Section II: PARTNER ORGANIZATIONS

1. Site Expectations:
· Read, sign and uphold NC LiteracyCorps  Memorandum of Understanding
· Participate in the fair hiring process outlined at the beginning of each program year. Provide NCLC with all required documents related to selecting members for local sites, including interview notes and reference check documentation.
· Agree to monitor AmeriCorps member activities and to document time spent supervising member activities.

· Agree to reimburse SCALE on time for each AmeriCorps member to help pay for living allowance and training expenses as outlined in the MOU.

· Agree to reimburse member for mileage associated with required trainings and meetings and for local travel if that benefit is extended to staff.

· Support member “time off” during training meetings and/or call-ups for disaster relief duties.

· Help develop work plans for member

· Provide appropriate program space and a safe working environment for member

· Supervise members in recruiting and enrolling tutors

· Sign all required documents for member

· Provide site orientation for member

· Maintain contact with NC LiteracyCorps Program Director and alert Director promptly if member’s absenteeism or behavior is inappropriate. 

· Provide AmeriCorps member with appropriate number of hours for their position.

· Utilize AmeriCorps member to manage and grow literacy tutoring programs

· Complete mid and end of year member performance evaluations

· Support Member in collecting pre and post test data of Learners and assist members in collecting and reporting data for monthly reports to SCALE
· Commit to a drug free and nondiscriminatory workplace. 
· Provide reasonable accommodation to the known physical and mental disabilities of otherwise qualified members.

· Assure that service hours will be met in a workplace that is accessible to people with disabilities.
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 from your site at any point during the relationship and to terminate its relationship with your site.

2.
The Member Policies

The NC LiteracyCorps Project has established Member policies in order to outline clearly for our Members what we expect from them and what is required of them in order to complete from our program.  The experience your Member receives while at your organization is critical to his or her experience in the program.  It is absolutely essential to your participation and your Member’s participation in the NC LiteracyCorps Project that you thoroughly read, understand, and implement these policies.  Should you have any questions, please feel free to call the AmeriCorps Program Director at 919-962-5470 or the SCALE office at 962-1542.

3.
Member Living Allowance and Educational Award

The NC LiteracyCorps Project will provide a living allowance of up to $6,000 to a part-time member for the term of service from August 1, 2010 through July 31, 2011 and a living allowance of up to $12,000 for a full-time member. The living allowance is paid for time in service.  Members placed after August 1, 2010 and ending before July 31, 2011 will NOT receive the full living allowance.  In other words, the living allowance is intended to be support for members while they are in service.  It is not a stipend. The living allowance does not include the education award, which your member receives from the National Service Trust upon graduation from the program. A full-time member will receive an education award of $5,350 and a part-time member will receive and education award of $2,675. Minimum time members do not receive a living allowance, but do receive an education award of $1,132.
4.
Other In-Service Benefits

Your Member will receive the following benefits:

A. 
FICA   The NC LiteracyCorps Project must make FICA payments on the Member's living allowance.

B. 
Income Taxes   The NC LiteracyCorps Project will withhold personal income taxes from the Member's living allowance.

C. 
Workers’ Compensation   is provided to the members.

D. 
Health Care Coverage   Only full-time members are eligible for individual health care coverage through a grant from the Corporation for National Service.

5.
Member Service Logs / Service Documentation

The NC LiteracyCorps Project requires electronically approve your Member’s timesheet each month.  Your Member must complete a minimum of 1700 (Full-time), 900 (Part-time), 300 (minimum-time) hours of service in order to receive his or her Educational Award.  Hence, it is necessary for the NC LiteracyCorps Project to keep accurate documentation on the number of hours a Member is performing service.  The Site Supervisor is responsible for approving electronic timesheets by the 10th of every month. If your Member’s time sheet is not approved by the established deadline, Member pay may be suspended until the time sheet is approved, so it is essential that time sheets be submitted and approved in a timely fashion. Repeated failure to approve time sheets on time could jeopardize your site’s eligibility to host AmeriCorps members in the future.
The NC LiteracyCorps Project requires your Member to maintain accurate records of attendance and timeliness.  Absenteeism and tardiness may be penalized.  Please refer to the Member policy.

6.
Office Space and Meeting Room

You must provide your Member with an appropriate workspace.  This should include a desk, phone, computer, necessary office supplies, a place to put work and any other arrangements that will allow a Member to perform to the best of his/her ability. If you have a member with a disclosed disability, you must provide reasonable accommodations at the member’s request. Additional funding for reasonable accommodations may be available from the North Carolina Commission on Volunteerism and Community Service.
7.
Orientation to Partner Organization

You must provide your Member with an orientation to your organization.  An orientation is important in ensuring a proper understanding of your organization's philosophy, policies and procedures.  At this time, you must outline your expectations for your Member.  In addition, we request that you introduce your Member to your fellow coworkers and explain the rules and regulations of your site.

*Partner Organization must complete a Service Description and weekly schedule to the AmeriCorps Program Director for approval.

8.
Professional Development

You must provide any training necessary for your Member to adequately perform needed job functions at your organization. The NC LiteracyCorps Project also requests that you provide hands-on supervision and mentoring for your Member in developing baseline professional working skills.

9.
Mentorship

The NC LiteracyCorps Project requests that you allow the Member to perform the responsibilities that are outlined in their position descriptions provided by our organization and yours and to challenge and support your Member in his or her leadership development.

10.
Member-Staff Relations

In order to maintain healthy working relations with the Member placed at your organization, you are required to maintain a professional relationship with the Member.  Please refer to the Member Staff Relationship rules on page 9 in the Member Policy section of this document.

11.   Nepotism

Related persons may work at the same agency or service site; however, Project Supervisors must avoid placing them in supervisor-supervisee relationships or other roles that could lead to a conflict of interest.  Project Supervisors should not extend the “nepotism policy” to the point where it results in unlawful discrimination or preferential treatment. 

12.  Drug Free Workplace
In accordance with the Drug Free Workplace Act, the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited by the NC LiteracyCorps.  Alcohol and drug abuse adversely affects health, service performance, creates dangerous situations and serves to undermine the community’s confidence in the program.  Therefore, the AmeriCorps program prohibits drug or alcohol abuse on the part of its members.  A site sponsor agency and/or its project may require members to submit to drug testing as a condition of selection or when there is reasonable suspicion of drug use.  If an AmeriCorps member is arrested for or convicted of a drug offense, the member must notify their Project Supervisor who will notify the LiteracyCorps Program Director in writing within five days.  The NC LiteracyCorps will take appropriate action including suspension and referral to a drug rehabilitation program, or release for cause consistent with the CNCS rules on termination and suspension of service.  
12.
Grievance Procedure

Grievance procedures have been established to assist you in settling service-placement related matters with your Member and with the NC LiteracyCorps Project staff members.  A grievance occurs when an action taken by a Member or a NC LiteracyCorps Project staff member is deemed inappropriate by you and/or your organization.  Please refer to the grievance procedure on page 9 in the Member Policy section of this document.

13.
Release and Dismissal Process

If you would like to dismiss a Member, the NC LiteracyCorps Project requires you to:

· Contact the AmeriCorps Program Director to discuss reasons for the dismissal

· Meet with the AmeriCorps Program Director and Member to discuss the possibility for termination

· Once dismissal is determined as the appropriate action, site placement must submit a written document outlining reasons for dismissal

· Complete all required evaluations

The NC LiteracyCorps Project is not required to consult with a partner agency when determining if a Member will be released from the program.  If a Member is terminated from the program, the Partner Agency may not hire the Member for a period of six months after the termination. 

14.
Special Events

On occasion, your Member will be asked to represent the NC LiteracyCorps Project at special events and other activities.  The NC LiteracyCorps Project will attempt to provide your Member with at least two weeks prior notice before the scheduled event.  It is your Member’s responsibility to obtain permission from you.  If he or she attends the event without your approval, his or her absence will be counted as an unexcused absence.  
15.  National Service Criminal History Checks

On April 21, 2009, President Obama signed into law the Edward M. Kennedy Serve America Act. The Serve America Act reauthorizes and expands national service programs administered by the Corporation for National and Community Service by amending the National and Community Service Act (NCSA) of 1990 and the Domestic Volunteer Service Act (DVSA) of 1973.

As of October 1, 2009, Section 1612 of the Serve America Act adds section 189D to the NCSA. The criminal history check requirement of section 189D applies to all individuals receiving a living allowance, stipend, national service educational award, or salary through a program receiving assistance under the national service laws. The components of  and the process for completing the national service criminal history check are described in the member policies section on pages 15-17.

Because statewide criminal registry check results can sometimes take weeks or more to complete, the rules do not prohibit an individual from serving while that check is pending. However, the individual may not have unsupervised access to vulnerable populations, which means children, persons age 60 and older, or individuals with disabilities, while waiting for the results of the state criminal registry check. The individual (including grant-funded staff) must be physically accompanied at all times by either a participant or staff member who has been cleared for such access.

· Site supervisors included on the budget as part of the grantee share must have the same required checks as the AmeriCorps members.  If site supervision of participants is necessary, then the individuals performing that role should be listed on the grant budget, even if they are entirely paid by the placement site organization. 
16.
Prohibited Activities

Members may not participate in the following activities during the NC LiteracyCorps Project and Partner Agency time:

· Efforts to influence legislation, including lobbying for your program or state or local ballot initiatives

· Organizing a letter-writing campaign to Congress

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

· Organizing or participating in protests, petitions, boycotts, or strikes

· 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

· Taking part in political demonstrations or rallies

· Voter registration drives

· Assisting or deterring union organizing

· Impairing existing contracts or collective bargaining agreements

· Religious activities such as religious instruction, conducting religious services, and proselytization.

· Activities that pose a significant safety risk to participants

· Assignments that displace employees

· Providing assistance to a business organized for profit

· Fundraising
· Members may not provide abortion services or make referrals to such services, including members enrolled prior to October 1, 2009.
· *Grant Writing

*Overall, the AmeriCorps Member cannot assist the NC LiteracyCorps  Project or your site placement with major fundraising efforts such as proposal writing, financial campaigns, endowment drives, solicitation of gifts and bequest, or similar activities designed for the sole purpose of raising capital or obtaining financial contributions.  However, members are permitted to solicit in-kind donations for a project that you are working on that provides immediate and direct support to a specific and direct service activity.  Before beginning any kind of donation solicitation project, members should contact the Program Director, describe the planned activities, and receive permission to participate. Furthermore, it must not involve significant amounts of time.
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