Member File Check Review Guidelines

e No Visible SSN
o Thereshouldbe nosocial security numberlistedanywhereon IPT or on any member
forms.
e [PT MemberContact Info
o Membercontact information andemergencycontactinformation shouldbe listedin
twoplaces:on the StudentDetail page onIPT, and on the Enrollment Eligibility form.
¢ EnrollmentEligibility
o Thisform needstobe signed and dated on or before the day the member starts their
term. Hours cannot be recorded until thisform and the MSA are filled outand signed by
the member.
o Thisform iswhat the membersignsto give consentforthe program to performa
background check. You cannotinitiate astate or FBI check without consent.
o All contact information mustbe filled out.
o Addressshould be the same as the address listed on the Student Detail page.
¢ Enrollmentin eGrants

o Members must be enrolled on eGrants within 8 days of the start of their term (Updated
June 24th, 2019)

e MSA
o MSA mustbe signedon or before the day the member starts theirterm: hours cannot be
recorded until this form and the Enrollment Eligibility form are sighed andfilled out by
the member.
o Positiondescription mustbelisted on the MSA.
o Benefitsthatthe programisproviding mustbe included.
e AgreementAddendum

o Thisform mustbe signed on or before the day the member startstheirterm.
Background Checks:

The following language must be included on the background check documentation:

o A (stateonlyorstate & FBI) criminal history check was conducted through the Utah State
Bureau of Criminal Identification. The results of this check were reviewed and used in
determining eligibility foran AmeriCorps position.

This criminal history check was performed in accordance with the Serve America Actto
determine eligibility forserviceinan AmeriCorps program. Any further dissemination oruse of
thischeckis prohibited by state statute 53-10- 108.

OR :

e A (stateonlyorstate & FBI) criminal history check was conducted in accordance with the CNCS
approved Alternate Search Protocol. The results of this check were reviewed and used in
determining eligibility for an AmeriCorps position.

e NSOPR

o Thissearch MUST be done before the memberbeginstheirterm of service. A consent
formis notrequiredto run an NSOPR search because itis publicinformation.You do not
need to waitforthemto sign theirEligibility Enrollmentform before runningthis search.




o Make surethissearch includes all states and territories. If some jurisdictions are
temporarily unavailable at the time you do the search, please runthe search a second
time at a laterdate.

o Ifanyindividuals show up onthe search, check that they are not the member. If your
member’s name does show up on the search: you must conduct a more in-depthinquiry
to determine whetherthe person who appears onthe NSOPWisyour applicantoris
someone with the same name. Compare the registered offender’s photograph from the
NSOPW to the candidate’s photoidentification or check in person. The statewide
criminal history search will also provide helpful information to determine whetheror
not the candidate isthe person on the registry.

= |findividuals who are NOTyour membershow up onthe NSOPRsearch, please
write a small explanation nextto each name explaining how you know they are
not yourmember. Forexample, different birthday, differentname, individualis
incarcerated, etc.
= Anyone listed onthe NSOPRisineligible toserve.
o Whoeverrunsthe NSOPR check must sign the form before uploadingitto IPT.
FBI Criminal History Checks

o FBI Criminal History Checks must be initiated no later than the member's first day of
service. “Initiation” is defined as one step furtherthan consent to run a background
check. Your program policies and procedures must clearly state in your policies and
procedures

State Criminal History Checks
o For people withrecurring access to vulnerable populations, programs must conductan
NSCHCwith three components:
= A nationwidename-based check of the NSOPW
= Eithera name- or fingerprint-based search of the statewide criminal history
registryinthe candidate’s state of residence and in the state where the person
will serve orwork; AND
= Afingerprint-based FBl check.

o Ifmembersdonot have recurring access to vulnerable populations,you will only need
to run the NSOPR and a state check or an FBI check.

o Onlythe first page of the background check should be uploaded on IPT. Retain full
copiesinyaoursecuredfiles.

o Ifboth a Utah State and FBI check are runthrough BCI - upload the FBI check anly.

o Ifan outof state checkis required, you needto uploadthatin addition.

Accompaniment

o Accompanimentisrequired while FBI or State check results are pending.

o Accompaniment Form 1 and Accompaniment Form 2 must be filled outon IPT. These
documents must have the dates the memberwas accompanied, and whothe member
was accompanied by.

Mid-Term Evaluation (Full time/half time members ONLY)

o A midtermevaluationisrequired only for full time and half time members.
Final Evaluation

o Afinal evaluation mustbe completed forall members.



Service Hour Records
o Timesheets mustbe signed by the member, site supervisor, and program director.
o Hours cannotbe loggedinadvance before theyare served.
% Hours Compliance: Service hours, fundraising, member development
o 20% of hours can be dedicated to memberdevelopment
o 10% of hours can be logged as fundraising with Program Director approval.
Benefits Form (FT only)
o Ifbenefits are being provided toa member, a form showingthe memberisbeing
provided benefits must be uploaded. This applies to Full Time members only.
o Ifbenefitsare notbeingprovided to amember, asigned opt-out form must be uploaded
on IPT.
IPT Exit Form
o Thisform isrequiredforall members, unlessamemberis notavailable tocompletethe
form at the time of exit (forexample, if the memberisterminated forcause due tojob
abandonment).
o Exitform must be signed by both the memberand site supervisor.

Exitin eGrants
o Members mustbe exited on eGrants within 30 days after theirterm ends.









