UNIVERSITY OF TECHNOLOGY, JAMAICA

FACULTY OF education and liberal studies 
SCHOOL OF technical and vocational education 
Work Experience/Co-operative Education Programme

Employers’ Final Performance Evaluation Form 
This evaluation is designed to assist in your assessment of the Work Experience (Co-operative Education/Co-op Ed) student’s performance while under your supervision.  The evaluation is used as a tool to provide the student with valuable information in order to improve and strengthen necessary skills.  You are encouraged to discuss this evaluation with the student before the completed form is returned to the School’s Work Experience (Co-op Ed) 
Co-ordinator.
The student’s grade is based on your evaluation of his/her skills, personal qualities, interpersonal relations and attitude.  Please respond to the following and add your comments where appropriate. The evaluation should be typewritten or completed in pen. If a correction is deemed necessary, both supervisor and student should initial the change.

	Student’s Name: 
	Host Organization: 

	Host Organization’s Address:

	Site Supervisor’s Name : 
	Site Supervisor’s Telephone Contact: 

	Site Supervisor’s Position:
	Duration of attachment: __________ to ________

Total number of hours worked: 

	School’s Work Experience(Co-op Ed) Co-ordinator: 
Mr. Courtney Palmer 
	Student’s Telephone Contact: 


Please assign a numeric grade using the 1- 5 scale to score each of the following core competencies and specific outcomes.
Student Grading:

5. Greatly exceeds expectations of performance

4. Meeting expectations of performance

3. Nearly meets expectations of performance – some refinement needed

2. Needs improvement to meet expectations of performance

1. Unsatisfactory – level of performance is well below expectations
 N/A  
Not applicable
SECTION A

Universal Core Competencies

	Communication – Writing
	Uses proper grammar and punctuation; uses appropriate level of language
	     

	Communication – Verbal
	Uses professional language, articulates clearly and concisely
	     

	Communication – Listening
	Processes verbal information well; asks for clarification when appropriate
	     

	Interpersonal
	Interacts appropriately with others; uses appropriate tone and body language to address and dialogue with colleagues, clients and management
	     

	Computer/Technical
	Utilizes basic technology, including word processing, spreadsheet, database and presentation software
	     

	Organizational
	Arranges professional materials for efficient access and use
	     

	Time Management
	Arranges personal and professional time constraints to readily meet work requirements and deadlines
	     

	Problem Solving
	Assesses, analyzes and recommends solutions to all levels of workplace problems
	     

	Analytical
	Assesses information from a variety of perspectives to determine most pertinent data
	     

	Leadership
	Demonstrates through thought and action the ability to bring self and others towards an identified goal
	     


Host Organization-Specific Outcomes

	Met the host organization’s expectation for Attendance & Punctuality
	     

	Met the host organization’s expectation for the Quantity of work produced
	     

	Met the host organization’s expectation for the Quality of work produced
	     

	Demonstrated an understanding and respect for the Structure and Culture of the host organization
	     

	Developed a Network of professionals within the host organization
	     


SECTION B

Performance Particulars
Describe briefly the nature of the jobs/projects that the student was assigned.
	

	

	

	

	


What are the three (3) strongest characteristics of this student’s performance?

	1.

	2.

	3.


What areas of the student’s performance should be improved?

	1.

	2.

	3.


Please complete the appropriate areas below:

Site Supervisor’s signature: _________________________________________Date:_________________

Student’s Signature: ________________________________________________Date:_________________

Affix company stamp here

Please place this evaluation in a sealed envelope and address to:

Work Experience (Co-op Ed) Co-ordinator

School of Technical and Vocational Education 
University of Technology, Jamaica

237 Old Hope Road (6)
This may be given to student for return to School Co-ordinator.
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