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USER NOTES: Best viewed in Microsoft Word in Web Layout, which can be selected in the View menu. Additional notes and source references are listed in the Reviewing Pane or Comments markup, which can be viewed or hidden in the Review menu.

	Legal Applicant Name
	Click or tap here to enter text.	Program Name
	Click or tap here to enter text.
	Program Year
	Choose an item.	OneStar Reviewer
	Click or tap here to enter text.
	Date of Review
	Click or tap to enter a date.	Date Resolved
	Click or tap to enter a date.


Member Service Agreement
The required contents of the Member Service Agreement are listed in the AmeriCorps State & National Specific Terms & Conditions V. B.
	Criteria
	N/A
	Missing
	Non-compliant
	Compliant
	Notes

	Member Service Agreement is correctly labeled
	☐	☐	☐	☐	Click or tap here to enter text.
	Member position description(s)	Comment by Author: Must be included or reference in the Member Service Agreement. Must align with the standalone Member Position Description.
	☐	☐	☐	☐	Click or tap here to enter text.
	Minimum number of service hours and other requirements necessary to complete service term and meet eligibility for education award	Comment by Author: Federal statute determines the required minimum number of service hours, but programs may impose additional or stricter requirements in the Member Service Agreements.
Full-Time (FT) = 1,700 hours
Three Quarter-Time = 1,200 hours
Half-Time (HT) = 900 hours
Reduced Half-Time (RHT) = 675 hours
Quarter-Time (QT) = 450 hours
Minimum-Time (MT) = 300 hours
AmeriCorps Programs Amount, Eligibility, and Limitations
· Full-Time (FT) = 1,700 hours
· Three Quarter-Time (TQT) = 1,200 hours
· Half-Time (HT) = 900 hours
· Reduced Half-Time (RHT) = 675 hours
· Quarter-Time (QT) = 450 hours
· Minimum-Time (MT) = 300 hours
	☐	☐	☐	☐	Click or tap here to enter text.
	Start and end date (or space to write in dates) of the member service term	Comment by Author: As outlined in the Member Data Alignment Chart, MSA start and end dates in the Member Serice Agreement must align with the dates in:
eGrants
Member living allowance schedule
Member timesheets
Actual time served
	☐	☐	☐	☐	Click or tap here to enter text.
	Amount of the education award being offered for successful completion of the term of service	Comment by Author: Federal statute determines the amount of the education award.
Full-Time (FT) = $6,095.00
Three Quarter-Time (TQT) = $4,266.50
Half-Time (HT) = $3,047.50
Reduced Half-Time (RHT) = $2,321.00
Quarter-Time (QT) = $1,612.43
Minimum-Time (MT) = $1,289.95
AmeriCorps Programs Amount, Eligibility, and Limitations 
· Full-Time (FT) = $6,095.00
· Three Quarter-Time (TQT) = $4,266.50
· Half-Time (HT) = $3,047.50
· Reduced Half-Time (RHT) = $2,321.00
· Quarter-Time (QT) = $1,612.43
· Minimum-Time (MT) = $1,289.95
	☐	☐	☐	☐	Click or tap here to enter text.
	Member Standards of Conduct	Comment by Author: There are no mandated requirements for what must be in standards of conduct. However, programs must establish program-specific standards of conduct and consequences.
	☐	☐	☐	☐	Click or tap here to enter text.
	Living allowance pay schedule included or referenced as an attachment	Comment by Author: Must be included or referenced as an attachment to the Member Service Agreement.
	☐	☐	☐	☐	Click or tap here to enter text.
	· Dates align with the start and end dates of the member service term
	☐	☐	☐	☐	Click or tap here to enter text.
	A list of prohibited activities (requires exact text from 45 CFR §2520.65)	Comment by Author: As stated in AmeriCorps State & National Specific Terms & Conditions V. B., the list of prohibited activities must be listed in the Member Service Agreement exactly as it appears in 45 CFR §2520.65:

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—

(i) A business organized for profit;

(ii) A labor union;

(iii) A partisan political organization;

(iv) 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;

(v) An organization engaged in the religious activities described in paragraph (g) of this section, unless Corporation assistance is not used to support those religious activities; and

(9) Conducting a voter registration drive or using Corporation funds to conduct a voter registration drive;

(10) Providing abortion services or referrals for receipt of such services; and

(11) Such other activities as the Corporation may prohibit.

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.
	☐	☐	☐	☐	Click or tap here to enter text.
	Fundraising (requires exact text from 45 CFR § 2520.40-45)	Comment by Author: As stated in AmeriCorps State & National Specific Terms & Conditions V. B., text must be listed in the Member Service Agreement exactly as it appears in 45 CFR § 2520.40-45

§2520.40   Under what circumstances may AmeriCorps members in my program raise resources?
(a) AmeriCorps members may raise resources directly in support of your program's service activities.

(b) Examples of fundraising activities AmeriCorps members may perform include, but are not limited to, the following:

(1) Seeking donations of books from companies and individuals for a program in which volunteers teach children to read;

(2) Writing a grant proposal to a foundation to secure resources to support the training of volunteers;

(3) Securing supplies and equipment from the community to enable volunteers to help build houses for low-income individuals;

(4) Securing financial resources from the community to assist in launching or expanding a program that provides social services to the members of the community and is delivered, in whole or in part, through the members of a community-based organization;

(5) Seeking donations from alumni of the program for specific service projects being performed by current members.

(c) AmeriCorps members may not:

(1) Raise funds for living allowances or for an organization's general (as opposed to project) operating expenses or endowment;

(2) Write a grant application to the Corporation or to any other Federal agency.

§2520.45   How much time may an AmeriCorps member spend fundraising?
An AmeriCorps member may spend no more than ten percent of his or her originally agreed-upon term of service, as reflected in the member enrollment in the National Service Trust, performing fundraising activities, as described in §2520.40.
	☐	☐	☐	☐	Click or tap here to enter text.
	Nonduplication and Nondisplacement (requires exact text from 45 CFR §2540.100 (e)-(f))	Comment by Author: As stated in AmeriCorps State & National Specific Terms & Conditions V. B., text must be listed in the Member Service Agreement exactly as it appears in 45 CFR §2540.100 (e)-(f):

(e) Nonduplication. Corporation assistance may not be used to duplicate an activity that is already available in the locality of a program. And, unless the requirements of paragraph (f) of this section are met, Corporation assistance will not be provided to a private nonprofit entity to conduct activities that are the same or substantially equivalent to activities provided by a State or local government agency in which such entity resides.

(f) Nondisplacement.
(1) An employer may not displace an employee or position, including partial displacement such as reduction in hours, wages, or employment benefits, as a result of the use by such employer of a participant in a program receiving Corporation assistance.

(2) An organization may not displace a volunteer by using a participant in a program receiving Corporation assistance.

(3) A service opportunity will not be created under this chapter that will infringe in any manner on the promotional opportunity of an employed individual.

(4) A participant in a program receiving Corporation assistance may not perform any services or duties or engage in activities that would otherwise be performed by an employee as part of the assigned duties of such employee.

(5) A participant in any program receiving assistance under this chapter may not perform any services or duties, or engage in activities, that—

(i) Will supplant the hiring of employed workers; or

(ii) Are services, duties, or activities with respect to which an individual has recall rights pursuant to a collective bargaining agreement or applicable personnel procedures.

(6) A participant in any program receiving assistance under this chapter may not perform services or duties that have been performed by or were assigned to any—

(i) Presently employed worker;

(ii) Employee who recently resigned or was discharged;

(iii) Employee who is subject to a reduction in force or who has recall rights pursuant to a collective bargaining agreement or applicable personnel procedures;

(iv) Employee who is on leave (terminal, temporary, vacation, emergency, or sick); or

(v) Employee who is on strike or who is being locked out.

	☐	☐	☐	☐	Click or tap here to enter text.
	Drug-Free Workplace Policy, that includes:	Comment by Author: Governed by the Drug-Free Workplace Act 41 USC 701.
	☐	☐	☐	☐	Click or tap here to enter text.
	· Unlawful manufacture, distribution, dispensation, possession or use of a controlled substance is prohibited in the organization’s workplace and program
	☐	☐	☐	☐	Click or tap here to enter text.
	· Conviction of any criminal drug statute for a violation that occurred in the workplace must be reported to program no later than 5 days after the conviction
	☐	☐	☐	☐	Click or tap here to enter text.
	· Employee's employment or member's participation is conditioned upon compliance with the notice requirements
	☐	☐	☐	☐	Click or tap here to enter text.
	· Actions will be taken against employees and members for violations of such prohibitions
	☐	☐	☐	☐	Click or tap here to enter text.
	· AmeriCorps members acknowledge they have read and agree to the Drug-Free Workplace Policy
	☐	☐	☐	☐	Click or tap here to enter text.
	Civil Rights and Non-Harassment Policy	Comment by Author: Sample language from CNCS’ 2014 Grant Program Civil Rights Policy signed by former CEO Wendy Spencer:

The Corporation for National and Community Service (CNCS) has zero tolerance for the harassment of any individual or group of individuals for any reason. CNCS is committed to treating all persons with dignity and respect. CNCS prohibits all forms of discrimination based upon race, color, national origin, gender, age, religion, sexual orientation, disability, gender identity or expression, political affiliation, marital or parental status, or military service. All programs administered by, or receiving Federal financial assistance from CNCS, must be free from all forms of harassment. Whether in CNCS offices or campuses, in other service-related settings such as training sessions or service sites, or at service-related social events, such harassment is unacceptable. Any such harassment, if found, will result in immediate corrective action, up to and including removal or termination of any CNCS employee or volunteer. Recipients of Federal financial assistance, be they individuals, organizations, programs and/ or projects are also subject to this zero tolerance policy. Where a violation is found, and subject to regulatory procedures, appropriate corrective action will be taken, up to and including termination of Federal financial assistance from all Federal sources. 

Slurs and other verbal or physical conduct relating to an individual’s gender, race, ethnicity, religion, sexual orientation or any other basis constitute harassment when it has the purpose or effect of interfering with service performance or creating an intimidating, hostile, or offensive service environment. Harassment includes, but is not limited to: explicit or implicit demands for sexual favors; pressure for dates; deliberate touching, leaning over, or cornering; offensive teasing, jokes, remarks, or questions; letters, phone calls, or distribution or display of offensive materials; offensive looks or gestures; gender, racial, ethnic, or religious baiting; physical assaults or other threatening behavior; or demeaning, debasing or abusive comments or actions that intimidate. 

CNCS does not tolerate harassment by anyone including persons of the same or different races, sexes, religions, or ethnic origins; or from a CNCS employee or supervisor; a project, or site employee or supervisor; a non-employee (e.g., client); a co-worker or service member. 

I expect supervisors and managers of CNCS programs and projects, when made aware of alleged harassment by employees, service participants, or other individuals, to immediately take swift and appropriate action. CNCS will not tolerate retaliation against a person who raises harassment concerns in good faith. Any CNCS employee who violates this policy will be subject to discipline, up to and including termination, and any grantee that permits harassment in violation of this policy will be subject to a finding of non-compliance and administrative procedures that may result in termination of Federal financial assistance from CNCS and all other Federal agencies. 

Any person who believes that he or she has been discriminated against in violation of civil rights laws, regulations, or this policy, or in retaliation for opposition to discrimination or participation in discrimination complaint proceedings (e.g., as a complainant or witness) in any CNCS program or project, may raise his or her concerns with our Office of Civil Rights and Inclusiveness (OCRI). Discrimination claims not brought to the attention of OCRI within 45 days of their occurrence may not be accepted in a formal complaint of discrimination. No one can be required to use a program, project or sponsor dispute resolution procedure before contacting OCRI. If another procedure is used, it does not affect the 45-day time limit. OCRI may be reached at (202) 606-7503 (voice), (202) 606-3472 (TTY), eo@cns.gov , or through www.nationalservice.gov.

For more information please visit: http://www.nationalservice.gov/build-your-capacity/grants/civil-rights-eo-reqs
	☐	☐	☐	☐	Click or tap here to enter text.
	Suspension and Termination Rules, that includes:	Comment by Author: Governed by 45 CFR §2522.230, which answers Under what circumstances may an AmeriCorps participant be released from completing a term of service, and what are the consequences?
	☐	☐	☐	☐	Click or tap here to enter text.
	· Programs may release members from participation for two reasons: (1) for compelling personal circumstances, and (2) for cause
	☐	☐	☐	☐	Click or tap here to enter text.
	· Program must suspend member if member:
	
	
	
	
	

	(a) faces an official charge of a violent felony OR sale or distribution of a controlled substance
	☐	☐	☐	☐	Click or tap here to enter text.
	(b) is convicted of the possession of a controlled substance
	☐	☐	☐	☐	Click or tap here to enter text.
	(c) is not serving, nor accumulating service hours for an extended period of time	Comment by Author: AmeriCorps State & National Specific Terms & Conditions IV. A.
Notice to CNCS’s National Service Trust. The recipient must notify CNCS’s National Service Trust, via the My AmeriCorps Portal, within 30 days of a member’s start of, completion of, suspension from, or release from, a term of service. Suspension of service is defined as an extended period during which the member is not serving, nor accumulating service hours or receiving AmeriCorps benefits.
	☐	☐	☐	☐	Click or tap here to enter text.
	· Program must release a member for cause if:
	
	
	
	
	

	(a) a member is convicted of a violent felony OR sale or distribution of a controlled substance during a term of service
	☐	☐	☐	☐	Click or tap here to enter text.
	(b) a member leaves the program to enroll in school, obtain a job, or leaves due to dissatisfaction
	☐	☐	☐	☐	Click or tap here to enter text.
	(c) the program may identify additional circumstances that warrant a member’s release from completing a term of service or suspension of their service
	☐	☐	☐	☐	Click or tap here to enter text.
	Procedures for the filing and adjudication of grievances
	☐	☐	☐	☐	Click or tap here to enter text.
	· OneStar’s Grievance Procedure template is used OR a substantially equivalent program specific procedure is used and includes:
	☐	☐	☐	☐	Click or tap here to enter text.
	(a) Timeline for Preliminary Complaint Resolution (PCR) indicates as soon as possible and ideally within 30 days of the occurrence to allow the issue to proceed, if necessary, to ADR before the deadline for an aggrieved party to seek such resolution within 45 days of the alleged occurrence.
	☐	☐	☐	☐	Click or tap here to enter text.
	(b) Timeline for Binding Arbitration indicates A request for arbitration must be filed no later than 90 days after the hearing decision. If no hearing decision is made within 60 days of the filing of the initial grievance then a request for arbitration must be filed within 150 days of the filing of the initial grievance.
	☐	☐	☐	☐	Click or tap here to enter text.
	(c) OneStar contacts have been updated to indicate Parties involved in a grievance are encouraged to work closely with the OneStar Program Officers assigned to the AmeriCorps program in question as well as OneStar’s Manager of AmeriCorps*Texas in navigating the grievance procedures.
	☐	☐	☐	☐	Click or tap here to enter text.
	· States if the grievance alleges fraud or criminal activity, it must immediately be brought to the attention of OneStar and the Corporation’s Inspector General 
	☐	☐	☐	☐	Click or tap here to enter text.
	· Identifies a specific contact person within the program staff for filing grievance
	☐	☐	☐	☐	Click or tap here to enter text.
	Reasonable Accommodation Policy, that includes:	Comment by Author: AmeriCorps State & National Specific Terms & Conditions IV. C.
Reasonable Accommodation. Programs and activities must be accessible to persons with disabilities, and the recipient must provide reasonable accommodation to the known mental or physical disabilities of otherwise qualified members, service recipients, applicants, and staff. All selections and project assignments must be made without regard to the need to provide reasonable accommodation.
	☐	☐	☐	☐	Click or tap here to enter text.
	· Confirmation that programs and activities must be accessible to persons with disabilities 
	☐	☐	☐	☐	Click or tap here to enter text.
	· Confirmation that program provides reasonable accommodation to the known mental or physical disabilities of otherwise qualified members and applicants
	☐	☐	☐	☐	Click or tap here to enter text.
	· Statement of confidentiality with option of "self-identifying" as a person with a disability
	☐	☐	☐	☐	Click or tap here to enter text.
	· Written reasonable accommodation process
	☐	☐	☐	☐	Click or tap here to enter text.
	Notice of Non-Discrimination, that includes:	Comment by Author: Sample language:

This program is available to all, without regard to race, color, national origin, disability, age, sex, political affiliation, or, in most instances, 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 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 
Attn: Manager, AmeriCorps*Texas                            
9011 Mountain Ridge Dr.                                         
Suite 100                                                                      
Austin, TX 78759                                                        
(512) 287-2000 (voice)                                             
(512) 287-2039 (fax)                                                
americorps@onestarfoundation.org          

OR

Office of Civil Rights and Inclusiveness
CNCS
1201 New York Avenue, NW
Washington, DC 20525
(800) 833-3722 (TTY and reasonable accommodation line)
(202) 565-3465 (fax)
eo@cns.gov     

Public Notice of Non-discrimination. The grantee must notify members, community beneficiaries, applicants, program staff, and the public, including those with impaired vision or hearing, that it operates its program or activity subject to the non-discrimination requirements of the applicable statutes. The notice must summarize the requirements, note the availability of compliance information from the grantee and CNCS, and briefly explain procedures for filing discrimination complaints with CNCS. 
 
The grantee must include information on civil rights requirements, complaint procedures and the rights of beneficiaries in member service agreements, handbooks, manuals, pamphlets, and post in prominent locations, as appropriate. The grantee must also notify the public in recruitment material and application forms that it operates its program or activity subject to the nondiscrimination requirements. Sample language, in bold print, is: This program is available to all, without regard to race, color, national origin, disability, age, sex, political affiliation, or, in most instances, religion. Where a significant portion of the population eligible to be served needs services or information in a language other than English, the grantee shall take reasonable steps to provide written material of the type ordinarily available to the public in appropriate languages.
	☐	☐	☐	☐	Click or tap here to enter text.
	· Confirmation that program operates its program or its activity subject to the nondiscrimination requirements of the applicable statutes
	☐	☐	☐	☐	Click or tap here to enter text.
	· Summary of the applicable nondiscrimination requirements
	☐	☐	☐	☐	Click or tap here to enter text.
	· Availability of compliance information from the program, OneStar and/or the Corporation 
	☐	☐	☐	☐	Click or tap here to enter text.
	· Explanation of procedures for filing discrimination complaints
	☐	☐	☐	☐	Click or tap here to enter text.
	Space for member signature and date
	☐	☐	☐	☐	Click or tap here to enter text.


Member Position Description
The required contents of the Member Service Agreement are listed in the AmeriCorps State & National Specific Terms & Conditions V. A.
	Criteria
	N/A
	Missing
	Non-compliant
	Compliant
	Notes

	Provided as a standalone document
	☐	☐	☐	☐	Click or tap here to enter text.
	Provided for each type of member outlined in the program’s approved grant application
	☐	☐	☐	☐	Click or tap here to enter text.
	Clearly and reasonably delineates between essential versus nonessential functions	Comment by Author: The distinction should align with the Americans with Disabilities Act (ADA). Essential functions are the basic duties that an member must be able to perform, with or without reasonable accommodation. Factors to consider in determining if a function is essential include whether the reason the position exists is to perform that function, the number of other members available to perform the function or among whom the performance of the function can be distributed, and the degree of expertise or skill required to perform the function.
	☐	☐	☐	☐	Click or tap here to enter text.
	Accurately, completely, and specifically describes the activities to be performed by each member
	☐	☐	☐	☐	Click or tap here to enter text.
	Indicates whether member has recurring access to vulnerable populations
	☐	☐	☐	☐	Click or tap here to enter text.
	States that member will be required to wear the AmeriCorps logo daily
	☐	☐	☐	☐	Click or tap here to enter text.
	Includes OneStar’s updated disaster requirement (requires specific text from OneStar Terms & Conditions)	Comment by Author: As stated in OneStar Terms & Conditions XIV. D. :

In the event of a local, state, or federal disaster declaration, AmeriCorps members may be asked on a volunteer basis or be required by OneStar to activate to assist in disaster response and recovery activities within their communities.  This may involve virtual service opportunities or in-person service opportunities.  This may include service opportunities outside of the member’s standard service hours or in place of their standard service duties.  In the event of a large-scale, high needs local, state, or federal disaster, AmeriCorps members may voluntarily or be required by OneStar to deploy to an area outside of their service area to assist in disaster response and recovery activities.
· In the event of a local, state, or federal disaster declaration, AmeriCorps members may be asked on a volunteer basis or be required by OneStar to activate to assist in disaster response and recovery activities within their communities.  This may involve virtual service opportunities or in-person service opportunities.  This may include service opportunities outside of the member’s standard service hours or in place of their standard service duties.  In the event of a large-scale, high needs local, state, or federal disaster, AmeriCorps members may voluntarily or be required by OneStar to deploy to an area outside of their service area to assist in disaster response and recovery activities.
	☐	☐	☐	☐	Click or tap here to enter text.
	Position title includes the word AmeriCorps	Comment by Author: Additional specific descriptors related to the member’s service role (e.g., AmeriCorps Tutor, AmeriCorps Mentors, etc.) are acceptable. 

AmeriCorps State & National Specific Terms & Conditions III. A.
Identification as an AmeriCorps Program or Member. The recipient shall identify the program as an AmeriCorps program and members as AmeriCorps members. All agreements with subrecipients, operating sites, or service locations, related to the AmeriCorps program must explicitly state that the program is an AmeriCorps program and AmeriCorps members are the resource being provided.
	☐	☐	☐	☐	Click or tap here to enter text.
	Position title does NOT contain the words Volunteer, Intern, Staff, or Manager
	☐	☐	☐	☐	Click or tap here to enter text.
	Does NOT list any management duties
	☐	☐	☐	☐	Click or tap here to enter text.
	Do NOT appear to duplicate, displace or supplant program, site, or other staff positions in any way
	☐	☐	☐	☐	Click or tap here to enter text.
	Does NOT contain generic activity description (e.g., “other duties as assigned”)
	☐	☐	☐	☐	Click or tap here to enter text.
	Does NOT include any prohibited activities
	☐	☐	☐	☐	Click or tap here to enter text.


Member Timesheets
The timekeeping requirements are listed in the AmeriCorps State & National Specific Terms & Conditions V. F.
	Criteria
	N/A
	Missing
	Non-compliant
	Compliant
	Notes

	Contains member signature and date
	☐	☐	☐	☐	Click or tap here to enter text.
	Contains service site supervisor signature and date
	☐	☐	☐	☐	Click or tap here to enter text.
	Documents total hours served per day
	☐	☐	☐	☐	Click or tap here to enter text.
	Prepared monthly, at minimum
	☐	☐	☐	☐	Click or tap here to enter text.
	Tracks/segregates hours separately for service, training, and fundraising	Comment by Author: 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.
	☐	☐	☐	☐	Click or tap here to enter text.
	Includes space to document accompaniment of members whose NSCHC is still pending
	☐	☐	☐	☐	Click or tap here to enter text.
	Professional Corps only: If following the timekeeping practices of its profession, certifies that members have completed the minimum required hours, excluding sick and vacation days, and have written approval on file from CNCS
	☐	☐	☐	☐	Click or tap here to enter text.
	If using an Electronic Timekeeping System, program:	Comment by Author: AmeriCorps State and National Policy Frequently Asked Questions (FAQs)  

C. 8. May I use an electronic timekeeping system as my system of record?

The Government Paperwork Elimination Act of 1998 (GPEA) states that electronic records and related electronic signatures are not to be denied legal effect, validity, or enforceability merely because they are in electronic form. (Pub. L. 105-277, Title XVII).

CNCS policy allows AmeriCorps State and National grantees to use electronic timekeeping systems as the system of record. It also provides minimum standards that such systems must meet.

MINIMUM STANDARD FOR ELECTRONIC TIMEKEEPING SYSTEMS:
Electronic timekeeping systems are allowed as the system of record when three conditions are met:
A written policy is in effect establishing the use of electronic timekeeping system as your system of record; and,
A secure, verifiable electronic signature system (a) identifies and authenticates a particular person as the source of the electronic signature; and (b) indicates such person’s approval of the information contained in the electronic message.
Once appropriate electronic signatures have been applied, no changes may be made unless there is a clear, auditable record of the revision.

All current grant provisions including access restrictions, security, privacy, and retention of paper records, also apply to records maintained in an electronic timekeeping system. The use of regular e-mail to communicate approval is not a secure, verifiable electronic signature system.
	
	
	
	
	

	· Provides written policy is in effect establishing the use of electronic timekeeping system as system of record
	☐	☐	☐	☐	Click or tap here to enter text.
	· Uses a secure, verifiable electronic signature system that identifies and authenticates a particular person as the source of the electronic signature
	☐	☐	☐	☐	Click or tap here to enter text.
	· Uses a signature system that indicates signatory’s approval of the information contained in the electronic message.
	☐	☐	☐	☐	Click or tap here to enter text.
	· Verifies that no changes may be made once appropriate electronic signatures have been applied unless there is a clear, auditable record of the revision
	☐	☐	☐	☐	Click or tap here to enter text.


Member Performance Evaluations
The performance evaluation requirements are listed in 45 CFR 2522.220 (c) the AmeriCorps State & National Specific Terms & Conditions V. E.
	Criteria
	N/A
	Missing
	Non-compliant
	Compliant
	Notes

	End of Term Performance Evaluation Form, that verifies whether:
	☐	☐	☐	☐	Click or tap here to enter text.
	· Member has completed the required number of hours
	☐	☐	☐	☐	Click or tap here to enter text.
	· Member has satisfactorily completed assignments, tasks, and projects	Comment by Author: For those participants released from service early, evaluation should indicate whether the participant made a satisfactory effort to complete those assignments, tasks, and projects that the participant could reasonably have addressed in the time the participant served.
	☐	☐	☐	☐	Click or tap here to enter text.
	· Member has met other performance criteria that were clearly communicated at the beginning of the term of service
	☐	☐	☐	☐	Click or tap here to enter text.
	Verification of Previous Term of Service Form OR policy and procedure on process to verify a member is eligible to serve if he/she previously served	Comment by Author: 45 CFR §2522.230 Under what circumstances may an AmeriCorps participant be released from completing a term of service, and what are the consequences?
(b) (6) An individual's eligibility for a subsequent term of service in AmeriCorps will not be affected by release for cause from a prior term of service so long as the individual received a satisfactory end-of-term performance review as described in § 2522.220(c)(2) for the period served in the prior term.	Comment by Author: We changed the language in the Instructions to ask for a P&P if a program isn’t using the same form for everyone. 
	☐	☐	☐	☐	Click or tap here to enter text.


National Service Criminal History Checks
The NSCHC requirements are listed in 45 CFR §2522 and §45 CFR §2540.
	Criteria
	N/A
	Missing
	Non-compliant
	Compliant
	Notes

	OneStar NSCHC Policy Acknowledgment
	☐	☐	☐	☐	Click or tap here to enter text.
	Staff NSCHC Certification form completed for all covered staff
	☐	☐	☐	☐	Click or tap here to enter text.
	[bookmark: _GoBack]NSCHC Policies & Procedures
	☐	☐	☐	☐	Click or tap here to enter text.


Member Benefits
The member benefits requirements are listed in the AmeriCorps State & National Specific Terms & Conditions VIII. D. and E.
	Criteria
	N/A
	Missing
	Non-compliant
	Compliant
	Notes

	New programs only: Healthcare Certification Form	Comment by Author: Programs must verify that Minimum Essential Coverage compliant healthcare coverage is available to Full-Time members
	☐	☐	☐	☐	Click or tap here to enter text.
	If applicable: Member Healthcare Insurance Waiver Form
	☐	☐	☐	☐	Click or tap here to enter text.
	If applicable: Member Childcare Benefits Waiver or Acceptance Form
	☐	☐	☐	☐	Click or tap here to enter text.


Additional Compliance Documentation
	Criteria
	N/A
	Missing
	Non-compliant
	Compliant
	Notes

	Member Training Certification Form	Comment by Author: 45 CFR §2522.100 What are the minimum requirements that every AmeriCorps program, regardless of type, must meet?
(g) (2) In addition, all programs are required to comply with any pre-service orientation or training period requirements established by the Corporation to assist in the selection of motivated participants. Finally, all programs must agree to select a percentage (to be determined by the Corporation) of the participants for the program from among prospective participants recruited by the Corporation or State Commissions under part 2533 of this chapter. The Corporation may also specify a minimum percentage of participants to be selected from the national leadership pool established under §2522.210(c). The Corporation may vary either percentage for different types of AmeriCorps programs;
	☐	☐	☐	☐	Click or tap here to enter text.
	Pre-enrollment Policy & Procedures	Comment by Author: AmeriCorps State & National Specific Terms & Conditions IV. B. Pre-enrollment of selected members. Programs must enter applicants into the Portal prior to their first day of service and in sufficient time to ensure that he future member is citizenship eligible. Program staff must also certify that the future member’s required NSOPW/NSOPR has been run, reviewed, and approved as well as the State and/or FBI criminal history checks initiated. Members will not be permitted to enroll in the National Service Trust prior to those steps occurring.

	☐	☐	☐	☐	Click or tap here to enter text.


Additional Forms Requiring Members’ Signatures
	Criteria
	N/A
	Non-
compliant
	Compliant
	Notes

	Document Submitted: Click or tap here to enter text.
	☐	☐	☐	Click or tap here to enter text.
	Document Submitted: Click or tap here to enter text.
	☐	☐	☐	Click or tap here to enter text.
	Document Submitted: Click or tap here to enter text.
	☐	☐	☐	Click or tap here to enter text.
	Document Submitted: Click or tap here to enter text.
	☐	☐	☐	Click or tap here to enter text.
	Document Submitted: Click or tap here to enter text.
	☐	☐	☐	Click or tap here to enter text.
	Document Submitted: Click or tap here to enter text.
	☐	☐	☐	Click or tap here to enter text.
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