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Check-in with Civic Corps Members
Corps Member Name: _________________________________
Host Site: ________________________
Coordinator Name: ____________________________________
Site Visit Date: ____________________
Instructions: This form will be completed by the coordinator for each corps member and shared with corps members at each monthly visit. The member must initial page 2 to certify that he/she is compliant with AmeriCorps prohibited activities, and both coordinator and member must sign page 3.

Scoring: All answers will be scored with YES or NO.  Please refer to assessment instructions below.
 
a. Civic Corps Member Timesheets
i. Are properly authorized:





YES
NO

ii. Are submitted weekly:





YES
NO

iii. Are accurately logged (i.e. fundraising, training, etc.)


YES
NO

iv. Do not include lunch hours as service hours



YES
NO 

Category Assessment:


   Meets Expectations
   Needs Improvement

b. Civic Corps Member Attendance
i. Reports all emergencies and excessive absence


YES
NO

ii. Properly submits requests for days off




YES
NO

iii. Is on track to achieve 1700 hours




YES
NO
Category Assessment:


   Meets Expectations
   Needs Improvement

c. Civic Corps Member Service



i. Is serving within assigned Performance Measures


YES
NO
ii. Is achieving goals outlined within Position Description / by supervisor
YES
NO

Select all that apply: 
Education       Environment       Healthy Futures       Opportunity
Disaster Services
Veterans & Military Families
Category Assessment:


   Meets Expectations
   Needs Improvement

d. Civic Corps Member Management 
i. Meets with supervisor at least bi-weekly



YES
NO

ii. Is allowed to attend monthly seminars




YES
NO
This section verifies that supervisor adheres to program policies. As such, scoring is not applicable.
For any assessment categories that were scored as Needs Improvement, please outline the action plan devised to ensure corps member meets expectations. Coordinator will submit action plans to Operations Manager for review and approval. Should corps member fail to meet expectations for two consecutive months, corps member may be required to meet with Coordinator and Operations Manager to discuss and explore strategies for improving performance.
AmeriCorps Prohibited Activities 
(a) While charging time to the AmeriCorps program, accumulating service or training hours, or otherwise performing activities supported by the AmeriCorps program or the Corporation, staff and members may not engage in the following activities: 

(1) Attempting to influence legislation; 

(2) Organizing or engaging in protests, petitions, boycotts, or strikes; 

(3) Assisting, promoting, or deterring union organizing; 

(4) Impairing existing contracts for services or collective bargaining agreements; 

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

(6) 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; 

(7) Engaging in religious instruction, conducting worship services, providing instruction as part of a program that includes mandatory religious instruction or worship, constructing or operating facilities devoted to religious instruction or worship, maintaining facilities primarily or inherently devoted to religious instruction or worship, or engaging in any form of religious proselytization; 

(8) Providing a direct benefit to-

(i) A business organized for profit; 

(ii) A labor union; 

(iii) A partisan political organization; 

(iv) A nonprofit organization that fails to comply with the restrictions contained in section 501(c)(3) of the Internal Revenue Code of 1986 except that nothing in this section shall be construed to prevent participants from engaging in advocacy activities undertaken at their own initiative; and 

(v) An organization engaged in the religious activities described in paragraph (g) of this section, unless Corporation assistance is not used to support those religious activities;
(9) Conducting a voter registration drive or using Corporation funds to conduct a voter registration drive; 
(10) Providing abortion services or referrals for receipt of such services; and 
(11) Such other activities as the Corporation may prohibit. 

(b) AmeriCorps members may not engage in the above activities directly or indirectly by recruiting, training, or managing others for the primary purpose of engaging in one of the activities listed above.  Individuals may exercise their rights as private citizens and may participate in the activities listed above on their initiative, on non-AmeriCorps time, and using non-Corporation funds.  Individuals should not wear the AmeriCorps logo while doing so.
Corps Member certifies that he/she is compliant with AmeriCorps prohibited activities as listed above:  ______
Notes: 
______________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________

Corps Member Signature: _______________________________________________________________________

Civic Corps Coordinator Signature: ________________________________________________________________
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