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	Washington Service Corps 

Exit Instructions for Project Supervisors

2006-2007


· AmeriCorps*State member exit paperwork is due to WSC Program Coordinators within 5 business days after the member’s term date.  

· AmeriCorps*VISTA member exit paperwork is due to WSC Program Coordinators 30 days prior to a member's scheduled term date. If a member terminates early, the exit paperwork is due to WSC Program Coordinators within 5 business days after the member's term date.

· Please submit all forms in one complete packet.

· Project Supervisors are responsible for checking for completeness, legibility and accuracy.

· For early terminations, please make sure to reference Policy #11 to ensure due process and accurate documentation of circumstances. 

	REQUIRED FORMS (Please see instructions to follow):


	Type of Termination
	CNCS Exit Form
	Member Reflection
	Life After AmeriCorps Survey
	Project Supervisor Memo
	Member Resignation Letter
	Member Memo
	Supporting Documentation**
	  NACCRRA Childcare  

  Exit Forms
	VISTA Future Plans Form
	VISTA Return to 
Home of Record Form

	Standard, end of scheduled term
	X
	X
	X
	
	
	
	
	If app
	X
	If 

app

	Early Term, non-compelling, for cause, Member quits.
	X
	
	
	X
	X
	
	
	If app
	X
	If 

app

	Early Term, non-compelling, for cause, Project decision.
	X
	
	
	X
	
	
	X
	If app
	X
	If 

app

	Early Term, compelling - pro-rate award requested by either/both Project Sup and/or Member.
	X
	X
	X
	X
	
	X
	X
	If app
	X
	If 

app

	End of Term, not enough hours, compelling - pro-rate award requested by either/both Project Sup and/or Member.
	X
	X
	X
	X
	
	X
	X
	If app
	X
	If 

app

	End of Term, not enough hours, non-compelling
No pro-rate award requested.
	X
	X
	X
	X
	
	X
	
	If app
	X
	If 

app


** Supporting documentation required depends on the circumstances surrounding the member's termination. Please see Policy #11 for further guidance.

	FORM INSTRUCTIONS:


For all forms, unless otherwise noted, please submit the original to your WSC Program Coordinator and keep a copy on site in your member files.

MEMBER TIME REPORTED (Team Time Report)

· The WSC no longer requires a member timesheet to be submitted with exit paperwork.

· A member’s final living allowance check will be issued based on the member's date of termination.  The check will be pro-rated based on days served within the pay period. 
· The formulas are slightly different for AmeriCorps*State versus AmeriCorps*VISTA members. The WSC Program Coordinator will pro-rate the living allowance for payroll.

· To verify hours for WBRS (AmeriCorps*State), the Project Supervisor submits the signed Team Time Report on schedule as a part of normal operation. If time is not reported on the Team Time Report, the member will not be credited hours served in WBRS.
· All original Member timesheets (AmeriCorps*State and VISTA) are required to be kept on-site with the project for auditing purposes. 
CNCS EXIT FORM

1. Collect the completed form (member completes part 1.)

2. DO NOT complete Part 2 – WSC staff will complete this section. 

3. Keep a copy for the member file and send the original to the WSC.

MEMBER REFLECTION 

· Discuss reflection options with your team and/or individual members.

· Review the reflection with your member. 

1. If the reflection is written, make a copy for the member’s file and submit the original to WSC.

2. If the reflection activity is not written, Project Supervisor should submit a memo to the WSC stating the nature of the project, include specific information related to What? Where? When? How?

LIFE AFTER AMERICORPS SURVEY:
· Please distribute to members with other exit paperwork and have them complete the survey. For members terming as scheduled, the survey is required, but it is not required that the members answer all questions.
· If a member terminates early and does not fill out a survey, the project does not need to submit a blank survey with "member unavailable." However, the member should be given the option to complete the survey when terminating early.

· Forward the survey with the rest of the exit paperwork and keep a copy with the project site as desired. 
PROJECT SUPERVISOR MEMO

· If an AmeriCorps*State member did not complete 1700 hours for reasons other than a compelling personal circumstance, or if an AmeriCorps*VISTA member terminates the program for reasons other than a compelling personal circumstance, the Project Supervisor submits a memo to the WSC Program Coordinator that includes:
· Why the member is terminating the program early,

· the member's official termination date, and 
· acknowledgement that the member is aware that s/he is not eligible for a pro-rated education award because s/he did not fully complete service requirements.

Note: WSC will send a form letter to the member officially confirming that the member will not receive an education award.

MEMBER RESIGNATION LETTER

· When a member chooses to leave their service assignment early a resignation letter is required. The resignation letter should include:
· Notice of last day they plan to serve (end date),

· the reason(s) they are choosing to terminate their service, and
· acknowledgement that they understand they will not be receiving an education award (if they are not requesting one for compelling reasons as outlined below).
MEMBER MEMO
· When a member terminates their service assignment early for compelling reasons, a memo is required. The memo should include:

· The reason(s) they are choosing to terminate their service,

· clear request for a pro-rated award based on otherwise successful completion of the program,  

· clearly defined and explained compelling reasons with as much detail as they are able to share, and

· If the member completed their term as scheduled but did not meet the minimum hours requirement (AmeriCorps*State), they need to explain compelling reasons for the hours missed or acknowledge that they are not receiving an education award. 

NACCRRA CHILDCARE EXIT FORMS

· When a member exits the program at any time, a "Termination Form" is required for NACCRRA VISTA*Care or AmeriCorps*Care childcare benefits.  
· This form can be found from the link for "Childcare" on the WSC website or by going directly to the NACCRRA website.
· If a member leaves the program and you are unable to contact them for whatever reason, we are still obligated to notify NACCRRA of termination of service status. 

1. Have members complete their portion of the Termination Form.

2. For AmeriCorps*State members: forward the original to NACCRRA for processing and send a copy to your WSC Program Coordinator for the member's file. As the Project Supervisor, you can serve as the "Program Director" to complete the form.

3. For VISTA members: forward the original Termination form to your WSC Program Coordinator for the member's file and processing with the state office. 

4. Keep a copy with the project site for the member's file.

VISTA FUTURE PLANS FORM
· VISTAs are all considered as "terminating" when they successfully complete their term of service. Unless the VISTA is applying for an extension or signing up to serve a second term, your "Recommendation" should always be marked "termination." 

1. Ensure that the form is completed accurately and signed by both yourself and the member. "Scheduled date of termination" is the VISTAs scheduled end date. This should match the "complete my service as scheduled" date for standard terminations. 

2. If a VISTA is NOT applying to serve with your program for their next term, but is planning on reenrolling with another program, please make a note of that on the form so that we accurately process the paperwork for payroll at the WSC. 
3. Forward the original to your WSC Program Coordinator.

4. Keep a copy with the project site for the member's file.\
VISTA RETURN TO HOME OF RECORD FORM
· IF a VISTA member filled out a "Travel to Project" form, they are eligible for "Return to Home of Record" funds. 

· If a VISTA is not planning on immediately returning home, they should submit the form marked, "I’m not sure when I want to return home…" to get the funds they otherwise would be eligible for immediate travel. 

· If a VISTA is planning on shipping baggage, they MUST mark that section to be eligible for reimbursement.

	PRO-RATED EDUCATION AWARD REQUESTS:


Members may be eligible for a pro-rated education award if a compelling personal circumstance prohibited them from meeting the minimum service requirements (including 1700 hours for AmeriCorps*State).  In addition, the WSC may grant a pro-rated education award to those AmeriCorps*State members who enrolled on or after October 16, 2006, providing the member otherwise successfully completed the program and served in a full-time capacity defined as 40 hours per week for at least 9 months.

If a member did not meet minimum service expectations, please inform them of their right to request a pro-rated education award due to compelling  personal circumstances:
1. Member writes a letter of request to the Project Supervisor explaining the personal and compelling circumstance and submits to Project Supervisor along with any supporting documentation*.

2. Project Supervisor submits a letter of support or non-support of the member’s request to WSC with other end of term paperwork that includes rationale for support or non-support.
3. Project Supervisor keeps a copy of the letters and supporting documentation for the member file.

*Note:  Members may need to provide documentation that supports the claim of a compelling personal circumstance, such as a letter from their doctor.  In addition, documentation must support the amount of time the member was unable to perform in their service assignment.

If an AmeriCorps*State member enrolled on or after October 16, 2006, and did not complete 1,700 hours of service, but otherwise successfully completed the program:

1.
Project Supervisor submits a memo to the WSC (with other end of term paperwork) requesting a pro-rated education award based on the member’s enrollment date and otherwise successful completion of the program (serving at least full-time with satisfactory performance for the duration of their term).

2. Project Supervisor keeps a copy for the member file.

	INTEREST ACCRUED DURING NATIONAL SERVICE:


This is computer generated along with the voucher packet when the member's award is granted.
	NATIONAL TRUST & EDUCATION AWARD INFORMATION:


AmeriCorps Official Website: http://www.americorps.org/for_individuals/benefits/benefits_ed_award.asp 
CNCS Paperless access: http://www.americorps.org/for_individuals/online/index.asp 
Alums information page: http://www.lifetimeofservice.org/?Education 

If you have any general questions about your award please call the Trust: 1-888-507-5962 to report an address change, request a duplicate voucher, how to use the voucher, or how to receive the educational reward. 
You may email questions about your voucher at edawardvoucher@cns.gov.  
If you would like to determine if your school is Title IV, you may call the U.S. Department of Education at 1-800-433-3243 go to their website at http://www.fafsa.ed.gov/fotw0607/fslookup.htm. 
You can download, "The Effective Education Award" publication at: http://www.onechildleftbehind.com/edaward.html.  This was written by Brandon Rogers. His website also has other resources regarding the Education Award.
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