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North Carolina LiteracyCorps Engage Project

Memorandum of Understanding

Part-Time AmeriCorps Member

This document by the NC LiteracyCorps Project serves as an agreement for placement of AmeriCorps member(s) with the specified Partner Agency.   This agreement is void should NC LiteracyCorps project funding be discontinued.
As the recipient of an AmeriCorps member(s) August 1, 2010 – July 31, 2011, the NC LiteracyCorps Project expects the Partner Agency /Site Supervisor to:

1) Read, sign, and uphold the NC LiteracyCorps Project Policies and Procedures Manual, including but not limited to the following requirements: 

2) Review all member applications received by the Engage determined due date, use standard interview questions provided by SCALE when interviewing members, review references provided by potential members, and complete the Engage Fair Hiring Practices Worksheet. You must provide all required interview documents, including interview notes and reference checks, by August 31, 2010.

3) Abide by the following criminal background procedure when considering members. Background checks are used to screen potential members for felony and sex offender histories. UNC-CH also requires a background check as a condition of employment.  If the screening returns results, SCALE will provide a reasonable opportunity for the member to review and challenge the factual accuracy of a result before the member is excluded from consideration.  This includes, with permission from the member, sharing the results of the background check with local sites. While results of the criminal history check are pending, members should not have access to children, persons aged 60 or over, or individuals with disabilities unless accompanied by an authorized program representative who has been cleared for such access. Please refer to the Policies and Procedures manual pages 24-25 for complete rules regarding site supervisor criminal history checks and supervised access to vulnerable populations while background check results for members are pending.
4) Provide AmeriCorps member(s) and Program Director with member service description, weekly schedule and work plan, outlining the capacity building service of the member at your agency.  All sites must recruit a diverse pool of volunteers. 

5) Provide part-time member(s) with the opportunity to complete 900 hours of service (approximately 18-22 hours per week) by July 31, 2011.
6) Provide a thorough site orientation for member(s), including necessary site-specific literacy training, and appoint a lead supervisor for members at your site.  Please make sure the site is in compliance with SCALE’s nepotism policy outlined on page 23 in the Policies and Procedures manual.
7) Provide a thorough orientation for your staff regarding the role of AmeriCorps member(s).

8) Provide appropriate office space for member(s).

9) Meet bi-weekly with member(s) to discuss concerns, celebrate successes, make plans, and sign required documentation forms.

10) Maintain Member timesheet and abide by the Timesheet Policy outlined on page 17 and 21-22 in the Policies and Procedures manual.
11) Submit the member timesheet by the 10th of every month to the Program Director.
12) Participate in pre and post evaluations of Learners to assess the quality of NC LiteracyCorps Project.

13) Require members to collect and submit program evaluation data to SCALE and support members as they complete online monthly reports.

14) Complete Mid-Year and Final Member Performance Evaluations.

15) Complete quarterly Project Partner Survey and other technical assistance surveys developed by SCALE staff.
16) Complete all required documentation forms in a timely fashion.

17) Support member(s) “time off” during training meetings and or/call ups for disaster relief. Members must participate in “national identity days.”  These dates are listed on page 4 of the policy and procedures manual.
18) Support members in planning and executing community-based service projects that engage community members, learners, and volunteers on Make a Difference Day (10/23/10) and during National Literacy Action Week (the week of February 1, 2011).
19) Maintain regular contact with LiteracyCorps Program Director.

20) Provide SCALE with a memo stating the local site mileage reimbursement rate and the hourly pay rate (including documentation of pay rate calculations) of local site supervisors by September 15, 2010.  Update these memos when necessary.

21) Agree to reimburse members for mileage (calculated at the most current IRS rate or local site rate, whichever is higher) to attend required training and local travel required by your site.  This does not cover travel to attend work or return home.
22) Agree to provide documentation of time and costs spent supervising member(s) and mileage reimbursements by the 5th of each month. The site contribution must come from nonfederal sources.

23) Agree to reimburse SCALE $3,750 for each part-time member to help SCALE support AmeriCorps program operation costs, including but not limited to member costs.  Payment arrangements (one time, initial and mid-year, or quarterly payments) are negotiated for each site.  Payments will not be prorated for partial months regardless of the amount of member service that month. The site contribution must come from nonfederal sources. Failure to make timely payments could jeopardize your site’s eligibility to host AmeriCorps members in the future.
24) Agree to provide reasonable accommodations to the known physical or mental disabilities of otherwise qualified members and service recipients.

25) Sites must be accessible to people with disabilities.

26) All sites must comply with the Drug Free Workplace policy described in the Policies and Procedures manual on page 18.
27) Sites must have adequate liability coverage of its organization, employees, and members.

28) It is against the law for organizations that receive federal financial assistance from the Corporation for National and Community Service to discriminate on the basis of race, color, national origin, disability, sex, age, political affirmation, or religion.
29) An employer shall 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 assistance from AmeriCorps.
Failure to uphold these expectations may result in the NC LiteracyCorps Project terminating the relationship.  It is the sole discretion of the NC LiteracyCorps Project to remove a member at your site at any point during the relationship and to terminate its relationship with your site.

The site supervisor and program herby acknowledge by their signatures that they have read, understand and agree to the terms and conditions of agreement.

______________________________________________________________________________________Partner Agency

___________________________________


Donna Rasmussen

            Official Site Representative


NC LiteracyCorps Program Director

___________________________________


____________________________________
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