	
	
	AmeriCorps Ohio College Guides

Member File Checklist


[image: image1.jpg]©

SERVE OHIO

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn



[image: image2.png]Ohio College Access Network



[image: image3.jpg]




College Guide Name:  ________________________________________

	
	Actions to Complete

	
	1. Enroll Members in OnCorps within 30 Days

	
	2. Set Members Up with MyAmeriCorps Portal

	
	3. Determine Childcare Eligibility in order to claim childcare funding

	
	4. Determine Loan Status in order to claim qualified accrued interest payments

	
	5. File for Education Award with successful completion of terms of service

	
	Include in Member File:

	
	A. Recruitment and Member Position 

	
	             Completed AmeriCorps Application 

	
	             Member Position Description signed by Member

	
	      Selection Documentation (i.e. References from Application)

	
	B. Service Eligibility and Provisions

	
	            National Service Trust Enrollment Form (signed and dated)

	
	            Member Contract (signed and dated)

	
	            High School Diploma

	
	            Grievance Procedures (signed and dated)

	
	            Acknowledgement of Receipt of Handbook (signed and dated)

	
	            Criminal Background Check (both BCI and FBI)

	
	     NSOPR Check (Sexual Predator Check conduct at www.nsopr.gov )

	
	     Documentation of Election/Decline of Health Insurance

	
	     Documentation of Child Care Enrollment(if applicable)

	
	     Birth Certificate or Passport

	
	     Driver’s License

	
	     Social Security Card

	
	C. Member Management

	
	             I-9 Form

	
	             Tax Documents W-4; W-2

	
	             Ohio Withholding Certificate

	
	             Direct Deposit Authorization

	
	             Emergency Contact Form

	
	             Publicity Release

	
	             Knowledge and Skills Inventory Survey (pre-service)

	
	             Member Development Plan and Progress Form

	
	             Performance Reviews (signed and dated for November, March and June)

	
	             Acknowledgement of Drug-Free Awareness

	
	             Documentation of Compelling Circumstances  or Cause(if necessary)

	
	             Change of Status Form (if necessary)

	
	D. End of Term/Exit Forms

	
	     National Service Exit form

	
	     Exit Interview (signed and dated)

	
	     Member Evaluation of Service Term

	
	     Knowledge and Skills Inventory Survey (post-service)
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