Welcome to the HELP Program!!

Dear Future AmeriCorps Member –

I would like to welcome your participation in the AmeriCorps HELP Program.  This program is sponsored by Washington Campus Compact and the Corporation for National and Community Service in partnership with the Campus Compact offices in California, Hawai’i, Montana and Oregon, as well as institutions in the state of Idaho.

We are pleased you are interested in serving your community as an AmeriCorps member with our program.  The Presidential call to national service is being answered by men and women across the nation, including yourself.  We appreciate your commitment to supporting community endeavors and the national service movement.  Recognizing the mutual benefits that service participation brings to our communities, we hope you will enjoy your service experience and develop community partnerships to their fullest potential. This Resource Book is designed to give you the background and day-to-day information you will need during your term of service as it pertains to the HELP Program and AmeriCorps.  In it you will find program information, definitions, frequently asked questions, copies and explanations of forms, and resources for assistance. 

The essential goal of the HELP Program is to get higher education students connected in the greater community performing service.  The program also strives to develop a regional network of student leaders committed to serving and strengthening their local communities in partnership with P-16 educators and community–based organizations in the focus areas of Education, Public Safety, Environmental Initiatives and Human Needs/Services.  

We recognize the integral role you will play in promoting community service and service-learning, and strengthening our community.  Thank you again for your interest in AmeriCorps and for participating in our program.  Please contact your respective state Campus Compact office for additional assistance (page 4).  Good Luck!

Peace,
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Ronna J. Biggs

Washington Campus Compact

HELP Program Coordinator

HELP – History & Goals
The HELP Program began in 1997 after Washington Campus Compact (WACC) secured a grant through the Corporation for National and Community Service.  As a higher education organization, WACC had a strong interest in developing a program that would foster civic engagement among higher education students, promote the national service movement, and promote positive relationships between campuses and communities in the Western Region.   Our partnership with the state Compacts of California, Hawai’i,  Montana, Oregon, and institutions in Idaho have fostered the civic engagement of thousands of higher education students.  By participating in an AmeriCorps grant, we have been able to achieve a variety of goals, and follow the AmeriCorps motto of “Getting Things Done”. 

Through the HELP Program, you will be introduced to local, regional and national service-learning opportunities.  The HELP Program strives to develop a regional network of student leaders committed to serving and strengthening their local communities in partnership with P-16 educators and community-based organizations in the areas of education, literacy, public safety, environmental initiatives and human services.
Sponsorship & Funding

The HELP Program is sponsored by Washington Campus Compact in partnership with four state Compacts, and serves higher education institutions in the western region (California, Hawai’i, Idaho, Montana, Oregon, and Washington). Funding is provided by the Corporation for National and Community Service, which is the federal organization that manages national service programs such as AmeriCorps, National Senior Service Corps, and Learn and Serve America.

Terms of Service and Education Awards
The HELP Program offers students the opportunity to choose one of three terms of service (essentially, the number of hours a member agrees to complete).  The resulting education award amount varies, depending on the selected term of service.  For the 2002-03 program year (Aug. 2002 – July 2003), the education award amounts are:
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300 Hour Term  =  $ 1,000.00*

450 Hour Term  =  $ 1,250.00*

900 Hour Term  =  $ 2,362.50*

Within the HELP Program, students who hold Federal/State-funded Work Study positions that are service-related may also apply to become a member of HELP.  Work Study positions are the only paid positions eligible for participation.  If a student has a service-related, non-paid internship, they may also be eligible to participate.  Further definition of appropriate service activities can be found on page 9.

Service Focus Areas

The HELP Program partners with P-16 educators and community–based organizations in the focus areas of Education, Public Safety, Environmental Initiatives and Human Needs/Services.  Some examples of direct service activities may be:

· Tutoring/mentoring; literacy programs; volunteer teaching of ESL or GED classes; after-school programs; service-learning activities on campus; University courses with a service-learning component; or  

· State or Federal Work Study funded positions with a service focus (the only eligible paid positions); non-paid, academic internships with a service focus; or

· Volunteer firefighting; serving with the Red Cross; volunteering within the criminal justice system; or

· Stream restoration; revegetation/reforestation projects; recycling programs; wildlife conservation; or

· Serving at domestic violence shelters; food banks/soup kitchens; serving with homeless individuals; etc.

How Does It Work?

1. You will first locate service projects in which you are interested.  All members must be enrolled as a student at a Campus Compact member institution during their term of service.

2. You must attend a mandatory orientation session for the program. You receive training in student leadership and learn about AmeriCorps and educational awards.  Within two weeks of the orientation, a Term of Service commitment (either 300, 450, or 900 hours) is chosen and enrollment paperwork completed.  

3. After successfully completing the application process, you become an AmeriCorps Member and accumulate service hours over the course of the year.  You will submit monthly time logs, and progress is reported to your respective state Campus Compact office. 

4. Members work closely with a person at their service site, called a Site Supervisor, who assists them in developing a service position description, and identifying member goals.  Site supervisors also verify monthly time logs and monitor your compliance with Prohibited Activities. 

5. You will have two years (24 months) from the date of orientation to complete the 900 hour term; and have one year (12 months) from the date of orientation to complete the 300 or 450 hour term.  

6. Upon successful completion of the Term of Service and necessary paperwork, members exit the program and become eligible for an education award.
The National Service Network

The HELP Program operates within a network of national and state organizations.  The national service network is strong and serves as a foundation in the process of bringing this program to your campus. Summaries of key organizations have been provided to gain a better understanding of the organizational flow of the program and the national service network.

The Corporation for National and Community Service

The Corporation for National and Community Service (CNCS – also known as “The Corporation”) is the federal organization which oversees national service programs.  The Corporation works with governor-appointed state commissions, nonprofits, faith-based groups, schools, and other civic organizations to provide opportunities for Americans of all ages to serve their communities. Created with bipartisan support from Congress, the President, and community groups nationwide in 1993, CNCS engages Americans of all ages and backgrounds in service that strengthens communities. The Corporation's three major service initiatives are AmeriCorps, Learn and Serve America, and the National Senior Service Corps.

AmeriCorps

AmeriCorps, also known as the domestic Peace Corps, engages more than 50,000 Americans in intensive, results-driven service. Most AmeriCorps members are selected by and serve with local and national organizations like Habitat for Humanity, the American Red Cross, Big Brothers/Big Sisters, and Boys and Girls Clubs.  Others serve in AmeriCorps*VISTA (Volunteers in Service to America) and AmeriCorps*NCCC (the National Civilian Community Corps). 

After their term of service, AmeriCorps members receive education awards to help finance college or pay back student loans.  While the HELP Program is a part-time program and the financial benefit is the education award, some programs are full-time and members can receive living allowances and/or stipends, along with an education award.  The HELP Program is considered an “Education Award Only” program.

Campus Compact

Campus Compact is a national coalition of more than 830 college and university presidents committed to the civic purposes of higher education. To support this civic mission, Campus Compact promotes community service that develops students' citizenship skills and values, encourages partnerships between campuses and communities, and assists faculty who seek to integrate public and community engagement into their teaching and research.

Campus Compact was founded in 1985 by the presidents of Brown, Georgetown and Stanford Universities, and the president of the Education Commission of the States.  Member campuses bond together as a coalition to actively engage presidents, faculty, staff, and students to promote a renewed vision for higher education – one that supports not only the civic development of students, but the campus as an active and engaged member of its community.

Contact Information

If you require further assistance, need to submit program paperwork, or simply would like to speak with a staff representative regarding AmeriCorps or the HELP Program, please contact the state Campus Compact office in your area.  The contact information for California state HELP members is:

California Campus Compact
HELP Program Coordinator

California Campus Compact

1600 Holloway Avenue - Lakeview Center 135

San Francisco, CA  94132-4042

PH:  415-405-3824

FX:  415-338-3987

cacc_hlp@sfsu.edu
Additional Resources

HELP Program Website – Washington Campus Compact is pleased to announce a brand new website specifically for the HELP Program with program information, facts and stats, member forms, and links to state and national service offices and resources.   The HELP Program website address is: www.wwu.edu/~campcomp/help

For program information, materials, and updates specific to California participation, please visit CACC’s HELP website at www.sfsu.edu/~cacc/projects/help.html

The AmeriCorps website address is:  www.americorps.org

Section II

Getting Started

Getting Started

Orientation Process

Every member of the HELP Program is required to complete a program orientation.  The essential purpose is to provide you with valuable and critical program information.  The orientation may be conducted “in person” by a Campus Compact or University staff person, or conducted “via videotape.”  Reading through this manual is the first step in your orientation. You will continue your orientation on August 22nd and 23rd.
Member Resource Book

The Member Resource Book (MRB) is divided into sections of information for your reference.  The book is designed to be all-inclusive of program information, and to be as self-explanatory as possible so you can use it as a guide throughout the year.  This section “Getting Started” will be an in-depth explanation of the forms to help put context around their purpose and how to complete them.  Subsequent sections contain the forms themselves, so you can check out the forms as you read about them.  The forms are meant to be torn out (we also enjoy if you trim the fuzzy edges!), and you can make additional copies if you so choose.  We also recommend making copies of your completed forms for your personal records.

Program Hours

During the HELP Program, you will accrue two types of hours:  Direct Service Hours and Member Development Hours. 

· Direct service hours are the hours you are spending at your service site, planning and developing programs for your site/clients, and implementing service activities.   At least 80% of your hours will be “direct service” and reflect the activities you describe in your Service Position Description (page 32).

· Member development hours are the hours you accrue during program-wide and site-specific training and workshops as well as one-on-one meetings with your supervisor. Member development hours cannot exceed 20% of your total hours (90 hours for a 450-hour term of service.
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Term:  300       450        900

Please circle one.
Orientation Site ______________________________________   Date  ____ / ____ / ____

YOUR FIRST TWO WEEKS

ALL ENROLLMENT PAPERWORK IS DUE WITHIN TWO WEEKS OF YOUR ORIENTATION DATE.   THIS DUE DATE IS  _______________________________.   

YOU WILL NOT BE ENROLLED AS A MEMBER UNTIL ALL THE LISTED PAPERWORK IS SUBMITTED.

· Pre-Service Orientation worksheet

· AmeriCorps Enrollment Form

· Member Agreement

TIME LOGS

· Time Logs – Due every month, by the 25th of the month.   Hours on timelogs received more than thirty days after the end of the month in which service was performed will absolutely not be counted.
END OF TERM

ALL PAPERWORK MUST BE COMPLETED AND SUBMITTED BEFORE WE CAN EXIT YOU, AND BEFORE YOU CAN ACCESS YOUR EDUCATION AWARD.  
· Exit/End of Term Form
· Member / Program Evaluation

· Great Story
· Loan Forbearance Interest Accrual Form (if applicable)

Member FAQ’s

The following are a handful of frequently asked questions by HELP Program members.

Where do I send my paperwork?

You are responsible for completing and submitting your program paperwork to Destination: College staff who will insure that it is completed and submit it to Campus Compact staff by the necessary date..

Should I make copies of my paperwork?

Yes! The copies of the documents you complete may be the ONLY copies.  Sometimes things really do get “lost in the mail,” and your ability to supply a copy of your documents may be critical.  Not only will you have a record of the paperwork you have completed for record-keeping, but you will be able to continuously reference that information throughout your term of service.  Time logs are especially important to copy as it may be the only proof or record of your activities.  As well, if you anticipate having more than one service site, copy your blank documents, especially the Site Agreement – Service Position Description, BEFORE completing them!

Is my file up to date?  Am I missing any paperwork?

If you are unsure if all of your paperwork has been received and your member file is up-to-date, it’s a good idea to contact Destination: College staff  It is your responsibility to make sure your paperwork is completed in a timely manner.  Although we will work with you throughout the process, it is important you also keep copies of your documents, notify us if you have new contact information, etc.

I don’t think I will be able to complete my hours by the end of my term of service.  Can I get an extension?

In nearly all member situations, we are NOT able to change terms of service or automatically provide extensions.  For special circumstances (compelling personal circumstances) we may grant members an extension to complete their hours on a case-by-case basis or a pro-rated award.  The approval is not “automatic”, and you must contact the Campus Compact office PRIOR to the end of your term to discuss if you qualify for an extension.

My supervisor is gone for two weeks and I can’t get my time log signed!  What do I do?

Contact Destination: College staff immediately. 

I got very sick and had to drop out of my service position - can I still receive part of my ed award?

Members can receive pro-rated education awards if they had to stop serving for “compelling personal circumstances.”  It is up to the Program Director to decide if a situation is a compelling personal circumstance (examples:  a serious illness/injury to the member or a death in the member’s immediate family).  HOWEVER, to qualify for a pro-rated education award the member must have completed at least 15% of their term of service.

If I do volunteer projects on top of my AmeriCorps service, can these hours count?

If the projects can be considered direct service or service-learning in the areas of education, public safety, environment, or human needs, the member’s supervisor can verify the hours, AND the hours are appropriate (either for Direct Service Hours (non-Prohibited Activities) or Member Development Hours) then those hours can be counted.  It is common for members to have more than one service site.

When do I send in my Exit Paperwork?

As soon as you have finished the hours in your term of service and have completed your Exit Paperwork, you must send that to Campus Compact.  You are required to exit the program upon completion of the hours for your term of service.  Your Exit Paperwork must be completed and received in your state’s Campus Compact office two weeks from the completion of your hours.

Do I have to fill out the back of the Enrollment or Exit forms where it says “Certifying Official”?

No!  The HELP Program staff will complete those sections.  You will need to send in those sections of the forms, but you are not expected to complete them.

Who is the AmeriCorps Program Coordinator that signs the authorization section of the Member Agreement?

That is the Program Director at each state’s Campus Compact office.

How many AmeriCorps terms can I serve?

It depends on the type of AmeriCorps program.  Individuals can serve two AmeriCorps Education Awards Program terms.  No person can receive more than two education awards.  For more information, refer to the “Using Your Education Award” section in the back of the Member Resource Book.

But no one told me. . . !

It is unlikely that members would not have access to program information including timelines, procedures, forms, prohibited activities or term of service responsibilities – the critical information that is the basis for the program.  Members are required to complete an orientation process, are provided contact information for program staff using a variety of mediums, and are provided Member Resource Books which contain all forms and contractual information.  If you have questions about the program or any process, please contact your respective state Campus Compact office.  Ultimately, it is the member’s responsibility to make sure their member status is active and paperwork is complete.

How can I use my education award?

1. The education award can be used to repay qualified student loans

2. It can be paid toward the cost of attendance at an institute of higher education

3. It can be paid toward expenses incurred in participating in school-to-work programs

When you receive your voucher, you may refer to the Education Award section for more information and/or contact the National Service Trust for assistance in applying your education award.

How long does it take to get my education award?

In order to begin the process of accessing your education award, the Campus Compact office must have ALL of your COMPLETED paperwork on file.  If your paperwork/member file is not completed, we cannot exit you from the program and subsequently begin the process to get your award to you.  Careful attention to making sure you have completed the program requirements will allow for a smooth exit process and expedite the request.

The amount of time that it takes for an award to become available is relatively short – approximately four to six weeks.  However, as a result of significant national events in 2001, the mail delivery process into and out of Washington, DC has been dramatically disrupted.  The actual delivery time of education award information has sometimes been considerably longer.  While the National Service Trust appreciates your patience as they make efforts to expedite this process, you are encouraged to contact the Trust directly to inquire about timelines for receipt and application of your award should you have questions or concerns.

I never received my education award voucher!  Can I get another one?

Often members are changing addresses during the summer months when they would be receiving their ed awards, so their awards don’t make it to their new addresses.  If your voucher has been lost, or you need to request a duplicate voucher, you may email edawardvoucher@cns.gov or call the National Service Trust at 1-888-507-5962.

What loans can I pay with my education award?

Please see the “Using Your Education Award” section for a more detailed description of applicable student loans.

Do I have to pay taxes on my award?

Yes, but the education award counts as taxable income only in the year it is used, not in the year it was received.

Section III

Your First Two Weeks 
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ENROLLMENT CHECKLIST

Turn in this checklist with your enrollment paperwork to ensure that all forms have been completed.  Please be kind to your program staff and trim the torn edges of all paperwork you submit.  Thanks! 

Member Name___________________________________________   Term:  300    450    900


Please print.






          Please circle.

College/University_____________________________________________________________

Orientation Site _______________________________________ Date ____ / ____ / ____

ALL ENROLLMENT PAPERWORK IS DUE WITHIN TWO WEEKS OF YOUR ORIENTATION DATE.

This Due Date Is: _______________________.


· Pre-Service Orientation Evaluation 

· AmeriCorps Enrollment Form—please ask your campus contact for this form
· AmeriCorps Application/Personal Profile—please ask your campus contact for this form
· Member Agreement 

· Proper Identification (see Member Agreement for complete list)
· Site Agreement – Service Position Description **Site Supervisor signature required
· Member Development Plan - Part I **Site Supervisor signature required
· Criminal Record Check Form (if applicable) **Site Supervisor signature required
· Loan Forbearance Request for National Service—please ask your campus contact for this form (if applicable)
· Self-Addressed Envelope (for a copy of the last page of your Member Agreement to be returned to you after Campus Compact completes your start/end dates and signs the agreement)

You will not be enrolled as a member until all of the listed paperwork is completed and submitted.  Please make copies of your documents for your records.
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MEMBER AGREEMENT

Sponsored by the Corporation for National and Community

Service and Campus Compacts of Washington, California,

Hawai’i, Oregon, and Montana
I.
PURPOSE

It is the purpose of this agreement to delineate the terms, conditions, and rules of membership regarding the participation of __________________________________ (hereinafter referred to as the “Member”) in The HELP Program  AmeriCorps Program (hereinafter referred to as the “Program”).

II. 
MINIMUM QUALIFICATIONS

A. The member certifies that he/she is a United States citizen, a United States national, or a legal permanent resident of the United States and at least 17 years of age.  The member agrees to provide proper identification by the assigned due date.  The Corporation for National and Community Service requires a copy of one of the following pieces of identification: 

· A birth certificate showing that you were born in one of the 50 states, the District of  Columbia, Puerto Rico, Guam, the U.S. Virgin Islands, American Samoa or the Northern Marina Islands

· A current U.S. Passport
· A report of birth abroad of a U.S. citizen (FS 240) issued by the State Department

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

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

· A certificate of naturalization (Form 550 or N-5700) issued by the Immigration and Naturalization Service

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

· Primary documentation of status as a lawful permanent resident alien of the United States.  The following are acceptable forms of certifying status as a lawful permanent resident alien of the United States:

· Permanent Resident Card, INS Form I-551

· A passport containing an INS stamp certifying approval of lawful admission for permanent residence

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

B. The member must successfully complete a criminal background check when participating in programs where there is substantial direct contact with children (as defined by state law) or service is performed in the homes of children or individuals considered vulnerable by the program.  These programs shall, to the extent permitted by state and local law, conduct criminal record checks on these members as part of the screening process.  A Record Check form is included in the Member Resource Book, or a copy of the completed form used by school/agency staff may be submitted.

III. 
TERMS OF SERVICE

A. A member’s term of service begins on the date of their orientation.  Members will have 1 calendar year (12 consecutive months) from their orientation date to complete either a 300 or 450 hour term of service.  Members will have 2 calendar years (24 consecutive months) from their orientation date to complete a 900 hour term of service.  Campus Compact staff will record a member’s official start and end dates according to this schedule.  This section will be completed by the Campus Compact staff on the last page of the Member Agreement (page 7 of the Member Agreement; page 31 of the Member Resource Book).

The member is committing to the following hours (please circle one):     300       450       900.  

The program and the member may agree, in writing, to extend this term of service for the following reasons:

1. 
The member’s service has been suspended due to compelling personal circumstances.

2. 
The member’s service has been terminated, but a grievance procedure has resulted in reinstatement.

B. The member agrees to complete a term of service (a minimum of 900 service hours for half-time; 450 service hours for quarter-time; or 300 service hours for minimum-time) during this period.  

Of these 900, 450, or 300 hours, a majority of hours will be Direct Service Hours (at least 80%).  A maximum of 20% of these hours may be Member Development Hours (see Member Development Plan).  Members must make a commitment to ONE of the three terms of service.  Members are not permitted to change their term of service.

C. 
The member understands that to successfully complete the term of service (as defined by the program and consistent with regulations of the Corporation for National and Community Service) and to be eligible for the education award, he/she must complete at least 900, 450, or 300 hours of service and satisfactorily complete pre-service training and the appropriate education/training that relates to the member’s ability to perform service.  The member also agrees to complete required program paperwork, forms, evaluations, logs, by the assigned due dates.

D. 
The member understands that to be eligible to serve a second term of service with the HELP Program, the member must receive satisfactory reviews on factors such as whether the member has:

1. 
Completed the required number of hours;

2. 
Satisfactorily completed program paperwork and program requirements; and

3.
Met any other criteria that were clearly communicated both orally and in writing at the beginning of the term of service.

E. 
The member understands, however, that the mere eligibility for an additional term of service does not guarantee selection or placement.
IV. 
POSITION DESCRIPTION

Please provide a very detailed description of your direct service activities.  This description will also be used to complete your Site Agreement – Service Position Description form that is completed in collaboration with your Site Supervisor.  Your Site Supervisor is the individual (university faculty or staff, or agency/organization/school administrator or staff) who will serve as your supervisor, advisor and mentor during your service activities.  This individual will assist you in completing your Site Agreement, Member Development Plan, Evaluation and Time Log forms, and monitor your compliance with AmeriCorps Provisions and Prohibited Activities.

Site Supervisor Name _____________________________________________________________________________

Primary Service Site Name/Location 
___________________________________________________________

Service Position Description ________________________________________________________________________
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V. 
BENEFITS

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

STATUS
EDUCATION AWARD*

Option One: Half-time (900 hours)
$2,362.50

Option Two: Quarter-time (450 hours)
$1,250.00

Option Three: Minimum-time (300 hours)
$1,000.00

B. 
Upon successful completion of the member’s term of service, the member will receive an education award from the National Service Trust as described in the chart in section A above.

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

High School Name ____________________________________________________

Location ___________________________Graduation Date ___________________


   (City, State)

2. The member understands that his/her failure to disclose to the program any history of having been released for cause from another AmeriCorps program will render the member ineligible to receive the education award.

3. The member understands that the Education Award does not have the flexibility of a traditional scholarship – that it is a voucher that may only be used to repay student loans or pay for educational expenses outlined in the member agreement and/or member handbook.

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

VI. 
RULES OF CONDUCT

A. 
At all times while acting in an official capacity as an AmeriCorps member is expected to:

1. 
Demonstrate mutual respect toward others.

2.
Follow directions.

3. 
Direct concerns, problems, and suggestions to program officials.

4. 
Not engage in any activity involving proselytizing or assisting religious organizations, attempting to influence legislation or an election or aid a partisan political organization, helping or hindering union activity, or aiding a business organized for profit.

B. 
At no time may the member:

1. 
Engage in any activity that is illegal under local, state or federal law.

2. 
Engage in activities that pose a significant safety risk to others.

C. 
The member understands that the following acts also constitute a violation of the program’s rules of conduct:

1. Unauthorized tardiness or absences.

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

3. Failure to wear appropriate clothing to service assignments.

4. Stealing or lying.

5. Engaging in any activity that may physically or emotionally damage other members of the program or people in the community.

6. Possessing or using any illegal drugs during the term of service.

7. Consuming alcoholic beverages during the performance of service activities.

8. Being under the influence of alcohol or illegal drugs during the performance of service activities.

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

D. 
Prohibited Activities

There are certain activities – including lobbying, political, religious, or advocacy activities – that AmeriCorps members and staff may not perform in the course of their duties, while charging time to the AmeriCorps program, or at the request of program staff.  Furthermore, members and staff may not engage in any conduct in a manner that would associate the national service program or the Corporation of National and Community Service with the prohibited activities.  Programs must become familiar with the specific prohibitions described in the Corporation's formal regulations and the grant provisions.

The list of prohibited activities includes:

· participating in efforts to influence legislation, including state or local ballot initiatives, or lobbying for your program;

· organizing a letter-writing campaign to Congress;

· engaging in partisan political activities, or other activities designed to influence the outcome of an election to any public office;

· 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;

· voter registration drives;

· organizing or participating in protests, petitions, boycotts, or strikes;

· assisting, promoting, or deterring union organizing;

· impairing existing contracts for services or collective bargaining agreements;

· 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;

· engaging in any form of religious proselytizing;

· providing a direct benefit to a for-profit entity, a labor union, a partisan political organization, or an organization engaged in religious activities;

· participating in activities that pose a significant safety risk to participants; and

· fundraising 

However, AmeriCorps members, like any other private citizens, may participate in any of the above activities on their own time, at their own expense, and at their own initiative.  Members may not wear AmeriCorps service gear in such instances.

E.
In general, for violating the above stated rules in section VI(C) and VI(D), the program will do the following (except in cases where during the term of service the member has been charged with or convicted of a violent felony, possession, sale or distribution of a controlled substance):

1.
For the member’s first offense, an appropriate program official will issue a verbal warning to the member.

2. For the member’s second offense, an appropriate program official will issue a written warning and reprimand the member.

3. 
For the member’s third offense, the member may be suspended for one day or more without compensation and will not receive credit for any service hours missed.

4. 
For the fourth offense, the program may release the member for cause.

F.
The member understands that he/she will be either suspended or released for cause in accordance with paragraphs (B), (D), and (E) of section VII of this agreement for committing certain acts during the term of service including but not limited to being convicted or charged with a violent felony, possession, sale, or distribution of a controlled substance. 

VII. 
RELEASE FROM TERMS OF SERVICE
A. 
The member understands that he/she may be released for the following two reasons:

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

2. 
For compelling personal circumstances, as explained in paragraph (C) of this section.

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

1. The member has dropped out of the program without obtaining a release for compelling personal circumstances from the appropriate program official;

2. 
During the term of service the member has been convicted of a violent felony or the sale or distribution of a controlled substance;

3. 
The member has committed a fourth offense in accordance with paragraph (D) of section VI of this agreement; or

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

C.
The Program may release the member from the term of service for compelling personal circumstances if the member demonstrates that:

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

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

3. The member has military service obligations;

4. 
The member has accepted an opportunity to make the transition from welfare to work;

5. 
The member has accepted an employment opportunity [NOTE: this only applies if the program has, as one of its approved objectives, the promotion of employment among its participants]; or

6. 
Some other unforeseeable circumstance beyond the member’s control that makes it impossible or unreasonably difficult to complete the term of service, such as a natural disaster, a strike, relocation of a partner, or nonrenewal/premature closing of a project or the program.

D.
The Program will suspend the member’s term of service for the following reasons:

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

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

E. The Program may suspend the member’s term of service for violating the rule of conduct provisions in  accordance with the rules set forth in paragraph (C) of section VI of this agreement.

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

G. 
If the member discontinues his/her term of service due to compelling personal circumstances as described in paragraph (C) of section VII of this agreement, the member will cease to receive benefits described in paragraphs (B) and (C) of section V.

H. The member understands that he/she is responsible for completing and submitting all paperwork by the assigned deadlines. The member also understands he/she will be receiving significant program information via electronic mail and/or member listserves, as well as in written form, and must complete program paperwork by assigned deadlines.  The member understands he/she is also responsible for providing up-to-date contact information, and is responsible for contacting the Campus Compact Office to provide change of address/contact information (including name, mailing address, electronic mail (email) address, phone number, etc.).  Failure to complete program requirements may result in being released from the term of service and/or exited from the program.

VIII. 
GRIEVANCE PROCEDURES

The member understands that the Program has a grievance procedure to resolve disputes concerning the member’s suspension, dismissal, service evaluation or proposed service assignment.  The member understands that, as a participant of the program, he/she may file a grievance in accordance with the Program's grievance procedure.  In the event that informal efforts to resolve disputes are unsuccessful, AmeriCorps members, labor unions, and other interested individuals may seek resolution through the following grievance procedures. These rocedures are intended to apply to service-related issues, such as assignments, evaluations, suspensions, or release for cause, as well as issues related to non-selection of members, and displacement of employees, or duplication of activities by AmeriCorps.



A.
Optional Alternative Dispute Resolution (ADR)

ADR is available, but must be selected within 45 days of the underlying dispute. If an aggrieved party chooses ADR as a first option, a neutral party designated by Campus Compact will attempt to facilitate a mutually agreeable res​olution. The neutral party must not have participated in any previous decisions concerning the issue in dispute. ADR is confidential, non-binding, and informal. No communications or proceedings of ADR may be referred to at the grievance hearing or arbitration stages. The neutral party may not participate in subsequent proceedings.

If ADR is chosen by the aggrieved party, the deadlines for convening a hearing and of a hearing decision, 30 and 60 days respectively, are held in abeyance until the conclusion of ADR. At the initial session of ADR, the neutral party must provide written notice to the aggrieved party of his or her right to request a hearing. If ADR does not resolve the matter within 30 calendar days, the neutral party must again notify the aggrieved party of his or her right to request a hearing. At any time, the aggrieved party may decline ADR and proceed directly to the hearing process.



B.
Grievance Hearing

An aggrieved party may request a grievance hearing without participating in ADR or, if ADR is selected, if it fails to result in a mutually agreeable resolution. The aggrieved party should make a written request for a hearing to the designated program supervisor or director. A request for a hearing must be made within one year after the date of the alleged occurrence. At the time a request for a hearing is made, the program should make available to the aggrieved party information that it relied upon in its disciplinary decision.

Campus Compact will arrange for one or more pre-hearing conferences at a time mutually convenient to the parties. Pre-hearing conferences are not a substitute for a hearing. They are intended to facilitate a mutually agreeable res​olution of the matter to make a hearing unnecessary or to narrow the issues to be decided at the hearing. The format of the pre-hearing conference may be flexible, involving meetings with one party at a time and/or with both parties together. Pre-hearing conferences are conducted by the program supervisor/director.

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


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

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

The cost of arbitration will be divided evenly between the parties, unless the aggrieved party prevails, in which case the program will pay the total cost of the proceeding as well as the prevailing party’s attorneys’ fees.

IX. 
AMENDMENTS TO THIS AGREEMENT
This agreement may be changed or revised by written consent by both parties.

X. AMERICORPS PLEDGE

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

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

AmeriCorps Member
AmeriCorps HELP Program Certifying Official
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Signature
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      Signature
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Name (please print)
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     Name (please print)

___ / ___ / ___  

Date
___ / ___ / ___  

Date
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University or College 
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Parent or Legal Guardian (if member is under 18 years of age)
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___________________________________________

Signature

___________________________________________

Name (Please print.)


_____/______/_____





Date
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MEMBER INFORMATION

Name (please print) _______________________________________________________   Term:  300        450     900

College/University _________________________________________________________                Please circle

Service Site __________________________________________________

Please provide a summary of your service position responsibilities, expected commitments, projects, etc., and be as specific as possible.  For example, instead of “I will tutor 3rd grade students” – be more descriptive by saying “I will serve with 3rd grade students to develop an after-school tutoring program in the areas of math and writing”. Please attach additional sheets as necessary…this description should also be included in the Member Agreement.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· As an AmeriCorps member, I will also work to strengthen my community by recruiting 5 additional volunteers to my service site to perform 5 hours of service each to meet identified community needs (not a HELP Program requirement).   

How many direct service hours per week will you serve?  _______________________ (average per week)

SITE SUPERVISOR INFORMATION

Please identify which focus area your agency’s or organization’s mission or services most closely represents:

O Education (i.e.  tutoring/mentoring, literacy, volunteer teaching ESL or GED classes, campus service-learning activities, classroom instruction)

O  Public Safety (i.e. volunteer firefighting, Red Cross, public health issues, criminal justice)

O  Environmental Initiatives (i.e. stream restoration, reveg./reforestation proj., wildlife conservation, recycling prog.)

O  Human Needs/Services (i.e. domestic violence centers/shelters, food banks, serving the homeless, counseling)

NEEDS ASSESSMENT STATEMENT:  Using the lines below, please identify a community need, issue or project you wish for this AmeriCorps member to directly address at your agency or organization during their term of service.  Please attach additional information as necessary.  ____________________________________________________________________________________________________________________________________________________________________________________________________________

Site Supervisor Name (please print) _________________________________________________________________________
Title/Agency ____________________________________________________________________________________________

Address _______________________________________________________________________________________________

Work Phone __________________________________  Work E-mail _______________________________________________

I agree to serve as the Site Supervisor for _____________________________________ during his/her AmeriCorps term of service.  I agree to monitor the member’s compliance with the AmeriCorps provisions regarding Prohibited Activities (yellow copy of this form with activities is provided by member).  I also agree to monitor the member’s timely completion of required program paperwork, including Time Logs, Site Agreement, Member Development Plan and Evaluations.

Site Supervisor Signature ___________________________________________          Date ______/______/_______ 

Depending on placement, the Site Supervisor may be a P-12 teacher, University/College Faculty or Staff person, Agency Staff, etc. 

The Member is responsible for sending Time Logs to the Campus Compact office at the end of each month after securing the supervisor’s signature, and is responsible for the timely submission of all program paperwork.
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Name _______________________________________________________   Term:    300         450         900  

College/University _____________________________________________

As a HELP Program participant, you have a unique opportunity to participate in activities that will not only meet identified community needs, but contribute to your personal and professional development.  The Member Development Plan is a key tool to help you identify your own personal and service goals, develop clear objectives to meet your goals, and follow your progress as you achieve them.  

HELPful Hint:  Setting goals can be a challenge.  To assist you in developing a strong goal plan, try to be as clear as you can and develop an action plan showing the steps you’ll take to achieve your goals.  Consider the following example.  Instead of only speaking generally - “I want to be more healthy” - add your action plan: “I want to be more healthy and will commit to exercising three days a week by walking three miles each day.”  Your action plan further defines your commitment and shows your path to accomplishing your goals.  
Please see the Program FAQ’s section for additional information and ideas (page 9).  GOOD LUCK!!  

Personal/Professional Goals to be achieved:  (continue on separate sheet if necessary)

A.

B.

C.

Service-Related Goals to be achieved:

D.

E.

Based upon the goals and interests identified above, you, as the AmeriCorps member will pursue the above mentioned individualized personal, professional and service-related development activities during the AmeriCorps term of service.  Member Development hours can not exceed 60 hours for a 300 hour term, 90 hours for a 450 hour term and 180 hours for a 900 hour term.

Member Signature ___________________________________________________________Date______________________

Site Supervisor Signature_____________________________________________________ Date______________________
Please keep the yellow copy for your records; submit the white copy to Campus Compact.
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This is the Campus Compact Criminal Record Check Verification Form.  The Corporation for National and Community Service has established the following provision:

“Background criminal record checks are required, to the extent permitted by state law, for members who have substantial direct contact with children (as defined by state law), or who perform service in the homes of children or individuals considered vulnerable by the program.”

This form is to verify that  _____________________________________ has submitted to, and 





Member Name

successfully completed, a Criminal Record Check to be able to serve as an AmeriCorps member and HELP Program participant at the service site listed below.  If it is discovered that there is an existence of criminal record information, the Campus Compact office will be notified immediately.

Date of Completion _____/ _____/ _____

_________________________________________________
_____/ _____/ _____  

Site Supervisor Signature  






Date

_________________________________________________________________________

Service/Volunteer Site and Location

For additional assistance in completing this request and for more information on criminal record checks, please consider accessing the following State/Highway Patrol and Department of Justice websites: 

California ~ http://caag.state.ca.us/fingerprints/security.htm
Hawai’i ~ http://www.state.hi.us/hcjdc/
Idaho ~ http://www.isp.state.id.us/identification/index.html
Oregon ~ http://www.osp.state.or.us/  (click on “Divisions” in the left menu; click on “ISS”)

Montana ~ http://www.doj.state.mt.us/itsd/cjisb.htm
Washington ~ http://www.wa.gov/wsp/crime/crimhist.htm
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As an AmeriCorps Member, the Corporation for National and Community Service will pay a portion of the interest that your student loans accrue during your term of service.  Because the HELP program provides part-time service opportunities, only part of the interest accrued during your term of service will be paid (for example, approximately 50% of interest accrued will be paid for a 900 hour part-time term).

The “Forbearance Request for National Service” form notifies the Corporation for National Service that you have student loans that are acquiring interest during your term of service as a HELP member.  Paragraph two of the Loan Forbearance Request for National Service Form indicates approved educational loans.  The form should be filled out with all loan holder information and mailed to your state’s Campus Compact office with your Enrollment Paperwork.

For the Corporation to pay your interest, you must also submit an “Interest Accrued During National Service” form to your loan holder(s) at the end of your term, making sure to make a copy for yourself.  Be sure to check with your Program Director to find out the dates you should fill in for your “period of national service.”  Your loan holder(s) will fill in the amount of interest your loan accrued and mail the form to the National Corporation. It is recommended that you ask your loan holder to send you a copy of the form with your completed interest information.


Once they receive your form, the Corporation sends a check directly to your loan holder for the amount of interest they calculate should be paid.  They will not notify you when payment is made, and it is up to you to call and confirm.  


To check on interest payments you can contact the Corporation for National and Community Service at 1-800-942-2677 extension 347.  Specific inquiries about the Education Award Voucher may also be directed to:  edawardvoucher@cns.gov for additional assistance.

Section IV

Time Logs 


TIME LOG INSTRUCTIONS

Read these directions carefully!

Time Logs are a critical piece of documentation that must be submitted on a monthly basis for members to have their service hours counted.  Members will need to thoroughly complete the time logs, obtain necessary signatures, and send them to the Campus Compact office by the 10th day of the following month.  For example, a time log with hours for the month of October will be due to the Campus Compact office by November 10th, etc.  To ensure timely processing of your time logs, please complete your time logs thoroughly and obtain all signatures as necessary.  Hours on time logs received 30 days after the last day of the month in which hours were served will not be counted.

1. Member Information:  fill in Name, College/University, service site and circle your term of service hours.

2. On the line with the corresponding date, fill in the appropriate hours for

a. Direct Service Hours: The provision of service to clients at your site.

b. Member Development Hours:  Activities including trainings, reflection, conferences, etc. (also items on your Member Development Plan).  Member Development hours are limited to 60 hours for a 300 hour term, 90 hours for a 450 term, and 180 hours for a 900 hour term.  

c. Total your hours ACROSS and DOWN.

3. Volunteer Activity Log:  Record the number of additional volunteers you have recruited to assist with direct service provision at your site, and how many hours they served.  

· List the number of volunteers.  To calculate their hours, include the TOTAL number of hours for each person.  For example, instead of 3 people serving for 1 hour each...record 3 people serving for 3 hours (their total collective hours). Feel free to include their activities in the Description of Service Activities as well (write on the back if necessary).  Total the numbers at the bottom.  Remember...these are their hours and cannot be considered for your totals.

4. Provide a Detailed Description of your activities...use the back as necessary.  The Corporation for National and Community Service requires we keep detailed records of daily service activities.  Please be descriptive (for example, writing more than “tutored” – but “tutored five 3rd graders in math for two hours”, etc.).

5. Two Signatures are required to verify and validate your time log!

a. Member Signature and Date

b. Site Supervisor Signature and Date

6.  
Use the Campus Compact information for your state to submit your completed Time Log (see page 4 of the MRB).

HELPful Hints:

· Please enter your hours in decimal form and round to the nearest quarter-hour (i.e. 1.25; 2.50).

· Total the number of hours both across and down the page in the spaces provided.
· Remember the signatures!!  Time Logs that do not have both signatures will be sent back to you.
· Make a photocopy for your own records in case questions ever arise about your total number of Hours, and use the Cumulative Hours Form as a summary for your records.
· Time Logs are due by the 10th day of the following month.  Your file is out of compliance if you are not up to date with your time logs.  This will endanger your education award.


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:       September      




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:         October        




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:        November       




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:         December       




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:          January        




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:         February         




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:           March         




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:            April          




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900

[image: image8.wmf]Sample

3

1.25

4.25

2

4

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

TOTALS

DIRECT

SERVICE

Hours

MEMBER 

DEVELOPMENT

Hours



DATE

TOTAL 

HOURS

BRIEF DESCRIPTION OF SERVICE ACTIVITY 

(i.e. tutored ten 5th graders in math at Shuksan 

Elementary School; recruited two volunteers who 

served 2 hours each).  Continue on back...

NUMBER OF 

VOLUNTEER

HOURS

(COLLECTIVE) 

NUMBER OF

ADDT'L

VOLUNTEERS

RECRUITED



Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:              May          




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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DIRECT
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Hours
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DEVELOPMENT
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DATE

TOTAL 

HOURS

BRIEF DESCRIPTION OF SERVICE ACTIVITY 

(i.e. tutored ten 5th graders in math at Shuksan 

Elementary School; recruited two volunteers who 

served 2 hours each).  Continue on back...

NUMBER OF 

VOLUNTEER

HOURS

(COLLECTIVE) 

NUMBER OF

ADDT'L

VOLUNTEERS

RECRUITED



Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:            June             




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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BRIEF DESCRIPTION OF SERVICE ACTIVITY 

(i.e. tutored ten 5th graders in math at Shuksan 

Elementary School; recruited two volunteers who 

served 2 hours each).  Continue on back...

NUMBER OF 

VOLUNTEER

HOURS

(COLLECTIVE) 

NUMBER OF

ADDT'L

VOLUNTEERS

RECRUITED



Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:               July          




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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(i.e. tutored ten 5th graders in math at Shuksan 

Elementary School; recruited two volunteers who 

served 2 hours each).  Continue on back...

NUMBER OF 
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(COLLECTIVE) 

NUMBER OF

ADDT'L

VOLUNTEERS

RECRUITED



Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:         August            




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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(i.e. tutored ten 5th graders in math at Shuksan 

Elementary School; recruited two volunteers who 

served 2 hours each).  Continue on back...

NUMBER OF 
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(COLLECTIVE) 

NUMBER OF

ADDT'L

VOLUNTEERS

RECRUITED



Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:                                 




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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served 2 hours each).  Continue on back...
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(COLLECTIVE) 
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ADDT'L

VOLUNTEERS

RECRUITED



Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:                                 




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____


TIME LOG – Due by the 10th of the Following Month
Member Name ______________________________________________  Month:                                  




Please print.

College/University _____________________  Service Site                                       
Term:   300    450   900
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Member Signature ___________________________________________
Date ____/ ____/ _____

Supervisor’s Signature ________________________________________
Date ____/ ____/ _____



This form is for your use, to stay up to date on how many hours you complete each month, including both direct service and member development hours.

MONTH
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MEMBER DEV.
TOTAL
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Section V

Evaluations & Reflection Activities

PROGRAM EVALUATIONS

& REFLECTION ACTIVITIES

Over the course of your term of service, the staff of the HELP Program and Campus Compact are very interested in receiving your insights and feedback.  Just as you will be measuring your individual goals through the Member Development Plans, Campus Compact also will be seeking information to measure the impact AmeriCorps members have in our communities, identify accomplishments, strengths and challenges, and evaluate our ability to achieve program goals.

Why Complete the Evaluations & Reflection Activities?

Good question!  Evaluations and surveys provide the program staff with valuable data to monitor our progress, what impact we are making in our communities, how successful our programs are and where challenges present themselves.  One main goal is to assist members and partnering organizations in creating a meaningful service experience that is mutually benefiting, and results in a positive influence within our communities.  In order to gain a greater understanding of the impact the AmeriCorps service experience will have on you and the community, spending time to reflect will help provide perspective and meaning.  In light of this, there is a small handful of data collecting tools we’ll be using to gather information.  

What is the Process?

Evaluations will be provided in the Member Resource Book in hard copy form, and will (hopefully!) be accessible online as well.  Some evaluations may be presented at the time of an event (for example, at a conference or regional training event).  Members will then complete and submit these evaluations to Campus Compact either at the time of the event, electronically, or through the mail by a designated due date.

What do I do?

The following is a list of Evaluations & Reflections members will complete, along with a brief description of each evaluation.

1. Pre-Service Orientation Evaluation ~ This evaluation will be completed for the Pre-Service Orientation (Member Orientation).  It is a quick evaluation on the orientation presentation to measure your understanding of the program and skills needed for your service assignment, as well as your understanding of the national service network (don’t worry....it’s not a test!!).  A copy is provided in the Member Resource Book, page 56.  This evaluation is due with your enrollment paperwork.

2. Member Development Plans ~ These are goal setting plans that you design and outline regarding your personal and professional development, and service-related interests.  These forms are included in your Member Resource Handbook.

· Part One – due with Enrollment Paperwork (page 33 of the MRB).

· Part Two – due with Exit Paperwork (page 66 of the MRB).

3. Great Stories ~ The “Great Story” is an important facet of the HELP Program.  Members share rewarding experiences that have personally affected them during their terms of service.  Great Stories are an excellent medium to utilize for reflection and personalizing your service experience.  Great Stories also help demonstrate to the Corporation for National & Community Service the impact that members have made on their service sites and communities. 

· Great Story #1:  Due Six Months from Your Orientation Date.  Please send 1-3 paragraphs about something great that has happened during your service as an AmeriCorps member. Please send your Great Story electronically or in written form, and submit it to your Campus Compact Office!  Although the story should be neat and well-written, we’re much more interested in the content rather than a particular format (see member samples on the next page).

· Great Story #2:   Due  with your Exit Paperwork  .  Follow the same instructions as stated for Great  Story #1.

4. Member/Program Evaluation ~  This form is for members to complete in response to their service experience.  The evaluation has general sections that all members are asked to complete to capture data that is both general and specific to the focus areas, and both qualitative and quantitative.  The HELP Program and Campus Compact staff also welcome feedback from members and this form is an appropriate medium to use to share compliments and suggestions!

5. Site Supervisor Evaluation ~  This evaluation is also required for the program and must be completed by your Site Supervisors.  Your site supervisor may or may not choose to share the information in their evaluation with you, so please respect their wishes if they prefer to submit it to you and the HELP Program with confidentiality.  

6. Regional Training Evaluations ~ Throughout the service year, Campus Compact will offer additional trainings over a variety of leadership and personal development topics for AmeriCorps members.  We will advise you of the events in your area via e-mail.  Evaluations of these trainings will also be completed at the time of the training session.  These trainings (such as the Tools for Change Conference and Continuums of Service Conference) are strongly encouraged, though not required.

7. Volunteer Activity Logs ~ Another goal of the HELP Program is to have members recruit additional volunteers to serve with them at their service site, thus encouraging other community members to become involved.  On each Time Log, there is a section to note “Number of Additional Volunteers Recruited” and “Number of Volunteer Hours”.  The number of volunteers is recorded and their hours are recorded as the “collective number” – this means if two volunteers serve for an hour with you at your site, it is recorded as “two hours” (one hour per person).  Although not a program requirement, we hope EVERY AmeriCorps member will recruit at least five volunteers to perform an additional 25 hours of service (five people, serving five hours) to further strengthen our communities and broaden our service reach.  

SAMPLE “GREAT STORIES”

Central Washington University


During the first few days of my experience at Crestwood Elementary in September of 1999, I noticed a child named Samuel who seemed to need a lot of help in all areas of school.  Having previously been home-schooled, this was his first year of attending public school.  
Samuel was lacking in many areas of his education.  He could barely read, his math skills were almost nonexistent, and he was very timid when socializing with the other children.  The teacher was extremely busy just keeping the classroom running and did not have a lot of time to give Samuel the attention he needed.  The school specialists were also working very hard to keep up with their current caseloads.  I decided that I would try to give Samuel the help that he needed.


During class, I often found myself spending a lot of time explaining things to Samuel.  His ability level would test my understanding of the subject matter, as I would have to find many different ways to explain the same thing.  We worked hard together as he began to develop an idea of what school is about.


One day, while engaging in the daily math routine, I saw Samuel’s eyes light up.  He had that smile on his face that someone gets when they figure something out or develop an understanding of something that was previously a myth to them.  He raised his hand, called me over to his desk and half-whispered to me, “I get this stuff, this is easy, I am finally getting it!”  This was one of the best moments I have had as a tutor/mentor.  These moments define the reason I want to become a teacher.  I want to see the light bulb go on in every child that passes through my classroom.

University of San Diego


I coordinated a service project as part of the state-wide Paint California Project. I recruited students from my university to spend a Saturday painting an elderly woman’s home. Although only a small number of students participated (about 10), the impact that we made was amazing. When we finished painting the house, we brought the woman outside to take a look. She was amazed at how beautiful the house looked and she just stood outside staring at her home and commenting on how it had not been painted in over 10 years. She was so thankful to all of the people who had helped make her house a more inviting place for her to live. She made us all coffee, invited us into her home, and took a picture with us when the work was completed. The students that helped went home with smiles on their faces because they knew that they had made a difference in this elderly woman’s life. I still have a warm feeling in my heart from the project because I saw how much a Saturday morning spent painting someone’s house can make a wonderful impact. All of us felt wonderful for creating a positive change in the woman’s life and the woman can be reminded of us each time she walks outside.


NAME _________________________________________________________________    DATE _____________________


(Please Print.)

ORIENTATION SITE _______________________________
YOUR INSTITUTION________________________________



    
(Institution.)





(If different than orientation site.)

Please complete the following questions to assist the Campus Compact staff in evaluating the effectiveness of the Pre-Service Orientation process for HELP Program participants.  Please circle your responses.

PRESENTER - Was the presenter prepared?  

Materials were ready. 


Not Ready

Somewhat 
Ready

Very Organized

Presentation was organized.

Not Organized

Somewhat 
Organized
Very Organized

Presenter was on time.


Did Not Show

Not on Time
On Time

Early

Presenter seemed knowledgeable.
Unprepared

Somewhat 
Knowledgeable  
Very Knowledgeable
PRESENTATION – Was the presentation complete?

Information was clear and concise.

Unclear   
Somewhat Unclear
Clear

Very Clear

Member Resource Book was easy to follow.
Difficult   
Somewhat Difficult 
Mostly Easy  
Very Easy
Orientation presentation was easy to follow.
Difficult

Somewhat Difficult
Mostly Easy
Very Easy
Orientation answered my questions to my satisfaction.
Not answered
Somewhat
Mostly

Fully


PROGRAM – What is your understanding of the overall program?

I understand the national service network of the 

HELP Program.




Not Well

Somewhat Well

Well
Very Well
I understand the role of Campus Compact nationally.
Not Well  
Somewhat Well
 
Well
Very Well
I understand the role of Campus Compact as a 

partner to the HELP Program. 


Not Well   
Somewhat Well

Well
Very Well

I understand the goals of the HELP Program.

Not well    
Somewhat Well

Well
Very Well
I gained the skills needed to connect with my 

direct service assignment.  

Not Confident
Somewhat 
Confident
Very Confident

PROGRAM INTEREST – What drew your interest to the program?

How did you first hear about the HELP Program? (Please check all that apply.)

_____  Work Study Office


_____  Work Study Brochure/Award Letter


_____  Friend/Word-of-Mouth


_____  Student Club Advisor



_____  Campus Service-Learning Center

_____  City/County Volunteer Center


_____  Non-Profit Agency/Staff


_____  Campus/City Newspaper

_____  Faculty Member (Department: _______________________)

_____  Internship Advisor (Department: ______________________)

Other ________________________________________________________________________________________

Of the following, what is your top reason for considering the HELP Program at this time? (Please check only one.)

_____
Opportunity to participate in community service/service-learning.



_____
Opportunity to participate in a national service program.



_____
Career exploration through service.



_____
Earning an education award.
ADDITIONAL FEEDBACK – Please provide additional feedback.  Thank you!

PLEASE SUBMIT YOUR COMPLETED EVALUATION FORM WITH YOUR ENROLLMENT PAPERWORK.


Name _________________________________________

Term  
300
450
900


Please Print.









University _____________________________________ Service Site___________________________________
Instructions:  Please complete this evaluation to provide Campus Compact with feedback related to your service experience and support.  This information will be used to strengthen the program format and implementation, and provide the Corporation for National & Community Service valuable data regarding the impact of AmeriCorps Members in our communities.  Please attach additional sheets as necessary to complete this evaluation as accurately and thoroughly as possible.
You may either complete the form in hard copy, attaching responses on a separate sheet if necessary, or access the HELP Program website to complete the evaluation electronically.  This evaluation is due with your Exit Paperwork and is required for program completion.  If you have any questions, please contact us!!  

GETTING THINGS DONE

1. Please identify your AmeriCorps service focus area(s):

_____ Education    _____ Environmental Initiatives    _____ Human Services/Needs    _____ Public Safety


Please identify reasons for initially choosing to participate in an AmeriCorps program (check all that apply):

_____ Perform community service
_____ Motivated to serve somewhere because of national events


_____ Meet other students

_____ Combine an internship position with a service experience

_____ Career exploration

_____ Combine a Work Study position with a service experience

_____ Receive an education award 
_____ Participate in a national service program

_____ The education award was an incentive in choosing a service-related Federal/State Work Study position.

MEMBER DEVELOPMENT

1. Do you believe you met your Member Development Goals by the end of your term of service?
    ___ Yes       ___ No
STRENGTHENING COMMUNITIES

1. Did you participate in a National Day of Service (i.e. Martin Luther King, Jr. Day events, etc.)?  Which ones?

2. Describe the benefits of your participation.

3. Did you engage in training and service-related activities that contributed to your choosing a Career for the Common Good (i.e. teaching, nursing, fire fighting, social work, etc.)?  What are some activity examples?

For the following, please review each section and respond to the items that are related to your service experience and activities.  Please be as descriptive as possible.  You may leave blank the items that do not pertain to your service experience.

Education Services

Activity
Did you participate in the listed activity?
Total served or directly benefiting (# of students or parents) etc.
What results have you seen? (e5 students had grades increase; 10 parents passed GED tests, etc.)
Special characteristics of clients or beneficiaries (4th graders, senior citizens, homeless families, ESL students, etc.)

Provided child care





Taught students in Head Start or Kindergarten





Taught students grades 1-12





Tutored students grades 1-12





Mentored or counseled concerning school success





Provided in-class enrichment (speakers, presentations, etc.)





Provided out-of-class enrichment (field trips)





Conducted home visits for instruction / follow-up of educational act.





Organized/conducted service-learning & community education

# of students:



Worked with parents regarding parenting skills

# of parents:



Taught adults GED or basic skills development

# of adults:



Other activities (please specify)





Educational Support Activities

Activity
Did you participate?
Total served or directly benefiting
What results have you seen? (ex:  increase in academic success; number of students wanting tutors increased; students more interested in the environment, etc.)
Special characteristics of clients or beneficiaries

Students demonstrated academic success

# of students:



Recruited peer (student) tutors

# of tutors:



Trained peer (student) tutors

# of tutors:



Recruited volunteers for tutoring or educational purp.

# of volunteers:



Trained or placed volunteers providing service

# of volunteers:



Developed curriculum or curriculum materials (specify subject areas)

# of students instructed:



Performed case management (i.e. followed up with students regarding academic performance)

# of students:



Assembled book collections, maintained libraries

# of students:



Other student instructional support (please specify)





Public Safety

Activity
Did you participate?
Programs or groups affected
Total served or directly benefiting
What results have you seen? (ex: peaceful community event; 10 gang members now working as peer mediators)
Special characteristics of clients or beneficiaries

Developed networks among ethnic or other groups not previously relating well

#  community groups:
# of people:



Conducted neighborhood watch, violence prevention, etc.

# patrol groups:
#  escorted:



Started or continued community policing or police relations programs

# programs:
# of people:



Conducted or trained students in conflict mediation or resolution programs in schools

# programs:
# of people:



Conducted/trained students, adults or families in conflict mediation/resolution outside school

# programs:
# of people:



Organized and/or conducted after-school sports and violence avoidance activities


# participated:



Counseled individuals about substance abuse prevention or related issues


#  counseled:



Provided information about risks, safety measures or victimization prevention to public or answered hotline calls (specify type of risks)


# who received info:



Conducted anti-victimization, counseling, workshops in violence prevention, or help in negotiating the justice system


# counseled or trained:



Conducted child abuse prevention awareness training


# trained:



Conducted activities related to juvenile or adult offenders or ex-offenders (i.e. career development)


# of juveniles:

# of adults:



Other activities (please specify)








Natural Environment

Activity
Did you participate?
Number of units (e.g. dams repaired, areas abated, fish cultivated, etc.)
Estimated # of people served/benefiting
Special characteristics of clients or beneficiaries

Planted trees in wild lands or park lands

# of acres:

# of trees:



Eliminated environmental risks in wild or park lands (specify risk)

# of acres:

# of trees:



Repaired dams or did other flood control activities (specify type of work)

# of dams:



Restored or conserved rivers, river banks, beaches & fish habitat

Miles of river:

Acres of habitat:



Restored or conserved other public lands,  fowl or fauna habitat (specify habitat)

Acres of habitat/land:



Maintained or cleaned up train & other public park areas or roads

Miles of trail/road:



Sampled, mapped or monitored natural resources (specify activities)

# of activities:



Provided other technical services (i.e. computer simulation) (specify service)

# of service activities:



Trained others to prevent or better address environmental problems (specify type of training)

# of trainings:



Other activities (please specify)







Neighborhood Environment

Activity
Did you participate?
Total things/units built (# of buildings renovated, trees planted)
Estimated # of people served/benefiting
Special characteristics of clients or beneficiaries

Constructed new homeless shelters or made old shelters habitable

# completed:

# in progress:



Constructed low income housing or housing for disabled or elderly

# completed:

# in progress:



Rehabilitated or renovated low income housing or housing for disabled or elderly

# completed:

# in progress:



Rehabilitate, renovated or repaired other community buildings

# completed:

# in progress:



Weatherized or winterized homes or other buildings

# of homes, apts:

# of comm. bldgs:



Worked on business development activities or helped prepare development events

# businesses attending:

# of communities:



Cleaned up neighborhoods (indicate lbs of trashed removed)

# lbs:

# of neighborhoods:



Planted neighborhood gardens

# of gardens:



Planed trees in urban areas or rural towns (not wild lands)

# of trees:



Recycled consumables or improved energy efficiency in neighborhood

# lbs recycled:

# of projects:



Eliminated or abated environmental risk in buildings, bases, parks, other areas (specify risk)

# of buildings:

# of areas:



Other activities (please specify)







Environment – Support & Emergency Response

Activity
Did you participate?
Total # of units (acreage, trees, clients, etc.)
What results have you seen?
Special characteristics of clients or beneficiaries

Assessed need for public or community building repairs (repair of public facilities, lead abatement)

# assessed:



Assessed housing or building repair needs (pollution prevention or containment, risk management)

# assessed:



Assessed park trail or wild land area maintenance needs (repair, trail erosion, safety enhancement)

# assessed:

# of miles:

# of acres:



Helped clients identify requirements to meet health or pollution standards 

# of clients:



Distributed information about risks or prevention to the public (specify risk)

# distributed:



Provided safety training on environmental hazards (pesticides, etc.)

# of trainings:



Designed plans for picnic areas, community housing, shelters, etc.

# planned:



Provided emergency assistance to individuals in need

# of people:



Performed emergency response (fire fighting, search & rescue, etc.)

# of emergencies:



Other responses (please specify)



# of units (specify):



Human Needs Direct Service

Activity
Did you participate?
Total served or directly benefiting
What results have you seen? (ex:  30 people found jobs, 20 people found housing, etc.)
Special characteristics of clients or beneficiaries

People received independent living assistance (chores for seniors, social support for disabled, etc.)

# served:



People counseled concerning job development or placement

# counseled:



People counseled related to health and family matters (physical/mental health)

# counseled:



Homeless given shelter or vouchers for shelter

# served:



Homeless placed in housing (permanent or transitional to permanent)

# served:



Homeless given goods to help them (clothes, food, shelter support)

# served:



Organized or packed food or clothing for food or clothing bank

# of items:



New homeowners or potential home owners provided housing services and loan development

# served:



Individuals received access to health care, diagnosis, follow-up, screened for care, etc.

# served:



Pregnant women received access to prenatal care, health service screening or care, children’s health info distributed or provided

# served:



Adults or children immunized

# served:



Other direct services (please specify)







Human Needs Support Activities

Activity
Did you participate?
Total served or directly benefiting
What results have you seen?
Special characteristics of clients or beneficiaries

Adults or children were provided transportation in support of other human service activity

# served:



Families were provided child care in support of other human service activity

# of families:



People were provided case management such as health appointments or follow-up scheduling

# served:



Volunteers recruited and coordinated for assistance in addressing human needs issues

# of volunteers:



People’s specific support needs assessed or identified (specify needs)

# of assessments:



Informational materials developed (specify subject)





Informational materials distributed (specify subject)

# who received:

# of distributed:



Organized or staffed a community event, fair, or benefit related to health or other human needs

# attending:



Other support service activities (specify activity)





Thank you for completing the evaluation, and thank you for your decision to participate in the AmeriCorps HELP Program.  Your commitment to participate in a national service program is appreciated.  We hope you continue to be involved in service endeavors and remain active in your community.

Good Luck!   Peace – the HELP Program Staff



Please complete the following evaluation to provide Campus Compact with feedback related to the service and support provided by your AmeriCorps member with The HELP Program this year.  This information will be used to strengthen our program, and provide the Corporation for National & Community Service with valuable data regarding the impact of AmeriCorps Members in our communities.  Please complete the evaluation as accurately and completely as possible. This is a required evaluation for your member to successfully complete the program, and they will submit it with their Exit Paperwork.  Your information will not be shared directly with your member.  You may respond to the questions and return the evaluation to your HELP Member or send it directly to your state’s Campus Compact office (your member will have the address and it may also be found in the Site Supervisor Resource Booklet).

1. Member’s Name: ___________________________________________________________

(Please print.)

2. Please mark the focus area with which your agency or organization most closely identifies.

_____ Education


_____ Environmental Initiatives


_____ Public Safety


_____ Human Services/Needs

For the following questions, please respond considering your “primary clientele” – the primary layer of individuals/beneficiaries of the services of your organization or agency.  For example, a university service-learning center may have faculty, staff and students of the institution as the primary clientele.  Community agencies that students or faculty may serve through campus programs would be a secondary clientele layer.  

3. Briefly describe the clientele/recipients of your agency programs & describe any special characteristics.  (e.g. Clients:  4th graders, senior citizens, women, faculty;  Special Characteristics:  crime victims, ESL students, low-income families, work-study students, etc.)

4. On a monthly or yearly average, approximately how many individuals/beneficiaries receive direct services from your agency or organization?  (How many students are in your classroom; how many individuals or families are served; how many higher ed students participate in programs, etc.)

5. Describe the qualitative changes you saw in your primary clientele and/or agency during your member’s AmeriCorps service.  (I.e. ~ improvement in academic success, increase in reading scores, improved self-esteem, families found housing, higher ed students were more civically engaged, etc.)

6. Identify/Summarize the quantitative impact of your member’s AmeriCorps service experience.  (I.e.  reading levels increased by 3 levels; 10 students read at a higher level; 15 families found housing; 75 trees planted, 100 higher ed students participated in campus service programs, etc.)

7. A.  For those in a P-12 Education setting (i.e. elementary or high school):  What percentage of students demonstrated an increase in academic success as a result of the member’s efforts?

B. For those in a higher education setting (i.e. college or university):  Please identify how your institution’s programs were enhanced as a result of the member’s efforts.

8. For those in a Public Safety, Environmental, or Human Needs/Services setting:  Please identify how your agency’s programs were enhanced as a result of the member’s efforts.

9. Did you provide the Americorps member with additional training over the course of their service?  What are some examples?  (e.g. orientations, topical trainings, conferences/seminar attendance, etc.).

10. Please share positive or critical feedback about your experience with the HELP Program.

Site Supervisor Name: _____________________________________________________





(please print)

Site Supervisor Signautre: _________________________________________  Date: ____ / ____ / ____

Thank you for completing this evaluation, and thank you for your support of an AmeriCorps Member at your site.  We appreciate your participation in the HELP Program.  Peace—The HELP Program Staff

Section VI

Exiting the Program

EXIT CHECKLIST


Member Name________________________________________   
Term:
300
450
900



(Please print.)






          
(Please circle.)

College/University_______________________________________________________

Exit Paperwork Reminders:

· All paperwork is due two weeks from the end of your term of service.  You are required to exit the program upon completion of the hours for your term of service.

· It is your (the member’s) responsibility to contact the Campus Compact office if you need an extension for paperwork submission.

· You will not receive your education award until all paperwork has been submitted.

Exit Paperwork Checklist:

Turn in this checklist with your exit paperwork to ensure that all forms have been completed.  Please be kind to your program staff and trim the torn edges of all paperwork you submit.  Thanks! 

To Campus Compact:

· AmeriCorps Exit Form—please get a copy of this from your campus contact
· Member Development Plan - Part Two (Site Supervisor signature not required)
· Program Evaluations

· Member / Program Evaluation

· Site Supervisor Evaluation

· Great Story Two (submitted via email or hard copy with exit paperwork)
· Final Time Log

· Updated Contact Information (Contact information on your Exit Form is where your award will be sent)

To Your Loan Holder:

· Accrued Interest Form (if applicable)-please get a copy of this form from you campus contact    

· Do not submit this form to Campus Compact…this form must be completed and sent directly to your Loan Holder(s).  See page 35 for more information.

MEMBER DEVELOPMENT PLAN 

PART TWO
Due with your exit paperwork at the end of your term of service.

Name _______________________________________ 
Hours:  300        450        900  


      (Please print.)








(Please circle.)

College/University ___________________________________________________________
At the beginning of your term of service, you identified a variety of goals related to personal and professional development, and your service-related experience.  Spend some time reflecting on your experiences specifically related to your original goals.  Summarize your original goals and describe the progress you made toward accomplishing those goals (refer to your Member Development Plan, Part One, page 33).  Consider describing how your work towards achieving these goals impacted your AmeriCorps experience, and/or how you may have grown or were impacted by working towards these goals.
Personal / Professional Goals:    

A.

B.

C.

Service-Related Goals:

D.

E.

F. Do you feel that you were able to adequately meet your individualized goals measured by your Member Development Plan?  Why or why not?  (continue on back...)
Section VII

Using Your Education Award

Using Your Education Award

One of the ways AmeriCorps can help you reach your goals is with the education award. After you successfully complete your service, you will be eligible for an education award that you can use to attend qualified institutions of higher education or training, or to repay qualified student loans.  To qualify for an education award, you must successfully complete the required term of service for your program. 

The following information describes the basics about the education award.  This information is provided by the National Service Trust and AmeriCorps.  The National Service Trust is the federal office within the United States Treasury that manages the education award process.  Some of your questions may be answered by your Campus Compact staff, however, many technical questions, how/when to apply the loan, questions about loan payments, etc., may not.  Aside from collecting member information, the Campus Compact staff does not do any management of the education award itself.  If you have education award questions, please consider calling the Trust directly at 1-888-507-5962, or email the Trust at edawardvoucher@cns.gov for assistance.

For what can the education award be used?

You can use your education award in the following ways, or a combination of them: 

· to repay qualified existing or future student loans; 

· to pay all or part of the cost of attending a qualified institution of higher education (including certain vocational programs); or 

· to pay expenses while participating in an approved school-to-work program. 

How much are the education awards?

· If you successfully complete one half-time term of service (at least 900 hours over two years or less), you will be eligible for an award of $2,362.50. 

· If you successfully complete one quarter-time term of service (at least 450 hours over one year), you will be eligible for an award of $1,250.00. 

· If you successfully complete one minimum-time term of service (at least 300 hours over one year), you will be eligible for an award of $1,000.00. 

If you serve at least 15% of your term and leave for compelling personal circumstances (as determined by your project director), you may be eligible for a prorated award based on the number of service hours you complete. 

How many education awards can I receive?

Up to two. You can receive an award for each of your first two terms of service, regardless of whether they are full-time, part-time, or reduced part-time terms. If you end a term of service early, that term may count as one of your two chances to earn an award.

How long do I have to use the education award?

You have up to seven years after the date you end your term of service to use the award. 

Which colleges and universities are 'qualified institutions'?

You can use your education award at most institutions of higher education (including graduate and professional programs), as well as some vocational schools. An institution is considered qualified for the education award if it has an agreement with the U.S. Department of Education making its students eligible for at least one of the federally backed forms of financial assistance (such as Pell Grants, Perkins Loans, Stafford Loans, National Direct Loans, and Federal Consolidated Loans). To make sure the institution you want to attend is qualified, check with the financial aid office to make sure the school is a "Title IV" institution before you make specific plans. 

What types of loans can the education award repay?

Most postsecondary loans that are backed by the federal government are qualified for repayment with an AmeriCorps education award. Your lender should be able to tell you if your loan is qualified. Qualified loans include:

· Stafford Loans 

· Perkins Loans 

· William D. Ford Direct Loans 

· Federal Consolidated Loans 

· Supplemental Loans for Students 

· Primary Care Loans 

· Nursing Student Loans 

· Health Education Assistance Loans 

· Loans issued to AmeriCorps members by the Alaska Commission on Postsecondary Education 

What types of expenses are considered part of the "cost of attending" an institution?

"Cost of attending" may include tuition, room and board, books, supplies, transportation, and other expenses. The financial aid office of each school has information on expenses for specific academic programs, and that office determines the cost of attendance for the school.  Contact the financial aid office of the institution at which you wish to apply the award regarding what expenses are covered.

When can I use my education award?

You can use your education award any time after you receive your voucher -- up to seven years after the date you end your service.  You can apply for an extension if: 

· you are unable to use the award for some reason during that time; or 

· you perform another term of service in an approved program. 

To be considered for an extension, you must apply before the end of the seven-year period.  You can divide up your award and use it any way you want, so long as it is for authorized expenditures.  You could, for example, apply a portion of it to existing qualified student loans and save the remainder to pay for college costs a few years down the road.

Is the education award taxable? 

Yes. You will be taxed on your education award in the year you use it. For example, if you use all or part of your award for college in the fall of 2002, when you file your 2002 taxes, you must pay taxes on the portion of the award you used.  However, you may be able to take advantage of the Hope Scholarship Credit or the Lifelong Learning Credit. Those credits may provide you with significant tax relief. Both the Department of Education and the Internal Revenue Service have information on these tax provisions. 

The Corporation for National and Community Service does not withhold taxes from the award, but in late January it sends 1099 Forms to all AmeriCorps members who have made payments from their education awards and who have accrued interest during the previous year. The 1099 Form does not need to be included in your tax return, but it reflects the amount that the National Service Trust reports to the IRS as taxable miscellaneous income. 

What about paying student loans during my term of service? 

You may be eligible for forbearance for your qualified student loans from your loan holder. During a period of forbearance, you do not have to make payments, although interest continues to accumulate on your loans. If you qualified for loan forbearance, completed the appropriate form at the beginning of your term of service and received an education award, the National Service Trust will pay a portion of the interest that accrued on your qualified student loan during your service.  This amount is in addition to your education award.  Defaulted loans, however, may not be eligible for the forbearance.

If I have already paid for some of my college expenses out of my own pocket, can the check be sent to me?

By law, the Trust can only send checks to qualified schools and loan holders.  However, your school may be able to reimburse you for allowable expenses in the cost of attendance that you paid for yourself.  See your financial aid office for more information on how they handle reimbursements and disbursements.

Can an education award be used to study outside the United States?

You may use the education award to attend many schools outside the U.S.  Generally, if Stafford loans are available to attend the school, it is a school where you can use the education award.  Also, many qualified U.S post-secondary institutions offer educational opportunities abroad.  Before you enroll in a school abroad, you should check to see if the school qualifies.  The Trust office can provide you with additional information.

Will the education award affect my eligibility for other student financial aid?

The education award will not be taken into account in determining eligibility for any Federal student aid.  The Corporation for National and Community Service has no jurisdiction over whether State or private universities – or private scholarship funds – will take it into account in determining eligibility for institutional aid.  However, the Corporation has requested that institutions not do so.  You will need to consult with a financial aid officer regarding your individual case.

Is my award transferable?

If you are unable to use the award, at this time, you are not able to transfer the award to a relative or another individual under any circumstance.  Only AmeriCorps-approved members are eligible for education awards.  
National Service Trust Information
Trust Helpline ~ 1 – 888 – 507 - 5962

The Helpline has recorded messages about various aspects of the Trust.  Members may use this number to access the following recorded information:

· general information about the education award

· how to receive the education award

· how to use the voucher

· answers to 1099 tax reporting questions

· report an address change

· request new vouchers

Members may request duplicate vouchers or report address changes by e-mailing: edawardvoucher@cns.gov
For questions about the status of a specific award or specific program, call the Trust Office at (202) 606-5000, x347.

For questions about forbearance, call (202) 606-5000, x472.  To learn if a particular school (including foreign schools) is a “Title IV school” (on at which an education award can be used), see the Title IV School Code List at www.ed.gov/offices/OSFAP/Students/apply/search.html/ for more information.

If you find you have difficulty in reaching the Trust or getting your questions answered, please contact your state Campus Compact office for assistance.
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* THE EDUCATION AWARD IS NOT CASH.


It comes in the form of a voucher that you submit to a college or loan holder.  It can be used only to pay for qualified student loans and/or to pay for the cost of attending a qualified college/graduate school.
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PROGRAM CALENDAR


Keep this for your records.
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*Upon successful completion of a member’s term of service.








Work Study Placements


         All or part of my direct service hours will be accrued through my Federal or State-funded, service-related Work Study position. (If so, please check the box.)





After signing and completing your Member Agreement, make a copy of the entire agreement prior to sending it to the Campus Compact office.  We will enter your official start and anticipated end dates, sign the contract, and return a copy of the last page of this Agreement (page 7 ) to you for your records.








TO BE COMPLETED BY CAMPUS COMPACT STAFF ONLY:





      Member Start Date: ____/____/____	Member End Date: ____/____/____


			   (orientation/enrollment date)				   (anticipated exit date)








Publicity Information Release   (Optional)  


I give permission for HELP Program or Campus Compact staff to use my program information (i.e. “Great Stories”, innovative programs, etc.) for publicity and/or marketing purposes. 


Initial here if in agreement ________________.
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SITE AGREEMENT &


SERVICE POSITION DESCRIPTION








The


HELP


Program





The


HELP


Program





MEMBER DEVELOPMENT PLAN 


PART ONE
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CRIMINAL RECORD CHECK


VERIFICATION FORM – 2002-03
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EXPLANATION OF LOAN  FORBEARANCE AND 


INTEREST ACCRUED
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Be sure to keep a copy for your records!
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SITE SUPERVISOR EVALUATION
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MEMBER/PROGRAM EVALUATION
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PRE-SERVICE ORIENTATION EVALUATION
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REMEMBER: Members are not permitted to switch a term of service commitment (i.e. from 900 to 450, etc.).  





If your term is for 300 hours, you must not have more than 60 hours of member development time.  For those with a 450 hour term, member development must not exceed 90 hours.  Members with a 900 hour term can have no more than 180 hours of member development.
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CUMULATIVE HOURS FORM
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Be sure to keep a copy for your records!
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Be sure to keep a copy for your records!
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Be sure to keep a copy for your records!





� EMBED Word.Picture.8  ���





The


HELP


Program





Be sure to keep a copy for your records!





� EMBED Word.Picture.8  ���





The


HELP


Program





Be sure to keep a copy for your records!





� EMBED Word.Picture.8  ���





The


HELP


Program





Be sure to keep a copy for your records!





� EMBED Word.Picture.8  ���





The


HELP


Program





Be sure to keep a copy for your records!





� EMBED Word.Picture.8  ���





The


HELP


Program
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Be sure to keep a copy for your records!
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(i.e. tutored ten 5th graders in math at Shuksan Elementary School; recruited two volunteers who served 2 hours each).  Continue on back...
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