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	Workload Duty
	1Data Collection Method.
	Average time in minutes.
	Specify time frame.
	Number of times duty occurs within 4 week period of time.
	2Total amount of time.

	Direct services (student groups)-         level and frequency of services
	
	
	
	
	

	Indirect services (student groups)-       level and frequency of services
	
	
	
	
	

	School duties
	
	
	
	
	

	Staff meetings
	
	
	
	
	

	Professional development
	
	
	
	
	

	Supervision
	
	
	
	
	

	Travel/transitions
	
	
	
	
	

	Screening
	
	
	
	
	

	Assessment
	
	
	
	
	

	Evaluation
	
	
	
	
	

	Progress documentation and reporting
	
	
	
	
	

	Secondary transition service planning
	
	
	
	
	

	Conferences pertaining to individual students
	
	
	
	
	

	Consultation pertaining to individual students
	
	
	
	
	

	Documentation for individual students
	
	
	
	
	

	Third party billing requirements
	
	
	
	
	

	Time needed for planning (at least 200 hundred minutes per week for FTE)
	
	
	
	
	

	Other: 
	


	
	
	
	

	Other:
	


	
	
	
	

	Other: 
	


	
	
	
	

	Other: 
	


	
	
	
	

	Total Amount 
of Time Per 4 Week Period of Time 
	


1Data Collection Methods: a. review of IEPs or plans, b. time study, c. review of workload records, d. contractually determined, and/or e. other ______________. 
2Where appropriate, consider workload reducing strategies to decrease the total amount of time needed to complete each duty. 
