INSERT LOGOs




	Student Information
	

	Student Name: 
	Birthdate:

	Address:

	Email Address:
	Phone:



	Employer Information
	

	Name: 
	Phone:

	Address:

	Email Address:



	Internship Information
	

	Internship Job Title:

	Supervisor Name:
	Supervisor Phone:

	Internship Start Date:
	Internship End Date:

	Wage to be paid:
	




	Evaluation Term Definitions

	
Exceeds Expectations:  Intern excels at competency.
Meets Expectations:  Intern is proficient.
Below Expectations:  Intern has received training but needs additional support.
Needs Training:  Intern has not received training.










	Competencies



	Evaluation

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Orientation

	Trained in basic business procedures from position
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	General Orientation
· Met supervisors and co-workers
· Reviewed training materials and procedures
· Understands expectations of position
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Additional Comments:




	Safety

	Trained to identify safety hazards and how to handle safety issues.
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	If encountered a safety issue, was able to report properly and promptly.
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Intern has been trained on [list equipment]

	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Under 18 – if applicable list equipment the student will be trained on that follows child labor laws
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Additional Comments: 




	Workplace Competencies

	Prompt Arrival: Intern attends work as scheduled and on time.
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Professional Attire: Intern is well-groomed and appropriately dressed for the position.
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Teamwork: Uses a team approach to daily workplace expectations.
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Trustworthy:  Intern is trustworthy and dedicated to the position.
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Professional Communication:
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	
	
	
	
	

	Additional Comments:


	Skills Specific to Position

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Additional Comments:




	Insert Specific Relevant Team or Department Skills (for example: Sales, Production, Administrative, Finance)

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Needs Training

	Additional Comments:







	Signatures

	Intern/Employee:
	Date:

	Employer/Supervisor:
	Date:

	Teacher/Coordinator:
	Date:





