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Course:  On the Job 

Unit:  Work Basics

Lesson:  Completing a Time Sheet  

Competency Objectives:
The adult learner can complete a time sheet.

Suggested Criteria for Success:
The adult learner correctly completes sample work time sheets.

Suggested Vocabulary:
time sheet

hours


minutes

rate of pay

name of employee
dates

month


year


job title

week ending

date


shift

full time


part time


employment

supervisor

signature

absent

reason for absence
work schedule

coded time

Suggested Materials:
pens or pencils and paper 

chalk/marker and black/white board

sample time sheets

overhead projector and transparencies, if available

time clock (if available)

Suggested Resources:
 Sample time sheets obtained from local sources.  Your own community 

college is one possible resource.

 Any favorite or available Job Readiness and/or Job Search Workbooks, pamphlets, brochures, and handouts  Some material may need to be modified for ESL lessons.

 NCSOICC (North Carolina State Occupational Information Coordinating Committee) site has information at http://www.nccareers.org.  Click on Begin NC Careers.

 Resources available through your local Public Library, County, State, or Federal Employment Centers, JobLink Centers, Local Community College Career Centers, and Human Resources Development Programs.

 The Employment Security Commission of North Carolina at http://www.ncesc.com/.  Click on Individual Services.

Suggested Methods:
Discuss and define terminology related to lesson

Introduce sample time sheets and practice completion

Do task analysis

Group participation, discussion

Some Suggested Steps

Discuss/define the terminology associated with the lesson.  Introduce the time sheet’s purpose and its importance.  

Complete a time sheet correctly. (Use an overhead projector for this, if available.) 

Distribute sample time sheets for learners to complete.  (Time sheets may be obtained from local career development centers and agencies.)  Assign learners to small groups for practice completing the time sheets.  Ask learners to exchange their completed time sheets with other group members for review and correction.

Explain the consequences that errors on a time sheet may cause for employer and employee.  List and discuss the learner-identified errors and ask for suggestion to correct errors.

Assign learners to complete several sample time sheets and check for accuracy. 

If a time clock is available, demonstrate its usage.  Stress the employee’s responsibility to the employer regarding proper time keeping.  Explain the consequences of abuse.  
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