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Welcome!
New AmeriCorps Program Staff Orientation

Thank you for joining today’s 
session.

We will get started in just a few 
minutes.

Please be sure you are logged 
on to Skype with full audio and 

visual, so you can hear the 
presenters through your 

computer speakers.



Technology Check

• Please mute your Skype’s microphone and turn your computer’s speakers 
up to hear the audio. You may need to use headphones to hear the audio 
through your computer (settings vary).

• Do not call in on a separate phone number for this meeting; you will not be 
able to hear the audio, and the presenters will not be able to mute your 
microphone. 

• Open the Conversation box in Skype. Click the icon in the lower left of the 
screen to open the feature. Please test this by typing a short greeting to 
your colleagues.

• Today’s presentation is being recorded and will be posted on the National 
Service Knowledge Network: www.nationalservice.gov/resources

http://www.nationalservice.gov/resources


Skype Features

Click this icon to 
open the 

Conversation box.

Click this icon to 
mute your 

microphone.



New AmeriCorps Program Staff Series
The New AmeriCorps Program Staff Series is designed to help new CNCS grantees launch successful 
AmeriCorps programs. The 2017 summer series has included:

• Session 1 – July 13, 2017

Orientation to CNCS; Introduction to AmeriCorps Member Recruitment; Introduction to Criminal History
Checks

• Session 2 – July 27, 2017

Recruiting Members with Disabilities; Criminal History Checks, Financial Management Systems

• Session 3 – August 10, 2017

AmeriCorps Member Orientation and Training; Financial Management

• Session 4 – August 24, 2017
AmeriCorps Member and Site Monitoring Requirements



Today’s Agenda

• Monitoring Members and Sites: Oksana Jensen 
and Sarah Yue

• Program and Commission Spotlights: 
– Habitat for Humanity: Felicia Williams
– PennSERVE: Maureen Eccleston

• Resources and Closing Remarks



Monitoring AmeriCorps Members and Sites

Sarah Yue
Program Officer

Oksana Jensen
Program Officer



Monitoring AmeriCorps Members and Sites

• Guiding Questions:
– What am I required to monitor?
– How should I go about doing it?
– What if I find something wrong?



Cycle of AmeriCorps Program Development

Vision

Foundation-
building

Implementation

Program 
Evaluation/ 

Revision

AmeriCorps
Program



Grantee Requirements—Monitoring 

45 CFR § 2541.400 Monitoring and reporting program 
performance. 
(a) Monitoring by grantees. Grantees are responsible for 
managing the day-to-day operations of grant and subgrant 
supported activities. Grantees must monitor grant and 
subgrant supported activities to assure compliance 
with applicable Federal requirements and that 
performance goals are being achieved. Grantee 
monitoring must cover each program, function or 
activity. 



Goal of Monitoring

Member and Site 
Activities and 
Expenditures

Getting 
things done



Monitoring Plan

• Who? Program and finance staff
• What? All aspects of AmeriCorps-funded activity 

(budget, members, sites, performance data)
• When? Schedule of monitoring activities; align 

with AmeriCorps grant year deadlines
• Where? On-site and/or virtually
• How? Methods depend on program design, risk



A Few Monitoring 
Methods

On-Site Visits

Desk 
Reviews/Written 

Reports

Risk-based 
Assessment

On-going 
Communication



Risk-based Assessment

• Purpose:
– Comprehensive and consistent approach to monitoring
– Smart allocation of staff time and resources
– Inform selection of monitoring methods

• Logistics
– Generally assessed at subgrantee/site level
– Categories weighted by degree of risk
– Completed at or before the start of the program year



Risk-based Assessment

Common risk “flags”
• Member service issues, particularly those that involve 

prohibited or unallowable activities
• Site staff turnover/poor member retention
• Excessive absences from training and/or required 

activities
• Low quality and/or late reporting
• Output/outcome data that deviates substantially from 

expected targets
• Unusually high or low expenditures
• Difficulties with meeting required match levels



Considerations for Selecting Monitoring 
Methods

• Degree and type(s) of risk posed by 
subgrantee/site

• Area(s) of focus for monitoring
• Budget and staff capacity
• Timing of monitoring activities



Best Practices for Site Visits

• Ask open-ended questions
• Observe member service in action
• Gather and cross-check information from 

personnel in multiple roles (members, site 
supervisors, program directors)

• Review key documents prior to visit: site 
agreement, member position descriptions, 
application budget

• Consider unannounced visits



Sample Member Position Description



Sample Site Agreement

• Site agreement

10



Best Practices for Desk Audits

• In-depth reviews of member documentation: not just 
presence but also content

• Review criminal history check documentation for 
members AND staff

• Ensure appropriate tracking/verification of staff and 
member time

• Review financial transactions and match 
documentation 

• Aim for representative samples
• Utilize secure file transfer systems



On-going Communication as Monitoring Tool

• Regularly scheduled check-ins (phone, in-
person)

• Email correspondence
• Progress and financial reports
• Reimbursement requests
• Member training and reflection activities

**Building trusting relationships is key



Documenting Monitoring Activities



Handling Compliance Issues

• What if I find a problem?
– Document the issue
– Specify required corrective actions in writing
– Notify CNCS if appropriate
– Re-train staff and/or members
– Follow-up within a reasonable period to confirm 

correction
– Disallow hours and/or costs if needed



Program and Commission Spotlights

Felicia Williams
Habitat for Humanity International

Maureen K. Eccleston 
PennSERVE: The Governor’s Office of 
Citizen Service



Program Spotlight – Habitat for Humanity 

Felicia Williams
Habitat for Humanity International

Sr. Specialist, Member and Site Development 
Atlanta, GA
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FOUNDATION = STAKEHOLDER RELATIONSHIPS
PARTICIPATION AGREEMENT
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FOUNDATION = STAKEHOLDER RELATIONSHIPS
PARTICIPATION AGREEMENT
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FOUNDATION = STAKEHOLDER RELATIONSHIPS
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Commission Spotlight: PennSERVE

Maureen K. Eccleston
Executive Director 

PennSERVE: The Governor’s Office of Citizen Service



PennSERVE

Pennsylvania’s State Service Commission
19 operating programs + one planning grant

1,300 AmeriCorps members
43 (of 67) counties

4 staff



At-A-Glance

Pre-Award Assessment 
Questionnaire & 

Key Document Reviews

Mid-Year Assessment 
Questionnaire & 
Desk Monitoring

Monthly Portal Reports, 
Monthly Expenditure 

Reports & 
Quarterly Program 

Reports



Beginning
Pre-Award Assessment 
Questionnaire
• Staff downsize/turnover
• Accounting practices
• Organization and 

AmeriCorps P&P
• Financial capacity

Key Document Reviews

• NSCHC eCourse 
certifications

• Grievance Procedures
• Member Position 

Description
• Member Service 

Agreement
• NSCHC P&P
• Training Calendar



Organizational Assessment and Risk (Pre-
and Post)

• Pre-Enrollment
– Application and screening process, portal enrollment

• NSCHC
• Member Service Agreement
• In-Service Activities

– Member training, timesheets, member evaluations
• Member Exit

– Member evaluations, health and child care notification, 
portal exits



Mid-Year

• Mid-Year Assessment Questionnaire
• Desk Monitoring

– Member timesheets
– Member files
– Match documentation

• Risk Assessment

1. Moderate to high level of staff turnover
2. Overall programmatic progress
3. Late or inaccurate reporting
4. Major changes in project design or scope
5. History of Complaints from Members/Others
6. Has two or more satellite sites
7. New sub-grantee
8. Low enrollment/retention rate; high member turnover
9. Attendance on conference calls and trainings
10. Recent change in fiscal agent/staff
11. Fiscal Issues/Challenges
12. Required Match
13. Multiple AmeriCorps grants
14. Has one or more high costs
15. Fiscal Risk Posed by Applicant
16. Significant findings from previous site visits or desk monitoring
17. Failure to address previous issues



Q&A



Resources

• Managing AmeriCorps Grants webpage: 
www.nationalservice.gov/build-your-
capacity/grants/managing-americorps-grants
– CNCS Regulations
– Grant Terms and Conditions
– Policy FAQs
– Reporting requirements

• National Service Knowledge Network eCourses on site and 
member management: 
www.nationalservice.gov/resources/online-courses

https://www.nationalservice.gov/build-your-capacity/grants/managing-americorps-grants
http://www.nationalservice.gov/resources/online-courses


More Resources

• Start-Up Materials/Program Development 
Outlines (the Big 5)

• CNCS Monitoring Tool
• Financial management resources website: 

www.nationalservice.gov/resources/financial-
management

• CNCS Program and Grants Officers
• AmeriCorps State and National Symposium 

workshop sessions

http://www.nationalservice.gov/resources/financial-management


Thank you!

Felicia Williams  fwilliams@habitat.org
Maureen K. Eccleston meccleston@pa.gov

mailto:fwilliams@habitat.org
mailto:meccleston@pa.gov
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