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Welcome!  

 

Thank you for committing to spend a year with us in the HarvestCorps program. The 

next year will be an exciting opportunity for you to personally and professionally 

develop while serving your community. The HarvestCorps program at the Ohio 

Association of Second Harvest Foodbanks provides vital direct-service support to anti-

hunger and anti-poverty programs all over the state. By joining us, you’re becoming a 

part of one of the biggest poverty-fighting organizations in Ohio! We’re honored 

you’ve chosen to serve with us, and excited about the year ahead. 

 

This handbook had been made to give you all of the information you need to be 

successful during your term of service. It has been placed in a binder so you can add to 

it as necessary, and space has been provided for training materials and other things you 

want to hang on to. Our hope is that it will get your year started right!  

 

If you should ever have a question, please do not hesitate to contact me or Dustin 

Speakman.  

 

Yours in service, 

 
 

Harmony Cox 

HarvestCorps Project Coordinator 

614-221-4336 

harmony@oashf.org 
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2.  The Nuts and Bolts of HarvestCorps  

HarvestCorps is the AmeriCorps*State program sponsored by the Ohio Association of Second 

Harvest Foodbanks. We provide 30 AmeriCorps*State members to our member foodbanks, Ohio 

Benefit Bank sites, and other community and faith-based organizations in the state of Ohio. 

Members are engaged in direct service activities, such as Ohio Benefit Bank counseling or food 

distribution, throughout their service year. 

Project Service Areas 

Our members work on a variety of different projects, but they are guided around the following 

service areas: 

 The Ohio Benefit Bank: Members serve as support for the Ohio Benefit Bank, working as 

counselors and providing marketing and outreach services at their sites. 

 Hunger Relief: Members provide direct-service support for foodbanks and other 

community organizations on initiatives such as special events, food drives, and the Kid’s 

Backpack program. 

 Anti-Poverty Initiatives: Members will work on other projects as necessary, provided that 

they are projects that address poverty issues. These projects include things like poverty 

simulations, mentoring at-risk youth, community education, and others. 

ANSWERS TO BASIC QUESTIONS 

Who are HarvestCorps members? 

HarvestCorps members serve through the AmeriCorps*State program.  These members have 

committed to a term of service (1700 hours to be worked over a one-year period). In return for their 

service, they will receive an education award, a small living allowance, and invaluable experience in 

the non-profit world.   

What is AmeriCorps?  

AmeriCorps is a national service program that is similar to the Peace Corps.  Citizens agree to 

serve a term of service and, after successfully completing service, they receive a $5,350 

educational award.  There are AmeriCorps programs across the country meeting all kinds of 

community needs, ranging from tutoring children to refurbishing houses for the needy to doing 

environmental work. Besides GETTING THINGS DONE (the AmeriCorps motto), mem``````````

 bers also try to encourage citizens to give something back in their own community.   

 

What are the qualifications to join HarvestCorps? 

Candidates must be 18 or over, US citizens, and able to pass a background check. Additional 

desirable skills, like computer literacy, are considered on a candidate-by-candidate basis. There 

are a wide variety of people who can be successful in our program, so if you have questions, just 

ask! 
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Do AmeriCorps members get paid? 

Not technically. AmeriCorps members receive a living allowance intended to help sustain them while 

they are committed to community service. This monthly stipend is not considered a wage because 

members are not considered employees.  

How is an AmeriCorps member different than a volunteer or employee? 

AmeriCorps members are different than volunteers or employees because the expectation for their 

work is different. Members are placed at sites by OASHF because they have committed a year to 

fighting poverty as a part of one of our sponsored initiatives. Their mission is to further progress on a 

specific project or initiative, and they are prohibited from taking on regular staff duties or displacing 

staff in any way. When introducing yourself to your new site, you will want to make this distinction 

clear. 

 

What is AmeriCorps*State, and how is it different then other AmeriCorps programs? 

You are a member of an AmeriCorps state program. The major difference between AmeriCorps 

programs depends on what they are working to do. AmeriCorps state is focused on direct service, 

while the other major program, AmeriCorps VISTA, is focused on capacity building efforts.  For easy 

reference, see below: 

 

 AmeriCorps*State AmeriCorps*VISTA 

Can have outside employment Yes No 

Can participate in post-

secondary education 
Yes Yes, but with restrictions 

Capacity-building  No Yes 

Direct service  Yes No 

Can choose between an 

education award and a stipend 

No Yes 

 

 

What is direct service, and how is it different then capacity building? 

Direct service is a service that is done to directly benefit a client of your organization. Capacity 

building is an activity that builds your agency’s capacity to work with clients. Where VISTAs provide 

the behind-the-scenes work that creates and improves projects, you provide the manpower that makes 

the projects happen.  

 

Can AmeriCorps State members do capacity building work? 

In general, state members are prohibited from doing capacity building work. However, the differences 

between the two concepts can be difficult to define, and there is some overlap. Consult your project 

coordinator or program director if you have questions about appropriate duties for HarvestCorps 

members. 

 

Are there other activities that HarvestCorps members are prohibited from? 

Yes. HarvestCorps members are governed by the Hatch Act, which means they cannot take part in 

political or faith-based activities when perceived as an on-duty member. For more information, see 

“Legal Issues” on page 10.   
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Can a member serve more than one term? 

Yes! Members are encouraged to spend more then one term in our program, provided that their work 

has been satisfactory. Members can serve up to two years in any branch of AmeriCorps, and can serve 

a lifetime total of four terms. If you’re interested in staying in the program for another year, let the 

program coordinator know. 

 

Can a member earn more than one end of service award? 

There is a lifetime limit of 2 full education awards. What this means can get complicated depending 

on your AmeriCorps experience, but it basically prohibits you from earning in excess of the full 

amount of 2 education awards (currently $10,700). If you have participated in a past full-time or part-

time program and have questions about how participating in our program would affect this for you, 

please contact the program coordinator. 

 

I’ve heard that education awards are transferrable. Is that true? 

Yes, under certain circumstances. Legislation was recently passed that will allow members who are 55 

years old as of their start date to transfer education awards to children, foster children, or 

grandchildren. The regulations around how this transfer will take place are still being written, so we 

will give you more information as it becomes available. If you have questions about this, please 

contact your project coordinator. 

 

If I cannot use the education award for outstanding student loans or further education, what 

can I do with it? 

The education award can pay for tuition and supplies at any Title VI school. This allows you access to 

a wide variety of educational options. It’s up to you how you use the education award, so we 

encourage you to start thinking about it now. We will provide training on accessing and using the 

education award towards the end of the year. 
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HarvestCorps Workflow Chart 
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4. Member Contract 

WHAT WE EXPECT FROM OUR MEMBERS 

 

The expectations for HarvestCorps members are as follows: 

 

1. Complete your 1700 hours of service by the conclusion of our program year.  

2. Work to accomplish all goals on the Volunteer Assignment Description, or VAD (see below). 

3. Abide by the HarvestCorps Member Code of Conduct (see Code of Conduct, page 11). 

4. Complete timesheets and all required reporting as requested in a timely manner. 

5. Attend all required events, including service days and quarterly meetings. 

6. Be an active member of the project by working with fellow project members and providing 

guidance and resources whenever possible. 

7. Represent the Ohio Community Service Council, the Ohio Association of Second Harvest 

Foodbanks, and their host site in a responsible manner at all times. 

8. Uphold an excellent standard of service for yourself and the people you serve in your community. 

 

Though there is a lot of specific guidance on how to do these things on the following pages, these 

represent our major expectations for you. You should be working to fulfill them at all times. 

WHAT YOU CAN EXPECT FROM US  

We will provide you with the following:  

 1. An annual living allowance of $11,800 divided into bi-monthly payments on the 1
st
 and the 

15
th
 of every month. 

 2. Health insurance. 

 3. A post-service educational award of $5,350 (if the Member completes 1700 hours).  This 

benefit is provided by the National Service Trust; not OASHF.  

 4.  Orientation training and support services.  

 5.  Training materials including instructor and participant manuals.  

Our staff will also provide other support to you where appropriate. This includes: 

 

 Training Support We work to provide our members with opportunities to train and grow.  

We have four quarterly meetings where trainings will be provided, and we will work to 

help you identify other development resources. If you are interested in a training and 

require assistance, let us know. 

 Member support In addition to basic member benefits, staff work to ensure that members 

have the best year possible. This mission encapsulates a wide array of what HarvestCorps 

staff does, so if you want to know if we can provide it, ask! 

 Workplan guidance Assistance in revising and explaining Volunteer Assignment 

Descriptions (VADs) to guide members through their year.  
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 Reporting and data tracking Staff will track selected data through member reporting 

and timesheets, as well as reporting from other sources such as Solutions for Progress. 

Data will be made available to members and supervisors as requested. 

 Member Issue Mediation Staff will provide all necessary support throughout the 

disciplinary process for members, and remove members when necessary and appropriate. 

For more information, see “Disciplinary Policy” on page 12. 

 Member exits Ensuring that all necessary forms are filed and procedures are followed to 

successfully exit members from service so they may receive their education awards. 

 

 

 

When you are on duty, you will generally be working at your host site. Your host site is an 

organization that has applied to OASHF and received AmeriCorps resources to further their anti-

poverty mission. Host sites are responsible for supplying you with the following things: 

 

 A Site Supervisor As denoted in the HarvestCorps Workflow Chart, your Site Supervisor is 

responsible for directing your day-to-day activities. They are your daily point of contact for 

VAD  direction as well as personal guidance when you are working on site. You and your 

supervisor should communicate regularly, and they should be the first person you ask for 

assistance with your day-to-day work. 

 Office Supplies You should be supplied with all of the material supplies you need to get your 

work done. This includes an office space with a computer, access to a phone line and a fax 

machine, internet access, and all other materials you need to complete work as it is requested 

by your supervisor. Members should never be asked to pay for these materials, and sites are 

required to agree to provide them before the member begins. 

 Workplace Guidance Sites should provide a full orientation as detailed below. Members 

should be given a clear idea of workplace expectations, including dress code and call-off 

procedures, within their first week on site. 

 Other Support Host sites are responsible for providing all of the accommodations reasonably 

needed to do your job. This includes everything from bathroom access to travel 

reimbursement. If there are things you require that are not being provided for you, please let 

your supervisor know. 

 

If your site fails to provide these things, please notify the project coordinator immediately! 

 

 

 

 

6. Volunteer Assignment Description (VAD) 

5. Working At Your Host Site 
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The Volunteer Assignment Description, or VAD, is your guide to what you will be doing over the 

year. This document outlines the activities you will be doing and their expected results. You will be 

asked to report on these results on a monthly basis, both through OnCorps and through the reporting 

spreadsheets (see Monthly Reporting on page 13). 

You will be expected to review your VAD with your supervisor periodically and ensure that you are 

meeting the goals on it. We will also review your VAD in our first quarterly meeting to make sure you 

understand it and have all the assistance you need to complete it. If you have questions about your 

VAD, please refer them to your supervisor or the Project Coordinator. 

OTHER GOALS AND OBJECTIVES 

It is important to note that while the VAD will provide your primary goals and objectives, you may 

occasionally be engaged in activities that are not on the VAD but still support your site’s goals and 

objectives. As long as the activities that you are doing do not interfere with the completion of your 

VAD or fall into the category of prohibited activities (see “Legal Issues” on page 10), you are 

encouraged to be a full participant in activities at your site. If you have questions about your duties, 

contact your supervisor ASAP. 

 7. Intake and Orientation 

Before orientation takes place, all new members should complete a phone interview with the 

program coordinator and submit a background check, a high school diploma or equalivent, a 

birth certificate, and a completed I-9 form. Members will not be enrolled in the program without 

these documents. 

At the beginning of the program year, all new members will take part in a multi-day orientation 

hosted by OASHF. This will include teambuilding exercises, workplace/site expectations, and an 

introduction to the AmeriCorps Program and HarvestCorps policies and procedures. During 

orientation all remaining necessary enrollment and personnel forms will be filled out. For the 

dates of this orientation, please see the HarvestCorps Event Calendar. 

Once this is complete, you will return to your site. Your site is required to provide a full 

orientation for you. Orientation should include introducing you to appropriate staff, a general 

overview of your duties as described by the VAD, and a tour of your working environment. 

Orientation should also include an introduction to the community you will be serving, including 

community leaders, site supporters, and other community figures you should be aware of. 

Supervisors should provide a copy of their site’s policies and procedures to the member so there 

is no confusion about workplace expectations. It is the responsibility of the site to acclimate the 

member to the duties they will be obligated to as members. If you have questions about the day-

to-day duties you are to accomplish at your site, please consult your site supervisor. 

 

8. Program Hour Requirements 

HarvestCorps members all serve a minimum of 1700 hours and must complete their service hour 

commitment by August 31
st
, 2011. This means an average of 34 hours per week for all 
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members. The project coordinator will keep track of hours worked through periodic audits. 

However, members and supervisors are responsible for keeping track of hours worked and 

entering them into OnCorps correctly. Members are responsible for their own hours! 

We understand that in some months members will serve more hours than in other months. 

However, members must demonstrate satisfactory progress toward their commitment to remain 

in the program. Members are expected to consistently work enough hours to avoid going into an 

hour deficit.  

HOUR DEFICITS 
An hour deficit occurs any time a member must work more than an average of 40 hours a week 

in order to complete their term of service on time.  If this occurs, the member and the supervisor 

will be made aware of the need for correction. In extreme cases, the member and supervisor may 

be asked to complete an Hour Make-Up Plan to demonstrate that the member is able and willing 

to complete their 1700-hour commitment by the conclusion of their term. Failure to abide by the 

terms agreed to in this plan can be grounds for dismissal. 

 

SUSPENSION WITHOUT PAY 
If circumstances arise where a member will not be able to work an adequate number of hours for 

an extended period of time (extended illness, necessary extended absence, etc.), members may 

request to be suspended without pay for a limited amount of time. If you choose to be suspended 

without pay, we will grant you an extension of that time at the end of your term in order to 

complete your hours and receive your award. In circumstances where this would cause members 

a financial hardship, we will work with them and their site to identify activities that allow them 

to make hours up during their absence. Members are responsible for informing HarvestCorps 

staff of these circumstances and working with them in order to complete their term despite their 

absence. Failure to do this can result in dismissal from the program. 

 

TRAINING HOURS 

Since AmeriCorps is a personal and professional development opportunity, you are expected to 

spend a certain amount of your time in training. Members should shoot for 10-20% of their 

time spent on training opportunities. There will be regular training opportunities once per 

quarter that are required for members. You are encouraged to identify other trainings in your 

community to meet this requirement as well. 

SERVICE HOUR AUDITS 

As members complete timesheets each month, the project coordinator will tally their hours in the 

OnCorps system. There will be a bi-monthly audit of those hours, completed by the project 

coordinator, through the OnCorps system. In general, members and supervisors will only receive 

notification of an audit if there is an issue with the hours worked.  

EARLY COMPLETION OF HOURS 

Members who complete their hours prior to graduation may re-negotiate their expected hours on 

site with the AmeriCorps coordinator, provided that the site supervisor has no objections. 

However, all members are still required to participate in all team functions (team meetings, 

service days, etc.) until the end of the service year. 
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EARLY TERMINATION 

Members are always expected to serve their full 1700 hours. If you leave your site before your 

term is complete, it leaves the projects and clients you were working with in limbo until there is 

a new member next year. Obviously, we don’t want that to happen! 

That being said, there will occasionally be circumstances where a member will need to leave 

service early. In this case, it’s important to make sure it is done appropriately. If certain 

procedures are not followed, it can result in the forfeiture of your education award and a 

prohibition from further service. It is possible to receive a prorated education award in certain 

circumstances. 

To receive the prorated award and be exited without a further prohibition of service, there must 

be proof of compelling personal circumstances. These include: 

 

 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 which 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 a Welfare to Work 
program to a fulltime employment opportunity;  

 

 Some other unforeseeable circumstance beyond the member’s control makes it 
impossible or unreasonably difficult for the member to complete the term or service, 
such as a natural disaster, a strike, relocation of a spouse, or the nonrenewal or 
premature closing of a project or the program.  

 

Should any of these circumstances arise, it is the responsibility of the member to notify their 

supervisor and program coordinator immediately. Whenever possible, HarvestCorps staff will 

work with members to ensure that they receive prorated awards and are able to conclude their 

service successfully. 

Compelling personal circumstances do not include leaving the program: 
 

 To enroll in school; 
 

 To obtain employment, other than in moving from welfare to work; or  
 

 Because of dissatisfaction with the program.  
 
If you leave your term of service for any reason other than a release for compelling personal 
circumstances, you will cease to receive payment and will receive no portion of the education 
award. You will also be prohibited from further service with us or other AmeriCorps programs. 
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The majority of your service will take place at your site. However, there are days when we will 
require you to travel and take part in activities that we provide for our members. These days are: 
 

 CNCS Recognized National Days of Service (Martin Luther King Jr. Day, Make a 
Difference Day, AmeriCorps Week Celebration, and September 11th Day of Service and 
Remembrance) 

 Quarterly Meetings 

 Any OASHF-sponsored conferences or events that would benefit the member in their 
service 

 
Quarterly meetings and days of service are marked on your calendar. You are expected to be 
aware of them and be prepared to attend. We will make you aware of any other events where you 
are expected to travel in as much advance as possible. 
 
Quarterly meetings are our opportunity to get together as a project. We generally do a training 
on a skill area and a service reflection activity. It’s also our chance to go over administrative 
updates and other project information with you. It’s important to attend so you don’t miss 
important information and the chance to share resources and ideas with your fellow 
HarvestCorps members. 
 
Days of service are days when members are asked to step away from their day-to-day duties and 
work on a specific service activity to benefit their community. Some days will be spent in 
Columbus, and for other days you will be asked to find a project in your community. OASHF 
observes nationally recognized days of service, so it should not be difficult for you to find 
something to do! 
 
If for any reason you cannot attend one of these events, you need to notify the project 
coordinator immediately. If you miss a service day activity, you will be asked to make it up with 
a project in your own community. If you miss a meeting, you will be responsible for covering all 
of the material that you missed on your own time. Keep in mind that most absences from 
meetings and service days will not be considered excused, and may have disciplinary 
consequences. For more information, see Attendance Policy on page 12. 
 
 

10. Legal Issues for AmeriCorps Members 

EMPLOYEE DISPLACEMENT 

AmeriCorps members are not recognized as federal or state employees or employees of The Ohio 

Association of Second Harvest Foodbanks or their host site. Because AmeriCorps members are not 

“paid employees,” a member is not permitted to fill in for an absent employee or perform services, 

duties, or activities assigned to a paid employee at the service site. A member may not do anything at 

9. Quarterly Meetings and Days of Service 
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a service site to displace a paid employee or position or to infringe upon a paid employee’s 

promotional opportunities.   

TAX WITHHOLDING AND UNEMPLOYMENT COMPENSATION 

By law, members are “stipend participants” whose living allowances are subject to ordinary state and 

federal tax laws. Thus, HarvestCorps will withhold applicable state and federal payroll taxes from 

living allowance checks. Members are not eligible for unemployment compensation since they are not 

employees.  

JOB-RELATED INJURIES 

AmeriCorps members in Ohio are eligible for Worker’s Compensation for job-related injuries. 

Members must notify their site supervisor immediately of an injury and provide HarvestCorps with a 

written report with 24 hours.  

PROHIBITED ACTIVITIES (THE HATCH ACT) 

All National Service members are governed by a piece of legislation called The Hatch Act. The Hatch 

Act prohibits members from taking part in certain activities while they are serving or perceived to be 

serving in AmeriCorps by the public. These activities cannot be a part of a member’s service, nor 

should he/she wear HarvestCorps or AmeriCorps uniforms, identification, buttons, etc., while 

participating in these activities, or otherwise identify or associate such activities with an AmeriCorps 

program: 

 

 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 the 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;  

 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.  

 

In order to ensure your compliance with this legislation, please ensure that you do not take part 

in any of the above activities while also performing service that counts towards your 1700 hour 
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goal. Please also avoid these activities if you are wearing your uniform shirts or any other 

AmeriCorps gear. 

Members should consult the project coordinator if they are unsure about the permissibility of any 

activity they are asked to perform. Likewise, if supervisors have questions about the 

permissibility of certain activities, they should contact the project coordinator. 

 

11. Attendance Policy 

All AmeriCorps members are required to attend their sites on scheduled days at scheduled times 

for the scheduled hours. If for any reason they are running late for scheduled hours, they are to 

notify their site in a timely manner. Supervisors are responsible for reviewing their 

organization’s call-off procedure with members. Members are responsible for following all 

established call-off procedures. We realize that it may not be possible to schedule all doctor’s 

appointments and flat tires, and there may be times when a member has to miss his/her service. 

In these instances, members should notify their site supervisor’s well in advance of the absence if 

possible. Members may be requested to provide written documentation (e.g., doctor’s excuse, 

receipt from Goodyear, etc.) to the site supervisor or program coordinator if excessive absences 

occur. We encourage members to work with their site in all instances to provide accommodation 

for all parties.   

 

HarvestCorps team meetings and service projects are mandatory. Members will be informed of all 

dates and times they are expected to participate at the beginning of their service via the HarvestCorps 

Events Calendar, so most absences will not be excused. Any time a HarvestCorps member fails to 

attend an event and also fails to give notice of their absence, it will be considered an unexcused 

absence by OASHF staff. If a member finds that they cannot attend an event, they are responsible for 

contacting an appropriate staff member and informing them of their absence no less than 24 hours in 

advance of the event.  From there, it is at the discretion of the staff member in charge of the event to 

approve or disapprove the absence. Appropriate extenuating circumstances include: 

1. Medical emergencies 

2. Emergencies that directly prevent travel (car trouble, weather, etc.) 

3. Personal emergencies  

Please note that these circumstances do not include day-to-day site duties, pre-scheduled community 

events or meetings, or college classes. In the event of an emergency circumstance that occurs on the 

day of the event, the member is responsible for contacting appropriate staff immediately to inform 

them that they will not be present. If this is not possible, they are responsible for doing so as soon as it 

is feasible. Repeated unexcused absences from required events will result in disciplinary actions up to 

and including dismissal. 
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12. Dress Code 

AmeriCorps member attire reflects directly upon the AmeriCorps member as well as partnering 

sites. Members will be provided uniform shirts by HarvestCorps, and are required to wear them 

every day. If the site would like to provide their own uniform shirts, they may, but HarvestCorps 

shirts must still be worn at least three days a week. Members may select their own bottoms and 

accessories for these shirts provided that they are tasteful. You should wear neat, clean clothes 

that are appropriate to your working environment, and follow the dress code of your site. 

Members are expected to look professional and be able to perform their duties proficiently and 

safely in their attire.  

 

13. Timesheets, Monthly Reports, and Expenses 

Timesheets are audited by the Corporation for National and Community Service, the Ohio 

Community Service Council, and OASHF staff from time to time. Reports are used to document 

members’ direct service and the progress toward achieving HarvestCorps objectives.  

TIMESHEETS 

Timesheets should be submitted via the OnCorps system.  

 Timesheets are to be completed and approved through the OnCorps system. Physical copies of 

reports will not be accepted. 

 Timesheets must be submitted by the member between the 1
st
-5

th
 and 15

th
-20

th
 of every 

month. Timesheets must be approved by the 10
th

 and 25
th

 of every month by the site 

supervisor. If this will not be possible, it is the site supervisor’s responsibility to inform the 

project coordinator and complete it as soon as possible. 

 Members are directed to keep their service time up to date on timesheets rather than wait until 

the date they are due. Completing timesheets should not interfere with daily duties and 

responsibilities at member’s service site. 

 Timesheets should have clear record of time spent in training as well as time spent in service. 

At least 10% of your time should be spent in training and development activities. If you 

are not sure what activities should be counted for what, consult the Project Coordinator. 

 Repeated failure to submit timesheets and reporting on time can result in disciplinary action. 

 

MONTHLY REPORTING 

Members are responsible for two forms of monthly reporting: reporting via the OnCorps system 

and reporting via the monthly reporting spreadsheet.  
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 Like the timesheets, physical copies of these reports will not be accepted. Please do not 

mail or fax reports to our office. If you are having technical difficulties with OnCorps or 

the spreadsheet, please let us know and we will help you troubleshoot. 

 Monthly reports will be accepted between the 1
st
 and the 5

th
 of the following month. 

Reports will not be accepted before this time. Reports submitted after this time will be 

considered overdue. If you will be late on reporting for any reason, it is your 

responsibility to inform the Project Coordinator in advance of the due date. 

 

 

EXPENSE FORMS 

On occasions where OASHF requires you to attend a training or meeting, we will reimburse your 

expenses. We will also reimburse for other requested expenses in certain circumstances. 

 Expenses must be submitted via the OnCorps system. 

  Expenses must be submitted within the pay period in which they are accrued. Submitting 

expenses within the wrong time frame will delay reimbursement. 

 All expenses must be adequately documented. Any expense submitted without a receipt 

or other form of documentation will not be reimbursed. 

 OASHF will only reimburse previously approved expenses. Expense forms submitted for 

unapproved expenses will not be reimbursed. 

 All expense forms must be signed by your site supervisor. Unsigned forms will not be 

processed. 

 Expenses will only be reimbursed for the member that incurred the expense. Expense 

checks will not be cut for family members, carpoolers, etc.  

 Any evidence of abuse of the expense reimbursement system will result in the 

member being required to return the money and face disciplinary consequences up 

to and including dismissal. 

 

14. Member Discipline and Dismissal 

CODE OF CONDUCT 

Members are expected to adhere to a code of conduct throughout their service. This code is as 

follows: 

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  
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B.    The member is expected to, at all times while acting in an official capacity as an 
AmeriCorps* member:    

 
1. Demonstrate respect towards others, 
2. Follow directions and ask questions when clarification is needed, and 
3. Direct concerns, problems, and suggestions to the Program Coordinator 

or Director of Community Services.  
 

C. The member understands that the following acts also constitute violations of the 
Program’s rules of conduct: 

 
1. Unauthorized tardiness. 
2. Unauthorized absences. 
3. Repeated use of inappropriate language (i.e. profanity) at a service site. 
4. Failure to wear appropriate clothing to service assignments.  
5. Stealing or lying. 

In general, HarvestCorps members are invited to continue to serve in the program up to the lifetime 

term limit given that their performance is satisfactory and they abide by the code of conduct provided. 

However, there are additional situations where OASHF will intervene. Those situations are: 

 Consistent underperformance by member on duties as described by the VAD 

 Lateness on or failure to provide required reporting and administrative forms 

 Repeated lateness on timesheets and OnCorps reporting 

 Situations in which it appears the member will not be able to complete their 1700 goal 

within the service year 

 Failure to meet recruitment goals 

 Failure to communicate in a timely and appropriate manner with OASHF staff 

 Repeated unexcused absences from members at required events and trainings 

 

Should the Code of Conduct be violated, or any of the above situations occur, there will be 

disciplinary consequences. Only the AmeriCorps coordinator, program director, and site 

supervisors have the authority to give written disciplinary reports. All written disciplinary reports 

will be documented in the member’s file and copies provided to the member. Only the project 

coordinator and program director will administer members a probation period, suspension, or 

termination from the program. 

A progressive discipline approach is used with members. An outline of this process follows: 

 First Strike: A verbal warning may be issued for minor infractions and excessive 

failure to adhere to policies and procedures. If a verbal warning is issued, HarvestCorps 

staff will be made aware. 

 Second strike: A written warning will be issued. This warning should include the specific 

behavior that has caused the problem, the regulation that it is in violation of, and the corrective 

action that is expected to take place as a result. This warning will be provided to HarvestCorps 

staff so a copy may be put in the member’s file. Depending on the severity of the issue, a 
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meeting or phone conference will be held with the member’s site supervisor to discuss the 

problem. 

 Third strike: If there is a third violation, the member may be suspended until he or she 

can meet with the AmeriCorps coordinator and program director to discuss his or her 

continued service and create an action plan to correct the problem behavior. 

 Dismissal: If violations continue, the member may be removed for cause. Dismissal of a 

member can only be completed by HarvestCorps program staff, and will only be 

completed if appropriate documentation is provided and the above policy is followed. 

 

Members will be addressed with progressive discipline as described above. In all situations, 

HarvestCorps staff will work with both the member and the site to work out conflicts and look 

for resolutions that are fair to both parties. 

Please note that there are situations that will result in your immediate removal from the program. 

They are: 

 Engaging in any activity that may physically or emotionally damage other members of 
the program or people in the community. 

 

 Unlawful manufacture, distribution, dispensation, possession or use of any controlled 
substance or illegal drugs during the term of service. 

 

 Consuming alcoholic beverages during the performance of service activities.  
 

 Being under the influence of alcohol or any illegal drugs during the performance of 
service activities. 

 

 Failing to notify the program of any criminal arrest or conviction that occurs during the 
term of service. 
 

 Situations in which it appears the member will not be able to complete their 1700 goal within 

the service year 

 

 Any documented violation of the Hatch Act (see “Legal Issues” on page 10) 

 

 Any actions that result in damage to the capacity or reputation of the host site or the 

HarvestCorps program 

 

 Any evidence of fraudulent timekeeping or other fraud regarding member benefits or the 

education award 

 

 Any evidence of abandonment of a member’s slot (failing to report to work, failure to 

communicate with supervisor and HarvestCorps staff, etc.) 

 

 Any actions that call into question the member’s ability to continue to serve as a HarvestCorps 

member 
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Should any of the above situations occur, the HarvestCorps program will investigate the 
circumstances appropriately. The member will be suspended during this investigation. If the 
allegations are accurate, the member will be dismissed. 
 
An early dismissal from the project for any disciplinary reason will result in the 
forfeiture of your education award and prohibition from further service with 
AmeriCorps programs.  
 

GREIVANCE PROCEDURE 

Members should be aware that they are entitled to filing a grievance if they feel they have been treated 

unfairly by their site supervisor or by OASHF staff.  

There are 3 forms of resolution at the sub-grantee level to concerns raised: 

 

 Informal efforts: The Ohio Community Services Council strongly recommends this 

as the first step prior to proceeding to filing an Informal Grievance or a Formal 

Grievance. This includes the aggrieved party bringing their concerns to the 

AmeriCorps Program Coordinator/Director to allow for open communication and 

early resolution to concerns. In all situations where grievances are aired, OASHF staff 

will work with the member to find  

 

 Informal grievance resolution. The Informal Grievance Procedure consists of the aggrieved 

party indicating that they seek resolution of a grievance through alternative means of dispute 

resolution (ADR) such as mediation or facilitation. The aggrieved party must file a request 

for ADR proceedings within 45 calendar days of the date of the alleged occurrence. If 

ADR is instituted, the process must be aided by a neutral party who, with respect to the issue 

in controversy, functions specifically to aid the parties in resolving the matter through a 

mutually achieved and acceptable written agreement.    

 

 Formal grievance resolution. The Formal Grievance Resolution procedure is conducted if 

members chose to forego informal grievance resolution, or if members go through the 

informal process and find it does not adequately address their issues. If members choose to 

go through this process, it will be conducted by the Ohio Community Service Council and 

the Program Director. 

 

If the need for grievance resolution becomes apparent, it is the responsibility of the member to make 

OASHF staff aware so they can respond appropriately. All grievances raised will be kept confidential 

unless there are circumstances in which confidentiality would include violation of program regulations 

or state and federal law. In all situations, we will work with members to find solutions that allow them to 

successfully complete their service year. 
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15. AmeriCorps Member Benefits 

Your participation  secures the following benefits for you throughout your year of service:  

Full Time (1700 Hour): 

Will receive a monthly living allowance totaling $950 (gross) 

Are eligible to receive an educational award of $5,350 if all program requirements are 

completed 

Are eligible to apply to their student loan provider for loan forbearance on student loans 

The living allowance is provided not as pay for service rendered, but to provide for some of the cost of 

living while engaged in national service.   

Checks will be provided to members via direct deposit. Members are responsible for providing a 

blank check and other bank information during orientation.  If members do not have checking 

accounts, they are responsible for notifying our office to arrange alternate means of deposit. Checks 

will not be issued to anyone other than the member.   

Living allowances are subject to all federal and state taxes. 

 

16. Performance Evaluations 

Performance evaluations provide positive as well as constructive feedback through one-on-one 

meetings with AmeriCorps members. They provide opportunities for member growth, self-

improvement, and self-reflection.  

Performance evaluations are e-mailed to site supervisors and members two weeks prior to the 

day they are due. Site supervisors are to complete these evaluations on their own, then review 

them with members one-on-one. AmeriCorps members are directed to complete a self-evaluation 

and bring it to the one-on-one evaluation meeting with the site supervisor. This allows members 

to have input in the evaluation process.   

See the HarvestCorps Events Calendar for due dates.  

 


