Ministry Time-sheet

The following is a tool for helping you reflect on how you actually spend your time in ministry. It does not pre-suppose any ‘right or wrong’ use of time, either in what you are doing or how long you are doing it for. It is not intended to be an exact or rigid tool but just a means of revealing some trends in a more objective way than just guess-work. Because every week is different in ministry, then obviously the more weeks you can fill in, the better overall picture you will get. It certainly would be good to do at least a couple of weeks in the run-up to your review, and a month would be even better. If you are aware of anything major being missed out, you can adjust accordingly when you fill in section B of the review material. This sheet is analytical not prescriptive and is simply a way of assessing whether what you do in ministry reflects the hopes and expectations that you bring to different aspects of ministry.
To fill the table in, put the number corresponding to the ministerial task from section B of the questionnaire in the box for each time.

You might like to have an all-embracing letter like F to denote ‘free time’ for everything else  - relaxing, eating, sleeping, domestic chores etc. unless you want to analyse those as well! Of course sometimes there will be overlap – and I’m thinking of a meal which is also a pastoral conversation, rather than falling asleep in a meeting! The main thing is to use the tool creatively. 
Having filled in the sheet for as many weeks as possible, you then need to transfer these to the box on your review sheet section B

A. Add up the hours spent on each category

	                Category
	A. Number of hours
	C. No. of hours divided 

by total hours
	D. Multiply by 40.

	1. Spiritual resourcing
	
	
	

	2. Theological and ministerial resourcing
	
	
	

	3. Leading worship
	
	
	

	4a. Mission and community
	
	
	

	4b Occasional offices
	
	
	

	4c Evangelism
	
	
	

	5. Children and young people
	
	
	

	6. Educational
	
	
	

	7. Pastoral
	
	
	

	8. Parish Organisation
	
	
	

	9. Other
	
	
	

	                        B Total hours
	
	
	


B. Add up total hours

C. Divide the number of hours for each individual category (A)  by total hours (B) and put in column C. 

D Multiply by 40 and then transfer amounts to your MDR form.


          

	Time
	     Monday 
	     Tuesday
	   Wednesday
	     Thursday
	         Friday 
	      Saturday
	        Sunday 

	7.00am
	
	
	
	
	
	
	

	7.30
	
	
	
	
	
	
	

	8.00
	
	
	
	
	
	
	

	8.30
	
	
	
	
	
	
	

	9.00
	
	
	
	
	
	
	

	9.30
	
	
	
	
	
	
	

	10.00
	
	
	
	
	
	
	

	10.30
	
	
	
	
	
	
	

	11.00
	
	
	
	
	
	
	

	11.30
	
	
	
	
	
	
	

	12noon
	
	
	
	
	
	
	

	12.30
	
	
	
	
	
	
	

	13.00
	
	
	
	
	
	
	

	13.30
	
	
	
	
	
	
	

	14.00
	
	
	
	
	
	
	

	14.30
	
	
	
	
	
	
	

	15.00
	
	
	
	
	
	
	

	15.30
	
	
	
	
	
	
	

	16.00
	
	
	
	
	
	
	

	16.30
	
	
	
	
	
	
	

	17.00
	
	
	
	
	
	
	

	17.30
	
	
	
	
	
	
	

	18.00
	
	
	
	
	
	
	

	18.30
	
	
	
	
	
	
	

	19.00
	
	
	
	
	
	
	

	19.30
	
	
	
	
	
	
	

	20.00
	
	
	
	
	
	
	

	20.30
	
	
	
	
	
	
	

	21.00
	
	
	
	
	
	
	

	21.30
	
	
	
	
	
	
	

	22.00
	
	
	
	
	
	
	

	22.30
	
	
	
	
	
	
	


