Enrolling New Members
After identifying a successful candidate:

· Fax a completed Request for Invitation to IASOP program director at 515-294-4443 (e-mail is not secure and should not be used to send SS#).
· The program director will initiate an invitation for the candidate to enroll online in My AmeriCorps
· Member must complete the online enrollment form as instructed in the invitation

· Initiate Background Check
· Take fingerprint card to local fingerprint source 

· Mail fingerprint card and billing form to address on the billing form

· Complete waiver forms and send to IASOP program director
· NCPA/VCA Form

· Iowa Non-Law Enforcement Record Check
· Child Abuse Registry Release
The following completed documents must be sent to the program director:

· Completed ISU Sign-up Packet must be in Ames no later than the first day of service
· I-9

· Member completes Section 1 and presents ID 
· Site Supervisor completes and signs/certifies Section 2
· If a passport is used, an identifiable copy must be attached

· Method of Payment/ Address Information

· Member completes direct deposit info (or attach voided check) and sign
· Off campus work location –Department is AmeriCorps, address is the host site mailing address
· Equal Employment Opportunity Form
· W-4s (federal and state)
· Member Service Agreement
· Fill in member name, host site, and begin and end dates
· Member and Supervisor sign Position Description acknowledgement (Section V)
· Member signs Prohibited Activities (Section VI)
· Member initial where indicated in Section VIII and IX
· Member signs and dates Member Service Agreement
· If member is under 18, obtain parent signature
· Service Position Description
· Site Supervisor should add position specific details to the standard Position Description provided
· Member and Supervisor sign and submit with the Agreement
· Signed Criminal Background Check Process 
· Other Enrollment Forms
· Signed Photo Release
· Completed and signed Member Benefit form
· Completed order form for ID Items
· After the member completes the online form, the program director will prepare and e-mail a Letter of Intent for member signature
· Send copies of member IDs to Program Director 
· Government issued photo ID (passport or driver’s license)
· Proof of citizenship (passport or birthcertificate)
· Civic Engagement Survey to be completed online (link under “Enrollment Forms”).  Member will need ID # that will be available in My AmeriCorps after enrollment is complete
After all of the paperwork is received, the program director will complete the member enrollment and send the member information for reporting service hours and accessing the Member Orientation.

All members will be required to complete the IASOP Member Orientation within the first two weeks of service.  
