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YouthServe AmeriCorps Program

Full-time Member Agreement

2011-2012
Member Name:


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 YouthServe AmeriCorps Program (hereinafter referred to as “YouthServe”) as a FULL-TIME participant.

II. Minimum Qualification

The member certifies that she/he is a United States citizen, a United States national, or a lawful permanent resident, at least 17 years of age, and that (s)he has earned a high school diploma, GED, or equivalent (or agrees in writing to work toward a GED while in service).

Member Initials _______

III. Non-discrimination Policy

The YouthServe AmeriCorps Program does not discriminate on the basis of race, color, national origin, sex, age, political affiliation, sexual orientation, gender identify or expression, religion or disability. YouthServe makes every reasonable accommodation for service. 
IV. Terms of Service

(a)  The member’s FULL-TIME term of service begins on _________________________ and ends on ________________________.  This term of service may be extended by the member (for no later than August 31, 2012) and YouthServe may agree, in writing, to extend this term of service for the following reasons: 

1. The member’s service has been suspended due to compelling personal circumstances.

2. The member’s service has been terminated, but a grievance procedure has resulted in reinstatement.

(b)
During this period, the member will complete a minimum of 1700 hours of service.  Of these hours, a maximum of 20% of the total hours may be training, education, or other similar approved activity. Furthermore, a maximum of 10% of the total hours may consist of approved fundraising activities. 
(c)
The member understands that in order to successfully complete the term of service (as defined by YouthServe and consistent with regulations of the Corporation for National Service) and be eligible for the education award she/he must:

1. complete at least 1700 hours of service;

2. satisfactorily complete pre-service training;

3. attend site-specific education/training; and

4. comply with the rules and expectations outlined in this agreement.

(d) The member understands that in order to be eligible for serving a second term of service with the YouthServe AmeriCorps Program, the member must receive satisfactory performance reviews for any previous term of service.  The member also understands that national and Corporation for National Service policies impose certain restrictions on eligibility for a second term and the number of terms an individual may serve within the various AmeriCorps Programs (i.e., AmeriCorps*State, AmeriCorps*NCCC, AmeriCorps*VISTA, AmeriCorps*Promise Fellows).  The member’s eligibility for a second term of service will be based, at least, on mid-term and end-of-term evaluations of the member’s performance.  Review of eligibility for a second term will address several factors, including, but not limited to, whether the member has:

1.
Completed the required number of hours;

2.
Satisfactorily completed assignments, tasks, or projects; and

3.
Met any other criteria that were clearly communicated verbally and/or in writing during the term of service.

(e)
The member understands that eligibility for an additional term of service does not guarantee selection or placement.

V.  Benefits

(a)  Full-time members will receive from YouthServe the following benefits:

1. A living allowance of up to $12,100.  The living allowance will be distributed by check biweekly in accordance with DIAL/SELF’s policies on check distribution.  The living allowance is distributed in 22 equal payments.  The living allowance is taxable income; taxes will be deducted directly from the living allowance.

A member may decide to waive her/his right to receive the living allowance.  The member may, however, revoke such waiver at any time during the course of the program.  If the member revokes the waiver, s/he may begin receiving the living allowance only from the date on which the waiver was revoked.  S/he may not receive any portion of the living allowance that has accrued during the waiver period.

2. Health insurance, if eligible.  The insurance policy is contained in a separate document.

Members who are covered by another health care plan are not eligible for participation in the plan offered by YouthServe.  Members, in such case, may waive health insurance coverage.  Members may revoke the waiver should they lose coverage during the term.

Members who extend their term of service into August and who wish to remain covered through YouthServe are responsible for the cost of insurance coverage for the month of August.  

3. Childcare benefits, if eligible.  The childcare allowance will be distributed directly to the childcare provider by the National Association of Child Care Resources.

(b)
Upon successful completion of the term of service, the member will receive from the National Service Trust an education award of $5,550.  This education award is taxable.

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

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

(c) If the member has received forbearance on a qualified student loan during the term of service, and the member successfully completes the term of service, the National Service Trust will repay any interest that accrued on the loan during the term.  (This interest payment made by the National Service Trust is taxable.) 

VI. Rules of Conduct

(a) 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;

3. Direct concerns, problems, and suggestions to the YouthServe Director.

(b) 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 activity prohibited by the national policies or YouthServe policies, including those involving fundraising, proselytizing or assisting religious organizations, attempting to influence legislation, aiding in an election or partisan political organization, helping or hindering union activity, providing or providing referrals for abortion services, or aiding a business organized for profit.

(c) The member understands that the following acts will also constitute violation of YouthServe’s rules of conduct:

1. Unauthorized tardiness (of person or paperwork);

2. Unauthorized absences;

3. Repeated use of inappropriate language (i.e., profanity) at service site(s);

4. Failure to wear appropriate uniform/clothing to service assignments;

5. Stealing or lying;

6. Engaging in activity that may physically or emotionally damage other YouthServe members or other people in the community;

7. Possessing or using any controlled substance during the term of service;

8. Consuming alcoholic beverages during the performance of service activities;

9. Being under the influence of alcohol or any controlled substance during the performance of service activities; or

10. Failure to notify YouthServe of any criminal arrest or conviction that occurs during the term of service.

(d)  Any violation that occurs at the member’s assigned service site or while the member is performing duties expressly for that service site, shall be addressed by the site supervisor in consultation with the YouthServe Director.  Violating the rules stated in Section VI, paragraph (c) of this agreement will result in appropriate disciplinary action as determined by the YouthServe Director.  The range of possible consequences includes verbal and/or written warnings, conferences, suspensions without compensation and release of the member for cause.  When the member violates the above stated rules, YouthServe may take the following courses of action:

1.
For the member’s first offense, the YouthServe Director and/or site supervisor will issue a verbal warning to the member.

2.
For the member’s second offense, the YouthServe Director and/or site supervisor will issue a written warning.

4. For the member’s third offense, the member may be suspended for one day, or more, without compensation.  The member will not receive credit for any missed service hours.

The member will also be required to attend a conference with the YouthServe Director and/or site supervisor to discuss the violations.  During this meeting, the YouthServe Director or site supervisor will identify past violations and present a behavior contract for the member that:

i. clearly outlines the change in performance that the member is expected to demonstrate;

ii. provides a timeline by which the member should exhibit improvement; and

iii. communicates possible consequences of not meeting the standard, including, but not limited to, release for cause.

5. For the member’s fourth offense, YouthServe may release the member for cause.

(e)  Any member charged with a violent felony (such as rape or homicide) or the sale or distribution of a controlled substance will be suspended, at a minimum.  If she/he is found not guilty or the charge is dropped, the member may resume service.  If convicted, the member must be released for cause.

(f)
Any member convicted of a felony or the sale or distribution of a controlled substance during the term of service must be released for cause.

(g) Any member convicted for possession of a controlled substance will be suspended.  If convicted of a first offense, the member may resume service by enrolling in an approved drug rehabilitation program.  If convicted of a second or third offense, the member may resume service only upon successfully completing a rehabilitation program.

VII. Release from Term of Service

(a)  The member understands that she/he may be released for the following two reasons:

1. for cause, as explained in paragraph (b) of this section; or

2. for compelling personal circumstances as defined in paragraph (c) of this section.

(b)  YouthServe 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 YouthServe Director ;

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’s violation(s) of the rules of conduct in Section V, paragraph (d) of this agreement is deemed by the YouthServe Director to warrant release for cause;

4. Any other serious breach that, in the judgment of the YouthServe Director, would undermine the effectiveness of the program.

(c)
 YouthServe reserves the right to release the member for cause if, in the opinion of the YouthServe Director, her/his conduct undermines the effectiveness of YouthServe or the site at which she/he is assigned.

(d)
YouthServe may release the member for cause if, in the opinion of the YouthServe Director, she/he repeatedly or periodically continues to demonstrate inappropriate behavior by engaging in a pattern of misconduct.

(e)
YouthServe may release the member from the term of service, due to compelling personal circumstances if:

1. The member has a serious injury or illness that makes completing the term impossible;

2. There is a serious injury, illness or death of an immediate family member and the member is needed to care for that family member or take over the duties of the family member;

3. The member is drafted by the Armed Services of the United States; or

4. Some other circumstance occurs that makes it impossible or very difficult for the member to complete the term of service and the program deems that circumstance to be compelling.

(f)  YouthServe will 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 her/his 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 she/he has enrolled in an approved drug rehabilitation program, the member may resume her/his term of service.  The member will not receive back living allowances or credit for any service hours missed.)

(g)
YouthServe may suspend the member’s term of service for violating the rules of conduct outlined in Section VI, paragraph (c) of this agreement.

(h)
If the member discontinues her/his term of service for any reason (other than a release for compelling personal circumstances) as described in Section VII, paragraphs (b), (d) and (e) of this agreement, the member will cease to receive the benefits described in Section V, paragraph (a) of this agreement and will receive no portion of the education award or interest payments.

(i)
If the member discontinues her/his term of service due to compelling personal circumstances as described in section VII, paragraph (c) of this agreement, the member will cease to receive benefits described in section V of this agreement.  If, however, the member has completed at least 15% of the required service hours, the member will receive a pro-rated portion of the education award and interest payments described in Section V, paragraphs (b) and (c).

VIII. Grievance Procedures

_____ The member understands that YouthServe has a grievance procedure to resolve disputes concerning the member’s suspension, dismissal, service evaluation or proposed service assignment.
_____ The member understands that, as a participant of the YouthServe AmeriCorps Program, she/he may file a grievance in accordance with YouthServe’s grievance procedure, which is set forth as an attachment to this document. If a grievance is filed against YouthServe, the program will immediately notify the Massachusetts Service Alliance. The member may also contact the MSA’s Director of Programs directly, at 617 542 2544 x217.
IX. Photo Release

Please read each item, and place your initials next to the item you agree to.

_______I hereby consent that any photographs or videotapes of me taken at DIAL/SELF, a YouthServe partner site, or during AmeriCorps-related events (or reproductions of the same or original artwork or reproductions of the same) may be used by DIAL/SELF and/or the YouthServe AmeriCorps Program for the purposes of illustration, advertising, or publication in any manner during my term and thereafter without prior approval.  I acknowledge that I will not receive compensation for the use of such materials, and I hereby waive any and all claims to such compensation.

_______I refuse to allow YouthServe to use my name, any photograph and/or likeness of me at any time during my term of service or thereafter, without prior approval.  I acknowledge that it is my responsibility to avoid appearing in any photographs taken during my term of service.
X. Education Certification

Place your initials below to certify that you have earned a high school diploma or a GED. 

____ I certify that I have earned a high school diploma or GED certificate.  I received my diploma/certificate on (month, year) ____________________________________.

To date, the highest level of education that I have completed is:

_____
High School

_____
Some College

_____
College Degree

_____
Some Graduate-level Work

_____
Master’s Degree

_____
Ph.D.

_____
Other Doctorate degree, please specify: ____________________________

XI. Health Insurance Eligibility

_____I hereby certify I am eligible for insurance through YouthServe.  I am not currently covered under another health plan.

_____I am currently covered under another health plan and I hereby waive insurance coverage through YouthServe.  I understand I may request coverage if my current coverage terminates.

XII. Child Care Eligibility.

____ I hereby certify I am eligible for and require childcare through YouthServe and the First Financial Associates AmeriCorps Child Care Benefit Program.  I have children under age 13, and meet the guidelines set by the Massachusetts Child Care Development Fund.

____ I am ineligible for childcare.

____ I do not require childcare.

XIII.  Amendments to this Agreement

This agreement may be changed or revised with written consent by both parties.

XIV.  Attachments to this Agreement

This agreement includes the attached documents, including, but not limited to:

A. Grievance Procedure;

B. Drug-Free Workplace Policy;

C. Affirmative Action Policy;
D. Anti-Harassment Policy, 
E. YouthServe Background Check Policy
F. Position Description.

G. Member Handbook

XV. Member Handbook

____ More detailed policies and procedures are explained in the Member Handbook. The member has read the handbook and knows that an electronic copy is permanently available on the YouthServe website. The member agrees to abide by all policies as stated in the Handbook.
Attachment A

GRIEVANCE PROCEDURE

AmeriCorps members and other interested parties may seek to resolve disputes through the following grievance procedure.  The purpose of these procedures is to provide prompt attention to complaints related to service, including, but not limited to, service placements, evaluations, disciplinary action and release for cause, as well as complaints alleging violation of state and federal laws. In the event that a grievance process is initiated against YouthServe, YouthServe will notify the Massachusetts Service Alliance. In the case that the member wishes to contact the MSA directly, he/she may contact the MSA’s Director of Programs at 617 542 2544 x217.  
1.A.
All aggrieved parties should make every effort to settle general disputes and complaints on a personal basis within the appropriate supervisory relationship (i.e., site supervisors for site-related complaints and YouthServe Director for YouthServe-related complaints).  Members should immediately inform the YouthServe Director of any site-related disputes.

    B.
If the nature of the complaint involves an alleged violation of state and federal laws protecting individuals from discrimination and harassment, the aggrieved party may proceed to the next step (#2).

2
If the matter cannot be settled, the aggrieved party must put the complaint in writing within one calendar year of the alleged occurrence.  This complaint should be submitted to the YouthServe Director for site-related grievances or to the DIAL/SELF Executive Director for YouthServe-related complaints.  Whenever possible, a complaint should state the name and address of the person filing the complaint, a detailed description of the action and date when it was alleged to have happened.

Upon receipt of any such complaints, the YouthServe Director will file an incident report with the Executive Director of DIAL/SELF.

The party filing the complaint has the right to a prompt and equitable resolution that will not be impeded if s/he chooses to pursue remedies such as filing the complaint with the Office for Civil Rights of the United States Department of Health and Human Services and/or any other state or federal agency or court.

3.
Within seven business days of receiving a written complaint, the YouthServe Director or DIAL/SELF Executive Director (as appropriate) will schedule one or more pre-hearing conferences at a time mutually agreeable to the involved parties.  Pre-hearing conferences are not a substitute for a hearing.  They are intended to narrow the issues to be decided at the hearing or to facilitate a mutually agreeable resolution so as to make a hearing unnecessary.  The format of the pre-hearing conferences may be flexible, involving meetings with each party separately and/or with all involved parties together.  Pre-hearing conferences are conducted by the YouthServe Director or DIAL/SELF Executive Director (as appropriate).

If a hearing is to be held, it must occur no later than 30 calendar days after the grievance was filed.  The hearing will be conducted by the YouthServe Director or DIAL/SELF Executive Director (as appropriate).

4.
The YouthServe Director or DIAL/SELF Executive Director will issue a written decision no later than 60 days after the grievance was filed.

5.
An aggrieved party may request binding arbitration if a grievance hearing decision is adverse or if no decision is made within 60 days of filing the grievance.  The arbitrator must be independent and selected by agreement of both parties.  If the parties cannot agree on an arbitrator, the Corporation for National Service’s Chief Executive Officer will appoint one within 15 calendar days after receiving a request from one of the parties.

 
An arbitration proceeding must be held no later than 45 calendar days after the request for arbitration, or no later than 30 calendar days after the appointment of an arbitrator by the Corporation’s CEO.  An arbitration decision must be made no later than 30 calendar days after the commencement of the arbitration proceeding.


The cost of arbitration must be divided evenly between the parties, unless the aggrieved party prevails, in which case, the program must pay the total cost of the proceeding as well as the prevailing party’s attorney’s fees.

6.
The Executive Director of DIAL/SELF will maintain files and records relating to the complaints filed.  S/He may also assist people in the preparation and filing of complaints, and notify DIAL/SELF’s Board of Directors about the complaint and its resolution.  In the case of any civil, criminal or administrative action, a copy of the complaint will also be forwarded to the Office for Children and/or other appropriate authorities.

Attachment B

Drug-Free Workplace Policy

Illegal Drugs and Alcohol

The use or possession of illegal drugs, alcohol, or paraphernalia at DIAL/SELF, at a service site, or off -grounds when an employee is working or a YouthServe member is doing service is considered to be gross misconduct. Paraphernalia includes any object used for the consumption of drugs or the storage of alcohol.  Should violation of this policy occur, DIAL/SELF’s Executive Director is authorized to decide upon the appropriate disciplinary action, taking into consideration the nature of the incident and the service / work history of the individual involved. Violation of this policy may very well result in the immediate dismissal of the employee or member.  It is the responsibility of YouthServe members and DIAL/SELF employees to report any violation of this policy to their supervisor and/or the YouthServe Director. In addition, all employees and members are required to notify the agency of any criminal drug statute conviction for a violation occurring in the workplace no later than five calendar days after such conviction. 

Utilization of Tobacco

All DIAL/SELF employees and YouthServe AmeriCorps members are prohibited from using, exchanging or advertising tobacco and tobacco related products on any property owned or leased by DIAL/SELF or its subordinate LLC holdings. All DIAL/SELF events and activities are to be smoke-free.  Employees and members are also prohibited from purchasing, exchanging, or giving tobacco and tobacco related products to program participants. Use of tobacco products during service/work hours is to be completely invisible to youth.  Program Directors will be responsible for implementing tobacco related client policies that are consistent with Federal, State, local, licensing and program regulations. These policies must be approved by the Executive Director and posted at individual program sites.

Attachment C

Affirmative Action Policy

DIAL/SELF and its employees, volunteers, and YouthServe AmeriCorps members will abide by all State and Federal laws relating to equal employment opportunities and shall not discriminate for or against any prospective employee , current employee, or AmeriCorps member because of race, gender identity or expression, political affiliation, creed, color, national origin, sexual orientation, parental status, marital status, or disability not related to job responsibilities and duties.

DIAL/SELF shall develop an annual Affirmative Action Plan and make efforts to comply with its provisions and goals.

Attachment D

Anti-Harassment Policy

Any type of harassment, as defined in this policy, will be considered to fall within the category of gross misconduct and will be investigated and acted upon as such. DIAL/SELF is firmly committed to courteous and considerate treatment of its employees, volunteers, and AmeriCorps members at all times as a required standard of behavior.  Consequently, DIAL/SELF is committed to a work environment that is free of tension caused by demeaning or harassing behavior, including animosity engendered by inappropriate religious, racial or sexual conduct or comments.

This policy refers to, but is not limited to, harassment in the following areas: age, race, color, national origin, religion, gender identity or expression, marital status, disability, sexual orientation, and veteran status.  Harassment includes but is not limited to display or circulation of written materials or pictures degrading to either gender or to racial, ethnic or religious groups; and verbal abuse or insults directed at or made in the presence of members of a racial, ethnic or minority group.

Sexual harassment shall mean any unwanted sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature. Such behavior may be considered gross misconduct when:

(a)
Submission to or rejection of such advances, requests, or conduct is made either explicitly or implicitly a term or condition of employment or as a basis for employment decisions

(b)
Such advances, requests, or conduct have the purpose or effect of unreasonably interfering with an individuals work performance by creating an intimidating, hostile, humiliating or sexually offensive work environment.

Harassment also refers to behavior, which is personally offensive, impairs morale, and interferes with the work effectiveness of employees or AmeriCorps members.  Any harassment of employees or AmeriCorps members by other employees or AmeriCorps members will not be permitted, regardless of their working relationship.  It is the obligation of each employee of DIAL/SELF and YouthServe AmeriCorps member to report to their supervisor any conduct which violates these standards, whether or not the person reporting the incident is the victim, whether the perpetrator is a supervisor, manager, or staff member, and regardless of the sex of the perpetrator.

In fulfilling their obligation to maintain a positive and productive work environment, managers and supervisors are expected to immediately halt any harassment of which they become aware by emphasizing DIAL/SELF’s Anti-Harassment Policy and, when necessary, by more direct disciplinary action. It is unlawful to retaliate against an employee for filing a complaint of harassment or for cooperating in an investigation of a complaint for harassment. Individuals who believe they have been subjected to harassment from either a co-worker or a supervisor should make it clear to the offender that such behavior is offensive.  Any violation should be promptly reported to the Executive Director or through any supervisory person who the employee feels is the most appropriate under the circumstances. 

The Executive Director will immediately conduct a confidential investigation of any complaint, protecting the identity of the complaining party, witnesses, and the individual alleged to have violated the policy, to the extent possible.  A complaint made in good faith assures that the complainant shall be protected from any retaliatory action.  If the complaint involves the Executive Director the employee may directly contact either the Chair of the Personnel Committee of the Board of Directors or the Board President.


Anyone found to have engaged in any type of harassment shall be subject to discipline, including warnings, written reprimands, unpaid suspensions, and/or immediate discharge.

The state and federal agencies, which oversee employment discrimination enforcement, are:

Massachusetts Commission Against Discrimination

Springfield Office

463 Dwight Street, Suite 315

Springfield, MA 01103

(4 13) 73 9 -2 145

Equal Employment Opportunity Commission (EEOC)

Attachment E

Background Check Policy

Satisfactory completion of a background check is a requirement for participation in YouthServe.  

DIAL/SELF and YouthServe will conduct a National Service Background Check which includes a National Sex Offender Registry (NSOPR) check; FBI fingerprint check; Massachusetts Criminal Offense Record Information (CORI) check; and criminal history check through the state repository for Criminal History Record Information (CHRI) in the applicant’s state of residence at the time of his/her application to the YouthServe AmeriCorps program.  

DIAL/SELF and YouthServe consider criminal history record information when making member selection decisions. Acceptance to YouthServe is contingent upon satisfactory completion of the background check. 

The applicant’s identity will be verified by reviewing a form of government issued photographic identification, and a copy of that identification will be kept on file.  

DIAL/SELF and YouthServe will be notified if the applicant’s (CHRI) check shows a criminal history, which may include convictions, pending charges, and/or criminal arraignments that did not result in conviction.

The applicant will be given the opportunity to review any findings.

Any applicant listed or required to be listed on a sex offender registry or convicted of murder as defined and described in section 1111 of title 18, United States Code is ineligible to serve in any CNCS-funded service stream, including AmeriCorps.   For all other offenses, DIAL/SELF and YouthServe adhere to the Massachusetts Department of Early Education and Care (DEEC) guidelines for presumptive and discretionary disqualification and review process.  

The results of this check are confidential and are kept in a locked drawer separate from member files.  

Results are only shared with designated DIAL/SELF background check reviewers.  Results are not shared with other DIAL/SELF employees, employees of other agencies, or any other person.  

Individuals with pending background checks will be accompanied by an authorized staff person during direct service activities that place them in contact with vulnerable populations.  

The applicant agrees to release all background check information, including NSOPR, FBI, Massachusetts CORI, and CHRI from states outside Massachusetts to DIAL/SELF and YouthServe.  

In accordance with DEEC regulations, DIAL/SELF does not release background check information to other agencies.  Therefore, Site Partners follow their own policies regarding background checks for members, and members may be asked to complete an additional background check at their service sites.  

Attachment F
Member Service Position Description

See Attached
Attachment G
Member Handbook
See attached

XV.  Authorization

The Member and Program hereby acknowledge by their signatures that they have read, understand, and agree to all terms and conditions of this agreement.  
Member Signature_____________________________________________________________________________

Date:___________________________

Program Director Signature______________________________________________________________________

Date:___________________________
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