
The primary reason for reporting hours is to document and assess the impact our Pioneers are making within their communities, strategic partner companies and partnerships/alliances.

The purpose of these guidelines is to:
· Define what activities qualify as reportable volunteer hours
· Define and qualify what is an official Pioneer Community Service Project and an Independent Volunteer Activity
· Define and qualify the difference between an official Pioneer Project and an Independent Volunteer effort
· Define under which Category volunteer time is to be reported

Qualifying Activities as Reportable hours

The following are three (3) key questions you need to ask to determine if a project qualifies or does not qualify as reportable hours.  
Question 1: Does the project address a community service need?
· Does the project get to the heart of our Pioneers' motto - Answering the Call of Those In Need? 
· Does the project assist those in the community who truly need our help? 

The following is an example of qualifying reportable hours: 
· Collecting and donating food items for those in need.
· Donation of Hug-a-Bears or other items of comfort.
· Donations of educational supplies, such as books/dictionaries/school supplies 
· Clean-up & maintenance- Environmental projects in public areas
· Supporting our troops 

The following do not qualify as Official Pioneers Community Service Projects, nor as Independent Volunteer hours: 
· Fellowship get-togethers/luncheons
· Staffing a strategic partner’s information booth for the roll-out of a new product or service. 
· Helping your neighbor, such as mowing their lawn or other neighborly assistance.
· Personal recycling (not as part of an official Pioneer project) of household items, clothing, and trash.
· Assisting a neighbor, family member, or fellow Pioneer.
· Cash donations cannot be converted to volunteer hours.
· Activities associated with social clubs or other organizations where the end result of the event does not provide for those in need.
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Question 2: Does the project help support those in need in the greater community? 
For a volunteer activity to be reportable, the activity must benefit the greater community. It should not benefit Pioneer members, family members, fellow employees, or the Strategic Partner Company. 
Question 3: Has your Chapter/Council/Club given its official approval to have the Pioneer name (and your Strategic Partner’s name) associated with this project? Annually, your unit’s Executive Board should review and approve which Projects the unit will undertake. This can be done through the approval of your Calendar and Budget at the start of each year. Additional projects may be approved throughout the year by a vote of the Executive Board.

This approval indicates that the project is truly an Official Pioneer Project and not community service work that individuals are doing as members of the community (Independent efforts), or as members of other community service organizations (e.g., Lions, Jaycees, churches). 
For example: If a Pioneer takes a neighbor to a doctor’s appointment as an act of kindness, it is not considered an Official Pioneer Community Service Project /activity. 
On the other hand, if the Pioneer Unit has approved a project to begin a community shuttle service where people in the community could call on Pioneers for assistance in getting to doctors’ appointments, then such effort should be reported as an Official Pioneers Community Service Project. 
________________________________________________________________________
Determining if and how activities should be reported:  
Using answers to the above questions, the following graph should be used to determine how and if an activity is reportable, either as an official Pioneer project or as Independent hours:

	QUESTION # 1
Answer
	Question # 2 Answer
	Question # 3 Answer
	Qualifies as reportable?

	Yes
	Yes
	Yes
	Report as an Official Pioneer project

	Yes
	Yes
	No
	Report as Independent Volunteer hours

	No
	No
	No
	Not reportable as either a Pioneer project nor as Independent volunteering
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Identifying Project Categories for Reporting 

All activities should be reported under one of eight categories. When selecting a category, consider the intended outcome of the activity to determine an accurate project category. Keep the project outcome uppermost in mind and select from the following categories:
Note –Example lists are not all inclusive.

1. Education
Projects should be categorized under Education if the project is directed towards individuals in preschool, primary school, secondary school, a post-secondary institution, adult education, alternative education, e-learning, and/or a home-schooled environment.
Examples:
· Scholarships
· School Supplies
· Mentoring
· Reading and Literacy
· Pioneer Playground MAP painting

2. Environment
Projects should be categorized under Environment if the project focuses on environment/energy/resource conservation, waste reduction, reuse/recycling of materials, improvement, restoration, beautification of the environment through clean-ups, plantings, graffiti removal, construction of hiking/handicapped accessible trails/bridges, etc.  Education and outreach efforts regarding environmental topics should be included here also.
Examples:
· Clean-up of public areas such as parks or hi-ways.
· Recycling of items such as cans/bottles/tabs (as part of an official Pioneer project only)
· Community gardens
· Education and outreach efforts regarding environmental topics

Note- Personal recycling of household, clothing, or other items is not reportable as volunteer hours, only when done as part of a Pioneer group collection drive.

3. Health and Human Services (HHS)
Projects should be categorized under Health and Human Service if the project addresses life sustaining needs and is directed at educating/addressing/protecting/improving the physical, and/or mental health, safety, and well-being of humans.
Examples:
· Disaster Relief		
· Food Banks
· Blood Drives			
· Hospital Projects
· Homeless Shelters


4. Life Enrichment (LE)
Projects should be categorized under Life Enrichment if the project is directed toward improving life situations and educating/improving social and/or life conditions (mainly aimed at disadvantaged people such as low-income individuals, those struggling with homelessness, disabled, or those who have special needs unrelated to their physical/mental health, safety, and well-being).
Examples:
· Seniors
· Nursing homes
· Homeless Sleeping Mats
· Pioneer clowns/ entertainment
· Handicap accessible ramps (except for military persons)
· Heart Pillows
· Hug-a-Bears
· Talking Book Repairs 
· Holiday gifts   

5. Military
Projects should be categorized under Military if it serves active, reserve and/or veterans of the armed forces, and/or members of their families.
Examples:
· Providing items for families of military persons
· Goody/hygiene boxes to members of the armed forces 
· USO activities
· Veterans Blankets
· Handicap accessible ramps for Veterans’ homes, work, or meeting locations
· Wreath or Flag placement during holidays

6. Independent Volunteer Activities 
These are the personal volunteer activities of our Regular and Life members that are not associated with an official Pioneer approved project. To be reportable, the activities must follow the above guidelines for an approved activity and must answer YES to Questions 1 & 2 above.
	Note- Time spent by Friends & Family members or nonmembers volunteering independently of Pioneer projects are not reportable, only those of Life and Regular members.
Examples of Independent volunteering might be: 
· Volunteering to serve meals at your church or other activities at your church that serve those in need in the community.
· Volunteering at a school, library, or other educational facility.
· Volunteering at an event sponsored by the Elks or other service organization where the end result is to provide for those in need.
· Volunteering at a Food Bank, shelter, or soup kitchen.






7. Fundraising
Time spent planning and conducting fundraising activities for either general Pioneers funds or assisting other organizations in raising funds for charitable use.
Note- Time spent raising funds for a specific project should be charged to the project for which the funds will be used. 
Examples:
· Golf Tournaments
· Vendor Sales
· Pioneer stores
· Bake sales
· Charity Miles
· Walks benefiting other non-profits

8. Pioneer General Activities 
Time spent conducting Pioneer business, not associated with a project should be reported under Pioneer General Activities.
Examples:
· Time spent preparing for, attending, and travelling to meetings/calls
· Developing agendas, minutes and reports
· Collecting and reporting information to maintain membership and volunteer records. 
· Developing and presenting guidelines, instructions, or training material.
· Newsletters, emails, social media postings, and other forms of communicating with members or the community regarding Pioneer activities.
· Financial reporting and voucher preparation
· Recruiting new members 

Reporting Volunteer Time for your Unit

· Actual time is to be used for the reporting of volunteer time. All volunteer time should be confirmed, either by a sign-up sheet or information provided by the member.

· All partial hours should be entered in 15-minute increments:   
1-15 mins= .25	    16-30 mins- .50          31-45 mins= .75	46-59 mins- 1 hour

· Volunteer hours should be entered under the volunteers’ names as much as possible. Time for unknown volunteers or nonmembers on official Pioneer projects may be entered under the name ‘Bulk” but needs to include a description of the source of the volunteers.

· When conducting an official Pioneer project, hours for all volunteers on the project should be reported, both members and nonmembers. 



· When reporting Independent volunteer activity time, only hours for Regular and Life members may be reported and must be reported under the member’s name, no Bulk reporting for Independent hours.

· Do not report hours for employees who are reporting in Benevity; however, you can report hours for those who have indicated that they are not reporting in Benevity.

· Time spent on Pioneer Projects while on company-paid time is reportable. 

Note- If a donor requests a receipt for their donation, then neither their time nor donated items are reportable.

· When computing volunteer time for Official Pioneer Projects, the following activities should be included:
· Time spent planning and implementing the project
· Fundraising to finance the project
· Travel time for each volunteer associated with the project
· Time spent working on the project.
· Vouchers or other paperwork required to close out the project 

· Other Organization Initiated Project- Pioneer members’ hours spent volunteering on projects that are initiated, sponsored, or controlled by other volunteer agencies do not qualify as an Official Pioneer Project unless approved and supported by the Chapter/Council/Club’s Executive Board. If a project is initiated by another organization and approved by your Pioneer unit, only those hours generated by Pioneers and their representatives are to be reported and not those of the other organization.

· When an official Pioneer project has been completed and ownership has been turned over to an outside group or agency, such as a school, hospital, or nursing home, only time for Pioneer members who may still be involved with the activity can be reported. Non-Pioneers’ time can no longer be reported. 

· Collection Drives- If your unit sponsors a collection drive and the participants who donate are unknown, count your donated items and allow 15 minutes per packaged item. Add this time to the actual time spent by volunteers setting up the project, collecting the items, and delivering them to the designated recipient.  If actual time is known, then it should be used rather than the 15 minutes. Examples of these types of items would be school supplies, articles of clothing, food items, and similar items (not recyclables as mentioned below).

· Collection drives of medicine bottles, plastic bottle caps, and aluminum tabs & lids should be reported by actual time only, no extra time is allowed for the items collected.








Attachment A: Determining Reportable Hours Flow Chart

The process flow outlined below is designed to help Pioneer units achieve consistency in the recording and reporting of Community Service hours. 

DO NOT REPORT HOURS
Does the activity address a community need?


NO


 

YES

	
			
Does the activity serve the Pioneers family or Strategic Partner rather than the needs of a community?


YES
DO NOT REPORT HOURS

	
	



NO

	

Has the activity been approved as an official Pioneers project by the Unit’s Executive Committee?


REPORT HOURS FOR THE VOLUNTEERS AS AN INDEPENDENT EFFORT 


		Evaluate individual’s volunteer activity as potential Pioneers project


			NO					   AND	
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Record and report hours as an Official Pioneers Project
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