Leo Hayes Co-operative Education 
Weekly Log Sheet


Student:  _Student Name____________________Week/Log #:  1__  
Company:  Name of Workplace 
	Date (dd/mm) and Hours
	Activities & Observations

	Monday 24/10/18
Arrive: 1:40 PM
Leave: 3:35 PM

hours:  1.75
	

	Tuesday 25/10
Arrive: 1:25 Pm
Leave: 3:30 Pm
hours:  2.0 
	Today my Supervisor, Mark Jennings, had the Receptionist Julie Renolds teach me the proper method for answering the phones and do filing.

I answered about 30 calls and wrote messages for the staff members who were busy.

I also learned the procedure for scheduling appointments using Microsoft Outlook.

	Wednesday 26/10
Arrive: 1:15 Pm
Leave:3:45 Pm
hours:  2.5
	Today I learned to call clients and schedule appointments.

I called about 20 clients and booked 12 appointments for the following weeks.

I also learned how to schedule appointments for the manager using Outlook.

	Thursday 27/10
Arrive: 1:17 Pm
Leave: 3:40 Pm 
hours:  2.25
	Today the manager was out, and I worked with one of the clerks in the warehouse.  I learned how to do shipping, receiving, and general warehousing.  It is a bigger job than I thought.

	Friday 28/10
Arrive: ________
Leave: ________
hours:  __________
	IN-Class Day –

	**Total hours this week: 9
Total hours from previous sheet:  0
Total hours to date in placement: 9
	Days absent this week  0
Please justify on your log day(s) why you were absent.
Total days absent to date:   0

	Supervisor’s Signature: Signature of Supervisor_________________________ 
Employer Comments: _____________________________________________________________________________________
____________________________________________________________________________________________________


Student’s Signature:  Student Signature
Please identify and write about one experience at your work this week.  It should deal with a new experience or situation that you encountered.  Explain how you dealt with it , what you learned and clearly describe the outcome.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Log Sheets are due no later than the Tuesday of the following week.  ALL parts must be complete for full marks.
Days Worked	5/5


Information                  	5/5


Spelling /Neatness	1/1


Accounting of Hours   	2/2


Signature	2/2


Late (minus 1 per day)


Total                                                           15/15








Ensure there is writing in the space for each day.  Be specific about what you did – no reflection needed here.





Insert date and times in this manner:


Date: Day/Month/Year


Time – as started and ended.


Hrs Worked – rounded to nearest ¼ hour and placed in .25 format.








