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FREQUENTLY ASKED QUESTIONS 

 When to Submit How often do I need to submit a timesheet?  
Electronic timesheets are submitted twice a month. There should be one electronic timesheet submitted for each pay 
period. The first pay period is from the 1st to the 15th and the second from 16th to the end of the month. Members need to 
submit their timesheet within 3 business days AFTER the end of each pay period, and supervisors have 2 business days 
after that to approve them or ask for corrections. 

 Lunch Do I have to take and record a lunch break? 
If you serve for five or more consecutive hours, you have to take at least a 30 minute lunch break. To record the lunch 
break, you will need to clock your time out, create another row and then clock back in after your lunch break. Please see the 
example below. 

 

 Rounding Do I need to round my hours to the nearest quarter? What format should I use?  

Yes, please round your hours to the nearest quarter (HH:00, HH:15, HH:30, HH:45). Hours should also be recorded using 
the following format: (HH:MM). In this format you place the hour and then the minutes; for example, eight thirty in the 
morning should be recorded as 08:30 AM (and not as 08.50). 

 

 



 Holidays How do I log my hours if I served on a Federal holiday?  

• Select the appropriate type of time (service, training, or fundraising) and input your time in and time out. If you serve for 
5 or more hours, you will need to take at least a 30 minute lunch, which means that you will fill out two rows. 

• If you served for part of the day, select the appropriate type of time (service, training, fundraising) and input your start 
and end time. 

 
If you served any hours during a Federal holiday (except MLK Day), the system will display a message when you click 
“Submit for Approval” reminding you to add an explanation on a Note for that day. If you already added a Note, please 
ignore this message and proceed with submitting your timesheet. 

 Weekends and 
Evenings 

If I served during the weekend or after my regularly-scheduled service day, how do I record this?  
Please input your hours as you would for any other day and then add a Note on that day explaining why you were serving 
outside of your regular schedule. Please see the section “Adding Notes” in the timesheet guide. If you served any hours 
during a weekend, the system will display a reminder when you click “Submit for Approval” to add a Note If you already 
added a Note, please ignore this message and proceed with submitting your timesheet. 

 Over/Under The system showed me a message saying I served over 100 hours or under 50 hours during a pay-period. Where 
do I add the note with the explanation for this?  
If there is only one reason why you were over 100 or under 50 hours, please add your Note on the last day of the pay-
period. You do not need to add a Note for every day of the pay period, unless there are multiple reasons why your hours 
were impacted. 
 
IMPORTANT: When adding a note about “sick leave”, please do not add information about specific medical 
conditions, disability, or information related to reasonable accommodation. 

 Edits/Corrections My supervisor or WSC/WRC Program Coordinator rejected and sent back my timesheet. How do I edit it?  
The timesheet should be editable once it is rejected. If a timesheet is rejected, you will receive an email with an explanation 
(by the person rejecting it) as to what corrections should be made. Please make corrections and re-submit your timesheet 
within 24 hours of receiving email notice. 

 

  



 

DEFINITIONS 

 Types of Time 

Service time: Includes direct service activities, recruiting volunteers, and organizing community engagement events. 
Teleservice and alternative service are typically considered service time.  

Training time: includes training and professional development activities. Time spent in training should not exceed 20% of a 
member’s total service hours (for the whole term).  

Fundraising: Includes activities that raise resources directly in support of the program’s service activities. For example, 
when Washington Reading Corps members, whose primary objective is to support literacy tutoring in schools, organize a 
book donation or a campaign to collect funds for reading materials. Fundraising is not a prohibited activity, as long as it 
follows the stipulations below.   
 
Fundraising is only allowed if it:  

• provides direct support to a specific service activity of the WSC project;  
• falls within the program’s approved objectives;  
• is not the primary activity of the program;  
• does not exceed 10% of the total hours served over the length of the service term.  

 Types of Time Off 

During any type of time off, a member cannot accrue service, training, or fundraising hours during the time the 
member was absent.  
 
Self/Family illness: An unapproved or approved absence due to the member or member’s family member being sick and/or 
requiring medical attention. This type of leave is also used if a member’s dependent is sick and the member has to provide 
care. Scheduled doctors and dentist appointments also fall in this category.  

Approved absence: Leave that is approved in advance by the supervisor and is verifiable; this leave should not relate to 
self or family illness or a medical-related leave. For illnesses or medical-related leave, such as a doctor appointment, please 
use the ‘Self/Family Illness” category. For more information on what may qualify as an approved absence, please refer to 
the Member Service Agreement.  

Unapproved absence: Leave that was not approved (1) in advance or (2) after it occurs by the supervisor. A valid reason 
for not approving an absence is if the member is behind in hours and the absence is not due to a compelling personal 
circumstance, or of the member cannot provide supporting documentation for the absence.  

Inclement weather: When the member cannot serve due to site closures or opening delays caused by inclement weather. 
Examples include site closures due to significant snow fall, power outages, flooding, etc. If a site remains open but a 
member cannot commute to the site due to inclement weather it is up to the supervisor discretion to decide if this absence 
was justified, based on weather conditions.  
Administrative hold: Administrative hold is implemented by Washington Service Corps upon petition from project site staff 
when a member is unable to serve with their Sponsoring Organization for several consecutive days, yet wants to remain 
enrolled in the AmeriCorps program. Members may also be placed on administrative hold for programmatic reasons or if the 
member is experiencing extenuating personal circumstances, such as a serious illness. Members who are put on 

https://washingtonservicecorps.org/member-resources/members-forms/


administrative hold for an extenuating personal circumstance and have supporting documentation can request a pro-rated 
education award.  

While on administrative hold, members: 
• are not eligible for the living allowance; 
• are not eligible for continued childcare coverage, if applicable; 
• will not earn service hours; 
• will continue to receive health care coverage, if applicable. 

Suspension: Members may be temporarily suspended for disciplinary reasons as outlined in Sections VIII and/or IX of the 
Member Service Agreement. Members suspended for disciplinary reasons will not receive a living allowance during their 
suspension period and the hours of suspension will not be credited toward the total service hours required for an education 
award. The supervisor, in consultation with the WSC/WRC Program Coordinator, will determine the number of days of 
suspension. 

 


