school counselor
use of time
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track your time in under 3 minutes a day!




Fast Facts

« Google Sheets ™ Use of Time Tracker allows you to track use of
time from August 2025 through June 2026

Monthly (and semesterly) summaries and pie charts are

automatically generated by task and by ASCA category

Tasks are customizable on the master

task list

Free yearly updates are included

(updated link will be available in May of

each year for the following school year)



tracking time, made easy!
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Step 2
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Step 3:
Let this tool
MONTHLY TOTALS Monthly Totals By Task do the work

master Task List Time Total
Clossroom Lessonis)

== R for you in

Student Check-In

Responsive Call -
S creatin
Consultation/Colloboration
Student Support Meetings
Support Coardination .
For g Fespeniiies — easy to
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Mon-School Counselin: S h G r e

Direct Student Services: Other
Monthly Totals By ASCA Category

Indirect Student Services: Other Indiract Student Serv... g ro p I I S

Program Planning + Support: Other

Non-School Counseling Tasks: Other
Monthly Total Hours
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what's included in the summary?

' SEMESTER SUMMARY

By Task = e
Shows total time i p—— \\
spent on all tasks

for that semester

ly Totals by ASCA Category
Time Total
75:30
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what's included in the summary?

 SEMESTER SUMMARY

By ASCA =
Category | | | i
Shows time = ;

spent on direct,
iIndirect, program
planning &
school support,
and non-school
counseling tasks




Use tasks already included and add your
ownhn to align with your counselor role!

MASTER TASK LIST

Clossroom Lesson(s)

_ Group Counseling

Student Check-In

Responsive Call

Parent/Guardian Contact

'Consultation/Collaboration

Student Support Meetings

Support Coordination

Fair-Share Responsibilities

Professional Development

Non-School Counseling Tasks

Direct Student Services: Other

Indirect Student Services: Other

Program Planning + Support: Other

Custom Category: Direct Student Services

Customn Category: Direct Student Services

Customn Category: Indirect Student Services

Custom Category: Indirect Student Services

Custom Category: Program Planning and School Support

Custom Category: Program Planning and School Support




Internet acting up? Use the print
and go version as a backup!

thursday

task
direct student services

indirect student services

program planning and school support

non-school counseling tasks m"ohoelaoununnsmlu -




Hi, 'm Sara! At The Responsive Counselor, we create

resources for school counselors, child therapists, and

teachers that improve social emotional learning and
help students be their best selves. Our focus is creating
resources that are effective (using research-based best
practices) and engaging (through collaborative
learning and relevant scenarios) for students.

I'm a former school counselor from

B.A.from Michigan State a large southeastern school district

University

- Y witha wonderfully diverse group of
ko Psychology and Anthropology g students. | created and
— . . . iImplemented a data-based
E M.S. from Vanderbilt University &) comprehensive school counseling A
Q CommUhlty, ReseGrCh, Olhd Action .; program while he|p|ng classroom
teachers and administrators
— T D .
= M.Ed. From Vanderbilt University @), implement schoolwide SEL and
5 Human Development Counseling: A restorative practices. Now, | share L
School Counseling & Mentall @) My ideas and resources to reach
Health students and help educators across

the world!

let’s connect: @ o @


https://www.instagram.com/theresponsivecounselor/
https://www.pinterest.com/ohlookitssara/school-counseling-ideas/
mailto:sara@theresponsivecounselor.com
https://www.facebook.com/TheResponsiveCounselor/
https://theresponsivecounselor.com/
https://www.instagram.com/theresponsivecounselor/
https://www.pinterest.com/ohlookitssara/school-counseling-ideas/
mailto:sara@theresponsivecounselor.com
https://www.facebook.com/TheResponsiveCounselor/
https://theresponsivecounselor.com/
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