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Welcome!

Welcome to Hour Exchange Ypsilanti! We look forward to you becoming an active member in
our community of neighbors helping neighbors. In this guide you will find a few notes on how to
get started and tips on how to have the most rewarding experience.

GETTING STARTED

After you have completed your Orientation you can access your online account by going to
HourExchangeYpsi.org and clicking on “Member Login” in the upper left corner of the screen.
Here you can enter the email address you used in your online application and your password. If
you have forgotten your password, just click on “Can’t Login?” and a new password will be
emailed to you. You can then reset your password to whatever you like on the “My Profile” page
after you have logged into your account. Be sure to click on the “Member Help Guide” link on
the Member Login page for information on how to get started adding services you wish to
provide and searching for services you wish to receive.

HELP

If you have any questions about getting started making your first exchange, you can contact one
of our New Member Mentors who will help guide you through the process. If you do not have
access to a computer and will need continuous help making exchanges you can sign up for an
Ebuddy to assist you. New Member Mentors and Ebuddies are Hour Exchange Ypsilanti (also
known as HEY) members who earn hours helping other members and the exchange run
smoothly. After you become familiar with how HEY works, we would love if you signed up to be
a Volunteer. You can do this by clicking on the “Volunteer” link on the HEY website. You can
ontact a New Member Mentor or Ebuddy by logging into your account and checking the Eblast
News Wall or by emailing info@hourexchangeypsi.org. You can also ask questions to the
general membership by posting a message on the “My News” wall.

WHAT IS HOUR EXCHANGE?

Hour Exchange Ypsilanti is a community service exchange of neighbors helping neighbors
where everyone’s time is equal, no matter what the service is being provided. The IRS has
issued multiple local rulings that time based service exchanges are tax exempt (unlike barter
which counts as taxable income). They have given three reasons for this status:

1. An hour is always an hour. Everyone’s time is equal regardless of what service is provided.
2. The hours you earn are backed only by a moral obligation and are not legally binding. (We do
not guarantee that you will be able to spend the hours you have earned getting the service you
want. We are a network of neighbors helping each other based on trust, we believe we can all
get what we need if we share what we have, our time and our talents. There are many services
available and the exchange is constantly growing and changing as new members join. The
more people who actively participate, the stronger the exchange becomes and the more likely
you will get the service you need, so invite your friends and neighbors and the people you do
business with to join. If you can’t find the service you need, go out and recruit someone to join
who has the talent you are looking for, you can even earn hours doing so.)



3. Their purpose is charitable. Neighbors helping each other enhances individual’s lives and
builds stronger communities.

As a member of Hour Exchange Ypsilanti you are agreeing to participate at your own risk and
hold Hour Exchange Ypsilanti harmless. Hour Exchange Ypsilanti does not guarantee or
warrantee the fitness, safety, or quality of work for any of its members. As a member of Hour
Exchange Ypsilanti you assume the risk of injury, harm, or damage in connection with providing
or receiving service through Hour Exchange Ypsilanti. As a member of Hour Exchange Ypsilanti
you are agreeing to hold Hour Exchange Ypsilanti harmless from any and all liability, actions,
claims, and damages of any kind, including those caused by or arising from negligence, for
injury to person or property.

Our Core Values

(Our core values were inspired by Dr. Edgar Cahn, founder of the time banking movement.)

Equality: At the heart of every time exchange is equality. An hour is an hour, regardless of the
service. Our time is priceless. When it comes down to it, time is all we have. We believe all
people are created equal, and so is our time. Everyone has value, everyone’s time is equal,
everyone has something to offer.

Redefining Work: Work is beyond price. Work must be redefined to include all of the activities
it takes to sustain families, neighborhoods and communities, to help democracy work and to
advance social justice. This kind of work needs to be honored. The real economy is people.
We value the work it takes to make healthy children, a healthy community, a sustainable future.
Work should be redefined as something joyful, and we should spend as much time as we can
doing what we love. Many of the services members provide are things they would like to spend
their time doing more of. Hour Exchange frees up time for you, giving you more time to do the
things you enjoy. For example, giving a neighbor a ride to the grocery store doesn’t need to take
up any more time then you normally would spend and you can use the hours you earn getting
someone to help you with something you don’t enjoy doing, don’t know how to do, or can’'t do
yourself. We all know chores go quicker with a helping hand, and working together can feel like

play.

Assets: We are all assets. Every human being has something of value to contribute. Even
members who are homebound have even earned hours by offering the service of prayer or
telling funny stories. We recognize that the world takes all kinds of people, and all kinds of
knowledge. Many people have talents that they do not even realize, skills they may take for
granted that someone else may wish to utilize. We empower people to grow their abilities and
learn new skills, to stop limiting ourselves by thinking of what we can’t, and to imagine the
possibilities of what we can accomplish together.

Reciprocity: Helping works better as a two way street. The question, “How can | help you?”
needs to be changed to, “How can we help each other build the world we both want to live in?” It
is a gift to have the ability to help someone, and we should not rob others of that gift by saying
there is nothing that anyone can do for me. There is no shame in asking for help, for when we
come together with like purpose, the sum becomes greater than the whole. We are all stronger
together, as Aesop said: united we stand, divided we fall.

Respect: Everyone matters. We must respect where people are in the moment, not where we
hope they will be at some future point. Through reciprocity we respect ourselves and each



other. No one is above another and no one is a burden, we are all givers and receivers,
teachers and students.

Courtesy and Safety

We ask that everyone be mindful of our core values and treat each other with respect, be
courteous and be safe. We ask that you keep your account updated, make sure your contact
info is accurate and that you are able and willing to provide the services you have listed that you
would like to provide. If for some reason you are too busy or incapable of offering a service,
please remove it from your profile; you can always add it back later. If you are going on a long
trip or won’t be participating for a period of time, please contact an administrator at
info@hourexchangeypsi.org and we can make your account temporarily inactive so other
members won'’t try to contact you while you are gone. Your account can be made active again
at any time and you will keep any hours you have earned.

It can be frustrating to contact members who say they provide a service and not hear back. So
we ask every member to try their best to respond to a request within 48 hours, even if it is
just to let them know you are unable to provide that service at this time. If you have attempted to
contact someone twice and they have not responded within a week, please contact an
administrator and let them know, they will attempt to contact that member and make them
inactive if need be. When you search providers of a service you can see the members who have
logged in most recently and made an exchange most recently (they will be at the top of the list),
you may wish to contact them first about making an exchange as they have recently been active
and may be most likely to respond to your request.

Hour Exchange is not an emergency service, it is best to contact members a week or more in
advance of when you wish to provide or receive a service. Please phone people within
reasonable hours (do not call members after 9pm or before 8am unless they have expressly
given you permission to do so). You may wish to enter in the service description the best times
to contact you, or when you are available to provide a service. Please be on time to all
appointments, if you cannot make an appointment please give at least a 24 hour cancellation
notice.

We ask that you only offer services that you are able to provide and be clear in your service
description what it is you are offering and what you have for experience. If you are licensed
professional you may wish to include your license number. Hour Exchange does not verify or
guarantee or take legal responsibility that anyone is able to perform the service that they offer, it
is up to members to verify, ask for and check references. Do not invite anyone into your home,
your vehicle, or around your children nor enter anyone else’s home or vehicle whom you do not
feel completely comfortable with (it is your responsibility to verify someone’s license and
insurance or decide if you are comfortable with the provider’s ability to provide a service that
does not require a license).

You may wish to ask other members for recommendations on who they have received services
from and how their experience was. You can kudos a service and be a reference for other
members using our online software (see the software guide ). Potlucks and other HEY events
are a great way to meet and get to know members in a safe environment. If you do not feel
comfortable with a person or situation, then simply let the person know you are not interested in
making an exchange with them at this time. Please contact an administrator with any concerns



you may have. Please do not solicit other members for personal financial gain or promote your
political, religious, or other personal beliefs.

Individuals under the age of 18 may only be involved in exchanges with consent of the parent or
legal guardian and with adult supervision. It is the parent/guardian's responsibility to be present
or have an agreement with another adult to serve as supervisor for an exchange. Hour
Exchange Ypsilanti adheres to federal and state guidelines governing minors.

If you observe anything that could be interpreted as illegal, please notify the police immediately
and then notify an administrator when you can. If there is an accident, please notify the
appropriate authorities (police, fire, ambulance, etc.) and then notify an administrator when
you can. Always remember safety first and to err on the side of caution. No HEY member may
possess, distribute, sell, or be under the influence of alcohol or illegal drugs during exchanges.
The legal use of prescription drugs is permitted during service only if doing so does not impair
the member’s ability to provide or receive services safely and effectively.

Inappropriate conduct may result in your account being made inactive and forfeiture of all hours
earned. Elements of good will, good faith, cooperation, sharing, luck and timing affect all
exchanges. Respect of another's best efforts and a "doing your best" attitude are a part of what
makes exchanges work.

Happy Exchanging!

The most important key to a happy exchange is communication. Both parties should
communicate clearly before the exchange what their expectations. An hour is an hour,
regardless of the service being provided. You can exchange hours for time spent in the service
of making, repairing, maintaining, cleaning, or shopping for an item that you give to someone
(ex. knitting a scarf). You can exchange time in increments of a quarter hour. If a member is
traveling a far distance, they may ask to earn hours for travel time. If it takes time to prep or
clean up after providing a service, a member may ask to earn hours for this time. These things
should be worked out in advance before the exchange is made. If a job takes special tools, it is
usually the responsibility of the receiver of the service to provide them. If the provider incurs
expenses (ex. gas for a lawn mower), they may wish to be reimbursed for them, this should be
worked out in advance and Hour Exchange takes no responsibility for money exchanging
hands. Member should discuss what may be needed to complete the task and agree how the
necessary materials and equipment will be obtained. If you communicate clearly before you
make an exchange, you are most likely to have a positive experience. If you are unsatisfied with
an exchange please notify an administrator at info@hourexchangeypsi.org; they may be able to
help you mediate a conflict.

You may wish to ask for an estimate of how many hours a job may take to make sure you have
enough hours already earned. You are allowed to go in debt with a negative balance of hours,
however we recommend that you do not go more than -10 hours in debt before you start
earning hours back. There are times in our lives when we need help, and for medical or other
reasons are unable to offer a service; if this is the case, please contact an administrator.

We want people to be able to get what they need when the need it the most. Members can
donate hours they earned to HEY’s social capital fund which can then be used to help support
those members of the community most in need and in times of crises. If you do not make an
attempt to contact an administrator or earn back hours your account may be made inactive.



There are plenty of ways to earn hours as a HEY Volunteer so sign up for a Volunteer Position if
you have not already done so.

Every year we ask for a donation of time or money from our members to help support the
exchange and keep it vibrant and growing. On the anniversary of when you join your account
will be debited 2 hours that you can earn back helping the exchange as a Member Leader or
providing a service to any member in the exchange. We also ask for a donation of $25, we
understand that many of our members are low income and you can sign up for a payment plan
that suits your needs, even just $2 a month is a big help. If you are unable to make a cash
contribution you can make an in-kind donation of an item or service to our annual online auction
fundraiser or you can help on any of our other fundraisers for at least 2 hours once a year. We
ask that you be an active participant and make at least 6 exchanges a year. If you are not active
for 6 months or more, your account may be made inactive. You can always contact an
administrator to make your account active again and the hours you earned will still be there;
they never expire.

REWARDS

Members of other Hour Exchanges have spent the hours they earned getting health care, home
weatherization, tickets to shows, tutors and taking classes, meeting people with like interests,
growing their network of friends, and learning new skills. People have utilized Hour Exchange to
create their own community building programs (like recycling, garden swaps, computers for
kids) and you can too! Working together there is no limit to what we can do. Hour Exchange
helps turn neighbors into friends and a city into a community with a support network of people
who care for and look out for each other. Entrepreneurs have utilized Hour Exchange to get
services to help grow and promote their small businesses, develop a devoted client base who
may become paying customers, and get great references and referrals. Organizations have
used it to utilize their volunteer base more effectively, having members provide services to the
larger community and donating hours back that the organization can spend getting services that
their normal volunteers cannot provide, be it legal advice, accounting, or others. Hour
Exchange members also get a discount at local businesses. Please tell us if you know a
business or individual that may like to sponsor Hour Exchange and show that they support
building community too.



