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AmeriCorps Navigator Member Timesheet Instructions:

A

Please complete your timesheet daily and remember to keep a copy of your submitted timesheet for yourself.
Verify the following to ensure that you receive payment on time:

· Use the fractions below for tracking hours:    15 minutes = .25

45 minutes = .75
30 minutes = .50

on the hour = .00

· List Number (1-9) associated with Activity Code in box on right side of timesheet. Only include comments for activity codes 3 and 4.

· Divide your total hours according to the activities you performed (service, training, or fund-raising).  Record these activity hours in the appropriate columns. The weekly totals will add automatically.

· Lunch breaks do not count as service hours, so complete the form accordingly.

· Total each column that includes hours.

· Check math to make sure hours are added properly.

· Add all of your hours completed including hours for timesheet being submitted and enter in the cumulative hours box

· Timesheets are for a two week period- please refer to the living allowance schedule for the correct period and enter the pay period number

· All Timesheets must be signed by member and supervisor
· Supervisors must review timesheet for accuracy before signing

· Your Timesheet will be sent back to you for completion if any information is missing or if it not completed correctly.

Explanation of ACTIVITY CODES:  
1 Mentoring/one on one instruction – Time spent working one-on-one with consumers through any activities relating to the end outcome of increasing economic independence.  Including, but not limited to:  goal-setting, action planning, identifying solutions to challenges, and topic-specific training relating to Assistive Technology, Affordable Housing, or Financial Literacy.  This includes time spent developing relationships and preparing for 1-on-1 meetings.

2 Class room Instruction (AT, Housing or Financial Literacy) – Structured instruction/training to more than one individual at a time in the ASSET areas of focus:  Assistive Technology, Affordable Housing, and Financial Literacy.  This includes time spent developing curriculum and preparing for instruction.

3 Site Specific Activities – Activities include organizational specific activities that would enhance the member’s development and integrate the member into the Host Site (for example, staff meetings).  Members should indicate this activity in the Activity Code section.

4 Resource Development – Resources developed to support ASSET goals (for example, outreach or training materials).  Members should indicate this activity in the Activity Code section.
5 Attendance at Meetings – Attending community meetings as an ASSET representative, for professional development and networking purposes.
6 Community Outreach – Preparation and attendance representing ASSET at fairs, meetings, and other community events to expand program reach and market program to consumers.
7 Service Project planning – Planning and organizing two (2) required service projects that engage volunteers in your community
8 Participating in trainings - Formal training that require attendance to prepare member for service or offer significant professional development.  Member “Training” hours many not exceed 20% for the term of service.
9 Fundraising for ASSET specific activities - All fund-raising must directly support ASSET and cannot include raising funding for member living allowance.  Member “Fundraising” hours many not exceed 10% for the term of service.
10 Team Building/ASSET Required activities -  Required participation by Navigator to be successful in the ASSET program. Includes reading and responding to posts in the forum, participating in conference calls, blogging, completing required paperwork (forms, reports etc.)and activities requested by Team Leaders.
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