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	Student:
	
	Work Term Date: 

	Program:
	

	Position:
	
	Work Term: Year (circle one)   1       2  

	Employer:
	

	Address:
	


Employer to complete the following:

Supervisor

Department


Phone

Fax

This form should be completed by the individual in the best position to evaluate the student’s performance. Each student will benefit from the feedback given by a supervisor on job performance.  Please discuss this evaluation with the student who should also complete the designated section entitled “Student’s Comments” on the third page.  Your assistance and cooperation are sincerely appreciated.

Please indicate student’s performance in each of the following areas:

1. Communication

Demonstrates effective use of written and oral communication skills, using technology as appropriate.

A. Writes to ensure understanding and clarity.

· Always writes professional documents that meet the audience’s needs and are clear, correct and concise.

· Often 

· Has difficulty 


B. Speaks and presents information orally to ensure understanding.

· Always speaks clear, well thought-out information.

· Often 

· Has difficulty 

C. Listens to ensure understanding.

· Always gives full attention to a speaker and asks questions to clarify if necessary.

· Often 

· Cannot listen for very long without being distracted.

D. Uses tools and technology efficiently to explain, clarify, and communicate ideas.

· Optimizes the use of all company tools and technologies to communicate.

· Effectively uses tools
· Has difficulty

2. Safety

Works safely following government and industry guidelines, regulations, and standards.

A. Keeps current on regulations and rules.

· Always 

· Often 

· Sometimes

B. Proves ability to follow safe practices within a specific industry; works safely with equipment.

· Always 

· Often
· Sometimes

C. Evaluates workplace conditions and shows awareness of potential hazards.

· Always evaluates workplace conditions, identifies potential hazards. May communicate possible solution. 

· Often 

· Sometimes 


D. Follows established protocol in event of workplace accident.

· Always follows established protocol during a workplace accident. May help others. 

· Often 

· Sometimes

· Not observed

E. 
Complies with industry specific safety dress code.

· Always 

· Often 

· Sometimes 

· Non applicable

F. Respects workplace security measures and procedures.

· Always 

· Often 

· Sometimes 

3. Teamwork

Works harmoniously as a productive member of a team by leading or supporting when appropriate, and respects the input and contributions of others.

A. Explains own role and responsibilities as a team member.

· Always understands how own work fits with the work of others to achieve the goal. May help others.

· Often

· Sometimes
B. Respects people’s diversity, individual differences, and perspectives.

· Always values the knowledge, opinions, and skills of all group members and encourages their contribution. 

· Often 

· Sometimes
C. 
Accepts and provides feedback in a constructive and considerate manner.

· Always appreciates feedback and acts on it. Gives feedback constructively and respectfully. 

· Often 

· Sometimes appreciates feedback from others, but argues for own point of view. 

D. Resolves conflict within the dynamics of the group.

· Always. May help resolve conflicts for others.

· Often 

· Sometimes
· Avoids resolution or promotes conflict.

E. Works to company quality standards and specifications.
· Always 

· Often

· Sometimes 

4. Professionalism

Shows a professional and ethical attitude and a commitment to the industry.
A. Shows fair play and honesty in dealing with fellow employees and clients of the company.

· Always

· Often 

· Sometimes 


B. Resolves complaints professionally.
· Always 

· Often 

· Sometimes
· Promotes complaints through inappropriate comments or behaviour.

C. Builds and maintains working relationships with the customer/client, suppliers, and co-workers.

· Always 
· Often 

· Sometimes 

D. Is accountable for own actions.

· Always 
· Often 

· Sometimes blames others
· Not accountable 
E. 
Participates effectively in meetings and staff functions.

· Always understands and supports purpose of the meeting or function while respecting input from others.

· Often 

· Sometimes 

· Not observed

5. Problem Solving

Solves problems in a broad range of situations by thinking critically and adapting to new circumstances.

A. Uses appropriate methods, tools and technology to solve math problems.
· Always 
· Often 

· Sometimes 
· Not observed

B. Accurately calculates, observes and records numerical data.

· Always 

· Often 

· Sometimes needs assistance

· Not observed

C. Anticipates and identifies potential problems.

· Always 

· Often.

· Sometimes 

D. Assesses situations to determine possible stakeholders.

· Always 

· Often 

· Sometimes 


E. Evaluates, chooses and implements the best solution.

· Always 

· Often 

· Sometimes

6. Growth

Sets and pursues specific and measurable goals for personal growth within the context of the hospitality industry.
A. Shows enthusiasm and initiative.

· Always 

· Often 

· Sometimes 

B. 
Sets goals and priorities.

· Always 

· Often 

· Sometimes 

C. Plans and manages time to achieve goals.

· Always 
· Often 

· Sometimes 

D. Adapts to new and changing situations.

· Always 
· Often 

· Sometimes 
Overall Performance

· Excellent

· Above Average

· Satisfactory
· Unsatisfactory

Areas of Strength





Areas for Improvement

1.
1.

2.
2.

3.
3.

4.
4.

5.
5.


Comments on Overall Performance

Total number of hours worked:  ________________  IMPORTANT, PLEASE INCLUDE HOURS
Would you consider this student as a potential candidate

for permanent employment following graduation?
(
Yes
(
No

This form has been discussed with the student:
(
Yes
(
No

 Supervisor’s signature
Title
Date

Student’s Comments

 Student’s signature
Date
Please retain a copy for your files and fax or mail originals to the College.
Employer’s Evaluation of Co-operative Education


Student Performance








