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AmeriCorps VISTA Service Site 
Recruitment Procedure Agreement 2026-2027 Grant Year
Overview:

Montana Campus Network for Civic Engagement (MCNCE) serves as an intermediary for the placement of AmeriCorps VISTA members, and ensures the compliance of programs with federal regulations as described in Title 45 of the U.S. Code. This Recruitment Procedure Agreement describes the responsibilities of MCNCE and of AmeriCorps VISTA service site partners in recruiting and placing candidates for an AmeriCorps VISTA position. This agreement applies to positions scheduled to begin in 2026.

Service Site Requirements and Responsibilities:

Service sites bear the following co-responsibilities in the recruitment of AmeriCorps VISTA members:
1. Provide MCNCE with a VISTA Assignment Description (VAD), and make any clarifications, corrections, or edits to the VAD requested by MCNCE. (Instructions for completing a VAD are provided separately).
2. Conduct an interview with any candidate whom MCNCE provides to the site as a potential match in a timely fashion.
3. Post information about the organization’s open AmeriCorps position(s) to any employment opportunities page maintained by the organization (e.g., a “Join Our Team” page on the organization’s website), if organizational policies to do prohibit doing so. 
4. The service site supervisor must attend a required site supervisor training in March 2026, date/time TBA.  
5. Post fliers about the position locally.
6. Post to the organization’s social media about the position.
7. Announce the position in newsletters, at staff meetings, and at board meetings.
8. Coordinate with partner organizations to share the position through their networks.
9. Identify clients, students, volunteers, community members, and/or other stakeholders who may be a good fit for the position and encourage them to apply. 
10. Take other reasonable actions to generate candidates, including actions that would be taken when recruiting for a staff position. 
11. Respond to interested candidates in a timely fashion to help ensure capture of quality applicants (AmeriCorps candidates may be pursuing up to 10 positions simultaneously!).  


MCNCE Recruitment Responsibilities 

Montana Campus Network for Civic Engagement bears the following responsibilities in the recruitment of AmeriCorps VISTA members:
1. Create and post listings for AmeriCorps positions to my.americorps.gov.
2. Maintain information about available positions at www.mtengage.org.
3. Guide candidates through the application and enrollment process.
4. Review candidate applications.
5. Collect and review candidates’ professional references.
6. Conduct interviews with candidates to determine suitability for VISTA service.
7. Collect application supplement forms from candidates.
8. Ensure that candidates meet AmeriCorps eligibility requirements.
9. Announce proposed matches to service site supervisor, and provide copies of the candidate’s application materials.
10. Provide service sites with a modest collection of resources to support them in attracting local applicants. These resources may include: templates for flyers, templates for social media posts, AmeriCorps messaging recommendations, shareable information about AmeriCorps service and associated benefits.
11. Create and post listings to job services such as Indeed and the Montana Nonprofit Association jobs board.
12. Create and publish social media posts featuring specific AmeriCorps position openings or AmeriCorps position openings in general.
13. When funding permits, create and publish paid advertisements or features for AmeriCorps positions.
14. Identify potential candidates in the AmeriCorps applicant database, and personally encourage these candidates to submit applications to MCNCE positions.
15. Conduct community outreach activities to encourage applications to AmeriCorps positions, such as attending career fairs, tabling on college campuses, etc.
16. Conduct AmeriCorps enrollments of candidates who have been recruited and placed for service.
17. Perform other actions to generate candidates and promote awareness of AmeriCorps programming.

Recruitment Timeline: 

	Date
	Event

	
	

	January 1, 2026
	VISTA General recruitment period begins.


	March 12, 2026 or
July 16, 2026
	Deadline for VISTA ‘hired’ applicants to be shared with VISTA office.


	April 6, 2026  or
August 10, 2026
	Start date for AmeriCorps VISTA positions.


	
	

	TBD
	Deadline for applications to AmeriCorps Direct service positions.


	TBD
	Start date for AmeriCorps Direct service positions. 




Please reach out if you have questions at any time.  

By signing below, I indicate that our organization agrees to the Recruitment Procedure Agreement for the 2026-2027	
 Grant Year. 

Organization ____________________________   Name of Service Site Supervisor _____________________________     

Signature of Service Site Supervisor _______________________________________   Date _________________
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