
MEMO OF UNDERSTANDING

Between  _________________________________________________________ (agency name)

And

_____________________________________________________________ (host congregation)

DEFINITIONS

Host Congregation operates the Service Adventure unit within the community and is responsible for compliance with federal and local requirements for the participants. The host congregation is in partnership with Mennonite Mission Network as an agency of Mennonite Church USA. The host congregation provides participants to agencies. 

The Support Committee are persons who are appointed by, represent, and are responsible to the host congregation. 

Unit Leaders are provided for the unit by Mennonite Mission Network and work with the support committee in the operation of the unit. The unit leader or a support committee member (referred to as local leadership) will periodically contact the agency. 

Participants serve with the local unit, participating in unit activities, and working at local agencies. 

ASSIGNMENT 

Participants are assigned to the Agency for a predetermined length of term as approved by the local leadership and stated in Schedule A. 
A member of the local leadership (either support committee member or unit leader) will visit your Agency and establish a relationship prior to placement of the participant. Local leadership will visit/contact the Agency throughout the participant’s term. 

The agency will provide a clear job description that gives participants similar privileges and responsibilities to those given to other staff and volunteers.  To be sure that Service Adventure participants fulfill accountability structures of the Agency they should receive job orientation and "in-service" training as needed. 

If, for any reason, the participant does not provide satisfactory service, concerns should be registered with the unit leader or a support committee member immediately.

PAYMENT FOR SERVICES
Payment for services of participants will be as stated in Schedule A (attached).  Checks for services rendered by participants will be made payable to ______________________________.

The parties agree that the participants performing the services are not employees of the Agency but are providing services under the host congregation.  For that reason, no withholding of income or other employment taxes shall be made. Because the cost of providing for the living expenses of participants is managed locally, agencies are encouraged to pay stipends in a timely manner as stated in Schedule A.  The host congregation recognizes the individual nature of each agency we work with and the type of assignment each of our participants is placed in.  We also recognize workplace injuries can happen from time to time and want to be prepared in those events.  Responsibility for workers compensation coverage is indicated in Schedule A.  
HOURS OF SERVICE
Hours of work shall be as stated in Schedule A. 

As stated previously, one of the values of service for the participants is the benefit of group living in a household and becoming involved in a program of the church and/or assisting with community service projects during off-hours.  In light of this, the host congregation prefers that participants not be assigned evening and weekend hours on a regular basis.  Exceptions should be discussed with the Service Adventure local leadership in your community.

Normally the participant should not work overtime unless the Agency is in need of this service and requests this service of the participant to meet immediate operational requirements.  We also ask that the agency and a member of the Service Adventure local leadership work out a short-term schedule and modifications to financial agreements that may be necessary. 

VACATIONS AND DAYS OFF 

The Agency agrees to provide for eight days of vacation for the participant as well as all federal holidays.  The Agency also agrees to allow time off for the participant to attend any retreats or programming in which the unit is involved. (Usually two or three long weekends per year.) 

The participant takes responsibility for arranging time off with adequate advance notice.

The participant will abide by policies and procedures for personal leave and sick time as spelled out by the Agency personnel policies.

EXCEPTIONS TO THESE GUIDELINES 

The Agency and the Service Adventure local leadership should discuss and come to agreement on exceptions to these standards.

TERMINATION OF AGREEMENT

Should either the Service Adventure local leadership or the Agency wish to terminate this relationship, two weeks notice of this intent will be given in writing to the other party. 

Dated this ______ day of ______________, 20__. 

___________________________________________________ (agency name)    

Signed by _______________________________________________

_____________________________________________________________ (host congregation)
Signed by  __________________________________________________ (local leadership representative on behalf of the host congregation) 
SCHEDULE A (attach to Memo of Understanding)

Participant, _____________________________________________, is assigned to 




(name of participant)

______________________________________________________ for the period 



(name of agency)

beginning ________________ and ending __________________ to serve as



(enter date)


   (enter date)

_____________________________________________________________ .



(enter position title assigned to participant)

______________________________________ will pay to ______________________ 

(agency name)





 (unit account)
an amount of  $___________ per month on the ________ day of each month for the 

length of the participant’s term for those services provided by the noted participant.  The 
participant will normally serve ______ hours per week.

Workers compensation insurance coverage


____ The agency will provide workers compensation coverage for this participant and provide the policy number. 

____ The host congregation will provide workers compensation coverage for this participant and provide the policy number

APPENDIX (attach to Memo of Understanding)

Service Adventure is a program of Mennonite Mission Network an agency of Mennonite Church USA
Service Adventure program purpose: 

The Service Adventure Program engages participants in ministries of hope and opportunity.  In so doing, the Service Program seeks to provide: 

· A vital service to human and social needs. 
· A positive personal growth and learning experience for each participant.
· A commitment to carrying out all of life and work in the context of a Christian commitment to Jesus Christ and in witness to the wholeness of life he brings.
· Involvement by each member of the Service Program in the discipline of accountability to a simple lifestyle and Christian household living.
The intent of this document is to help to clarify expectations for the Agency where the Service Adventure participant is assigned, the local Service Adventure unit, the local hosting congregation, and the Service Adventure national program.
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