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Welcome Back!

Review previous day’s material
* Any questions come up about all 3 Terms and Conditions?

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Agenda

e Recruitment/ Selection of
AmeriCorps Members

<SS

e Member Enrollment — eGrants &

OnCorps ‘//
A

* Member Management

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Quick Reminder...

* We will cover A LOT in this .
session. But... \g ///
— The slides and recording will B %
be posted on our website for o
you to review at any time © @ é g
N Q ® ////

* Your Program Officer is also
a great resource!

 Don’t hesitate to ask F
questions throughout the
presentation!

. : ServeOhio strengthens communities through AmeriCorps and
www.ServeOhio.org | @ServeOhio g g b
volunteer engagement.
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Recruitment

* Position Description
— What are the qualifications/desired skills a member should possess?
— Who is your ideal candidate/member?

— Do the members recruited reflect the people & community where they will
be serving?

* Posting your position

— eGrants — all positions must be posted in eGrants (this is how members
apply/you invite members to enroll)

— Social media, recruitment websites
— Attend recruitment fairs!

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Recruitment/Selection

* Application
— Ensure application is differentiated from general employee application
— Uses AmeriCorps Member/AmeriCorps terms vs Employee language

* Interviewing Applicants

— Behavioral Interviewing — resources from 2019 January Program Director
Meeting on Website

— Continuity of questions — ask everyone the same questions

— Pre-Interview Considerations — you may run the NSOPW prior to interview
using the NSOPW website to ensure applicants are eligible

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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- |CONNECTED

A PROGRAM OF SERVEOHIO

o \

Recruitment -
Get Connected!

(https://serveohio.galaxydigital.com/)

i i g : : = 3 CLICK HERE TO
( (\.‘;\' Find your local volunteer center! some Ohio Counties are served directly by a volunteer center, not ServeOhio's Get Connected platform. Check FIND YOUR
\2%/ herefirst to see if there is a volunteer center in your community. oA

AmeriCorps Opportunities Interested in registering your CLICK HERE TO

AmeriCorps is your chance to put your ideals into action FIND organization? Click here first! REGISTER
AMERICORPS YOUR

while learning new skills, making new connections, serving OPPORTUNITIES We encourage all organizations to post opportunities with RGN
your community, and earning money to pay for college. their local volunteer center.

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Recruitment - Get Connected

* Get Connected — Another recruitment tool at your disposal &
it’s free!

* Central location for all AmeriCorps & Volunteer opportunities
to be posted across Ohio

* Your agency can use this site to recruit for other Volunteer
opportunities as well

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Get Connected: AmeriCorps Member Position Checklist

1. Create Agency Profile

- If your organization is not likely to recruit volunteers for other volunteer
opportunities, you can create an agency profile for your AmeriCorps Program.
However, if your organization may post volunteer opportunities for the organization
as a whole, you may want to create an agency profile for your entire organization,
not your AmeriCorps Program.

- Once you submit your information, ServeOhio needs to approve your agency profile
prior to posting your member position descriptions.


https://serveohio.galaxydigital.com/agency/signup/
https://serveohio.galaxydigital.com/agency/signup/
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Get Connected: AmeriCorps Member Position Checklist

2. Post your AmeriCorps Member Position Descriptions

- Under the “opportunities” tab of your agency profile, you can click the “Add New
Opportunity” button to create your opportunity. Make sure you select the “Ohio
AmeriCorps Opportunities” Initiative to ensure your opportunity shows up on the
AmeriCorps initiative page. Also, make sure the opportunity mentions AmeriCorps
clearly either in the title or in the opportunity description.

- Opportunities do not need to be approved by ServeOhio. Once you have your
agency profile, you can post opportunities for member positions, national days of
service projects, or any other opportunity that requires registration.
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Get Connected: AmeriCorps Member Position Checklist

3. Keep your Postings Updated
- Make sure you keep the content updated if you have staff changes, site changes, etc. This is
especially important for ongoing volunteer opportunities — it’s easy to forget about them!

4. Recorded Get Connected AmeriCorps Technical Assistance Training
- Should you want further assistance with Get Connected, you can review the recorded
Webinar from June 17, 2020

- https://www.youtube.com/watch?v=FfyCjQtluuY



https://www.youtube.com/watch?v=FfyCjQtIuuY
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Selection

* Once you select members and offer them the AmeriCorps position, paperwork
time!

— Eligibility documents (must physically review each item and use NSCHC Checklist to
document)

— NSCHC Consent form (need this before you complete FBI, State of Residence)
— Healthcare Enrollment forms
— Payroll Information
— And much, much more!
 There are some programs that offer pre-service paperwork sessions to

streamline the process and make enrollment a smoother process. Members are
not able to accrue service hours during this time.

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Selection - Review Eligibility Docs

b{}20-21 National Service Criminal History Check
Checklist and Member/Staff File Documentation

e Review

— OSTC 3.8 —all Staff and
AmeriCorps members

This form must be saved as grant record in each individual's file. This form can be completed in Microsoft Word
and can be printed for vour file after completion. You may also print out the form (PDF) and complete it by hand.
This form will be used during Monitoring Visits to ensure Member/Staff File Compliance. All AmeriCorps
members and staff in covered positions serving in the State of Chio must undergo all three components of the
NSCHC Assessment or participate in the National Fingerprint File (NFF) Alternative Search Procedure (ASP). The

NSCHC Enforcement guidance can be found on the CNCS website. m USt h ave th |S ChECk| |St
on file.
Program Name: Service Year:
Member/Staff Name: Member/Statf Start Date: - M_ must
Name of Staff Completing form: Date form completed: document review of
— - eligibility documents
WVerify identity & eligibility through: . .
Eligibility verification: outlined in w
O Birth Certificate or US Passport AmeriCorps T &C:
OR Section I, G and
[0 US National, Resident Alien Documentation (ID #: ) .
_ L Section IX, B
—_— Identity verification:
O Government-issued photo ID (ID #: Expiration: )
and [ social security card
OR
0 US Passport (ID #: Click here to enter text. Expiration: Click here to enter a date.)
L] Obtained written consent from candidate to perform checks (documentation in file)
— [ Verified state of residence at time of application. State of Residence:



https://serve.ohio.gov/Portals/0/FINAL_OAST%26C_2020-2021.pdf
https://serve.ohio.gov/Portals/0/FINAL_OAST%26C_2020-2021.pdf
https://serve.ohio.gov/Portals/0/2020ACSNProgramSpecificTC.pdf
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Questions

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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Member Enrollment

e Section 4 of the Ohio AmeriCorps Supplementary Terms &
Conditions discusses Member management — including
enrollment!

— Remember your timelines:
— Enroll in eGrants first 2 OnCorps second

* eGrants enrollment = within 8 calendar days of start
e OnCorps enrollment = within 15 calendar days of start

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.


https://serve.ohio.gov/Portals/0/FINAL_OAST%26C_2020-2021.pdf
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Member Enrollment

* Enrollment in eGrants must be initiated before the member begins
service to verify the applicant’s eligibility
— Social Security & Citizenship status and confirm NSCHC process has begun

* A member’s first day of service/orientation should be the same as
their enrollment in eGrants and OnCorps

— A member should not accrue any service hours or “pre-service”/training
hours, receive a stipend prior to their effective date in these systems.

* Member name must match in both eGrants and OnCorps systems
(OSTC 4.5.1)

. . ServeOhio strengthens communities through AmeriCorps and
www.ServeOhio.org | @ServeOhio 9 g p
volunteer engagement.
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Before you can enroll...

* Set up service locations in eGrants (discussed on Day 1-PT l11)

* Submit service opportunity listing(s) in MyAmeriCorps =2 up next!

 You’'ll need your 14-digit grant ID number from your Notice of Grant Award

\ /
ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.


https://serve.ohio.gov/Americorps/AmeriCorps-Program-Director-Resources/Training
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Grant ID Number

e The Grant ID is not available to ServeOhio until the Notice of
Grant Award (NOGA) is provided by CNCS.

* |[n some cases the NOGA may not be awarded to ServeOhio
until the date before your grant start date. (See OSTC 1.11
regarding member start dates to allow for this).

e According to CNCS programs need to have a grant award with
available slots to invite a member

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Recruitment Workbasket

Portal Home

Trainee Profile

Panding Applications | Searvice Opportunities |

Szarch Potential Applicants

Szarch Submitted Applications Create Opportunity Listing _
Mzanage Membars

Invite Members [ show Hidden Listings

Manage Events FOTFI3 01/01/2017F columbus Approved wiewyedit

Manage Programs

Manage Service Locations

Manage Usears

B Recruitment Workbasket _

SEMN Workbaskat

SEM Reports
WISTA Workbasket
Sponsor Verification

WISTA Reports

voluriteecr €
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Creating an Opportunity Listing

Weleome Dorothy Create Listing

I Input the following required

Do you want to make this Listing to be available now 7 ®ves ONo

S e s information, as indicated by a red

*Project Type: |Ssiect j t 1 k*
*Program Code; |(Select ﬂ a S e r I S
*Start Date; [ mmy/ddfyyyy)
*End Date;

(mmy/adyyyy)
* Term of Serviee: L) Full-Time O Part-Time () Summer

et * Optional Information:

*Street Addressl;

U, — Listing availability (default yes, but can
e = turn the post off after slots filled)

— Metropolitan areas

In what states will you have members?*

To make multiple s=lections, hold the Ctrl Key(PC) or €

[ ]
R * Click Next
To deselect, hold the Ctrl Key{PC) or the Command K=y{Mac) and click a s=lected it=m.

ALABAMA

ALASKA el

AMERICAN SAMOA

ARIZOMA o

*Note: Information cannot be saved

In what metropolitan area will you have members?

To make multiple s=lections, hold the Ctd Key(PC) or the Command Key{Mac). u ntl I fl n a I S u b m I SS I O n
To deselect, hold the Ctrl Key{PC)} or the Command K=y{Mac) and click a s=lected it=m.
oston ~
Chicago i
Clmvslend Bheen ¥ ServeOhio strengthens communities through AmeriCorps and
=

volunteer engagement.
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i Information

Accepting appl

Creating an Opportunity Listing

Application deadline:

Phone:

[ revious [ corcet [ next |

Input the following required
information, as indicated by a red
asterisk™ or by CNCS Policy:

— Two-line description headline

— Program description

— Accepting Applications (Yes/No)

— Application deadlines

— Alternate Applications (Yes/No)

— Member Benefits

Optional Information

— Alternate Application information (ie:
additional application on website)

Click Next

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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Welcome Dorothy

Creating an Opportunity Listing

Create Listing

Enter Listing Information

Minirum Age:

.
Desired Education Lewvel: J
What skills would you like potential members to possess?
Te make multiple s=i=ctions, hold the Ctd Key(PC) or the Command Key{Mac).
To deselect, hold the Ctrl Key{PC} or the Command Key{Mac) and click a sslected item.
L
o
Do you have a language requirement?
To make multiple sslections, hold the Ctrd Key{FC) or the Command Key({Mac).
To deselect, hold the Ctrl Key(PC) or the Command Key{Mac) and click a s=lected it=m.
Langusge My
b

What will your AmeriCorps member(s) do? (1000 characters or less) +:

Define the field of service areas in which your mémbérs are sérving?

Te make multiple s=i=ctions, hold the Ctd Key(PC) or the Command Key{Mac).

To des=lect, hold the Ctrl Key{PC) or the Command K=y
C nity and Economi

* Explain the purpose of modification

Submitted by :
*First Name *Last Name:
Your phone number:

Your E-mail addréss:

| previcus [ cances ] oave |

Input the following required information,

as indicated by a red asterisk™ or by CNCS

Policy:

— Minimum Age

— Maximum Age

— Member Activities

— Modification comment — if updating an
existing listing

— Submitter name

Optional Information

— Desired education level

— Member skills

— Language requirement

— Service areas

— Submitter contact information

Click save to submit to CNCS!

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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View Submission Status

c(GRAN

* Service Opportunity Listing Status

— Pending: awaiting to be viewed by
CNCS

Trainee Profile Pending Applications Service Opportunities WADs
Search Potential Applicants — Approved: viewd and approved by
Search Submitted Applications Create Opportunity Listing CNCS. Listing iS nOW
Manage Members viewable/searchable
Invite Members [l show Hidden Listings . .
e e R I IR I IR R — Denied: viewed but not approved
Manage Events 46033 ;E;:EynfpnrjunteerﬁanL- VOCAL = 05/01/2012 Chicago Approved  view/adit by CNCS- NeedS tO be Edlted and
Manage Programs reSU bmltted

3097 Literacy Volunteers of Illinois, Inc SN 06/29/2009 Chicago Approved view/edit

Manage Service Locations
75435 Literacy Volunteers of Illingis -

Manage Users VOCAL Americorps SN 09/01/2017 Chicago Approved view/edit

B) Recruitment Workbasket Literacy Volunteers of Tllinois, VOCAL

 NOTE: every time a listing is
R %84 AmerCorps S sl I I edited, it is resubmitted with a

S&N Reports 45032 ;E;:E"D;"s'”“t*m"”“mm'- SN 09/01/2012 Chicago Approved  view/=dit new timestamp and posts are

:.]ETA Wﬁrkl_:i;k%t 57304 ﬁ:i" D SN 09/01/2015 Chicago Approved  view/=dit FEVIeWEd Ch r0n0|0g|ca”y by CNCS
staff. You may simply view a
posting and not edit it as well.

Literacy Volunteers of Illingis -

VISTA Reparts 68831  \ynCAL*AmeriCorps

SN 02/10/2016 Chicago Approved wview/edit

129948 Super Awesome 'Corp SN 0&6/05/2018 Washingtom Pending viewsfedit

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Questions

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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AmeriCorps Member Li

# my.americorps.gov/mp/login.do

C

Contact My AmeriCorps | Login
FONT SIZE: Default | Large

Corporation for

NATIONAL &Y

sureevemsmm' AmeriCorps
Once your Opportunlty Llstlng |S lace to Manage Your AmeriCorps Experience

approved and posted, prospective
applicants can search/apply to your
opportunity at My.AmeriCorps.gov [

If a prospective member searches
for your program and applies to
serve through the MyAmeriCorps
WL portal, they will automatically

nology and need assistance accessing the My AmeriCorps Portal
onal Servlce Hotline at 1-300-942-2677.

Your Place to Manage Your Am
create a member account in the
system.

Advanced Listing Search

Welcome to the My AmeriCorps "Advanced Search” page, a quick and easy way to find AmeriCorps national

jons?

service opportunities that are suited to your parficular skills, inferests, and circumstances. Questions?
. {4 The simplest advanced search involves three steps: selecting the issue area (or areas) of interest fo you: selecting Call 1-800-942-2677 or submit
AmeriCorps H AmeriCorps VISTA ” AmeriCorps NCCC one or more geographic area where you would be inferested in serving: and clicking the "Search™ bufton. 2 help request
Welcome to My AmeriCorps Portal. To begin, please log in. To narow down your search further, you have the option of entering additional information about yourself before

clicking the "Search” button, such as the particular program you would like to paricipate in, any specialized skills

CNCS recommends that you use Intemet Explorer version 7 or above when accessing My you might have, and whether you are looking for full time, part time, or summer service opporfunities. These optional quesfions appear toward the right side of

AmeriCorps. Other browsers have been shown to cause issues for users. the search form.

Clicking the "Search” button will fake you to a listing of opportunities that fit the criteria youw entered, including: the name and a brief description of the
organization offering the position; the AmeriCorps program - State and Mational, VISTA or HCCC - that the cpportunity is connected with; the dates accepling
applications; and the location of the service opporiunity. Further help on thiz Advanced Search page can be found by clicking here.

Please complete all required fields. An asterisk (*) denotes a required field.
By clicking on "login™ you are agreeing to the terms and conditions outlined below:

* .
Username: I I Links from the page will take you directly to a detailed description of the available position, as well as to an enline application form. Remember, though, that to
“p. : apply for a position, you must first create a profile. But don't worry - if you apply for an opportunity but haven't created a profile yet, you will still be asked to
assword: | ‘ create one as part of the applicafion process.
—— Enjoy your search!
[ 10gin |
Forgot your Username? | Forgot your Password? | Login Help To search for programs, you may use either the Quick Search or Advanced Search option.
Quick Search
Apply to Serve [?] To search for programs by type and/or location, or to find a specific program name. please use the fields below.
Search Listings 7] [,} Program Type : | hd |ﬂ
Register to create a new Member/Alum account State 2 | w |

Program Name : | |

Register to create a new Institution account

|:| Include pregrams not currently accepting applications?

www.ServeOhio.org | @ServeOhio I
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MyAmeriCorps Member Application

From the Portal Home menu,
select Recruitment
Workbasket to view Pending
Application Submissions and
Service Opportunity Listings.

Selecting Applicants through the
Recruitment Workbasket is one
way to enroll members.

Meredith Recruitment Workbasket

Fofile Pending Applications

Service Opportunities VADs

tential Applicants

Mo matches

embears Your search returned 0 results.

Fb'r'itta-:l Applications

Invite Members

Applicant ¥ Listing ¥ Date Submitted * Status # Date Availabla ¥

S5MN & Citizenship Status

WManage

Manage

Events

Programs

Manage Service Locations

Manage Users

B Recruitment Workbasket

S&N Workbasket

SEN Reports

WISTA Workbasket

Sponsor Warification

www.ServeOhio.org | @ServeOhio

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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Inviting a Member

Welcome Meredith

If a member is serving |
with another program
immediately before your |*
program the member | .. ..
must first be exited by the | =+
other program

Invite Member

After completing
receive an email with information for
portion of the enrollment form. Click "add another

otherw

* First Name

ddle MName/Initia

Last Mame

" Social Secunty Numbe
fenfy Social Secunty Numbe

Program Yea Select W
* Prograrm le Select v
Service Location Select v

the following fields with member and program information, the
Portal registration and the ability t
to send another invitation af

se, click "save invitation" to just send this one inv

to compl

rtation. Click hare =

Enter the member’s personal
information. It is critical that this
information is entered correctly and
that the name entered matches the
full name listed on the member’s
social security card. Any
misinformation will cause a delay in
the member enrollment process

: middle names are not
required.

*NO

orps and
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In order to be enrolled in the National Service Trust (eGrants), the
prospective member’s Name, SSN, and Date-of-Birth must be
consistent with Social Security Administration records. If these values
differ from that held by the Social Security Administration, they will
not be verified automatically, and they will be required to submit
documentation for manual verification.

At the time of inviting a member - if the government ID and social

security card name differs, use the name as listed on the social
security card.

The identification requirements for National Service Criminal History
Check are separate from enrolling in the National Service Trust.

www.ServeOhio.org | @ServeOhio

Member Invitation:
Important Things to
Consider

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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Member Invitation

Tue 5/22/2018 11:19 AM The link in the email connects to
myamericorps@americorps.gov Copy of the email invitation that a the MyAmeriCorps Portal
My AmeriCorps Enroliment member will receive, including the where the member’s identity will
To M Stone, Jamas R : .
e link to enroll be verified. Please stress to
(it might look like spam/junk so have members it is a secure site and

Dear Jimn Stone: .
Thank you for applying to serve an AmeriCorps City Year Baton Rouge prog| members lookout for an email from }nanden that the information that they
http:/fuatmy.americorps.gov/mp/me mberfvalidatel nvitation.do?id=7430

Please do not reply to this message. If you have any guestions or need fur m.yame”corps@amerlcorps-gg Ezedsmr_ enter must be accurate With no
ist.custhelp.comfapp/ask mac or contact the help desk at 1-2800-342-2577. errors

My AmeriCorps
B — Hyphens, spaces, multiple middle
or last names are examples of
common errors between what is
entered and what is on the
government issued ID.

*NOTE: middle names are not
required. If you use a middle
name, be sure the member
enters the same information.

The link will be broken if the
program resends or deletes the

ServeOhio | imwi i
Comlnel Ui | Mewsleen | Sie Map | Sie Index | Ofce of s bor Chenetal | Firsdlon | Prvaly | Azcessibility InVItatlono 7d
FOLA | Mo Fear Azl | Federsl Register Moboes | Sie Robices
Laad updsled Wednesdsy Mey 16, 2008, 0d25 Pl

Fordnase wersion & &
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(&

I_Vly Amer_iCnrps

Please Select

NN I II II
<
4 <
<
( -

Contact My AmeriCorps | Login

FONT SIZE: Default | Large

If members
incorrectly list the
4-digit postal code
after the first 5-
digit code their
enrollment may be
held up.

You may want to
give members a
heads up they will
have to select a
sex from the
dropdown.

Once the member
clicks save
information to
submit the form
the eligibility
verification

EEEEEEEEEEEEEEER IIIIIIII B |
<
I I |

process is initiated.
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Confirming SSN & Citizenship

Verification Status Types

OPEN: individual has been invited to participate in a program but has not yet created/updated and saved the
information in the MyAmeriCorps Portal

PENDING: individual’s name, SSN, and DOB have been sent to SSA for verification and are awaiting results

VERFIED: individual’s SSN/Citizenship eligibility has been automatically verified by SSA

RETURNED: individual was not verified automatically by SSA; document submission is required to prove
eligibility

MANUALLY VERIFIED: individual’s SSN/citizenship eligibility has been verified by CNCS based on submitted
documentation

CANNOT BE VERIFIED: individual has been proven not to be eligible with respect to SSN or citizenship. If
a program believes this status is incorrect, they can email ASNAdministrativeReview(@cns.gov

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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SSN & Citizenship Verification

* Once the member saves the information in the enrollment form, the
citizenship eligibility verification process is initiated and the Portal submits
the record to the Social Security Administration (SSA).

e SSA checks the member’s citizenship status and SSN validity

e Within 3 business days (sometimes sooner), the record indicates “Verified”
or if not verified, “Returned” for both the SSN and Citizenship Status

* Both the SSN and citizenship status must be noted as “Verified” or
“Manually Verified” in the Portal for the member to be enrolled

SN Status: Venfied - 07/08/2019

Citizenship Status: Venfied - 07/03/2015 iias T P
Citizenship Status: Returned
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Manual Verification - SSN & Citizenship Status

* If a member is not automatically verified by SSA, the program (the
person noted in eGrants as the grantee administrator) will receive
an email notification that the member’s status is returned and
indicate that additional documentation must be submitted

— Citizenship verification: see 45 CFR 2522.200(c)
— SSN Verification: social security card and/or name change documentation
(ex. Marriage certificate, court order, etc)
* The Program must request a Secure File Link from CNCS National
Service Hotline and submit the necessary documents

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Requesting a Secure File Link

e Go to https://questions.nationalservice.gov to request helpdesk ticket(s) — reach out

immediately with any problems. We recommend requesting a helpdesk ticket via email (for
every issue) and then following up immediately with a call or online chat and reference your
ticket number — try to acquire documentation and keep record of any helpdesk interactions.

* Programs may need to follow up with the helpdesk daily as their member start date
approaches — be sure to note with the helpdesk staff person that your program’s start date
is approaching

* When requesting a secure file link try to anticipate the number of member files you will
need to upload and ask for a link that will accommodate that number of member files

* Take a screenshot to document that the file upload is complete

* Bein communication with your AmeriCorps Program Officer during this entire process and
especially if you encounter any challenges.

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Requesting a Secure File Link

NATIONAL&Y
CcO

MMUNITY National Service Hotline

SERVICEEEEID

Answers Ask a Question 10 WebFormm
Y :

Submit a question to our support team.

DO NOT SUBMIT QUESTIONS FOR THE FOLLOWING ISSUES. I«

National Service Molline, 1-800.942.2677. 10 have these 1ssues addresses

Passworgd Reset

unt Batance:
Appic ation Stlatus
Check Trace Reques!s

Paymen! Stalus

VoL her Kequests

Ipdales 1o your accoum

Top 5 Answers

Yyhatis FEMA Corpa?
How are spphicakons submitied and what are the requrements?
How do | submit 2 grant appication?
How do | submit 2 paper applcation?
griCorng Education Award Orocess wodk?

General Question | gGranis Question | My AmenCorps Quesiion

eCurly reasons, nslead please call 1he

Comntact Us 1-800-942-2677

Live Chat

About Provide Feedback
-

Announcements

Dec 10, 2018 is the closs Tor all
education awardinterest

d payments. Payments 1o resame on

1319,

Hours of Operations:

200 am. o0 7:00 pm. EST, Monday
Srough Facay. during the months of
January, May, June, July, August
and Segtember

For v montrd of February, March
Aprt, October. November and
Decamtas. normal hours of
ODUANONS We

Monday through Tharsaay: 9:00 am
w700 pm EST Friday Closed

The hotine is closed on al federal
hodas

The National Service Hodline can
provide answers for:

Goneral mnguines:
» About e Corporation for
Nabonn & Commurty Servce

www.ServeOhio.org | @ServeOhio

0o not include Social Security Number or Date of Birth

First Name *

[

Last Name *
Emall Address *
Subject *

Question "

Attach Documents
Choose File  No file chosen

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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Manual Verification - SSN & Citizenship Status

* |f the submitted documentation is sufficient to verify eligibility, CNCS will
update the record to “Manually Verified” within 3 business days. Programs
will not receive email notification of the change of status to “Verified” so
you must check eGrants regularly for the updated status.

* |f additional documentation is not sufficient or is not legible, the program
will be notified by email. This will delay the manual verification process.

 Some members may require more than one round of manual verification
and the entire process has taken as many as 2-3 weeks in extreme cases.

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Go to the S&N Workbasket
to check on the status of
AmeriCorps Invitations.

-

Completing the Enrollment Form

Pending
Invitations

esults 1 Through 10

If a person appears in the
“Pending Invitations” basket,
they have not completed the
enrollment form. You should
contact the member and ask
them if they received the email.

You can resend the invitation.
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Completing the Enrollment Form

Once a member has completed

_ pending the emailed eGrants invitation,
their name will appear in the
Results 1 Through 10 112131415161718(9110 Next Last +10 “Pending Enrollments”
Your search returned 262 results. basket.

From there, click on their name
and complete the enrollment
form.




SSN, Citizenship, and Criminal History Verification
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save information

Member
Enrollment Form

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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Completing the Enrollment Form - Verification Status

Section IV. C of the 2020 AmeriCorps State Specific Terms & Conditions (pg.6)

Enrollment of selected members:

— Programs must enter applicants into the eGrants Portal prior to their first day of service
and in sufficient time to ensure that the future member is citizenship eligible. Program
Staff must also certify that the future member’s required NSOPW was run, reviewed and
approved as well as the FBI/State of Residence (as applicable) criminal history checks are
initiated no later than the first day of service.

— Applicants will not be permitted to enroll in the program prior to those steps occurring.
Enrollment must be completed no later than 8 calendar days from the member’s start

date.

. . ServeOhio strengthens communities through AmeriCorps and
www.ServeOhio.org | @ServeOhio 9 9 p
volunteer engagement.
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Completing the Enrollment Form - Verification Status

Programs cannot enroll a member until the member’s SSN & citizenship
status is verified or manually verified

The Portal will not allow programs to list a member’s start date earlier than
the member’s verification dates.

We encourage you to check the eGrants Portal multiple times a day when
completing the enrollment process.

SSN, Citizenship, and Criminal History Verification

Before a member may be enrolled into the National Service Trust they must have: 1) their SSN and Citizenship status be in a
Venfied or Manually Venfied status; 2) a completed National Sex Offender Public Website check (NSOPW.gov); and, 3) the

program initiated state of service and state of residence checks and FBI check, as appropriate, required for this individual

SSN Status: Venfied - 07/03/2019
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Manually Verified Eligibility - Citizenship Records

* |f a member’s eligibility must be manually verified, programs
must retain copies of the eligibility documents submitted
through secure file link in the member’s file.

 This can be found in Section IX. B of the 2020 AmeriCorps State
Specific Terms & Conditions (pg. 21)

. . ServeOhio strengthens communities through AmeriCorps and
www.ServeOhio.org | @ServeOhio 9 9 p
volunteer engagement.
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OH\O

Completing the Enrollment Form - Criminal History
Check Verification

« NSOPW completion and FBI check initiation must be certified by checking the
relevant boxes on the enrollment form no later than the member’s start date

 We recommend checking the CHC enrollment form boxes as soon as the NSOPW is
complete and the others are initiated — no later than 24 hours before the

member’s start date
* Be sure to click save information after checking the CHC boxes
e There will be a timestamp listed after the CHC boxes have been checked and saved

I certify that I have conducted, reviewed, and adjudicated the results of a nationwide NSOPW.gov
NSOPW check: check (with all yurisdictions on NSOPW.gov reporting) for this individual.

Katie Koski - 07/10/2019 —

State of Residence, State [ certify that I have initiated the state of service and state of residence checks and FBI check, as

of Service, and FBI check appropriate, required for this individual.

nitiation: Katie Koski - 07/10/2019 —

* Please click "save information” after clicking the certification checkboxes in this section.

ond
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Completing the Enrollment Form - final step!

Placement Information

[, KKOSKI, certif

cancel

this form as of 07/18/2019

n federal programs, and forfeiture of

save information

www.ServeOhio.org | @ServeOhio

After the first day of service/the member
attends the first day of orientation...

Enter the member placement
information on the enrollment form
including the start date, program year,
program title (program name), service
location and slot type (Full-time, Half-
time, etc.)

Once all the information has been
entered correctly, the enroll member
button will become active

Programs have 8 calendar days (including
the member’s first day of service) to click
enroll member and finalize the
enrollment process
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Caution: Enrolling a Member Who Previously
Served with AmeriCorps

If a member has served - .
: - After clicking “enroll
one or more AmeriCorps _ _
terms, they will exceed program staff will see this s R
the limit of the note for members who need
equivalent of two full- to perform this o —
time education awards | acknowledgment g wing | ey vt | vemang
and the member will '
need to acknowledge - Additionally, Member B ik o b
partial or no education Enroliment Status will anae Fregra —
award. indicate pending partial | ’ S et pited T |
award acknowledgement.
THE MEMBER ENROLLMENT
IS NOT COMPLETE

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.

www.ServeOhio.org | @ServeOhio
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* Ask the member to look out for the email and complete the acknowledgement
ASAP

* |f they fail to accept the acknowledgement it WILL DELAY their enrollment and
may push back their start date.

——-Orginal Message—-——

rrom: E'\iiﬂﬁ'!ﬁfl-’ﬂl"r\:f u‘llﬂ'\ﬂ.flf et 4T FaL rn\uu:m‘:ricorps 1_|Iia|'r1er'|:orﬂ S.RO‘."}
sent: M EMail sample with redacted information.

To: [

Subject: Segal AmeriCorps Partial Education Award Acceptance Notice

¢ =SPLEASE DO NOT REPLY TO THIS MESSAGE***

e I

This e-mail is to notify that you are currently in the process of being enrolled in the National Service Trust.

You have already received the value of 1.17 education awards. By law, the maximum value of education awards that you may receive is the vdue of two full-time awards
{2.0). Based upon the value of education awards you have already received, upan successful completion of this term of service you will be eligible to receive a partial
education award with a value of 0.83, award which is equal to $4933 .33,

If you wish to participate in this term of service upon completion of which you will receive a partial education award, please click on the link below which will take you to
AmeriCorps website. Log into your account and click on the "Enrollment Form" link on the left hand side.,

http://uatmy_americorps.gov/mp

Cnce on the enrollment form, go to the button on the page to accept/decline the partial award.
Please do not reply to this message. If you have any questions or have further assistance, please submit a help request via https://edscncs—tst. custhelp com/aop/ask mac or
contact the help desk at 1-800-942-26/7/.
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Partial Education Award Acknowledgement

D | Accept, | wish %0 enroll in & term of service, and understand that

At the end of the member’s L5 successh compieson of s o, | i receve  pars

. sed ucaton yward
enro”ment forml the K. A—_ : U | Decline, | do NOT wish % envcll in 2 term of service, and
member will be asked to e —— T

check if they accept or
" " o | understand that 3 knowing and willhul fslse statement on thas foem can be punished by ane or more of the following: a
decline a part|a| education fine of imprisonment o both under Secson 1001 of Trle 18 U S C . exclusion ¥om particapason n federal programs,
and forfetture of benefis | may receive as 3 result of my enroliment or other actions authorred by the Civil Fraud
award Rerredies Act 31 USC 38013812
' l cancel ” save Information ]

Once this information is saved, the member enrollment status in eGrants will be
updated to “Partial Award Acknowledged.”

Member

Program Date 5 Request | Enrcliment »

» Role »

- P .
Name Program Year Submutted Type

Status

ﬂ 2018 04/22/2019  invitation z::'n‘:w‘::d"d' Delete?

The program can then return to the member enrollment form and take the “enroll”
action. ONLY THEN IS THE MEMBER ENROLLMENT COMPLETE. ey

button in eGrants to
I cancel [ save information el e "ps and

N
N
¥
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What To Do If the Enroll Button Isn’t Active

Check the member’s
SSN and citizenship
verification status

+Both statuses must be
“verified” or “manually
verified”

+Verification dates must be on
or before the entered start
date

Q

«Check the criminal
history check
certifications

*Both boxes must
be checked

«Certification dates
must be on or
(preferably) before
the entered start
date

%

eCheck the entered
start date

If you are past the 8
day (7 days after start
date) window to
enroll the enroll
button will not be
active.

i

oIf all of the previously
mentioned steps are
complete and you still
cannot enroll the member,
then contact your Program
Officer and submit a ticket
to the eGrants helpdesk. If
commission contacts CNCS
before end of 8 day
enrollment period it is more
likely to be successfully
resolved.
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______OnCorps Enrollment - MUCH EASIER!

m- Go to the Manage

Member Position Descriptions Records tab and Select
Program Information

To add notifications n the list below:

[Select a Nofiication | Program Directors Members 2 Members

Service Sites

Home

Welcome Meredit| Site Supervisors

Members

Members
IMPORTAMNT: eGrants has a scheduled outage Saturday, 4
g v Prospective Members@

Required Financial Report: Your 1st Periodic Expense Ref import Members m TOOLS ~ | MANAGE RECORDS ~ | REPORTING ~ | FINANCIALS ~ | TIME TRACKING ~ | DIRECTORIES ~ ﬂ
[

REMINDER: Budget Changes under 10% of total project ¢| Delete Member Records

[i5]

ase plan your enroliment procy

Home = Manage Records = Members = Members

Program Directors: The Ohio Commission on Service and Volunieerism is proud to support progra

Members

:
CIICk Add New Assigned Members “

AmeriCorps member

Member Records -

Search by first name, last name, or service site.

|  SETTER EETYER

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Demographic Information

* First Name: | | * Last Name: | |
" Email: NSPID: | |
* Address: | | Address 2: | |

*City: | | County:

* State: | Select One v| Zip: | H |

pnone: [ | ][ Jee[ | Fac| L]

Cell: | [ | | Gender: OMale CFemale

* Birth Date: | | Race: | Select One v
(eg; 04/25/1982)
Ethnicity: | Select One vl Education Cyes ®No
Degree?:
Education Level: | Select One v|
Major: | | 5 of post secondary D
education:
Did this member qualify for Segal Crves ONo
Education Award:
Emergency Contact Information
Emergency Contact Name: | | Emergency Contact Relationship: | |
Emergency Contact Home Phone: | || | | | Emergency Contact Work Phone: | || | | |
Emergency Contact Cell Phone: | || | | |
Account Information
Status: | Select One w * Slot Type: | Select One w
* Accompaniment Required? | S&/Ect Une Category: N/A
Exited- Cause E!’
= = Exited- Compelling Personal Circumstances
Hide AmeriCorps MEMDer?: | C.uoi coeeaccfill Frmnlatard Supported By Cost Share MN/4

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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I

Orientation

e Team building

* Agency/program overview

— Visits from leadership & other
staff

* Training calendar/events

* Important deadlines
— Payroll schedule

— Timesheet due dates
— Other reports

www.ServeOhio.org | @ServeOhio

Review MSA & position
description

Benefits of service (OSTC 4.10)

— Living Allowance
— Health Insurance/Childcare

— Member Assistance
Program/Agency EAP

— Professional Development

— Education Award!

Program Officer Visit — virtual
this program year

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.
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Items ServeOhio will Discuss:

*  Program Officer Introduction & Role

*  Overview of National Service

*  Overview of CNCS Programs (AmeriCorps, SeniorCorps, VISTA, NCCC)

*  (Overview of ServeOhio

* ServeOhio Portfolio

*  Benefits of Service (living allowance, loan forbearance, health/childcare, Ed Award)
o Professional Development Opportunities (Justice Talking, LeaderCorps)

*  Prohibited Activities — why they are in place

+  NMember Service Agreement & Position Description
o Communication strategies in your program

* Reporting — OnCorps, timesheet schedule

+  How to make the best of your service year!
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Orientation

* Will your orientation be in-person or
virtual?

* Will your orientation be multiple days?

— Take Breaks, or complete mini sessions
over the span of a few days

— Provide engagement opportunities every
8-10 minutes

* Polls, raise hand feature, quiz, games, etc.

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio volunteer engagement.
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Team Meetings & Training Members

 Team meetings help members feel engaged during their service and it’s a great
way to keep everyone posted about events, training and upcoming service
opportunities

Meeting Frequency?

— Weekly, biweekly, or monthly meetings?

Host regular training opportunities for members

— Facilitated by AmeriCorps staff, Agency Staff, Outside Experts
— In person or Virtual Training

Revisit orientation materials through out the year

— Prohibited Activities — election season

— Winter “slump” — good to review goals for the program, review member data and show
them everything they have accomplished at the 2 way mark!

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Timesheets

* OSTCA4.7

* Monitor timesheets to ensure completion and on target
— This is an accurate count for members to know where they stand
— You ensure they are completing meaningful service & it is accurate
— OnCorps Year to Date Feature

* Communicate: Inform your Program Officer if Timesheets are late

— Program Officers will conduct time sheet audits throughout the year to
ensure members are on track, timesheets are consistently approved

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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OnCorps - Timesheet Setup

MANAGE RECORDS ~ | REPORTING ~ | FINANCIALS ~ | TIME TRACKING -

Administrative Tools

Home Program and Year Toggle
Modules Motifications and Reminders
To add _
relec’[ ] Website and Resource Page Supervisor Toggle
Export Data
Welcome Meredith Copy Program Records

User Permissions

IMPORTANT: eGrants has a scheduled outa 158 2019, Please plan your enroliment proce
‘ Email Notification On/Off ' pian y P

Required Financial Report: Your 1st Pernodic | Timesheet Set Up b grant year is due 10/15/2019 for the reportin

REMIMNDER: Budget Changes under 10% of total project costs may not requirﬂdge’[ modification; see the Ohio AmeriCorps £

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Format [ Preferences " Categnries” Dates " Yiew Sample

Select a timesheet format:

A. Standard B. Enhanced {Time In/Qut) C. Enhanced (Total Hours)

T B DL BT m

i e V) o w| b e o

= I —— T
e — p— e Lo Laman  Saesy  Wwewy  Ameiuens e - ey - ¥ oo 8| 8 | bt e g . [ — o e mt
::;; ] L] . o = ] e W) oW [ P | e o i Sy ) (Mammary Dokt e ¥ | (SO @ T B s e P
- 5 - F1E O E g ----—?_E_ - — wem e e e o
™ e R e — e —
e s
e -—--————— —m——’_w_
i -—--——;E
» Members enter total hours served in each category and sub-category « Create up to 20 subcategories for any main category « (Create up to 20 subcategories for any main category
» Customize up to 4 subcategories each under Service and Training Categories « (Qption to track TIME OFF categories (PTO, Lunch, Vacation, etc.) « Option to track TIME OFF categories (PTO, Lunch, Vacation, etc.)
» Optional description field for each day » Exclude any subcategories from counting toward total time served « Exclude any subcategaories from counting toward total time served
» System totals hours by day and by timesheet period « Track time by service site or project « Track time by service site or project
» Qur most accessible and mabile-friendly option » Allows for up to the minute, five minute or 15 minute interval time tracking « Enter total hours for each line item
@® select Standard O select B. Enhanced (Time In/Out) O select C. Enhanced (Total Hours)

Save and Next
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OnCorps - Timesheet Setup

Program Director Tutorials

o General System Overview and Setup
m Under the HEIp Getling Started (PDF) View
tab there are resources NEW Timesheet Setup (FDF)
. Classic VISTA Timesheet Setup (PFDF)
and tUtO”aIS to help VISTA Program Setup (GoToWebinar Recording, 40:27) View
W|t h t| mes h eet Set u p Program Director Training #1 - Program Setup (GoToWebinar Recording, 1:09:42) View

Program Director Training #2 - Timesheet Setup (GoToWebinar Recording, 1:04:53) View
Program Director Training #3 - Financials and Reports (GoToWebinar Recording, 1:54:56) View
Home Page and Tools (PDF) View
Setting up User Permissions (GoToWebinar Recording, 4:57) View
Manage Records (FDF) View

JORARAANNE) —

Member Position Descriptions (Download at outside site, MP4, 141.98 ME) Download

- -

ServeOhio strengthens communities through AmeriCorps and

www.ServeOhio.org | @ServeOhio
volunteer engagement.
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Additional Resources!

* Creating a Service Opportunity Listing (PPT from CNCS)
* Requirements for Service Opportunity Listings (CNCS Website)

e ServeOhio Program Management Resources Page has member

enrollment resources, templates, sample documents, training
and more!

* For National Service Criminal History Check resources, visit the

CNCS Knowledge Network *Including the required NSCHC
Training™

. . ServeOhio strengthens communities through AmeriCorps and
www.ServeOhio.org | @ServeOhio 9 9 p
volunteer engagement.


https://www.nationalservice.gov/documents/2018/creating-service-opportunity-listing
https://www.nationalservice.gov/resources/americorps/member-assignment-listings
https://serve.ohio.gov/Americorps/AmeriCorps-Program-Director-Resources/Program-Management-Resources
https://www.nationalservice.gov/resources/criminal-history-check
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Next Session: 12:30pm!

ServeOhio strengthens communities through AmeriCorps and
volunteer engagement.



