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Welcome 

 

Congratulations on being selected to participate in the Equal Justice Works AmeriCorps Legal 

Fellowships Program! The mission of Equal Justice Works is to create a just society by 

mobilizing the next generation of public interest 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.  

The Equal Justice Works AmeriCorps Legal Corps is comprised of Fellows and laws students 

who focus on a variety of populations and issue areas including veterans and military families, 

victims of natural disasters, and individuals facing barriers to employment. Equal Justice Works 

AmeriCorps Legal Fellows (Fellows) and AmeriCorps JD Student Members (law students) will 

facilitate a host of legal remedies to support individual and communities on achieving equal 

justice. This manual describes the policies and procedures of the Equal Justice Works 

AmeriCorps Legal Fellowships Program (Program) for host sites. Complementary manuals to 

this one include the Fellows Manual and the AmeriCorps JD Manual which contain important 

information for the Fellows and law students. 

There are six core values that guide the Program which we expect host sites and Fellows to 

uphold: 

1. Representing three powerful entities: your organization (the host site), Equal Justice 

Works, and AmeriCorps. We ask that you educate the Fellows and law students on the 

various stakeholders that are vested in their successful participation in the Program. 

2. Providing effective and rewarding service experiences for Fellows including a supportive 

and professional atmosphere.  

3. Training the Fellows to be leaders in their communities and organizations, and to become 

effective advocates for their clients.  

4. Being part of the national service movement. Equal Justice Works is proud of its 

affiliation with other national-direct AmeriCorps programs, state commissions, and the 

100,000 AmeriCorps Members nationwide who share the value of “getting things done.”  

5. Excelling in program management and compliance by managing taxpayers’ dollars in the 

most effective and efficient ways possible. 

6. Creating a national community of public interest lawyers and peer support networks that 

advances the career of the Fellow and the capacity of the host organization. 

7. Providing training and technical assistance to host sites and Fellows to obtain and 

document quantifiable outcomes to meet the goals of the Veterans, Disaster, and 

Employment Opportunity Legal Corps.  

Thank you for your commitment to engaging the next generation of public interest lawyers. We 

are delighted to partner with you. We want to hear from you—please contact us to let us know 

how things are going. 

Sincerely, 

Equal Justice Works AmeriCorps Legal Fellowship Team 
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1) Introduction 

About 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 provides a 

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

the legal profession. We provide the nation’s leading public interest Legal Fellowships program 

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

organization. 

Corporation for National and Community Service 

In 1993, President Bill Clinton signed the National and Community Service Trust Act, which 

established the Corporation for National and Community Service (CNCS) and brought the full 

range of domestic community service programs under the umbrella of one central organization. 

This Act incorporated two existing national service programs: the longstanding VISTA 

(Volunteers in Service to America) program, created by President Lyndon Johnson in 1964, and 

the National Civilian Community Corps (NCCC). In 2009, President Barack Obama signed the 

Edward M. Kennedy Serve America Act, which will expand AmeriCorps to 250,000 members 

by 2017.  

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

hundreds of other organizations. The Equal Justice Works AmeriCorps Legal Fellowship is a 

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

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

also grants AmeriCorps funds to state and local programs, and serves as the compliance agent as 

well as the manager of the program. 

Equal Justice Works AmeriCorps Legal Fellowship Program 

Supported by CNCS, the Equal Justice Works AmeriCorps Legal Fellowship program was 

created in 1993 to address gaps in the legal aid community through direct representation, 

community outreach, and collaboration. AmeriCorps Legal Fellows provide legal services to 

thousands of people across the country. Fellows have worked in a variety of issues areas 

including veterans’ assistance, foreclosure prevention, disaster relief, and medical-legal 

partnerships.  

Veterans Fellows 

Equal Justice Works engages lawyers and law students as AmeriCorps members to provide low-

income and homeless veterans with access to justice through the Veterans Legal Corps. Veterans 

Legal Corps continues to improve the lives of low-income and homeless veterans by providing 

critical legal services that help individuals achieve higher incomes, improve healthcare, secure 

housing, and improve family stability.  

Disaster Fellows 

Fellows will build on many years of AmeriCorps and Equal Justice Works history serving 

victims of disaster by providing legal services to victims of disaster in New York and Oklahoma. 

Disaster relief services primarily focus on helping disaster victims access FEMA benefits and 

other resources. 



AmeriCorps Legal Fellowships Program - Host Site Manual 

 

 

6 

 

Employment Opportunity Fellows 

Equal Justice Works engages lawyers to remove barriers to employment for unemployed or 

underemployed people who are actively seeking to join the labor market.  Specifically, Fellows 

and law students will be involved in expungement of minor criminal records, correcting errors in 

criminal records, and restoring driver’s licenses and occupational licenses, along with pursuing 

other legal remedies.     

AmeriCorps State Commissions 

Commissions are governor-appointed public agencies or private nonprofit organizations. 

Commissions are state-level organizations and are highly involved in re-granting federal 

resources for national service. Commissions also play a major role in convening state partners 

around volunteerism, setting the state agenda for civic engagement, and supporting volunteerism 

across their states. Commissions often host trainings, InterCorps Councils and AmeriCorps 

Alumni chapters, which host sites, Fellows, and law students may often participate in free of 

charge. 

As a national AmeriCorps program, Equal Justice Works collaborates with all Commissions, 

particularly in states where Fellows serve.  Equal Justice Works reports site locations and results 

to Commissions, and asks host sites to maintain a collaborative relationship with their State 

Commissions 

 

1a) Equal Justice Works Responsibilities 

Equal Justice Works is committed to being an effective partner with host sites in the 

management of the Program. Equal Justice Works’ role includes grant management, financial 

reimbursement, training and technical assistance, as well as programmatic and financial 

oversight and monitoring.  

Specific Equal Justice Works responsibilities include:  

 Financial Responsibilities 

o Review and approval of host site’s annual budget  

o Review and approval of host site’s Periodic Expense Reports (PERs) 

o Disbursement of CNCS grant funds to host sites 

o Financial monitoring and oversight of host site’s use of grant funds and matching 

funds 

o Reporting to CNCS 

 Program Responsibilities 

o Review and approval of host site’s fellow position description, work plan, and 

performance outcomes 

o Review of host site’s performance reporting  

o Programmatic monitoring and oversight of host sites 

o Coordination of evaluation activities for Veterans, Disaster, and Employment 

Opportunity Legal Corps  

o Reporting to CNCS 

o Provide branding materials, such as signs to be displayed in Fellows’ work area 

and lapel pins for all AmeriCorps members to wear during every day of service  
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 Host Site Support 

o Orientation and training for host sites on Equal Justice Works AmeriCorps Legal 

Fellowships and AmeriCorps JD program management, relevant regulations, and 

effective practices 

o Technical assistance and support on programmatic and financial requirements 

through group and individualized site support  

o Public relations and communications  assistance to broadcast programmatic 

accomplishments and success, as well as aid in Fellow recruitment 

o Conduct monthly calls with host sites to offer relevant information and technical 

assistance 

 

 Fellow Support 

o Orientation and Leadership Development Training (LDT) and related resources 

for Fellows, focused on AmeriCorps Legal Fellowship Program, careers in public 

interest law, national service, student loan debt forgiveness, etc. 

o Work plan and service project development support 

o Monthly communications with Fellows 

 

 Law Student Support 

o Orientation to the AmeriCorps JD program 

o Work plan and service project development support 

o Ongoing communication and support 

 

1b) Host Site Responsibilities 

Host sites must demonstrate the capacity to manage federal funds, implement a detailed plan of 

action to address a local unmet need, present strong connections to the community, and have the 

ability to raise the required matching funds. The responsibilities for operating an AmeriCorps 

program include: 

1. Recruiting, selecting, training, and supervising AmeriCorps Legal Fellows and 

AmeriCorps JD Members (law students) focused on veterans, disaster, or employment 

barrier removal as stated in the host site’s Subgrant Agreement
1
; 

2. Completion of required Fellow and law student enrollment procedures including proof of 

citizenship, requisite background checks, submitting proof of health and malpractice 

insurance, and additional documentation as detailed in Section 2 of this manual; 

3. Ensuring the AmeriCorps logo is clearly posted in and/or near work stations where the 

Fellow will be serving, and ensuring the Fellow wears their AmeriCorps lapel pin as part 

of their attire while performing service at the host site;  

4. Designating a Project Director, Fiscal Manager, and a Fellow Supervisor for the Program. 

Law students will also need a designated supervisor for time and attendance; 

5. Ensuring all relevant staff participate in the annual host site orientation training and 

required monthly host site conference calls with Equal Justice Works; 

                                                      
1
 Please note that, unlike Equal Justice Works’ other programs, justice AmeriCorps host sites are not required to 

recruit Americorps JD members (law students). 
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6. Providing health care coverage in accordance with AmeriCorps rules and regulations, and 

other benefits to the AmeriCorps Legal Fellows; 

7. Maintaining a separate accounting system for all funding related to the AmeriCorps 

grant;  

8. Providing a dollar-for-dollar match for all Corporation grant funds (except for those 

related to Equal Justice Works’ annual Leadership Development Training); 

9. Submitting quarterly progress reports, quarterly time logs, and bi-annual Fellow 

performance evaluations; 

10. Submitting monthly periodic expense reports (PERs);  

11. Participating in Equal Justice Works’ AmeriCorps Legal Fellowships monitoring and 

evaluation efforts, including full participation in site visits and desk audits; 

12. Providing clear direction, supervision, and support to Fellows and law students; and 

13. Reporting on the measurable outcomes achieved through the work of the Fellows to 

stakeholders in your community and Equal Justice Works. 

 

1c) Contact list of Equal Justice Works Staff  

 

 Sheila Clark, Senior Manager 

sclark@equaljusticeworks.org,  

(202) 466-3686 ext. 125 

 

 Sarah Lilly, Program Coordinator 

slilly@equaljusticeworks.org,  

(202) 466-3686 ext. 106 

 

 Anna Cupito, Program Coordinator 

acupito@equaljusticeworks.org,  

(202) 466-3686 ext. 136 

 

 Brandon Basso, Program Coordinator 

bbasso@equaljusticeworks.org,  

(202) 466-3686 ext. 129 

 

Current team members and email addresses can be found at any time on this web page: 

http://www.equaljusticeworks.org/about/staff.   

 

2) Fellow Recruitment and Selection 

Host site organizations are required to recruit, select, and host AmeriCorps Legal Fellows as 

detailed in their Subgrant Agreement.  Equal Justice Works assists host sites with promoting 

available AmeriCorps Legal Fellowship positions to law schools, law firms, and stakeholders by 

posting links to host sites’ Fellowship positions on the Equal Justice Works website and the 

Public Service Jobs Directory (PSJD). These position descriptions must be approved by Equal 

Justice Works before host sites may post them on their websites and will later become a part of 

the Fellow’s contract. Host sites are responsible for interviewing and selecting Fellows.  

During the interview process, please note that: 

mailto:sclark@equaljusticeworks.org
mailto:slilly@equaljusticeworks.org
mailto:acupito@equaljusticeworks.org
mailto:bbasso@equaljusticeworks.org
http://www.equaljusticeworks.org/about/staff
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 Host sites are required to report the number of applications received for each open Fellow 

position in their first quarterly report to Equal Justice Works.  

 Every Fellow must have graduated from an Equal Justice Works member law school. 

Most law schools in the United States are members. A full list of member law schools 

can be found here. 

 Host sites must ensure that the National Sex Offender Public Website (NSOPW) check 

has been completed prior to acceptance of a Fellow and that the state(s) and federal FBI 

fingerprint-based background checks have been initiated prior to the start of service for 

each Fellow. More detail regarding required Criminal History Checks can be found in 

Section 2c of this manual.    

 Fellows must begin their term of service between August 1 and September 30, 2014. 

 

Once host sites have selected new Fellows, send an email to Anna Cupito at 

acupito@equaljusticeworks.org that includes the following:  

1. Names of all Fellows 

2. Email addresses of all Fellows 

3. Start dates of all Fellows 

 

2a) AmeriCorps JD Member Recruitment, Enrollment, and Exit 

Host site organizations are required to recruit, select, and host AmeriCorps JD Members.  Each 

site must recruit and enroll the number of law school members that is noted in their host site’s 

Subgrant Agreement. The AmeriCorps JD members must serve a minimum of 300 hours 

between August 1, 2014 and September 30, 2015, as well as focus on the same issue area 

(veterans’ assistance, disaster relief, or employment barrier removal) as the host site’s 

AmeriCorps Legal Fellow. All law students must be enrolled no later than April 10, 2015. 

Veterans Legal Corps host sites must have at least one AmeriCorps JD student enrolled by 

December 31, 2014.  

After the host site has identified law students interested in AmeriCorps JD, they should complete 

the NSPOW check prior to acceptance of the law students into the Program. Once the student has 

satisfactorily passed the check, host sites should direct them to complete a variety of documents 

in the Equal Justice’s Works SAM (Student Application Manager) system. On SAM, the law 

student will submit their application and enrollment documents and the host site organization 

must certify the member’s contract.  Once the contract has been certified, the law student is a 

member of AmeriCorps JD.  The host site must initiate state background and finger-print based 

FBI background checks on all AmeriCorps JD members prior to the start of service. More detail 

regarding required Criminal History Checks can be found in Section 2c of this manual. As with 

AmeriCorps Legal Fellows, all enrollment and exit procedures must be completed within 25 days 

from the member’s start of service and end of service.  Please note that AmeriCorps JD 

members’ end of service date is the date exit forms are signed by both the AmeriCorps JD 

member and their supervisor, including the exit certification and the final report.  More 

information on AmeriCorps JD can be found in the Equal Justice Works AmeriCorps JD 

Program Manual. Host sites should review this manual for in-depth overview of relevant 

AmeriCorps JD procedures and processes. 

http://www.equaljusticeworks.org/law-school/membership/law-school-members
mailto:acupito@equaljusticeworks.org
https://info.equaljusticeworks.org/summercorps/staff/menu.asp
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Online Enrollment through ARES 

The AmeriCorps Reporting and Enrollment System (ARES) is an Equal Justice Works-

hosted web-based system used to manage all Fellow enrollment and exit paperwork. The 

system is secure, efficient, and paperless. ARES allows host sites to manage all of the 

non-fiscal grant requirements in one place for all of their Fellows.  

It is the responsibility of host site staff to ensure that the Fellows are fully enrolled in 

ARES within 15 days of their start date and exited in ARES within 15 days from their 

end of service.  This enrollment and exit timeframe is based on an AmeriCorps regulation 

and therefore host sites who fail to meet this requirement will be subject to being in non-

compliance.   

For more information on ARES and the Fellow Enrollment process, please see the Equal 

Justice Works ARES Manual. 

Service Terms 

The Equal Justice Works AmeriCorps Legal Fellowship Program will engage Fellows in 

full-time terms of service, which consists of at least 1,700 hours over an 11- or 12-month 

period. The term of service period can be changed with the approval of Equal Justice 

Works, based on extenuating circumstances.  Upon successful completion of the full term 

of service, Fellows will receive the Segal Education Award from the National Service 

Trust valued at the amount of the Pell Grant which is $5,645 at this time. The Education 

Award can be used to pay current educational expenses or qualified student loans. Please 

note that Fellows who have served in previous AmeriCorps terms may not be eligible for 

the entire education award, per AmeriCorps regulations. 

Term Restrictions 

Under AmeriCorps rules, individuals are able to serve up to four service terms regardless 

of term length or type and are able to receive two full Education Awards. This rule allows 

individuals who have served previously in the Equal Justice Works AmeriCorps JD 

Program (previously Summer Corps), and a maximum of one additional AmeriCorps 

term of service, to serve two full terms as an Equal Justice Works AmeriCorps Legal 

Fellow. This rule also allows individuals who have served no more than three terms in 

other AmeriCorps programs (VISTA, NCCC, or another state or national program) to 

serve in the Equal Justice Works AmeriCorps Legal Fellowship Program. The amount of 

the AmeriCorps education award might be less than $5,645 if an individual has served in 

other AmeriCorps programs. If this is the case, the Fellow will need to sign an 

acknowledgement provided by CNCS at the beginning of their term of service. For specific 

questions on eligibility, please contact Equal Justice Works. 

2b) AmeriCorps Legal Fellow Files 

Equal Justice Works uses the AmeriCorps Reporting and Enrollment System (ARES) to manage member 

files. The documents listed in the sections below are either completed in or uploaded into ARES.  A more 

detailed description of each item and how to complete it in ARES is located in the Equal Justice Works 

ARES Manual. 

 

https://info.equaljusticeworks.org/ares/login.asp
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Enrollment Documents 

The following provides the list of required enrollment documents that must be submitted in 

ARES within 25 days of the Fellow’s start date: 

 Position Description 

 Fellow Release Form allowing background check 

 Proof of nationwide name-based check on NSPOW website 

 Criminal Background Check certification 

 Proof of Initiation of State Criminal History Checks 

 Proof of Initiation of FBI Criminal History Check 

 Accompaniment certification  

 Fellow Resume  

 I-9 Employment Form (2014) 

 Documentation of AmeriCorps Eligibility (e.g. passport, or government-issued 

photo ID and birth certificate or Social Security card) 

 W-4 Tax Form (maintained at host site – does not need to be uploaded in ARES) 

2c) Criminal History Checks 

The National Service Criminal History check applies to all AmeriCorps Members. These 

regulations apply jointly to Equal Justice Works AmeriCorps Legal Fellows and 

AmeriCorps JD members.  Please review for the AmeriCorps JD manual for procedures to 

upload proof of compliance in the Equal Justice Works Student Application Manager (SAM).     

Three forms of criminal history checks must be conducted on all Equal Justice Works 

AmeriCorps members.  These are: a nationwide name based check of the Department of Justice’s 

National Sex Offender Public Website (NSOPW), State(s) Criminal History, and FBI Fingerprint 

Criminal History Check. Host sites must perform these checks on all Fellows and all 

AmeriCorps JD members.   

Please note that an individual is ineligible to serve in AmeriCorps if they: 

 Are listed on the NSOPW; 

 Have been convicted of murder as defined and described in Section 1111 of Title 18, 

United States Code; and 

 Refuse to undergo any of the criminal history checks outlined above.  

1. Nationwide Name Based Search of the National Sex Offender Public Website  

 

a. Must be completed before the Fellow is accepted into the Equal Justice Works 

AmeriCorps programs 

b. Documentation required: 

i. Screen print of the NSOPW check for each candidate for a fellowship 

ii. Document the NSOPW check by printing out and signing a time-stamped 

copy of the results of the check, including the details of any individual 

whose name came up in the search,  to demonstrate that this individual is 

not the same person as your prospective Fellow. Your signature also 

indicates and demonstrates that the results were viewed and used to 

determine if the candidate was eligible to enroll in the AmeriCorps Legal 

http://www.nsopw.gov/
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Fellows Program. The host site must upload the proof of the NSPOW 

check in ARES  

iii. NSPOW check results will be saved for a minimum of 3 years after the 

Fellow ends his/her term of service 

iv. The time-stamped page must show a date and time prior to the first hours 

listed by the Fellow as service hours. In other words, the Fellow cannot 

count any hours served toward his or her term of service prior to 

documentation that this check was performed and printed toward his or 

her term of service. 

 

2. State(s) Criminal History Check  

 

a. Must be initiated before the Fellow’s first day of service. 

b. State check must be conducted for the following states: 

i. State where the host site is located  

ii. State of the Fellow’s residence at the time of the application (address on 

the Fellow’s resume) 

c. State checks must be conducted through the AmeriCorps designated state 

repository, with no exceptions. Please see the list of state registries on the Equal 

Justice Works website or on the CNCS resource. 

i. Equal Justice Works can assist host sites that request assistance with state 

checks and provides a compelling reason why assistance is needed. Equal 

Justice Works can assist by facilitating the State background check 

process in the following states: AK, CO, CT, DC, FL, GA, HI, ID, IN, KS, 

KY, ME, MA, MI, MN, MO, MS, ND, NH, NY, NC, OK, OR, PA, RI, 

SC, TN, TX, VT, VA, WA, WI. Please contact Equal Justice Works if 

assistance is needed.  

d. Documentation Required: 

i. Proof of initiation and documentation of when the state check(s) were 

initiated. 

1. Initiated is defined as one step more than getting permission to 

conduct the checks. This can include fingerprinting, mailing 

requests to obtain checks to the State repository, having forms 

filled out by candidates, etc.  You must be able to document how 

and when checks were initiated and you must have policies and 

procedures outlining how you initiate checks and apply them 

consistently.  

2. Proof of initiation must be uploaded and saved in ARES by the 

host site before the Fellow’s first day of service. 

ii. Proof of completion and documentation of when the state check(s) were 

completed  

1. Proof of completion of state checks must be uploaded and saved by 

the host site in ARES within 48 hours or two business days of 

receipt by the host site. 

2. Proof of state(s) background checks will be saved for at least three 

years after the Fellow ends his/her term of service. 

http://www.equaljusticeworks.org/post-grad/americorps-legal-fellowships/criminal-background-checks-database
http://www.equaljusticeworks.org/post-grad/americorps-legal-fellowships/criminal-background-checks-database
https://www.nationalserviceresources.gov/files/table-of-designated-state-repositories-and-alternates-3-26-14_3.pdf
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3. FBI Fingerprint-Based Check  

 

a. Must be initiated before the Fellow’s first day of service. 

1. Initiated is defined as one step more than getting permission to 

conduct the checks. This can include fingerprinting, mailing 

requests to obtain checks to the State repository, having forms 

filled out be candidates, etc.  You must be able to document how 

and when checks were initiated and you must have policies and 

procedures outlining how you initiate checks and apply them 

consistently.  

2. FBI fingerprint-based check should be obtained through the State 

Repositories. Use the following link for a list of CNCS approved 

repositories: https://www.nationalserviceresources.gov/files/table-

of-designated-state-repositories-and-alternates-3-26-14_3.pdf . 

b. Documentation Required: 

i. Proof of initiation and documentation of when the FBI fingerprint-based 

check was initiated. 

1. Proof of initiation of FBI check must be uploaded and saved in 

ARES by the host site before the Fellow’s first day of service. 

ii. Proof of and documentation of when the fingerprint-based FBI check was 

completed. 

1. Proof of completion of FBI checks must be uploaded and saved by 

the host site in ARES within 48 hours or two business days of 

receipt by the host site. 

2. Proof of FBI checks will be saved for at least three years after the 

Fellow ends his/her term of service. 

 

4. Accompaniment Requirement 

If the Fellow’s State or FBI background checks are not completed at the time of the 

Fellow’s service start date, a host site staff representative is required to physically 

accompany the Fellow 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 Fellow must 

have received the background checks required by the host site organization. Host sites 

must document the accompaniment of the Fellows using a time log, ledger, or some 

other form of documentation that ensures accountability and oversight for this 

provision.  

 

a. Exception:   
i. A host site is not required to accompany the Fellow if the person of a 

vulnerable population is accompanied by an authorized representative 

such as a parent for a minor.   

https://www.nationalserviceresources.gov/files/table-of-designated-state-repositories-and-alternates-3-26-14_3.pdf
https://www.nationalserviceresources.gov/files/table-of-designated-state-repositories-and-alternates-3-26-14_3.pdf
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Equal Justice Works strongly recommends that host sites initiate background checks 

immediately after selecting a Fellow so that the background check can be completed before 

the Fellow starts his or her term of service. 

 

5. Second Term Fellow 

a. If a Fellow is continuing on with a second term with the same host site, repeating 

the criminal history checks is not necessary unless there is a break longer than 

120 days between the Fellow’s terms of service or the Fellow’s access to 

vulnerable populations has changed.  

b. If a Fellow is transferring from one host site to another, Criminal History Checks 

will need to be conducted again regardless of whether or not there is break in 

service. 

 

Required Procedures for Conducting National Service Criminal History Checks: 

Have the Fellow sign the criminal background check release form (available on ARES). 

1. Verify the applicant’s identity by examining the individual's government-issued photo 

identification card, such as a driver's license or passport. 

2. Maintain verification of the applicant’s identity (by uploading scanned copies of their 

identification documents on ARES). 

3. Obtain written authorization from the individual to perform the check. 

4. Document the applicant’s understanding that selection into the program is contingent 

upon and subject to the checks. 

5. Pay for the criminal history checks.   

6. Provide a reasonable opportunity for applicants to review and challenge results. 

7. Provide safeguards to ensure confidentiality of any information relating to the criminal 

history check, consistent with authorization provided by the applicant.  

8. Results of the criminal history checks must be submitted on ARES and maintained by the 

host site. 

9. Maintain written documentation that the host site conducted the required checks and 

considered the results in selecting or retaining the individual. 

10. When you have conducted the NSOPW check and initiated the State and FBI checks, 

sign the background check certification on ARES. This must be completed before the 

Fellow’s first day of service. 

a. The Fellow cannot count any hours served prior to this certification being signed .  

 

2d) Fellow Contracts 

All AmeriCorps Fellows and host site staff must sign a service contract on or before their first 

day of service. Only contracts with signatures from both the Fellow and a member of the host 

site staff are considered fully executed. The Fellow cannot count service hours toward their 

term of service until the contract is signed by both parties. The contract will be automatically 

populated in ARES after the “Project Description” information is entered on ARES; there is no 

need for each host site to create their own contract. 

 

Important components of the service contract (required by CNCS): 
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 Term of Service and Minimum Number of Service Hours: A term of service is the 

time the Fellow is serving at the host site. Fellows serve an 11-12 month term of service 

at the host site. The term of service must be at least 11 months and no more than 365 

calendar days, unless otherwise approved by Equal Justice Works and the host site (45 

CFR 2522.220 (a)(1)). The required minimum number of service hours is 1700. 

o The host site is responsible for setting a service term that allows for the Fellow to 

complete at least 1,700 hours of service. 

 Position Description: This section includes the activities and responsibilities of the 

individual Fellow. This description should be the position description approved by Equal 

Justice Works when the Fellow’s position was advertised, and it will guide the Fellow’s 

work plan. 

 AmeriCorps Prohibited Activities and Host Site Standards of Conduct: Fellows and 

sites must agree not to participate in the AmeriCorps Prohibited Activities. The host site 

also agrees to a standard of conduct during the Fellow’s term of service including 

maintaining a Drug-Free Workplace. 

 Publicity Release: According to AmeriCorps provisions, host sites must obtain the prior 

written consent of all Fellows before using their names, photographs or other identifying 

information for publicity, promotional or other purposes.  

 Other Benefits: Host sites must identify work-related benefits that the AmeriCorps 

Fellow will receive, such as local travel expenses and professional development. These 

benefits are required to match those received by other first- and second-year attorneys at 

the host site. 

 Suspension and Termination Rules: The Equal Justice Works Fellow Contract has 

specific Suspension and Termination Rules that apply to all Fellows currently in service. 

Please refer to the Contract for the specific Rules. 

 Grievance Procedures: AmeriCorps Fellows agree to their host site’s grievance 

procedure to resolve disputes concerning the AmeriCorps Fellow’s suspension, dismissal, 

service evaluation or proposed service assignment. When appropriate, AmeriCorps 

Fellows may file a grievance in accordance with the host site’s grievance procedure. 

 Reasonable Accommodations and Non-Discrimination policy: Host sites certify they 

are equal opportunity employers and will make reasonable accommodations for Fellows 

with disabilities.  

 Amount of Education Award: for the 2014-2015 year, the Segal Education Award is 

$5,645 

 

2e) Supplemental Benefits Contract 

Host sites agree to provide a minimum of $12,000 for Fellow Supplemental Benefits.  During 

enrollment, the Fellow must identify expense categories and amounts (i.e. rent, student loan, etc.) 

that can be documented in their Supplemental Benefits contract in ARES. This contract is then 

certified by both the Fellow and the host site. These expenses must meet or exceed the monthly 

amount to be paid out in supplemental benefits payment. The actual expense categories and 

amounts may be modified during the term of service and can be amended in ARES to reflect 

changes, though you must notify Equal Justice Works in advance if these change.   

 

The expense categories below are the only acceptable categories of expenses for 

supplemental benefits.    
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 Student loans  

 Housing expenses (including rent, reasonable mortgage payments, utilities, etc.) 

 Relocation expenses, as allowed by federal tax law 

 Professional dues 

 Grocery gift cards (maximum value $225 per month) 

 

Host sites must identify and upload expenditure documentation for supplemental benefits 

payment onto ARES after the Fellow’s first full month of service but no later than November 30, 

2014. Documentation should align with the allowable expense categories; for instance, housing 

expenses could be documented with a lease agreement and a rent receipt.  Host sites must require 

that Fellows submit supporting documentation to justify the request for supplemental benefits 

reimbursement throughout the year and host sites must maintain this documentation for period of 

the subgrant agreement.  Equal Justice Works reserves the right to request evidence of 

supplemental benefits payments and expense documentation from the host sites at other points 

throughout the subgrant agreement period. 

 

2f) AmeriCorps Fellowship Work Plan 

All Fellows are required to develop a work plan in collaboration with their host sites. Work plans 

are a tool for Fellows to align their work during their term of service with the performance 

measures proposed in the host site application. Specific instructions for creating a work plan and 

a sample work plan will be sent to Fellows. The work plan serves to prioritize activities, increase 

productivity, and minimize confusion about the different roles a Fellow plays in the organization 

and community. Fellow’s work plans must be uploaded onto ARES, by Nov. 2, 2014. When 

developing the work plan, Fellow’s should establish goals that are specific and measurable.  Host 

sites should review the performance goals stated in their +.grant application, and align the 

Fellow’s work plan accordingly. 

2g) Time Logs and Timekeeping  

Accurate time logs essential. Fellows may use the host site’s normal timekeeping procedures, as 

long as these timekeeping procedures including the following components: signed time and 

attendance records that account for total activity of the member, record information at least bi-

weekly, recorded information coincides with pay periods, and timesheets are signed by the 

member and approved by the supervisor.   

 

Specifically, to ensure AmeriCorps compliance, all Fellow time logs must document the 

following: 

 Service vs. Training Hours:  

o Host sites must keep a record of the hours each Fellow spends in (direct) service 

or training on a regular basis (i.e. weekly, bi-weekly). No more than 20% of each 

Fellow’s total hours may be spent on education/training activities. Be sure to log 

on-site orientation activities and the Equal Justice Works Leadership 

Development Training as training hours.   

o Notations of Fellow’s time in and time out at host site each day. 

o Signatures:  
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 Each time log must be signed by both the Fellow and approved by their 

supervisor. The supervisor must be an individual at the host site that has 

personal knowledge of the Fellow’s service and work for that time period. 

In most cases, this will be the Fellow Supervisor that the host sites 

identified in their grant application.  The time record approving supervisor 

should remain consistent and not change week after week, except in 

extenuating circumstances. Fellows and supervisors should sign the time 

logs on or after the last day reported on the time log.  

 

 What Hours Count:  

Service hours are those hours actually worked. AmeriCorps Fellows cannot count hours 

that they did not work, including lunch breaks, under any circumstances. AmeriCorps 

Fellows also cannot receive “time and a half” pay. Holidays, sick or vacation leave time 

and other absences may not be counted toward hours served. To ensure that the Fellow is 

on track to complete his or her 1,700 hours, Fellows and host sites should maintain 

ongoing tallies of the number of hours served to date, hours remaining to earn the 

education award, and average weekly hours needed to receive the award.  

o Time Off: Equal Justice Works recommends that Fellows are allowed to accrue 

the equivalent amount of time off that first or second year attorneys receive at the 

host site. If a Fellow is taking time off, the timesheet should still be completed 

and the days taken as “time off” recorded with “0” hours.  Fellows should still 

receive their set amount of living allowance during time off (since their living 

allowance is not based on the number of hours they serve in a given pay period, 

but rather is divided evenly across their term of service). Fellows cannot be 

financially compensated for any unused time off at the end of their term of 

service.  If a Fellow has a significant break in service that exceeds the standard 

time off provided by host sites to staff attorneys, then contact Equal Justice Works 

to determine if their term of service should be suspended. 

 

 Quarterly Time Log Requirement: 
o Fellows are required to submit monthly time logs, and host site supervisors must 

certify the Fellow’s monthly time logs in ARES quarterly.  Quarterly time log 

certifications must be submitted in ARES no later than the following dates: 

1. First Quarter:  Due January 15, 2015 for the period of  

    August 1, 2014-December 31, 2014 

 

2. Second Quarter:  Due April 15, 2015 for the period of   

   January 1, 2015-March 30, 2015 

 

3. Third Quarter:  Due July 15, 2015 for the period of April 1, 

2015-June 30, 2015 

 

4. Fourth Quarter:  Due October 05, 2015 for the period of  

    July 1, 2015-September 30, 2015** 

** Note the early submission date for the Fourth Quarter 
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2h) Mid- and End-of-Term Performance Evaluations 

AmeriCorps provisions require that host sites conduct at least a mid-term and end-of-term 

written performance evaluation for each Fellow. It is allowable to use forms that the host sites 

use for its employees, but the end-of-term evaluation for AmeriCorps Legal Fellows must also 

determine if the Fellow has: 

 Completed the required number of hours; 

 Satisfactorily performed on assignments, tasks, and/or projects; and 

 Met other performance criteria as determined by the host site which was communicated 

with the Fellow at the start of service. 

 

The end of service performance evaluation will determine if the Fellow is eligible for the 

Education Award as well as future AmeriCorps terms of service.  The mid-term and end-of-year 

Fellow evaluations should be submitted in ARES. 

 

Note that performance evaluations should be conducted according to service term listed in 

each Fellow’s service contract. 

 

If a Fellow exits the program before the mid-point of their term of service, their supervisor must 

complete an end-of-term performance evaluation. If a Fellow exits the program after the mid-

point of the term of service, but before successfully completing the Fellowship, host sites must 

complete both evaluations for the Fellow (mid-term and end-of-term). 

 

2i) Exit Documents  

Exit documents must be completed for all Fellows, even those who do not successfully complete 

their terms of service (i.e. 1,700 hours). The entire exit procedure must be completed 

electronically in ARES no later than 15 days after the Fellow’s last day of service. See “Fellow 

Exit Instructions” in the ARES How-to Manual for more details about the exit procedures. The 

exit documents include: 

 Time Log (completed by Fellow); 

 Time Log Certification and Exit Form (completed by both Fellow and Fellow’s 

Supervisor); 

 Fellow’s Exit Survey (completed by Fellow); 

 Education Award Certification (completed by host site staff member); and 

 End-of-Year Fellow Evaluation. 

 

3) Compensation and Benefits 

Fellow compensation and benefits include the following components:  

1. Living allowance ($24,200); 

2. Supplemental benefits (minimum $12,000; maximum determined by fellow’s 

documented allowable expenses and  budget);  

3. Other work-related benefits;  

4. FICA; 

5. Worker’s compensation; 

6. Malpractice insurance; 

7. Healthcare insurance; 
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8. AmeriCorps Education Award (valued at current Pell Grant max award amount of 

$5,645); and 

9. Childcare expenses (eligibility determination based on CNCS guidelines). 

 

3a) Living Allowance 

The AmeriCorps living allowance is the portion of a Fellow’s compensation that is sub-granted 

from CNCS through Equal Justice Works. The living allowance must be closely monitored to 

ensure compliance with AmeriCorps regulations. The living allowance for Fellows is $24,200for 

a term of service. 

 

The living allowance is not a wage and host sites may not pay living allowances on an 

hourly basis. Host sites must distribute the living allowance at regular intervals and in regular 

increments throughout the Fellow’s entire term, including during time off for sickness or 

vacation.  

 

Living allowance payments may only be made to a Fellow during his/her term of service and 

must cease when the Fellow concludes the term of service, including if he or she departs early. 

Programs may not provide a lump sum payment to a Fellow who completes the 1,700 hours of 

service in a shorter period of time than that specified in their contract.  

 

3b) Supplemental Benefits 

Fellows are reimbursed for certain living expenses with supplemental benefits.  

 

The expense categories below are the only acceptable categories of expenses for 

supplemental benefits.    

  

• Student loans  

• Housing expenses (including rent, reasonable mortgage payments, utilities, etc.) 

• Relocation expenses, as allowed by federal tax law 

• Professional dues 

• Grocery gift cards (this should be utilized as a last resort to meet the required minimum 

payment 

 Maximum of $225 per month for groceries, which should never be used to 

purchase alcohol. 

 The host site organization must purchase the grocery gift card for the Fellow 

and maintain the receipt for the grocery card.  (The card should not be a 

general credit card gift card such as VISA Gift Card, but a store-type gift 

card). The $225 grocery card per month should not be given in lump at the 

beginning of service, but provided on a monthly basis. 

 

Equal Justice Works requires that host sites agree to provide a minimum of $12,000 in 

supplemental benefits per Fellow per term of service. Host sites must identify and upload 

expenditure documentation for supplemental benefits payment in ARES after the Fellow’s first 

full month of service by November 30, 2014. Supplemental benefits are reimbursable expenses 

and therefore Fellows can only be reimbursed for the actual expenses they incur. The 

Supplemental Benefits Contract may be modified in ARES during the Fellow’s term of service 
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upon the agreement of the host site and the Fellow. Please notify Equal Justice Works in advance 

if this change occurs.   

 

Supplemental benefits costs are counted toward the host site’s required match of the $24,200 

living allowance per Fellow paid for by CNCS grant funds. Equal Justice Works reserves the 

right to request evidence of supplemental benefits payments and expense documentation from 

the host sites at other points throughout the sub-grant agreement period.  

 

3c) Other Benefits 

Other benefits are work-related benefits that the AmeriCorps Fellow will receive from the site 

throughout their term of service, such as work-related travel expenses, professional development, 

life insurance, disability insurance, and bar dues. These benefits should match those provided to 

first- and second- year staff attorneys at the host site. Other benefits are counted toward the host 

site’s required match of the $24,200 living allowance per Fellows paid for by CNCS grant funds. 

Equal Justice Works reserves the right to request evidence of other benefits payments and 

expense documentation from the host sites at other points throughout the subgrant agreement 

period. 

 

Federal Insurance Contribution Act  

AmeriCorps Regulations require the Grantee to pay Federal Insurance Contribution Act 

(FICA), Social Security and Medicare Taxes for all Fellows (45 CFR 2521.45). This 

amount must be paid to any member receiving a living allowance.  For the FICA amount, 

the host site must withhold 7.65% from the Fellow’s living allowance (AmeriCorps 

Grants Provisions IV (G)(3)(b)).  

FICA payments are counted toward the host site’s required match of the $24,200 living 

allowance per Fellow paid for by CNCS grant funds. Equal Justice Works reserves the 

right to request evidence of FICA payments from the host sites at other points throughout 

the sub-grant agreement period. 

 

Income Taxes 

The host site must withhold federal personal income taxes from the Fellow’s living 

allowance (AmeriCorps Grants Provisions IV (G)(3)(c)). The host sites must have each 

Fellow complete a W-4 form at the beginning of the term of service and provide a W-2 

form at the close of the tax year. Further, the host site must comply with any other 

applicable state or local tax requirements.  Documentation should be maintained in a 

payroll ledger. Equal Justice Works reserves the right to request evidence of income tax 

withholdings from the Fellow’s living allowance by the host sites at other points 

throughout the subgrant agreement period. 

 

Worker’s Compensation 

AmeriCorps regulations require the Grantee to pay for worker’s compensation for all 

Fellows, if required under state law (45 CFR 2521.45).  

 

If worker’s compensation is not required under state law, the host site must obtain 

occupational, accidental, and death and dismemberment coverage for members to cover 

in-service injury or incidents (AmeriCorps Grants Provisions IV (G)(3)(d)). Equal Justice 
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Works reserves the right to request evidence of worker’s compensation payments from 

host sites at other points throughout the subgrant agreement period. 

 

Unemployment Insurance 

Host sites are not required to pay state unemployment insurance for AmeriCorps 

members unless required by the host site’s state law (45 CFR 2521.45).  In states where 

unemployment insurance is not required to be paid, it may not be counted against the 

match requirement. 

 

3d) AmeriCorps Education Award 

Fellows who successfully complete a term of service are eligible for the Segal AmeriCorps 

Education Award (45 CFR 2522.240). The Education Award is not a check and does not come to 

the Fellow directly, but is a $5,645 voucher to be put towards qualifying educational expenses. It 

can be used (1) to repay qualified student loans and/or (2) to pay all or part of the current 

education expenses to attend a qualified institution of higher education, including certain 

vocational programs. The sum can be split among multiple lenders, and it will be paid directly 

from AmeriCorps to the Fellow’s school or lender. Fellows who do not successfully complete 

the term of service are not eligible for the Education Award, unless they end their term of service 

for compelling personal circumstances, as outlined in the Contract.  

 The Education Award value does not affect host site budgeting and is not accounted for 

in the budget. 

 As previously noted, the amount of the Education Award may vary depending on whether 

or not a Fellow has served previous AmeriCorps terms. 

 The Fellow has up to 7 years after the completion of his or her term of service to use the 

Education Award. 

 The Education Award is considered by the IRS to be taxable in the year that it is used. 

 The Fellow can apply the Education Award toward student loans or current educational 

expenses. 

 Specific questions related to a Fellow’s Education Award should be directed to CNCS. 

 

3e) Insurance 

Fellows are required to have at least the following insurance: 

 

Healthcare Coverage 

 Host sites must provide healthcare insurance to those Fellows who are not otherwise 

covered by a healthcare policy at the time each begins his/her term of service 

(AmeriCorps Grants Provisions IV (G)(4)). 

 The host site can provide healthcare from any provider. Coverage must be provided for 

no more than 364 days, and cannot be renewed or extended beyond that period unless 

the Fellow starts a new term of service. According to the AmeriCorps Grant Provisions 

IV(G)(4), host sites must provide healthcare coverage that meets the following minimum 

benefits: 

A. Physician services for illness or injury 

B. Hospital room and board 

C. Emergency room 

D. X-ray and laboratory 
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E. Prescription drugs 

F. Limited mental/nervous disorders 

G. Limited substance abuse coverage 

H. An annual deductible of no more than $250 charges per member 

I. No more than $1,000 total annual out-of-pocket per member 

J. A 20% co-pay or a comparable fixed fee with the exception of a 50% co-pay for 

mental and substance abuse care  

K. A maximum benefit of at least $50,000 per occurrence or cause 

 

 The host site is not required to provide health insurance if the Fellow is otherwise 

covered by a healthcare policy at the time the Fellow begins his/her service. The host site 

is required to provide health insurance if the Fellow loses other coverage during the terms 

of service as a result of service or through no deliberate act of their own.(AmeriCorps 

Grants Provisions IV (G)(4)).  If the Fellow has his/her own health insurance coverage, 

the host site must maintain documentation of the Fellow’s health insurance coverage. 

o If the member has health insurance coverage, and the host site does not pay 

the member’s health insurance cost, the host site must still meet the match 

requirement. Contact Equal Justice Works if this situation occurs. 

 Host sites are not required to provide healthcare coverage to dependents of the Fellow 

(AmeriCorps Grants Provisions IV (G)(4)). 

 

General Liability and Malpractice 

 Under AmeriCorps Grants Provisions IV (G)(3)(a), the Grantee must provide general 

liability coverage for the organization, employees, and members, including coverage of 

members engaged in on- and off-site project activities. 

 Host sites are required to carry legal malpractice insurance that covers all participating 

AmeriCorps Fellows. The Fellow must be covered by malpractice insurance during the 

entire term of service.  

 

Healthcare, general liability, and malpractice insurance costs are counted toward the host site’s 

required match of the $24,200 living allowance. Equal Justice Works reserves the right to request 

evidence of healthcare insurance, general liability, and malpractice insurance payments and/or 

expense documentation from the host sites at other points throughout the subgrant agreement 

period. 

 

3f) Childcare 

In general, CNCS will provide childcare payments for members who are eligible, which will be 

administered through an outside contractor. Requirements including eligibility criteria can be 

found in the AmeriCorps regulations (45 CFR 2522.250(a)(4)).  Please contact Equal Justice 

Works for more information regarding childcare.  

 

Childcare is provided through an eligible provider or a childcare allowance in the amount 

determined by CNCS to those full-time participants who need childcare in order to participate.  

This need is valid if he/she falls under the following:  

1. Is the parent or legal guardian of, or is acting in loco parentis for, a child under 13 who 

resides with the participant; 



AmeriCorps Legal Fellowships Program - Host Site Manual 

 

 

23 

 

2. Has a family income that does not exceed 75% of the state’s median income for a family 

of the same size; 

3. At the time of acceptance into the program, is not currently receiving childcare assistance 

from another source, including a parent or guardian, which would continue to be 

provided while the participant serves in the program 

 

The Fellow must certify that he/she needs childcare in order to participate in the Fellowship 

program. 

 

The childcare allowance may not exceed the applicable payment rate to an eligible provider 

established by the State for child care funded under the Child Care and Development Block 

Grant Act of 1990. 

 

4) Loan Forbearance Request and Interest Accrual Request 

All participants in AmeriCorps programs are eligible to place qualified federal student loans in 

forbearance during their term of service. The government will also pay the interest that accrues 

on these loans as a benefit of AmeriCorps service. The national service legislation defines a 

qualified student loan as a loan backed by the federal government under Title IV of the Higher 

Education Act. Unfortunately, private loans do not fall within that definition. Fellows should be 

informed that privately funded loans are not eligible for this type of loan forbearance during 

AmeriCorps service. If a Fellow is uncertain about whether a particular loan will qualify, s/he 

should contact the lender or call the National Service Trust Help Line at (888) 507-5962. Fellows 

with private loans should contact the lender to see if they will offer a forbearance or deferment 

on those loans, and if so, how that will affect their loan balance. 

 

The Fellow will need to log into the My AmeriCorps Portal to place qualified student loans into 

forbearance. Equal Justice Works will provide an introduction to the My AmeriCorps portal at 

the beginning of the Fellow’s term of service. Once the Fellow has requested forbearance 

through the Portal, the Fellow should confirm with the lender that the loans are actually in 

forbearance.  

 

Fellows should print out any loan forbearance requests from the My AmeriCorps Portal and the 

host site should place the requests in the member file. 

 

After a Fellow successfully completes a term of service, s/he may log into the My AmeriCorps 

Portal and request that the National Service Trust pay the interest that has accrued on the 

qualified student loans placed into forbearance during their term of service.  

 Please note: The IRS considers the interest accrual payment to be taxable income in the 

year it was paid, and Fellows must claim the payment as income on their tax returns. 

 

It is important to note that if a Fellow places eligible loans in forbearance during their term of 

service, the Fellow must use their AmeriCorps Segal Education Award, which all Fellows 

receive after successfully completing their Equal Justice Works service, in a certain way to 

ensure they receive credit toward Public Service Loan Forgiveness (PSLF) for their service. All 

AmeriCorps positions are eligible for PSLF and Fellows who use their Education Award to make 

a lump sum payment on their loans can receive up to 12 months of qualifying payments toward 

https://my.americorps.gov/mp/login.do


AmeriCorps Legal Fellowships Program - Host Site Manual 

 

 

24 

 

forgiveness, but this must be done in a specific manner. A Fellow should also determine whether 

the income-based repayment (IBR) option and PSLF is an option for his/her financial situation 

by researching the information found on the Equal Justice Works website.  

 

Please note: Whether or not eligible loans are placed in forbearance may affect IBR and PSLF 

options. The Fellow is advised to contact a tax professional to review their options. 

 

5) Supervision 

Host sites must provide quality and effective supervision to all Fellows.  Supervision is one of 

the processes that Equal Justice Works reviews when monitoring host sites as well as when 

considering host sites for future funding.  

 

Below are some principles and best practices of effective supervision: 

 

Prior to the beginning of the term: 

 Fully explain the purpose and role of AmeriCorps Legal Fellows to all staff at the host 

site. 

 Prepare an orientation for the Fellow, including meetings with key staff and partners. 

Determine the training needed for the specific legal work the Fellows will perform. 

 If other Fellows are ending terms, plan to transition projects from one Fellow to another. 

 

At the beginning of the term: 

 Sign all contracts and submit all paperwork on or before the first day of the Fellow’s 

service. 

 Make sure the Fellow’s voicemail greetings and email signature clearly states that they 

are an “Equal Justice Works AmeriCorps Legal Fellow” and not a “Staff Attorney.” 

 Immerse the Fellow in activities and conversations from the first day of service.  

 Commit to set times/days to meet with the Fellow, preferably weekly at first. Ask them to 

prepare materials for your meetings. Resist the urge to maintain an open door policy in 

lieu of scheduled meetings. Advise the Fellow to develop solutions and save up 

discussion topics rather than emailing or stopping by your office many times a day. 

 Use the performance measures to develop a work plan with the Fellow. Use the work 

plan as a basis for supervisory meetings. 

 Determine a suitable caseload for the Fellow, being sure to strike a balance that is 

ambitious but not overwhelming. 

 Discuss supervision with the Fellow. AmeriCorps Fellows are adult learners. Inquire 

about how they learn best, seek to engage them, balance giving them direction and 

allowing them independence.  

 Ensure the Fellow fully comprehends the financial structure of legal service providers, 

pro bono projects, and their own Fellowship. Review this structure after a month of the 

term of service. 

 Impress upon the Fellow that they are representatives of AmeriCorps, Equal Justice 

Works and the host site. 

 Encourage the Fellow to get out into the community to network on their own.  

 Encourage the Fellow to reach out to other Fellows in your area and across the country. 

http://www.equaljusticeworks.org/ed-debt
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As the Fellowship progresses throughout the term of service: 

 Discuss how well the Fellow is meeting the goals of the work plan and if it needs to be 

changed. Determine whether the Fellow has too much or too little to do, and emphasize 

the need to take on more tasks quickly. 

 Provide frequent constructive and corrective feedback. Many Fellows struggle to see the 

impact they are having, especially in the first year of a project. In this case, consider 

assigning a mentor to check in periodically. 

 Ensure the Fellow is taking full advantage of the opportunity to develop management, 

leadership, supervisory, collaborative and legal skills. If necessary, encourage 

engagement with local resources and partners.  

 Keep Equal Justice Works abreast of successes and challenges with the Fellows and their 

projects. 

 

6) AmeriCorps Prohibited Activities 

As AmeriCorps members, Fellows need to abide by certain restrictions that U.S. Congress has 

placed on their service activities. The U.S. Congress, CNCS and Equal Justice Works engage in 

active oversight of these prohibited activities.  It is crucial that Fellows follow these policies, as 

failure to do so can result in serious consequences for the program and for the national service 

movement. Noncompliance with regulations around Prohibited Activities will negatively impact 

a host site’s application for renewed funding for the Equal Justice Works AmeriCorps Legal 

Fellowship Program. 

 

CNCS prohibits AmeriCorps members from participating in certain activities during their 

service, training, or fundraising hours. Individuals may still exercise their rights as private 

citizens and may participate in the below activities on their own initiative, on non-AmeriCorps 

time and using non-Corporation funds. The AmeriCorps logo should not be worn while doing so. 

The AmeriCorps Prohibited Activities are outlined in the Host Site Subgrant Agreements and 

Fellow Contracts, but please ensure that both the Fellow and his/her Supervisor carefully 

review the list before the Fellow starts service. It is imperative that both the Fellow and the 

Supervisor understand what activities the Fellow cannot partake in while serving in an 

AmeriCorps Fellowship program. It is also important to consider the appearance of Fellows 

participating in these events on their own time if it is in connection with their host site.  

 

The following is the list of Prohibited Activities outlined in CNCS regulation 45 CFR 2520.65:  

1. Attempting to influence legislation; 

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 
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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 the religious activities described in paragraph (g) of 

this section, 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. 

 

Here are some tips for abiding by the above regulations: 

 Do not allow Fellows to interact with elected officials in any capacity that could be 

construed as attempting to influence legislation. 

 Fellows must not participate in advocacy for a specific cause. 

 Fellows must not help clients sign up to vote, per Prohibited Activity #9. If a client needs 

to register to vote, they should get assistance from a non-Fellow staff member.  

 Note that AmeriCorps prohibited activities are similar to, but different from Legal 

Services restrictions.  For example, there are no exceptions to AmeriCorps members 

attempting to influence legislation, even if a member of the legislature request in writing 

the AmeriCorps members' testimony.   

 Be careful where clients ask for help with small business matters, such as filing articles of 

incorporation, obtaining business licenses and the like.  While the client may be low-

income and have a legitimate legal issue that can be handled by your agency, the 

AmeriCorps prohibitions trump and the Fellow should not assist with such a case during 

service hours.   

 Fellows may work with religious organizations as part of their outreach, but should be 

careful to avoid religious proselytization. 

 

7) Fellow Management and Compliance: Frequently Asked Questions 

 If I have an Equal Justice Works AmeriCorps JD Member at my host site, can my Fellow 

act as his or her Supervisor? 

o No. No AmeriCorps Member can supervise the time and attendance of another 

AmeriCorps Member. 

 How should my Fellow introduce him or herself? What should be his or her title? 

o It must be made clear in all communications that the Fellow is an “Equal Justice 

Works AmeriCorps Legal Fellow,” not a “staff attorney.” 

 Can my Fellow hold outside employment during his or her term of service? 
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o Yes. 

 Can my Fellow receive his or her Education Award if he or she completes 1,700 hours of 

service before his or her term of service is up? 

o It depends on their situation. To be eligible to receive the Education Award, the 

Fellow must complete 1,700 hours of service and complete his or her term of 

service, as outlined in the Fellow Contract. Please see the Contract for further 

details. 

o The exception is if a Fellow has to leave his or her term of service early for 

“compelling personal circumstances” (as outline in the Contract); in that case, the 

Fellow may be eligible for a partial Education Award. 

8) Program Management 

Serving as a Hub Site for other Organizations 

In 2014-2015, some host sites will be serving as a hub site for other Equal Justice Works’ 

AmeriCorps service sites. Organizations agreeing to serve in this capacity will be responsible 

for: 

 Administering payroll and benefits for all AmeriCorps Fellows across the designated 

service sites; 

 Managing the finances of the grant and submitting monthly expenditure reports; 

 Assigning a Project Director to communicate with site supervisors and Fellows monthly, 

and convene the Fellows quarterly either in-person or via phone; 

 Collecting Fellow paperwork and submitting information to Equal Justice Works; 

 Gathering outcome data from service sites and the Fellows and submitting timely 

progress reports to Equal Justice Works; 

 Serving as the communications conduit and keeping service sites informed about Equal 

Justice Works and AmeriCorps updates, policies and deadlines; 

 Assisting with Fellow selection, management, and discipline as appropriate. 

 

Reducing the number of sub-grantees creates efficiencies and cost savings for Equal Justice 

Works and the organizations involved. Organizations serving as hub sites can only do so for 

other organizations within their state. Equal Justice Works will disseminate a separate MOU 

agreement detailing these responsibilities to sites who are acting as hub sites.    

 

8a) Performance Measures 

All AmeriCorps Programs are guided by Performance Measures (PMs) to measure their 

program’s impact. These Performance Measures guide the data that Equal Justice Works collects 

from host sites and AmeriCorps Fellows. Each host site defined the goals that it expects to 

achieve in their grant application to Equal Justice Works. Quarterly, host site are required to 

report on their progress towards achieving these goals. It is critical that host site staff and their 

respective Fellows are aware of their performance targets, and regularly track the host site’s 

progress towards these goals.  The achievement by host sites of their targeted PMs is used to 

evaluate the effectiveness of the Fellow and the host site’s implementation of the program.  

 

Performance Measure Reporting 

Reporting on the accomplishments that the host site achieved through the work of the Fellow is a 

vital part of the Program. It is also important to report on any challenges that either the Fellow or 
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the host site staff are encountering.  Equal Justice Works strives to offer technical assistance and 

support to help the host site and Fellow to address challenges that may arise. Quarterly Progress 

Reports are required from each host site. The due dates are as follows: 

 

 First Quarter: Due January 15, 2015 for the period of     

August 1, 2014-December 31, 2014 

 

 Second Quarter: Due April 15, 2015 for the period of        

January 1, 2015-March 30, 2015 

 

 Third Quarter: Due July 15, 2015 for the period of              

April 1, 2015-June 30, 2015 

 

 Fourth Quarter: Due October 5, 2015 for the period of           

July 1, 2015-September 30, 2015** 

** Note the early submission date for the Fourth Quarter 

 

8b) Monitoring 

 

Host sites are monitored by Equal Justice Works through desk audits, site visits, as well as 

through periodic request for information as needed to respond to requests from CNCS.  Host 

sites will receive at least one desk audit or site visits during each program year. The frequency of 

and type of monitoring activity (i.e. desk audits or sites visits) will be based on a variety of 

factors including compliance with the program’s policies and procedures and achievement of 

performance targets.  Below is a brief but not all inclusive description of the desk audit and site 

visit process. Host sites should become familiar with the requirements of site visits and desk 

audits, the documentation that will be requested, so that this information can be available at the 

time of the monitoring review. 

 

Site Visits 

Equal Justice Works conducts site visits to see the program in action, to assess the 

relationship between the host site and the Fellows, to review programmatic 

accomplishments and challenges, and to ensure compliance with Equal Justice Works 

Fellowship Program’s programmatic and financial policies. Site visits are conducted on 

both a routine and an as-needed basis. Site visits will consist of two major segments: 

interviews and document review. 

 

We will request interviews with the following individuals: 

 Project director;   

 Executive director; 

 Fiscal manager; 

 Fellow Supervisor(s); and 

 Fellow(s). 
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Programmatic Review 

Equal Justice Works may ask questions about and/or discuss the following with the host 

site staff and Fellows during the site visit the following: 

 The project's progress towards the proposed performance targets, outcomes to 

date, and challenges; 

 Project governance and administration;  

 The project's systems for evaluation and continuous improvement; 

 Fellow supervision, including process for mid- and end-of-term evaluations of the 

Fellow and professional development plans for the Fellow; 

 Fellow performance, experience and satisfaction, and the host site’s internal 

controls for monitoring these and providing mediation between Fellows and staff 

members if necessary; 

 Community knowledge and understanding of the project and the Equal Justice 

Works AmeriCorps Program; 

 Opportunities for improvement, collaboration and leveraging other resources; 

 Technical assistance and other needs of the Fellows and/or project; and 

 Opportunities for Equal Justice Works to provide additional assistance and 

improve communication. 

 

Programmatic Document Review 

Equal Justice Works may ask for documentation including but not limited to the 

following: 

 Fellow business cards and/or email signature; 

 Criminal history checks; 

 Organizational chart; and 

 Program policies and procedure manuals. 

 

Financial Document Review 

Equal Justice Works may ask for documentation including but not limited to the 

following: 

 Financial management policies and procedures (accounting manual); 

 Most recent audited financial statements OR most recent A-133 audit report; 

 Most recent IRS Form 990; 

 Chart of accounts showing CNCS Grant, cost centers for fund accounting, and 

codes; 

 Payroll ledger for a specified month; 

 General Ledger with details of all charges billed to grant and match share for each 

Fellow for a specified month; 

 Supporting documentation for supplemental benefits expenses for a specified 

month; 

 Supporting documentation for expenses billed to grant and match share for a 

specified month; 

 Proper timesheets for all enrolled AmeriCorps Fellows for a specified period; 

 Proper timesheets for any staff who bill to the AmeriCorps grant for a specified 

period; 
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 Documentation of revenue that is being used to fulfill the match side of the grant; 

 Copy of employee handbook; 

 Procurement and purchasing procedures; 

 Time keeping policy; 

 Record retention and destruction policy; 

 Procedures to minimize the time elapsing between the transfer of funds from 

Equal Justice Works to the host site; 

 Codes of conduct for employees engaged in the award and administration of 

contracts; 

 Travel policies and procedures; 

 Cost allocation plans; 

 Payroll policies; 

 Site management and monitoring policies; 

 Policies for closeout of sub-grants; 

 Conflict of interest policy; 

 Whistleblower policy; and 

 Written process for determining compensation of the organization’s CEO, 

Executive Director, or top management official and other officers or key 

employees. 

 

Site Visit Follow-Up 

Within approximately 60 days, Equal Justice Works staff will provide the host site with a 

report on the site visit. The report will include observations and assessments of the 

Fellows and their projects including outcomes achieved, compliance findings, and 

assessments of the programmatic and fiscal systems used to manage the AmeriCorps 

grant. Finally, staff will provide suggestions for strengthening the project or grant 

management systems. 

 

Equal Justice Works requires host sites to respond to the site visit report in writing within 

30 days of receipt. Equal Justice Works will review the response and provide feedback 

and follow-up as needed. 

 

Desk Audits 

Equal Justice Works conducts desk audits to ensure that sites are in compliance with 

AmeriCorps and OMB requirements. Desk audits are conducted on both a routine and as-

needed basis throughout the program year. Desk audits include both interviews and 

document review. Generally, desk audit interviews will consist of Fellows and Fellow 

Supervisors. If the Project Director differs from the Fellow Supervisor, the Project 

Director may also be interviewed. Additionally, the host site will submit some or all of 

the following documents in PDF form to be reviewed by Equal Justice Works staff. 

 

Programmatic Document Review 

Equal Justice Works may ask for documentation of the following: 

 Documentation of proper AmeriCorps Legal Fellow email signature; 

 Organizational chart; and 
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 Documentation of Fellow’s training (including orientation to the host site). 

  

Financial Document Review 

Equal Justice Works may ask for documentation including but not limited to the 

following: 

 Most recent audited financial statements OR most recent A-133 audit report; 

 Most recent IRS Form 990; 

 Time keeping policy; 

 Payroll ledger for each Fellow for a specified month; 

 General Ledger with details of all charges billed to grant and match share for each 

Fellow for a specified month; 

 Supporting documentation for supplemental benefits expenses for a specified 

month; 

 Supporting documentation for expenses billed to grant and match share for a 

specified month; 

 Proper timesheets for all enrolled AmeriCorps Fellows for a specified period; and 

 Host site’s financial policies and procedures. 

  

Desk Audit Follow-Up 

Within approximately 45 days of the desk audit, Equal Justice Works staff will provide 

the host site with a report of the audit. The report will include summaries of the interview 

findings, summary of the documentation review, and a summary of programmatic or 

financial management strengths and challenges in the management of the Program. The 

report will also provide will provide suggestions, resources, and opportunities for 

ongoing technical assistance. 

 

Host sites should respond to the desk audit report in writing within 30 days of receipt. 

Equal Justice Works will review the host site’s desk audit’s response and provide 

feedback and follow up as needed. 

 

8c) Fiscal Management 

Equal Justice Works provides subgrants to organizations that are selected to be host sites. These 

sub-grant amounts can change from year to year based on available federal funding and the 

living allowance set by CNCS. In 2014-2015, the funds provided to host sites from CNCS 

through Equal Justice Works are: 

 $24,200 per Fellow for living allowance; and 

 Certain travel costs to and from the Leadership Development Training in October 2014. 

 

Host sites must enter their approved budget into the Equal Justice Works’ Grants Management 

System (GMS). 

 

Equal Justice Works monitors the financial systems of host sites in relation to their management 

of CNCS grant funds for the Program. It is important for all host sites to have strong financial 

management systems in place to ensure program stability and success. 

 

http://info.equaljusticeworks.org/gms
http://info.equaljusticeworks.org/gms


AmeriCorps Legal Fellowships Program - Host Site Manual 

 

 

32 

 

Match 

The host site must be able to provide a dollar-for-dollar match of the $24,200 Fellow 

living allowance. Match includes the Fellow’s supplemental benefits (minimum of 

$12,000), health insurance, FICA, workers compensation (if applicable), unemployment 

insurance (if applicable), and malpractice insurance, and other benefits (optional) which 

can include work-related travel, life and disability insurance, and professional 

development costs.   

 

AmeriCorps regulations require that the matching funds meet seven criteria:   

1. Are verifiable in the host site’s records; 

2. Are not included as contributions for any other federally-assisted project or 

program; 

3. Are necessary and reasonable for proper and efficient accomplishment of 

project or program objectives; 

4. Are allowable under OMB A-122 Cost Principles; 

5. Are not paid by the federal government under another award, except where 

authorized by federal statute to be used for cost sharing or matching; 

6. Are provided for in the approved budget when required by the federal awarding 

agency; and 

7. Conform to other provisions of the 45 CFR Circular. 

 

In addition, Equal Justice Works at its sole discretion will decide what can and cannot be 

included in the match.   

 

AmeriCorps Financial System Requirements 

 

Key Aspects of Successful Financial Management 

 The living allowance amount and supplemental benefits amount must be 

separated on the Fellow’s pay stub. If your accounting system cannot 

accommodate this requirement, consider cutting two separate checks to your 

Fellow’s per pay period.  

 The living allowance must be equally distributed across the Fellow’s term of service. To 

calculate the monthly amount, take the number of months in the Fellow’s term and divide 

by the number of pay periods during those months.  

 Supplemental benefits should be similarly distributed. If your accounting system cannot 

accommodate two separate payments on the same pay stub, it is allowable to cut one 

separate check a month for supplemental benefits. You should also round up or down at 

the beginning and end of the Fellow’s term of service, once again so as to disburse the 

benefits evenly and avoid pro-rating. 

 Periodic Expense Reports should reflect actual costs.  

 Host sites should maintain documentation of all expenses charged to matching 

funds. This includes invoices for health insurance, a payroll ledger to support 

FICA and other payroll taxes, receipts for travel or supply purchases, and 

documentation for Fellow supplemental benefit expenses. 
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Fiscal Reporting  

Financial reporting requires monthly submission of Periodic Expense Reports (PERs) and 

a final submission of “Other Federal Funders” used as match. 

 

Periodic Expense Reports  

Periodic Expense Reports (PERs) are monthly reports that each host site submits to Equal 

Justice Works to request reimbursement for costs associated with the Equal Justice 

Works sub-grant. Host sites should report expenses for both the CNCS share of the 

budget, reflecting the actual living allowance paid to the Fellow during that month, and 

the Grantee Share of the budget. PERs are due to Equal Justice Works through the Grants 

Management System (GMS) by the 30
th

 day of the following month of the reporting 

period.  For example, if the reporting period is for August 2014, the PER will be due no 

later than September 30, 2014. If the due date falls on a holiday, the PER is due by close 

of business on the next business day. If a PER is submitted more than five calendar days 

after the 30th, it will be processed in the next monthly payment cycle. 

 

Equal Justice Works is committed to processing all PERs as soon as possible after 

submission. Equal Justice Works uses an online payment system, Anybill, to expedite 

payments. To ensure quick processing of your PER, email Equal Justice Works to alert us 

when you submit the PER to GMS.  

 

Other Federal Funders Report 

Starting on September 20, 2015, Equal Justice Works requires each host site to provide a 

list of all federal funders and grant numbers that were used to supply for match for the 

2014-2015 program year.  Please note that all host sites must receive written approval 

from their federal funder in order to use federal funds for match.   Equal Justice Works 

can provide assistance with this if needed. 

9) Equal Justice Works Electronic Information Systems: 

 

AmeriCorps Reporting and Enrollment System (ARES) 

The AmeriCorps Reporting and Enrollment System (ARES) is an Equal Justice Works-hosted, 

web-based system used to manage Fellow enrollment and exit paperwork. It also serves as the 

data tracking tool for quarterly reports and time logs. The system is secure, efficient, and almost 

completely paperless. ARES allows host sites to manage all of the grant requirements in one 

place for all of their Fellows. Equal Justice Works uses the ARES to manage member files 

completely electronically.  

 

Please see the ARES How-to Manual for details on how to use ARES, including for enrolling 

and exiting Fellows. 

 

 

http://info.equaljusticeworks.org/ares/login.asp
http://files.equaljusticeworks.org/ARES-How-To-Manual.pdf
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Sample 

Grants Management System (GMS) 

The Grants Management System (GMS) is where host sites submit budgets, track expenses, and 

submit Periodic Expense Reports (PERs). Please see the GMS How-to Manual for more 

information on how to use GMS, including entering a budget and submitting PERs. 

 

 

 

Appendix 1: Sample Monthly Time Log 

 

AmeriCorps Legal Fellow Name (please print): 

______________________________________________ 

Site Name (please print): 

________________________________________________________________ 

Month: 

______________________________________________________________________________ 

Week 

Date 
Mon. Tues. Wed. Thurs. Fri. Sat. Sun. 

TOTAL 

 

 

3/6 

 

Service 

         

      

Training 

   3 

         

       5 

   4    

         

       4 

   2 

         

        6 

   3 

         

       5 

   0 

        

       0 

   0 

         

        2 

  12 

        

       22 

         

         

         

         

http://www.equaljusticeworks.org/communities/participants/americorps/gms
http://files.equaljusticeworks.org/GMS-How-To-Manual.pdf
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TOTAL 
        

 

 

AmeriCorps Legal Fellow signature:  

 

________________________________________________________ 

 

Date: __________________________________________________ 

 

 

Supervisor signature:  

 

___________________________________________________________________ 

 

Date: __________________________________________________ 

 


