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PART ONE
Overview and
Introduction



Welcome

Congratulations on being funded as an Illinois AmeriCorps State Program! As you embark on this
journey of national service, we are committed to providing you with the guidance, oversight, and
support necessary to create a strong and impactful AmeriCorps program. We recognize the
importance of your role as a program director, and we want to assist you in navigating the many
moving parts of national service.

To help you get started, we encourage you to utilize this AmeriCorps manual as a valuable resource for
understanding federal rules and regulations and ensuring that your program remains compliant. We
believe that this manual will be an excellent starting point and reference guide for familiarizing yourself
with the intricacies of the AmeriCorps program and its requirements.

We are excited to work with you and support you throughout your national service journey!

Purpose of the Manual

The Ilinois AmeriCorps Program Director’s Manual has been specifically designed as a guide for those
who administer AmeriCorps State programs within Illinois. This manual will assist in detailing the
process for monitoring, supporting, and evaluating programs and, above all, for working collaboratively
to make the AmeriCorps State programs in Illinois successful.

While detailed, this document does not contain all required information for an AmeriCorps State
program and should be used in conjunction with all IDHS Grants Administration.

It is expected that Illinois AmeriCorps program staff will familiarize themselves with the information
contained within this manual and take responsibility for using the manual and related documents to
obtain information necessary for the day-to-day operation of their AmeriCorps program.

The program manual will be revised as needed. Revisions will be posted on the IDHS-Serve Illinois
Basecamp site. Itis the responsibility of each Program Director to stay up-to-date and abide by all
changes to policies and procedures. It is recommended that the program use the most recent version
of the manual from the website each time it must be referenced.

This manual does not describe in depth all the Federal and/or State rules that govern the work of
Illinois AmeriCorps programs but attempts to highlight those that are critical to the operations of a
compliant and successful AmeriCorps program.

Acknowledgement.of.Support.

This material is based upon work supported by AmeriCorps, the operating name of the Corporation for
National and Community Service. Opinions or points of view expressed in this document are those of
the authors and do not necessarily reflect the official position of, or a position that is endorsed by,
AmeriCorps or AmeriCorps State and National.



https://www.dhs.state.il.us/page.aspx?item=85526

Acknowledgement.and Appreciation

IDHS-Serve Illinois would like to acknowledge that this manual includes information sourced from
AmeriCorps Program Manuals created by the following Commissions: Serve Washington, Volunteer
lowa, Serve Montana, Serve Wyoming, Serve Indiana, and UServeUtah. We appreciate the time and
effort the staff at those Commissions invested in the development of their own resources that made
the creation of this manual easier.

Key Information

IDHS-Serve lllinois Staff
Bureau of Volunteerism and Community Service Staff:

Associate Director, Office of Community & Positive Youth Development — Karrie Rueter
Executive Director — Andres J. Fernandez

Bureau Chief, Bureau of Volunteerism and Community Services — Cory Blissett
Fiscal/Data Analyst — Kim Doyle

Administrative Assistant —Rachael Tuxhorn

[llinois AmeriCorps Program Manager — Kristen Bethke

Illinois AmeriCorps Program Officer (Downstate) — Allison Miller

[llinois AmeriCorps Program Specialist (Downstate) — Andrea Spellman

Illinois AmeriCorps Program Officer (Upstate) — Teesha Pendleton

[llinois AmeriCorps Program Specialist (Upstate) — Katrina Ellis

[llinois AmeriCorps Program Officer (Chicago) — Raja Banerjee

[llinois AmeriCorps Program Specialist (Chicago) — Heather Cropp
Communications Coordinator — Vacant

Grants Coordinator — Brittany Schwien

Volunteer Services Program Manager — Jacob Jenkins

Volunteer Services Coordinator Downstate — Anthony Wanless

Volunteer Services Coordinator Upstate — Cecilia Maciel Martinez

National Service Program Manager — Davida Fanniel

National Service Program Officer — Stacie Reichensperger

National Service Program Specialist — Brooke Miller
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Important Websites

The following websites contain information or provide resources critical to managing a successful
AmeriCorps program. For your convenience, individual page links have been embedded throughout
this manual for easy reference.

AmeriCorps the Federal Agency
o State Subgrantees
Manage Your Grant
AmeriCorps Strategic Plan
AmeriCorps Equity Action Plan
Litmos (AmeriCorps Online Courses and Learning Paths)

O
O
O
O

IDHS-Serve Illinois
o |IDHS-Serve lllinois Basecamp



https://americorps.gov/grantees-sponsors/state-subgrantees
https://www.americorps.gov/grantees-sponsors/manage-your-grant
https://www.americorps.gov/about/agency-overview/strategic-plan
http://www.americorps.gov/about/agency-overview/equity-action-plan
https://americorpsonlinecourses.litmos.com/
https://3.basecamp.com/3624101/projects

o |DHS-Serve Illinois Website

Let’s get sociall We encourage you to follow us on:

o Facebook

o Instagram

o LinkedIn

o YouTube

o X (Twitter)
Laws, Regulations, other Federal governing authorities
Subawards/subgrants/subrecipients from AmeriCorps to IDHS-Serve Illinois are subject to the
Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards
located at 2 CFR Part 200 and the agency’s implementing regulations at 2 CFR Chapter XXII. IDHS-
Serve Illinois staff, award recipients and subrecipients must read, understand, and implement these
federal regulations. Familiarity with the Uniform Guidance, or 2 CFR Part 200, is critical to IDHS-Serve
Illinois’ management of subrecipient awards.

In addition to the applicable statutes and regulations referred to above, IDHS-Serve Illinois and its
subrecipients must comply with and perform its award consistent with the requirements stated in:

1. The Notice of Grant Award and Signature Page (available in your eGrants account)
2. General Terms and Conditions (FY24)
3. The Program or Grant-Specific Terms and Conditions AmeriCorps Terms and Conditions
4. The Notice of Funding Opportunity
5. The subrecipient’s approved application (including the final approved budget, attachments, and
pre-award negotiations);
6. Grant Assurances;
7. Grant Certifications; and
8. Other governing authorities include (this listis not inclusive):
o Public Law 109-282, the Federal Funding Accountability and Transparency Act (FFATA) of 2006
as amended
National and Community Service Trust Act of 1990, as amended by Public Law 111-13
Executive Order 13166, “Improving Access to Services for Persons with Limited English
Proficiency”
Title VI, of the Civil Rights Act of 1964
The Rehabilitation Act of 1973, 88 504, 508
The Drug Free Workplace Act of 1988, 41 U.S.C. 8§ 8101-8106
The Whistleblower Protection Act of 1989, P.L. 101-12

o O

O O O O

Order of Precedence regarding management of AmeriCorps grants
Any inconsistency in the authorities governing the Award shall be resolved by giving precedence in the
following order:

1. Applicable Federal statutes
2. Applicable Federal regulations
3. Notice of Grant Award and Signature Page


https://serve.illinois.gov/
https://www.facebook.com/ServeIllinois
https://www.instagram.com/serve.illinois/
https://secure-web.cisco.com/1zTjxlM1MnK3TouWi8b9rDxJojUQuCBmJRXvN0XUBVGaR3qDyp2ZQr7PsCAbW0SzKaq5uVO-CaNiQKbV5CpLocT3G_BFaRSdmaZXDPb1W8vdfDNTl7o7WOzcrrFLljbqWBx8biANBZZhCpcQ7adR62NcQ-DPgv7aMA4H3HqMsZPzrZkdN11jtTe_0ch8ABzSHhIf2z1gSKffEDbn0FEM01GJq3QywN2re4Joxvh9H8xjXXNhuOkrG3KRVHWXZP62MhP15fPNjPCBPLvTysOFs2n8uXAK0bfnvjOYmjKMUog9Cw8qxf6e7ZyRQ1ahB2AjFIXSVzuVkRTq8sMUeThvNWw7PDemy5M6EAL6Z0U671Pu5Wdfqw0CVVb_MsPYISZ7gIyXAopTPM70FXi2xu7KmtwFde1sHFQyUze6YWiIFf14/https%3A%2F%2Fwww.linkedin.com%2Fcompany%2Fserve-illinois
https://www.youtube.com/user/ServeIllinois
https://x.com/ServeIllinois/?mx=2
https://www.ecfr.gov/current/title-2/part-200
https://www.ecfr.gov/current/title-2/subtitle-B/chapter-XXII
https://americorps.gov/sites/default/files/document/FY2024-General-Terms-Conditions-508-20230919.pdf
https://americorps.gov/sites/default/files/document/2024ASNProgram508TC.pdf
https://egrants.cns.gov/cnsmisc/EASSUR.HTM
https://www.congress.gov/109/plaws/publ282/PLAW-109publ282.htm
https://www.congress.gov/109/plaws/publ282/PLAW-109publ282.htm
https://www.govinfo.gov/content/pkg/PLAW-111publ13/html/PLAW-111publ13.htm
https://www.justice.gov/crt/executive-order-13166#:%7E:text=On%20August%2011%2C%202000%2C%20the,(LEP)%2C%20and%20develop%20and
https://www.justice.gov/crt/executive-order-13166#:%7E:text=On%20August%2011%2C%202000%2C%20the,(LEP)%2C%20and%20develop%20and
https://www.justice.gov/crt/fcs/TitleVI#:%7E:text=Title%20VI%2C%2042%20U.S.C.,activities%20receiving%20federal%20financial%20assistance.
https://www.eeoc.gov/statutes/rehabilitation-act-1973
https://uscode.house.gov/view.xhtml?req=(title:41%20chapter:81%20edition:prelim)%20
https://www.govinfo.gov/content/pkg/STATUTE-103/pdf/STATUTE-103-Pg16.pdf

4. AmeriCorps Program Specific Terms and Conditions

AmeriCorps General Terms and Conditions

6. The Notice of Funding Opportunity, and (g) the approved Award Application including all
assurances, certifications, attachments, and pre-award negotiations.

o

National Service

History of National Service and AmeriCorps

National service in the United States has a long history, dating back to the ideas of American
philosopher William James in the early 20th century. James proposed the concept of a "moral
equivalent of war" in which young people would engage in national service, similar to military service,
but for the purpose of contributing to society rather than fighting in wars.

The idea gained traction in the decades that followed, and during the Great Depression, President
Franklin D. Roosevelt established the Civilian Conservation Corps (CCC) to provide work and job
training for unemployed young men. The CCC was widely regarded as a successful national service
program, and it helped to pave the way for future initiatives.

In the 1960s and 1970s, a number of national service programs were established, including VISTA
(Volunteers in Service to America) and the Peace Corps. These programs aimed to address social and
economic issues through volunteerism and service.

The modern era of national service began in 1993 with the passage of the National and Community
Service Act. This legislation created the Corporation for National and Community Service, which
oversees several national service programs, including AmeriCorps, Senior Corps, and the Social
Innovation Fund.

AmeriCorps is the flagship national service program, and it provides funding for nonprofit
organizations and public agencies to recruit and manage volunteers. AmeriCorps members serve in a
variety of roles, including education, environmental conservation, disaster relief, and public health.

Since its creation, the Corporation for National and Community Service has helped to mobilize
millions of Americans in service to their communities and the country as a whole. Today, national
service remains an important part of American civic life, and it continues to inspire young people to
engage in public service and make a positive impact on society.

AmeriCorps Headquarters (AC HQ)

AmeriCorps the federal agency for national service and volunteerism. AmeriCorps provides
opportunities for Americans of all backgrounds to serve their country, address the nation’s most
pressing challenges, and improve lives and communities. AmeriCorps and IDHS-Serve Illinois share
the goal of expanding national opportunities for all Illinois state residents, as well as promoting
volunteerism and service as a means to addressing vital community needs in the communities that
need this support the most.

AmeriCorps empowers and supports Americans to tackle persistent challenges such as helping youth
succeed in school, securing safe affordable housing for economically disadvantaged families, or
helping communities respond to disasters. Through this work, AmeriCorps achieves its mission of
improving lives, strengthening communities, and fortifying the civic health of our nation.


https://americorps.gov/

AC HQ creates a strategic plan with the most updated version available on their website here.
AmeriCorps established funding priorities in their 2022-2026 plan that included:

1. Disaster Services

2. Economic Opportunity

3. Education

4. Environmental Stewardship
5. Healthy Futures

6. Veterans and Military Families

AmeriCorps Strategic Priorities and Goals

To ensure agency resources are focused on addressing Administration priorities and the evolving
needs of communities, AmeriCorps is aligning its planning and programming under a core set of
priorities where national service can have the greatest impact. These strategic priorities are detailed in
the AmeriCorps 2022-2026 Strategic Plan. The following strategic goals will guide how AmeriCorps
focuses its resources and prioritizes its learning and evidence building opportunities.

e (Goal 1: Partner with communities to alleviate poverty and advance racial equity.

e (Goal 2: Enhance the experience for AmeriCorps members and AmeriCorps Seniors
volunteers.

e (Goal 3: Unite Americans by bringing them together in service.

e (oal 4: Effectively steward federal resources.

e Goal 5: Make AmeriCorps one of the best and most equitable places to work in the federal
government.

The agency has also prioritized a set of objectives that will inform the strategies and tactics necessary
for attaining agency goals. For example, objectives like “Prioritize Investments in Underserved
Communities", “Recruit Diverse Corps of Members & Volunteers”, and “Expand Education & Economic
Opportunity” will guide the implementation of the agency’s strategic plan and inform its strategic
learning and evidence building priorities. Learn more about all the elements of the plan at Strategic

Plan | AmeriCorps.

AmeriCorps agency staff work closely with IDHS-Serve Illinois staff and are key participants and
advisors on the direction of AmeriCorps service in the state. AmeriCorps, VISTA, NCCC, and
AmeriCorps Seniors stakeholders often come together to plan and coordinate projects in various
regions of the state and assist the Commission with the development of the State Service Plan.

AmeriCorps National Service Program Details

Disclaimer: lllinois Department of Human Services/Serve Illinois does not currently manage all the
programs listed below but fully supports all programming overseen by the AmeriCorps Agency.


https://americorps.gov/about/agency-overview/strategic-plan
https://americorps.gov/about/agency-overview/strategic-plan

AmeriCorps.NCCC

Organizations may apply to host a team of AmeriCorps NCCC members to provide intensive, short-
term service on projects in the areas of disaster services, environment, infrastructure improvement,
energy conservation and urban and rural development. Projects are normally six to eight weeks in
duration but will vary depending on the requirements of the project. Organizations must be capable of
utilizing at least one full team of eight to twelve members effectively. The NCCC campus located in
Vinton, Illinois serves multiple states including Illinois. For more information about NCCC and how to
apply, go to: AmeriCorps NCCC.

AmeriCorps.VISTA

Organizations can also apply to become a host site in an existing AmeriCorps VISTA project, or they
can directly sponsor their own AmeriCorps VISTA project. In general, AmeriCorps VISTA focuses on
anti-poverty, community empowerment, and sustainable solutions by having members provide
capacity building services at their host organizations. AmeriCorps VISTA project sponsors must be
able to support three or more full-time AmeriCorps VISTA members serving for one-year on an anti-
poverty project. The AmeriCorps Midwest Office of Regional Operations manages VISTA program in
Illinois. For more information about VISTA, go to: AmeriCorps VISTA.

AmeriCorps.State.and.National.- AmeriCorps.IDHS Serve.lllinois

Illinois AmeriCorps State grants provide funding to help organizations manage an AmeriCorps
program, which involves recruiting, training, and supporting a cohort of AmeriCorps members who
serve on a full-time or part-time basis to help the organization address a community need. Grants are
awarded on a competitive basis to projects that support organizational capacity-building, education,
healthy futures, environmental stewardship, veterans and military families, economic opportunities,
public safety, disaster preparedness/response, and other identified community issues in Illinois.
Successful programs utilize service as a strategy to meet community needs, while supporting the
development and growth of the AmeriCorps members serving with the organization.

AmeriCorps.National

AmeriCorps National grants provide funding to help organizations manage an AmeriCorps program
that operates in more than one state. Some AmeriCorps National grantees act as intermediary
organizations and accept applications from organizations wishing to serve as host sites for
AmeriCorps member positions.

See the current list of IDHS-Serve Illinois AmeriCorps programs in Basecamp.

AmeriCorps.Seniors

Each year AmeriCorps Seniors taps the skills, talents, and experience of persons aged 55 and older to
meet a wide range of community challenges through three programs: RSVP, the Foster Grandparent
Program, and the Senior Companion Program. AmeriCorps Seniors RSVP volunteers recruit and
manage other volunteers, participate in environmental projects, mentor, and tutor children, deliver
meals to the homebound and respond to natural disasters, among many other activities. AmeriCorps
Seniors volunteers in the Foster Grandparents Program serve one-on-one as tutors and mentors to
young people with special or exceptional needs. AmeriCorps Seniors volunteers in the Senior
Companions Program help adults maintain independence in their homes. The AmeriCorps Midwest

10


https://americorps.gov/serve/americorps/americorps-nccc
https://americorps.gov/serve/americorps/americorps-vista

Office of Regional Operations manages the Senior Corps programs in Illinois. Go to AmeriCorps
Seniors to find out more about their programs.

Volunteer.Generation.Fund.(VGF)

The Volunteer Generation Fund (VGF) grant is used to develop and/or support community-based
entities to recruit, manage, and support volunteers. AmeriCorps seeks to fund effective approaches
that expand volunteering, strengthen the capacity of volunteer connector organizations to recruit and
retain skill-based volunteers, and develop strategies to use volunteers effectively to solve problems.
VGF can be used to carry out the activities supported under the award or to carry out the activities by
making subgrants to community-based entities, supporting volunteer generation at these entities.
IDHS-Serve Illinois is contracting with the University of Illinois to develop a Civics curriculum that will
be taught in every schoolin Illinois. The intentis to engage students at an early age and instill in them
an ethic of public service and volunteering.

National.Days.of.Service

Annually, there are many events celebrated both locally and nationally across the National Service
Network. Each occasion is an opportunity to spotlight an AmeriCorps State program’s impact while
fulfilling programmatic needs. Some examples of what can be achieved during these events are:
raising member morale, inspiring Illinois residents, recruiting new individuals, and expanding your
program’s reach in communities. A few AC-sponsored events are described below.

IDHS-Serve Illinois promotes National Days of Service through their communications channels. All
Illinois AmeriCorps programs are required to plan or participate in the annual Martin Luther King, Jr.
Day of Service and also one additional day of service. More about this requirement can be found later
in the manual.

History and background of IDHS-Serve Illinois
Background

State Service commissions were created in the National and Community Service Trust Act as
amended in 1993 and are the state partners of the federal agency, the Corporation for National and
Community Service (now dba, AmeriCorps). The IDHS-Serve Illinois Commission (IDHS-Serve Illinois
or the Commission) operates under the authority of both 20 ILCS 1345, PA. 102-264 and the National
and Community Service Act of 1990, as amended by P.L. 111-13. The Commission’s role includes
development of a comprehensive State Service Plan establishing statewide funding priorities for
AmeriCorps State programs in Illinois, awarding and administrating Illinois’ AmeriCorps State grants,
monitoring program compliance, providing program development and training to Illinois’ national
service programs, promoting and recognizing volunteerism within the state, and providing volunteer
management training opportunities to AmeriCorps programs, non-profits, governmental agencies,
schools and other interested organizations.

The enabling legislation of the IDHS-Serve Illinois Commission on Volunteerism and Community
Service promotes, partners, and supports community service in public/private programs, while
stimulating new volunteerism/community service initiatives to meet the needs of Illinois

citizens. Within the Illinois Department of Human Services, IDHS-Serve Illinois serves as a resource to
advocate for community service agencies, volunteers and programs which utilize State and private

11


https://americorps.gov/serve/americorps-seniors
https://americorps.gov/serve/americorps-seniors
https://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=4189&ChapterID=5
https://americorps.gov/sites/default/files/document/%40%20National%20and%20Community%20Service%20Act%20of%201990%20%28as%20amended%20through%20PL%20111-13%29.pdf
https://americorps.gov/sites/default/files/document/%40%20National%20and%20Community%20Service%20Act%20of%201990%20%28as%20amended%20through%20PL%20111-13%29.pdf

volunteers. IDHS-Serve Illinois oversees all aspects of program administration and training for the
Ilinois AmeriCorps program.

IDHS-Serve lIllinois staff are employees of the Illinois Department of Human Services and as such, are
responsible for ensuring that follow not only the Federal rules that govern their work under AmeriCorps
funding, but are also expected to follow State rules, regulations, and guiding principles to fulfill their
duties and responsibilities.

Mission.and.Vision

IDHS-Serve Illinois’ mission is to strengthen communities through volunteerism, national service, and
recognition. We envision an Illinois where the needs of every community are met, and all Illinoisans
have the opportunity to give their time, talents, and resources.

The Commission in partnership with the Bureau of Volunteerism and Community Service (BVCS) will
expand volunteerism throughout the entire state, connecting rural, suburban, and urban communities,
and integrating people of all backgrounds, cultures, ages, and abilities. The Commission and BVCS will
also embrace and promote the idea that everyone can recognize their ability and responsibility to
strengthen our communities through voluntary service.

IDHS-Serve Illinois Commission:

o Provides guidance and direction to BVCS regarding funding decisions including all AmeriCorps
funded programs in Illinois.

o Prepares and updates three-year national service plan for the state of Illinois.

Prepares a three-year strategic plan in partnership with the BVCS.

o Supports the development of informational materials to increase awareness of volunteers and
their organizations.

o Promotes service and volunteerism through awards and other recognition opportunities.

o Supports the coordination of National Days of Service at the state level.

o Promotes awareness of and attendance at training and professional development offerings for
volunteers, AmeriCorps Members, and program staff.

o Provides support to the statewide network of volunteer organizations.

O

BVCS Staff Responsibilities and Support to AmeriCorps State Programs:

o Administers federally funded AmeriCorps State programs; this includes selection, oversight,
and evaluation of these grant recipients.

Facilitation of monthly meetings with Program Directors (mandatory for all programs)
Provision of annual Program Directors trainings (mandatory for all programs)

Ongoing training opportunities for program directors and support staff.

Provide technical support and assistance to programs on programmatic and fiscal issues.
Provide updates as necessary on emerging program issues and changes.

Program monitoring

0O O 0 O O O
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PART TWO
Expectations



IDHS-Serve lllinois Expectations

The goal of this section is to outline the expectations that IDHS-Serve Illinois has for itself and its
Illinois AmeriCorps Program. The end objective is to help create and maintain successful AmeriCorps
State programs, so Illinois AmeriCorps members have consistent and successful terms of service and
communities’ benefit from our investment of resources.

Federal and State Rules and Regulations
Subgrantees are required to read and become knowledgeable of all the applicable federal rules and
regulations governing their program. These rules and regulations are listed in the previous section.

Subgrantees are required to read and become knowledgeable of the IDHS-Serve Illinois manual and
their grant agreement. IDHS-Serve Illinois staff are willing and able to assist programs, but programs
are expected to research questions before reaching out to their AmeriCorps Program Officer. The
manual is available on the IDHS-Serve Illinois Basecamp site in the AmeriCorps section.

Champions for National Service in Illinois

IDHS-Serve Illinois expects all programs to be champions of national service. This means subgrantees
are educated on AmeriCorps to properly educate their communities about the importance of service
and volunteerism in Illinois. In addition, programs are expected to educate their members on the
larger network of National Service during their service and foster lifelong civically engaged individuals.
It is expected that this role will include partnerships and collaborations with other national service
entities in the state. This includes networking at IDHS-Serve Illinois events, sharing best practices and
coordinating with other programs, service sites and/or members in the community to create
innovative approaches to meeting your needs.

Communication with IDHS-Serve Illinois

Your assigned Illinois AmeriCorps Program Officer is your main point of contact. IDHS-Serve Illinois
expects programs to notify their officer as soon as there is a change in their program leadership.
Program leadership may include, but is not limited to, the Executive Director (or similar), Program
Director, and fiscal contacts. For IDHS-Serve Illinois, it is expected they will communicate updates to
their Executive/fiscal staff. Lastly, if a Program Director is out of the office for an extended period of
time, IDHS-Serve Illinois should be kept updated on other contacts for submission
deadlines/questions.

Training Expectations

IDHS-Serve Illinois expects programs to fully participate at all IDHS-Serve Illinois trainings/events. This
includes sharing of resources and best practices with other programs. IDHS-Serve Illinois requires
programs to send at least one representative to each required training/event through Litmos or
On3Learn. Programs should reach out to their assigned officer for any specific training requests.
IDHS-Serve Illinois provides advance notice of meetings. Meetings take place via Webex or Microsoft
Teams.

Program Performance Expectations
IDHS-Serve Illinois expects Illinois AmeriCorps programs to strive to be high performing and achieving.
The Commission and staff of IDHS-Serve Illinois recognize that without clear expectations of what a
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strong program entails, organizations may not achieve the best results. AC HQ has developed
expectations as outlined below around certain program management indicators.

IDHS-Serve Illinois uses these expectations as part of their overall monitoring strategy. IDHS-Serve
Illinois is committed to addressing challenges by working with subgrantees to find adequate technical
assistance to meet their needs.

Data Point AmeriCorps Expectations

Recruitment/Enrollment Rate 100%

Retention Rate 85%

Performance measures met All measures met

Deadline compliance 100% compliance

Monitoring visit results Dependent on type and risk of
finding

Assessed Risk Level Low

Expectations of IDHS-Serve Illinois Staff

IDHS-Serve Illinois staff will follow the State Service Plan (SSP) as their guide in their work. This
document is the Commission’s strategic plan and is updated every 3 years. Staff will consistently
follow the mission and vision of IDHS-Serve Illinois, striving to propel service and volunteerism in the
state. As with Illinois AmeriCorps programs, IDHS-Serve Illinois staff will be champions for National
Service. They will do so through their outreach efforts and partnerships locally and nationally.

IDHS-Serve Illinois will connect programs to state and federal resources as shared and discovered.
IDHS-Serve Illinois staff will be knowledgeable in all AmeriCorps, AC HQ, and IDHS-Serve Illinois rules
and regulations as appropriate. They will work to discover new and innovative approaches to serve
programs through new partnerships as available. In addition, when guiding programs, staff will cite the
resource for programs to ensure all parties have the correct information to be successful.

IDHS-Serve Illinois’ Methods of Communication
Monthly Program Meetings

IDHS-Serve Illinois Program Officers and Program Specialists meet with each program in their
assigned area on a monthly basis via Webex to talk through any questions and concerns the program
may have.

Fiscal and Program Form Submittal

All fiscal communications (EDCF’s, PFR’s) come through our ILAMREPORTING mailbox. Program
related documents (PPRs, MSAs, etc.) are sent to the Program Officers at
DHS.ILAmeriCorpsPO®@illinois.gov mailbox.

Basecamp

Basecamp is a public forum created through Americas Service Commission. It provides a website for
Commissioners, Commission staff and AmeriCorps Programs to communicate, ask questions and
locate information as well as interact to share relevant rules and updates regarding all things
AmeriCorps.
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PART THREE
Program
Responsibilities



Program Design and Management

Every AmeriCorps Program starts with a program design that supports the Theory of Change (TOC) and
Logic Model (LM) and instructions can be found in the NOFO or the AmeriCorps website. All member
activities should be in alignment with the approved program design and include evidence for the
approach and interventions. Programs are responsible for knowing their own grant and program
objectives as a first step in effective program management.

The Commission values strong program management and believes program staff know their
communities and organizations best. Compliance is ensured through continued training/technical
assistance, sample templates and monitoring. It is the responsibility of the program to take advantage
of those tools and ensure they are compliant with their own program needs, organization policies and
procedures, the AmeriCorps Terms and Conditions, federal rules/regulations, and IDHS-Serve Illinois
requirements.

For any questions related to the information below, please contact your assigned Illinois AmeriCorps
Program Officer.

Staffing the AmeriCorps Program

Grantees must ensure adequate staffing levels for their AmeriCorps grant. Every grantee must
designate contacts for IDHS-Serve Illinois regarding all aspects of AmeriCorps operations. IDHS-Serve
Illinois recommends that all new programs provide for a full-time lead staff or equivalent in their first
year of operations, as the responsibilities of both developing new program forms/policies and
implementing them are very rigorous in year one. Most successful programs make use of a team-
based management model, with additional staff (who may be full-time or part-time on the grant)
specializing in areas such as member management, data tracking and reporting, host site recruitment
and support, and/or member records management.

Reporting
Reporting to IDHS-Serve Illinois must be:
o Ontime (according to due dates and deadlines established by IDHS-Serve Illinois)
o Fully supported by source documentation (federal share and match/grantee share)
o Bygrantyear (not agency fiscal year, state/federal fiscal year, or calendar year)
o Based on actual expenditures, not budgeted or estimated amounts. Claims must not be
rounded.
Accurate and directly from the agency’s general ledger/financial records.
o Consistent based on a cash or accrual basis. Such documentation shall be retained for audit
purposes.

o

All costs reported on reimbursement claims and financial reports must be:

Necessary for achievement of the AmeriCorps goals and activities
Described within the approved grant application or budget narrative
Adequately supported by source documentation on file and
Traceable to the organization’s financial records.

O O O O

As required by the Federal Regulations and/or Office of Management and Budget (OMB) Uniform
Guidance, AmeriCorps grant funds must be segregated from other organization expenses and tracked
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by grant year in the financial system. Separation by organization fiscal year or calendar year does not
satisfy the AmeriCorps funding requirements. [2 CFR 200.302(b)]

Periodic Performance Reports
IDHS-Serve Illinois and AmeriCorps National requires Periodic Performance Reports (PPR).

These reports are due on a quarterly basis with a final report submitted at the end of the actual
program year. Providers submit five PPRs total by the end of the program year. Refer to the guidance on
completing PPR reports for instructions and more information.

Continuation PPR Report Due Dates: Continuance PPR Report Due Dates:
Quarter 1-October 30 Quarter 1-October 30

Quarter 2-January 29 Continuance Final-October 30
Quarter 3-April 29 PY24 eGrants Final: October 30

Quarter 4-July 30

Final-July 30

Sent to:
Periodic Performance Report DHS.ILAmeriCorpsPO@illinois.gov

This report includes information on: progress toward performance measures, Member and volunteer
hours, program challenges, and any program changes.

The Periodic Performance Report is built from several components including in My AmeriCorps. Note
the following:

Data Category: Data Point: Source:
Member Data Enrollment My AmeriCorps
Exit My AmeriCorps
Time Logs Member timesheets
Performance Measures Data collected by the Reported to IDHS-Serve
programs [llinois via a semi-annual
form
Accomplishments and Narrative Reported to IDHS via regular
Challenges communication with
programs

Performance.Measures./nstructions.- .Final.Reports

Programs completing the final year of their three-year grant cycle must submit a Final Project Reportin
addition to their Progress Report due October 31 of each year. A Final Progress Report is a cumulative
report covering the entire project period. This report is due by the date determined by BVCS (most
likely January 20th) following the end of the three-year grant cycle and should include a three-page,
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double-spaced summary of the qualitative accomplishments that the AmeriCorps grant has made for
the duration of the grant period. Include a discussion of the impacts of any special initiatives that fall
within this grant. Discuss what exists now in the communities that are served that did not exist prior to
the grant. Use of quantitative data to support the impact statements is encouraged.

Expenditure and Documentation Certification Forms
All EDCF and are due timely by the 15" of every month. The Periodic Financial Report is due at the
same date of the quarterly EDCF.

Report: Send to:

Expenditure Documentation Certification DHS.ILAMREPORTING®@illinois.gov
Documentation and Periodic Financial Report

National Days of Service Requirements

All programs must complete a National Service Opening Day activity no later than six weeks after your
program start date. This is a time to celebrate the beginning of a new National Service year, reflect, and
share your vision for the year with new and returning members. As a part of your National Service
Opening Day, your members must take the AmeriCorps Pledge. Please see the National Service
Opening Day Resource Document for more information.

e Proposal: At least 2 weeks before your Opening Day. 2024-2025 AmeriCorps Opening Day
Project Proposal

e Report: No later than two weeks after your Opening Day. 2024-2025 AmeriCorps Opening Day
Project Report Form

National Service Deadline Extension Request Form

All National Days of Service activities should be completed one week before the day of service up until
the Sunday of the week of the service day. This form should be filled out when you are unable to
complete the National Service activities by the due date. This form is only to be used for National
Service activities. When you fill out this form, please notify your program officer and copy
cecilia.maciel@illinois.gov and jacob.jenkins2@illinois.gov on the email.

Please allow three to five business days to process your deadline extension request and ensure a
detailed explanation of this request. Proposal and report forms are still required for the day of service
even if programs are submitting an extension for the day of service. Illinois AmeriCorps National
Service Deadline Extension Request Form

National Days of Service

IDHS-Serve Illinois has six National Days of Service from which programs may select. National Days of
Service are celebrated each year and are part of a National Service celebration and awareness across
the nation. They provide opportunities to bring visibility and recognition to programs and ways to
engage Members and volunteers in unique and creative service projects in the community. They are
also a great time to promote programs, volunteerism, and recruit Members. Guidance for participation
in the individual days is provided by AmeriCorps and/or the Serve Illinois Commission.
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Choosing Your Days of Service

All programs must complete two National Days of Service by hosting or co-hosting an event. You have
until the Sunday after the National Day of Service to complete your project. All Illinois AmeriCorps
programs must host or co-host an event for Dr. Martin Luther King Jr. Day. Below is a list of options for
your second required day of service.

9/11 Day of Service September 11th National Day of Service and Remembrance is the culmination
of efforts, originally launched in 2002 that promotes service on 9/11 as an annual and forward-
looking tribute to the 9/11 victims, survivors, and those who rose in service in response to the
attacks. Go to 9/11 Day for more information regarding events.

Veterans Day: Veteran’s Day is a day of service created to thank service men and women, our
veterans, and their families. People all over the great state of Illinois will spend the day engaged in
volunteer service projects focused on benefiting our heroes! To learn more please visit: Veterans
Day - U.S. Department of Veterans Affairs (va.gov)

National Volunteer Week: The purpose of this week is to recognize and celebrate the efforts of
volunteers. To learn more, please visit: National Volunteer Week - Points of Light

Global Youth Service Day Global Youth Service Day (GYSD), originally National Youth Service Day in
the United States, is a coordinated annual event that gathers young people around the world to
conduct service projects, service learning, and youth voice activities at their communities,
countries, and the world. Activities are organized in more than 100 countries each April to help
mark the celebrations and engage millions, making it the largest annual celebration of young
volunteers. GYSD is usually observed on a weekend in April, beginning on Friday and ending on
Sunday. To learn more, please visit: Youth Service America

Memorial Day is the time when we honor those who have died in the nation’s wars. It originated
during the American Civil War when citizens placed flowers on the graves of those who had been
killed in battle. A large observance, primarily involving African Americans, took place in May 1865 in
Charleston, South Carolina. Columbus, Mississippi, held a formal observance of the dead in 1866.
Juneteenth: On June 19, 1865, about two months after the Confederate general Robert E. Lee
surrendered at Appomattox, Va., Gordon Granger, a Union general, arrived in Galveston, Texas, to
inform enslaved African Americans of their freedom and that the Civil War had ended. General
Granger’s announcement put into effect the Emancipation Proclamation, which had been issued
nearly two and a half years earlier, on Jan. 1, 1863, by President Abraham Lincoln. The holiday is
also called “Juneteenth Independence Day,” “Freedom Day” or “Emancipation Day.” To learn more
please visit: Juneteenth | National Museum of African American History and Culture (si.edu)
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IMPORTANT NOTE: Serve Illinois requires all programs
to register the events they will be holding associated
with each day of service, as well as report actual
numbers based on those events. Registration and
reporting due dates for the 2024-2025 year are below.

Don’t Forget to Take Pictures! Your report will have a

Dropbox where you can share pictures from your
event.

e Please ensure all submitted images are clear
and well-lit.

e Please ensure all branded items, including
clothing, use the approved AmeriCorps logo.

e Please ensure all submitted images are orientated facing forward, and not angled to the left or
the right.

Proposal and Report Links and Due Dates

e 9/11 Day
o Proposal: August 28, 2024: 9/11 Project Proposal Form
o Aproposalis notrequired if you are using the 9/11 Meal Packing Event as your
project.
o Report: September 25, 2024: 9/11 Project Report Form
e \Veteran’s Day
o Proposal: October 11, 2024: Veterans Day Project Proposal Form
o Report: November 25, 2024: Veterans Day Project Report Form
e MLKDay
o Proposal: December 13, 2024:MLK Jr. Project Proposal Form
o Report: February 3, 2025: MLK Jr. Project Report Form
e AmeriCorps Week
o Proposal: No proposalis required.
o Report: March 24, 2025: AmeriCorps Week Project Report Form
e National Volunteer Week
o Proposal: March 20, 2025: National Volunteer Week Project Proposal Form
o Report: May 9, 2025: National Volunteer Week Project Report Form
e Memorial Day
o Proposal: April 25, 2025: Memorial Day Project Proposal Form
o Report: June 10, 2025: Memorial Day Project Report Form
e Juneteenth
o Proposal: May 19, 2025: Juneteenth Project Proposal Form
o Report: July 3, 2025: Juneteenth Project Report Form

AmeriCorps Week: Required Member Recognition Event
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All Illinois AmeriCorps programs must celebrate AmeriCorps Week. This week provides the perfect
opportunity for AmeriCorps Members, alums, awardees, program partners, and friends to shine a
spotlight on the work done by Members—and to motivate more Americans to serve their communities.
Many events are scheduled across the country. Individuals and organizations with a special interestin
AmeriCorps, especially Members, programs, and alums, are encouraged to use their creativity to mark
the week in any way they see fit. The choice is up to you BUT recognition must be a part of it!
AmeriCorps celebrates this week on the second full week of March.

This is a requirement for all programs. For more information, visit AmeriCorps Week.

National Service Summit

The Illinois National Service Summit is the annual state-wide convening of AmeriCorps members,
alumni, stakeholders, and those engaged in National Service in Illinois. This eventis designed to
celebrate our AmeriCorps members while introducing young people to the wonderful world of
National Service- most in the age range of 18-28 years.

This one-day, power-packed summit takes place in the Spring and features dynamic presenters,
engaging workshops, and opportunities for networking and skills development.

While there is no minimal or mandatory number of members who are to attend, this is an IDHS-
provided training, and the expectation is that all programs will send at least one representative.

Training and Technical Assistance/Professional Development

Training and Technical Assistance for IDHS-Serve Illinois AmeriCorps Programs

In order to offer program support and ensure compliance with regulations, the Commission will
provide regular formal and informal training, technical assistance, and support to Illinois’ AmeriCorps
programs. In some cases, the Agency may require training as part of an improvement plan designed to
improve program performance in the areas of grant/program, member, or financial management.

Programs have many opportunities to make their technical assistance and training needs known to the
Commission —including, but not limited to, performance measure status reports in Illinois Grants, bi-
annual monitoring assessment, competency self-assessment, and training evaluations conducted
following IDHS-Serve lllinois training events. Based on input provided by program staff, IDHS-Serve
[llinois will conduct trainings for Illinois AmeriCorps Program staff and other National Service Program
staff (as allowable by AmeriCorps) throughout the year. IDHS-Serve Illinois may offer trainings or
events for AmeriCorps members.

lechnical Assistance

IDHS-Serve Illinois Program Director’s Manual

Programs are expected to familiarize themselves with and reference the IDHS-Serve Illinois
AmeriCorps Program Manual when a question arises regarding program operations. The manual helps
to condense and explain information from AmeriCorps terms and conditions, regulations, AmeriCorps
guidance and other sources related to operation of Illinois AmeriCorps programs. This manual also
adds and explains any Illinois-specific requirements.
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IDHS-Serve Illinois staff can also provide additional technical assistance to programs. The
Commission encourages programs to be knowledgeable of the rules and regulations of IDHS-Serve
Illinois, AC HQ, and their programs.

Before contacting IDHS-Serve Illinois for assistance, programs should review the AC HQ Terms and
Conditions and the AmeriCorps Program Director’s Manual for guidance. If additional questions arise,
programs should then reach out to your assigned Program Officer.

In instances where a program is non-compliant, there is staff turnover, or additional technical
assistance is needed, IDHS-Serve Illinois may also set up program specific technical assistance. This
may be focused on an individual topic or a variety. This can be scheduled by IDHS-Serve Illinois staff or
requested by a program.

Finally, IDHS-Serve Illinois may require or encourage programs to opt into a mentor or coaching
program if technical assistance is needed for several programs. This program’s requirements would be
communicated to all programs when released. In years past the goal has been to pair newer program
directors with existing directors to share knowledge and grow programs. If a Program Director would
like to see this program enacted, they should contact the IDHS-Serve Illinois AmeriCorps Program
officer.

Monthly AmeriCorps Webinars and/or Check in Calls

IDHS-Serve Illinois conducts monthly meetings via webinar; generally, the 3rd Wednesday of each
month from 9:00 — 10:00 a.m., to keep program staff informed of current issues and provide on-going
technical assistance and training. It is expected that every program will have at least one AmeriCorps
program staff (not members) attend monthly. Failure to participate in IDHS-Serve Illinois meetings and
calls canresult in additional programmatic reporting to verify that programs have the information they
need to effectively manage their AmeriCorps grant.

Basecamp

IDHS-Serve Illinois will support an online networking and resource sharing group on the Illinois
AmeriCorps State Basecamp page. Request access to Basecamp from your program officer. This is an
opportunity for Illinois AmeriCorps program staff to access IDHS-Serve Illinois resources, share
program resources, connect through conversations, and pose questions to the field. It is also a place
where event information, training dates, and other general communications can occur. IDHS-Serve
Illinois staff will be a part of the conversations and information sharing; but will not monitor every
conversation nor be responsible for compliance issues arising from others’ posts. IDHS-Serve Illinois
will also maintain grantee resources as part of Basecamp. Programs should ensure that appropriate
staff have access to these resources, including fiscal staff. Resources, divided into folders by topic,
can be found in the IDHS-Serve Illinois Docs & Files section of Basecamp. The 23-24 Program Manual
and calendar will also be available in the AmeriCorps Program Management Resources file on
Basecamp. If you have any questions or need clarification about something posted on Basecamp or
the resource page, please contact a IDHS-Serve Illinois program officer.
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Required.Program.lraining
The Grantee will have at least one staff member attend or complete the following trainings (an
AmeriCorps member is not an appropriate representative for these meetings):

IDHS-Serve Illinois provides several training opportunities throughout the year.

The current Program Director or their designee(s) should attend or complete all grant required
trainings. These include, but are not limited to:

Monthly program calls
Quarterly grantee calls
Annual Program Director Training — June (required participation)
Financial Training throughout the year and by request
On3Learning
o AmeriCorps 101
Governing Documents and Regulations
AmeriCorps Prohibited, Unallowable, Allowable Activities Course for Staff
Developing and Integrating AmeriCorps Member Position Descriptions
AmeriCorps Member Eligibility
Member Interview and Selection
AmeriCorps Member Enrollment and Exit
o AmeriCorps Member Files
o America’s Service Commissions (ASC) Regional Training — Spring (participation strongly
encouraged)
o AmeriCorps Litmos training

O O O O O

o O O O o O

A schedule of training events will be provided to the Illinois AmeriCorps Programs as far in advance as
possible. Please see the Grantee Resource Webpage on the IDHS-Serve Illinois website or on
Basecamp for a calendar of scheduled trainings and dates. In addition, AmeriCorps requires an
annual financial management training which is available on LITMOS. The certificate of completion
must be maintained as part of the official grant records.

Other.Program.Staff.Training

Other training may be offered or required throughout the program year, based on IDHS-Serve Illinois or
AmeriCorps monitoring and feedback. When relevant, IDHS-Serve Illinois welcomes the participation
of site supervisors, fiscal personnel, or other staff in training. IDHS-Serve Illinois staff strives to ensure
that training is useful to attendees and will make specific reference to training that are open to site
supervisors. Several train-the-trainer style presentations have been developed to support programs in
consistent site supervisor training. The assigned Program Officer will inform programs about available
trainings and the schedule.

State.and.Regional.Conferences

The following opportunities provide volunteer organizations training on capacity building that enhance
the skills of volunteer managers, staff, and volunteers. These trainings provide valuable networking
opportunities as well as quality professional development opportunities. The following is a listing of
those conferences and a link to more information on each. IDHS-Serve Illinois is a sponsor and part of
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each of the conference planning committees; however, each event is run independently by a group of
individuals. Attendance is not limited by region but intended to be a way to reach more volunteer
managers where they are. Program Officers can provide programs with a schedule of events for the
year.

Central Illinois Volunteerism Conference (usually in June each year)

http://www.civconference.org/

The Central lllinois Volunteerism Conference provides quality professional development opportunities
for volunteer managers/administrators that focus on the key areas of a volunteer delivery system
including personal readiness, organizational readiness, engagement of volunteers, education of
volunteers, and sustainability of volunteer efforts.

Ilinois Conference on Volunteer Administration

http://www.icova.info/

The Illinois Conference on Volunteer Administration (ICOVA) is a two-day event designed for those
who supervise, manage, or otherwise lead volunteers. ICOVA offers professional development and
continuing education through conference workshops and keynote speakers focusing on key areas of a
volunteer delivery system. ICOVA also provides much needed networking experience with peers in the
field.

Northwest Illinois Volunteerism Conference (usually in April each year)

The link for this conference is provided annually as the conference is in the planning stage.

This is the first volunteerism conference set up for the IDHS-Serve Illinois Northwest Region which
includes Rockford, Freeport, the Illinois Quad Cities and all the areas between. Centrally located in
Dixon, this conference was created to provide quality development opportunities and valuable
networking experience for anyone who manages, motivates, or mobilizes volunteers to make a
difference. Participants will enjoy networking opportunities and a broad variety of learning
opportunities with workshop topics that include motivating Baby Boomers, developing meaningful
volunteer opportunities, recruiting, and rewarding volunteers, understanding personality traits, and
building volunteer disaster preparedness projects.

Southern Illinois Volunteerism Conference

The link for this conference is provided annually as the conference is in the planning stage.

The Southern Illinois Volunteerism Conference (SIVC) has existed for over 12 years in various forms to
provide capacity-building training opportunities to enhance the skills of volunteer leaders and
managers in the public, private, and particularly nonprofit, sectors and to provide professional
development workshops for volunteers themselves.

Volunteerism National Conference (usually in June each year)
http://www.volunteeringandservice.org/

The Points of Light Conference is a global convening of nonprofit, government, business, and civic
leaders who connect, collaborate, gain, and share the knowledge and resources needed to galvanize
the power of people to create change. It is typically held in the summer timeframe.
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Administrative Policies

Organizations should have the basic governing policies necessary to comply with federal requirements
and adequately manage federal funds. This includes policies that cover financial management and
internal controls, human resource management, including timekeeping and travel, and policies that
cover ethics, code of conduct and whistleblowers. Requirements for fiscal policies are covered in the
2 CFR Part 200 and will be discussed in Part Seven, Financial Management section of this manual.
Other required administrative policies are detailed in AmeriCorps regulations, statutes, policy or other
federal statutes and detailed in this or other sections of this manual.

The following policies are required either by statute, regulation, Executive Order, Grant Terms and
Conditions or the Grant Certification and Assurances. You must develop policies that meet the
requirements established in the source (i.e., statute, regulation, etc.). IDHS-Serve Illinois has
templates available on the Basecamp site for your adaptation.

1. Non-Discrimination and Harassment and public notice/posting
Requirements at: 88 175 and 176(f) of the NCSA, 45 CFR 8§ 2540, 45 CFR § 2522.100(f),
General Terms and Conditions, Section [Il.M.

2. Limited English Proficiency
Requirements at: Executive Order 13166; 67 FR 64604, Title VI, Civil Rights Act and
AmeriCorps General Terms and Conditions, Section lll.M.2

3. Whistleblower Protections
Requirements at: 5 U.S.C.8§1201, and 5 U.S.C.8101, and AmeriCorps General Terms and
Conditions, Section lll.J, 5 1LCS 430/15-5

4. Drug Free Workplace
Requirements at: AmeriCorps Grant Certifications, Section 184 of the NCSA (42 U.S.C.
12644), sections 5150-5160 of the Drug-Free Workplace Act of 1988 (41 U.S.C. 8101-8106); 2
CFER Part 2245)

5. Reasonable accommodation/Disability inclusion
Requirements at: Rehabilitation Act of 1973, Sections 504, 508; 45 CFR § 1203, 45 CFR §
1232, AmeriCorps General Terms and Conditions Section IV.F

6. Grievance procedure
Requirements at: 42 U.S.C. 12636 and 45 C.F.R. 2540.230

7. Personally Identifiable Information
Requirements at: 2 CFR § 200.303(e) and AmeriCorps General Terms and Conditions Section
V.

8. Prohibited Use of Funds and Activities
Requirements at: sections 132A and 174 of the NCSA (42 U.S.C. 88 12584a and 12634),
45 CFR § 2520.65, 45 8 CFR 2540.100 AmeriCorps General Terms and Conditions
Section Ill.E and AmeriCorps Specific Terms and Conditions Section V.C.

9. Recognition of Federal Support/Identification of funding
Requirements at: AmeriCorps General Terms and Conditions, Sections lll.H and Ill.M

10. National Service Criminal History Check
Requirements at: 42 U.S.C. § 12645g, 45 CFR §2540.200 through §2540.207.
National Service Criminal History Checks (NSCHC) is a baseline screening requirement
established by law to protect the beneficiaries of national service. While the statute and
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regulations do not require a formal written policy, subgrantees are strongly encouraged to do
SO.
You can find out more about the NSCHC requirements in Part Six of this manual.

Signatory Authority

IDHS-Serve Illinois requires all programs to submit a signatory authority form annually. IDHS-Serve
Illinois communicates due dates for this form on the annual calendar and sends out a reminder with
the template prior to that due date.

Programs who have no changes in their signatory authority may note this when the request for
submission is sent out. This form denotes which individuals at the organization have authority to sign
which documents for the program and fiscal management. It is important for programs to understand
this authority and update IDHS-Serve Illinois if staff responsibilities change throughout the year.

Definitions:
Authorized signatory: denotes an individual or individuals designated by the board of directors to
execute agreements, contracts, and other AmeriCorps State related documentation.

Board of directors: refers to a legally organized body with oversight of a subgrantee’s fiscal and\
organizational responsibilities.

Subgrantee: means the host organization with legal and fiscal responsibilities for an AmeriCorps State
formula or competitive program and its members.

Service Site: means the partner organization hosting AmeriCorps members. A partner organization
must have legal status as a state or local government, an Indian Tribe, a non-profit organization
(religious organizations are permissible), or an educationalinstitution and provide one or more types
of eligible programs.

Authorized Signatory:
Itis the responsibility of the subgrantee organization to determine which individual or individuals may
execute one or more of the following AmeriCorps State documents:

o State grant agreement o Financial Status Reports (FSR)
Member contracts Grant closeout package
Member-related forms Request for reimbursement
Program application Service site agreement(s)

Program management forms Correspondence
Quarterly Progress Reports Other requests or documentation

o O O O O
O O O O O

The subgrantee organization should complete the Subgrantee Signatory Authority Form at the
commencement of each program year. It is the responsibility of the subgrantee organization to revise
the above-referenced form and return it to IDHS-Serve Illinois if a change or changes occur on the
original or revised form filed with IDHS-Serve Illinois.

The subgrantee organization should authorize one (1) primary and a minimum of one (1), but not more
than two (2), secondary signatories
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Host Site and Supervisor Management

Site Management

Whether an AmeriCorps program places all members internally or coordinates with external partners
for some or all its positions, every AmeriCorps program director will likely work with multiple host site
supervisors who provide much of the day-to-day oversight of the AmeriCorps members. AmeriCorps
members are placed at host sites to provide direct service to the community. Regardless of the
program design, communication between the AmeriCorps program and the host sites will be key. The
program staff will need to be successful in communicating with all site supervisors —regardless of the
placement. Illinois AmeriCorps programs that utilize external host sites for placement of AmeriCorps
members should ensure that they are effectively managing these partnerships through written
agreements that support overall program goals, quality member experiences, and performance
measures. Even programs with only internal placements should make use of an agreement to outline
site supervisor roles and responsibilities. Illinois AmeriCorps programs are expected to monitor all site
placements for compliance and to provide technical assistance and support to continuously improve
host site management. There are checklists and samples of tools and forms available on Basecamp
that can be used to assist programs in this process.

Written Host Site Agreement

All programs must have a written host site agreement in which both parties attest to their roles and
responsibilities in the partnership. At a minimum, the agreement should cover the responsibilities of
the site supervisor related to program identification, member oversight, evaluation and training, the
member activities that are prohibited, the disciplinary procedures and the role of the supervisorin
member discipline and termination, and financial obligations on the part of the site (including when
and under what circumstances these obligations would terminate or be reduced). Programs should
also collect a list of physical service site addresses as part of each Host Site Agreement (HSA). Host
site supervisors that are staff of other organizations are contractors. Their roles and responsibilities
should be detailed as such in the host site agreement. These agreements will be reviewed and
reissued on at least an annual basis and revised as needed. As part of renewal process programs
could add “program performance and review criteria” to allow for past performance, and input from
staff that worked with the site to be considered. Depending on the scope and nature of the project
additional items may be covered in the written site agreement. The Host Site Agreement template is
available on Basecamp. Please use this form to ensure that the program’s site agreement contains
the necessary information. If a program enters into a host site agreement with an entity, then the
agreement must be submitted to their program officer via DHS.ILAmeriCorpsPO®illinois.gov for
review prior to moving forward.

Site Recruitment and Selection

Ilinois AmeriCorps programs should seek member host sites that allow them to achieve the program
performance measures, to give AmeriCorps members a transformative service experience, and to
carry out the activities described in the approved grant application. Illinois AmeriCorps programs are
encouraged to utilize a competitive site selection process. Programs must ensure that site selection
incorporates the criteria required by regulations (quality, innovation, sustainability, quality of
leadership, past performance, and community involvement). In alignment with agreements with
surrounding state Commissions, service sites must be no more than 40 miles from the Illinois border.
If a program is considering an out-of-state host site or service site, please discuss with IDHS-Serve
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[llinois prior to moving forward with grant activities, including member recruitment and selection. After
host sites are selected, programs are required to enter them, including their physical addresses, into
eGrants within 30 days of member enrollment.

Training and Development
At a minimum, Illinois AmeriCorps programs must provide all site supervisors with an initial orientation
and annual training. The orientation for new sites must cover:

o Overview of AmeriCorps and IDHS-Serve Illinois

o Member Rights and Responsibilities

o Review of the Host Site Agreement Highlights for Site Supervisor and Member Service
Agreement

Sexual Harassment and non-discrimination

AmeriCorps prohibited activities,

Nonduplication/Non-displacement,

Branding and Media inquires

Member timekeeping system (i.e., OnCorps) and supervisor role,

Plan for collecting performance measure and other data from the site and the site’s role in
collecting that data,

Site performance and program feedback and evaluation opportunities

Diversity, Equity, and Inclusion

eCourses through On3Learn

Basecamp

O O O O O O

0O O O O

Programs will also need to cover relevant issues related to the financial agreement between the site
and program, such as requirements for documenting site supervisor time as match to the AmeriCorps
grant. Ideally, this training should be conducted before the members’ start date; however, sometimes
this is not possible. These topics should be covered as quickly as possible to ensure the grant year
gets off to a strong start.

Host sites will play a major role in the program achieving its performance measures. It is essential that
the AmeriCorps program staff focus on the program’s performance measures during the site
supervisor orientation/training to make sure that site supervisors know what the desired program
outcomes are in the approved grant application, what the site’s role is in data collection for those
outcomes, and how to know if the program is on track to accomplish outcomes. Additionally, site
supervisors should know their responsibility in ensuring that AmeriCorps members know their role in
both achieving performance measures and collecting data for reporting on the outcomes and cover
these topics during the members’ orientation and training.

Each year, training should be provided to cover updates to federal, state, and program processes and
requirements. Program staff should also be available to provide technical assistance on an ongoing
basis, as needed. A “best practice” for programs is to build from program experience and site
feedback to develop and implement an ongoing training plan for the host sites and have regular
communication with each site.
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Managing Site Supervisor and Contractor Time

Programs using site supervisor and/or contractor time as match or that are supporting time with
federal funds need to provide training to site supervisors/contractors. Training should include how to
document time and explanation of appropriate activities that can be counted toward the grant. Site
supervisors, employed by the program’s organization, should use the organization’s timekeeping
system.

Contractors, site supervisors who are employed by another organization, should create an invoice that
includes the date and the number of hours worked and the activities that time was spent on for the
AmeriCorps project for each pay period. If a generic spreadsheet or other document is used to
communicate time spent, signatures are required. In addition to the time sheets, programs using
contractor time should collect the salary and benefit cost for each person annually. This document
should be updated if there is a new salary or budget amount during the grant year. From this
information programs can determine an hourly rate. The total number of hours would be multiplied by
their hourly rate to calculate the total amount included on each claim.

Hours in which the site supervisor is doing their work alongside the member(s) does not count as site
supervision. Only time in which the supervisor is providing instruction, guidance, feedback,
recruiting/interviewing potential members, data collection, or reporting directly to or related to the
member should be counted.

Site Monitoring and Opportunities for Feedback

For continuous improvement and to maximize the mutually beneficial relationship between the
organization and its sites, Illinois AmeriCorps programs are required to conduct regular site
monitoring.

Monitoring is also required to ensure that host sites are upholding the standards required of any Illinois
AmeriCorps State program, such as being accessible to individuals with disabilities and providing
members with quality member experiences.

IDHS-Serve Illinois strongly suggests programs monitor and assess each host site annually. On-site
monitoring also provides the program with the opportunity to see the AmeriCorps members’ service
first-hand, to learn about successes and challenges, and to be able to look at the service partnersin
the big picture. Some goals for on-site monitoring include ensuring members are doing the activities
the host site has agreed to, as well as providing needed support and guidance to sites that may need
timely support. Different monitoring processes may work well for different program designs but may
include interviews or focus groups with members and site supervisors, gathering feedback from
community partners, review of site performance and progress towards goals, review of member
recruitment and retention at the site, and/or in-person site visits. While any of these processes may be
used, in-person visits do offer the program a chance to get a feel for the member experience at the
host site and the community the program is serving. Host sites should also be frequently given the
opportunity to provide feedback to the program regarding successes and challenges with the host site-
grantee relationship.
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Other Program Management Responsibilities

Please contact your assigned Program Officer with any questions.

AmeriCorps Branding
As recipients of federal agency AmeriCorps assistance or resources, IDHS-Serve Illinois and its

subrecipients must identify their programs, projects, or initiatives as AmeriCorps programs
accordingly. AlLIDHS-Serve Illinois agreements with subrecipients and all subrecipients’ agreements
with operating sites, or service locations, related to AmeriCorps programs and initiatives explicitly
state that the program is an AmeriCorps program. Similarly, all national service members serving at
their programs, projects, or initiatives as either AmeriCorps members.

Visual.Representations.and.Prominent.Display;.

IDHS-Serve Illinois and its subrecipients must identify their programs, projects, or initiatives, and their
members or volunteers, through the use of visual representations, including logos; insignias; written
acknowledgements, publications and other written materials; websites and social media platforms;
and service gear such as clothing. All visual representations must follow current AmeriCorps branding
guidelines, which include proper logo use and cobranding requirements.

To provide recipients technical assistance in ensuring compliance with proper logo use and
cobranding requirements, AmeriCorps provides brand guidelines, to which IDHS-Serve Illinois and
subrecipients will refer and follow. The brand guidelines are available at Branding Guidelines. IDHS-
Serve Illinois and subrecipient websites and social media communications shall clearly state, as
appropriate, that they are an AmeriCorps recipient or funded by a grant from AmeriCorps and shall
prominently display the AmeriCorps logo. Logo graphics should be embedded with a link back to the
AmeriCorps.gov home page (referral link) or to an AmeriCorps program specific web page at
AmeriCorps.gov. IDHS-Serve Illinois and subrecipients shall prominently display the AmeriCorps
name and logo on all service gear and public materials, in accordance with AmeriCorps’
requirements. Public materials are defined in the branding toolkit.

Acknowledgement.and.Disclaimer.on.Published.Materials

The appropriate AmeriCorps logo shall be included in publications related to an award of AmeriCorps
assistance or resources. An acknowledgement and disclaimer shall be displayed on all reports and
other published materials based upon work supported by the award. The acknowledgement and
disclaimer may contain language the same as or similar to: “This material is based upon work
supported by AmeriCorps under (Grant No). Opinions or points of view expressed in this document are
those of the authors and do not necessarily reflect the official position of, or a position that is
endorsed by, AmeriCorps.”

Service.Gear
All AmeriCorps Members MUST wear service gear that includes the AmeriCorps logo at all times that
they are logging hours. This gear can include, but is not limited to:

o Shirts o LapelPins
o Hats o Jackets
o Lanyards
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AmeriCorps.Members

AmeriCorps members should be referred to as AmeriCorps Members regardless of the program they
serve in. They may have additional titles such as “coaches”, but they should be referred to first as
AmeriCorps Members. AmeriCorps Members are not employees.

Members should be reminded that service gear should not be worn on personal time when it would
appear they are conducting prohibited activities. This would include, but not be limited to adult
establishments, political rallies, or protests.

Service.Site.Signage

All locations where Members serve should note that service with signage. This could include banners,
window clings, lawn signs, etc. IDHS-Serve Illinois recognizes that some service sites may not allow
signage, but every effort should be made to note that AmeriCorps Members are serving at the location.

Website.Branding.

The program’s forward-facing websites and social media platforms must include both the IDHS-Serve
Illinois and AmeriCorps logos, and the program must note that is funded in part by the IDHS-Serve
[llinois Commission and AmeriCorps.

Medlia.Releases.and.Marketing.Materials

Any media releases or marketing materials should note that the program is funded in part by the IDHS-
Serve Illinois Commission and AmeriCorps, and should include, if possible, the IDHS-Serve Illinois
and AmeriCorps logos. All materials should be sent to your Program Officer for their records and to
assist IDHS-Serve Illinois in amplifying your marketing messages.

Cost.of.Branding.Materials

Grant funds may be used to purchase service gear and signage. Members should be provided with
enough gear to meet the requirements above.

National Service Gear is the official provider of AmeriCorps gear and signage, however the program
may use any vendor that they find reasonable and cost effective.
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PART FOUR
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Member Recruitment

A successful recruitment strategy is the foundation for a thriving AmeriCorps program. The individuals
you select and place within the community represent your program every day; their interactions either
enhance or detract from your organization’s reputation.

IDHS-Serve Illinois AmeriCorps Programs must actively seek to recruit Members from the community
in which the project is conducted.

All position descriptions must be posted in the Portal through the eGrants system and all applicants
must eventually apply through My AmeriCorps Portal system. The My AmeriCorps portal is the official
system of record for AmeriCorps member service and is the system through which Members access
their Education Award, request loan forbearance and interest accrual payments.

IDHS-Serve Illinois recommends that programs utilize other recruitment methods (online, print, etc.)
in addition to the My AmeriCorps Portal.

Membership should be diverse in terms of race and ethnicity, socioeconomic backgrounds, education
levels, gender identities, sexual orientation, and abilities, unless and to the extent that the approved
program design requires emphasizing the recruitment of staff and Members who share a specific
characteristic or background. However, in no case may you violate the nondiscrimination and non-
displacement rules governing participant selection.

AmeriCorps has set standards for both Member recruitment and Member retention percentages.
IDHS-Serve Illinois will review both regularly to ensure compliance. If a program fails to meet either
requirement, it may result in reduced funding or termination of the grant.

Member Eligibility

General Eligibility Requirements to Serve

The program is responsible for following AmeriCorps’ eligibility requirements for members, namely
that they must:

(1) Be at least 17 years of age at the commencement of service OR be an out-of-school youth of at
least 16 years of age participating in a youth corps-type program [42 U.S.C. § 12572 (a)(2)] OR an out-
of-school youth of at least 16 years of age enrolled in a program for economically disadvantaged youth
(as defined inthe Act 42 U.S.C. §12572(a)(9);

(2) Have a high school diploma or its equivalent, agrees to obtain a high school diploma or its
equivalent (unless this requirement is waived based on an individual education assessment
conducted by the program) and the individual did not drop out of an elementary or secondary school
to enrollin the program, oris enrolled in an institution of higher education on an ability to benefit basis
and is considered eligible for funds under 20 U.S.C. § 1091; and

(3) Be a citizen, national, or lawful permanent resident alien of the United States. Individuals who do
not meet these criteria are not eligible to serve and should not be enrolled or considered as a member.

Identification and Member Age Eligibility Documentation
For the purposes of AmeriCorps eligibility, the identification of the member must be verified by the
program at the time of member enrollment using a government-issued form of identification, such as a
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driver’s license or passport. The program’s policies should outline acceptable and preferred forms of
identification. The identification provides documentation of member eligibility in terms of age
requirements. Checking the individual’s government-issued identification also helps you to ensure
that the individual is who she/he claims to be. This is particularly important when you run the required
criminal history checks using the correct name, date of birth, etc. (see more under National Service
Criminal History Checks, Part Six of this manual). A copy of this document must be retained by the
program in the member’s file or electronically (in a manner that meets the AmeriCorps’ electronic
storage requirements).

Prior Service Term Limits and Education Award Eligibility

Individuals may serve multiple terms of AmeriCorps service, but members who have served prior
terms in AmeriCorps State and National (ASN) must meet certain performance and disclosure
requirements to be eligible for subsequent terms. If an applicant was exited for cause from a prior
term, he/she must disclose this fact at the time of application to serve a subsequent term. The
member must have received a satisfactory performance review from any prior terms or service; if not,
he/she is not eligible to serve again. The MyAmeriCorps Portal does not automatically notify programs
of members who have previously received unsatisfactory performance reviews, nor does it disqualify
them from applying for future terms of service. Therefore, it is the responsibility of the program to take
reasonable steps to determine the status of the member’s exit from a previous program so that it does
not select someone who is ineligible for continued service. For members who have served multiple
prior terms of service, programs only need to check the most recently completed term of service for
satisfactory completion but are strongly encouraged to contact the additional prior service sites.

Each branch of AmeriCorps does have term limits. Members may serve up to four (4) terms in
AmeriCorps State and National. However, they may only earn up to the value of two (2) full-time
education awards from any national service branch. Members who have already earned the maximum
education award value (through AmeriCorps State and National or through the other branches of
AmeriCorps), but who have not served the maximum number of terms may still enroll in subsequent
terms of service with AmeriCorps State and National; however, the end of service benefit they earn will
have no value (i.e., the education award they can earn is worth $0).

Programs should consult with members on how many previous AmeriCorps State and National terms
they have served to ensure they do not exceed the limits for AmeriCorps State and National. Members
that exit a term of service early for reasons other than misconduct prior to completing 15% of a term of
service will not have that service term counted towards their term limit. Programs and members will
see the aggregate value of an individual member’s education awards earned to date in the
eGrants/MyAmeriCorps Portal. Members eligible for only a partial education award must acknowledge
this in the Portal before they may be enrolled.

Members without a High School Diploma or GED
To participate in AmeriCorps, an individual must meet certain education requirements. If members

self-certify that they have a high school diploma or GED, they meet the requirement with no additional
documentation required.

If a member does not have a high school diploma or its equivalent at the time of enrollment, the
program must ensure that the person did not drop out of school to enroll in the AmeriCorps program.
The program must obtain the member’s written agreement to obtain a high school diploma or its
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equivalent before using the education award unless this requirement is waived based on an individual
education assessment conducted by the program.

If the member has been determined to be incapable of obtaining a high school diploma or its
equivalent, the program must request a waiver from the AmeriCorps to the diploma/GED requirement.
The program must provide an independent evaluation demonstrating the member’s inability to meet
this requirement as part of its waiver request. The program must retain a copy of the approved waiver
and the supporting independent evaluation.

Or, if the applicant does not fall into any of the above categories, he/she is considered eligible for
AmeriCorps service if the program has verification of the member’s enrollment at an institution of
higher education on an ability to benefit basis and eligibility for funds under section 484 of the Higher
Education Act of 1965 (20 U.S.C. 1091).

Citizenship Eligibility Documentation and Social Security Verification

Program staff should pay special attention to the requirement that members are citizens, nationals or
lawful permanent residents of the United States and have a valid social security number associated
with the same member’s name. Members must have citizenship and SSN verifications through the
MyAmeriCorps portal (see next paragraph) or manual verifications dated on or before the member’s
enrollment start date; therefore, programs should review their enrollment timelines and processes to
allow for collection and review of these documents.

AmeriCorps utilizes an automatic, electronic verification process to satisfy this requirement. The
process begins at the time the member completes and submits their AmeriCorps member enrollment
form in the Portal. Therefore, it is VERY important that the prospective member enter their social
security number accurately and use their name as it appears on their social security card. If there are
discrepancies as to how the name is listed on various forms of identification, it has found that using
the name as listed on the social security card may be preferable.

Upon submission of the member enrollment form, the prospective member’s citizenship information
will be sent electronically to the Social Security Administration and the Department of Homeland
Security for verification. This process means that members must also have a valid social security
number. Upon successful verification, the individual’s citizenship status will appear as “verified” in the
Portal and will be visible to both the member and the program staff. Members who have served
previous terms, prior to the enactment of the automatic verification, will appear as “previously served”
or display the previously verified/manually verified date. Further action may be required by the program
even if the member’s citizenship status is listed as previously served. No further action should be
required by the program if the member’s citizenship status is listed as verified/manually verified for a
previous term.

If the individual’s information cannot be automatically verified, AmeriCorps will contact the program
by email to request that additional documentation to support the member’s social security and/or
citizenship status be submitted to AmeriCorps via electronic file transfer for review and verification as
soon as possible. The individual’s status will appear as “returned” in the Portal. The email will contain
information about the documentation to be submitted. In general, the program should be prepared to
provide a copy of a social security card, and one of the following forms of documentation:

a) a legal permanent resident card (also known as a green card)
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b) a U.S. birth certificate
c) a U.S. Passport (expired or current), or
d) a U.S. citizen certificate

The program must maintain copies, in the member’s file, of any citizenship verification documentation
that was obtained, submitted, and reviewed by AmeriCorps. Programs must save a copy/screenshot
of the member record from eGrants showing the status as verified and keep the documentation in the
member’s file.

The program will not be able to complete the enrollment process in eGrants until the citizenship
documentation and social security number is verified by AmeriCorps. Programs may allow members
to start while their verification is in its “returned” status, as long as the program is confident they have
the documentation needed to verify eligibility. Once the citizenship status or social security numberis
manually verified, the manual verification effective date will be the same date that the status was
returned to the program and then the enrollment process can be completed in eGrants. Programs
should still plan pre-enrollment steps to occur in a timeframe that will allow programs to enroll
members within eight (8) days of their start date. Costs for members that are not eligible are subject to
disallowance and repayment.

Enrollment Documentation

Programs must be able to document that every member is eligible to enroll in AmeriCorps, ensure
members have adequate time to complete their terms of service, and receive in-service and post-
service benefits. Programs must enroll and exit members with a completely electronic process
managed in the Portal. All member files must contain a hard copy or screenshot of verification of the
member’s electronic enrollment from the eGrants/MyAmeriCorps Portal. eGrants is the access point
to the Portal for program staff and this is the official system of record for AmeriCorps. Member
enrollment data must be entered into the My AmeriCorps Portal (“Portal”) within 8 days of the
member’s service start date.

All enrolled members must also be assigned to a service location with the eGrants/MyAmeriCorps
Portal. This must be completed within 30 days of their enrollment. All service locations should be
described by name, full address and/or ZIP code plus four. Members serving at multiple sites should
be assigned to the location where they serve a plurality of their hours.

Programs are required to certify completion of certain National Service Criminal History Check
(NSCHC) components in eGrants as part of the enrollment process. As part of enrollment, the
program must certify that:

1) the National Sex Offender Public Website (NSOPW) has been completed and reviewed prior
to the member’s start date and
2) that they have completed the necessary state(s) and FBI checks as appropriate.

This certification has a date box in the eGrants enrollment form, and the date entered must be no later
than the day before the member’s start date. Keep in mind that information entered into eGrants is
considered part of a federal award and falsification of information in this system can result in civil or
criminal penalties.
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Programs that identify ineligible members during the NSCHC process should report these cases to
IDHS-Serve Illinois immediately.

Please find more detailed instructions and information in Part Six, NSCHC of this manual.

Member Enrollment Deadline

Programs must document in the eGrants/MyAmeriCorps Portal a member’s enrollment in a term of
service within 8 days of the date of that event. Suspension, completion, and release from service must
be documented in the eGrants/MyAmeriCorps Portal within 30 days of the event. Member enrollment
beyond 8 days is considered noncompliant and the program must document the reason for the late
enrollment. Time prior to the official eGrants enrollment will be disallowed as service and federal
funds will not be eligible for reimbursement. AmeriCorps will consider changes in the member start
date if the program can document a failure of AmeriCorps’ technology platforms that prevented timely
social security or citizenship verification or if the program can demonstrate other circumstances that
prevented timely verification, such as a legal name change, natural disaster, or unintentional program
staff error. Requests for administrative review will require supporting documentation, ideally including
ticket numbers for any associated eGrants helpdesk communications. If a program desires
administrative review, please contact the program officer.

Member Enrollment Periods and IDHS-Serve Illinois Requirements

Programs establish a member enrollment period in the eGrants/MyAmeriCorps portal, which may
begin no earlier than the grant award date and may last up to one year. Enrollment deadlines for
various member slot types are based on the amount of time such a member may reasonably need to
complete his/her term and how that relates to the program’s project period. No individual member
service agreement may exceed twelve (12) months, and all Illinois members (including FT, TQT, HT,
RHT, QT, MT, AT) must complete their terms of service within the IDHS-Serve Illinois Grant Agreement
project period.

In order to maximize resources, effectively manage programs and allow members adequate time to
complete their service term, enrollment deadlines have been established for all member
classifications.

Slot Type Final Date to Enroll members Aug/Sept Start Dates

FT October 1%
TQT November 1
HT March 1
RHT March 1
QT June 1%
MT June 1%
AT June 1
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Any requested changes must seek review from the Program Officer to determine if approval will be
given.

Member Service Agreements

General Requirements for Member Service Agreements

All members must be covered by a member service agreement that is fully executed and in effect
during their entire term of service. This means that the agreement must be signed and dated by both
the member (and a parent/guardian for those under 18) and program representative on or before the
member’s first day of service. Programs should be consistent about who signs the member service
agreement on behalf of the program. IDHS-Serve Illinois suggests it be someone from the grantee
organization’s administrative team and not the site supervisor. If a program desires the site to be
represented in the member service agreement, the site supervisor or other host site representative
can be an additional signer.

NOTE: All signed MSAs need to be emailed to the email listed below. Member Service Agreement

Any changes to the MSA require prior approval by the Program Officer. If the change is approved,
the change must be initialed, signed and dated by the program representative and the member.

Form: Sent to:

Member Service Agreement (MSA) DHS.ILAmeriCorpsPO@illinois.gov

To receive the full living allowance and Segal Education Award, the member must satisfy both the
minimum number of hours served and the dates of service as stated in the member service
agreement. Programs must have a signed and dated member service agreement for each member. If
there is not a completed member service agreement, all expenses must be repaid.

Changes or Amendments to Member Service Agreements

Any amendments to the Member Service Agreement must be conveyed in writing, signed, and dated
by the member (and parent/guardian for members under age 18) and program representative and
attached to the original Member Service Agreement. The member must also be given a copy of the
amendment for their records.

Any minor changes to the member service agreement should have a line striking through the deleted
language and new information written/typed in and signed and initialed by both parties to the
agreement. White out or correction tape should not be used in a member service agreement. Minor
changes, such as the site supervisor name may be updated using this method. As a reminder, no one,
including program staff, host site staff or the member should change or alter an official AmeriCorps
document without engaging all parties. This would include member service agreements, amendments
to the member service agreement, host site agreements, and timesheets. This list is not exhaustive.

Only in the case of compelling personal circumstances may a member’s service agreement be
extended beyond the original end date, via a written and signed member service agreement extension.
The program must issue a member service agreement amendment to ensure that the member is
covered by a service agreement that is in effect, but the extended service period must be no longer
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than 12 months. The compelling personal circumstances must be documented in the member file in a
timely fashion.

Storing Member Service Agreements

Member service agreements should be located within the member files and maintained at the
“headquarters” of the program, not at the site where the member is serving. The original service
agreement with all original signatures (not a photocopy or faxed version) must be easily accessible on-
site if stored in a separate human resources file. All member service agreements must be available for
review by IDHS-Serve Illinois or AmeriCorps staff during site monitoring and/or audit visits. If the
program is signing and storing documents electronically, organizational policies should support this
process and storage processes should ensure document retention and Personally Identifiable
Information (PIl) safety.

Required components of a Member Service Agreement (MSA)
o Member name, program name, sponsor/grantee organization name
o Member position title, service location, site supervisor name and site supervisor phone/email
o Member start date and end date
o Termtype memberis serving, minimum required service hours to successfully complete term
and be eligible for the education award.
o Expectations outlining service from start date through end date and completing minimum
hours in term
o Requirements (as developed by the grantee) necessary to be eligible for additional terms of
service
o Meeting background check requirements
o Living allowance amount and language that it must be paid from the start of service (start
date) until the member ends service (end date) and in accordance with the program’s Member
Payroll and Exit Policy
o Living allowance is paid in equal increments while members are serving
o The memberis prohibited from accepting other forms of compensation for their service. This
does notinclude program approved incentives
o Living allowance is taxable; taxes will be deducted prior to payment
o Member benefits (health care, childcare, loan forbearance /PSLF)
o Education award link to determine amount for the term of service in which the individual is
enrolling
o High schooldiploma or equivalent certification
o Member must disclose previous service that may make them ineligible for future service
and/or education award. Includes both release for cause and number of prior terms served.
o Information on the impact of an exit for compelling personal circumstance on the education
award
Member responsibility to the program as it pertains to the Drug-Free Workplace policy
Loan forbearance and Interest Accrual information
Prohibited Activities
Code of conduct (standards developed by the grantee) and disciplinary policy
Nonduplication language and non-displacement language
Suspension and Temporary Leave from Service

O O 0O O O O
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o Member Exit and Release, including the specific terms under which a member may be
released for cause

o Informed consent/Media/publicity/information release

o Civil Rights and Non-Harassment/Non-Discrimination Policy

Member signature along with date of signature (signed prior to commencement of service).

Please note, if the member is under 18 years of age, the agreement must be signed and dated

by the member’s parent or legal guardian

Program representative signature and date

Amendments to the agreement, with their own signatures or initials and dates

Member Position Description

Living Allowance Pay Schedule

Grievance Procedures

Drug-Free Workplace Policy

Reasonable Accommodation Policy and Form

o

O O 0O 0O 0O O O

Programs should also add a technology/equipment use policy to the member service agreement if
they intend to provide portable technological equipment (laptop, tablet, phone, etc.). A
technology/equipment agreement should be instituted if a program intends to withhold living
allowance, withhold the education award, or issue a fine if technology is not returned or damaged
beyond regular wear and tear. If the technology was purchased with AmeriCorps grant funds or funds
used as match, members must agree to only use that equipment for AmeriCorps-related activities.

Grievance Policy

The Member Service Agreement should contain the grievance policy to be used by individuals who
wish to resolve disputes related to the program. Members must be suspended while grievances
related to enrollments and exits are settled, please see Suspensions Related to Grievance for more
information.

IDHS-Serve Illinois suggests that programs develop a form for members/applicants to use when
submitting a grievance, in order to ensure that all necessary information relevant to the program
decision being grieved is collected. The form must be in compliance with AmeriCorps requirements
for grievance policies.

Programs should notify their IDHS-Serve Illinois program officer in writing of any pending grievance.
This notice should be provided to the program officer within five (5) business days of the notification to
the program. Programs must maintain documentation of grievances filed and the program’s response.

Member Position Descriptions

General Requirements for Member Position Descriptions (MPD)

As stated in the Member Service Agreement (see attachments listed in Section XVI on the MSA), every
member service agreement must incorporate a member position description specific to the member
either (MPD) by reference or within the body of the member service agreements, Position descriptions
must fully describe the duties assigned to the member. If the member position description is not
incorporated into the member service agreement, then the position description must also be signed
and dated by both the member and the program representative. The recipient must develop member
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positions that provide meaningful service activities and performance criteria that are appropriate to
the skill level of members.

The recipient is responsible for ensuring that the positions do notinclude or put the AmeriCorps
member in a situation in which the member is at risk for engaging in any prohibited activity (see 45 CFR
§ 2520.65), activity that would violate the non-duplication and non-displacement requirements (see
45 CFR § 2540.100) or exceed the limitations on allowable fundraising activity (see 45 CFR §§
2520.40-45). The recipient must accurately and completely describe the activities to be performed by
each member in a position description. Position descriptions must be provided to AmeriCorps upon
request. The recipient must ensure that each member has sufficient opportunity to complete the
required number of hours to qualify for an education award. In planning for the member’s term of
service, the recipient must account for holidays and other time off and must provide each member
with sufficient opportunity to make up missed hours.

Creating Compliant Member Position Descriptions

Member Position Descriptions are the tool programs use to transfer the vision in the grant into action.
Ensure position descriptions align with approved program design. Each Position Description should
include these components:

Member name

Position title

Program name and address

Service location

Position purpose

Minimum qualifications that the program has established

Term of service —full time, half time, etc.

Indicates that vacation, sick and holiday leave does not count toward the total hours needed

to successfully complete the term of service.

o Anticipated service schedule —this should be specific both in hours and in days members are
expected to serve, e.g., M-F 8:30AM-1:30PM and minimum hours per week (not a range of
hours). The minimum number of hours must equal or exceed the minimum number of hours to
exit successfully. Programs should consider time that members will not be serving, for
example school breaks and holidays.

o Training completion requirements — participation in program orientation, site orientation, etc.

o Benefits —would include the tangible benefits like the education award, but also things like
personal growth, learning new skills, etc.

o Evaluations — midterm and end of term evaluations — or other evaluation schedule

o Description of Duties

O O O 0O 0O 0 0 O

List service activities that are specific to each member. Understand that activities in which members
engage but were not included within the position description may be considered noncompliant or
unallowable.

o Describe all member activities explicitly to ensure that prohibited activities are not included.

o Donotinclude phrases like, “other duties as assigned” or similarly vague statements about
member responsibilities (see Member Position Description checklist for sample language). For
example, do not use the phrase, “assist Site Supervisor” or “assist employees” without
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additional detail. Instead break down the project or program to specify the portion of the
activity for which the member will be responsible.

o Do notuse employment terms such as: “work/job, job description, hired, or employee.”
Instead, the position description should use appropriate National Service terminology like,
“serve/service, position description, enrolled, and member/service participant.”

o Avoid abbreviations and acronyms — Instead, spell out the terms at the first usage and then
use the acronym or abbreviation later in the document only as needed.

o If amember position description includes member participation in volunteer recruitment,
volunteer management or similar activities, a brief description of the potential activities for
which the member will be recruiting must be added within the position description itself. For
example, “Recruit and manage volunteers to support the afterschool program.”

o Consider how each service activity might be altered if a member needed a reasonable
accommodation.

o Avoid listing expected behaviors as service activities, for example, “Provide a drug-free,
educational, nurturing, safe, and supervised environment for youth.”

Guidance on Appropriate Service Activities
IDHS-Serve Illinois has established these guidelines to help programs determine whether proposed
service activities are appropriate for an AmeriCorps State member position.

Member activities must not replace staff or community volunteer responsibilities. AmeriCorps is
intended to be above-and-beyond what the individual or regular volunteers would “normally” do. For
example, if the prospective member already volunteers for the same activities, this is not a member
position for that person. However, if the activities are more expansive, require more time, include
additional activities or in other ways are outside of the scope of what they would “normally” do, this
could potentially be an appropriate member service.

Member Position Descriptions and Slot Types

Member position descriptions for each slot type must align with the approved grant activities.
Programs are encouraged to include details that will distinguish responsibilities between slot types.
This can be done by adding dosage and/or duration, considering seasonal difference, and determining
if all slot types will be responsible for all service activities. The Position Description Breakout template
can assist programs in determining whether position descriptions are unique enough to show clear
differences.

AmeriCorps Service Expectations Defined

The position should be defined by AmeriCorps service expectations and not solely those established
for another school or educational purpose (such as an internship or practicum). An educational
institution may determine that the service also meets its own requirements for an internship or credit,
but those would be defined by the other entity for its purposes. Programs are encouraged to look for
opportunities in which their members’ service may provide them with certifications or credits, or to
provide member training opportunities that would also provide formal recognition of skills attained.
However, these activities should also be aligned with the overall goals and requirements of the
AmeriCorps program.
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Service Activities and Connection to the Approved Grant

Activities must be connected to the program’s design, goals, and performance measures. IDHS-Serve
Illinois supports programs that use a collective impact model or otherwise use a multidisciplinary
approach to meet community needs. However, this aspect of the design must be clear in the approved
grant application so that any prospective member activities can be shown to be in alignment with the
program’s identified community needs and goals. For example, a school-based program with a goal of
increasing student academic performance could not enroll a member whose activities focused on
improving student health and nutrition, unless they could establish a connection between this
member’s activities and the program’s overall goals. Similarly, members whose stated role is to
provide tutoring activities with no mention of other student enrichment support cannot assign those
members to be involved with extracurricular activities.

Administrative Duties

Members should not serve in a primarily administrative role. For example, if a mentoring program
expects its staff to maintain their client files, this responsibility should not be shifted to an AmeriCorps
member who starts service at the organization. The member may be expected to maintain his/her own
files, but not those of other staff. Similarly, agencies may not assign AmeriCorps members to cover the
essential duties of a staff member absent temporarily (such as for maternity or medical leave).

Meaningful Service Activities

Service activities should provide positive opportunities for member growth and skill development and
help develop civically engaged citizens. In addition, service activities should lead to sustainable
actions for the organization. Finally, evidence of community impact should be an outcome of member
service activities.

Member Service Projects and Policies

As noted in the Program Design section of the manual, while it is allowable for members to
participate/lead service projects (outside of the day-to-day service activities) as part of the
member position description or service activities, the program must ensure that the activities
completed by the member are in alignment with the program’s identified community needs
and member activities as outlined in the approved grant application. In addition, the program
must have a way to verify the types of projects in which the members are involved and ensure
they do not include prohibited and/or unallowable activities. Generally, this will require a
program policy (Days of Service/Special Projects Policy or Alternative Service policy) that
includes review/approval of member service project plans and review of member service
project reports. A program may approve occasional volunteer activities for a member, so long
as the volunteering is occasional and related to the position, such as a one-time volunteer
project. This could be considered as an authorized activity under a Teleservice policy.

Prohibited Activities

AmeriCorps has a strong emphasis on monitoring for prohibited activities, and the
consequences for programs that fail to adhere to these prohibitions can be high-profile and
severe. All programs should make note of the prohibited activities and ensure that members,
site supervisors, and other staff are well-versed in them. It is required that prohibited activities
be covered in the member and site supervisor orientation, as well as specifically detailed in
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the Member Service Agreement and Host Site Agreement. Additionally, the prohibited
activities should be posted at member service locations.

AmeriCorps members may not engage in prohibited activities directly or indirectly by
recruiting, training, or managing others for the primary purpose of engaging in one of the
activities listed below. Individuals may exercise their rights as private citizens and may
participate in the activities listed below on their initiative, on non-AmeriCorps time, and using
non-AmeriCorps funds. Individuals should not wear the AmeriCorps logo, nor should they
identify themselves as AmeriCorps members, while doing so.

The prohibited activities include:
1. Attempting to influence legislation.
2. Organizing or engaging in protests, petitions, boycotts, or strikes.
3. Assisting, promoting, or deterring union organizing.
4. Impairing existing contracts for services or collective bargaining agreements.

5. Engaging in partisan political activities, or other activities designed to influence the
outcome of an election to any public office.

6. 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.

7. Engaging in religious instruction, conducting worship services, providing instruction as
part of a program that includes mandatory religious instruction or worship,
constructing or operating facilities devoted to religious instruction or worship,
maintaining facilities primarily or inherently devoted to religious instruction or worship,
or engaging in any form of religious proselytization.

8. Providing a direct benefit to
a. abusiness organized for profit.
b. alaborunion.
C. a partisan political organization.

d. anonprofit organization that fails to comply with the restrictions contained in
section 501(c)(3) of the Internal Revenue Code of 1986 except that nothing in this
section shall be construed to prevent participants from engaging in advocacy
activities undertaken at their own initiative; and
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e. anorganization engaged in the religious activities described in paragraph vii of this
section unless Corporation assistance is not used to support those religious
activities.

9. AmeriCorps members may not:

a. Raise funds for living allowances or for an organization's general (as opposed to
project) operating expenses or endowment.

b. Write a grant application to the Corporation or to any other Federal agency.

10. Conducting a voter registration drive or using Corporation funds to conduct a voter

registration drive.

11. *Providing abortion services or referrals for receipt of such services; and

12. Other such activities as AmeriCorps/ IDHS-Serve Illinois may prohibit. These include:

a. Census activities

b. Election and Polling Activities

13. *Providing Abortion Services is defined by AmeriCorps as:

a. Performing abortions.

b. Being presentinthe room during an abortion in support of the woman or the
procedure.

c. Obtaining or providing medications to induce a medical abortion.

Referrals to Abortion Services are defined by AmeriCorps as:

1.

Scheduling or arranging for an abortion-related appointment, including any pre-
procedure appointment required by law to obtain an abortion.

Providing or organizing transportation for patients to obtain an abortion when the
AmeriCorps member or assigning staff member has actual prior knowledge that the
purpose of the visit is to obtain an abortion.

Accompanying or providing translation services for patients obtaining an abortion.

Providing counseling or support before or during the procedure, including explaining
what the procedure will be like, explaining what is required to obtain an abortion in
each state, explaining or obtaining signed abortion consent forms from clients
interested in abortions, negotiating fees or insurance coverage for a particular
abortion, or other activity that promotes or encourages abortion.
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6.

Providing information such as the name, address, website, telephone number, or other
relevant factual information (such as whether the provider accepts Medicaid, etc.)
about an abortion provider.

Promoting or encouraging use of abortion as a method of family planning.

AmeriCorps has provided the following language on additional prohibited activities:

1.

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

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

Member Fundraising

See eCFR 2520.40 Under what circumstances may AmeriCorps members in my program
raise resources

The following language on member fundraising should be part of the member service
agreement:

AmeriCorps members may raise resources directly in support of AmeriCorps program's
service activities. Examples of fundraising activities AmeriCorps members may perform
include, but are not limited to, the following:

o

Seeking donations of books from companies and individuals for a program in which
volunteers teach children to read;

Writing a grant proposal to a foundation to secure resources to support the training of
volunteers;

Securing supplies and equipment from the community to enable volunteers to help
build houses for low-income individuals;
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o Seeking donations of books from companies and individuals for a program in which
volunteers teach children to read.

o Securing financial resources from the community to assist in launching or expanding a

program that provides social services to the members of the community and is
delivered, in whole or in part, through the members of a community-based
organization;

o Seeking donations from alumni of the program for specific service projects being
performed by current members.

An AmeriCorps Member may spend no more than ten (10) percent of his or her originally
agreed-upon term of service, as reflected in the member enrollment in the National Service
Trust, performing fundraising activities.

Nonduplication and Non-Displacement-

eCFR Part 2540 General Administrative Provisions

The following language on nonduplication/non-displacement must be part of the member
service agreement:

Nonduplication

Corporation/AmeriCorps assistance may not be used to duplicate an activity that is already
available in the locality of a program. And, unless the requirements of paragraph (f) of this
section are met, Corporation assistance will not be provided to a private nonprofit entity to
conduct activities that are the same or substantially equivalent to activities provided by a
State or local government agency in which such entity resides.

Non_displacement

o Anemployer may not displace an employee or position, including partial displacement

such as reduction in hours, wages, or employment benefits, as a result of the use by
such employer of a participant in a program receiving Corporation/AmeriCorps
assistance.

o Anorganization may not displace a volunteer by using a participantin a program
receiving Corporation/AmeriCorps assistance.

o Aservice opportunity will not be created under this section that will infringe in any
manner on the promotional opportunity of an employed individual.

o Aparticipantin a program receiving Corporation/AmeriCorps assistance may not
perform any services or duties or engage in activities that would otherwise be
performed by an employee as part of the assigned duties of such employee.


https://www.ecfr.gov/current/title-45/subtitle-B/chapter-XXV/part-2540

o Aparticipantin any program receiving assistance under this section may not perform
any services or duties, or engage in activities, that —

=  Will supplant the hiring of employed workers; or

= Are services, duties, or activities with respect to which an individual has recall
rights pursuant to a collective bargaining agreement or applicable personnel
procedures.

o Aparticipantin any program receiving assistance under this section may not perform
services or duties that have been performed by or were assigned to any

= Presently employed worker;
=  Employee who recently resigned or was discharged;

=  Employee who is subject to a reduction in force or who has recall rights
pursuant to a collective bargaining agreement or applicable personnel
procedures;

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

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

Member Teleservice
Policy 2017.01 AmeriCorps State and National Guidance-Teleservice

AmeriCorps has issued a new policy on member teleservice as of January 2023. It indicates
that teleservice is only appropriate when the activity can be meaningfully supervised and the
hours verified independently. The program must have a policy that requires written
authorization of teleservice in advance. Furthermore, members may not serve remotely
(defined as outside of the commuting area of the service site) and may not serve at virtual
service sites (defined as organizations that have no physical location).

Member Benefits

All members are required to be informed of their eligibility for AmeriCorps benefits such as
living allowance, health care, student loan forbearance, and childcare. We encourage
programs to also notify members of the Public Service Loan Forgiveness program. Programs
should document that members are informed about these program benefits.

For AmeriCorps benefit purposes, AmeriCorps has previously indicated that programs may
define what it means to serve in a full-time capacity (in a policy that typically would align with
employee requirements) but has also shared with IDHS-Serve Illinois that programs may use
a benchmark of 32.5 hours/week as an average service schedule that would be considered
fulltime service; programs should note that the eligibility for certain benefits such as childcare
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assistance may be lower, based on the requirements for the Illinois Department of Human
Services Child Care Assistance program.