Washington Reading Corps Timesheet Information

Email/fax and Mail timesheets to Melinda on the 15th and 30th of every month

melindab@solid-ground.org 

Online Time Sheets: http://solid-ground.org/AmeriCorps/Washington/Members/Documents/timecard.doc
To ensure that Solid Ground’s report to Washington Service Corps is accurate and on time, you must

email/fax and mail your timesheet to Melinda (fax:  206-957-2677) on the last day of the report period (the 15th and 30th/31st). You can use the envelopes provided to your team, or mail to WRC / 1501 North 45th St. / Seattle, WA 98103, Attention:  Melinda Brooks

Whenever possible please mail your school team members time sheets in together in order to save postage and to make sure that everyone’s timesheet is included. 

What if I have more questions about timesheets?

Please contact Melinda Brooks

Phone:
206-957-4779 Ext. 112


Fax:
206-957-2677

Email:
melindab@solid-ground.org

How do I Fill out the Timesheet?

All entries must be in ink. Do NOT use white out. If you make a mistake, you may cross out with a single line and initial.

Service Hours:

· Service Hours: all work at your site, before or after school tutoring clubs, WRC service projects, and any ‘homework’ that your supervisor approves.   Record actual hours worked - work out the lunch protocol for your school and any off-site AmeriCorps work with your site supervisor.

· Off-site Volunteer Activities Your site supervisor may sign for your off-site volunteer hours if they feel comfortable doing so.   Otherwise, you will need to document your off-site service on an “Additional Hours” form (see attached).  The form should be signed by the person supervising you at the project site, or by your Program Coordinator (Shakoe or Simone).  

Training Hours: 

· Training Hours: any training or workshop that you attend such as SERVES, or other Washington Service Corps trainings, Team meetings/trainings, Life After AmeriCorps, or any independent training you receive that is job related.  

Fundraising Hours:

(
Record any hours spent gathering ‘in-kind’ donations (donations for AmeriCorps and literacy activities such as food or coffee) or monetary donations.  Also, record related activities such as meetings with local service clubs – Rotary, Lions Club, etc., and time spent picking up donations. 

Totals:

At the end of the report period sub-total each category of hours then add them together to get the number for the big box ‘Total Hours for Ed. Award. 

Additional Hours 

For any hours you serve outside of your regular site you will need to submit an Additional Hours of Service form.  Submit all Additional Hours form with your regular Time Sheet, but do not add Additional Hours to your Time Sheets hours; we will do that at Solid Ground.

Fill in your name, the number of hours, and the organization for which you are serving, supervisor name and phone number. The form must either be signed by the Supervisor at the site where you serve or, in special circumstances, can be signed by your Area Coordinator (Shakoe or Simone).  Additional Hours forms must be submitted with your Time Sheet for the same time period.  For example, if you served extra hours on Jan. 16, the Additional Hours form with that date must be submitted with your Jan. 16-31 Time Sheet. 

How do I Record Absences From Work?

*You do not accrue hours on days you do not serve*

Members will be expected to maintain a 40 hour per week average (80 hours per pay period) during school breaks as well as when school is in session. If you work either 10 hours more or 10 hours less than the expected amount during a pay period please submit a brief explanation with your time sheet. 

Holidays:  You do not accrue hours on these days.  

You will not be expected to be at your sites on Federal Holidays or days designated as holidays by Solid Ground.  When holidays fall on a regular workday, mark that day with an “H”. 

The Holidays are:

· New Year’s Day

· Martin Luther King Jr. Day

· Presidents’ Day

· Memorial Day

· Independence Day

· Labor Day

· Veteran’s Day

· Thanksgiving

· Friday after Thanksgiving

· Day before Christmas and Christmas 

Personal Leave:  Record Personal Leave days with a P on your timesheet
AmeriCorps members are entitled to 5 days of approved Personal Leave (or 40 hours) during the full-time term of service.  Personal Leave days are to be used to cover illness, injury or medical appointments, and vacation.  Requests for personal leave must be approved in advance by your Site Supervisor AND your WRC Program Coordinator (Shakoe or Simone).   If you are ill on a workday, be sure to contact your site supervisor within 30 minutes of the time you are expected.  .  

AmeriCorps*VISTA members are allowed 10 days of personal leave and up to 10 days per year of sick leave.  Under special circumstances, the Corporation for National and Community Service (CNCS) State Director may approve five additional days of sick leave.

Jury duty and military reserve leave do not count against personal leave. Hours served in either capacity will count as Service hours.  

Other Absences:  Record all other absences as 0.
Other absences may include: approved leaves of absence; “comp” time (if you don’t work any hours at your site on a given day, you must record 0 hours worked); and any vacation days or sick days over your allotted amounts even if excused by your supervisor.  These absences do not count against you, but they are tracked and will be addressed if the number becomes excessive or problematic.  

School Breaks:
School breaks (such as winter and spring breaks), conference days, early dismissals (for students) are not excused absences.  If you do not work, you will not accrue hours; you will need to find work at another site. 

