Iowa Campus Compact AmeriCorps Program (ICAP)
Member Experiences/References

Name: ________________________________________________________________
             LAST			 FIRST			MIDDLE
Campus Name:____________________________________________________
Experiences (list most recent first)
Employer __________________________    Supervisor __________________________
Start Date __________________________   End Date ___________________________
Job Title ___________________________    Phone Number  ______________________
Role/Duties _____________________________________________________________

Employer __________________________    Supervisor __________________________
Start Date __________________________   End Date ___________________________
Job Title ___________________________    Phone Number  ______________________
Role/Duties _____________________________________________________________

References
Name _____________________________    Relationship _________________________
How long have you known this person? ______  Phone Number_______________________
Name _____________________________    Relationship _________________________
How long have you known this person? ______ Phone Number _______________________
 (
If you are accepted into the program and complete all requirements you will be eligible for an AmeriCorps Education Award. You will receive a voucher after you have exited the program that you can use to pay back qualified student loans, pay for the cost of attending a qualified institution of higher education, or the expenses incurred in participating in a school to work program. Not all school loans are eligible. The payment will be made to the school program, or loan holder designated by the member. It cannot be made to the AmeriCorps member. Members can split up their awards to pay a combination of student loans/or educational expenses. Members have seven years from the end of their term of service to use the award. 
)



All other personal information required, is completed on the AmeriCorps Enrollment Form. 
Iowa Campus Compact AmeriCorps Member Contract 
Grant Year 2010-2011
I.	Purpose
It is the purpose of this agreement to delineate the terms, conditions, and rules of membership regarding the participation of 	                                	          (hereinafter referred to as the “member”) in the ICAP AmeriCorps Program.

II. Minimum Qualifications
The member certifies that he/she is a United States citizen, a United States national, or a lawful permanent resident alien and at least 17 years of age (parent/guardian signature required on contract if 17 years of age).

III. Terms of Service

The member understands that to successfully complete the term of service as defined by the program and consistent with regulations of the Corporation for National and Community Service (CNCS) and to be eligible for the education award, she/he must complete at least _____ hours of service over a ____ month period and satisfactorily complete the appropriate education/training that relates to the member’s ability to perform service.

The member’s term of service begins on ___________________ and ends on ______________________.  The member understands, however, that the mere eligibility for an additional term of service does not guarantee an additional term. (please refer to IACC for official start and end dates)

IV.	Benefits
A.	Upon successful completion of the member’s term of service, the member will receive an education award from the National Service Trust.  For successful completion of a full-time term, the member will receive an education award in the amount of $1000 (300 hour term) or $1250 (450 hour term).  

1. If the member has not yet received a high school diploma or its equivalent (including an alternative diploma or certificate for individuals with learning disabilities), the member agrees to obtain a high school diploma or its equivalent before using the education award. This requirement can be waived if the member is enrolled in an institution of higher education on an ability to benefit basis or the program has waived this requirement due to the results of the member’s assessment.

2. The member understands that his or her failure to disclose to the program any history of having been released for cause from another AmeriCorps program will render him or her ineligible to receive the education award.

	B.  	If the member has received forbearance on a qualified student loan during the term of service, the National Service Trust will repay a portion or all of the interest that accrued on the loan during the term of service.

Rules of Conduct
A. At no time may the member:
1.  Engage in any activity that is illegal under local, state or federal law.
2.  Engage in activities that pose a significant safety risk to others.
3.  Engage in any AmeriCorps prohibited activities that include:
· Attempting to influence legislation
· Organizing or engaging in protest, petitions, boycotts, or strikes
· Assisting, promoting or deterring union organizing
· Impairing existing contracts for services or collective bargaining agreements
· Engaging in partisan political activities or other activities designed to influence the outcome of an election to any public office
· Participation 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. 
· 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 proselization. 
· Providing a direct benefit to: a for-profit entity; a labor union; a partisan political organization; an organization engaged in the religious activities described in the preceding subclause, unless Grant funds are not used to support the religious activities; or a nonprofit entity that fails to comply with the restrictions contained in section 501©3 or U.S. Code Title 26. 
· Voter registration drives by AmeriCorps members are an unacceptable service activity. In addition, Corporation funds may not be used to conduct voter registration drives. 
· Other activities as the Corporation determines will be prohibited, upon notice to the Grantee. 
B. The member is expected to, at all times, while acting in an official capacity as an AmeriCorps member:
· Work under the supervision of the Campus Supervisor; attend all project site meetings as directed.
· Members are required to follow all policies of the agencies they are serving including confidentiality. 
· Attend all AmeriCorps meetings, the AmeriCorps Retreat and AmeriCorps Service day as directed by the ICAP AmeriCorps Program Director.  (Note:  If school in your community is canceled due to weather; such as heavy snow or ice, you are automatically excused from attending the meeting.)
· Gain preapproval for all requests for leave or time off from the project site.

C. IACC and members must comply with the Drug Free Workplace Act. Failure to adhere to the rules of conduct may result in suspension from the position upon review of information presented. The member understands that the following acts also constitute a violation of the program’s rules of conduct.

1.	  Unauthorized tardiness.
2.  	  Unauthorized absences.
3.	  Repeated use of inappropriate language (i.e. profanity) at a service site.
4.	  Failure to wear appropriate clothing to service assignments.
5.	  Stealing or lying.
6.	  Engaging in any activity that may physically or emotionally damage other members of the program or people in the community.
7.	  Unlawful manufacture, distribution, dispensation, possession or use of any controlled substance or illegal drugs during the term of service.
8.	  Consuming alcoholic beverages during the performance of service activities.
9.	  Being under the influence of alcohol or any illegal drugs during the performance of service activities.
10.  Failing to notify Iowa Campus Compact of any criminal arrest or conviction that occurs during the term of service.

VI. Release for Cause
	  
The member understands that he/she may be released for the following two reasons for cause, as explained below or for compelling personal circumstances as defined below:
A. The program will release the member for cause for the following reasons:

1. The member has dropped out of the program without obtaining a release for compelling personal circumstances from the appropriate program official;
2. During the term of service the member has been convicted of a violent felony or the sale or distribution of a controlled substance;
3. The member has committed a fourth offense in accordance with paragraph (D) of section VI of this agreement; 
4. The member has committed any of the offenses listed in section V (C); or
5. Or undermine the effectiveness of the program.

B. The Program may release the member from the term of service for compelling personal circumstances if the member demonstrates that:

1. The member has a disability or serious illness that makes completing the term impossible;
2. There is a serious injury, illness, or death of a family member which makes completing the term unreasonably difficult or impossible for the member;
3. The member has Military service obligations; 
4. The member has accepted an opportunity to make the transition from welfare to work; or;
5. Some other unforeseeable circumstance beyond the member’s control makes it impossible or unreasonably difficult for the member to complete the term of service, such as a natural disaster, a strike, relocation of a spouse, or the non-renewal or premature closing of a project or the program.

C. Compelling personal circumstances do not include leaving the Program:
1. To enroll in school;
2. To obtain employment, other than in moving from welfare to work; or
3. Because of dissatisfaction with the program.

D. The Program may suspend the member’s term of service for the following reasons:
	
1. During the term of service the member has been charged with a violent felony or the sale or distribution of a controlled substance.  (If the member is found not guilty or the charge is dismissed, the member may resume his/her term of service.  The member, however, will not receive back living allowances or credit for any service hours missed.)

2. During the term of service the member has been convicted of a first offense of possession of a controlled substance.  (If, however, the member demonstrates that s/he has enrolled in an approved drug rehabilitation program, the member may resume his/her term of service.  The member will not receive back living allowances or credit for any service hours missed.)

 E. Circumstance Requiring Dismissal: 

AmeriCorps programs are required to release, for cause, any member who is convicted of a felony during the term of service.   Any member who is officially charged with a violent felony (e.g. rape or homicide), or charged with sale or distribution of a controlled substance, will be suspended from service pending resolution of the criminal charge.  Any individual whose service was suspended because of being charged with a violent felony or sale or distribution of a controlled substance, may resume service if he or she is found not guilty or if such charge is dismissed.  Any individual whose service was suspended because of a first offense for possession of a controlled substance may resume service after enrolling in an approved drug rehabilitation program.  A person convicted of a second or third possession of a controlled substance may resume service by demonstration of successful completion of a rehabilitation program.  Any person that drops out of an AmeriCorps program without obtaining a release for compelling personal circumstances is considered to have been released for cause.

1) Circumstances which may lead to release for cause include but are not limited to:
· Continued truancy
· Consistent failure to follow the directions of the site supervisor, the Program Director, or any other supervisor
· Failure to adhere to the rules and guidelines of the AmeriCorps program, as provided by the AmeriCorps handbook.
· Failure to adhere to confidentiality guidelines.
· Failure to adhere to the rules and guidelines of the assigned project site.  
· Any action which may unnecessarily jeopardize the safety of the project staff, clients, or the confidentiality of the project itself.

2) Impact of Release for Cause

If an AmeriCorps member is released for cause, his or her service term must immediately be ended and the member may not received any part of the educational award.  In addition, any individual released for cause who wishes to reapply to the program from which he or she was released or to any other AmeriCorps program is required to disclose the release to the program.  Failure to disclose to an AmeriCorps program any history of having been released for cause from another AmeriCorps program will render an individual ineligible to receive the AmeriCorps educational award. 

3. The Program may suspend the member’s term of service for violating the rule of conduct provisions in accordance with rules set forth in this contract.

4. If the member discontinues his/her service for any reason other than a release for compelling personal circumstances as described in paragraph B of section VI.

5. If the member discontinues his/her term of service for any reason other than a release for compelling personal circumstances the member will cease to receive benefits and will receive no portion of the education award or interest payments.

VII. Grievance Procedures

A. The member understands that the program has a grievance procedure to resolve disputes.  The grievance procedure is attached to this document and I have been given a copy.  

Grievance Policy
Members, staff, sub grantees, and other interested parties involved in the Iowa AmeriCorps Program administered through the Iowa Commission on Volunteer Service (ICVS), who wish to file a grievance, shall follow the procedures set forth below.  Nothing herein shall prohibit the complainant from filing a grievance with other state or federal agencies or bargaining units.
An Alternative Dispute Resolution (ADR) is available, but must be selected within 45 days of the underlying dispute.  If an aggrieved party 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 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 aggrieved party the deadlines for convening a hearing and of a hearing decision, 30 or 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.
Informal Resolution
The member and program will resolve the matter informally whenever possible.  If this cannot occur, the complainant may seek resolution through alternative means of informal dispute resolution such as mediation or facilitation.
1) The resolution process must be aided by a neutral party who, with respect to the issue in controversy, functions specifically to aide the parties in resolving the matter through mutually achieved and acceptable written agreement.
2) Proceedings before the neutral party must be informal, and the rules of evidence will not apply.
3) Any decision by the neutral party is advisory and is not binding unless both parties agree.
4) The neutral party may not compel a resolution.
5) The proceeding must be confidential
6) Proceedings must be initiated within 45 days of the date of the alleged occurrence.
7) At the initial session of the proceedings, the complainant must be advised, in writing, of the right to file a grievance and the right to arbitration.
8) If the matter is resolved, and a written agreement is reached, the complainant will agree to forego filing a grievance in the matter under consideration.
9) If the grievance is not resolved within 30 days of initiation, the aggrieved must again be informed in writing of their right to file a formal grievance.

In the event of complainant files a grievance after participating in an informal dispute resolution process, the neutral party may not participate in the formal grievance proceeding.  In addition, no communication or proceeding of the informal dispute resolution process may be referred to or introduced into evidence at a grievance or arbitration proceeding.
Filing a Formal Grievance
The person wishing to file a complaint or grievance regarding a program or service must submit a formal grievance compliant in writing.  
Programs will use the following procedure
1. Except for complaints alleging fraud or other criminal activity, complaints must be filed within one year of the date of the alleged occurrence.
2. The program will conduct a hearing no later than 30 days after the filing of the formal grievance.
3. A decision on any such filed grievance must be made no later than 60 days after filing.  However, extensions may be granted for good faith.
4. Complaints must be in writing and filed with the grantee.
5. Complaints should include, to the best extent possible, the following information:
a. The full name, telephone number, and address of the person making the complaint;
b. The full name and address of the party against whom the complaint is made, or other information sufficient to identify the party against whom the complaint is made;
c. A clear and concise statement of the facts, as alleged including pertinent dates, constituting the alleged violation.
d. The provision of the act, regulations, grant, contract or other agreements under the act believed to have been violated; and
e. The relief requested.
6. If ADR was used, that facilitator may not participate in a formal hearing.
7. No communication or proceeding from ADR may be referred to or used as evidence.
8. The arbitrator must be jointly selected and independent.
9. The hearing must be within 45 days after the request for arbitration.
10. A decision must be made no later than 30 days after the beginning of the proceeding.
11. If the party filing the grievance prevails, the program must pay the costs incurred through the process.  If the program prevails, the program and the aggrieved will evenly split the costs incurred through the process.

A copy of the grievance complaint procedure for Iowa’s AmeriCorps and grievance complaint procedure must be given to each member.
The grievance acknowledgement form must be completed by each member and signed.  This receipt is to be maintained in each member’s file.
Filing an Appeal
1. If there is an adverse decision against the party who filed the grievance, or no decision has been reached after 60 days of filing a grievance, the complainant may submit the grievance to binding arbitration before a qualified arbitrator who is jointly selected and who is independent of the interested parties.
2. If the parties cannot agree on an arbitrator within 15 days after receiving a request from one of the parties, the grantor will appoint an arbitrator.
3. An arbitration proceeding must be held no later than 45 days after the request for arbitration.  If the arbitrator is appointed by the grantor, the proceeding must occur no later than 30 days after the arbitrator’s appointment.
4. A decision must be made by the arbitrator no later than 30 days after the date the arbitration proceedings begin.
5. The decision of the arbitrator is final.
6. The cost of the arbitration proceeding must be divided evenly between the parties to the arbitration unless the party is requesting a grievance proceeding prevails.  If the complainant prevails, the program must pay the total cost of the proceeding and reasonable attorney’s fees of the prevailing party incurred in connection with the proceeding.
7. To enforce an arbitration award, a suit may be brought in any federal district court having jurisdiction over the parties without regard to the amount of controversy or citizenship.

Suspension of Placement
If a grievance is filed regarding a proposed placement of a member in a program or project, such a placement must not be made unless the placement is consistent with the resolution of the grievance.
Remedies
Remedies for a grievance filed under a procedure established by the program may include:
1. Prohibition of a placement of a member; and
2. In grievance cases where there is a violation of non-duplication or non-displacement requirements and the employer of the displaced employee is the grantee:
a. Reinstatement of the employee to the position he or she held prior to the displacement;
b. Payment of lost wages and benefits;
c. Re-establishment of other relevant terms, conditions and privileges of employment; and
d. Any other equitable relief that is necessary to correct any violation of the non-duplication or non-displacement requirements or to make the displace employee whole.


VIII. Non-discrimination

Programs run by the Corporation for National & Community Service, the Iowa Commission on Volunteer Service, and the Iowa Campus Compact (IACC) are available to all without regard to race, color, national origin, disability, age, sex, political affiliation, other non-merit factors, or in most cases, religion.  It is also unlawful to retaliate against any person who, or organization that, files a complaint about such discrimination.  If you believe you have been discriminated against you may call the Iowa Campus Compact office at (515) 720-5892 or the Equal Opportunity Office at CNCS at (202) 606-5000, ext. 312 or (202) 565- 2816 (TDD).

IX. Informed consent
	
The member understands that IACC must maintain the confidentiality of information regarding individual members.  However, IACC may release aggregate and other non-identifying information, and are required to release member information to the ICVS and the Corporation and its designated contractors.  IACC must permit a member who submits a written request for access to review records, which pertain to the member and were created pursuant to federal funding.


X. Position description
A. The member understands that the job description below is general in nature and duties are not limited to those contained therein.  

ICAP Member Position Description
Summary:  The ICAP (Iowa Campus Compact AmeriCorps Program) AmeriCorps Program provides scholarships (education awards) state-wide to students from Iowa Campus Compact (IACC) member institutions through a grant from the Iowa Commission on Volunteer Service (ICVS) and the Corporation for National and Community Service (CNCS).  Members who complete 300 or 450 hours of community service during one calendar year will be awarded a $1,000 or $1,250 (respectively) education award to be used for educational purposes.  Community service hours can be completed during the academic year, and/or class or summer breaks based on the member’s schedule with community agencies in their local campus community or with campus sponsored service activities within the United States.
To complete their service and become eligible for an education award, ICAP members need to complete the following expectations: 
Direct Service Responsibilities
· Complete 300 or 450 hours of service, as agreed upon in contract and as detailed in their community service plan and memorandum of agreement.
· Detailed position descriptions should be provided by each service site and/or by your campus supervisor.
· Direct service must be performed at community agencies that your campus maintains a relationship with. 

Community Strengthening
· Members will recruit 10 (300 hour) or 15 (450 hour) additional volunteers throughout their service. 

AmeriCorps Program Training Records Keeping
· Attend periodic professional development training to develop leadership, team building and other service related activities, to be organized by your campus supervisor.
· Provide monthly time keeping to Iowa Campus Compact.
· Attend any required trainings, meetings, and Days of Service, AmeriCorps Week and other service related activities as required by the Iowa Commission on Volunteer Service.

Minimum Qualifications
· Applicants must be 17 years of age
· Applicants must be connected to a member institution of Iowa Campus Compact 
· Applicants must have a high school diploma/GED or College Transcript
· Applicants must hold U.S. citizenship or other lawful authorization to work in the United States
· Selected candidates must be drug-free at the time of their appointment.  The ICAP Program abides by the Drug-Free Workplace policies
· Some projects may require the use of Member’s own transportation
· Applicants must provide a current/working e-mail address

Disaster Preparedness/Response:  
AmeriCorps Programs play an integral role in Disaster Response across the nation.  The Iowa Commission on Volunteer Service (ICVS) has pledged to assist with statewide preparedness for and recovery from disasters.  AmeriCorps Programs can be expected to participate, on some level, with disaster preparedness and response activities.  Each member will need to complete Disaster Preparedness training prior to completing their term of service.  Members are allowed to serve in times of disaster and may seek further guidance from IACC on how to get involved.  Members may also serve responding to disasters as part of their term when approved by IACC and ICVS.
Iowa Campus Compact AmeriCorps Program follows the ICVS policies on disaster relief and all project sites are expected to do the same.
If a member responds to a local disaster, the Campus Supervisor, the ICAP Director and the state commission should all be notified in a timely manner.
If a member responds to a national disaster, the member must seek approval from the Campus Coordinator and the ICAP Director, who will be in contact with the State Commission.
Daily – a member may NOT count more than 14 hours in a day during Disaster Response (unless a variation has been granted by IACC)
Weekly – a member may NOT count more than 60 hours in a week during Disaster Response (unless a variation has been granted by IACC)
Monthly – a member may NOT count more than 200 hours in a month during Disaster Response (unless a variation has been granted by IACC)
Volunteer Hours Time Limits:  
All members outline a plan of service and have an expected term length when applying to ICAP.  While a member’s hours may vary month to month, there are limits in place as to how many hours a member may serve. The reason for this limitation is that members are expected to provide service during a certain period of time and exceeding these limits either shortens the overall term length and/or provides sporadic service to the community agency the member serving.  IACC also realizes many members are full-time students and have multiple time commitments. Their service commitment should be outlined in the Time Commitment section of their Service Plan.  Please contact IACC if you have any questions regarding this policy.  Members also agree to log hours every month during their term of service.
Daily – a member may NOT serve more than 10 hours in a day (unless a variation has been granted by IACC)
Weekly – a member may NOT serve more than 40 hours in a week (unless a variation has been granted by IACC)
Monthly – a member may NOT serve more than 150 hours in a month (unless a variation has been granted by IACC)

ICAP Photograph/Publicity Release
Member gives permission to the AmeriCorps Iowa Campus Compact AmeriCorps Program (ICAP) and Iowa Campus Compact (IACC), permission to use my name, likeness, image, voice, and/or appearance as such may be embodied in any pictures, photos, video recordings, audiotapes, digital images, and the like, taken or made on behalf of the ICAP Program or IACC. I agree that the ICAP Program and IACC have complete ownership of such pictures, etc., including the entire copyright, and may use them for any purpose consistent with the ICAP/IACC’s missions. These uses include, but are not limited to, illustrations, bulletins, exhibitions, videotapes, reprints, reproductions, publications, advertisements, and any promotional or educational materials in any medium now known or later developed, including the Internet. I acknowledge that I will not receive any compensation, etc. for the use of such pictures, etc., and hereby release the ICAP/IACC and its agents from any and all claims which arise out of or are in any way connected with such use.
My signature on this contract below verifies I have read and understand this consent and release.
Criminal Background Information
Iowa Campus Compact will complete a criminal background check on all members. All members will be checked through the Department of Criminal Investigation. Any member that has a criminal record will be dealt with on an individual basis according to the crimes found in the report. 
Any time a record appears, Iowa Campus Compact will disclose record information to the member. 
If appropriate, members will be asked to disclose information to the site and campus supervisor so that all parties involved are informed of previous incidents and able to put safeguards in place if needed.  Each case that is similar will be dealt with in a similar way. 
Iowa Campus Compact will conduct a review on the National Sex Offender Registry. Any finding in the Registry will preclude members from serving. 
Have you ever been convicted of a sex offense and/or a crime?
_______ No               _______ Yes
If yes, please explain ________________________________________________________________

By signing the contract below, the signee (member) authorizes Iowa Campus Compact to conduct a review of their criminal background including sex offender registries. The member understands that their selection and participation in the program is contingent upon the organization’s review of the applicant’s criminal history. All applicants/members will have an opportunity to review and challenge the factual accuracy of a result before action is taken to exclude the applicant/member from the position.  

By signing below, Member agrees to all program requirements and understands the information provided within the ICAP Member Contract. 

_____________________________________________________________________________          AmeriCorps Member (Name)			  (Signature)			Date


If 17 years of age, parent/guardian signature and date is required: 

_____________________________________________________________________________          Parent/Legal Guardian (Name)			  (Signature)			Date


ICAP Program Staff Use ONLY:

______________________________________________________________________________
ICAP, Program Director (Name)			  (Signature)			Date
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