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AmeriCorps*VISTA HOURS LOG Guidelines
General Information

· Timesheets are to be signed by the VISTA, approved by the VISTA Supervisor and kept in the VISTA’s Site Visit Folder.  
· A copy should be retained by the VISTA Supervisor and kept in the VISTA’s file at the project site.
· VISTAs in the United Way of the Midlands Partnership generally work at least 35 hours per week. 
· VISTA weekly hours should reflect the workplace he/she is assigned.  If workplace hours are 9-5 then the VISTA is required to work 9-5.
· If a VISTA works less than 35 hours/week, he/she must document the reason and the hours.

· Holiday hours do not count toward Hours Worked or toward Leave Total.

· Trainings, meetings, etc, are included in Hours Worked.

· Used leave hours carry over to each new 4 week timesheet, so the Leave Total reflects all leave taken.

· Each week starts on Monday and goes through Sunday.
· Document tasks for each week in the Active Tasks section. Be specific.

· Use the Comments section to record:

· Holidays

· Trainings/Meetings attended

· Other relevant information

Leave Form

· Submit a leave form to the VISTA Supervisor each time the VISTA uses Medical, Personal, or Emergency hours/days.
· A leave form is not necessary for informal agreements between the VISTA and the VISTA Supervisor, so long as normal hours/week is documented on the timesheet or circumstances are noted in the Comments section.

· The VISTA and the VISTA Supervisor must both sign the Leave Form in order for it to be valid. 

· Leave Forms should be kept in the VISTA’s Site Visit Folder accompanying the Hours Log to which it corresponds.  
