Time management tracking tool
	
	Communication

Giving or receiving: 

· Shift-to-shift report

· Transfer report

· Calling provider
	Patient assessment 

· Interviews

· Physical assessment

· Vital signs
	Direct patient care

· Dressing change

· IV site placement or DC

· Turning

· Ambulating

· Incentive spirometer  
	Medication administration

· Preparing medication

· Completing six rights
· Checking allergies

· Delivering medications
	Patient teaching

· Diagnosis

· Medication

· Treatments

· Equipment


	Documentation 

· Care plan

· Assessments

· Medication administration 

· Patient teaching 
	Break

· Rest break

· Meal break 
	Time wasters

· Gathering supplies

· Looking for equipment

· Waiting for supplies
	Comments 

	0700-0715
	
	
	
	
	
	
	
	
	

	0715-0730
	
	
	
	
	
	
	
	
	

	0730-0745
	
	
	
	
	
	
	
	
	

	0745-0800
	
	
	
	
	
	
	
	
	

	0800-0815
	
	
	
	
	
	
	
	
	

	0815-0900
	
	
	
	
	
	
	
	
	

	0900-0915
	
	
	
	
	
	
	
	
	

	0915-1000
	
	
	
	
	
	
	
	
	

	1000-1015
	
	
	
	
	
	
	
	
	

	1015-1030
	
	
	
	
	
	
	
	
	

	1030-1045
	
	
	
	
	
	
	
	
	

	1045-1100
	
	
	
	
	
	
	
	
	


