VISTA Project Best Practices 

The Mission of VISTA

“To start, strengthen, or expand programs, systems, or services that help people move out of poverty.”

-Poverty Focus:  You can finish this sentence easily.  “Our VISTA project prevents or reduces poverty in our county because we _______.”

-On Site Orientation and Work Plans:  You have a detailed orientation plan for new VISTAs.  Work plans are up-to-date, simple, have clear outcomes, physically posted in workspaces, and reviewed often.  The words and descriptions you use make sense to the VISTA volunteer, the supervisor, other staff, and people outside your organization.

-Project Documentation:  The core knowledge of your project is collected regularly, written down, and available for review in a project notebook.  Electronic documents or databases are referenced and diagrammed.  There are written instructions for using an electronic/computer system.

-Supervision Hours:  The best practice is four hours of supervision time per week dedicated to the project (10% of a full time employee). This includes contact time with the VISTA or other project related work. The allocation can vary based on the life cycle of your project, but it should not be less then this amount over the course of the year.  You should have a regularly scheduled weekly meeting with you VISTA member.  It is best to block out one hour per week and have your meetings at the same time every week. 

-Sustainability:  Your team can describe how the future will look when the VISTA is gone and how the VISTA’s work will continue.  Budgets and planning are in place to fund the work.  Ask yourself, if the VISTA left today, could our agency carry on their work?
-VISTA Hours: VISTA Volunteers serve an average of 40 hours per week for the year.  You should have a time tracking system is in place so that everyone knows and understands the labor associated with the various aspects of your VISTA project. It may be helpful to use the timesheet template of your agency, please keep a file of the timesheets. 
-Supervisor Training, Resources, and Communication:  The project supervisor has read the VISTA Supervisor Handbook and knows how to access the “VISTA Campus”.  The project supervisor knows how to use the systems that are in place to facilitate the placement and supervision of a VISTA; CNS web resources, use of training manuals, and communicating with the Opportunity Council’s project manager.


-Reporting:  Quarterly reports are filled out by supervisor, delivered via email by the deadline, complete, and include a fully updated work plan.  The supervisor uses the report instructions and refers to the definitions for accurate data collection.  The quarterly report is reviewed together with your VISTA volunteer prior to submittal.

-Supervisor Problem Solving & Communication:  When major issues arise with the direction of the project, the VISTA’s work behavior, clarification of policies, the need for conflict resolution, etc., the supervisor and/or the VISTA immediately contact the Opportunity Council’s project manager to work together to resolve the issue.

-Recruiting:  Your open VISTA position is posted on the national web site using the timeline chart below.  For other recruiting methods, the project uses well-written advertising that explains the VISTA program; not a job but a volunteer experience, not paid but given a stipend, etc.
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