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Your caseload and weekly time log
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All educators and learner records are fictional training examples.

Your practice checklist

Record actual work only. Do not duplicate an entry to hide a correction. Ask the school or institution to resolve a missing

or incorrect caseload before entering time.

Pause the lesson and practice one step at a time. | Family World School | A4

Choose Institutions and time, then Your weekly time log. Check the institution, assigned learner

and caseload dates.

1

Select Week starting Monday. Enter a Date of work within the assignment dates and the whole

Minutes actually worked.

2

Add a short Work note. Click Save draft and check the saved learner, date, minutes and note.3

Review all draft entries for that institution and week. Click Submit week for approval and confirm

Submitted.

4

Submitted entries are locked during review. If rejected, read the reason, use Edit entry, correct

and resubmit. Approved entries remain locked.

5

Keep class attendance separate from logged work. School approval and CSV export do not

confirm payment.
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