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[insert program name] 
Member Service Agreement

I. PURPOSE 

It is the purpose of this agreement to delineate the terms, conditions, and rules of membership regarding the participation of _________________ (hereinafter referred to as the “Member”) in the [AmeriCorps Program Name Here] (hereinafter referred to as the “Program”). 

II. MINIMUM QUALIFICATIONS 

A. The Member certifies that he/she is a United States citizen, a United States national, or a lawful permanent resident alien and at least 17 years of age.
B. The Member certifies that he/she holds a high school diploma or its equivalent or agrees to obtain one before using the education award.
C. The Member agrees to submit to an FBI (Federal Bureau of Investigation) and State of Residence background check, if applicable, and a National Sex Offender background check as a condition of this agreement. [insert additional agency specific background check requirements ie: drug screen, BCI]  
a. Refusal to consent to the above checks makes the member ineligible as well as anyone listed or required to be listed on a sex offender registry, anyone convicted of murder or, [insert program specific policy/regulations around convictions or offenses that make a member ineligible to serve].

III. TERMS OF SERVICE 

A. The Member’s term of service begins on ____________and ends on ____________. The Program and the Member may agree, in writing, to extend this term of service for the following reasons: 
1. The Member’s service has been suspended due to compelling personal circumstances. 
2. The Member’s service has been terminated, but a grievance procedure has resulted in 
    	reinstatement. 
B. The Member will complete a minimum of _______ hours of service during this _____ month period.  
C. Of the ____hours, a minimum of 10% (_____ hours), maximum of 20% (___ hours) will be training, professional development, training, or other similar approved activities.
D. The Member understands that to successfully complete the term of service (as defined by the Program and consistent with regulations of the Corporation for National and Community Service) and to be eligible for the education award, he/she must satisfactorily complete at least ___ hours of service and complete all program requirements [program may expand on specific program requirements for successful completion here. Ie: required training, meeting attendance, etc]. 
E.  The Member understands that to be eligible to serve a second term of service the Member must receive satisfactory performance reviews for any previous term of service. The Member’s eligibility for a second term of service with this Program will be based on at least a mid-term and end-of-term evaluation of the Member’s performance focusing on factors such as whether the Member has: 
1. Completed the required number of hours; 
2. Satisfactorily completed assignments, tasks, or projects in a timely manner as directed; 
3. Met any other criteria that is clearly communicated both orally and in writing at the 
           beginning of the term of service.
The Member understands, however, that the mere eligibility for an additional term of service does not guarantee selection or placement.
F. Member Activation/Reassignment
a. At the request of ServeOhio, I understand that I may be required to respond to a Notice of Required Member Activation and that my service activities may be reassigned and/or deployed in preparation, response and/or recovery to a state or national declared disaster and/or emergency, state or local public health concern, or at the request of ServeOhio or the Governor of Ohio.
      *Please initial here indicating that Section III, F. has been read and understood: _________

G. Teleservice Policy [Programs may insert their policy here or have a separate document for members to sign off on] 

IV. POSITION DESCRIPTION 						

The name of the Member’s direct supervisor is ____________________________________. 

It is understood that AmeriCorps members are not employees of the AmeriCorps program or of the federal government. Moreover, members are not allowed to perform an employee’s duties or otherwise displace employees. 
 
The definition of “participant” in the National and Community Service Act includes AmeriCorps members. Under the law, “a participant (member) shall not be considered to be an employee of the organization receiving assistance under the national service laws through which the participant (member) is engaged in service” (42 U.S.C. 12511(30) (B)).

Specific Duties of the [name of program] Member serving with (insert host site name):

 [Insert Program Specific Duties from your site’s approved Position Description or provide Position Description via attachment]

*Please initial here indicating that this section has been read and clearly understood: ____________

V. BENEFITS 

A.  The Member will receive from the Program the following benefits: 
1. A living allowance up to________. The living allowance is taxable, and taxes will be deducted directly from the living allowance. The living allowance will be distributed twice a month by direct deposit starting on_______.  The twice-monthly [or change to frequency of organization payroll] amount before taxes will be _____. 
2. FT members are eligible for basic healthcare insurance with insurance premiums paid by the Program.
If applicable, a childcare allowance will be provided by GAP Solutions, Inc. (www.americorpschildcare.com) directly to the provider, if the member qualifies for the allowance.   Members must apply directly following the link above for consideration.
B. The Member understands that she/he is not eligible for Unemployment Compensation based on service in AmeriCorps. The Ohio Department of Jobs and Family Services has determined that section 4141.01 (B) (3) (aa) of the Ohio Revised Code and Rule 4141-5-05 of the Ohio Administrative Code excludes AmeriCorps members from coverage under the Ohio Unemployment Compensation Law. This determination does not limit the member’s right to unemployment benefits to which they may be entitled on the basis of any outside employment that is concurrent with their AmeriCorps service.

*Please initial here indicating that Section V Part B regarding unemployment has been read and clearly understood:________

C. Upon successful completion of the Member’s term of service, the Member will receive an education award from the National Service Trust. For successful completion of a full-time term, the Member will receive an education award in the amount of $6,195 [update annually to reflect current amount].  The educational award is considered taxable income during the year or years used.
1. The Member understands that his or her failure to disclose to the Program any history of having been released for cause from another AmeriCorps program will render him or her ineligible to receive the education award.
2. If the Member has received forbearance on a qualified student loan during the term of service, the National Service Trust may repay a portion or all of the interest that accrued on the loan during the term of service. 

VI. RULES OF CONDUCT 

A. Prohibited Activities
While charging time to the AmeriCorps program, accumulating service or training hours, or otherwise performing activities supported by the AmeriCorps program or CNCS, staff and members may not engage in the following activities: 
a. Attempting to influence legislation; 
b. Organizing or engaging in protests, petitions, boycotts, or strikes; 
c. Assisting, promoting, or deterring union organizing; 
d. Impairing existing contracts for services or collective bargaining agreements; 
e. Engaging in partisan political activities, or other activities designed to influence the outcome of an election to any public office; 
f. Participating in, or endorsing, events or activities that are likely to include advocacy for or against political parties, political platforms, political candidates, proposed legislation, or elected officials; 
g. Engaging in religious instruction, conducting worship services, providing instruction as part of a program that includes mandatory religious instruction or worship, constructing or operating facilities devoted to religious instruction or worship, maintaining facilities primarily or inherently devoted to religious instruction or worship, or engaging in any form of religious proselytization; 
h. Providing a direct benefit to— 
i. A business organized for profit; 
ii. A labor union; 
iii. A partisan political organization; 
iv. A nonprofit organization that fails to comply with the restrictions contained in section 501(c)(3) of the Internal Revenue Code of 1986 related to engaging in political activities or substantial amount of lobbying except that nothing in these 9 provisions shall be construed to prevent participants from engaging in advocacy activities undertaken at their own initiative; and 
v. An organization engaged in the religious activities described in item “g.” above, unless CNCS assistance is not used to support those religious activities; 
i. Conducting a voter registration drive or using CNCS funds to conduct a voter registration drive; 
j. Providing abortion services or referrals for receipt of such services; and 
k. Such other activities as CNCS may prohibit. 

In addition to the above activities, the below activities are additionally prohibited: 

Census Activities. AmeriCorps members and volunteers associated with AmeriCorps grants may not engage in census activities during service hours. Being a census taker during service hours is categorically prohibited. Census-related activities (e.g., promotion of the Census, education about the importance of the Census) do not align with AmeriCorps State and National objectives. What members and volunteers do on their own time is up to them, consistent with program policies about outside employment and activities. 

Election and Polling Activities. AmeriCorps member may not provide services for election or polling locations or in support of such activities. 
 
AmeriCorps members may not engage in the above activities directly or indirectly by recruiting, training, or managing others for the primary purpose of engaging in one of the activities listed above. Individuals may exercise their rights as private citizens and may participate in the activities listed above on their initiative, on non-AmeriCorps time, and using non-CNCS funds. Individuals should not wear the AmeriCorps logo while doing so. 

Citations for Prohibited Activities: 
• 45CFR § 2520.65- https://www.law.cornell.edu/cfr/text/45/2520.65
• 2020 AmeriCorps Provisions V.C - https://egrants.cns.gov/termsandconditions/2020ACSNProgramSpecificTC50820200604.pdf

B. The Member understands the following regulations set forth by the Corporation for National and Community Service as it relates to the service provided by the Member:

1. Non-duplication and Non-displacement (reference in the federal provisions:  45 CFR §§ 2540.100(e)-(f)):
a. (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.
b. (f) Nondisplacement. 
1. An employer may not displace an employee or position, including partial displacement such as reduction in hours, wages, or employment benefits, as a result of the use by such employer of a participant in a program receiving Corporation assistance.
2. An organization may not displace a volunteer by using a participant in a program receiving Corporation assistance.
3. A service opportunity will not be created under this chapter that will infringe in any manner on the promotional opportunity of an employed individual.
4. A participant in a program receiving Corporation assistance may not perform any services or duties or engage in activities that would otherwise be performed by an employee as part of the assigned duties of such employee.
5. A participant in any program receiving assistance under this chapter may not perform any services or duties, or engage in activities, that—
i. Will supplant the hiring of employed workers; or
ii. Are services, duties, or activities with respect to which an individual has recall rights pursuant to a collective bargaining agreement or applicable personnel procedures.
6. A participant in any program receiving assistance under this chapter may not perform services or duties that have been performed by or were assigned to any—
i. Presently employed worker;
ii. Employee who recently resigned or was discharged;
iii. Employee who is subject to a reduction in force or who has recall rights pursuant to a collective bargaining agreement or applicable personnel procedures;
iv. Employee who is on leave (terminal, temporary, vacation, emergency, or sick); or
v. Employee who is on strike or who is being locked out.

C. The Member understands the following regulations and expectations set forth by the Corporation for National and Community Service related to fundraising by Members (reference in the federal provisions:  45 CFR §§ 2520.40 - .45):

1. § 2520.40   Under what circumstances may AmeriCorps members raise resources?
(a) AmeriCorps members may raise resources directly in support of your program's service activities.
(b) Examples of fundraising activities AmeriCorps members may perform include, but are not limited to, the following:
(1) Seeking donations of books from companies and individuals for a program in which volunteers teach children to read;
(2) Writing a grant proposal to a foundation to secure resources to support the training of volunteers;
(3) Securing supplies and equipment from the community to enable volunteers to help build houses for low-income individuals;
(4) Securing financial resources from the community to assist in launching or expanding a program that provides social services to the members of the community and is delivered, in whole or in part, through the members of a community-based organization;
(5) Seeking donations from alumni of the program for specific service projects being performed by current members.
(c) AmeriCorps members may not:
(1) Raise funds for living allowances or for an organization's general (as opposed to project) operating expenses or endowment;
(2) Write a grant application to the Corporation or to any other Federal agency.

[bookmark: 45:4.1.9.11.13.0.9.8]
2. § 2520.45   How much time may an AmeriCorps member spend fundraising?
(a)An AmeriCorps member may spend no more than ten percent of his or her originally agreed-upon term of service, as reflected in the member enrollment in the National Service Trust, performing fundraising activities, as described in § 2520.40.

D. Member Code of Conduct:
[Below is an example of an AmeriCorps Program’s Code of Conduct.  Programs should adjust this list to reflect their own rules of conduct for AmeriCorps members] 

The Member understands that the following acts also constitute a violation of the program’s rules of conduct: 
1. Unauthorized tardiness; 
2. Unauthorized absences.  Members should notify their host site supervisor in advance if possible or, at a minimum, must notify the Program on the day of the absence.  Three consecutive days of absence without authorization will constitute voluntary resignation of the Member; 
3. Repeated use of inappropriate language (i.e. profanity) at a service site; 
4. Failure to wear appropriate clothing to service assignments; 
5. Stealing or lying; 
6. Removing property or records from the service sites without authorization;
7. Engaging in any activity that may physically or emotionally damage other Members of the            
     program or people in the community; 
8. Unlawful manufacture, distribution, dispensation, possession or use of any controlled
    substance or illegal drugs during the term of service; 
9. Consuming alcoholic beverages during the performance of service activities. 
10. Being under the influence of alcohol or any illegal drugs during the performance of service/activities;
11. Failing to notify the program of any criminal arrest or conviction that occurs during the 
      term of service; 
12. Failure to participate in scheduled program events and activities, including planned events that may require an overnight stay (this includes required service days);
13.  Leaving the assigned site during the scheduled service hours without authorization;
14.  Insubordination or lack of cooperation;
15.  Possession of weapons of any type during service hours;
16.  Misrepresenting hours of service or falsifying time and attendance records;
17.  Disclosing confidential client(student/family) or Program information
18.  Falsify reports or records including, but not limited to:  AmeriCorps application, Personnel records, expense accounts, service hour records, and/or Program reports;
19. Count, claim or receive any type of compensation other than what is provided by AmeriCorps, for hours serviced in AmeriCorps activities.  AmeriCorps Members, while serving in any capacity for the {Insert program name} program, CANNOT report AmeriCorps service hours to any other individual, group organization, business, or other entity that would then consider the Member to be acting in any capacity for them.  Nor can the Member receive any type of compensation from any individuals, groups, organizations, businesses or other entities, other than the [Insert Program Name] for his or her service hours.  If the Member is employed in addition to his or her AmeriCorps service, hours served in his or her job CANNOT be counted as AmeriCorps service hours.  Any double claiming or “double dipping” is a violation of federal law and cause to be released immediately from the Program and to become ineligible for an educational award.  If a Member has a question regarding whether something could be considered as “double dipping,” it is his or her responsibility to ask the AmeriCorps Program staff prior to proceeding.

F.   Under the Drug-Free Workplace Act (41 USC § 701, et seq.) the unlawful possession, use, distribution, dispensation or manufacture of a controlled substance (e.g., illegal drugs or certain types of prescription medication) or the use of alcohol on the premises of the Program, at any service site or location at which an AmeriCorps member is performing program services, or at any time an AmeriCorps member is representing the Program, is prohibited and may be the basis for disciplinary action, up to and including termination of service.  The AmeriCorps member must notify your host site supervisor and the [insert Program Name] if you are convicted under any criminal drug statute no later than 5 days after such a conviction. Specific actions will be taken against members for violations of this prohibition, including personnel actions up to and including termination, and/or the requirement to satisfactorily participate in a drug abuse assistance or rehabilitation program. 

*Please initial here indicating that this section VI, F. has been read and clearly understood:_________
    

G.  In general, for violating the above stated rules in section VI(A), (B), (C), (D) or (E), the Program will do the following (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): [insert/adjust to program specific disciplinary standards and procedures]

1.    For the Member’s first offense, an appropriate program official will issue a verbal warning to the Member. 
2.    For the Member’s second offense, an appropriate program official will issue a written   warning and reprimand the Member. 
3. For the Member’s third offense, the Member may be suspended for one day or more without compensation and will not receive credit for any service hours missed. 
4. For the fourth offense, the program may release the Member for cause. 
a. The Program reserves the right to release the Member for cause if, in the opinion of the Program Director, his/her conduct undermines the effectiveness of the Program or the project to which he/she is assigned.
b. The Program may release the Member for cause if, in the opinion of the Program Director, he/she repeatedly or periodically continues to demonstrate inappropriate behavior by engaging in the pattern of misconduct.
c. The Member understands that he/she will be either suspended or released for cause in accordance with paragraphs (B), (D), and (E) of section VII of this agreement for committing certain acts during the term of service including but not limited to being convicted or charged with a violent felony, possession, sale, or distribution of a controlled substance. 

VII. RELEASE FROM TERMS OF SERVICE 
     
A.  The Member understands that he/she may be released for the following two reasons: 
1. For cause, as explained in paragraph (B) of this section; or 
2. For compelling personal circumstances as defined in paragraph (C) of this section.

B.  The Program will release the Member for cause for the following reasons: 
1. The Member has dropped out of the program without obtaining a release for compelling 
    personal circumstances from the appropriate program official; 
2. During the term of service the Member has been convicted of a violent felony or the sale or distribution of a controlled substance; 
3. The Member has committed a fourth offense in accordance with paragraph (E) of section VII of this agreement; 
4. The Member has committed any of the offenses listed in section VI of this agreement or any other serious breach that in the judgment of the director of the Program would undermine the effectiveness of the Program. 

C.  The Program may release the Member from the term of service for compelling personal
             circumstances if the Member demonstrates through appropriate documentation that: 
1. The Member has a disability or serious illness that makes completing the term impossible; 
2. There is a serious injury, illness, or death of a family member which makes completing the term unreasonably difficult or impossible for the Member; 
3. The Member has Military service obligations; 
4. Some other unforeseeable circumstance beyond the Member’s control makes it impossible or unreasonably difficult for the Member to complete the term of service, such as a natural disaster, a strike, relocation of a spouse, or the nonrenewal or premature closing of a project or the Program. 
5. Pregnancy/Childbirth as applicable.

D.  Compelling personal circumstances do not include leaving the Program: 
1. To enroll in school; 
2. To obtain employment; or 
3. Because of dissatisfaction with the Program. 

E.  The Program may suspend the Member’s term of service for the following reasons: 
1. During the term of service the Member has been charged with a violent felony or the sale or  
distribution of a controlled substance. (If the Member is found not guilty or the charge is dismissed, the Member may resume his/her term of service. The Member, however, will not receive back living allowances or credit for any service hours missed.) 
2. During the term of service the Member has been convicted of a first offense of possession of 
a controlled substance. (If, however, the Member demonstrates that he/she has enrolled in an approved drug rehabilitation program, the Member may resume his/her term of service. The Member will not receive back living allowances or credit for any service hours missed.) 
3. The Program may suspend the Member’s term of service for violating the rule of conduct 
provisions in accordance with the rules set forth in section VI of this agreement. 

F.   If the Member discontinues his/her term of service for any reason other than a release for   
compelling personal circumstances as described in paragraph (C) and (D) of section VII, the Member will cease to receive the benefits described in paragraph (A) of section V and will receive no portion of the education award or interest payments. 

G.   If the Member discontinues his/her term of service due to compelling personal circumstances as 
         	described in paragraph (C) of section VII of this agreement, the Member will cease to receive  
benefits described in section V.  If the Member completes at least 15 percent of the required term of service, he/she is eligible for a pro-rated education award (2522.230).

VIII. GRIEVANCE PROCEDURES 

1. The Member understands that the Program has a grievance procedure to resolve disputes   concerning the Member’s suspension, dismissal, service evaluation or proposed service assignment. 
1.   The Member understands that, as a participant of the Program, he/she may file a grievance in   accordance with the Program’s grievance procedure, which is set forth below in C. 
1. Ohio AmeriCorps Grievance Procedure (Program Level) 

Ohio AmeriCorps Grievance Procedure

In accordance with 42 U.S.C. 12636 and 45 C.F.R. 2540.230, state and local applicants that receive assistance from the Corporation for National and Community Service (CNCS) must establish and maintain a procedure for the filing and adjudication of grievances from participants, labor organizations, and other interested individuals concerning programs that receive assistance from the Corporation. 

In general, aggrieved parties are to document their specific concerns and requested remedies in writing whenever seeking relief in a matter of concern or dissatisfaction relating to any AmeriCorps program issue(s) such as assignments, evaluations, suspension, or release for cause. 

For Ohio AmeriCorps programs operating under ServeOhio, Ohio’s Commission on Service and Volunteerism, programs must abide by the following procedure when handling such grievances: 

A) Informal Complaint Resolution (ICR): As a preliminary first step, an aggrieved party should, if at all possible, address the concern directly with the AmeriCorps program in question, either through an immediate supervisor (if the aggrieved party is an AmeriCorps member) or with the program director or similar program authority (if aggrieved party is not an AmeriCorps member or if the direct supervisor is involved in the concern). Together, the program representative and the aggrieved party should first attempt to resolve the complaint through informal discussion and negotiation in alignment with the AmeriCorps program’s standard written policies for resolving complaints and concerns.
ICR should occur as soon as possible and ideally within 30 days of the occurrence to allow the issue to proceed, if necessary, to Alternative Dispute Resolution (see step B) to seek resolution within the Alternative Dispute Resolution’s timeline, or proceed to a Formal Grievance Proceeding (see steps C and D). 

B) Alternative Dispute Resolution (ADR): If resolution is not achieved in Step A (ICR), the aggrieved party may then seek resolution through Alternative Dispute Resolution, which requires facilitated mediation and negotiation, by submitting the Ohio AmeriCorps Grievance from requesting ADR. 
ADR mediation proceedings must be aided by a neutral party who, with respect to an issue in controversy, functions specifically to aid the parties in resolving the matter through a mutually achieved and acceptable written agreement. The neutral party may not compel a resolution, and the proceedings are informal where the rules of evidence do not apply. At the initial session of dispute resolution proceedings, the aggrieved party must be advised in writing of the right to file a grievance and the right to arbitration. If the matter is resolved, the terms of the resolution are recorded in a written agreement, and the party agrees to forego filing any further grievance on the matter under consideration. With the exception of a written agreement, the proceedings are confidential. 

ADR must be initiated within 45 days of the alleged occurrence.  If the matter is not resolved within 30 calendar days from the date the ICR process began, the aggrieved party must be informed in writing of the right to file a Formal Grievance (see step C).

C) Formal Grievance Proceeding (FGP): If resolution is not possible through ADR and the matter is not resolved within 30 calendar days from the date that the Alternative Dispute Resolution process began, the neutral party must again inform the aggrieving party of his or her right to file a Formal Grievance. In the event an aggrieved party files a grievance, the neutral party from the ADR may not participate in the formal complaint process. No communication or proceedings of the informal dispute resolution process may be referred to or introduced into evidence at either the Formal Grievance Proceeding or at the Binding Arbitration. Any decision by the neutral party is advisory and is not binding unless both parties agree.

To begin the FGP, the aggrieved party must complete the Ohio AmeriCorps Grievance Form requesting a Formal Grievance Proceeding and submit the from to the Program Director or their designee. 

The Grievance Form must be filed no later than one year after the alleged occurrence, except for fraud and criminal activity.  The Formal Grievance Hearing must be conducted no later than 30 calendar days after the filing.  A decision should be made no later than 60 calendar days after the Formal Grievance is filed with notification to both parties of the findings in writing.  

D) Binding Arbitration: Binding Arbitration is available to the affected party only if a Formal Grievance Hearing decision is adverse or no decision is made within 60 days of the filing of the Formal Grievance. During a Binding Arbitration a qualified arbitrator will be used who is jointly selected and independent of the interested parties. If the parties cannot agree on an arbitrator within 15 calendar days after receiving a request from either party, the Corporation for National and Community Service’s CEO will appoint an arbitrator. The cost of arbitration is divided evenly between the parties to the arbitration. However, if the participant, labor organization, or other interested individual prevails during arbitration, then the grantee pays the total cost of the proceeding and the attorney’s fees of the prevailing party.
The aggrieved party must complete the Ohio AmeriCorps Grievance Form and submit the Form requesting Binding Arbitration to the Program Director or their designee.  Request for Arbitration must be filed no later than 90 days after the Formal Grievance hearing decision. If no hearing decision is made within 60 days of the filing of the Formal Grievance, then a request for arbitration must be filed within 150 days of the filing of the Formal Grievance.

The Arbitration Proceeding must be held no later than 45 days after the request for Arbitration, or if the Corporation appoints the arbitrator the proceeding must occur no later than 30 calendar days after the arbitrator’s appointment.  The arbitrator must make a decision no later than 30 calendar days after the date the Arbitration process began. 

IMPORTANT INFORMATION 
· If the grievance is regarding a proposed participant placement, the placement is not to be made unless it is consistent with the resolution of the grievance.
· If the grievance alleges fraud or criminal activity, it must immediately be brought to the attention of the Corporation’s Office of Inspector General. Visit www.cncsoig.gov or call the OIG hotline at (800) 452-8210.
· If the program in question is no longer in existence or if the program is not following the Ohio AmeriCorps Grievance Procedure, the aggrieved party may submit its grievance to the Ohio Commission on Service, Attn: Executive Director, 30 East Broad Street, Suite 2487, Columbus, Ohio 43215.  

Ohio AmeriCorps Grievance Form

Name:

Address:

Phone:

Email: 

Program Name (if applicable): 

	I have read the above Procedure and am completing this form to initiate (select one):  
___________ An Alternative Dispute Resolution process
___________ A Formal Grievance Filing
___________Binding Arbitration 

Request Details: Include details for your request along with steps, and any resolutions, taken to date.  Include the specific remedy you are seeking to resolve your grievance.   Attached additional signed documentation if more space is needed.  













Signature: _______________________________________________  

Date: _________________

Send the signed, completed form to the Program’s Director or Representative

*Please initial here indicating that Section VIII, Grievance Procedures, has been read and clearly understood: ________
IX.  NOTICE OF NONDISCRIMINATION / NOTICE OF CIVIL RIGHTS

A. [Insert program name/organization name] receives federal financial assistance from the Corporation of National and Community Service(CNCS) to operate its program.  It is against the law for organizations that receive federal financial assistance from the CNCS to discriminate on the basis of race, color, national origin, gender, age, religion, sexual orientation, disability, gender identity or expression, political affiliation, marital or parental status, or military service.  It is also unlawful to retaliate against any person who, or organization that, files a complaint about such discrimination. 
B. CNCS has zero tolerance for the harassment of any individual or group of individuals for any reason. CNCS is committed to treating all persons with dignity and respect. All programs administered by, or receiving Federal financial assistance from CNCS, which the [insert program name here] program is, must be free from all forms of harassment. Whether in CNCS offices or campuses, in other service-related settings such as training sessions or service sites, or at service-related social events, such harassment is unacceptable. Any such harassment, if found, will result in immediate corrective action, up to and including removal or termination of any CNCS employee or volunteer. 
C. Recipients of Federal financial assistance, be they individuals, organizations, programs and/or projects are also subject to this zero tolerance policy. Where a violation is found, and subject to regulatory procedures, appropriate corrective action will be taken, up to and including termination of Federal financial assistance from all Federal sources.
D. Slurs and other verbal or physical conduct relating to an individual’s gender, race, ethnicity, religion, sexual orientation or any other basis constitute harassment when it has the purpose or effect of interfering with service performance or creating an intimidating, hostile, or offensive service environment. Harassment includes, but is not limited to: explicit or implicit demands for sexual favors; pressure for dates; deliberate touching, leaning over, or cornering; offensive teasing, jokes, remarks, or questions; letters, phone calls, or distribution or display of offensive materials; offensive looks or gestures; gender, racial, ethnic, or religious baiting; physical assaults or other threatening behavior; or demeaning, debasing or abusive comments or actions that intimidate.
E. CNCS does not tolerate harassment by anyone including persons of the same or different races, sexes, religions, or ethnic origins; or from a CNCS employee or supervisor; a project, or site employee or supervisor; a non-employee (e.g., client); a co-worker or service member.
F. Site Supervisors and managers of CNCS programs and projects, when made aware of alleged harassment by employees, service participants, or other individuals, are expected to immediately take swift and appropriate action. CNCS will not tolerate retaliation against a person who raises harassment concerns in good faith. Any CNCS employee who violates this policy will be subject to discipline, up to and including termination, and any grantee that permits harassment in violation of this policy will be subject to a finding of non-compliance and 
administrative procedures that may result in termination of Federal financial assistance from CNCS and all other Federal agencies.
G. Any person who believes that he or she has been discriminated against in violation of civil rights laws, regulations, or this policy, or in retaliation for opposition to discrimination or participation in discrimination complaint proceedings (e.g., as a complainant or witness) in any CNCS program or project, may raise his or her concerns with CNCS’s Office of Civil Rights and Inclusiveness (OCRI). Discrimination claims not brought to the attention of OCRI within 45 days of their occurrence may not be accepted in a formal complaint of discrimination. No one can be required to use a program, project or sponsor dispute resolution procedure before contacting OCRI. If another procedure is used, it does not affect the 45-day time limit. OCRI may be reached at (202) 606-7503 (voice), (202) 606-3472 (TTY), eo@cns.gov, or through www.nationalservice.gov.


X.  NOTICE OF WHISTLEBLOWER POLICY [please adhere to your program/organization’s policy and insert here.  Below is just a suggestion based on another program’s policy]

A. The objectives of the [Insert program name here] Whistleblower Policy are to establish policies and procedures for:
1. [bookmark: _Hlk512332839]The submission of concerns regarding unethical, dishonest, illegal or other questionable accounting, auditing or policy matters by  AmeriCorps Members and other stakeholders of the [insert program name] program, on a confidential and anonymous basis.
2. The receipt, retention, and treatment of complaints received by the program regarding such concerns.
3. The protection of AmeriCorps members reporting concerns from retaliatory actions.
B. Reporting Responsibility
1. In accordance with this Whistleblower Policy, AmeriCorps members of the [insert program name] Program have an obligation to report concerns regarding (a) gross waste, fraud, abuse or mismanagement of the program’s resources, and (b) questionable or improper accounting or auditing matters, and (c) violations and suspected violations law or of the program’s rules of conduct. (hereinafter collectively referred to as Concerns).
C. No Retaliation
1. This Whistleblower Policy is intended to encourage AmeriCorps Members to raise Concerns within the [insert program name] Program for investigation and appropriate action.  With this goal in mind, no AmeriCorps member who, in good faith, reports a Concern shall be subject to retaliation or termination of their service term.  Moreover, an AmeriCorps Member, who retaliates against someone who has reported a Concern in good faith is subject to discipline up to and including termination of their service term.
D. Confidentiality
1. Reports of Concerns, and investigations pertaining thereto, shall be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation.  Disclosure of reports of Concerns to individuals not involved in the investigation will be viewed as a serious disciplinary offense and may result in discipline, up to and including termination of service term.  Such conduct may also give rise to other actions, including civil lawsuits.


XI. AMENDMENTS TO THIS AGREEMENT 

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

XII. AUTHORIZATION 

The Member and Program hereby acknowledge by their signatures that they have read, understand, and agree to all terms and conditions of this agreement. (If the member is under the age of 18 years old, the member’s parent or legal guardian must also sign.) 

In addition, the Member and Program have reviewed the grievance procedure and understand their rights under this policy.  The Member has received a copy of this agreement and understands that a signed copy will be maintained in their member folder.  The Member and Program further agree that with written notification, this grievance contract may be modified with the agreement of both parties.


AmeriCorps Member					AmeriCorps Program Director/Staff


____________________________________       		_______________________________________
				          Signature						           Signature


____________________________________       		_______________________________________
				   Printed Name 					  Printed Name


____________________________________             ____________________________________
					Date							   Date
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