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Sponsor: Community Technology Empowerment Project (CTEP),
RICo An AmeriCorps program of Saint Paul Neighborhood Network
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Community Partner Agency: Independent School District No. 271 of
Hennepin County, Minnesota

Instructions for Community Partner:

1) Site will receive a pdf version of the agreement already signed and dated by the Executive
Director of Saint Paul Neighborhood Network.

2) Both authorized signer and site supervisor should read the entire agreement thoroughly.

3) Discuss any concerns or suggestions for amendments with CTEP staff

4) Authorized signer should print out and sign the agreement on page 15.

5) Return to CTEP staff by May 18, 2018. Please scan the entire co-signed document and
email it to krogstad@spnn.org.

6) Keep a co-signed agreement for your records.

This document defines the responsibilities of the Sponsor and the CTEP Community Partner
with respect to CTEP AmeriCorps Member(s) to perform services to strengthen and supplement
efforts to improve the technology literacy for low income families, recent immigrants, and
residents who may have physical or mental disabilities.

Member Award
The Community Partner is awarded the following members for the 2018-19 program year:

1 1 Full-Time (1700 Hours)
Questions?

Contact Joel Krogstad, CTEP Program Director, at (651) 298-8918 or krogstad(@spnn.org.
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II.

Terms of the Contract

A.

This Agreement shall become effective on the start date of the Member and shall
terminate on the last day of service, unless terminated early by either partner. Any
early termination of the Host Site Agreement between the Sponsor and the
Community Partner will result in the termination of all provisions within this Host
Site Agreement, with the exception of financial obligations outlined in Section III.
Full-time CTEP Members will begin service as early as September 4, 2018 in
order to complete the required 1700 hours of service by August 31, 2019.

The Sponsor may transfer a CTEP AmeriCorps Member from one Community
Partner to another if the Sponsor determines that the Community Partner has a
consistent pattern of not being able to meet the obligations of this agreement, and
after attempts at redress it appears unlikely that necessary compliance from the
Community Partner can or will be met.

CTEP Role and Responsibilities

The CTEP AmeriCorps Program will:

A.

Pay living allowances on a bi-weekly schedule, as well as provide a health
insurance option, and worker’s compensation for the Member.

Work to assist the Community Partner recruit incoming CTEP Members and
conduct a first interview with all applicants to ensure that they meet AmeriCorps
eligibility and are a strong match with the mission of CTEP and partner
organizations. CTEP staff performs criminal background checks on all applicants
who accept position offers but before they begin their term of service or sign their
acceptance letter. The check will include a fingerprinted FBI background check,
Minnesota Bureau of Criminal Apprehension (BCA statewide check) and a check
of the National Sex Oftender Registry. CTEP will provide a copy of the
background results only if the host site requests the documents, and member
consents that the information can be shared with the site. If for some reason the
background check is not complete by their start date, the applicant may participate
in the pre-service orientation but cannot serve community participants alone at
their site until the record is received. CTEP in most cases will not place applicants
who have been convicted of a violent crime.

Provide an orientation for Members and Host Site Staff. Site Supervisors will
receive information and training on:

1. Instruction on time and activity reporting, and other documentation on
AmeriCorps and Program personnel policies and grievance procedures;

2. The AmeriCorps and the National Service movement and the Program
operation, goals and objectives; and
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3. Supervision of Members.

Serve as provider of training and technical assistance for Members throughout the
program year. Such assistance includes:

1. Development and implementation of training sessions, Member meetings,
community service projects, and statewide Member events;

2. Site visits by the CTEP program staft three times a year;
3. Provision of service gear for Members; and
4. Provide other support and assistance as needed to host sites and Members.

Develop and instruct the Community Partner and CTEP AmeriCorps Members
on systems for the effective evaluation of their Member(s) performance, including
time and activity reports, monthly, semi-annual and annual reports, Member
evaluations, and training session evaluations.

Maintain and update Member service records including timesheets, enrollment and
eligibility documentation, Member agreements, status changes and exit forms as
required by the Corporation for National and Community Service.

Provide accounting and fiscal management services.

Discipline or release a Member from service early either for cause or for
compelling personal circumstance. For the Member’s first violation of their
member contract, CTEP staff will issue a verbal warning to the Member For the
Member’s second oftense, CTEP staft will issue a written warning that will go in
the Member’s file. For the Member’s third offense, the Member will be suspended
for two weeks without pay. After suspension, the Member will enter a
probationary period for the final duration of his or her service. For the fourth
oftense, CTEP may release the Member for cause.

Complete an assessment of the host site at mid-year and end-year for compliance
with the agreement. This review tool serves as an indicator to assist CTEP staft in
determining current and future partnership with the site. Visit www.spnn.org/ctep
under Site Partner Resources to see a copy of the Site Review Tool.
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III.

Community Partner Roles and Responsibilities

A.

The CTEP Community Partner must assign their Member a Site Supervisor
who oversees the Member’s service and performance. CTEP expects that the
site supervisor has previous experience in supervision, has an understanding of
digital divide issues, manages day to day operations in the program area where the
member serves, and prioritizes the necessary time to supervise the member. This
Site Supervisor donates at least 15 hours a month of his/her work-time to
CTEP program and Member support as in-kind hours for a full time
Member. This can come from performing anything CTEP-related, including
responding to emails, CTEP re-application, on-your-own CTEP related planning,
in meetings with CTEP and other site staff, and will include recruiting and hiring
tor your CTEP position even before the member has begun. The site supervisor
records this time on a timesheet through the online OnCorps system, and
must submit the timesheet by the first Wednesday of every month in order
for CTEP to prepare its monthly financial report to ServeMinnesota. The Site
Supervisor’s salary must come from a non-federal source to be able to be counted
tor in-kind purposes. If a portion of all of the salary comes from a federal source,
the Community Partner agrees to pay a higher site fee as detailed below in section
B3.

1. Site Supervisor must disclose to CTEP administration the amount of
his/her loaded salary (total wage plus benefits) in order to calculate the
site in-kind contribution. This information is kept confidentially by CTEP
administration. Site Supervisor is required to update his/her loaded salary
amount whenever there is a change.

2. Per federal regulations, Site Supervisor must complete the same
criminal background check process as the CTEP member:
fingerprinted FBI check, BCA statewide check, and a National Sex
Oftender registry check. CTEP will provide specialized consent forms and
reimburse Site Supervisor for all costs related to the check. Site Supervisor
must complete check even if site has older background check records on
file at host site. Supervisor check results must be received by CTEP staff
before the service year begins. Returning CTEP supervisors do not need
to be rechecked every year.

3. If the Community Partner wishes to change the site supervisor for any
reason, selection of a new site supervisor requires the approval of CTEP
staft. Training of the new site supervisor would be a joint responsibility of
site staft as well as CTEP staff. If the site cannot identify a new site
supervisor who can adequately supervise the member, then this would be
grounds for CTEP ending the agreement and transferring the member to
another location.

2018-2019 CTEP AmeriCorps Host Site Agreement page 4



The Community Partner agrees to pay Saint Paul Neighborhood Network a site
fee to meet the organization’s matching funds for living allowances, benetfits, or
other agreed costs as they may apply to the Member(s) serving the organization.
The Community Partner agrees to pay the site fee by Oct 4, 2018, 30 days
after the start date of the program. Check should be made payable to the
Saint Paul Neighborhood Network. The Community Partner will receive an
invoice for this fee not later than the first week of the Member’s service,
unless the Community Partner requests that the invoice be sent earlier. The
site fee is $8600 for cach full-time Member, which includes a $600 travel
incentive that SPNN will in turn provide directly to the Member. Federal
dollars cannot be used as the source for the cash match, unless the site provides
a written statement from their federal funder stating that the federal funder
consents to its funds being used as match for another federal program.

1. A ten percent late charge may be added to any site fee that is not paid by Oct
5, 2018. Failure to pay 60 days after start date of the member may cause
immediate termination of the contract.

2. If'a member is not able to be placed at the site due to changes in federal
AmeriCorps funding, no site fee will be charged. In the event of an early
Member termination either for compelling personal circumstances or for cause,
Saint Paul Neighborhood Network will return a prorated amount of the
Member fee to the CTEP Community Partner only if 1) the Member had
completed less than 510 hours (30 percent of their total service year), and 2)
the site does not refill the slot with a new member during that program year.

3. If the Site Supervisor has 40% or more of their salary come from a federal
source, the Community Partner will offset the loss in in-kind contributions
through a pro-rated increase in their site fee. This additional cost will be due
the same time as the site fee.
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