
California AmeriCorps Program Standards

Standard One – Strong Organization—Strong Collaborative

Program management and administration influence an organization’s ability to effectively provide national services to a community and achieve program goals.  Well-administered AmeriCorps programs have a strong lead agency and a committed partnership that actively engages resources to address a compelling community need.  Qualified staff receive adequate support, management provides operations oversight, and efficient systems are in place to monitor outcome and compliance. 
1) Partnering agencies have a shared vision and mission of the program design.
a) Governing structure is in place and includes roles and responsibilities for partnering agencies;
b) Key program partners meet regularly and utilize communication systems to coordinate, communicate key issues and implement the program;
c) Key program partners meet annually to discuss program progress, effectiveness and provide feedback for continuous improvement.
2) Lead agency or the applicant organization has systems that effectively involve and engage a wide range of community members to identify, plan, and address local needs—resulting in information regarding impact.

a) Involves broader community input to identify needs to be addressed;
b) Involves broader community input to develop plans to address the need.
3) Lead agency or the applicant organization has management and administrative systems in place.
a) Program operating systems specific to AmeriCorps programs are integrated into all partner management systems; 

b) Operating systems include:

(1) Administrative functions – time/hours record and performance reporting

(2) Information systems – data collection, analysis, reporting, evaluation

(3) Member management – documentation and oversight

(4) Communication and Marketing
(5) Continuity of Operations Plan
c) Staff with necessary skills to fulfill program tasks are selected and trained, including a minimum 1 full-time equivalent (FTE) staff person to cover grant responsibilities;
d) Staff training and development include AmeriCorps regulations, provisions, policies, and issues of compliance.
4)  Program maintains strong fiscal controls through the following systems:
a) Has written policies and procedures manual in accordance with CaliforniaVolunteers requirements;
b) Uses standard accounting practices. (Pr. V.B1);
c) Knows and implements sufficient internal controls. (Pr. V.B1);
d) Separates costs by year and budget line item. (Pr. V.B1);
e) Maintains supporting documentation for all expenditures; providing a clear audit trail. (Pr. V.B1);
f) Provides and accounts for matching funds as agreed upon in budget;
g) Maintains supporting documentation for all Grantee-provided cash and in-kind expenses in the budget, including source documentation justifying the appropriate value of the contributions;
h) Maintains signed time and attendance records (including distribution of time) for each employee whose salary/wage is included in the approved budget;
i) Maintains service hour records for members that differentiate between direct and indirect service hours AND records are all signed by the member and the supervisor (Pr. IV.C2);
j) Member Living Allowance payments are within the allowable ranges and the CNCS share does not exceed the CNCS maximum amount per slot type;
k) Health care made available to all eligible members serving full-time (Pr. IV.14)
l) Child care available to all eligible members (Pr. IV.15);
m) Maintains written contracts with all consultants/subcontractors;
n) Stays within daily maximum rate for all consultants;

o) Maintains fully executed Memoranda of Understanding with all partners;
p) Demonstrates aspects of a strong Control Environment, per A-133, Part 6:
q) Fiscal staff have been to appropriate trainings and/or is aware of pertinent AmeriCorps rules, regulations, provisions, and procedures;
r) PERs (Periodic Expense Reports) and FSRs (Federal Financial Reports) are in the expense workbook and submitted to CV on time, show adequate match and are accurate.
5) Program looks to the future and has a financial strategy that moves it toward long-term sustainability.
a) Sustainability plan incorporates transition from AmeriCorps to non-AmeriCorps service delivery within the program design;
b) Program has a long-term funding strategy in place;
c) Program has identified key/strategic stakeholders to build a resource network.
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Standard Two –– Needs and Services Design 

Program is built to address the community need and all components (i.e. specific intention, intended outcomes, etc.) logically connects back to that need.  Program design is built to deliver the services that achieve the intended outcomes.  These elements apply to each direct service Performance Measurement Worksheet.

1)  Program has clearly identified direct beneficiaries of the stated community need.
a) Referral process is clearly documented to identify the targeted population;
b) Clear process to select the beneficiaries with whom the intervention will have the most success.
2) Intervention is appropriate and will lead to desired results.
a) Intervention is evidence-based – proven strategy to address need;
b) Identified dosage addresses the frequency, intensity, and duration of service needed to achieve the intended outcome;
c) Activity is clearly defined and explains the process of the intervention.
3) National service is an appropriate strategy to deliver the intervention.
a) Member position type supports the design;
b) Member service does not displace or supplant existing staff and/or volunteers;
c) Position descriptions provide a clear understanding of AmeriCorps duties ;
d) Program has identified qualifications, essential functions, minimum skills/education, etc. for AmeriCorps positions.
4) Host sites are appropriate and well managed.
a) Sites are selected based on their ability to conduct the intervention;
b) Program has formal orientation and training plan for placement sites;
c) Site supervisor is identified and trained at each member placement site;  

d) Program has systems to provide routine oversight and support to placement sites;
e) Placement sites are actively involved in overall program success.
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Standard Three – AmeriCorps Member Design
Partnerships are required to recruit, train, support and retain AmeriCorps members to carry out activities designed to address the compelling community need.  Programs must provide members with the training, skills, knowledge and supervision necessary to perform the tasks required in their assigned project positions, including specific training in a particular field and background information on the community served.  Programs must clearly outline member expectations including roles, responsibilities, personal conduct and commitment to serve.  Program design ensures that each member has sufficient opportunity to complete the required number of hours to qualify for a pos-service education award.  In planning for the members’ term of service, program calendar accounts for holidays and other time off, and provides each member with sufficient opportunity to make up missed hours.

1) Program has developed an inclusive recruitment plan, including a timeline.
a) Plan contains outreach strategies to market member opportunities to targeted populations;
b) Recruitment plan includes marketing materials which clearly describe: AmeriCorps service opportunities, member roles, responsibilities and expectations, inclusion, a description of the community, activities, qualifications, member benefits and term of service;
c) Service opportunities are posted on the national recruitment database;
d) Program utilizes an AmeriCorps application that complies with AmeriCorps regulations;
e) Recruitment timeline considers selection process timeline and program start date to achieve 100% enrollment. 

2) Program has a clearly defined selection process to assure compliance with AmeriCorps regulations.

a) Intake process clearly documents member eligibility and other program requirements (vaccinations, skills testing, etc.);

b) Intake process documents clearance of required criminal history background checks prior to service.

c) Selection process includes a member application and reference review;
d) Selection process includes an interview process involving appropriate placement site representation;
e) Selection process includes an assessment of candidate background, commitment to service and experience and skills in order to effectively match members to appropriate positions and sites;
3) Program has developed an orientation plan designed to prepare members for the term of service.  At a minimum, the orientation covers:

a) History of national service with specific focus on AmeriCorps;
b) Geographic/demographics of community, compelling need being addressed, targeted community, program mission/goals, partnership, performance measures and expectation of members;
c) Program calendar covering project timeline including required national days of service, community events, holidays, training and direct service hours to ensure successful completion of term of service;
d) Member rights and responsibilities including code of conduct, prohibited activities, requirements under the Drug-Free Workplace Act, suspension and termination from service, grievance procedures, sexual harassment, other non-discrimination issues and member performance reviews;
e) Member benefits including timesheet and stipend distribution, health care, child care, education award;
f) Training required to equip members with any basic knowledge and skills needed before beginning service;
g) Site orientation including site supervision, expectations, communication channels and member responsibilities to the site;
h) Review of member contract/handbook;
i) Review of safety plans and emergency procedures;
j) Formally acknowledges AmeriCorps commitment through swearing-in ceremony including the AmeriCorps oath.
4) Each member has been officially enrolled in AmeriCorps and the National Service Trust through a signed member contract and certified enrollment form in My AmeriCorps. The signed member service agreement includes, at minimum, the following:

a) Member position description;

b) The minimum number of service hours (as required by statute) and other requirements (as developed by the program) necessary to successfully complete the term of service and to be eligible for the education award;

c) The amount of the education award being offered for successful completion of the term of service in which the individual is enrolling;

d) Standards of conduct, as developed by the program;

e) The list of prohibited activities, including those specified in the regulations at 45 CFR § 2520.65;
f)   The text of 45 CFR  §§ 2540.100(e)-(f), which relates to Non-duplication and Non-displacement;

g) The text of 45 CFR §§ 2520.40-45, which relates to fundraising by members;

h) Civil rights requirements, complaint procedures, and rights of beneficiaries;

i) Program start and end dates, specifically focused on member term of service;
j) Distribution of living allowance, if applicable;
k) Acceptable conduct;
l) Requirements under the Drug-Free Workplace Act (41 U.S.C. § 701 et seq.);

m) Suspension and termination rules;

n) The specific circumstances under which a member may be released for ‘cause’;
o) Grievance procedures; 

p) Member start and end dates; and
q) Member signature and date.
5) AmeriCorps members are registered and managed in My AmeriCorps within 30 days of their official start and end dates according to the following process:

a) A commitment was entered into commitment tracker within 30 days of making an offer to an AmeriCorps members;
b)  Member Information Profile is created and approved within 30 days of each member’s start date;
c) Member enrollment form is created and approved within 30 days of each member’s start date;
d) Members are exited from the system within 30 days of each member’s end date.

6) Program has a training plan, covering the program year, which uses service experiences to help members achieve the skills and education needed for productive active citizenship.  The training plan includes the following:

a) Training hours account for no more than 20% of the aggregate member hours;
b) Identify skills need to perform activities as outlined on performance measure worksheet;
c) Site/partner mandated trainings;
d) Assessment of member skill levels against the skills required list (see b);
e) Input from site supervisors and members;
f) Training required to develop skills and knowledge for all member activities;
g) Teambuilding and espirit de corps;
h) Opportunities for site specific training, as required;
i) Training that will assist members in their transition from their AmeriCorps positions (Life After AmeriCorps).
7) Program is designed to provide a high quality member experience through direct member supervision.

a) Supervision structure provides opportunities for individual one-on-one time with each member;
b) Supervision structure provides linkage to support services, as necessary;
c) Closure activities to support members through transition from service experience to achieve life goals;
d) Conducts a midterm and end-of-term written evaluation of each member’s performance for full and part-time members and an end-of-term for less than half-time members.  Performance evaluations include factors such as:

i) Whether the member has completed the required number of hours;
ii) Whether the member has satisfactorily completed assignments; and

iii) Whether the member has met other performance criteria that were clearly communicated at the beginning of the term of service.  

iv) e)  Clear plans (including recognition efforts, assessing member satisfaction, etc.) for retaining members, leading to successful completion of their terms of service and continued engagement in civic participation.

8) Member development activities, as described by performance measurement worksheets, are tracked and documented:

a) Program representatives adequately deliver to members a continuum of skill development needed both during and after service;
b) End outcomes directly reflect member growth and progress;
c) Program achieves member development outcome targets.
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Standard  Four  – Community Involvement Design

All AmeriCorps programs are required to perform projects that are designed, implemented, and evaluated with extensive and broad-based local input.  This input is provided in consultation with representatives from the community served, AmeriCorps members (or potential AmeriCorps members) in the program, community-based agencies with a demonstrated record of experience in providing services, and local labor organizations representing employees of project sponsors (if such agencies exist in the area to be served by the program).  

1) Program design involves the broader community in carrying out the efforts to address the community need by providing opportunities for volunteers to participate in program-associated activities and considers:

a) The level of volunteering that is needed for the program including the number of volunteers, the number of hours of service for volunteers, whether volunteers will serve on a one-time or re-occurring basis, and the frequency of volunteer service required;

b) What volunteer skills and experiences are needed to make the program successful (developing volunteer opportunities and clearly stated goals and objectives for the volunteers);

c) A recruitment strategy which strives to achieve broad representation from the community, including making materials accessible to audiences;
d) How members will provide the support necessary for volunteers to develop difference and/or higher levels of volunteer responsibility and grown in their personal capacity.
2) Program has systems for recruiting and maintaining community volunteers as a component to address identified needs.

a) Member(s) directly involved in volunteer recruitment activities have clear roles, responsibilities, activities and supervision;
b) All members participating in volunteer recruitment and support activities receive training in volunteer recruitment and management skills and best practices;
c) Program’s volunteer management system includes training, support, and recognition of community volunteers.
3) Capacity building activities that AmeriCorps members perform enhance the mission, strategy, skills and culture, as well as systems, infrastructure and human resources of an organization that is meeting community needs.

a) Capacity building activities are pre-planned, clearly documented on a performance measurement worksheet and have defined end-outcomes;
b) Fund raising activities are clearly defined, directly support the efforts of the program and result in no more than 10% of a member’s originally agreed upon term of service;
c) Member time sheets clearly separates hours spent on fund raising activities from direct service and member training hours.

4)  AmeriCorps member volunteer engagement activities are tracked and documented.

a) Program achieves volunteer targets;
b) Program has systems to report on results or impacts made by community volunteers.
5) Program has developed a marketing and communication plan to publicize program progress and accomplishments to the community:

a) Program utilizes effective mechanisms to inform the broader community of progress toward achieving goals and community impact;
b) Program has opportunities for the broader community to provide feedback to program design.
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Standard Five  – Program Design is  Effective

Program representatives have successfully implemented the program and systems are in place to assess the effectiveness of the program model.  There is adequate oversight to the management of each component to assure that contracted performance measures are implemented and analysis and stakeholder feedback leads to continuous improvement.  Effective program design has a “review process” to gauge appropriate progress of the program throughout the program year: 

1) Effective program has an “initial review” process that quickly checks assumptions of what needs to be in place for the program design to work:

a) Program has appropriate instrument(s) to gather pre-service data on targeted beneficiaries;
b) Program has a performance measurement plan for each instrument, outlining who is responsible for collecting, analyzing and reporting these pre-service data, and the timeline associated with each step;
c) The pre-service data gathered is collected, analyzed, and reported to inform decisions about the effectiveness of the design;
d) Analysis of the “initial review” process includes staffing patterns, member configuration, member/staff/site training, dosage, targeted beneficiaries, partner commitments, etc.

2) Effective program has an on-going “implementation review” process to confirm that the activities and processes are being implemented as designed:

a) Program has appropriate instruments to gather information on implementation of performance measures;
b) Program reviews attainment of established benchmarks and determines progress toward targets;
c) Program identifies challenges or barriers that effect ability to meet targets and seeks technical assistance from partners, commission, and other expertise.

3) Effective program has a “results review” process to assess impact of intervention toward meeting community need.

a) Program has answered the three results components for each outcome target: percent who change, what changed and the amount of change;
b) Program partners meet to discuss program outcomes and identify continuous improvement strategies.

4) An effective program has developed mechanisms to validate both qualitative and quantitative data from the “review process” and determine and incorporate corrective actions, as appropriate.
a) Program management and partners look at a variety of sources to determine program effectiveness;
b) Program management and partners ensure the reliability of the data and validation of the findings;
c) Program management and partners endorse and implement corrective action steps, as needed.
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