Program
Program Name Logo

PURPOSE

The purpose of this agreement is to delineate the terms, conditions, and rules of membership regarding
the participation of (Member Name) (hereafter called the “member”) in the (Program Name) AmeriCorps
Program (hereafter called the “Program”).

The member understands that by participating in the Program, the member does not become an
employee of the (Company Name). Any benefits received by the member or allowances paid to the
member are paid and provided only by and to the extent of the terms of a grant provided through the
Corporation for National and Community Service.

MINIMUM QUALIFICATIONS

The member certifies that he/she is:

o A citizen of the United States, a United States national, or a legal permanent resident of the United
States,

o Atleast 17 years of age as of the first day of service,

¢ Has obtained a high school diploma or GED (or agrees to obtain a high school diploma or GED before
using an education award).

e The member must satisfactorily pass a criminal background check and DCFS CANTS check before
entering the Program. If circumstances are warranted that another check should be done within the
program year, the member must also pass that check to remain in the program. Failure to pass that
check is grounds to be terminated for cause.

(Programs may change qualification in age or education requirement to meet the needs of the Program)

TERMS OF SERVICE
A. The member’s term of service begins (enter start/end dates). The program and the member may
agree to extend this term of service, in writing, for the following reasons:
1. The member’s service has been suspended due to compelling personal circumstances.
2. The member’s service has been terminated, but a grievance procedure has resulted in
reinstatement.

B. The member will complete a minimum of:
] Full-time Member serving at least 1700 hours.
[] Part-time Member serving at least 900 hours.
[ ] Quarter-time Member serving at least 450 hours.
[ ] Minimum-time Member serving at least 300 hours.
C. To be eligible for the education award, the member must successfully complete the term of

service by completing at least ( ) hours of service and satisfactorily completing pre-service
training and the appropriate education/training.
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D.

E.

To be eligible to serve a second term of service the member must receive satisfactory
performance reviews for any previous term of service. The member’s eligibility for a second term
of service with this program will be based on a 12-week, mid-term and end-of-term evaluation of
the member’s performance. Transferring to another site during the term of service is not
permissible. If a member puts in a request to serve a second term of service, and is invited to
serve on the team for Year Two, a change of service site can then be made.

Eligibility for an additional term of service does not guarantee selection or placement.

POSITION DESCRIPTION
The member’'s immediate site supervisor shall be ( Name ). The member shall also report to
(Name of Program Director), AmeriCorps Program Director for the (Name of Program).

The member shall perform service hours as described in the detailed position description found in

Attachment A.
BENEFITS
The member will receive from the program the following benefits:
A. Living Allowance
¢ Aliving allowance totaling (__$_) during the term of service for the member’s
(Eull/Part/Quarter/Min-time) participation in AmeriCorps.
e The living allowance is taxable income of the member.
e The living allowance will be disbursed by the program (list pay arrangements here).
¢ The living allowance is not an hourly wage or a salary. The member is not an employee of the
Program.
e The member must satisfactorily complete the hours as documented in weekly time sheets and
weekly activity reports.
e The member will receive the same prorated amount of living allowance for each period,
regardless of the number of hours served during that period, unless on suspension in the
Corporation for National and Community Services’ Web-Based Reporting System (WBRS).
o If the member is called for jury duty, he or she will continue to accrue normal service hours and
receive the living allowance and health benefits.
o Members with military reservist responsibilities should attempt to fulfill their two-week annual
active duty requirement when it will not disrupt their AmeriCorps service. If this is not possible,
members will receive AmeriCorps service hour credit during their two-weeks of active duty in the
reserves. No AmeriCorps service credit is earned for the once-a-month duty weekend service in
the military reserves.
B. Health Care Insurance
The Program will provide health care insurance during the term of service for the member (single
coverage only, no family plan is available). The member is responsible for any co-payments or
deductibles. All fulltime AmeriCorps members who are not currently covered by another health
care program are eligible to receive benefits.
C. Child Care Allowance
If applicable, a childcare allowance will be provided by the National Association of Child Care
Resources and Referral Agencies (NACCRRA) directly to the member-identified provider, if the
member qualifies for the allowance.
D. Educational Award

e Upon successful completion of the member’s term of service, the member will receive an
education award from the National Service Trust in the amount of $ . The education
award can be used toward:

a. The cost of attending a Title IV institution of higher education.

b. The balance on an existing federally insured student loan.
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C. The cost of attending a qualified vocational school.
d. The cost of participating in an approved school-to-work program.

e The member must use the education award within seven years of the completion of the
AmeriCorps service. The member may apply to the National Service Trust for an extension if,
during the seven-year period, the member performs another term of service of an approved
AmeriCorps position or was unavoidably prevented from using the award.

o Education awards are subject to income taxes in the year in which they are used.

e The member understands that his/her failure to disclose to the program any history of having
been released for cause from another AmeriCorps program will render him/her ineligible to
receive the education award.

¢ The education award is non-transferable.

o Prior to using the education award, the member must (if he/she has not already done so)
obtain a high school diploma or its equivalent. This requirement may be waived if the member is
enrolled in an institution of higher education on an ability to benefit basis or if the program waives
the requirement due to the result of the member’s education assessment.

e The member may be eligible for a prorated education award if the member is released due to
compelling personal circumstances and has completed at least 15% of their total hours of service.
If the member is released without a compelling reason, the member will receive no portion of the
education award.

o A member may only attempt to earn two education awards in his/her lifetime, regardless of the
length of the term of service. A part-time education award counts as one education award. Even
if a member does not complete his/her service requirement and does not earn an education
award, that term counts as one of two lifetime opportunities to earn the educational award.

E. Loan Forbearance
The member is eligible to have the repayment of certain student loans postponed during their
term of service. Members must request forbearance from their loan holders with the National
Service Forbearance Request Form. The National Service Trust does not grant forbearances;
the loan holders do. Members whose loans are in current default status are not eligible for this
benefit.

F. Loan Forbearance and Interest Payments
If the member has received forbearance on a qualified student loan during the term of service,
upon completion, the National Service Trust will repay a portion or all of the interest that accrued
on the loan during the term of service. However, if the member leaves for non-compelling
reasons, even if the loan was in forbearance, the Trust will not pay the interest. The interest paid
will be taxed as income.

VI. RULES OF CONDUCT
A. Prohibited Activities
While charging time to the AmeriCorps Program, accumulating service or training hours, or
otherwise performing activities associated with the AmeriCorps Program or the Corporation,
members may not engage in the following activities:
Attempting to influence legislation.
Organizing or engaging in protests, petitions, boycotts, or strikes.
Assisting, promoting or deterring union organizing.
Impairing existing contracts for services or collective bargaining agreements.
Engaging in partisan political activities or other activities designed to influence the outcome
of an election to any public office.
e 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.
e Engaging in religious instruction; conducting worship services; providing instruction as part
of a program that includes mandatory religious instruction or worship; constructing or
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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. Acknowledging that religious and political activities play a positive role in
healthy communities, it is important that AmeriCorps members do not appear to be taking
sides religiously or politically. AmeriCorps members are free to pursue these activities on
their own initiative, on non-AmeriCorps time, and using non-AmeriCorps funds. The
AmeriCorps logo should not be worn while doing so.

¢ Providing a direct benefit to a for-profit entity; a labor union; a partisan political
organization; an organization engaged in the religious activities described in the preceding
clause; or a nonprofit entity that fails to comply with the restrictions contained in section
501(c)(3) of the U.S. Code Title 26.

o Voter registration activities.

¢ Raising funds for his/her living allowance; raising funds for an organization’s operating
expenses or endowment; or writing a grant application for funding provided by a federal
agency.

e Other activities that the Corporation for National and Community Service or the Program
determine to be prohibited, upon notice to the Partner Agency.

B. Code of Conduct
The member is expected to, at all times while acting in an official capacity as an AmeriCorps
member:
e Demonstrate mutual respect towards others.
¢ Follow the directions of the AmeriCorps Program office and Host Site.
e Have a neat and clean appearance and wear attire appropriate for the work site and activity.
When on AmeriCorps time, the member should wear one or more pieces of service gear, even if
it is just the pin. Wearing the AmeriCorps shirt is especially important when working on a
community service day project.
e Conduct himself or herself in a manner exemplary as a role model to youth and others and in
compliance with AmeriCorps standards.
o Direct concerns, problems and suggestions to his or her Site Supervisor.
o Keep the Site Supervisor informed of his/her schedule and activities during service hours and
report changes in a timely manner so the appropriate action can be taken to cover or reschedule
activities.
¢ Keep confidential and proprietary information strictly confidential, consistent with state and
federal laws.

eThe member understands that the following acts also constitute a violation of the Program’s
rules of conduct: (Programs may make changes to acceptable conduct based on their Program,
however, it must be included in the contract).
a. Unauthorized tardiness.
b. Unauthorized absences.
c. Ingesting or being under the influence of alcoholic beverages or any illegal drugs during
the performance of service activities.
d. Repeated use of inappropriate language (i.e. profanity) at a service site.
e. Failure to wear appropriate clothing at worksite and when participating in service
assignments.
Performing personal business, such as making excessive phone calls or running errands,
during AmeriCorps service hours.
Stealing, lying or falsifying AmeriCorps reports.
Inappropriate or unprofessional behavior.
Destroying or defacing any Program property or service site property.
Refusing to follow the Site Supervisor or Program Director’s instructions.
Failure to notify the Program of any criminal arrest or conviction that occurs during the
term of service.
I.  Assault on another person while on service assignment or off duty.

—h
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VII.

C.

m. Possession of a weapon while on service assignment.

Failure to follow the rules and regulations set in this contract.

0. Falsifying critical information (especially information related to eligibility) during the
application process or during the term of service.

>

Drug Free Workplace
Members will be expected to adhere to all provisions of service in a drug-free workplace in
accordance with the Drug-Free Workplace Act, 41 U.S.C. 701 et seq., implementing regulations,
45 C.F.R. 2542;
As a member you are hereby notified that:
i The unlawful manufacture, distribution, dispensation, possession or use of
a controlled substance is prohibited in the workplace and Program;
ii. Conviction of any criminal drug statute must be reported immediately to the
Program Site Supervisor;
iii. The member’s participation is conditioned upon compliance with the notice
requirements; and
iv. Certain actions will be taken against members for violations of such
prohibitions.

Criminal Drug Convictions

As a member you must notify the Program Site Supervisor in writing of any criminal drug
convictions for a violation occurring in the workplace or during the performance of project
activities no later than 5 days after such a conviction. The Program Site Supervisor must take
appropriate action up to and including termination or member release for cause consistent with
the Corporations’ rules of termination and suspension of service

Disciplinary Action

For violating the above stated rules of conduct, as well as the policies and procedures stated

in this agreement, the Program will take the following action for those infractions where the

Program sees the possibility of reversing the behavior:

a. For the member’s first offense, the AmeriCorps Program Director (or other appropriate
program official) will issue a verbal warning to the member, documented in the member’s
file.

b. For the member's second offense, the AmeriCorps Program Director (or other
appropriate program official) will issue a written warning and reprimand the member, a
copy of which will be put in the member's file.

c. For the member’s third offense, the member may be suspended for one day or more
without compensation and will not receive credit for any service hours missed,
documented in the member’s file.

d. For the fourth offense, the program may release the member for cause.

Suspension

The Program Site Supervisor may temporarily suspend or impose fines on a member for minor
disciplinary reasons, such as chronic tardiness. If the member is charged with a violent Felony or
sale or distribution of a controlled substance, or convicted of possession of a controlled
substance, the Program Site Supervisor must suspend the member without any AmeriCorps
benefits, including living allowance, and without receiving credit for hours missed.

RELEASE FROM TERMS OF SERVICE
The member may be released from his or her term of service for the following reasons:

A.

Release for Cause

Members exiting the program for cause will cease to receive the living stipend, the health
care benefits and the child care benefits and will receive no portion of their education award.
The program will release the member for cause for the following reasons:
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eThe member has dropped out of the program without obtaining a release for compelling
personal circumstances from the appropriate program official.
e During the term of service the member has been convicted of a violent felony or the sale or
distribution of a controlled substance.
e The Host Site requests that the member be terminated from service at the site.
e The member has committed any of the offenses listed below:
1. Engaging in any activity that may physically or emotionally damage other
members of the program or people in the community.
2. Unlawful manufacture, distribution, dispensation, possession or use of any
controlled substance or illegal drugs during the term of service.
3. Consuming alcoholic beverages during the performance of service activities.
4. Being under the influence of alcohol or any illegal drugs during the
performance of service activities.
o Any other serious breach that in the judgement of the Program staff or Host Site would
undermine the effectiveness of the program.

B. Release for Compelling Personal Circumstances
Members exiting the program because of compelling personal reasons will cease to receive
the living stipend, the health care benefits and the child care benefits, but members will
receive a prorated education award, provided the member has completed at least 15 percent
of the hours needed to complete the term of service. The Program may release the member
from the term of service for compelling personal circumstances if the member demonstrates
that:
e The member has a disability or serious illness that makes completing the term impossible.
e There is a serious injury, iliness, or death of a family member, which makes completing the

term unreasonably difficult or impossible for the member.

e The member has military service obligations.
e The member has accepted an opportunity to make the transition from welfare to work; or
e Some other unforeseeable circumstance beyond the member’s control makes it impossible
or unreasonably difficult for the member to complete the term of service, such as a natural
disaster, relocation of a spouse, or the non-renewal or premature closing of the Program.

A member who wishes to be released from service for compelling personal circumstances is

required to do the following before the final living allowance check can be received:

¢ Discuss the terms of the release with the Program Director;

o Provide a written letter outlining the reason the member wishes to be released from the
program; and

e Complete an exit form.

VIIl. GRIEVANCE PROCEDURES

(All programs must establish a grievance procedure for members. The timeframes below are
mandated. Programs should provide more detailed procedures for their specific programs.)

In the event that informal efforts to resolve disputes are unsuccessful, AmeriCorps members may seek
resolution through the following grievance procedures. These procedures are intended to apply to
service-related issues, such as assignments, evaluation, suspensions, or release for cause. All
grievances that allege fraud or criminal activity must be brought to the attention of the Corporation for
National and Community Service.

¢ A grievance must be filed within one year of the alleged occurrence.
e A grievance hearing will be held no later than 30 days after the filing of the grievance. This timeframe
may only be extended by written agreement of both parties.
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XI.

e Prior to the hearing, one or more pre-hearing conferences will be arranged by the Program. The pre-
hearing conference is intended to facilitate a mutually agreeable resolution of the matter to make a
hearing unnecessary or to narrow the issues to be decided at the hearing.

e The person conducting the hearing may not have participated in any previous decisions concerning the
issue in dispute.

e A written decision to the hearing will be made no later than 60 days after the initial filing of the
grievance.

e The grievant can request binding arbitration if decision is adverse to the grievant or if the decision is not
reached within 60 calendar days. The arbitrator must be independent and selected by mutual consent
of the parties involved. If the parties cannot agree on the arbitrator, the lllinois Commission on
Volunteerism and Community Service (ICVCS) will appoint one within 15 days of receiving the request.

e The arbitration proceeding must be held no later than 45 days after the request for arbitration, and no
later than 30 days after the arbitrator's appointment. An arbitration decision must be made within 30
days after the commencement of arbitration proceedings.

e The cost of arbitration must be divided evenly between the parties, unless the aggrieved party prevails,
in which case the program must pay the total cost of the proceedings as well as the prevailing party’s
attorney fees.

UNEMPLOYMENT BENEFITS

Members understand that they do not qualify to receive unemployment benefits after the completion of
their term of service or their release from the Program. Members agree not to apply for unemployment
benefits from the Program following their term of service.

AMENDMENTS TO THIS AGREEMENT
This agreement may be changed or revised only by written consent by both parties.

AUTHORIZATION
The member and Program hereby acknowledge by their signatures that they have read, understand, and

agree to all terms and conditions of this agreement.

AmeriCorps Member Date

Program Director Date

For Parent or Guardian of a member under 18 years of age, who is a high school graduate:

| have reviewed this Agreement of Participation document, and understand the responsibilities and
benefits. | authorize my son/daughter/legal ward to participate in the Program name AmeriCorps
Program.

Signature of Parent or Guardian Date

G:\PMSS\DRyan Posting Folder\AmeriCorp Manual 2011\Attachments\9. Member Service 7
Agreement Template.doc



