Site Administrator - To Do List

1.Review and sign your TMC Works contract
2.Attend Site Administrator Orientation
3.Recruit STEM Supervisors at your site
4.Collect STEM Supervisors’ Tax ID#s
5.Submit Tax ID#s to ID Dept. of Labor portal
6.Email ION the names of Tax ID#s submitted
7.Coordinate in-person training with ION
8.Assign “STEM Supervisor Training” in ION’s
Learning Academy to STEM Supervisors

9.Ensure Supervisors immediately complete
Step 1 (TMC Works Participant Registration
Form) of “STEM Supervisor Training”

1.Track hours for STEM Supervisors
and Ambassadors

2.Buy STEM materials & track
receipts with Receipt Ledger form

3.Ensure Supervisors submit
training records (online and in-
person) and_user reports

4.Check-in meeting with ION

5.Submit remaining Ambassadors

and Supervisors’ Tax ID#s

6.Assign post-program surveys to
STEM Ambassadors & Supervisors

near the end of their 100 hours

All resources linked at idahooutofschool.org/tmc-works

PROGRAM START

Summer 2024: 6/15
Fall 2024: 9/1
Spring 2025: 1/1
Summer 2025: 5/15
Fall 2025: 9/1

COHORT

COHORT DURATION

1.Ensure all participants document 20 hours
of training in Learning Academy accounts,

including online and in-person training

2.Ensure Supervisors have submitted TMC
user reports for all STEM activities

3.Email ION with names of participants.

Indicate if they have completed, dropped
out or remain active in the program
4.Complete Site Administrator post-program

survey
5.Pay out stipends and save documentation
6.Submit Invoice, stipend documentation and

receipt ledger to ION for reimbursement

END OF COHORT

8/31/24
12/25/24
5/31/25
8/25/25
12/25/25



https://www.canva.com/design/DAGe1q35rH8/Gpj-smejC0GYMQL0papS3Q/edit?utm_content=DAGe1q35rH8&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://idahooutofschool.org/wp-content/uploads/2024/07/TMC-Works-How-to-Submit-Tax-ID-Numbers-FINAL.pdf
https://jannus.sharepoint.com/:x:/s/ION/ERhcrRMwU2pEtLeWUAZusn4BPiZXLK53Rc_kckpTeczWbg?e=kMs0bY
https://www2.labor.idaho.gov/eServices/EmployerPortal/Login?returnUrl=https%3A%2F%2Fwww2.labor.idaho.gov%2FeServices%2Femployerportal
mailto:ndigiosia@jannus.org
mailto:apost@jannus.org
https://collabornation.net/lp/display_lp/75072/
https://idahooutofschool.org/learning_academy-2/
https://wkf.ms/45PBZlH
https://wkf.ms/45PBZlH
https://collabornation.net/lp/display_lp/75072/
https://idahooutofschool.org/learning_academy-2/
https://drive.google.com/file/d/1yQkcR2Qp2s9-gGzedQBkJYo2iZcoQrC6/view
https://wkf.ms/3SW3xAV
https://app.smartsheet.com/b/form/ee79b5f2ad0b4223bcd4ca3f12b2c6af
https://app.smartsheet.com/b/form/ee79b5f2ad0b4223bcd4ca3f12b2c6af
mailto:apost@jannus.org
https://www.surveymonkey.com/r/FQRGYTM
https://www.surveymonkey.com/r/FQRGYTM
https://idahooutofschool.org/wp-content/uploads/2024/11/TMC-Works-Worksite-Invoice-TEMPLATE.docx
https://jannus.sharepoint.com/:x:/s/ION/EWOWCGp7YRBKox51gfaJ4PsBAHrU0gxe3_uArjWJ9dvOxg?e=KkhD7H
https://jannus.sharepoint.com/:x:/s/ION/EWOWCGp7YRBKox51gfaJ4PsBAHrU0gxe3_uArjWJ9dvOxg?e=2Z0Tjh
https://drive.google.com/file/d/1yQkcR2Qp2s9-gGzedQBkJYo2iZcoQrC6/view
https://wkf.ms/3SW3xAV
https://wkf.ms/3SW3xAV
https://app.smartsheet.com/b/form/ee79b5f2ad0b4223bcd4ca3f12b2c6af
https://outlook.office.com/bookwithme/user/e8f70dce52b84a2d83da0dbff4b7d4ae@jannus.org/meetingtype/MU3Kh78xrUKwaBO4ull-kQ2?anonymous&ep=mLinkFromTile
https://www2.labor.idaho.gov/eServices/EmployerPortal/Login?returnUrl=https%3A%2F%2Fwww2.labor.idaho.gov%2FeServices%2Femployerportal
https://jannus.sharepoint.com/:x:/s/ION/ERhcrRMwU2pEtLeWUAZusn4BPiZXLK53Rc_kckpTeczWbg?e=eIIbKN
https://www.surveymonkey.com/r/WDSQLDR
https://www.surveymonkey.com/r/LZ8PNHK
https://idahooutofschool.org/tmc-works/

