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CORPORATION FFOR
NATIONAL AAND 
COMMUNITY SSERVICE
The Corporation for National and Community
Service provides opportunities for Americans of
all ages and backgrounds to serve their commu-
nities and country through three programs:
Senior Corps, AmeriCorps, and Learn and Serve
America. Working with national and community
nonprofits, faith-based groups, schools, and local
agencies, the Corporation engages more than 1.6
million Americans each year in meeting critical
needs in education, the environment, public safe-
ty, disaster services, and other areas. 

Senior Corps taps the skills, talents, and experi-
ence of more than half a million Americans age
55 and older to meet a wide range of community
needs  Learn and Serve America provides grants
to schools, colleges, and nonprofit groups to
support efforts to engage more than a million
students each year in service learning and com-
munity service linked to educational goals. The
Social Innovation Fund, Volunteer Generation
Fund, and Nonprofit Capacity Building Program
are all designed to increase the capacity and scale
of impact for grantee organizations.

Together with the Serve.gov, the Corporation for
National and Community Service is working to
foster a culture of citizenship, service, and
responsibility in America and to help all
Americans answer the President's call to service.

AMERICORPS
AmeriCorps engages thousands of Americans
each year in intensive service to meet community

needs in education, the environment, disaster
services, and other areas. There are three branch-
es of AmeriCorps: AmeriCorps State/National,  in
which members serve with national nonprofit
organizations like Habitat for Humanity, the
American Red Cross, and Teach for America, as
well as with hundreds of smaller community
organizations, both secular and faith-based;
AmeriCorps NCCC, a team-based residential pro-
gram for adults between the ages of 18-24; and
AmeriCorps VISTA, a program focused on fight-
ing poverty. In exchange for a year of service,
AmeriCorps members earn a modest stipend, an
education award that can be used to pay for col-
lege or to pay back qualified student loans. The
Edward M. Kennedy Serve America Act of 2009
calls for the expansion of AmeriCorps to 250,000
members annually by 2017.

AMERICORPS NNCCC
AmeriCorps NCCC (National Civilian Community
Corps) is a full-time residential program for men
and women between the ages of 18 and 24. It
combines the best practices of civilian service
with the best aspects of military service, includ-
ing leadership development and team building.
Because members are trained in first aid and dis-
aster services and can be assigned to new duties
on short notice, they are particularly well-suited
to meeting the nation's disaster services needs.

AmeriCorps NCCC members work in teams of
approximately 10 members on projects related to:
natural and other disasters, infrastructure
improvement, environmental stewardship and
conservation, energy conservation, and urban
and rural development.  Priority is given to proj-
ects in disaster services, which account for about
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50% of NCCC projects. Members have responded
to every major disaster since 1994, including the
September 11, 2001 terrorist attacks and
Hurrican Katrina in 2005. Members also preserve
parks and streams, develop and maintain trails,
build homes, and work on youth development
activities. Projects typically last from six to eight
weeks. Approximately 70 percent of projects
require  teams to live and serve in communities
away from the NCCC campus. Project sponsors
include national, community and faith-based non-
profit organizations; municipal and state govern-
ments; federal agencies; parks; and schools.
National partners include the Federal Emergency
Management Agency, the American Red Cross,
Habitat for Humanity, and the U.S. Forest Service.

AmeriCorps NCCC members are based on one of
five regional campuses, which are located  in
Vicksburg, MS; Denver, CO; Perry Point, MD;
Sacramento, CA; and Vinton, IA.

AmeriCorps NCCC is open to U.S. citizens,
nationals, and lawful permanent residents ages
18 to 24.  Members serve full time for 10
months. Upon successful completion of their
service, they receive an education award equal in
value to the Federal Pell Grant to help pay for col-
lege or graduate school, or to pay back qualified
student loans. During their service, members
receive lodging, meals, uniforms, health benefits,

loan forbearance, and a modest living allowance.
All members receive training in CPR/First Aid,
leadership, team building, disaster services, and
citizenship; a small group of members also
receive wildland fire fighting training.

Continue tto SServe
The AmeriCorps NCCC experience is only part of
a lifetime of service. Graduates may commit to
another term as an AmeriCorps member, pursue
service opportunities with local organizations, or
even plan and execute their own service projects
in their communities. Regardless of the path they
choose, AmeriCorps NCCC graduates have a
unique opportunity to transform their communi-
ties and shape the future of America.

Keep iin TTouch!
Don't forget to update your contact information in
the My AmeriCorps Portal. In addition. please
sign up for AmeriCorps Alums. By becoming a
member of AmeriCorps Alums you will have
access to the NCCC group pages. On these pages
you will be able to access contact information for
fellow AmeriCorps members, have the ability to
post messages, and chat with other alums about
other great benefits of being a part of the
AmeriCorps Alums community. Join at ameri-
corpsalums.org.

“
”

Regardless of the path they choose, AmeriCorps NCCC
graduates have a unique opportunity to transform their
communities and shape the future of America.



To enter AmeriCorps NCCC is to become a mem-
ber of a community. Choosing to become a mem-
ber of this community implies a commitment to
maintaining an environment in which both com-
munity and individual goals can be attained.
Acceptance as a member of this community is a
privilege; sharing in the maintenance of this com-
munity is a responsibility. As such, all members
are expected to abide by the AmeriCorps NCCC
Code of Conduct. 

AmeriCorps NCCC is committed to maintaining
an environment in which diversity is accepted
and celebrated. It is celebrated because each indi-
vidual contributes a wealth of values and experi-
ences to the work and service environment: age,
race, gender, ethnicity, physical ability, education,
religion, marital status, socio-economic status,
political ideology, and more.

As we welcome and cherish these differences,
and as we respect and learn from these differ-
ences, we enhance our productivity and overall
quality of life and recognize that all people are as
one. To this end, each member of the AmeriCorps
NCCC community is expected to treat all individu-
als with a common standard of decency.

RIGHTS AAND 
RESPONSIBILITIES
PURPOSE: To ensure that the rights and respon-
sibilities of NCCC members are met during their
term of service with the NCCC program. 
A. BASIC RIGHTS

All members have the right to:

• Serve, work, and learn in an atmosphere free
from disrespect, harassment, or discrimina-
tion. The NCCC prohibits individuals from

harassing and/or discriminating against oth-
ers on the basis of their race, color, national
origin, sex, age, religion, sexual orientation,
citizenship, mental or physical disability, sta-
tus as a parent, or political affiliation.

• Be recognized and treated as responsible and
capable adults who are willing and able to
accept responsibility, both individually and as
team members.

• Provide input to region director concerning
campus issues.

• Have grievances and complaints heard and
answered in a consistent and timely manner. 

• Have reason(s) for transfers, terminations,
and other significant actions clearly stated in
writing.

• Appeal inter-campus transfers and dismissal
decisions to the national director of
AmeriCorps NCCC.

B. VOTING, ELECTORAL, AND LOBBYING
ACTIVITIES

1. Local or Absentee Voting

Campuses will facilitate AmeriCorps NCCC
members’ ability to vote, either locally or by
absentee ballot. The campus will advise
members of their voting rights and responsi-
bilities and provide them with voter registra-
tion information.

AMERICORPS NNCCC
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2. Voting Procedures

Campuses will provide assistance on voting
procedures, including assisting eligible vot-
ers to request absentee ballots, arranging for
absentee ballots to be marked in private, and
arranging transportation within a reasonable
distance (in the local area) from the campus
to polls when necessary.

3. Political Activities

Individuals may engage in political activities
while "off duty." They may actively campaign
for or against candidates in partisan elec-
tions, participate in political rallies and meet-
ings, and hold office in political clubs or par-
ties. Members are prohibited from engaging
in political activities while wearing the
AmeriCorps NCCC uniform (or any part that
identifies the member as an AmeriCorps
NCCC member). Members may not use gov-
ernment vehicles for the purpose of engaging
in or travelling to or from any partisan politi-
cal activity, event or political rally.

4. Prohibited Activities

Individuals may not use their authority to
coerce, attempt to direct, or advise another
member to pay, lend, or contribute anything
of value to anyone for political purposes. No
member may display posters, stickers, but-
tons, etc., that have a partisan theme while
performing service regardless of location,
nor may he or she represent himself or her-
self as speaking or writing on behalf of
AmeriCorps NCCC, AmeriCorps, or the
Corporation for National and Community
Service.

C. RIGHTS RELATIVE TO RELIGION

1. Opportunity to Worship

AmeriCorps NCCC members will be provided
the opportunity to worship (or not to wor-
ship) as they choose. Campuses will provide
members with a list of religious services
available in the area. Every reasonable effort
will be made to provide access to religious
services for members serving in remote 
locations.

2. Religious Activities

Individuals will not give religious instruction,
conduct worship services, or engage in any
other religious activity as part of their service
or duties, or that would be perceived as part
of their service or duties. This does not pre-
clude members and team leaders from
engaging in religious activities (e.g., Bible
studies) in the dormitories or other
AmeriCorps NCCC buildings during non-serv-
ice hours. While members are on spike - that
is, undertaking service projects and living
away from their campus - the use of govern-
ment vehicles is permitted to attend religious
services. Similar use may be authorized by
either the region or deputy region directors
at campuses where public transportation is
not readily available. 

No religious instruction, worship, proselytiza-
tion, or other religious activity will be con-
ducted as part of a project to which individu-
als are assigned.
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D. RIGHT TO REASONABLE ACCOMMODATION
(PHYSICAL/MENTAL DISABILITIES)

AmeriCorps NCCC will not deny the benefits
of its activities or services to qualified indi-
viduals with disabilities and will make rea-
sonable accommodation for the known phys-
ical or mental limitations of an otherwise
qualified member. In this regard, AmeriCorps
NCCC will not deny the benefits of its activi-
ties or services to individuals who, for exam-
ple, test positive for HIV or have a mental
disability that is controlled by medication.
However, AmeriCorps NCCC may deny these
benefits to an individual who has an active,
contagious disease that constitutes a direct
threat to the individual or to others.

Reasonable accommodation may include, but
is not limited to:

• Assignment to a campus that is accessible to
an otherwise qualified individual.

• Making designated facilities readily accessi-
ble to, and usable by, individuals with disabil-
ities.

• Acquiring or modifying equipment or
devices, or providing readers or interpreters.

• Other similar actions that do not impose an
undue financial or administrative burden on
AmeriCorps NCCC or that would fundamen-
tally alter the program.

In accordance with Section 504 of the
Rehabilitation Act of 1973 (as amended),

members with special needs have the right to
file complaints directly with the Equal
Opportunity Counselor at the Corporation for
National and Community Service if they
believe they have been discriminated against
on the basis of their disabilities.

1. Self-Advocacy by Members with Special
Needs

Individuals are responsible for defining their
specific accommodation needs and for mak-
ing sure that they are met. AmeriCorps NCCC
will not impose an accommodation on any
member. The member must take the lead to:

• Identify himself or herself and his or her
needs to the region director through the
team leader and unit leader.

• Work with AmeriCorps NCCC to specify,
arrange, and follow through on accommoda-
tions.

• Alert the team leader and unit leader immedi-
ately to problems he or she encounters that
AmeriCorps NCCC can help resolve.

2. Cost of Accommodation

If the cost of an accommodation would
impose an undue financial burden on
AmeriCorps NCCC, the individual with a spe-
cial need will normally be given the option of
providing the accommodation or paying that
portion of the cost that would constitute an
undue burden.

AMERICORPS NNCCC
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E. RIGHT TO PRIVACY

1. Member Records

The Privacy Act (5 U.S.C. 552a) gives citi-
zens the right of privacy regarding records
maintained on them personally by
AmeriCorps NCCC and/or the Corporation for
National and Community Service. It also
gives them appropriate access to their own
records, including adequate opportunity to
correct errors in their record. This right
applies to systems of records that contain
personal data, where an individual can be
located by name or assigned personal identi-
fier. Each region director will delegate, in
writing, a staff member who will be responsi-
ble for the maintenance and safeguarding of
AmeriCorps NCCC members’ personnel and
medical records.

2. Disclosure of Personal Information

The Privacy Act prohibits disclosure of per-
sonal information from these systems of
records to an individual other than the sub-
ject of the record or to another agency with-
out the express written consent of the sub-
ject of the record, or the person’s agent or
attorney. However, there are exceptions to
this prohibition. These exceptions include:

• Disclosure to officers or employees of the
Corporation for National and Community
Service who have a need for such information
in the official performance of their duties.

• Disclosure to any agency of the federal or a
state government for civil or criminal law

enforcement purposes, in accordance with
established procedures (e.g. the Federal
Bureau of Investigation).

3. Disclosure of Medical Information

Medical information may not be disclosed to
anyone, including other AmeriCorps NCCC
members, except under the following 
circumstances:

• Supervisors and managers may be informed
regarding necessary restrictions on the work
or duties of the individual and any necessary
accommodations.

• First aid and safety personnel may be
informed, when appropriate, if the disability
might require emergency treatment.

• Government officials investigating compli-
ance with the Rehabilitation Act shall be pro-
vided relevant information upon request.

• In addition, some other laws and require-
ments authorize disclosure. For example,
state and federal public health requirements
include reporting recently diagnosed cases of
certain contagious diseases, and the
AmeriCorps NCCC health benefits plan may
require medical information in order to resolve
issues concerning pre-existing conditions.

The protections for medical records apply
both during and after the term of service.
Further, if an individual reveals medical infor-
mation in response to a non-medical inquiry,
the medical information must be deemed 
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confidential and treated in accordance with
the above requirements.

Campuses shall ensure that all members and
team leaders are fully informed of their
responsibilities under the Privacy Act.
Furthermore, all personnel and medical
records shall be stored separately from each
other and secured at all times. The region
director is ultimately responsible for the safe-
guarding of these records.

F. SEARCHES AND SEIZURES

1. Searches by Campus Staff

Campuses will comply with Fourth
Amendment requirements when there is a
need to search a member’s room for evi-
dence of a crime, or for illegal items.
Searches will be conducted pursuant to a
search warrant issued by a judge, magistrate,
or consistent with an established exception
to the warrant requirement, such as a con-
sent search, a search under urgent circum-
stances, a search incident to an arrest, or
seizing evidence in plain view. Searches are
to be distinguished from administrative
inspections where AmeriCorps NCCC staff
may enter rooms to inspect for health and
safety purposes, including prohibited items,
etc. Refusal to allow staff entry to conduct
administrative inspections may be grounds
for further disciplinary action.

2. Searches by Law Enforcement Officials

AmeriCorps NCCC staff and members do not
have the authority to consent, on any mem-

ber’s behalf, to the search of that member’s
room, vehicle, or other possessions by law
enforcement officials. If law enforcement offi-
cials request AmeriCorps NCCC staff for per-
mission to search a room, the staff member
will advise them that they must comply with
the requirements of the law of search and
seizure. However, AmeriCorps NCCC staff will
not attempt to physically prevent law
enforcement personnel from searching a spe-
cific area. Whenever possible, the region
director will be immediately notified of the
request by law enforcement officials. It is not
in a member’s interest to challenge a law
enforcement official who is conducting a
search since he or she has authority to use
force to do so. Questions about the validity
of the search warrant should be reserved for
the courts.

3. Roommates

Roommates who allow or tolerate the evi-
dence of a crime (including illegal drugs) in
their room by roommates or others subject
themselves to the possibility that all of their
private possessions in that room may be
searched, and they may be prosecuted for
any stolen goods or illegal substances found
in their possession. Roommates may author-
ize law enforcement officers, official inspec-
tors, or anyone else to enter rooms shared in
common, and a successful prosecution may
result from the observation and subsequent
seizure of evidence of a crime that is in plain
view. However, a roommate may not consent
to the search of, or waive a fellow member’s
right to the privacy of, a desk, bureau, trunk,
or other presumptively private container not
shared in common.

AMERICORPS NNCCC
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CODE OOF CCONDUCT AAND 
PROFESSIONAL BBEHAVIOR
PURPOSE: To establish minimum standards of
acceptable behavior that will enable members and
team leaders to live and work closely together.

A. Standards of conduct are necessary for both
morale and safety. As members of
AmeriCorps NCCC, members and team lead-
ers will be held responsible for their actions;
therefore, their conduct should always be in
the best interests of AmeriCorps NCCC. All
AmeriCorps NCCC members will:

1. Model civic pride and responsibility in their
daily conduct and behavior and, at all times,
present themselves in a manner that reflects
positively on themselves and on AmeriCorps
NCCC.

2. Treat all persons with respect and courtesy
and settle disputes in a non-violent/non-abu-
sive manner, and show respect toward fellow
members and staff of AmeriCorps NCCC.

3. Conduct themselves in such a manner so as
to avoid intentional or reckless harm to other
persons.

4. Adhere to the rules and regulations of
AmeriCorps NCCC, the host facility (if any),
and all applicable city, state, and federal laws.

5. Bear a fair share of the workload and exhibit,
at a minimum, satisfactory performance.

6. Be punctual for scheduled activities and serv-
ice assignments.

7. Use tools and fire and safety equipment in a
safe and proper manner.

8. Refrain from using profanity in all profes-
sional settings, particularly project sites.

9. Wear the AmeriCorps NCCC uniform with
pride.

10. Maintain appropriate personal hygiene.

B. PROHIBITIONS

1. Firearms and Other Weapons

Possession of any firearm or other weapon
(e.g., knives with blades longer than three
inches, brass knuckles, etc.) is strictly pro-
hibited.

2. Illegal Drugs

Possession or use of illegal drugs is strictly
prohibited and is cause for immediate dis-
missal proceedings.

3. Alcohol - Underage Individuals

Possession or use of alcohol by individuals
under 21 years of age is prohibited.
Possession by such individuals is cause for
disciplinary action that could result in dis-
missal.

4. Alcohol - Individuals 21 and Over

Possession or use of alcohol by individuals
21 years or older is prohibited during service

11
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and training hours, at project sites, and in
AmeriCorps NCCC dorms, facilities, etc., or
in vehicles and facilities provided by a spon-
sor organization. This does not preclude indi-
viduals who are of legal age from consuming
alcohol during off duty hours and outside the
confines of AmeriCorps NCCC/sponsor
organization provided facilities. However, the
use of alcohol at any time at a spike (i.e.,
non-campus) worksite, including the place of
lodging, is strictly prohibited.

5. Sexual Contact

Members and team leaders will refrain from
all forms of sexual contact while on duty and
while in, or in close proximity to, AmeriCorps
NCCC facilities. (This does not include physi-
cal contact that is not sexual in nature and is
conducted in a friendly and non-offensive
manner.)

6. Tobacco

Except in designated areas and with the
supervisor’s approval, the use of tobacco
products, including smokeless tobacco, is
prohibited in all AmeriCorps NCCC facilities,
AmeriCorps NCCC vehicles, and sponsor
work/project sites.

C. PROFESSIONAL BEHAVIOR

Members and team leaders shall conduct
themselves in a professional manner at all
times. Each member’s actions reflect on both
AmeriCorps NCCC and AmeriCorps as a
whole. Members represent the national serv-

ice program in the local community.
Consequently, members will at no time act in
such a manner that would bring discredit
upon AmeriCorps NCCC or that, in the opin-
ion of the region director, would be prejudi-
cial to the good order and discipline of
AmeriCorps NCCC. Such conduct is subject
to appropriate disciplinary action, up to and
including dismissal.

D. PROFESSIONAL COURTESY

Courtesy and respect for the opinions of oth-
ers are integral parts of professionalism.
Civilized discussion and constructive criti-
cism are encouraged, but decorum and a
constructive atmosphere are to be main-
tained at all times. Under no circumstances
will members be insubordinate to their lead-
ers, AmeriCorps NCCC staff, or project spon-
sors. Another part of professionalism is
acceptance of decisions. Input into most
decisions will be sought and encouraged.
Once a decision has been made, all staff and
members are expected to comply with,
implement, and support the decision.

E. PROHIBITED RELATIONSHIPS 
AND PRACTICES

Relationships between members and staff
and/or team leaders (including volunteer and
contract personnel) that are exploitive or that
have the appearance of partiality, preferential
treatment, or the improper use of position for
personal gain, are prejudicial to the morale of
AmeriCorps NCCC members and will not be

AMERICORPS NNCCC
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tolerated. Any nonprofessional relationship
between members and staff and/or team
leaders will inherently cause the perception
of partiality or preferential treatment. It may
also lead to perceptions of exploitation.
Therefore, such relationships are strictly for-
bidden and will not be tolerated. Violators,
including staff and/or team leaders (govern-
ment employees and contractors), will be
subject to disciplinary action, up to and
including removal. Nonprofessional relation-
ships between members and staff and/or
team leaders (including volunteers, and con-
tract personnel) include, but are not limited to:

1. Intimate/sexual relationships.

2. Borrowing or lending money, automobiles, or
other personal property.

3. Engaging in financial or business dealings, or
acting as an agent or sponsor with any com-
mercial enterprise.

4. Soliciting contributions for gifts, services, or
other gratuities that include the use of posi-
tion to influence or coerce others into buying
commodities, goods, or services.

5. Allowing services to be performed (compen-
sated or uncompensated) that have no rea-
sonable connection with AmeriCorps NCCC
activities.

6. Gambling for goods, services, or money.

7. Any activity and/or relationship that, in the
judgment of the region director, may reason-
ably be perceived to undermine discipline,
good order, or morale.

ELIGIBILITY 
REQUIREMENTS
In order to qualify for service with AmeriCorps or
an education award, all AmeriCorps members
(including AmeriCorps NCCC members) must
satisfy the eligibility requirements set forth in
section 146 of the National and Community
Service Act of 1990.  The Corporation requires its
members to produce written documentation that
verifies their citizenship status and age.  Copies
of this documentation will be maintained in each
member’s file. 

A. PRIMARY DOCUMENTATION OF STATUS AS
A U.S. CITIZEN OR NATIONAL

The following are acceptable forms of certify-
ing status as a U.S. citizen or national. These
documents may also be used as primary
sources for verifying age eligibility. Any of
the forms below that do not have an ID pic-
ture must be accompanied by a government
issued photo ID:

1. A birth certificate showing that the individual
was born in one of the 50 states, the District
of Columbia, Puerto Rico, Guam, the U.S.
Virgin Islands, American Samoa, or the
Northern Mariana Islands;

2. A United States passport;
3. A report of birth abroad of a U.S. Citizen (FS-

240) issued by the State Department;
4. A certification of report of birth (DS-1350)

issued by the State Department;
5. A certificate of naturalization (Form N-550 or

N-570) issued by the Immigration and
Naturalization Service; or

6. A certificate of citizenship (Form N-560 or N-
561) issued by the Immigration and
Naturalization Service.
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B. PRIMARY DOCUMENTATION OF STATUS AS
A LAWFUL PERMANENT RESIDENT ALIEN
OF THE UNITED STATES 

The following are acceptable forms of certify-
ing status as a lawful permanent resident
alien of the United States:

1. Permanent Resident Card, INS Form I-551;
2. Alien Registration Receipt Card, INS Form I-

551;
3. A passport indicating that the INS has

approved it as temporary evidence of lawful
admission for permanent residence; or

4. A Departure Record (INS Form I-94) indicat-
ing that the INS has approved it as tempo-
rary evidence of lawful admission for perma-
nent residence. 

In addition to the above documentation,
members will also be required to provide
copies of their drivers’ licenses or other offi-
cial picture IDs that establish and/or confirm
the member’s identify and date of birth.

DISCIPLINARY SSTANDARDS
PURPOSE: To establish policy and procedures for
the establishment and enforcement of good order
and discipline.

This policy is published to assist in creating an
environment where members not only are
encouraged and empowered to complete the pro-
gram successfully by performing national service
but also are taught discipline, team building, and
mission accomplishment. It also sets forth the
procedures used in disciplining, transferring, and
dismissing members/team leaders from

AmeriCorps NCCC. In addition, the policy
addresses the appellate rights of members who
wish to appeal decisions by their region directors
to either transfer the individuals to other campus-
es, or dismiss them from the program altogether.
The official sanctions set forth below may be
used by a region director in establishing a
methodology for the imposition of appropriate
punishment. However, there is no requirement to
follow a prescribed sequence in the imposition of
a particular form of punishment.

A. OFFICIAL SANCTIONS

1. Official Verbal Warning

All AmeriCorps NCCC team leaders and staff
are authorized to administer an official verbal
warning. This is in addition to informal verbal
warnings and other informal attempts to cor-
rect deficiencies. An official verbal warning is
an official act in the disciplinary process. It
will be documented in the appropriate team
leader journal or through a formal incident
report and reported to the unit leader. Verbal
warnings issued by other staff members will
be reported to the member's team leader.
The member will also be informed that if he
or she repeats the infraction, then further
disciplinary action will be initiated.

2. Official Written Warning

If a member continues to behave inappropri-
ately, a written warning will be issued to the
member, and a formal incident report will be
filed by the team leader or other AmeriCorps
NCCC staff member and reported to the unit
leader. The member will acknowledge receipt

AMERICORPS NNCCC
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of the written warning by signing the docu-
ment. Rebuttals will be submitted through
the member's team leader to the assigned
unit leader. By signing the document, the
member is only acknowledging receipt of the
document, retaining the right to submit his
or her interpretation of the events. The inci-
dent report, and the written warning, will be
placed in the member's personnel file along
with any rebuttal submitted by the member.
The member has three duty days to submit
any rebuttal. AmeriCorps NCCC acknowl-
edges that there are less serious policy viola-
tions and offenses that, although not illegal,
are considered violations of the Code of
Conduct. If a member repeatedly or periodi-
cally continues to demonstrate inappropriate
behavior by engaging in a pattern of miscon-
duct, the member may be subject to a fine,
extra instruction, suspension, or dismissal.

3. Letters of Counseling / Reprimand

When a member has exhibited a deficiency in
upholding policies and procedures or exhibit-
ed behavior that is of concern based on poor
decision-making and after meeting either in
person or by telephone with the unit leader
or region director, a Letter of Counseling /
Reprimand may be drafted.  This is a written
documentation of an incident report and a
synopsis of the discussion with the member.
The member will acknowledge receipt by
signing the document.  By signing the docu-
ment, the member is only acknowledging
receipt, retaining the right to submit his or
her own interpretation of the incident.  The
member has three duty days to submit any
rebuttal.  If not withdrawn, the written inci-

dent report will be put in member's person-
nel file along with any rebuttal submitted by
the member.  If the Letter of Counseling /
Reprimand is generated by a unit leader, a
copy will be forwarded to the region director.

4. Behavior Contracts

In order to set forth clear expectations for a
member to correct deficiencies in conduct or
performance of duties, a Behavior Contract
may be drafted.  This is generated by the unit
leader, with region director approval, or insti-
tuted by the region director directly.  This
document will include content of the inci-
dent/violation(s) and clearly indicate the
behavior which the member is expected to
change, as well as the consequences if the
Behavior Contract is violated.  The member
will acknowledge receipt and agree to the
expected behavior requirements by signing
the document.  There will be no opportunity
to submit a rebuttal to the decision to require
a Behavior Contract, but the member will
have input concerning the expectations set
forth in the contract. The Behavior Contract
will be placed in member's personnel file 
and a copy will be forwarded to the region
director. 

5. Extra Instruction

When a member has exhibited a deficiency in
a specific area of conduct (e.g., not being on
time for work, training, or meetings) or per-
formance of duties (e.g., not cleaning his or
her room and common areas), the appropri-
ate team leader, unit leader, or region director
(designee) may impose extra instruction in
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order to correct the deficiency. This extra
instruction must be documented by the
imposing official. Team leaders may impose
up to four hours extra instruction; unit lead-
ers may impose up to eight hours; region
directors may impose up to 12 hours. These
limits apply to each person per occurrence.
Additionally, the extra instruction must have
some relationship with the noted deficiency.
Some examples include research projects
related to the infraction, reflection papers on
violation and implications for self and the
program, as well as presentation of the
results at a community meeting. Extra
instruction, which will be assigned after nor-
mal duty hours or on weekends, will not
involve activities that are inherently danger-
ous, demeaning, or otherwise inappropriate.
Extra instruction may include campus/resi-
dential hall activities that enhance the overall
community living conditions on the campus.
Extra instruction will not count toward serv-
ice hour credit.

6. Fines

At the discretion of the region director, a
member may be fined not more than $100
for each occurrence of misconduct, and the
fine may be in combination with other disci-
plinary actions (i.e, extra instruction, etc.)
Fines may be imposed only after appropriate
due process is given to the member
(informed of the reason for the fine, given
opportunity to rebut, etc.).  Fines may not be
deducted from the living allowance, and must
be paid within a certain time period, as speci-
fied by the region director.  Failure to pay
may result in further disciplinary action up

to, and including, dismissal.  All fines must 
be paid in full in order to receive education
award and to successfully complete the pro-
gram.  Region directors may suspend the
imposition of a fine, or any portion thereof,
for a specified period not to exceed 90 days
based on subsequent appropriate behavior.
Before a suspended fine can be re-imposed,
the region director must notify the member 
of their intent and the reasons for the 
decision.

B. SUSPENSION, LOSS OF PRIVILEGES, AND
LOSS OF LIVING ALLOWANCE

At the discretion of the region/deputy region
directors a member may be officially sus-
pended from all program activities (from one
to five days). There will also be a loss of liv-
ing allowance and loss of service credit
toward the education award corresponding
directly to the suspension. While suspended,
members may attend AmeriCorps NCCC
meals; however, members could face addi-
tional administrative sanctions, including
extra instruction and/or restriction to the dor-
mitory. This form of punishment precludes a
member from performing service during the
suspension period. Therefore, no service
credit will be given.

The region director assigns suspension but
may waive or reduce the imposition of all or
a portion of the suspension if the violation
does not occur again for up to 60 days.
Should the member be involved in an addi-
tional infraction of any kind during the period
of the waived suspension, the region director

AMERICORPS NNCCC
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may immediately vacate the waiver requiring
imposition of any un-served portion of the
waived suspension and may impose addi-
tional punishment, as appropriate. 

C. IMMEDIATE SUSPENSION PENDING DIS-
MISSAL HEARING

The region/deputy region directors may, at
his discretion, suspend a member from the
program pending a dismissal hearing. If a
member is considered to be a current and
direct threat either to himself or herself or to
other members of AmeriCorps NCCC, the
region director may remove him/her from the
campus until the hearing can be held. The
region director is the final authority for sus-
pension and dismissal. The national program
director is the appellate authority. Examples
of infractions that may lead to immediate
suspension and dismissal include, but are
not limited to:

1. Incidents where the member is shown to be
a current and direct threat to himself or her-
self or others. The definition of direct threat
is "representing a significant risk of substan-
tial harm to the health or safety of the indi-
vidual or others."

2. Incidents in which a member is accused or
convicted of a felony or misdemeanor.
Consequently, all AmeriCorps NCCC mem-
bers will notify their respective region direc-
tor whenever they are arrested, charged,
and/or convicted of a crime. The notification
will occur as soon as one of the above
actions occur. Failure to provide timely notifi-
cation may result in immediate dismissal
proceedings.

3. Consistent with AmeriCorps NCCC Federal
legislation, incidents that would tend to jeop-
ardize the enforcement of the standards of
conduct or diminish the opportunities of
other members.

4. Other examples include possession/use of
illegal drugs; possession/use of alcoholic
beverages by underage individuals; posses-
sion or use of alcohol by members on the
AmeriCorps NCCC campus/spike worksite or
place of lodging; possession or use of
firearms or other weapons, such as knives,
clubs, brass knuckles; theft; intentional
destruction of property; unwelcome sexual
contact; and sexual assault/abuse.

D. CRITERIA FOR TRANSFER/DISMISSAL

1. Transfer for Cause

When, in the opinion of the region director,
the retention of a member in that member's
campus will jeopardize the enforcement of
the standards of conduct set by the director
or diminish the opportunities for other mem-
bers in that campus, the region director may,
with the approval of the national director,
transfer a member to another campus. If
directors of other campuses are unwilling to
accept the individual, the national director or
his/her designee will determine (if appropri-
ate) to which campus the individual will be
transferred.

2. Dismissal for Cause

When, in the opinion of the region director,
the retention of an individual in AmeriCorps
NCCC will jeopardize the enforcement of the
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standards of conduct or diminish the oppor-
tunities of other members, and the region
director further determines that transfer to
another unit or campus is not appropriate,
the region director may dismiss the individ-
ual from the program. This is the most
severe sanction that a region director may
impose; therefore, dismissal should be used
for the most serious infractions, and for con-
tinuing patterns of misconduct.

3. Effects of a Criminal Conviction

Once an individual is convicted of an offense,
the individual will be given a dismissal hear-
ing. A conviction is considered to be final
even though it may be in the appellate
process. Upon being charged with an
offense, a member may, during the time that
charges are pending, and at the discretion of
the region director, have his or her service
suspended without receiving a living
allowance and without receiving credit for
hours missed. Alternatively, a region director
may institute immediate dismissal proceed-
ings for misconduct that may be subject to
future criminal proceedings. In other words,
if a region director has sufficient facts upon
which to base a decision, he or she may hold
a dismissal hearing before any criminal
action is taken, because a dismissal hearing
is administrative, and not criminal in nature.
An individual who has been charged with an
offense and is later acquitted or has had the
charge(s) dismissed, may be allowed to
resume service, at the discretion of the
region director. Further, if reinstated, the indi-
vidual may be entitled, at the discretion of
the region director, to any or part of the liv-
ing allowance and service hours missed as a
result of the suspension.

4. Requirement for Specific Standards of
Conduct

In addition to the standards contained in this
handbook, each region director may develop
additional local standards of conduct for
members assigned to his or her campus, as
long as they do not conflict with this hand-
book. There will also be uniform standards
applicable to all AmeriCorps NCCC members.
Both the national and local standards shall be
sufficiently clear and specific to put the
members on notice as to their expected
behavior, and under what circumstances
members may be disciplined, transferred, or
dismissed for cause.

E. ADMINISTRATIVE HEARING PROCEDURES

1. Probationary Period

During the Corps Training Institute (CTI),
members will be in a probationary status.
During this probationary period, individuals
who are being considered for involuntary dis-
missal will receive written notice of the
region director’s intent, and be given a rea-
sonable opportunity to respond (either orally
or in writing). No hearing is required under
these circumstances. If the region director
decides to dismiss the member, the member
has 10 days to appeal the decision to the
national director. The individual may, at the
discretion of the region director, be suspend-
ed and/or removed from the campus while
the appeal is pending.

AMERICORPS NNCCC
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2. Procedures

After completion of the probationary period,
individuals who are facing either transfer or
dismissal from the program are entitled to a
hearing, unless waived in writing. These indi-
viduals shall be provided written notice of the
director’s intent. This notice shall state the
reasons for the proposed action and shall
also provide the individual sufficient opportu-
nity (at least 48 hours, not over a weekend)
to present his or her case to the region direc-
tor or, in the absence of the region director,
the director’s designee. This notice require-
ment may be waived by the member, in writ-
ing. This shall include the right to submit
documents and call witnesses for the presen-
tation of relevant testimony, or the right to
not make any statements. Continuances will
be granted for good cause. 

Additionally, the individual shall be afforded
the opportunity to examine and cross-exam-
ine any witness. A member may also request
a spokesperson on his or her behalf. This

may include an attorney who is hired by the
member, at no expense to the government.
This spokesperson will have the right to
question the witnesses, and to speak on
behalf of the member. If the spokesperson is
another AmeriCorps NCCC member, the
spokesperson shall be given ample opportu-
nity to assist the member in preparing for the
hearing. The region director shall have the
discretion to deny the member’s witness
request(s) or specific questions desired by
the member, if, in the opinion of the region
director, the live testimony of that witness
request(s), or specific questions desired by
the member, is not relevant to the issue
under consideration, and will not make a
substantial contribution to the resolution of
the case. The region director may also limit
the number of witnesses to a reasonable
number when the testimony of the witnesses
will, in the opinion of the region director, be
cumulative in nature. A typed summarized
transcript will be taken of the proceedings,
which will be made available to the appellate
authority upon request.
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Verbal 
Warning

Written
Warning

Letter of
Reprimand

Behavior
Contract

Extra 
Instruction Fine Suspension Dismissal

Team Leader X X 4 hrs

Unit Leader X X X X 8 hrs

Acting Region
Director X X X X 12 hrs up to 

$100/per occurrence 1-5 days

Region Director X X X X 12 hrs up to 
$100/per occurrence 1-5 days X



F. INTRA-CAMPUS (WITHIN) TRANSFERS

The transfer of members to other teams and
units within the campus is considered to be
an internal campus-level decision.
Consequently, a member has no right to
appeal this decision to the AmeriCorps NCCC
director. Region directors shall have discre-
tion in establishing appropriate procedures to
assist them in the day-to-day internal opera-
tion of their campus, including criteria for
intra-campus transfers. AmeriCorps NCCC
does not permit transfers into or out of the
AmeriCorps NCCC program.

G. SUSPENSIONS

Depending on the nature of the misconduct,
the region/deputy region directos shall have
the discretion to either allow the individual to
continue his or her service, or to suspend
the member (with no living allowance or
service credit) during the time the discipli-
nary proceedings are ongoing. If a suspend-
ed member is ultimately reinstated, he or she
may, at the region director's discretion, receive
all or part of the allowances and service credit
forfeited during the period of suspension.

H. APPELLATE PROCEDURES

1. Appeal to the National Director

An AmeriCorps NCCC member who desires
to appeal a region director’s decision to
either transfer the member to another cam-
pus or dismiss that member from

AmeriCorps NCCC shall have the right to
appeal the decision to the national director or
his/her designee. However, as stated above, a
decision to transfer an individual within the
campus to another unit is not reviewable.
The region director’s final decision shall be in
writing. In this decision, the region director
will inform the individual of his or her right
to appeal the decision, and that such appeal
must be submitted within 10 days of the
director’s final decision. The appeal shall also
be in writing and should contain the mem-
ber’s statement as to why the appeal should
be granted, as well as any statements on
behalf of the individual, either on the merits
of the case, or in extenuation and/or mitiga-
tion. Additionally, attorney fees are not
authorized for any aspects of the hearing
process or the appeal. The appeal shall nor-
mally be acted upon within 15 days from
receipt by the appellate authority.

2. Standard of Review

The appeal does not constitute a new hear-
ing, but the standard will be whether or not
the region director abused his or her discre-
tion in determining that a member should
either be transferred or dismissed. The only
exception is for those appeals where new
evidence having a direct bearing on the facts
of the case is discovered after the appeal has
been submitted. For cases involving newly
submitted evidence, the region director has
the discretion to reconsider his or her previ-
ous decision based on this new evidence.
This decision is also reviewable only for an
abuse of discretion.

AMERICORPS NNCCC
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a. Status of Members During Appeal
Pending the resolution of the appeal, the
region director may permit the member to
either continue to perform service at the
campus, with full living allowances and
credit for service hours, or if circum-
stances warrant, to suspend the member
with no living allowance or credit for serv-
ice hours until the appeal is resolved. If,
in the opinion of the region director, the
individual’s continued presence on cam-
pus poses a threat or disruption to other
individuals, the individual may also be
removed from the campus. For those indi-
viduals who are in a suspended status
while the appeal is being considered, the
living allowance and service hours may,
depending on the totality of the circum-
stances, be restored if the appeal is ulti-
mately successful and the member is
reinstated.

b. Authority to Mitigate Punishment
The appellate authority may decide to
either reduce the punishment, or to trans-
fer an individual who has been dismissed
from the program by a region director,
but may not increase the level of punish-
ment by dismissing an individual who has
appealed a transfer determination by a
region director.

I. CHARACTERIZATION OF SERVICE-
ELIGIBILITY TO SERVE ANOTHER TERM

If an individual leaves the program for any
reason other than under personal and com-
pelling circumstances, the region director
shall make an affirmative determination as to

whether the individual has served in a satis-
factory manner (the law provides that an
individual is not eligible to serve an addition-
al term unless he or she has served in a sat-
isfactory manner in the previous term). The
member’s file shall then be annotated, and
the member informed of the region director’s
decision regarding characterization of serv-
ice. The region director’s decision concerning
the quality of the member’s service is final.
Additionally, a resignation in lieu of dismissal
does not prevent the region director from
determining that the member’s service was
not satisfactory.

J. PEER REVIEW COMMITTEES

Members may be appointed to assist the
region director in administering discipline on
their respective campuses. The Peer Review
Committee shall serve at the pleasure of the
director, and will assist the region director in
adjudicating all cases referred to it by the
director. A summarized transcript will be
taken of all Peer Review Committee hearings.
After the hearing, the committee will submit
its recommendation to the director for a final
decision. Dismissal hearings will not be con-
ducted solely by the Peer Review Committee.

SEXUAL HHARASSMENT
PURPOSE: To establish AmeriCorps NCCC’s poli-
cy against sexual harassment within and by
AmeriCorps NCCC, to define conduct that consti-
tutes, or may constitute, sexual harassment, and
to inform all AmeriCorps NCCC members and
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team leaders of their rights and responsibilities
with regard to sexual harassment in AmeriCorps
NCCC.

A. PROHIBITED PRACTICES

It is the responsibility of AmeriCorps NCCC
and its members to prevent and eliminate
sexual harassment, whenever possible.
Examples of prohibited practices include, but
are not limited to the following:

1. Acts of “quid pro quo” sexual harassment,
wherein an individual demands sexual favors
for benefits, are prohibited.

2. Unwelcome sexual advances, requests for
sexual favors, and other verbal or physical
conduct of a sexual nature that have the pur-
pose or effect of creating an intimidating,
hostile, or offensive working environment are
prohibited. Once an individual has indicated
(either orally or in writing) that specific con-
duct is offensive, any continued offensive
conduct or statement will be considered to
be sexual harassment.

3. Acts of sexual harassment by contractor 
personnel and non-employees (i.e., 
project sponsors) are prohibited. AmeriCorps
NCCC’s responsibility under these circum-
stances depends on the extent of its control
over the non-employees and any other legal
responsibilities it may have with respect to
the non-employees’ conduct.

B. RESPONSIBILITIES

1. Equal Opportunity Office

The Corporation for National and Community
Service’s Equal Opportunity Office is respon-
sible for ensuring that all members and team
leaders receive appropriate and recurring
guidance and/or instruction on the preven-
tion and elimination of sexual harassment.

2. Region Directors

In order to prevent and eliminate sexual
harassment, region directors will:

a. Inform members and team leaders that
sexual harassment is prohibited and will
not be tolerated and that appropriate cor-
rective action will be taken against per-
sons who engage in such conduct.
Appropriate corrective action may include
disciplinary action up to and including
dismissal from the program.

b. Ensure that all individuals are knowledge-
able concerning AmeriCorps NCCC’s sex-
ual harassment policies.

c. Inform members and team leaders that
they should report, in a timely manner, all
sexual harassment to the appropriate
leader, or higher level staff member, as
appropriate.

d. Investigate immediately all complaints of
sexual harassment brought to their 
attention.

AMERICORPS NNCCC
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e. Consult with the Corporation’s Personnel
Office before initiating any corrective
action against an employee, including dis-
ciplinary or adverse action.

3. Members and Team Leaders

Members and team leaders will:

a. Bring conduct that they believe might
constitute sexual harassment to the atten-
tion of senior staff.

b. Assist senior staff, as may be required, in
receiving, investigating, and resolving
informal complaints or reports of alleged
sexual harassment.

c. Cooperate in the investigation of informal
or formal complaints of alleged sexual
harassment by providing any information
they may possess concerning the matters
under investigation.

d. Ensure that their conduct does not sexu-
ally harass any other member, contractor
personnel, visitor, or other individual con-
nected with the service site.

e. Cooperate with AmeriCorps NCCC’s
efforts to prevent and eliminate sexual
harassment and to maintain an environ-
ment free from such conduct.

C. DEFINITION

Sexual harassment is defined as unwelcome
sexual advances, requests for sexual favors,
and other verbal or physical conduct of a
sexual nature when:

1. Submission to such conduct is made either
explicitly or implicitly as a term or condition
of an individual’s employment or service.

2. Submission to or rejection of such conduct
by an individual is used as the basis for deci-
sions affecting the individual.

3. Submission to or rejection of such conduct
has the purpose or effect of unreasonably
interfering with an individual’s work or serv-
ice performance or creating an intimidating,
hostile, or offensive working environment.

D. CONSIDERATION

Sexual harassment includes, but is not limit-
ed to, the following conduct:

1. Explicit or implicit demands for sexual favors
in return for job or service benefits.

2. Unwelcome letters, telephone calls, or distri-
bution or display of materials of a sexual
nature.

3. Physical assaults of a sexual nature.

4. Unwelcome and deliberate touching, leaning
over, covering, or pinching.

5. Unwelcome sexually suggestive looks or 
gestures.

6. Unwelcome pressure for sexual favors

7. Unwelcome pressure for dates.

8. Discussion of sexually explicit materials or
experiences.

23

MEMBER HHANDBOOK



9. Unwelcome sexual teasing, jokes, remarks,
or questions.

10. According favorable treatment to those who
grant sexual favors.

11. Attempting to control, influence, or affect the
life of an individual through behavior of a
sexual nature.

E. ADDITIONAL 
CONSIDERATIONS

Sexual harassment is not limited to prohibit-
ed conduct by a male toward a female, nor
by a superior toward a subordinate: A man
as well as a woman may be the target of sex-
ual harassment and a woman as well as a
man may be the harasser. The victim does
not have to be of the opposite sex from the
harasser. The harasser does not have to be
the victim’s supervisor. The harasser could
be a supervisor who does not supervise the
victim, a project sponsor or one of its
employees, a non-supervisory employee, a
co-worker, a fellow member, an agent of
AmeriCorps NCCC, or a contract employee.
The victim does not have to be the person
toward whom the unwelcomed sexual con-
duct is directed, but may be someone who is
affected by such conduct when it is directed
toward another person. For example, sexual
harassment of a member may create an
intimidating, hostile, or offensive work or
service environment for others. 

Sexual harassment does not depend on
whether the victim has suffered an economic
loss as result of the harasser’s misconduct.
For example, improper sexual advances that
do not result in the denial of promotion, ben-
efits, or the discharge of the victim may,
nonetheless, constitute sexual harassment
when they interfere with the victim’s work or
service, or create an intimidating, hostile or
offensive work environment.

F. SANCTIONS

Any violation of the above rules will be inves-
tigated and strict disciplinary measures will
be taken if sexual harassment is found to
have occurred. As a minimum:

1. Members and team leaders may be disci-
plined or dismissed from the program.

2. AmeriCorps NCCC employees may be disci-
plined, subjected to adverse action, or termi-
nated from employment with the Corporation.

3. Contractor personnel may be removed from
AmeriCorps NCCC.

4. AmeriCorps NCCC services may be with-
drawn from a sponsoring organization. 

5. Physical assaults of a sexual nature will
result in dismissal proceedings and may be
grounds for criminal prosecution.

AMERICORPS NNCCC
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DRUGS, AALCOHOL, 
AND TTOBACCO
PURPOSE: To establish a drug, alcohol, and
tobacco-free workplace that ensures a safe,
healthy, and productive work environment for all
AmeriCorps NCCC members.

Alcohol and drug abuse adversely affects health
and work performance, creates dangerous situa-
tions, and serves to undermine the community’s
confidence in AmeriCorps NCCC. Therefore,
AmeriCorps NCCC prohibits illegal drug or alco-
hol abuse on the part of its employees (including
volunteer and contractor personnel), team lead-
ers, or members. Before admittance to the pro-
gram, all AmeriCorps NCCC team leaders and
members must pass an initial drug screening test
upon their arrival at the campus. If the test is
positive for illegal drugs, the individual will not be
allowed to continue in the program. Additionally,
team leaders and members will be subjected to
random drug testing throughout the course of the
program. Team leaders and members may also
be required to submit to drug testing when there
is reasonable suspicion of drug use. Possession
or use of illegal drugs is strictly prohibited and is
cause for immediate dismissal proceedings.
Tobacco has also been shown to adversely affect
a user’s health and, in some cases, the health of
those who are exposed to secondhand smoke.
Therefore, AmeriCorps NCCC will minimize expo-
sure to such products for individuals who do not
choose to use them.

A. DEFINITIONS

1. Substance - alcohol or drugs.

2. Alcohol - ethyl alcohol or ethanol.

3. Drugs - any illegal substance taken into the
body, other than alcohol, which may impair
one’s mental faculties and/or physical per-
formance.

4. Abuse - use of any illegal drug, or use of any
drug, alcohol, or over-the-counter or pre-
scription drugs where use is not in confor-
mance with prescription requirements, or
occurs in circumstances where use is not
permitted.

5. Tobacco - any tobacco product including cig-
arettes, chewing tobacco (and other smoke-
less tobacco products), pipes, and cigars.

B. POLICY

1. Legal Drinking Age

The legal drinking age is 21 years of age.
Consequently, possession or use of alcohol
by individuals who are under the legal drink-
ing age is prohibited at all times. Individuals
who are 21 years or older are prohibited
from purchasing or providing alcohol to indi-
viduals who are under the legal drinking age.

2. Possession and Consumption of Alcohol

Alcohol is prohibited during service or train-
ing hours and it shall not be used by or
served to anyone, regardless of age, in
AmeriCorps NCCC facilities, housing areas,
or project sites. Alcohol may not be trans-
ported in AmeriCorps NCCC/sponsor vehicles
for any reason. Additionally, AmeriCorps
NCCC members are prohibited from possess-
ing in NCCC facilities, containers or packag-
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ing that originally were designed to hold
alcoholic beverages. 

Alcohol consumption between of age team
leaders and corps members is permitted, but
strongly cautioned for the following reasons:
a. Doing so may undermine team cohesion

and contribute to the perception of frater-
nization; 

b.  Doing so exposes the team leader to situ-
ations that may undermine his/her leader-
ship; and 

c.  Doing so may lead to negative team per-
formance due to a culture that focuses
excessively on drinking. 

Some examples of appropriate consumption
of alcohol for team leaders and members
who are over 21 are: going to a bowling
alley, attending a sporting event or concert,
and sharing a meal.  This activity is best lim-
ited to groups of people and/or keeping an
appropriate mix of people at different activi-
ties.  Finally, it is a requirement that con-
sumption of alcohol be in moderation and
not to the point of intoxication, as you may
be required to respond to a team issue at any
time.  Team leaders and members over 21
years of age must avoid circumstances where
the primary purpose of the event is to con-
sume alcohol (e.g. going to a bar together). 

3. AmeriCorps NCCC and Project Sponsor
Events

Alcoholic beverages are prohibited for all
members and team leaders during parties,
"get togethers," or any AmeriCorps NCCC

sponsored event. Team dinners and recre-
ational activities in which the entire team,
including team leader is present are consid-
ered AmeriCorps NCCC sponsored events.  If
alcohol is served at an event hosted by the
sponsoring organization, all may remain at
the event, but members are not allowed to
consume alcohol unless everyone present is
21 years of age. 

4. Alcohol Consumption and Operating
Vehicles

Members over 21 may not drive an
AmeriCorps NCCC or sponsor organization
vehicle until the following day after consum-
ing alcohol.  Violations will result in loss of
driving privileges for the remainder of the
term and could result in additional discipli-
nary actions.

5. Legal Medications and Operating Vehicles

Members may not operate AmeriCorps NCCC
or sponsor organization vehicles when taking
medications that have warnings concerning
potential side effects of drowsiness or
adversely impacting a person's ability to
drive vehicles or heavy equipment. 

6. Illegal Drugs and Controlled Substances

The introduction, consumption, and/or pos-
session of illegal drugs or controlled sub-
stances and paraphernalia is prohibited for
all individuals. Campuses will conduct ran-
dom drug screening among members at any-
time throughout the service year and will use
the results to determine suitability for contin-
ued service. Members who test positive for
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illegal drugs will be given the opportunity to
explain the positive results. Additionally, the
AmeriCorps NCCC will take no disciplinary
action against members who voluntarily
admit their drug usage to their region direc-
tors, as long as all of the following condi-
tions are met:

a. The member voluntarily identifies himself
or herself as a user of illegal drugs prior
to being identified (either officially or
unofficially) for testing;

b. The member agrees to obtain counseling
or rehabilitation; and the member agrees
to refrain from using illegal drugs there-
after (the member may be tested as often
as necessary, at the discretion of the
NCCC region director, in order to ensure
compliance).

The above procedure will not apply to mem-
bers who attempt to self-refer before they
undergo initial drug testing. Therefore, the
AmeriCorps NCCC self-referral policy will
only apply to members who have successful-
ly passed their initial drug screening and
physical examination.

7. Problems Resulting from Alcohol Abuse

Performance, attendance, or behavioral prob-
lems resulting from drug and/or alcohol
abuse will lead to immediate termination,
pursuant to administrative hearing proce-
dures set forth in this handbook.

8. Reporting in a Fit Condition
Members and team leaders will report to

work in a fit condition to perform their
duties. Reporting to work under the influence
of illegal drugs or alcohol is unacceptable
and is grounds for immediate dismissal pro-
ceedings. Individuals suspected of being
unfit for duty will be referred for medical
evaluation upon the region director's
approval.

9. Prescription Medication

Individuals on physician-prescribed medica-
tion must notify their immediate supervisor if
there is a likelihood that such medication
could affect job performance and/or safety.

10. Arrest or Conviction

Individual members arrested or convicted for
off-the-job illegal drug or alcohol involve-
ment may be considered to be in violation of
AmeriCorps NCCC's substance abuse policy
and will be subject to disciplinary action, up
to and including dismissal. 

11. Law Enforcement

When appropriate, AmeriCorps NCCC will
bring matters of illegal drug or alcohol use to
the attention of appropriate law enforcement
authorities.

12. Alcohol Abuse

At the discretion of the region director, mem-
bers or team leaders who are of legal drink-
ing age and are suspected of alcohol abuse
may be requested to enroll in and success-
fully complete an alcohol education/treatment
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program, at no cost to AmeriCorps NCCC, as
a condition of continuation in the AmeriCorps
NCCC program.

13. Smoking/Tobacco Use

Campuses will designate specific areas on
campus as smoking/tobacco use areas.
These areas will have proper receptacles and
ventilation. All classrooms, cafeterias,
AmeriCorps NCCC vehicles, dormitories, and
worksites will be smoke- and tobacco-free.
This policy will be strictly enforced. Smoking
is allowed only in designated areas.

UNIFORM AAND GGROOMING
STANDARDS
PURPOSE: To enhance public recognition and
perception of AmeriCorps NCCC by requiring an
AmeriCorps NCCC uniform and minimum groom-
ing standards.  Campuses will issue uniforms
necessary for members to participate in the pro-
gram, to meet safety and health requirements,
and to enable them to function comfortably and
effectively outdoors under adverse weather con-
ditions. Uniform standards include the following:

A. GUIDELINES DURING SERVICE AND 
TRAINING PERIODS

The normal duty day uniform:  T-shirt, sweat-
shirt, or polo shirt, BDU pants or shorts and
the issued black belt.  Uniform items may
only be worn if in full uniform with the
exception of the NCCC baseball hat. 

1. Positive Image
AmeriCorps NCCC members must maintain a
positive image in their dress, appearance,
and demeanor.

2. Uniform

Uniform items will be clean and in good
repair at all times and will be worn when rep-
resenting AmeriCorps NCCC. The uniform
may not be altered in anyway such as rip-
ping, intentional paint, or cuffing.  Pants can-
not be rolled past standard shoe length.
Members must tuck their shirts in, may not
wear tank tops or tube tops or go shirtless.
Socks must be solid color black, white or
gray and worn below the knee.  Steel toed
boots are standard for safety reasons but the
alternative must be closed-toed and closed-
heeled shoes.  The bandana is issued for per-
sonal protective use only, not as an accesso-
ry.  It is not to be worn while off-duty, in
schools, or at professional events.  The
region directors will require certain dress for
special occasions and ceremonial events. 

3. Non-Issued Uniform Items

Any layers of non-issued visible clothing (ex:
shirts layered under a uniform) must be a
solid color that is white, black or grey.

4. Jewelry

The only types of jewelry that may be worn
outside the member uniform, or while on
duty, are watches, bracelets, and ear studs or
small earrings no larger than a dime. All tun-
nels in the ears must be solid. Necklaces are
OK, but if they are long and loose, they must
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be tucked inside the uniform shirt. All other
facial or visible jewelry is prohibited while the
member is performing official AmeriCorps
NCCC duties, or while in uniform. No facial
piercings, including tongue studs, may 
be worn during working/service hours. 
Additionally, AmeriCorps NCCC may adhere
to more restrictive standards set by the proj-
ect sponsor. 

5.   Hair

Hair, mustaches, and beards must be clean
and neatly styled. Long hair can be a safety
hazard; therefore, long hair must be pinned
up or tied back when working near any
power equipment or machinery. Hair dyed
unnatural colors or two-toned, mohawks,
faux hawks and spikes are not permitted
while serving in the program.  Headbands
must be solid color black, white, or grey that
are no greater than three inches in width.
Headgear may not be worn inside at any time. 

6. Grooming Standards

All AmeriCorps NCCC members will be
required to comply with grooming standards
set by the campuses, including proper show-
ering and hygiene.

B. GUIDELINES DURING LEISURE HOURS

During leisure hours, members and team
leaders may wear the clothing of their choice;
however, this will be no less than a T-shirt,
shorts, and appropriate footwear when an
individual is remaining on campus or on the
host facility. In the interest of cooperation,
campuses will adopt reasonable standards
for civilian attire for their members that will
be in compliance with the standards of the
host facility. Members and team leaders will
also comply with base dress codes required
for admittance, and use of, facilities.
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