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AmeriCorps Member Onboarding Checklist 22-23 AmeriCorps

California
The process outlined below should be completed just after member orientation to discover any potential issues

early; then continued monthly through your entire onboarding period through the last date to enroll members.
Send this completed form to your Program Specialist within 30 days after program start date. Include
Truescreen & Fieldprint Monitoring Reports (see below).

Member Enrollment in eGrants:
74 Enrollment in eGrants completed for all members (no more than 7 days after start date)
_I Print Member Roster (see S&N Reports) from eGrants to verify accuracy

Member Files:
%4 Member Files are set up using the 22-23 Member File Checklist
74 All Member Service Agreements (MSAs) are signed by Member & Program staff —

o Date of signatures is on or BEFORE start date on eGrants Member Roster;

o Start Date on MSA has been filled in or updated to match eGrants ‘start date’ (column 10 on
Member Roster)

National Service Criminal History Checks: (items below can be found here)
{4 NSCHC Packet is complete & on file for each staff/member including:
® CV NSCHC Verification Form

e Copy of Gov Photo ID used to order Truescreen checks
e Copies of program-staff adjudicated Truescreen check results
e Copy of adjudicated Fieldprint FBI results OR

e CA DOIJ FBI check was run. Copy of completed Livescan form and screenshot showing
completion/dates is on file per waiver effective May 1, 2022 — April 30, 2023

7 Truescreen: CNCS Monitoring Report. Staff reviewed to ensure NSCHC check accuracy for all members
and any new staff (there should be data in column AE with your staff name who adjudicated).

_] Fieldprint TCN Status Report [1N/A Using CA DOJ for FBI Check

_I Reports sent to Program Specialist no more than 30 days after program start date. When sending Excel
version of reports, add a note in any that were not completed because the person did not enroll in your
program.

Timekeeping
74 staff are using Functional Timesheets coding time to the AmeriCorps grant(s)

_I Members are using functional timesheets (daily time allocated to direct service and/or training) signed by
members and approved by Supervisor

Prohibited and Unallowable Activities Training
74 Members trained on Prohibited and Unallowable Activities (sign-in sheets/record of training on file)
(74 staff and Partner Site Supervisors trained on Prohibited and Unallowable Activities: Agenda/Sign-in
sheets/record of training on file. CV or AmeriCorps may ask for these.

Program Name Staff Name Date
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https://californiavolunteers.app.box.com/file/781906194710?s=rzia3cqm3mg7kzw4ybznchohaf1mdkuh
https://californiavolunteers.app.box.com/s/rd1u5kzloawijcp3qbzxu4ojz9kvupi8
https://www.californiavolunteers.ca.gov/managing-your-americorps-program/nschc/
https://californiavolunteers.box.com/s/4kss1o4gu3hwzbtguruzvemzg3y496ac
https://californiavolunteers.box.com/s/cvgp2d40nxi94clrgw2ez5n87xbgaghh
https://californiavolunteers.box.com/s/ob0e1o6otvugs7m1vxeh8l0wy5zwgndq
https://californiavolunteers.box.com/s/he6xlgwmt6yzbzh0fnozfn72oxhqvtul
https://californiavolunteers.box.com/s/4gl87z63uir82v969fkdrax9cvgk96ls
https://californiavolunteers.box.com/s/hd9azqoxwhehr99zb0oq9m12l6a3dpbc
https://californiavolunteers.app.box.com/s/w24bd15q618szqnvcc7ty8dsciavixqg/file/629542281481
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