


National Center for Appropriate Technology
Helping people by championing small-scale, 

local and sustainable solutions to reduce 
poverty, promote healthy communities, and 

protect natural resources.

NCATMISSION



Helping to address unmet 
community energy needs by 
providing hands-on energy 
assistance, promoting 
sustainable energy 
consumption and education, 
fostering community 
sustainability and helping to 
mitigate the effects of global 
climate change.

ENERGY CORPS AMERICORPSPROGRAM



AmeriCorps Today
Three Programs

AmeriCorps
State/National

AmeriCorps
VISTA

AmeriCorps
NCCC



òTimesheets

òWeekly progress reports

òMid-term evaluation

òMonthly conference calls

òMid-term training

òNational Days of Service

òHost site visits

òFinal evaluation and exit forms



MEMBER SUPPORT AND RECOGNITION

òAll members assigned supervisor at host site

òEncourage weekly meetings with supervisor

òDevelop service plan with performance targets

òNCAT Support ðtechnical energy assistance, 

AmeriCorps specific questions, problems at 

host site

òMentoring and guidance ðcheck in calls



ÅLiving allowance

ÅStudent loan deferment 

ÅHealth care and child care for full 
time members Video

ÅTraining and career development

ÅSegal AmeriCorps Education 
Award to pay for college or pay 
back student loans

ÅEligible for public programs such 
as food stamps and heating 
assistance (LIEAP)

MEMBER BENEFITS

https://welcome2.willis.com/ebvideo/Document Library/National Practice/The Corps Network Member Training, September 2010/index.htm?AFID=4&SCID=37&THID=TCN


òHands on energy assistance to 1,000 

individuals

òEnergy education and outreach to 4,000 

individuals

ò50 hours of green jobs/energy training for 

every member



PROHIBITED ACTIVITIES

ò Political Engagement

ò Religious Activities

ò Providing Direct Benefit to For-Profit Businesses

ò Displacing Regularly Paid Employees

ò Safety Risks

éParticipating in activities that pose a significant safety 

risk to clients or self.  



SERVICE HOURS

Å1700/900 hour minimum over service term

ÅDirect Service Hours
Å Time spent directly meeting human needs at your host site

Å At least 70% of your service

ÅMember Development Hours
Å Time spent working toward personal/professional goals (workshops, 

training, etc.)

Å No more than 20% of overall service commitment

ÅFundraising Hours
Å Raising funds or donations for events or specific projects is allowed

Å No more than 10% of overall service commitment

Å Not a service requirement

ÅCommunity Service Outside of Program



ÅBecome an Energy Corps fan on Facebook!

ÅHelp us keep Twitter up to date and let 
everyone know what the Energy Corps is up 
to

ÅTake photos and share them with us!

COMMUNICATION NETWORKS

Facebook

http://www.facebook.com/pages/Energy-Corps-AmeriCorps-Program/150970544923462
http://www.facebook.com/pages/Energy-Corps-AmeriCorps-Program/150970544923462
http://www.facebook.com/pages/Energy-Corps-AmeriCorps-Program/150970544923462
http://www.facebook.com/pages/Energy-Corps-AmeriCorps-Program/150970544923462


REFLECTION AND REPORTING LOGS

òWeekly progress reports every Friday

òThis is really important!!

òGet numbers ðget names ðget addresses

òReport on performance measures, project 

progress, goals, share great stories

òMid-term and final evaluations by supervisors



TIMESHEET PROCEDURES

òDut to NCAT on the 1st and the 16th of each 

month

òSubmit timesheets electronically through 

America Learns System

òPay days on the 7th and 22nd of each month

òLate timesheets will result in withholding 

checks

òRecurring late timesheets will result in use of 

disciplinary actions



Purpose:

ÅMake the time sheet process less painful, less time consuming 

& more 

convenient  for you

ÅGive you more time to focus on what really matters:  your 

mission



How Members Will Use 

It



Step 1: Log In

Åhttp://americalearns.net/energycorpsOR

Åwww.energycorps.org

http://americalearns.net/energycorps
http://americalearns.net/energycorps
http://www.energycorps.org/


Step 2: 

ÅClick Update e-mail 

address, password 

& privacy settings.

ÅClick Change   

password to   

update their  

password.



Step 3: 

ÅClick My Time Sheets

Your Time Sheet Period

ÅContains a list of each year    

theyôve served with our    

program.  

ÅSelect earlier years to see    

those yearsô time sheets.



Where Youôre At

ÅSummarizes their approved 

hours and pending hours.  

ÅSummarizes the number of 

hours they still need to 

serve in order to earn their 

Education Award, along 

with the number of weeks 

they have to earn those 

hours. 



View Submitted Sheets

ÅProvides them with access 

to any approved and 

pending sheets that theyôve 

submitted.  



Edit and Resubmit Time 

Sheets

ÅLists any sheets that have 

been returned to the 

member

ÅTheyôll receive an e-mail 

when you or we reject a 

sheet.



Step 4: 

ÅComplete a Sheet



Select sites:

ÅFor each day of the week, 

theyôll select the site(s) they

served at or were supposed 

to serve at.  



If they did not serve that 

day:

ÅClick ñI did not serve.ò  

ÅSelect the reason for not 

serving in the drop-down 

menu.

ÅIf a member tells you that 

their reason isnôt listed, before 

the member submits the 

sheet, let us know and weôll 

add that reason.



If they did serve that day:

ÅNote Time In andTime Out.

ÅNote how much time they 

spent in each category.

ÅFor each category that they 

enter hours in, theyôll need to 

enter a description.

ÅIf there are any ñHours you    

wonôt receive credit forò at the    

bottom of the form, theyôll    

enter what they were doing   

during that time (e.g., lunch).



Saving Their Work:

ÅSave links show up after each    

day.



Submitting Sheets to You:

ÅThe bottom of the sheet    

summarizes their hours.  

ÅWhen everything checks out,    

theyôll sign the sheet at the    

bottom and then click the    

Authorize and Submit button.

ÅTHIS IS WHERE YOU 

COME IN:

- Youôll receive an e-mail       

whenever a sheet has been 

submitted and is ready for 

your review.



How Youôll Use It



Receive 
Notification E-

mail of 
Submission or
Resubmission

Log In
Approve or 

Reject
Go on With 
Your Day



Step 1: Log In

Åhttp://americalearns.net/_____________.



Step 2: 

ÅClick Manage, View   

& Screen Time   

Sheets.



Step 3: 

ÅClick Individual   

member data.



Step 4: 

ÅSelect our current    

Time Sheet 

Template.

ÅTemplate Name:    

2011-2012 National 

Program



Step 5: 

ÅSelect Narrow by Site,    

and select the site(s)   that 

youôd like to review    

sheets for.



Step 6: 

ÅClick Display relevant    

members with pending    

sheets.


