
Literacy VISTA Quarterly Progress Report Form Questions 
 
Instructions 
USING THIS FORM 
To save your work, click "Save my progress and resume later" at the top of any page. You will be 
prompted to enter your email address and create a password. You may then choose to “Resume this 
form now.” You may also log back in to the form later. At any point before you click "submit" and 
“confirm” at the end, you may return to a page and make changes. We recommend completing the 
narrative sections in a Word document and then copying and pasting into this online form. 
 
GETTING STARTED 
You should use this report to tell the story of your VISTA project's impact. Please use a formal writing 
style. Use names or titles (not "I" or "we"). Write for an audience that is unfamiliar with your VISTA 
project and your organization. Minnesota Literacy Council staff will take information and narratives from 
your report to complete progress reporting to the Corporation for National and Community Service and 
to communicate with other stakeholders about the outcomes of the Literacy VISTA program. 
 
DATA 
Refer to the Project Plan section of your project SuperVAD for a full list of performance measures and 
milestones identified for your VISTA project.  
 
Please provide data from your VISTA’s first day of service through the end of the reporting period. Data 
should reflect the work that the host site has done with the capacity-building support of the VISTA 
member. 
 

General info 

 
Organization name (drop-down menu) 
Supervisor’s name 
Supervisor’s email 
VISTA’s name 
VISTA’s email 
 
Reporting period (drop-down menu) 
 
Did your VISTA member finish their service during this reporting period? 
 
VISTA member’s days off (dates) 
 

Narratives 

Review below the project goal and objectives from your VISTA Assignment Description (VAD). Please 
refer to the full VAD for more details on the activities you planned for your VISTA to accomplish each 
quarter. In the narrative sections below, reflect on the progress made so far on the project (from the 
VISTA's first day of service through the end of this reporting period) with respect to your goals and 
objectives. 
 



1. How has Literacy VISTA made a difference to your program, organization, or community you 
serve? What has the VISTA been able to accomplish so far this year that has made (or will make) 
a lasting impact on your organization and its ability to serve the literacy needs of the 
community? Please briefly share any stories or quotes that illustrate the impact of the VISTA 
project so far this year. 

 
2. What barriers, if any, have made progress on the VISTA project difficult?  Describe your plans to 

address them and your progress in resolving them.  
 

3. What steps have been taken to work towards sustainability for this project? What is your plan 
for ensuring that the impact of the VISTA project will last beyond the last year of the VISTA 
project? 

 
4. Please comment briefly on strengths that your VISTA member has been able to bring to the 

project, and/or areas that you have observed your VISTA member grow in their professional 
development.  

 
5. (only for quarters where not the last quarter of the project) Please comment briefly on 

opportunities for growth or additional professional development your VISTA member could 
focus on in the upcoming quarter in order to be effective in carrying out the goals of the VISTA 
project. Is there anything that Minnesota Literacy Council can do to support your VISTA member 
in order to help them be more effective?   

 
Final reporting period (only for the last quarter the VISTA member served) 
 

1. Please comment on any lessons learned this past year.  For continuing projects, is there anything 
you plan to do differently this next year in terms of overseeing the VISTA project or providing 
supervision, training and support to the VISTA member?   

 
2. Do you have any suggestions for the Minnesota Literacy Council in terms of making 

improvements to preparing, supporting, or training host sites, supervisors, and/or VISTAs?  
 
 

Data/Performance Measures 

Please share any available data so far this year (from the VISTA's first day of service through the end of 
the reporting period). For any question, if the data point is irrelevant to your project, or you do not have 
data to report at this time, enter 0 (default value). Please use numbers and not percentages. 
 
See the target performance measures you proposed for this year (by the end of this year) in your VISTA 
Assignment Description and Project Plan (VAD). 
 
Services added, resource development, and partnerships 
 
Services added 
 
Number of additional types of services offered by the organization as a result of VISTA capacity-building 
services  
 



Please explain the additional services the organization has been able to offer as a result of the VISTA 
project. 
 
Please choose the status that best describes your current progress on your above performance 
measures: 

 On track and on progress with timeline and goals  

 Off track, but able to catch up  

 Will not meet timeline and goals  
If you chose off track but will be able to catch up, please explain how. If you indicated you will not meet 
your timeline and goals, please provide a brief explanation as to why. 
 
Resource development 
Dollar value of CASH resources developed by the VISTA member or due to capacity built by VISTA 
project 
What was the source of the cash donation(s)? 
What was the VISTA's role in leveraging the cash donation(s)? 
How will the cash donation(s) be used? 
 
Dollar value of NON-CASH resources developed by the VISTA member or due to capacity built by VISTA 
project (do not include volunteer time) 
What was donated? 
What was the source of the in-kind donation(s)? 
What was the VISTA's role in leveraging the in-kind donation(s)? 
How will the in-kind donation(s) be used? 
 
Partnerships 
# of partner agencies VISTA project collaborated with  
Names of organization(s), business(es) or group(s) did the VISTA partnered or collaborated with 
Briefly comment on the nature of the partnerships or collaborations. How will this (these) partnership(s) 
or collaboration(s) help you to achieve project goals? 
 
 
Volunteer engagement and/or staff training 
Definitions: 

 Volunteer recruitment. The VISTA member has recruited volunteers and/or helped expand our 
capacity to recruit volunteers (i.e. through marketing and outreach, partnership development, 
etc.)  

 Volunteer management. The VISTA member has helped to support volunteers and/or has 
expanded our capacity to manage volunteers (i.e. through creating policies and procedures, 
developing communications resources, creating methods for volunteer recognition and 
retention, etc.). 

 Staff and/or volunteer training. The VISTA member has trained staff or volunteers and/or 
expanded our capacity to train staff or volunteers (i.e. through developing training modules or 
training resources for volunteers) 

 
# of volunteers recruited by the host site with VISTA capacity-building support or by the VISTA member  



# of volunteers managed, supported or coordinated by the host site with VISTA capacity-building 
support or by the VISTA member  
# of Staff and/or community volunteers that received training (of one or more types) as a result of VISTA 
capacity-building services  
# of volunteers total served (recruited, managed, trained or supported by the VISTA and/or impacted) 
by the VISTA project 
# of Hours of service contributed by community volunteers  
 
Please choose the status that best describes your current progress on your above performance 
measures: 

 On track and on progress with timeline and goals for all measures 

 Off track on at least one measure, but able to catch up  

 Will not meet timeline or goals for at least one measure 
If you chose off track but will be able to catch up, please explain how. If you indicated you will not meet 
your timeline and goals, please provide a brief explanation as to why. 
 
Individuals served 
 
Total # of children/youth served or impacted by the VISTA project (regardless of duration of 
participation) 
Total # of adults served or impacted by the VISTA project (regardless of duration of participation) 
 
School readiness 
# of children (birth through kindergarten) served in the area of School Readiness  
# Children demonstrating gains in school readiness in terms of literacy  
Total number of children assessed (pre and post) so far this year  
# of children demonstrating gains in school readiness in terms of social/emotional development  
Total number of children assessed for social/emotional skills (pre and post) so far this year  
# of parents/caregivers who participated in parent engagement opportunities 
Other site-based performance measures as identified in VISTA Assignment Description and Project Plan 
(VAD) 
 
What tools did you use to evaluate the above outcomes? 
 
Please choose the status that best describes your current progress on your above performance 
measures (refer to the chart of your proposed targets at the top of the page): 

 On track and on progress with timeline and goals for all measures 

 Off track on at least one measure, but able to catch up  

 Will not meet timeline or goals for at least one measure 
If you chose off track but will be able to catch up, please explain how. If you indicated you will not meet 
your timeline and goals, please provide a brief explanation as to why. 
 
K-12 success 
# of children/youth served in K-12 education programs  
# of K-12 students demonstrating improved academic performance  
# of K-12 students surveyed or assessed (pre and post) for academic performance  
# of K-12 students demonstrating increased academic engagement  



# of K-12 students surveyed or assessed (pre and post) for academic engagement 
Other site-based performance measures as identified in VISTA Assignment Description and Project Plan 
(VAD) 
 
What tools did you use to evaluate the above outcomes? 
 
Please choose the status that best describes your current progress on your above performance 
measures (refer to the chart of your proposed targets at the top of the page): 

 On track and on progress with timeline and goals for all measures 

 Off track on at least one measure, but able to catch up  

 Will not meet timeline or goals for at least one measure 
If you chose off track but will be able to catch up, please explain how. If you indicated you will not meet 
your timeline and goals, please provide a brief explanation as to why. 
 
Adult literacy 
# of adult learners enrolled (individuals served regardless of length) 
# of adult learners completing participation 
# of contact hours  
# of adult learners demonstrating gains in literacy skills (i.e. making a level gain on CASAS or TABE)   
# of adult learners who were administered both pre and post test assessments in literacy skills 
# of adult learners obtaining a high school equivalency credential 
Other site-based performance measures as identified in VISTA Assignment Description and Project Plan 
(VAD) 
 
What tools did you use to evaluate the above outcomes? 
 
Please choose the status that best describes your current progress on your above performance 
measures (refer to the chart of your proposed targets at the top of the page): 

 On track and on progress with timeline and goals for all measures 

 Off track on at least one measure, but able to catch up by the end of the year  

 Will not meet timeline or goals for at least one measure by the end of the year 
If you chose off track but will be able to catch up, please explain how. If you indicated you will not meet 
your timeline and goals, please provide a brief explanation as to why. 
 

Media attention, awards, public officials, recognition 

Has the VISTA member or VISTA project received any media attention, awards or recognition, or had any 
interaction with elected officials this reporting period?  
Please describe.  
Please include any relevant links to the media piece or awards/recognition  (if applicable)  
Please include an attachment of the media piece or award/recognition, or email to 
mpaulcook@mnliteracy.org  (if applicable)  
 

FINAL COMMENTS 

 
FINAL REPORT ONLY 
Please submit up to two (2) digital photographs, or email to mpaulcook@mnliteracy.org, for use on our 
website and marketing materials.  

mailto:mpaulcook@mnliteracy.org
mailto:mpaulcook@mnliteracy.org


 
 
What did we miss? Is there anything else you’d like to add related to your progress report for this 
reporting period – important successes you'd like to highlight, etc.? 
 
Signature 
You are about to submit your progress report. If you are not ready for the final submission you can log 
out and log in later to finish the report. Once you submit, you will be given a change to review your full 
report. You must then click CONFIRM. 
 
The content of this report is accurate to the best of my abilities.  I understand that Minnesota Literacy 
Council will use the content of this report to evaluate the impact that this VISTA resource is having on 
our host site and on the communities served, and that Minnesota Literacy Council will use this content 
to communicate the impact of the VISTA program to the Corporation for National and Community 
Service and to the wider public.  Entering my name below will serve as an e-signature.   
 
 
 
 
 


