




















equally valuable to prospective and current volunteers, not to men-
tion potential donors.

The old adage “A picture is worth a thousand words” is proven by
websites like those of RSVP of Dane County (Wisconsin), the
Worcester Area RSVP (Massachusetts), and Nevada Rural Counties
RSVP. All these sites include attention-grabbing photographs of vol-
unteers getting things done or having fun at recognition events. Here
are the URLs for these sites:

RSVP of Dane County: http://www.rsvpdane.org/
Worcester Area RSVP: http://ultranet.com/~rsvp/
Nevada Rural Counties RSVP: http://www.nevadaruralrsvp.org/

The Nevada Rural Counties RSVP was the second RSVP program to
develop a website, said Janice Ayres, executive director. Her objec-
tives were to use the web to recruit volunteers and give them a place
to enroll online, provide information about the program and its vol-
unteer opportunities, post financial reports, and raise funds.The web-
site (see the home page below) contains an online application form
for people who want to volunteer, a way to purchase tickets for
events, and even a way to donate money online with a credit card.
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Using the Internet to Get Things Done

The Milwaukee Teacher Education Center’s (MTEC) website has
become an invaluable tool for keeping track of and providing
resources to the program’s 140 full-time AmeriCorps members.

All of MTEC’s AmeriCorps members are teacher candidates work-
ing to become licensed teachers in Wisconsin. Placed in more than
65 schools across Wisconsin, the members are gaining teaching
experience as well as bringing service-learning into classrooms.

Monitoring, training and communicating with all the members across
the city could not be done without the help of technology, accord-
ing to Susan Balljes, program development coordinator. Through a
secured website, the members log their hours online, which reduces
the paper-tracking burden of the MTEC staff. The members also
access coursework information, find online resources, and learn
about service-learning strategies through the MTEC website.

“We have a very systemized way of delivering the AmeriCorps pro-
gram across a huge number of sites and in very diverse situations,”
Balljes said.“We have the capacity of an incredible delivery system.”

Each AmeriCorps member has an e-mail account and access to the
web at home, school or the MTEC office. The members are trained
in how to use the technology during pre-service training and
throughout the year in small groups, at their school, or in one-on-
one tutoring sessions at the MTEC office.

The members had to overcome initial hesitation about using the
technology, but the vast majority of members are now using the
resources available through the website, Balljes said. They can go to
the site and find case studies of service-learning projects for each
grade level, which includes examples of ways to connect service with
learning and how to monitor a student’s learning and growth. Since
the members have to plan at least two service-learning projects dur-
ing the year, the online resources come in handy.

The website also gives members an online forum for discussing
issues and helping each other.They've discussed how to engage kids
in service-learning and how to connect service-learning with the
curriculum. Since the website answers many of the members’ ques-
tions (from *“How many service hours have | accrued?” to “How can
| submit a student-loan forbearance request?”), Balljes is free to

The members had to
overcome initial hesi-
tation about using the
technology, but the vast
majority of members
are now using the
resources available

through the website.
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“We have AmeriCorps
members out forming
relationships and new
ways of creating these
technology partnerships
are coming up con-

stantly.”

spend more time on other tasks. She can also easily track their pro-
gress online. “Without having to make phone calls, wait for phone
calls, and go out to their schools, we have some means of getting a
handle on how they're doing,” she said.

MTEC’s technology focus has helped hone the members’ online
research skills and introduced them to the wealth of education
resources available online. Balljes believes this experience will make
them better teachers in the future: “They have ways of supporting
learning for every child they meet, regardless of age level.”

Bridging the Digital Divide Through
National Service

A new wave of national service programs is working to bridge the dig-
ital divide, the increasing gap between the technology rich and the
technology poor. In 2000, the Corporation for National and
Community Service awarded $12 million in grants to 33 AmeriCorps
and eight Learn and Serve programs for digital divide initiatives.

One of the programs, the Center for Community Partnership’s
AmeriCorps Program to Bridge the Digital Divide at the University
of Pennsylvania, is focusing its efforts on sharing the university’s
wealth of technology resources with the schools, faith-based organ-
izations and community-based organizations in west Philadelphia.

The Center for Community Partnership saw two needs in the com-
munity—updated hardware and software, and technology-savvy
people for technology support and training.“Who better to do this
than the university?” said Cory Bowman, the center’s associate
director. In its ongoing effort to remain technologically current, the
university replaces up to 1,000 computers a year. They also employ
technology-savvy students through their work-study program.

The AmeriCorps Program to Bridge the Digital Divide was launched
to build partnerships between the university and the community’s
technology-poor schools and organizations. A team of 22 Ameri-
Corps members and 16 work-study students work on the project.

In the program’s first three months, the AmeriCorps members have
started computer classes in seven schools and eight faith-based
organizations. They've also refurbished 100 computers, which have
been donated to community organizations.
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They work to customize their services for each partner. While
schools need training for their teachers on how to use their net-
work of computers, a local church might ask for a class on job
searching on the Internet. The members have taught classes on basic
computer use, creating websites, setting up networks, and basic
computer troubleshooting.

“We generated this program based on needs that have been
expressed to us,” Bowman said.“Now that it has been functioning, we
have AmeriCorps members out forming relationships and new ways
of creating these technology partnerships are coming up constantly.”

How a State Commission Uses the Web to
Connect Programs and Consultants

Service programs in Maine consistently cited the need for in-depth
one-on-one technical assistance and training at the local level. In
response, the Maine Commission for Community Service (MCCS)
formed an advisory committee to tackle the problem. Working
together, they designed the Maine Service Exchange (MSE), which
provides free consulting services through a pool of volunteer
experts to nonprofits, community organizations, and national serv-
ice programs.

The MSE is organized into four institutes: nonprofit management,
participant development, service-learning, and research and evalua-
tion. Each institute has a director who is responsible for reviewing
volunteer consultant applications and matching program requests
with an appropriate consultant.

What is unique about the MSE is that the entire project is managed
through the MSE website (http://www.maineservicexchange.org).
Service programs request assistance by filling out an online form.The
institute directors have an online work area on the site where they
read requests and make assignments. Consultants also have an online
work area where they read their assignments and file reports and
updates to service they have provided. The website also serves as a
recruiting tool for volunteers. Prospective consultants can find out
more about the program and download an application from the site.

The MCCS also uses the Internet extensively for communication,
allowing the small staff to save money and use their time more effi-
ciently. Executive director Maryalice Crofton reports that rather than
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copying and collating materials for monthly mailings, the commission
now posts all documents, from Corporation letters to commission
meeting minutes, on their website (http://janus.state.me.us/spo/mccs/).
This saves them $200 in monthly mailing costs.

In addition, the MCCS uses web technology to streamline paper-
work and the data collection from programs. Surveys and confer-
ence registration are conducted on the commission website.
AmeriCorps site sponsors submit information online, which is then
compiled and entered into WBRS (see Chapter 9) by the commis-
sion. Keeping their site simple yet effective, they are able to save
time and money for both themselves and programs around the
state, and still accommodate the older equipment being used by
many programs.
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CHAPTER 8:
Cyber Tools

With the Internet, help is never too far away. Several Internet
resources exist specifically to help national service providers.
Below are three resources available online to help with recruit-
ing AmeriCorps members, learning about innovative practices
from your national service peers, and reporting AmeriCorps
grant requirements.

Recruiting AmeriCorps Members
Through the Web

AmeriCorps’ new web-based recruitment and placement system—
AC*RPS—uses the power of the Internet to connect potential
AmeriCorps members with AmeriCorps opportunities that best
match their interests. The new system is expected to convert many
more people curious about AmeriCorps into serious AmeriCorps
applicants.

Now applicants can find and apply for multiple programs via the
web, and they can also track the selection process. Programs can
search the profile database of prospective applicants using criteria
that best suits their program.

Once AmeriCorps programs register with AC*RPS, they can list
information about their program and update the information at any
time. Programs with multiple sites or that support both AmeriCorps
and AmeriCorps*VISTA members can choose to post separate list-
ings for each opportunity.

AC*RPS was developed based on issues, ideas and suggestions artic-
ulated by hundreds of people, including AmeriCorps program staff,
state commission staff, Corporation staff, and AmeriCorps members
and alumni. AC*RPS simplifies the AmeriCorps application process,
strengthens customer service, and provides a more comprehensive
method to promote AmeriCorps and generate interest among the
growing number of people who access the web. AC*RPS can be
located on the web at:

http://www.americorps.org/resources/
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Programs without web access can still participate by calling their
local AmeriCorps recruitment program specialist or the AC*RPS
toll-free number at 1-800-942-2677.

Finding and Sharing Effective Practices
with EpiCenter

Innovative and effective ways of addressing common issues, prob-
lems, and challenges are being implemented in programs across the
national service network. Until now, sharing and finding effective
practices from other national service programs was like shouting
into a noisy crowd.

The Corporation for National and Community Service created
EpiCenter to give national service programs easy access to effective
practices through the Internet. EpiCenter is an online database of
effective practices that specifically addresses issues related to
national service. Through the web, national service partners can
search for effective practices on dozens of topics and submit effec-
tive practices through a web interface.

In addition to working with national service programs and training
and technical assistance providers to submit effective practices, the
EpiCenter staff at the National Service Resource Center peruses
research studies, published literature, and service-related websites
for effective practices. Launched in August 2000, EpiCenter now gives
visitors access to more than 100 effective practices on topics such as
education, environmental issues, literacy, mentoring, sustainability,
tutoring, volunteer management, and all the streams of service.

Each effective practice contains an abstract and link to either a sum-
mary of the practice or the full text, if the practice is from already
published material. Some practices also include links to sites related
to the topic. Visitors can search EpiCenter using keywords or
browse the database from a list of presearched topics.

What is an effective practice? It’s a strategy or idea that addresses a
common issue or problem and that can be replicated or modified by
other national service programs. It can take the form of an effective
model, technique or tool. National service programs can submit a
practice for consideration in EpiCenter through the Internet or by
contacting the EpiCenter database coordinator.
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For assistance in finding or submitting an effective practice, call toll-
free 1-800-860-2684, ext. 100, or e-mail epicenter@etr.org. On the
web, you can find EpiCenter at:

http://www.nationalservice.org/resources/epicenter/

Using the Web to Streamline Reporting and
Increase Accountability Through WBRS

With a minimum of technical requirements, the Web-Based
Reporting System (WBRS) now offers the Corporation, state com-
missions, national-direct parent organizations, and AmeriCorps pro-
grams the ability to better manage AmeriCorps grants. Among the
system’s features are:

« Electronic enrollment of AmeriCorps members

* Reports on project progress, expenditures, and financial match
requirements

* Better program management
* Real-time input of data by programs
* Monthly service-hour tracking for each AmeriCorps member

 Detection of irregularities that could indicate fraud or
mismanagement

A built-in audit trail that keeps track of every action taken with-
in the system, who took the action and precisely when

« A full complement of management tools allowing programs and
commissions to make better management decisions

» Automation of Federal Financial Status Reports using informa-
tion from program expense reports

» Automated compilation of program Financial Status Reports
into an aggregate report for each state commission

« Highly automated progress reporting, allowing users at any level
to view what's been done at any time

For further information about WBRS, contact Lance Potter at the
Corporation for National and Community Service: (202) 606-5000,
ext. 448.
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CHAPTER 9:
The Online World

As we sort out the many technical details around the Internet,
it is easy to neglect important issues regarding Internet culture
and “Netiquette.” It's not just an interesting aside—this infor-
mation will save you time and trouble as you venture into
this strange new place. The Internet is truly a “cross-cultural
experience.”

Internet Culture

Internet culture is an amazing example of volunteerism.These days,
a lot of people hesitate to stop on the highway to help someone
with a flat tire, but folks are stopping all the time on the information
superhighway. Everyone contributes; everyone gains. You can find
interesting people from all over the world who have similar jobs,
hobbies, or passions—professionals, academics, colleagues, and just
regular nice people who will often freely give of their time and
knowledge.

It's not simply that you can get free information and advice—you can
also contribute. Those in national service programs can contribute
experience and energy to the Internet community as well as their
local communities.

Netiquette

Though the Internet is a wonderful resource for communication,
certain limitations are imposed by the technology. For example,
most communication happens through simple text, without the ben-
efit of body language, voice inflection, or even fonts with boldface or
italics. In addition, since many people are paying for their Internet
access or struggling to use their computer—and since we are all
busy—there are standard practices to show consideration to your
fellow travelers on the information superhighway.

E-Mail Netiquette

E-mail is quick, easy, and efficient. For interactions with trusted col-
leagues, it is common to zap messages, complete with misspellings
and bad grammar. It’s content that counts. E-mail can be too easy,
though. Remember that once a message leaves your computer, it
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cannot be retrieved or recalled. If you follow these basic guidelines,
especially when participating in listservs, you will have no regrets.

Don’t CAPITALIZE to emphasize. It's considered shouting. As you
use e-mail, you'll find that these conventions become intuitive.

Be careful with humor. It can be misunderstood. Remember, other
people are only seeing your words. They might not know you are
just being facetious. Emoticons (a set of symbols created by certain
characters on the keyboard which represent various emotions) are
used to add tone to e-mail text. For example, many people use a
sideways happy face—a colon, dash and right parenthesis—to indi-
cate humor (see the sidebar).

Listserv Netiquette

Create short, appropriate subject lines. This practice is especial-
ly important when you e-mail a discussion group. Some people get
lots of e-mail and sort things out by subject line.

Quote sparingly. Depending on how you access e-mail, you can
reply to messages by simply hitting a button.The text of the message
being answered is often included in your new message. Delete most
of the old message and summarize the point you are responding to
in one or two sentences.

Double check the addressee before sending e-mail. Using the
Reply function can sometimes be hazardous—a response meant for
an individual on a listserv can easily be sent to the entire group by
accident.

Save directions to a listserv. When you subscribe to a listserv, you
are automatically e-mailed directions on how to participate. These
directions include important information about finding another sub-
scriber or unsubscribing from the listserv. Save this welcome mes-
sage—you will need these instructions down the road.

Listen before posting. You are part of a conversation. If you are just
signing on to a listsery, it's important to respectfully listen before
posting.

Don’t respond to “flaming.” Making negative and personal com-
ments on a listserv is called flaming. Avoid wasting valuable time
responding to flames.Also, be aware that some folks intentionally forge
e-mail addresses and say inappropriate things simply for a reaction.
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Be nice to “newbies.” Whether you know a lot or are just learn-
ing, you start seeing folks who inadvertently violate these rules. Find
considerate ways to help them.

Netiquette and the World Wide Web

For organizations creating home pages on the web, it is important
to consider the range of software and equipment that people will be
using to access your site. Considerately designed websites can be
intelligibly viewed with a variety of browsers, as well as in text mode.
Since many of the agencies with which you want to collaborate may
not have the most up-to-date equipment, this is not just good
Netiquette, but good sense.

Corporation Policies

As with other innovative technologies, the Corporation for National
and Community Service encourages its programs and sponsors to
take advantage of the extensive resources and networking opportu-
nities offered by the Internet. When using the Internet, however,
keep in mind that the same Corporation laws and policies on pro-
hibited activities apply to the Internet as they do with anything else
that is identified as or affiliated with a Corporation-funded program
or activity. The Corporation has neither the desire nor the capabili-
ty to censor program activities on the Internet. Nevertheless, all
programs should adhere to the Corporation’s laws and policies on
prohibited activities when using the Internet.

As you embark on your journey through cyberspace, keep in mind
this rule of thumb: If, as a Corporation-funded program, you are not
allowed to engage in a particular activity, whether in person or
through another medium (e.g., written material, over the phone),
you should not engage in such activity on the Internet. By the same
token, any activity that you engage in as a private citizen not affiliat-
ed with the Corporation or a Corporation-funded program can be
engaged in on the Internet, on your own time and at your own ini-
tiative, as a private citizen not affiliated with the Corporation or a
Corporation-funded program.

As a reminder, when using language and images that identify your
program or yourself as being affiliated with the Corporation (e.g.,
logos for Learn and Serve America, AmeriCorps, and National Senior
Service Corps), activities such as the following are prohibited:
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 Any effort to influence legislation, such as organizing letter-writing
campaigns or petitions to Congress or other lawmaking entities

 Organizing, promoting, or participating in rallies, boycotts, strikes,
demonstrations, political campaigns, or voter registration drives

* Printing, distributing, or displaying politically charged writings or
images

* Assisting with, promoting, or deterring union organizing

* Impairing existing contracts for services or collective bargaining
agreements

* Engaging in religious instruction or any form of religious prosely-
tization

* Providing direct benefit to a for-profit entity, a labor union, a
partisan political organization, a religious organization, or a non-
profit entity that fails to comply with laws restricting political
activities by 501(c)(3) entities

The above applies to any activity in which you would be identified as
a Corporation-funded program. For example, you could not post a
politically charged message on your program’s home page featuring
a Corporation program logo or name, such as AmeriCorps. It is cru-
cial that you keep these guidelines in mind when using the Internet
as a Corporation-funded program. None of the above, of course, is
to be construed as preventing national service participants and pro-
gram staff from exercising their right as private citizens to engage in
the above activities on their own time and at their own initiative.

If you have any questions regarding prohibited activities, please con-
tact the Office of the General Counsel, (202) 606-5000.
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Appendix A:

Glossary of Internet Terms

Adobe Acrobat Reader: A free
software program that allows you
to open, read, and print Portable
Document Format (PDF) files
commonly found on the web. The
Acrobat plug-in allows you to dis-
play PDF files right in your brows-
er window. The free reader pro-
gram can be downloaded at; www.
adobe.com/products/acrobat/rea-
dermain.html.

ASCIlI (American Standard
Code for Information
Interchange) File: Text without
special formatting, such as under-
lined or bold characters. Most
word processors can save docu-
ments in ASCII format, also called
“text only” format.

Back Up: To make extra copies
of computer data or files.

Bandwidth: Refers to the amount
of data that can be pushed
through a connection. Modems
are “low bandwidth”;T1 and ISDN
are high bandwidth. Useless mes-
sages are sometimes called a
waste of bandwidth.

Baud: The rate at which your mo-
dem receives and transmits infor-
mation. Modems come with differ-
ent baud rates, such as 33.6 Kbps
(kilobits per second) or 56 Kbps. If
you are going to use it to browse
the World Wide Web, get the
fastest modem you can afford.

Binary File: Files that include
special values that are not viewed
or printed, such as computer pro-
grams or word processor format-
ting codes.

Bookmark: A feature of most
web browsers that acts like a
shortcut to a website. A book-
mark allows you to save the URL
address of any web page and
quickly return to that site later by
selecting it from the bookmark
menu.

Browser: See Web Browser.

BBS (Bulletin Board System):
An online community bulletin
board. It is a place where users can
post public information for other
people on their computer net-
work to use. Examples of the kinds
of information posted on a com-
puter bulletin board include job
announcements, special events, or
available resources; requests for
information; and discussion of cur-
rent events. Some bulletin board
systems offer Internet or World
Wide Web access.

Cache: A high-speed memory
storage space. Computers usually
have two types of cache running: a
memory cache and a disk cache. A
browser cache is a temporary
storage space in memory or on
disk that holds the most recently
downloaded web pages.

CSS (Cascading Style Sheets):
A style sheet format for HTML
documents with layout settings

that can be applied to succeeding
HTML pages that are downloaded.

Case Sensitive: When text is
entered in your computer, it can
make a difference whether letters
are in upper or lower case. While
it usually doesn’'t matter if a URL
address is typed in upper or lower
case, it often does matter when
using search engines, entering
passwords, or typing commands.

Chat: Also referred to as chat
rooms or Internet Relay Chat
(IRC). A feature offered by most
online services and bulletin board
systems. The chat feature allows
users who are online at the same
time to send messages back and
forth very quickly, as though they
were having a conversation.

Client: Software used to contact
and exchange information with a
server software program. A client
program generally requests infor-
mation, while a server program
finds and provides that informa-
tion.

Communications Software:
Communications software in-
structs your modem to dial a
phone number, and send and
receive data. Many Internet service
providers have developed commu-
nications software for use only
with their specific network.
Depending on the Internet service
provider you choose, you may be
required to use a specific software
package. If you are required to use
your Internet service provider’s
software, it will often be provided
to you free with your account.
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