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Guidance on Timekeeping & Service Hours

Program Monitoring of Member Time  
Member time will be reviewed quarterly by NACHC to determine program site reimbursement rates to program sites.  During a site visit and/or programmatic file review NACHC will verify timesheets for accuracy and compliance. The electronic timesheet in OnCorps is the official documentation to account for the member’s service. Failure to maintain accurate timesheet records for tracking member service activities could result in a program site reimbursing the federal government for any unallowable costs (e.g., member hours that could not be documented or verified).  In cases when the member is awarded an education award but the service hours were not accurately tracked, thus resulting in the member not actually reaching the required 1700 hours, the program site may be required to pay back the cost of the education award.
Term of Service

In order to complete the AmeriCorps Term of Service, Community HealthCorps members must complete two requirements:  (1) Serve at least their contracted minimum hours of Community Service (1700 hours) and (2) serve until their contracted exit date.  Members must complete hours in a minimum of 10 months and a maximum of 12 months.

AmeriCorps members are contracted for a set term of service.  The program site must ensure that each member has sufficient opportunity to complete the required number of hours to qualify for a post-service education award.  In planning for the member’s term of service, the program coordinator should account for holidays and other time off, and provide each member with sufficient opportunity to make up missed hours.  Each AmeriCorps member’s individualized term of service is outlined in the Community HealthCorps Member Contract.  Federal AmeriCorps stipend funds cannot exceed the contracted term of service, which begins the day the member enrolls.

AmeriCorps members should be assigned their service schedule in advance, and should not serve hours other than those authorized by their supervisor. When opportunities to earn service hours fall outside of normal service hours (e.g., weekends, evenings) the Community HealthCorps member and supervisor should include additional information on the activities provided, including any attachments indicating the event (e.g., weekend health fair flyer).  A supervisor must be available to verify that hours were served by the member during events that fall outside of normal service hours.

Recording Member Time

The program site must keep time and attendance records on all Community HealthCorps members in order to document their eligibility for in-service and post-service benefits.  Beginning in program year 2010-2011, all members will be required to enter their hours served into the OnCorps reporting system.    

Prior to members being able to access the timesheet, the program coordinator must set up member records and establish timesheet settings, such as the timesheet period duration and the due date interval, in the OnCorps reporting system.  This must be completed by the end of the first pay period in which the member is serving.

Community HealthCorps members must complete the entire timesheet, entering the time that they began service, ended service, and took breaks.  OnCorps automatically rounds hours to the nearest quarter (.25) hour.  Members must always record their service, training, and fundraising activities by category for each day that they earned hours.  When recording training hours, members must choose the type of training from the drop-down menu provided in the system.
Within OnCorps, program sites can customize up to 3 of 4 categories using one or more of the service areas designated by NACHC. The remaining category must be “Other”.  If more than 3 categories are utilized by members, please pick the top most/most common 3 categories.  Any time that is listed under “Other” should be followed up with brief details as to what the activity was.  These details should be documented within the open-ended comment box at the end of the timesheet. 
Members must submit their electronic timesheet to one or more site supervisors selected by the due date indicated.  Member timesheets must be approved by all site supervisors and reviewed by the program coordinator within two weeks of the end of each pay period.  If revisions to a submitted timesheet are necessary, the program coordinator must unlock the timesheet within this two week period.  Corrected timesheets must be re-approved within one week of unlocking the timesheet.  Program sites are required to set internal timelines for submission by members and approval by site supervisors to ensure compliance with this policy.  

Member Travel  

Travel to and from the service site each day is not considered service-related travel and, therefore, is not to be counted as service hours. If members are serving on a team project, and the distance to get to the project site does not exceed the distance the member would travel to get to the service site (if member took the most direct route), this would not qualify as allowable service hours. However, once member arrives at main site and clocks in for the day, travel to and from satellites may be counted as service hours.  Note that service-related travel is to be recorded on the member’s timesheet to the appropriate type of service for which travel is conducted (training, service, or fundraising). 
The following activities DO NOT COUNT towards service hours:

· Worship activities

· Political activities (even if non-partisan)

· Commuting to work (from home to your main service site)

· Sleep time (even if attending an overnight training or conference)

· Breaks (i.e., meals, lunch)

· Hours that were not earned via training or service (i.e., gift hours, comp time, time and a half, sick time, vacation time)

Traditionally, Community HealthCorps programs have allowed members to earn service hours for travel to required trainings or conferences. For example, Community HealthCorps occasionally hosts a training/conference for all members, during which members travel to a central location for a member development event.  Also some states host their own state-wide training events (travel hours to be counted towards training, not service). Training may not account for more than 20% of a member’s total hours, and no more than 10% of training hours may be earned through approved coursework.  Members may not attribute more than 10% of total service hours to fundraising activities. 

Travel to and from the service site each day is not considered service-related travel and is not reimbursable. However, travel which exceeds the distance the member would travel to get to the service site if member took the most direct route is reimbursable, such as a state-wide training or an out-of-state conference. Team events should be planned in advance, so that members are carpooling and/or accessing the most reasonable and affordable modes of transportation. 

Daily Break Requirements  

Members must take a 30 minute (minimum) lunch break if they are working a 6 to 8 hour service day (unless otherwise determined by state labor law).  Service hours are not accrued for lunch breaks.  Additional breaks are designed for members to be able to use the rest room, get water, etc.  Members are authorized a 15 minute break for every four hours served (minimum requirements).  

Training Hours   

Training is an important component of a member’s entire service experience and program sites should provide effective training both for members’ current service assignments and for their professional development.  Members participate in monthly trainings in the Prescriptions for Success curriculum; in-service trainings hosted at the placement site; and outside trainings as needed, with proper approval and documentation.
NACHC, in accordance to the AmeriCorps regulations, requires that members receiving a living allowance spend no more than 20% of their time on training (e.g., 1700 hours = 340 hours training max).  Education Award Only members may spend attribute up to 30% of their services hours to training.  All training hours must be directly related to the service that the member is performing.  The Prescription for Success curriculum and PSO supersede all other trainings, and are required for Community HealthCorps members.  

Hours earned from coursework (i.e. public health class, GED preparation course) must be approved by the program coordinator in advance using the Independent Coursework Certification form.  An official course description or syllabus, and proof of payment or registration must be attached to the Independent Coursework Certification form and included in the member file.  Such independent coursework can be no more than 10% of a member’s total hours (e.g., 1700 hours = 170 hours maximum).
Fundraising
Grant and fundraising activities are allowable if funds are being raised directly in support of service activities that meet local, environmental, educational, public safety, and homeland security or other human needs.  Members may spend up to 10% of their total service hours participating in fundraising activities.  
On-Call Hours  

 In some service assignments it may be required that a Community HealthCorps member be on-call.  If a member is receiving AmeriCorps service hours for being on call it must be indicated on the Member Assignment Description.  According to AmeriCorps FAQ C. 56:  PU-0610, common policy practice includes provisions that members receive service hours only when on call on-site. As a best practice, program sites should follow their own human resources policies regarding certification of on-call hours.  The On-Call Service Hours Pre-Authorization form ensures that there is a process for approving such hours, and helps the program site to track member service hours accrued while on call.
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