
SERVICE	
  HOUR	
  RECORD	
  GUIDANCE	
  
Service	
  Hour	
  Records	
  on	
  IPT	
  function	
  as	
  the	
  official	
  documentation	
  of	
  service	
  hours	
  for	
  your	
  
AmeriCorps	
  term.	
  	
  Recording	
  hours	
  accurately	
  and	
  according	
  to	
  this	
  guidance	
  is	
  a	
  requirement.	
  	
  
Please	
  review	
  carefully	
  and	
  reference	
  this	
  throughout	
  your	
  term.	
  

Screenshots	
  of	
  a	
  Service	
  Hour	
  Record	
  on	
  IPT	
  

	
  

	
  

	
  

Prepopulated	
  with	
  dates	
  of	
  this	
  month	
  

Dropdown	
  menu	
  with	
  set	
  description	
  categories	
  

Record	
  hours	
  in	
  appropriate	
  column(s)	
  



	
  

	
  

	
  

	
  

	
  

	
  

	
  

	
  

ü Description	
  of	
  Days	
  Activities	
  
• There	
  are	
  only	
  5	
  descriptors.	
  	
  Choose	
  the	
  descriptor(s)	
  that	
  best	
  relates	
  to	
  your	
  days’	
  activities	
  
• Follow	
  guidance	
  on	
  next	
  page	
  for	
  what	
  descriptors	
  correspond	
  to	
  the	
  3	
  hours	
  category	
  columns	
  

ü Hours	
  Category	
  Columns	
  
• Follow	
  guidance	
  on	
  next	
  page	
  for	
  which	
  column	
  to	
  record	
  hours	
  in	
  

ü All	
  fields	
  must	
  have	
  a	
  text	
  entry	
  in	
  order	
  for	
  the	
  form	
  to	
  submit.	
  	
  Enter	
  0	
  or	
  NA,	
  as	
  needed.	
  
ü Save	
  your	
  entries	
  as	
  you	
  go	
  using	
  the	
  “Save	
  Work”	
  button	
  
ü Sign	
  and	
  submit	
  your	
  hours	
  by	
  the	
  5th	
  of	
  the	
  following	
  month	
  using	
  the	
  blue	
  signature	
  link	
  

Save	
  entries	
  through	
  the	
  month	
   Electronically	
  sign	
  at	
  the	
  end	
  
of	
  the	
  month	
  

Your	
  site	
  supervisor	
  will	
  note	
  here	
  any	
  corrections	
  that	
  
need	
  to	
  be	
  made	
  when	
  they	
  review	
  your	
  hours.	
  



How	
  to	
  Record	
  Hours	
  

Daily	
  hours	
  must	
  be	
  described	
  using	
  one	
  or	
  more	
  of	
  the	
  categories	
  in	
  the	
  dropdown	
  menu.	
  	
  
Certain	
  descriptors	
  correspond	
  to	
  certain	
  types	
  of	
  hours:	
  

Member	
  Development	
  Hours	
  

Hours	
  when	
  YOU	
  received	
  training	
  and	
  professional	
  development	
  related	
  to	
  your	
  UCC	
  
AmeriCorps	
  position.	
  	
  These	
  hours	
  can	
  only	
  account	
  for	
  up	
  to	
  20%	
  of	
  your	
  total	
  AmeriCorps	
  
hours.	
  	
  Use	
  the	
  following	
  descriptor	
  for	
  ALL	
  Member	
  Development	
  hours:	
  

• “Member	
  Development/Training”	
  

Direct	
  Service	
  Hours	
  

Hours	
  when	
  you	
  are	
  directly	
  working	
  with	
  people	
  and/or	
  the	
  environment	
  to	
  make	
  a	
  difference	
  
and	
  create	
  change	
  related	
  to	
  the	
  environmental/conservation	
  goals	
  of	
  your	
  position.	
  	
  Direct	
  
Service	
  must	
  account	
  for	
  at	
  least	
  70%	
  of	
  your	
  total	
  service	
  hours.	
  	
  Use	
  one	
  or	
  more	
  of	
  the	
  
following	
  descriptors	
  for	
  Direct	
  Service	
  Hours.	
  	
  Remember,	
  use	
  the	
  one	
  that	
  best	
  relates.	
  

• Volunteer	
  Recruitment/Coordination/Management	
  
• Environmental	
  Education	
  
• Habitat	
  Restoration	
  
• Trail	
  Building	
  and	
  Maintenance	
  

Fundraising	
  

The	
  type	
  of	
  fundraising	
  time	
  you	
  can	
  count	
  as	
  AmeriCorps	
  service	
  hours	
  is	
  very	
  restricted	
  and	
  
must	
  be	
  approved	
  by	
  UCC	
  staff.	
  	
  See	
  your	
  Member	
  Service	
  Agreement	
  Addendum	
  in	
  your	
  IPT	
  
forms	
  list	
  for	
  reference.	
  	
  Approved	
  fundraising	
  can	
  account	
  for	
  up	
  to	
  10%	
  of	
  total	
  hours.	
  

Rules	
  and	
  Notes	
  

ü Service	
  Hour	
  Records	
  are	
  due	
  by	
  the	
  5th	
  of	
  the	
  following	
  month	
  
ü No	
  recording	
  of	
  service	
  hours	
  ahead	
  of	
  time.	
  	
  
ü Nearly	
  all	
  of	
  your	
  hours	
  should	
  be	
  recorded	
  as	
  Direct	
  Service	
  	
  
ü Your	
  site	
  supervisor	
  will	
  be	
  notified	
  by	
  email	
  when	
  you	
  complete	
  your	
  monthly	
  Service	
  

Hour	
  record.	
  	
  They	
  will	
  review	
  and	
  sign	
  if	
  approved,	
  or	
  they	
  will	
  write	
  corrections	
  in	
  the	
  
comment	
  box	
  and	
  clear	
  your	
  signature,	
  if	
  needed.	
  	
  

ü You	
  can	
  track	
  cumulative	
  hours	
  towards	
  your	
  minimum	
  service	
  hour	
  requirement	
  using	
  
the	
  “Dashboard”	
  feature.	
  	
  See	
  screenshot	
  and	
  notes	
  on	
  the	
  next	
  page.	
  

ü You	
  are	
  responsible	
  for	
  managing	
  hours	
  over	
  the	
  course	
  of	
  your	
  service	
  term	
  in	
  order	
  to	
  
reach	
  the	
  minimum	
  hours	
  requirement	
  by	
  your	
  end	
  date.	
  

ü You	
  must	
  record	
  at	
  least	
  the	
  minimum	
  number	
  of	
  service	
  hours	
  for	
  your	
  term	
  in	
  order	
  to	
  
receive	
  your	
  AmeriCorps	
  Education	
  Award.	
  



	
  

Service	
  Hour	
  Dashboard	
  

Use	
  this	
  tool	
  to	
  keep	
  track	
  of	
  your	
  hours	
  progress	
  throughout	
  your	
  term	
  of	
  service.	
  	
  The	
  link	
  to	
  
this	
  page	
  is	
  found	
  at	
  the	
  top	
  of	
  your	
  Student	
  Detail	
  page.	
  

	
  

	
  

	
  

	
  

	
  

	
  

Change	
  of	
  site	
  supervisor,	
  concerns	
  about	
  reaching	
  your	
  service	
  hour	
  requirement,	
  and	
  any	
  
other	
  questions	
  related	
  to	
  recording	
  of	
  service	
  hours	
  should	
  be	
  directed	
  to	
  Lindsay	
  Thalacker,	
  
UCC	
  AmeriCorps	
  Coordinator,	
  at	
  Lindsay.thalacker@usu.edu,	
  or	
  (435)	
  797-­‐0964	
  x1.	
  	
  

	
  

This	
  shows	
  the	
  average	
  number	
  of	
  hours	
  of	
  
week	
  you	
  need	
  to	
  put	
  in	
  to	
  reach	
  the	
  minimum	
  
number	
  of	
  service	
  hours	
  by	
  your	
  end	
  date.	
  	
  The	
  
number	
  will	
  adjust	
  as	
  you	
  record	
  hours.	
  	
  For	
  an	
  
accurate	
  average	
  you	
  will	
  need	
  to	
  be	
  up	
  to	
  date	
  
recording	
  hours	
  in	
  your	
  Service	
  Hour	
  Records.	
  

Must	
  be	
  less	
  than	
  20%	
  of	
  
“Total	
  Required”	
  at	
  the	
  end	
  
of	
  your	
  term.	
  	
  	
  

Must	
  be	
  at	
  least	
  70%	
  of	
  “Total	
  
Required”	
  at	
  the	
  end	
  of	
  your	
  term.	
  


