Individual Service Project Checklist:
Pre-Project Preparation:







           Check:
1. Discuss and confirm ISP ideas with your mentor to gain approval and input. 
                ⁭
2. Obtain pre-approval from WSP Project Manager.



                ⁭
3. Start and secure necessary project preparation:

· Volunteer Recruitment (media, flyers, etc.)



         
                ⁭

· Donation Solicitation (coffee/bagels, lunch bbq, etc.)


   
    ⁭
· Project Site, Access, and Materials (landowner permission, tools, etc.)
   
    ⁭
· Safety Preparation (emergency plan, first aid kit, etc.)


   
    ⁭
4.    Media releases and volunteer recruitment may be the most important factors in the success of your ISP. Every ISP must have a media component.

· Create draft media release 
⁯


· Submit draft to Project Manager: sockeye@northcoast.com
⁯

· Send out approved media release to local media outlets
⁯

Project Implementation:
1. The #1 rule for completing an ISP is that all volunteers sign a Liability Release Form. This ensures that if someone is injured while working on your project, they will not sue the CCC or AmeriCorps. A Multiple Volunteer Form is available as well.
2. If using students as volunteers, provide Liability Release, Emergency Medical Information, and Publicity Release for Volunteers Form prior to project for parent/guardian to sign. Be sure to collect these before youth begin working.
· Obtain completed Liability Release, Emergency Medical Information, and Publicity  ⁯

Release for Volunteers Form from all volunteers.
· WSP Volunteer Sign-In Sheet should be made available for volunteers to sign 
    ⁯ 
Post-Project Completion:

1. Upon project completion, mail to WSP Project Manager:
· Liability Release, Emergency Medical Information, and Publicity Release for 
Volunteers Forms








    ⁭

2. Mail to Outreach Team Leader:


· Volunteer Sign-In Sheet







    ⁭

· Individual Service Project Summary 

                     


                ⁭   

· Completed Outreach Log







    ⁭

3. Thank you notes to your volunteers, donors, and any community partners should 
be sent out using mailing or email address from Volunteer Sign-In Sheet.

    ⁭
* All of the above forms are available on the WSP website: www.watershedstewardsproject.com
\\Chinook\coho share\Member Binder-Handbook\Outreach Section\ISP Specific\ISP Checklist.doc

