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AmeriCorps Host Site Application 2016-2017 Technical Assistance Call Notes from 6.20.16 

 This call is for the Employment Opportunity Legal Corps (EOLC), Disaster, and Veterans Legal Corps 

(VLC) applications. 

 Led by Toya Lynch, Senior Program Manager, leading program management side of the application. 

This call has both new and returning sites on the call. The terms “host site” and “subgrantee” will be 

used interchangeably during this call. 

 We will discuss roles/responsibilities of host sites, the required match, dates to remember, tips to 

complete application, common mistakes, and offer a brief Q&A session at the end. 

 Overview of the program:  

o 20+ year partnership with AmeriCorps and Equal Justice Works 

o Contingent on funding: Equal Justice Works is waiting to hear about the application 

that was submitted to CNCS for a new 3-year cycle of the VLC grant, and waiting on 

confirmation of being re-funded for the 3rd year of the EOLC/Disaster programs. Equal 

Justice Works is a grantee from CNCS, and therefore distribute those federal funds 

(and associated rules & requirements) to subgrantees. 

o This call will be discussing the 2016-2017 program year, which begins Aug. 1, 2016 and 

concludes Sept. 30, 2017. 

o This solicitation is for full-time attorneys who will serve 1 year, with the option to 

renew for a 2nd year, who will be providing direct legal services to the target 

population. Along with their host sites, they will design projects to expand the existing 

capacity to serve the target population of low-income/underserved clients. 

o Equal Justice Works receive funding from CNCS for these 3 programs, which provide 

funding for full-time Fellows and minimum-time AmeriCorps JD law students 

members. Equal Justice Works also has a privately funded arm, but both programs aim 

to provide law students & attorney Fellows opportunities to bridge the justice gap and 

enter the pipeline of talented public interest lawyers.  

 Program Specific Information:  

o VLC: provide legal services to low-income veterans and their families to improve the 

quality of life for veterans with complex physical and mental health challenges. The 

specific legal services mentioned in the RFP represent the most common services 

provided, but it is not an exclusive list.  

o EOLC: remove barriers to employment for active job seekers who are 

under/unemployed. They connect clients with re-entry/job-training services, allowing 

clients to advance in their field or enter the workforce. They will engage in activities 

such as sealing records, assisting clients in getting/restoring an occupational license, 

secure ID documents, etc. Again, the activities listed in the RFP are not a complete list 

of what can be considered as part of this application. The primary measure of success 

is the number of clients who secure a job following the provision of legal services. 



 

Equal Justice Works │ Page 2 

o Disaster: secure benefits, helping clients avoid consumer fraud, obtaining safe & 

secure housing; promoting family stability, by making claims or appealing denied 

claims; overcome barriers to health care or disability benefits; seeking disaster-related 

UI; stopping predatory contractors; assisting in disaster-related family law matters; 

resolving disaster-related landlord tenant matters, and providing long-term planning.  

 Must submit a separate application for each grant-funded program. If your organization 

wants to host an EOLC Fellow and a VLC Fellow, submit two applications. 

 It is the host site’s responsibility to interview and select a fellow, with support from Equal 

Justice Works. The site is then responsible for adequately supervising them, 

demonstrating capacity to manage federal funds, providing evidence of strong 

connections to the community served, and having the ability to raise/devote required 

matching funds. AmeriCorps responsibilities are the same as in years past: Equal Justice 

Works require that host sites commit to recruiting, selecting, training, supervising the 

Fellows, tracking all required documentation (including the Criminal History Check) and 

providing them with health insurance and other standard benefits 

 Each Host Site must designate a project director, supervisor and fiscal manager.  

 Sites are responsible for submitting monthly reimbursement requests, quarterly time logs 

and quarterly reports. 

 Sites are responsible for adhering to performance measures and outcomes, to collect and 

report on the data: case outcomes, follow-up (especially with EOLC—needed to 

determine if a client found employment 6 or 12 months after they received services) 

 Sites must have a payroll system able to differentiate between the Equal Justice Works-

provided living allowance and matching payments 

 Ensure that the Host Site staff participate in mandatory monthly calls 

 Ensure that 2 law students per Fellow enroll in the AmeriCorps JD program and serve 300 

hours during a 12-month period 

 Agree to use the grant management system maintained by Equal Justice Works. Equal 

Justice Works is currently using the AmeriCorps Reporting and Enrollment System (ARES) 

system; Equal Justice Works expects a new system to be implemented by fall.  

 Host Site must provide Affordable Care Act-compliant health insurance for the length of 

the Fellow’s term 

 Host Site must make sure both Fellow and JD members comply w/ regulations and Equal 

Justice Works policies or guidelines 

 Grant award: Equal Justice Works subgrants $25,060 per Fellow to selected host sites; it’s called 

a “living allowance.” Host Site must provide and document at least that much in matching funds 

per Fellow. The $25,060 is CAPPED by CNCS. Match can be provided in supplies, travel, other 

expenses as appropriate. Fellows will receive their compensation and benefits from the Host 

Site; Equal Justice Works will reimburse the Host Site for the living allowance at the end of the 

following month. Equal Justice Works will reimburse for required travel to DC for Leadership 

Development Training in October. 
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o Supplemental Benefits: must be at least $12,000 annually. Provided by Host Site to 

Fellow based on documented actual expenses in pre-approved categories. We’ll go 

into more detail on that once sites are selected  

o Fellow can only be paid Supplemental Benefits and Living Allowance; no additional 

funding can be provided by the Host Site (keep in mind when completing the budget). 

Living Allowance will be disbursed by the Host Site in equal increments throughout the 

service period (usually bi-weekly or bi-monthly, however your current payroll system is 

set up) Upon successful completion of term of service, Fellow will get $5,757 Segal 

Education Award (although those who have previously served may receive a prorated 

amount, based on AmeriCorps regulations). 

Application 

Cover Page: 

A. Fill out entirely. The last question on this page is referring specifically to the number of 

AmeriCorps Fellows hosted in previous years. If you have been a Host Site for privately funded 

Fellow(s) in the past, you can mention that in the narrative sections, but this question is specific 

to the AmeriCorps Legal Fellowships.   

B. Max length: 6 pages, not including attachments, budget or cover sheet, in 12 point Times New 

Roman font. Scored out of a max of 100 points 

Description of organization, proposed work of Fellow, and Program Outcomes. (20 points) 

1. Use this section to show how the work supports the needs of your community, proposed 

outcomes, and describing the staff supervising the Fellow and their expertise). For returning sites 

only, explain if Fellow will come back for another year or if you’ll be looking for new Fellow(s) for 

16-17 year, and if there are significant changes in your Fellow’s work from previous year. Include 

staff changes, changing needs of community, etc.  Be specific but concise.  

2. These are the program goals for each Fellow. If these goals, especially the number of clients 

served, aren’t realistic for your site, provide detailed description of what your service model is, 

and give new attainable goals for your Fellow. If you want to change the numbers in a particular 

area, consider if you could increase the proposed outcome in one area to compensate for a 

decrease in another. Give detailed info to support your request: should be specific, reasonable 

and clear to the application reviewer.  

a. If your site is currently hosting a Fellow, estimate your outcomes in the relevant issue 

area for the year. If you don’t think you’ll meet the outcomes, explain why and how you’ll 

overcome those challenges during upcoming program year. If you propose exceeding the 

target goals, explain what has made your site so successful. 

b. If applying to host Fellows in this issue area for first time, outline the strategies you’ll use 

to meet the outcome goals. Talk about significant partnerships in this section.  

For exact expected outcomes, refer to the RFP. Both ongoing or episodic volunteers can count 

towards the annual goal. 
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AmeriCorps Program Requirements 

3. Describe your organizational structure and how you can comply with the AmeriCorps 

requirements, including signing member contracts, ensuring Fellows don’t participate in 

prohibited activities, completing mid-and final evaluations on time.  

4. Describe how you’ll retain the Fellow for the full 1,700 hour term of service; that’s what’s counted 

as a successful completion.  

5. The AmeriCorps State Commissions control the distribution of AmeriCorps grants to organizations 

within their states; national programs like this one (where Equal Justice Works is the direct 

grantee, and solicits other organizations to come on board as subgrantees) are relatively rare. 

Equal Justice Works ask that our sites work with the Commissions in their states whenever 

possible. Specificity in this section is helpful—include examples of past volunteer appreciation 

events or past collaboration with AmeriCorps members, for example.  

6. Equal Justice Works require union concurrence, or confirmation that your organization does not 

have a site-based union, every year. If you are applying for more than one program (i.e. your site 

is requesting both a VLC and EOLC Fellow), the same letter can be used for both programs. 

Programmatic Compliance and Reporting (15 points) 

7. The best practice we have seen is that sites ensure that all relevant staff members, including HR 

and finance, are aware of program requirements/responsibilities.  

8. Describe any plans you have made to manage internal staff transition.  

Finance/Reporting (15 points) 

9. Describe the system your site has/will have to track Supplemental Benefits (rent support and 

student loan repayment assistance), and the source of matching funds.  

10. This question can be answered by describing briefly how your accounts are managed (i.e. grants 

are assigned different codes in your accounting software) and how you’ll track those, particularly 

the supplemental benefits, are recorded separately from grant funds.  

AmeriCorps JD (10 points) 

11. For new sites, you can modify your process to recruit law student interns, if that is helpful. For all 

sites, please note that Fellows CANNOT supervise the law students. For returning sites, if you 

didn’t meet the goal, explain how you’ll correct for this year.  

Technical Assistance and Partnership (10 points) 

12. Describe any trainings your site (or Fellows) has done in the target issue area. Networking and 

best practices sharing are worth sharing, and want to capture that info in this section. If you are a 

new site, providing documentation of your expertise in the target issue area is helpful.   

Budget (10 points) 

13. As part of application, you’ll submit a 2016-2017 budget using the attached form. You must 

include a budget narrative, which provides details on how you have calculated each line. For 

returning sites, explain any major differences from 15-16 year (i.e. the estimation for the actual 
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cost of health insurance was too low, or you have made a decision to increase the supplemental 

benefits provided).  

Attachments to Application  

a) Budget: limit line item expenses in CNCS Amount column to ONLY living allowance amount for 

Fellows, which is $25,060 per Fellow. If you’re asking for 2 Fellows, for instance, you would enter 

put $50,120 in this line, which should be the only entry in this column.  

 

Section 1: include any amount you’ve budgeted for local, state or national travel costs (to non-

Equal Justice Works sponsored activities—Equal Justice Works will book travel directly for Fellows 

for the annual Leadership Development Training). If known (i.e. from past experience hosting 

AmeriCorps Fellows), use the Consultant/contractual line to record estimated cost for Criminal 

History Check. This can go in the CNCS Amount column, as we will reimburse for costs associated 

with these checks. If unknown, leave blank.  

Section 2, Member Costs:  This is where the Living Allowance (previously mentioned--$25,060 per 

Fellow); this must be entered in the CNCS Amount column. Calculate FICA based on combined 

Supplemental Benefits and Living Allowance. Include worker’s comp if your state law requires you 

to. Health Insurance varies by site; talk to your Human Resources department about average cost 

for a standard policy. Must be offered to Fellows, who must be covered during their service. 

Other Benefits: optional, can include transportation benefits, bar dues, unemployment insurance 

(if required—this varies by state). Supplemental Benefits: $12K is minimum amount, varies by site 

and by Fellow. Typically maxes out at around $20K. Based on what you as a site have decided to 

provide to your Fellow. The Supplemental Benefits can only be used to pay for approved 

expenses: housing, loans, utilities, cell phone bill, etc. Exact amount is determined by the 

individual’s actual expenses; the general range/promised amount is determined by the host site. 

b) Site-based union: if there is one active at your organization, you must attach written statement 

from union representative confirming the union’s agreement to having an AmeriCorps member 

serve at the site. If unable to provide such a document by the July 5 deadline, describe the issue 

and how you will resolve it prior to the Fellow’s start date.  

c) IRS Form 990: attach your most recent filing 

d) Complete independent audit. If there were findings, include a half-page explanation of the 

findings and the corrective actions you’ve agreed to.  

All applications must be sent by email, Word or PDF, to americorpsmail@equaljusticeworks. You’ll get a 

read receipt showing when date/time your application was received 

Tips: 

 Make sure you don’t have any incomplete answers! Use detailed info, concrete examples, to 

description the model  

 Can’t exceed 6 pages, not including attachments or cover pages. 
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 In reporting section, use quantitative data when appropriate. In describing program design, think 

about how to most efficiently meet the needs. Make sure outcome performance measures are 

realistic and relate to proposed project. Make sure you are familiar w/ min program outcomes. 

 In Organizational Capacity, complete all required sections including a description of the 

supervisor’s expertise, and how you’ll meet monthly reimbursement schedule. Give detailed info 

on past experiences in Americorps/other reporting requirements. 

 For programs that are on the line that are LSC funded, be aware that LSC funds CAN be used for 

match (unlike other federal funds) 

 Make sure the person listed as supervisor has experience in the area they’re working on 

 Each Fellow’s term is for 11-12 months, with option to renew for the next year. Strongly 

encourage sites to look for individuals who are able to do 2 years; committing to that length of 

time helps the Fellow in their performance and job knowledge.  

Dates: 

 Applications due July 5, 5PM EDT, will get e-receipt.  

 July 18: approx. notification of selection 

 July 25: launching of host site training webinars 

 Aug. 15—Sept. 30: based on returning Fellows and availability of new Fellows to start  

 Aug. 31 and Sept. 30 (approximately): Fellow orientation webinar 

 Oct. 25-27: mandatory LDT in DC, for new and returning Fellows. Held at the Mayflower Hotel 

 Oct. 28-29: Conference and Career Fair, Fellows are strongly encouraged to stay and participate in 

that, to recruit students for AmeriCorps JD program 

 Selected host sites will have a scheduled mandatory monthly conference call 

 Returning site: recruitment can begin after notification that subgrant will be renewed, once the 

PD has been approved.  

Questions:  (Please note: Additional questions can be submitted until Friday, June 24 by email to 

americorpsmail@equaljusticeworks.org)    

Question: What are you looking for with program design and intervention plan?  

Answer: each program has a different service model, depending on the existing staff expertise and 

the needs of their community. We are looking for a detailed plan of how the Fellow will be supervised 

and how the site will ensure that they meet the desired outcome numbers. A number of programs 

already track some of the measures we are asking about; please include that if so.   

Question: Is there a maximum amount of supplemental benefits that can be provided?  

Answer: $20,000 is what we would like to see. We understand that the living allowance can create a 

hardship if the service location is in an area with a high cost of living, and we can offer a little wiggle 

room. However, this is a service position, NOT a regular job, it’s not going to be exactly comparable to 

a staff attorney. The AmeriCorps mission is about service, not about high income. If requesting this 

mailto:americorpsmail@equaljusticeworks.org
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special consideration for high cost of living areas, include a description and cite relevant data in the 

budget narrative.   

Question: The Department of Labor just changed overtime rule, meaning that salaried employees 

receiving under $47,000 must receive overtime (a significant increase from years past). Does this 

include AmeriCorps members, because their salary is less than that?  

Answer: (updated) This was a very new rule, and we are investigating the correct response. However, 

in all AmeriCorps regulations it is clear that members are NOT employees. As such, we do not believe 

they will be subject to this rule, but will update these instructions if that is not the case. Generally, 

Equal Justice Works request that you consult with the counsel that guides your organization’s 

practices in this area and around any other labor law questions. If you would like to discuss this ruling 

further, please contact tlynch@equaljusticeworks.org.  

Question: When will the new calendar for the 16-17 Fellowship year be available?  

Answer: It will be released at the beginning of the onboarding/training of host sites, around July 25.  

Question: We provided a copy of union concurrence with our application last year. Do we need to 

submit one again this year?  

Answer: Yes. We do need a new letter for each Fellowship year, so even if you submitted one in the 

past, get a new one each year (or amend the previous letter to show it continues through Sept. 30, 

2017.  

Question: Will there be a different application for returning sites?  

Answer: No. In a change from last year, we only have 1 application, which is the same for new and 

returning sites. If your site has hosted Fellows from one grant in the past and is applying to keep those 

slots and increase to another program area, you will submit two applications. In the one for a 

continuation of the previous Fellows, you will answer the questions for returning sites, and for new 

host site for the new grant/issue area.  

mailto:tlynch@equaljusticeworks.org

