UNIVERSITY OF PENNSYLVANIA LAW SCHOOL

PRISONERS’ EDUCATION and ADVOCACY PROJECT (PEAP)
BOARD APPLICATION

2014-2015
Please email completed applications to rlveenstra@gmail.com by 
Tuesday, March 18th at 5pm. 
Put “PEAP APPLICATION” In the Subject Line
Decisions will be announced on Friday, March 28th.

INTRODUCTION
There are four positions available on the Prisoners’ Legal Education Project Board for the 2014 – 2015 academic year.  All positions are year-long commitments.  

Please carefully read the descriptions of each position below. If you have additional questions about a specific position(s), please contact the person who currently serves in that role (see contact information next to position, below). General questions about the application should be directed to Randi Lynn Veenstra (rlveenstra@gmail.com).

 
Director of Membership & Administration 
(Randi Lynn Veenstra, rlveenstra@gmail.com)
Please read the full position description below. The D.M&A’s responsibilities are multifaceted. 
· Liaise with the Toll Public Interest Center (TPIC) and Law School administration. 
· Maintain and update the PEAP Handbook/Operations Manual for TPIC. 

· Maintain and update the PEAP email listserv. 
· Coordinate representation of PEAP at all on-campus pro bono fairs. 
· Coordinate applications for the new PEAP Board.
· Update PEAP’s faculty advisor, Prof. David Rudovsky, on PEAP-related issues.
· Update the PEAP website, located at http://www.law.upenn.edu/probonoprojects/plep/about-us.html.
· Coordinate all aspects of planning events, including publicity, obtaining travel funding from the Deans speakers fund, ordering food, handling any reimbursements necessary, and collaborating with other student-run pro bono projects and student groups to co-sponsor events. 
· Create annual budget and submit it to TPIC. 
· Create and submit application for funding through the Council of Student Representatives.
· Reserve rooms in the Law School for general PEAP events. 
· Please note: The Director of Membership and Administration will also serve as PEAP’s event coordinator and contact person. The D.M&A’s event-related duties are not TPIC-related duties and must be completed in addition to all substantive pro-bono project responsibilities. No pro bono hours, whether “blanket” or additional, are provided for event-focused duties. In this role, the D.M&A will plan PEAP’s educational and social events each semester, reserve rooms, lead publicity efforts, and organize travel funding through TPIC (if necessary).   
Prison Teaching Project: Curriculum and Teaching Coordinator

(Justin Rand, randj@law.upenn.edu)
· Create the basic teaching curriculum (lesson plans and mock trials)
· Recruit help from other volunteers in developing lesson plans if necessary.
· Create short outlines of background information on the relevant topic.
· Review and revise current lesson plans (update to reflect current law, etc.) and submit these lessons to Faculty to ensure that they are legally accurate and appropriate.
· Cater lessons to subject areas that students find most useful and interesting.
· Coordinate curriculum-based trainings with practitioners and professors.
· Work with other Penn Law pro-bono projects and any other relevant groups to maximize existing resources in curriculum development.
· Send out weekly emails to student volunteers with relevant information about their lesson plans: 
· Also, coordinate through separate emails among drivers and group leaders
· Provide guidance to teaching groups on all matters related to teaching and curriculum development.
· Review lesson plans that have been modified by student volunteer groups.
· Facilitate re-cap and feedback meetings with volunteers after teaching sessions and/or on a regular basis.
· Utilize survey and/or opinion-polling technologies to evaluate volunteer experiences and identify possible areas of improvement. 
· Volunteer to teach at the prisons when possible.
· Serve as the primary liaison between the student-teachers and the PEAP board. 
Prison Teaching Project: Prison Relations Coordinator

(Evan Levine, evlev@law.upenn.edu)
· Liaise with CFCF, RCF, and PICC on all administrative and logistical issues related to teaching weekly classes. 
·    Obtain security clearance for all PEAP members by organizing volunteer orientations.
·  Obtain security clearance for all PEAP members by organizing volunteer orientations, trainings, and ID cards. 
· Create the schedule of classes and organize PEAP members into teaching groups. 
· Coordinate transportation to and from prison, and rearrangement of group makeup as needed.
· Create the schedule of classes and organize PEAP members into teaching groups. 
· Maintain records of classes each PEAP member has taught
·  Organize reimbursements for PEAP transportation costs.
· Track pro-bono hours that PEAP members accrue through lesson planning and teaching in the prisons. 
· Gather students’ pro bono logs at the end of each semester, check those records against PEAP records, and submit the verified logs to TPIC.
· Other optional responsibilities 
· Contact Graterford prison administration to try to resume teaching there.
· Contact the Federal prison system to try to start teaching in Federal prisons.
Innocence Project Coordinator
(David Washington, davidclaywashington@gmail.com)

· Work with/at Innocence Project Office 
· Liaise with Innocence Project staff.
· Volunteer on a weekly basis at the Innocence Project office. 
· Coordinate Volunteers and Train Students 
· Publicize the opportunity to volunteer for the Innocence Project, schedule training sessions (note: the trainings are now recorded and available online) and make recordings available.
· Coordinate student volunteer schedules: sign up students for regular time shifts, manage overall changes to a student’s regular schedule, maintain oversight of those volunteers working remotely.
· Liaise with Professor Rudovsky, Penn professor and Vice President of PA Innocence Project, to facilitate his involvement and assistance of students in the Innocence Project.
· Meet with students to help with any issues regarding their reviews
· Tracking Volunteers 
· Track pro-bono hours that PEAP members accrue through volunteering with the Innocence Project.
· Maintain students’ pro bono logs in the binder at the Innocence Project office, gather them at the end of each semester (as well hours logs of those who work remotely), check those records against PEAP records, and submit the verified logs to TPIC.
· Board Member Responsibilities 
· Attend monthly PEAP board meetings
· Meet with Joanna when need arises
APPLICATION

Name: 
1. Please rank below the positions for which you would like to apply:


Membership and Events Coordinator



Curriculum and Teaching Coordinator 



Prison Relations Coordinator



Innocence Project Coordinator 

2.  Why would you like the primary position(s) selected above? What would make you particularly suited for this position?

3.  What goals would you have for PEAP should you be selected for the position?  Do you have a vision for the future of the project?
4. What do you believe were the strengths and weaknesses of PEAP this year? How do you plan to maintain its strengths and improve upon any weaknesses?

5.  Please give any further information (such as background, experiences, special skills, or speaker connections) that you believe will help in our evaluation. 
1

