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SCC Basics - AmeriCorps Members
      
Statutory

· U.S. Citizen or Permanent Resident Alien 

· At least 17 years old (16 if Youth Corps and “out of school”) High School diploma or GED or agree to obtain one.

Managing Members

· Ensure there is a signed member contract. Parent or guardian must also sign Member Service Agreement if under 18.
· Conduct appropriate Criminal Background, FBI and NSOPR checks for their type of service.
· There is documentation that members have received an orientation. 
· All members must have an End of Term Evaluation noting the number of hours served and if they have satisfactorily completed all other requirements.  FT and PT members must also have a Mid-Term Evaluation.  

Living Allowance

· Equally distributed over the term of service. 
· Cannot be paid on an hourly basis or in lump sum 
· It can be garnished in some states (e.g. for child support).
· Federal share can never be more than 85% of the minimum living allowance.
· It is taxed. 
Documenting & Certifying Member Hours.

· All member hours should be properly documented on clear, legible, time sheets that are completed in pen without the use of white out.

· Timesheets must be signed/dated by BOTH the member and site supervisors (in most regions this is the Recruiting Coordinator).  
· Prior to certification of award, individual should be sure that members have completed and documented required hours (and members have not exceeded the 20% training). This information is noted on their End of Term Evaluation Form.

· SCC documents project hours, other service hours and education/training on weekly timesheets.  Below is a breakdown of how hours are tracked:
· Project Hours: Any hours counted towards project partner agreements

· Other Service Hours: Project preparation, supply shopping/purchasing, rig-up, de-rig, tool and gear maintenance.

· Education/Training: Orientation, environmental education, outdoor skills, and specific trainings (S-212, S-130/190, crosscut saw, etc.). 
Common Problems to Avoid

Member eligibility is not documented in Member File

· No proof of citizenship or permanent resident alien status

· No proof of age

· If under 17, no parental consent form to participate
· Background checks are not completed on members working with vulnerable populations
· Background checks are not done BEFORE member starts serving

Living Allowance is not paid correctly

· Members receive lump sums if they start after the term begins or complete their hours before the term ends

· The program claims more than 85% of the minimum living allowance from the Federal share
· The living allowance is paid for hours served before the member signs the contract or is enrolled in the Trust
· Living allowance is paid before budget period starts

The education award is not supported by the timesheets
· The hours in E-Grants don’t match the hours on the timesheets
· Timesheet hours do not total the minimum required to earn the education award

· Timesheets are missing

· Timesheets are not signed by the member and supervisor

· Leave hours are counted towards education award

Compelling personal circumstances is not documented

· Exit form or member file doesn’t fully explain the compelling personal circumstance that led to a pro-rated education award

· The program has allowed the member to exit with a pro-rated award to go back to school or take a job (if not allowed per the specific grant or welfare to work allowance in Provisions.

SCC AmeriCorps Policies and Procedures

General Notes
· DO NOT USE WHITEOUT or PENCIL.  If you make a mistake, cross it out and initial next to the change.

· DATES- All AmeriCorps related paperwork must be dated ON or BEFORE the date of service for any AmeriCorps member.    The same rule applies for exit paperwork except the date must be ON or AFTER that last day of service.   

File Requirements

· All AmeriCorps files must contain all of the information outlined in the SCC Corpsmember Checklist. We MUST have complete files at all times.  
· We must be prepared to present these files to the Corps Network or CYCA and to any CNCS Auditor/Site Visitor should the need arise
· CYCA and the Corps Network have different requirements for submission of information
· CYCA requires us to fax copies of all enrollment and exit forms.
· Corps Network does not require submission of forms, except for the proof of “out-of-school” status for 16 year olds.  
Staff Roles

· Site Supervisors/Recruiting Coordinator will recruit participants, collect ID and hiring paperwork, be responsible for health insurance enrollment, perform mid-service evaluations, approve and sign-off on all timesheets before submitting to Grants Coordinator for final review and approval, and perform exit evaluations.
· The Grants Coordinator in the SCC business office will review all enrollment/hiring paperwork of participants, enroll members into E-Grants, schedule and review completed evaluations, review and sign off on timesheets, and exit members at the end of program.  The Grants Coordinator will also perform draw down of funding, financial reporting on E-Grants and report performance measures.  The Grants Coordinator will reconcile quarterly FFRs to SCC’s internal accounting system and insure that all sub-grantees are similarly reconciled and in compliance.
· Central SCC National Service staff – Central staff that work on national service programs assist with all member management issues, insure compliance with AmeriCorps policies and procedures, submit organizational reports, manage slot allocations, and submit funding requests and renewals.  
Enrollment/E-Grants management/Exit
Overview:  Regional offices are responsible for gathering and maintaining all necessary documentation, submitting information to the appropriate person for enrollment (or enrolling individuals in eGrants for the Corps Network) and ensuring that AmeriCorps members are correctly exited and given resources pertaining to the use of their education award.  The SCC central staff will be available to support regional offices as necessary.  

Enrollment/Exit Process: 

1. Enrollment date:  Recruiting Coordinators gather all enrollment documentation

2. No later than 20 days after enrollment date:  Recruiting Coordinators/Grants Coordinator enroll all AmeriCorps members into E-Grants
3. No later than 20 days after exit date:  Recruiting Coordinators/Grants Coordinator exit all AmeriCorps from E-Grants 
4. As needed – manage suspensions and changes in terms of service.  Recruiting Coordinators/Program Directors and Grants Coordinator assist with this process. 
Timesheets Process
Overview:  Regional offices are responsible for gathering and maintaining all timesheets.  All timesheets, along with other personnel information, needs to be kept for 7 years.  

1. Daily - Corpsmembers fill in daily time sheets that are collected on a bi-weekly basis.  
2. Bi-weekly - Crew Leaders sign and approve the corpsmembers hours and submit them to the Regional Recruiting Coordinator.  Recruiting Coordinators then sign timesheets and submit approved timesheets to business staff for payroll purposes; timesheets are then filed in the business office.  

Enrollment & Orientation

· All AmeriCorps members must receive an orientation and each region needs to develop an agenda that they will use for their AmeriCorps orientation.  Please make sure the members have access to information pertaining to the management and use of the AmeriCorps award.

· Each member folder must include a completed Member File Checklist that indicates the date that the individual attended the mandatory orientation. You must ALSO mark orientation attendance on the timesheets of that pay period.    
· Proof of citizenship MUST be in a member’s file.  Do not enroll an individual until you have Proof of Citizenship.

· Social Security Cards are REQUIRED for any individual enrolled in AmeriCorps through the Corps Network, even if they have other appropriate identification. 

· All members need to sign an AmeriCorps contract.
Criminal Background Checks

All grant-funded staff, individuals that will be receiving an AmeriCorps award or any staff having interaction with AmeriCorps members must have a criminal history check, sexual offender registry check and be FBI fingerprinted, if they have access to vulnerable populations, before they start their term of service.  Any individual with a sexual offense on their record or who has been convicted of murder will be disqualified from the AmeriCorps program.  

Use the following guidelines for the decision making process for individuals who have a non-sexual offense criminal records 
Any background check that indicates that a potential employee has a criminal background will be reviewed by the regional Program Director and Executive Director.  Any individual with a past sexual offense or a murder conviction will be immediately disqualified from employment. Other crimes will be reviewed on a case by case basis, using the statement below, to guide the decision making process.  
SCC Statement on Criminal Backgrounds

SCC is committed to helping young adults through the process of positive life change and has an interest in helping individuals engage in self-improvement.  However, SCC will not tolerate behaviors that could cause harm to other employees, damage SCC’s professional reputation or threaten a safe crew environment.  It is the responsibility of the employee or Americorps participant to inform SCC of any subsequent infraction that would cause a  background check or driver’s check to be negative and outside acceptable  parameters that SCC has established.
Performance Review/Evaluations
Performance reviews must be completed for every AmeriCorps member.  Recruiting Coordinators are responsible for managing and collecting all performance reviews to insure they are in compliance with AmeriCorps regulations. 
· Minimum Requirements: 

300/450 hr – End of Service Review

900 hr – Mid-term & End of Service Review

1700 hr – Mid-term & End of Service Review

· End of Service Reviews MUST contain the total number of hours completed by the member. 

· The mid-term and end of service reviews must be done in the standard SCC format, based on the SCC Corpsmember competencies.  The member self-evaluation can be used with the review process of regions choose to do so, however, this is not required for AmeriCorps. 
· Please see the Resource section for questions that are REQUIRED to be in all evaluations

30 Day Rule
We have 30 days for the entrance/approval process and 30 days for the exit/approval process.  We need to make sure that we enter all of the AmeriCorps members in within the times outlined in the SCC AmeriCorps Policies and Procedures to ensure that The Corps Network/CYCA has enough time to approve members. 

Change of Term
· You can increase a member’s term of service within 90 days of enrollment.
· You can decrease a member’s term of service within 30 days of enrollment.

Change of Status/Suspension
If it becomes evident that a member will not be able to participate in the program for an extended period of time due to family emergencies, health problems, or other circumstances un-related to the position we need to suspend them in eGrants.  If suspended, we need to insure that there is a plan for them to return to make up the rest of their hours.  Otherwise, we need exit them early with a partial award or exit them with no award.  Members should not be suspended for minor attendance issues.  

Early Exits/Partial Award
When a member exits early for a valid reason, there needs to be documentation in their file justifying their early departure. A Partial Award Form must be completed and put in their file.
· If it is a medical reason, there needs to be a doctor’s note.
· If it is for meaningful employment, there needs to be an explanation in their file outlining their next place of employment.
Disbursement of a Living Allowance & Fines
What do we call the compensation that members and leaders receive for their service?

All SCC members and leaders receiving a weekly living allowance.  The weekly living allowance may be subject to a meal deduction.  All SCC members and crew leaders are paid a weekly living allowance.  The living allowance ranges from $300 to $565 per week depending on position and living situation.  

How is a living allowance disbursed?

A living allowance is not an hourly wage and SCC must not disburse a living allowance on an hourly basis.  Living allowances are disbursed every two weeks 

Do we treat AmeriCorps members different than non-AmeriCorps members in regards to the living allowance?

No, all members and leaders receive a living allowance that is based only a weekly rate, not an hourly wage.  

What happens when a member misses a portion of the week due to legitimate illness or personal circumstance?  

A member will receive their full living allowance even if they miss 1-3 days of any given week of service.   This applies to AmeriCorps and non-AmeriCorps participants and assumes that the reasons that they missed were legitimate.  They will receive their full living allowance but may not accrue AmeriCorps hours during this period of time. (The YCC members may be treated slightly differently due to the specific nature of that funding source).  
What happens when a member misses a portion of a week due to potentially illegitimate illness or personal circumstance?  

We still need to pay the full living allowance to the member if they miss a portion of the week until we take one of the two courses of action listed below:

 If a member is consistently late and/or has unauthorized leaves of absence we can impose a reasonable fine as a minor disciplinary action procedure.  A doctor’s note can be required to prove illness if the individuals sickness/ability to participate is questionable.  Any member that reaches the point of being fined for minor disciplinary problems must complete a Performance Improvement Contract.  Fines will be assessed starting at $20 for the first occurrence, $40 for the 2nd occurrence and $60 for any subsequent occurrences.  

Fines vs. suspension - what is the difference?

Fines can be when a participant is not following the guidelines established in the Corpsmember contract, especially in circumstances where attendance is an issue.  Suspension is used when it is clear that a Corpsmember will be unable to participate in the program for an extended period of time due to personal, family, medical, etc. circumstances.  
What happens when a participant has to leave the program for an extended period of time (over 1 week)?

If they are an AmeriCorps member we need to suspend them in eGrants.  When they are suspended they cannot accrue service hours and do not have to be paid a weekly stipend.  If they are non-AmeriCorps we can discontinue paying them their weekly stipend until they return to the program.  
Can we withhold member living allowances if they fail to submit a timesheet?

A program may temporarily withhold a member’s living allowance if the member has failed to submit timesheets. The member agreement must clearly state the policy, and the withholding must be temporary, and not result in the program docking the member’s living allowance.

When is a member or leader subject to a meal deduction?  

A member is subject to a meal deduction when all meals and food are provided for by SCC.  Generally, all of our field based crews receive meal deductions.  

Program Reporting and Monitoring
Program Reporting

All AmeriCorps grants have yearly progress reporting requirements; some grants also require mid-year reporting.  Progress reports are generally due to the Corporation for National Service the 1st Monday of December every year.  If more than one region is participating in an AmeriCorps grant, all of the reporting will be collected and submitted centrally unless otherwise indicated in communication between regional and central staff.  Central staff will distribute a yearly calendar detailing the dates that specific program reports will need to be submitted to the central staff.
Program Monitoring  

All regions are required to track progress toward the performance measures and program objectives throughout the year.  Regional staff members need to insure that project documentation and sponsor evaluation documents are collected on a timely manner, member training is completed/recorded and appropriate data is being collected.  Each year, central staff will distribute performance measures and program objectives that SCC must meet.  It is the responsibility of each region to insure that we are going to meet these specific measures.  If the measures, for any reason, the measures will not be met please alert central staff immediately changes can be made appropriately if possible.  
Training Policy 
All individuals participating in the Southwest Conservation Corps will receive training in three basic areas: orientation, outdoor skills education, job skills development.  The specific breakdown of hours spent in each area will differ depending on the members commitment level, the program they are participating in and the specific projects they complete.  Generally, the longer serving members receive a higher percentage of job skills development because the programs they participate in are specifically focused on preparing them for future employment opportunities. 

All grants require that no more than 20% of the member’s time is spent on training.    The Corps Network EAP grant requires that members complete at least 5 different trainings during the term of service with SCC.  SCC central staff will inform regional staff if there of specific training requirements on a yearly basis.  Training/education hours must be tracked on all timesheets separately from other hours.  


RESOURCES

SCC AmeriCorps Orientation

SCC has a general orientation Powerpoint for AmeriCorps orientation.  Please ask if you don’t have a copy.  You can also find additional resources at:  http://www.americorpsconnect.org/content/americorps101.

Orientation must include:

· Enhance members' security and sensitivity to the community 
· Cover member rights and responsibilities, including 
· Release from terms of service/suspension and termination 
· Prohibited activities 
· Nondiscrimination issues (including sexual harassment) 
· Need to remain Drug-Free because AmeriCorps falls under the Drug-Free Workplace Act
· Grievance procedures 
· Overview and introduction to My AmeriCorps
In addition, the orientation should include the following:
· Overview of AmeriCorps 
· SCC’s organization's mission/goals 
· Member benefits 
· Member Handbook
· Allowable and Prohibited Activities
· Member Conduct
· Disciplinary Procedures
· Member Development (education, Lifeskills, etc.)

· Timesheets and other Reporting
· Evaluations and Member Surveys
· Other Corps Information
Evaluation Requirements
Mid-term Evaluation Requirements – required for all PT & FT members
· Name
· Enrollment Date
· Length of Member Term
· Member Signature & Supervisor Signature with dates
· Required Questions:  
1. An “in person” evaluation has been conducted.  I certify that the member has: Completed ________hours served as of today.  If number of hours isn’t on target, what plan do you have for ensuring the member will be able to complete the hours in the required time?
2. Has the member has satisfactorily completed assignments thus far?  ( Yes      ( No

3. Has the member thus far met other performance criteria that were clearly communicated at the beginning of the term of service?    ( Yes      ( No

End of Term Evaluation Requirements – required for ALL members
· Name

· Enrollment Date

· Length of Member Term

· Member Signature & Supervisor Signature with dates
· Required Questions: 
1. An “in person” evaluation has been conducted.  As of today the member has completed ____________ hours.  
2.  The member will complete the required hours by the end of the term (Y or N)
3. Has the member satisfactorily completed assignments?  ( Yes      ( No
4. Has the member met other performance criteria that were clearly communicated at the beginning of the term of service?    ( Yes      ( No
5. If this is the first AmeriCorps term for this member, based on performance this term, is this member eligible for a second term in your Corps or another AmeriCorps program?   ( Yes      ( No  If no, explain: Member Signature_______________                                                                                          
6. To be completed on Date of Exit:  Member Exit Date:_____    Total Hrs Completed:______Supervisor Signature:_______________   Date: _________
Prohibited Activities
While charging time to the AmeriCorps program, accumulating service or training hours, or otherwise performing activities supported by the AmeriCorps program or the Corporation, staff and members may not engage in the following activities: 
(1) Attempting to influence legislation; 

(2) Organizing or engaging in protests, petitions, boycotts, or strikes; 

(3) Assisting, promoting, or deterring union organizing; 

(4) Impairing existing contracts for services or collective bargaining agreements; 

(5) Engaging in partisan political activities, or other activities designed to influence the outcome of an election to any public office; 

(6) Participating in, or endorsing, events or activities that are likely to include advocacy for or against political parties, political platforms, political candidates, proposed legislation, or elected officials;

(7) Engaging in religious instruction, conducting worship services, providing instruction as part of a program that includes mandatory religious instruction or worship, constructing or operating facilities devoted to religious instruction or worship, maintaining facilities primarily or inherently devoted to religious instruction or worship, or engaging in any form of religious proselytization; 

(8) Providing a direct benefit to: a business organized for profit, a labor union or a partisan political organization; 

Individuals may exercise their rights as private citizens and may participate in the activities listed above on their initiative, on non-AmeriCorps time, and using non-Corporation funds. Individuals should not wear the AmeriCorps logo while doing so.
Use of AmeriCorps members as Crew Leaders
Crew Leaders are not permitted to act in a staff capacity. Supervising members is a staff responsibility. Crew Leaders must not be responsible for program development and coordination. They may assist by providing information and resources on best practices or by helping to develop portions of the program such as the training curriculum. In essence, under no circumstances should an AmeriCorps member serving as a Crew Leader be the individual legally responsible for the program or other members.

The Crew Leader position description should predominantly include activities that involve them in performing direct service or providing support to members engaged in direct service.  The program offices from the Corporation for National Service may request AmeriCorps leader job descriptions.  Thus, it is important that our CLDP job descriptions clearly define roles and responsibilities that fit within parameters listed below.  

Examples of allowable AmeriCorps Member Leader activities:

· working alongside members performing direct service, to serve as a model and to provide on the spot assistance;

· training members & providing guidance to members;

· providing support to members, including reflection exercises, conflict resolution, advice for transitioning out of AmeriCorps, etc.;

· arranging member development activities;

· building a sense of esprit de corps and general team cohesion among members;

· leading monthly/weekly meeting of members, leading and facilitating team service projects;

· working with the community to develop partnerships, including community volunteers, that will support the members’ projects; and

· communicating with program staff, site supervisors, and other members to ensure the execution of a quality program that is consistent with the AmeriCorps provisions.

· raising funds or in-kind contributions in direct support of specific AmeriCorps projects, such as team service projects. 
· participating in recruitment activities for new members.

Examples of unallowable AmeriCorps Member Leader activities:

· signing member timesheets;

· evaluating member performance;

· disciplining AmeriCorps members;

· enrolling/dismissing AmeriCorps members;

· writing and/or signing program reports;

· managing the program’s payroll and budget
 AmeriCorps Term Limits
AmeriCorps rules changed in 2010 to allow individuals to serve more than two AmeriCorps terms.  The rule was changed to allow an individual to receive an aggregate value of two full full-time service awards of per lifetime, with a maximum of four terms of service allowable overall.  Values of the education award are determined by the year(s) the member served and length of service.  eGrants will calculate these values for each individual, additional information is available about these calculations from SCC staff and the Corps Network.  

 About Forbearance, Voucher Payment & Interest Accrual Forms
 Forbearance and interest accrual payments are two separate areas.  In order to have a loan placed in forbearance, a member must be working toward earning an education award.  Any term type (Full Time, Half Time, etc) is ok as long as the member will receive an award upon successful completion of the service.  The member can either request that a loan be placed in forbearance through My AmeriCorps or by submitting a paper form. My AmeriCorps would provide a faster turnaround time.

After an education award is granted to a member, the member can submit a request to have the interest on qualified student loans that accumulated while the member was serving paid by the National Service Trust.  If the member served in a Full Time term, the full interest that accrued would be paid.  If the member served in any other type of term, a portion of the interest would be paid.  Again, this can be done through My AmeriCorps or by submitting a paper form. My AmeriCorps would provide a faster turnaround time.

Forbearance Forms - Paper Forbearance Process
1. Download a copy of the form from the E-Grants homepage.
2. Ask the member to complete the ‘member’s section’, including the lender’s name and address.  All entries MUST be legible.
3. Check the form for completeness and accuracy (especially the member’s name, SSN, and service dates) and for legibility (especially the lender’s name and address).
4. In the portion labeled ‘for completion by the authorized program official’ enter your program’s name and address.  You may wish to use a stamp or label for this.
5. Sign the form.  You may wish to use a signature stamp and date.
6. Forward one copy to the lender and keep one copy in the member’s file for reference.

Voucher Payment Request Form
The Corporation for National Service recently changed their policy regarding how you redeem your education award.  They are now only issuing Education Award vouchers via their online system.  If you do not have access to the internet to redeem your award via their online system please call the number below and they can assist you.  You MUST contact them either via phone or the internet to receive your award!  Please realize that you will not be able to access or redeem your award immediately; it usually takes at least a month, from your end date, for SCC and the National Trust to process all of your information.  If you have any problems please do not hesitate to contact us. 
How to redeem you Education Award: 

1. Go to https://my.americorps.gov/mp/login.do
2. Near the bottom of the page, click 


Register to create a new Member/Alum account
3. Create your account, click “Submit”
You now have an AmeriCorps profile and should be able to login to your AmeriCorps portal and access your Education Award information from the login page.  If you need to redeem your voucher via phone: Hotline at (888) 507-5962 or email edawardvoucher@cns.gov. They will need to provide their Name (as entered in E-Grants), SSN, Address, and Phone Number including the area code.  They may also send their change of address to this email box.

 

Interest Accrual Payment Form 
The member will fill out the Member Section.  Complete address, SSN, and their service dates.  Their Service Dates should be as close as possible, this is very important.  The start date should be the actual date they started; the End Date because it should not be more than a 30-day window, if so, the form will be voided and sent back to the member.  Note:  Members should fill out a separate Interest Form for each term they are serving.  Reason for this is that if there is a problem with the 2nd term the 1st one will not be held up for payment.
 

The Member then sends the Interest Form to the Lender to fill out the Loan Holder Section.  The lender will also fill in a dollar amount and other information that is needed.  As above, the authorized representative signs and dates the voucher and sends it to the Trust.

Recruiting Information for AmeriCorps Members

AmeriCorps members are recruited using national and local outreach.  SCC believes in the important of engaging individuals that may be considered a “risk” but may significantly benefit from the experience.  Such individuals may have had past difficulties with school, employment, the law, or family/social life but may need and benefit the opportunity to engage with others, learn new skills and be part of a crew environment that provides support and direction.   
SCC recruits individuals using national job websites, such as Coolworks and Backdoor jobs, advertises locally, posts all descriptions on the SCC website and uses social networking to help spread the word about opportunities at SCC.  Climate Corps and VISTA positions are also posted on eGrants.  Please see Amy if you need any help posting on eGrants.  

Online Resources
Below are some resources that are extremely valuable to you, as AmeriCorps program managers, and websites that are valuable for AmeriCorps Members.

AmeriCorps Resources Page for Program Staff:
www.americorpsconnect.org
MyAmeriCorps Login:
https://my.americorps.gov/mp/login.do
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