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AmeriCorps OWC Policies

In compliance with the AmeriCorps Provisions 

Established by the Corporation for National and Community Service

AmeriCorps OWC policies were established to assist our host sites with the expectations and requirements of the program grant. The experience each member receives while at your school/site is critical to his or her experience in the program. It is essential that you thoroughly read, understand, and implement the AmeriCorps policy. Should you have any questions, please feel free to call the Program Staff at <<   >>. 
I. Host Site Expectations
a. Match for member support costs. 
i. Cash match contributions may be from non-federal or federal funds. You must seek prior approval from the other federal agency to use their funds for match for an AmeriCorps grant. (<<  >>% for program expenses and <<  >>% for member living allowances/benefits).
ii. Provide space, equipment, materials, guidance and training time. Host sites must provide each member with appropriate service space. This should include a desk, necessary supplies, a place to work, and any other arrangements that will allow a member to perform to the best of his/her ability.

1. One-time space and equipment form: Document on the in-kind form for space and equipment, computer or classroom equipment and room space utilized by the AmeriCorps member for tutoring.

2. Monthly in-kind form: Document the time provided by your staff members in guidance and on-site training provided to the AmeriCorps member. Also document your in-kind donations of copies and tangible materials provided to the member.

b. Host site orientation, training, and technical assistance
i. Member orientations to host site: Host sites must provide each member with an orientation. An orientation is important for the member to insure a proper understanding of your school’s philosophy, policies, and procedures. Please outline your expectations for your member on the first day of service. 

ii. Staff orientation to AmeriCorps member: In addition, we request that you introduce each member to your fellow colleagues and explain that AmeriCorps OWC is part of the AmeriCorps national service network. The member serving in your school is part of the AmeriCorps OWC team with a mission to raise English and reading gains of students who need assistance. 

1. Member classification: The definition of participant under the National and Community Service Act of 1994 as amended, applies to what is generally termed AmeriCorps members. 

a.  Members shall not be considered to be an employee of the program in which the participant (member) is enrolled.

b. Members are not allowed to perform an employee’s duties or otherwise displace employees or volunteers.

c. Members may not perform services or duties that have been performed by or were assigned to any:
i. Currently employed worker or volunteer;

ii. Employee who recently resigned or was discharged;

iii. Employee who is subject to reduction in force or who has recall rights;

iv. Employee who is on leave (terminal, temporary, vacation, emergency or sick); or

v. Employee who is on strike or is being locked out.

d. AmeriCorps members are not employees of the school system and are considered school volunteers. They fall under the State Board of Education Rule 6A-1.070 whereas:


A school volunteer shall not:

i. Supervise a class in the absence of a teacher;

ii. Assume the responsibility of disciplining students;

iii. Contact the parent(s) or legal guardian regarding students’ performance;

iv. Write comments on students’ records; or

v. Access any personal identifiable information in students’ records

2. Program resources to site staff: The AmeriCorps program provides a “Mentor Guide,” “Guide for Teachers” and a training briefing for teachers regarding AmeriCorps national service and the role of AmeriCorps members. 
Sites are required to schedule this for staff members and teachers who will interact with the member’s service responsibility. 
iii. Training and technical assistance: Host sites must provide any additional training necessary for each member to adequately perform needed service functions at your school. 
1. AmeriCorps requests that host sites provide training in any specialized ESOL and reading support programs utilized by their school, and hands-on mentoring and technical assistance. Assist the member to develop baseline professional working skills such as school polices, class/small group management, scheduling, interpersonal relations, computer skills, and other professional working skills.
2. AmeriCorps OWC requires that each member be allowed to perform the responsibilities outlined in the objectives of the grant and the position description, while challenging and supporting each member in his or her leadership development.

iv. Release members for AmeriCorps program training and events:

1. Program Scheduled Training: The AmeriCorps grant requires that the school allows the member time for attending training sessions scheduled by the program. Regular weekly training sessions are scheduled throughout the year. Additional training sessions may be scheduled at other times to fulfill specific grant requirements. Advance notice of these sessions will be provided as early as possible.

2. Program Scheduled Events: On occasion, members will be asked to represent AmeriCorps OWC at special events and activities. The program staff will attempt to provide each member with as much prior notice as possible before any scheduled events. It is the member’s responsibility to obtain permission from you. If he or she attends the event without your approval, his or her absence will be counted as an unexcused absence and subject to disciplinary procedures.

c. Verify school service hours, and sign each member’s time sheets and service documentation weekly. The AmeriCorps grant requires sites to designate an instructional faculty member who mentor the member, verify and sign member’s time sheets and service documents each week. 
i. Member sign in/out log: Members must complete the required number of service hours in order to receive the educational award. Therefore, it is necessary for AmeriCorps to keep strict documentation on the number of hours a member is performing service. 
ii. Weekly time logs: AmeriCorps requires each member to maintain accurate records of attendance and timeliness. Absenteeism and tardiness may be penalized. Please notify the program staff at <<  >> should any observations of unfavorable behavior patterns occur. 
d.  Assign a student population to the AmeriCorps member. Host school should identify students in need of academic and language support. 
i. Criteria: Students identified by a home language survey become eligible for tutoring. ELL students will receive priority for services. Below-grade-level students of ethnic minorities or economically disadvantaged are eligible for services. 
ii. Number of students: A population of 25 or more must be identified for tutoring no later than September 1. Tutoring must be consistent and systematic in a one-on-one or small group setting. It is recommended that groups not exceed four students. All students served in a group session must be from one or more of following subgroups:

   ELL, Black, Hispanic, other minorities or economically disadvantaged (free and reduced lunch) We believe cooperative learning is important for the immersion of the ESOL student in gaining cognitive knowledge of English. 
iii. Frequency: Elementary students must be tutored at least three times weekly. Due to scheduling middle and high school students must receive a minimum of one hour per week. Optimal is three times a week. 
iv. Subjects: The member may serve the ELL students in any subject area, but tutoring for non-ELL students must be limited to reading skills.
v. After-school time: Members may serve all students in after-school and summer tutoring. 

vi. Extra duties: A member may be assigned extra duties only before and after the normal school day begins. A member may not be assigned extra duties during times that students are available for tutoring ( examples include but are not limited to, lunch or playground monitors, health and safety screenings, incentive programs, answering telephone, filing or copy/printing non-reading materials.) 

vii. Stability: Limit any movement of students out of the member’s population. Students can only be removed by withdrawal from the School or if the student has reached the performance goal. The grant performance measurements are based on Lexile gain of 100 points or one risk level for the FORF. The same students should remain in the member’s population for the entire year to provide the program with accurate indicators of success. 

e. Provide measurement data of student’s reading achievement. AmeriCorps OWC must collect data on student performance to measure the English and reading gains of students tutored by the AmeriCorps member. 

i. Assessment instrument: Schools must provide a pre and post Lexile or ORF assessment for all assigned tutored students. Assessment instruments must be approved by the School District and provide a Lexile score or risk level. 
ii. Frequency of assessments: The site will provide pre and post data for the tutored students. For data collection, all students must have at least two assessments.
iii. Confidentiality: The member is not to have direct access to student records. The member will provide the site with a list of students and the code assigned to each student. Therefore the program will refer to an assigned code number to reports data to the Volunteer Florida and the Corporation for National and Community Service.

f.  Attend partner evaluation meetings. AmeriCorps OWC meetings for the host site schools will be held periodically during the year and attendance is required by a host site staff responsible for coordinating and evaluating members. A calendar of these meetings will be provided. 
i. Complete member performance reviews. In order to complete the AmeriCorps program and receive the Educational Award, a member must receive a combined “satisfactory” performance from both you and program staff. 
1. Two reviews per year: Host sites must evaluate each member’s performance at mid-term and the end of the program. The program will provide an evaluation instrument for this purpose. 

2. Rating: In the event that you give a member an “unsatisfactory” rating on the first or second performance evaluation, a meeting will be held involving the school, the member, and program staff. If the unsatisfactory rating is given at mid-term, a corrective action plan will be established at this meeting in order to give the member an opportunity to raise the “unsatisfactory” performance to a “satisfactory” rating or better.

ii. Complete programmatic evaluations. Host sites are asked to participate in the grant evaluation and compliance process through mid-year and end-of-year program evaluations; technical assistance and quality assurance visits; and assist in parent and student surveys. 

iii. Notify program staff before changing any member’s service duties. 

1. Requests for additional duties: Please call the program for approval if you have a special need for the member’s service on a short or long-term basis.

. 
2. Adjustments to the students tutored: Notify program staff if students are removed or dropped from a member’s tutoring population and why this is necessary. 
iv. Challenge and support the member in meeting program requirements

1. Service hours: Provide members opportunities for extended service at your school.
2. Service projects: Involve member in family literacy events, and school events. Members must participate in eight service projects that involve volunteers (Parent Involvement events, ESOL tutoring for parents, multi-cultural event, family reading events, guest read-aloud, Dr. Seuss’s birthday, World Reading Day read-a-thon, community service opportunities, etc.). 

3. Volunteers: A member may assist the school to build and support the volunteer capacity of volunteers and mentors. Members are encouraged to provide volunteer tutors with the “Strategies for Reading Volunteers” pamphlet and support volunteer training. Allow members to track volunteer hours of volunteers they support as tutors and as episodic volunteers. 
g. Release of members for cause. 

i. Member may not be released from their service site without a counseling process and documented cause of a breach in the Rules of conduct as listed in the Member Contract and Member Guidelines.

ii. A reimbursement for the unused portion of the cash match will be made to schools that lose a member. The program will retain << >>% of the cash match as operating expenses.
II.  Prohibited Member Activities

a. Members may not participate in the following activities for AmeriCorps service hours. 
i. Efforts to influence legislation, organizing protest, petitions, boycotts, or strikes, union organizing, impairing existing contracts or collective bargaining agreements.

ii. 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.

iii. Religious proselytizing or direct service to a religious facility.

iv. Direct service to a “for-profit” entity.

v. Activities that pose a significant risk to participants.

vi. Raise funds for member’s living allowance, or for an organization’s operating expenses or endowment.

. 

vii. Assist in writing grants for any Corporation for National and Community Service funding or funding provided by any other federal agencies.

viii. Handle any school or organizational funds.
ix. Supervise a class in the absence of a teacher;

x. Assume the responsibility of disciplining students;

xi. Contact the parent(s) or legal guardian regarding students’ performance;

xii. Write comments on students’ records; or access any personal identifiable information in students’ records

b. Members are limited in participating in fund-raising activities. Members may raise funds in directly in support of service activities that meet local, environmental, educational, public safety, homeland security or other human needs. These activities must not exceed 10% of the total service hours served. Examples include:

i. Seek donations and secure supplies and equipment to support reading assistance for a program in which volunteers tutor children to read.

ii. Writing grants to support the training of volunteers

iii. Securing financial resources from the community to assist a faith-based or community-based organization in launching or expanding a program that provides social services to members of the community

.

iv. Seeking donation from alumni for specific service projects being performed by current members.

v. Member must be supervised by the site or organization for any fundraising activity. 

III. Grievance Procedure
a. AmeriCorps OWC follows the national grievance procedures. Grievance procedures are part of the AmeriCorps contract, which all members must understand and sign. Should a grievance with a Member arise, notify program staff immediately.
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