Southwest Conservation Corps 
Member Admissions Tracking

Last Name: ________________________________

First Name: ____________________________________________
Admit Date: _________________________________

Position Entering:  Crew Member / Other: ____________
Crew #: ___________
Start Date: _________
Anticipated End Date: ___________
Hours: ____________
Internal Early Admissions Tasks (Pre-Start – Mid Term)
	Completed, Sent or Updated In Database (if app)
	Item
	Comments
	Timeline

	
	Offer Phone Call w/ Instructions on Paperwork
	MUST electronically return paperwork. 
	3 weeks prior to start or earlier

	
	Application & Member File entered in Database
	Don’t forget to make active!!!
	Prior to start date

	
	NSOPR Ran & Confirmed
	If “hit” occurs, follow up with more info/id.
	Prior to start date

	
	Driver’s Record Ran
	If not insurable, have agreement ready for start day
	Prior to start date

	
	Review Medical Form
	
	1 week prior t start date

	
	Member’s Payroll File is created
	
	Prior to start date

	
	W4 processed
	
	Prior to start date

	
	Child Care/Health Care
	Full Time Members only
	Prior to start date

	
	E-Verify processed
	
	Up to 3 days after start

	
	Mid-Season Audit
	Randomly chosen active member files
	Mid-Season

	
	Continuation Evaluation
	Circle:  Continuing   NOT Continuing Unsure
	2 weeks before exit

	
	Mid-Season Evaluation
	
	Mid-Season


Returned & Completed Admissions Documents
	Returned to SCC
	DataBase, sent or filed
	Item
	Comments
	Timeline

	
	
	SCC Member Agreement
	
	w/ Electronic return

	
	
	Drivers Insurability Form
	
	w/ Electronic return

	
	
	FBI Fingerprint Card
	
	w/ Electronic return or Orientation

	
	
	State Repository Background Application 
	
	w/ Electronic return or Orientation

	
	
	W4
	
	w/ Electronic return

	
	
	A4 (Arizona only)
	
	w/ Electronic return

	
	
	I-9 
	Parent Signature if under 18years
	w/ Electronic return- orgn  sign at orientation

	
	
	Copies of Social Security Card, Driver’s License AND Passport (Substitute Passport for Birth Certificate)
	
	w/ Electronic return – bring orgn to orientation

	
	
	Direct Deposit Form w/ voided check (encouraged!)
	Attach voided check?    Yes     No
	w/ Electronic return

	
	
	Medical History Form
	
	w/ Electronic return

	
	
	Child Care/Health Care
	Report to AmeriCorp
	w/ Electronic return

	
	
	Original ID’s were shown on-site
	
	Orientation

	
	
	AmeriCorp Agreement ACCORDING TO THEIR POSITION DESCRIPTION
	
	Orientation

	
	
	AmeriCorp Verification Form
	
	Orientation

	
	
	National Service Trust Enrollment Form
	
	Orientation

	
	
	HR Plus Application
	If working with a vulnerable population.
	Orientation

	
	
	E-Grants Enrollment
	
	2 weeks after start


Early Exit (if applicable)

	Completed & Updated In Database (if app)
	Item
	Comments
	Timeline

	
	Certification Documents
	Upload ALL to the Database under Member
	As soon as received

	
	Program Survey
	File in…?
	optional

	
	Final Evaluation
	
	At Exit

	
	AmeriCorps Exit Form
	
	At Exit

	
	Driver’s Insurance Cancelled
	FT AC’s only
	w/in 1 wk of exit

	
	Health Insurance Cancelled
	FT AC’s only
	w/in 1 wk of exit

	FINAL DATABASE REVIEW*
All Necessary Documents are Uploaded AND the Member’s Profile is Updated.

Staff Approved: _____________________________   Date: ______________   Total Hours Completed: 


Exit and Beyond

	Completed & Updated In Database (if app)
	Item
	Comments
	Timeline

	
	Certification Documents
	Upload ALL to the Database under Member
	As soon as received

	
	Program Survey
	File in…?
	Exit date

	
	Final Evaluation
	
	Exit date

	
	AmeriCorps Exit Form
	
	Exit Date

	
	Driver’s Insurance Cancelled
	
	w/in 1 wk of exit

	
	Health Insurance Cancelled
	
	w/in 1 wk of exit

	FINAL DATABASE REVIEW*
All Necessary Documents are Uploaded AND the Member’s Profile is Updated.

Staff Approved: _____________________________   Date: ______________   Total Hours Completed: 


*WHEN COMPLETED, FILE THIS CHECKLIST IN THE MEMBERS PAYROLL FILE & SHRED ALL OTHER PAPERWORK IN MEMBER FILE.
<COMPLETE HIGHLIGHTED LINES FOR AMERICORP MEMBERS ONLY>
Notes: 


