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	Assessment Method
	Evidence Ref.
Page number, Method
	Assessor Decision
Sign and Date

	You must be able to: 

	1 Know how to manage their time in a place of work.

	1.1 Identify ways in which people can manage their time in a place of work.
	
	
	

	1.2 Identify systems and processes which help employees manage their time in the place of work.
	
	
	

	1.3 Identify who to contact if they are late for or absent from work.
	
	
	

	2 Be able to demonstrate time management skills in a place of work.

	2.1 Use time management systems and processes appropriately to document the time they have spent working.
	
	
	

	2.2 Take breaks at appropriate points.
	
	
	

	2.3 Agree their work for the day with an appropriate person.
	
	
	

	2.4 Complete agreed activities within the timescales provided.
	
	
	


Learner declaration of authenticity:
I declare that the work presented for this unit is entirely my own work.


Learner signature:							Date:







Assessor sign off of completed unit:
I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 


Assessor name:


Signature:								Date:
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