How to fill out a Jumpstart time log:
1. No more than 3 mistakes or the time log must be re-done. Cross out and initial mistakes.
2. ALWAYS use blue or black ink. 

3. All hours must be entered as quarter hours: 15 minutes = .25 hours, 30 minutes = .5 hours, 45 minutes - .75 hours. Round your hours up or down depending on time served.

4. Enter your hours in the date and correct training or service hours category listed. Do not total or subtotal your hours, just leave blank for your site managers to enter. 
5. Hours should be listed generally by these categories:

a. Training Events: Any training activity hours go here

b.  Jumpstart Session: Class session time hours

c. Classroom Assistance: CAT that you do (classroom time without session)

d. Team Planning: Team planning meeting hours

e. Individual Planning: Time you spend preparing for session, making materials, etc.

f. Events/Other service: Outside volunteer hours, family involvement, service days, etc.
Do not enter any hours under training reflection or fundraising unless specifically requested to do so by your site manager. 

6. Always sign and date the time log. Use the date in the top right corner as your date, no matter when you turn in your time log. (Also, always turn in your time log on time!)

7. Your first day of service is the date you signed your paperwork (October 19, 2011). Make sure you have at least one hour entered on that day. If you served any hours prior to this date, ASK YOUR SITE MANAGER.
8. Remember to turn in time logs EVEN IF YOU SERVED ZERO HOURS. We must have ALL time logs from your first day, until your last. We don’t want to send you tons of emails so you submit your time logs. 
9. If you have questions, ask your team leader or your site manager. We love questions!
