Q

AmeriCorps
Washington

Annual Site Staff Checklist

Monthly

O Timesheets due: 15" and end of the month | Paydays: 5" and 20™ of every month.
O Lunch and Learns on Teams | 1%t Wednesday of the month @ 11:30 a.m. and 3 p.m.
[0 Check to make sure members are on track to complete their minimum required hours.
o The site must provide 40 hours of service a week and work with the member to
arrange alternative service during site closures (including school breaks).

Recruitment and Enrollment Checklist

Actively promote your position until filled. (See Policy 161)

Review applications weekly and notify applicants about the status of their application
within 10 days.

Make an offer to your preferred candidate.

Begin the enrollment process once your candidate accepts your offer.
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September/October (depending on member start date)

Complete member site specific onboarding.

Review Member Service Agreement and Position Description Form with member.
Complete required Washington Service Corps trainings (assigned in LMS by WSC staff)
Review local support and state cash benefit programs such as SNAP with member.

Put up “Serving Here” and “Prohibited Activities” posters.

Washington Service Corps Member Orientation (2 days in October, prescheduled).

Get set up in TimeTracker so you can complete timesheets

Make a Difference Day (4" Saturday in October)

December

[0 Complete required AmeriCorps/On3Learn trainings (December 15)
O Member Story of Service due in TimeTracker (December 15)
OO Q1 Report Due in America Learns (December 15)

January

O MLK Jr. Day of Service (3@ Monday in January)
0 Member Evaluation 1 — emailed to SMSC (January 31)

March

[0 Member Story of Service Due (March 15)
O Q2 Report Due in America Learns (March 15)
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April

O Earth Day of Service (April 22, sites may host events on alternate dates)
May

O Member Evaluation 2 — emailed to SMSC (May 31)
June

O Member Story of Service Due in TimeTracker (June 15)
0 Q3 Report Due in America Learns (June 15)

August

[0 Member Story of Service Due in TimeTracker (August 31)
September

OO0 Q4 Report Due in America Learns (September 15)

Notify your WSC/WRC Coordinator right away if —

Your primary or secondary staff changes.

There are any changes to the member’s activities, schedule, or service site.
You have a disciplinary issue with your member.

Your member quits.

Your member misses or will miss more than 4 days of service in a row.
Your member is injured while serving.
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https://teams.microsoft.com/l/meetup-join/19%3ameeting_MGM5NGU4NzEtNjdkNS00OGNiLTg2MjMtNjI5M2EzOWUzODgw%40thread.v2/0?context=%7b%22Tid%22%3a%2211d0e217-264e-400a-8ba0-57dcc127d72d%22%2c%22Oid%22%3a%2230d8b059-1f3a-4677-8487-7b34c40debc2%22%7d
https://washingtonservicecorps.org/site-staff-resources/#timetracker
https://washingtonservicecorps.org/wp-content/uploads/2026/07/pol161-member-recruitment-enrollment-070826.pdf
https://washingtonservicecorps.org/enrollment-member-training-and-resources/
https://washingtonservicecorps.org/site-staff-resources/#forms
https://washingtonservicecorps.org/service-resource-kit/
https://washingtonservicecorps.org/wp-content/uploads/2024/05/AmeriCorps-Serving-Here-Posters.pdf
https://washingtonservicecorps.org/wp-content/uploads/2026/02/Prohibited-Activities-Poster-1.pdf
https://washingtonservicecorps.org/site-staff-resources/#timetracker
https://washingtonservicecorps.org/wp-content/uploads/2024/12/story-tipsheet.pdf
https://americalearns.net/index.cfm?event=user.login
https://washingtonservicecorps.org/wp-content/uploads/2021/11/wsc-member-evaluation-form.pdf
https://americalearns.net/index.cfm?event=user.login
https://washingtonservicecorps.org/wp-content/uploads/2021/11/wsc-member-evaluation-form.pdf
https://americalearns.net/index.cfm?event=user.login
https://americalearns.net/index.cfm?event=user.login
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