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Introduction 

The mission of Equal Justice Works is to create a just society by mobilizing the next generation 
of lawyers committed to equal justice. For more than 20 years, Equal Justice Works has 
partnered with the Corporation for National and Community Service (CNCS) to manage 
AmeriCorps programs for lawyers and law students.  

This manual describes the policies and procedures of the AmeriCorps JD Program. As Equal 
Justice Works AmeriCorps JD supervisors you represent three powerful entities: your host 
site organization host site), Equal Justice Works, and AmeriCorps. Equal Justice Works has 
six strong values that guide the program. We expect host sites and Equal Justice Works 
AmeriCorps JD Members to uphold these values: 
 

1. Equal Justice Works expects host sites to provide effective and rewarding service 
experiences for AmeriCorps JD Members. We understand that a supportive site is 
critical for a successful term of service. 

2. Equal Justice Works expects AmeriCorps JD Members to be leaders in their 
communities and organizations, and to advocate for their clients with all of their 
skills and passion.  

3. AmeriCorps JD Members, site staff, and Equal Justice Works are all part of the 
national service movement. We are proud of our affiliation with other programs, 
state commissions and the 100,000 AmeriCorps Members across the country who 
share the value of “getting things done.”  

4. Equal Justice Works insists on excellence in program management and compliance. 
We consider management of taxpayer dollars to be a sacred trust, and we strive to 
manage the most effective and efficient program in the country.  

5. Equal Justice Works also strives for the creation of a national community of public 
interest lawyers and peer networks to ensure quality experiences. Equal Justice 
Works aspires to advance the careers of law students, as well as the capacities of 
host site organizations. 

6. Equal Justice Works expects all AmeriCorps JD Members to contribute to the 
quantifiable outcomes of the AmeriCorps JD program. 

 
Thank you for your commitment to filling the justice gap and supporting the next 
generation of public interest lawyers and law professionals. We are delighted to partner 
with you in the program. We want to hear from you. Please contact us to let us know how 
things are going. 
 
Sincerely, 

The Equal Justice Works Team 
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Overview of Relevant Organizations, Programs, and Resources 
 

Equal Justice Works 

The mission of Equal Justice Works is to create a just society by mobilizing the next generation 

of lawyers committed to equal justice. We provide leadership to ensure a sustainable pipeline 

of talented and trained lawyers are involved in public service. Equal Justice Works maintains a 

continuum of programs that begin with incoming law school students and extend into careers 

in the profession. We administer the nation’s leading public interest law Fellowship program 

and offer more postgraduate, full-time legal positions in public service than any other 

organization. 

Corporation for National and Community Service (CNCS) 

CNCS is the agency that oversees AmeriCorps and grants funds to Equal Justice Works along 

with hundreds of other organizations. The Equal Justice Works AmeriCorps JD program is a 

National Direct Program. CNCS offers AmeriCorps National Direct grants, through a competitive 

process, to nonprofits that operate in more than one state. The National Direct Program also 

grants AmeriCorps funds to state and local programs, and serves as a compliance agent as well 

as manager of the program. 

Equal Justice Works AmeriCorps JD Program 

Supported by CNCS, the Equal Justice Works AmeriCorps program was created in 1993 to 

address gaps in the legal aid community through direct representation and community 

outreach and collaboration. AmeriCorps JD Members provide legal services to thousands of 

people across the country. Members have worked in a variety of issue areas including veterans’ 

assistance, foreclosure prevention, and disaster relief. 

The Equal Justice Works AmeriCorps JD Program engages 755 law students around the country 

to deliver critically needed legal assistance in low-income and underserved communities. 

AmeriCorps JD Members earn a $1,222 AmeriCorps Segal Education Award upon completion of 

300 hours of service. The Education Award can be used to pay current educational expenses or 

qualified student loans.  

The Student Application Manager (SAM) 

SAM is a web-based system hosted by Equal Justice Works that manages all member paperwork 

related to application, enrollment, time logs, and exiting procedures. The system is secure, 

efficient, and nearly paperless. Equal Justice Works uses SAM to manage member files 

https://info.equaljusticeworks.org/summercorps/login.asp
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completely electronically. Unless specifically requested by staff, Members should submit 

required documents via SAM. 

Qualifications to be a Project Supervisor 

To be a Supervisor for an AmeriCorps JD Member, you must meet the following qualifications: 

 Not be a current AmeriCorps Member yourself (including Equal Justice Works 
AmeriCorps Legal Fellows) 

 Be a current employee of the member’s host site 

 Intend to be in regular contact with the member and have knowledge of their hours 
logged, clients served, and activities 

 Be aware of the responsibilities outlined below 

 
Responsibilities of the Project Supervisor 

Be Aware of the Stipulations in the AmeriCorps JD Member Service Agreement 
If the applicant listed you as the “signing authority” for the Member Service Agreement, you 
must certify the AmeriCorps JD Member Service Agreement before the application will be 
considered complete.  If you were not listed as the signing authority, you are nevertheless 
responsible for knowing the contents of the Member Service Agreement. Please ask the 
member to view the Member Service Agreement, or contact us for a copy. 

The AmeriCorps JD Member Service Agreement summarizes important AmeriCorps regulations 
and program requirements, including: 

 The 300 hours required for the member to complete the program and receive the 
$1,222 education award; 

o The requirement that no more than 60 of these 300 hours be spent in training, 
including the required orientation described below; 

 The project description submitted by the member; 

 The list of prohibited activities which members must not engage in during their term of 
service in AmeriCorps JD (listed below); and 

 The requirement to notify Equal Justice Works immediately if the member stops 
performing service (for example, if the host organization and member decide to end the 
term of service, if the member has a personal emergency, or any other circumstance 
where the term of service has ended).   

 
Pre-service orientation 
Supervisors are responsible for providing their AmeriCorps JD Member(s) with an orientation to 
the host site and available resources prior to the start of their service hours. The orientation 
should provide the member with the training, skills, knowledge, and supervision necessary to 
perform the tasks required for the assigned project positions, including specific training in a 
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particular field and background information on the community served.  You and the 
AmeriCorps JD Member(s) must also review the member and supervisor guides. 
 
Accompaniment Requirement 
If the AmeriCorps JD Member’s State or FBI criminal history checks are not completed at the 
time of the member’s service start date, a host site staff representative is required to physically 
accompany the member when interacting (whether by phone, email, or in-person 
communication) with a person of vulnerable population. Vulnerable Populations are defined as 
children 17 and under, persons age 60 years or older, or individuals with disabilities.  

The host site staff representative accompanying the member must have received the 
background checks required by the host site organization. Host sites must document the 
accompaniment of the Member using a time log, ledger, or some other form of documentation 
that ensures accountability and oversight for this provision. Exception: A host site is not 
required to accompany the member if the person of a vulnerable population is accompanied by 
an authorized representative such as a parent for a minor.  
 
Supervision 
The supervisor should provide regular and adequate supervision to the Member (e.g. weekly 
meetings).  

Time Logs 
Equal Justice Works requires AmeriCorps JD Members to maintain an electronic time log in the 
Student Application Manager (SAM), which the supervisor will have to certify monthly. Please 
certify the month’s work by 5 PM Pacific Standard Time by the 30th or 31st of the month. 
Members should also follow any timekeeping procedures required by you or your organization.  
 
Supervisors must work with the member to ensure they complete 300 hours of service no later 
than August 31, 2016. No more than 60 of these hours may be spent in training. After the 
member’s term of service is complete, you will receive an email asking you to certify their time 
log.  Please do so immediately to ensure we can exit the member from the program. 
 
Reporting 
The overall goal of AmeriCorps JD is to provide direct legal services to low-income individuals 
and communities, while furthering law student commitment to public interest work. As a result, 
we are required to track outcomes related to specific issue areas and we ask that you ensure 
that a system is in place for the member to track the information. Members are encouraged to 
track this information weekly to ensure they have the data to complete a Final Report to Equal 
Justice Works at the end of their term of service. Please refer to the AmeriCorps JD Member 
Guide for more detailed information on the specific outcomes regarding tracking. 
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AmeriCorps JD Member Evaluation 

Supervisors must complete and keep a record of an end-of-term written evaluation of the 
performance of the member. This is required by the AmeriCorps grant. The evaluation should 
focus on, at a minimum, the following factors: 

 Whether the member has completed the required number of hours; 

 Whether the member has satisfactorily completed assignments, tasks, or projects; and 

 Whether the member has met other performance criteria that were clearly 
communicated at the beginning of the term of service. 

Equal Justice Works does not require supervisors to submit these evaluations at the end of the 
member’s term(s). However, we may call on you to provide a copy of the evaluation at a later 
date, and at the end of the term, you will be asked to certify that this evaluation was 
completed.  

Exit Procedures:  For a member to successfully complete the program and be eligible for the 
education award, s/he must complete the exit procedures within one week of the member’s 
the last day of service. If all of the steps are not completed on time, the member will forfeit 
their education award, and may become ineligible for other AmeriCorps opportunities. Equal 
Justice Works is also penalized for every late exit, and high numbers of late exits could result in 
the loss of the AmeriCorps grant. Both the supervisor and AmeriCorps JD member must work 
together to complete the following steps by the deadline: 

 Review and certify the exit form which includes: 
o The member time log; 
o Certification of non-participation in prohibited activities; 
o Certification that an AmeriCorps JD Member evaluation was completed 

 Complete the Final Report 

AmeriCorps Prohibited Activities 

As an AmeriCorps-funded program, there are restrictions placed by Congress on members’ 
activities during their term of service. Please ensure that AmeriCorps JD Member(s) do not 
engage in the activities prohibited by AmeriCorps regulations (outlined in this manual) during 
their service hours. At the end of the term, you will be asked to certify that the member(s) did 
not engage in these activities.  

Prohibited Activities: Pursuant to CNCS regulations 45 CFR 2520.30, members of AmeriCorps 
programs, including AmeriCorps JD, are prohibited from performing certain activities in the 
course of their duties, at the request of program staff, or in a manner that would be associated 
with the activities of the AmeriCorps program or CNCS. These activities include: 

1.  Attempting to influence legislation; 
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2.  Organizing or engaging in protests, petitions, boycotts, or strikes; 

3.  Assisting, promoting, or deterring union organizing; 

4.  Impairing existing contracts for services or collective bargaining agreements; 

5.  Engaging in partisan political activities or other activities designed to influence the outcome 
of an election to any public office; 

6.  Participating in, or endorsing, events or activities that are likely to include advocacy for or 
against political parties, political platforms, political candidates, proposed legislation, or 
elected officials; 

7.  Engaging in religious instruction, conducting worship services, providing instruction as part 
of a 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, or engaging in any form 
of religious proselytization; 

8.  Providing a direct benefit to: 

a.    A business organized for profit; 
b.    A labor union; 
c.    A partisan political organization; 
d.    A nonprofit organization that fails to comply with the restrictions contained 
in section 501(c)(3) of the Internal Revenue Code of 1986 except that nothing in 
this section shall be construed to prevent participants from engaging in advocacy 
activities undertaken at their own initiative; and 
e.    An organization engaged in certain religious activities, unless Corporation 
assistance is not used to support those religious activities. 

9.  Conducting a voter registration drive or using Corporation funds to conduct a voter 
registration drive; and 

10. Providing abortion services or referrals for receipt of such services. 

Individuals may exercise their rights as private citizens and may participate in the above 
activities on their initiative, on non-AmeriCorps time and using non-Corporation funds. The 
AmeriCorps logo should not be worn while doing so. 

Grievance Procedures 

CNCS requires AmeriCorps programs to have a grievance procedure in place to resolve disputes 

between AmeriCorps Members and host sites, AmeriCorps Members and Equal Justice Works, 

or host sites and Equal Justice Works. By participating in the program and signing the Member 

Service Agreement, members and host sites agree to abide by this procedure in the event of a 

dispute regarding service-related issues such as assignments, evaluations, suspension, or 

release for cause. The following six steps constitute the grievance procedure: 
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1. Pre-Complaint Process 
Aggrieved parties should attempt to resolve any problems or disputes with the other 

party directly. Any issues should be clearly stated and understood by both parties. The 

aggrieved party may file a written grievance complaint if the informal process does not 

resolve the matter, or if the party chooses not to pursue an informal resolution process. 

2. Written Grievance Complaint 
Aggrieved parties who have attempted to resolve their grievance under the pre-

complaint process without success may file a written grievance complaint with Equal 

Justice Works no later than one year after the date of the alleged occurrence. 

3. Hearing 
Except when a grievance alleges fraud or criminal activity, Equal Justice Works will 

designate a neutral official within 30 days of the filing of a written grievance complaint 

to hold a hearing regarding the dispute.  

4. Hearing Decision 
A decision on any such grievance will be made no later than 60 days after filing the 

grievance.  

5. Arbitration 
If the hearing decision is adverse to the aggrieved party, or if no decision has been 

reached within 60 days after the filing of a grievance, the filing party may submit the 

grievance to binding arbitration before a qualified arbitrator who is jointly selected and 

independent of the interested parties. An arbitration decision will be made no later than 

30 calendar days after the commencement of the arbitration proceeding. 

6. Costs of Arbitration 
If the arbitration decision is adverse to the filing party, then the cost of the arbitration 

proceeding must be divided evenly between the parties of the arbitration. If, however, 

the filing party prevails under a binding arbitration proceeding, then Equal Justice Works 

must pay the total cost of the proceeding and the reasonable attorney’s fees of the 

prevailing party. 

Reasonable Accommodations and Non-Discrimination 

The host site must be accessible to persons with disabilities. The host site has agreed to provide 

reasonable accommodation to the known mental or physical disabilities of otherwise qualified 

AmeriCorps Members. An AmeriCorps Member who needs reasonable accommodations may 

make a written request to the host site supervisor. AmeriCorps Members agree to submit a 

copy of the request to Equal Justice Works’ Director of Public Programs. 

 

Additionally, the host site’s program must be available to all, without regard to race, color, 

national origin, disability, age, sex, political affiliation, or religion. The host site understands that 
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it is unlawful to retaliate against any person or organization filing a complaint about such 

discrimination. In addition to filing a complaint with local and state agencies that are 

responsible for resolving discrimination complaints, the host site understands that anyone, 

including the AmeriCorps Member, may bring a complaint to the attention of the CNCS.  

 

If either the host site or the member believes that there has been unlawful discrimination, or if 

they want more information, contact: 

 
            Anne Bloom 
            Director, Public Programs 
            Equal Justice Works 
            1730 M Street, NW  
            STE 1010 
            Washington, D.C. 20036 
            (202) 466-3686 ext. 132 or abloom@equaljusticeworks.org  
Or:  
            Office of Civil Rights and Inclusiveness 
            Corporation for National and Community Service 
            1201 New York Avenue, NW 
            Washington, D.C. 20525 
            (800) 833-3722 or eo@cns.gov 

Progressive Discipline, Release, and Suspension 

Except where immediate release or suspension of the AmeriCorps Member is mandatory (as 

outlined below), or in the event of extraordinary circumstances, the host site will engage in 

progressive discipline for violations of the Rules of Conduct before releasing or suspending the 

AmeriCorps Member. The following sequence below is suggested to host sites, but not 

required. Equal Justice Works AmeriCorps Members should request a copy of their host sites’ 

progressive discipline policies.  

1. For the first offense, an appropriate host site representative will issue a verbal warning 
to the AmeriCorps Member.  

2. For the second offense, an appropriate host site representative will issue a written 
warning and reprimand to the AmeriCorps Member.  

3. For the third offense, the AmeriCorps Member may be suspended for one day or more 
without compensation.  

4. For the fourth offense, the host site may release the AmeriCorps Member for cause. 
 

The AmeriCorps Member can be terminated or suspended from the host site “for cause.” “For 

cause” circumstances that may, in the discretion of the host site, result in the release of an 

AmeriCorps Member include: 

mailto:abloom@equaljusticeworks.org
mailto:eo@cns.gov
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1. Conduct that undermines the effectiveness of the host site or the assigned project 
2. Conduct that constitutes inappropriate behavior or misconduct 

 
 
“For cause” circumstances that will result in the release or suspension of the AmeriCorps 

Member from service: 

1. If the AmeriCorps Member has been convicted of a felony, or has been convicted of the 
sale or distribution of a controlled substance or illegal drug. 

2. If the AmeriCorps Member has dropped out of the program without obtaining a release 
for compelling personal circumstances from the appropriate host site representative. 

3. If the AmeriCorps Member has committed any of the offenses listed in paragraph 
Section C of the Member Service Agreement. 

4. Any other serious breach of the Member Service Agreement that, in the judgment of the 
host site, warrants dismissal. 
 

Upon the AmeriCorps Member’s request, the host site or program may release or suspend the 

AmeriCorps Member from service, due to compelling personal circumstances, if the AmeriCorps 

Member: 

1. Has a disability or serious illness that makes completing the term impossible 
2. Suffers a serious injury, illness, or death of an immediate family member of the 

AmeriCorps Member that makes completing the term unreasonably difficult or 
impossible for the AmeriCorps Member 

3. Has military service obligations 
4. Experiences other unforeseeable circumstance(s) beyond the AmeriCorps Member’s 

control that makes it impossible, or unreasonably difficult, for the AmeriCorps Member 
to complete the term of service, such as a natural disaster, a strike, relocation of a 
spouse, or the nonrenewal or premature closing of a project or the host site, and the 
host site deems that circumstance(s) to be compelling 

 
Compelling personal circumstances do not include leaving the host site: 

1. To enroll in school 
2. To obtain employment, other than in moving from welfare to work 
3. Dissatisfaction with the host site 

 
If the AmeriCorps Member discontinues the term of service for any reason other than a release 

for compelling personal circumstances as described above, the AmeriCorps Member will cease 

to receive the benefits described above and will receive no portion of the education award or 

interest payments. 

If the AmeriCorps Member discontinues the term of service due to compelling personal 

circumstances as described above, the AmeriCorps Member will cease to receive benefits 

described above. If, however, the AmeriCorps Member has completed at least 15 percent of the 
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required service hours, the AmeriCorps Member will receive a prorated portion of the 

education award or interest payments described above. 

Questions 

If you have questions about any of the AmeriCorps JD program requirements or AmeriCorps 
regulations, please contact us at americorpsjd@equaljusticeworks.org. We strive to answer 
emails within two business days.   
 
Equal Justice Works 
AmeriCorps JD 
1730 M St. NW, Suite 1010 
Washington, DC  20036 
(202) 466-3686 
americorpsjd@equaljusticeworks.org 
http://www.equaljusticeworks.org/americorpsjd 
 
AmeriCorps JD is an AmeriCorps program.  

mailto:americorpsjd@equaljusticeworks.org
mailto:americorpsjd@equaljusticeworks.org
http://www.equaljusticeworks.org/americorpsjd
http://www.americorps.gov/

