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Fill out a time sheet
This task covers ASCF Reading at level 1-2 or Oral Communication 1-2, Numeracy 1-2. 
Industry coverage
This is an aged care task, but it could work across any industry where times need to be recorded. 
Instructions to assessor
This task requires the candidate to:
(i) Part A – Read and interpret the information on the time sheet
(ii) Read and write answers to questions based on the information included on the time sheet 
(iii) Part B – Interpret information to complete the information on the time sheet.

The text for this task is quite challenging for low level candidates, so it is important to provide significant support so that they can complete the task successfully. 

ACSF mapping
	Question
	ACSF skill level indicator
	Aspects of Communication

	Part A
1
2-5
6
7
8
	
2.04
1.04
2.09  2.10
1.04
2.04
	Procedural, Systems

	Part B
	2.04 2.09 2.10
	Procedural, Systems
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Fill out a time sheet
Part A
Devlin DeSuza has recorded the hours she has worked over five days on the following time sheet.

Read the time sheet and answer the questions that follow.

	Watson Aged Care Centre 			TIME SHEET
	Employee name:   Devlin DeSuza
	Week starting:   10 August, 2010

	Employee number:  4021
	Job role:  Casual carer



	Date
	Start time
	End time
	Regular hours
	Overtime hours

	10 August
	9.00am
	12.00 noon
	3
	

	11 August
	9.00am
	1.00pm
	4
	

	12 August
	9.00am
	12.00 noon
	3
	

	13 August
	1.00pm
	4.00pm
	3
	

	16 August
	5.00pm
	7.30pm
	
	2.5

	17 August
	
	
	
	

	18 August
	
	
	
	

	19 August
	
	
	
	

	20 August
	
	
	
	

	21 August
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	TOTAL HOURS
	
	



	Employee signature:  Devlin DeSuza
	Date:   21 August 2010

	Supervisor signature:  Sandra Webb
	Date:  21 August 2010












1. What is Devlin DeSuza’s role?
	
2. What is Devlin’s employee number?
	
3. What time did Devlin start work on 10 August?
	
4. How many hours did Devlin work on 12 August?
	
5. Were the hours worked on 13 August regular hours or overtime hours?
	
6. How many regular hours did Devlin work over the period 10-16 August?
	
7. How many overtime hours did Devlin work in that time?
	
8. Who is Devlin’s supervisor?
	




Part B
Now complete the time sheet, using the information below. Note that all hours worked between 9am and 5pm are regular hours. All hours worked outside those times are overtime hours.
On 17 August, Devlin started work at 9.30am and finished at 1pm.
On 18, 19 and 20 August, Devlin started work at 2pm and worked until 5.30pm.
The following day, Devlin started work at 8.30am and finished at 1pm.

Answer the following questions.
9. How many regular hours did Devlin work for the period 10-21 August?
	
10. How many overtime hours did Devlin work for that period?
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