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INTRODUCTION

I. INTRODUCTION

What is Houston READ Commission?

Established in 1988 by the Mayor and City Council, Houston READ Commission is a non-profit organization whose mission is to lead and mobilize a coalition of literacy providers and resources to improve the literacy landscape of Houston. The Commission supports the Mayor’s Coalition for Literacy, an association of literacy providers throughout the Greater Houston area.
Literacy providers strive to eliminate illiteracy by offering educational services geared toward the specific needs of their communities. It is only through the dedication of these providers that the Commission is able to reach the diverse literacy needs in Greater Houston. In all, the Commission provides support and oversight for more than one hundred seventy five literacy sites in Houston that serve more than 50,000 people. Improving literacy is our passion because every Houstonian deserves a chance to reach his or her full potential.

What does it mean to be a Member of the Mayor’s Coalition for Literacy?

As a literacy provider, the literacy services you offer can make a tremendous difference to the individuals you serve. Providing the very best literacy services requires access to the latest information and research and the highest-quality resources available. Membership in the Mayor’s Coalition for Literacy provides agencies with the support and resources they need to enrich their literacy programs. 

Becoming a literacy coalition member is much more than gaining access to essential resources.  As a member of the Mayor’s Coalition for Literacy, you will have the opportunity to network and collaborate with other literacy service providers. Through collaboration, members can share successful strategies and foster innovative ideas. 

In order to create a literacy coalition that is dynamic and vibrant, we invite a diverse group of organizations to the table. Please take some time to carefully review the benefits and responsibilities of being an active literacy coalition member. Thank you for all your hard work in enhancing the literacy services in your community. We look forward to partnering with your organization. 

MEMBERSHIP BENEFITS
II. MEMBERSHIP BENEFITS

Houston READ Commission is constantly changing and evolving to meet the needs of literacy providers throughout Houston.  There are numerous benefits of membership in the Coalition aimed at advancing program reach, enhancing service impact, and augmenting both funding and support for literacy.
Below is a snapshot of benefits for Coalition Members.

Advocacy

· Represents and advocates for the Coalition in discussions with city, state, county and federal legislators, including at Texas Association of Literacy and Education (TALAE), US Department of Education, Office of Vocational and Adult Education (OVAE), the Commission on Adult Basic Education (COABE), and Literacy Texas conferences,

· Hosts public and private events to raise awareness about low-literacy in Houston at events such as the McGraw-Hill Companies’ Financial Fitness Festival, Literacy Day at the Ballpark, the Great Grown-Up Spelling Bee, the Family Literacy Fall Frenzy, the Independent Book Festival, and the Mayor’s Literacy Leadership Award Breakfast,

· Promotes public service announcements about Houston’s low-literacy rate, though HCC-TV and an upcoming messaging campaign.
Fundraising and Resource Distribution

· Allocates $150,000 in Mayor’s Challenge Grants to Coalition members annually,

· Hosts summer and holiday book drives in order to raise at least 50,000 books for literacy providers annually,

· Writes joint fund development grant applications on behalf of Coalition members,

· Receives, organizes and distributes books, educational resources, and computer donations to providers,

· Distributes the Commission’s-own Spanish-English dictionaries to provider sites whenever needed, 

· Gives access to Literacy Powerline’s Resourceline, a subscription literacy fundraising service, to Coalition members, and 

· Distributes computers and installs mini-computer labs (5 per site) in provider sites.

Volunteer and Professional Development

· Hosted the First Annual Houston Reading Colloquium, at which the Commission asked leading experts in evidence-based reading research to offer their insight into the science of reading to adult literacy providers in Houston.  The report from this event will be submitted to the Adult Education Great Cities Summit, a project created by the United States Department of Education.  
· Hosts an annual, no cost Volunteer Symposium for administrative, instructional and other literacy volunteers,

· Hosts an annual, no cost Professional Development Symposium for federally-funded agencies’ instructors,

· Offers no cost “First Friday” professional development training for volunteers and instructors on the First Friday of every month,

· Refers Coalition members to Coastal GREAT Center professional development classes on an on-going basis, and

· Hosts its own professional development courses at the Denver Harbor Multi-Service Center, which are available anytime, upon request.

Technical Assistance

· Collects adult learner data from the Houston Literacy Consortium, a group of federally-funded agencies, supported by Houston READ Commission and Houston Community College, through the Texas Educating Adults Management System (TEAMS),
· Consults on program launches for Coalition members,
· Distributes best literacy practices manuals to Coalition members (coming 2011), and 
· Provides access to an online database, which tracks adult learners for non-federally funded agencies (coming 2011).
Volunteer Recruitment

· Presents at major volunteer recruitment events to garner support for volunteering at Coalition sites

Literacy Helpline

· Powers the Literacy Helpline, a phone line that places learners, volunteers, and donors with the closest Coalition member site to them
Best Literacy Practice Consulting

· Demonstrates best practices at three Demonstration Learning Centers: San Jose, Sharpstown and Denver Harbor Demonstration Learning Centers, every other month, and

· Operates and coordinates pilot programs, such as the Workforce Initiative Now (WIN) Project, Colleges to Communities (C2C), and Houston Public Library (HPL) Mobile Express visits to literacy providers.
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III. MEMBERSHIP FEE, ELIGIBILITY, RESPONSIBILITIES and REPORTING
APPLICATION FEE / MEMBERSHIP DUES

Applications will be considered upon receipt of $50.00 application fee.  Once received, and applicant is approved for membership, this payment is transferable to the $50.00 membership dues.  Henceforward, members are required to submit an abbreviated renewal application and membership dues in order to renew membership.

ELIGIBILITY

Applicants eligible for membership in the Coalition, must provide literacy services and be registered as a 501(c)(3) organization.  Upon review, the 501(c)(3) status of an applicant’s parent or affiliate organization may be acceptable. If the organization has already initiated the process of applying for 501(c)(3) status, a confirmation receipt of the application by the IRS is acceptable. 

RESPONSIBILITY

As leader of the Literacy Coalition, Houston READ Commission shall undertake the following activities: 

· Offer quality literacy services for Houston’s adult population,

· Advocate for the Mayor’s Coalition for Literacy,

· Offer resources and support to all Coalition Members,

· Support member grant and funding applications,
· Provide funding prospects,
· Facilitate access to best practice demonstration sites, 

· Maintain an up-to-date database of all services provided by Members,
· Convene and oversee monthly membership meetings, and
· Uphold professional and ethical relationships with members.

Members of the Literacy Coalition shall undertake the following activities: 

· Attend Mandatory Orientation and training where new members will receive Membership Guide,

· Attend a minimum of 8 annual Provider/Member Meetings,

· Follow Meeting Absentee Protocol (see Section IV: Membership Evaluation for Absentee Protocol),

· Submit all requested information in a timely manner, including reports,
· Maintain accurate membership information on file,

· Meet IRS and Texas Secretary of State expectations for maintenance of nonprofit status,
· Adhere to all ethical practices and standards for nonprofit organizations,
· Uphold professional and ethical relationships with other coalition members and HRC
REPORTING 
Houston READ Commission fiscal year runs July 1st to June 30th.  The Commission is required to report on all literacy services of the Coalition to the City of Houston and other funders on a regular basis.  This information demonstrates the impact of literacy service in Greater Houston.
To facilitate the reporting process, the Commission will provide all requisite data entry and reporting forms to Members.  The data the Commission requests will be mainly comprised of demographic, enrollment and attendance information.

Monthly Member Coalition reports should at minimum include:

· Student Intake Form Report

· Class Report (includes class schedule and assigned staff)

· Student Sign-In Sheets

· Monthly Attendance Report

· Volunteer Sign-In Sheets (if member is using HRC Volunteer Placement)
Members are required to submit quarterly reports on the 5th of each Sept. 30, Dec. 30, March 30, and June 30 to report for the previous quarters’ literacy services.   For instance: To report on numbers for June 1-Sept 30, submit the report on Oct. 5, 2011.  A Reporting Schedule can be found in Part VI of these Guidelines.

Note: If the 5th falls on a weekend, the report is due on the first business day following the 5th of that month, i.e. the following Monday.
MEMBERSHIP EVALUATION
IV. MEMBER EVALUATION

In order to maintain effective and efficient literacy programs in Houston, the Commission will evaluate each Coalition Member on a quarterly basis.  The outcomes will direct the Commission to both recognize Members who meet or exceed evaluation criteria and provide additional technical assistance to Members requiring help to meet minimum performance measures.

QUARTERLY EVALUATIONS

Members will be evaluated based on the following 4 Performance Measures:
1. Data Reporting: Complete and On-Time Submission of Reports
2. Membership Fee: Based upon month entering Coalition Membership
3. Meeting Attendance and Absentee Protocol: members must attend 8/10 annual Provider Meetings and any additional mandatory meetings.  Under extenuating circumstances, the Member shall follow this Absentee Protocol:

a) Send a replacement to represent the agency

b) Notify Provider Relations Department in advance if unable to attend meeting

c) After 3 absences following protocol (b) above, membership will be reevaluated
PERFORMANCE RECOGNITION
Literacy providers will be recognized for their outstanding work at Funders' Receptions, the Mayor's Literacy Leadership Award Breakfast, Great Grown-up Spelling Bee and other Community/Funder Events.  

MAYOR’S CHALLENGE GRANT
Members who have achieved at the level of recognized members will be eligible for the Mayor’s Challenge Grant.

PERFORMANCE ASSISTANCE

Members unable to meet 3 or more performance measures will receive Intensive Technical Assistance.
NOTE: All Members with less than one year of providing literacy services will receive Intensive Technical Assistance until the end of the first year of Membership.
NON-COMPLIANCE
If after 2 evaluations, Member has failed to comply with membership responsibilities listed in the contract, membership will be reevaluated.  The organization will no longer be eligible for Coalition membership benefits until Member has achieved compliance after one quarter.

2011-2012

APPLICATION PROCESS
V. 2010-2011 APPLICATION PROCESS
Applications will be accepted for consideration once all the following requirements have been satisfied:

1. Completed 2011-2012 Membership Application

2. Signed Membership Contract
3. $50.00 application fee
4. Financial Reports of previous fiscal year (Audited Financial Report Preferred)

5. Operational Budget for current fiscal year

6. 501(c)(3) approval letter from IRS

7. List of organization’s Board of Directors (or other governing body)

8. Form 990, if applicable

9. Site visit during class time or registration period

The process below demonstrates the ongoing schedule of Membership approval:
Approval Process Schedule
· Applications and Fees may be submitted throughout the year

· Application Review: Up to 2 weeks after submission

· Site Visits: Required site visits scheduled within 4 weeks of application submission

· Mandatory Membership Orientation: Hosted semi-annually for new members

· Membership Guides will be issued at Mandatory Membership Orientations

· New Membership Year begins July 1st, 2011

· First Quarterly Report Due: Wednesday, October 5th, 2011 (for July-Sept.  2011 data)

All benefits and grant eligibility will be evaluated based upon the date of entry into Coalition membership.

Applications and all required documentation should be mailed to:

Houston READ Commission

Attn: Provider Relations Department
P.O. Box 2049
Houston, Texas 77252-2049

MEMBERSHIP GUIDE

Upon approval, each Coalition Member will receive a “Membership Guide” in a binder which will be distributed at the Mandatory Membership Orientation.  The Guide will contain the following:

· Membership benefits

· Governance information

· Meetings and committees calendar

· Reporting process, schedule and forms

· Evaluation process and schedule

· Membership Resources, Volunteer Application and Best Practices Guide

· Membership renewal application and contract

PROVIDER MEETING SCHEDULE

VI. PROVIDER MEETINGS
Provider meetings are held on the 2nd Friday of every month from 10:00am-12:00pm at the Moran Health-San Jose Center (2615 Fannin Street), unless otherwise stated.  These meetings conducted in the multipurpose room, are open to the general public, with coffee and snacks offered.  All providers are welcome to bring printed information about their programs to place on a “Provider Information” table to share with other meeting attendees. 

The 2011-2012 schedule dates for Provider Meetings is below. 

	No Meeting in June 2011
	Friday, October 14, 2011
	Friday, February 10, 2012

	No Meeting in July, 2011
	Friday, November 11, 2011
	Friday, March 9, 2012

	Friday, August 12, 2011
	Friday, December 9, 2011
	Friday, April 13, 2012

	Friday, September 9, 2011
	Friday, January 13, 2012
	Friday, May 11, 2012


REPORTING SCHEDULE

VII. 2010 -2011 REPORTING SCHEDULE

Monthly Reports are due on the 5th of the month following.
NOTE:  If the 5th falls on a weekend, the report is due on the first business day following the 5th of 
              that month (i.e. the next Monday).  For instance: To report on October literacy services, the 
             due date is Monday, October 7th.
	· 1st Quarter(July-Sept.) Report Due: Wednesday, October 5th, 2011
· 2nd Quarter(Oct.-Dec.) Report Due: Thursday, January 5th, 2012
· 3rd Quarter(Jan.-March) Report Due: Thursday April 5th, 2012
· 4th Quarter(April-June) Report Due: Thursday, July 5th, 2012


APPLICATION CHECKLIST

VIII. APPLICATION CHECKLIST

To simplify the submission process, please use the Application Checklist below to track documents required for Coalition Membership.

	 FORMCHECKBOX 

Completed 2011-2012 Membership Application

 FORMCHECKBOX 

Signed Membership Contract
 FORMCHECKBOX 

$50.00 Application Fee

 FORMCHECKBOX 

501(c)(3) Approval Letter from IRS

 FORMCHECKBOX 

List of Organization’s Board of Directors (or other Governing Body) 

 FORMCHECKBOX 

Operational Budget for Current Fiscal Year

 FORMCHECKBOX 

Financial Reports of Previous Fiscal Year (Audited Financial Report Preferred)
 FORMCHECKBOX 

Form 990, if applicable


APPENDIX A: 
See Attached File: Membership Application

APPENDIX B:
See Attached File: Membership Contract


