University of Hawaii	HEMIS – LIFE‐II Staff’s Weekly Activity Report	Month & Year: 	Jan 2012 	
CTAHR/HNFAS/CES

Name: 	Aloha 	

Location: 	x to x 	

Title/Position 	LIFE‐II PA 	

FTE: 0.75 

Contact Activity Codes:   A = Workshop/classes		Non‐Contact Activity Codes:   D  = Staff Meeting/Training   E = Other (use notes  to clarify) B = Agency Relations	C = Food Pantry

	Date
	Contact
(Activity Code)
	Min worked
	Non‐Contact (Activity Code)
	Min worked
	
	Miscellaneous Hrs
	Daily Hrs
	Popul (Popul Code)
	EFNEP/ SNAP‐Ed
	Notes

	
	
	
	
	
	
	Vac
	Sick
	Hol
	
	
	
	
	

	
1/2/12
	
	
	
	
	
	
	6 H
	6 H
	
	
	Holiday

	
	
	
	
	
	
	
	
	
	
	
	

	
1/3/12
	B
	4.5 H
	
	
	
	
	
	4.5H
	A
	EFNEP
	Called Agency A to offer nutrition classes. Called agency B to set‐up meeting and schedules. Met with Agency C in person to schedule classes

	
	
	
	
	
	
	
	
	
	
	
	

	
1/4/12
	A
	3H
	E
	3.25H
	
	
	
	8.25
H
	A, S
	EFNEP
& SNAP‐
Ed
	Prepare materials & supplies for class with Agency X. Travel to and from Agency X to provide class. Provide class with Agency X. Paperwork for Agency X for today’s class and next class.  Cold call Agencies L, M, N, O, P.

	
	B
	2H
	
	
	
	
	
	
	
	
	

	
1/5/12
	
	
	D
	3H
	
	
	
	4.5H
	A
	EFNEP
	Meeting w/other Program Assistants for co‐teaching & preparation for nutrition class with Agency Y.

	
	
	
	E
	1.5H
	
	
	
	
	
	
	

	
1/6/12
	B
	0.75H
	E
	6H
	
	
	
	6.75
H
	A
	EFNEP
	Prepare paperwork for LIFE‐II meeting on 1/9/12 = HEMIS, mileage, agency contacts, client records, attendance sheets. Follow‐up with agencies regarding cold calls and classes.

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Totals
	Contact Min
	10.25H
	Non‐ Contact Min
	13.75 H
	V
	S
	H
6H
	Daily
30H
	
	
	


Minutes are used to eliminate confusion caused when using fractions of an hour in reporting time.	Population Codes:	A = Adult	S = Seniors	Y = Youth
Employee Signature & Date:   Aloha	1/6/12		Supervisor Signature & Date: ND or NK	1/6/12  	
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