UNIVERSITY OF TECHNOLOGY, JAMAICA

FACULTY OF education and liberal studies 

SCHOOL OF technical and vocational education 

Work Experience/Co-operative Education Programme 

(SUMMER & ADVANCED STUDENTS)
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 : 


	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: 

Miss Gelefer Bartley 
	Student’s Telephone Contact:

 


For Section A, please use the rubric below to rate the student’s work attitude, core skills and competencies.

Student Grading:

5. Greatly exceeded expectations of performance

4. Met expectations of performance

3. Nearly met expectations of performance – some refinement needed

2. Needed improvement to meet expectations of performance

1. Unsatisfactory – level of performance is well below expectations

     N/A  
Not applicable

SECTION A

	
	5
	4
	3
	2
	1
	N/A

	1.   GENERAL WORK ATTITUDES
	
	
	
	
	
	

	Readiness for work 

(Attendance & punctuality)
	
	
	
	
	
	

	Displayed willingness to / enthusiasm in completing assigned task
	
	
	
	
	
	

	Attitude towards instruction /Openness to constructive criticism 
	
	
	
	
	
	

	Willingness to do more than minimum

Requirements
	
	
	
	
	
	

	Demonstrated flexibility
	
	
	
	
	
	

	Willingness to assist 
	
	
	
	
	
	

	Displayed willingness to work with others
	
	
	
	
	
	

	Demonstrated an understanding and respect for the structure & culture of the host company 
	
	
	
	
	
	

	2.   PROFESSIONALISM
	
	
	
	
	
	

	Having a sense of mission (Goal-oriented)
	
	
	
	
	
	

	Organizational skills 
	
	
	
	
	
	

	Leadership skills
	
	
	
	
	
	

	Demonstrated initiative
	
	
	
	
	
	

	Followed-up with incomplete tasks
	
	
	
	
	
	

	Appropriately attired 
	
	
	
	
	
	

	Developed a network of professionals within the host organization
	
	
	
	
	
	

	
	
	
	
	
	
	

	3.    COMMUNICATION
	
	
	
	
	
	

	Articulated clearly in the verbal form
	
	
	
	
	
	

	Articulated clearly in the written form
	
	
	
	
	
	

	Processed verbal information well; asked for clarification when appropriate
	
	
	
	
	
	

	4.   JOB PERFORMANCE
	
	
	
	
	
	

	Attention to detail
	
	
	
	
	
	

	Ability to work under pressure 
	
	
	
	
	
	

	Ability to multi-task
	
	
	
	
	
	

	Time management skills
	
	
	
	
	
	

	Energy management
	
	
	
	
	
	

	Displayed adequate knowledge base
	
	
	
	
	
	

	Utilized appropriate knowledge (problem-solving skills)
	
	
	
	
	
	

	Analytical skills
	
	
	
	
	
	

	Technical / Computing Skills 
	
	
	
	
	
	

	Observed safety and hygiene practices
	
	
	
	
	
	


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.
