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The Education Alliance

803 Quarrier Street, Suite 500
Charleston, WV 25301

Offce: 308427849

Cell: 304052267

Fax: 308420046
AmeriCorps@educationalliance.q

EducationAlliance.org/AmeriCory




Table of Contents

ViYL Fodo ] =R (o T AN 4 =T A0 o F=] RSP 2
ATV = LA T Y 1 =T GO0 o 13RI 3
B (o LU @01 =T Vo T 1TSS 3
R o 10 g @o] o Ta 011100 TT o | S PSP STUPRPI 3
B (o LU =TT [ 1= o S 3
LI =N = o o {0 = SRS 4
Your Rights and ReSPONSIDITIES .....ooiiiiiiiiiiie e 5
T |0 £ SRR 5
RESPONSIDITIES ...t e et e e e bt e e e sab et e e e anbe e e e e anbr e e e e nnee 5
o] 1] o1 =T Yo 11 (=2 PP URRPP 5
National Serviced AMEriCorps and MOTE........uuiiiiieeiii it e s e s e e e e e e s s e e e e s s s taraeeeaeesaannnrrnneeeeeas 7
F N 0= 100 oL O TP PUPRPN 7
VOIUNTEET WESE VIFGINIB ...eeieeeiee ettt ettt e e ekt e s e bt e e e bt et e s s bt e e e e ennbeeeeennes 9
AMETNICOIPS 1N WESE VIFGINIL....eee ittt ettt e sttt e e e bt e e e s nb e e e e enbeeeeeaneee 9
The American Tradition Of SEIVICE......oi i e e e e e e s st raeeeeaeeeannns 12
THe EAUCALION AlIBNCE...iiii ittt e e e e e st e et e e e s s et aeeeaeeesasnesbaeeeaaeseaanteaneeeeeeseannns 13
AMEriCOrPs 0N the FrONTINE .....eoii ettt e e s sanneeas 14
MEIA USAGE GUIE ...ttt e ekttt e e e b et e e ek bt e e eab e e e e e et e e e e ennbeeeeeneee 17
Terms & CoNditioNS Of CONTIACT .. ...iii it e e e e e s et raaesessnbnbaeeeeeeeeaanns 18
LTSI L ST (o = SRR 18
U] =13 o] @0 o U T RSP PREPR 18
StUAENT CONFIAENTIAIILY .......eeeeiieieie ettt ettt e s bt e e s abbe e e e s bbne e e s anneees 19
Criminal Background Checks and Sex Offender Registry Checks ..o 20
EMPIOYMENT STATUS ..ottt ettt e e st e e e st et e e e sabb e e e e anbbe e e e snbbeeeeanbneeeean 20
Job Training PartnNership ACL.........eei oottt e et e e e e e 20
Second Jobs and SChOOl AENUANCE .........eeiiiiiiiiiiie et e e e e e e e s b b e e e e e e e e aaas 21
CaIPOO NG oo ——————————— 21
T L= T TR =T L ] 1T 6T 1 =T | 21
UsSE Of Personal VERNICIES .........uiiiiiiiii ettt e e e e et e e e e e e e e anaes 21
Performance EVAIUALIONS ...........oii ittt e e e e e s bbb e et e e e e e aanbabeeeaaeeeeannes 22
F Y g1 o PoT = 1T =T | PP PTTP TP 22
=T [UE= L @] o] T ] 101 011§V OO UU PP PUPPPPRPPTPPP 22
YT ] o T= g =T Yo T 1 1= I USRS 22
LI L= 1S3 L V4T 1= o = SRS 22
Service Gear and Grooming STANAAIAS .........ocuuiiiiiiiiiie e e e e e s eaaeeeas 23
L= o1 111 1 2 PP PP PUPPPPRPPPPPP 23
L 111 112 LT o USRS 23
TN To I (TSI Yo T4 o] = Vo = 23
Use of COMMUNICALIONS SYSEIMS .....uuiiieieieiei e r s e s e e s e e e e e e e e e s e e e e e aa e e e e aeaeaas 24
USE OF EIECIIONIC DEVICES. .. . .eeieiiieeeiiitte ettt ettt ettt et e e e e e s bbbt e e e e e e e s abbbe e e e e e e e e aannbabeeeeaeeaeannns 24
L Y] (0] V=TT I 1] o] = o =T 1T o 24
Y/ [To [T W O o] 0 £ = o | AU PT PP PPPPPR 25
SUDSEQUENE TEIMMS OF SEIVICE ....eiiiiiiiiii ittt ettt sttt e e s aab e e s sabe e e e s anbbeeesanneeeas 25
Incurred Costs and Personal EXPENSES ....ccoiuiiii ittt et e et e et e e e abae e e s snbaeeeeabeeeeeans 25
MEMDET DEVEIOPIMENT ...ttt e e sttt e e s bt e e e sabe e e e e aabe e e e e anbbeeeesnbbeeeesnbeeeeean 26
U0 Te | 2= 1] o o PR RUPPPRPOTPPR 29
Release from T Of SEIVICE.....uiiii it e e e s s e e e e e s e s et e e e e e e e s ansnsntaneeeeeneannns 30
Y40 111 o PP ET TP 31
Progressive DISCIPING PrOCEAUIE ...........uuiiiiiiiiiiiee ittt e e e ettt e e e e e e e s b abeeeaaeeeeaaas 31
GHIEVANCE POJICY ....eieitiiieiie ettt et e e oo oot ettt e e e a4 e e a b b et et e e e e e s e aabnbe et e e e e e e sannbbbeeeeaaeaeanns 31

TIMEKEEPING POIICY ..ttt ettt ettt e e sttt e e sttt e e e snbe e e e e anbae e e e anbbeeeesnbneeeeans 33



27T 1] 1 33

LI LI S CET=] o1 T 1o =TSRSS 38
=T 1YL o] o Y UREPRR 38
Time Tracking in ONCOIPS REPOIS ... ..uiiiiiiiieeiiiite ettt e e et e e et e e e anbe e e e e anbeeeeeanene 39
Access Paystubs With VIEWMYPAYCHECK .........coiuiiiiiiiiiiii et 43
Helpful Tips fOr Getting Start@d..........ouuiiiiie i e e e e s e e e e e e e s e rae e e e e e e e e s nnnreees 45
Student ENrolMENt POLICY ....uuiiiiiiiii ottt e e e e st e e e e e s s st e e e e e e s e snnntnnnneeeeeeeanns 48
Lo Yo L= o a T V2= 1T =4 o o SRR 50
YOUTI EQUCALION AWEAIU ... .eiiiiiiiiiiie ettt e et e e st e e e sttt e e e sabb e e e e snbbe e e e anbaeeeeanbaeeeeantbeeeeanbeeeeeans 51
What Can You Use Your EJUCAtION AWAIT FOI? .......ccuiiiiiiiiee ettt et 51
What are the Categories of EAUCAtION AWAIAS? ........coiiiiiiiiieii e e e seser e e e s ee e e e e e anneees 51
How Many Education Awards Can YOU RECEIVE? .....ccceeeiiiiiiiiiiiie e s sttt e e e e s s setarae e e e e e s s ssannaneeeeeeeannns 51
Which Colleges and Universities Are "Qualified INSttUtIONS™? .......ccuvviiieie e 51
Which West Virginia Colleges and Universities will match the Education Award? ..........cccccceeeeeeviiinnnen. 52
What Types of Loans Can the Education AWard REPAY? ......ccceeeiiiiuiriireeeeeiiiiiierieeee e s sssinrneeeeee s e snnnnneees 52
What Types of Expenses Are Considered Part of the Current "Cost of Attending" an Institution?......... 53
When Can You Use Your EAUCAtION AWAIT?........coiiiiiiiiiiiiieeie et e e ee e e e e et ee e e e e e s e neneeees 53
Is the Education AWard TaX@ble?...........uuuiiiiiiiiiiiit et e e e e e e st e e e e e e e e snnnbnreeeeaeeeeaanns 53
What Do You Need To Do to Use Your EJUCAtioN AWAIA? .......ccooiiuiiiiiiieeeiiriiiieie e e e seiiieeee e e e e e 53
What About Paying Student Loans During Your Term Of SEIVICE? ......cuuveiiiiiiiiiiiieee e 54
How Do You Make Interest Payments on EXiStiNg LOANS?......ccoiiiiiiiiiiiieeiiiiee et 54
LR N =T G N L= £ O o T o o I PO P PP OPPRP 55
LT T 1= o 13 (o] o 55
LS S 1= 1SRRI 55
SUbSEqUENE TEIMS Of SEIVICE ..o 55
(7o) 01 1] 0 [ TSI =T VT o 56
]t |V Ofe] o1 g T=Tox 1= o L PO PP PP OPPPPPPP 56
ATTACHIMEBNTS ..ttt e e e e e e o bbb e e et e e e e e s aa bbb et et e e e e e s anbe b e e e e e e e e e aannbrnneeaaens 57
S o F= LA 1o = = o 1SS URRPR 58
ACCOMPANIMENT FOIM L.ttt e st e e e s bt e e e st b et e e e aabe e e e e aabb e e e e anbe e e e e anbreeeennbeeeeanees 59
Travel ReiMBUISEMENT FOMMN .. ...t e e e e s s re e e e e e s s nnn b eeeeeeesannnnreees 61
Member Performance EVAlUALION .............uiiiiii et e e e s st e e e e e e e e e areneeaeeeeaanns 62
Site SUPEIVISOr EVAIUALION ... 64
Application for Subsequent Term T 2018-2019........uuuuuuuuieieieieiiirieieeeieiereiererre————————————————————————. 65
West Virginia Disaster Corps APPHCAtION .....ocuiiiiiiiiii e 66
AmeriCorps Member Paper TIMESNEEL........uuuuuiiiiiiiiiiiieieieieieieieeieiae e e erersrerarere s rarsrsrnrsrsrnrnrnnes 67
Passive Parental CONSENT FOMN . ..ottt e e e e e st e e e e e e e sanbrrreeeaaeaeanns 68
Parental CONSENT FOIM ...ttt e e e e ettt e e e e e s bt bbb e e e e e e e e sanbnbeeeaaeeaeannns 69
Parent/Guardian QUESTIONNAINE ...........cc i e e et e e e e e e e e e s st e e e e e e s s sn s teeeeeeeeesssnnnsnneneeaeeesaanns 70
S (0o (=T o1l =g (o] 0 T=T o] A oo P PP PP OPP PP 71



Welcome to AmeriCorps!

As an AmeriCorps member you are an example of the caring community spirit America needs.

Our country has difficult problems and big challenges; many children are falling behind their classmates;
many families domé&t glhdelr hvafdes ;i mnidheitther s candt

handedly, but you will play an important role in bringing communities together to help solve these
problems, and several others.

You are carrying on an American tradition of service that was founded upon our nation more than 200
years ago. Americans have always found ways to help others and make our home stronger; through
military service, the Civilian Conservation Corps, the Peace Corps, and in other ways. The 1 million
Americans who have served in AmeriCorps have done what other generations of Americans have done
befored taken an active role as citizens to make a difference for themselves and for others. What
happens next is up to you.

This guide is intended to describe AmeriCorps and your role in it. You will determine the quality of your
AmeriCorps experience. Because you have made a commitment to serve, you are a role model for
people of all ages in your community, and across the country. Show others the importance of serving.
Demonstrate what it means to be an active citizen. Uphold and pass on the ethic of serviced by involving
others in your service projects, telling people about your experience with AmeriCorps, and encouraging
your friends to join AmeriCorps.

af ford
car e. During your term of service as an Ameri Corps

me m|



What is AmeriCorps?

I f youbre a new Ameri Corps member but donét qui
donodt feel bad. I'tds a | itt |legprograsnmthdt AmerCorpsdnemblers n
serve, and the different ways they serve. To understand what AmeriCorps is consider what all
AmeriCorps members have in common.

Your Colleagues

AmeriCorps members are Americans of all ages who have made a commitment to serve their
communities and country. Since 1994, more than 1 million people have served in AmeriCorps.
AmeriCorps members range in age from seventeen to older than ninety. Some have college degrees;
others have completed high school or are earning a GED. They reflect the diversity of America in age,
ethnicity, education, race, gender, and religion.

Your Commitment

As an AmeriCorps member, you are expected to adhere to the AmeriCorps pledge. The pledge
represents the commitment you have taken to serve not just this year, but in years to come. .

| will get things done for Americad to make our people safer, smarter, and healthier.
I will bring Americans together to strengthen our communities.
Faced with apathy, | will take action.
Faced with conflict, | will seek common ground.
Faced with adversity, | will persevere.
| will carry this commitment with me this year and beyond.
| am an AmeriCorps member, and | will get things done.
0 the AmeriCorps pledge

Your Assignment

AmeriCorps members serve in community organizations, schools, and national parks. Members may
serve at several different locations, and travel to help other communities in their area. One of the
strengths of AmeriCorps is the range of services its members provide: helping make children healthier,
schools better, streets safer, and the environment cleaner.

As an AmeriCorps on the Frontline member you will serve for ten months in a West Virginia public school
as mentors to at-risk students with attendance, behavior, and course performance challenges. You will
also recruit and train community volunteers to continue this service to provide organizational and
community sustainability. A portion of your time will be spent in training and in service projects. The
following outlines the general expectations of performance:
1 Devote your time to accomplishing the AmeriCorps on the Frontline goal to improve student
attendance, behavior and course completion

1 Mentor elementary, middle or high school students

1 Work as a member of a team to develop and implement strategies that will help students
succeed in school

f Recruit volunteers to support your countyds

1 Promote the AmeriCorps on the Frontinepr ogr am and your countyo6s

1 Maintain confidentiality at all times

1 Maintain appropriate records

1 Complete all member forms and reports by the due date (time sheets, mileage reimbursement,

etc.)
1 Meet deadlines for all data reporting requirements

te unde.]
you con:

dropout
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1 Attend and participate in all training sessions (on site, local and state wide) and AmeriCorps
service projects

1 Complete a Personal Action Plan and work toward its goals and objectives throughout the year

(see Attachment 1: Personal Action Plan on page58)

Develop and adhere to a schedule that ensures completion service requirements

Keep Site Supervisor informed of progress and/or problems

Adhere to all rules and policies of The Education Alliance and your assigned service site

Not participate in prohibited activities during service hours or when wearing AmeriCorps gear

(see Prohibited Activities on page 5)

1 Perform other duties assigned by your Supervisor appropriate to the AmeriCorps program

E R E ]

The Big Picture
AmeriCorps has four main goals:

Getting Things Done. AmeriCorps members help communities solve problems in the areas of
education, public safety, the environment, and other human needs (like health and housing) by
serving directly and by getting other people to serve as volunteers.

Strengthening Communities. AmeriCorps members help unite individuals from different
backgroundsd and organizations of all kindsd in a common effort to improve communities.

Encouraging Responsibility. AmeriCorps members explore and exercise their responsibilities to
their communities, their families, and themselves during their service experience and throughout their
lives.

Expanding Opportunity. AmeriCorps helps those who help America. AmeriCorps members receive
awards to further their education or to pay back student loans. They also gain valuable job
experience, specialized training, and other skills.

If you have questions about how your program helps fulfill the overall mission and objectives of
AmeriCorps, discuss it with your Supervisor or your project director. And if you have suggestions about
how AmeriCorps can better serve your community and the nation, please share your ideas with your
project director, your state commission, or the staff of the Corporation for National and Community
Service.

For more information about AmeriCorps and the accomplishments of your fellow members across the
country, visit the AmeriCorps website at www.americorps.gov.



http://www.americorps.gov/

Your Rights and Responsibilities

Like any group of individuals working together, AmeriCorps members must follow certain rules and
regulations in order to be effective. The rights and responsibilities listed below are merely illustrative, and
your project director may identify others. AmeriCorps*State members are subject to similar rights and
prohibitions.

Rights

1 Participation in the AmeriCorps (or any other Corporation) program is based on merit and equal
opportunity for all, without regard to factors such as race, color, national origin, sex, sexual
orientation, religion, age, disability, political affiliation, marital or parental status, military service,
or religious, community, or social affiliations.

1 You have a right to reasonable accommodation for disabilities. Programs must furnish reasonable
accommodations for the known physical and mental limitations of qualified AmeriCorps members.

1 If you believe your rights have been violated, you may report such violations to the directors of
your program of whom must establish and maintain a procedure for filing and adjudicating certain
grievances.

1 You may also file discrimination-related grievances with the Equal Opportunity Counselor of the
Corporation for National and Community Service at (202) 606-5000, ext. 312 (voice), or 1 (800)
942-2677.

Responsibilities

1 To earn an education award, you must satisfactorily complete your program requirements and
your full term of service (at least 900 hours over a ten-month period of time for the part-time
award).

9 Satisfactory service includes attendance, compliance with applicable rules, a positive attitude,
quality service, and respect toward others in the program and community.

1 You will be asked to sign a contract stating your rights and responsibilities while in AmeriCorps.
You must abide by this contract and follow the rules of your program. You will be suspended or
terminated if you violate the stated rules of behavior as listed in your member contract.

Prohibited Activities

There are certain activities, including lobbying, political, or advocacy activities, that you may not perform
as an AmeriCorps member. Generally, you may not engage in any conduct that would associate the
national service program or the Corporation for National and Community Service with any prohibited
activity. These activities are also prohibited for staff, supervisors, and any other personnel who receive
compensation from the federal award

As an AmeriCorps member you may not:

1 engage in any effort to influence legislation, including state or local ballot initiatives or lobbying for
your AmeriCorps program; for example, you may not organize a letter-writing campaign to
Congress;

1 engage in partisan political activities or other activities designed to influence the outcome of an

election to any public office;

organize or take part in political demonstrations or rallies;

organize or participate in protests, petitions, boycotts, or strikes;

assist, promote, or deter union organizing;

impair existing contracts for services or collective bargaining agreements;

participate in, or endorse, events or activities that are likely to include advocacy for or against
political parties, political platforms, political candidates, proposed legislation, or elected officials;
for example, you may not print politically charged articles in a Corporation-funded newsletter;

1 perform clerical work, research, or fundraising, except if incidental to your direct service activities;

=A =4 =4 A -9



engage in religious instruction; conduct worship services; provide instruction as part of a program
that includes mandatory religious instruction or worship; construct or operate facilities devoted to
religious instruction or worship; maintain facilities primarily or inherently devoted to religious
instruction or worship; or engage in any form of religious proselytization; or

provide a direct benefit to a for-profit entity, a labor union, a partisan political organization, or, in
general, an organization engaged in the religious activities described in the preceding bullet.

There are also several types of activities that your program may not assign to you, such as:

il
f
f

|l

activities that pose a significant risk to you or other participants;

assignments that displace employees;

internships with for-profit businesses as part of the education and training component of the
program; and

any of the prohibited activities mentioned above.

Like other private citizens, you may participate in the above-listed activities on your own time, at your own
expense, and at your own initiative. However, you may not wear your AmeriCorps t-shirt or other service
gear in such instances. You are expected to maintain a code of conduct and professional behavior at all
times. Violations of this expectation could result in early termination or suspension.



National Service 8 AmeriCorps and More

Youdre part of a natlniliomAmearrio@Qor psd mombkeertsh.anYoudre al so

larger movement.

You are one of more than 75,000 Americans who have answered the call of national service this year.
National service includes everyone from the first-grade student who supports a recycling program to the
retired professional who visits patients in a hospital. And the seventh grader who helps younger students
learn to read and the college graduate who helps organize an after-school program for kids in his
neighborhood. And the retired professional who participates in a neighborhood watch program and the
college student who responds to a natural disaster in a nearby community.

Hereb6s how national service is set wup:

The Corporation for National & Community Service (CNCS) is a federal agency that was established by
the National and Community Service Trust Act of 1993 to connect Americans of all ages and
backgrounds with opportunities to give back to their communities and their nation. CNCS is a merger of
the work and staffs of two predecessor agencies: ACTION and the Commission on National and
Community Service. This merger enables CNCS to achieve its mission of improving lives, strengthening
communities, and fostering civic engagement through service and volunteerism.

The bipartisan Edward M. Kennedy Serve America Act of 2009 reauthorized and expanded national
service programs administered by CNCS. This expansion has enabled CNCS to engage more than 5
million Americans in service each year through its Senior Corps, Social Innovation Fund, AmeriCorps,
and other national service initiatives.

As the nationédés | argest grant maker for service
strengthening Americads nonprofit sector and ad
har nesses Ampoweérfal aedosrceri the énergy and talents of its citizens i to solve problems.
CNCS believes that everyone can make a difference and that everyone should try.

AmeriCorps

AmeriCorps engages more than 75,000 men and women in intensive service each year at more than
15,000 locations including nonprofits, schools, public agencies, and community and faith-based groups
across the country. The Serve Amer iociakeyarets: disasten
services, economic opportunity, education, environmental stewardship, healthy futures, and
veterans/military families. AmeriCorps members help communities tackle pressing problems while
mobilizing millions of volunteers for the organizations they serve. Members gain valuable professional,
educational, and life benefits, and the experience has a lasting impact on the members and the
communities they serve.

AmeriCorps consists of three main programs:

1 AmeriCorps Volunteers in Service to America (VISTA): VISTA is an anti-poverty program

and vol
dressin

focused

created by President Johnsonds Economic Opportunity

the first VISTA members into service on December 12, 1964 and fifty years later nearly 7,000
Americans serve annually. AmeriCorps VISTA members are passionate and committed to their
mission to bring individuals and communities out of poverty. Members make a year-long, full-
time commitment to serve on a specific project at a nonprofit organization or public agency.
They focus their efforts to build the organizational, administrative, and financial capacity of


https://www.govtrack.us/congress/bills/111/hr1388/text
http://www.nationalservice.gov/programs/americorps

organizations that fight illiteracy, improve health services, foster economic development, and
otherwise assist low-income communities.

AmeriCorps National Civilian Community Corps (NCCC): NCCC is a full-time, team-based
residential program for men and women age 18-24. Members are assigned to one of five
campuses 8 Denver, CO; Sacramento, CA; Baltimore, MD; Vicksburg, MS; and Vinton, IA.
Drawn from the successful models of the Civilian Conservation Corps of the 1930s and the U.S.
military, AmeriCorps NCCC is built on the belief that civic responsibility is an inherent duty of all
citizens and that national service programs work effectively with local communities to address
pressing needs.

AmeriCorps State and National: The State and National programs enlist local organizations
across sectors to recruit, train, and supervise AmeriCorps members meeting critical community
needs in the areas of education, disaster services, health, environmental stewardship, economic
opportunity, and service to veterans and military families.

o AmeriCorps National Programs apply directly to the CNCS for funding and includes: a
national nonprofit organization that operates in two or more states; an Indian tribe; a
consortia formed across two or more states, consisting of institutions of higher education
or other nonprofits, including labor, faith-based, and other community organizations;
and/or a state or territory without a State Service Commission

o AmeriCorps State Programs apply directly to their State Commission on Community and
National Service for funding and includes: State and local nonprofit organization; Community
and faith-based organization; State, local, and higher education institution; State and local
government; and/or U.S. territory.

Corporation for
National &
Community Service

AmeriCorps

State /National




Volunteer West Virginia

Volunteer West Virginia, the state's Commission for National and Community Service, administers and
coordinates national service and volunteer initiatives throughout the state.

T Mission: Volunteer West Virginia, the state's Commission for National and Community Service,
challenges West Virginians to strengthen their communities through service and volunteerism.
Through our programs and services, we identify and mobilize resources, promote an ethic of
service, and empower communities to solve problems and improve the quality of life for
individuals and families.

T Vision: We envision a West Virginia where everyone feels a responsibility and has an
opportunity for community service and volunteer work; where state government, educational
institutional, churches, nonprofits, and service organizations work together to create and
sustain systems that enable people to strengthen themselves and their communities through
meaningful focused and well-designed service programs.

T History: Established in 1994 by Executive Order of Governor Gaston Caperton, Volunteer West
Virginia achieved legislative states in 1995. Our bipartisan nature was confirmed and
strengthened through the support of Governor Cecil
1997. Our 25 Commissioners, appointed by the Governor, meet quarterly around the state.

Vol unteer West Virginia strengthens West Virginiads col
trainings which include, but are not limited to:

Disaster Services (CERT and Disaster Corps):
Strength Based Grant Writing Workshops
Ready WV
AmeriCorps State
o Competitive Grants Process
o Formula Grants Process
o Planning Grants Process
A AmeriCorps VISTA
0 West Virginia Strong
0 West Virginia Promise

A Governoroés Day to Serve
A Governor Service Awards

To To To I

AmeriCorps in West Virginia

1. AmeriCorps VISTA and Senior Corps are administered through the CNCS State Office.

A Senior Corps consists of the Retired Senior Volunteer Program (RSVP), Foster Grandparents,
and Senior Companions. West Virginia currently has 7 RSVP programs, 4 Foster Grandparent
programs, and one Senior Companion program. Each month these 12 programs serve
approximately 65,000 hours within their local communities throughout the state.

A VISTA currently has 11 programs in West Virginia which serve approximately 22,000 hours
within their local communities throughout the state including two programs which are run
through Volunteer West Virginia:

0 West Virginia Strong is a two-part statewide program that consists of:

" Veter andés Community Out r ea culdindgepaaty forVCOT) f 0«
veterans and military members as well as their family members.

Resiliency Team focused on long-term flood recovery for areas devastated by
the historic June 2016 flooding.
o0 West VirginiTéAlianee far ¥outk is a statewide program that mobilizes
partners across the state to strengthen the capacity of local communities to develop
and support young people.



http://www.volunteerwv.org/2/index.cfm
http://www.nationalservice.gov/programs/americorps/americorps-vista
http://www.nationalservice.gov/programs/senior-corps
http://www.nationalservice.gov/about/contact-us/state-offices/West%20Virginia
http://www.nationalservice.gov/programs/senior-corps/rsvp
http://www.nationalservice.gov/programs/senior-corps/rsvp
http://www.nationalservice.gov/programs/senior-corps/senior-companions
http://www.fivepromises.wv.gov/americorps-vista-project/Pages/default.aspx

2. AmeriCorps NCCC is administered in WV through the Southern Region campus located in
Vicksburg, Mississippi. During the 2016-17 PY, AmeriCorps NCCC sent 13 teams to West Virginia to
work at locations across the state tackling issues related to flood response and long-term recovery. In
all, 168 AmeriCorps NCCC members served over 41,770 hours in West Virginia last year.

3. AmeriCorps National is administered through the federal CNCS office in Washington, DC. West
Virginia currently has 7 National Direct projects, 22 service locations, and 92 national service members
serving local communities.

4. AmeriCorps State is administered by Volunteer West Virginia. Approximately 750 members serve
over 350,000 hours each year in one of twelve AmeriCorps State programs. These programs include:

I AmeriCorps on the Frontlines of School Success is administered by The Education Alliance as
a dropout prevention program focusing on improving attendance, behavior, and course
performance.

I Camp Horseshoe is administered by the Ohio i West Virginia Youth Leadership Association as
a summer only program focused on increasing civic engagement through leadership and
entrepreneurial skill development.

I Energy Express is administered by West Virginia University Cooperative Extension as a
summer only program focused on decreasing the summer slide and providing nutrition to rural
elementary aged children.

I Enhancing Assets to Benefit Communities is administered by Appalachian Forest Heritage
Area as an environmental stewardship program partnered with the National Forest Service
among others.

I Grow Ohio Valley AmeriCorps is administered by Grow Ohio Valley as a healthy futures program
focusing on improving access to healthy nutrition through urban farming/gardening, mobile food
pantries/farmers markets, and nutrition education.

I High Rocks Youth Education and Empowerment is administered by the High Rocks
Educational Corporation as an educational improvement program focusing on meeting the
education and health needs of youth.

i LifeBridge AmeriCorps is administered by the United Way of Central West Virginia as a multi-
focus intermediary with key focus areas in veterans and military families, education, healthy
futures, and economic opportunity.

I PreserveWYV is administered by the Preservation Alliance of WV as a historic preservation
program focusing on strengthening economic opportunities through the preservation of historic
structures and Main Streets.

I Twin Branch Recreation Area is administeredbytheCi t i zends Conservation Cor p.
West Virginia as an environmental stewardship program focusing on member professional
development specific to increasing environmental stability in McDowell County.

I West Virginia Community Health AmeriCorps Developer is administered by the Mid-Ohio Valley
Health Department as a healthy futures program focusing on chronic disease self-management
through healthy lifestyle choices.
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The American Tradition of Service

Service is and always has been a vital force in American life. Throughout our history, our nation has relied
on the dedication and action of citizens. AmeriCorps is part of a long tradition of service that has included
the Civilian Conservation Corps, the Gl Bill, the Peace Corps, and the Points of Light Foundation.
Following is a brief history of AmeriCorps.

American philosopher William James envisions non-military national service in his essay
1910 g : "
The Moral Equivalent of War.

Franklin D. Roosevelt creates the Civilian Conservation Corps (CCC), providing
HCRRIENICVAN opportunities for millions of young men to serve six to 18 months to help restore the
nation's parks, revitalize the economy, and support their families and themselves.

The Works Progress Administration, later renamed the Work Projects Administration, is
1935 . . . o .
established to provide work-relief for millions of unemployed Americans.
The Gl Bill, officially known as the Servicemen's Readjustment Act of 1944, is created,
linking service and education and offering Americans educational opportunity in return for
service to their country.

1944

President John F. Kennedy proposes establishment of the Peace Corps on March 1,
1961 and Congress authorizes it on September 22. President Kennedy states, "The
wisdom of this idea is that someday we'll bring it home to America." The White House
Conference on Aging is held, drawing attention to the continuing opportunity and need to
engage older adults in meaningful service activities.

1961

Demonstration projects for the Retired and Senior Volunteer Program (RSVP), the Foster
Grandparent Program, and the Senior Companion Program (which together are known
today as Senior Corps) are launched to demonstrate the effectiveness of the service
model and to engage older Americans in a range of service activities.

1960s

As part of the "War on Poverty," President Lyndon B. Johnson creates VISTA
(Volunteers in Service to America), a National Teacher Corps, the Job Corps, and
University Year of Action.

1964

19706 The Youth Conservation Corps initiative engaged 38,000 people age 14 to 18 in summer
environmental programs.

A number of legislative initiatives were introduced in Congressintheear | y 1iaHey &
Ear |l y 1}

did not take.

The National and Community Service Trust Act of 1993 created AmeriCorps and the

1993 ; : . X
Corporation for National and Community Service.
2009 Edward M. Kennedy Serve America Act was created to strengthen and re-commit
governmental support towards national service.
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The Education Alliance

As an AmeriCorps on the Frontline member you are not only joining a team of national service volunteers
but also The Education Alliance; a statewide West Virginia nonprofit research and K-12 local education
fund.

The Education Alliance was established in July 1983 as the first statewide local education fund in the
nation. West Virginia business executives saw the need to help businesses understand the importance of
financially and resourcefully supporting the state's public schools and to give business a voice in public
education.

VISION
Every West Virginia public school student graduates ready to begin a career or pursue additional
education and training.

MISSION

The Education Alliance is an independent voice, earnest advocate, and statewide participant that
advances policies and practices to continually improve public school student achievement in West
Virginia.

VALUES

We want to initiate important dialogues that value open, data-based evaluations of educational issues or
problems. We believe in the worth of all West Virginia children; believe each and every child deserves a
quality education; and support educators having tools and skills necessary to engage students in their
OWN Success.

Honesty, truthfulness, and integrity;

Credibility through objectivity (research and fact-based);

Respect for all education stakeholders, regardless of background, opinions, or organization of
origin;

Commitment to excellence through quality, success, and achievement;

Effective leadership and professionalism;

Learning through education and experience;

Results-Oriented based on sound data and metrics.

=24 - = =4 =4
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AmeriCorps on the Frontline

In West Virginia, one out of every four ot grade students will not complete high school within four years,
and some never do. While this is a troubling statistic, it need not be a permanent one. We hear it as a call
to action.

The Education Alliance created the Frontline Network to mobilize communities to answer the question,

AwWhat will we do to ensure that more of our students ¢
c ar e eFrostlth@é Network recognizes that though the drop-out issue is linked to the same issues in

every community (Attendance, Behavior, Course performance), every community must design its own

innovative prevention plan. Only local leaders and families know what their young people need most, and

how best to deliver solutions.

As an AmeriCorps on the Frontline member you are part of this solution. Your community has committed
to create and implement an individualized dropout prevention plan and with your help they are able to put
that plan into action through direct service to students and their families. Following are the inspiring
stories of AmeriCorps members who are changing outcomes and the future of West Virginia by keeping
students in school, and making sure they take the next step to their best adult lives.

Ariel Gray, Cabell County (2013-2014)

The beginning of the year, | met one of my students. He was quiet but rude when he would talk. | thought
AOh goodness, this i s Theoonaday, hedrolgle a worksheetigand vee werked
on it together and our friendship really started. He started looking for my car and coming to see me every
chance he could. He has grown a lot and so have | from him as well. He went from having 32 white cards
before Christmas break last year, to only having three this whole year. | would call that a success in itself.
The best part about this story would be when his first report card came out, he brought it to me and he

had this look on his face | had never seen before. | asked him what was wrong and he sai d , fiLook. o0 He
had two B6s, three Cbs and a D. | said, fAThatoés i mpres:
had someone care so much about me, I couldnét have don.

Letds just say | went home and cried.
Christin Shinaberry, Pocahontas County (2013-2016)

My student success story involves a student that, upon first meeting her she seemed very much alone
with little to no friends and a depressed demeanor. | first noticed her somber yet lack in motivation when
helping coach basketball. | often would ask her what was bothering her, but often | would receive a reply
about how horrible her life was at home. Everything | received from this student was negative, but unlike
everyone else she that she had tried to reach out to, | was determined to bring out the joy in this child's
life. It took something as little as becoming her best friend to help her change.

In the end, she was awarded student of the month, worked hard every day in her course work and
volunteered her time doing community activities she would not have done without the help of AmeriCorps
on the Frontline!

AThis student is a true inspiration to me, and | can s
state she was in to a student who never stops laughin g ! 0

Courtney Clayton, Pleasants County (2012-2013)

Since | started working with the AmeriCorps program back in September, | have had my ups and my
downs with many of my kids. One kid that stands out as a prime example of the success this program can
cause is Shyla. Shyla was a very unique first grader that | had the opportunity to see five times a week.
Although she is living in extreme poverty and has a very diverse list of medical problems, she is one of
the most positive kids | know. Her brother was also in the program. Due to her brother, Robert, having a
hard time understanding what you can and cannot do we had to dismiss him from the program. This
scared me because | was afraid that Shyla was not going to be able to continue coming. Also, | saw how
powerful Robert was (e.g. he was able to throw tables) and | was afraid he was going to hurt Shyla.

14



Against all odds Shyla was able to continue in the program and | believe she is getting the most out of it.
When | first met Shyla she was a shy littlegirl who di dndt wunderstand how
her age without scaring them off. By the school
spend her day with her peers. One day while checking her homework she stopped, like she usually does,
and | ooked up at me. When | asked her what was

sentence it really made my day. To me all | was doing was being the person who always made sure her
homework got turned in just like my parents used to do, but to her | was a hero for just a slight second.

Erin Terry, Cabell County (2013-2014)

This past school year, Matt* was called to court for repeated truancy. Just 30 minutes before his court
appearance, he learned that his brother had been sentenced to prison. Despite these circumstances,
Matt maintained his composure. The judge informed him that he had improved his behavior so
dramatically that he did not need to appear again in court. At the end of the court appearance, the student

wr ong
confused, she continued, AYou helped me pass the

to
year

t
S

(

S |

first

turned around and said, fAThis is my mentor, Amanda®*,

Jean Srodes, Pocahontas County (2012-2016)

My AStudent Subesssoftoome to fruition. Students

good character remain that way. Some of these students struggle scholastically and have managed to
improve their grades. The students that | wanted to target and make a difference in their lives have shown
no improvement.

t hat

People in Pocahontas County say, #@Altds the culture.

bad behavior is acceptable and that teachers and other professionals have no business messing with
their lives and the lives of their children. | have tried a number of approaches to try to express the benefits
of manners, ethics, conduct, and education. | feel that | am talking into the wind. Things that people here
find acceptable are drugs, anything free the government will provide, and laziness.

As the year has progressed | have dropped students because they are not willing to act appropriately
when they are with me. A number of students have told their parents they are with me, when in fact it is a
lie and they are other places with disreputable teens and adults. | have had problems with youngsters
bullying each other when they are at a gathering that | put together. However, my biggest handicap has
been that parents will not come and pick up their adolescents in town at an event. There is a county
activity bus that will transport them to nearby towns, and they will not be inconvenienced to meet their
kids at the bus drop off site. So any extra-curricular event that | organize is only attended by children
within walking distance of their home.

The main focus of my time with AmeriCorps has been to try to work with the 8th grade girls at the middle
school. | was delusional in my thoughts that | could make them become kind and supportive young
women.

At first | thought that it was just the young girls that were bullies. But, as the year progressed | found that
their mothers participate in bullying also. | have had several mothers write to me and get in my face much
the same way their daughters harass their peers. Facebook, has become a vehicle for mean and
derogatory posting by young girls and women.

As the year winds down, | now just shake my head at all the hate and animosity that they inflict on each
other daily. My regret is that | have not been able to get to them and make them understand that they are
better than that and can have a bigger future.

Kylie Antoline, Randolph County (2016-2017)

Megan, a fifteen year old who was still in seventh grade, was really discouraged because she was two
years behind in school. Kylie suggested that if she would be able to bring her grades up she might be
eligible to move on to the next grade. At that
D6s dur i ng -weéksof $chool.sThe idea ohneoving up was a great motivation for Megan and
gave her hope that she might be able to play softball for the school.
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With this in mind Kylie and Megan started working on improving her grades. After only six weeks she had
already turned dteey staitéddo work dn maindafnisg harmood grades. Around
Thanksgiving the principal asked Kylie if she thought Megan would be a good candidate to move on to
the next grade. All of her teachers had noticed how hard she had been working. Later that week it was
confirmed she would be moving to eighth grade the next semester.

Megan excl aimed, Alf it wasndét for you | would have ne
currently in the eighth grade and doing extremely well. Kylie has high hopes for her next year in High
School.

Katie Montgomery, Raleigh County (2013-2015)

There have been many moments in my time as an AmeriCorps member that | truly value and will
remember for many years. Perhaps one of the most memorable things was the change | saw in one of my
mentees hamed Matt. Matt was perhaps the most timid, anxious, and nervous child | had ever met. The
day | met him he was wringing his hands, chewing on his sweatshirt, and not making eye contact while
slinking into his chair. After several sessions with Matt he started to open up and relax while talking to me.
He started making eye contact and no longer chewed on his sweatshirts. He was my slope partner on the
bunny hill when ski club went skiing. And he blew my mind on the first day of IZAP after school. We had
the kids divide into groups and make their own rules to follow for afterschool. After they were done | went
around and picked a spokesperson for every group to present their rules; | picked Matt. He had stood up
in front of nearly 50 of his peers and teachers and read all the rules his group made. To most this seemed
like no big deal but for him to do this showed GREAT improvement. | have no doubts that mentoring was
helping Matt come out of his shell. Though still timid he was getting better.

Kimberly White, Cabell County (2012-2013)

|l 6ve had sever al success stories but this one was most
December; he had been away at interchange. He was a rough kid. C.P.S. was always being called on his

dad;his mom had just wup and | eft; and so he isndt bein
accused of helping set a train on fire (claims he d
some time with him | realized that he was very intelligent; both book and street smart. | started telling him

that to boost his confidence and maybe motivate him. He started finishing all of his school assignments

and was staying out of trouble. | found out that he liked to play music a lot so | arranged that he could

bring his guitar to school to play for the other kids. The success happened when grades came out.

Houston had raised his G.P.A. from a 0.7 (however one can manage such a low score) to a 2.7! | was

very proud of him so | bought him a pizza! However, roughly a month later, teachers ultimately were fed

up with his cursing and overall rude behavior and so he was sent to alternative school.

g w
i n

d

Pamela Hornbeck, Wood County Schools (2014-2015)

The AmeriCorps on the Frontline program has had a positve i@ mpact on Mackenziebds | ife
years, Mackenzie consistently missed school which caused her grades to suffer. This year, her school

implemented the AmeriCorps on the Frontline program. With the understanding that her AmeriCorps

mentorwouldc al | t o check on her when she was absent, Macken
now attends school on a regular basis, has formed friendships, and participates in various classroom

activities she would have missed out on, including the sixth-grade tri p . Mackenziebs reading |
significantly in the Guided Reading Program in just a
AmeriCorps mentor.
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Media Usage Guide

AmeriCorps on the Frontline is a program of The Education Alliance. All program related communication
(e.g. press releases, media events, flyers, etc.) must include a reference to both AmeriCorps and The
Education Alliance. Please use the enclosed standards for all print and electronic communications
representing the program.

AmeriCorps on the Frontline Logo

<f4 AMERICORPS on the

(A(FRONTLINE

Sponsoring and Funding Organization Logos

The > Education l- VO I u n t e e r Corporation for
[ | e g
alﬁ%’m mall West Vi rginia Iééﬁ?/{%%%

Business and Community for Public Schools The State’s Commission for National and Community Service SERVICE

Color Key

The Education Alliance Blue The Education Alliance Yellow

(or Pantone® Reflex Blue) (or Pantone® 123)

R:0 G:35 B:149 R:254 G:198 B:41

Hex#: 00209F Hex#: fec629
Fonts
Arial Used as the primary text in general organization communication.
Franklin Gothic Demi Commonly used for headings/subheadings, breakout boxes and charts.
Univers LT Std 57 Cn Rarely usedd only for accent text. (aka i Univers Condensed Oblique)

Press Release Boilerplate

NOTE: A press release boilerplate is a short backgrounder on the issuing company, person, or

organi zati on, generally no |l onger than one paragraph.
late 1800s/early 1900s when manufacturers of steam boilers would attach a metal plate so people would

know who made the boiler.

AmeriCorps engages West Virginians in solving community-identified issues through service. Members of

this national service program meetthestate6 s cr i t i c al needs in the focus area
services, health, environmental stewardship, economic opportunity and service to veterans and military

families. AmeriCorps*State programs are supported in part by grants from Volunteer West Virginia, the

stateds Commission for National and Community Service
Volunteer West Virginia is a division of the West Virginia Department of Education and the Arts. The

agency encourages individuals to strengthen communities through service and volunteerism.

AmeriCorps on the Frontline is a program of The Education Alliance, a statewide nonprofit organization

whose vision is to ensure every West Virginia public school student graduates ready to begin a career or

pur sue additional education and training. The Educati on
fifty-five counties of West Virginia. For more information, visit our website www.EducationAlliance.org.

HHH
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Terms & Conditions of Contract

By signing a member contract you agreed to abide by the following terms and conditions.
Terms of Service

AmeriCorps on the Frontline is a twelve-month program, which spans from August 1, 2017 to July 31,
2018. Members serve ten-month terms of service. The program and the member may agree to alter this
term of service for the following reasons:
1. The memberdés service has been suspended due to co
2. The member 6s ser vi cdbuhagsevabce procedure hasresoltad irere-
instatement.
3. At the discretion of the Director, the member ds t
accordance with AmeriCorps provisions.

To be eligible for the Education Award a half-time member must complete a minimum of 900 hours of
service. AmeriCorps on the Frontline members are required to serve a minimum of 20 hours per pay
period to receive their living allowance.

Members are required to submit and follow a schedule. If the member becomes behind on completion of
his/her services hours, a plan should be developed to ensure 900 hours are completed by the member®&
end of service date. Members who fail to meet the schedule agreement can be placed on suspension
and/or terminated based on the living allowance policy. Members should complete the Schedule
Agreement online at EducationAlliance.org/Reports. Supervisors will review member hours monthly to
ensure members are on track for completion. If a problem is identified, members and supervisors must
work together to prepare and submit a plan to the program director to ensure hours are completed within
the service year.

Of these 900 hours, a maximum of 20% of these hours may be training, or other similarly approved
activities.

To successfully complete your 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 complete the required term of service and meet or exceed 900 hours of service for their
position;
9 ensure satisfactory completion of service assignments, tasks, or projects;
1 attend AmeriCorps on the Frontline orientation and all the mandatory sponsored trainings;
9 Satisfactorily complete other appropriate education/training/ assignments, reports, and all
service-l earning and requirement s litytoparformselvieet e t o t he 1

Rules of Conduct

While acting in an official capacity as an AmeriCorps member, the member is expected to:

1. Demonstrate respect toward others.

2. Follow directions.

3. Direct concerns, problems, and suggestions to supervisor or program director.

4. Report to the proper service site on time.

5. Follow established call-off and schedule change procedures of the host site.

6. Wear <clothing appropriate to the work being perforn
Gear and Gr oomimrg sSittasmd&sarwvdrsiot)t en dress code policy,

7. Smoke only at times and in places not prohibited by school, agency, center rules, or local/state
ordinances.

8. Eat and drink only in designated areas.
9. Follow all required community service project instructions.
10. Comply with all school, agency, and center safety and security regulations.
11. Report any suspicious, unethical, or illegal conduct by co-workers, consumers, or visitors.
12. Maintain confidentiality at alltimes ( s ee fAStudent .Confidentialityod)
13. Not engage in any activity aiding a business organization for profit, participate in any
unauthorized fund raising activity.
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14. Adhere to the sexual harassment policies of AmeriCorps on the Frontline and sponsoring
agencies

15. Complete and submit all paperwork and requested materials on time.

16. Complete personal and professional action plans and work toward completing the objectives.

17. Complete/document research and tracking tools.

18. Participate in service projects locally and statewide.

19. Participate in site staff meetings.

20. Participate in training and orientation locally and statewide.

Theme mber understands that the following acts constitut e
1. Engaging in any activity that is illegal under local, state, or federal law.
2. Engaging in any AmeriCorps prohibited activities.
3. Engaging in activities that pose a significant safety risk to others.

91 Disregarding safety or security regulations.

4. Unauthorized or chronic tardiness.

1 Report to proper service site on time.

5. Unauthorized or chronic absences (including but not limited to: late arrival, early departure,

leaving and/or not reporting to the service site).

1 Follow established call-off and schedule change procedures of host site.

1 At the discretion of the Director, a medical excuse may be required to ensure appropriate
use of leave time.

1 Members who are absent from service for three consecutive days without giving proper
notice to the AmeriCorps Director and Site Supervisor will be considered to have
abandoned their position. At that time, the AmeriCorps Director will formally note the
termination and advise the member by certified

Repeated use of inappropriate language (i.e. profanity) at a service site.

Stealing or lying.

Any activity that may physically or emotionally damage other members of the program or people

in the community.

9. Unlawful manufacture, distribution, dispensation, possession, or use of any illegal drugs during
the term of service.

10. Consumption of alcoholic beverages during the performance of service activities.

11. Being under the influence of alcohol, any illegal drugs, or mood altering substance during the
performance of service activities. This includes synthetic marijuana products currently being
marketed as K12 and Spice or any variation thereof.

12. Failing to notify the program of any criminal arrest or conviction that occurs during the term of
service.

13. Failing to meet AmeriCorps on the Frontline measure of efficiency and productivity.

14. Sleeping during the time in which the member is to be serving.

15. Unauthorized possession of firearms, weapons, or dangerous substances while performing job
duties at any AmeriCorps on the Frontline service site.

16. Fight or start a disturbance at any service assignment location while performing community
service duties, including but not limited to assaulting or intimidating work place colleagues.

17. Act in conflict with the interests of AmeriCorps, The Education Alliance, or a sponsoring agency.

18. Failure to fully cooperate in any AmeriCorps on the Frontline or sponsoring agency investigation.

19. Failing to adhere to Federal and State civil rights laws.

20. Any other serious breach that in the judgment of the AmeriCorps on the Frontline Director (or
designee) would undermine the effectiveness of the program.

© N

Student Confidentiality

There are federal and state laws that protect the privacy rights of students and families. In a school

situation, there are many instances in which confidential information is discussed in order to better

understand students and how we can help them. When working in the schools as a volunteer there may

be times when this information is overheard. Our staff will make every effort to prevent this from

happening; however, as a volunteer you must agree that if you do hear information, about a student or

family you will not repeat this outside of the school. Thi s wi |l |l ensure the protection
and their families, thus creating a better environment for all.
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Additionally, two laws govern special education confidentiality. FERPA (Family Educational Rights and

Privacy Act), IDEIA (Individuals with Disabilities Education Improvement Act). Both bodies of regulations

indicate that confidentiality must be maintained relative to special education students. Therefore, any

written or verbal communication with anyone who does not have a right to know is in violation of these

laws.A vol unt eer should not discuss a childoés disability
instructor, building principal, or staff member. The volunteer should not carry any written or verbal
statements outside of the school Intedsente, onpthosedvhadwiork ul ge t
directly with the student are considered as those wit
confidentiality are violated by a volunteer, termination of volunteer services may occur.

h
h

As an AmeriCorps member;
1 Irealize that | am subject to a code of ethics similar to that which binds the professionals in the
field in which | work.
| will keep confidential matters private.
| also understand that volunteering in the AmeriCorps on the Frontline program is a privilege and
notaright The school 6s principal reserves the right to d
confidentiality or any district policy.

f
il

By signing the AmeriCorps on the Frontline contract, | agreed to not divulge information about any
student or family to any person outside the school setting.

Criminal Background Checks and Sex Offender Registry Checks

All AmeriCorps on the Frontline members shall, to the extent permitted by state and local law, be subject
to criminal record checks and sex offender checks as part of the screening process. The documentation
will be maintained in a separate file in a locked file cabinet in the AmeriCorps on the Frontline office.
Unacceptable charges include murder, child maltreatment, child sexual abuse, or any offense for which
the individual is required to register as a sex offender in any state. This list is not all-inclusive. Other
charges will be considered on a case by case basis. AmeriCorps on the Frontline reserves the right to
release a member if it determines that a charge is unacceptable because it puts the program or its
participants at risk. Individuals who fail to disclose charges/convictions on the member application will be
released immediately from service.

Members who have access to vulnerable populations (e.g. students) require accompaniment until the
program receives clear results from the West Virginia and/or FBI checks. An individual is accompanied
when he or she is in the physical presence of a person cleared for access to a vulnerable population.
Accompaniment must be documented until clear background check results are received using Attachment
2: Accompaniment Form on page 59.

If a member who does not work with students prior to the receipt of clear background check results, they
should submit Attachment 2: No Accompaniment Required Form on page 60.

Employment Status

AmeriCorps members are not employees; rather, they are National Service members who fall into a
special category under the Internal Revenue Code that is neither "employee” nor "contracted service
provider." Nevertheless, the Internal Revenue Service does consider the living allowance to be income
and is taxable.

AmeriCorps members are not in an employee relationship with the federal government, the program, or
the site sponsor for unemployment compensation purposes and, therefore, are not covered by
unemployment compensation. However, prior employment history may entitle the former member to
unemployment compensation benefits. According to RCW 50.65, time spent and compensation earned in
the AmeriCorps on the Frontline program are specifically excluded from credit for unemployment
compensation.

Job Training Partnership Act

National and Community Service Trust Act, 26 U.S.C. 61 specifies that your living allowance be treated
just like income received by JTPA participants. {142 (b) of the Job Training Partnership Act, 29 U.S.C.
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1552 (b). This means that the AmeriCorps living allowance should not affect your eligibility for most
needs-based federal programs, including Food Stamps and Section 8 housing. Other benefits that are not
affected by the AmeriCorps living allowance include WIC, job training, Pell grants, and VA benefits.
However, the living allowance does count as earned income for programs funded under the Social
Security Act, including AFDC (now TANF), SSI, and Medicaid. It is important to note that members will not
automatically lose their AFDC/TANF benefits. That will depend upon the state's eligibility threshold.

Second Jobs and School Attendance

AmeriCorps on the Frontline members are permitted to have a second job while serving in AmeriCorps

provided that it does not i tohigherfsiee.rMembers wilhnottbehgeantede mber 6 s

any time off to accommodate scheduling conflicts with a second job unless it is scheduled well in advance
and the Site Supervisor does not feel that it poses a problem for the service site. If a member is caught
taking unexcused time off from his or her service site to work a second job, the member will be
immediately suspended for a minimum of one week. The member will not receive his/her living allowance
during the suspension and kxténdedmember 6s term wi | |

AmeriCorps on the Frontline encourages members to continue their college or vocational education while
serving in AmeriCorps. AmeriCorps members are required to submit a copy of their school schedule to
their site supervisor and the AmeriCorps on the Frontline office at the beginning of each semester.
AmeriCorps members are encouraged to schedule their classes and study sessions during times that will
not interfere with the membAme@srpsorthedntlinecencadragds Bite
Supervisors to work with members attending classes to find fair and mutually beneficial ways to work out
service schedules so members can attend classes.

Carpooling

Members are required to carpool to all AmeriCorps on the Frontline events to help control transportation
costs. Members are encouraged to make these arrangements themselves with other members who serve
at the same sites or who live within close proximity to one another. Members are also encouraged to
make use of the Park and Rides along most of West Vi r g iinterstaté s/stems so that members can
meet and carpool. AmeriCorps on the Frontline staff may also help arrange carpooling for members.

Mileage Reimbursement

Members will be reimbursed for mileage to all AmeriCorps on the Frontline sponsored trainings. Members
will be reimbursed at the current West Virginia employee reimbursement rate (.53 cents per mile).
Members must submit the Expense Report to the AmeriCorps on the Frontline office within 30 days of the
event or training. If the Expense Report is hot submitted to the AmeriCorps on the Frontline office within
30 days, the member will not be reimbursed for travel expenses. AmeriCorps on the Frontline reserves
the right to shorten or e x tdiscreton.tMheage reicheussenient requests t
can be completed online at EducationAlliance.org/Travel or see Attachment 3: Travel Form on page 61
for a paper copy.

AmeriCorps on the Frontline wi | | not rei mburse for regular travel
from

her site. Thisiincludes,but i s not | i mited to: travel to and
travel between satellite sites of the same agency; travel to and from trainings required or sponsored by
the service site.

AmeriCorps on the Frontline reserves the right to require members to obtain permission for travel related
to service day projects not required specifically by AmeriCorps on the Frontline. Members will be notified
by email to them and their Site Supervisors when they must obtain additional authorization for travel
expenses. Members who fail to obtain permission will be responsible for their own travel expenses.

Use of Personal Vehicles

AmeriCorps on the Frontline members are prohibited from using their personal vehicles to transport
children while they are counting hours for AmeriCorps, unless the host site provides a company vehicle
with full insurance to cover the member or the member assume liability through their personal car
insurance.
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Performance Evaluations

AmeriCorps on the Frontline members will receive two performance evaluations from their Supervisor (or
program staff as appropriate) throughout their term of service. Members will be evaluated based on traits
such as dependability, attitude, cooperativeness, creativity, and leadership. Supervisors will provide
members with performance counseling to help the member improve his or her service to the site. See
Attachments 4: Member and Staff Performance Evaluations on pages 62-64.

AmeriCorps on the Frontline staff will conduct at least one site visit throughout the year to ensure that the
member is performing his or her service duties satisfactorily. AmeriCorps on the Frontline staff will offer
suggestions to help the member improve his or her skills. If a member is struggling in many areas of
service, the Program Director (or designee) may, at his or her discretion, place the member on a written
corrective action plan.

Anti-Harassment

AmeriCorps on the Frontline and its site sponsors agree to provide an environment free from harassment
based on sexual, racial, national origin, sexual orientation, religion, age, or disability. Harassment
includes unwelcome verbal, physical or graphic conduct and has the purpose or effect of unreasonably
interfering with work or service performance or creating an intimidating, hostile or offensive work or
service environment.

Any service volunteer, community volunteer or program beneficiary who believes they have been

subjected to discrimination in violation of applicable laws or this policy may raise his or her concerns with

the Corporationés E disaimina@on plaonts nal braughtyto ti@fattemtioneof the

CNCS Equal Opportunity Office within 45 days of their occurrence may not be accepted. The Equal

Opportunity Office may be reached at (202) 606-5000, extension 312 (voice), (202) 565-2799 (TDD),

eo@cns.gov.The Corporationés Equal Opportunity Office attem
discrimination promptly and, when possible, use an informal process to do so. CNCS encourages, but

does not require, volunteers, service participants, and other beneficiaries to first bring concerns about

discrimination to the director or appropriate personnel of the program. CNCS encourages directors of

programs and sites to facilitate prompt resolution of these concerns.

Equal Opportunity

As a grantee of the AmeriCorps on the Frontline program, each site sponsor receiving the services of an
AmeriCorps member agrees that they will abide by federal laws and Corporation for National and
Community Service (CNCS) policy on Equal Opportunity. An environment free of discrimination for all
AmeriCorps members will be provided by both AmeriCorps on the Frontline and the site sponsor.
Recognizing that the fabric of our society is strengthened by the diversity of its citizens, the policy of
CNCS is to ensure mutual respect for all differences among us. Participation in AmeriCorps will be based
on merit and equal opportunity for all, without regard to factors such as race, color, national origin, sex,
sexual orientation, religion, age, disability, political affiliation, marital or parental status, military service, or
religious, community or social affiliations.

Member Personnel Files

AmeriCorps on the Frontline maintains a personnel file on each AmeriCorps service volunteer. Personnel
files are the property of AmeriCorps on the Frontline, and access to the information they contain is
confidential. An active member may review his or her personnel file provided that he or she submits a
written request. The member shall be granted access to his or her personnel file within 48 hours of
receiving the written request and with the presence of authorized AmeriCorps on the Frontline personnel.
All members should notify AmeriCorps on the Frontline staff regarding any changes to personal
information.

Threats of Violence

AmeriCorps on the Frontline has a zero tolerance policy on violence. All threats of violence, whether
against another person or against self (threats of suicide, self-mutilation, etc.) will be taken very seriously.
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Any member who threatens violence against another person will be immediately removed from the site
and placed on immediate suspension without compensation or extension of service until the matter can
be fully investigated. The Director will thoroughly investigate the matter to determine the appropriate
course of action which could include termination from the program.

The primary responsibility of AmeriCorps on the Frontline is to protect the safety and well-being of the
member while in service. Therefore, if any member threatens to harm himself or herself or if the Director
or Supervisor feels that the member is a threat to himself or herself, emergency personnel including, but
not limited to police and EMS personnel will be contacted immediately. The member will be placed on
medical suspension until the member obtains a release from a medical provider stating that he or she is
physically and emotionally stable enough to return to service.

Service Gear and Grooming Standards

AmeriCorps on the Frontline members are required to be recognizable as an AmeriCorps member at all
times when claiming AmeriCorps hours.

Members are prohibited from altering service gear in any way (cutting, tearing, etc.).

Active members are prohibited from wearing their service gear when they are not representing
AmeriCorps. Any member wearing service gear outside of their service duties and engaging in prohibited
or inappropriate activities (such as the use of alcohol, drugs or other illegal substances) are subject to
immediate disciplinary action which may include termination for cause.

Members are expected to present themselves in a professional manner at all times and the dress code is
ibusi nes Al dothimgusholuld fis well and not be excessively baggy or tight. Shorts and skirts, if
worn, should be of modest length. Shirts and blouses should fit well and not be too loose, tight or show
excessive cleavage. Members who violate this policy may be sent home to change at the discretion of the
program staff or host site supervisor.

NOTE: If the host site has a dress code policy, the more strict policy will prevail.

Members who leave service early, for any reason, must return all service gear in good condition to the
program. Members who do not return their service gear will forfeit any unpaid living allowances which
may be owed to them.

Nepotism

Related persons may work at the same agency or service site; however, Supervisors must avoid placing

them in supervisor i supervisee relationships or other roles that could lead to a conflict of interest.

Supervisors shouldnepbttiesmepd|l aoyofiaatihe point where |
discrimination or preferential treatment.

Fraternization

Personal relationships between AmeriCorps members and staff members that have the appearance of
partiality, preferential treatment, the improper use of position for personal gain, or prejudicial to the morale
of AmeriCorps members will not be tolerated.

Drug Free Workplace

In accordance with the Drug Free Workplace Act, the unlawful manufacture, distribution, dispensation,

possession, or use of a controlled substance is prohibited by the AmeriCorps on the Frontline program.

Alcohol and drug abuse adversely affects health, service performance, creates dangerous situations and

serves to undermine the community 6 sTheraforefthedmeriCogps i n t he |
on the Frontline program prohibits illegal drug or alcohol abuse on the part of its members. The Program

Director may require members to submit to drug testing as a condition of selection or when there is

reasonable suspicion of drug use. If an AmeriCorps member is arrested for or convicted of a drug

offense, the member must notify AmeriCorps on the Frontline staff in writing within five days. The

AmeriCorps on the Frontline program will take appropriate action, which may include suspension, referral
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to a drug rehabilitation program or release for cause. The program will follow current CNCS rules on
termination and suspension of service.

AmeriCorps members will not consume alcoholic beverages or illegal drugs during service hours and
service training. This includes off-hours during service training dates. A violation of this policy will result in
disciplinary action and may result in dismissal as an AmeriCorps member.

Use of Communications Systems

Members can request an email account from The Education Alliance by contacting the Program Director.
Sponsor agencies will provide additional telecommunication technology equipment for their AmeriCorps
members to assist in the performance of their official duties. Telecommunications technology will include
but is not limited to: telephone, Internet and computer access. The equipment shall be used only for
business purposes and AmeriCorps members must adhere to the policies provided by the sponsor
agency. Improper or illegal use of e-mail or Internet resources poses serious risk and liability to the
AmeriCorps member, host site and the AmeriCorps on the Frontline AmeriCorps program. AmeriCorps on
the Frontline and host sites reserve the right to access all e-mail sent for any purpose from host site or
AmeriCorps on the Frontline computers. AmeriCorps service volunteers should not have expectations of
privacy when using communications systems provided by their host sites.

Use of Electronic Devices

Members who have cell phones and other personal electronic devices are to have them turned off and
placed out of sight while at their service site, during service projects, and while attending training sessions
and meetings. Site supervisors may, at their discretion, allow the use of cell phones or other devices
during service activities if they feel it is necessary for the member to complete assigned service activities.
Electronic devices are a major distraction that is disruptive and keeps the owner of the device and other
participants from being actively involved. Violation of this policy will result in disciplinary action.
AmeriCorps on the Frontline reserves the right to confiscate any cell phones that become disruptive
during AmeriCorps on the Frontline events. Cell phones will be returned to the member at the conclusion
of the event. AmeriCorps on the Frontline is not responsible for stolen phones, damage or loss of data
while the phone is being held. Members may avoid this risk by keeping phones out of sight and on silent
and only checking them during designated breaks.

Employee Displacement

Projects may never permit a member to fill in for an absent employee for extensive periods of time. By

law, members may not under any circumstances perform services, duties, or activities that had been

assigned to an employee or to an employee who has recently resigned or been discharged. Sites may not

use a member in a way that will displace an employeeor i nfri nge upon an employeeobs
opportunities.

(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.
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(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 1
0) 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

0] Presently employed worker;

(i) 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.

Media Consent

The member assigns all rights to The Education Alliance, the West Virginia Commission for National and
Community Service (d.b.a. Volunteer WV) and the Corporation for National and Community Service to
use their name, photograph and/or video recordings and other identifying information for publicity or
promotional purposes. This includes the editing, duplication, reproduction, copyright, exhibition, broadcast
and/or other non-profit use and distribution of such recordings for the purposes deemed suitable by the
AmeriCorps on the Frontline program unless specifically noted to the contrary.

Subsequent Terms of Service

Members may serve up to four terms with AmeriCorps on the Frontline. The member understands that to
be eligible to serve a subsequent term of service, the member must receive satisfactory performance

reviews for any previous term of service. The member 6s el igibility for a subse
this program will be based on the memberds performance
member has:

1. Completed the required number of hours;

2. Satisfactorily completed assignments, tasks, projects, and his/her evaluation;

3. Met any other criteria that were clearly communicated both orally and in writing at the beginning
of the term of service. The member understands, however, that eligibility for an additional term of
service does not guarantee selection or placement.

The member understands that the AmeriCorps on the Frontline program is a part-time program and
members may only earn the equivalent of 2 full-time education awards. If a member transfers to a full-
time program the member will have to verify they are eligible to receive a full education award.

The final decision regarding a member serving more than one term is at the discretion of the AmeriCorps
on the Frontline Director (or designee). See Attachment 5: Application for Subsequent Term on page 65.

Incurred Costs and Personal Expenses

Neither the AmeriCorps on the Frontline program nor the site sponsor is responsible for the personal
debts of any AmeriCorps member. Neither the member nor the site sponsor is authorized to obtain an
extension of credit by representing themselves as state government employees.

Members who incur personal costs while in AmeriCorps service are responsible for repaying their own
debt in full and within a reasonable amount of time.

Members who incur costs that are charged to The Education Alliance when attending an AmeriCorps on
the Frontline function are responsible for the reimbursement of those costs to The Education Alliance.
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These costs may include, but are not limited to: charges for personal phone calls; meals; room service; in-
room movies or services.

AmeriCorps on the Frontline reserves the right to suspend any member with outstanding balance of more
than 60 days if that member has not attempted to make payment arrangements or is not making the effort
to abide by arrangements made.

Members who incur costs associated with their host sites are responsible for repayment of those costs.
The costs may include, but are not limited to: charges for long distance personal calls (does not include
calls made to the AmeriCorps on the Frontline office); meals; purchases made through the host site or
using host site resources. Members should be aware that host sites are free to pursue any legal means
by which to recoup those costs from the member.

Member Development
Mentoring Training (required by The Education Alliance)

The AmeriCorps on the Frontline program hosts on-going trainings throughout the program year.
Members are provided with a training calendar during the AmeriCorps orientation and training details are
listed at EducationAlliance.org/Trainings. These valuable trainings help members to become more
effective in their service assignment. Some training will require overnight travel. Full attendance and
participation is mandatory.

Members will not be excused from any training unless the member has a verifiable personal emergency
such as a court date, urgent medical issue, or death in the family. Members must present written
documentation verifying the reason for the absence.

Members are expected to arrive on time and remain for the entire training. Leaving early is not acceptable
without a pre-approved and documentable excuse. Members who leave training early without
aforementioned excuse will be subject to disciplinary action.

Meals are provided at all AmeriCorps on the Frontline trainings and every effort is made to accommodate
special diets and lifestyle choices. Members are expected to remain on site for meals and eat what is
provided for them. If a member leaves training to eat elsewhere, the member will be charged the cost of
the meal provided with the training. Likewise, if a member says that he or she will attend training but does
not, the member will be charged for his or her cost of the training/meals.

When overnight stays are required, AmeriCorps on the Frontline provides shared lodging for members.
Any member who requests lodging but does not stay will be charged for his or her lodging costs.
Requests for individual lodging will be made only as a reasonable accommodation for a documented
disability.

Members of the AmeriCorps on the Frontline program will receive training in core components, including
but not limited to: AmeriCorps affiliation and program orientation; civic engagement, diversity awareness,
community leadership; conflict resolution; dropout prevention mentoring; community organizing; and
program evaluation.

In addition to attending Mentoring Training provided, Volunteer West Virginia requires members to
plan/implement three community service projects OR plan/implement two community service projects and
participate in the Disaster Corps track provided by Volunteer West Virginia.

Statewide Service Projects (required by Volunteer WV)

Each year AmeriCorps members plan and implement three community service projects by working
together with members serving in the same (or nearby) community. Members report on each project after
completion and then build a display including project highlights for the Year-End Celebration. At the year-
end Celebration, members will have a chance to discuss their projects with other members and Volunteer
West Virginia will collect display boards for use at the next member swearing-in and training event.
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Members must conduct at least three service projects throughout the year as follows:
1 9/11 National Day of Service/Governor's Day to Serve (All members participate in one project
coordinated by Volunteer West Virginia.)
MLK, Jr. Day of Service (Projects occur locally at the discretion of AmeriCorps Program Staff.)
Spring Service Projects (These projects can align with Global Youth Service Day, AmeriCorps
Week, or National Volunteer Week.)
1 Disaster Corps members agree to attend training and deploy at least one time during the year in
the place of the spring service project.

f
f

Each project team should submit one report for each service project conducted throughout the program
year. Reports are due within one month of project completion and can be submitted via an online portal at
https://www.surveymonkey.com/r/ServiceProjectReport. Members will send all attachments,
documentation of your project, press or media files, photos and other information about your project via
email attachment to Dana.A.Myslinsky@wv.gov.

Disaster Corps (optional by Volunteer WV)

Members may choose to either complete Service Project requirement in full or opt-in to a disaster service
training and deployment program. Members who select the disaster option will do so in lieu of the third
service project. To register for the West Virginia Disaster Corps, complete Attachment 6: Disaster Corps
Application on page 66.

Introducing West Virginia Disaster Corps

Not having enough personnel to do disaster work has been a serious problem in West Virginia for years. Events
like Hurricane Sandy, the Derecho and the Water Crisis helped demonstrate the need for additional trained
people ready to support responders and citizens when bad things happen. Disaster Corps was created to solve
that problem.

The ability to mobilize a network of community members to support human services during disasters (sheltering,
feeding, logistics support, call center support, clean4ips, donations and volunteer management, etc.) is integral to
any successful response. With the launch of West Virginia Disaster Corps, in&tate AmeriCorps and VISTA
members can be deployed during local emergencies or larger events.

Sign Up For WV Disaster Corps today!

| MPACT West Virginiabés ability to respond to human
HELP improve disaster response capabilities by assisting with shelter and feeding operations, muckzuts,
debris removal and volunteer management.

GROW disaster response and leadership skills at practice events or deployments.

TRAIN once per year in disaster response and recovery.

NETWORK with emergency response agencies including the American Red Cross.

SERVE West Virginia communities by helping those impacted by disaster.

JOINa growing network of West Virgheedandés dedicated

= =4

=A =4 =8 -8 -4

The Role of National Service During Disaster

AmeriCorps and West Virginia Disaster Corps are programss ponsored by Volunteer West
Commission for National and Community Service. Volunteer West Virginia provides disaster support statewide,
including support for individual and community preparedness campaigns, Community Emergency Response

Teams, disaster volunteer training, and program management tools for local agencies. Opportunities are also

provided for the disaster community to crossZtrain with local nonprofit leaders.

Volunteer West Virginia has been involved in volunteer management and mobilization during disasters since the
inception of the statebs Citizen Corps and Community E

From forest fires and floods, to hurricanes and tornadoes, to terror attacks and oil spills, participants in CNCS
programs have provided critical support to millions of Americans affected by disasters since 1994. Reflecting the
agency's growing expertise and commitment to disaster services, Volunteer West Virginia has included disaster
services as one of the five major focus areas in its 201628 State Service Plan. Right now, hundreds of
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AmeriCorps and Senior Corps members are committed to helping communities recover from disasters across the
nation.

What are the Expectations Associated with Joining Disaster Corps?

AmeriCorps members who join Disaster Corps are expected to:

Participate in the annual Disaster Training, which is coordinated by Volunteer West Virginia.

Be registered in the American Red Cross volunteer management system, which allows the Red Cross to

communicate information to members.

1 Be available to deploy at least once during the year. Maximum of 54lays deployment per member service
year, and no more than 3 days in a row away from th

1T Disaster events (|l arge and small) occur at a moment

event, so members should anticipate receiving calls and emails when a disaster response is requested.

Members will count approved training and deployment hours as part of the service commitment.

Members will always represent themselves and their program with respect and professionalism.

f
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How Does a Disaster Deployment Work?

Di saster events (large and small) occur at a moment ds |
members should anticipate receiving calls and emails at all hours when disaster response is needed. (You may

not have much time to get ready!) When an emergency occurs, members will be contacted by their AmeriCorps
Programb6s Disaster Li addsterminemmemb®rawaiability and &pproval éramatreir site

supervisor. Once confirmed, the program will notify Volunteer West Virginia as to whether members are available

and approved to deploy. Deployment logistics (where they will stay, when to leave/return, who to report to, etc.)

will be worked out and confirmed with members at the time of deployment.

Equipment and Supplies: Each deployment is different. Depending on the type of opportunity and type of
disaster, members will need to pack clothing and supplies for several days. Members may need to sleep on bunk
beds or cots. Hard soled and hardZoe boots are essential. Work gloves and other protective clothing may be
indicated. Most of the personal protective gear such as gloves, coveralls, goggles, respirators, etc. will be
provided by either Volunteer West Virginia or the agency/community that is requesting assistance. Agencies will
provide as much equipment support as possible to outfit members and keep them safe.

Transportation and Food: For now, members should have their own transportation to and from a work site as
well as planning to spend some money for groceries or food if needed. Members will be reimbursed for travel and
food necessary during the deployment.

What Should Members Expect From the Red Cross?

The American Red Cross is an important partner of Volunteer West Virginia. The Red Cross partnership allows
Disaster Corps members to be mobilized during very small events, like a single houseZfires, or wide4pread
disasters. If Disaster Corps Members receive requests for deployment directly from the Red Cross, they must
notify their program director, who will then notify Volunteer West Virginia for approval.

Who Should | Contact if | have Questions About Disaster Corps?

Contact Gina Namay, Volunteer WYV Giga.lNansag@wyv.gow or 8all (304)568Z s C
0111.

Training Schedule

September 2017 County Team Webinars

October 11-13, 2017 AmeriCorps Swearing-In, Service Project, Member Orientation,
Mentoring Training #1

November 6, 2017 Mentoring Training #2

November 2017 (Date TBD) AmeriCorps Member Regional & Disaster Corps Trainings

May 2018 (Date TBD) AmeriCorps on the Frontline Celebration
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Ameri Corps Training FAQO&6s

How much training is required?

The AmeriCorps grant guidelines require The Education Alliance to provide at least four days of training
to both new and returning members (2 days in October, 1 day in November, and 1 day in May). Volunteer
West Virginia requires members to attend three additional days of training (1 day in October and 1 day in
June). Members will receive at least one month notice of the date and time of all required trainings.

Are all members required to attend all trainings?

Yes, both returning and new members are required to attend all trainings offered by The Education
Alliance and Volunteer WV. The Education Alliance provides new content at each training designed to
help you be more effective. If a session is repeated we typically offer an alternative session for returning
members. Your presence at training (especially returning members) can have a positive impact on other
members in the AmeriCorps cohort.

What will happen if | do not attend a required training?
If you do not attend a required training, the guidelines require:
1% offence i receive a written warning
1 2" offensei receive a one week suspension and have your living allowance payment for that pay
period withheld

Can | be excused from training if | have a college class or have to work?

College classes and work conflicts normally do not qualify for an excused absence. Only a test or
presentation will qualify for an excused absence. You should get approval from your professor to make up
your work at another time. You may request an excuse letter from The Education Alliance to provide to
your professor about the training obligation.

Can | request an excused absence if there is bad weather in my county?

Members whose county school system is closed or on a two hour delay due to weather will be excused
from required trainings. Members should notify the Program Director of the closing/two hour delay prior to
the start of the meeting or as soon as possible.

Am | required to attend training if my county is not closed or on a two hour delay but one or more counties
that | drive through is?

Weather concerns will be considered on a case by case basis. In general members, who are concerned
about training due to the weather, are encouraged to request a hotel room and travel the day before.

How can | request an excused absence?
Request for excused absences must be submitted in writing along with documentation (i.e. doct or 6 s
excuse, funeral program, proof of a test/final from a professor, etc.).

Fundraising

Members may raise funds directly in support of service activities that meet local, environmental,
educational, public safety, homeland security, or other human needs. Members must receive pre-
approval from the AmeriCorps on the Frontline staff before conducting any fundraising or grant

writing.

§ 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;
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(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 enroliment in the National Service Trust, performing fundraising
activities, as described in § 2520.40.

Release from Term of Service

AmeriCorps on the Frantline members may be released from their term of service for one of two reasons:
1. For cause or
2. For compelling personal circumstances

AmeriCorps on the Frontlinemembers may be released 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 Program Director.

1 During the term of service, the member has been convicted of a violent felony or the sale or
distribution of a controlled substance.
The member has reached the fourth step of progressive discipline
Disciplinary reasons or any serious breach that, in the judgment of the Director, would undermine
the effectiveness of the AmeriCorps on the Frontline program.

=a =4

AmeriCorps on the Frontline may release the member from the term of service for compelling personal
circumstances if the member demonstrates that:

1 He/She has a disability or serious illness that makes completing the term impossible.

I There is a serious injury, iliness, or death of an immediate family member (the member is needed
to care for that family member or take over the duties of the family member) which makes
completing the term unreasonably difficult or impossible for the member.

The member has military service obligations.

The member has accepted an opportunity to make the transition from welfare to work.

Some other unforeseeable circumstance beyond
or unreasonably difficult for the member to complete the term of service, such as a natural
disaster, relocation of a spouse, or the premature closing of a project or the program. This list is
not all inclusive.

=a =8 =9

Compelling personal circumstancesdo not include  leaving the program because of dissatisfaction with
the program, to attend school or accept employ ment.

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 benefits and will receive no portion of the
education award or interest payment. Members who leave service early for disciplinary cause will be
exited as having unsatisfactorily completed their service duties in the National Service system. They will
not receive any portion of their education award and they will be banned from participation in a ny
national service program in the future. This is a lifetime ban.

If the member discontinues his/her term of service due to compelling personal circumstances the member

will cease to receive benefits. The member may, however, receive a prorated version of the education
award if he/she has completed at least 15% of his/her service hours.
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Voting

The program encourages eligible members to register to vote. Sites may allow members to register
and/or to vote during service hours, and the time can be counted as Member Development hours. The
program may not require members to register to vote, or attempt to influence how members vote.

Voter Registration: Program funds may not be used to conduct voter registration drives. This is not an
authorized service activity for AmeriCorps members. Non-partisan voter registration efforts are also
prohibited.

Progressive Discipline Procedure

Progressive Discipline will be implemented for members who violate the Rules of Conduct or engage in
AmeriCorps Prohibited Activities. Except in cases where, during the term of service, the member has
been charged with or convicted of a violent felony, possession, sale, or distribution of a controlled
substance, the program may take the following actions:

For t he firstrotfemseban appropriate program official will issue a verbal warning to the
member. During informal meetings, the member is informed about the problem and the necessary action
to correct it. A record of the meeting wild!/l be placed |

For t he m»ezomd efferdss, an appropriate program official will issue a written warning and
reprimand the member. The written warnings must outline the facts and specify the change required. A
copy of the written reprimand is given to the memberanda copy i s placed in the membe

For t he thaddifense)the member may be suspended for one day or more without
compensation and will not receive credit for any service hours missed.

For t he rfoerthmEengesthe program may release the member for cause.

Disciplinary Suspension: AmeriCorps members may be temporarily suspended for disciplinary reasons,
including but not limited to excessive absenteeism or leaving the site without approval of the site
supervisor. Members suspended for disciplinary reasons will not receive a living allowance during their
suspension period and the hours of suspension will not be credited toward the total service hours
required for an Education Award.

Disciplinary Termination: AmeriCorps members may be immediately terminated for disciplinary
reasons or for any serious breach that, in the judgment of the Director (or designee), would undermine
the effectiveness of the program.

Grievance Policy

Nothing herein shall prohibit a complainant from filing a grievance with state or federal agencies or
bargaining units.

Informal Resolution

The complainant and the program will resolve the matter informally whenever possible. If this cannot
occur, the complainant may seek resolution through alternative means of informal Alternative Dispute
Resolution (ADR), such as mediation or facilitation.

1. The opportunity for ADR must be provided within 45 days of the alleged occurrence.

2. Atthe initial session, the aggrieved must be informed in writing of their right to file a grievance,
and of their right to arbitration.

3. A neutral, third party must facilitate the proceedings, and function specifically to aid the parties in
resolving the matter through mutually achieved and acceptable written agreement. The neutral
third party may not compel a resolution.

4. The proceedings must be informal, confidential, not binding (unless both parties agree), and the
rules of evidence do not apply.

5. If the matter is not resolved within 30 days of initiation, the aggrieved must again be informed in
writing of their right to file a formal grievance.
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6. If the matter is resolved, and a written agreement is reached, the complainant will agree to forgo
filing a grievance in the matter under consideration.

Filing a Formal Grievance

The person wishing to file a complaint or grievance regarding the program must submit a grievance
complaint form and use the procedure explained below.
1. Except for complaints alleging fraud or other criminal activity, complaints must be filed within one
year of the date of the alleged occurrence.
2. The AmeriCorps on the Frontline program will conduct a hearing no later than 30 days after the
filing of a formal grievance.
3. A decision on any such filed grievance will be made no later than 60 days after the filing.
However, extensions may be granted for good faith.
4. Complaints must be in writing and filed with the AmeriCorps on the Frontline program.
5. Complaints should include, to the best extent possible, the following information:
a. The full name, telephone number, and address of the person making the complaint;
b. The full name and address of the party against whom the complaint is made, or other
information sufficient to identify the party against whom the complaint is made;
c. A clear and concise statement of the facts, as alleged, including pertinent dates,
constituting the alleged violations;
d. The provision of the act, regulations, grant, contract or other agreements under the act
believed to have been violated; and
e. The relief requested.
If ADR was used, that facilitator may not participate in the formal hearing.
No communication or proceeding from ADR may be referred to or used as evidence.
The arbitrator must be jointly selected and independent.
. The hearing must within 45 days after the request for arbitration.
0. A decision must be made no later than 30 days after the beginning of the proceeding.
1. If the party filing the grievance prevails, the program must pay the costs incurred through the
process. If the program prevails, the program and the aggrieved will evenly split the costs
incurred through the process.

Filing an Appeal

1. If there is an adverse decision against the party who filed the grievance, or no decision has been
reached after 60 days of filing a grievance, the complainant may submit the grievance in binding
arbitration before a qualified arbitrator who is jointly selected and who is independent of the
interested parties.

2. If the parties cannot agree on an arbitrator within 15 days after receiving a request from one of
the parties, the grantor will appoint an arbitrator.

3. An arbitration proceeding must be held no later than 45 days after the request for arbitration. If
the arbitrator is appointed by the grantor, the proceeding must occur no later than 30 days after
the arbitratordés appointment.

4. A decision must be made by the arbitrator no later than 30 days after the date the arbitration
proceedings began.

5. The decision of the arbitrator is final.

6. The cost of the arbitration proceedings must be divided equally between the parties to the
arbitration, unless the party requesting the grievance proceeding prevails. If the aggrieved
prevails, the grantee must pay the tot al cost of t
the prevailing party incurred in connection with the proceeding.

7. To enforce the arbitration award, a suit may be brought in any federal district court having
jurisdiction over the parties without regard to the amount in controversy.
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Timekeeping Policy
Benefits

Living Allowance: Half-time members receive a living allowance in the amount of $6,128 (gross before
taxes). Taxes are deducted directly from the living allowance.

The living allowance is distributed twice a month on the 15" and the 30"/31st or on the preceding working

day when those dates fall on Saturday, Sunday, or a holiday. AmeriCorps on the Frontineh ol ds 2 weeks o
pay, therefore, members receive their first living allowance payment after they complete a month of

service. Members are required to use direct deposit unless the member proves it causes them an undue

hardship. During members first and last pay period, if the member serves less than 50% of the pay period

they receive a prorated allowance based on the number of days served.

Members are required to keep an accurate record of their time as indicated in the Time & Effort Policy. If

a member fails to complete their timesheet by the due
until the timesheet is successful completed. The living allowance will be issued during the next payroll

process.

All members must complete 900 hours by their last day of service to be eligible for the Education Award.
Each member is responsible serving a at least 20 hours per pay period and for setting/following a
schedule which will ensure they complete the required service hours. The Program Director may reduce
the minimum number of hours per pay period if the member is ahead in completing his/her required
service hours. If a member is going to miss one or more of their scheduled days they must notify their site
supervisor in advance and arrange to make up that time. In alliance with the grievance procedure listed in
CFR 2540.230, the following disciplinary process will be observed when a member does not meet his/her
schedule agreement or serve at least 20 hours per pay period:
1 After the second day a member does not show up or notify his/her site supervisor of their
absence, the site supervisor should notify The Education Alliance and provide the member with
a written warning.
9 After the first pay period when a member does not serve at least 20 hours or meet his/her
schedule agreement, the member will receive a written warning from The Education Alliance.
1 After the second offense, the member will be put on suspension for one week and will not
receive their living allowance for that pay period.
T After the third offense, the memberds position wil

Schedule Agreements can be completed online at EducationAlliance.org/Reports.

AmeriCorps members are prohibited from accepting or soliciting monetary compensation above and
beyond their living allowance for services rendered while serving as a member of the AmeriCorps on the
Frontline program.

Living all owance payment cannot be processed until rec:
delinquent (3 days or more) on submitting his/her timesheet, AmeriCorps on the Frontline reserves the

right to hold his/her living allowance payment until the member completes their timesheet. The living

allowance payment will be processed during the next pay period after receipt of the timesheet. The

member 6s future | i vi iilgotlzlaffected provided thpt aeyomsherénwinswip to date

on their required paperwork.

AmeriCorps members are not in an employee relationship with the federal government, the program, or
the site sponsor for unemployment compensation purposes and, therefore, are not covered by
unemployment compensation. However, prior employment history may entitle the former member to
unemployment compensation benefits. According to RCW 50.65, time spent and compensation earned in
the AmeriCorps on the Frontline AmeriCorps program are specifically excluded from credit for
unemployment compensation.

A member may waive all or part of the payment of a living allowance if he or she believes his or her public
assistance may be lost or decreased because of the living allowance. Even if a member waives his or her
right to receive the living allowance, it is possibled depending on the specific public assistance program
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rulesd that the amount of the living allowance that the member is eligible to receive will be deemed
available. A member who has waived the living allowance may revoke the waiver at any time and may
begin receiving the living allowance prospective to the revocation date; the member may not receive any
portion of the living allowance accrued during the waiver period.

Health Insurance: Part-time members do not qualify for the AmeriCorps Health Benefits Program.
However, AmeriCorps Alums has partnered with VelaPoint, an independent insurance brokerage licensed
in all 50 states that serves as your one-stop health, dental, and vision insurance marketplace.

Vel aPointds experts will walk you through shopping for
They calculate your subsidies, help you complete your enroliment, and have customer service available

to you for the life of your policy. Visit the AmeriCorps Alums Benefits Marketplace or call 855-616-0646 for

your free consultation today.

Only registered AmeriCorps Alums (current members are eligible to register) can receive this exclusive
member benefits, so make sure to register as an AmeriCorps Alum and visit the AmeriCorps Alums
Benefits Marketplace today!

If you have questions about our partnership with VelaPoint, read our FAQ's or email
membership@americorpsalums.orgwi t h t he subject | ine AAmeri Corps Al um
all questions about health insurance, contact VelaPoint at 855-616-0646 or

www.americorpsalumsbenefits.org.

Click Here to Learn about the Benefits Marketplace
Click Here for a Step-By-Step Insurance Enroliment Process

Workers Compensation: AmeriCorps members are covered by the Department of Labor and Industries

Wor ker sd Comp e n s-elatéedaecidents. Covarage provides compensation for illness or

injury i f it is caused or aggravated bisWhrekersd or manc
Compensation does not provide coverage if the injury ol
own misconduct, voluntary intoxication, or willful intent to bring about injury or death to themselves or

others. This coverage will pay benefits to members in case of injury while performing the usual and

customary duties of their projects assignment. Accidents or injuries which occur at the service site and

while the member is earning service hours must be reported to the site supervisor and the AmeriCorps on

the Frontline office immediately.

Child Care: The AmeriCorps Child Care Benefit Program is available for qualified, active, half-time
AmeriCorps State members who need the benefit to serve. To qualify for the child care benefit, half-time
members must maintain at least 33 hours per week to meet the full-time requirement. The memberd s
supervisor should select the part time/full time hours option when completing the member verification
process.

Child care benefits are paid directly to qualified child care providers for all or of part of the member's child
care costs during their active time of service with AmeriCorps; child care benefit payments cannot be paid
directly to AmeriCorps members. Child care benefits may not exceed applicable payment rates as
established in the state in which the child care is provided under the Child Care and Development Block
Grant Act of 1990 (42 U.S.C. 9858c(4)(A)).

To learn about your eligibility requirements, review the AmeriCorps Child Care Program Fact Sheet and
Types of Child Care Providers description.

Prior to applying use the AmeriCorps Member Checklist and AmeriCorps Provider Checklist to confirm
that you have all the documents to complete your Child Care benefit application.

AmeriCorps members and child care provides can apply online or via paper form. Use the following links
to complete the AmeriCorps Member Online Application and AmeriCorps Provider Online Application. To
fill out a paper application, click on the Forms/Resources button located at the center of the homepage
(https://www.americorpschildcare.com/) to find and print the forms you need.
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To find out if your provider of choice is approved to receive childcare payments from AmeriCorps, please
review the AmeriCorps Childcare Provider State Guide. If your childcare provider doesn't meet your
state's requirement to participate, please select a different childcare provider.

GAP Solutions (GAPSI) has compiled a list of Frequently Asked Questions (FAQS) to help answer
guestions that AmeriCorps State & National, VISTA, and NCCC members may have about the
AmeriCorps Child Care Program (ACCP). If you find you have further questions not addressed by the
FAQs or need assistance in applying please feel free to contact our child care coordinators toll free at 1-
855-886-0687.

Education Award: Upon successful completion of tdimemenbertber 6s t er
will receive an education award of a value of $2,907.50 from the National Service Trust. The Segal

AmeriCorps Education Award is a post-service benefit received by AmeriCorps members, including those

supported through VISTA and the National Civilian Community Corps (NCCC).

Upon successful completion of a term of service in an AmeriCorps position, members are eligible to
receive a Segal AmeriCorps Education Award. The education awards may be used to pay college costs,
higher education training, or to repay qualified student loans. The Edward M. Kennedy Serve America Act
of 2009 made changes to the amount of the Segal AmeriCorps Education Award. Beginning in fiscal year
2010, the maximum amount is now tied to the maximum amount of the U.S. Department of Education's
Pell Grant.

Currently, members may earn up to the value of two full-time education awards ($11,460); they have
seven years from the date they earned each award to use this benefit. For more information, see the Your
Education Award section on page 46.

Education Matching Programs: The West Virginia Campuses listed below encourage AmeriCorps
alumni to enroll in their institutions by offering additional benefits.

Bethany Collegei s a private, I|liberal arts institution offering
located twenty miles north of Wheeling. In honor of, and to reward students involved in community
service, Bethany College will match Segal AmeriCorps Education Awards dollar for dollar.

Future Generations Graduate Schoolisa uni que school that wutilizes each st
classroom. Offering a Master of Arts in Applied Community Change, Future Generations Graduate School

will match up to $10,000 of a Segal AmeriCorps Education Award. See page 52 for information on the

Master of Arts in Applied Community Change program.

Ohio Valley University is a Christ-centered , | i ber al arts institution offering
Masterbés degrees just north of Parkersburg. Wi th a mot:
members receive a dollar for dollar match of Segal AmeriCorps Education Awards.

The University of Charlestoni s a private institution off
Professional Practice Doctordés degrees on
match up to $2,000 of a Segal AmeriCorps Education Award.

ering Associ af
|l i ne and onsi |

There are also many colleges and universities outside West Virginia who offer a variety of incentives such
as service scholarships or matching tuition funding to the Segal AmeriCorps Education Award. Please
click here to view a list of these institutions.

Transfer of Education Awards: The Serve America Act allows for the transfer of AmeriCorps State and

National and Silver Service education awards under certain conditions. The member earning the award

must be at least 55 years old when they enrolled into the AmeriCorps program, and the person to whom

the award is transferred has to be tMastertchilansferring i ni

To transfer an award, an individual must:
1 have earned an education award in an AmeriCorps State and National or a Silver Scholar term
of service;
1 have been at least 55 year of age before beginning the term of service for which the award is
attached,;
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have begun this term of service on or after October 1, 2009;

transfer the award before the original expiration date;

designate all or a portion of the unused award for the transfer; and

complete the on-line forms authorizing the transfer, which includes providing information and
certifying eligibility to make the transfer.

E I E ]

Each education award can only be transferred one time to one child, grandchild, or foster child. If the
entire award is not transferred during the initial transfer, the education award will no longer be eligible for
transfer and would only be available for the member to use.

Taxes: Remember, the IRS has determined that payments made from an education award are
considered to be included in a member's taxable income in the year the payment is made to the school or
loan holder. Interest payments are also considered taxable. This increase in your income could affect
your tax liability for that year. See the web page on tax implications for additional information.

Free Federal and State Tax Returns: Each year, AmeriCorps Alums partners with MyFreeTaxes.com to
offer free federal and state tax return filings to alums and current members. Year after year, this free
service provides AmeriCorps alums with millions of dollars in tax refunds. This service has proved to be
valuable to thousands of alumni who are looking to put a few extra dollars in their pocket around tax time
or a free guide to filing taxes on your own online.

Instructions are noted below. It's fast! It's free! It's effective! So start today and get your tax return back at
no cost to you.
1. Visit bit.ly/FreeTaxesforAlums to get started!
2. Learn if youdbre eligible for the Earned I ncome Tax
3. If you made under $64,000 in 2016, you can file your federal and state income taxes securely
online with our exclusive link to tax preparation.

Loan Forbearance: Individuals who are serving in a term of service in an approved AmeriCorps position
may be eligible to temporarily postpone the repayment of their qualified student loans through an action
called loan forbearance. While your loan is in forbearance during your term of service, interest continues
to accrue. However, if you successfully complete your term of service the National Service Trust will pay
all or a portion of the interest that accrued on your qualified student loans during your service period.

You can request that your | oan company (your @Al oan hol
student loans during your service period. You can easily and quickly request the forbearance on-line

through My AmeriCorps. After you finish your term of service, you will be responsible for repaying your

loan according to the terms of the loan.

Eligibility for Forbearance: Individuals in approved AmeriCorps positions are eligible for forbearance for
most federally-guaranteed student loans. If your loan holder tells you that your student loan does not
qualify for forbearance based upon your national service, ask if your service qualifies you for some other
type of forbearance or for a deferment.

The Corporation cannot approve or disapprove forbearance requests; it can only verify that you are in an

approved national service position. Only the loan holdercande t er mi ne your | oands eligib
a request for forbearance. If your loan is in default, it may not be eligible for forbearance. However, if you

have loans that had gone into default before you began your national service, you can attempt to

negotiate an arrangement with the loan holder or collection agency to bring the loan out of default so

forbearance can be granted and interest can be paid.

Payment of Interest on Qualified Student Loans: Individuals who have successfully completed a term

of service in AmeriCorps or Silver Scholars are eligible to have the Trust pay as much as 100% of the

interest that accrued on their qualified student loan during their service. The portion that the Trust will pay

is determined by the type of service (full or part-time) and the length of your service period. The Trust will

only pay interest on qualified student | oans, as descr |
Education Award. o
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The Trust will not pay interest if you fail to complete your term of service. Exceptions will be made only if
you fail to complete your term of service for compelling personal circumstances and you have earned a
pro-rated award. It is up to your individual program to determine compelling personal circumstances.

Interest payments are in addition to your education award; they are not deducted from your education
award amount. Interest payments are based upon the interest that accrued only during the time you were
serving in the AmeriCorps program.

Remember that interest payments, as well as payments made from your education award account, are
considered by the IRS to be taxable income in the year in which a payment is made.

Airbnb Vouchers for Member Relocation: Airbnb and Service Year Alliance are working together to
support and engage young people who serve communities through a service year. Moving to a new city
and |iving on a stipend can sometimes feel over whel mi n
to build and offer a bunch of resources to make things a little easier. How It Works

1. Join ServiceYear.org to discover and apply for service year opportunities.

2. Once you are enrolled in a position on ServiceYear.org*, submit an Airbnb Voucher Request
Form.

3. Every Thursday between May 1st and September 30th, Service Year Alliance will review the last
weekds requests and catdingto availability. Blo nvatien whht,eyoucan &xpect
an email the Thursday after you submit a request.

4. If you receive a voucher, search on Airbnb.com for a place to stay.

5. Make your reservation with your Airbnb voucher code.

6. Move and start your service year!

This program designed to help members through short-term transition periods. Members are encouraged
to look for permanent housing as soon as they arrive to their Airbnb. All service year corps members in
need of short-term housing assistance are encouraged to submit a request form. Priority will be given to
members serving in a priority market which does not include West Virginia.

GEICO Discount: AmeriCorps Alums and GEICO are working together to bring exclusive savings to

registered AmeriCorps Alums members. Only registered AmeriCorps Alums can receive this exclusive

member savings opportunity, so make sure to reqgister as an AmeriCorps Alum.

Mention your AmeriCorps Alums membership when you contact GEICO for a free quote on auto

insurance to see howmuchyoucoul d be saving. Each quote wildl direct
programs and events. Visit GEICO or call 1-800-368-2734 to see how much you could be saving.

Prospective and current GEICO policy holders can also find great rates on homeowners, renters,

motorcycle insurance, and more!

AmeriCorps Alum Network: AmeriCorps Alums is a national network of engaged citizens and civic
leaders. AmeriCorps Alums is dedicated to getting things done for alumni like you. It is the only national
network that connects the nearly 1 million alumni of all AmeriCorps programs to the people, ideas, and
resources that support a lifetime of service. Benefits of joining AmeriCorps Alums include:

1 Professional Development: Get help finding a job! Joining Alums grants you access to a jobs
board, monthly career newsletter and professional development webinars, virtual resume reviews
and career fairs, and more.

9 Higher Education Connections: Talk one-on-one with graduate school recruiters at Alums' Virtual
Graduate School Fairs held throughout the year. Higher education opportunities are featured
monthly in Alums' career newsletter as well.

91 Discounts/Benefits: Take advantage of discounts on car insurance, a health benefits marketplace
powered by an independent insurance brokerage, and more benefits and discounts from our
member benefits partners.

1 Networking: Make connections on Linkedin and with Alums' local chapters for service, career,
and social events. Alums also sometimes hosts virtual speed networking events. (Active chapters
& events are listed online).

1 Advocacy & Story-Telling: Contribute to "the voice" of AmeriCorps Alums! Connect with us on
Facebook and Twitter and tell your story on the Alums blog. Advocacy opportunities are also
open to alumni not still serving in AmeriCorps.
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Current and alumni members are eligible to join AmeriCorps Alums. Register in 5 minutes today for FREE
at www.AmeriCorpsAlums.org.

Employers of National Service: Employers of National Service connects AmeriCorps and Peace Corps
alumni with employers from the private, public, and nonprofit sectors. Through this initiative, employers
have increased access to a dedicated, highly qualified, and mission-oriented pool of potential employees,
and national service alumni have additional opportunities to apply their skills in the workplace. Visit the
Employers of National Service website for the list of over 475 organizations that employ AmeriCorps and
Peace Corps alumni.

Time Keeping Process

A. OnCorps system:
9 Official timesheets are completed by members in the OnCorps system
9 Official timesheets must match paper timesheets
1 Timesheets should cover the 1%i 15", and 16™ i 30"/31% of each month
1 Submitted to the regional coordinator for approval on the 2" and 17" of each month

B. Supervisor approval:
9 Official timesheets are reviewed and approved by the site supervisor in the OnCorps system
by the 4" and 19" of each month
9 Official timesheets that do not match paper timesheets will be rejected
1 If rejected, the timesheet will be returned to the member for re-work and the process begins
again

C. The Education Alliancebés verification:
1 Program staff will verify member timesheets are submitted on time and review timesheets to
ensur e mbavecenmpketéd their service schedule
1 Timesheets submitted after the 2™ or 17" will not be processed until the following pay period
1 The living allowance policy will be followed when a member fails to meet his/her schedule
agreement

It is optional for members to require members to complete paper timesheets to compare to the official
OnCorps timesheets. An example timesheet is included in Attachment 7: Paper Timesheet on page 59.

Leave Policy

Approved Absence

AmeriCorps on the Frontline does not have a formal leave policy but allows Supervisors, at their own

discretion, to grant members who are meeting or exceeding service expectations leave time. Members

should use this time prudently and only when necessary. Leave time should not be recorded in OnCorps

timekeeping system. AmeriCorps members do not receive service hours for leave time. All service hours

mi ssed due to |l eave time must be compl dftaemembbrwillt he ¢ omp!
not be able to serve the required 20 hours per pay period due to leave, he/she must have

associated leave pre-approved by the Program Director.

Members are expected to make prior arrangements for all child care and other family needs. Members

should also have a reliable fiback upodo plan for unexpec!
family illness, car trouble etc. Members will only be granted unplanned time off from their service sites for

these kinds of occurrences on an emergency basis.

Members who must be absent from their service site because of illness or emergency are required to
follow the call in procedures of their service site. Members who do not show up for their service site and
do not call in will be placed on disciplinary suspension for 2 days without compensation or extension of
serviceeAiNo cal l, no s howetélyubaedegable.or i s compl

At the discretion of the Director, members may be placed on medical suspension due to an illness, injury
or other medical procedure if he/she is behind in service hours. This will be done to protect the member
from jeopardizing his or her Education Award. The member 6s | iving all owance payn
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and the memberoés service term wild/ be extended
successfully complete their service.

Unapproved Absences Causing Doubt of Active Service

If, at any time, the AmeriCorps on the Frontline staff is given reason to doubt if a member is actively
serving, the Director wild.l i mmedi ately place a
investigated and appropriate action is taken.

Holiday Leave

AmeriCorps members are entitled to the same holidays as employees of their host site without affecting
their living allowance. However, holiday hours do not count toward the service hours required for an
Education Award. Extra car e should be taken to ensure that
prior to starting their term of service.

AmeriCorps sites must develop activities for all members to work on when the service site is not open.
School vacations are not to be considered AmeriCorps vacations. Request for Leave forms must be filled
out and submitted for all holidays and other site closings. This is a compliance requirement for the
AmeriCorps program.

Military Leave

AmeriCorps members serving in the National Guard or Reserve will be granted a leave of absence for a
two-week period of active duty training. Members may not receive additional time-off for training.
Members will continue to receive their living allowance during this period and will receive credit toward the
service hours required for an Education Award. Members on two-week active duty training will receive
eight (8) hours of service credit per day toward their Education Award. No AmeriCorps service credit is
earned for the once-a-month weekend service in the National Guard or Reserve.

AmeriCorps members called to active military duty may be placed in hold status. While in hold status they
will not receive their living allowance, childcare, medical benefits nor will they receive service hours
toward their Education Award. Members receiving notification of being placed on active duty must provide
a copy of their orders to the AmeriCorps on the Frontline AmeriCorps program. Members may also
choose to end their service for compelling circumstances.

Jury Duty

Serving on a jury is an important responsibility of citizenship and members will not be penalized for doing
so. During the time members serve as jurors, they will continue to earn service hours, and receive their
living allowance. They are allowed to keep reimbursements for incidental expenses received from the
court. Members notified of jury duty must provide a copy of the summons to AmeriCorps on the Frontline
AmeriCorps program.

Time Tracking in OnCorps Reports
The Time Tracking menu is where members can enter and view their service hours.
You can find the following pages under the Time Tracking menu:

A Enter Timesheets

A List Timesheets
A Member Total Hours Year-To-Date

Welcome Test Member view/edit profile | logout

OnCorps * \
™ ;,}/',\ Logged in as: AmeriCorps Member | Test Program
Reports - State & Program Year: Demo | 2009-2010

On task. On time. Online.

HOME | REPORTING v | TIME TRACKING v | DIRECTORIES ~ CALENDAR
| Enter Timesheets = =
Home Page Tools | (2 Help @ Create PDF

List Timesheets

Welcome Test Member Total Hours Year-To-Date
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The timesheet system in OnCorps reports is in full compliance with CNCS requirements for online
timesheets. The timesheet process is outlined below.

1) Members, who are the only ones allowed to enter hours in OnCorps, log in, fill out a timesheet and
submit it to the supervisor(s) who supervised them during the timesheet period. The timesheet is now
locked and members can no longer revise it.

2) Ane-mail is sent to all of the supervisors selected by the member that they have a timesheet ready
for approval. A notice also appears on the supervisor's Home page.

3) The supervisor logs in to OnCorp Reports and reviews the member's timesheet. The supervisor can
either:
a) Approve the timesheet. (All supervisors that received the timesheet must approve it
independently before the hours are officially approved)
i) Once atimesheet has been approved by all of the supervisors it was sent to, it is available
for viewing by program directors. Program directors viewing approved timesheets can either
(1) Do nothing, in which case the timesheet is considered correct and no further
action is needed
(2) Unlock the timesheet and enter in the reason why it is being sent back to the member
for revisions.

(&) An e-mail will be sent to the member and supervisor and a notice will appear on
their Home pages when a timesheet is unlocked. The unlocked timesheet is now
open for revisions by the member.

(b) The member logs in, goes to the timesheet, corrects the timesheet, and
resubmits the timesheet to their supervisors, who must then review and either
approve or reject it.

b) Reject the timesheet and enters in the reason why it was rejected. (Only one supervisor
needs to reject a timesheet to reject it for all supervisors it was sent to)
i) An e-mail will be sent to the member and a notice will appear on their Home page upon
timesheet rejection. The rejected timesheet is now open for revisions by the member.
ii) The member logs in, goes to the timesheet, corrects the timesheet, and resubmits the
timesheet to their supervisors, who must then review and either approve or reject it.

Timesheets can also be rejected after than have been approved by a supervisor if needed. This
will start the approval process over again.

If you have questions about how to classify your hours, please consult with your program
directors and supervisors.

Enter Timesheets
Time Tracking > Enter Timesheets

To open a timesheet, select the date range for that timesheet from the Select a Period drop down menu,
which also lists the dates for when a timesheet was last saved, submitted to your supervisor(s), and
approved by your supervisors(s) next to each timesheet period, and click the Choose button. The Sample
Period is for testing the timesheet approval process and the hours entered there do not count towards
your total hours.

Enter Timesheets

Select a Period:

0912812009 - 10/04/2009 =]

|Select One
|[SAMPLE PERIOD: 08/25/2000 - 09/07/2000

108/31/2009 - 09/06/2009 rejected: 07/11/2009 ‘

|09/07/2009 - 09/13/2009 saved: 07/11/2009 submitted: 07/11/2009 approved: 07/11/2009 w [ Help
{09/14/2009 - 09/20/2009 saved: 07/11/2009 submitted: 07/11/2009 |=|lInc.

~109/21/2009 - 09/27/2009 saved: 07/11/2009
09/28/2009 - 10/04/2009

AN™IAC IAnnm AMIA A4 I nm




Once you select a timesheet period, the timesheet will

appear below a table detailing your total member hours You are entering time for period: 01/01/2009 - 01/15/2009
year-to-da}tg. Enter in your hours and write a description of Selectthe person(s) who supervised you during this period:
your activities for each day that you served in the spaces Supenisor#1: AAA Site Supervisor ~
provided. Hours can only be entered in quarter hour Supervisor #2: : AAA Site Super2 i~

increments (numbers ending in .00, .25, .50, and .75). _— )
This time sheet is DUE: 01/17/2009
Some members may have the option to submit their

timesheets to multiple supervisors. If that is the case, at
least one supervisor must be selected in order to submit your timesheet.

Consult your program director if you have questions about how to fill out your timesheet.

Enter Timesheets

Service
Member Status | Committed Total Approved Pending Pre Tot Pre 1234 Tot Pre 1 2 3 4 Tot WeeksLeft HourslLeft AvaWk
TestMember |Enrolled |1700 122.75 (38 8475 0 0 0 |0js00j8 0 17 |76 /0|30 56 1577.25 28.17
Select a Period:
[09/28/2009 - 10/04/2009 =
You are entering time for period: 09/28/2009 - 10/04/2009
This time sheet is DUE: 10/04/2009
Services
Day Pre-Service Training Training Education Environment Public Safety :{-gfjarls
Mon Sep 28 375 | 0 | T [85 |

Enter the description of your hours here. Please be brief. If your description is too long in may |
Desc cause an error when you save or submit your timesheet.

= B B W
If you have questions about how to fill out your timesheet, ask your program director. [
Desc

A
Wed Sep 30 1.25 175 | 2 B [75 |
175 75 ]

‘Hours can only be entered in quarter hour increments (numbers endings in .0, .25, .5, and .75)}
Desc where .25 = 15 minutes, .50 = 30 minutes, and .75 = 45 minutes. The number in each box
‘represents the total number of hours spent doing that type of service for each day.

i

‘ Training on site policies (3 Training), Tutored site clients on algebra (3 Education) Worked
Desc ‘with youth on community garden (2 Environment)

|
F B B B o

moz [ N W - . i

bFinaI day of preservice training (8) T
Desc
- - 4
satoct3 o] o | o fom
Desc
- S Z
sun 0ct4 o] o | o Eom
Desc
Z
Totals: [ [18 ] [21 ] [a0 ]

Authorize and Submit
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To save your hours so you can come back and edit the timesheet later, click the Save button. When

you have entered all of you hours into the timesheet, )
click the Authorize and Submit button to send the & hitp:/demo.oncorpsreports.com/ )
timesheet to your supervisor(s) for approval. After you
click the Authorize and Submit button, a pop- Click OK to submit this timesheet to your Supervisor for
up window will appear asking you to confirm that you SEEIUESI IS CuDES i cancel

want to submit your timesheet. In the pop-up window,
click OK to send the timesheet to your supervisors or i oK | [ Cancel
click Cancel to abort and return to editing your
timesheet.

Timesheets that have been submitted or approved are locked to prevent changes-though they may
still be viewed-and will have a padlock icon in the upper right corner.

Enter Timesheets

(FundRalsing | Training | Service

Member Status Committed Total Approved Pending Pre Tot Pre 123 4 Tot Pre 1 2 3 4 Tot Weeks Left HoursLeft Avg/Wk
TestMember |Enrolled 1700 162.75 |38 12475 |0 0 0 08008 |0 |17/7/6/0/30 56 1537.25 27.45

Select a Period:
09/07/2009 - 09/13/2009 saved: 07/11/2009 submitted: 07/11/2009 approved: 071112009 [ ]

You are entering time for period: 09/07/2009 - 09/13/2009

This time sheet is DUE: 09/13/2009 @
Your time sheet for week 09/07/2009 - 09/13/2009 was already submitted on 07/11/2009 at 8:57 PM.
Therefore, your Supervisor must either approve or reject your time sheet before you can make any more changes.
Services
Day Pre-Service Training Training Education Environment Public Safety Jg:lari;

testtest

List Timesheets
Time Tracking > List Timesheets

You can filter and view your timesheets using this form. Search for approved, submitted or rejected
timesheets by selecting a timesheet period using the Select a Period drop down menu. You can also
view timesheets by their status (Approved, Submitted,

Rejected, Late, or Not Started) using the Select a Timesheet Status drop down. Click the View button
next to an unapproved timesheet to view that timesheet in a pop-up window. If a timesheet has been
approved, you can download a PDF of that timesheet for your records.

List Timesheets

Select a Period:

Usg this to yiew anrd unlock mgmbeftimesheets within a specific payroll period—all member timesheets will be display for the selected payroll period.
SAMPLE PERIOD: 08/25/2000 - 09/07/2000 [Z] Choose

OR Select a Timesheet Status:

This allows you to see ALL member timesheets, filtered by approved, submitted, rejected, |ate or not started.
| Select a Timesheet Status ||

Select a Timesheet Status

Approved

gzgzt'ggd Program Web Site | Calend_arl Resources | Help
©2009 Settanni+Co., Inc.

Late

[Not Started
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Member Total Hours Year-To-Date
Time Tracking > Member Total Hours Year-To-Date

The Member Hours Year-To-Date table shows the status of all hours that have been entered into a
member timesheet. Each column of the table is defined below.

Member Total Hours Year-To-Date

2 Ti & Service
Weeks Hours
Member Status Committed Total Approved Pending Pre Tot Pre 1 2 3 4Tot Pre1 2 3 4 Tot Left Left Avg/Wk
Test Enrolled | 1700 5335 (159.25 |(374.25 |0 3 0 [19.25 19 |0 |0 |38.25 40 |33.75 |34.25 |10 |0 |118 |47 1166.5 2482

Member

A Committed: The number of hours a member committed to serve

A Total: The total hours entered into a timesheet by a member (includes
Approved and Pending hours)

A Approved: The total hours that have been approved by all supervisors

A Pending: The total hours entered into timesheets that have not been approved by supervisors
(includes hours in timesheets that have been submitted for approval but have not been
approved yet and hours saved in timesheets that have not been submitted to supervisors yet)

™

Pre: Pre OnCorps Hours (hours that were approved using a different timekeeping system
before members began using OnCorps timesheet system) for Fundraising, Training, and
Service

1, 2, 3, 4: Number of hours in each of the four possible subcategories of Training and Service
hours that have been entered into OnCorps using the OnCorps timesheet system..

Tot: (Pre + 1, 2, 3, 4) for each type of hours (Fundraising, Training, and Service)

Weeks Left: The result of ((Expected Service End Date - Current Date) / 7) rounded up to
the nearest integer

Hours Left: (Committed - (Pending + Approved + (sum of all Pre hours)))

Avg/Wk: (Hours Left / Weeks Left) Because of how Weeks Left is calculated, this value may
have a margin of error of up to six days.

oo oo o

Access Paystubs with ViewMyPaycheck

You can view your pay stubs online i anytime, Infurt vi
anywhere.

ViewMyPaycheck (paychecks.intruit.com) is an ; Avallable Time Off b
online website created by Intuit that lets you view Paycheck Date :
your pay stubs and other payroll information.

Dondét hmpetar @oDondt wor $73726
access ViewMyPaycheck from your mobile device. i

Hereds some information Most Recent Paychecks
with ViewMyPaycheck.

Get Started

To access ViewMyPaycheck

A An Intuit account. You may already have n A
one if you use Intuit products like TurboTax
or Quicken. I f you donét have one, one wil!/ be crea

A Your Social Security Number (SSN) and the net pay (your take home pay) from your
last paycheck. Be sure to have that handy i ViewMyPaycheck needs it to verify that you
are who you say you are!
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Then, do this:

pass wo r\ewNylaydhéck. us

e

when you s

1. Open a web browser and go to paychecks.intuit.com.

2. Click Sign Up.

3. Enter your email address.

4. If you get a message that says You already have an Intuit account associated with this
user ID then click the Sign In link and sign in to your existing Intuit account and skip to
step 7.

5, Create and confirm a

6. Click Sign Up.

7. Enter your SSN and the net pay from your last paycheck.

Your net pay is the amount of your paycheck after all of the taxes and other deductions
have been taken out.

8. Click All Done!

Next Steps

When you sign in, explore a bit. Here are a
few highlights.

1.

ViewMyPaycheck itemizes your
current and year-to-date earnings
and deductions so you always
know how your paycheck was
calculated and where your money
is going.

Need a printed copy of your pay
stub? No problem. Click Save As
PDF to save a PDF copy of it to
your computer and then print it for
your records.

If you want to be notified any time a
new pay stub is uploaded to
ViewMyPaycheck, go to
Preferences and click the Send me
an email when new pay stubs are
available checkbox.

Need Help?

If you have questions about using ViewMyPaycheck, click the question mark icon (?) available

on the ViewMyPaycheck website.

infuit

If you have any questions about your paycheck,
on the pay stubs, or when the money is deposited in your bank account, please contact the
Program Director.
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Helpful T ips for Getting Started

Reach out to your service sitebs head administrator (p
servicedi f abl e, ask to visit the school, have a tour, et c

In your first two weeks you will be meeting with supervisors, other members, creating relationships with
the administration, developing schedules for meetings, and compiling your lists of kids. During this time
you can send home your permission slips, and create folders/ file keeping systems for each student.

Once you meet your administration and school staff, create a plan for collecting the information that will
be required for data collections. Work with your site supervisor, guidance staff, and administration to have
a system in place for obtaining this information (e.g. GPA, tardies, absences, etc.). This will make it much
easier to complete each required data report.

As you move in to your first two months, you begin meeting with your students to build trust, security, and
rapport within your students.

It is best to begin with a one on one session to gauge where the mentee is. As you build a relationship
with the student you can introduce group sessions based on common factors among the students. Use
your judgment! If a child will not do well in a group, do not force a group.

Let the studentsd needs guide your mentoring sessions
student needed one type of session last week does not mean that is what they need this week.

Make a friend out of the main office secretar i es, the counselorés secretary, an
themselves (they will be very helpful when it comes time to compiling data).

Ask the guidance counselors or the office secretaries
with their scheduled planning times (Most schools will split each grade into two teams and will divvy up
the gradeds teachers for each teamée.g. 6A, 6B, 7A, 7B

Try to sit down with each team (of teachers) during their group planning to introduce yourself within the
first couple weeksd depending on which team your students are on.

Ask the main office secretaries or the guidance counselors to print you off a copy of the daily bell
schedule.

Attend different events that are put on by the school to show your support not only for your students but
for the school itself (sporting events, choir performances, band performances, school dances).

During the school day, walk throughout the hallway during class exchanges to allow your face to be seen
and known not only by teachers, but by the entire staff and student body.

When in the hall ways, or in a classroom, of fice, etc
see on the ground. Pick them up. Youdll neesthatk now t
you care about the cleanliness of the school.

Visit your students during their lunch hour, if allowed, and sit with them. This is a really easy way to get to
know your students outside of the classroom and more in their natural element around friends.

An activity that you can play with your students, if you have none already, is to play Jenga. For each
Jenga block pulled, ask your mentee a question, and then have them ask a question. This is a good ice
breaker for the first couple days or weeks.

Bring a deck of Uno cards to play during their intramural period (free time after lunch).
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I f youbre having trouble with getting students to open
another. Allow the student to write what they feel in the journal and then you reply to it. Write how you feel

and allow them to counsel you; the exchange of advice giver and advice seeker will build a sense of trust

between the two of you.

Sit in on some of your students classroom sessions to dock their class behavior (this works well if the
student has behavior issues because then you are there to witness their behavior first hand).

Pick up any lost pencils or pens off of the ground while in the school because your students will come to
you in need of them.

Ask your guidance counselors if they have any additional school supplies that you can hold for the
duration of the school year in case your students come
pressured into buying supplies).

Keep small incentives to give to your students for doing good deeds within the school (doing well on a
test, bringing up a grade in a class theybve struggled
them feel appreciated).

Call your mentees parents to introduce yours e I f wi t hin the first couple weeks.
happy some parents will be to know that their child is getting extra support in school. Most parents

(especially thoseofat-r i sk students) feel as i f t hedadfromaelachdrsd doesnod
This is a great opportunity for you to build a healthy relationship not only with yourself and your mentee

but with everyone involved (yourself, the student, teachers, administrators, and parentsd all will praise

you).

Tell students upfront that you are a mandatory reporter and are required to report any potential harmful
information that they share. If a student shares potentially harmful information, tell the student that you
are required to report the information they shared and then go directly to the counselor.

It is important that you stick to your agreed schedule with the school so always let your counselor(s)
and/or site supervisor(s) know when you will be absent.

Most importantly, try to always keep your word (whether it be given to the administrators or your
students).

Whena student is struggling withté
1 Attendance: Give your students a reason to want to come to school. Help the student realize their
attendance affects their course performance.
1 Behavior: Talk to students about why they are acting up. Help them develop ways to handle their
behavior.
1 Course Performance: Work with the s t u d deadhdyssto help identify where they are struggling
and connect them to tutoring services.

Basic Advice from Returning Members

Be Dependable and Reliablei Don 6t break promi ses

Tell the Students upfront that what they share is confidential unless its harmful

Be flexible

Tailor sessions (one on one OR small group) based o

Dondét expect perfection
Be prepared, be direct, be honest for hard conversations
Love what you do, be sincere, celebrate the baby steps

=A =4 =8 -8 -8-8=-1
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Suggested Mentoring Techniques

Use a figet to know youdform to break the ice

Useofu teach med activities

Engage students in goal setting

Discuss decision making scenarios (good, bad, worse, etc.)

Use Games (Connect 4, Uno, Monopoly) to talk about good/bad decisions

Use manipulatives (pipe cleaners, foam dice, basketball) while talking about skills or conflict

management

1 Help students build new skills (i.e. crochet, golf, archery, radio club) and allow the students to re-
teach the skills to other students

1 Invite community members(i.e. Mary Kay, JROTC, self-defense, volunteer fire fighters) to speak
with your students

1 Encourage students to join clubs and connect to resources

1 Uncover problems and help them find the solutions

1 Showcaselvisit local careers (i.e. beauty shop, newspaper, nursing home, car garage, bank) and
ask the studentsiwhat does it take to get a job here?o0

1 Help students plan individual service projects (i.e. Christmas/Thanksgiving cards for military,
fleece blankets for police)

1 Organize/sponsor school-wide service projects (food drive, pet drive, penny drive)

=A =8 =8 -8 -2
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