DWIA SUMMER EMPLOYMENT PROGRAM
 FIRST WORKSITE SUPERVISOR EVALUATION OF PARTICIPANT 

	Participant’s Name: _______________________
Job Title: ___________________________

	Date Work
Experience Began: ______________________

	Worksite: _____________________________

City/Town: ___________________________
Phone #: ______________________________


	Work Experience Supervisor: _____________

_____________________________________

Title: ________________________________




The Delta Workforce Investment Area and ________________________________ would like to thank you for being a vital part of our Summer Employment Program. In agreeing to supervise and help our participant attain work readiness skills, you are performing a valuable service for both the participant and the community.  Thank you for sharing your time, work values, and expertise with our participant.   
Using a scale of “1” to “4”, please rate the student in the following areas:






       
  
      Needs
     Below
    Meets
   
   Exceeds







Improvement
Expectation
Expectation
Expectation
1.
Attendance
Reports to work at the appropriate time and place.
            1 
       2
                   3                      4
Notifies supervisor of absence.

         
            1   
       2
                   3                      4

2.
Punctuality
Notifies supervisor if going to be late.    
         
            1 
       2
                   3                      4

Arrives ready to work.
         
        

         
            1 
       2
                   3                      4    Has regular attendance.


         
            1 
       2
                   3                      4

 3.
Appearance
Dresses appropriately for the job.
         
         
            1 
       2
                   3                      4

Grooms neatly and appropriately.
         
         
            1 
       2
                   3                      4

4.
Follows Directions

Has a positive attitude toward supervisor.              
            1 
       2
                   3                      4

Listens to and follows instructions.                         
            1 
       2
                   3                      4

Asks appropriate questions.

         
         
            1 
       2
                   3                      4

Carries out assigned tasks.

         
         
            1 
       2
                   3                      4

5.
Quality of Work-Completing Tasks

Completes work neatly, accurately, thoroughly.    
            1 
       2
                   3                      4

Corrects errors.



         
            1 
       2
                   3                      4

Accepts constructive criticism from supervisors.    
            1 
       2
                   3                      4

Makes effective use of suggestions for improvement.          1   
       2
                   3                      4

6.
Quality of Work - Behavior/Attitude
Doesn’t waste time.


         
         
            1 
       2
                   3                      4

Completes assigned work on schedule.      
         
            1 
       2
                   3                      4

Does his/her share on group tasks.
                                   1 
       2
                   3                      4

7.
Dependability
Does work effectively without constant  supervision.             1 
       2
                   3                      4

Shows initiative.
                                            
             1 
       2
                   3                      4

 8.
Working Relationships- Interpersonal Relations
Shows respect for others.
                                 

 1 
       2
                   3                      4

Helps co-workers, if requested.

          

 1 
       2
                   3                      4

Will ask for help, if needed.
                                 

 1 
       2
                   3                      4

Shows a positive attitude when working with others.         
 1 
       2
                   3                      4

9.
Personal Behavior
Follows rules in regard to safety.                             
     
 1 
       2
                   3                      4

Follows rules in regard to use of equipment.           
     
 1 
       2
                   3                      4

Follows rules in regard to personal conduct.             

 1 
       2
                   3                      4

Accepts responsibility for his/her actions.
               
 1 
       2
                   3                      4

Demonstrates interest in learning new skills.
               
 1 
       2
                   3                      4

10.
Overall Evaluation
Is benefiting from the work experience.                

 1 
       2
                   3                      4

Is the participant making satisfactory progress?      Yes ______     No______  

If your answer is no, please explain why._______________________________________________
__________________________________________________________________________________
Comments: _______________________________________________________________________
Worksite Supervisor’s
Signature: _______________________________________  Date: ___________________________
Participant’s
Signature: _______________________________________  Date: ___________________________
DELTA WORKFORCE INVESTMENT AREA
SUMMER EMPLOYMENT PROGRAM
Work Readiness Skills Benchmarks

The worksite monitor/evaluator/project director should complete the top portion on the computer before going to the worksite.
Benchmark Ratings

1.
Attendance

· 100% attendance







4

· 1 or 2 excused absences






3

· Complies with program policy, notifies of absence


2

· Often absent without good reason





1

2.
Punctuality

· 100% on time and from breaks, ready to work



4

· Notifies supervisor , late to work or from break 1 or 2

Times, but immediately ready to work




3

· Complies with program policy, notifies supervisor 

if going to be late







2

· Lacking in punctuality, late more than 4 times in 2 week

period









1 
Rating of 4
Exceeds standards – meets the work maturity benchmark independently with no supervision
Rating of 3 
Above standard – meets the work maturity benchmark independently with limited      supervision

Rating of 2 – Satisfactory – meets the work maturity benchmark under normal supervision.
Rating of 1 – Poor – requires constant and close supervision in order to meet the work maturity  benchmark.  May result in job loss if improvement is not made.
3.
Appearance

4.
Following Directions

5.
Quality of Work-Completing Tasks

6.
Quality of Work - Behavior/Attitude
7.
Dependability
8.
Working Relationships- Interpersonal Relations
9.
Personal Behavior
10.
Overall Evaluation
