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WELCOME
Welcome to the East Side Learning Center (ESLC), an educational partnership with the School Sisters of
Notre Dame (SSND) and proud host of the Experience Corps program in the Twin Cities. ESLC is a nonsectarian, 501 (c) (3) non-profit organization. As an ESLC literacy mentor, you will work one-on-one with
Pre-Kindergarten through third grade children in reading. You will meet new people, gain new skills, and be
there for each child with whom you partner.
We thank you for saying “yes” to making a positive impact on the life of a child. Whether you are a new or
returning Literacy Mentor, please take the time to acquaint yourself with the information included in this
handbook. Each year it is updated with new information based on the needs of our partners.
The ESLC welcomes all children in St. Paul and Minneapolis who are reading below grade level and do not
have the resources to get help elsewhere. The cultural diversity of the students we tutor proudly reflects the
St. Paul and Minneapolis neighborhoods where we serve. ESLC believes every child has the right to learn to
read and the potential to succeed in school.
We appreciate the gift of your time and want your experience to be a rewarding one. Thank you for
“unlocking each child’s potential through the foundation of reading.”

ABOUT ESLC
WHAT WE DO
ESLC partners with schools, community organizations, children and families in St. Paul and Minneapolis,
many of whom live in poverty. On average, more than 80% of students qualify for free and reduced lunch,
an indicator of living 180% or more below the poverty line. Around 60% of the children are dual language
learners and more than 90% are persons of color. To qualify for the program, children must be behind grade
level in reading.

OUR MISSION
Unlocking each child’s potential through the foundation of reading.

OUR VISION
All children read with pride and joy while becoming life-long learners.

OUR CORE VALUES (LEARN)
Loving, affirming and respectful atmosphere
Education that transforms and encourages each child to reach his/her full potential
Accountability and careful stewardship of community resources
Results, driven by high quality, systematic approach and academic rigor
Needs of children drive where resources are allocated
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HISTORY
In January 1998, during a progressive, long-range effort to revitalize and improve the quality of life on the
East Side of St. Paul, the East Side Neighborhood Development Company approached the School Sisters of
Notre Dame (SSND) requesting support to address the serious educational needs of East Side children. After
researching options, the East Side Learning Center (ESLC) was launched, and Sister Audrey Lindenfelser,
SSND, was hired as the first Executive Director.
The first site was opened in February 2001 at the innovative John A. Johnson Achievement Plus Elementary
School. By the end of the school year, 25 volunteers were providing 40 hours of tutoring per week for 19
students. Since then, ESLC has provided free tutoring to at-risk children in public, Catholic and charter
schools. From 2008 to 2017, ESLC was a United Way agency and, in 2015, received the United Way
Community Impact Award for small organizations.
To support long-term sustainability, ESLC merged with Quality Education Services in 2019, the local host of
the AARP Foundation Experience Corps – Twin Cities program. This infused ESLC with a stable source of
income from several Federal agencies and provided program, training, and operational support from the
AARP Foundation, the philanthropic arm of AARP.

AFFILIATIONS
School Sisters of Notre Dame Affiliation: Partners in Achieving A Mission
ESLC’s mission reflects the passion that motivated Blessed Theresa Gerhardinger to serve as an assistant
tutor at the age of 12 and become a certified teacher when she was 15. Growing up in Bavaria during a time
of poverty and illiteracy, she saw a need and responded by establishing the School Sisters of Notre Dame to
help poor girls, children and young women. She later established schools in the United States for children
living in poverty and who were immigrants.
Today, the Sisters continue to empower others through education with the conviction that the world can be
changed through the transformation of persons. The Sisters have provided significant financial support to
ESLC since its founding in 2001. ESLC carries the spirit of Blessed Theresa who dared to take risks and
envisioned a world where all achieved their potential. ESLC works in schools with a high percent of children
living in poverty and often with high numbers of immigrants in line with the vision of its founders. Like the
Sisters, ESLC believes that ordinary people can do extra-ordinary things. ESLC considers you, our Literacy
Mentors, to be among those doing extraordinary things by supporting children as they learn to read. Learn
more about the School Sisters of Notre Dame at https://www.ssndcentralpacific.org/.

AARP Foundation Experience Corps Affiliation: Making an Inter-Generational Impact
AARP Foundation Experience Corps (Experience Corps) is a national volunteer tutoring program that
connects older adults to their communities by engaging them in the work of helping young students become
better readers. Research demonstrates that Experience Corps is an effective literacy intervention for
children. It generates enduring positive outcomes for students, community elders, schools and communities.
With its intergenerational approach, the program not only helps students at a critical juncture in their
education, but also engages volunteers in their communities, putting their wisdom to work while guiding the
next generation of readers.
Visit ESLC’s Experience Corps page online at www.aarp.org/experience-corps for more information.
AARP Foundation and AmeriCorps provide significant funding for the ESLC’s Experience Corps program.
AmeriCorps is a national service movement that engages Americans as “volunteers” to address the most
7
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critical problems in our nation’s communities in the areas of education, public safety, the environment, and
other human needs. In exchange for a term of service, AmeriCorps Members earn a taxable living
allowance/stipend and an education award to pay for higher education. Visit the AmeriCorps website at
https://www.nationalservice.gov for more information.

THREE TYPES OF LITERACY MENTORS
East Side Learning Center has three types of Literacy Mentors who provide support Pre-K through third
grade children on their journey to become proficient readers. The primary difference between them is the
amount of time they commit to volunteering as a Literacy Mentor. The ESLC Volunteer Coordinator or staff
member who responds to inquiries asks a variety of questions to place each new volunteer into one of these
tutoring categories for the purpose of tracking volunteer hours for funders. Regardless of one’s tutoring
category, which aligns to the funding source, ESLC strives to treat every volunteer with the same dignity,
respect, and concern for training, scheduling, and site placement.

ALL LITERACY MENTORS MUST COMPLETE THE FOLLOWING BEFORE VOLUNTEERING
•
•
•
•
•

Application paperwork
Background check
Orientation
Self-paced literacy program training
Two sessions of instructor-led training from ESLC

After completing pre-service training, all volunteers are encouraged to take advantage of professional
development in-service opportunities when possible.

Experience Corps Literacy Mentors
The AARP Foundation Experience Corps (Experience Corps) promotes intergenerational reading tutoring and
provides funding to support ESLC volunteers who meet the following requirements:
• 50 years old or older
• Volunteer as an ESLC Literacy mentor for 6-10 hours per week

AmeriCorps Literacy Mentors
The US Corporation for National and Community Service (CNCS), a federal agency that works to promote
volunteerism in the US, provides funding to support volunteers who meet the following requirements:
• 50 years old or older
• Volunteer as an ESLC Literacy Mentor at least 300 hours a year by serving about 10 hours a week or
8 hours a week and continuing to serve over the summer
As part of their 300 hours, must attend 20-24 hours of pre-service and in-service training. By virtue of their
position, they become members the US national service corps, or AmeriCorps members. They receive a
small stipend of $2,200 per year and qualify for an educational award that can be used to pay college debt
or courses, including community education courses—or they can transfer the education award to a child or
grandchild for college debt or payments. Funding for this stipend is provided by the CNCS.

Community Volunteers
Volunteers under the age of 50 years old and who serve less than six hours a week or for only one semester
are classified as Community Volunteers.
8
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WHAT TO EXPECT AS A LITERACY MENTOR
Literacy Mentors play a very important role in the lives of children. As a volunteer, you can expect ESLC to
provide:

Orientation and Training
•

•
•

Thorough orientation and pre-service training on the work of ESLC, its employees, your role and the
guidance necessary to assist you in meeting the responsibilities as a literacy mentor
Ongoing coaching
Professional development opportunities throughout the year

Support and Feedback
•
•
•
•

Guidelines for standards of service, clear communication, and support in implementation
An Instructional Mentor assigned to you and your volunteer cohort or site
Materials to support the daily lesson
Structured lesson plans for each student at a designated space

Equal Opportunity
•

Volunteer environment free of discrimination or harassment

Grievance Procedures
•

Every effort to achieve speedy and effective resolution of grievances

Opportunities to Connect

Opportunity to develop a meaningful relationship with a child while “unlocking each child’s potential
through the foundation of reading”
Opportunity to connect with a community of volunteers working toward the same goals

LITERACY MENTOR POLICIES & PROCEDURES
DAILY PROCEDURES AND INTERACTIONS WITH STUDENTS AND ESLC EMPLOYEES
Children build trusting relationships with their Literacy Mentors and depend on them. Absences negatively
affect reading and social-emotional growth. Please be prompt and dependable for the sake of the children.
It is the responsibility of each volunteer to get to the school/community site on his/her scheduled day.
• Notify the Instructional Mentor as soon as possible using text, email, or voice mail when:
− Late for a Literacy Mentoring session
− Schedule changes will prevent you from being at your scheduled sessions
• Sign-in and out upon arrival and departure according to procedures. Complete the volunteer
timesheet, tutoring time log, and session logs.
• Wear the nametag provided for you.
• Silence phones and put them away unless they are being used for instruction.
• Prepare for an effective tutoring session by:
− Arriving at least 15 minutes early.
− Reviewing the lesson plan and materials for the day for each child.
− Asking clarifying questions of the Instructional Mentor.
9
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•
•
•
•
•
•
•
•

Follow all school or site policies and procedures.
Never drive program participants (children or their families) in personal vehicles.
Never discipline or yell at a student.
Volunteers should never be alone with students.
If a student needs to use the restroom, accompany the child, and wait in the hallway. Do not enter
the restroom with children.
Do not initiate touching a child: holding hands, hugs, sitting on laps.
If a child initiates contact, clearly state what you are comfortable with and remind the child about
personal boundaries.
For ESLC policies, please see Volunteer and Youth Protection Policy in this handbook.

Communication
•

•

The Instructional Mentor is available to support Literacy Mentors and students. Do not hesitate to
call, leave a note, or ask for a meeting to discuss concerns that arise. Most can be resolved with
respectful, honest communication.
Be a positive role model for children in attitude, behavior, language, and dress. Let conversations
demonstrate respect for others. Avoid language that may be perceived as discriminatory, sexist, or
offensive.

Leave of Absence
ESLC Literacy Mentors may take a temporary leave of absence for any reason. If a leave of absence is
necessary, please notify the Volunteer Coordinator and your Instructional Mentor as soon as possible.

Ending your volunteer service
If you choose, you may discontinue serving as a Literacy Mentor for any reason. Please notify the
Instructional Mentor two weeks before the last day, if possible. On the last day or week, help the child
transition to a new Literacy Mentor by saying goodbye and leaving them with a clear message that you
enjoyed reading with the child.
Serving as a volunteer Literacy Mentor is at the discretion of ESLC and site or school partners, including
teachers. In the Memorandum of Understanding signed by the partner and ESLC, the partner retains the
right to reassign volunteers to another position or ask ESLC employees to remove a volunteer from the site.
If the removal is not related to a violation of ESLC policies, ESLC will work to place you at another site. If it is
due to a policy violation, ESLC may decline to maintain you as a volunteer Literacy Mentor or place you on
temporary leave until an investigation is completed.

Safety and Security
Emergencies
•
•

•
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Follow the directives of the Instructional Mentor for fire, tornado, and lockdown drills.
In case of an emergency refer to the site or school Safety Plan, which is posted in each room. Call
the office for help, if needed. Tell the office it is an “emergency” at the time of your call for help. Do
not move injured students.
An accident resulting in an injury to a volunteer at the school/community site must immediately be
reported to the site staff. A copy of the accident report should also be sent to ESLC. ESLC provides
insurance coverage after the school/community site limits are reached.
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Personal Items

It is best to keep personal items, purses, and keys with you during tutoring sessions. The East Side Learning
Center is not responsible for lost or stolen items.

Distracted Driving Policy
ESLC appreciates the efforts of those traveling for business purposes. Volunteers should be comfortable and
safe while traveling. Distracted driving can lead to unsafe driving conditions. ESLC therefore prohibits
volunteers from texting, emailing, web surfing, gaming, accepting phone calls without a hands-free device,
and engaging in any other form of electronic data retrieval/communication whenever operating a vehicle
while volunteering with the program.
School Closings
Check ESLC Site Calendars for early release or non-program days. If schools are closed due to inclement
weather or building issues, notification is made on local radio and TV stations, school websites and social
media pages. When specific sites are closed, there is no tutoring at that site.
Dress Code
Shoes must provide safe, secure footing, and offer protection against hazards. Attire should be neat, clean,
and professional. Clothing may not contain derogatory comments or state religious or political positions.
ESLC nametags must be worn when at a site.
Smoke and Drug Free Workplace
The unlawful possession, dispensing, distribution, manufacture, sale or use of controlled substances and
alcohol is prohibited in the workplace, on school premises, or as part of any ESLC activity. Being under the
influence of controlled substances and/or alcohol is prohibited in the workplace, on school or ESLC site
premises. Use of tobacco, tobacco products, E-cigarettes (electronic), and e-cigarette products at all ESLC
sites is also prohibited.

Reasonable Accommodation
For volunteers and students with disabilities, ESLC makes every effort to make reasonable accommodations.
Selections and assignments are made without regard to the need to provide reasonable accommodation. If
needed, please contact a program manager. Accommodations that impose an undue financial or
administrative burden on the operation of the program or fundamentally alter its nature are not reasonable
accommodations.

Gifts and Prizes
Individual gifts or food treats are not permitted. To do something special for students, please donate
enough for the entire “group” to ESLC and designate for a specific site. Consult the Instructional Mentor for
details.

Managing Student Behavior
Promote a positive atmosphere for the students by modeling positive behavior. Encourage and acknowledge
positive student behaviors, and act proactively to prevent problem behaviors by preparing before the
session to keep things moving, keeping sessions focused on the relationship, the tasks, and the child. If a
student is not focused or appears to be misbehaving, seek assistance or guidance from the classroom teacher
and/or ESLC’s Instructional Mentor.
11
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CULTURAL AND DIVERSITY AWARENESS TIPS
Culture is the sum of an individual's experiences, knowledge, skills, beliefs, values, and interests. For each of
us, culture shapes our sense of who we are and where we fit into our family, school, community, and
society. Each family, workplace, and group lives in an ever-changing and a unique culture.
• Value Diversity. Accept and respect different cultural backgrounds and customs, ways of
communicating, and traditions and values.
• Be racially and culturally self-aware. Your own background has a powerful impact on interactions
with and expectations for each child, volunteer, and staff member. Work to understand how you,
personally, react to differences, and why you react that way.
• Foster trusting relationships.
− Express Interest in each child’s background and family.
− Know and use the correct pronunciation and spelling of a child’s name.
− If a child refers to their ethnicity or culture, ask questions. Be curious. Let the child guide the
conversation because cultural context may not appear as one expects. For example, a child
may appear Asian or Black, but their ancestral roots may have no bearing on who they are
today.
− Affirm each child’s unique approach to ethnicity, culture, and language as strengths. Listen,
understand, and research how they differ from your own. Understanding and
acknowledging differences helps us interpret behavior and conversations within context so
you can better support the child.
− Holidays that are important to you may not be central to a child’s experience because their
family may celebrate different holidays.
− Honor and affirm each child’s family structure (size, race, gender, or marital status).

TIPS FOR WORKING WITH ENGLISH LANGUAGE LEARNERS
Many children in learning settings deal with more than one language. Below are a few strategies to enrich
the learning environment for dual language learners:
Use multi-media and concrete objects to create connections between both languages. For example,
show a toy seahorse or a picture of one if you are talking about a seahorse.
Use gestures and body language when communicating in the less familiar language. Children learn
from facial expressions. Speak clearly and not too quickly. Some children may need time to hear and
process (translate) the meaning and context of what is being said.
Anticipate new words and give clear meanings. Use a lot of context clues, building on pictures in
books, objects in the environment, routines, and what the children are experiencing in the present
moment.

12
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VOLUNTEER AND YOUTH PROTECTION POLICIES
East Side Learning Center (ESLC) is committed to: a) providing a safe environment for students, employees,
and volunteers; b) promoting peaceful interactions; and c) implementing policies that protect employees,
volunteers and youth from abuse and/or hostile environments.
All offices and locations should be free of all forms of abuse, assault, harassment, and disruptive or hostile
conduct, including sexual misconduct. ESLC does not tolerate any actions that discriminate against others.
All volunteers are expected to comply with the policies in this section. The information that follows is
designed to provide a clear understanding of expectations and to provide for the protection of volunteers,
participating children and families, partners, and employees. In general, volunteers are expected to:
a) Foster an environment of positive interaction and respect
b) Promote fairness and tolerance of differences
c) Take a proactive approach to challenges
d) Participate in learning and professional development opportunities aimed at increasing a culture of
tolerance, mutual respect, diversity, equity, and inclusion

Purpose of the Policies
The following policies protect children and volunteers at ESLC locations. Every volunteer is required to read
them, understand them, and ask questions where needed. After reading them, volunteers must sign a
statement stating that they received this handbook and the related policies and understand them. In
addition, each policy outlines what to do if there is a policy violation, you feel you or someone else has been
harassed, or a child is in danger or has been abused.
• CHILD ABUSE AND EXPLOITATION PREVENTION POLICY: Ensure a safe and secure environment for
students, part 1
• BACKGROUND CHECK POLICY: Ensure a safe and secure environment for students, part 2
• ANTI-HARASSMENT POLICY: Ensure a safe and secure environment for adults
• PRIVACY AND CONFIDENTIALITY POLICY: Ensure confidentiality of information

13
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Ensure a safe and secure environment for students, Part 1

Child Abuse Prevention Policy
ESLC places the safety of children as its highest priority. In support of this, employees and volunteers must
undergo rigorous background testing prior to any interactions with children at any ESLC site. Additionally, all
employees and volunteers are required to follow the Volunteer and Student Interaction Guidelines detailed
below for the protection of children and volunteers.
PURPOSE: Protect children in ESLC’s programs from abuse of any type. This policy applies to all employees
and volunteers. ESLC has a zero-tolerance policy towards physical, verbal, or sexual abuse or molestation at
all program sites or at any activity sponsored by or related to ESLC services.

Definitions
Child Abuse
Child abuse of any type is prohibited. This includes any behavior that physically, emotionally, or mentally
harms a child. ESLC shares this because employees are mandated reporters when working in schools.
Examples include, but are not limited to:
Physical abuse includes any non-accidental action that causes an injury to a child such as spanking,
punching, hitting, burns, or handling a child so roughly that it leaves a mark
All forms of child sexual abuse
Mental injuries, such as threatening a child with physical harm or threatening to harm a child’s
friends, family, or loved persons
Neglect to provide care, food, supervision, safety, or shelter

Child Sexual Abuse and Molestation Prevention
Child sex abuse is prohibited. This is a form abuse in which an adult or older adolescent uses a child for
sexual stimulation. Child sexual abuse takes various forms like asking or pressuring a child to engage in
sexual activities, indecent exposure of the genitals or breasts to a child, displaying pornography to a child,
actual sexual contact with a child, physical contact with the child's genitals, viewing of the child's genitalia
without physical contact, or using a child to produce child pornography.

Inappropriate Treatment of Children
ESLC also expressly prohibits the following behaviors toward children: bullying, intimidating, handling
roughly, yanking the arms, constraining a child in a physical hold, corporal punishment (including spanking,
slapping, hitting, or punching), isolating a child in a room, threatening, or in any way creating an intimidating
environment for a child.

Volunteer-Student Interaction Guidelines
•

•
•

14

Never be alone with a child at any time. ESLC volunteers must stay within a line of sight of
employees or other adults while with a child. This includes virtual environments as well as side-byside tutoring.
Follow the rule of three when accompanying children to the restroom. When you must take a
child to the restroom, take groups of at least three. Wait for the children outside the restroom. Do
not enter. If you must enter, ask another adult to assist you.
Never touch a child on any part of the body that a swimsuit covers. Physical touch is limited to
holding a child’s hand, an encouraging pat on the back, or returning a gesture, such as a hug, that a
child offers.
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•
•
•
•

Physical discipline and corporal punishment are prohibited. Under no circumstances may an ESLC
volunteer or employee physically discipline a child or use any type of physical restraint or hold that
limits a child’s ability to move.
Verbal and/or physical bullying is prohibited in all circumstances, including threats, manipulation,
or yanking a child by the arm.
Volunteer Literacy Mentors may not contact children or their families outside of school via phone, email, text, or direct contact. If a Literacy Mentor has a concern, discuss it with an ESLC Instructional
Mentor or employee. If needed, ESLC staff will contact the family.
Limit interactions to the children in the ESLC program.

Background Checks
Comprehensive background checks are required for all employees and volunteers who interact with children
or who enter school or site premises where children are present. Please see ESLC’s Background Check Policy,
Addendum 2, for more details.

Suspected Child Abuse
If an employee or volunteer is suspected of abusing a child, they will be placed on immediate suspension
pending an investigation by an internal team or third party.

Reporting Child Abuse
If an employee or volunteer suspects, has reason to believe a child has been abused or neglected, has
knowledge of, or observes a child being subjected to conditions that would reasonably result in harm to the
child, the volunteer must report to the child’s teacher, or appropriate school personnel, AND to any ESLC
staff member. ESLC staff members are mandatory reporters in the state of Minnesota.
In all instances, volunteers may also report their suspicions to the appropriate child welfare agency. In
Minnesota, anyone may report suspected child abuse or neglect to the local child protection or law
enforcement agency. If you work with children or families, you are legally required to report suspected child
abuse or neglect. Minnesota does provide immunity from liability for persons reporting suspected abuse
in good faith and without malice.
If unsure of whether to make a report, call the local child welfare agency. They will consult with you about
the concern. Consultation is a function of local agency screeners and can aid mandated and voluntary
reporters. One does not have to give the child’s name when consulting with a screener. Additional
information can be found at:
• State of Minnesota Department of Human Services site:
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-2917-ENG
• Hennepin County Child Protection Services: (612) 348-3552
http://www.hennepin.us/residents/human-services/child-protection-services
• Ramsey County Child Protection Services: (651) 291-4500
https://www.ramseycounty.us/residents/assistance-support/protection-crisis-resources/childprotection/child-protection-reporting-process

Contact ESLC’s Executive Director or any staff member concerns:
Chris Flippo
PO Box 6703
Saint Paul, MN 55106
15
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If reporting child abuse to a staff member is not effective or possible, report it to the Board Chair or another
staff member with the request to take it to the Board of Directors.

If you are an AmeriCorps or Experience Corps Volunteer, also contact the AARP Foundation:
Director of Field Services – Experience Corps Program
AARP Foundation
601 E Street, NW
Washington, DC 20049
Email: experiencecorps@aarp.org

Administration
All inquiries, complaints, and investigations are treated confidentially. Information will be revealed strictly
on a need to know basis.
Each report or complaint of child abuse is taken seriously. Upon receiving a report, ESLC will initiate an
investigation.
The procedures available under this policy do not preempt or supersede any legal procedures or remedies
otherwise available under state or federal law.

Retaliation
ESLC prohibits intimidation, harassment, discrimination, or retaliation against those who, in good faith,
come forward with concerns about suspected misconduct described in this policy or participate in
investigations. This applies even if the concern is not substantiated.
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Ensure a safe and secure environment for students, Part 2

Background Check Policy
PURPOSE
The East Side Learning Center (ESLC) believes that working with qualified, committed individuals contributes
to the success and safety of the children and families who participate. Thus, background checks are
performed for all staff and volunteers to protect current and future students, volunteers, and employees.
Thus, background checks are an important part of the onboarding process. Conducting background checks
also ensures ESLC meets state, local, and Federal requirements to provide services to children and to protect
the adults who deliver services.

REQUIRMENTS
Class I: ESLC requires all employees and volunteers to be cleared through the following background checks

to participate in or maintain employment and volunteer opportunities:
• Two personal or professional references
• U.S. Department of Justice National Sex Offender Public Registry
• State Criminal History Check
• Applicable school or community background check requirements

Class II: ESLC requires that all employees and volunteers who are supported by a Federal Grant to clear the

following background checks to participate in or maintain employment and volunteer opportunities:
• All Class I background checks, plus a
• Federal Bureau of Investigation (FBI) Criminal Background Check (fingerprint required).

DETERMINATION OF CLEARANCE TO PARTICIPATE
The following conditions automatically bar persons from participating as a tutor or employee, or, if started,
result in termination as a tutor or employee of ESLC.
• Failure to clear the National Sex Offender Public Registry; or
• Conviction of murder, child abuse, or sexual assault
Failure to clear other background checks do not automatically result in immediate dismissal. Instead, the
following factors may be taken into consideration before making a final determination regarding
participation or employment:
• The significance of risk reported in a personal or professional reference
• The status of a criminal or civil charge (pending or convicted)
• The length of time since a criminal or civil conviction
– The nature of the crime
– The relationship between the person’s role and the crime committed
– The number of convictions
– Rehabilitation efforts and recommendations
– Subsequent employment history
• Convictions of murder, assault/battery, child abuse, and sexual assault will also preclude volunteering
for or result in termination of volunteer services to the Experience Corps Program.
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INITIATION OF BACKGROUND CHECK
While the background check process will be initiated prior to the applicant’s anticipated start date the
complete results may not be available by the time placement occurs. The applicant will be permitted to
begin work with the program after signing the “Criminal History Consent Form,” being cleared through the
National Sex Offender Public Registry website, and by signing the annual “Volunteer Agreement.”
If complete results are not returned by the start date, at no time will the applicant be left unsupervised with
a child. The supervisor must be someone who has completed and been cleared as a Class II employee.
Once results are returned to ESLC, the applicant will be immediately removed from the program if the
person’s background check is not cleared. No volunteer will be allowed to sign a Volunteer Agreement prior
to the initiation of all background checks.

DISQUALIFYING EVENTS AFTER INITIATION OR START DATE
Furthermore, if a current employee or volunteer is charged with a felony or misdemeanor crime, the
employee or volunteer will be removed immediately from having contact with students and/or children until
the charge has been resolved. A conviction may result in immediate dismissal from the program in
accordance with the guidelines above.

CONTINUING VOLUNTEERS AND STAFF
To ensure that employees and volunteers continue to be eligible for contact with students and children, the
following background checks must be performed as indicated:
• National Sex Offender Public Registry – Every year
• State Criminal History Check – Every three (3) years
• FBI Criminal Background Check – Every four (4) years
This is subject to change based on funder and school requirements. If an employee or volunteer is found to
have been charged with a crime at the time of review, the individual will be removed immediately from
having contact with students and/or children. If the employee or volunteer is found to be convicted of a
crime, the individual may be immediately dismissed from the program in accordance with the guidelines
above.
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Ensure a safe and secure environment for adults

Anti-Harassment Policy
It is ESLC’s policy that everyone will have an environment free of harassment and hostility. ESLC is firmly
committed to equal opportunity and prohibits discrimination and harassment on the basis of race, ethnicity,
religion, sex, color, national origin, age, sexual orientation, gender identity or expression, mental or physical
disability, genetic information, or on any other status protected by applicable law.
PURPOSE: Every ESLC employee and volunteer will have an environment free from harassment. Whether
verbal or physical, and whether committed by, or directed at employees, volunteers, site personnel or
children, harassment will not be tolerated within any ESLC program or work environment under any
circumstances. All ESLC employees and volunteers are expected to comply with this policy.

Definitions
Harassment
Harassment can include negative or demeaning comments or actions related to an individual’s race, color,
sex, sexual orientation, gender identity or expression, marital status, religion, national origin, ancestry,
citizenship status, age, physical or mental disability, veteran status or any other category protected by law. It
also can include slurs and other offensive remarks, jokes, bullying and intimidating behavior, and other
verbal, graphic or physical conduct. Examples of harassment can include, but is not limited to:
Use of offensive or demeaning terms, words or actions relating to a person’s race, ethnicity, sex,
sexual orientation, religion, religious practices, marital status, national origin, age, color, gender
identification, ancestry, and/or disability that are derogatory, offensive, exploitative, and/or
degrading.
Deliberate or careless jokes of an offensive nature, mocking, taunts, calling people names, or
spreading rumors about people.
Display or circulation of materials, which are derogatory, offensive, exploitative, and/or degrading.
Insulting language or offensive behavior directed at an individual related to or because of the
individual’s gender, race, sexual orientation, religion, religious practices, marital status, national
origin, age, color, ancestry, and/or disability.
Harassment can also take the form of racial, ethnic or other stereotypes and expectations for one’s ability to
perform work, how tasks are assigned, or a stereotyped view of what a person ought to do based on any
classification.
While not all behavior in poor taste will constitute harassment, if the behavior is sufficiently severe and
pervasive, so that it becomes abusive, it could constitute harassment. Harassment usually implies the
conduct was repeated; however, depending upon the facts and circumstances, a single egregious act can
constitute harassment.

Sexual Harassment
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal and
physical contact of a sexual nature. Some examples of conduct that might be considered sexual harassment
are:
Comments on appearance, physical attributes, personal relationships and/or personal activities
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Any indication expressed or implied, that an employee’s job security, job assignment, conditions of
employment, or opportunities for advancement may depend on the granting of sexual favors, a
date, or any other personal commitment
Objectionable physical closeness, behavior, actions, or contact
Deliberate or careless creation of an atmosphere of sexual harassment to intimidate
Sexually oriented verbal (whether oral or in writing) or nonverbal joking or teasing
Distributing or exhibiting pornographic pictures or cartoons or other materials dealing with issues
related to sexual relations or issues
Using obscene gestures
Pressure to go out on dates
Threats or insults related to sex
Staring or ogling that causes humiliation or discomfort
Sexual harassment can also take the form of insults regarding gender roles. This includes references to one’s
ability to perform work, how tasks are assigned, or a stereotyped view of what a person ought to do based
on gender.

Employee and Volunteer Rights Regarding Harassment
All employees and volunteers have a right to a safe environment free of all forms of harassment.
Harassment is illegal in the workplace. If any employee or volunteer feels harassed in any manner by an
employee, volunteer, or other individual in the context of employment at ESLC, the person has the right to
immediately demand that the person stop. ESLC requires staff and volunteers to report harassment.

Filing a Complaint of Harassment or Sexual Harassment
If an employee or volunteer feels harassed, threatened or sexually harassed in the workplace by any ESLC
employee or volunteer; witnesses the harassment, sexual harassment or other inappropriate toward or by
an employee, volunteer, partner, or child; or is informed of any such incidents, the employee is expected to
file a written report with the following information:
Date of incident
Time of incident
Location of incident
Description of the incident
Full names of persons involved
Names of witnesses
If a parent, student, teacher, principal, or other school district employee wishes to file a complaint, they may
follow the same procedure.

Contact ESLC’s Executive Director or any staff member concerns:
Chris Flippo
PO Box 6703
Saint Paul, MN 55106

Direct cell: (651) 395-7591
Email: chris.flippo@eslcmn.org

If reporting harassment to the Executive Director is not effective or possible, or if the Executive Director is
participating in the harassment, report it to the Board Chair or another staff member with the request to
take it to the Board of Directors.
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AmeriCorps Members and Experience Corps Volunteers may contact:
Director of Field Services – Experience Corps Program
AARP Foundation
601 E Street, NW
Washington, DC 20049
Email: experiencecorps@aarp.org

Administration
All inquiries, complaints, and investigations are treated confidentially. Information will be revealed strictly
on a need to know basis.
ESLC will promptly begin an internal investigation of the incident and notify the appropriate authorities as
required by law. All reports are of harassment are taken seriously.
The procedures available under this policy do not preempt or supersede any legal procedures or remedies
otherwise available under state or federal law.

Retaliation
ESLC prohibits intimidation, harassment, discrimination, or retaliation against those who, in good faith,
come forward with concerns about suspected misconduct described in this policy or participate in
investigations. This applies even if the concern is not substantiated.
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Ensure Confidentiality of Information

Privacy and Confidentiality Policy
The East Side Learning Center (ESLC) deeply values all contributions that sustain our mission and maintains
high standards to protect the privacy of our donors’, volunteers, and partners’, contact and donation
information.
PURPOSE: This policy is designed to protect the privacy of participating children and their families,
volunteers, partners, donors, and employees, as well as proprietary information about ESLC, AARP
Experience Corps, or any related programs. All employees and volunteers are expected to abide by and
enforce this policy.
This policy applies to donors, employees, volunteers, and other stakeholders whose information is acquired
in interactions on our website, paper forms, or online forms.

Individually Identifiable Information
Identifiable information includes details, that when combined, could lead someone to discover or figure out
who is being spoken about. Depending on your role, you will have access to information that must be kept
private. It is not to be shared with anyone outside of and are expected to maintain the confidentiality of the
persons with whom you interact or with the data that is stored in any ESLC database, including:

Student Information
It is critical that employees and volunteers respect the confidentiality of student and family information. No
information pertaining to students obtained before, during, or after work or participation as a volunteer or
employee may be disclosed outside of ESLC. This includes anything the student “tells” the volunteer or
employee, student grades, behavior or a child, photos, student names, health information, disabilities of the
child or family member, phone numbers, addresses, or any other personal or work information acquired as
part of one’s role with ESLC and as a result of interactions with the child and/or family members. These
details may not be shared with anyone.
If a volunteer hears, sees, or reads Protected Health Information (PHI) it is confidential. PHI includes
information such as a diagnosis, demographic and family information, and/or care issues. This and all other
identifiable information must be kept private. It is not to be shared with ANYONE—family, friends, or other
volunteers.
If working on a computer, access only the information you are asked to work on. Do not forward any
information.

Staff and volunteers are also prohibited from:
•
•

•
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Contacting children outside of ESLC volunteer or work time
Exchanging personal contact information with students, such as a mailing address, email address, or
telephone numbers
Sharing or publishing photos of children or families online, even in private groups on Facebook,
photo libraries, Twitter, or other forums that are accessible to others
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Exceptions:
In some instances, volunteers or employees may need to share information about a child’s progress or
behavior concerns with an ESLC staff member and/or the teacher. However, outside of conversations for the
benefit of the child in a professional context none of the above information may be discussed with anyone.
If ESLC employees secure written consent from the parent or guardian to take and publish photos and
stories about a child’s success in the program, employees may ask volunteers to share that photo. In this
case, ESLC still changes the name for the protection of the child.

Volunteer, Donor and Employee Information
It is critical that employees and volunteers respect the confidentiality of volunteers and employees. No
identifiable information about a volunteer, donor, or employee acquired as part of one’s role with ESLC shall
be shared with anyone outside of ESLC for any reason without express written permission from the person.
This includes anything the person tells another employee or volunteer, names, photos, health information,
disabilities or diagnoses, phone numbers, addresses, or any other personal information acquired as part of
one’s role with ESLC or as a result of workplace or volunteer interactions.

Proprietary Information
Employees and volunteers must protect proprietary and confidential information, even after leaving ESLC.
They are prohibited from disclosing or providing access to confidential information obtained or developed
while working or volunteering unless instructed to do so by ESLC. Only those who have a legitimate business
need to know such information are given access to it. Employees and volunteers are bound by an obligation
to keep it confidential. These requirements apply to all forms of confidential information, whether electronic
or hard copy, including AARP Foundation Experience Corps and ESLC program plans and materials.

Information ESLC collects and how it is collected
Contact information, including telephone numbers, physical addresses, work locations, and volunteer
activity, program participation, and/or demographic information, is collected by ESLC on its website and
using paper or digital registration and information forms. All digitally collected information is stored in a
secure database that connects to the appropriate student, volunteer, employee, or donor database. Data
may be imported or exported from one database to another for reporting and/or communicating with
stakeholders. When exported, it is stored in a secure environment where only staff who needs to access it
may access it.

How ESLC uses the information
All personal and contact data is used for internal purposes and to communicate with stakeholders. The East
Side Learning Center does not sell, trade, or share its donor list with any organization.
Student assessment information for the fall, winter, and spring is only used for aggregate reporting, and is
destroyed at the end of the school year. Student data may be shared with AARP Experience Corps for the
sole purpose of aggregate reporting. When evaluating student data, students’ names are suppressed, and a
random ID is assigned to the record.
ESLC is required to maintain accurate contribution records of donors by the IRS. When individuals make a
financial gift via a link from our website to the secure giving portal, the contact information is added to
ESLC’s secure database. If gifts are received on other fundraising websites, through an employee giving
program, or via direct mail, the provided contact information is recorded and saved in our database.
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Donor names are also published in ESLC print and digital reports once a year. Donors may request that their
gift be anonymous at any time in which case, ESLC will suppress their name on annual report publications.

Employee responsibilities
•

•
•
•
•
•
•
•
•
•
•

Secure written approval from a child’s parent or guardian to use a child’s photo in print or digital
communications using the Minor Media Release Form.
Never use a child’s name in a story. All names must be changed to protect the child’s privacy.
Secure written approval from a volunteer or staff member to use their image in print or digital
communications or to use a quote by them.
Maintain the privacy of donors, students, and other stakeholders by retaining all personal data in
the organization’s approved, secure database, including personal contact information and donation
information.
Store paper copies of donor and student information in locked file cabinets.
Suppress donor names from the annual report listing if requested.
Destroy paper copies of student records after they leave the program and save only that
information which is required by ESLC’s Document Retention Policy.
Employees are prohibited from selling or publishing emails or physical addresses of donors,
students, parents, volunteers, or partners.
Saving any credit card information in any ESLC database or onsite is strictly prohibited.
Comply with a person’s request to be removed from ESLC’s database, email, or direct mail lists
within four days (86 hours) of receiving the request.
Provide training for all volunteers who work with children and families regarding confidentiality and
personally identifiable information.

SUSPECTED PRIVACY VIOLATIONS
Contact ESLC’s Executive Director or any staff member with concerns:
Chris Flippo
PO Box 6703
Saint Paul, MN 55106

Direct cell: (651) 395-7591
Email: chris.flippo@eslcmn.org

If reporting a privacy violation to the Executive Director is not effective or possible, or if the Executive
Director is participating in the incident, report it to the Board Chair or another staff member who is required
to take it to the Board of Directors.

If you are an AmeriCorps or Experience Corps Volunteer, also contact the AARP Foundation:
Director of Field Services – Experience Corps Program
AARP Foundation
601 E Street, NW
Washington, DC 20049
Email: experiencecorps@aarp.org

Administration
All inquiries, complaints, and investigations are treated confidentially. Information will be revealed strictly
on a need to know basis.
Every report of a privacy violation is taken seriously. Upon receiving a report, an investigation will be
initiated.
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The procedures available under this policy do not preempt or supersede any legal procedures or remedies
otherwise available under state or federal law.

Retaliation
ESLC prohibits intimidation, harassment, discrimination, or retaliation against those who, in good faith,
come forward with concerns about suspected misconduct described in this policy or participate in
investigations. This applies even if the concern is not substantiated.

Addenda
1 – Literacy Mentor Volunteer Job Descriptions
2 – Professional Development and Training – applicable to all volunteers
3 – Volunteer Timesheets and the Tutor Log Application – applicable to all volunteers
4 – Prohibited Activities – applicable to all volunteers
5 – AmeriCorps Member Resources – applicable to AmeriCorps Members only
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Addendum 1 – Applies to all Literacy Mentor volunteers

Literacy Mentor Volunteer Position Description
Position summary: Literacy Mentors provide one-on-one literacy and social emotional learning support for
children in local schools or community sites during or after school or during summer programs. Children are
in grades Pre-Kindergarten through third grade.
Duration of service: September – May
Minimum Commitment:
• Community Volunteers: 1 hour per week
• AARP Experience Corps Volunteers: 6 hours per week
• AmeriCorps Members: 10 hours per week or 300 hours per year
Reports to: ESLC Program Managers

Qualifications
•
•
•
•
•
•
•
•
•
•
•
•

High school diploma (or equivalent)
Satisfactorily complete a series of background checks
Professional in conduct
Speak, read, and write English fluently
Strong written and verbal communication skills
Ability to learn and apply a variety of literacy tutoring techniques
Healthy condition to work with children in a fast-paced school setting
Ability to get to school site independently
Ability to get to classrooms without assistance
Ability to exercise flexibility, initiative, good judgment, and discretion
Strong interpersonal skills
Ability to relate to individuals from diverse ethnic, cultural, and socioeconomic backgrounds and to
work with them in a fair and cooperative way

Experience Corps and AmeriCorps Member Literacy Mentors must also be:
• 50 years or older
• U.S. Citizens or lawful permanent resident aliens

Responsibilities:
•
•
•
•

•
•
•
•
•
•
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Attend 20-25 hours per year of required training
Establish and maintain a consistent weekly tutoring schedule
Follow guidelines for implementing 1:1 tutoring sessions
Establish and maintain a positive working relationship with ESLC employees, classroom teachers
and/or site employees.
Respond promptly to communication from ESLC employees and/or classroom teachers
Accept feedback based on observations and implement recommendations
Accurately and promptly complete paperwork, including timesheet and session logs
Develop positive tutoring and mentoring relationships with students
Arrive on time and be prepared to serve students
Adhere to ESLC Literacy Mentor Handbook
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Benefits:
•

•
•
•
•

AmeriCorps Members: Taxable AmeriCorps stipend for Members who volunteer 9-10 hours/week
for a total of 300 hours of service over the course of the school year. AmeriCorps Educational Award
after completion of 300 hours of service
Make a measurable impact on a child’s literacy and social emotional outcomes
Learn and develop new skills
Inspire, educate, and motivate future generations
Work with a team and make strong social connections

Equal Opportunity Employer
East Side Learning Center welcomes all people and celebrates diversity. ESLC prohibits discrimination and
harassment based on race, color, creed, religion, national origin, marital status, age, sex (including
pregnancy and lactating), sexual orientation, gender identity or expression, age, disability, veteran status,
genetic information, or any other statutorily protected class. This policy applies to all aspects of ESLC
relationships, including but not limited to the following:
• Employees
• Volunteers
• Board Members
• Participants (students)
• Partners, including schools, community sites, nonprofits, and businesses
• Contractors and vendors
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Addendum 2 – Applies to all Literacy Mentor volunteers

PROFESSIONAL DEVELOPMENT AND TRAINING
TRAINING
ESLC provides at least 24 hours of pre- and in-service training a year on topics relevant to helping Literacy
Mentors develop their relationship-building, literacy tutoring, and social emotional coaching skills.
Pre-service orientation and training are required for all literacy mentors.
All Literacy Mentors are invited to every training event.
AmeriCorps Members are required to attend mandatory trainings planned by ESLC employees even
if the meeting is on a regular service day or a day that they are not scheduled to serve.

SITE MEETINGS
Instructional Mentor and Program Managers will plan in-service training sessions throughout the year. All
Literacy Mentors are invited. Experience Corps and AmeriCorps Members are expected to attend. These
meetings will be a time to provide additional training to volunteers, troubleshoot problems, support each
other, and share stories. Meeting and training announcements will be announced in ESLC’s Tutor email
newsletter and/or printed fliers.

OUTSIDE TRAINING HOURS
Other training opportunities in the community may count toward the required 20-25 training hours required
for AmeriCorps Members with prior approval from ESLC Program Managers. Possible external training
opportunities include those offered by the school district, Minnesota Literacy Council, and other similar
organizations.

MEMBER AND PROGRAM EVALUATIONS
Volunteer literacy mentors will be asked to complete training and program evaluations throughout their
participation. Employees will conduct observations and provide coaching to volunteers throughout the year.
Criteria for evaluation include ability to work and connect with students, following lesson guidelines,
attendance, completion of timesheets and tutor logs, and communication.
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ADDENDUM 3 – Applies to all Literacy Mentor volunteers

VOLUNTEER TIMESHEETS AND THE TUTOR LOG APP
REPORTING TOTAL VOLUNTEER HOURS

1. Complete timesheet everyday with the number of direct service hours and training hours completed:
Direct Service Hours: hours you spend directly with students, such as one-on-one or small group
tutoring, mentoring AND preparation time.
Training Hours: Site meetings and any training held by ESLC, Minnesota Literacy Council, etc. that
you attend, either required or optional. Indirect hours cannot exceed 20% of your total service hours
for the year (60 hours for AmeriCorps Members).
America Reads and other volunteers under 50 years old are asked to track their hours as required by
their organization and/or to use and ESLC tutor tracking log provided by the Instructional Mentor.
To track Training Hours, please include a brief description of the meeting or training attended
(Example: AARP EC Cultural Competency Training or Site Meeting) on your timesheet.
2. Please use either black or blue ink. If you make an error, please cross out the incorrect information and
initial and date the change.
3. Enter hours as decimal of the hour (15 minutes = .25, 30 minutes = .5, 45 minutes = .75)
4. Round the time in/out to the nearest quarter hour (e.g., 8:50 = 8:45, 8:55 = 9:00)
5. At the end of the month:
You do NOT need to total your hours—employees will take care of this.
Your signature should be at the bottom of the timesheet. DO NOT sign your timesheet until after
you have completed your final tutoring hours for the month (i.e. if you tutor on the 31st of the
month, do not sign and date on the 30th).
If you want a copy, make your own on last day of the month.
Leave completed timesheet in your site’s EC mailbox for the Instructional Mentor.

TIMESHEET NOTES

A Member should not be asked to perform services that are not tutoring related. This includes
answering phones, grading papers, supervising the classroom, overseeing recess or lunch, etc. You
may help prepare instructional materials and eat with students in your mentor capacity.
Community Service Activities: ESLC will occasionally partner with other community and/or faithbased organizations in a community service activity. Participation by ESLC Members will be
encouraged, but not required, and time spent in the activity may be recorded on the timesheet.
Jury Duty: During weeks served on jury duty, regular service hours may be recorded. Notify the EC
Instructional Mentor in advance of jury duty obligations.

MAKING UP AN ABSENCE: AmeriCorps Members

If you fall behind on hours, arrangements must be made with the ESLC Instructional Mentors to make up the
deficit hours or you risk termination from the program. ESLC employees will periodically check in with you
regarding the number of hours completed and hours remaining. The Instructional Mentor may ask a
Member to make up hours missed by serving as a substitute Literacy Mentor.

REPORTING 1:1 & SMALL GROUP TUTORING TIME

All Literacy Mentors report their tutoring session times via the Experience Corps Tutor Log app provided by
the AARP Foundation. You will receive training on how to download and use the app. You may use the app
on your personal device or there will be devices at your school site available for use.
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Addendum 3 – Applies to all Literacy Mentor volunteers

Prohibited Activities
As part of a federally funded program, there are certain activities that volunteers and employees are
prohibited from doing while claiming hours for ESLC. You are permitted to take part in these activities
outside of your ESLC hours. Prohibited activities include:
Fundraising. This includes, but is not limited to, activities such as selling church or benefit raffle
tickets, selling Girl Scout cookies or any other fundraising item, such as wrapping paper, candy bars,
or coupon books, and selling products of any kind (such as Avon, Mary Kay, Tupperware, etc.) while
you are at the site or at an ESLC training or event.
Participating in efforts to influence legislation. This includes site or local ballot initiatives, letterwriting campaigns, or lobbying for your program. For example, if you wish to contact politicians
about preserving funding for AmeriCorps, you cannot do this while at your school site. You CAN do
this on your day off, after school, in the evenings, and on the weekends.
Engaging in partisan political activities. This also activities designed to influence the outcome of an
election to any public office, including voter registration drives.
Political party advocacy. Participating in or doing events or activities that are likely to include
advocacy for or against political parties, political platforms, political candidates, proposed
legislation, or elected officials.
• Organizing or participating in protests, petitions, boycotts, or strikes.
• Assisting, promoting, or deterring union organizing.
• Impairing existing contracts for services or collective bargaining agreements.
• Conducting worship services. The best practice is to avoid all talk about religious affiliations and
beliefs.
• Providing instruction as part of a program that includes mandatory religious instruction or worship.
• Constructing or operating facilities devoted to religious instruction or worship.
• Providing a direct benefit to a for-profit entity, a labor union, a partisan political organization, or an
organization engaged in religious activities.
• Participating in activities that pose a significant safety risk to participants.
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Addendum 6 – Applies ONLY to AmeriCorps Members

AMERICORPS MEMBER RESOURCES
Section 1: Benefits Information for Experience Corps Members Who Receive AmeriCorps Stipends
Section 2: Segal AmeriCorps Education Award
Section 3: Leave of Absence/Release of Service
Section 4: Discipline Policy

SECTION 1: BENEFITS INFORMATION FOR EXPERIENCE CORPS MEMBERS WHO RECEIVE
AMERICORPS STIPENDS
As an ESLC AmeriCorps Member who serves a minimum number hours during the academic year, you will
earn a taxable living allowance (stipend) paid out in 10 equal installments via direct deposit as follows:
• Minimum-time Members receive a $210 per month stipend for a total of $2,100.
• Quarter-time Members receive a $320 per month stipend for a total of $3,200.
• Half-time Members receive an $1,100 per month stipend for a total of $11,000.
This payment is a stipend for volunteer service, not an hourly wage; however, it is taxable. FICA (Social
Security and Medicare taxes) in the amount of 7.65% will be withheld from each payment. You could also be
liable for federal or state income taxes, depending on your tax bracket.
The stipend could affect your current public benefits. The purpose of this document is to address concerns
regarding the financial impact of the stipend. Everyone’s situation is different, so we encourage you to
contact each agency that provides your benefits to get specific information about your personal situation.
The ESLC program can provide you with a letter verifying the stipend term and income if needed. You are
not eligible for unemployment insurance because you are NOT an employee.

SOCIAL SECURITY (RETIREMENT OR SURVIVORS’ BENEFITS)
If you are receiving Social Security retirement or survivors’ benefits, your Social Security benefits should not
be impacted by the AmeriCorps stipend. The AmeriCorps stipend is excluded from income calculations per
the HEART Act. However, we strongly encourage you to call the Social Security Administration at 1-800-7721213 or visit their website at www.ssa.gov to confirm your eligibility before signing up for AmeriCorps.

SOCIAL SECURITY DISABILITY BENEFITS
If you are a Social Security Disability Insurance (SSDI) beneficiary, you can usually earn up to $1,461 a month
and remain eligible for SSDI benefits. Therefore, the stipend will not affect your SSDI benefit unless you have
additional monthly income bringing the total to more than that amount. If you are blind, you can earn up to
an average of $1,970 a month and remain eligible for SSDI benefits. You should discuss further questions
about how the stipend could affect your SSDI benefits with your local Social Security office.

SUPPLEMENTAL SECURITY INCOME BENEFITS
If you are a Supplemental Security Income (SSI) beneficiary, you need to discuss with your caseworker how
the stipend could affect your continuing eligibility for SSI.

TEMPORARY ASSISTANCY FOR NEEDY FAMILIES (TANF)
If your family receives assistance from TANF, you need to contact your caseworker to discuss whether the
stipend could affect your TANF grant.
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MEDICAID PROGRAM
The income limits for the Medicaid program vary depending on where you live. If you are on the Medicaid
program (called Medi-Cal in California; Oregon Health Plan in Oregon, etc.), you need to contact your
caseworker to discuss how the stipend could affect your continuing eligibility. Please note that Medicaid is
not related to Medicare Insurance, which does not have income restrictions.

EXEMPT PUBLIC ASSISTANCE PROGRAMS
The AmeriCorps stipend should not affect your continuing eligibility for Section 8 housing or public housing,
or for the food stamp program.

WAIVER OF STIPEND
You may waive all or part of the stipend if you believe your public assistance may be lost, but it’s possible –
depending on the specific public assistance program rules in your state – that the amount of the stipend
you’re eligible to receive will be included as available income. You may also revoke the waiver at any time
during the program, but you may not receive any portion that accrued during the waiver period.
Again, we encourage you to contact the agency that provides your benefits to get specific information about
your situation. Your eligibility for financial benefits depends not only upon your personal resources, but also
upon the community in which you live. Please refer any questions to the following person in your ESLC
program:
Paul Simone
Phone: 612-202-7209
Email: paul.simone@eslcmn.org

SECTION 2: SEGAL AMERICORPS EDUCATION AWARD
https://www.nationalservice.gov/programs/americorps/segal-americorps-education-award
Segal AmeriCorps Education Awards−named after Eli Segal, one of the pioneers of the national service
movement and the first CEO of CNCS−are a post-service benefit received by AmeriCorps Members, including
those supported through AmeriCorps VISTA and AmeriCorps NCCC.
Upon successful completion of a term of service, Members are eligible to receive a Segal AmeriCorps
Education Award, which may be used only to pay college costs or to repay student loans. Members may
earn up to two awards and have seven years to use this benefit. Since the inception of AmeriCorps in 1994,
more than 800,000 alumni have earned more than $2.4 billion in education awards.
The award, which was designed to encourage AmeriCorps alumni to seek postsecondary education
opportunities, serves as a powerful recruitment tool for individuals to join AmeriCorps. Studies show that
AmeriCorps alumni, with their commitment to service, also make excellent students. To encourage
AmeriCorps alumni to enroll in their programs, a growing number of higher education institutions are
“matching” the education award with scholarships and/or academic credits.

AMOUNT, ELIGIBILITY, AND LIMITATIONS
Beginning with terms of service that were supported with 2010 funds, the amount of a full-time education
award is equivalent to the maximum value of the Pell Grant for the award year in which the term of service
is funded. Prior to this time, the amount of an education award had remained the same since the
AmeriCorps program began. As a reference, the amount of a Pell grant for the 2019 fiscal year is $6,915.
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Members should check with their program or project sponsor to confirm the amount of the award for which
they are eligible.
Because the maximum amount of the Pell Grant can change every year, the amount of a full-time award can
change in the future. However, once a Member earns an award, the dollar value of that award will not
increase. For all programs, award amounts for part-time terms of service vary based upon the length of the
required term of service. Payments made from Segal AmeriCorps Education Awards are considered taxable
income in the year that the Corporation makes the payment to the school or loan holder. A Member serving
in a full-time term of service is required to complete the service within 12 months.
Anyone who completes a term of service within a 12-month period, in one of the following programs, is
eligible to earn an education award.
• AmeriCorps NCCC
• AmeriCorps State and National
• AmeriCorps VISTA*
There are limitations on the number of terms an individual can serve in each AmeriCorps program, and on
the maximum value of education awards one individual can receive. Current limits on number of terms an
individual can serve:
• AmeriCorps State and National: four terms
Although an individual can serve more than two terms, a person cannot earn more than the value of two,
full-time education awards.
Each term of service for which an individual earns an education award counts as one term of service in
computing the term limitations. This includes terms for which a Member earns a full-time, half-time, and
any other type part-time or prorated education award. A prorated education award is an award that may be
earned when an individual, for reasons beyond his or her control, cannot complete the entire service
period. Generally, if a Member is released before completing a term of service and does not receive the
education award, that term counts as one of the terms served.

AWARD TRANSFERS
The Serve America Act allows for the transfer of AmeriCorps State and National and Silver Service education
awards under certain conditions. The person who earned the award has to have been at least 55 years old
when they began the term of service and the person to whom the award is transferred has to be the
transferring individual’s child, grandchild, or foster child. To transfer an award, an individual must:
• Have earned an education award in an AmeriCorps State and National or a Silver Scholar term of
service;
• Have been at least 55 years of age before beginning the term of service for which the award is
attached;
• Have begun this term of service on or after October 1, 2009;
• Transfer the award before the original expiration date;
• Designate all or a portion of the unused award for the transfer; and
• Complete the online forms authorizing the transfer, which includes providing information and
certifying eligibility to make the transfer.
Contact your program employees for additional information about transferring your education award.
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TAXES
Payments made using the Segal AmeriCorps Education Award are subject to federal tax in the year each
payment is made. It is considered taxable income regardless of whether it is used to pay current
educational costs or to repay qualified student loans.
Payments made for interest accrued during the term of service are also subject to income taxes in the year
the payment is made. Interest payments are made on your behalf for the interest that accrued during your
service term. These payments are made in addition to your education award and are not subtracted from
your award balance.
• Any amount of the education award used, and any interest payments made may impact your annual
income tax responsibility.
• If you use the entire amount of your education award in one calendar year, you must include the
entire amount as income on your taxes for that year.
• If you redeem only a portion of your education award in a calendar year, you are responsible for any
taxes owed on that portion.
• If you do not use any of your award in a particular year, you do not include any part as income.
• All interest payments made on your behalf should be included as income in the year the payment
was made.
The Trust DOES NOT withhold taxes from your education award or interest payments. If your education
award and interest payments total more than $600 in a calendar year, CNCS will send you an IRS Form 1099
to be used in preparing your income tax return. All education award and interest payments made on your
behalf are considered taxable, even if they do not total $600. You can review all of your payments
under Account Statements on your My AmeriCorps account.

SECTION 3: LEAVE OF ABSENCE/RELEASE OF SERVICE
SUSPENSION/LEAVE OF ABSENCE
AmeriCorps Members may suspend their service for non-disciplinary circumstances, e.g., due to a medical
condition, injury, serious illness, or other personal circumstance lasting more than two weeks.
If you need to take a leave of absence, you must notify the Volunteer Coordinator and your Instructional
Mentor as soon as possible. If the leave of absence is based on a doctor’s recommendation, an official
document from the doctor stating this must be submitted to ESLC employees.
While on a leave of absence, Members do not receive a stipend until able to return to service. During nondisciplinary suspensions, the times suspended will not count as part of the year of service but will be added
on to the ending date to extend the year of service. However, all terms of service must be completed by
August 31 of each year.
At the conclusion of a medical leave of absence, Members must submit a note from a doctor to ESLC
employees indicating the date they are able to return to tutoring for their scheduled hours/week.
Exceptions may be made on an individual basis by the Program Manager. Speak with an ESLC employee or
Instructional Mentor about acceptable documentation.

TERMINATION FROM THE PROGRAM
Service is at the discretion of ESLC. Volunteers agree that the program may at any time, for whatever
reason, decide to terminate the Member’s relationship with the program or to make changes to the
Member’s tutoring assignment.
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In the Memorandum of Understanding signed by ESLC and partner site or school administrators states that
any Literacy Mentor volunteer, including AmeriCorps Members, may be moved to another class or child.
Additionally, they and ESLC reserve the right to remove a Member from the school. The decision to remove a
volunteer from the school may result in termination from the ESLC program if ESLC cannot find a suitable
service location for the Member.
RELEASE FROM SERVICE DUE TO COMPELLING PERSONAL CIRCUMSTANCES
ESLC may release the Member from the term of service for compelling personal circumstances, such as:
The Member’s disability or serious illness
Disability, serious illness, or death of the Member’s family Member
Military service obligations
The Member’s opportunity to make the transition from welfare to work
Other unforeseeable circumstances beyond the Member's control, such as natural disaster, strike,
relocation of spouse, or program termination
If the program releases the Member for compelling personal circumstances, the Member will receive a
prorated education award, provided the Member has completed at least 15% of the hours needed to
complete the term of service. A term that ends early for compelling personal circumstances is still
considered a term, and the education award that the Member receives will count toward the total of four
education awards an individual may receive through service with AmeriCorps.
Compelling personal circumstances do not include leaving the program to enroll in school; to obtain
employment, other than in moving from welfare to work; or because of dissatisfaction with the program.

VOLUNTARY TERMINATION
A Member may at any time, for whatever reason, decide to sever the Member’s relationship with ESLC.
Notice of such a decision should be communicated as soon as possible to the EC Volunteer Coordinator
and/or Program Manager. If a Member chooses to sever his/her relationship with ESLC midyear for any
reason that is not considered a “compelling personal circumstance,” the Member will not receive an
education award.

SECTION 4: DISCIPLINE AND GRIEVANCE POLCY
If a Member violates any of the program expectations and policies outlined in this handbook or the Member
Agreement, disciplinary steps will be taken. Violations include failure to report to site without notifying the
site or for reasons other than compelling personal circumstances and failure to respond to communication
attempts by the Volunteer Coordinator over a period of two weeks about any operational issue relating to
program quality and effectiveness.
Disciplinary steps are:
1. Verbal Warning – 1st incident
o The EC Volunteer Coordinator will verbally discuss the concern and needed changes with the
Member. Written documentation will be put into the Member’s file.
2. Written Reprimand – 2nd incident
o A meeting will be convened between the Instructional Mentor, Member, and EC Volunteer
Coordinator. Areas of concern will be discussed, and problems clearly identified. At this
meeting, the changes in behaviors that are required will be documented and included the
date by which the change must occur. Signed documentation will be put in the Member’s
file.
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3. Suspension – additional incidents
o If a Member’s behavior does not improve by the determined date, the Member will be
suspended.
o The Member will again receive a written explanation of what needs to change by a set date.
o Stipend checks will not be issued during the suspension period. If the issue is not resolved
within two weeks, the Member may be terminated from the program.
4. Termination – final incident
o If the behavior that led to suspension continues, the Member will be terminated from the
program at the next incident. The remaining stipend and education award are cancelled at
that time.
Depending on the seriousness of the violation, ESLC employees reserves the right to terminate a Member
for gross and/or intentional violation of policies without completing the above disciplinary procedures.
Legal charges and convictions: In addition, if a Member is charged officially with a violent felony or the sale
or distribution of a controlled substance, the Member must be suspended without a living allowance and
without receiving credit for missed hours. This is a minimum requirement. He/she may resume service if
found not guilty or if the charge is dropped. If convicted, he/she must be released from the program for
cause. A Member convicted for possession of a controlled substance must be suspended without a living
allowance and without receiving credit for hours missed. If convicted of a first offense, the Member may
resume service only after successfully completing a rehabilitation program.

MEMBER GRIEVANCE PROCEDURES
Any grievance that alleges fraud or criminal activity will immediately be brought to the attention of the
Corporation’s (CNCS) inspector general.
If you have a personal problem with a supervisor, another Member, or ESLC employees, you must be
committed to working toward an acceptable resolution. Members of ESLC may contact the Volunteer
Coordinator or Program Manager at any time during their term of service with questions, concerns, or for
advice on service issues.
ESLC employees, together with Members and school/site liaisons, is responsible for taking steps to address
issues and concerns as they arise. It is expected that the Member will be able to ask the Instructional
Mentor for a meeting if clarification is needed regarding how to best conduct the targeted 1:1 literacy
tutoring session. If for some reason the Member is not able to arrange such a meeting or receive satisfactory
answers from the teacher/Instructional Designer, he/she should make an appointment with the Volunteer
Coordinator and the Instructional Mentor to discuss the issue(s).
Regarding other grievance issues, the informal procedure for resolving differences is as follows:
1. The Member presents a timely complaint (within 30 days) of the incident in writing to the Program
Director and the Executive Director.
2. The Directors will investigate the matter within five business days and issue a decision to the
Member in writing.
If informal efforts to resolve issues are unsuccessful, the grievant may seek resolution through alternative
means of informal Alternate Dispute Resolution (ADR), such as mediation or facilitation. ADR is optional
and the grievant may opt out of ADR at any point of the process.
1. The opportunity of ADR must be provided within 45 days of the alleged occurrence.
2. At the initial session, the grievant must be informed in writing of his/her right to file a grievance and
of the right to arbitration.
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3. A neutral third party must facilitate the proceedings and function specifically to aid the parties in
resolving the matter through a mutually achieved and acceptable written agreement. The neutral
third party may not compel a resolution.
4. The proceedings must be informal, confidential, and not binding (unless both parties agree), and the
rules of evidence do not apply.
5. A decision must be rendered within 30 days of commencement of ADR.
a. If the matter is not resolved within 30 days, the aggrieved must again be informed in writing
of his/her right to file a formal grievance.
b. If the matter is resolved and a written agreement is reached, the grievant will agree to forgo
filing a formal grievance.

FILING A FORMAL GRIEVANCE
The person wishing to file a grievance must submit the grievance using the procedure explained below:
1. Except for complaints alleging fraud or other criminal activity, complaints must be filed within one
year of the date of the alleged occurrence.
2. ESLC will conduct a hearing no later than 30 days after the filing of a formal grievance.
3. A formal decision on any such filed grievance will be made no later than 60 days after the filing.
4. Complaints must be in writing and filed with ESLC.
5. Complaints should include, to the best extent possible, the following information:
a. The full name, telephone number, and address of the person making the complaint.
b. The full name and address of the party against whom the complaint is made, or other
information sufficient to identify the party against whom the complaint is made.
c. A clear and concise statement of the facts, as alleged, including pertinent dates constituting
the alleged violations.
d. The provision of the act, regulations, grant, contract, or other agreements under the act
believed to have been violated.
e. The relief or remedy requested.
6. If ADR was used, the facilitator may not participate in the formal hearing.
7. No communication or proceeding from ADR may be referred to or used as evidence.

BINDING ARBITRATION

1. If there is an adverse decision against the party who filed the grievance, or if 60 calendar days after
the filing of a grievance no decision has been reached, the filing party may submit the grievance to
binding arbitration before a qualified arbitrator who is jointly selected and independent of the
interested parties.
2. If the parties cannot agree on an arbitrator within 15 calendar days after receiving a request from
one of the grievance parties, the CNCS will appoint an arbitrator.
3. An arbitration proceeding must be held no later than 45 days after the request for arbitration. If the
arbitrator is appointed by the CNCS, the proceeding must occur no later than 30 calendar days after
the arbitrator’s appointment.
4. A decision must be made by the arbitrator no later than 30 calendar days after the date the
arbitration proceeding begins.
5. The decision of the arbitrator is final.
6. The cost of arbitration proceedings must be divided evenly between the parties of the arbitration. If,
however, the aggrieved party prevails, ESLC must pay the total cost of the proceeding and the
attorney’s fees of the prevailing party.
7. A suit to enforce arbitration awards may be brought in any federal district court having jurisdiction
over the parties without regard to the amount in controversy or the parties’ citizenship.
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SUSPENSION OF PLACEMENT
If a grievance is filed regarding a proposed placement of a participant in a program that received assistance
under this chapter, such placement must not be made unless the placement is consistent with the resolution
of the grievance.

REMEDIES
Remedies for a grievance filed under a procedure established by the ESLC may include:
1. Prohibition of a placement of a participant; and
2. In grievance cases where there is a violation of non-duplication or non-displacement requirements
and the employer of the displaced volunteer is the grantee (site):
a. Reinstatement of the volunteer to the position he or she held prior to the displacement.
b. Payment of lost wages and benefits.
c. Reestablishments of other relevant terms, conditions, and privileges of volunteer
placement.
d. Any other equitable relief that is necessary to correct any violation of the non-duplication or
non-displacement requirements or to make the displaced volunteer whole.

Relationships with Program Participants
It is prohibited for Members to engage in an intimate relationship with a program participant (anyone
utilizing any of the programs/services offered by ESLC) or participant family members. If an AmeriCorps
Members is found to be in an intimate relationship with a participant or family member of a participant, the
Member will be terminated immediately.

Retaliation
ESLC prohibits retaliation against any Member who rejects, protests, or complains about sexual abuse,
sexual exploitation, immoral sexual conduct or sexual abuse of a child, or sexual harassment of any type.
The complaint procedure above is available for employees and Members to report all types of sexual abuse,
sexual exploitation, immoral sexual conduct or sexual abuse of a child, or sexual harassment so that ESLC
can obtain knowledge of the event and take action as appropriate. An Member who believes that he or she
has been a victim of or in witness of sexual abuse, sexual exploitation, immoral sexual conduct or sexual
abuse of a child or sexual harassment in violation of this policy or law shall follow the compliant procedure
outlined in the above policies may file a written complaint to ESLC and the AARP Foundation Experience
Corps staff or through their national hotline. Every complaint of improper behavior, child abuse, sexual
abuse, sexual exploitation, immoral sexual conduct or sexual abuse of a child, or sexual harassment will be
thoroughly investigated without bias or premature judgment.
Such an investigation will include but will not be limited to interviews with the complaining employee or
Member, student, the subject of the complaint, coworkers, former employees or Members, school district
or school personnel, community site employees, parents, and other individuals who may have knowledge of
the situation. The investigation may also include a review of files and other tangible evidence as
appropriate. Appropriate disciplinary action will be taken in cases where the complaint is determined to
have merit.
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Administration
All inquiries, complaints, and investigations are treated confidentially. Information will be revealed on a
need-to-know basis. The procedures available under this policy do not preempt or supersede any legal
procedures or remedies otherwise available to a victim of child abuse, sexual abuse, sexual exploitation,
immoral sexual conduct, sexual abuse, or sexual harassment under state or federal law.

Drug-Free Workplace
As part of its continuing effort to protect the health, safety, and security of employees, clients, visitors, and
volunteers, ESLC strictly prohibits the use, possession, manufacture, sale, solicitation, distribution,
dispensation, or transfer of controlled substances or alcohol at any ESLC work site, including parking lots or
grounds or while engaged in ESLC business off premises. It is a condition of continued enrollment that
AmeriCorps Members abide by this policy.

Equal Opportunity Employer
East Side Learning Center is an equal opportunity employer. In accordance with applicable laws, the
organization does not discriminate against employees or volunteers because of race, color, creed, religion,
national origin, sex, sexual orientation, disability, age, marital status, public assistance status, or any other
characteristic protected by law. Any volunteer who feels that he or she has been the target of discrimination
should immediately contact the program supervisor or director.
Director of Field Services
AARP Foundation Experience Corps
601 E Street, NW
Washington D.C. 20009
202-434-6400 (PHONE)
202-434-6480 (FAX)
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