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Minnesota Family Investment Program (MFIP) Education Activity Log
PARTICIPANT NAME MONTH YEAR

CASE NUMBER SCHOOL NAME

SCHOOL REPRESENTATIVE/JOB COUNSELOR NAME REPRESENTATIVE/COUNSELOR PHONE

Indicate the number of total hours attended per day

Week 
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/

Monday

/
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/
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/
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/

Friday

/

Saturday

/
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weekly 
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/

Wednesday
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/
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SCHOOL REPRESENTATIVE/SUPERVISING EMPLOYMENT COUNSELOR SIGNATURE DATE

PARTICIPANT SIGNATURE COUNSELOR NAME
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Supervising education activity
For adult students (18 years or older) the following people can supervise an education activity and can sign the 
education log acknowledging supervision of attendance and study time:

• A person employed by or stationed at the institution, including but not limited to course instructors, student 
advisors or attendance office personnel. If a school representative is fulfilling the daily supervision requirements, 
that person may sign for all classes at that school.

• An employment counselor who maintains regular monthly contact by phone, in-person or electronic 
communication, and who confirms the participant’s progress by receiving the quarterly or semester grades.

For teen parents (17 and younger) attending high school or GED, a representative from the school must supervise 
the activity. This log may be used to document participation hours or a document the school provides.

Study time calculation and documentation
 1. Study time: A statement from the school must be on file specifying the amount of study time that is required or  

advised for the student’s program of study in order to allow any documented study time.

 2. Unsupervised study time:  Allow up to one hour per class time hour of unsupervised study time with a study 
time statement from the school.

 3. Supervised study time: Study time that exceeds one hour per class time hour must be supervised and verified 
with a signature of the supervising individual.

 4. Total unsupervised and supervised study time cannot exceed the amount of time advised by the school.

Documenting online class time
Count online and distance learning programs if one of the following is true:

Option 1: The training program can provide reports that document the actual log-in and log-out times the 
participant accesses the online program (a supervisor’s signature is not needed).

Option 2: The online or distance training program is conducted in a supervised setting where the course instructor 
or another responsible person oversees the participant’s course work and progress and signs the log. 

Option 3: For adult students 18 years or older, the supervision may be an employment counselor who maintains 
regular contact and confirms the participant’s progress by receiving quarterly or semester grades and 
signs the log. 

Calculating online class hours
Count one class hour per credit hour. For example, for a four credit class, allow four hours per week of class time. Use 
the participant’s class schedule to determine the number of credits per class.

Completing this log
This form meets work participation rate requirements for documentation when:

• All the fields on the form are complete

• The rules for study time are followed

• The participant and the person supervising the activity signed the form. 

For more information, see Appendix E in the Employment Services Manual.
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Minnesota Family Investment Program (MFIP) Education Activity Log
Indicate the number of total hours attended per day
Week one
Hours in class
Study hours
Sunday
/
Monday
/
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/
Friday
/
Saturday
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Total weekly hours
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Hours in class
Study hours
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/
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/
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/
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/
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/
Total weekly hours
Week five
Hours in class
Study hours
Sunday
/
Monday
/
Tuesday
/
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/
Thursday
/
Friday
/
Saturday
/
Total weekly hours
SCHOOL REPRESENTATIVE/SUPERVISING EMPLOYMENT COUNSELOR SIGNATURE
PARTICIPANT SIGNATURE
Supervising education activity
For adult students (18 years or older) the following people can supervise an education activity and can sign the education log acknowledging supervision of attendance and study time:
•         A person employed by or stationed at the institution, including but not limited to course instructors, student advisors or attendance office personnel. If a school representative is fulfilling the daily supervision requirements, that person may sign for all classes at that school.
•         An employment counselor who maintains regular monthly contact by phone, in-person or electronic communication, and who confirms the participant’s progress by receiving the quarterly or semester grades.
For teen parents (17 and younger) attending high school or GED, a representative from the school must supervise the activity. This log may be used to document participation hours or a document the school provides.
Study time calculation and documentation
         1.         Study time: A statement from the school must be on file specifying the amount of study time that is required or  advised for the student’s program of study in order to allow any documented study time.
         2.         Unsupervised study time:  Allow up to one hour per class time hour of unsupervised study time with a study time statement from the school.
         3.         Supervised study time: Study time that exceeds one hour per class time hour must be supervised and verified with a signature of the supervising individual.
         4.         Total unsupervised and supervised study time cannot exceed the amount of time advised by the school.
Documenting online class time
Count online and distance learning programs if one of the following is true:
Option 1:         The training program can provide reports that document the actual log-in and log-out times the participant accesses the online program (a supervisor’s signature is not needed).
Option 2:         The online or distance training program is conducted in a supervised setting where the course instructor or another responsible person oversees the participant’s course work and progress and signs the log. 
Option 3:         For adult students 18 years or older, the supervision may be an employment counselor who maintains regular contact and confirms the participant’s progress by receiving quarterly or semester grades and signs the log. 
Calculating online class hours
Count one class hour per credit hour. For example, for a four credit class, allow four hours per week of class time. Use the participant’s class schedule to determine the number of credits per class.
Completing this log
This form meets work participation rate requirements for documentation when:
•         All the fields on the form are complete
•         The rules for study time are followed
•         The participant and the person supervising the activity signed the form. 
For more information, see Appendix E in the Employment Services Manual.
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