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Welcome to the Community HealthCorps!
We hope you are as excited as we are about serving the most pressing needs of our communities’ medically underserved populations. Americans have always found ways to help others and make our nation stronger—through military service, the Civilian Conservation Corps, the Peace Corps, and today, through service in AmeriCorps programs like the Community HealthCorps.  

It is now your turn to give back to your country.  America’s nearly 3000 health centers, which include community, migrant, homeless, and school-based centers, are local non-profit agencies that provide high quality, comprehensive primary and preventive health care services to residents of underserved communities.  In addition, firsthand experience in a health care setting coupled with formal training and post-program career services will assist you in making future decisions about schooling and careers in the health care field.

Your service through the Community HealthCorps will assist these health centers in four ways:

1. Provide access to a ‘medical home’ for residents of medically underserved areas, through disseminating information to the community about the programs within the health center and to assist with the enrollment of families in the Child Health Insurance Program (CHIP), Medicaid, and other appropriate insurance programs;
2. Provide health education workshops and sessions on chronic disease management, healthy / safe lifestyles and preventive health, through information dissemination in group trainings, one-on-one counseling and health fairs;
3. Assure the utilization of appropriate health care services, through providing services to increase kept-appointment rates and the scheduling of preventive health maintenance visits; and 

4. Link primary care patients to other health and social services, such as helping to refer residents to programs to assist them with housing, financial assistance, education and nutrition.

This handbook is designed to describe the Community HealthCorps and the role you play, but the experience you gain will be what you make of it. Because of your commitment to serve, you are a role model for people of all ages in your community. Pass on the ethic of service—by involving others in your service projects, telling people about your experience and encouraging your family, friends, and the new people you meet to ‘get involved’ in the Community HealthCorps and other AmeriCorps programs.

Most sincerely, 

Jason Patnosh
Jason Patnosh

Associate Vice President and National Director, Community HealthCorps

National Association of Community Health Centers (NACHC)

ABOUT THE MEMBER HANDBOOK

This Member Handbook sets forth the policies concerning membership in the Community HealthCorps program. This handbook is not intended to limit program management's discretion in making AmeriCorps program decisions regarding members enrolled in the program. Each member will be given a copy of the handbook. Members are responsible to know the content of the handbook and adhere to the outlined policies and procedures. The National Association of Community Health Centers (NACHC) oversees the Community HealthCorps program and reserves the right to amend, modify, or delete policies and procedures contained in this handbook upon written notice. Additional agreements may be incorporated in the member contract.
The Community HealthCorps Program Site (the site at which your program coordinator is employed) assumes the personnel responsibilities such as maintaining AmeriCorps member files, managing payroll and administering benefits, etc., and thus, AmeriCorps members may receive additional policies and procedures that apply specifically to the program site and/or host/placement site where they are serving.  Members will be given a copy of any additional policies and procedural documents to which members must adhere. 
Questions concerning your AmeriCorps service should be directed to either your host agency or to NACHC as appropriate.

This Member Handbook draws material from the following sources: 

· AmeriCorps Provisions 2010
· AmeriCorps Regulations (45 CFR Chapter XXV)
· AmeriCorps Policies and Policy FAQs
· California Service Corps’ Sample AmeriCorps Member Handbook 

· AmeriCorps Special Legal Issues – A Community Service Brief from the Non-Profit Risk Management Center 

· Becoming a Better Supervisor – A Resource Guide for Community Service Supervisors 

NOTE: This Member Handbook is a supplemental policy and procedural document, and is not to replace the Community HealthCorps Member Contract. In order to become an active AmeriCorps member with the program, all potential members must read and sign the Community HealthCorps Member Contract on or before the first day of service. 
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SECTION I.
OVERVIEW OF THE PROGRAM
A.   AMERICORPS - Created in 1993, the Corporation for National and Community Service (CNCS) has provided over one million Americans opportunities to improve communities through service as AmeriCorps members through four common goals: 
· Getting Things Done through direct and demonstrable service that helps solve community problems in the areas of education, public safety, environment and other human needs, including health and disaster preparedness. 

· Strengthening Communities by bringing together Americans of all ages and backgrounds in the common effort to improve our communities. 

· Encouraging Responsibility by enabling members to explore and exercise their responsibilities towards their communities, their families and themselves. 

· Expanding Opportunity by enhancing member educational opportunities, job experiences, and life skills. 

AmeriCorps members are further united by the AmeriCorps Pledge: 
I will get things done for America – to make our people safer, smarter, and healthier.
I will bring Americans together to strengthen our communities.
Faced with apathy, I will take action.
Faced with conflict, I will seek common ground.
Faced with adversity, I will persevere.
I will carry this commitment with me this year and beyond.
I am an AmeriCorps member, and I will get things done.
AmeriCorps supports local, state, and national organizations across the nation that involves Americans in results-driven community service. 

B.
THE COMMUNITY HEALTHCORPS VISION, MISSION AND GOALS:
VISION:  High-quality, affordable health care for all, coupled with the knowledge and ability to lead a healthy life.
MISSION:  Improve health care access and enhance workforce development through community health center-sponsored national service programs.
GOALS:

1. Improve and expand access to and utilization of primary and preventive health care in underserved communities.

2. Encourage Community HealthCorps members, through experiential learning, to pursue further education and careers in community-based health care.

3. Create a culture of civic engagement and volunteerism in community health centers to augment and strengthen primary and preventive health care for the underserved.

4. Foster collaborations and partnerships that ensure the continuity and sustainability of the Community HealthCorps and community health centers.
Community HealthCorps members are a valuable auxiliary to this health service network.  Members reach patients not currently being served, as well as ensure follow up on treatment plans and development of preventive health practices for and by new and existing patients.  

Members, many of whom come from the communities served by health centers, also will benefit.  Through a year of providing outreach and support services for low-income families served by community, migrant and homeless health centers, members are exposed to a range of health career roles for improving the health status of hard-to-reach populations.  

This first-hand experience in health service delivery, coupled with in-service training and post-program transition services, are expected to result in a substantial proportion of members who will:  
· Pursue upwardly mobile health careers with the aid of AmeriCorps education awards;
· Assume increased responsibility for their own lives; 
· Develop a life-long commitment to service; and 
· Achieve long-term personal, family and civic stability and growth.

C. LIFE AS AN AMERICORPS MEMBER - One of the four AmeriCorps common goals is to expand opportunities for AmeriCorps members.  The Community HealthCorps program supports AmeriCorps member development and encourages members to take responsibility for getting the most from their service term.  In order to get the most out of the AmeriCorps experience, it is recommended that you: 
1. Utilize and understand this Member Handbook and your Community HealthCorps Member Contract. Read them thoroughly and ask questions of anything unclear. 

2. At the beginning of your term of service, review and discuss the following with your Program Coordinator and/or Site SupervisorLiving sllowance stipend, term of service commitment and responsibilities, Member Assignment Description, and training opportunities. 

3. Ask for and keep a copy of important documents and paperwork, such as the Member Contract, child care application packets, health insurance enrollment/waiver forms, timesheets, pay stubs, etc. 

4. If you have concern(s) about your Member Assignment Description, your benefits, or anything AmeriCorps related, let your Program Coordinator know as soon as possible. Depending on the nature of the concern(s), the Program Coordinator will address it(them) with the appropriate individuals. 

5. If you have not received notification of your child care or forbearance benefits after submitting the appropriate paperwork and waiting the designated amount of processing time, call and inquire on the status. 

6. For the betterment of the Community HealthCorps and future Community HealthCorps members, put time and thought into completing surveys, exit forms, self-performance reviews, project evaluations, and other evaluation tools. 

7. As the AmeriCorps pledge states, you will be faced with apathy, conflict and adversity during your AmeriCorps term of service.  Be prepared to deal with these and remember that the pledge states that you will take action, seek common ground, and persevere. 

Much of the quality of the AmeriCorps experience is embedded in the attitude of the AmeriCorps member.  Those who come seeking a positive adventure are rewarded with life changing opportunities.  The Community HealthCorps hopes that you will make the most of this period of time. Together, we can bring hope and strength to communities across America. 

SECTION II.
ELIGIBILITY AND ENROLLMENT
A. PROGRAM ELIGIBILITY AND RECRUITMENT PROCEDURES - Refer to the Community HealthCorps Member Contract for the Minimum Eligibility Qualifications and documentation requirements. 
Note:  False information provided on the AmeriCorps and program application may be grounds for not selecting or releasing a member from the program for cause. This includes failure to disclose previous enrollment in other AmeriCorps and/or AmeriCorps VISTA programs, including whether the applicant was released for cause from these terms, falsification of prior employment history, failure to disclose prior felony convictions, or other such information. 
Complete Member Application Process – NACHC’s policy is to thoroughly research the background of prospective members to ensure the safety of those being served and to ensure that all members are a suitable match for the service assignments. The program site will conduct a pre-selection reference check on all prospective members. The program site will only extend a program enrollment offer to a candidate after all of the following are completed: 
1. Review of the candidate's application (submitted via https://my.americorps.gov) 
2. One or more personal interviews, 

3. At least two references with satisfactory responses, 

4. National Service Criminal History Check

5. Documentation of U.S. citizenship or of status as a U.S. National or a lawful permanent resident alien of the U.S. 

Guidance on the National Service Criminal History Check – All AmeriCorps members enrolled in the Community HealthCorps program are required to have a complete National Service Criminal History Check (consisting of a National Sex Offender Public Registry Search AND a Criminal Registry Search) conducted.  The NSOPR search must be completed, the results reviewed, and a positive determination made that the individual is not listed on the registry prior to commencement of service.  Additionally, the Criminal History search (i.e. background check) must be initiated prior to commencement of service.  
Community HealthCorps members awaiting the results of the Criminal Registry Search, but who have cleared the NSOPR check and are otherwise eligible to serve may serve in a restricted capacity.  These members may not have unsupervised access to children, persons age 60 and older, or individuals with disabilities prior to the return and review of the results of the criminal registry search, and determination that member remains eligible to serve.  
REQUIREMENTS:
1. All program sponsors must develop a written policy for the placement of a covered individual with a criminal history record, in accordance with Federal and State laws, and its own human resources policies (this policy may be requested for review at NACHC’s discretion);

2. All application materials must ask if an applicant has been convicted of a crime;

3. Programs are required to conduct both a criminal background check and a national search of the NSOPR for all grant-covered positions (staff and AmeriCorps members), with the exception of a criminal registry search for staff hired before November 23, 2007. Procedures must include the following: 
(a) Verification of the individual’s identity by examining a government-issued photo identification card. Examples of government-issued photo identification cards include, State drivers’ licenses, non-driver photo IDs issued by States’ Department of Motor Vehicles, and federally-issued photo IDs, including official passports (This verification is different from verification of eligibility for service.) Completing Section 7 and securing the member signature(s) on Appendix I of the Member Contract (Eligibility Verification Form) satisfies this requirement for members;

(b) Prior, written authorization by the individual authorizing the program to conduct State criminal registry checks (not required for NSOPR checks), as well as authorization to share the results of that check within the program, as appropriate (completing Section 7 and securing the member signature(s) on Appendix I of the Member Contract (Eligibility Verification Form) satisfies this requirement for members);

(c) Documentation of the individual’s understanding that selection into the program is contingent upon the completion of a National Service Criminal History Check, a review of the results, a determination of suitability for service in a covered position (staff or AmeriCorps members), and upon NACHC policies, the program sponsor’s human resources policies, and Federal and State laws; 

(d) An opportunity for the individual to review and challenge the factual accuracy of a result before action is taken to remove or exclude the individual from the position; and
(e) Safeguards to ensure the confidentiality of any information relating to the criminal history check, consistent with the authorization provided by the individual.
4. A confirmation that a check was conducted, and the results of the check, will be kept confidential in the individual’s file (unless prohibited by State law). {The Program Coordinator maintains the HealthCorps members’ folders, and this is where documentation should be kept. For staff, documentation should be kept with an organization’s human resources files.} The Program Sponsor will make decisions on placement of an individual with a criminal history record, in accordance with Federal and State laws and its own human resources policies. However, an individual who is subject to a State sex offender registration requirement or an individual convicted of murder is deemed unsuitable for, and may not serve in a covered position.
BACKGROUND:  Under the Edward M. Kennedy Serve America Act passed in April 2009, all grantees must conduct National Service Criminal History Checks on AmeriCorps members, employees and others who receive a salary, national service education award, living allowance, or stipend under Corporation grants as of October 1, 2009. Beginning in April 2011, programs will be required to conduct FBI background checks on all such individuals.  A National Service Criminal History Check consists of:  
1. A state criminal registry search*, at a minimum, in the state where the individual resides at time of application and in the state in which the individual will be working (staff) or serving (AmeriCorps members); which involves a search of state law enforcement and court records (by name and/or fingerprint) to determine whether an applicant has a criminal history; and 
2. A National Sex Offender Public Registry (NSOPR) check, a free online database that consists of individuals who are required by their states to register as sex offenders.

For additional information or further clarification, please contact your Program Coordinator.

B. NEW MEMBER ENROLLMENT - Prior to a member’s first day of service with the Community HealthCorps, new enrollees will be given a packet of personnel forms that must be completed before a member can begin service. This process is called New Member Enrollment.  The Enrollment Packet will include (but not be limited to) the following: 
· Community HealthCorps Member Contract
· Eligibility Verification Form (attached as Appendix I)

· Member Assignment Description (attached as Appendix II)
· AmeriCorps Enrollment Form (if applicable)

· W-4 Form (members receiving a living allowance)
· Health Insurance Enrollment/Waiver Form
· First Financial Child Care Assistance Enrollment Form (if applicable)

At any time during the term of service, information on any of the enrollment forms found to be false or purposefully omitted may be grounds for termination for cause. All information submitted is subject to verification.
C. TERM OF SERVICE - For full details on the Member Term of Service and Member Service Description, refer to the Community HealthCorps Member Contract. 
D. SERVICE HOURS - Your program site and host site will provide members with a schedule that identifies the hours and days a member can be scheduled for service. Most programs observe the hours of 6 a.m. to 10 p.m. though schedules will vary by host site. 

AmeriCorps members will be contracted for a set term of service.  Each AmeriCorps member’s individualized program year is outlined in the Community HealthCorps Member Contract.  Federal AmeriCorps stipend funds cannot exceed the contracted term of service hours (i.e., 1700 hours) which begins the day the member enrolls. Community HealthCorps members must serve a minimum of 10 months.  The term of service can not exceed 12 months. 

AmeriCorps members will be assigned their service schedule in advance and are not allowed to serve hours other than those authorized by their supervisor and/or program coordinator. 

Members will not receive service hours when: 

· Supervisor has not scheduled the member to serve. 

· Member did not report to their service site as scheduled. 

· A member has been suspended 

E. TEAM DAYS AND NATIONAL SERVICE DAYS - Throughout the year, AmeriCorps members have opportunities to come together for special events related to their service. These opportunities may include “Team Days” or “National Service Days”.  
Generally, Team Days will occur bi-weekly, or otherwise as set by your Program Coordinator. On these days, your Community HealthCorps team will perform team-building activities, training related to your service, or design, plan, implement a health fair or other team service activity.

National Service Days are to remind members and communities that they are part of a national network of programs, celebrate their accomplishments and allow them to serve with community volunteers, other AmeriCorps members, and often other national service participants. Generally, the dates for National Service Events are:  

· Martin Luther King Jr. Day of Service – 3rd Monday in January 

· AmeriCorps Week - May 

· National Day of Service and Remembrance – September 11 
F. ELIGIBILITY FOR A SECOND TERM - A participant will only be eligible to serve a second or additional term of service if that individual has received satisfactory performance review(s) for any previous term(s) of service. Mere eligibility for a second or further term of service in no way guarantees a participant selection or placement. To be eligible for a second term of service with the Community HealthCorps the following must be completed: 
· Complete an AmeriCorps application in the AmeriCorps Portal 

· Two References – At least one should be from staff who witnessed your first term

· Resume – Updated with your first term of AmeriCorps service information. 

SECTION III.
AMERICORPS BENEFITS
A. EDUCATION AWARD – AmeriCorps members who successfully complete their term of service (minimum hour requirements and contract term), are eligible to receive an end-of-term stipend that can be used for future schooling or to pay off federally-qualified student loans.  For information and to manage your Education Award, log in to the My AmeriCorps Portal, which may be located at:  https://my.americorps.gov. This website will allow members to:
· Update your contact information 

· Access, create, and submit forms to: 

· Have your student loans deferred during your term of service (Forbearance Request) 

· Request payment of the interest that accrued on your student loans during your term of service (Interest Accrual Benefit Request) 

· Request payment of qualified student loans (Education Award Payment Request) 

· Request payment of current Educational Expenses (Education Award Payment Request) 

· Extend the date of expiration of your Segal AmeriCorps Education Award (Award Extension Request) 

· View the status of your pending requests 

· Check your Segal AmeriCorps Education Award balance 

· View your account history 

 B. LIVING ALLOWANCE STIPEND - The National and Community Service Act of 1990 requires AmeriCorps programs to provide members with a living allowance stipend during their term of service unless you are serving as an Education Award Only (EAO) member.  Your program site will clearly communicate individual member living allowance stipend amounts and dates of payment in the Community HealthCorps Member Contract. 

Members will have service hours scheduled by their supervisor during their term of service so that they complete the contracted number of hours of service during the set time outlined in the Community HealthCorps Member Contract. Members will receive the fixed living allowance stipend independent of how many service hours they perform in a pay period.  It is at the program site’s discretion whether or not the member will receive a pro-rated living allowance payment if the member serves a partial pay period.  This rate will be based on how many days were served during the pay period.
Members who do not complete the contracted service hours will not be eligible for an education award.  AmeriCorps members have a 12-month maximum to complete their term of service. After the 12th month, if the member has not completed the contracted service hours, the member will be automatically terminated from the program and will not be eligible to receive an education award. 

C.  CHILD CARE - Child care benefits are administered through First Financial Associates.  Members interested in child care benefits need to request the National Child Care Benefits Program (CCBP) application from their program coordinator at the time of enrollment.  This benefit is only available to members who are serving full time.  Members who are on leave of absence or exceed income levels are disqualified. See examples and additional information on the First Financial Associates website (www.1stfinancialassociates.com).
Child care payments are paid directly to the child care providers. Members may not contract with First Financial Associates for child care benefits and also contract with another provider, receiving dual payment for child care. 

AmeriCorps members and child care providers may visit the First Financial Associates website at www.1stfinancialassociates.com for more information and the child care benefits application.  First Financial Associates can also be reached by calling-770-484-9200.   

Child Care Benefits Eligibility Requirements

To be eligible to receive a child care subsidy benefit, the AmeriCorps member must meet the following requirements:

1. Must be an active full-time member of AmeriCorps.

2. Member must need child care services in order to participate in the AmeriCorps program.

3. Member’s household income must not exceed the maximum amount under the Child Care & Development Fund (CCDF) Block Grant rules established by the state or territory in which the child care services are provided.

4. The member must be a custodial parent or legal guardian of a child under the age of 13.

5. The child must be living with the member.

6. Once the member is approved and accepts the AmeriCorps CCBP benefits, the member must not be receiving a child care benefit for the same child from any other source.

Helpful Reminders
1. Member must submit a completed and signed AmeriCorps CCBP Application form, copies of birth certificates for each child under 13 who needs child care services, and official documentation to verify total salaries and wages for all adult members of the household.
2. Each of your child care providers must complete an AmeriCorps Child Care Provider Information form, an IRS Form W-9, and an ACH or EFT Authorization Form if they would like to receive electronic payment instead of paper checks.
3. AmeriCorps members are responsible to report to their service site as assigned and should have back-up arrangements made when child care issues arise.  Failure to provide additional child care providers can result in unexcused absences if primary provider cannot provide services due to illness. Members are strongly encouraged to provide enough child care providers so that he/she will be able to meet their service requirements. Excessive absences from the service site and the inability to complete scheduled service hours can potentially jeopardize earning the AmeriCorps education award and successfully completing the program.  Members should also determine if the child care provider takes care of children when the children are ill. Members need to have a back-up plan in place when their primary child care provider is ill.

4. The program site will verify child care applications, but has no jurisdiction on the final approval of child care applications.
5. 5.Members are responsible for making copies of all their paperwork and forms in case the documents are lost in the mail. 

6. Members must advise their child care providers that once the paperwork is submitted to the program site the paperwork is reviewed for completion and then sent to First Financial Associates in Washington, D.C. be prepared to allow approximately 45 working days from the time the paperwork is mailed from the program site for payment coupons to be sent to the member. 

D. HEALTH CARE - AmeriCorps members serving in a full time capacity are eligible for health care coverage unless covered by another health care policy. The member's dependents are not eligible for coverage under the AmeriCorps health insurance plan. Eligible members can enroll in the health insurance plan provided by your program site.  

If the member already has health care coverage, the member must decline health insurance provided by the Community HealthCorps on the Eligibility Verification Form and the Health Insurance Enrollment/Waiver form and provide the program with evidence of their alternative coverage.  If, during the term of service, the member is no longer covered by another plan, the member can apply for AmeriCorps health care coverage. 

Those members eligible for the AmeriCorps health insurance plan can complete the Health Insurance Enrollment/Waiver form at the time of enrollment, and coverage will begin on the member’s start date. Health care coverage terminates on the last day of the month in which the member completes the contracted term of service or is terminated from the program. 
E. WORKER’S COMPENSATION - All states have Worker's Compensation Laws. The purpose of these laws is to promote the general welfare of people by providing compensation for accidental injuries or death suffered in the course of employment (interpreted as service for AmeriCorps members). These laws are designed to provide protection to workers suffering occupational disabilities through accidents arising out of, and in the course of employment. Generally, lump sum payments are made in the case of death, the amount varying by number and type of dependent survivors. NACHC requires each program site to carry and pay the entire cost of Worker's Compensation Insurance for their AmeriCorps members.  A member who suffers an injury or illness while serving may be eligible to receive payments through the insurance company for lost time. In addition to disability payments, necessary hospital, medical and surgical expenses are covered under Worker's Compensation, with payments being made directly to the hospital or physician. Members should be given written information about the Worker's Compensation policy. Members are required to follow the policy.  Failure to follow the policy may result in loss of Worker’s Compensation Benefits. 

SECTION IV.
AMERICORPS MEMBER POLICIES
A. CITIZENSHIP  
Jury Duty - Serving on a jury is an important responsibility of citizenship. To strengthen the spirit of citizenship, members are encouraged to serve on jury duty. Members serving on a jury will not be penalized for doing so. During the time a member serves as a juror, the member will continue to accrue normal service hours, receive their living allowance stipend, and maintain health care and child care benefits. The member may keep reimbursements for incidental expenses received from the court. 

Voting - The Community HealthCorps program encourages eligible members to register to vote.  Program sites and host sites may allow members to to vote during service hours, if the member is unable to vote prior to or after regular service hours.  Service hours cannot be earned for voting.  The program may not require members to register or to vote, or attempt to influence how members vote. 

Voter Registration - Program funds may not be used to conduct voter registration drives. This is not an authorized service activity for AmeriCorps members. Non-partisan voter registration efforts are also prohibited. At no point may AmeriCorps members receive service or training hours on any activity related to voter registration.
B. REASONABLE ACCOMMODATIONS - Members have a right to reasonable accommodations for any disability.  If a member has a mental or physical disability or medical condition and needs accommodation made at his/her service site in order to perform the assigned responsibilities, please contact your program coordinator. Refer to the member contract for more information on reasonable accommodations. 
C. MEDICAL, PHYSICAL, AND DRUG TESTING - To provide a safe environment for the beneficiaries served by the host site, members may be required to receive a medical physical and be drug tested. The program coordinator or site supervisor will give each member a written policy regarding medical physicals and drug testing if required for the AmeriCorps position. 

D. DRUG-FREE WORKPLACE ACT - Refer to the Member Contract for Member Rules of Conduct and Drug-Free Workplace Act. 
E. CONFIDENTIALITY - To create and maintain an environment of safety and trust, family and agency confidentiality must be maintained. Members must know and adhere to all Health Insurance Portability and Accountability Act (HIPPA) regulations as well as any additional confidentiality practices of the health center. Failure to comply can result in immediate dismissal for cause from the program and ineligibility for the education award or remaining stipend benefits.
Please review the Health Insurance Portability and Accountability Act of 1996 (HIPPA).

F. PROHIBITED ACTIVITIES - For a full list of what Community HealthCorps members can and cannot do while in service, refer to the Member Contract. 

G. FAMILY AND MEDICAL LEAVE ACT - The Family and Medical Leave Act of 1993 (FMLA) requires that members, if eligible, be granted up to 12 weeks of unpaid leave per year in the following situations: 

1. Member needs time to attend to the birth, adoption, or placement in foster care of a child, 

2. Member must care for a spouse, child, or parent with a serious health condition, or 

3. Member develops a serious health condition that makes the member unable to perform his/her duties. 

To be eligible for leave, a member must have provided service for at least 12 months and have completed at least 1,250 service hours.  Contact your program coordinator if you have further questions or are requesting leave as entitled by FMLA. 
H. EXTENDED LEAVE OF ABSENCE - For situations that require an extended leave of absence, the program coordinator and site supervisor will review the situation to determine how it should be addressed.  An example of a special circumstance situation is a member who had the flu for a week and had a doctor's statement verifying the condition.  Additionally, for long term illness or emergency situations, a suspension may be recommended. Each situation will be reviewed individually. 
In the case of extreme situations - extended illness, family emergencies, maternity leave, etc., that require considerable time away from the service site, members are allowed to request a leave of absence from the program.  For more information see the Community HealthCorps Member Contract. 

Notice to Child Care and Health Care Providers - The program site must notify NACHC immediately in writing when a member’s status changes such that it would affect eligibility for child care or health care. Examples of changes in status are converting a full-time member to less than full-time member, terminating or releasing members from service, and suspending members for cause for lengthy or indefinite time periods. Program directors should contact First Financial Associates at 770-484-9200 on child care related changes, and their health insurance provider about health insurance related changes. 

I. RELEASE FROM TERM OF SERVICE FOR COMPELLING PERSONAL CIRCUMSTANCES - The AmeriCorps Regulations allow grantees to release members from participation for two reasons: (a) for compelling personal circumstances; and (b) for cause. As an alternative to releasing a participant, an AmeriCorps*State/National program may, after determining that compelling personal circumstances exist, also suspend the participant's term of service to allow the participant to complete service at a later time (45 CFR § 2522.230).
If a Community HealthCorps member is unable to continue serving, a program may request approval from NACHC to exit the member for compelling personal circumstances. If the member chooses to discontinue his/her term of service (over suspension) due to compelling personal circumstances, the member will cease to receive benefits, as applicable.  If, however, the member has completed at least 15% of his/her term of service, the member will receive a pro-rated education award and interest payments, as applicable.

1. The following reasons justify an exit for compelling personal circumstances:

· Member’s disability or serious illness (including pregnancy).

· Disability, serious illness, or death of member’s family member that makes completing the term unreasonably difficult or impossible.  

· Conditions attributable to the program or otherwise unforeseeable and beyond the member’s control that makes completing the term unreasonably difficult or impossible (i.e., natural disaster, a strike, relocation of a spouse, nonrenewal or premature closing of a project or a program). 

· CNCS determined public policy reasons (i.e., military service obligations). 
· Some other extenuating circumstance occurs that makes it impossible or very difficult for the member to complete the term of service and NACHC deems that circumstance to be compelling (in these cases NACHC may seek guidance from federal or state granting agencies prior to approval).
2. Compelling personal circumstances do not include leaving a program:

· To enroll in school or to leave early for school;

· To obtain employment, other than in moving from welfare to work or in leaving a program that includes in its approved objectives the promotion of employment among its participants.

· Because of dissatisfaction with the program (i.e., change of responsibilities, reassignment of a site supervisor, management errors, etc.) 

· To begin a second term earlier than the first term’s contracted exit date. 

3. The member has the primary responsibility for demonstrating that compelling personal circumstances prevent him/her from completing the term of service. Any member released for a personal compelling circumstance must have written documentation (described below) attached to their Exit Form and kept in their member file.  All compelling circumstance exits must be approved by NACHC prior to the exit. 

4. If the member discontinues his/her term of service for any reason other than for a compelling personal circumstance, the member will receive no portion of the education award or interest payments.

Procedure: The member must submit a signed and dated letter requesting the exit and stating the reasons for the request, and documentation for the request (i.e. letter from doctor’s office). The program coordinator submits Request for Approval for Member Exit for Compelling Personal Circumstances Form to NACHC, along with the member’s letter. Program sites should allow a minimum of 5 business days for review and approval. Once the program site receives notice of approval, program site will exit the member from the program. 

SECTION V.
AMERICORPS MEMBER REQUIREMENTS
A. ATTENDANCE REQUIREMENTS 
Scheduled And Unscheduled Days - Members are either Scheduled or Not Scheduled. When a member is not scheduled, they will not receive service hours. The AmeriCorps program does not recognize holidays since this program is focused on service throughout the program year. Thus, program sites and host sites will develop AmeriCorps member calendars and will determine which days and hours the member is scheduled. 

Attendance - The program is designed so that those selected for the program will provide service hours as scheduled every month for the contracted term of service, not to exceed a 12-month period. In most cases, members will serve approximately 155 hours a month (approximately 38 hours a week) during a contracted 11-month service term.  Consistent and reliable attendance is essential to providing service. The program expects members to serve the hours they are scheduled in order to meet the needs of the health center in the community in which they serve and to complete their term of service within the service year. Members can only serve those hours scheduled and authorized by their supervisor. 
If you are unable to report to your scheduled service, you are responsible for communicating to your supervisor before your scheduled start time. 

Tardiness - Members are expected to report to their service sites as scheduled and be ready to serve at the scheduled time. Members are responsible for knowing what time they are scheduled to be at their service site. If something unavoidable happens that will cause the member to be late, members must call their supervisor and/or program coordinator immediately as directed. This policy applies to attendance for training, special events and other activities the member is scheduled to attend. Program coordinators and site supervisors will provide guidelines for reporting to the service sites. 

Service Abandonment Policy - If an AmeriCorps member does not report to his/her service site and does not contact his/her site supervisor or program coordinator for three consecutive days, it will be considered “service abandonment.” The member will be suspended, and a pre-termination letter will be sent certified mail to the member stating that the member will be terminated from the program if they do not respond by a specified date. If the member does not respond by the specified date, a termination letter will be sent certified mail to the member. Eligibility for member health care and child care benefits provided by CNCSmay be suspended or terminated if there is an official change in member status. 

Service Hour Logs - AmeriCorps members are required to complete a timesheet for each stipend period in the OnCorps Reporting System, and submit electronically to their site supervisor for approval. 

If timesheets are not submitted for two consecutive stipend periods, the AmeriCorps member will be placed on suspension and will receive no living allowance stipend until the situation is resolved and timesheets have been submitted. 

Travel to and from the service site each day is not considered service-related travel and, therefore, is not to be counted as service hours. If members are serving on a team project, and the distance to get to the project site does not exceed the distance the member would travel to get to the service site (if member took the most direct route), this would not qualify as allowable service hours. However, once member arrives at main site and clocks in for the day, travel to and from satellites may be counted as service hours. Note that service-related travel is to be recorded on the member’s time sheet to the appropriate type of service for which travel is conducted (training, fundraising, or service). 
The following activities DO NOT COUNT towards service hours:

· Worship activities

· Political activities (even if non-partisan)

· Commuting to work (from home to your main service site)

· Sleep time (even if attending an overnight training or conference)

· Breaks (i.e., meals, lunch)

· Hours that were not earned via training or service (i.e., gift hours, comp hours, time & ½)

Traditionally, Community HealthCorps programs have allowed members to earn service hours for travel to required trainings or conferences. For example, Community HealthCorps occasionally hosts a training/conference for all members, during which members travel to a central location for a member development event.  Also some states host their own state-wide training events (hours to be counted towards training, not service). 

Travel to and from the service site each day is not considered service-related travel and is not reimbursable. However, travel which exceeds the distance the member would travel to get to the service site if member took the most direct route is reimbursable, such as a state-wide training or an out-of-state conference. Team events should be planned in advance, so that members are carpooling and/or accessing the most reasonable and affordable modes of transportation. 

B. DAILY BREAKS REQUIREMENTS 

Lunch Breaks - Members must be scheduled for a lunch break if the member is scheduled for a 6-8 hour service day.  The Lead Agency and/or the Host Site Agency are required to schedule members for a minimum of a 30-minute lunch break when the member serves between 6 and 8 hours. The agency may schedule members for up to a 60-minute lunch break. Members do not accrue service hours during lunch breaks. 
Lunch breaks cannot be scheduled for or taken at the beginning or end of the shift.  Members are responsible for notifying their supervisor if they feel they are unable to take a lunch break. Members will be scheduled time for lunch and must take that time off. Members exceeding the allotted lunch break will be docked service hours. 
Breaks - Breaks are designed for members to use the restroom, get water, etc. Members are authorized a 15 minute break for every 4 hours served.  Members do accrue service hours during daily 15 minute breaks.  Break time cannot be scheduled for or taken at the beginning or end of the day. Members who exceed the allotted break time will be docked service hours. 

C. PERFORMANCE REVIEWS - The Community HealthCorps member performance review process is intended to: 

· Enhance individual member performance and ensure effective site operations; 

· Summarize formal and informal performance discussions held throughout the review period; 

· Document areas where members are satisfactorily meeting program standards; 

· Document performance areas in which the members need improvement; 

· Establish goals and objectives to accomplish performance plans; and  

· Correct performance and/or behaviors that are not meeting program standards. 

Performance Review Standard - The grantee must conduct and keep a record of at least a mid-term and end-of-term written evaluation of each member's performance for all members.  The member’s supervisor and/or Program Coordinator will conduct the reviews. The evaluation should focus on such factors as:
a. Whether the member has completed the required number of hours;

b. Whether the member has satisfactorily completed assignments; and

c. Whether the member has met other performance criteria that were clearly communicated at the beginning of the term of service.

The review will provide an opportunity to receive an evaluation of past performance and future expectations. Performance Evaluations will be communicated to the member verbally and in writing. Members will receive a copy of their performance evaluation. Evaluations may include a review of skills, quality and quantity of work, job knowledge, work habits, adaptability, cooperation, dependability, attendance, etc. Host Sites reserve the right to administer performance evaluations more often than twice during a term of service. 
The performance review will be conducted using the Community HealthCorps Performance Review form.
D. GRIEVANCE PROCEDURE - Refer to the Member Contract for a full description of the Community HealthCorps Grievance Procedure. 
E. GRANT PROGRAM CIVIL RIGHTS AND NON-HARASSMENT POLICIES - Refer to the Member Contract for a full description of the Civil Rights and Non-Harassment policies. 
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