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According to the VISTA Member Handbook, part of the VISTA program is that “Members remain available for service, without regard to regular working hours, at all times during the member's service, except for periods of approved leave.” This provides flexibility between you and your supervisor for you to work on evening or weekends as necessary to get your projects done. 
In practice, this means you should work the hours that your Center considers to be full time. 
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You should follow your service site with regards to holidays. We follow the California State holiday schedule. 
1. Thanksgiving: Thursday and Friday
1. Christmas 
1. New Year’s Day
1. Martin Luther King Day Jr.
1. President’s Birthday
1. Cesar Chavez Day (if it falls on a work day)
1. Memorial Day
1. Independence Day
1. Labor Day
1. Veteran’s Day
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VISTAs are entitled to 10 days, or 80 hours, of paid Personal Leave.  Personal Leave must be approved by your supervisor ahead of time. 
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VISTAs are entitled to 10 days, or 80 hours, of Medical Leave.  Medical Leave can be used for illness, injury, medical appointments, or to visit or take care of ill family members. Talk to your supervisor about the proper procedures to follow if you need to take a sick day.  

Although you are only allotted 10 days of Medical Leave, “in exceptional circumstances and when warranted, the AmeriCorps VISTA headquarters may approve additional medical leave.”  If you anticipate exhausting your sick leave, please call the VISTA Leader to talk about the situation.
[bookmark: _Toc318107987]

Emergency Leave 
Emergency Leave is determined on a case by case basis in situations where
· you serve in an area where a natural disaster that requires you to leave the area temporarily occurs; or 
· an immediate family member becomes critically ill or dies
Emergency leave does not count against your personal or medical leave time.

Emergency Leave must be preapproved. Notify the CCC VISTA Program Coordinator, the VISTA Leader and your supervisor ASAP by phone AND by email.  The CCC VISTA Program Coordinator will then correspond with the state office and seek approval for the use of Emergency Leave. 

VISTA Program Coordinator – ________________
· Work #: _________________
· Email: ______________________________

VISTA Leader – _______________________ 
· Work #: __________________ 
· Personal cell #: _______________________
· Email: ______________________________

If the State Office determines that an emergency exists, AmeriCorps VISTA may pay for the fastest regularly scheduled means of transportation to and from the site of the emergency or to the VISTA’s home of record.

If a situation is denied, VISTAs must use either Personal or Medical Leave and their own transportation to address the situation.  VISTAs may appeal the decision through the Corporation for National and Community Service State Program Specialist.   
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If you have to take time off to serve on a jury, must fulfill Military Reserve duties, or are having/adopting a child, please contact your VISTA Leader for further information or visit the VISTA Member Handbook: Chapter 9 http://vistacampus.org/mod/book/view.php?id=2093&chapterid=2136. 
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The AmeriCorps State Office requires that every VISTA keep a time sheet; the VISTA Program Coordinator reports these to CNCS, so it is very important to turn them in. 
Time sheets are due to the VISTA Leader on the 10th of the month (or the following Monday if the 10th falls on a weekend). You can either scan and send these to ________________________ or fax them to ____________________. 
Your hours worked should be entered on the top line; fill out any leave in the appropriate box. Please round to the nearest ½ hour. 
Blank timesheets can be found in the Blank Forms for VISTA Volunteers folder in the AmeriCorps VISTA folder on the L:Drive. 
