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August 30th, 2022

Welcome 2022/2023 Resilient Alaska Youth AmeriCorps Member!
Congratulations on your new AmeriCorps service term. I look forward to working with each and every one of you as we work to promote positive youth
development across the state through the Resilient Alaska Youth (RAY) program.
Our world is currently facing challenging and uncertain times. The future is
unknown — but what we do know is that young people need access to positive adult role models and to build strong, healthy connections now more
than ever.
Over the next two weeks of training, and the next 11 months of service, you
will learn more about challenges that young people face, especially in our
state, and also develop skills and knowledge to support youth through meaningful programming. Whether you are a seasoned AmeriCorps member, or
new to working with youth, we all have room to grow and learn in order to
have a deeper impact on the people around us.
The positive changes you’ll inﬂuence among youth will make communities
stronger, healthier and more vibrant. By building up young people, you will
help develop a more positive future for everyone.
This is a chance for you to get creative and take initiative. Dream big and host
activities that will inspire you and your community! Don’t be afraid to push
yourself and lean into the learning. There will be bumps and challenges along
the way — it is all a part of the learning process and development that you as
AmeriCorps members will undertake.
Do not hesitate to call me as questions come up in your planning and promoting of activities and projects. I’m here to help! It is truly a privilege to work
with you in the exciting year ahead.
Congratulations and let’s get started! Sincerely,
Maddy Stokes
RAY AmeriCorps Program Coordinator mstokes@ruralcap.org
907-764-4983
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Purpose of this Manual
The purpose of this manual is to provide RAY AmeriCorps Members with the administrative information about the program in one place. The manual includes an overview of
AmeriCorps, the RAY program goals, important dates, program policies and procedures,
as well as information aboutlife after AmeriCorps. The primary purpose of this document
is to explain rules, roles, processes, and responsibilities of AmeriCorps Members. While
this is a general framework and policy guidebook, the success of the local community
program will be a combination of your knowledge, skills and abilities as well as training
and resources provided in other places.
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RurAL CAP’s Mission

“Healthy People,
Sustainable Communities,
Vibrant Cultures”

Mission Statement
To empower low-income Alaskans through advocacy, education, affordable
housing and direct services that respect our unique values and cultures.

Core Values
Action - Effectiveness - Honesty - Respect
RurAL CAP recognizes the unique values and way of life of rural Alaskans.
It plans its activities with input from and respect for the people it serves. It
follows the belief that rural Alaskan communities have the right to maintain
their cultural heritage and close relationship to the land while protecting their
economic and human potential.

Workplace Values Statement
As a RurAL CAP AmeriCorps Member, I am committed to:
1. Making a positive difference in people’s lives;
2. Being responsive to the people I serve;
3. Respecting all others in my actions;
4. Quality work and continual growth; and
5. Fostering a healthy work environment and maintaining a positive attitude.
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What is AmeriCorps?
AmeriCorps is a national service program of nearly 75,000 part-time and fulltime members. AmeriCorps Members help communities solve problems in
the following areas:
•
•
•
•

Education
Public safety
Environment
Human needs

President Clinton and Congress signed the initiative authorizing AmeriCorps in 1993, with the goal of encouraging local solutions to local problems
through community service. AmeriCorps includes State and National, VISTA,
Senior Service Corps, and other community-based service programs engaging Americans of all ages and backgrounds.
Each year, tens of thousands of individuals serve with AmeriCorps programs
to make change in communities in all 50 U.S. states, territories, and select
tribal nations. Serving with an AmeriCorps State and National program puts
you in an environment that propels your personal development, opens diverse career paths, and promotes lifelong civic engagement.

The Mission of AmeriCorps

Getting Things Done
Strengthening Communities
Encrouaging Responsibility
Expanding Opportunity

The RAY AmeriCorps program is funded through Serve Alaska, the state commission which distributes AmeriCorps funding throughout the State. The
RAY program is a state and national AmeriCorps program meaning that RAY
AmeriCorps members directly serve the people and communities where they
live. For more information about AmeriCorps visit: https://americorps.gov/
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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
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RAY Program Description
The Resilient Alaska Youth (RAY) AmeriCorps program supports AmeriCorps
members (Members) who work to improve connections between youth and
elders and increase cultural awareness and connections within their communities. The RAY program is part of the Rural Alaska Action Program INC. (RurAL CAP). RurAL CAP has had AmeriCorps programs since 2004.
What do RAY AmeriCorps Members do?
RAY AmeriCorps members (facilitators) host approximately 27 In-School sessions. In-School sessions range from 45-60 minutes in length and are essential for group development, teaching skills and establishing group behavioral
norms that frame the entire program.
After-School and Out-of-School sessions build in the intensity and challenge
of activities. Group dynamics are solidiﬁed, communication is deepened,
problem-solving skills are practiced, and healthy relationships are developed
through the planning and execution of service learning and cultural activities.
Sessions typically run two and eight hours, respectively. AmeriCorps members
will host approximately 50 After-School and 12 Out-of-School sessions. Examples of sessions include traditional dancing and singing; language revitalization and preservation; traditional storytelling; environmental activities which
demonstrate the traditional value of taking care of and respecting the land;
cooking classes utilizing traditional recipes and food preparation techniques;
traditional tool, trap and net making; community gardening; and traditional
art in the form of beading, carving, sewing fur/skins, or mask making.
At lease one Multi-Day outing will be hosted during the program year. MultiDay outings are comprised of wilderness immersion, healthy relationship
reﬁnement, cultural learning, and service learning. Skills and concepts that
have been introduced in the In-School, After-School, and
Out-of-School sessions are tested, practiced, and reﬁned. Examples of MultiDay outings include subsistence food activities such as ﬁshing, hunting or
berry-picking; culture camp – a traditional gathering where a community
unites for two or more days to celebrate and impart the cultural knowledge of
traditional customs and values; wilderness survival; and boating, water, or ice
safety.
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Example activities that RAY Members host are:
•
•
•
•
•
•
•
•
•

Beading
Quilting
Outdoor ﬁeld trips
Substance abuse prevention classes
Community Clean up
Assistance for elders (chopping wood, shoveling snow, stocking freezers)
Subsistence activities
Team building activities
Environmental Education

What Do RAY Members Bring to their Communities?
The RAY AmeriCorps Program strengthens communities by expanding opportunities for people of all ages to be involved in community activities and
decision making. Drawing upon the unique cultures and lifestyles of rural
Alaskans, RAY AmeriCorps Members support community members, youth,
elders, and families in culturally enriched activities.
RAY Members also build capacity within their own communities by recruiting
and educating local community members of all ages.
RAY AmeriCorps members work everyday to make their communities a better
place to live.
RAY AmeriCorps members have the power to become a positive force in improving the lives of people, especially youth, in rural Alaskan communities by
building connections and providing healthy, positive activities.
Program Partners:
•
AmeriCorps Member
•
DHSS Tobacco Prevention and Control
Program Site Supervisors
•
•
Village and City Councils
•
501(c)3 non-proﬁt entities hosting AmeriCorps Members
Community Schools
•
•
Community Residents
•
The Alaska Afterschool Network
•
State of Alaska Department of Health and Social Services Marijuana
Prevention and Control Program
Regional Non-Proﬁt & Health Corporations
•
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•
•
•

RurAL CAP
AmeriCorps
Serve Alaska

RAY AmeriCorps Member:
The RAY AmeriCorps Member is the center of this program. The AmeriCorps
Member will involve as many people as possible in the community. (S)he will
keep open lines of communication with all concerned community members.
(S)he will help identify possible projects and take steps to help the community form solutions to local problems.
Local Site Supervisor:
The supervisor helps in project selection and design of a work plan, including
daily guidance and support to the AmeriCorps member. The site supervisor
will also assist the member with reporting.
Village Councils:
The village councils are active participants in the community development
process, especially when identifying local cultural needs. The AmeriCorps
Members will work closely with community members and the village council
to ensure their support.
Department of Health and Social Services, Tobacco Prevention and Control Program:
RurAL CAP partners with the State of Alaska to support youth tobacco use
prevention. These efforts include the RAY program. Part of your role as a RAY
member is to ensure that your events are tobacco-free and to encourage
youth to make healthy choices, including avoiding tobacco-use.
Department of Health and Social Services, Marijuana Prevention:
This grant allows us to expand our program offerings into outdoor recreation
(overnight trips) and marijuana prevention. The marijuana prevention curriculum is called Healthy Lifestyles and is designed for middle school students.
These 10, one-hour lessons are intended to encourage discussion and give
teens credible information about marijuana so they can make healthy choices. Implementation of Healthy Lifestyles is a requirement in this program.
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Community Residents:
The residents of the community support the AmeriCorps member by sharing
ideas and concerns, and helping to plan and support projects in ways that
beneﬁt the community. Elders, adults, parents, teens and children are all important to a successful AmeriCorps project.
Regional Non-proﬁt & Health Corporations:
The regional health & non-proﬁt corporation may provide a regional link to
other projects and communities. They can also supply technical assistance to
the AmeriCorps members.
National Indian Youth Leadership Project:
A national organization dedicated to empowering American Indian and Alaska Native Youth. The RAY program is based on their model, called Project
Venture.
RurAL CAP:
As administrator of the program, RurAL CAP will provide training, logistical
support, coordination, technical assistance, general guidance, and evaluation.
Issuance of stipends, child care, health insurance, travel, education awards, as
well as time logs, monthly reports and grievances will all be administered by
RurAL CAP.
Serve Alaska is the state commission that oversees all AmeriCorps programs.

Application and Selection Process
RurAL CAP will send out recruitment materials and application information to
all city governments, tribal councils and schools in rural Alaska.
Schools, Tribal/City Councils and/or other local non-proﬁts that are interested
in hosting an AmeriCorps Member will ﬁll out the Host Agency Application,
including supporting documentation from other entities in the community.
Schools, Tribal/City Councils and/or other local non-proﬁts interested in hosting an AmeriCorps Member will recruit locally for applicants to apply for the
youth mentor AmeriCorps position. Partner organizations should aim to re-
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cruit 2-3 applicants from their community. Interested applicants complete
the online application for the position.
RurAL CAP staff will select the top candidates for the placement based on
the following criteria:
1.
Application and supporting material turned in by deadline and is complete.
Host Agency is not a for-proﬁt company.
2.
There is clear community-wide support for the position, represented by
3.
resolutions and letters of support.
4.
The Site Supervisor will provide solid support, encouragement and
coaching to the Member.
Project ideas are appropriate for AmeriCorps and do not include any
5.
potential prohibited activities.
Community members who are interested in applying to the AmeriCorps
Program must turn in the AmeriCorps Application to the host agency by the
deadline.
When the application and supporting material are received, it will be
screened by RurAL CAP Staﬀ. Interviews will be completed by RurAL CAP staﬀ
with the top applicants and the potential Site Supervisor(s).
Selection Criteria includes:
1.
2.
3.
4.
5.

Experience in working with Wellness/Environmental issues.
Interest in engaging youth in positive activities.
Previous volunteer experience.
No felony convictions.
Recommendation by the local Site Supervisor(s)

Applicant Site Supervisors that are selected to participate will then be required to attend the Orientation Training. For Supervisors, this may be online.
The Member will be required to submit the following:
Proof of United States citizenship
1.
2.
Name Change Documentation (if name has been changed) 3. Criminal
Background Check Authorization
AmeriCorps Enrollment Form
3.
AmeriCorps Contract
4.
Copy of Birth Certiﬁcate
5.
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6.
7.

Copy of Social Security Card
Fingerprints for FBI Background Check

The Site Supervisor will be required to submit:
1. Host Agency MOA and Agreement to Supervise AmeriCorps Member

Member Requirements
In order to successfully complete the term of service, AmeriCorps Members
must follow-through with the following requirements:
1.
Pass a National Sex Offender Check, as State of Alaska Criminal Background Checks and a FBI ﬁngerprint Criminal Background Check. (See Below)
2.
Attend Orientation.
3.
Complete community needs surveys, unless other arrangements have
been made with Supervisor.
4.
Develop a work plan with your Site Supervisor and Supervisor and follow the work plan. Due within 30 days of start of service. Update as necessary.
5.
Complete weekly Time Logs and reﬂection logs on time in OnCorps reporting system.
6.
Complete all other reports required - including monthly reports, signin sheets, pre, mid and end of year surveys, etc. This includes youth pre- and
post- tests.
7.
Follow all AmeriCorps policy guidelines, including prohibited activities.
8.
Complete minimum number of hours of service within term. For fulltime Members, this is 1720 hours within 12 months.
9.
Meet formally at least once per week with Site Supervisor; meet more
often as necessary.
10.
Communicate with the Program Supervisor weekly.
11.
Participate in weekly teleconferences.
12.
Host AmeriCorps site visit.
13.
Participate in three National Days of Service for ﬁve to eight hours each.
a. Martin Luther King Jr Day- www.mlkday.gov (CNCS) or www.mlkdayofservice.org
b. 9/11 - www.911.org
c. World No Tobacco Day https://www.who.int/tobacco/wntd/en/ . May 31
14.
Participate in any RurAL CAP in-service trainings as provided.
15.
Complete end of service program evaluation and exit forms.
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Site Supervisor and Host Agency Requirements
In order for the AmeriCorps Member to successfully complete the term of service, Site Supervisors must follow-through with the following requirements:
1.
Complete online Orientation and tum in Site Supervisor Agreement.
2.
Assist Member in development of a work plan along with Program Supervisor, and ensure the Member follows the work plan. Update as necessary.
Review and approve weekly Time Logs and reﬂection logs on time in
3.
OnCorps reporting system.
4.		
Review and approve all other reports required - including monthly reports, sign-in sheets, pre, mid and end of year surveys, etc.
5.
Assure the Member follows all AmeriCorps policies, including prohibited
activities.
Meet formally at least once per week with Members; meet more often
6.
as necessary.
7.
Communicate with the Program Supervisor twice per month.
8.
Host AmeriCorps site visit.
9.
Support Member is planning and implementation of activities, including the three Days of Service listed above.
Complete the Mid Year and End of Service Member Evaluations.
10.
Criminal History Checks
All applicants for the Resilient Alaska Youth Program must pass a three part
background check which includes the following:
•
A nationwide name-based check of the National Sex Offender Public
Website (NSOPW). The NSOPW (https://www.nsopw.gov/) is a centralized system that identiﬁes people who are registered as sex offenders in states, territories, and with many federally recognized Tribes,
A name- or ﬁngerprint-based search of the statewide criminal history
•
registry in the candidate’s state of residence and in the state where the person will serve or work, and
A ﬁngerprint-based FBI check
•
RurAL CAP will not enroll Applicants that have the following criminal histories:
•
•
•

Murder
Sexual Offenses
Any convictions in the last two years

Applicants who did not disclose convictions to Program staff before hire will
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not be enrolled or immediately exited if they have already been enrolled.
Members who receive criminal history reports that do not allow them to serve
will be provided with the results of their criminal history check(s) for review.
They will then have 45 days to respond to the results in writing, the appeal will
be considered by a panel of RurAL CAP staff.

Site Supervisor and Host Agency Requirements
In order for the AmeriCorps Member to successfully complete the term of service, Site Supervisors must follow-through with the following requirements:
1.
Complete online Orientation and tum in Site Supervisor Agreement.
2.
Assist Member in development of a work plan along with Program Supervisor, and ensure the Member follows the work plan. Update as necessary.
3.
Review and approve weekly Time Logs and reﬂection logs on time in
OnCorps reporting system.
4.		
Review and approve all other reports required - including monthly reports, sign-in sheets, pre, mid and end of year surveys, etc.
5.
Assure the Member follows all AmeriCorps policies, including prohibited
activities.
6.
Meet formally at least once per week with Members; meet more often
as necessary.
7.
Communicate with the Program Supervisor twice per month.
8.
Host AmeriCorps site visit.
9.
Support Member is planning and implementation of activities, including the three Days of Service listed above.
10.
Complete the Mid Year and End of Service Member Evaluations.

Criminal History Checks
All applicants for the Resilient Alaska Youth Program must pass a three part
background check which includes the following:
•
A nationwide name-based check of the National Sex Offender Public
Website (NSOPW). The NSOPW (https://www.nsopw.gov/) is a centralized system that identiﬁes people who are registered as sex offenders in states, territories, and with many federally recognized Tribes,
•
A name- or ﬁngerprint-based search of the statewide criminal history
registry in the candidate’s state of residence and in the state where the per-
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son will serve or work, and
•
A ﬁngerprint-based FBI check
RurAL CAP will not enroll Applicants that have the following criminal histories:
•
•
•

Murder
Sexual Offenses
Any convictions in the last two years

Applicants who did not disclose convictions to Program staff before hire will
not be enrolled or immediately exited if they have already been enrolled.
Members who receive criminal history reports that do not allow them to serve
will be provided with the results of their criminal history check(s) for review.
They will then have 45 days to respond to the results in writing, the appeal will
be considered by a panel of RurAL CAP staff.
Supply Fund and Other Expenses
Each site has $1000 total to use for supplies for the service year. We encourage you to use them for durable, multiple use items or direct project supplies,
especially culturally focused activities. Please keep a record of your orders and
receipts. These funds cannot be used for door prizes or gift cards.
Supplies Available Online
1. Create Wishlist on Amazon
a. Search Item on Amazon
b. Select Item
c. Click “Add to List’’ under “Add to Cart’’ and “Buy Now’’ on far right hand
side
d. Make sure all items can be shipped to your address.
i. If they cannot, select different items or ﬁnd them on another
website eg Walmart, Ebay, Etc.
ii. If using another site, create a Wishlist for that site
2. Share List(s) with RurAL CAP Program Coordinator via email
3. RurAL CAP Program Coordinator orders and sends receipts back via email
a. Please keep a record of your orders and receipts
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Local Supplies/Services
1. Get invoice from vendor/contactors
i. Talk with your site supervisor for local practices/fair rates for contractors,
ii. Example of local Service: pay a local hunter to teach youth how to make
a bow
iii. Example of Local Supply: fur/bone to create art
2. Send Invoice to the RurAL CAP program coordinator via email - RurAL CAP
will pay vendor/contractor directly via check
a.
Funds cannot be paid directly to the AmeriCorps member
b.
Please keep a record of your orders and receipts
All local orders over $150 must be pre-approved by the RurAL CAP Program
Coordinator
Local Snacks
1.
2.
3.
4.
a.

If possible, get funds from host site
Purchase items
Email receipts to the RurAL CAP Program Coordinator
Host sites will be reimbursed directly via check
Please keep a record of your orders and receipts

•• Keep in mind that $1000 supply fund is for your entire service year. We encourage you to use them for durable, multiple use items or direct project supplies. You may be able to solicit donations for on-going snacks or see if your
host site has funds available.
Other Misc. Items
1. Contact RurAL CAP for other purchases that do not fall into these categories

Reporting
RAY AmeriCorps Members are required to serve a total of 40 hours each week.
Each Member will work with his/her Site Supervisor during and following
the Orientation Training to complete a Workplan. The Workplan will outline
where the Member will work and when. The Workplan will also list some of
the major projects the AmeriCorps Member and Site Supervisor would like to
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accomplish during the Member’s service year.
Remember that Workplans are ﬂexible and need to be revised continuously
as the Member completes projects.
Planning
RAY AmeriCorps Members are responsible to fulﬁll several requirements of
their service including: sponsoring healthy activities for local youth, fostering
youth leadership, working with youth to implement community service activities, supporting community health & wellness activities,
encouraging community to participate in healthy activities and wellness fairs,
and recruiting local volunteers to assist with health and wellness activities.
AmeriCorps Reports
Included in this section are the following AmeriCorps reports; you will become very familiar with all these throughout the year!
Time log: Timesheets are due bi-monthly on the ﬁrst business day following
the middle and the end of the month. Often these dates are the 1st and 16th,
and need to be entered in OnCorps and approved by your site supervisor no
later than the 2nd and 17th of each month, or the following Monday if the pay
period ends over the weekend.
If you have not submitted your timesheet or communicated with RurAL CAP
staff by 5 pm the day after It Is due, your stipend will be withheld until the
next pay period, pending the completion of your timesheets and any outstanding program reporting.
Pre. Mid and Post Surveys: A pre, mid-year and post survey will need to be administered to the youth in your community during your year of service.
Monthly Report: Monthly reports are due at typically the 6th business day
following the end of the month prior. See your calendar for exact dates. These
take some time so make sure you don’t wait until the last minute to ﬁll them
out. Once you have completed your monthly report your site supervisor will
review and sign it. You can then fax the monthly report to the central offce
{800.478.6343) or email to Maddy Stokes (preferred) mstokes@ruralcap.org
Attendance Tracking and Youth Sign Up: You, or the senior AmeriCorps member in your community has been provided an iPad with ProCare pre-installed.
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This program allows parents to register their children and also opt in or opt
out of the evaluation component of the program. It is essential that you
use this and update it frequently. With this, you will be able to check in and
out youth participants in two minutes or less at the end of activities. It will
maintain records of youth activities and are needed for the program to meet
funder requirements for reporting. This makes it possible to continue the RAY
program.
Why Write reports?
•
Reports help chart program progress. They can give a sense of achievement.
•
Reports give your supervisors and support team a better understanding
of your plans, concerns, and successes. This will help us support you better.
Reports are a way to share ideas and experiences with fellow Ameri•
Corps Members and other people interested in similar goals.
•
Reports document what AmeriCorps Members are achieving so funding agencies know how we are using their grants.
Without these reports, the AmeriCorps programs would not be funded
•
and therefore would not exist
Timesheets , Monthly Reports , & Attendance Tracking
Reports are an important way to communicate and share your experiences with other AmeriCorps Members and our Anchorage support team. You
should have received a RurAL CAP iPad with ProCare pre-installed. With this
program, children can sign up for the program, opt in or out of evaluation,
and you can digitally manage their attendance. Monthly Reports summarize
your activities and communicate how many participants and volunteers you
impacted that month.
Timesheets, attendance
Tracking and monthly reports are important! We use information from these
reports to produce Progress Reports, which are required by the agencies that
fund the AmeriCorps Program.
Reports also provide your supervisor and the Anchorage team with a better
understanding of your progress.
Training
During training, AmeriCorps Members come together and share their experiences and ideas for the future. It is also a time to acquire new skills that will
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assist you with your AmeriCorps service and future employment. We design
these training sessions with input from Members, to best meet your needs.
You have the opportunity to make suggestions for training topics on your
monthly reports.
Keeping In Touch
Despite the long distances and logistical challenges of living in Alaska, we’ll
have regular, open communication and team support for our AmeriCorps
program. With your help, we will use the following methods to keep in touch
with each other, to provide the support you need, and to hear from you about
your work.
Teleconferences
Teleconferences with all AmeriCorps Members are held once a week for the
ﬁrst couple of months and once every two weeks thereafter. This is a time for
you to share successes, ask questions, and get suggestions from other Members. Important announcements are also made during teleconferences. It is
program policy that all Members attend each teleconference.
E-mail
E-mail is free and easy to use to stay in touch with members at other sites as
well as with the RurAL CAP offce. If you do not know how to use a computer,
you may be able to get training through the tribal offce, school, Headstart, or
RurAL CAP.
Telephone and Fax
Your Anchorage support team is only a telephone call away, and the phone
call is toll-free. We hope you will feel comfortable picking up the phone
and giving us a call if you have questions or concerns, or want to talk about
your progress. Faxing is an option to send your monthly reports, attendance
sheets, and youth surveys if email will be a challenge. Please reach out to your
RurAL CAP Program Coordinator if you would prefer this method.
Site Visits
We enjoy visiting with AmeriCorps Members. At least one member of the
Anchorage support team, generally the AmeriCorps Program Coordinator, will
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visit each AmeriCorps Member at least once. We arrange site visits at a time
that is convenient to you. Site visits are typically 2-3 days.

Site Visits
What to Expect on a Site Visit
Every AmeriCorps Member will be visited at least once during the year by
the AmeriCorps Program Coordinator or other Program staff. The site visit is
a great opportunity for Program staff to spend some time getting to know
you better. It is also an opportunity for RurAL CAP staff to become better acquainted with your service and the needs of your community.
Don’t worry-the site visit is not intended to be a scary or painful experience!
We simply want to learn about what you’ve been working on during the year
and to see what support or assistance we can offer to help you be even more
effective at “getting things done” in your community.
Before the site visit, the AmeriCorps Program staff will:
•
Work with you to ﬁnd a convenient time for the visit;
•
Make arrangements for the visit at least two weeks in advance; and
•
Conﬁrm travel plans with you several days before staff is scheduled to
arrive.
In order for us to be able to make the most of our short time together, please
plan ahead. It is important to make arrangements ahead of time for activities
and/or projects during the site visit.
If you have any questions or concerns about your site visit, don’t hesitate to
give the coordinator a call ! Our staff really looks forward to site visits and the
chance to spend some time with you in your community. See you soon!
Things to do before staff arrive:
•
Make arrangements for transportation to and from the airstrip.
•
Make arrangements for staff lodging. The school, clinic, community hall,
etc. are all options- RurAL CAP staff are ﬂexible and will bring a sleeping bag!
We do appreciate access to a refrigerator or at least a place to boil water.
Arrange for a planning session with the Site Supervisor, visiting RurAL
•
CAP staff, and yourself.
Arrange for staff to meet with local program supporters, tribal council
•
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Members, youth group Members, Behavioral Health Aide (BHA) and village
and city council staff.
•
Plan ahead-spend some time thinking about possible activities during
the visit. Staff would like to spend some time in the community. Staff would
love to attend a community meeting or activity with you as well. If your village
will be hosting a community celebration like a winter carnival or a berry festival, please let staff know so that we can try to come during that time!
During the site visit:
•
Plan to spend your days with staff. The visiting staff member will have
traveled to your community especially to see you and your Site Supervisor. We
look forward to spending time with you and some time with your Site Supervisor, planning for upcoming projects, hearing your thoughts and ideas, and
spending time getting to know your community.
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Member Support
Primary Support
AmeriCorps members should maintain regular contact with their primary
support team:
•
•

RurAL CAP’s RAY AmeriCorps Program Coordinator Maddy Stokes
Local Site Supervisor

Both supervisors support the AmeriCorps member, help assess needs, plan
activities, access resources, and troubleshoot problems, but in slightly diﬀerent and sometimes overlapping areas.

Site Supervisor:
The Site Supervisor is the local supervisor with whom the AmeriCorps Member works on a daily basis. The Site Supervisor provides direction and support
for the AmeriCorps projects.
The Site Supervisor:
•
Helps orient and train AmeriCorps Members on local wellness issues
Helps the AmeriCorps Member identify community needs
•
•
Provides guidance to the AmeriCorps Member in identifying local contacts to work with on projects
•
Oversees and helps the AmeriCorps Member plan and carry out activities that promote resilience in the community
•
Approves time sheets and monthly reports
•
Completes a mid-year and end of year evaluation of the AmeriCorps
Member
•
Communicates regularly with RurAL CAP’s AmeriCorps Program Coordinator regarding the AmeriCorps Member’s progress
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RurAL CAP’s AmeriCorps Program Coordinator - (Maddy
Stokes):
RurAL CAP’s AmeriCorps Program Coordinator makes sure all Members
of the AmeriCorps team have good communication with each other and
their Site Supervisor, takes care of administrative matters, and helps
AmeriCorps Members access whatever resources they need.
•
Coordinates Orientation and In-Service Trainings
•
Provides support for projects
Helps motivate and build team spirit
•
•
Works with the Site Supervisor to support & supervise AmeriCorps
Members throughout the year
•
Conducts AmeriCorps Member site visits between March and October
•
Answers questions related to the AmeriCorps program
•
Helps AmeriCorps Members access child care beneﬁts and health
beneﬁts
•
Collects time logs from AmeriCorps Members, tracks AmeriCorps service hours, and authorizes stipend payments through the payroll department
•
Answers questions and resolves administrative issues
•
Processes ﬁnal paperwork for AmeriCorps Members to receive Education Award
•
Reviews reﬂection logs and monthly reports
•
Plans & facilitates weekly AmeriCorps Member teleconferences
•
Oversees AmeriCorps Program and Staff
•
Approves enrollment, termination, health care and child care
•
Meets regularly with Community Development Manager and other program staff
•
Develops materials to promote and celebrate program accomplishments
•
Recommends hiring/ ﬁring of Members to the community

Secondary Support
Wellness Education Coordinator: (Charlie Ess)
•
Provides tobacco education resources to AmeriCorps members and
Head Start centers.
•
Collaborates with the Coordinator to support AmeriCorps members.
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VISTA Program Coordinator: (Tim McCleary)
•
Provides general program and logistics support to RAY members and
sites.
Community Development Manager (Liza Krauszer):
Provides logistical and administrative support for programs
•
•
Conducts recruitment, orientation, training, supervision and evaluation
of program staff
•
Ensures funding for AmeriCorps programs
•
Manages grants and budgets
•
Maintains contact with program funders
•
Supervises AmeriCorps Program Supervisor, Community Wellness Coordinator, National Service Programming including RAY/
Chief Operating Ofﬁcer (L. Tiel Smith)
•
Provides overarching leadership and support for all RurAL CAP programs.
•
Assists with program promotion and development
•
Supervises Community Development Directors
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RAY Program Contacts

You will work closely with your local Site Supervisor. She/he will help you with
your day-to-day activities and assist with your projects.
Administrative needs including weekly and monthly reports, timesheets,
childcare issues, travel, health care etc., should be directed to Maddy Stokes,
AmeriCorps Program Coordinator.
Maddy: 907-764-4983; mstokes@ruralcap.org
If Maddy is out of the offce and you need immediate help, ask for Liza
Krauszer, Community Development Manager, or Tim McCleary, VISTA Program Coordinator.
Liza Krauszer, the Community Development Manager, is responsible for overall planning, administration and development of RurAL CAP’s Wellness Programs.
Liza: 907-865-7396; lkrauszer@ruralcap.org
Tim McCleary, VISTA Program Coordinator, provides program support for the
RAY AmeriCorps and coordinates the VISTA AmeriCorps program.
Tim: 907-744-8470; tmccleary@ruralcap.org
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Policies and Procedures

Code of Federal Regulations of CFR
AmeriCorps and by extension this program are guided by a set of laws
outlined in the Code of Federal Regulations or CFR. You will see this code
referenced throughout the member manual and program paperwork. This is
an example of what a reference would look like: 45CFR 2540.100. If you would
like to see the original language, you can search the CFR here:
https://www.ecfr.gov/cgi-bin/textidx?node=pt45.5.2522&rgn=div5

AmeriCorps Prohibited Activities
Prohibited Activities fall under three general categories:
1. Lobbying
2. Proselytizing
3. Criminal Activities
AmeriCorps Members, like any other private citizen, may participate in any of
the above activities on their own time, at their own expense, and on their own
initiative.
Note, Members may not wear AmeriCorps uniforms during such
activities or participate in these activities during service hours.
While charging time to the AmeriCorps program, accumulating service
or training hours, or otherwise performing activities supported by the
AmeriCorps program or CNCS, staff and members may not engage in the
following activities (see 45 CFR § 2520.65):
Attempting to influence legislation;
1. Organizing or engaging in protests, petitions, boycotts, or strikes;
2. Assisting, promoting, or deterring union organizing;
3. Impairing existing contracts for services or collective bargaining
agreements;
4. Engaging in partisan political activities, or other activities designed to
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influence the outcome of an election to any public office;
5. 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;
6. 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;
7. Providing a direct benefit to—
1. A business organized for profit;
2. A labor union;
3. A partisan political organization;
4. A nonprofit organization that fails to comply with the restrictions
contained in section 501(c)(3) of the Internal Revenue Code of 1986
related to engaging in political activities or substantial amount of
lobbying except that nothing in these Grant Terms & Conditions
shall be construed to prevent participants from engaging in
advocacy activities undertaken at their own initiative; and
8. An organization engaged in the religious activities described in paragraph
3.g. above, unless CNCS assistance is not used to support those religious
activities;
9. Conducting a voter registration drive or using CNCS funds to conduct a
voter registration drive;
10. Providing abortion services or referrals for receipt of such services; and
11. Such other activities as CNCS may prohibit.
In addition to the above activities, the below activities are additionally
prohibited:
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 member 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
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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-CNCS funds.
Individuals should not wear the AmeriCorps logo while doing engaging in any
of the above activities on their personal time.

Non-Displacement and Non-Duplication:
Members may not violate the non-duplication and non-displacement
requirements 45CFR 2540.100, as outlined below:
(e)
Nonduplication. Corporation 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.
(f)
Nondisplacement. (1) An employer 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 assistance.
(2)
An organization may not displace a volunteer by using a participant in a
program receiving Corporation assistance.
(3)
A service opportunity will not be created under this chapter that will
infringe in any manner on the promotional opportunity of an employed
individual.
(4)
A participant in a program receiving Corporation 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.
(5)
A participant in any program receiving assistance under this chapter
may not perform any services or duties, or engage in activities, that— (i) Will
supplant the hiring of employed workers; or
(ii) Are services, duties, or activities with respect to which an individual has
recall rights pursuant to a collective bargaining agreement or applicable
personnel procedures.
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(6)
A participant in any program receiving assistance under this chapter
may not perform services or duties that have been performed by or were
assigned to any—
(i) Presently employed worker; (ii) Employee who recently resigned or was
discharged; (iii) Employee who is subject to a reduction in force or who has
recall rights pursuant to a collective bargaining agreement or applicable
personnel procedures; (iv) Employee who is on leave (terminal, temporary,
vacation, emergency, or sick); or (v) Employee who is on strike or who is being
locked out

Process for Review and Appeal of Background Check
Findings
In order to participate in AmeriCorps, all members and staff paid under
the AmeriCorps grant must complete a three part background check,
which includes the following:
•

•
•

A nationwide name-based check of the National Sex Offender Public
Website (NSOPW). The NSOPW (https://www.nsopw.gov/) is a centralized
system that identiﬁes people who are registered as sex offenders in states,
territories, and with many federally recognized Tribes,
A name- or ﬁngerprint-based search of the statewide criminal history
registry in the candidate’s state of residence and in the state where the
person will serve or work and
A ﬁngerprint-based FBI check

These three checks together are called a National Service Criminal History
Check or NSCHC, and are completed before a member starts service using
services called Truescreen (sex offender and state checks) and Fieldprint (FBI
ﬁngerprint check.)
RurAL CAP is required to maintain adequate documentation that the
individual has consented to NSCHC and understands that selection into
the program is contingent upon the organizations’ review of the individual
NSCHC component results, if any. A Criminal History Authorization form is
part of the Member Pre-hire packet, and includes this information. This form
requires a member initial on each line, as well as a signature.
The results of these checks are initially reviewed by the vendor. Under the
regulation and statute, an individual is ineligible to serve or work on an
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AmeriCorps grant if they:
• Refuse to consent to NSCHC
• Make a false statement in connection with NSCHC;
• Is registered, or is required to be registered, on a state sex offender registry
or the National Sex Offender Registry; or
• Has been convicted of murder, as deﬁned in 18 U.S.C. 1111.
RurAL CAP will additionally not enroll/hire applicants that have the
following criminal histories: • Any felony convictions in the last two years.
•
•

Other convictions will be considered on a case-by-case basis.
Applicants who did not disclose a conviction to program staff before
hire will not be enrolled or immediately exited if they have already been
enrolled.

Once RurAL CAP receives a candidate’s results, they review the report to see
if the applicant is eligible to serve, based on both RurAL CAP and AmeriCorps
guidelines and indicates if they are cleared for service, or if they are not
cleared for service, why that determination has been made. These reports are
then stored in the member’s ﬁle.

Process to Appeal Background Check Findings
If an applicant is not cleared for service, the program provides written
notiﬁcation, including:
•
•
•
•
•

An explanation for why they were not cleared, and
Notiﬁcation they have 45 days to submit a written appeal with the
following instructions:
https://www.nationalservice.gov/sites/default/ﬁles/documents/
Challenging%20a%20Not%20 Cleared%20Reco mmendation%20for%20
Individual%20Applicant.pdf
Written appeals will be considered by a panel of RurAL CAP staff
It is highly recommended that the candidate notify the program within
one week if they intend to challenge the results, obtain documentation as
quickly as possible, and keep the program updated through the process.

Criminal Convictions During Service
Members must notify the Program Coordinator in writing of any criminal
arrest or conviction that occurs during the term of service.
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Inappropriate Behavior On-Site
AmeriCorps Members are role models and are to follow the code of conduct
whenever they are or could be associated with the AmeriCorps Program.
Any time there is an incident in their community when the Member does
not follow the code of conduct or is involved with an incident that could
negatively impact the AmeriCorps Program and/or Member service, the site
or Member should notify the Program Supervisor immediately to discuss the
situation and solutions.
Incidents that should be reported to the Program Supervisor immediately
include:
•
•
•
•

Legal charges or action against the supervisor or Member
Court convictions for past legal charges
Participating in any Program activity or association under the inﬂuence of
alcohol or drugs
Any activity, event, or incident that negatively impacts the Program,
the AmeriCorps Member’s service, or otherwise impedes or impacts the
Program’s reputation or ability to complete service in the village

Travel
AmeriCorps Members and site supervisors are expected to follow the travel
policies outlined in this document. Any inappropriate behavior may result in
their travel being changed and returning
them to their community early. Any fees incurred for these changes may be
charged to the Member or site supervisor.
Training
Training is a very busy and important time for Members and site supervisors.
Any time a Member or a site supervisor is participating in AmeriCorps
sponsored training (including Orientation, In-service trainings, or any other
training event at least partially sponsored by AmeriCorps, RurAL CAP, or
during which the Member or site supervisor attend as part of the AmeriCorps
Program) they are expected to participate in all scheduled activities.
Participation in training activities is not optional. Any Member or site
supervisor (Some years funding allows RurAL CAP to provide travel expenses
to Site Supervisors.) who does not participate, show-up, or show-up ready to
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be a positive, engaged participant (such as sleeping during the event, arriving
under the inﬂuence of alcohol or drugs, arriving with a negative, disruptive
attitude, or otherwise being a poor inﬂuence or distraction) may be asked
to leave the event, return to their community, repay any costs incurred, and
continued participation in the Program for the site or Member may be in
jeopardy.
Simply, anyone traveling to an AmeriCorps event should:
•
•
•
•
•
•
•
•
•
•

Show up on time to all activities
Participate willingly in all activities
Demonstrate a positive attitude
Be engaged with all training activities
Arrive free from the inﬂuence of alcohol or drugs
Notify staff immediately of any delays with travel
Notify staff immediately of any emergencies
Notify staff immediately of any unavoidable problems resulting in missing
any part of the training
Request any special needs or assistance
Complete evaluations and offer feedback to staff on improving the events

Program Recourse
If any participant does not comply with the above, the staff may:
•
•
•
•
•

Remove them from the training
Send them back to their site
Bill them for the fees related to travel and changing tickets
Withhold per diem for any portion of the training for which they did not
attend or participate
Remove them from the AmeriCorps Program

Depending on the severity of the incident, the Program Staff will follow
CNCS regulations regarding suspensions and terminations from the
Program.
•
•
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Any Member charged with possession of a controlled substance (which
includes alcohol in a dry community) must be suspended and may be
exited from the Program
Any Member charged with a serious crime may be suspended from the
Program.
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•
•

Any Member convicted of a violent felony will be exited from the Program.
Any Member who is unable to complete their contract will be exited from
the Program.

Rural CAP Personnel Policies and Procedures
While RurAL CAP AmeriCorps Members are not RurAL CAP employees, they
are subject to the same Personnel Policies and Procedures as employees,
with the exception of Sections: 308-1 - Job Classiﬁcation; 313 - Pay and Fringe
Beneﬁts; and 315 -Leave. Provisions for Classiﬁcation, Pay and Fringe Beneﬁts,
and Leave for AmeriCorps Members follow the guidelines stated in your
Position Description:
AmeriCorps Members are not employees. As participants of a national
service program, RurAL CAP AmeriCorps Members will receive a monthly
living allowance of$1,625 or $1,925 paid in twice-monthly stipends of.
Members may be eligible for AmeriCorps health insurance and childcare
beneﬁts.
Members who complete a full year of service for the ﬁrst two years and
hold a high school diploma or a GED will also receive an education award of
approximately $6,015.
Term of AmeriCorps service - 40 hrs. /week for 11 month terms as outlined in
individual Member Agreements to Participate
The entire handbook of RurAL CAP Policies and Procedures is available upon
request.

Alcohol and Drug Policy and Procedure
The goal of the RurALCAP AmeriCorps program is to improve the health
and wellness of rural Alaskans. The program promotes healthy lifestyles for
community members, including AmeriCorps members.
AmeriCorps members are expected to be healthy role models in their
communities and while on travel.
RurALCAP recognizes that the effectiveness and reputation of the
AmeriCorps programs are dependent upon the physical and psychological
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health of the AmeriCorps members. Alcohol and drug mis-use is inconsistent
with the mission of AmeriCorps. The RurALCAP AmeriCorps Program has
adopted and maintains strict adherence to the following policy regarding
alcohol and drugs.
AmeriCorps members shall be free of alcohol and drug use during work
hours. AmeriCorps members on travel status may not abuse alcohol or
controlled substances during any of their travel time when using per diem.

Procedures
1)
The on-going Awareness Program. The Agency’s Drug Free Workplace
policy will be posted at each work site, Additionally, the Agency will provide an
awareness program that will inform AmeriCorps Members using the following
methods:
A.
A Copy of the agency’s policy on alcohol and drug-free workplace will
be distributed at the time of enrollment with instructions to sign and return
to the Amerlcorps Program Coordinator.
B.
AmeriCorps Member’s access to Policy and Procedures explaining the
penalties that may be imposed upon an employee violating the Agency’s
alcohol and drug-free policy.
C.
The Program Coordinator will use various forms of media to distribute
information about the dangers of drug and alcohol abuse in the workplace
annually.
D.
Maintain information on the availability of employee assistance
programs for counseling, assessment, referral or rehabilitation
2)
Alcohol and Drug use (or reasonable suspicion of use) on duty.
The agency will not allow any Member to remain in service who is found
using a controlled drugs alcohol or demonstrates behavior/conduct eliciting
reasonable suspicion that the Member may be under the inﬂuence of a
controlled drug or alcohol and threatens the health, safety or security of the
Member, workers or participants.
3)
Disciplinary Actions. Disciplinary actions will immediately be initiated
for any Member violating the policy. Such action may not be required for a
Member who:
A.
Voluntarily self-identiﬁes as a user of an illegal drug or alcohol.
B.
Obtains counseling, referral, and rehabilitation through the employee
assistance program, Business Operation.
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C.
Does not pose danger to the health and safety of co-workers or
program participants.
D.
Thereafter refrains from illegal use of alcohol or drugs.
4)

Criminal Drug Convictions.

A.
An AmeriCorps Member must notify the agency, in writing, of his or her
conviction for a violation of a criminal drug statute occurring in the workplace
no later than ﬁve calendar days after such conviction. Failure to comply with
this procedure will result in immediate termination.
B.
An AmeriCorps Member violating a criminal drug statute will be
required to attend and successfully complete a Federal, State, certiﬁed local
health, or other approved rehabilitation program at the employee’s expense.
Failure to attend or failure to successfully complete a rehabilitation
C.
program will result in the termination of the employee.
The Division/Department Director shall notify each relevant (grant
D.
activity the convicted employee was working under) federal agency within
ten calendar days of receiving a conviction notice from an AmeriCorps
Member Such notices shall comply with relevant grant provisions.

Safety Policies
Safety for AmeriCorps members, youth participants, and adult volunteers
is our program’s highest priority. Please avoid taking any unnecessary
risks while serving. Below is a list of program safety policies – this list is not
intended to cover all situations. Please consult with your site supervisor and
the RurAL CAP program coordinator if you are unsure of what constitutes
a risk/are considering an event or other service activity that may include
potential safety hazards.
Boating/Water Safety
All participants, including youth, adult volunteers, and AmeriCorps members,
must wear life jackets when recreating on water during RAY programming.
At minimum two adults must be present, the AmeriCorps member and at
least one additional adult chaperone per 10 youth participating – additional
adult chaperones are required for each additional group of 10 youth. The
AmeriCorps member must submit a safety plan to your site supervisor
and receive written approval before the event, and submit both to the RAY
program coordinator.
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Firearms
Firearms are permitted only for the purposes of safety and/or subsistence
education, and must be used only by a trained adult using standard safety
protocol. The ﬁrearm must be kept in the responsible adult’s possession at
all times. Youth are not permitted to use ﬁrearms while participating in RAY
programming.
Other Potential Safety Risks
RAY members must consult with their site supervisor to create a safety plan
and receive approval before engaging in any other youth events containing
potential safety risks, and notify the RAY Program coordinator. Members may
not participate in projects that pose undue safety risks.

Incident Reporting
What To Do if There is an Incident During Youth Programming/Service
If there is an incident while you are serving, please let your site supervisor
and RurAL CAP program coordinator know as soon as possible. An example
of an incident is if a youth or adult volunteer is injured or put in danger (for
example if there is an intruder or major natural disaster aﬀecting safety), if
there are allegations of misconduct against you or your site supervisor, or
anything else happens that you think RurAL CAP should know about.
In case of emergency, ﬁrst contact the appropriate emergency response
agency available in your community (ex 9-11, VPO, ﬁre department, health
clinic, etc.), the youth’s parent or guardian, and your site supervisor. Next,
call the RAY Program Coordinator, and we will start the following internal
processes:
•
•
•
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The program coordinator, manager, and you if appropriate will collaborate
to decide the immediate response needed to ensure health and safety for
everyone involved.
The program coordinator will work with you to submit an Incident Report
within 24 hours of the incident.
The purpose of this report is to keep a record of what happened to protect
you, the program, and youth participants, and to ensure that RurAL CAP is
informed and able to respond.
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If an emergency takes place after hours, collaborate with your site
supervisor to ensure the health and safety of everyone involved, and contact
RurAL CAP as soon as possible the next business day. Once safety is ensured,
write a record of what happened and you/your site’s response.

What to do if You are Injured While Serving
If you are injured while serving or traveling to/from training, please let your
site supervisor and RAY program coordinator know as soon as possible (within
24 hours) no matter the size of the injury. In case of emergency, ﬁrst contact
the appropriate emergency response agency in your community (ex 911, VPO,
ﬁre department, health clinic, etc.) and your site supervisor to decide what
immediate response is needed to ensure your health and safety. As soon as
possible (within 24 hours) contact the RAY program coordinator to complete
a Workman’s Compensation Report. The purpose of this report is to protect
you in case the injury has long-term effects or qualiﬁes you for support, and
also to help protect the RAY program to ensure we are properly responding.

ELECTRONIC EQUIPMENT AND COMMUNICATION
To remain competitive, better serve our communities, and provide our
employees with the best tools to do their jobs, RurAL CAP makes available to
our workforce access to one or more forms of electronic media and services,
including computers, e-mail, telephones, voicemail, fax machines, intranet,
online services and the Internet.
RurAL CAP encourages the use of these media and associated services when
it makes communication more effcient and effective. However, all RurAL Cap
employees should remember that electronic media and services provided by
RurAL CAP are property of the organization, and their purpose is to facilitate
and support our business. All users of these devices and services have the
responsibility to use these resources in a professional, ethical, and lawful
manner.
To ensure that all employees are responsible, the following guidelines for
using e-mail and the Internet have been established.
UNAUTHORIZED COMMUNICATIONS
Electronic media cannot be used for knowingly transmitting, retrieving,

39

Member Manual

recording or storing any communication that is:
1.
Discriminatory or harassing;
2.
Derogatory to any individual or group;
Obscene, sexually explicit or pornographic
3.
Defamatory or threatening
4.
5.
In violation of any license governing the use of software; or
6.
Engaged in any purpose that is illegal or contrary to RurAL CAP’s policy
or business interests, including political fundraising and lobbying activities
PERSONAL USE
The computers, tablets, smart phones, electronic media and services provided
by RurAL CAP are for business use to assist employees in the performance of
their duties.
Limited, occasional or incidental use of electronic media (sending or
receiving) for personal nonbusiness purposes is understandable and
acceptable, and all such use should be done in a manner that does not
negatively affect the systems’ use for their business purposes. Employees
are expected to demonstrate a sense of responsibility and not abuse this
privilege.
Personally owned devices, storage media and software may not be connected
to any RurAL CAP network, unless that network is open to visitors and guests
of RurAL CAP, or speciﬁcally authorized by the IT Department.
ACCESS TO EMPLOYEE COMMUNICATIONS
RurAL CAP management reserves the right to review any employee’s
electronic ﬁles and messages to ensure electronic media and services are
being used in compliance with the law, established program guidelines and
any relevant privacy and conﬁdentiality requirements. Employees should not
assume electronic communications are completely private. Accordingly, if
they have sensitive information to transmit, they should use other means.
SOFTWARE
To prevent computer viruses from being transmitted through the company’s
computer system unauthorized downloading of any software is strictly
prohibited. This includes, but is not limited to instant message and remote
control programs. Only software registered, owned and/or approved through
RurAL CAP may be downloaded and installed. Employees should contact the
IT Manager if they have any questions.
SECURITY/APPROPRIATE USE
Employees must respect the conﬁdentiality of other individuals’ electronic
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communications. Except in cases where explicit authorization has been
granted by RurAL CAP management, employees are prohibited from:
1.
Monitoring or intercepting ﬁles or electronic communications of other
employees or third parties;
Hacking or obtaining access to systems or accounts they are not
2.
authorized to use;
3.
Sharing Log in credentials, passwords, and PIN numbers speciﬁcally
assigned to you;
4.
Using other people’s log-in credentials or passwords;
Breaching, testing or monitoring computer or network security
5.
measures;
6.
Removing equipment from its assigned user or location without
speciﬁc authorization.
No email or other electronic communications can be sent that attempt to
hide the identity of the sender or represent the sender as someone else.
Electronic media and services should not be used in a manner that is likely to
cause network congestion or signiﬁcantly hamper the ability of other people
to access and use the system. Anyone obtaining electronic access to other
companies’ or individuals’ materials must respect all copyrights and cannot
copy, retrieve, modify or forward copyrighted material except as permitted by
the copyright owner. Users who have been assigned transportable devices
such as laptop computers, tablets and smartphones are responsible for
securing the device (i.e. storing the device in a locked cabinet or drawer)
when unattended.
ENCRYPTION
Employees can use encryption software supplied to them by the systems
administrator for purposes of safeguarding sensitive or conﬁdential business
information.
SOCIAL MEDIA
Employees should remember that any messages or information sent on
company-provided facilities to one or more individuals via an electronic
network—for example internet mailing lists, bulletin boards, and online
services are statements identiﬁable and attributable to Rural CAP. In addition,
employees should not upload video or pictures without the consent of the
Communications department. RurAL CAP recognizes that participation in
some forums might be required and enhances job performance.
VIOLATIONS
Any employee who abuses the privilege of their access to electronic
media and services, including computers, e-mail, telephones, voicemail,
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fax machines, intranet, online services and the Internet provided by RurAL
CAP will be subject to corrective action, including possible termination of
employment, legal action and criminal liability.

Training
Any time a Member or a site supervisor is participating in AmeriCorps
sponsored training (including Orientation, In-service trainings, or any other
training event at least partially sponsored by AmeriCorps, RurAL CAP, or
during which the Member or site supervisor attend as part of the AmeriCorps
Program) they are expected to participate in all scheduled activities.
Participation in training activities is not optional. Any Member or site
supervisor who does not participate, show-up, or show-up ready to be a
positive, engaged participant (such as sleeping during the event, arriving
under the inﬂuence of alcohol or drugs, arriving with a negative, disruptive
attitude, or otherwise being a poor inﬂuence or distraction) may be asked
to leave the event, return to their community, repay any costs incurred, and
continued participation in the program for the site or Member may be in
jeopardy.
Anyone traveling to an AmeriCorps event should:
•
Show up on time to all activities
•
Participate willingly in all activities
•
Demonstrate a positive attitude
•
Be engaged with all training activities
•
Arrive free from the inﬂuence of alcohol or drugs
•
Notify staff immediately of any delays with travel
•
Notify staff immediately of any emergencies
•
Notify staff immediately of any unavoidable problems resulting in
missing any part of the training
•
Request any special needs or assistance
•
Complete evaluations and offer feedback to staff on improving the
events

Program Recourse
If any participant does not comply with the above, the RAY program may:
•
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•
Return participant to site
•
Bill participant for any fees related to travel and changing tickets
•
Withhold per diem for any portion of the training for which they did not
attend or participate
Remove non-complying member/site from the AmeriCorps Program
•

Change of Site Supervisor and/or Host Agency Mid-Year
In the event that there needs to be a change of Site Supervisor for an
AmeriCorps Member, the Supervisor must have prior contact with the
Member, the current Supervisor and the new Supervisor to discuss why the
change is happening and how it will affect the AmeriCorps program in the
community. The RurAL CAP Program Staff will make the ﬁnal decision about
whether the change will affect the Member’s service and if the program will
remain in the community.
Things to consider:
1.
What is the reason behind the change?
2.
Is this a personality conﬂict that can be resolved?
3.
Will this help further the service of the AmeriCorps Member in the
community?
4.
Will the new Site Supervisor be able to fulﬁll the needs of the
AmeriCorps Member?
5.
How will the community view this switch?
6.
If this is a new Host Agency, do they have appropriate offce space and
access to phone, fax and computer with internet service?
7.
Any new Site Supervisor must view the Orientation PowerPoint and
complete the quiz and turn it into the Supervisor, before signing off on Time
Logs and other paperwork.
8.
A new MOA must be completed with any new Site Supervisor and/or
agency within 5 days of the switch.

Ofﬁce Space and Uniform Requirements
Expectations of ofﬁce space
Each site agrees to contribute offce space in proximity to the site supervisor
or with regular contact with the site supervisor. Offce space will also include
access to the phone, fax, a computer, and the internet. Offce space should
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ideally be highly accessible to those in the community - including youth,
elders and other community members that the Member will be working
with. This will greatly increase the visibility of the AmeriCorps Member and
community understanding of and participation in program projects.
Contact information for that offce space - including phone, fax, and e-mail
addresses are to be shared with the supervisor at the start of the program
year. Any changes to the contact information should be shared with the
Supervisor immediately. Any relocation ofthe offce space should be discussed
with the Program Supervisor immediately. If this involves a change in host
agency or Site Supervisor, see the Change of Site Supervisor and/or Host
Agency Mid Year section above.
Ofﬁce Hours
Many rural sites have limited offce hours. Sites are asked to maintain as much
ﬂexibility with the Member as possible, such as allowing them to have access
to the offce during extended hours, weekends, and other times for program
activities. Any problems with access to offce space or ﬂexible hours, including
changes, should be discussed with the Program Supervisor.
Community Visibility
AmeriCorps Members are expected to spend the majority of their service
hours ‘in the ﬁeld’ performing service activities (such as at the school,
presenting environmental education information to youth, leading a walking
group, at the community center hosting a health fair, etc). Remaining service
hours should be spent in their community offce, preparing for these activities,
completing reports, participating in teleconferences, and meeting with their
site supervisor.
All service hours should be completed in a public space and not from the
member’s home. Any outstanding circumstances should be discussed with
the RurAL CAP program coordinator and written approval obtained before
teleservice (service from home) begins or hours may be disallowed.
Designating a worksite as AmeriCorps Site and Uniforms
AmeriCorps Members and/or their site supervisors should designate their
workspace as an AmeriCorps site by hanging an AmeriCorps poster, banner,
or other sign at the site in plain view.
AmeriCorps Members are also encouraged to wear their uniform (sweatshirt,
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t-shirt, or hat) during AmeriCorps service activities. Members are further
encouraged to share with their community and during interaction with other
sites and agencies that they are AmeriCorps Members through RurAL CAP.
Any activities that the individual participates in while not an AmeriCorps
Member - including any proselytizing, campaigning, lobbying, or other
activities prohibited by AmeriCorps, the individual should NOT wear
their AmeriCorps uniform, or in any way identify themselves as an active
AmeriCorps Member.

Teleservice Policy
A member who is quarantined may request teleservice. Teleservice must be
approved in writing in advance of the member beginning to accrue remote
work hours. In the request for teleservice the member must certify that they:
•
Have adequate access to electronic communication technology
(computer / internet / phone) and a safe location to serve from.
•
Agree to and plan semi weekly check in remote meetings with their
host organization supervisor.
•
Deﬁne service that will be performed while teleserving, timelines and
deliverables from teleservice.
•
Document service being performed, and submit it to the Program on a
weekly basis for review.
•
Complete in a detailed manner their daily reﬂection logs detailing
service performed during each day.
Remain in Service without Accruing Hours:
A member that is quarantined that may request to continue receiving a
living allowance while remaining home and not serving. This status may
only be entered into by agreement between the member and the program.
Furthermore, the member must provide adequate documentation of
quarantine and be in good standing (i.e. on track with hours to complete).
Upon submission of documentation the member may remain in quarantine
and enrolled in the program. The program will review the member’s status
on a bi-weekly basis, if it is determined that the member is no longer on track
to complete their service the member may either: a) be suspended from
the program until they are able to return to work, b) enter in to a teleservice
agreement, or c) be exited from the program with a compelling personal
circumstance designation and a prorated education award.
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Compelling Personal Circumstances:
Members who would like to complete their term of service may do so, with
adequate documentation. They will receive a prorated education award as
well as an exit as successfully completed their term. In order to request this,
please submit a written statement explaining the reasons for the request.
In addition, please attach a source document that supports the request.
Examples of source documentation for a quarantine would be the health
notice, or doctors note, or public announcement. For a member at risk for
severe complications from exposure examples include a letter from a doctor,
or proof of condition. You are submitting information to the program that
is personal protected health information, please contact program staﬀ/or a
secure submission link.

Required Paperwork Expectations
Each Member must complete the following paperwork:

•
Enrollment paperwork - including background checks, submission of
birth certiﬁcates, and any childcare paperwork
•
Work plan - due within 30 days of start of service.
•
Time Logs in OnCorps on the Monday following the week being
recorded
•
Youth pre- and post- test surveys.
•
Monthly
•
Attendance tracking and onCorps
•
Pre-service mid-year and end-of-service surveys - due as indicated on
the forms
•
Training evaluations after each training event
•
Leave requests - due at least three days before leave is taken, conﬁrmed
receipt with Supervisor
•
Exit paperwork
Each site supervisor should sign and add comments to all of the above.
Additionally, they complete:
•
•

Mid-year and end-of-service evaluations
Training evaluations

If sites have questions about the paperwork, problems submitting the
required forms, or any other concerns, they should contact the Program
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Supervisor so that arrangements can be made.
Impact of non-submittal
Sites and/or Members that cannot comply with paperwork requirements put
the Program in jeopardy of audit ﬁndings and lack of future funding. Sites
and/or Members that do not submit paperwork that is complete and on time
may have the following:
•
Member stipends withheld until Time Logs and logs are submitted as
described above
Member and/or site eligibility for future service years is dependent on
•
accurate and timely completion of paperwork.
•
Continued non submission of required records will lead to disciplinary
action and termination.
Keeping Records on File
Copies of paperwork will be kept in the Member File at RurAL CAP for audit
and program evaluation purposes for seven years from the close of the grant.
Completion of required paperwork by AmeriCorps Member
An AmeriCorps Member must turn in required paperwork to the Program
Supervisor in a timely manner. If there is a reason the paperwork is not
being turned in on time, it is the responsibility of the Member to inform the
Supervisor about the issue. If a Member has not turned in paperwork and has
not contacted the appropriate Program Supervisor, the Supervisor will follow
the following steps:
•
Initiate a conversation with the Member to discuss why paperwork is
not being turned in.
Determine whether this is a short term issue that will be resolved and
•
the Member will turn in back paperwork or if it is a long term issue that needs
to be further discussed.
If this is a long-term issue, Supervisor and Member will discuss ways to
•
ensure paperwork is in on time.
Supervisor will contact the Site Supervisor to discuss the issue and,
•
ifneeded, plan a teleconference with Member, Site Supervisor and Supervisor
on the phone together to attempt to resolve the issue, and follow-up with an
email or fax to summarize what was discussed.
If this does not resolve the issue, the Supervisor will again call the
•
Member and Site Supervisor to discuss it and will follow-up with a formal
letter on RurAL CAP letterhead.
If this also does not resolve the issue, and the Member has not turned
•
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in paperwork for 30 days, the Supervisor will discuss it with the Program
Manager and together, they may decide to place the Member on Suspension
without Pay until paperwork is received by Supervisor.
If the Member has not turned in paperwork during a pay period and
•
has had no contact with the Supervisor, the Supervisor will discuss it with the
Program Manager and together, they may decide to place the Member on
Suspension without Pay until paperwork is received by Supervisor or contact
is made.
If the Member is not able to complete the past paperwork and get
•
up-to-date with current paperwork, the Supervisor will discuss it with the
Program Manager and together they may decide the Member should be
exited from the program for non compliance.

Pay Periods and OnCorps Instructions
Pay Periods
There are two RurAL CAP pay periods per month. They are:
1.
2.

The ﬁrst day of the month through
The 15th and 16th through the last day of the month.

OnCorps Instructions
Timesheet Format and submission
AmeriCorps Members will complete Time Logs documenting hours served in
the OnCorps online timekeeping system.
Signing Time Logs
The AmeriCorps Member will sign the timesheet via a password protected
electronic signature. The timesheet will then be submitted to the site
supervisor to conﬁrm hours served by signing the timesheet via a password
protected electronic signature.
If a site supervisor is unavailable (travel, personal leave, resignation, or other),
a substitute site supervisor will have been assigned and that person will
approve the OnCorps timesheet.
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Adjusting inaccurate Time Logs
If a Program Supervisor is concerned about a timesheet, he/she will contact
the Member and/or the site supervisor to discuss recorded hours. For
instance, this may occur when the Member has discussed activities being
performed, but no hours are recorded. This may also occur whenever the
Supervisor reviews member service hours, training hours, etc.
The Program Supervisor will send the timesheet back to the Member for
adjustment, and the Site Supervisor will have to approve again.
‘0’ (zero) hour time periods
If a member submits Time Logs that reﬂect less than 10 hours earned
during a pay period (ﬁrst of the month to the 15th or 16th to the last day), the
Member will be placed on suspension and will not receive a stipend for that
pay period.
Less than full time service Time Logs
Members who submit Time Logs for less than 40 hours a week for full-time
a week or are working part time are subject to review and possible payroll
suspension if the reduced hours submitted show that they are not ‘on-track’
to ﬁnish their service on time.
Supervisors will contact members who submit Time Logs for less than
the required hours a week and are not on track to ﬁnish on time. It will be
determined in that discussion if; hours are being accurately recorded, if this
is a temporary set-back and additional hours will be submitted in upcoming
weeks, or if a suspension is necessary. Reasons for less than required service
hours will be reviewed. The Supervisor will work with the site and Member to
try and remedy the situation.
If a Member is not on track to ﬁnish on time (as agreed upon in the contract)
with the minimum number of hours, the stipend payment will be suspended
until the Member can return to required service.
Quarter hours
Members will record their time in full and ½ hour increments. Members will
not be required to record increments smaller than ½ hour. Members will
round their service hours up to the nearest half-hour. If Members submit Time
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Logs with increments smaller than ½ hour, Supervisors will round up to the
nearest ½ hour when tracking total hours earned.
Time-clocks
Sites are discouraged from requiring Members to use time-clocks, as
Members are often working in ‘the ﬁeld’ or community and not the offce.
Locally, a Site Supervisor may wish to use a time clock as a time management
tool. However, only the signed OnCorps timesheet will be required to record
hours earned.
Travel hours
Members will include travel hours on their Time Logs for any hours spent
preparing for, arranging for, or traveling to a site to perform AmeriCorps
service or attend related training if that travel time exceeds the travel to the
Member’s standard offce. Members who are weather delayed at a site other
than their home (such as a hub community while traveling to training) will
count the delay hours as service hours.
Holiday Hours
AmeriCorps Members do not receive ‘holiday pay’ - holidays should not be
recorded as service hours if no service was completed. However, if AmeriCorps
Members completed service hours on holidays, those hours should be
recorded. Brieﬂy describing activities in the activity log is required. Please
keep in mind that religious activities are prohibited and cannot be counted as
AmeriCorps hours.

Categories for reporting hours
There are three categories of hours for the RurAL CAP AmeriCorps
programs:
1.
2.
3.
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Fundraising
AmeriCorps Members may raise resources directly in support of your
program’s service activities that meet local, environmental, public safety,
homeland security or other human needs.
Examples of fundraising activities AmeriCorps Members may perform include,
but are not limited to, the following:
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;
Securing ﬁnancial resources from the community to assist a faith
•
based organization 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;
Seeking donations from alumni of the program for speciﬁc service
•
projects being performed by current Members.
AmeriCorps Members may not:
Raise funds for living allowances or for an organization’s general (as
•
opposed to project) operating expenses or endowment;
Write a grant application for AmeriCorps funding or for any other
•
funding provided by the Corporation for National and Community Service; or
Write a grant application to the Corporation or to any other Federal
•
agency.
An AmeriCorps Member may spend no more than ten percent of his or her
originally agreed-upon term of service, or 170 hours, performing fundraising
activities.

Suspension for not completing required hours
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According to the Agreement to Participate signed by all RurAL CAP
AmeriCorps Members, Members need to regularly complete full time service
(40 hours per week minimum). If a Member turns in a time log with fewer
than necessary hours in a week and has not previously discussed this with the
Supervisor, the Supervisor will follow the following steps:
•
Initiate a conversation with the Member to discuss why he/she is not
serving as required.
Determine whether this is a short term issue that will be resolved and
•
the Member will not fall behind in his/her hours, or if it is a long term issue
that needs to be further discussed.
•
If this is a long-term issue, Supervisor and Member will discuss ideas/
projects for increasing hours.
Supervisor will contact the Site Supervisor to discuss the issue and, if
•
needed, plan a teleconference with Member, Site Supervisor and Supervisor
on the phone together to attempt to resolve the issue, and follow-up with an
email or fax to summarize what was discussed.
•
If this does not resolve the issue, the Supervisor will again call the
Member and Site Supervisor to discuss it and will follow-up with a formal
letter on RurAL CAP letterhead.
•
If this also does not resolve the issue, the Supervisor will discuss it with
the Program Manager and together, they may decide to place the Member
on Suspension without Pay.
If the Member is not able to recommit to their AmeriCorps service and
•
the required number of hours per week, the Supervisor will discuss it with
the Program Manager and together they may decide the Member should be
exited from the program for non compliance.

Option to Waive Living Allowance (Monthly Stipend)
You have the option to waive all or part of the payment of your living
allowance if, for example, you believe public assistance may be lost or
decreased because of the living allowance. To do so, email a written request to
the RAY program coordinator at americorps@ruralcap.org.
Please note, even if a member waives his or her right to receive the living
allowance, it is possible—depending on the speciﬁc public assistance
program rules—that the amount of the living allowance that the member is
eligible to receive will be deemed available. In other words, it may still count
as income. The program encourages you to check with your public assistance
case manager to see if that applies to you.
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A member who has waived the living allowance may revoke the waiver at any
time (aka you can decide you would like to receive the living allowance) and
may begin receiving the living allowance going forward from the date the
individual revoked the waiver. You can do this by submitting a written request
to the RAY program coordinator. A member may not receive any portion of
the living allowance for the period of time the living allowance was waived.

Other Sources of Income
AmeriCorps Members are permitted to work jobs while serving as a Member.
Members may not count any hours towards AmeriCorps Service for which
they are paid by another source.
Disclosing other employment
Members are generally discouraged by the Program from working at another
position more than 10 hours a week for full-time Members in order to ensure
their ability to meet AmeriCorps service expectations. However, this can be
discussed on a case-by-case basis. All Members must discuss their schedule
with their Site Supervisor and the Program Supervisor. Any Member working
an additional position should disclose this to the Supervisor and discuss
the position and schedule, to conﬁrm that it does not conﬂict with the
AmeriCorps position or contract. Any time a Member, even on a temporary
basis takes a paid position, he/she should notify the Supervisor and discuss if
they are on-track to ﬁnish their AmeriCorps service on time and how this new
commitment will impact their AmeriCorps service and schedule. This should
also be discussed with the site supervisor.

Subsistence Activities and Service Hours
Planned Subsistence Activities
Subsistence activities are a vital part of life in rural Alaska. During different
subsistence seasons, Members should discuss their planned schedules with
their site supervisor and their Program Supervisor.
Taking Leave For Subsistence Activities
Members may take leave time to participate in subsistence activities. They
should follow the leave request policy for any leave they require. When
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discussing this with their site supervisor and Supervisor, they should review
their status in completing service hours and determine if their leave request
will allow them to stay on track to ﬁnish their AmeriCorps commitment on
time.
Taking a Suspension for Subsistence Activities
If the Member is not, or will not be, on track to ﬁnish their service
commitment on time if they take leave for subsistence activities, they may
be suspended from service without stipend pay for a period of time to
participate in subsistence activities. Suspensions will coincide with stipend
pay periods of 1st-15th of the month or 16th-last day of the month.
As with all suspensions, a letter detailing the dates and reason for the
suspension will be written by the Supervisor, sent to the Member, and copied
to the site and ﬁle.
Subsistence Activities as Service Hours
Subsistence activities may be counted as service hours in many
circumstances. This should be discussed with the site, Member, and
Supervisor, as it is a very reasonable and acceptable way to combine
traditional life in rural Alaska and Alaska Native culture with the goals of
AmeriCorps service.
Often, these are long days with lengthy service hours. This should also be
discussed with the site supervisor and Program Supervisor, as it may result
in Time Logs being submitted that have unusually large service hours listed.
This is acceptable, of course, but unless explained in the reﬂection logs, may
appear to be an anomaly.
In the case of allowable service hours (as described below), preparation for
the activity, travel to the site, the activity, travel back from the site, and cleanup are all allowable hours. In some cases, Members may count evenings and
nights too, as when they take youth on an outing and serve as the chaperone
for the entire day(s). Please note that hours that the Member sleeps should
not be counted as service hours.
The allowable activities of the RAY Program include providing healthy
activities for youth and increasing community involvement in traditional and
cultural activities. AmeriCorps Members completing subsistence activities
while involving local children and youth is an acceptable AmeriCorps activity
and hours spent preparing for, conducting, and cleaning-up from these
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activities (including travel to subsistence hunting and gathering grounds)
should be counted as service hours.
Any Member who is conducting subsistence activities solely for their own
beneﬁt and not involving community Members, sharing foods with elders,
teaching youth traditional and cultural activities, etc. should not count these
hours as service hours.

Allowable hours/day and number of days/week ‘Overtime’
Due to the nature of rural communities and the goals of RurAL CAP’s
AmeriCorps Programs, many community events and activities are allowable
AmeriCorps hours. An AmeriCorps Member can assist, host and/or organize
any activity which promotes community volunteerism and/or community
wellness that does not conﬂict with the AmeriCorps prohibited activities. If
there is any question about whether an activity is allowable, the Member and/
or Site Supervisor should contact the Program Supervisor.
Members complete an AmeriCorps contract at the start of their service year
committing to a term of service and a minimum number of hours. Members
are not employees. There are no overtime hours or overtime pay for Members
completing service activities.
Members are permitted to earn more than the required hours per week, more
than 8 hours a day, and complete service activities on more than ﬁve days
during the Monday-Sunday workweek. They will not receive any additional
monetary beneﬁt for these hours, however all of these hours (if earned doing
allowable activities) will count towards their minimum requirement.
Each site and Member should work together to identify reasonable
expectations for the AmeriCorps Member’s schedule. The site, Member, and
the Program Supervisor should confer regarding the schedule. Hours should
be reasonable and not overly taxing for the Member - so that the Member
does not bum-out.
Each site and Member should work together to allow the Member to take
time off from AmeriCorps service after busy times. For instance, a Member
who is working to organize a community event may arrange with their
supervisor to work Friday night through Sunday evening for 12 hours each day
to host the festival, after a full week of service. They should also discuss taking
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time off the following week for rest and relaxation after the long hours. Time
Logs should show the hours earned each day, even if in excess of 8 hours/day
and 5 days/week.

AmeriCorps Leave
Scheduled
If a Member would like to take planned days off, the Member must discuss
it with the Site Supervisor and the Program Supervisor. If the Member is on
track to complete his/her service on time and the days off will not negatively
impact this and the Member’s service, the Supervisor will ask the Member to
complete the following steps:
1.
If the leave is 3 or fewer days, and the Site Supervisor and Supervisor
have discussed it, then verbal approval is all that is required.
2.
If the leave is more than 3 days, the AmeriCorps Member must
complete a written request for leave form and it must be signed by both the
Site Supervisor and the Supervisor.
**If the leave will not negatively impact the Member’s hours, the Member will
be paid a full stipend for the affected pay period(s). If the leave will impact
the Member’s hours and make it diffcult for him/her to fulﬁll his/her service
commitment and minimum required hours, then the Member will be placed
on suspension without pay for the affected pay period. See the section on “O”
hour Time Logs.
Unscheduled (emergency)
If a Member has an emergency arise and must take time off from his/her
service, the Member must contact the Site Supervisor and the Program
Supervisor as soon as possible.
**If the leave will not negatively impact the Member’s hours, the Member will
be paid a full stipend for the affected pay period(s). If the leave will impact
the Member’s hours and make it diffcult for him/her to fulﬁll his/her service
commitment and minimum required hours, then the Member will be placed
on suspension without pay for the affected pay period(s). . See the section on
“O” hour Time Logs.
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Travel policy
All AmeriCorps Members and Site Supervisors who travel for RurAL CAP must
sign and turn in the Travel Procedure and AmeriCorps Alcohol and Drug
Procedure before they travel. While on travel status, AmeriCorps Members
and Site Supervisors must be present for all the training sessions and/or
activities for which the travel is required. Ifthere is an unavoidable absence
or delay in travel or participation, the Member or Site Supervisor must notify
AmeriCorps Program staff immediately. If an AmeriCorps Member or Site
Supervisor is absent for more than one day, Program staff may request that
he/she return home on the next available ﬂight.
AmeriCorps Members and Site Supervisors may be required to repay the cost
of any airline ticket, lodging and per diem received for any days of absence
from sessions. In this case, the Program Supervisor will provide the reason
and total costs to the Member or Site Supervisor in writing. A deduction may
be taken from the Member’s Living Allowance.
AmeriCorps Members and Site Supervisors must sign and adhere to
the AmeriCorps Alcohol and Drug Procedure while on Travel Status (see
AmeriCorps Alcohol and Drug Procedure).
RurAL CAP Program Staff may choose not to have AmeriCorps Members and/
or Site Supervisors who have had previous issues while on travel status when
recruiting for the Program(s) in the future.

Reimbursement of RurAL CAP with Living Allowance
In the event that a Member is required to reimbursement
RurAL CAP for any of the following reasons:
•
•
•

Airline ticket, lodging, or per diem for failure to follow-through with travel
procedure.
Living Allowance paid when the Member was on Suspension without pay.
Etc.

The Program Supervisor will work with Payroll to deduct the total costs from
the Member’s Living Allowance. The Supervisor must notify the Member
of the total costs and reason(s) for the costs in writing before anything is
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deducted from the Living Allowance. The Supervisor must provide suffcient
back-up (such as the receipts for tickets, lodging, per diem, signed travel
agreement agreeing to the deduction, etc.) with the letter.

Evaluations
Required Evaluations
•
Evaluations are to be completed by the site supervisor, Member, and/or
Program Supervisor at approximately the mid- point of the service year and at
the end of service. The Program Supervisor will distribute the evaluation form
to the site and Member with a deadline for submission. Sites and Members
are required to complete and submit the evaluation forms on-time.
•
Failure to complete evaluations by the deadline will impact the site and
the Member’s eligibility for future AmeriCorps service.
•
It is suggested that the site use the evaluation forms as a tool to discuss
Member performance and project/service impact by sharing the evaluation
with the Member and encouraging the Member to share his/her evaluation
with the site. This should allow for a conversation in person on how to get the
most out of the remaining months of the service year (mid-year evaluation) or
future service (end-of-term evaluation).
•
It is also important to remember that one of the primary reasons that
Members quit AmeriCorps service is that they feel frustrated, unappreciated,
or overlooked. Constructive criticism, praise for growth and success, and
openness to change and communication are key factors in encouraging
AmeriCorps Members to have successful years of service.
Copies of Evaluations for Member File
The Program Supervisor will ﬁle all evaluations in the Member ﬁle. They will
be reviewed if the Member or the site applies for future AmeriCorps service
years. Performance evaluations may be shared with other sites, should the
Supervisor be asked for a reference for the Member.
The Supervisor is required by AmeriCorps to answer speciﬁc questions about
the AmeriCorps Member for their ﬁle - including if they are eligible for future
service years (primarily, did they complete the requirements of their contract).
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Standards of Conduct
The Member is expected to, at all times while acting in an official capacity
as an AmeriCorps Member,
(1)
demonstrate mutual respect toward others;
(2)
follow directions; and
(3)
direct concerns, problems, and suggestions to the appropriate Program
staff
At no time may the Member
(1)
engage in any activity that is illegal under local, state or federal law; or
(2)
engage in activities that pose a signiﬁcant safety risk to others.
The Member understands that the following acts will also constitute a
violation of the Program’s standards of conduct (1)
unauthorized tardiness;
(2)
unauthorized absences;
(3)
repeated use of inappropriate language (i.e. profanity) at job site;
(4)
failure to wear appropriate clothing to service assignments;
(5)
stealing or lying;
(6)
engaging in activity that may physically or emotionally damage other
Members of the program or members of the community;
(7)
possessing or using any illegal drugs during the term of service;
(i)
consuming alcoholic beverages during the performance of service activities;
(ii)
being under the inﬂuence of alcohol or any illegal drugs during the performance of service activities; or
(iii)
failure to notify the Program of any criminal arrest or conviction that
occurs during the term of service.
In compliance with 41 USC section 701 (et. seq.) pertaining to a drug free
workplace requirement for government contractors, the RurAL CAP AmeriCorps Drug and Alcohol Procedure, speciﬁes that AmeriCorps Members shall
be free of alcohol and drug use during work hours. AmeriCorps Members on
travel status may not abuse alcohol during any of their travel time when using per diem.
The Member will support a drug and alcohol free workplace according to 41
USC section 701 (et. Seq.) and the RurAL CAP Policies and Procedures. Members are prohibited from participating in the unlawful manufacturing, distribution, dispensing, possession or use of a drug, alcohol or controlled sub-
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stance in the workplace.
Member shall notify the Program Coordinator in writing of his or her conviction for a violation of criminal drug statute occurring in the workplace no later
than ﬁve calendar days after such conviction.

CONSEQUENCES FOR VIOLATING STANDARDS OF CONDUCT (2
CFR 2522.230)
Note: CFR refers to Code of Federal Regulations, which can be found here:
https://www.ecfr.gov/cgi-bin/text-idx?node=pt45.5.2522&rgn=div5

Consequences: In general, for violating the above stated rules in section
VI (a-c), the Program will do the following:
A.
For the member’s ﬁrst offense, an appropriate program offcial will issue
a verbal warning to the member.
For the member’s second offense, an appropriate program offcial will
B.
issue a written warning and reprimand the member.
For the member’s third offense, the member may be suspended for
C.
one day or more without compensation and will not receive credit for any
service hours missed. (Program will notify member in writing of the number
of days of suspension)
D.
For the fourth offense, the Program may release the member for cause.
The program will notify the member of any violation and action being taken
in writing. Notiﬁcation signed by both the member and program supervisor
will be kept in the member’s ﬁle.
The member understands that he/she will be either suspended or released
from the program in accordance with the below guidance. An AmeriCorps
program may release a participant from completing a term of service for
compelling personal circumstances, as determined by the program, or for
cause.
(a)
Release for compelling personal circumstances.
(1)
An AmeriCorps program may release a participant upon a determination by the program, consistent with the criteria listed in paragraphs (a)(6)
and (a)(7) of this section, that the participant is unable to complete the term
of service because of compelling personal circumstances, if the participant
has otherwise performed satisfactorily and has completed at least ﬁfteen percent of the agreed term of service.
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(2)
A participant who is released for compelling personal circumstances
and who completes at least 15 percent of the required term of service is eligible for a prorated education award.
(3)
The program must document the basis for any determination that
compelling personal circumstances prevent a participant from completing a
term of service.
(4)
Compelling personal circumstances include:
(i)
Those that are beyond the participant’s control, such as, but not limited
to:
(A)
A participant’s disability or serious illness;
(B)
Disability, serious illness, or death of a participant’s family member if
this makes completing a term unreasonably difficult or impossible; or
(C)
Conditions attributable to the program or otherwise unforeseeable and
beyond the participant’s control, such as a natural disaster, a strike, relocation
of a spouse, or the nonrenewal or premature closing of a project or program,
that make completing a term unreasonably difficult or impossible;
(D)
Pregnancy and/or childbirth could be determined by the grantee to be
compelling personal 16 circumstances if the member requests it. The program cannot require a member to justify wanting to leave a term of service
for pregnancy. Likewise, a program cannot require that a member leave their
term of service due to a pregnancy – that would be an instance of discrimination on the basis of gender in violation of CNCS’s anti-discrimination policy.
(ii)
Those that the Corporation, has for public policy reasons, determined as
such, including: (A) Military service obligations;
(B)
Acceptance by a participant of an opportunity to make the transition
from welfare to work; or
(C)
Acceptance of an employment opportunity by a participant serving in
a program that includes in its approved objectives the promotion of employment among its participants.
(5)
Compelling personal circumstances do not include leaving a program:
(i)To enroll in school;
To obtain employment, other than in moving from welfare to work or in
(ii)
leaving a program that includes in its approved objectives the promotion of
employment among its participants; or
Because of dissatisfaction with the program.
(iii)
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Release for cause
(1)
A release for cause encompasses any circumstances other than compelling personal circumstances that warrant an individual’s release from completing a term of service.
(2)
AmeriCorps programs must release for cause any participant who is
convicted of a felony or the sale or distribution of a controlled substance
during a term of service.
(3)
A participant who is released for cause may not receive any portion of
the AmeriCorps education award or any other payment from the National
Service Trust.
(4)
An individual who is released for cause must disclose that fact in any
subsequent applications to participate in an AmeriCorps program. Failure to
do so disqualiﬁes the individual for an education award, regardless of whether the individual completes a term of service. (5) An AmeriCorps*State/National participants released for cause may contest the program’s decision by
ﬁling a grievance. Pending the resolution of a grievance procedure ﬁled by an
individual to contest a determination by a program to release the individual
for cause, the individual’s service is considered to be suspended. For this type
of grievance, a program may not—while the grievance is pending or as part of
its resolution—provide a participant with federally-funded beneﬁts (including
payments from the National Service Trust) beyond those attributable to service actually performed, without the program receiving written approval from
the Corporation.
(6)
An individual’s eligibility for a subsequent term of service in AmeriCorps
will not be affected by release for cause from a prior term of service so long
as the individual received a satisfactory end-of- term performance review as
described in
§2522.220(c)(2) for the period served in the prior term.
Except as provided in paragraph (e) of this section, a term of service
(7)
from which an individual is released for cause counts as one of the terms of
service described in
§2522.235 for which an individual may receive the beneﬁts described in
§§2522.240 through 2522.250.
Suspended service. The Program may suspend the member from ser(c)
vice for items listed in VI.
A program must suspend the service of an individual who faces an offi(1)
cial charge of a violent felony (e.g., rape, homicide) or sale or distribution of a
controlled substance.
A program must suspend the service of an individual who is convicted
(2)
of possession of a controlled substance.
An individual may not receive a living allowance or other beneﬁts, and
(3)
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may not accrue service hours, during a period of suspension under this provision.
(d)
Reinstatement.
(1)
A program may reinstate an individual whose service was suspended
under paragraph (c)(1) of this section if the individual is found not guilty or if
the charge is dismissed.
(2)
A program may reinstate an individual whose service was suspended
under paragraph (c)(2) of this section only if the individual demonstrates the
following:
(i) For an individual who has been convicted of a ﬁrst offense of the possession of a controlled substance, the individual must have enrolled in a drug
rehabilitation program; (ii) For an individual who has been convicted for more
than one offense of the possession of a controlled substance, the individual
must have successfully completed a drug rehabilitation program.
(e)
Release prior to serving 15 percent of a term of service. If a participant is
released for reasons other than misconduct prior to completing 15 percent of
a term of service, the term will not be considered one of the terms of service
described in §2522.220(b) for which an individual may receive the beneﬁts described in §§2522.240 through 2522.250.
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Terms of Service

Please note – all members sign an Agreement to Participate as part of their
Pre-Hire packet, which deﬁnes individual start and end date of service and
minimum numbers of hours required. You should have received a copy automatically during the signing process. If you did not receive one, or would like
to request another copy, please contact the program coordinator at americorps@ruralcap.org.
Additionally, as noted below, the number of hours is a minimum, completion
of hours prior to the end of your term is NOT suffcient to exit this agreement.

II. TERMS OF SERVICE
A.
The member’s term of service begins on and ends on .The Program and
the member may agree, in writing, to extend this term of service for the following reasons:
a.
The member’s service has been suspended.
The member’s service has been terminated, but a grievance procedure
b.
has resulted in reinstatement.
c.
The member, the service site, and RurAL CAP agree to extend the
members term as long as it does not exceed a calendar year.
B.
The member will complete a minimum of hours of service during the
term of service indicated in this agreement.
a.
Full-Time Members must serve a minimum 1700 hours during a period
of 11 months.
b.
Completion of hours prior to the 11 months is NOT suffcient to exit this
agreement. C. The member understands that to complete the term of service
successfully (as deﬁned by the program and consistent with regulations of
the Corporation for National and Community Service) and to be eligible for
the education award, he/she must complete
i.
the duration of their service (as noted in A above),
ii.
all the hours of service (as noted in B above),
iii.
satisfactorily complete all assignments, tasks or projects, and
iv.
submit all required timesheets, data collection reports and exit paperwork
D. The member understands that to be eligible to serve a subsequent term
of service the member must receive satisfactory performance reviews for any
previous term of service. The member’s eligibility for subsequent term of ser-
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vice with this program will be based on at least a mid-term and end-of term
evaluation of the member’s performance focusing on factors such as whether
the member has:
Completed the required number of hours
a.
Satisfactorily completed assignments, tasks, or projects
b.
c.
Met any other criteria that were clearly communicated both orally and
in writing at the beginning of the term of service
The member understands, however, that mere eligibility for an additional
term of service does not guarantee selection or placement.
The member understands that no more that 20 percent of his or her originally agreed-upon term of service, as reﬂected in the member enrollment in the
National Service Trust, may be spent on education and training hours
Member’s Right to Review Their AmeriCorps Files
You have the right to review your AmeriCorps member ﬁle. To do so, please
submit a written request to americorps@ruralcap.org.
Reasonable Accommodation and Non-Discrimination Policy:
The RAY program will provide reasonable accommodation for individuals with
disabilities, including but not limited to employees, AmeriCorps members,
site partners, and service recipients. To request accommodation, please notify the program coordinator at americorps@ruralcap.org or call the program
coordinator for assistance.
RurAL CAP does not and shall not discriminate on the basis of race, color,
religion (creed), gender, gender expression, age, national origin (ancestry), disability, marital status, sexual orientation, or military status, in any of its activities or operations. These activities include, but are not limited to, hiring, ﬁring
of staff, selection of volunteers and vendors, and provision of services. We
are committed to providing an inclusive and welcoming environment for all
members of our staff, clients, volunteers, and subcontractors.
RurAL CAP is committed to providing timely meaningful access for eligible
individuals to volunteer opportunities, services and activities.
RurAL CAP intends to provide meaningful access to programs to persons with
Limited English Proﬁciency (LEP), within parameters that do not incur undue
burden on RurAL CAP resources. If you have questions or concerns, you may
contact your Program Coordinator.
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This program is available to all, without regard to race, color, national origin,
disability, age, sex, political affiliation or, in most instances, religion. It is also
unlawful to retaliate against any person who, or organization that, ﬁles a
complaint about such discrimination. In addition to ﬁling a complaint with
local and state agencies that are responsible for resolving discrimination
complaints, you may bring a complaint to the attention of the AmeriCorps. If
you believe that you or others have been discriminated against, or if you want
more information, contact:
Human Resources
Rural Alaska Community Action Program, Inc. 731 E 8th Avenue
Anchorage, AK 99501
(800) 478-7227 -or- TTY toll-free assistance: 800-877-8339 Toll Free Fax: 800478-6343 info@ruralcap.com (email)
Or
Office of Civil Rights and Inclusiveness AmeriCorps
250 E Street, SW Washington DC 20024
(800) 833-3722 (TTY and reasonable accommodation line)
(202) 565-3465 (FAX); eo@cns.gov (email)

66

Member Manual

AmeriCorps Member Benefits
Health Insurance
The health insurance offered by RurAL CAP for AmeriCorps members is purchased through Corps Network. Members who have no other insurance coverage are eligible for coverage under this policy and should complete the
enrollment form at the beginning of their AmeriCorps service. ACMs who
receive Indian Health Services, Medicaid, or other private insurance are not
eligible for this coverage and are required to sign a waiver.
If a Member loses their health insurance during their service year, they will
then become eligible for the coverage under the Corps Network and can enroll at that time.

Child Care Assistance
The child care assistance for AmeriCorps Members is provided through ////First
Financial/// and is based on the income limits determined by the State ofAlaska Child Care Assistance Program. A Member who receives assistance from
other sources (State of Alaska, Regional Non-proﬁt, etc.) is not eligible for this
beneﬁt.
A Member may complete the application for child care assistance at any time
during his/her year of service.

Workers Compensation
As an AmeriCorps Member you are protected by RurAL CAP’s workers compensation insurance. If you are injured on the job, please attempt to reach the
Supervisor or Program Manager immediately to call the workers compensation company. If those individuals are unreachable, please call
844-842-2520, and let them know that you would like to report a workplace
injury and that you work for Rural Alaska Community Action Program, Inc.
See appendix for more info.
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Any AmeriCorps Member injured while serving must complete the “Report of Occupational Injury or Illness) Form provided in the appendix. The
following steps must be taken:
Notify the Program Supervisor (send an email or leave a phone mes•
sage if not during regular working hours.)
•
Complete the form and tum in to your Program Supervisor.
•
Obtain medical treatment.
•
Mail the “Physician’s Report”.
Follow-up with the Program Supervisor.
•
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Grievance Procedures
In the event that informal efforts to resolve disputes are unsuccessful, AmeriCorps Member may seek resolution through the following grievance procedures. These procedures are intended to apply to service related issues, such
as assignments, evaluations, suspension, or release for cause. In addition, individuals who are not selected as AmeriCorps Members or labor unions alleging
displacement of employees or duplication of activities by AmeriCorps may
utilize these procedures.
Optional Alternative Dispute Resolution {ADR)
ADR must be chosen by the Member within 45 days of a speciﬁc dispute. If
the Member chooses ADR as a ﬁrst option, a neutral party designated by the
program will attempt to facilitate a mutually agreeable resolution. The neutral
party must not have participated in any previous decisions concerning the
dispute. ADR is conﬁdential, non-binding, and informal. No communications
or proceedings of ADR may be referred to at the grievance hearing or arbitration stages. The neutral party may not participate in subsequent proceedings.
If ADR is chosen by the Member, the deadlines for convening a hearing and
of a hearing decision, 30 and 60 days respectively, are held in abeyance until
the conclusion of ADR. At the initial session of ADR, the neutral party must
provide written notice to the aggrieved party of his or her right to request a
hearing. If ADR does not resolve the matter within 30 calendar days, the neutral party must again notify the aggrieved party of his or her right to request a
hearing. At any time, the aggrieved party may decline ADR and proceed directly to the hearing process.
Grievance Hearing
A Member may request a grievance hearing without participating in ADR, or,
if ADR is selected, if it fails to facilitate a mutually agreeable resolution. The
Member must make a written request for a hearing and deliver it to their designated program supervisor. That request will then be reviewed and forwarded to the speciﬁc program director. The Community Development Division
Director may also be involved at this step in handling a grievance. A request
for a hearing must be made within one year after the date of the alleged
occurrence. At the time a request for a hearing is made, the program should
make available to the Member information that it relied upon in its disciplinary decision.
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MyAmeriCorps Guide
What is MyAmeriCorps?
MyAmeriCorps is an online portal designed to help manage your AmeriCorps
experience online and in one place. MyAmeriCorps Link: https://my.americorps.gov/mp/login.do You registered for this portal during the on-boarding
process and accepted your AmeriCorps position. Additionally, MyAmeriCorps
is where you will complete your Exit Form at the end of your term, and access
your Education Award in the future.

National Service Hotline
If you need assistance with MyAmeriCorps or a password reset, please contact
the National Service Hotline at 1-800-942-2677. Hotline technicians can see
your account and provide step by-step instructions. The Hotline is also a resource in the future if you have questions about using your Education Award.

Password FAQs
How do I create a password?
Your password must meet the following requirements:
• Must be at least 12 characters long
• Must contain at least one numeric digit
• Must contain at least one special character (e.g. “ # $ % & ‘ ( ) * + , - . / : ; < = >
?@[\]^_`{|
• } ~!)
• Must contain both upper and lower case letters
• Must not repeat any of your previous passwords
• Must not contain your username
• Should not contain a dictionary word
• Should not contain any proper noun or the name of any person, pet, child,
ﬁctional character, or any information that could be readily guessed about
you (birth date, telephone number, employee number, SSN, etc.)
• Should not contain any simple pattern of letters or numbers, such as
“xyz123” or which are easy to type.
Will my password expire?
Yes, passwords expire every ninety days. If your password has expired, you will
be asked to create a new password once you log in to My AmeriCorps.
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What if I forget my password?
If you do forget your password when you are logging in click on the ‘Forgot
your Password’ link on the login screen. You will be prompted to enter your
username and email address currently on record in your My AmeriCorps Portal account proﬁle. In order to reset your password you must correctly answer
one of your three personally selected security challenge questions which you
previously provided. One of your three questions will be randomly displayed
for you to answer. Your account will be locked after three failed attempts to
answer any of your three security challenge questions correctly. In order to
unlock your account you will have to call the National Service Hotline at 1-800942-2677.
When you have answered one of the questions correctly a temporary password will be emailed to you. The temporary password is only valid for 24 hours
before it expires. It is best to reset your password as soon as you receive your
temporary password email.
If you believe the email address in your account proﬁle is no longer valid, send
a request through ‘Contact My AmeriCorps’ or call the National Service Hotline at 1-800-942-2677 to update your record with a valid email address.

How to Contact MyAmeriCorps
What is Contact My AmeriCorps?
If you require additional help or have additional questions which cannot be
answered by online help, you may click on the link “Contact My AmeriCorps”
located at the top of the page and submit your question(s) to AmeriCorps for
a timely response. This form is available to all users, whether or not you have
created a proﬁle.
However, if you have an account by registering through the proﬁle process,
you can see the status or action taken in response to your request or question
at the bottom of your screen. This will include the date, action taken, and who
completed such action.
How do I submit a question to Contact My AmeriCorps?
Click on the “Contact My AmeriCorps” link located at the top of the page. A
help request form will open in a new window. Complete the help request
form and submit.
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National Service Hotline
Contact the National Service Hotline at 1-800-942-2677 with any questions
about MyAmeriCorps for step by step assistance.

Segal Education Award
After successfully completing your AmeriCorps term of service, you are eligible to receive the Segal AmeriCorps Education Award. You can use the award
to repay qualiﬁed student loans and to pay current educational expenses at
eligible institutions of higher education and training programs.

How to Use Your Education Award
Pay educational expenses
You can use your education award to pay current educational expenses at
eligible schools and at certain GI Bill-approved educational programs for veterans. Eligible schools are higher educational institutions, both domestic and
foreign, that currently participate in the Department of Education’s Title IV
student aid programs. This category includes most post-secondary colleges,
universities, and technical schools.
Repay qualiﬁed student loans
The Segal AmeriCorps Education Award can only be used to repay the qualiﬁed student loans listed below:
•
Loans backed by the federal government under Title IV of the Higher
Education Act (except PLUS Loans to parents of students)
•
Loans under Titles VII or VIII of the Public Service Health Act
•
Loans made by a state agency, including state institutions of higher education Forbearance & Accrued Interest Payment
Individuals who serve in an approved program may be eligible to have the
repayment of their qualiﬁed student loans postponed while serving. This
postponement is called forbearance. You may be eligible for loan forbearance
based on your national service. While interest may continue to accrue during
your service, if you successfully complete the term of service the National Service Trust will pay all or a portion of the qualiﬁed loan’s interest that accrued
during your service.
View or Manage Award
Use the MyAmeriCorps portal to Manage Your Education Award to:
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•
•
•
•
•

Check your award balance and value
Request payments to educational institution and loan holder
Request forbearance on qualiﬁed student loans
Update contact information
Check living allowance and tax statements

Award Amount
The amount of a full-time Segal AmeriCorps Education Award is equivalent to
the maximum value of the Pell Grant for the ﬁscal year in which the term of
national service is approved. The amount of the Pell Grant can change each
year. Therefore, the amount of a full-time award can change. Once an individual earns an award, the dollar amount of that award will not change. The
award amount for less than half-time service programs varies based on the
required terms of service.
Transfer Your Award
The Serve America Act allows the transfer of education awards earned by a
member who successfully completes a term of service in AmeriCorps State
and National programs, under speciﬁc conditions. To transfer your award, you
must be at least 55 years old at the start of service and the award must go to
your child, stepchild, grandchild, step-grandchild, or foster child.
Award Expiration
An email notice is sent to you 6-12 months prior to the award expiration, if a
balance remains in the account. Letter notices are mailed to those who are
not registered on MyAmeriCorps. To manually check the expiration date, log
on to MyAmeriCorps and click My Education Award.
Award Extension
To be considered for an education award extension, one of the following must
apply:
•
You served another term of national service during the previous award’s
use period, or You were unavoidably prevented from using the award during the origi•
nal use period. Qualifying examples include:
Member’s serious illness, injury or disability
•
•
Death, injury or disability of member’s immediate family member
Destruction or inaccessibility of member’s records
•
Natural or other disaster
•
•
Administrative consideration
For more information on how to request an Extension visit Education Award
For more information on how to request an Extension visit Education Award.
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Tax Information
Education Award
All payments made using the Segal AmeriCorps Education Award are subject to federal tax in the year each payment is made. It is considered taxable
income regardless of whether it is used to pay current educational costs or to
repay qualiﬁed student loans.
Payments made for interest accrued during the term of service are also subject to income taxes in the year the payment is made. Interest payments are
made on your behalf for the interest that accrued during your service term.
These payments are made in addition to your education award and are not
subtracted from your award balance.
Living Allowance
The living allowance amount you receive during service is also considered taxable income in the calendar year in which you receive it. For example, if you
receive a portion of your living allowance in 2018 and the rest in 2019, the portion received in 2018is subject to 2018 income taxes, and the portion received
in 2019 is subject to 2019 income taxes. You will receive a W-2 form indicating
the allowance amount you earned from RurAL CAP directly.
Tax Relief
While you are responsible for taxes on your education award and other AmeriCorps beneﬁts, you may be eligible for other tax relief through the Taxpayer Relief Act of 1997. For more information, contact a tax professional or the
Internal Revenue Service.
IRS Publication 970, Tax Beneﬁts for Education explains tax beneﬁts that may
be available to taxpayers who are paying for higher educational costs or repaying student loans. AmeriCorps members who use the education award
and have interest payments made on their behalf, may be eligible for such
deductions.
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Appendix
Included Forms and Information:
I.
II.
III.
IV.
V.
VI.
VII.
VIII.
IX.
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Request for leave
Community Work plan
Monthly Report
Teleservice agreement
Position Descriptions
Ideas for Respectful Service – Death in the Community
Organizational Chart
Worker’s Comp Form
Member Assistance Program

