NC LiteracyCorps Engage Electronic Time Sheet Policy
Members should document their service hours and service activities in the event they do not have regular access to a computer/internet access.  Members are required to complete the official timesheet on-line throughout the month.  Members should use the “add hours” button for each new submission throughout the month until a new month begins.  On the first day of the month members use the “create new timesheet” button. Members' service, fundraising, and training hours are to be documented in the AmeriCorps timesheet.  Members are to use the provided list of service categories when completing their timesheet. 

Member must submit the final completed version for the month by the 5th of the following month. Site supervisors then REVIEW timesheets for accuracy of hours and activities recorded. Supervisors must APPROVE and SUBMIT the timesheets on-line by the 10th day of every month.  NC LiteracyCorps staff will approve and submit the timesheet to the Commission following the supervisor’s approval.   

It is imperative for the deadlines to be honored by members, supervisors and staff to ensure the NC LiteracyCorps is in compliance for timesheet submission with the NC Commission on Community Service and Volunteerism.  The on-line submission of timesheets is a statewide policy that applies to all AmeriCorps programs in North Carolina.  

If you have questions about the timesheet policy, please contact the SCALE office at (919) 962 5470.
Written instructions for the electronic time sheets pertaining to the AmeriCorps members have been provided and will be available on our website at: http://readwriteact.org/programs/ncliteracycorps.html  in the Current Members section.
Written instructions for the electronic time sheets pertaining to the site supervisors have been provided and will be available on our website at: http://readwriteact.org/programs/ncliteracycorps.html in the Site Partners section. 
