
RISE AmeriCorps



RISE AmeriCorps is a job-readiness program that 
provides opportunities for the refugee community to gain 
valuable work, life, and leadership skills by helping 
other refugee newcomers through community service.



WHAT WE DO

RISE members 
placed annually

100 • workforce agencies
• Non profits
• Ethnic
• Community-based 

organizations

• Provide direct services in native language and culture
• Remove barriers and increase access to resources
• Educate and train refugees in work-readiness, life skills, ESL and more
• Build capacity of refugee service providers
• Engage volunteers from refugee communities and community at-large
• Support mentorships and other skill development education

RISE AmeriCorps members will serve in teams of two in communities where 
refugees are in the greatest need of services.

85%
bilingual

68%
from refugee 
communities

20
countries represented, 

speaking 35 languages

90%
recruited from Iowa

20
ally partner 

organizations

10
rural and urban 

communities served statewide



• Refugees empowered to access resources independently

• Upward mobility, self-sufficiency, and financial stability  
for refugee community

• Increased workforce talent pipeline and reduce skills gap

• Increased inclusion, integration, and cultural 
understanding

• Increased capacity for rural communities with  
limited resources

• Increased civic engagement, leadership, and  
services opportunities for underserved communities

IMPACT

Job placement 
for over 

500 

refugees

400 
volunteers 
engaged, 

50%
from refugee 
communities

Empowerment 
services for 
more than

2000 

clients statewide

EMPOWERMENT

Workforce 
readiness training 

for at least

800 

refugees who 
improved skills



WHY RISE IS IMPORTANT
RISE AmeriCorps bridges the gap between service providers and refugee families so they 
can be successful as new Iowans. 

An estimated 18,000 refugees have made Iowa their home over the past 10 years. 
While they have reached safety from persecution and refugee camps, they are met with 
a different set of challenges.

Refugees in Iowa face 
significant social and 
economic barriers:

• Limited English proficiency

• Limited access to education and 
employment

• Lack of cultural and linguistic 
access to services and support

• Lack of opportunity for  
work-readiness training 

• Experience of skilled refugees  
not recognized

Workforce issues:

• Iowa faces middle skills gap

• Employers are not able to find 
workers to fill jobs

• Iowa lacks capacity to reach and 
serve refugees

• Rural towns are particularly  
under-resourced
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WHAT IS AMERICORPS?
 

AmeriCorps is often described as the “domestic Peace Corps.” AmeriCorps 
engages more than 80,000 Americans in intensive service each year at 
nonprofits, schools, public agencies, and community and faith-based groups 
across the country.  
 
Since the program’s founding in 1994, over 
1 million AmeriCorps members have 
contributed more than 1.4 billion hours in 
service across America while tackling 
pressing problems and mobilizing millions 
of volunteers for the organizations they 
serve.  
 
RISE is an AmeriCorps program.  
 
HISTORY OF NATIONAL SERVICE  

 
When faced with challenges, our nation has always relied on the dedication 
and action of its citizens. The Corporation for National and Community 
Service (CNCS) carries on a long tradition of citizen involvement by providing 
opportunities for Americans of all ages to improve their communities 
through service. 

 
AMERICORPS FAST FACTS   

 
● AmeriCorps engages 80,000 members annually. 
● AmeriCorps members serve in 20,000+ locations across the country.   
● 1,000,000+ people have served as AmeriCorps members since 1994.   
● AmeriCorps members have earned more than $3.3 billion in Segal 

AmeriCorps Education Awards since 1994.  
● AmeriCorps efforts focus in six key areas:  

1. Disaster services,  
2. Economic opportunity,  
3. Education,  
4. Environmental stewardship, 
5. Healthy futures 
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Member Experience Snapshots  

Meet Eliza 
Eastern Iowa African Diaspora 
‣ Cedar Rapids 
 
As a former refugee herself, Eliza 
wanted to give back and help others 
become adjusted to their new 
communities. Joining RISE 
AmeriCorps allowed her to do just that. 
After graduation from the University of 
Iowa with a degree in Psychology, Eliza 
began her AmeriCorps term serving 
with Eastern Iowa African Diaspora 
and the Cedar Rapids School District. 
There she has been able to develop her 
leadership skills while giving back to 
the community. At EIAD, Eliza plays a 
pivotal role connecting refugee 
families to educational resources and 
works to ensure refugee and 
immigrant youth are successful in 
school.  
 

 
 

 Meet Jackson 
Iowa Workforce Development 

‣ Des Moines 
 

Jackson, a Burundian-American and 
former refugee, joined RISE AmeriCorps 

as a member at IowaWORKS where he is 
uplifting refugees in the community. 
Through his position as a Workforce 

Navigator, Jackson assists refugees by 
providing cultural and linguistic support 

to access vital job-training and other 
workforce development resources. The 

leadership skills and invaluable 
experience gained during his RISE service 

will propel Jackson as he goes to college 
and hopes of starting his own business.  



 

Alumni Spotlight - Meet Zack 
 
 
Zack Balcha is an 
Eritrean-American and former 
refugee, and he served with the 
RISE AmeriCorps program in 2019 
after moving from Seattle. Once in 
Iowa, Zack met with members of 
the Kunama community and began 
teaching English as a Second 
Language. He was then connected 
to a friend who suggested he join 
RISE AmeriCorps. From there Zack 
became more and more involved 
with the community and saw many 
opportunities to help.  
 
As an AmeriCorps member, Zack 
had the freedom to work closely 

with his community to learn how to best meet their unique and urgent 
needs. Zack often says of the RISE program, “Focus on service and learning 
first, and the rest will come.” RISE allowed Zack to build his skills in leadership, 
community organizing, and public speaking. When Zack completed his 
service term with RISE, he was prepared to take on a new role as a 
Community Navigator with Ethnic Minorities of Burma Advocacy and 
Resource Center (EMBARC) in Des Moines.  
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Host Site  
Application Guide 
RISE AmeriCorps 2020-2021 
 
 
 
 
This is only a guide for your review. Our official application is located at 
refugeeriseiowa.org/host-sites. 
 

1. The form doesn't have many questions and we ask you to keep the answers 
short. We know it is challenging to tell a dynamic story in a short space. We 
are committed to a streamlined process because we value your work and 
want you to spend more time working with refugee members and youth than 
writing applications to the RISE AmeriCorps program. 

2. Be sure to use the same name for the project throughout the time you are 
using this system.  It's the way we can find your information.  This is the 
"identifier" for the request. TIP: Acronyms & abbreviations can get confusing. 

3. There's a "free" box at the end to share information you didn't have room for 
earlier in the application. 

4. Our form is virtual, but we are available in real life!  If you have a question or 
need some friendly advice, please send an email (erin@embarciowa.org). 
We're happy to email or meet. 

5. EMBARC wants our application to work smoothly for YOU. If you have ideas of 
how we can improve let us know by e-mailing or reviewing our process. 

 

General Information  

● Organization Name and Address 

● Contact information 

● Year Organization Established  

● Please provide a brief overview of the organization 

● Experience in working with refugees - We are asking this question to figure 
out what we can support you with.  

● Experience in working with AmeriCorps members - This will also tell us 
what our program needs to support you with. 

 

https://www.refugeeriseiowa.org/host-sites


 

Community Needs 

● Please describe the community needs to be addressed by the RISE 
AmeriCorps members at your site using available data. 

You can answer this question by telling us about what refugees in your area 
are struggling with in terms of job readiness and job placement and how 
members can help with your new project they will be coordinating. 

● Why is this project important to refugees in your community?  You can tell 
us about the need for this project in the community, or about trends 
affecting refugees in the community or even a story about your 
community that demonstrates why this effort is important. 

Please keep the answer short.  

Site Goals 

● TARGET AREA 1: JOB PLACEMENT (# of refugee clients placed in jobs)  

○ Please *briefly* describe how your members will achieve this goal 
and if any partners are involved. Example: Job fairs, 1-1 job coaching, 
on site support with employers, partnering with workforce agency, 
etc. 

You can answer this question by telling us about key activities, your plan of 
action, or a description of the project member will be creating. 

● TARGET AREA 2: WORK READINESS TRAINING (# of refugee clients who 
improve job skills) 

○ If your Target area is Work Readiness Training, which strategy(s) does 
your site plan to use to achieve this goal? (Select 1 or 2 priority) 

○ Please *briefly* expand on how members will achieve this goal and 
if any partners will be involved.  Example: ESL classes, tutoring, job 
training, partnership with employer, partner with IWD, etc. 

You can also answer this question by telling us about key activities, your plan 
of action, or a description of the project member will be creating. 

Volunteer Engagement 

● How can volunteers help your site reach your goal? *500 character limits* 

Many projects or programs led by RISE AmeriCorps members will need 
volunteers to maximize its result. This is a good place to tell us the size of the 
project or program the member will be leading and what types of training 
they will need to achieve their goals. 



 

RISE AmeriCorps Members 

● Please list minimum requirements or skills you will need of the 
AmeriCorps members, including anticipated language needs.  

Answers to this question will help us recruit the right members to serve your 
initiatives. 

Member Supervision 

● Each host site is required to submit data on community members 
receiving services as well as volunteer engagement information. Please 
Briefly describe how you will support the members to collect data.  

Host site/supervisor has to submit a monthly report and this is a good place to 
think how you will help members to do it better. 

● Please describe how you plan to support member teams and what 
training opportunities you plan to provide or can offer at your site. 

Members need expectations and direction set before service starts to help 
them successfully serve you. And they will need training and mentoring 
throughout the term. This is a good place to think about how you will guide 
them to be successful. 
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Host Site  
Fact Sheet 
RISE AmeriCorps 2020-2021 
 
 
 
General Program Information  
 
EMBARC has been awarded an AmeriCorps State program through the Iowa 
Commission on Volunteer Service (ICVS) and the Corporation for National and 
Community Service (CNCS) to build work readiness and health knowledge in Iowa’s 
refugee population.  This fact sheet explains the program and how your organization 
can participate! 
 
Granting Agencies:  The Iowa Commission on Volunteer Service (ICVS) is a state 
agency and the Corporation for National and Community Service (CNCS) is a federal 
agency. Their mission is to improve lives, strengthen communities, and foster civic 
engagement through service and volunteering. 
 
Administrator: EMBARC (Ethnic Minorities of Burma Advocacy & Resource Center), 
Iowa’s first refugee-led social service provider. EMBARC serves refugee families in 
need, removes barriers, and advocates for solutions on a systemic level.   
 
About: Over 70 RISE AmeriCorps members will be integrated into a minimum of 10 
communities across the state of Iowa.  Member teams build workforce skills, and 
self-sufficiency of the refugee community by pairing one native English-speaking 
member with one refugee member.  
 
RISE Program Goals 
 

1. Increase access for refugees to workforce development and job readiness 
2. Build hard and soft skills through culturally and linguistically appropriate 

workshops 
3. Serve refugees throughout Iowa by placing members at sixteen partner host 

sites including rural areas with significant refugee populations 
4. Leverage additional volunteers (half of whom will be refugees) who will be 

engaged in culturally and linguistically appropriate outreach, education, and 
community development in collaboration with a network of partners. 

5. Increase engagement among Iowa’s refugee communities in order to access 
benefits, expand services to un-served and underserved Iowa refugee 
populations, and provide service to their own communities. 

 
 
 

 



 

Applying to become a Host Site 
 
Anticipated Timeline for 2021:  

● Interested organizations must complete the Host Site Application 1 month 
before member start dates. Please submit questions to erin@embarciowa.org  

● Host site will be reviewed for suitability, capacity, and alignment with RISE 
priority areas of Economic Opportunity. 

o The following factors will be considered: sound infrastructure and 
systems; ability to provide adequate supervision; member activities are 
allowable; quality of proposed service activities; cultural competency; 
community partnership; and other factors to further RISE strategic 
goals.  

● Host sites will be notified of selection and number of members awarded and 
should begin recruiting immediately for potential members.  

● Submit member’s paperwork, government ID, and Social Security Card for 
background checks 2 weeks before member start date 

● Host site fees or cost share are due 1 month after member start date 
 
 
Cost Share 
 

● An estimated non-federal and non-refundable cash match of $350 for (1) 
summer member to help cover member living allowance and support costs. 
The official amount will be announced with selection and determined by 
funding sources.  
○ Note: If a site is unable to recruit a member or if a member exits early and 

is unable to refill the spot, that site forfeits its host site fee.  
 

○ *If an enrolled member is unable to complete their term of service and 
serves less than 30% of their total required hours for their term, the 
position may be refilled according to AmeriCorps guidelines. It must be 
discussed with a program officer. 

 
Please contact RISE/AmeriCorps program staff if you have a financial 
barrier to meeting the cash match benefits 

 
 
Other Requirements 
 

● Liability insurance that covers the RISE AmeriCorps member while performing 
service on behalf of the agency. 

● Sufficient resources and tools needed for members to perform their job 
effectively.  This may include a desk, phone, computer, and other office 
supplies. 

● Provide adequate supervision (5 hours per week per member) for the RISE 
AmeriCorps members as outlined in the MOU.   

 
 
 



 

Member Recruitment 
 
Responsibility for recruitment will be shared between the RISE AmeriCorps team 
and the designated host sites with primary responsibility on the host sites. RISE 
program director will provide information and sample recruitment materials to 
assist in the recruitment process. 
 
2020-2021 Service Terms Information:  
 

 
Dates: May 2021 - October 2021 

 (exact dates may vary) 
 
Member Position/Duties: It is mandatory for host sites to develop AmeriCorps 
member position’ descriptions that outlines member duties for the Application and 
submit them. Proposed member description must address the AmeriCorps 
Economic Opportunity Focus Area. Host sites should blend the requirements with 
host site activities to fit their organization mission and program goals. Please read 
“Crafting a Great Member Position Description” to learn about do’s and don'ts before 
you draft and submit it. 
 
Economic Opportunity requirements include:  service to economically 
disadvantaged individuals by recruiting, connecting, supporting and referring 
refugees to job training and skill development services.  Services may include, but 
are not limited to ESL, HiSET, work readiness, and vocational training.   
 
 
 

 

 
FULL TIME 

 
HALF TIME 

 
QUARTER 

TIME 

 
MINIMUM 

TIME 

Required 
Hours 

1,700  900  450  300 

Living 
Allowance 

$14,880 
 

$7,320  $3,720  $2,325 

Education 
Award 

$6,195  $3,097  $1,639  $1,311 

Student Loan 
Forbearance   ✔  ✔  ✔  ✔ 

Health 
Insurance  ✔       

Childcare 
Subsidy  ✔       

https://www.volunteeriowa.org/document/2019-2020-creating-great-member-position-description


 

Examples of member duties:  
 

● Gather information on refugees’ barriers and unmet community needs by 
conducting informal focus groups, contacting stakeholders, and through 
outreach and public awareness activities 

● Develop and deliver workshops and trainings around public transportation, 
financial literacy, enrollment in public assistance programs, and interviewing 
skills 

● Create resources that are culturally and linguistically appropriate and 
disseminate information from focus groups/stakeholders 

● Provide counsel, referrals and assistance through small group workshops, one 
on one advising, and referrals 

● Identify refugee community leaders and promote their skill development 
through volunteer opportunities 

 
Note:  Members are not allowed to perform clerical work or assist unrelated to their project goals or 
replace existing roles or paid staff to assist. This is an apprenticeship and professional development 
program that helps members to move up to the next level in their career goals when they successfully 
complete the program.  
 
Volunteer Recruitment: All members are encouraged to recruit and or improve 
volunteer programs. Members will also focus specifically on increasing volunteer 
engagement at their host site from within the refugee and immigrant communities 
they serve. 
 
Member Professional Development:  Members must also identify and work toward 
professional goals as part of the RISE AmeriCorps program. Each member can 
request a mentor through RISE to meet with them and provide coaching specific to 
their goals. Members can also use up to 20% of their required total serving hours for 
training purposes. 
 
Reporting and Performance Measurement 
Performance measure activity logs will be due monthly. Reporting consists of data 
report and narrative report.  

Data Report  *Enter data about new clients for this reporting period only*  

Number of support services:    

Number of new clients:    

Number of clients who secured employment:    

Number of clients w/ improved job readiness:    

Number of volunteers utilized:    

https://en.dict.naver.com/#/entry/enen/c7fef8f8adec4f14996d4ad67d2091d3


 

 

Narrative Report  *Please leave out client names to protect privacy*  

● Tell us about a new client who came to your site this month. Who are they? 
What were they looking for? How did you help them? 

● Tell us about a client who secured employment or improved job readiness 
skills this month. How did that happen? 

● Tell us about a volunteer who impacted your site this month. Who are 
they? How did they help your site?How did they find your program? 

● Share a success or favorite project of the site. Were there any new 
partnerships? Successful events? Member growth? 

● Insert photos with descriptions. We would love to see photos of members, 
volunteers, clients, or host site activities. 

Information about any additional reporting requirements will be communicated to 
host sites in writing. Timesheets will be required for members biweekly and 
supervisors monthly. Please note members cannot work on federal holidays. Sites 
seeking additional approval to share data should communicate with RefugeeRISE 
staff right away.  
 
Monitoring 
EMBARC and the ICVS require periodic monitoring of host sites. This includes 
human resources, member activity, and other monitoring to ensure program 
compliance.  Host sites will be informed before formal monitoring or auditing visits. 



 
 
 
 

 
 
 
 
 
 

Host Site 
Supervisor 

Responsibilities 
 
 



 
 
INTRODUCTION

 
Site Supervisors play a critical role in providing support, supervision, and on-the-job 
training to members at their site. RISE AmeriCorps understands how vital this role is 
to the success of our program. Let us be the first to thank YOU, Site Supervisors, for 
taking on this role within your site. We are grateful for the time and energy you will 
commit this program year to ensuring RISE AmeriCorps is successful within your 
organization. Thank you!  

 
RESPONSIBILITIES

 
This section outlines the responsibilities and duties of the Site Supervisor in 
providing supervision to the member at the service site. The Site Agreement, 
completed prior to the beginning of the year by a staff member of the service site, 
typically the Site Director, outlines Site Supervisor Responsibilities. For more 
information about the Site Supervisor Responsibilities, refer to the Site Agreement.  
 
TIME COMMITMENT Site Supervisors dedicate at a minimum, 5 hours per member, 
per week, plus training time, to RISE AmeriCorps. These numbers are a guideline 
based upon time reported by Site Supervisors. It may take more than this time 
commitment in the first month of service term to ensure the program and member 
is up and running. This time commitment is critical to the success of RISE 
AmeriCorps, members, and participants.  
 
SIGN-IN AND SIGN-OUT PROCEDURE 
Site Supervisors are able to set-up a system for members to sign-in and sign-out 
every day. If using a sign-in sheet, Site Supervisors should clearly communicate to 
the members where the sign-in sheet will be located and the expectation is that the 
member will sign in and sign out each day. The sign-in sheet is a tool to help the Site 
Supervisor verify the hours the member served before approving a time sheet. It is 
also a good strategy in holding the member accountable to his or her daily schedule.  
 
 
 
 



SETTING A MEMBER’S SCHEDULE 
Site Supervisors are expected to provide each member with his or her daily schedule 
at the site. A Site Supervisor should clearly articulate to the member what time he or 
she is expected to arrive and depart each day, and what time she or he should eat 
lunch. The weekly schedule should allow a full-time member the ability to serve a 
minimum hours per week required to meet their RISE hours per term. 
 
SUPPORTING MEMBERS IN COMPLETING SERVICE HOURS 
Members must serve a minimum number of hours each week during their service in 
order to successfully complete their term of service to earn their education award. 
The concept of serving a total number of hours is very different from traditional 
employees or volunteers. The member is not granted any set number of "sick" or 
"vacation" days, which therefore requires careful and thoughtful planning at the 
beginning of the year to ensure the member is set-up to successfully serve the 
minimum number of hours required. Site Supervisors are expected to support their 
members in service hours by:  Ensuring members have the opportunity to serve the 
minimum number of hours during the service term, given site closures, holidays, and 
anticipated sick days  Monitoring the total time served throughout the year to 
ensure the members are on track and checking in with the members on a frequent 
basis about their hours  Supporting the members to find additional opportunities to 
serve hours outside of their service site (if necessary). 
 
TELEWORKING/WORKING FROM HOME FOR MEMBERS  
Members must receive approval from their host site supervisor for the hours they 
plan to work from home. These hours should be documented by the site supervisor 
internally and communicated with the RISE program staff.  
 
PROVIDING AN ONBOARDING TO THE SITE  
Site Supervisors are expected to conduct a Site Onboarding with the member at the 
site. Site Supervisors help ensure program success by supporting members 
beginning on their first day at the site. It is a best practice to set clear expectations 
early to avoid having to reverse course later if professional or performance issues 
arise. The plan on the following page is a checklist of everything that should be 
covered during the onboarding. Site Supervisors should also share their site specific 
employee handbook with the members. This document provides helpful context as 
to the expectations of staff in the site building. 
  
 

REQUIRED TRAINING SESSIONS 
 

RISE AmeriCorps training sessions address the core skills and knowledge that are 
fundamental to the programs. It is a requirement for the Site Supervisor to attend 
training to have a clear understanding of the RISE program models and to provide 
coaching to the member. Please note that members may have additional required 
training sessions that supervisors do not.  



 
Additional training may be required for members or Site Supervisors 
participating in pilot programs. If a member or Site Supervisor/site are 
participating in a pilot, they will be informed by their Program Manager.  
 
Training Schedule  
Site Supervisors and members are responsible for ensuring that they have 
scheduled all applicable required training sessions on their personal and site 
calendars.  
 
Training Attendance  
Attendance at RISE training is required. If a Site Supervisor or member is unable to 
attend, they must notify their Program Manager who will give instructions about 
making up the training.  
 
Site Supervisor assistance and accountability may be necessary for members who 
miss training and need to make it up.  
 
Training Behavior  
Training attendees are expected to arrive at training sessions on time, be alert, limit 
cell phone use, and be respectful of the trainer and other attendees. We strive to 
create a safe learning environment for all attendees and trainers. If attendees are 
found to be disruptive, they will be asked to leave and make-up the training.  
 
Training Costs  
RISE AmeriCorps reimburses Site Supervisors and members for mileage to attend 
required training sessions.  
 
 

REVIEWING AND APPROVING TIMESHEETS 
 

 It is the responsibility of the Site Supervisor to review and approve time reported on 
the member’s online time sheet in OnCorps once every two weeks. If time sheets are 
not submitted and approved, the member’s living allowance payment will be 
withheld until all timesheets are submitted and approved.  
 
 
 

How to Approve Time Sheets
 

When the member submits a timesheet for approval, the database will 
automatically send an email asking you to approve the timesheet. Click on the link in 
the email to go to OnCorps to review the time sheet. Further instructions are 
included below:  



 
1. Go to OnCorps http://mn.oncorpsreports.com/   
2. Select the current program year and click ‘submit’  
3.  Find the correct program name  
4. Click ‘Site Supervisor’ and enter your username and password. Use the ‘Forgot 

your password’ box for help, or if you forget your username or program name, 
contact your Program Manager.  

5. Under ‘Time Tracking’, click ‘Member Timesheets’  
6. Select the time period and click ‘choose’ 
7. If you agree with the member’s time sheet, check the box “I have reviewed 

and approved this time sheet.” Click submit. If you disagree with the time 
sheet information or find an error, the time sheet can be rejected. Comments 
will be emailed to the member. If the Site Supervisor does not approve a 
member’s time sheet by the deadline, the member will not be paid on time 

 
 

MANAGING PERFORMANCE ISSUES 
 

Who is responsible for responding to performance issues? Site Supervisors are 
responsible for responding to and managing any member performance issue(s) that 
may arise during the year. Site Supervisors and Program Managers should work 
together in enacting the discipline procedure.Site Supervisors and other partner site 
staff do not have the authority to terminate a member.  
 
See an Issue? Take Action! 
Site Supervisors should respond immediately to any member performance issue. It is 
best to address problems when they are small and resolvable, before they turn into 
bigger issues! If a member is not meeting expectations, the Site Supervisor should 
address it with the member immediately and then email the Program Manager with 
objective information about the issue.  
 
Here are some guidelines to follow in addressing a performance issue:  
 
Step 1 - Communicate about Performance  
Communicate openly with the members about their performance. If their 
performance is not meeting expectations, it is the responsibility of the Site 
Supervisor to inform the member. Document all communication about any failure to 
meet expectations. If a Site Supervisor needs to have a conversation about 
performance, the steps outlined below can serve as a helpful guide.  

 
1. State what you've observed. Share the facts.  
2. Wait for a response.  
3. Remind the member of the goal and impact of their actions.  
4. Ask for a specific solution. 
5. Agree on the solution.  



 
Step 2 - Gather Documentation  
Gather objective documentation about the incident leading to the offense. For 
example, if a member is being disciplined for chronic tardiness, ensure 
documentation (sign-in sheet) exists to show the number of times the member has 
arrived late.  
 
Step 3- Consult with Program Manager 
Communicate with the Program Manager about the incident.  
 
Step 4- Enact the Discipline Procedure 
In collaboration with the Program Manager, enact the discipline procedure. The 
discipline procedure of the program, not the discipline procedure of the service site, 
will be followed in the event it is needed. See the Member Service Agreement for the 
discipline procedure.  
 
Step 5 – Submit Documentation 
Submit documentation about the member’s performance to the Program Manager 
to put in the member’s file.  Dependent on the severity of the violation, the Program 
Manager, with the support of the Site Supervisor, will take appropriate action. The 
Program reserves the right to enact the disciplinary procedure at its discretion and 
to deviate from this policy.  
 

CONDUCTING MID-YEAR AND END-OF-YEAR PERFORMANCE 
EVALUATIONS 

 
 
Feedback is the breakfast of champions. Members will receive frequent feedback 
from their Site Supervisor through regularly scheduled 1-1 meetings. In addition to 
this ongoing feedback, twice a year, Site Supervisors will conduct and submit 
mid-year and end-of-year member performance evaluations for each member that 
are comprehensive of previous and current feedback and affirmations. Performance 
evaluations are an opportunity to provide a member with objective, timely, and 
relevant feedback and affirmations.  
 
Mid-year and end-of-year evaluations are completed in OnCorps. The Site Supervisor 
and member will both sign the evaluation electronically. In addition to being a piece 
of the member’s professional development, the evaluation is a Corporation for 
National and Community Service and AmeriCorps requirement. Reminder emails 
and instructions for completion will be provided by Program Managers to Site 
Supervisors and members.  
 

● Members can expect to be evaluated on areas including, but not limited to 
the following 

○ Attendance and Timely Arrival  



○ Communicating Absences Appropriately and Timely  
○ Quality Employment and/or Academic Support   
○ Job Placement and/or Academic Success   
○ Program Model Adherence   
○ Service Hours Progress  Respect, Sensitivity, & Working Relationships  

 

 
PROGRAM SURVEYS 

 
We value your opinion! Program surveys collect feedback from members and Site 
Supervisors several times each year. RISE AmeriCorps uses the feedback provided by 
members and supervisors on these surveys to make our programs stronger. In 
addition to valuing member and Site Supervisor feedback, the program specific 
survey is a Corporation for National and Community Service and AmeriCorps 
requirement. 
 

 
RISE in Review 

 
RISE AmeriCorps Site Supervisors will receive weekly email newsletters from their 
Program Director called RISE in Review. Important program updates, reminders, and 
applicable resources shared. Site Supervisors are expected to review this email and 
respond, if necessary, in a timely manner. 
 

 
FREQUENTLY ASKED QUESTIONS ABOUT SUPERVISION  

 
Does the member need a computer?  
Yes. The site must provide the member access to a regularly updated 
computer with Internet access for RISE related purposes (i.e. completing 
timesheets, entering participant data, checking emails, etc.). 
 
The computer used by the member must have a modern web browser 
besides Internet Explorer installed, as the data management system used for 
program data entry does not function well on Internet Explorer; recent 
releases of Chrome or Firefox are the preferred web browsers. Any firewall 
software in use must permit unhindered and unrestricted access to all 
websites necessary for completing required program tasks and reviewing 
online Opportunity Corps & Recovery Corps support and training materials.  
 
If the host site can not provide, please let RISE know right away. We may be 
able to support your site to access appropriate technology. 
 



 
What type of workspace does the member need? 
The member needs a reasonable workspace to prepare for meetings with 
participants and a locked drawer to store confidential participant data if 
collected. Additionally, the site should provide reasonable and quiet space for 
members to work with individual participants during the day.  
 
Will the member need a site-assigned email address?  
Yes. It is helpful if members have a site-assigned email address.  
 
Will the member need a name badge?  
The site should provide the member with a site name badge, if required 
according to the personnel policies of the service site. The programs will 
provide the member with one RISE name badge.  
 
Should I give my member a copy of our site’s employee handbook? You 
should determine if the content of the handbook would be helpful – it usually 
is. In addition to abiding by the policies of RISE AmeriCorps, the member is 
also expected to abide by certain policies of its service site, including it’s code 
of conduct and dress code.  
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Frequently 
Asked 
Questions 
 
 

Why was RISE created? 
RISE was created in 2015 to help bridge gaps in services 
provided to refugee and immigrant newcomers while engaging 
members of these populations. Service organizations, faith 
communities, community-based organizations, and ethnic 
community groups came together to organize, identify 
volunteers, and provide help to community members.  
 

Where does RISE serve? 
RISE serves in both rural and urban areas across Iowa and 
within 20 nonprofits each year.  
 
Members have been placed in Des Moines, Cedar Rapids, 
Waterloo, Urbandale, Iowa City, Sioux City, Marshalltown, 
Coralville, Storm Lake, Ottumwa, and Columbus Junction. 
 
We are always open to adding host sites in new communities.  

 

How many AmeriCorps members serve with RISE?  
RISE AmeriCorps has 100 members serving across the state. 
Each member is serving in a team designed to address the 
specific needs of each refugee community. 
 



How do I apply to be a RISE AmeriCorps member 
and who is eligible? 

Anyone who is at least 17 years old and a legal permanent 
resident can apply for the RISE program. Applicants must be 
able to pass a background check.  
 
Individuals interested in applying to be a RISE member should 
go to refugeeriseiowa.org/apply  

 

How can organizations apply to be a RISE host 
site? 

Nonprofits that are interested in becoming a host site should go 
to refugeeriseiowa.org/host-sites for more information and 
the host site application. Host site applications open in February 
and are finalized in May each year.  

 

What does it cost to host AmeriCorps members? 
RISE AmeriCorps charges a small host fee per member. This fee 
is put toward member living allowances and used as match 
grant funding. 

 

What do RISE members do? 
Each host site is different, but generally, members provide 
direct services to the local refugee community, develop and 
deliver workforce development training, and build the refugee 
community by recruiting and training refugee community 
members as volunteers and leaders. 

 

 
 



What is AmeriCorps? 
AmeriCorps is a network of national service programs, made up 
of three programs that each take a unique approach to 
improving lives and fostering civic engagement.  

 
How is RISE funded? 

RISE is funded through federal dollars, which are matched by 
the RISE State Appropriation. The state funding brings in over a 
2-1 match in federal dollars through the AmeriCorps program 
annually. 
 
 
 

For more information please visit 
refugeeriseiowa.org or call 515-286-3928  

 
 

 
 

 


