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	REVIEW INFORMATION

	Legal  Applicant:      
	Program Name:      
	Reviewer:                

	Program Year:          
	
	Date of Review:      

	MODULE CONTENTS

	Section 1.0 | Member Timesheet        Section 2.0 | Member Service Agreement        Section 3.0 | Organization Chart     

Section 4.0 | Member Living Allowance Pay Schedule         Section 5.0 | Additional Forms with Member Signatures        Appendix A | Grievance Procedure

	TYPE OF REVIEW (check one)

	 FORMCHECKBOX 
 Full Review – A full review inclusive of all items in this module is conducted on programs in Year 1 of each grant cycle. A full review may also be conducted if a 

program has had compliance issues with member documents and requires additional review. 

	 FORMCHECKBOX 
 Limited Scope - A limited scope review is conducted on programs that are in Year 2 or 3 of operating their program within a given grant cycle. A limited scope review only includes a review of any changes programs have made to their start-up member documents and any problem areas from the previous years, as applicable. 


1.0 MEMBER TIMESHEET
	CRITERIA
	INCLUDED ON TIMESHEET?
	CORRECTIVE ACTION NEEDED

	TIMEKEEPING 
2011-2012 Provisions Section IV.C.5


	 FORMCHECKBOX 
  Require both the member and the site supervisor signature 

 FORMCHECKBOX 
  Require both the member and the site supervisor date of signature

 FORMCHECKBOX 
  If the timesheet system used is an electronic system, ensure that system meets the electronic timekeeping requirements outlines  (see CNCS Policy FAQ)
	None

	TIMEKEEPING 
OMB Circular A-122 Section 32.m
	 FORMCHECKBOX 
 Documents total hours served per day

 FORMCHECKBOX 
 Timesheet is prepared at minimum monthly
	None

	TIMEKEEPING – Best Practice
	· Segregate/track hours separately for service, training, and fundraising. 
· Programs must be able to demonstrate that no more than 20% of the aggregate corps’ hours were spent in education and training, 
· Programs must be able to demonstrate that no more than 10% of a member’s total hours were spent in allowable fundraising activities.
· Separating the hours on the timesheet can provide an easy way to determine these calculations.
	None

	TIMEKEEPING – Best Practice 
	· Utilize a coding system for hours to designate the type of activity the member is participating in. 
	None

	TIMEKEEPING – Best Practice 
	· Include space to document accompaniment of members whose national service criminal history checks are still pending.
	None


2.0 MEMBER SERVICE AGREEMENT (formerly “Contract”)
	CRITERIA
	INCLUDED IN SERVICE AGREEMENT?
	CORRECTIVE ACTION NEEDED

	MEMBER POSITION DESCRIPTION(S) 
2011-2012 Provisions, Section IV.D 1 &  IV.D 2.a
	 FORMCHECKBOX 
  Member position description(s) is/are included in service agreement or referred to as attachments
 FORMCHECKBOX 
  Member position description(s) is/are provided for each type of member outlined in the program’s approved grant application
 FORMCHECKBOX 
  Position descriptions do not include prohibited activities or generic activity descriptions such as “other duties as assigned” 
 FORMCHECKBOX 
  Position descriptions clearly indicate whether or not the member has recurring access to vulnerable populations in accordance with CNCS definition and determination is reasonable 

 FORMCHECKBOX 
  Members are not referred to as “managers” or performing “management” duties. Position descriptions do not appear to duplicate, displace or supplant program, site or other staff positions in any way

 FORMCHECKBOX 
  Position descriptions delineate between “essential” functions vs. “non-essential” functions in alignment with the Americans with Disabilities Act (ADA) 
	None

	MINIMUM NUMBER OF SERVICE HOURS (as required by statute) and other requirements (as developed by the program) necessary to successfully complete the term of service and to be eligible for the education award.  2011-2012 Provisions, Section IV.D 2.b
	 FORMCHECKBOX 
  Minimum number of service hours required to successfully complete the term of service and be eligible for the education award is included
 FORMCHECKBOX 
  Minimum hours meet minimum statutory requirements for term. (e.g. If member is HT then hours meet minimum requirements for HT term)


	None

	MEMBER TERM OF SERVICE
	 FORMCHECKBOX 
 Start and end dates are listed in the service agreement OR space is provided for the program to write in the start and end date of the term of service. 

	None

	AMOUNT OF EDUCATION AWARD
2011-2012 Provisions, Section IV.D 2.c
	 FORMCHECKBOX 
  The amount of the education award the individual may receive upon successful completion of the term of service is included and accurate with the current rate
	None

	STANDARDS OF CONDUCT as developed by the program 2011-2012 Provisions, Section IV.D 2.d
	 FORMCHECKBOX 
  The program has included Standards of Conduct in the member service agreement. There are no mandated requirements for what must be in standards of conduct. However, program must establish program specific conduct and consequences.
	None

	PROHIBITED ACTIVITIES at minimum includes those specified in the regulations § 2520.65
2011-2012 Provisions, Section IV.D 2.e

*Note* Individuals may exercise their rights as private citizens and may participate in the activities listed to the right on their own initiative, on non-AmeriCorps time, and using non-Grant funds. Individuals should not wear the AmeriCorps logo while doing so. 
	Each of the following are listed in member service agreement:

 FORMCHECKBOX 
  Attempting to influence legislation.

 FORMCHECKBOX 
  Organizing or engaging in protests, petitions, boycotts, or strikes. 

 FORMCHECKBOX 
  Assisting, promoting or deterring union organizing.

 FORMCHECKBOX 
  Impairing existing service agreements for services or collective bargaining agreements.

 FORMCHECKBOX 
   Engaging in partisan political activities or other activities designed to influence the outcome of an election to any public office.

 FORMCHECKBOX 
  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.

 FORMCHECKBOX 
   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.

 FORMCHECKBOX 
 Providing a direct benefit to: 

1) a business organized for profit; 

2) A labor union; 

3) A partisan political organization; or 

4) A nonprofit organization that fails to comply with the restrictions contained in section 501(c)(3) of the Internal Revenue Code of 1986 (except that nothing in this section shall be construed to prevent participants from engaging in advocacy activities undertaken at their own initiative) 

5) An organization engaged in the religious activities described above, unless Grant funds are not used to support the religious activities.

 FORMCHECKBOX 
  Conducting a voter registration drive or using Grant funds to conduct a voter registration drive

 FORMCHECKBOX 
  Providing abortion services or referrals for receipt of such services

 FORMCHECKBOX 
  Any other prohibited activities specified by the program (if applicable)
	None

	DRUG-FREE WORKPLACE POLICY as required by the Drug-Free Workplace Act (41 U.S.C. 701 et seq.)

2011-2012 Provisions, Section IV.D 2.f


	 FORMCHECKBOX 
  Program has included its published drug-free workplace statement/policy

 FORMCHECKBOX 
  Policy includes notifying employees and members that: 

 FORMCHECKBOX 
  The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance is prohibited in the Grantee's workplace and Program;

 FORMCHECKBOX 
 Conviction of any criminal drug statute for a violation that occurred in the work place must be reported to the Grantee no later than 5 days after the conviction; 

 FORMCHECKBOX 
 The employee's employment or member's participation is conditioned upon compliance with the notice requirements; and

 FORMCHECKBOX 
  Actions will be taken against employees and members for violations of such prohibitions.
	None

	SUSPENSION AND TERMINATION RULES Conditions under which a member can be suspended or terminated 

2011-2012 Provisions, Section IV.D 2.h
*Note* The Grantee may identify additional circumstances that warrant a member’s release from completing a term of service or suspension of their service.
	The Grantee must suspend the member if the member:

 FORMCHECKBOX 
 faces an official charge of a violent felony or sale or distribution of a controlled substance, and/or

 FORMCHECKBOX 
 is convicted of the possession of a controlled substance

The Grantee must release a member for cause if:

 FORMCHECKBOX 
 convicted of a violent felony or convicted of the sale or distribution of a controlled substance during a term of service.   


	None

	RELEASE FOR CAUSE RULES

2011-2012 Provisions, Section IV.D 2.i and see also § 2522.230 

	 FORMCHECKBOX 
 If a member leaves the program to enroll in school, obtain a job, or leaves due to dissatisfaction, then the member cannot be released for personal compelling circumstances, and must be released for cause.
	None

	GRIEVANCE PROCEDURES

2011-2012 Provisions, Section IV.D 2.j
See also § 2540.230 for additional requirements and clarifications for grievance procedures.  for any type of alternative dispute resolution. 
	 FORMCHECKBOX 
 Procedure for the filing and adjudication of grievances is included in service agreement.
 FORMCHECKBOX 
 It includes that if the grievance alleges fraud or criminal activity, it must immediately be brought to the attention of OneStar and the Corporation’s Inspector General. 

 FORMCHECKBOX 
 Include contact person for filing grievance

Program may provide an opportunity for Alternative Dispute Resolution (ADR). If so, the program must comply with requirements below – see Appendix A: Grievance Procedure below
	None

	ANY OTHER REQUIREMENTS OF THE PROGRAM

2011-2012 Provisions, Section IV.D 2.k

	 FORMCHECKBOX 
 No mandated requirements for establishing other requirements.  If program sets other requirements, then program must enforce these requirements. 
	 None

	REASONABLE ACCOMMODATION POLICY
	 FORMCHECKBOX 
  Reasonable accommodation policy is included in the service agreement.

 FORMCHECKBOX 
  Include statement of confidentiality and state the option of "self-identifying" as a person with a disability
 FORMCHECKBOX 
  Include a written accommodation process
	None

	NOTICE OF NON-DISCRIMINATION 

2011-2012 Provisions, Section V.F.1

PUBLIC MATERIALS:
Sample language to include in public documents such as recruitment material or application materials is: 

“This program is available to all, without regards to race, color, national origin, disability, age, sex, political affiliation, or, in most instances, religion.”
	 FORMCHECKBOX 
 Specifies that it operates its program or its activity subject to the nondiscrimination requirements of the applicable statutes.  
 FORMCHECKBOX 
  Summarizes the applicable nondiscrimination requirements 

 FORMCHECKBOX 
  Notes the availability of compliance information from the Sub-Grantee, OneStar and/or the Corporation, and briefly explain procedures for filing discrimination complaints 
SAMPLE LANGUAGE
It is against the law for organizations that receive federal financial assistance from the Corporation for National and Community Service (CNCS) to discriminate on the basis of race, color, national origin, disability, sex, age, political affiliation, or in most cases, religion. It is also unlawful to retaliate against any person who, or organization that, files a complaint about such discrimination. In addition to filing a complaint with local and state agencies that are responsible for resolving discrimination complaints, you may bring a complaint to the attention of OneStar Foundation and/or the Corporation for National and Community Service. If you believe that you or others have been discriminated against, or if you want more information contact:

OneStar Foundation       OR            Office of Civil Rights and Inclusiveness

Attn: AmeriCorps                              CNCS

9011 Mountain Ridge Dr.              1201 New York Avenue, NW

Suite 100                                          Washington, DC 20525

Austin, TX 78759                             (202) 606-7503 (p); (202) 565-2799 (TTY)

(512) 287-2000 (voice)                  (202) 565-3465 (fax); eo@cns.gov (email)

(512) 287-2039 (fax)

americorps@onestarfoundation.org
 FORMCHECKBOX 
  Includes information on civil rights requirements
	None


3.0 ORGANIZATION CHART
	CRITERIA
	INCLUDED IN ORG CHART?
	CORRECTIVE ACTION NEEDED

	IDENTIFICATION AS AN AMERICORPS PROGRAM 
2011-2012 Provisions Section IV.B.1

	 FORMCHECKBOX 
  Does the organization chart appear to be current and show where/how the AmeriCorps program fits into the overall organization?  

 FORMCHECKBOX 
  Are the approved member positions explicitly shown and identified as AmeriCorps?
 FORMCHECKBOX 
  Is it clear from the chart who oversees the AmeriCorps program and who provides supervision to the members?


	None


4.0 MEMBER LIVING ALLOWANCE PAY SCHEDULE
	CRITERIA
	INCLUDED IN LIVING ALLOWANCE WORKSHEET?
	CORRECTIVE ACTION NEEDED

	LIVING ALLOWANCE PAY SCHEDULE

2011-2012 Provisions Section IV.G.1

	 FORMCHECKBOX 
 Living allowance pay schedule is included in the service agreement or is referred to as an attachment that has a clearly outlined schedule for payment distribution (e.g. $500 on the 1st Monday of the month)
 FORMCHECKBOX 
 Total living allowance per each member type is aligned with the budgeted amounts (see approved budget Section II)


	None


5.0 ADDITIONAL FORMS REQUIRING MEMBERS’ SIGNATURES (e.g. Policy or procedure handbooks, waivers, etc.)
	CRITERIA
	INCLUDED IN ADDITIONAL FORMS MEMBERS SIGN?
	CORRECTIVE ACTION NEEDED

	LIST DOCUMENTS REVIEWED:
 FORMCHECKBOX 
 Policy & Procedure Handbook
 FORMCHECKBOX 
 Other: _______________________________

 FORMCHECKBOX 
 Other: _______________________________

 FORMCHECKBOX 
 Other: _______________________________
	 FORMCHECKBOX 
 Is there anything in the additional documents members must sign that contradicts or undermines the AmeriCorps requirements outlined in the member service agreement?
 FORMCHECKBOX 
 Is there anything in the additional documents members must sign that is of general concern?

	None


APPENDIX A:  GRIEVANCE PROCEDURE: Alternative Dispute Resolution, Grievance Hearings, and Binding Arbitration 
The regulations at § 2540.230 stipulate that a grantee must establish and maintain a procedure for the filing and adjudication of grievances. The regulations state that the grievance procedure may include Alternative Dispute Resolution (ADR) such as mediation or facilitation. If a program uses ADR as an option, then the program must adhere to the following regulations and process for ADR and include these steps in the member’s service agreement. 
	CRITERIA for ALTERNATIVE DISPUTE RESOLUTION
	INCLUDED IN SERVICE AGREEMENT?

	State that ADR proceedings must be initiated within 45 calendar days of the date of the alleged occurrence
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State that at the initial session of the ADR proceedings, the party must be advised in writing of the right to file a grievance and right to arbitration. If the matter is resolved, and a written agreement is reached, the party will agree to forego filing a grievance in the matter under consideration. 
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State that ADR process must be aided by a neutral party who, with respect to an issue in controversy, functions specifically to aid the parties in resolving the matter through a mutually achieved and acceptable written agreement. The neutral party may not compel a resolution.  
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State that the proceedings must be informal, and the rules of evidence will not apply.
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	Stipulate that with the exception of a written and agreed-upon ADR, the proceedings must be confidential.
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State that the decision by the neutral party is advisory and is not binding unless both parties agree
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	Indicate that if the grievance is not resolved within 30 calendar days of initiation, the neutral party again must inform the grieved party of his or her right to file a formal grievance
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	CRITERIA for GRIEVANCE HEARING
	INCLUDED IN SERVICE AGREEMENT?

	Provide an opportunity for a grievance hearing
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	Specify that a grievance must be made no later than one year after the date of the alleged occurrence, except for a grievance that alleges fraud or criminal activity
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State that if a hearing is held on a grievance, it must be conducted no later than 30 calendar days after the filing of such a grievance
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	Stipulate that a decision on a filed grievance must be made no later than 60 days after filing
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State that if ADR was used, the neutral party facilitator may not participate in hearing
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	Stipulate that no proceeding or communication from ADR may be referred to or used as evidence in hearing
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	CRITERIA for BINDING ARBITRATION
	INCLUDED IN SERVICE AGREEMENT?

	If there is an adverse decision against the party who filed the grievance, or 60 calendar days after the filing of a grievance no decision has been reached, the filing party has an opportunity for a binding arbitration before a qualified arbitrator. 
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State that arbitrator must be qualified, jointly selected, and independent of the interested parties
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	Indicate that an arbitration proceeding must be held no later than 45 days after the request, unless OneStar/CNCS appoints the arbitrator
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State that a decision must be made by the arbitrator no later than 30 calendar days after the date the arbitration proceedings begin
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	State the cost of the arbitration proceeding must be divided evenly between the parties to the arbitration. 
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.

	Stipulate that if grievant prevails, the program must pay the total cost of the proceeding and reasonable attorney’s fees of the prevailing party incurred in connection with the ADR proceeding.
	 FORMCHECKBOX 
 Exact criteria must be included in the service agreement.


Last updated June 22, 2012 
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