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Communities In Schools of the Heart of Texas
2016-2017 AmeriCorps 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 _________________________________ (the member) in the Communities In Schools of the Heart of Texas AmeriCorps Program (CIS-HOT AmeriCorps), an affiliate of the AmeriCorps National Service Network and the OneStar Foundation.  The terms and conditions of the service defines in this Member Service Agreement have been designed to conform to the regulations and guidelines established by the Corporation for National and Community Service (CNCS) which shall provide further authority for this program.

This Member Service Agreement defines the mutual responsibilities of CIS-HOT AmeriCorps and the Member.  CIS-HOT AmeriCorps reserves the right to amend this agreement, as necessary, during the year.  By signing this service agreement, I agree to abide by the standards and consequences outlined below.
II. Mission of CIS-HOT AmeriCorps

CIS-HOT AmeriCorps goals are to serve youth at risk of dropping out of school, provide a positive experience for AmeriCorps members, and to strengthen the Greater Waco Area Community, including the cities of Marlin, Mexia, Chilton, and West.

III. Member Position Description 
A. 45 CFR   2540.100(e)-(f)

(e) Non-duplication. Corporation (CNCS) 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) Non-displacement. 


(1) An employer may not displace an employee or position, including partial displacement such as a 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.

B. Service Agencies 

1. Communities In Schools of the Heart of Texas: A non-profit corporation that delivers social services to students at all grade levels with the goal of removing barriers to education.  CIS-HOT exists to help young people learn, stay in school, and prepare for a successful life by providing school-based social services and links to community resources.


2. CIS-HOT AmeriCorps: AmeriCorps is America’s National Service Initiative.  Through AmeriCorps, individuals of all ages and backgrounds address the nation’s education, public safety, environment, and/or human needs through service.  The main focus areas of AmeriCorps include: getting things done, strengthening communities, encouraging responsibility, and expanding opportunity.  CIS-HOT AmeriCorps contributes to this effort by working with students who are at risk of dropping out of school.  Our members provide intensive mentoring which contribute to the success of the student in school.  Members will receive training in a variety of areas to support and enhance the member’s service to the student in a professional school environment.
C. AmeriCorps Member Qualifications

The member certifies that he/she:

(1) is a United States citizen, a United States national, or a lawful permanent resident


(2) is at least 18 years of age


(3) has a high school diploma or GED


(4) has some experience working with children


(5) has a commitment to community service and ability to provide service for the complete term

D. Member Position Description


Please see full description of member responsibilities on the form attached to this service agreement.
IV. Terms of Service

A. Minimum Number of Service Hours


1. In order to successfully complete the CIS-HOT AmeriCorps program, members should meet the following benchmark hours on a monthly basis:

	Time Period
	No. of Working Days
	BENCHMARK HOURS (hours worked per day * 8.5/4.5/2.25/1.5)

	
	
	FT
	HT

	August 15-31
	13
	110.5
	58.5

	September 1-30
	21
	179.5
	94.5

	October 1-31
	21
	178.5
	94.5

	November 1-30
	17
	144.5
	76.5

	December 1-31
	12
	102
	54

	January 1-31
	21
	178.5
	94.5

	February 1-28
	20
	170
	90

	March 1-31
	23
	195.5
	103.5

	April 1-30
	19
	178.5
	85.5

	May 1-31
	22
	187
	99

	June 1-23
	17
	144.5
	76.5

	TOTAL POTENTIAL HOURS
	1751
	927

	
	
	
	
	

	Short work periods
	
	
	
	



2. Members who fall forty (40) hours (full-time) or twenty (20) hours (half-time) below the minimum hour benchmark will complete a Service Hours Contract in order to establish guidelines for making up hours.  Failure to adhere to the Service Hours Contract may result in a written warning, suspension, and/or termination and loss of educational award.

3. If the member completes the minimum required service hours for their service slot prior to the end of the service agreement date, the member is contracted to serve a minimum number of hours each week until the last day of their contract, _______________, 2016.  Full-time members will be expected to serve twenty (20) hours each week & half-time members will be expected to serve ten (10) hours each week.
B. Member Term of Service


1. The member’s term of service begins on __________________ and ends on ___________________. In order to successfully complete the term of service and to be eligible for the post-service education award, the member agrees to serve the minimum number of hours as required by their service slot, 1,700 hours for full-time & 900 hours for half-time.  In order to serve all required hours in the time frame allotted, the member must serve a minimum number of hours per week, 40-45 hours for full-time members and 22-25 hours for half-time members.

2. The Program Manager and AmeriCorps Program Coordinator may approve holidays, leave requests, or other absences, but the missed hours will not count toward the required number of service hours and may affect my eligibility for the education award.  Service Schedule Change Forms (leave forms) must be submitted at least ten (10) days in advance of the requested leave date.  Leave can be denied by the Program Manager if the member is needed on campus or by the AmeriCorps Program Coordinator if the member is behind on contract hours. 

C. Service Project and Training Requirements

1. The member agrees to serve at one (1) volunteer recruitment session, complete one (1) service-learning project, attend all trainings as required by the program, and complete all service projects as required by their service slot (40 service hours for full-time members, 25 service hours for half-time members. 


2. If a member is unable to participate in one of the scheduled service projects, they must arrange an alternative service project with their AmeriCorps Program Coordinator.


3. Members are required to participate in monthly CIS training days and monthly AmeriCorps cluster meetings, held on the 1st Friday of each month. If a member is unable to attend, they must contact their AmeriCorps Program Coordinator.  The member is responsible for making arrangements to learn any material they miss in the CIS training and arranging a time to meet with the AmeriCorps Program Coordinator to cover missed materials. 

4. Members should understand that AmeriCorps service is a priority and having secondary employment is not a valid reason for not participating in all training days.


5. Members who are enrolled in school during their service year will be expected to report to training after they complete their classes for the day.

D. Service Locations


1. Members are assigned to campus sites and service sites based on preferences indicated in the member application, member interview, campus information, and needs of the CIS-HOT program.


2. Members will report directly to their CIS Program Manager.  Program Managers are responsible for directing the daily activities of the members and members should follow the instruction of their Program Manager in order to most effectively serve the students at their service site.

E. Service Hour Restrictions


1. Fundraising:   


CFR 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:


(i) seeking donations of books from companies and individuals for a program in which volunteers teach children to read


(ii) writing a grant proposal to a foundation to secure resources to support the training of volunteers


(iii) securing supplies and equipment from the community to enable volunteers to help build houses for low-income individuals


(iv) 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

(v) seeking donations from alumni of the program for specific service projects being performed by the current members


c. AmeriCorps members may not:


(i) raise funds for living allowances or for an organization’s general (as opposed to project) operating expenses or endowment


(ii) write a grant application to the Corporation (CNCS) for to any other Federal agency


CFR 2520.45- How much time may an AmeriCorps member spend fundraising?


-An AmeriCorps member may spend no more than ten (10) 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.


2. Training:


a. Training hours for a Program may not exceed twenty (20) percent of the aggregate total of member service hours for the year.

F. Additional Service Requirements

1. Principal Working Relationships: Members are expected to serve productively and effectively with other CIS-HOT AmeriCorps members, CIS-HOT staff members & school staff.


2. Service Conditions: Members serve in schools with students on a one-to-one or small group basis.  By serving in a school environment all CIS-HOT AmeriCorps members have recurring access to vulnerable populations.  School environments are very structured and members must be able to adapt to school schedules and other requirements.  School day schedules may change unexpectedly due to assemblies, substitute teachers, etc. Members must be flexible in the face of these changes.


3. Physical, Emotional, and Intellectual Demand: Service with the CIS-HOT AmeriCorps program is highly interpersonal and requires that members serve well with others.  Members must be able to accommodate changing service conditions and diverse points of view.  Physical demands are similar to what a teacher or social worker experiences.


4. Equipment Used: Computers, laminators, copiers, die-cuts, and other teaching related equipment typically found in school settings.  Service Project equipment will vary based on the project and on-site training will be provided if necessary.
V. Benefits

A. Education Award

1. 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 term of service, education awards are as follows:


a. Full-time: $5,775

b. Half-time: $2,887.5

2. The education award can be used to repay qualified student loans, to pay the cost of attending a qualified institution of higher education, or to pay the expenses incurred in participating in an approved school-to-work program as defined by the U.S. Department of Education and Labor. The benefit is paid directly to the loan holder, an institution of higher education, or an approved school-to-work program of the member’s choosing.

3. The member has up to seven (7) years from their last date of service to utilize the education award.


4. If the member receives a forbearance on a qualified student loan during the term of service, the National Service Trust will repay a portion or all of the interest that accrued on the loan during the term of service.


5. Educational Awards are given based upon the successful completion of the minimum hours unless there are extreme emergency situations or health reasons (personal compelling circumstances) for exiting the program early.  These situations are rare and must be documented and verified.  In the event of an exit for personal compelling circumstances, a pro-rated education award will be given if 15% of the total service hours have been completed (full-time: 255 hours, half-time: 135 hours, quarter-time: 67.5 hours, minimum-time: 45 hours).


6. Members should understand that his or her failure to disclose to the CIS-HOT AmeriCorps program any history of having been released for cause from another AmeriCorps program will render him/her ineligible to receive an education award.

B. Living Allowance

1. Full-time and half-time members will receive a living allowance.  The living allowance is designed to help members meet the necessary living expenses incurred while participating in the AmeriCorps program.  The living allowance is not a wage and should not fluctuate based on the number of hours members serve in a given time period.

2. A living allowance is available in the amount of $12,530 for full-time members and $6,265 for half-time members.  The living allowance will be paid during the term of service in monthly increments throughout the program year.  The monthly payment will be directly deposited into the member’s valid bank account.  The member is responsible for providing the CIS-HOT AmeriCorps Program Coordinator with any changes in the bank account information immediately.  The living allowance is taxable and taxes will be deducted directly from the living allowance.  The living allowance will be distributed monthly by direct deposit starting on 9/30/2016.  The first living allowance will be paid in the form of a check and must be picked up at the CIS-HOT Central Office on 8/31/2016, before the close of business. 

3. The living allowance can be delayed or suspended for non-completion of required hours, failure to attend service and/or training sessions, service projects, and/or failure to complete and turn in necessary program paperwork and documentation.

4. The following chart reflects pay periods, pay dates, and living allowance stipend amounts.

	Pay Period Start
	Pay Period End
	Pay Date
	FT - Gross
	HT - Gross

	8/15/2016
	8/15/2016
	8/22/2016
	40.03
	20.02

	8/16/2016
	8/31/2016
	9/7/2016
	608.82
	304.41

	9/1/2016
	9/15/2016
	9/22/2016
	608.82
	304.41

	9/16/2016
	9/30/2016
	10/7/2016
	608.82
	304.41

	10/1/2016
	10/15/2016
	10/22/2016
	608.82
	304.41

	10/16/2016
	10/31/2016
	11/7/2016
	608.82
	304.41

	11/1/2016
	11/15/2016
	11/22/2016
	608.82
	304.41

	11/16/2016
	11/30/2016
	12/7/2016
	608.82
	304.41

	12/1/2016
	12/15/2016
	12/16/2016
	608.82
	304.41

	12/16/2016
	12/31/2016
	1/7/2017
	608.82
	304.41

	1/1/2017
	1/15/2017
	1/22/2017
	608.82
	304.41

	1/6/2017
	1/31/2017
	2/7/2017
	608.82
	304.41

	2/1/2017
	2/15/2017
	2/22/2017
	608.82
	304.41

	2/16/2017
	2/28/2017
	3/7/2017
	608.82
	304.41

	3/1/2017
	3/15/2017
	3/22/2017
	608.82
	304.41

	3/16/2017
	3/31/2017
	4/7/2017
	608.82
	304.41

	4/1/2017
	4/15/2017
	4/22/2017
	608.82
	304.41

	4/16/2017
	4/30/2017
	5/7/2017
	608.82
	304.41

	5/1/2017
	5/15/2017
	5/22/2017
	608.82
	304.41

	5/16/2017
	5/31/2017
	6/7/2017
	608.82
	304.41

	6/1/2017
	6/15/2017
	6/22/2017
	608.82
	304.41

	6/16/2017
	6/23/2017
	7/7/2017
	313.57
	156.78



5. AmeriCorps members are participating in a program of national and community service and does not constitute employment by Communities In Schools of the Heart of Texas.  Members also recognize that they are receiving a living allowance and are not eligible for unemployment benefits upon completion of service or release from the program.

C. Health Insurance


1. All full-time members automatically qualify for health insurance coverage starting their first day of service.  There will be no charge to members for the monthly insurance premium, but a co-pay and deductible will apply for visits to doctors and prescription medication.


2. Health care coverage is provided during active service only, beginning with a member’s first day of service and ending the last day of the member’s final month of service.


3. A healthcare waiver for members not using this benefit is attached to this service agreement and should be returned to the AmeriCorps Program Coordinator as soon as possible.


4. A Health care policy will be given to members during Human Resources New Hire Training. 


5. The CIS-HOT AmeriCorps Program Coordinator will submit member name, address, and social security number to the health insurance company in order for the member to be enrolled in this insurance policy.

D. Child Care Allowance


If applicable, a child care allowance will be provided by First Financial Associates directly to the child care provider, if the member qualifies for the allowance after submitting a completed application.  First Financial Associates will distribute this allowance evenly over the term of service.

IV. Standards of Conduct

A. CIS-HOT


1. Equal Opportunity Employment and Affirmative Action Statement
a. All employees and job applicants are guaranteed equality of employment opportunity under state and federal law. Essentially, this means that CIS-HOT will not illegally discriminate against any worker or applicant on the basis of race, color, religion, sex, age, national origin, disability, or veteran status.  All recruitment, selection, placement, promotions, training and layoff decisions made by CIS-HOT supervisors or managers will be based solely on the job-related qualifications and abilities of candidates without any illegal discrimination.

b. All other personnel policies and practices of CIS-HOT, including compensation, benefits, discipline, and safety and health programs, as well as social and recreational activities, will be administered and conducted without regard to any individual’s race, color, religion, sex, age, national origin, disability, or veteran status.  CIS-HOT will take all necessary steps to ensure that each employee’s work environment is free of unlawful discrimination or harassment based on race, color, religion, sex, age, national origin, disability, or veteran status.  CIS-HOT will take all necessary steps to see that applicants and employees with known disabilities are reasonably accommodated and that all applicable federal, state and local laws regarding employment are complied with.  Applicants and employees who have a disability and who feel they need a reasonable accommodation are encouraged to notify the Talent Coordinator so that CIS-HOT can evaluate the need for a reasonable accommodation.

c. CIS-HOT does not discriminate based on sex.  All references in any CIS-HOT materials to masculine terms or pronouns such as “he” or “his” shall be read to mean the feminine equivalent such as “she” or “hers” and similarly all reference to female terms or pronouns shall be read to mean the masculine equivalent.

2. Genetic Information Nondiscrimination Act
a. Under Title II of the Genetic Information Nondiscrimination Act of 2008, it is illegal to discriminate against employees or applicants based on genetic information in hiring, promotions, discharge, pay fringe benefits, job training, classification, referral, and other aspects of employment.  GINA also restricts employers’ acquisition of genetic information and strictly limits disclosure of genetic information.  Genetic information includes information about genetic tests of applicants, employees, or their family members (family medical history); and requests for or receipt of genetic services by applicants, employees, or their family members. 
3. Sexual Harassment
a. The Equal Employment Opportunity Commission (EEOC) has issued guidelines setting forth the Commission’s interpretation regarding sexual harassment as a violation of Title VII of the Civil Rights Act of 1964.  These guidelines are consistent with the CIS-HOT policy that conduct creating an intimidating, hostile or offensive working environment will not be tolerated.  Any employee violating this practice will be subject to disciplinary action up to and including discharge.  

b. Any employee, who feels that he or she is being subjected to sexual harassment or has knowledge of harassment of other employees, is urged to contact the Human Resource Administrator or their immediate supervisor within 3 working days of an occurrence.  Inability to contact any of the above should motivate the individual to contact the Employee Relations Department of EEOC.
4. Social Work Code of Ethics as outlined in the AmeriCorps Member Handbook

B. CIS AmeriCorps

1. 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 



section501(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 prohibited 



activity 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.
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.
Members may not serve as clerical or other secretarial support for any campus and/or service site. Members may not supervise other AmeriCorps members.
2. Attendance

a. Participation in the CIS-HOT AmeriCorps program is to be the member’s principal occupation during a term of service.  The member must be available during the service and training schedule established by CIS-HOT AmeriCorps.  Members are expected to inform their Program Manager and the AmeriCorps Program Coordinator if they will be tardy or absent from their service site. Failure to do so will be considered a “no call/no show” and will be considered a Level 2 violation.
b. Additional guidelines in regards to member scheduling and attendance are outlined in the AmeriCorps Member Handbook. It is the member’s responsibility to become familiar with these guidelines and follow them.

c. Jury Duty: When scheduled service time is missed for jury duty, the Member will continue to receive credit for scheduled service hours and will receive the living allowance.  The member may keep any reimbursement received from the court.

3. Drug-Free Workplace Policy

a. Under the Drug-Free Workplace Act, you must immediately notify the AmeriCorps Program Coordinator if you are convicted under any criminal drug statute.  Your participation in the CIS AmeriCorps program is conditioned upon compliance with this notice requirement, and action will be taken upon violation of this policy.

b. The policy of CIS-HOT and CIS AmeriCorps is to maintain a drug and alcohol free workplace, which will help insure a safe and productive workplace.  In addition, it establishes CIS-HOT/CIS AmeriCorps as a positive role model for the clients we serve.  For the purpose of the policy, “workplace” is defined as any CIS-HOT work environment or any other site where CIS-HOT work is performed.  In order to further this objective, the following rules regarding drugs and alcohol in the workplace have been established:
(i) The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance on or in the workplace is prohibited.

(ii) Being under the influence of alcohol, inhalants, or any other drugs while on or in the workplace is prohibited.  The unauthorized use or possession of alcoholic beverages and abuse of prescription drugs or over-the-counter drugs on or in the workplace is prohibited.

(iii) Employees or members who violate the substance abuse policy are subject to appropriate disciplinary action, up to and including termination.

(iv) CIS-HOT/CIS AmeriCorps shall implement a drug-free program which will inform employees of the following: 

· The dangers of drug abuse in the workplace

· CIS-HOT’s policy of maintaining a drug-free workplace

· Any available drug counseling, rehabilitation, and employee assistance programs

· The penalties that may be imposed upon employees for drug and/or alcohol abuse violations and violation of this policy.

(v) Alcoholism and other drug addictions are recognized as diseases responsive to proper treatment and this will be a basis for action as long as the employee cooperates.  Employee assistance services will be made available to assist employees or members.
(vi) Any CIS-HOT employee/CIS AmeriCorps member who has been convicted under any criminal drug statute occurring in the workplace shall notify his/her supervisor no later than five (5) days after such conviction.

(vii) This policy applies to all employees or members regardless of rank or position within the agency.

3. Non-Discrimination
a. The CIS AmeriCorps program is available to all without regard to race, color, national origin, disability, sex, age, political affiliation, or, in most instances, religion.  It is also unlawful to retaliate against any person who, or organization that, files a complaint about such discrimination.  In addition to filing a complaint with local and state agencies that are responsible for resolving discrimination complaints, you may bring a complaint to the attention of the Corporation for National and Community Service.  If you believe that you or others have been discriminated against, or if you want more information, contact:

Renae Clemmer, HR/Admin Director 
OneStar Foundation

CIS-HOT




Attn: AmeriCorps

1001 Washington Avenue


9011 Mountain Ridge Dr., Suite 100

Waco, TX 76701



Austin, TX 78759

PH: 254-753-6002



PH: 512-287-2000

FAX: 254-753-4415



FAX: 512-287-2039

rclemmer@cis-hot.org 


americorps@onestarfoundation.org

Office of Civil Rights and Inclusiveness


Corporation for National and Community Service


1201 New York Avenue, NW


Washington, D.C. 20525


PH: 800-833-3722 (TTY and Reasonable Accommodation Line)

FAX: 202-565-3465


eo@cns.gov 

4. Civil Rights and Non-Harassment Policy

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

b. 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

c. 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.

d. 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.

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

a. Full-time and Half-time Members will be supplied with a CIS-HOT email account and are required to check their email on a daily basis. Important AmeriCorps information is disseminated via email and you are responsible for the information.  All emails the members send should be professional in tone and include the CIS-HOT signature, as provided by CIS-HOT staff.
b. Periodically, AmeriCorps staff will send out emails that request verification of receipt and acknowledgement of emails in order to ensure that email accounts are being regularly checked by AmeriCorps members.
6. Cell Phones
a. Cell phones can be disruptive.  They should be kept out of sight and inaudible at all times. Please verify with your Program Manager their policy concerning cell phone usage.  If there is an emergency situation and it is necessary to use your cell phone, it should be done discreetly.
7. Religion and Politics in School

a. As per Federal AmeriCorps guidelines, members must avoid discussing any personal or religious doctrines or beliefs with students, other AmeriCorps members, teachers, or other school personnel.  Members must avoid promoting any political candidates or parties to anyone associated with the school or the CIS-HOT AmeriCorps program.
C. School Service Site

1. Confidentiality
a. If you feel that a student is in harm or danger, you must go to your Program Manager immediately. Members will need to complete CIS Incident Reports and, on occasion, make reports via phone or email to Child Protection Services.
b. Student data and information, including student rosters and service logs, may not be completed on personal computers.

c. Information regarding students, faculty, or school operations is considered confidential and is not to be discussed outside the scope of your service.  Any violation in confidentiality may be grounds for termination.
2. Outside Contact with Students

a. CIS-HOT AmeriCorps does NOT authorize anyone associated with our program to have contact with any students outside of a CIS-HOT sanctioned activity (i.e. field trip, service project, etc.) during or after their service year.  This includes telephone calls, texts, social media, and email contact.  DO NOT give your telephone number, address or email address to the students. This policy protects you, CIS-HOT and the students.

b. If an event occurs that places you or the student at risk of violating this rule, you must notify your AmeriCorps Program Coordinator immediately.

c. We encourage parent involvement.  We understand that sometimes a call or note to a parent may help serve the students even better.  You may contact their parents in circumstances where your Program Manager has authorized you to do so.  All calls to parents must be made from the CIS-HOT office phone or a school phone. Any outside contact with students and/or a student’s family must be pre-authorized by your Program Manager.
3. Online Networking and Community Sites

a. AmeriCorps members who are registered with Google+, Facebook, Snapchat, Twitter, Instagram, or any other networking site are required to set their profiles and photographs to private in order to protect the member.  These profiles are considered public information if they are not set to private and can be easily viewed by students, school staff, and CIS-HOT staff.  The following guidelines must also be followed when utilizing these sites:


(i) Do not post photos of CIS-HOT children or families on any internet site/network.  
Photo consent only allows CIS-HOT as an agency to utilize these photos for marketing or 
reporting. 


(ii) Do not include any CIS-HOT student or student from your campus as a “friend” or 
“contact” on social media.


(iii) Be professional in any postings about your experience with CIS-HOT. Do not share 
gossip, negative comments, or personal information about fellow CISters, teachers, 
or campus staff you work with.


(iv) Do not post photos in AmeriCorps gear (i.e. t-shirt or sweatshirt) that do not reflect a 
professional stance that you would portray to an employer, principal, CIS-HOT staff, or 
parent/guardian of the students you work with.


(v) Do not post profile pictures that would be inappropriate (i.e. nudity, alcohol, smoking, 
etc.) for your students, school staff, or CIS-HOT staff to view.

b. Please note, many of your students will try to find you online.  Be prepared to discuss these issues with your students if or when they arise (i.e. “why can’t we be friends on Facebook”).  If the CIS-HOT AmeriCorps staff becomes aware of content on any of these social networking sites that violates this policy, a Level 1 warning will be issued.  If the CIS-HOT AmeriCorps staff becomes aware of outside contact with students via social networking sites, a Level 3 warning will be issued.
4. Discipline of Students

When you experience behavior problems with a student, seek the help or advice of your Program Manager.  You are never to punish, physically restrain, spank, or use inappropriate language with a student.  Please note that horseplay or the above actions can be considered physical discipline of a student and be grounds for immediate termination. In the event of an altercation on campus, AmeriCorps Members should locate a school administrator as quickly as possible and inform them of the situation. Members should at no time physically intervene in an altercation between students. 
5. Attentiveness to the Student

You must remain attentive to the student throughout your meeting and while escorting the student to and from the meeting area.  Newspaper/book reading, sleeping, texting, personal conversations with other people, or any other activities that can divert your attention away from the student are inappropriate, unprofessional, and unacceptable.
6. Visitors

Due to the nature of our work and the need to devote our attention to each student on an individual basis, visitors of any sort will not be allowed during your service.  This policy includes, but is not limited to, family members, friends, and other persons, such as someone who drives you to/from your service site.

7. Child Abuse

If you become aware of child abuse or neglect, you are obligated by law to report it.  Begin by informing your Program Manager as soon as the disclosure is made.  Please remember to respect the student’s privacy and feelings by only sharing with the people directly involved.  Neither CIS-HOT staff nor school personnel can legally delay or discourage you in reporting suspected child abuse or neglect.  Remember, we are obligated by law to ensure that evidence of child abuse is reported to the Texas Department of Protective and Regulatory Services you can make this report by phone at 1-800-252-5400 or on the website at www.dfps.state.tx.us/contact_us/report_abuse.asp If you feel that the school does not take appropriate action, inform your Program Manager and contact your AmeriCorps Program Coordinator. 

a. It is important that you are careful in your own interactions with students to avoid 
appearing physically intimate.  Avoid meeting with students in isolated areas. Do not 
allow students to sit on your lap. Kissing and hugging students (other than side hugging- 
initiated by the student) is not permitted because it is too easily misinterpreted as 
inappropriate.

b. Please note that horseplay can be considered physically inappropriate and easily 



misinterpreted. Horseplay with students is not allowed under any circumstances.

8. Telephone Usage
School telephones may be used to contact AmeriCorps staff members or for other uses as approved by the Program Manager.  Please review with your Program Manager the campus expectations for telephone etiquette. Both incoming and outgoing personal calls are not allowed.  You must have your Program Manager’s approval before making any calls on school phones.
9. Dress Code

a. AmeriCorps members are expected to dress to project a professional image for the program.  Each campus may have its own policy regarding appropriate dress.  Please talk with your Program Manager regarding your school’s specific policy.  Use common sense and the dress of your school’s faculty as a guide. Low cut tops, shorts and/or short skirts (higher than 4” above the knee cap) are never permissible while serving on a school campus. Dress code should consist of business casual attire as well as some form of AmeriCorps Branding. Member should be branded at all times. AmeriCorps members are required to wear AmeriCorps t-shirts/sweatshirts during all days of service.
b. Personal hygiene and neatness are also very important.  You will work closely with students, fellow AmeriCorps members, CIS-HOT staff, and school staff so good grooming and cleanliness (i.e. using breath mints, deodorant, bathing) are critical to a pleasant work environment.  More importantly, you will teach your students about caring for their personal appearance through your own good example. Exceptions to the dress code will be made for “theme days”, as AmeriCorps members are encouraged to participate in exhibiting school spirit.
10. Identification

CIS-HOT nametags are to be worn by AmeriCorps members at all times while serving. In addition, your individual campus may have nametag requirements that you need to follow.  Nametags are considered part of your member uniform.
11. Equipment and Supplies

It is the responsibility of each AmeriCorps member to put all equipment and supplies back in the proper place after each session.  Please note equipment and supplies are the property of CIS-HOT and/or the school and should not be removed from the school premises, unless approved by your Program Manager.  Upon termination or the completion of your service term, members must return campus keys and campus property.  **The member’s last living allowance check can be held until all campus property, including keys, have been returned. AMERICORPS COMPUTERS ARE FOR AMERICORPS USE ONLY! Not for use by CIS Program Manager or by any other CIS-HOT staff. Not for personal member use and are MEMBER RESPONSIBILITY
12. Medicine and Illness

a. AmeriCorps members must not give students medication of ANY kind.  In the event that a student becomes ill, you should notify your Program Manager or other authorized personnel who will be able to follow the required school procedure for illness or medications.

b. If you require medication during your service time, it must be kept secure at all times.  For your protection, if you have a serious medical condition (asthma, seizures, severe allergies), we encourage you to notify the AmeriCorps staff and your Program Manager.

13. Gifts and Food for Students

a. AmeriCorps members are prohibited from giving students money and purchasing food or gifts, of any kind.  When one or more students receive gifts, those who do not receive one are negatively impacted.  Your Program Manager may purchase items as incentives, and these may differ from campus to campus.

b. In addition, since students could have food allergies or medical conditions that are not known to the AmeriCorps member, the member must refrain from giving the students food of ANY kind.

c. Members should discourage students from buying gifts for the member.  If a student would like to give the member a gift, members should encourage them to make cards or a handmade gift.  If a member receives a gift from a student, they should put the gift away so that it does not influence other students.

14. Emergency Situations

In the event of emergencies or emergency drills in the schools, AmeriCorps members are to follow prescribed safety plans.  Do NOT remain in the school during evacuation drills.  File out of the building according to directions, escorting your students.

15. Inclement Weather

In the event of a possible school closing due to bad weather, AmeriCorps members should listen to radio or television station reports.  If schools are not officially closed, AmeriCorps members are expected to make every effort to fulfill service responsibilities for the day.  If bad weather prohibits you from attending school, you must call the school to notify your Program Manager of your absence.  You must also call and notify your AmeriCorps Program Coordinator. AmeriCorps members will not be credited for time missed due to bad weather. If inclement weather occurs, contact your AmeriCorps Program Coordinator for an inclement weather make-up plan to earn back any “lost” hours. CIS-HOT Central Office follows the closing procedures for Waco ISD.
16. Personal Belongings

Do not leave personal belongings unattended.  Items such as jackets, cell phones, purses, backpacks, and umbrellas should be stored in secured areas when you enter your workstation.

V. Reasonable Accommodation

A. Background and Purpose

1. AmeriCorps encourages individuals with disabilities to participate as national service providers through the AmeriCorps programs.  AmeriCorps prohibits any form of discrimination against persons with disabilities in recruitment, as well as in service.  Under Federal law, any program receiving Federal funds is required to comply with the requirements of the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act.

2. No qualified individual with a disability shall, by reason of disability, be excluded from participation in or be denied the benefits of the program, services, or activities of the program, or be subjected to discrimination by the program.  Nor shall the program exclude or otherwise deny equal services, programs, or activities to an individual because of the known disability of an individual with whom the individual is known to have a relationship or association.  According to the ADA, the term “disability” means, with respect to an individual, a physical or mental impairment that substantially limits one or more of the individuals major life activities, a record of having such an impairment, or being regarded as having such an impairment.  “Major life activities” means functions such as caring for oneself, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working.

3. A “qualified individual with a disability” is an individual with a disability who with or without reasonable accommodations meets the essential eligibility requirements for the receipt of services or the participation in programs or activities provided by the program.  Reasonable accommodations may include modifying rules, policies, or practices; the removal of architectural, communication, or transportation barriers, or the provision of auxiliary aids and services

4. CIS-HOT shall make reasonable accommodations in policies, practices, or procedures when the accommodations are necessary to avoid discrimination on the basis of disability, unless the program can demonstrate that making the modifications would fundamentally alter the nature of the service, program, or activity, and/or impose an “undue hardship”.  A reasonable accommodation may include:  making facilities readily accessible to and usable by individuals with disabilities; job restructuring; part-time or modified schedules; acquisition or modification of equipment or devices, training materials or policies; etc.

B. Confidentiality
Information must be provided to the AmeriCorps Program Coordinator, by a potential member or a member regarding her/his disability which shall be kept confidential, except that appropriate supervisors, managers, and safety and health personnel may be informed regarding any restrictions in service duties or necessary accommodations.  Government personnel may be provided information in compliance with various laws and regulations.

C. Self-Identification and Request for Reasonable Accommodation

1. A potential member or a member with a disability is not required to disclose information about any physical or mental limitations, whether or not you believe it will interfere with your capability to perform the essential functions of the position sought or held.  At any point during your term of service, if you would like for CIS-HOT to consider any special arrangements to accommodate a physical or mental impairment, you may identify that impairment, describe the functional limitations that result from that impairment, and suggest the type of accommodation that you believe would be appropriate.  This request for accommodation should be submitted in writing to the AmeriCorps Program Coordinator. CIS-HOT may request documentation from the treating physician or healthcare professional stating:1) the existence of the impairment or disability and the expected duration of impairment or disability; and 2) activities the impairment or disability limits and the extent to which they are limited.

2. CIS-HOT will work with a member requesting an accommodation to determine what accommodation will be appropriate within a reasonable amount of time.  This process also may include consulting with the treating physician or health care professional and/or organizations in the disability community with expertise regarding the specific type of disability.

3. CIS-HOT uses the following points from the Enforcement Guidance issues by the EEOC concerning an employer’s obligation to provide reasonable accommodations to qualified applicants and employees with a disability:

a. In order for an individual to request a reasonable accommodation, the individual need only to use “plain English” and need not mention the phrase “reasonable accommodation”.  This does not mean, however, that the employer is required to provide the change; it is merely a first step.

b. Someone other than the individual with a disability may request the reasonable accommodation on behalf of that individual, such as a family member, friend, health professional or representative

c. A request for reasonable accommodation need not be in writing

d. An individual with a disability may request a reasonable accommodation at any time, whether during the application process, after being offered a job, or at any subsequent time at which the person with a disability becomes aware of a workplace barrier that is preventing him/her, due to a disability, from performing a job.  

4. At CIS-HOT, the individual should contact the Talent Coordinator to make the aforementioned request.

5. Reasonable Accommodation Request Form and process for submitting a request for accommodation are available from the AmeriCorps Program Coordinator upon request.
VI. Action Plan and Discipline Procedures
A. Action Plan Process
1. The Program Manager and/or AmeriCorps Program Coordinator will fill out the CIS-HOT AmeriCorps Action Plan Form.
2. Depending on the violation level, the Program Manager and/or the AmeriCorps Program Coordinator will sit down with the member and review the violations and corrective action plan.

3. If compliance with the Action Plan is not met by the member, further action will be taken by CIS-HOT AmeriCorps, up to and including member termination.

4. Termination of the member will result in the loss of any education award.

	Level One 

Violations
	Level Two 

Violations
	Level Three 

Violations
	Level Four 

Violations

	1st- Warning

2nd- Warning and Coordinator-assigned training

3rd- Action plan, possible suspension (w/o pay), and possible counseling

4th- Immediate suspension, possible termination, and mandatory counseling and/or training
	1st- Warning and Coordinator-assigned training

2nd- Action plan, possible suspension (w/o pay), and possible counseling

3rd- Immediate suspension, possible termination, and mandatory counseling and/or training
	1st- Action plan, possible suspension (w/o pay), and possible counseling

2nd- Immediate suspension, possible termination, and mandatory counseling and/or training
	1st- Immediate suspension, possible termination, and mandatory counseling and/or training

	· Tardiness

· Failure to wear appropriate clothing to a service site

· Late submission of reports, timesheets or student progress data

· Offenses as determined by Program Managers and/or AmeriCorps Staff
	· No shows and unexcused absences, including training and service projects

· Being argumentative with CIS-HOT staff or school staff

· Abuse of leave

· Inappropriate language or actions with service recipients, team members, CIS-HOT staff and/or school staff

· Offenses as determined by Program Managers and/or AmeriCorps Staff
	· Fighting or being physically abusive

· Unauthorized contact with clients (including telephone, email, social media, and contact outside of CIS-HOT activities)

· Misrepresenting affiliation with CIS-HOT, school, and/or AmeriCorps

· Offenses as determined by Program Managers and/or AmeriCorps Staff
	· Failure to notify CIS-HOT AmeriCorps Staff of any criminal arrest or conviction within 5 days

· Harassment

· Possessing or consuming drugs/alcohol during service activities

· Offenses as determined by Program Managers and/or AmeriCorps Staff


5. The Program may suspend the member’s term of service due to unacceptable behavior in accordance with this agreement, the member has been charged with a violent felony or the sale or distribution of a controlled substance, the member has been convicted of a first offense of possession of a controlled substance. 
VII. Release from a Term of Service
CIS AmeriCorps members may be released from the program for two reasons: 1) for cause, and 2) for compelling personal circumstances.

A. Release for Cause

1. A member may be released for cause for failure to follow the standards of behavior as outlined in the Member code of conduct, failure to adhere to program rules and guidelines defined by this member service agreement, or violating the policies or procedures as set forth by the sponsoring agency.  The code of conduct specifies particular offenses and the corresponding course of action.

2. The Program will release the member for cause for the following reasons:

a. The Member leaves the program to enroll in school

b. The Member leaves the program to obtain employment

c. The Member leaves the program due to dissatisfaction with the Program.

d. The Member has dropped out of the program without obtaining a release for compelling personal circumstances from the appropriate program official.

e. During the term of service, the member has been convicted of a violent felony or the sale or distribution of a controlled substance.

f. The member has committed another serious breach that, in the judgment of the program director, would undermine the effectiveness of the Program.

3. A member released for cause may not receive any portion of the AmeriCorps Education Award. In addition, any individual released for cause who wishes to reapply to the program from which he/she was released or to any other AmeriCorps program is required to disclose the release to that program.  Failure to disclose to an AmeriCorps program any history of having been released for cause from another AmeriCorps program will render an individual ineligible to receive the AmeriCorps education award upon successful completion of the term of service.
B. Release for Compelling Personal Circumstance

1. Program staff will evaluate all releases for compelling personal circumstance on a case-by-case basis.  Compelling personal circumstances include those that are beyond the Member’s control.

2. CIS-HOT AmeriCorps may release the member for compelling personal circumstances if the Member demonstrates that:

a. The member has a disability or serious illness that makes completing the term impossible.

b. There is a serious injury, illness, or death of a family member which makes completing the term unreasonably difficult or impossible for the member.

c. The member has military service obligations.

d. The member has accepted an opportunity to make the transition from welfare to work. Member must have been on welfare prior to enrolling in AmeriCorps.

e. 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 non-renewal or premature closing of a project or the Program.

3. If a member demonstrates a compelling personal circumstance and if the release is approved, CIS-HOT AmeriCorps may elect to grant the release and recommend to the Corporation that a portion of the education award equal to the portion of their term served (if the Member has completed at least 15% of his/her term of service) be paid.
C. Member Suspension


1. The CIS-HOT AmeriCorps Program must suspend any member if the member:

a. faces an official charge of a violent felony or sale or distribution of a controlled substance, and/or
b. is convicted of the possession of a controlled substance

c. is not serving, nor accumulating service hours for an extended period of time.
VIII. Grievance Procedure 

The purpose of the Grievance Procedure is to provide a process for AmeriCorps members to discuss complaints or problems with management and to receive careful consideration and a prompt resolution.  The grievance procedures are intended to apply to service-related issues, such as assignments, evaluations, suspension or release for cause. 
A.  Overview


· CIS-HOT recognizes the right of all members to register complaints or problems regarding working conditions; the interpretation or application or agency policies and procedures; disciplinary actions that members believe are not fair or consistent and other matters related to their participation in the program.

· CIS-HOT’s intent with this grievance policy is that problems or grievances be resolved with the member’s site supervisor. 

· Members will not be penalized for presenting an honest, good faith complaint to their immediate supervisor or for appealing a decision to a higher level. The time limits set for each level in the procedures are to ensure that complaints are heard and resolved promptly. The member and management will adhere to the time limits.  A grievance must be made no later than one year after the date of the alleged occurrence, except for grievances that allege fraud or criminal activity.

· If the grievance alleges fraud or criminal activity, it must immediately be brought to the attention of the Corporation for National Service’s Inspector General and the OneStar Foundation.
B.  Formal Grievance Proceeding
AmeriCorps Texas 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 encouraged 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 issues, such as assignments, evaluations, suspension, or release of cause.

For AmeriCorps Texas programs operating under OneStar Foundation, the Texas state service commission, the following grievance procedure should be followed when handling such grievances: 

· Step 1: Preliminary Complaint Resolution (PCR). 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.

· Timeline: Immediate (as soon as possible and ideally within 30 days of the occurrence to allow time for informal resolution before ADR would need to be initiated).

· Step 2: Alternative Dispute Resolution (ADR). If resolution is not achieved through Step 1 (Informal Resolution), the aggrieved party may then seek resolution through Alternative Dispute Resolution, which requires facilitated mediation and negotiation. 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. 

· Timeline: ADR must be initiated within 45 days of the alleged occurrence. If matter is not resolved within 30 calendar days from the date the informal dispute resolution process began, the aggrieved party must be informed in writing of the right to file a formal grievance.

· Step 3: Formal Grievance Filing and Hearing. If resolution is not possible through Step 2 (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 ADR may not participate in the formal complaint process. Therefore, OneStar Foundation’s CEO will appoint a different neutral party to oversee the Grievance Hearing process. In addition, no communication or proceedings of the informal dispute resolution process may be referred to or introduced into evidence at the grievance and arbitration hearing. Any decision by the neutral party is advisory and is not binding unless both parties agree.

· Timeline: Grievance must be filed no later than one year after the alleged occurrence (except for fraud and criminal activity). The grievance hearing must be conducted no later 30 calendar days after the filing. A decision is made no later than 60 calendar days after the filing.

· Step 4: Binding Arbitration. The final step, Binding Arbitration, is available to the affected party only if a grievance hearing decision is adverse or if no decision is made within 60 days of the filing of the initial grievance. A qualified arbitrator will be used who is jointly selected and independent of the interested parties. The Corporation’s CEO will appoint an arbitrator if the parties cannot agree on an arbitrator within 15 calendar days after receiving a request from either party. The cost of arbitration is divided evenly between the parties to the arbitration. 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. 
· Timeline: An arbitration proceeding must be held no later than 45 calendar days after the arbitrator’s appointment, or no later than 30 calendar days after the arbitration commences. A decision must be made by the arbitrator no later than 30 days after the arbitration commences. 

Other 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.

· Parties involved in a grievance are encouraged to work closely with the OneStar Grants Officers assigned to the AmeriCorps program in question as well as OneStar’s Director of National Service Programs in navigating the grievance procedures. A list of OneStar staff may be found at http://onestarfoundation.org/about-us/our-staff/.

IX. Use of Member Information in Publications
A. CIS-HOT is committed to furthering the discussion and growth of national service in the public realm.  As such, “identifying information” (information that can be used to identify a particular member or alumnus, i.e. name, photograph, and/or likeness, or statements attributed to a specific corps member) of members and alumni may be used in newspapers, television, CIS-HOT publications, and in print, electronic, or web-based publicity materials.

B. CIS-HOT will obtain written approval from the member or alumni before identifying information or attributed statements are used in publications.  Member and alumni statements or quotations that are provided anonymously and/or published anonymously do not need to be approved by the member/alumnus.

C. By signing the CIS AmeriCorps Member Service Agreement, the member is approving the future use of his/her identifying information or attributed statements in publications.

X. Other Program Requirements

A. All CIS AmeriCorps members are responsible for adhering to the requirements outlined in the CIS AmeriCorps Member Handbook.

B.  It is the member’s responsibility to become familiar with the information in the CIS AmeriCorps Member Handbook and the forms contained within this document.

I have read the terms and conditions outlined in this Member Service Agreement and understand them.  I understand that I must abide by these rules and conditions during my term of service and it is my responsibility to learn and understand all of the information as it pertains to me.  Violation of the terms of this service agreement may result in disciplinary action, up to or including termination, and loss of any education award.

​​​​​​​​​​____________________________________________

________________________________

Member Signature





Date of Signature
1
20

