Competency:  Read and fill out a time card for work

	Lesson Overview:  The purpose of this lesson is to teach students how to read and fill out a time card for work.  Optional activities in this lesson also include information on other methods that employers use to record time.

This lesson plan includes:

1. Time Card Vocabulary
2. Time Card Vocabulary Matching
3. Time Card Word Search
4. Time Card Crossword Puzzle
5. Completed Sample Time Sheet
6. Sample Time Sheet #1

7. Sample Time Sheet #2

8. Time Card Dialogue
9. Time Card Vocabulary Flash Cards
10. Scrabble Tiles
11. Referenced text and materials



	Approximate Time: 2 Hours



	Prerequisite Skills:  Students must be able to read and write sentences, understand how to tell time, know the months of the year, know the days of the week, and be able to understand how to write dates.  The student must also be able to provide his/her name, address, phone number, social security number, and signature.
Prerequisite Vocabulary:

accepted

address

business

date

month

name

phone number

rest

school

social security number

total

work

year




	Vocabulary: 







employee(s)

employer(s)

holiday pay

hour(s)

overtime

pay

sick leave

time card(s)/ time sheet(s)

time off

vacation(s)

Optional Vocabulary:

clock in 

clock out

bar code(s)

badge(s)



	Materials Needed:  White board or flip chart, erasable markers, handouts, time sheets from area employers (optional), badge with barcode (optional), Scrabble tiles (optional), and prizes (optional).


	Equipment Needed: none



	Activities:

1. Have the new vocabulary words written on the board when the students arrive for class.  

2. Explain the purpose of the lesson.  Explain to the students the importance of knowing how to read and fill out time cards/time sheets.  Explain also that not all companies/businesses require their employees to fill out time sheets.  Some use other methods of reporting time. 

3. Introduce new vocabulary.

a. Give students Time Card Vocabulary.

b. Pronounce the new vocabulary words one at a time and have the students repeat the words in unison.

c. Pronounce the new vocabulary words one at a time and ask individual students to repeat the word.  Repeat until the students can pronounce the words well.

d. Give students Time Card Vocabulary Matching.  After the students have completed the handout review answers orally.

4. Give students Time Card Word Search.  Use the answer key to check students' work.  These worksheets were made with Wordsheets 5.0 software available at www.qualint.com.  There is a free demonstration version that allows 10 printings.  After that, the software must be purchased.
5. Give students Time Card Crossword Puzzle.  Use the answer key to check students' work.  These worksheets were made with Wordsheets 5.0 software available at www.qualint.com.  There is a free demonstration version that allows 10 printings.  After that, the software must be purchased.
6. Give each student the Completed Sample Time Sheet.  Explain how each section of this time sheet is completed.  Ask students questions about the time sheet.  (Ex.  How many hours did Julia work on April 8th?  How many total hours did Julia work?  Does Julia work on Sundays?  Saturdays? etc.)

7. Give each student Sample Time Sheet #1.  Have each student fill out the time sheet with the hours that he/she spends in class.  Have each student fill out his/her full name, complete address, social security number (if he/she has one), and signature.  Give each student a copy of a current monthly calendar or use a large monthly calendar that all of the students can see.  Show the students on the board how to fill out each date on the time sheet. Then have the students write down the hours that he/she spends in class on the appropriate days.  Check each student's work.  Make sure that all of the information is completed correctly.

8. Bring sample time cards/time sheets to class for students to see.  

9. Give each student Sample Time Sheet #2.  Have each student fill out the time sheet with the hours that he/she worked the month before.  If a student does not have a job, then have that student fill out the time sheet with the hours he/she worked per day/week on his/her last job.  Check each student's work.  Ask questions about the time sheet.  For example:  How many hours did you work total last month?  How many hours did you work during the second week of the month?  Did you work on Sundays? Saturdays?  What hours did you work on a certain day? etc.

10. Have students practice the Time Card Dialogue .  You can have them do this in pairs at their seats, in pairs at the front of the room, or both.  Repeat as necessary.  The teacher can also participate by reading the script of one of the students.



	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.
2. Evaluation of completed worksheets/handouts.


	Follow-up Activities:

1. Use Time Card Vocabulary Flashcards for further vocabulary practice. You may also have the students make up their own flashcards on 3” X 5” index cards.

2. Students can practice writing sentences using the vocabulary.
3. Explain to the students that some employers do not use time cards/time sheets.  Instead these employers use a time clock or an electronic device where the employee would clock in and clock out using an ID badge with a barcode or another small plastic identification card.  Show students a sample ID Badge.  Ask each student how he/she reports time at work. 

4. The Oxford Picture Dictionary, by Oxford University Press, “A Factory”, page 146.  Point out a time clock.  Explain what "clock in/punch in" and "clock out/punch out" mean.  Explain that some companies have employees use a time clock and punch in and out instead of using a paper time sheet. 

5. Work Place Words, Remedia Publications, “At Work,” pages 17 - 20.   This reproducible book has vocabulary exercises containing words associated with time cards.
6. Ask local companies for samples of their time cards/time sheets.  Show these to the students and explain any additional information on these time sheets that may not have been already covered.  Make copies of some of the time sheets and give students time to practice filling out different kinds of time sheets.

7. Game:  Put students in groups of three or four and provide each group with Scrabble tiles.  Call out one of the vocabulary words.  The first team to correctly spell that word gets a point.  After you have gone through all of the vocabulary words, call out the definitions.  The group must spell the word that matches the definition.  You may want to give the team with the most points a prize.
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