2017-2018
UPDATED Policies and Procedures Manual

AmeriCorps Project
This manual includes policies and procedures created by the North Carolina LiteracyCorps for the purpose of
holding Members and Partner Agencies accountable to the expectations of the program. This is not a contract
and can be changed by the North Carolina LiteracyCorps Project at will.
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The North Carolina LiteracyCorps is hosted by the Student Coalition for Action in Literacy Education (SCALE)
at the UNC School of Education and funded through a grant from the North Carolina Commission on
Volunteerism and Community Service (“the Commission”) and the Corporation for National and Community
Service (“the Corporation”). The North Carolina LiteracyCorps is an AmeriCorps Program. Members referred to
herein are understood to be participants in AmeriCorps through the North Carolina LiteracyCorps Program.
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Article I. Member Policies and Procedures
Sec tion 1 .01 In te rv ie wing a nd Se lec ting Membe rs
Potential applicants can search for the North Carolina Literacy Corps on the AmeriCorps website
(americorps.gov) or they can visit http://nclc.web.unc.edu to find links to the full-time, half-time, and minimumtime applications. All applicants must apply through the AmeriCorps online recruitment system at
www.americorps.gov; however, a paper copy of the online application is available upon request for applicants
who may need special accommodations.
Both the North Carolina LiteracyCorps and Service Sites will recruit potential applicants for the North Carolina
LiteracyCorps AmeriCorps Program, and will follow the minimum requirements for Members when recruiting
potential applicants:
 Be at least 17 years of age,
 Possess a high school diploma or GED (or promise to obtain one before Term of Service ends),
 Be either a U.S. Citizen, U.S. National, or Legal Permanent Resident
The North Carolina LiteracyCorps is committed to recruiting a diverse corps of AmeriCorps Members and asks
Service Sites, in addition to their regular recruitment strategies, to reach out to local disability service
organizations to attempt to recruit qualified Members who also have disabilities.
Once the North Carolina LiteracyCorps has received all the online and paper applications, North Carolina
LiteracyCorps staff will conduct a preliminary screening of applicants to ensure they meet basic AmeriCorps
eligibility guidelines. The North Carolina LiteracyCorps will then group the applicants into pools of applicants
for each Service Site, based on the applicants’ skill set and the qualifications sought by the Service Sites, trying
to match applicants with Service Sites as best as possible.
When Service Sites receive their pools of applicants, they will be responsible for reviewing them, conducting
interviews with their choice of qualified applicants, and conducting and documenting reference checks. Service
Sites are required to use the standard interview questions provided by SCALE, and may also ask additional
questions as long as these additional questions are asked of each and every interviewed applicant.
After Service Sites have determined which applicant(s) they are interested in selecting, they will complete and
submit the North Carolina LiteracyCorps Fair Hiring Practices Worksheet to the North Carolina LiteracyCorps
Program Director. Once the North Carolina LiteracyCorps Program Director receives the completed Fair Hiring
Practices Worksheet, the North Carolina LiteracyCorps Program Director will check the background check status
of the Service Sites’ selections, notify Service Sites of the results, and contact applicants to offer them the position.
After these steps are completed, potential Members must meet with the North Carolina LiteracyCorps Program
Director at SCALE’s office for their enrollment appointment (which includes, but is not limited to, completing
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required AmeriCorps enrollment paperwork, completing required employment paperwork, verifying eligibility
and identity, etc.).

Sec tion 1 .02 P rog ra m C omp le tion an d Ex it Requ iremen ts
In order to graduate from the North Carolina LiteracyCorps Project and be eligible to receive up to a full Living
Allowance and be eligible to apply for a full Education Award, each Member must meet the following
requirements:
(a) Complete a minimum of 1,700 hours (full-time), 900 hours (half-time), or 300 hours (minimum-time) of
service in the North Carolina LiteracyCorps AmeriCorps Program by the end of July 31, 2018.
(b) Actively participate in the program from August 7, 2017 through July 31, 2018. 1
(c) Attend and fully participate in National Service Day events and North Carolina LiteracyCorps events
(including, but not limited to, 9/11 Week of Service and Remembrance, Make-A-Difference Day, the SCALE
Read.Write.Act. Virtual Conference, MLK Day, and National Volunteer Week).
(d) Attend orientation and ongoing training sessions. Attendance at orientation and ongoing training sessions
is mandatory. Members may be required to travel, at their own expense, to the SCALE offices to complete
missed orientation and training events.
(e) Earn satisfactory or better service evaluations from her or his Site Supervisor and/or the North Carolina
LiteracyCorps Director.
(f) Receive a recommendation for graduating and exiting from the program from the North Carolina
LiteracyCorps Program Director.
(g) Complete and submit all required documentation (e.g., Time Sheets, Monthly Surveys, Evaluation Forms) to
the North Carolina LiteracyCorps Program Director by due dates provided. Please note: Time Sheets are
due by the 1st of every month and Monthly Reports are due by the 5th of every month. In order to exit the
program, the Member must have completed and submitted all required North Carolina LiteracyCorps and
Service Site documentation by their final day of Service.
(h) Attend all required events. These dates are subject to change and include, but are not limited to:
Service Projects and Events:
9/11 Week of Service and Remembrance: 09/11 – 09/15/2017
Make a Difference Day: 10/21/2017
MLK, Jr. Day of Service: 01/15/2018
National Literacy Action Week: 2/1- 2/8/2018
Global Youth Service Day: 04/20-4/22/2018
AmeriCorps Week: Possibly March 2018, Week TBD
Training calendar: 2
Full-Time and Half-Time Member Orientation*: 08/21/2017 – 08/24/2017 (Monday-Thursday)
Minimum-Time Member Orientation**: 9/23/2017 (Saturday)
Statewide AmeriCorps Launch: October TBA
SCALE Read.Write.Act. Virtual Conference: 10/27- 10/28/2017

1 Members may submit a written request permission to complete Service hours between 10-12 months; however, a
submitted written request does not guarantee acceptance of said request.
2
* Attendance by Minimum-time Members is not required.
** Attendance by Full-Time and Half-Time Members is not required.
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2nd Quarterly Training: 01/14—01/15/2018 (Sunday, Monday of MLK Day)
3rd Quarterly Training: 03/25-03/16/2018 (Saturday & Sunday)
4th Quarterly Training and Graduation: 07/13/2018 (Friday)

Sec tion 1 .03 N o rth Ca ro lina L ite racy Co rp s Even ts
On occasion, Members will be asked to represent SCALE and/or the North Carolina LiteracyCorps at special
events. Site Supervisors are made aware of the events listed above and are required to release Members from Site
Service on these days. Should new events or dates arise, North Carolina LiteracyCorps will attempt to provide
Members with at least 2 weeks’ notice prior to the scheduled event.
(a) National Service Days and Service Projects
On National Service Days, or during National Service Weeks, Members will be required to participate in Service
Projects. These projects are designed to further serve the community while promoting literacy. On occasion,
Members will be asked to plan and promote, in addition to participating in, these events.
(b) Trainings, Conferences, and AmeriCorps Events
These events are designed to support Members throughout their Term of Service. Members will receive additional
training while connecting with a broader service community. Where most trainings and events require the
Member’s physical presence, the SCALE Read.Write.Act. Virtual Conference (for example) takes place online
and may be attended from the Service Site.

Sec tion 1 .04 Attenda nce Po lic y
To receive the Segal AmeriCorps Education Award in full, federal regulations require Full-Time Members to
complete a total of at least 1,700 Service Hours, Half-Time Members to complete a total of at least 900 Service
Hours, and Minimum-Time Members to complete a total of at least 300 Service Hours. If a Member does not
complete the required Service Hours, she or he will not be eligible for the Education Award. Parameters for
service with the North Carolina LiteracyCorps are set to allow Members to complete their Service Hours within
the allotted time.
(a) Training
Attendance at all North Carolina LiteracyCorps functions, including meetings, trainings, and National Identity
Day events, is mandatory and may be reported as Service Hours on the Member’s Time Sheet. Compliance with
all North Carolina LiteracyCorps policies is required for the duration of any reported Service Hour.
(b) Absences
Absence from North Carolina LiteracyCorps or Service Site commitments will be recorded on the Member’s
Time Sheet as one of the following:
 Unexcused absence
 Excused absence, deducted from the Member’s seven-day absence allotment.
 Excused absence, exceeding the Member’s seven-day absence allotment.
 Holiday, excused absence
 Service Site closed, excused absence
(i) Unexcused Absences
The Member will report an unexcused absence when she or he fails to give proper notice to the Site
Supervisor and North Carolina LiteracyCorps Director regarding the absence. Any unexcused absence
may result in termination of the Member’s service and dismissal from the program. The North Carolina
6
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LiteracyCorps Program Director, in consultation with the Member’s Site Supervisor, will determine the
consequence of an unexcused absence.
(ii) Excused Absences
The Member will report an excused absence when proper notice is given to the Member’s Site Supervisor
and the North Carolina LiteracyCorps Program Director. Service Hours missed due to an excused absence
may be completed at a later date.
 Each Member should be permitted seven excused absences.
 Excused absences may be used as Sick Days and/or Personal Days.
 Absences exceeding the allotted seven days will be handled on a case-by-case basis.
(c) Absence Notification Process
(i) Illness and Emergency Situations
Absences resulting from illness or emergency must be reported to the Member’s Site Supervisor at least
one hour prior to the start of the Service Day. The North Carolina LiteracyCorps Program Director must
also be notified. It is the Member’s responsibility to alert her or his Site Supervisor and the North
Carolina LiteracyCorps Program Director to reschedule missed Service Hours. Cases of extreme illness
or emergency will be handled on a case-by-case basis.
(ii) Planned Absence and Personal Days
Requests for scheduled absences, for reasons other than illness or emergency, must be submitted reported
to the Member’s Site Supervisor with a copy to the North Carolina LiteracyCorps Program Director at
least three days before the absence will occur. Members are encouraged to follow the site’s leave
policy when making requests for absence..3
(d) Jury Duty
The Member must notify her or his Site Supervisor and the North Carolina LiteracyCorps Program Director if
she or he is selected for Jury Duty. Jury Duty is a service-related activity and may be reported on the Time Sheet
as Direct Service. Jury Duty will not result in a recorded absence.
(e) Service Site Training Opportunities
Members may report Service Hours when participating in training opportunities, retreats, or conferences
sponsored by their Service Sites. These Service Hours will be recorded as “Indirect Service” on the Member’s
Time Sheet and may not exceed 20% of the Member’s total Service Hours. In order to qualify as Service Hours:



The event must be relevant to the goals of the Service Site and/or the North Carolina LiteracyCorps Program,
and not be related to any prohibited activity..
The Member must notify the North Carolina LiteracyCorps Program Director regarding the event at least one
week prior to participation.

(f) Holidays
Holidays recognized by North Carolina LiteracyCorps and/or the Member’s Service Site will not be deducted
from the Member’s seven-day excused absence allotment. Members should consult their Service Site regarding
holiday schedules. The holiday schedule for a Member’s Service Site supersedes that of the North Carolina

The Member is responsible for notifying both parties and must reschedule missed Service Hours, if needed, within 30 days. If a member
has used more than their 7 days of leave time, he or she will need to demonstrate a plan for making up hours as needed.

3
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LiteracyCorps; however, Service Sites are encouraged to release members from service on the holidays
recognized by the North Carolina LiteracyCorps. Special situations will be handled on an individual basis.
North Carolina LiteracyCorps recognizes the following holidays 4:
Labor Day: 09/04/2017
Veteran’s Day: 11/12/2017
Thanksgiving: 11/23—11/24/2017
Christmas Eve, Christmas, Day after Christmas: 12/24—12/27/2017
New Year’s Day: 01/01/2018
Martin Luther King, Jr Day of Service: 01/15/2018 5
Memorial Day: 05/28/2018
(g) Tardiness Policy
Members are required to arrive on-time to all North Carolina LiteracyCorps and Service Site activities. 6 Members
arriving more than 10 minutes after a specified start time will be considered tardy. Repeated tardiness could result
in termination of the Member’s service and dismissal from the program.

Sec tion 1 .05 T ime Shee t Po lic y
At the beginning of the program year, the North Carolina LiteracyCorps Program Director will provide Members
and Site Supervisors with a username and a temporary password. After logging in for the first time, users should
change their temporary passwords by accessing the password menu within the time sheet. Every three months,
users should change their passwords in order to keep their accounts secure. If a user forgets her/his password,
the Program Director can reset it to a temporary password, but the temporary password must be changed by the
user after it is used to log in.
Members should document their service hours and service activities in the event they do not have regular access
to a computer/internet access. Members are required to complete the official timesheet online throughout the
month. Members' service, leave, and training hours are to be documented in the AmeriCorps timesheet. Members
are to use the provided list of service categories when completing their timesheets.
(a) Requirements:
Each Member must submit a completed version of the electronic NC AmeriCorps Time Sheet by the 1st of each
month, beginning in the second month of service. Additionally, members should manually note Service Hours as
a reference to document hours reported in the NC LiteracyCorps timesheet. Members are responsible for
completing the official NC AmeriCorps Time Sheet throughout the service month. Members must also comply
with the following Time Sheet requirements:
(i) Each Member will submit one Time Sheet per month for the duration of service.
(ii) Each Monthly Time Sheet will show the total Service Hours completed in the preceding month,
from the first to last day of the month.
(iii) Time Sheets will be completed and submitted for review by the Site Supervisor and the North
Carolina LiteracyCorps Program Director, by the 1st of the following month. If Time Sheets are
Holidays falling on Sundays are observed on the following Monday; those falling on Saturday are observed on the preceding Friday.
Members do not qualify for Service Sites’ vacation benefits or pay scales.
5 North Carolina LiteracyCorps recognizes the Birthday of Martin Luther King, Jr. as a holiday and National Day of Service. Members will
therefore be released from Site Service to participate in a National Identity Day service event.
6 Members must notify their Site Supervisors of tardiness at least 30 minutes prior to the scheduled start time.
4
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not received by the 15th of the month, Member pay will be suspended until the Time Sheet is
received.
(iv) Each Member will record Service Hours by designating the Activity Category, Description, Date,
Hours, and Minutes according to the provided drop down menu items and text box entries. The
Member will record further description when “Add Comment” requires.
UPDATE as of Jan. 2018:
(v) Members must only record hours on their timesheet that have already been completed. Any hours
recorded before the day in question WILL NOT BE COUNTED.
(b) Timeline
Each Member submits a completed Monthly Time Sheet by the 1st of the following month. Once submitted, the
North Carolina LiteracyCorps Program Director will review the Time Sheet for accuracy and ask that any
necessary corrections be made. Once any corrections have been made, the Program Director will request that the
Member’s Site Supervisor REVIEW the Time Sheet for accuracy of hours and activities recorded. The Member’s
Site Supervisor will electronically APPROVE the Time Sheet. The Member’s Site Supervisor MUST approve
and submit the Time Sheet by the 5th day of every month. Once the Member’s Site Supervisor approves and
submits the Time Sheet, the North Carolina LiteracyCorps Program Director will approve and submit the Time
Sheet to the North Carolina Commission on Volunteerism and Community Service.
(c) Discrepancies and Errors
If the North Carolina LiteracyCorps Program Director identifies reporting errors within the submitted Monthly
Time Sheet, the Program Director will electronically reject the Time Sheet and instruct the Site Supervisor to do
the same. The Member will also be notified and must make the necessary corrections in order to resubmit the
Time Sheet for approval. Both the Site Supervisor and the Program Director will need to approve the corrected
Time Sheet. Rejected Time Sheets must be corrected, re-submitted, and re-approved no later than 10 days after
they are originally rejected.
(d) Reporting Capabilities
The NC AmeriCorps Electronic Time Sheet system has built-in reporting capabilities, designed to provide the
Member with detailed reports indicating completed Service Hours and remaining Service Hours. Please note that
these reports reflect only those Service Hours that have been submitted and subsequently approved by the
Member’s Site Supervisor AND the North Carolina LiteracyCorps Program Director. If the Member anticipates
difficulty completing her or his Service Hours in the time allotted by the North Carolina LiteracyCorps, she or he
is responsible for working with her or his supervisor to schedule extended Days of Service on evenings, mornings,
and/or weekends. Service Hours performed outside of regularly scheduled hours are subject to approval by the
Member’s Site Supervisor and the North Carolina LiteracyCorps Program Director.

Sec tion 1 .06 T e leco mmu te Po lic y
North Carolina LiteracyCorps is a direct service program and relies on members serving on site with learners,
volunteers, and constituents. Telecommuting is not encouraged, but may be allowable for project based work at
the host site’s discretion. Any hours served off-site or outside of a member’s regularly scheduled hours must be
approved in advance by both the host site supervisor and the North Carolina LiteracyCorps program Director.
Members must provide a written plan for project based work to be completed off-site and follow up with a
written summary of activities and hours completed.
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Sec tion 1 .07 P roh ib ite d Ac tiv itie s
Members may not participate in the following activities when performing Service Hours with the North Carolina
LiteracyCorps Project and/or the Member’s Service Site:


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



Organizing a letter-writing campaign to Congress;



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



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



Participating in, or endorsing, events or activities that are likely to include advocacy for or against
political parties, political platforms, political candidates, proposed legislation, or elected officials;



Taking part in political demonstrations or rallies;



Voter registration drives;



Assisting or deterring union organizing;



Impairing existing contracts or collective bargaining agreements;



Religious activities such as religious instruction, conducting religious services, and/or proselytizing;



Activities that pose a significant safety risk to participants;



Assignments that displace employees;



Providing assistance to a business organized for profit



Fundraising;



Grant Writing;



Members may not provide abortion services or make referrals to such services, including Members
enrolled prior to October 1, 2009.

Overall, Members may not assist the North Carolina LiteracyCorps or Service Sites with major fundraising efforts
such as proposal writing, financial campaigns, endowment drives, solicitation of gifts and bequest, or similar
activities designed for the sole purpose of raising capital or obtaining financial contributions. However, Members
are permitted to solicit in-kind donations (e.g., contributions of goods and services) for Service Site projects that
provide immediate and direct support to a specific service activities sanctioned by the North Carolina
LiteracyCorps. However, this solicitation must not involve significant amounts of the Member’s time. Before
engaging in any solicitation of in-kind donations, Members should get approval from North Carolina
LiteracyCorps Program Director to assure compliance with stated North Carolina LiteracyCorps policies and
AmeriCorps rules and regulations.

Sec tion 1 .08 L iving Allo wa nce
Members will receive a Living Allowance every two weeks. The Living Allowance will be deposited directly to
the Member’s designated bank account after FICA and all applicable taxes have been deducted.
In order to receive the Living Allowance:
a) Sign up for Direct Deposit.
10
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b) Fill out applicable paperwork for tax purposes (i.e., W-4 and NC-4).
c) Electronically submit a Monthly Time Sheet by the 1st of every month. Time Sheets that have not been
submitted and approved by the 15th of the month will result in the suspension of the Member’s pay until the
Time Sheet is received.
d) Ensure that the Site Supervisor reviews and electronically signs the Monthly Time Sheet.

Sec tion 1 .09 H ea lth C a re C ov e rag e (Full-T ime p os itions on ly)
(a) Qualification
The Corporation for National and Community Service (CNCS), a Federal agency, manages and provides grants
for the AmeriCorps State and National, VISTA, and National Civilian Community Corps (NCCC) programs.
These programs provide funding and other support for individuals engaged in national service. CNCS is required
to ensure that full-time members in these programs have health coverage. See 42 USC § 12571 (AmeriCorps); 42
USC § 4955(b)(1). CNCS and its AmeriCorps programs do not provide group health plan coverage to members
because members do not have an employment relationship with either CNCS or its grantees.
Please note that this policy applies only to full-time North Carolina LiteracyCorps AmeriCorps members. Partand minimum-time members are not eligible to receive reimbursements for health care.
The North Carolina LiteracyCorps Health Insurance policy dictates that full-time AmeriCorps members without
an option of alternative coverage (through parents’ plans, spouses’ plans, Medicaid, etc.) are eligible to receive
monthly reimbursements for a Qualified Health Plan through the Marketplace. Spouses and children are not
eligible for benefits. If the member chooses to obtain coverage through an alternate plan/company, she or he must
complete the AmeriCorps waiver form and submit it to the North Carolina LiteracyCorps Program Director.
(b) Enrollment
The North Carolina LiteracyCorps will reimburse for a Qualified Health Plan at the bronze, silver, or gold level
up to $175.
In order to receive reimbursements for Qualified Health Plan through the Marketplace, the member must fill out
the required health insurance election form. Subsequently, the member must create an account and select a plan.
AmeriCorps members are not considered “employees.” In the exchange, AmeriCorps members should select “I’m
not eligible for insurance through my employer or a family member’s employer.” If you select otherwise, the
marketplace will reject your application and inform you that you are ineligible for ACA healthcare through the
marketplace.
Upon completion of the enrollment process, the member is required to submit proof of coverage (insurance card,
or confirmation document of enrollment as well as the summary of benefits for the chosen plan) and an initial
invoice detailing the entire monthly fee for the plan, which can be printed in the Marketplace once your enroll.
The member must sign and date this initial invoice and proof of coverage and scan and email or mail it to SCALE,
101 E. Weaver Street, Suite 201, Carrboro, NC 27510
(c) Reimbursement
Every month that members receive their bill (invoice), they are responsible for paying the full amount. Upon
payment, members must provide an original invoice (may be electronic only if the original was received
electronically), AND proof that the member has paid the bill, AND a reimbursement form. Members receiving
bills through the mail must submit the original every month along with the proof of payment and reimbursement
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form. Members receiving bills electronically should print the bill and submit it every month along with the proof
of payment and reimbursement form. Sufficient proof of payment can take the form of 1) an online payment
confirmation for the exact amount of the cost of the plan 2) Bank statement indicating receipt of funds from a
payment made by check for the exact amount of the cost of the plan 3) Credit card statement indicating receipt of
funds for the exact amount of the cost of the plan.
Each month, upon receipt of the bill, proof of payment, and the reimbursement form, the North Carolina
LiteracyCorps will submit a request for reimbursement to Human Resources. Reimbursements should be
submitted by the 3rd of each month for the previous month’s payment. NC LiteracyCorps will not accept
payments beyond 30 days in which a payment was made.
Internal Revenue Service policy designates reimbursements for health insurance premiums as taxable income.
Therefore, AmeriCorps members will be expected to pay taxes on the total amount of health insurance
reimbursements
received
during
their
term
of
service.
Members who do not submit a final bill (for July 2018 coverage), proof of payment, and reimbursement document
by July 20, 2018 will forfeit their final reimbursement.

Sec tion 1 .10 E duc a tion A wa rd s
The Segal AmeriCorps Education Award is provided to Members upon successful completion of their service
with the North Carolina LiteracyCorps. Education Awards are drawn from the National Service Trust, an account
held in the United States Treasury and managed by the Corporation for National and Community Service. Upon
successful completion of service, North Carolina LiteracyCorps or the Corporation State Office will notify the
Trust that the Member has completed the program. The Member will then be able to access her or his Education
Award through the Member’s personal MyAmeriCorps.gov account.
The Segal AmeriCorps Education Award may be used in the following ways:




To repay qualified existing and future student loans;
To pay all or part of the cost of attending an institution of higher education accredited by the state or province
(including certain vocational programs);
To pay expenses incurred while participating in an approved school-to-work program.

The Education Award must be used within seven years of program completion. Members may apply for an
extension beyond seven years if:



The Member performed another Term of Service in an approved AmeriCorps position.
The Member was unavoidably prevented from using the Education Award.

In order to receive the Education Award, the Member must successfully complete the prescribed number of
Service Hours and other program requirements. Payments will be made directly to the institution or loan-holder,
not to the Member. When a payment is made, the Corporation will inform the Member of the payment amount
and the remaining Education Award balance. Education Awards are subject to income tax and will be taxed
as a prize/award (not as wages) in the year in which they are used. For more information and tips on using
the
Segal
AmeriCorps
Education
Award,
please
visit
http://www.americorps.gov/for_individuals/benefits/benefits_ed_award.asp or http://edaward.org/
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Sec tion 1 .11 Stude nt Loa n Fo rbea ranc e
Members may be eligible for loan forbearance on qualified, Title IV student loans while serving with North
Carolina LiteracyCorps. To request loan forbearance, the Member must use her or his personal
MyAmeriCorps.gov account. Upon successful completion of Service with the North Carolina LiteracyCorps, the
National Service Trust may also pay interest accrued during service on qualified loans. For additional
information, please call (202) 606-5000.

Sec tion 1 .12 Ch ildca re (Fu ll-T ime p os ition s o n ly )
Members may be eligible to receive childcare assistance either through an eligible childcare provider or in the
form of a childcare allowance, in an amount to be determined by the Corporation for National and Community
Service. Members in need of childcare assistance are responsible for identifying and securing the childcare
provider. The following criteria must be met in order to be eligible for childcare assistance:





The Member is the parent or legal guardian of, or acting in loco parentis for, a child under 13 who is also
residing with the Member.
The Member has a family income that does not exceed 75% of the State's median income for a family of the
same size.
At the time of acceptance into the program, the Member is not currently receiving childcare assistance from
another source, including a parent or guardian, which would continue to be provided during the Term of
Service.
The Member certifies that she or he needs childcare in order to participate in the program.

The North Carolina LiteracyCorps Program Director will help qualifying Members in securing childcare
assistance. For additional information, please call 1-800-570-4543.

Sec tion 1 .13 Expe nse Re imbu rse men t Po licy
(a) Mileage
North Carolina LiteracyCorps Members will receive mileage reimbursement when traveling to North Carolina
LiteracyCorps and/or AmeriCorps trainings, orientations, and events. Members should direct mileage
reimbursement requests to their Site Supervisors and may be asked to carpool. Mileage reimbursements will be
calculated from the Service Site to the designated event site. If Service Site employees are reimbursed for local
mileage, Members should also receive reimbursement for local mileage. Service Sites are expected to provide
mileage reimbursement to Members when routine travel during the service day is required. Members may not,
however, request mileage reimbursement when commuting to and from their Service Sites.
(b) Other:
Members may be reimbursed for preapproved expenses. This may include background checks, hotel rooms,
healthcare, CPR courses, and program supplies. No expenses should be made without written preapproval. For
all reimbursements requested through the North Carolina LiteracyCorps, original receipts are required.
Exceptions are made for the $18 fee for the FBI background checks when no original receipt is available, in which
case, a copy of the bank statement showing the amount debited from your account is an acceptable proof of
payment.
All reimbursement requests must be submitted within 30 days. All reimbursements for the last month of service
must be submitted before the member’s exit date.
Consult with the North Carolina LiteracyCorps Program Director for procedure to request a reimbursement.
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Sec tion 1 .14 P ro fes siona l App ea ra nce a nd Be hav io r
North Carolina LiteracyCorps Members are community representatives of AmeriCorps and the North Carolina
LiteracyCorps program. Members are expected to present a neat and clean appearance and wear attire suited to
the dress code specified by their Service Site.
Members will be provided with AmeriCorps gear and must wear AmeriCorps clothing or an AmeriCorps lapel
pin during any and all Service Hours. This includes completing hours at a Service Site, participating in National
Identity Day events, and attendance at orientations, trainings, and other North Carolina
LiteracyCorps/AmeriCorps functions.
Members may not use Service Hours to attend to personal business.

Sec tion 1 .15 Drug F ree Wo rkp lace Po licy
In accordance with the Drug Free Workplace Act, the North Carolina LiteracyCorps prohibits the unlawful
manufacture, distribution, dispensation, possession, or use of controlled substances by its Members. Alcohol
abuse and drug abuse adversely affect health and service performance, creating dangerous situations and
undermining community confidence in the North Carolina LiteracyCorps program. Consequently, North Carolina
LiteracyCorps also prohibits alcohol abuse and drug abuse by its Members. Service Sites and/or the North
Carolina LiteracyCorps may require a Member to submit to drug testing as a condition of selection or in cases
where reasonable suspicion of drug use exists. If a Member is arrested for or convicted of a drug related offense,
the Member must notify her or his Site Supervisor. The Member’s Site Supervisor will then provide written
notification to the North Carolina LiteracyCorps Program Director within five days. After notification, the North
Carolina LiteracyCorps will take appropriate action, including suspension of the Member’s service and referral
to a drug rehabilitation or “release for cause” consistent with the Corporation for National and Community Service
rules on termination (dismissal) and suspension of Service.

Sec tion 1 .16 Wo rk e r’s C ompe nsa tio n Po lic y
The North Carolina LiteracyCorps follows the same guidelines with regards to Worker’s Compensation as those
laid out by the University of North Carolina at Chapel Hill, as the North Carolina LiteracyCorps is housed at
University of North Carolina at Chapel Hill. The University of North Carolina at Chapel Hill’s Workers'
Compensation program provides benefits to any employee who suffers disability through accident or occupational
disease arising out of, and in the course of, her or his employment, according to the provisions of the North
Carolina Workers' Compensation Act. This act applies to all University employees, whether full-time, part-time,
or temporary. More information about the University of North Carolina at Chapel Hill’s Worker’s Compensation
program can be located at http://ehs.unc.edu/workplace_safety/worker_comp/.

Sec tion 1 .17 Non -D isc rimination Po licy
The North Carolina LiteracyCorps provides equal employment opportunities to all employees and applicants for
employment, without regard to ethnicity, race, color, gender, national origin, age, ability, military and/or veteran
status, gender identity or expression (perceived or actual), or sexual orientation/identity (perceived or actual) in
accordance with applicable federal, state, and local laws. This policy applies to all terms and conditions of
employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leave
of absence, compensation, and training.
The North Carolina LiteracyCorps expressly prohibits any form of unlawful employee harassment based on
ethnicity, race, color, gender, national origin, age, ability, military and/or veteran status, gender identity or
expression (perceived or actual), or sexual orientation/identity (perceived or actual); furthermore, improper
interference with the ability of employees to perform their expected job duties will not be tolerated.
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Should a Member want to file a complaint, they should refer to section 1.22 of this manual, located on pages 1622.

Sec tion 1 .18 S exu a l Ha rass me n t Po lic y
Unwelcome sexual advancements, requests for sexual favors, and other verbal or physical conduct of a sexual
nature, constitute harassment when submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment; or submission to or rejection of such conduct is used as a basis for
employment affecting an individual; or such conduct has the purpose or effect of unreasonable interference with
an individual’s work performance, or creating an intimidating, hostile or offensive work environment.
Sexual harassment is illegal and contrary to the policies and procedures of the North Carolina LiteracyCorps. The
North Carolina LiteracyCorps prohibits any Member, site supervisor, employee, intern, or volunteer from making
unwelcome and unsolicited physical and verbal sexual advances, or engaging in other verbal or physical conduct
of a sexual nature, when an individual’s submission to that conduct is explicitly or implicitly made a term or
condition of that individual’s employment, or when that conduct creates an intimidating, hostile, or offensive
working environment. 7
Should a Member want to file a complaint, they should refer to section 1.22 of this manual, located on pages 1622.

Sec tion 1 .19 Reas ona ble Ac co mmod a tions Po lic y an d Re que s t
Proce du re s
In order to ensure that the North Carolina LiteracyCorps is as inclusive of and accessible to people with disabilities
as possible, requests for Reasonable Accommodations (defined as a “[m]odification or adjustment to a job
application process that enables a qualified applicant with a disability to be considered for the position;
[m]odification or adjustment to the work environment in which a position is customarily performed that enables
a qualified individual with a disability to perform the essential functions of that position; [and/or a m]odification
or adjustment that enables employees with disabilities in a particular organization to enjoy the same benefits and
privileges as the organization’s non-disabled employees”) 8 may be made at any time, either in writing or via
electronic or verbal communication, to the North Carolina LiteracyCorps Program Director. Please refer to the
following procedures for requesting and securing reasonable accommodations 9:
a) The individual will make a verbal or written request for reasonable accommodations.
b) The Program Director will reply to all requests within 10 business days, and, if necessary, will also file a
“Application for AmeriCorps Reasonable Accommodations Funds Reasonable Accommodation Request
2017-18” with the North Carolina Commission on Volunteerism and Community Service in order to try and
procure and funding and/or equipment to fulfill the Reasonable Accommodations request.
c) The Program Director may request documentation of the individual’s functional limitations to support the
request. Any medical documentation must be collected and maintained on separate forms and in separate,
locked files. Confidentiality will be maintained unless the disability might require emergency treatment.
d) The Program Director will work in conjunction with the site-supervisor to identify the purpose and essential
functions of the particular job involved, determine the precise job-related limitation, and potentially complete
a step-by-step job analysis may be necessary.
Adapted from North Carolina Coalition Against Sexual Assault Employee Handbook
Retrieved from the web August 19, 2011, at http://www.volunteernc.org/library/pdfs/manual/2011-2012/20112012%20PD%20Manual%20PDF/New%20Chapter%208/Chapter8%20Inclusion%202011%202012.pdf
9 Adapted from Minnesota State Management and Budget at http://www.mmb.state.mn.us/policy
7
8
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e) The Program Director, site-supervisor, and the individual will identify the potential accommodations and
assess the effectiveness each would have in allowing the individual to perform the essential functions of the
job.
f) If the request is approved, the Program Director, in conjunction with the individual and the site-supervisor,
will select and implement the accommodation that is most appropriate for both the individual and the service
site.
g) The Program Director will ensure the efficacy of the reasonable accommodation through regular contact with
the member and site-supervisor. The Program Director will also document the implementation and efficacy
of the reasonable accommodation through quarterly site visits.
h) Should the Program Director determine that the reasonable accommodation is unsatisfactory, the Program
Director will identify the barriers to effective implementation of the reasonable accommodations and will
devise an action plan for the site-supervisor to ensure the efficacy of the accommodation.
Individuals who are denied a request for reasonable accommodations and wish to file a complaint should
refer to section 1.22 of this manual, located on pages 16-22.

Sec tion 1 .20 An ti-Hu man T raffick ing Po licy
The North Carolina LiteracyCorps AmeriCorps Project, is staff, Members, volunteers, service sites, and service
site staff, in accordance with Section 106(g) of the Trafficking Victims Protection Reauthorization Act of 2008,
shall neither "[e]ngage in severe forms of trafficking in persons during the period of time that the grant is in
effect;" "[p]rocure a commercial sex act during the period of time that the grant is in effect;" nor "[u]se forced
labor in the performance of the grant or subgrants under the grant." 10
"Severe forms of trafficking in persons" is defined as:
"(A) sex trafficking in which a commercial sex act is induced by force, fraud, or coercion, or in which the
person induced to perform such act has not attained 18 years of age; or
(B) the recruitment, harboring, transportation, provision, or obtaining of a person for labor or services,
through the use of force, fraud, or coercion for the purpose of subjection to involuntary servitude, peonage, debt
bondage or slavery.
(9) SEX TRAFFICKING.—The term ‘sex trafficking’ means the recruitment, harboring, transportation,
provision, or obtaining of a person for the purpose of a commercial sex act." 11
Additionally, should any North Carolina LiteracyCorps staff, Member, volunteer, service site, and/or service site
staff believe they have encountered an instance and/or victim of human trafficking, they will immediately contact
the National Human Trafficking Resource Center for assistance, which operates a toll-free, 24 hour, 7 days a
week, 365 days a year hotline, at 1-888-3737-888.

Sec tion 1 .21 Me mbe r - Staff Re la tion s
The North Carolina LiteracyCorps staff are here to help support and assist Members through their Term of
Service. All participants in the North Carolina LiteracyCorps must conduct themselves in a professional manner,
treating other Members, North Carolina LiteracyCorps staff, Service Site staff, and clients with courtesy and
respect. To maintain a professional atmosphere, North Carolina LiteracyCorps prohibits staff from engaging in
any sexual behavior with Members. Furthermore, Site Supervisors may not engage in any sexual behaviors with
Members, nor may Members engage in any sexual behaviors with clients.

Retrieved from the web on August 3, 2011, at
http://www.americorps.gov/help/ac_sn_2008_prov/J_TRAFFICKINGIN_PERSONS.htm
11 Retrieved from the web on August 3, 2011, at http://www.state.gov/documents/organization/10492.pdf
10

16

North Carolina LiteracyCorps 2017-2018

Sec tion 1 .22 Nepo tis m Po licy
Related persons may work at the same agency or Service Site. However, the North Carolina LiteracyCorps
Program Director must avoid placing related persons in supervisor—supervisee relationships or other roles that
may lead to a conflict of interest. The North Carolina LiteracyCorps Program Director will not, however, extend
the “Nepotism Policy” to the point where it results in unlawful discrimination or preferential treatment.

Sec tion 1 .23 Grieva nce Proce du re s and Griev anc e He a ring Proce ss
Please see page 26 of this manual for an “Acknowledgement of Receipt of Policies and Procedures Manual and
Grievance Procedure” signature page that Members must read and sign, which confirms the Manual and
Grievance Procedure were received and read.
The purpose of this Grievance Procedure is for the filing and adjudication of grievances from AmeriCorps
Members and other interested parties.
These procedures are intended to apply to service-related issues, such as assignments, evaluations, suspensions,
or release for cause, as well as issues related to non-selection of Members and displacement of employees, or
duplication of activities by AmeriCorps. If the grievance alleges fraud or criminal activity, it must immediately
be brought to the attention of the North Carolina Commission on Volunteerism and Community Service and the
Corporation for National and Community Service’s inspector general.
(a) Optional Alternative Dispute Resolution Process
Members are encouraged to actively engage in problem-solving and conflict resolution. Members are asked to
openly discuss with their supervisor any work related or personal problem that is adversely affecting their work. If
the problem continues, the North Carolina LiteracyCorps Program Director will review the situation and develop
alternative solutions. If the problem remains unresolved, disciplinary steps may be taken against the site, the
Member, or both.
The North Carolina LiteracyCorps Program Director will also take steps to resolve problems that are adversely
affecting a Member’s service. The North Carolina LiteracyCorps Program Director, in consultation with the
Member, will develop a plan to remedy the situation. Prior to pursuing the full grievance procedure, the Member
may choose to participate in an optional Alternative Dispute resolution Process (ADR), but this option 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 issue in 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
aggrieved party, 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 grievance hearing process.
Grievance procedures have been established to assist Members in settling service-related matters. Members may
initiate the procedures if they believe that an action taken by a Site Supervisor, another Member, or a North
Carolina LiteracyCorps Project staff member will or may have an adverse impact on their service status. There
is a separate procedure established in regards to sexual harassment and other forms of harassment Members may
be experiencing.
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(b) Release and Dismissal Policy
(i) “At Will” Employment
North Carolina LiteracyCorps Members are considered “at will” employees of SCALE at UNC Chapel Hill.
Service is “at will” and may be terminated for any reason at the discretion of the Administrative Staff of UNC
Chapel Hill. No employee or agent of UNC Chapel Hill is authorized to make any modification to this policy, or
to extend an offer of employment for a definite period of time.
(ii) Reasons for Dismissal
Reasons for involuntary termination may include, but are not limited to, reasons mentioned below:
a) The member may be released by the program from their term of service in the following two ways:
 Suspension, as described in paragraph (3) of this section; or,
 Termination.
b) The member understand that he/she may be released for the following two reasons:
 For cause, as explained in paragraph (1) of this section; or
 For compelling personal circumstances as defined in paragraph (2) of this section.
1) The program will release the member for cause for the following reasons:






The member has dropped out of the program without obtaining a release for compelling personal
circumstances from the program director;
During the term of service the member has been convicted of a violent felony or the sale or distribution
of a controlled substance;
The member has committed a fourth offense in accordance with paragraph (e) of section 1.23 of this
agreement; (Rules of Conduct)
The member has committed any of the offenses listed in section 1.23 (c) 6-11; or
Any other serious breach that in the judgment of the program director would undermine the effectiveness
of the program.

2) The program may release the member from the term of service for compelling
personal circumstances if the member demonstrates that:






The member has a disability or serious illness that makes completing the term impossible;
There is a serious injury, illness, or death of a family member that makes completing the term unreasonably
difficult or impossible for the member.
The member has Military service obligations;
The member has accepted an opportunity to make the transition from welfare to work; or
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.

Compelling personal circumstances do not include leaving the program:
 To enroll in school;
 To obtain employment, other than moving from welfare to work; or
 Because of dissatisfaction with the program.
3) The program may suspend the member’s term of service for the following
reasons:
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a) During the term of service the member violates the rule of conduct provisions set forth in section 1.23 (ii) Reasons for Dismissal - of this agreement.
b) During the term the member requests a suspension based on compelling personal circumstance, as described
in paragraph (ii)2) of this section. During the suspension from service, the member will not receive credit for
service hours or benefits. The member may resume his or her term of service once the circumstances
supporting the suspension have been resolved. However, a suspension may last no more than two years from
the date of suspension. If the member does not resume their term within the two year period, the member
may request that the program exit the member and the member will be eligible for a partial education award
based on the number of hours served in the term.
c) 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.)
d) 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 he/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.
4) Consequences of Early Release and/or Dismissal
a) If the program releases the member for cause or compelling personal circumstance, the member will cease to
receive the benefits described in sections 1.07-1.12.
b) If the program releases the member for cause, the member will receive no portion of the education award. If,
however, the program releases the member for compelling personal circumstances, the member will receive a
prorated education award, provided the member has completed at least 15 percent of the hours needed to
complete the term of service.
c) A term that ends early, either for cause or for compelling personal circumstances, is still considered a term
and the education award that the member receives, or would have been eligible to receive, will count towards
the total of two education awards an individual may receive through service with AmeriCorps.
d) Any Member dismissed from North Carolina LiteracyCorps who wishes to reapply to this or any other
AmeriCorps program is required, at the time of application, to disclose the circumstances of his or her
dismissal. Failure to disclose prior dismissal from an AmeriCorps program, or the cause for that dismissal,
when applying to an AmeriCorps program will render an individual ineligible to receive the Education Award,
notwithstanding the successful completion of the Term of Service.
e)
5) Request Release for Compelling Personal Circumstances
The North Carolina LiteracyCorps project has the authority to define the personal circumstances by which a
Member may be released (e.g. death in the family, chronic illness, welfare-to-work status, employment-related
relocation of a spouse). These reasons will be determined on a case-by-case basis. Reasons such as dissatisfaction
with assignments, the desire to return to school, to move to another part of the country, or to take a job do not
justify such a release. If a Member wishes to be released from service for compelling personal circumstances,
she or he must:
a) Meet with the North Carolina LiteracyCorps Program Director to discuss the terms of the release;
b) Provide a written letter to the North Carolina LiteracyCorps Program Director outlining the reasons the
Member is seeking to be released from the program along with documentation of aforementioned reasons;
c) Complete an exit form;
d) Complete any and all assessments and evaluations.
The North Carolina LiteracyCorps may grant the release and recommend a portion of the Educational Award
equal to the portion of the term served if the Member has served at least 15% of her or his Term of Service (255
hours for Full-Time Members and 135 hours for Half-Time Members).
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Any person who drops out of an AmeriCorps program without obtaining a release for compelling personal
circumstances is considered an immediate termination. A Member released for the aforementioned reasons and
other reasons deemed by the North Carolina LiteracyCorps Project might not receive any portion of the Education
Award.
The North Carolina LiteracyCorps Project will release any Member convicted of a felony during his or her term
of service with the North Carolina LiteracyCorps. Any Member officially charged with a felony, or sale or
distribution of a controlled substance, will have his or her service suspended without pay and without receiving
credit for hours missed.
The North Carolina LiteracyCorps Program Director will notify the Member verbally and in writing of the
termination of service.
(c) Member Appeal
A grievance must be filed within one year of the alleged occurrence. However, if a Member is terminated due to
fraud or criminal activity, the decision is binding and the Member is ineligible to file a grievance related to
reinstatement.
(i) Member Appeal Process
The North Carolina LiteracyCorps provides a fair and equitable appeal process that allows the decision to
terminate a Member’s service to be heard by a panel of Members and Project Staff, called the Member Review
Panel. The Member Review Panel is made up of two North Carolina LiteracyCorps staff and three AmeriCorps
Members. Majority vote prevails as decision.
The appeal hearing is an informal hearing in which the North Carolina LiteracyCorps Program Director and
Member can both be heard before an impartial panel. The person conducting the hearing may not have
participated in any previous decision concerning the issue in dispute. The purpose of the hearing is to establish
facts and assess the substance of the decision for termination of service and dismissal from the North Carolina
LiteracyCorps. The Director of the North Carolina LiteracyCorps will facilitate the appeal process according to
the following procedure.
(ii) Appeal Procedures
After receiving a letter of termination from the North Carolina LiteracyCorps Program Director, a Member
has from one year of the occurrence to file an appeal. If a Member appeals, the Member will be on a “leave
without stipend status,” pending a final decision on the appeal and applicable benefits will not be paid out until
that time. Failure by the Member to file a written request for appeal, including the position statement, within one
year will constitute abandonment of all appeal rights.
Appropriate forms for filing a request for an appeal are as follows:
a) Request for Appeal:
A formal written Request for Appeal must be filed with the North Carolina LiteracyCorps Program Director,
and must include a Position Statement. If the appeal involves a dispute between a Member and the North
Carolina LiteracyCorps Program Director, the appeal should be filed with SCALE’s Executive Director.
b) Position Statement:
The Position Statement should contain the decision, action or policy that adversely impacted the Member, the
basis on which the action is wrong or unfair, the Member’s proposed resolution, and a list of witnesses and/or
documents that support the Member’s position.
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After the request for appeal is filed, North Carolina LiteracyCorps staff must identify the list of witnesses and/or
documents that may be called to the hearing. The scope of the hearing will be limited to the issues and witnesses
identified in the position statement.
(iii) The Facilitator
To ensure that the hearing process is completed in a consistent and efficient manner, the Member Review Panel
will function with a facilitator. The Executive Director of SCALE, or someone appointed by the SCALE
Executive Director after consultation with the Commission, will facilitate.
(iv) The Hearing
An effort will be made to hold the hearing in a place convenient and accessible to everyone participating in the
hearing. The hearing will be held no more than twenty days after receipt of the completed Request for
Appeal. There may be special circumstances for postponing the hearing but it will still need to occur within 30
days of filing.
The Member Review Panel may access confidential information that may have significance to the
recommendation of termination. Panel Members will sign a Statement of Confidentiality prior to each hearing.
(v) Conduct of the Hearing
Each party will be given up to one hour to present any oral or written testimony on the events leading to the
decision to terminate and any pertinent information to justify the appeal, including witnesses. Any additional
time needed for presentations must be approved by the facilitator. Questions by the panel Members will not be
charged against the time period for presentations. Each party will be given fifteen minutes for a closing
summary. Legal and/or personal representatives will not be present during this proceeding. Persons with
disabilities requiring assistance may utilize a qualified interpreter and/or reader. All hearings will be recorded.
(vi) Decisions of the Panel
The decisions of the Member Review Panel will be consistent with North Carolina LiteracyCorps policy. Panel
decisions are to be made within 60 days of filing after completion of the hearing. The Member Review Panel
chairperson will prepare a written statement of findings and decision. The Member Review Panel will either
recommend reinstatement or uphold termination. Once the final decision is made, the Member Review Panel
will notify involved parties within three days of receipt of the final decision. A decision will be rendered within
60 days of when the grievance is filed.
(vii) Binding Arbitration
An aggrieved party may request binding arbitration if the Member Appeal Process decision is adverse or if no
decision is made within 60 days of the filing of the appeal. The arbitrator must be independent and selected by
agreement of the parties. If the parties cannot agree on an arbitrator, the Corporation’s Chief Executive Officer
will appoint one within 15 calendar days after receiving a written request from one of the parties.
An arbitration proceeding will 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
will be made no later than 30 calendar days after the commencement of the arbitration proceeding.
The cost of arbitration will be divided evenly between the parties, unless the aggrieved party prevails, in which
case the program will pay the total cost of the proceeding as well as the prevailing party’s attorney’s fees.
Grievance procedures have been established to assist Members in settling service-related matters. Members may
initiate the procedures if they believe that an action taken by a Site Supervisor, another Member, or a North
Carolina LiteracyCorps Project staff member will or may have an adverse impact on their service status. There
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is a separate procedure established in regards to sexual harassment and other forms of harassment Members may
be experiencing.

Sec tion 1 .24 Ru les o f Con duc t
(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, including:
 Grant-writing
 Fundraising
 Any activity involving attempting to influence legislation or an election or aid a partisan political
organization;
 Helping or hindering union activity;
 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;
 Engaging in any form of religious proselytization;
 Organizing or engaging in protests, petitions, boycotts, or strikes;
 Voter Registration drives;
 Impairing existing contracts for services or collective bargaining agreements;
 Participating in, or endorsing, events or activities that are likely to include advocacy for or against political
parties, political candidates, political platforms, proposed legislation, or elected officials;
 Or providing a direct benefit to a for-profit entity, a labor union, a partisan political organization, a
religious organization, or a non-profit that engages in lobbying.
 Members may not provide abortion services or make referrals to such services, including members
enrolled prior to October 1, 2009.
(b) The member is expected, at all times while acting in an official capacity as an AmeriCorps member, to:
1) Demonstrate mutual respect towards others.
2) Follow directions.
3) Direct concerns, problems, and suggestions to the North Carolina LiteracyCorps Director.
(c) The member understands that the following acts also constitute a violation of the program’s rules of
conduct:
1)
2)
3)
4)
5)
6)

Unauthorized tardiness.
Unauthorized absences.
Repeated use of inappropriate language (i.e., profanity) at a service site.
Failure to wear appropriate clothing to service assignments.
Stealing or lying.
**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. See
Drug Free Workplace Explanation in italics at the end of this section.
10) **Failing to notify the program of any criminal arrest or conviction that occurs during the term of service.
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11) **Falsifying timesheets.
**These violations will result in immediate termination of the member’s term of service.
(d) Required Notification of Convictions during Term of Service
You must immediately notify the North Carolina LiteracyCorps Director if you are convicted under any
criminal drug statute. Your participation in the program is conditioned upon compliance with this notice
requirement and action will be taken for violation of this.
(e) Breach of Rules of Conduct
If a supervisor is dissatisfied with the member for any reason or if the member has violated any of the above
stated rules in section 1.23 a-c, the program will do the following (except in cases where during the term of service
the member has been charged with or convicted of a violent felony, possession, sale, or distribution of a controlled
substance or in cases where immediate termination has been specified, 6-11):
(i) First Offence
For the member’s first offense, the member will participate in an informal coaching session with the program
director.
(ii) Second Offence
For the member’s second offense, the member will participate in a second coaching session with the program
director and receive a written reprimand from the program director.
(iii) Third Offence
For the member’s third offense, the member will be suspended for one day and will not receive credit for service
hours missed. The member will use this day to draft statement of recommitment to the program and plan of action
to address the situation or issue.
(iv) Forth Offence
For the member’s fourth offense, the program may release the member for cause.
The member understands that he/she will be either suspended or released for cause in accordance with paragraphs
(2), (3), and (6) of section B for committing certain acts during the term of service including but not limited to
being convicted or charged with a violent felony, possession, sale, or distribution of a controlled substance.

Sec tion 1 .25 Me mbe r F ile Rev iew
A Member may submit a request to inspect and/or copy any program-related documents in her or his file. All
such requests should be submitted to the North Carolina LiteracyCorps Program Director. Within seven days of
the request, the Member will be notified of a time and place to review and/or copy the file. North Carolina
LiteracyCorps staff may be present during this review. If a Member wishes to review her or his Service Site file,
the Member must follow the Service Site’s policies and procedures. Failure to obtain prior authorization in either
case renders the Member subject to service termination.

Sec tion 1 .26 Back g rou nd Che ck Policy-UPDATED Jan . 2018
The North Carolina LiteracyCorps program is required to conduct a National Service Criminal History Check
(NSCHC)* as a part of the screening process prior to hiring and enrolling new Members.
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(a) Verification of Identity and Determination of State Residence
Prior to enrolling Members, the North Carolina LiteracyCorps Program Director meets with each
potential Member to verify the applicant’s identity by examining the applicant’s government-issued
photo identification card, such as a valid driver’s license or US passport. The North Carolina
LiteracyCorps Program Director then certifies the applicant’s identity by having the applicant and the
North Carolina LiteracyCorps Program Director complete the I-9 form. At this time program director
will also confirm the state of residence for the member.
(b) Background Check Process
*A National Service Criminal History Check (NSCHC) consists of the following:
(i) State criminal registry search, which involves a search of State law enforcement and court records
(by name and/or fingerprint) to determine whether an applicant has a criminal history
a.

The name-based State criminal registry search must be conducted in at least two states (the state the
Member is applying from and the state the program is located in). If the applicant resides in the same
state as the program he/she is applying to, the two state rule does not apply (as noted in the
Corporation for National and Community Service’s Code of Federal Regulations). The North Carolina
LiteracyCorps program uses the vendor Castle Branch Inc. for all statewide criminal history checks in
the candidate’s state of residence and the state where the individual will serve. Castle Branch currently
conducts all pre-employment criminal history checks for the University of Carolina at Chapel Hill,
specifically by accessing a state’s Administrative Office of the Courts. Each search provides historical
and current misdemeanor and felony arrests and court data. Records contain arrest/citation
information, court proceedings, court dispositions and sentencing information. Data is provided as a real
time search and covers all counties in the state.

(ii) National Sex Offender Public Website (http://www.nsopw.go) check, which consists of
individuals that are required by their States to register as sex offenders, and
(iii) FBI fingerprint-based criminal history check.
(c) Review Process

(i) The North Carolina LiteracyCorps program uses the results of the National Service Criminal History
Check to determine whether or not to offer an AmeriCorps position to a potential applicant. The program
will not enroll any Members until it receives, reviews, and deems the results of the National Service
Criminal History Check to be satisfactory; however, if a situation arises where results of the National
Service Criminal History Check are pending and the Member is allowed to serve, that Member is not
permitted to have access to children, persons age 60 or older, or individuals with disabilities without being
accompanied by an authorized program representative who has been previously cleared for such access.
Please see Section 1.26, e for additional information.
(ii) Individuals who are on the National Sex Offender Registry and individuals who have been
convicted of murder will not be eligible to participate in the program. For the purposes of the
National Sex Offender Registry Check, satisfactory results mean that the applicant’s name was entered into
the National Sex Offender Registry and that no results came back. Anyone listed or required to be listed
on a sex offender registry is ineligible to serve. Anyone convicted of murder, as defined and described in
section 1111 of title 18 United States Code, is ineligible to serve.
(iii) If the background check returns potentially negative results that may disqualify a potential Member from
serving, the North Carolina LiteracyCorps program will share the results of the background check with
both the Service Site and the potential Member within 7 days of receiving the results. The potential
Member will then have 7 days to provide a written response to the North Carolina LiteracyCorps Program
Director explaining or defending the results. The North Carolina LiteracyCorps will notify the potential
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Member of denial or acceptance into the program within 7 days of receiving the written response to the
results. An explanation does not guarantee enrollment or placement in the program.
(d) Prior Authorization
North Carolina LiteracyCorps program will obtain prior, written authorization to conduct the
aforementioned background checks as part of the NSCHC. Authorizations will be kept in secure
member files at the SCALE office.
(e) Records Retention
NSOPW and FBI background check results will be kept in the secure Member files at the SCALE office.
The results of the state criminal registry search are kept in the UNC’s Office of Human Resources secure
personnel files located at the Administrative Office Building. The North Carolina LiteracyCorps retains
and makes available all criminal history check record information for three years from the date of the
submission of the N.C. Commission’s FINAL Federal Financial Report (SF425) and after receipt of the
final close out certification from the N. C. Commission. If any litigation, claim or audit is started prior to
the expiration of the three-year period, the records must be retained until the litigation, claim or audit
findings involving the records have been resolved and final action taken. The N.C. Commission will
advise the NC LiteracyCorps in writing if the close out certification cannot be completed within the 90day close out period.
(f) Accompaniment for Pending Criminal History Checks
(i) If the criminal history check results of the member are pending, the member may not have access to
vulnerable populations (defined as individuals over 60, children under 18, and individuals with disabilities)
during service hours unless he or she is accompanied by a supervisor who has been granted access by
their own organizations, or an employed agent from the organization that has the vulnerable population in
their care (such as a school or nursing home staff).
(ii) If the member has been cleared for service through one of criminal history checks, either the North
Carolina state or FBI check, he or she may have unaccompanied access to vulnerable populations
during service hours.
(iii) The program director will ensure that members and supervisors are informed of the status of the criminal
history checks and notified as soon as possible when an individual is cleared.
(iv) The site supervisor and member will be responsible for documenting accompaniment and submitted
documentation to the program director until the results of the criminal history check have cleared.
(g) Additional Information
Acceptance into the North Carolina LiteracyCorps is contingent upon satisfactory results of a criminal
and National Sex Offender Registry background check. Any individual who refuses to consent to a
check or provides false information is not eligible to serve in a covered position; anyone who is
registered or required to be registered on a State Sex Offender Registry is deemed unsuitable and
may not serve in a covered position.

Sec tion 1 .27 E lec tron ic S ig na ture Po licy
In accordance with the Electronic Signature Act (Public Law No: 106-229), which went into effect on October 1,
2000 and gives electronic signatures the same weight as handwritten signatures, the North Carolina LiteracyCorps
adheres to the following policy regarding electronic signatures:
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The North Carolina LiteracyCorps program accepts documents with electronic signatures in lieu of
handwritten signatures.
This policy does not require the sole use of electronic signatures over handwritten signatures.

Article II. Service Site Compliance Policy
In order to help ensure the success of the North Carolina LiteracyCorps program and to help ensure that Members
have a successful Term of Service, Service Sites are required to comply with specific expectations, including:
 Reading, signing, and upholding the North Carolina LiteracyCorps Project Policies and Procedures Manual
(and all subsequent amendments);
 Follow the Grievance procedure as defined by the Policies and Procedures Manual to resolve disputes with
the member
 Reviewing all Member applications received by the North Carolina LiteracyCorps’ determined due date, using
standard interview questions provided by SCALE when interviewing Members, reviewing references provided
by potential Members, and completing the Fair Hiring Practices Worksheet;
 Abiding by the North Carolina LiteracyCorps criminal background check procedure when considering
Members;
 Providing AmeriCorps Member(s) and the North Carolina LiteracyCorps Program Director with Member
service descriptions, weekly schedules and service plan, and outlining the capacity building service of the
Member at your agency;
 Recruiting a diverse pool of volunteers;
 Providing full-time Member(s) with the opportunity to complete 1,700 hours of service, half-time Members
with the opportunity to complete 900 hours of service, and minimum-time Members with the opportunity to
complete 300 hours of service by July 31, 2018;
 Providing a thorough site orientation for Member(s), including necessary site-specific literacy training, and
appoint a lead supervisor for Members at your site. Please make sure the site is in compliance with SCALE’s
nepotism policy outlined on page 18 in the Policies and Procedures manual;
 Providing a thorough orientation for your staff regarding the role of AmeriCorps Member(s);
 Providing appropriate office space for Member(s);
 Meeting bi-weekly with Member(s) to discuss concerns, celebrate successes, make plans, and sign required
documentation forms;
 Reviewing the Member timesheet and abiding by the Timesheet Policy;
 Approving the Member timesheet by the 5th of every month to the North Carolina LiteracyCorps Program
Director;
 Participating in pre- and post-evaluations of Learners to assess the quality of North Carolina LiteracyCorps
Project;
 Requiring Members to collect and submit program evaluation data to SCALE and support Members as they
complete online monthly reports;
 Completing Mid-Year and Final Member Performance Evaluations;
 Completing quarterly Project Partner Surveys and other technical assistance surveys developed by SCALE
staff;
 Completing all required documentation forms in a timely fashion;
 Supporting Member(s)’ “time off” during trainings/meetings, call-ups for disaster relief, AmeriCorps events,
and AmeriCorps National Identity Days;
 Supporting Members in planning and executing community-based service projects that engage community
Members, learners, and volunteers on days including, but not limited to, September 11th Week of Service and
Remembrance, Make a Difference Day (10/21/17) MLK Day of Service (01/15/18), and during National
Volunteer Week (April 2018 TBA);
 Maintaining regular contact with the North Carolina LiteracyCorps Program Director, including, but not
limited to, active participation in quarterly North Carolina LiteracyCorps site visits;
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Providing SCALE with a memo stating the local Service Site mileage reimbursement rate and the hourly pay
rate (including documentation of pay rate calculations) of local Service Site supervisors by August 28, 2017,
and updating these memos when necessary;
Reimbursing Members for mileage (calculated at the most current IRS rate or local Service Site rate at which
Service Site staff are reimbursed) to attend required training and local travel required by the Service Site (this
does not cover travel to the service site from home and back);
Providing documentation of time and costs spent supervising Member(s) and mileage reimbursements by the
5th of each month. The site contribution must come from nonfederal sources;
Reimbursing SCALE $6,800 for each Full-Time Member, $3,900 for each Half-Time Member, and $350 for
each Minimum-Time Member to help SCALE support AmeriCorps program operation costs, including but
not limited to Member costs. Payment arrangements (one time, initial and mid-year, or quarterly payments)
are negotiated for each Service Site. Payments will not be prorated for partial months regardless of the amount
of Member service that month. The Service Site contribution must come from nonfederal sources. Failure to
make timely payments could jeopardize the Service Site’s eligibility to host AmeriCorps Members in the future;
Adhering to the Reasonable Accommodations and Requests Policy located in the Policies and Procedures
Manual and providing reasonable accommodations for the known physical or mental disabilities of otherwise
qualified Members and service recipients;
Being accessible to people with disabilities;
Complying with the Sexual Harassment Policy included in this manual;
Complying with the Drug Free Workplace policy included in this manual; and
Complying with the Anti-Human Trafficking policy included in this manual.
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Ackn owle dge me n t o f Re ce ip t of Polic ies a nd Pro ced u res Man ua l
I have read and understand the North Carolina LiteracyCorps Project/AmeriCorps Policies and Procedures
Manual. I understand that acceptance into the North Carolina LiteracyCorps is contingent upon satisfactory
results of a National Service Criminal History Check.
Name:
Signature:
Date:

Acknowledgement of Hiring Contingency Policy
I understand that members who fail to disclose criminal convictions prohibited by the AmeriCorps provisions
may be required to repay any earned living allowance and will be immediately dismissed.
Name:
Signature:
Date:

Please read, complete, and sign form and return it to the NC LiteracyCorps Program Director.
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