
 
WEEKLY TIME & EFFORT SHEET                                        For:  SAP 

 
WEEK OF 
SERVICE 

 
DESCRIPTION OF SERVICE 

Circle all applicable services. 

TOTAL 
TIME 

SPENT 

SS/HS 

 
Monday 

POST Coord.   POST Referrals     POST Mtg.     SOS Mtg.   Tertiary Planning   Tertiary Mtg.  
Office Work    Data    Project Success   DFA Planning    DFA Mtg.    POP/AHS    POP/AMS    
Student Contact    Parent Contact        Other: 
 

  

 
Tuesday 

POST Coord.   POST Referrals     POST Mtg.     SOS Mtg.   Tertiary Planning   Tertiary Mtg.  
Office Work    Data    Project Success   DFA Planning    DFA Mtg.    POP/AHS    POP/AMS    
Student Contact    Parent Contact        Other: 
 

  

 
Wednesday 

POST Coord.   POST Referrals     POST Mtg.     SOS Mtg.   Tertiary Planning   Tertiary Mtg.  
Office Work    Data    Project Success   DFA Planning    DFA Mtg.    POP/AHS    POP/AMS    
Student Contact    Parent Contact        Other: 
 

  

 
Thursday 

POST Coord.   POST Referrals     POST Mtg.     SOS Mtg.   Tertiary Planning   Tertiary Mtg.  
Office Work    Data    Project Success   DFA Planning    DFA Mtg.    POP/AHS    POP/AMS    
Student Contact    Parent Contact        Other: 
 

  

 
Friday 

POST Coord.   POST Referrals     POST Mtg.     SOS Mtg.   Tertiary Planning   Tertiary Mtg.  
Office Work    Data    Project Success   DFA Planning    DFA Mtg.    POP/AHS    POP/AMS    
Student Contact    Parent Contact        Other: 
 

  

 Accumulative Time Spent This Week  
 

 

 Time Carried Forward From Previous Week 
 

 
 

 

 Total For Both  
 

 

 Year To Date 
 
Signature:  _____________________________________________ 
 
Signature:  ______________________________________________ 
 
Signature:  ____________________________________________ 
 

 
 

______ 
 
 

 
 

_____ 

 


