ToWe Project - Time Sheet 
	Project:
	2015-1-UK01-KA201-013431

	Institution:
	Kingston University

	Period:
	September 2017 –February 2018

	Name of the employee
	Helen Sutherland

	Category of Staff
	Researcher, Teacher/Trainer  


	Date
	Activity – Intellectual Output
	Hour

	4.9.17
	IO2 – work on website
IO3 – work on IO
	2.50
5.0

	12.9.17
	IO3 – work on IO
	7.5

	14.9.17
	IO2 – updating with E1 information
IO3 – work on IO meeting with Alison
	2.50
5.00

	26.9.17
	IO2 – work on website
	3:00

	26.9.17
	IO3 – work on IO
	5:00

	28.9.17
	IO7 –FG2 transcript checking
	7.50

	2-3.10.17
	IO3-work on IO3
	15

	16.10.17
	IO2-work on website
	4:50

	19.10.17
	IO7-RS checking transcript
	5.00

	26.10.17
	IO7-RS checking transcript and writing summary
	7.5

	30.10.17
	IO3 – Information and material
	7.5

	31.10.17
	IO7-RS checking transcript and writing summary
	7.5

	6-7.11.17
	IO7-RS checking transcript and writing summary
	15

	13.11.17
	IO7-FG3-checking summary
	7.5

	14.11.17
	IO3-working on IO
	7.5

	20.11.17
	IO3 - content 

IO4 - content

IO5 - content

IO6 – content
IO2- up date
	3.5
1.0

1.0

1.0

1.0

	21.11.17
	IO3- work on 
IO2-working on website
	5.0
2.5

	22.11.17
	IO2-website E1 programme
	5.5

	23.11.17
	IO3- material
	5.0

	24.11.17
	IO1-content and checking
	3.0

	27.11.17
	IO7-Skype meeting with Yngve
	1.0

	27-28..11.17
	IO6-Preparation
	14

	29.11.17
	IO1-content and checking

IO3- Material
	1.5

2.5

	30.11.17
	Meeting with setting partner to check on progress of IO3, 4, 5, 6 = 0.75 (45 minutes each)
	3.0

	30.11.17
	IO1-content and checking
	4.5

	6.12.17
	IO6- review
	5.00

	7.12.17
	IO6- review
	7.5

	11.12.17
	IO3 follow up from meeting and material
	7.5

	12.12.17
	IO6 – Meeting with SP about their presentations on IO6
IO6- review
	3.00
4.5

	13.12.17
	IO3 – Presentation prep

IO2-website review
	3.00

3.00

	18.12.17
	IO3-Poster prep
IO2-web page checking as not all links working
	6.5
1.00

	3.1.18
	IO3 meeting with Yasmin
IO3- prep

IO2 – emails - Job Shadowing article for ToWe website
	2.00
2.00

2.50

	4.1.18
	Strategies for IO3 and poster 
IO2 – emails - Job Shadowing article for ToWe website 
	6.50
1.00

	8.1.18
	IO7 – Skype call re: output
IO7 – working on information
	1:00
6:50

	9.1.18
	IO3 – review
	7.50

	10.1.18
	IO3 – support
IO4 –Support

IO5 – Support

IO6- support 
	0.75
0.75

0.75

0.75

	15.1.18
	IO3 – material
	7.5

	18.1.18
	IO3 – material
	7.5

	23.1.18
	IO3 reviewing and editing
	2.0

	29.1.18
	IO3 reviewing and editing
	7.5

	30.1.18
	IO3 following up on materials
	3.0

	5.2.18
	IO3 strategies
IO4 strategies
	2.0
1.5

	6.2.18
	IO3 materials
	6.0

	7.2.18
	IO3 presentation
	4.0

	8.2.18
	IO3 strategies 

IO4 strategies

IO5 strategies

IO6 strategies
	3.0
1.5

1.5

1.5

	9.2.18
	IO5 formatting
IO3-strategies
	2.0
2.0

	12.2.18
	IO3 strategies
	5.0

	19.2.18
	IO3 –photos and strategies
IO4 -  photos and strategies
	3.5
3.5

	20.2.18
	IO2-Website review

IO3 – presentation with Yasmin 

IO3- presentat6ion amendments
	3.0

2.0

2.0

	23.2.18
	IO3- photos and strategies

IO5 –  photos and strategies
IO6 -  photos and strategies
	2.0
2.0

2.0

	26.2.18
	IO3 –  photos and strategies

IO5 –  photos and strategies

IO6 -  photos and strategies
	2.5
2.5

2.5

	28.2.18
	IO7- presentation
	5.0

	
	                                                                                          Total hours
	IO1 = 9 hours
IO2 = 32 hours

IO3 = 166.5 hours

IO4 = 9 hours

IO5 =  10.5 hours

IO6 = 42.5 hours

IO7 = 56 hours

	7 ½ hours = 1 day
	                                                                                            Total days
	IO1 = 1.2 days
IO2 = 4.13 days

IO3 = 22.2 days

IO4 = 1.2 days

IO5 = 1.4 days

IO6 = 5.6 days

IO7 = 7.5 days


	Date
	1.3.18
	Signature (employee)
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	Date 
	1.3.18
	Signature (employer)
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