrated competence) in use of OnCorps for timekeeping purposes?
· Are all member timesheets up to date, correct, and fully approved?  
· Do timesheets clearly show accompaniment for members who have not yet received clearance on their background checks?
· Are all members on target with their hours, not more than 10% ahead or behind of where they should be given this point in the program year?  If not, what action has been taken and documented in the members’ files?
· What training and professional development opportunities are members receiving?
· Are members having a routine check in with site supervisors and or Program Director to ensure that things are going well?
· What reflection activities have occurred with members this month?
· How many ‘great stories’ have been submitted this month?
· How has this program used traditional or social media this month to elevate our activities and impact?
· What has been communicated this month to OVCS about the great stuff we’re doing, or about any obstacles or challenges we’re facing?
· Are all slots filled that should be filled?  If not, how is recruitment continuing?  Is it effective?
· Are all members clearly enrolled in egrants?
· Are all members who have exited from the program clearly exited in egrants?
· When members have exited, are we all in agreement about their eligibility (or lack thereof) to receive and education award, or to serve another term?
· Are we prepared for upcoming service events?  Who is planning them?
· What are members doing to engage volunteers?  Are these activities successful?  How do we know?


These questions cover a range of activities for which a Program Director is accountable, and this is not an exhaustive list.  These do cover essential activities that Program Directors must track, and can make the difference between mediocre and great program impact and member experiences.
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