



Please note: Participants must phone in for audio (303-248-0285, code 5422544).
Participants should mute by pressing *6. To unmute to ask a question, press *7.



Background on MSA and Commonwealth Corps
Program Structure
Focus Areas and Performance Measures
Host Site Requirements
Top 5 Reasons Organizations Aren’t a Current Fit
Submission Requirements and Tips



Questions









The Massachusetts Service Alliance (MSA), established in
1991, is a private, nonprofit organization that serves as the
state commission on community service.



Its mission is to catalyze the innovation and growth of
service and volunteerism by creating partnerships that
maximize resources, expertise, capacity, and impact.



Established in 2007, with a mission to engage
Massachusetts residents of all ages and backgrounds in
direct service to rebuild communities, address unmet
community needs, and increase volunteerism.
o Members do direct service and capacity building
o Focus on both members’ impact and their growth/development
o Commonwealth Corps members work to strengthen the bonds of

common purpose and unite people in service for the common good.



Since its inception:
o Over 950 individuals have served as members
o Members have provided over 600,000 hours of service
o Over 595,000 individuals have benefitted as a direct result



This year:
o 42 Commonwealth Corps members at 17 host site partners are

serving their communities, building organizational capacity across
the state, and positively impacting Massachusetts residents in the
focus areas of economic opportunity/workforce development,
education, health/nutrition, and youth development/youth violence
prevention.



MSA partners with host sites to share member
management responsibilities.

o Host sites have several key responsibilities, including:
•
•
•
•
•
•



Member recruitment
Member selection
Member orientation
Member supervision and support
Evaluation and reporting
Connection with MSA

MSA provides training and technical assistance to host
sites and members in a variety of ways throughout the
program.
See pages 4-5 and 12-13 of RFP for more detailed
listing of host site management roles.






2 types of member slots: full-time and half-time
Minimum/maximum request
o Full-time: 2 to 4 members (1,500 hours of service per member)
o Half-time: 3 to 6 members (750 hours of service per member)
Agencies that wish to apply for fewer than 2 full-time or 3 half-time
members can partner with one or more agencies to apply jointly. One
agency must act as a lead applicant and will serve as the main contact
with MSA. In such cases, there must be common goals/measures
and/or activities that build a sense of team across members.

NOTE: MSA anticipates more requests than can be supported. Please be
sure full-time positions are warranted and that you are requesting only the
total number of members your organization needs.

Type of
Member

Hours/ Service Maximum
Term
Stipend*

Completion
Award*

Full-time

1,500

$13,000

$2,500

Half-time

750

$6,500

$1,250

* Amounts are subject to taxes/withholdings

Note: Member stipends are paid in bi-weekly installments of
approximately $541.66 (full-time) or $270.83 (half-time) during the
weeks that a member is actively in service. The total stipend paid
cannot exceed the maximum stipend amount listed above.
Receipt of these stipends/benefits may impact an individual’s
eligibility for certain public benefits.



In exchange for service, members will receive:
o
o
o
o
o
o
o
o





Bi-weekly stipend (see prior slide);
Health insurance (full-time members only; individual coverage only);
Completion award (see prior slide);
Limited travel reimbursement to MSA-sponsored Commonwealth Corps activities;
Limited travel reimbursement from their host site for certain service-related travel;
On-going training and professional development opportunities;
Opportunity for at least 10 (full-time) or 5 (part-time) days of planned absences; and
Opportunity to join with others with a common sense of purpose as part of the
Commonwealth Corps.

Host sites are able to provide additional benefits, as long as all members
serving within organization are provided with same benefits. These may
include additional travel reimbursements/passes, tuition reimbursements,
or additional training opportunities, among other benefits.
Host sites may not add to the stipend amount for members during their
10.5 month term of service or employ them during their service.

Both Commonwealth Corps (CC) and AmeriCorps (AC) focus on the combination of
community impact and member development. Some of the larger differences include:
 CC focuses on MA residents.
 CC members’ service combines direct service with capacity building.
 Ability for smaller orgs. w/o capacity to host 10-15+ AC members to apply for CC.
 MSA’s heavy role in shared member management and simplification of some
administrative aspects of program for host sites (management of stipends, etc.).
 The CC is a state-funded program administered by MSA established in 2007.
 Although CC members are eligible for many benefits (stipends, completion awards,
health insurance, PD, alumni network, certain school scholarships, etc.) some
benefits specific to AC members (ed award, federal loan forbearance, etc.) are not
available.
 Range of members who have served. We are proud that the range of ages, races,
ethnicities, first languages, military experiences, and other backgrounds across our
members represents a more diverse cohort than the average year-of-service program.
 CC and AC service are not related when considering AC term limits.
 CC members can only serve for one CC term over their lifetime.






All applicants must address the capacity-building
measures and the measures from ONE focus area.
Focus Areas
o Economic Opportunity/Workforce Development
o Education (Early or General/K-12)
o Health & Nutrition
o Veterans’ Support
o Youth Development/Youth Violence Prevention
Emphasis on substance abuse treatment/prevention and
populations experiencing chronic unemployment.

Goal: To expand the scale, reach, efficiency, or effectiveness of programs and
organizations. Activities may also leverage resources for programs and/or
organizations. These activities should achieve lasting positive outcomes for the
beneficiary populations served by the organization.

Projects should:
 support or enhance the program delivery model;
 respond to the organization’s goal of increasing, expanding or enhancing
services in order to address the most pressing needs identified in the
community; and
 enable the organization to provide a sustained level of more or better direct
services after the member’s term of service has ended.

Required Performance Measures:






Number of community volunteers recruited and/or managed by
projects/members.
Number of hours of service contributed by community volunteers recruited
and/or managed by projects/members.
Dollar value of cash and/or in-kind support leveraged by members, including
member-managed volunteers. (DO NOT include value of CC members.)
Number of unique individuals who have been directly impacted by/benefitted
from your members’ service/projects.
Number of member projects aimed at increasing sustainability /documentation
of program, with at least 1 example of specific activities.

Additional Performance Measures (select at least ONE):
 # new beneficiaries that received service as a result of project/member activities.
 # additional activities completed and/or program outputs produced by program as a result of
project/member activities (apart from sustainability/documentation projects listed above).
 # existing beneficiaries reporting improved program services as a result of project/member
activities.

We are looking for applications that explain both how members can have an impact within their
year of service and how their service will build capacity and foster impact in years to come.
The details will depend on your organization and there are many examples of what might be
considered “projects aimed at increasing sustainability/documentation of program,” but
examples might include:
 Creating presentations and outreach materials for current and future use;
 Documenting a new program’s policies/procedures/content;
 Developing a process for identifying and meaningfully connecting with new partners;
 Developing a curriculum for a course/series that can be used in future years;
 Developing a process for identifying occasional volunteers and helping transition them into
and train them for larger volunteer roles/commitments;
 Transitioning a program piloted during the Commonwealth Corps year into a sustainable
program with other partners/sources of support; etc.
(Depending on the project, members might play a lead role or a supportive role helping their
supervisor/the agency’s staff.)

Goal: To improve economic well-being and security of economically
disadvantaged individuals, with emphases including the chronically*
and long term unemployed. Projects will facilitate access to services
and resources that contribute to improved employability.
*The Executive Office of Labor and Workforce Development defines
populations experiencing chronically high rates of unemployment as:
minority individuals (particularly African Americans, Hispanics/Latinos,
and Native Americans), persons with a disability, and recently-returned
(Gulf-era II) veterans.
Performance Measures (select TWO at minimum)

Goal: To improve school readiness and success for children and youth.
Projects will facilitate access to and participation in quality educational
programs for children and youth.
Two Sub-Areas
 Early childhood education
 General education (K-12)
Required & Additional Performance Measures

Goal: To improve the physical and mental health of communities and
individuals, with emphases including substance abuse prevention and
treatment. Projects will improve access to and utilization of primary and
preventive health care, which could include a focus on those impacted
by trauma and the promotion of healthy relationships.
Performance Measures (select TWO at minimum)

Goal: To support or improve the physical, mental, and social wellbeing of
veterans and military families. Projects will positively impact the quality
of life of veterans and improve military family strength by increasing the
number of veterans served and the number of veterans engaged in
service. In particular, MSA is interested in seeing projects that engage
veterans to serve other veterans.
Required & Additional Performance Measures

Goal: To increase access to positive youth development opportunities and
decrease youth involvement in risky behaviors including violent
behaviors, gang membership, and substance abuse. Projects will
support positive engagement and development services for teens and
young adults, which might include promotion of healthy relationships.
Required Performance Measures



Eligible Applicants:
o Non-profit organizations in existence for >1 year
o State, municipal, and county governments
o Academic institutions
o Native American tribes






Current and prior Commonwealth Corps host sites may
reapply (and must complete an additional section)
MSA will only consider ONE application per agency
Applicants with pending request for MSA funding may apply

MSA will not support projects that







Provide religious instruction, conduct worship services or engage
in any form of proselytization;
Assist, promote, or deter union organizing;
Finance, directly or indirectly, any activity designed to influence
the outcome of an election to any public office;
Impair existing contracts for services or collective bargaining
agreements;
Advocate to impact public funding or for a change in public policy
as part of members’ service; or
Use corps members to replace staff positions or reduce overtime,
hours of work, or opportunities for advancement.

Selected host sites are required to:













Detail goals and outcomes;
Finalize, track, and report on performance measures;
Recruit and select members with input from MSA;
Train, supervise and support corps members;
Determine members’ schedules to ensure both a manageable workload
and adequate time to complete hour requirement;
Orient and train site supervisors (if applicable);
Ensure members are in CC service gear provided by MSA;
Support members in completing weekly MSA-related activities;
Promote the Commonwealth Corps and their partnership with MSA; and
Plan members’ schedules to ensure availability to attend mandatory
member orientation, trainings & meetings (min. of 6 post-orientation).

Members need significant training, support, and
guidance to be successful. Program focuses on
members’ impact and their growth/development.
Make sure organization has capacity to support
unique needs of service members and the project.





Orientation and training (initial and ongoing)
Supervision must include 1-1 meetings at least bi-weekly
Supervisors should be based out of same location as members

Selected host sites are required to:











Select one person to serve as main contact with MSA, if multiple
supervisors;
Submit a mid-year and a final programmatic progress report;
Approve member timesheets weekly;
Ensure members complete and submit monthly progress reports;
Complete/submit mid- & end-of-year member performance evaluation,
as well as Member Hours & Commitment Review;
Attend mandatory grantee orientation meeting, trainings, and
conference calls (minimum of three);
Provide at least 2 updates about their CC experience (newsletter
spotlight) and encourage members to provide updates; and
Host a site visit by MSA staff.

Selected host sites are required to:





Contribute a cash match to MSA of $2,000 per half-time member and
$3,500 per full-time member to be used toward member costs.
Support their members with travel reimbursements for service-related
travel away from their usual host site location, according to their
organizational travel reimbursement policies that would apply to others
traveling for official purposes.
Host sites may also provide additional benefits to members, provided
that all members are provided with the same benefits. These may
include transit passes/travel allotments, tuition reimbursements,
additional training opportunities, etc.

Reasonable effort to ensure that service opportunities
are accessible including, but not limited to, access to
facilities and implementation of policies that are
supportive of people with disabilities
 CORI & SORI background checks required for all
members
 Drug Free Work Place, Non-Discrimination and
Grievance Procedures
 All other applicable state statutes, executive orders,
regulations, and policies governing the program.


1. You only need or only can support 1 service member.
• The Commonwealth Corps has a focus on building team. Min. of 2 full- or 3 half-time Members.

2. You do not have the time to orient, supervise, and support the number of service
members you are requesting or to fulfill the partnership and reporting requirements.
• Supervision takes time. Someone must support members and focus on their growth and development, as
well as serve as the Main MSA Contact for reporting/overall partnership, etc.

3. The needs/programming of your organization do not match with the focus area goals/
performance measures of the Commonwealth Corps program or the program structure.
• If stretching to match up, that may mean there is not a current fit with this program.

4. The team members who will help you implement this partnership and host site
experience are not yet on board or committed to this project.
• When grants are written by well-intentioned development staff without the involvement and commitment of
those who will be directly implementing /supervising members, or when one branch of an
agency/partnership applies on behalf of other branches/partners without their input, problems often arise.

5. You don’t have a clear vision for how you will recruit the type/# of members.
• Often applicants forget the importance of having a clear vision for the populations from whom they would
recruit potential members and how they will be sure to fill the positions and find the right match.

ONLINE SUBMISSION : Email, hard copy, or fax submissions not accepted. Any application
that is not complete and/or does not comply with all requirements may not be reviewed.
Online system details:
 Applicants can save their applications and come back to edit them later.
 Applicants can put in text as a place holder to move between pages.
 Applicants will need to share their login information if collaborating.
 May find it helpful to draft in Word document and then cut and paste it into system.
*** After you enter your information with “submit,” the system will display it for your review
and you must then also click “confirm” for the submission to be finalized. ***
Make sure to leave a spaces between paragraphs and answer the questions as outlined in the
instructions. System does not allow for text formatting.
Character limits are maximums.

 January

9- Online intent to apply
(brief; strongly encouraged)

 January

23 by 5pm – Online submission of
application (including all attachments)

Note: Applications submitted after this time will not
be reviewed.

Selection Process
 Review includes MSA Staff/Board & community reviewers; Final approval by MSA
Board
 Previous performance will be taken into account
Selection Criteria
 Preference will be given to projects that:
o address a well-documented community and/or organizational need;
o will produce measurable outcomes;
o build a sense of community across their members;
o show an appropriate balance between importance of service impact &
member development;
o provide geographic or programmatic diversity to MSA’s program portfolio;
o can demonstrate meaningful impact within one year; and
o (returning sites) show history of successfully engaging CC
members/partnering with MSA.



MSA particularly encourages applications that focus on the following areas
emphasized by Governor Charlie Baker: substance abuse
prevention/treatment and employment and workforce development for
populations experiencing chronically high rates of unemployment.



Projects engaging members in unallowable activities (prohibited activities or
engaging members in primarily administrative and/or office support roles) will
not be considered.

Date

Activity

January 9

Submission of online intent to apply due (optional)

January 23 by 5pm

Applications due to MSA (online)

Early April

Notification of applicants

April

Negotiations with selected sites & Welcome Webinar

April –June

Member recruitment and selection period for sites

June 30

Deadline to submit finalists to MSA for approval

June – Early August

Finalize member paperwork, approval, onboarding

Mid/Late July

Initial host site orientation and training (required)

August 15 & 16

Initial MSA member orientation (required)

August 17-25

On-Site Member Orientations begin around this time

Online submission requirements and tips on pages 14 and 19 of RFP.
We urge you to follow these guidelines when writing your proposal:
 Complete all sections and include all required attachments.
 Answer every section clearly and in order.
 If applying for members to serve with different projects/different orgs.:
o Complete a single application that includes some common goals/activities and

addresses how a sense of team will be built and maintained across members.
o Agencies collaborating on an application should select one entity to serve as the
lead applicant.


If requesting more than one member to serve on the same project:
o Complete a single application and specify the number of members requested.



Attachments outside of what has been requested will not be accepted.



Includes:
o All staff who would be involved in member supervision/projects
o Every section answered clearly and in order
o A narrative that is

• Clear and well thought out
• Pays attention to both service impact and member development
• Includes executive summary according to template
o All required attachments



Four Main Sections
1.
2.

3.
4.



Executive Summary (template)
Organizational Background
Project Overview
Member Support

Section 5 for current/past Commonwealth Corps sites



One-paragraph summary (fill in blanks, max. of 850 characters):
o “[One sentence mission of agency, phrased as ‘The mission of

AGENCY NAME is to…’ or ‘AGENCY NAME seeks
to/empowers/builds/etc....’]. [AGENCY NAME] will host [#] of [fulltime or half-time] Commonwealth Corps members [in PROGRAM
NAME, if applicable] who will serve as [position title and brief
summary of member roles] in [geographic area(s) served]. Through
their service, members will [brief summary of anticipated outcomes,
both capacity building and focus area related]. In addition, they will
leverage [# of volunteers recruited/managed] volunteers that will be
engaged in [what volunteers will be doing].”









What is your organization’s mission, target population, and geographic
area(s) served?
What current programs and services does your organization provide?
What other organizations in your region are addressing the same or similar
issues that your proposed Commonwealth Corps project will address?
What is your organization’s relationship with these agencies? How do you
work together to ensure that services complement one another and are
not duplicative?
Does your organization have experience hosting a service corps member
(AmeriCorps, Commonwealth Corps)? If so, in what capacity and for how
many years?
Why do you want to host a Commonwealth Corps member? How will their
service advance the goals of your organization and be distinct from other
staff or service roles?

Proposed projects that address a clear, unmet community need
with a well-designed set of activities and measurable,
meaningful outcomes will be given preference.
Community and Organizational Need (max. of 3,000 characters)
 Indicate the focus area that you have selected. Within that
focus area, what community need(s) will the Commonwealth
Corps project address and how will it build on community
assets? Provide evidence of that need in the target
community/communities.
 What is your organization currently doing to address this
specific need/build on assets? What does your organization
need in order to increase or improve services in this area?

Project Details (max. of 7,500 characters)









How many and what type (full- or half-time) of CC members are you requesting?
How does member type requested align with responsibilities of position? If you are
requesting full-time members, why is this warranted?
What specific service activities will member perform and what would typical week
look like for them?
Where will member(s) serve? (Include specifics about whether in your main office
or off-site, varied from day to day, what the general environment is like, etc.)
If requesting members that will serve on different projects/in different roles, what
are common goals and/or activities that overlap?
How will you build and maintain a sense of team across your members?
What specific skills/knowledge, if any, should the member have to fill this position?
Provide recruitment plan/timeline, including target audiences & outreach partners,
and detail how selection process will address desired skills/knowledge.

Project Details
 Attach a position description for each proposed member role.
(Attachment B)
 To ensure the project will provide an adequate and appropriate level or
responsibility for the type of member requested during the 10.5 month
service term, provide a quarterly timeline of how and when the project
will be conducted and expected benchmarks. You may outline this in
whatever format you choose (paragraph, bullets, etc.), but it must be
provided within the narrative and may not be provided as an
attachment. Since the online system does not allow for formatting,
you will need to format with plain text.

Project Impact/Outcomes (max of 1,500 characters)
 Describe the anticipated impact of the project on your organization’s
direct services and on the community/communities served.
 How will the organization monitor progress towards your performance
measures and evaluate the success of the project?
 Complete the Performance Measure Worksheet (Attachment A).
o

Use actual numbers for targets.

Sustainability (max. of 1,500 characters)
 How will the proposed project build your organization’s capacity
during the term of service?
 How will the project create lasting impact beyond the members’
terms of service?

Members need significant training, support and guidance to be
successful. They are being recruited to complete a term of service
that benefits your organization/the community and that provides
opportunities for member development.
(Remember: supervisors should be based out of the same location where members
will serve, or at a minimum be based there for at least 50% of the members’
scheduled service time.)

Member Training & Benefits (max. of 1,500 characters)
 What orientation/training will you provide to the member(s)? How
will you ensure that the members are properly trained and supported
to carry out their project at your site?
 What other development opportunities, support, and/or benefits will
you provide the members and how will that take shape over the
course of the program year?

Member Supervision (max. of 2,000 characters)
 Who will supervise member(s) & what is their role in organization? How
will they make time to supervise member(s) and manage their activities?
If multiple supervisors, who will be one lead contact with MSA?
 How have those who will directly supervise members been involved in
development of this application/these programs?
 What is supervision plan for members? How often will they have 1:1
meetings with supervisor? (This must occur at least every other week.)
How often will group supervision occur? Is supervisor based 100% in
the same location as members?
 How will members be introduced to and continually connected with the
organization?
 Describe the physical workspace that will be provided to the member(s).
How will you ensure that members are provided with adequate
workspace, supplies, and resources to be successful in their service?

Current/past Commonwealth Corps host sites are encouraged to show
expansion of prior goals/projects and required to reflect on experiences.

Commonwealth Corps Model (max. of 2,000 characters)




How do the activities described and members requested in this application compare
to your prior Commonwealth Corps model(s)?
Why did you keep them the same or change them?
If not addressed above, how will this expand your prior goals/projects, or why is
expansion not possible at this time?

Past Performance & Lessons Learned (max. of 2,000 characters)


Briefly discuss your past performance in terms of:
o
o
o
o



member outreach/recruitment and filling requested slots,
member retention, support, and progress towards required service hours/term,
program impact/meeting of performance measures, and
communication with MSA/timely fulfillment of host site responsibilities?

What lessons did you learn from successes? What lessons did you learn from
challenges? How have you incorporated these into your plans?





*Performance Measure Worksheet (A)
*Member Position Description(s) (B)
Organizational Documents
o Organizational Chart
o Organizational Audit
o Verification of Eligibility

(*Use template provided with application.)
•

Include agency name and attachment type in each title.
• See instructions on page 19.








All applicants must complete capacity-building section AND
the section appropriate to their ONE selected focus area.
Provide appropriate targets (actual numbers) you expect as
direct result of proposed Commonwealth Corps
project/members’ service.
Provide detail on the instruments/tools you will use to
measure changes and describe overall impact you expect to
realize as a result of your Commonwealth Corps project(s).
This attachment should be submitted as a Word document.
Make sure to delete the sections for the four focus areas for
which you are not proposing measures.





Fill in sections in yellow and add your agency’s logo in allotted space.
Applicants should complete single narrative and Attachment A but
submit multiple position descriptions if proposing very different roles.
Must include all elements in template and “Commonwealth Corps” in
overall position title. Your expectations and requirements should be
reasonable for a program that is focused on member development, and
you should specify which functions are marginal versus essential.
o NOTE: Marginal vs. essential functions. Physical/environmental requirements






Include a clear sense of required schedule and specify if a framework
for time of day or days per week. Be clear about any expectations for
scheduling or responsibilities that go beyond MSA-specific guidelines.
Only include details for your slot type (full or half); delete other’s info.
Should be ONE Word document (even if there are multiple positions).

For questions, please contact:
Susie Flug Silva, CC Program Manager
sflugsilva@mass-service.org
(617) 542-2544, ext. 202

Amy Mulvena, CC Program Assistant
amulvena@mass-service.org
(617) 542-2544, ext. 220

