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Housekeeping

To reduce distractions during the presentation, we ask that participants:

• Mute your computer and/or phones during the presentation. 

• Type questions in the chat box.

This presentation is being recorded.



Sign In Sheet
Scan the QR Code to register for today’s training:



Time and Effort

Federal law requires all employees, including teachers, paraprofessionals, and 
other staff that are paid with federal funds to document the time and effort 
they spend within that program. The portion of the federally paid salary should 
be reflective of the time and effort the individual has put forth for that federal 
program.

• Required for all employees paid with federal programs

• Submitted in LWS in January (August-December) and June (January-June)

• A schedule must be provided for all federally-funded employees, regardless of the type of 
time and effort certification they complete

Templates are provided on the website and in LWS in January and June.

https://erskinecharters.org/federal-programs-finance/


Employee Documents
Specific documents are required to be on file for federally funded 
employees: 

• Work Agreements

• Job Descriptions

• Schedules

• Semi-annual certification or personnel activity report (PAR)

All are collected in LWS periodically.



Employee Documents

•Lists all / complete job title(s)

•Annual salary does not exceed amount listed in Grant Activity

•All signatures pre-date the start of work

Work 
Agreements

•Title(s) match those listed on all other documents

•Includes all duties listed in the Schedule

•Reflects the approved position in the Grant Activity

Job 
Descriptions

•Title(s) match those listed on all other documents

•Duties reflect the Job Description and Grant Activity

•Includes daily detailed information 
Schedules



Employee Documents - continued

•Employee with 100% of time on one federal 
grant

Semi-Annual 
Certification

•More than one employee at 100% of their time 
on same single federal grant

Blanket Semi-
Annual Certification

•Employee with time on more than one federal 
grant cost objective or federal and non-federal 
funds

Personnel Activity 
Report (PAR)



Employee Documents – Keep In Mind…

School 
Website

PowerSchool

PCS Coding
Job 

Description

Contract / 
Agreement

All Must 
Match!



What is “FTE”?
“FTE” stands for “Full Time Equivalent,” or, how much a person is working (IRS.gov)

• 1.0FTE = Full Time ………. Generally between 30-40 hours per week
• < 1.0FTE = Part Time …….. Generally less than 30 hours per week

*Note that you cannot work more than 1.0FTE

How do I know how much FTE my employee is working towards the Grant?
• Look at your employee’s schedule: How many hours do they work?
• Out of those hours, how many are spent on the specific duties the grant pays for?

Full Time Example 1

8:00am Duty 1 (Grant)

12:00pm Lunch

1:30pm Duty 1 (Grant)

5:30pm Depart

Full Time Example 2

8:00am Duty 1 (Grant)

12:00pm Lunch

1:30pm Duty 2 (Non-Grant)

5:30pm Depart

Part Time Example 1

8:00am Duty 1 (Grant)

12:00pm Depart

1:30pm

5:30pm

100% Grant Time + Full Time = 1.0FTE
8 hours out of an 8 hour day = 100%

50% Grant Time + Full Time = 0.5FTE
4 hours out of an 8 hour day = 50%

100% Grant Time + Part Time = 0.5FTE
4 hours out of an 8 hour day = 50%

https://www.irs.gov/affordable-care-act/employers/identifying-full-time-employees


Time and Effort – Who Fills out What?

They should fill out:

Do they have a fixed 
schedule?

How much of their work 
is allowed by the grant?

How are they paid? Salary

100%

N/A

Semi-Annual 
Certification

Less than 
100%

Yes

Monthly 
PARS w/ 
Schedule

No

Daily PARS 
w/ Log



Time and Effort – Who Fills out What?

They should fill out:

Supporting documents 
are available?

This is additional work, 
outside of regular hours?

How are they paid? Stipend

Yes

Yes

Additional Work 
Certification

Training Sign-In Sheet & Agenda
Schedule / Time Sheet
Supplemental Contract/Agreement



Semi-Annual Certifications

• Allowable for employees that are 
completing a job that can be covered 
100% by the program

• Complete twice per year (July-Dec and 
Jan-June) at the end of each semester

• Signed by Supervisor AFTER work is 
complete.

Single and Blanket certification templates 
are provided on the website and in LWS.

https://erskinecharters.org/federal-programs-finance/


Example of a Semi-Annual 
Certification Document



Example of a Blanket 
Semi-Annual 

Certification Document



PARS

• Use for employees that are completing a 
job that can be covered only partially by the 
program

• Page 1 is the Certification, Page 2 is the Log. 
BOTH are required.

• Completed monthly and signed by school 
leader

• Must reflect job duties that are associated 
with the approved grant activity

• Must average at least quarterly to the FTE 
percentage in the approved grant activity.

A template is provided on the website and in LWS.

PAGE 1

PAGE 2

https://erskinecharters.org/federal-programs-finance/


Example of a Personnel 
Activity Report (PAR) with 

Varying Schedule





Example of a  
Personnel 

Activity 
Report (PAR) 

with Set 
Schedule





We Are Here to Support You!
Please reach out to the Office of Federal Programs with any questions or concerns.

Jeanie Glover - Chief of Federal Programs
jglover@erskinecharters.org

Karen Cook – Executive Director of Federal Programs
kcook@erskinecharters.org

Lacy Lucas – Coordinator of Federal Programs
llucas@erskinecharters.org

Kristy Cansler – Executive Director of Federal Programs Finance
kcansler@erskinecharters.org

Sarah Shealy – Director of Federal Programs Finance
sshealy@erskinecharters.org

mailto:jglover@erskinecharters.org
mailto:kcook@erskinecharters.org
mailto:llucas@erskinecharters.org
mailto:kcansler@erskinecharters.org
mailto:compliancecoordinator@erskinecharters.org


Questions?
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