Time Study Instructions

1.  Prepare a time study for each staff position.  This determines what services are being provided by each individual. 

2. The time studies needs to done for a minimum of two (2) weeks for each staff position.

3. Each staff position has a total of ten (10) daily time studies, one for each day of the week (M-F).
a. Each employee must check off in fifteen (15) minute increments the service being provided (i.e. transportation, congregate meals, home delivered, etc.).
b. Add total for each service for each day.
c. Add totals for all ten (10) days. 

4. Prepare a time study summary for each staff position (employee).
a. Carry the total forward from the individual time study for each staff position (employee) to the individual summary.
b. Add totals on the individual summary by service.
c. Divide the total of each service column by the grand total.



















				
