Using a Time Log to Categorize Provider Time Allocation

Evaluation/IEP Development (average = 20.49% of total billed time)
· Performing evaluations, including direct testing, record review, scoring and interpretation of standardized tests
· Documenting the evaluation results
· Documenting in the IEP
· IEP meeting time
· Treatment plan development
· Data collection for IEP goal attainment
· Progress reports

Direct Treatment
· Face-to-face time with student as per I-9 related services frequency, amount, duration

Student-Specific Consultation (average for combined Direct and Collaboration columns = 48.8% of total billed time)
· Non-face-to-face time spent consulting with school staff as per I-9 (related services, program modifications and supports, or supplementary aids and services)
· Parent meetings (conferences, phone consultations, etc.)
Travel (average = 2.6% of total billed time)
· Includes time both driving and getting in/out of buildings

Other (average = 27.9% of total billed time)
· Documenting direct and indirect services
· Prepping materials
· Setting up rooms/spaces 
· Cleaning up rooms/spaces
· Ordering materials/equipment
· Non-consultative emails (such as scheduling IEP’s, notifications for new evaluations, etc.) 
· Conversations with school staff not related to caseload or services specified on I-9
· Universal design activities
· School staff meetings or in-services
· Attending open houses
· Non-student specific conversations, education, team building with school staff
· Therapy team collaboration meetings (other district OT collaborating regarding district programs)
· Assistive technology or other school committee meetings
· Meetings with administrative staff regarding therapy service issues/concerns/requests

