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Member Agreement for Participating in the 

CLEARCorps AmeriCorps Program

I.
PURPOSE

It is the purpose of this agreement to delineate the terms, conditions, and rules of membership regarding the participation of MACROBUTTON NoMacro [Click here and type corps member's name] (hereinafter referred to as the “member”) in the CLEARCorps/MACROBUTTON NoMacro [Click here and type program name] Program (hereinafter referred to as the “Program”).

II.
MINIMUM QUALIFICATIONS

The member certifies that he/she is at least 17 years of age (or at least 16 years of age if the member is an out-of-school youth and a participant in one of two types of youth corps defined under the National and Community Service Act of 1990, as amended) and a United States citizen, a United States national, or a lawful permanent resident alien by providing a form of documentation from the following list:

U. S. Citizen/National Certification : I certify that I have viewed the following checked form as proof that the above named member is a U.S. Citizen and is eligible to serve as an AmeriCorps participant. 

· A birth certificate showing that the individual was born in one of the 50 states, the 

· District of Columbia, Puerto Rico, Guam, the U.S. Virgin Islands, American Samoa, 

· or the Northern Mariana Islands; 

· A United States passport; 

· A report of birth abroad of U.S. Citizen (FS-240) issued by the State Department; 

· A certificate of birth – foreign service (FS-545) issued by the State Department; 

· A certification of report of birth (DS-1350) issued by State Department; 

· A certificate of naturalization (Form N-550 or N-570) issued by the Immigration and Naturalization Service; or  

· A certificate of citizenship (Form N-560 or N-561 issued by the Immigration and Naturalization Service. 

Lawful Permanent Resident: I certify that I have viewed the following checked form as proof that the above named member is a lawful permanent resident and is eligible to serve as an AmeriCorps participant. 

· Permanent Resident Card (INS Form I-551) 

· Alien Registration Receipt Card (INS Form I-551) 

· A passport indicating that the INS has approved it as temporary evidence of lawful admission for permanent residence; or 

· A Departure Record (INS Form I-94) indicating that the INS has approved it as temporary evidence of lawful admission for permanent residence. 

III.
TERMS OF SERVICE

A. The member’s term of service begins on MACROBUTTON NoMacro [Click here and type start date] and ends MACROBUTTON NoMacro [Click here and type start date]. The term of service may be extended by the member and the program, 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 900 hours of service during this period. Of these 900 hours, a maximum of 20% of these hours may be training, education, or other similar approved activities. The member must serve for the entire period specified above to complete successfully his or her term of service. Members who complete their required service hours early may request an early completion of term of service. Granting an early completion requires the approval of the program director.

C.
The member understands that to successfully complete the term of service (as defined by the program and consistent with regulations of the Corporation for National Service) and to be eligible for the education award he/she must:

1. perform the hours of service as described in paragraph B of this section; and

2. satisfactorily complete pre-service training, and the appropriate education/training that relates to the ability to perform service with the program.

D.
The member understands that to be eligible for 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 will be based on at least a mid-term and end-of-term evaluation of the member’s performance focusing on factors such as whether the member has:

1. Completed the required number of service hours;

2. Satisfactorily completed assignments, tasks, or projects;

3. Provided high-quality service;

4. Communicated and cooperated with other members and program staff; and

5. Made progress toward goals set for personal development.

E.
The member understands, however, that eligibility for a second term of service does not guarantee selection or placement.

IV. POSITION DESCRIPTION

[In this section, the program should include the position description for the individual member to whom the contract applies. The position description should specify the types of duties, service activities, and assignments the member will be expected to complete.]

The name of the member’s direct supervisor is MACROBUTTON NoMacro [Click here and type supervisor's name].

V.
BENEFITS

A.
The member will receive from the program the following benefits:

	Living allowance at start of service
	$MACROBUTTON NoMacro [Enter amount] per 900 hour service year

	Health Care
	The local program may choose to provide health care coverage but is not required to do so. 

	Child Care
	Part time members working a full time schedule (35-40 hours/week) may be eligible for child care. 

	Education Award*
	$MACROBUTTON NoMacro [Enter amount]


* upon successful completion of service

Distribution of the living allowance will be pro-rated so members receive a check according to the pay schedule of the host agency. It is the responsibility of the member to assure their service hour record is complete, accurate, dated and signed in a timely manner. The living allowance is taxable; and therefore applicable taxes and FICA are deducted from each check.

The member's pre-deduction living allowance each pay period will be $MACROBUTTON NoMacro [Enter amount]

B.
Upon successful completion of the term of service, the member will receive an education award from the National Service Trust as described in the chart in section A above. Members may serve up to 4 terms of service, including full or part time participation, and earn the financial equivalent of two full time education awards. 

1. If the member has not yet received a high school diploma or its equivalent (including an alternative diploma or certificate for individuals with learning disabilities), the member agrees to obtain a high school diploma or its equivalent prior to using the education award. This requirement can be waived if the member is enrolled in an institution of higher education on an ability to benefit basis or the program has waived this requirement due to the results of the member’s education assessment.

2. 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 the member ineligible to receive the education award.

C.
If the member has received forbearance on a qualified student loan during the term of service, and the member successfully completes the terms of service, the National Service Trust will repay a portion or all of the interest that accrued on the loan during the term of service.

VI.
HOURS AND SCHEDULE OF SERVICE

A.
Part time hours are determined by the local CLEARCorps organization. Because services are provided at times appropriate to scheduling needs, members may have varied schedules and may be asked to work evenings or weekends.

B.
Members serve a probationary period during their first six weeks. At the end of the fifth week, each member meets with the site supervisor to determine the member’s suitability for continuation in the CLEARCorps program.

C.
Local program staff is responsible for setting schedules in consultation with the members. Members working full time must take at least 30 minutes off for lunch. Members do not accrue service hours during their lunch break. Member schedules may change during the year.


D. 
Member time-off policies: There are no vacation, sick leave, or holidays allowed to be counted as service time. No time off may be counted as service time. Member time sheets must never reflect any time off. 
 
VII. Prohibited Activities

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 (see 45 CFR § 2520.65):  
a. Attempting to influence legislation; 

b. Organizing or engaging in protests, petitions, boycotts, or strikes; 

c. Assisting, promoting, or deterring union organizing; 

d. Impairing existing contracts for services or collective bargaining agreements;  
e. Engaging in partisan political activities, or other activities designed to influence the outcome of an election to any public office;  
f. 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;  
g. 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;  
h. 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; and 

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;  
i. Conducting a voter registration drive or using Corporation funds to conduct a voter registration drive;  
j. Providing abortion services or referrals for receipt of such services; and 

k. Such other activities as the Corporation may prohibit. 

AmeriCorps members may not engage in the above activities directly or indirectly by recruiting, training, or managing others for the primary purpose of engaging in one of the activities listed above. 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. 
VIII. RULES OF CONDUCT

Members are responsible for creating a positive environment. They must be courteous to children, parents, staff, and colleagues. CLEARCorps has high expectations and high standards for the behavior of its members, including the requirements that members:

· Act in a professional manner at all times;

· Go above and beyond the call of duty to provide service to the community;

· Place a premium on meeting project goals and objectives to the best of their abilities;

· Treat community members, fellow members, team leaders, other staff, office property, and the units in which service is performed with respect and consideration;

· Provide service free of drugs, alcohol and violence;

· Act as role models to the community at all times;

· Place the safety and well-being of children above all else;

· Be honest and act in good faith at all times;

· Meet all commitments and not make commitments that cannot be met; and

· Be prepared and present to serve.

The discipline code below is provided to make the standards explicit, so that members will know what is expected and the consequences for not meeting those expectations.

A.
Members who engage in unprofessional or incompetent behavior or behavior that is detrimental to the corps will be subject to counseling by the team coordinator and site manager. If there are excessive breaches of this code of conduct, if such episodes are repeated, or if a member demonstrates a pattern of poor behavior, the team coordinator, with the approval of the program director, may enact suspension or dismissal based upon documented incidences of such unsatisfactory behavior. Examples are:

1. failure to complete assignments or do them at an acceptable quality level;

2. not appearing in the proper uniform during service hours;

3. displaying a poor, negative attitude;

4. behaving in a divisive manner;

5. gossiping, putting others down;

6. lateness; and/or

7. not showing initiative.

B.
If a member is found engaging in any one or combination of the following behaviors, on the first offense, he/she will be given a formal written warning from the team coordinator or program director. On the second, he/she will be subject to suspension. On the third offense, he/she will be subject to dismissal. Any instance of these behaviors which is judged flagrant or exceptionally severe, may result in immediate dismissal:

1. an unexcused absence;

2. late arrival at the service site (as determined by local policy) two or more times within a thirty day period without a reasonable excuse and/or prior notification;

3. use of abusive language or profanity, including racial, ethnic or sexual slurs;

4. neglect of office property or the property of others;

5. intentional violation of safety rules;

6. inappropriate display of affection or intimacy;

7. sleeping during hours of service;

8. falsification of time sheets;

9. signing in or out for another person or allowing another person to sign you in or out;

10. insubordination or failure to follow instructions;

11. leaving premises without permission;

12. failure to attend a training session;

13. failure to participate in required blood lead level monitoring;

14. misusing resources or information; and/or

15. engaging in any activity involving proselytizing or assisting religious organizations, attempting to influence legislation or an election or aid a partisan political organization, helping or hindering union activity, or aiding a business organized for profit during hours of service.

C.
If a member is found engaging in any one or combination of the following behaviors, on the first offense he/she will be subject to dismissal.

1. purchase, sale, possession or use of any illegal drug at any time;

2. purchase, sale, possession or use of alcohol during service time, including breaks, or consumption just prior to giving service, e.g. meal times or breaks prior to service;

3. purchase, sale, possession or use of any type of weapon during service or training;

4. theft of CLEARCorps property;

5. theft of personal property of community residents, property owners, other members, and anyone related to the program;

6. deliberate destruction of the property of CLEARCorps or any anyone related to the program;

7. violating a confidence or unauthorized release of confidential information;

8. engaging in sexual, racial, or ethnic harassment; and/or

9. other offenses the team coordinator or program director judges to be seriously threatening to the well-being of a staff member, a community member, another member, or anyone related to the program.

D.
A member charged with a crime during a term of service. If a member is charged officially with a violent felony (such as rape or homicide) or the sale or distribution of a controlled substance, the member must be suspended without a living allowance and without receiving credit for missed hours. This is a minimum requirement. The member may resume service if found not guilty or if the charge is dropped. If convicted, he or she must be released for cause.

E.
A member convicted for possession of a controlled substance. If a member is convicted for possession of a controlled substance, he or she must be suspended without a living allowance and without receiving credit for missed hours. If convicted of a first offense, the member may resume service by enrolling in an approved drug rehabilitation program. If convicted of a second or third offense, the member may resume service only upon successfully completing a rehabilitation program.

F.
Team coordinators have the primary responsibility for implementing the discipline code in response to member behavior. Local Program Directors will approve all disciplinary actions. All CLEARCorps staff also have the authority to implement the code.

G.
If the level of discipline involves suspension or dismissal, the CLEARCorps National Office must be notified of the action. Notices of suspension and dismissal will be written. Team leaders have the authority to begin the suspension process of members in the event that they cannot contact the site coordinator immediately (e.g., request the member to leave the premises, not report to the site). Program staff will determine if suspension is appropriate or if other actions are warranted such as reinstatement or dismissal. Suspensions can be for one day or more. If the level of discipline involves suspension, the site coordinator must notify the CLEARCorps National Office within one week of the action. If the level of discipline involves dismissal, the CLEARCorps National Office must approve the action. 

IX. RELEASE FROM TERMS OF SERVICE

A.  The member may be released from service in the following two ways.

1. Suspension (as described in paragraph E of this section)

2. Termination

B. The member understands that he/she may be released for the following two reasons:

1. For cause, as explained in paragraph (B) of this section; or

2. For compelling personal circumstances as defined in paragraph (D) of this section.

C.
The program may release the member for cause for the following reasons:

1. The member has dropped out of the program without obtaining a release for compelling personal circumstances from the appropriate program official;
2. During the term of service, the member has been convicted of a violent felony or the sale or distribution of a controlled substance;

3. The member has committed an offense that merits dismissal according to section IX of this agreement; or

4. Any other serious breach that in the judgment of the direction of the Program would undermine the effectiveness of the program.

D. 
The Program may release the member from the term of service, due to compelling personal circumstances if:

1. The member has a serious injury or illness that makes completing the term impossible;

2. There is a serious injury, illness, or death of an immediate family member and the member is needed to care for that family member or take over the duties of the family member;

3. The member is drafted by the Armed Services of the United States; or

4. Some other circumstance occurs beyond the member’s control that makes it impossible or very difficult for the member to complete the term of service and the Program deems that circumstance compelling.
E.  Compelling circumstances do not include leaving the program: 

1. To Enroll in school;

2. To Obtain employment other than to move from welfare to work; or 

3. Because of dissatisfaction with the program.

F.  The Program may suspend the member’s term of service for the following reasons.

1. During the term of service, the member has been charged with a violent felony or the sale or distribution of a controlled substance. (If the member is found not guilty or the charge is dismissed, the member may resume his/her term of service. The member, however, will not receive back living allowances or credit for any service hours missed.)

2. During the term of service, the member has been convicted of a first offense of possession of a controlled substance. (If, however, the member demonstrates that he/she has enrolled in an approved drug rehabilitation program, the member may resume his/her term of service. The member will not receive back living allowances or credit for any service hours missed.)

3. The Program may suspend the member’s term of service for violating the rule of conduct provisions in accordance with the rules set forth in section VIII of this agreement.

G.
If the member discontinues his/her term of service for any reason other than a release for compelling personal circumstances, the member will cease to receive program benefits described in section V and will receive no portion of the education award or interest payments.

H.
If the member discontinues his/her term of service due to compelling personal circumstances as described in this agreement, the member will cease to receive benefits described in section V.

X. GRIEVANCE PROCEDURES

The member understands that the Program has a grievance procedure to resolve disputes concerning the member’s suspension, dismissal, service evaluation or proposed service assignment. The member understands that, as a participant of the program, he/she may file a grievance in accordance with the Program’s grievance procedure which is as follows:

In the event that informal efforts to resolve disputes are unsuccessful, AmeriCorps members, labor unions, and other interested individuals may seek resolution through the following grievance procedures.  These procedures are intended to apply to service-related issues, such as assignments, evaluations, suspension, or release for cause.  In addition, individuals who are not selected as AmeriCorps members or labor unions alleging displacement of employees or duplication of activities by AmeriCorps may utilize these procedures. Members have up to one year, except in the cases of alleged fraud or criminal activity, to file a formal grievance. Formal grievance hearings must begin within 30 days of the filing of the grievance and a decision must be delivered within 60 days of the filing. Binding arbitration is available in the event that a decision is not made within 60 days or the aggrieved disagrees with the decision rendered. An informal, rather than formal, dispute process may also be used if a grievance is filed within 45 days of the alleged occurrence. 

A.  Optional Alternative Dispute Resolution (ADR)
ADR is available, but must be selected within 45 days of the underlying dispute, except in the case of fraud or criminal activity.  If a member chooses ADR as a first option, a neutral party designated by the program will attempt to facilitate a mutually agreeable resolution.  The neutral party must not have participated in any previous decisions concerning the issue in dispute.  ADR is confidential, non-binding, and informal.  No communications or proceedings of ADR may be referred to at the grievance hearing or arbitration stages.  The neutral party may not participate in subsequent proceedings.

If the member agrees in writing to pursue ADR, then a hold is placed on the 30 and 60 day deadlines. The member has the right to withdraw from ADR at any point in the process and request a formal hearing. At the initial session of ADR, the neutral party must provide written notice to the aggrieved party of his or her right to request a hearing.  If ADR does not resolve the matter within 30 calendar days, the neutral party must again notify the aggrieved party of his or her right to request a hearing.  At any time, the aggrieved party may decline ADR and proceed directly to the hearing process.

Grievance Hearing
A member may request a grievance hearing without participating in ADR or, if ADR is selected, if it fails to facilitate a mutually agreeable resolution.  The member should make a written request for a hearing to [the designated local program supervisor or director] or to staff at CLEARCorps/USA.  A request for a hearing must be made within one year after the date of the alleged occurrence.  At the time a request for a hearing is made, the program should make available to the member information that it relied upon in its disciplinary decision.

The program will arrange for one or more pre-hearing conferences at a time mutually convenient to the parties.  Pre-hearing conferences are not a substitute for a hearing.  They are 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.  The format of the pre-hearing conference may be flexible, involving meetings with one party at a time and/or with both parties together.  Pre-hearing conferences are conducted by [local Program Director] or by Sue Gunderson, Executive Director for CLEARCorps/USA.

The hearing will be conducted by [local Executive Director], or by Sue Gunderson, Executive Director CLEARCorps/USA.  The person conducting the hearing may not have participated in any previous decisions concerning the issue in dispute.  (Note:  To ensure impartiality in the hearing, programs may choose to designate someone other than the program director to approve disciplinary actions regarding members, leaving the director available to conduct grievance hearings.)  A hearing must be held no later than 30 calendar days after the filing of the grievance, and a written decision must be made no later than 60 calendar days after filing.

Binding Arbitration

An aggrieved party may request binding arbitration if a grievance hearing decision is adverse or if no decision is made within 60 days of the filing of the grievance.  The arbitrator must be independent and selected by agreement of the parties.  If the parties cannot agree on an arbitrator, the Corporation’s Chief Executive Officer will appoint one within 15 calendar days after receiving a request from one of the parties.

An arbitration proceeding will be held no later than 45 calendar days after the request for arbitration, or no later than 30 calendar days after the appointment of an arbitrator by the Corporation’s CEO.  An arbitration decision will be made no later than 30 calendar days after the commencement of the arbitration proceeding.

The cost of arbitration will be divided evenly between the parties, unless the aggrieved party prevails, in which case the program will pay the total cost of the proceeding as well as the prevailing party’s attorneys’ fees. In the case of non-compliance, a suit to enforce an arbitration award may be brought in any federal district court having jurisdiction over the parties without regard to the amount in controversy or citizenship. 

Additional Considerations

1. If the matter is resolved through alternative dispute resolution, the terms of the resolution are recorded in a written agreement, and the party agrees to forego filing any further grievance on the matter under consideration; 

2. The neutral party who is aiding the alternative dispute resolution process may not compel a resolution; and 

3. If the grievance is regarding a proposed participant placement, the placement is not made unless it is consistent with the resolution of the grievance.

National contacts for grievance procedures:

	Sue Gunderson
	Megan Curran de Nieto

	Executive Director
	Director of Community Health Programs

	CLEARCorps/USA
	CLEARCorps/USA

	1522 Albany Avenue
	1522 Albany Avenue

	St. Paul, MN 55108
	St. Paul, MN 55108

	651-603-8000
	651-603-8000

	Sue@clearcorps.org
	megan@clearcorps.org


I certify that the grievance procedures have been explained to me and that I understand my rights under this policy:

Member Initials: 



XI. Criminal History Check

All applicants for positions with CLEARCorps including staff positions, are subject to a three part criminal history background check. The check includes a criminal history search, a search on the National Sex Offender Public Registry (NSOPR)  http://www.nsopw.gov/Core/Portal.aspx and an FBI fingerprint check. 

I give my permission to conduct the required criminal history background and fingerprint check and understand that the results will be discussed with me. I certify that I understand that the results will be confidential and that evidence of prior criminal activity may result in my termination as a CLEARCorps member.

Member Signature: 











Date: 






 XII. Non Discrimination/Freedom From Fear
The Corporation for National and Community Service (CNCS) and CLEARCorps/USA are committed to achieving a diverse, energized, high-performing workforce. Key to achieving this is developing and maintaining effective leaders, managers, and employees and corpsmembers who treat all persons with dignity and respect, without regard to non-merit factors such as race, color, national origin, gender, age, religion, sexual orientation, disability, gender identity or expression, political affiliation, marital or parental status, or military service. We strive to provide a work environment free of sexual, racial, ethnic, religious, or other harassment

Any member or staff person who believes 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), should raise his or her concerns with the 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. OCRI may be reached at (202) 606-7503 (voice), (800) 833-3722 (TTY), eo@cns.gov, or through www.nationalservice.gov. 

In addition, we encourage everyone to consider the Alternate Dispute Resolution (ADR) Program as an informal way to resolve workplace conflicts. If you are interested in learning more about our ADR program, please contact John Rogers at (202) 606-6646 or jrogers@cns.gov.

I certify that the non-discrimination policy has been explained to me and that I understand my rights under this policy:

Member Initials: 



XIII. AMENDMENTS TO THIS AGREEMENT

This agreement may be changed or revised by written consent by both parties.

XIIV. 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. (If the member is under the age of 18 years old, the member’s parent or legal guardian must also sign.)


 







 
 








Name (print): 










 

Signature: 







Date:




Parent/Guardian if under 18 Signature: 








Authorized Program Representative (print):







 


Title: 













Signature: 







Date:



1
Maintain a copy of this document in the member file. 


