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Instructions for the Electronic Portfolio
This Electronic Portfolio has been designed as a self-help/paced tool that allows the student to complete the Electronic Portfolio with a minimal amount of instruction.  However, the information can be expanded and utilized by instructors to develop lesson plans and other course materials for more formalized instruction.   
For instructors…Powerpoint Presentations for more formalized instruction are included on this disk.  They represent a very brief outline of the material and should be used as a starting point and augmented with individual instructor information and style.
In addition, documentation for this Electronic Portfolio is included in a separate file and can be accessed by the following icon….
 Documentation
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  Special Note:  This symbol, found throughout this document, takes the reader to an example of that Portfolio Component. Simply hold the Ctrl Key down and click the mouse arrow on the icons located throughout this document.
Additionally, text marked in dark blue should be deleted as the student completes each section of the Portfolio.
Enjoy and please customize this document with school logo, information and address, or in any way that suits your needs.  If you have any questions or suggestions for improvement, please feel free to contact me.

Mark Bender, Ph.D.

California State University, Stanislaus

mbender@csustan.edu
2006

Why Choose a Portfolio ?
 (back to Table of Contents)

Portfolios are designed to measure students’ knowledge and skills, as well as to promote learning and enhance instruction.  More than just a variety of work samples, the portfolio is a purposeful collection of student work that demonstrates important technical skills and academic knowledge.


The benefits of a portfolio include:

· Accommodating a variety of learning styles.

· Assessing a wide range of complex knowledge and skills.

· Focusing on what students can do.

· Requiring students to take an active, responsible role in their education.

· Promoting self-evaluation and reflection.

There are 6 sections in the portfolio:

1.  Presenting the Portfolio: A table of contents and a letter of introduction presenting an individual’s work to an outside reviewer.


2.  Career Development Package: An individual career plan, an application for 
employment or for college, a letter of recommendation and resume.

3.  Work Samples:  Four work samples and descriptions of work demonstrating mastery of important career-related skills.

4.  Writing Samples: A sample of writing, demonstrating knowledge of subject matter and writing ability.


5.  Work Experience Documentation: Documentation of skill acquisition and 



practical work experience.

6.  Supplemental Documentation: An optional section in the portfolio.  Includes awards, certificates and recognition, that are work-related.

· Special Note:  This symbol, found throughout this document, takes the reader to an example of that Portfolio Component. Simply hold the Ctrl Key down and click the mouse arrow on the icon.
Additionally, text marked in blue should be deleted as the student completes each section of the Portfolio.

Table of Contents 
(back to Table of Contents)

 Examples
A table of contents helps the reader locate specific sections of the Portfolio.  Word also contains a feature that allows the user to move to various sections of the Portfolio from the Table of Contents by simply holding the Control Key down and mouse-clicking that Contents entry.
The Table of Contents should:
· List the title of each section of the portfolio.

· Be neat, accurate and complete.

· Reflect the overall organization of the portfolio.

The Table of Contents for this E’folio can be updated automatically, by the following command sequence:

From the top menu click in the following sequence…

For older versions of Microsoft Word ® …Insert – Reference - Index and Tables - Table of Contents

For newer versions of Microsoft Word ® …References - Table of Contents
You may then select the format of the Table of Contents, but our suggestion is that you would use an accepted format and not get too “fancy”.

Issues that may arise…

Some unwanted titles may show up in the revised Table of Contents because the text is formatted as a Heading.  Simply find the unwanted Table of Contents entry and reformat to normal text.  Then, when you recreate the Table of Contents, the unwanted titles will be eliminated.

Letter of Introduction 
(back to Table of Contents)

 Example 1      
  Example 2
A letter of introduction is used to introduce the Portfolio to a potential reader (employer, supervisor, instructor) and is different than a letter of application.  The letter of application is an introduction letter in reference to a specific position for which a person is applying.  It should follow a similar format to the letter of introduction, but each paragraph should weave the qualifications for the position into the suitability of the applicant.  The Portfolio can be referenced in an application letter as further documentation of the applicant’s best work and evidence of qualifications and skills for the position.


Date the letter:  Month, Day, Year

Address the letter to:  TO WHOM IT MAY CONCERN:
Describe qualities and strengths


The first paragraph should :
Describe goals and how to reach them.


The second paragraph should: 
Tells about student’s best work.
Tells about what was learned by doing the work sample.


The third paragraph should: 
Highlights special qualities
Relates portfolio work to goals.


The fourth and final paragraph should: 
Sign:


Sincerely,





Name

  Sample Letter of Application 1


  Sample Letter of Application 2
Student Letter of Introduction

Letter of Application

The Letter of Application (also known as a "cover letter" or as a "sales letter")


*Usually accompanies a candidate's resume.


*Depending upon the job, the Letter of Application may be tailored to answer 


specific questions or situations posed in the job description or job announcement.


*Generally, a Letter of Application encourages the employer to contact the

 applicant to schedule a job interview.


*A Letter of Application needs to be brief, clear and direct.

Format:

1. Seize attention - In the first sentence of your letter, grab the interviewer's attention.
2. Pique their interest - Explain how you found out about the job and why you're interested.
3. Explain what makes you special - identify important qualities and character strengths, sell yourself.
4. Wrap it up - be sincere

  Sample Letter of Application 1


  Sample Letter of Application 2

  Sample Letter of Application 3
Student Letter of Application

Individual Career Plan (Secondary Level) 
(back to Table of Contents)
Grade Level:      
   Student Name:      
Date Updated:     
   1. 
List career assessments taken/summary of results:


PSAT/SAT/ACT:
     

PLAN/ASVAB:
     

Other (please list)
     
   2.  
Latest date completed Career Paths Self Inventory:      

(Refer to Exploring Career Paths Booklet.)

   3.  
Latest date completed Career Paths Survey/Investigation:      
   4.  
Career Path that student feels fits best:      

Occupational fields student is considering (optional):      
5.  
Related courses: 
     

     

     

     

     

     

     
   6.  
Related activities/experiences:      

     

     

     

     
   7.  
Post secondary career preparation plan:


     

     

     

     

     

     

     
   8.  
Comments:     

     

     
Postsecondary Education Plan and Transcripts
This section can include a completed advising sheet for a specific Postsecondary Degree as well as unofficial transcripts.  The Major Advising Sheet should be filled out in concert with the student’s academic advisor and copies of unofficial transcripts can be obtained through most college/university websites as well as from a college/university records office.

Resume Preparation
 (back to Table of Contents)

 Example 1


 Example 2

The resume reflects the individual! It is a short, concise outline of the career objectives, education, work experience, personal qualifications, and background. 

PURPOSE


The resume has three major purposes:


1. To help obtaining a personal interview


2. To provide the employer with reference material during the interview


3. To serve as a reminder to the employer after the interview

MAJOR AREAS

The resume should present attractively and systematically three major areas:

1. WHO THE APPLICANT IS…

Identifying data; name, address, city, state, zip, phone number and area code. (Do not include a picture. It must be removed before circulation to guard against charges of discrimination.)

2. JOB OBJECTIVE

Clearly state in a few short words or a concise statement, the job objective (See resume samples.)

3. ACCOMPLISHMENTS

A. EDUCATION - Include names and location of schools, with dates attended, courses taken, degrees and certificates received, honors, scholarships and any special training related to occupational skills, especially as it relates to Tech Prep career pathways.

B. WORK HISTORY - List all work history, then analyze it according to title, function, and experience.  Emphasize work place learning activities that relate to a Tech Prep career path. The most important consideration in preparation of the work history is that it should emphasize functions performed. List the titles under which employed and the tasks. Generally, salaries are not shown.

Resume Preparation continued...

C. PART-TIME WORK - If the part-time work, during schooling and at other times, is not related to the present goals of Tech Prep pathway, record it in a separate section in very brief form.

D. MILITARY EXPERIENCE - Some people will choose to include military experience and some will not. The decision to include it should be based on whether the military experience relates to the type of work being sought.

E. MEMBERSHIP IN PROFESSIONAL ORGANIZATIONS

F. RECOGNITION OF ACHIEVEMENT - Other information could include membership in professional organizations and any formal recognition of achievement received. This includes FFA and other agriculture-related organizations. List achievements, membership in civic, services, and social organizations may be listed if there is a relationship to the job or an indication of something  of personal commitment. Include special awards such as proficiency awards, chapter offices and degrees held, judging team participation and awards, and fair and show attendance. Also include a brief description of Supervised Practical Experience activities in the work history area.

FORMAT


Format is important. Types of information should be categorized so that it can be easily read. Highlight all of the accomplishments (do not go into excessive detail). Avoid wordiness but do not be too narrow or limit individualism in the approach. If possible, keep it to one page. If additional pages are necessary, to list work experience, publications, etc., use them but keep the most important information on the first page. List those items in the order of importance or strength.


The first task in developing a resume is to assemble the facts. The second task is to organize the facts in order of strength and priorities. In the resume of a young person, with little work history, education, training and activities should be emphasized.  A more experienced person will place greater emphasis on present and former employment. The resume thus becomes a summary of what a person is, what they want, and what they have done.

Resume Preparation continued...

LANGUAGE


The language of the resume should be crisp, dignified, and to the point. Elegant brevity is the aim here. Incomplete sentences are quite permissible to assist in brevity and reduce needless verbiage; however, other rules of grammar, spelling and punctuation must be faithfully followed. It is advisable not to abbreviate words such as state, company names, dates, etc. Third person should be utilized- that is - do not say, ”I worked as a gardener for three summers.” but rather,” Worked as a gardener for three summers.” Remember that it is usually best to begin each sentence with an action verb and to use a direct style of writing.

REFERENCES


Ordinarily, names of references should be omitted because an applicant will be asked to supply them at the time of the interview. On the resume simply state that references will be available on request.

LENGTH


For almost everyone, a one-page resume will be most effective. No one should use more than two pages, unless they are applying for professional upgrading. As portfolios become more widely used and accepted, the resume content should support the information expanded upon in the portfolio.

PAPER


Size should always be 8 1/2” x 11”. Use high quality bond paper, generally variations of white or light gray. Do not use pastel colors. A high contrast color combination between paper and print is the goal.

Student Resume’ 
 Completing a Job Application 
(back to Table of Contents)
REMEMBER!
The job application may be the employer’s first impression of an applicant! Follow these simple rules to ensure a positive image.

1.  Review the application before completing it - get the thoughts in order. Try not to make mistakes!

2.  Pay attention to detail. Complete all spaces on the application.

3.  Print clearly and use ink.

4.  Be sure to sign in the appropriate place and use the formal name rather than a nickname.


*The job application included in this portfolio model may be completed to meet a course requirement or to give the student practice in completing this type of document. To be most appropriate, a hard copy of the application should be printed and then completed in hand-written form by the student.  Additionally, a student could complete a college application rather than a job application.

Application for Employment
 (back to Table of Contents)
Our policy is to have competent employees and to select and promote them on the basis of ability and experience without regard to age, color, handicap, national origin, race, or sex.  Complete all blanks on this application form.  If a question does not apply, write N/A.

Personal

	Name:
	Date of application:

	       Last                                  First                              Middle
	Social Security Number

	Address:

	                   Street                                        City                                       State                  Zip

	Home phone number:
	Date available to start work:

	Type of work desired:
	Salary desired:

	If you are under 18 or over 70, please complete:

Date of birth:
	Were you ever convicted of a misdemeanor or felony?

If yes, explain:

	If you are not a U.S. Citizen, what is the Alien Registration or Visa Classification number?


Employment
List all permanent. part-time, and summer positions you have held for the past ten years, including military service (most recent job first).  Attach extra page if necessary.
	Name and address of employer:
	Describe the responsibilities:

	
	

	Name of supervisor:
	

	Employed from______to_____Hours per week:______
	Reason for leaving:

	Name and address of employer:
	Describe the responsibilities:

	
	

	Name of supervisor:
	

	Employed from_____to_____Hours per week:_______
	Reason for leaving:

	Name and address of employer:
	Describe the responsibilities:

	
	

	Name of supervisor:
	

	Employed from_____to_____Hours per week:_______
	Reason for leaving:


Education
Record all schooling (most recent first).  Attach extra page if necessary.
	Name and address of educational institution
	Dates attended
	School year completed
	Major field
	Degrees received or expected  (if applicable)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


School, campus, professional, community, or leisure activities; special abilities; special honors:

I authorize this company to investigate all information on this application form and understand that a false statement or failure to disclose information may disqualify me from employment or result in dismissal if I am employed.

Signature of applicant:

The Reference Letter
 (back to Table of Contents)

 Sample
References are people who can give a prospective employer information about an applicant, their attitude and ability. Here are some things to note when asking for letters of reference.

1. Carefully consider who to ask for a reference letter. Try to select people who are well known from different activities and be sure to ask these individuals for their permission to use them as references.

2. In order to have an accurate reference list, ask past employers, clergy, business people, community leaders, and educators. Relatives or students are not acceptable as references.

3. The letter of recommendation should be addressed “To the Employer”, “To the Selection Committee”, “To the Screening Committee”, or “To Whom it May Concern”.

4. References need to be individuals who believe in the applicant and know him/her well enough to give good recommendations. Don’t ask someone who is not well enough acquainted with the applicant that  they can’t write a sincere and positive letter.

Student Reference Letter
The Interview

(back to Table of Contents)
While this section is not part of the finished Portfolio, it is offered here to complete the Career Development Package intended to prepare the student for obtaining a position.  This important aspect of the job process cannot be overlooked, which is why it is included.  This material comes from the California Ag Education Tech Prep Manual “Learning to Work, Working to Learn”.
What is an Interview?

What is an interview? It is a structured exchange of information between people for a specific purpose. The purpose of the employment interview is for a person to get a job and for the employer to get the best possible person for the opening.  The employer is interested in how an individual’s education and work experience relate to the job. It is up to the applicant to show the employer that they are the right person for the job.
During the interview, an applicant will have a chance to ask questions. These questions should illustrate that they have knowledge of the business/ industry and the position for which they are applying. These questions should also assist an applicant in determining whether the job is right for them.
The following pages include tips on how to dress for an interview, what to bring, what questions might be asked, and what to do after the interview is finished.

Components of the Interview

The importance of the interview cannot be minimized. How an applicant performs, what the applicant says, and what is communicated back, will largely determine the outcome. The following is a concise overview of what the average interview is like. For further information and assistance, including mock interviews, don’t hesitate to call upon others including instructors, counselors or advisors. 

Note:
The most successful interviewee is usually the one who feels just as much in control of the interview process as the interviewer. This usually occurs as a result of researching everything there is to know about the position and the company.

Types of Interviews 

There are various types of interviews, ranging from the seemingly casual and open-ended, in which the recruiter asks few questions and lets the candidate do most of the talking, to the highly structured, in which the recruiter asks specific questions following a pre-planned format.

To a large extent, the personality and philosophy of the recruiter influences the course the interview will take. Although every interview is different, most follow a general pattern roughly divided into four segments:
1. Introduction

2. Informational

3. Selling

4. Conclusion
 1. Introduction

    
The first few minutes are usually devoted to establishing some rapport and opening lines of communication. Some interviewers are extremely adept at this; others are not. In any event this is where the interviewer gets his first impression.
Remember, the interview starts the moment the candidate walks into the room. The way the candidate shakes hands, is dressed, the way they sit and talk all play a part in the IMPRESSION MADE.  The candidate should try to repeat and remember the names of the people they meet. The interview is an oral process, thus do not bring paper and pen to take notes during the actual interview. Five very important points that add up to make that first impression are: active listening, voice melody, body language, eye contact, and word selection.

2. Informational

After the introduction, the interviewer will begin to ask specific questions about the candidate’s background. These will be “WHY”, “WHERE”, “WHAT”, “HOW”, and “WHEN” type questions that will add substance to information on the resume and/or application.  Essentially these questions are designed to measure self-confidence and the ability to relate to others… whether the candidate can COMMUNICATE in a clear and logical manner.
Questions will often be asked requiring responses to imaginary situations. These are usually, prefaced by two words, “What if…”.  Knowing the correct answer to these types of situations is not the most important thing to the interviewer. The interviewer is looking for the ability of the candidate to formulate a response. How the candidate handles the question can be more important than what is said.
3. Selling
When the interviewer feels he or she has identified the candidate’s skills and interests, and can see how they might fit into the organization; he or she will delve into a deeper discussion about his/her company and the opening(s) available.
This may be a good time to inject some questions concerning the things the interviewer is saying. Let the interviewer bring up the subject of salary and benefits. There will be times, particularly in screening interviews vs. selection interviews, where this part will not occur. Instead, the interview will skip to a “conclusion”.
4. Conclusion 
If any requests are made for recommendations, credentials, transcripts, ect., they should be followed up with as soon as possible. Verify the name and address to which this information should be forwarded.  

Usually interviewers will allow time at the end for final questions by the candidate or time to summarize points about why the candidate feels they are the best choice for the position. These may or may not have been discussed during the interview. The Candidate should NOT let this opportunity pass. The candidate should be prepared with some pointed questions to help them decide if they will accept the job if it is offered. Questions about the company or position are always appropriate.

Six Points for Candidates to Remember

The best ADVICE we can offer is to act naturally, but professionally and be yourself!!!
Analyze your strengths and weaknesses, your background, your academic performance, your vocational interest, and your personal aspirations (goals) and values. In other words, begin to formulate, in your own mind, not only what you would like to do but also what you feel you are best prepared to do.
Dwell on the POSITIVE. While past failures and shortcomings need not be volunteered, don’t try to cover then up or side-step them. Try to explain the circumstances rather than give excuses or blame others. You’ll create a better impression by being honest and candid. Additional information about what you have or are doing to correct any deficiencies is a good tactic in responding to questions about shortcomings.
Do your homework. Study your prospective employer. Have some knowledge about their policies, philosophies, products and services. Know something about the job you will be seeking. Be able to explain what the job is like and its relation to you as a person. Have an idea beforehand how much the job normally pays.
Ask QUESTIONS. If appropriate, ask meaningful questions, but don’t ask a question just because that’s what you think is expected. Ask about career opportunities for advancement or opportunities for personal improvement. 
Dress in GOOD TASTE. Although most employers are becoming more liberal in their standard of dress, let basic good taste be your guide. For most positions a coat, tie and slacks for men is appropriate. Be sure they have been cleaned and pressed. Check to see if your shoes are stained. For Women, a dress skirt and blouse ensemble would be preferred. Women’s shoes should be a low heeled pump: avoid tennis shoes, sandals, boots or open-toe varieties. Many times you can get a clue on dress code in the “business” by observing what workers are wearing prior to applying. Dress slightly better, if possible.  Lastly, tattoos, piercings, other types of body art are normally looked upon unfavorably by employers and should be avoided or, if possible, removed.  These may not automatically reject an applicant from a position, but certainly do not enhance the chance the job will be offered.
BODY LANGUAGE. Good posture will enhance your impression. Even if on the inside you are in turmoil, your body can be giving a different message. Keep both feet on the floor. Your hands can be placed in your lap or if there is a table you can place them in front of you. It never hurts to smile, even if you’re really crying on the inside.

As you speak, confidence is shown by having eye contact with the interviewers. Sit straight up in your chair or slightly forward, but not rigid when you attempt this. For men and women, shaking hands is accepted and expected. Be firm in your handshake.

Typical Questions asked in an Interview


The following are typical questions asked during an interview. There is no way to anticipate which of these questions, if any, will be asked. If you have carefully pondered over our SIX POINTS TO REMEMBER, you should be able to answer most questions of the following type:
Could we begin by you telling me something about yourself?

What do you consider your three best qualifications for the position you are seeking?

If you could pick the supervisor for whom you will work, what kind of person would you choose?

Five years from now, where do you want to be? Ten years from now?

Why do you think you might like to work for our company?

Do you prefer any specific geographic locations? Why?

What is your major weakness? Strength? 

What have you learned from some of the jobs you have held?

What would you do if…?

Why did you leave your last job?

What would you consider as a starting salary?

How long do you expect to stay with us?

Why should I hire you?

Do you have any questions you’d like to ask us?

Would you like to add anything further about yourself?

What type of position are you most interested in?

Describe your ideal job.

Do you prefer working with others or by yourself?

What kind of boss would you like to have?

Are you interested in a permanent or a temporary job? Full-time or part-time?

What do you know about our company?

What do you think you would like about this particular job?

What are your plans for the future? How long would you expect to work here?

What jobs have you held, how were they obtained, why did you leave them?

Briefly describe your duties at your current job?

What do you like most about your last job?

Does your current employer know you are planning to leave?

Can you get recommendations from previous employers? What would they say?

What accomplishments have given you the greatest satisfaction?

What have you learned from your mistakes?

Which course in school was the most difficult for you? Why?

How well do you function under pressure?

If a conflict came up between you and some co-worker, how would you handle it?

Which is more important to you- the type of job, or the amount of money you earn?

What do you think about hourly wage verses a salary?

Would you be willing to work overtime, weekends and evenings?

What do you like to do best in your spare time?

How to Prepare for an Interview

· Know the name and title of the person who will interview you.

· Research the industry/business/job.

· Be able to relate your previous work experience and education to the job for which you are applying.
· You should be able to show the interviewer that you have a good knowledge of industry, business, and the job.

· Research potential employers.

· Anticipate some of the questions you are likely to be asked, and be prepared to answer them.

· Refer to “The Most Often Asked Interview Questions” for a list of potential questions.

· Know the general salary range for the type of job for which you are applying.

· Try to research the job well enough to have an idea of what the salary might be. This way, you will be prepared if the interviewer asks how much you are willing to be paid for the job.
The Portfolio can be taken to the interview and is sometimes expected.  It will assist the potential employer in remembering you and will add information about your skills and abilities.  Be prepared to leave a copy of the Portfolio so that it can serve as additional evidence of your qualifications for the job.

Work Samples
What is a Work Sample?

Sample 1

Sample 2
1.
Work Samples document a student’s ability to demonstrate skill achievement.

2.
Work Samples in the Portfolio should represent the student’s career focus.

3.
Work Samples can take many forms:

· pictures/photos/graphics

· sketches

· diagrams

· computer diskettes

· video productions

4.
Each Work Sample should contain a summary that explains the work, how it was 
accomplished, skills that were mastered, and usefulness of the work.

The Purpose of a Work Sample:

1.  Demonstrate the knowledge and skills in hands-on activities.

2.  Document the work.

3.  Allow for evaluation and selecting work samples for the final portfolio.

4.  Write a descriptive summary for each work sample.


A portfolio geared toward career development must include examples of hands-on work. Potential employers want to see that you have skills needed in the work place. A work sample provides this kind of evidence.


A work sample is an example of the work that shows the career-technical skills and knowledge as a hands-on activity. Work samples should demonstrate mastery of important skills and knowledge.


Each work sample needs an explanation, or summary. A summary is a brief description of the work sample, highlighting the knowledge, skill, and abilities demonstrated. The summary provides an explanation of the work sample for an outside reviewer, such as a potential employer, and is a helpful tool to evaluate the work.


Work samples may be too large to fit into the working folder and final portfolio. Others have no final product but are instead a process or procedure. For each, provide evidence or documentation. This can be a series of photographs, a computer disk, or even a videotape.

Requirements of the Work Samples 
(back to Table of Contents)

What must be included?

1. The portfolio must contain a minimum of four Work Samples with summaries.

2. Near the end of the program, examine all of the documented work samples and evaluate the 
quality of the work.

3. Write final descriptive summaries for each work sample.  The work sample summary should 
include :


a.  description of the work


b.  steps taken to complete it


c.  information/skills gained by performing the work sample


d.  how the skills learned fit into the workplace

Evaluation of Work Samples 
(back to Table of Contents)
What must be shown?


The work sample section must meet the requirements described above. It is important to demonstrate:


a.  mastery of skills or knowledge


b.  ability to critically evaluate the work


c.  appropriate documentation and summaries for four work samples.

Writing Sample

(back to Table of Contents)


On the job, at school, and in other aspects of everyday life, people need to know where to find up-to-date information on subjects and events.  For this section of the portfolio, investigate a topic related to the career-technical field or of interest and write on that topic.  The investigation or “fact finding” might begin at the school or local library.  Write letters, interview people, make observations or conduct experiments or surveys to gather information on the topic.

By investigating and writing on a topic, employers, college officials, and teachers see one’s ability to do research, organize information, and communicate effectively and demonstrate understanding of important concepts and information.

There are two ways to approach the writing sample section of the portfolio.

· Option 1: Write about a topic that relates to the career-technical area.

· Option 2: Write about something of interest but does not relate to the career-technical program.  This writing sample may be from another class, such as English or history.  However, the writing sample must meet all of the requirements and show the investigative, analytical, and writing abilities.

The writing samples should meet these requirements:

· Minimum of three pages in length

· Typed (word processed), double-spaced with 1 or 1 ½ “ margins

· Single-sided on 8 ½ x 11” paper

· A bibliography that includes at least three different sources of information, such as interviews, data collected from a project, radio or TV programs, magazine or newspaper articles, textbooks or other reference materials.

It is important to demonstrate:

· Knowledge of accurate and up-to-date information

· Ability to obtain and evaluate information and data

· Effective writing that is organized, clear and uses correct grammar & spelling

Student Writing Sample
Internship/Work Experience Documentation 
(back to Table of Contents)
Students enrolled in a college vocational work experience course will want to utilize the Electronic Work Experience Book.  Those wanting to otherwise document work skills and workplace learning may choose to complete the next section.

A student’s work experience is documented in this section.  It includes:

1. A School to Work Profile.

2. Skill achievement through Work Based Experience, including time involved in accomplishing and practicing those skills.

3. School Based Experience, including record of courses and extra-curricular activities.

4. Record of SCANS Competencies Achieved.

5. Occupational Goals

6. Student Internship/Work Experience Application

7. Internship/Work Experience Agreement

8. Internship/Work Experience Learning Contract

9. Student Internship/Work Experience Objectives

10. Internship/Work Experience Skill Documentation

11. Internship/Work Experience Hours Documentation

12. Summary Sheet of the Internship/Work Experience Documentation

13. Report on Employee’s Performance.

School to Work Profile
 (back to Table of Contents)
Student:     



Instructor:     
Address:      


Instructional Program:      

     



School:      
Telephone:      


School Address:      
Social Security Number:      

     





School Telephone:      
IN CASE OF EMERGENCY, CONTACT


Name:     

Telephone:     

Family Doctor:      

Telephone:      
Date of Enrollment:     

Total Instructional Hours:     
Date of Withdrawal:      

Total On-The-Job Training Hours:      
Date of Completion:      

Total Hours Absent:      
Work Based Experience

	Duration of Experience
	Work Experience

Job Title
	Work Experience

Job Description
	Supervisor’s Name

Address of Employer
	Employer’s

Telephone

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Profile ratings represent the knowledge, skills, and attitudes that the student has demonstrated at a given time and under given circumstances.  It does not necessarily represent certification of future abilities.

Work -Based Learning Expectation/Training
 (back to Table of Contents)
Directions:  List below the specific skills that the EMPLOYER agrees to provide the youth and the approximate number of weeks required to acquire these skills. The employer will then evaluate the youth by checking the appropriate number to indicate the degree of competency:

Rating Scale:

3-Skilled: Can work independently with no supervision

2 - Moderately Skilled: can perform job completely with limited supervision

1 - Limited Skill:  requires repeated instruction and close supervision

	3
	2
	1
	Skills to be Acquired
	Time Allowance

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     


Training Methods to be Utilized:

     
Start Date:     
Completion Date:      
Weeks in Training:      
Initial Wage:      
Wage Increase:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     


Participant’s Signature
         Employer/Authorized Representative Signature
         Signature of Rater

School Based Experience
 (back to Table of Contents)
Student:     



Instructor:     
Address:      


Instructional Program:      

     



School:      
Telephone:      


School Address:      
Social Security Number:      

     





School Telephone:      
IN CASE OF EMERGENCY, CONTACT


Name:     

Telephone:     

Family Doctor:      

Telephone:      
Date of Enrollment:     

Total Instructional Hours:     
Date of Withdrawal:      

Total On-The-Job Training Hours:      
Date of Completion:      

Total Hours Absent:      
Record of Courses and Extra-Curricular Activities

	Duration of Experience
	Course Title

Extra-Curricular Activity
	Course/Activity Description
	Instructor’s Name

School Name
	School’s

Telephone

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Profile ratings represent the knowledge, skills, and attitudes that the student has demonstrated at a given time and under given circumstances.  It does not necessarily represent certification of future abilities.

SCANS Competencies

Are You Ready For Work? (A Self-Assessment Checklist)
(back to Table of Contents)
The following skills are from the United States Secretary of Education Commission on Acquiring Necessary Skills Report and have been determined what employers are looking for in an employee.

The SCANS Competencies were developed by a “Blue Ribbon Commission” appointed by the Secretary of Labor in 1990.  The purpose of the Secretary’s Commission on Achieving Necessary Skills (SCANS), was to determine what competencies young people needed to succeed in a highly competitive world of work.  The overall purpose of the findings was to identify those Employability and Interpersonal Competencies that are needed for lifelong career success.  Although the commission completed its work in 1992, its findings and recommendations are no less valuable today.  This evaluation can be completed by the student, employer, or instructor.

Please complete the employment skill inventory on the following pages and determine your readiness to enter the workforce.

· Through this activity you will be able to assess:

· Which skills you already have?

· Which skills you need to work on?
· Where can you learn the skills you are lacking?

(back to Table of Contents)
	I have this skill
	I don’t have this skill
	Skills Employers Want
	Plan of Action

	
	
	Basic Skills:  Read, write, perform arithmetic and mathematical operation, listen and speak.
	

	
	
	1.  Reading - locate, understand, and interpret written information in prose and in documents such as manuals, graphs, and schedules.
	

	
	
	2.  Writing - communicate thoughts, ideas, information, and messages in writing; and create documents such as letters, directions, manuals, reports, graphs, and flow charts.
	

	
	
	3.  Arithmetic/Mathematics - perform basic computations and approach practical problems by choosing appropriately from a variety of mathematical techniques.
	

	
	
	4.  Listening - receive, attend to, interpret, and respond to verbal messages and other cues.
	

	
	
	5.  Speaking - organize ideas and communicate orally.
	

	
	
	Thinking Skills: Think creatively, make decisions, solve problems, visualize, know how to learn, and reason.
	

	
	
	6.  Creative Thinking ​- generate new ideas.
	

	
	
	7.  Decision Making - specify goals and constraints, generate alternatives, consider risks, and evaluate and choose best alternative.
	

	
	
	8.  Problem Solving - recognize problems and devise and implement plan to action.
	

	
	
	9.  Seeing Thing in the Mind’s Eye - organize, and process symbols, pictures, graphs, objects, and other information.
	

	
	
	10.  Knowing How to Learn - use efficient learning techniques to acquire and apply new knowledge and skills.
	

	
	
	11.  Reasoning - discover a rule or principle underlying the relationship between two or more objects and apply it when solving a problem.
	


(back to Table of Contents)
	I have this skill
	I don’t have this skill
	Skills Employers Want
	Plan of Action

	
	
	Personal Qualities:  Display responsibility, Self-Esteem, sociability, self-management, and integrity and honesty.
	

	
	
	12.  Responsibility - exert high level of effort and persevere towards goal attainment.
	

	
	
	13.  Self-Esteem - believe in own self-worth and maintain a positive self image.
	

	
	
	14.  Sociability - demonstrate understanding, friendliness, adaptability, empathy, and politeness in group settings.
	

	
	
	15.  Self-Management - assess self accurately, set personal goals, monitor progress, and exhibit self-control.
	

	
	
	16.  Integrity/Honesty - choose ethical courses of action.
	

	
	
	Resources:  Identify, organize, plan, and allocate resources.
	

	
	
	17.  Time - select goal-relevant activities, rank them, allocate time, and prepare and follow schedules.
	

	
	
	18.  Money - use or prepare budgets, make forecasts, keep records, and make adjustments to meet objectives.
	

	
	
	19.  Material and Facilities - acquire, store, allocate, and use materials or space efficiently.
	

	
	
	20.  Human Resources - assess skills and distribute work accordingly, evaluate performance and provide feedback.
	




(back to Table of Contents)
	I have this skill
	I don’t have this skill
	Skills Employers Want
	Plan of Action

	
	
	Interpersonal:  Work with others.
	

	
	
	21.  Participates as Member of a Team - contribute to group effort.
	

	
	
	22.  Teaches Others New Skills.
	

	
	
	23.  Serves Clients/Customers - work to satisfy customers’ expectations.
	

	
	
	24.  Exercises Leadership - communicate ideas to justify position, persuade and convince others, responsibility, challenge existing procedures and policies.
	

	
	
	25.  Negotiates - work toward agreements involving exchange of resources, resolve divergent interests.
	

	
	
	26.  Works with Diversity - work well with men and women from diverse backgrounds.
	

	
	
	Information: Acquire and use information.
	

	
	
	27.  .Acquire and Evaluate Information.
	

	
	
	28.  Organize and Maintain Information.
	

	
	
	29.  Interpret and Communicate Information.
	

	
	
	Systems: Understand complex inter-relationships.
	

	
	
	31.  Understand Systems - know how social, organizational, and technological systems work and operate effectively with them.


	

	
	
	32.  Monitor and Correct Performance - distinguish trends, predict impacts on system operations, diagnose systems’ performance an correct malfunctions.
	

	
	
	33.  Improve or Design Systems - suggest modifications to existing systems and develop new or alternative systems to improve performance.
	


(back to Table of Contents)
	I have this skill
	I don’t have this skill
	Skills Employers Want
	Plan of Action

	
	
	Technology: Work with a variety of technologies.
	

	
	
	34.  Select Technology - choose procedures, tools or equipment including computers and related technologies.
	

	
	
	35.  Apply Technology to task - understand overall intent and proper procedures for setup and operation of equipment.
	

	
	
	36.  Maintain and Troubleshoot Equipment - prevent, identify, or solve problems with equipment, including computers and other technologies.
	


 Occupational Goals



(back to Table of Contents)
At the beginning of each semester state your goal on the lines provided.  Next, specifically state how you plan to gain experience toward this goal in the space provided.  Include: your work experience program, classes and other related activities.

Each semester you are enrolled in Work Experience/Internship it is necessary to identify new or expanded job-oriented learning objectives.  These objectives are formulated by the student, reviewed, and approved by both the supervisory employer and the instructor/coordinator.

The objectives must be specific, measurable, and attainable.  Should an objective require revision any time during the semester, the instructor/coordinator must be notified.


Example:  My goal is to become a sales representative for an Ag chemical company.
1st Internship Occupational Goal: 

	

	List each Objective you plan on accomplishing this semester
Check when accomplished

	


	


	


	


	



Name of Employer: 

Address: 

City, State Zip: 

Telephone: 

The above objectives have been reviewed and approved by:

Signature of Employer/Supervisor






Title

This employer does not discriminate on the basis of race, creed, religion, national origin, sex, or mental or physical handicap in any of their programs or activities.

2nd Semester Internship Goal: 

	List each Objective you plan on accomplishing this semester
	Check when accomplished

	
	

	
	

	
	

	
	

	
	


Name of Employer: 

Address: 

City, State Zip: 

Telephone: 

The above objectives have been reviewed and approved by:

Signature of Employer/Supervisor






Title

This employer does not discriminate on the basis of race, creed, religion, national origin, sex, or mental or physical handicap in any of their programs or activities.

__________________________________________________________________

Additional Semesters of Internship/Work Experience Goals can be added here.
Student Internship/Work Experience Application

(back to Table of Contents)
STUDENT NAME______________________________________________________________________
STUDENT ID#_____________________STUDENT TELEPHONE  #_(____)_______________________

STUDENT ADDRESS___________________________________________________________________

CITY_______________________________________STATE___________ZIP CODE________________

PERMANENT ADDRESS________________________________________________________________

CITY_______________________________________STATE___________ZIP CODE________________

PERMANENT TELEPHONE #_(____)____________________E-MAIL___________________________

UNITS CURRENTLY ENROLLED______UNITS COMPLETED______MAJOR___________________

CLASS STANDING (Junior, Senior,etc.)___________EXPECTED GRADUATION DATE____________

TERM INTERNSHIP IS DESIRED:   Fall______  Winter______  Spring_____Summer______   20______

TYPE OF INTERNSHIP DESIRED OR ALREADY ARRANGED________________________________

______________________________________________________________________________________
______________________________________________________________________________________
EDUCATIONAL BACKGROUND (Degrees or Licenses, if any)_________________________________

______________________________________________________________________________________
______________________________________________________________________________________
COURSE WORK AND EXPERIENCE (List Courses or other experience that relates to the internship you 

prefer)________________________________________________________________________________

______________________________________________________________________________________
______________________________________________________________________________________

Internship/Work Experience Agreement

CONTRACTUAL AGREEMENT BETWEEN

_____________________________________________

AND

_________________________________________, 

Hereafter referred to as “The Employer”


This Agreement, made and entered into this ____________________, by and between the Trustees of _______District________________________, on behalf of ______”Institution”_________, and “The Employer”, sets forth the provisions of understanding between the student, faculty coordinator, and employer with respect to participation in the Internship (paid or unpaid).

A.
RESPONSIBILITIES OF THE “INSTITUTION” FACULTY


The Faculty shall:

1.
Assume direct responsibility for coordinating the course and will serve as liaison between the “Institution” and “The Employer”.

2.
Assure that students are eligible for the course and verify the registration of the student in the “Institution” Internship/Work Experience course.

3.
Review the job description to determine appropriateness of technical responsibilities and skill development of the internship.

4.
Visit the student at “The Employer” site during the experience and monitor the student’s progress.

5.
Review the Employer evaluation for consideration of awarding the Internship grade.

6.
Provide information and instruction in the use of the Professional Portfolio to students during the experience.

7.
Communicate on an as-needed basis with “The Employer” to provide information necessary for the effective and efficient administration of the program.

(back to Table of Contents)
B.
RESPONSIBILITIES OF THE EMPLOYER


“The Employer” shall:

1.
Interview, evaluate and select students as employees.

2.
Ensure that students are employed with the rights and responsibilities of other employees of “The Employer”.

3.
Orient the student with an overview of the company/public agency and their role in conducting the duties and responsibilities of the internship.

4.
Assign students to specific duties and ensure that they are oriented and always working under direct or indirect supervision, whichever is more appropriate.

5.
Ensure that student responsibilities will be commensurate with the student’s level of competence.  At no time are students to be assigned responsibilities and functions that are beyond the scope of their abilities.

6.
Student’s internship/work experience schedules shall be reasonably and fairly assigned, including weekends and shifts.

7.
Evaluate student’s performance and discuss the performance appraisal with the student, utilizing the “Employee Evaluation Form” contained in the Professional Portfolio.

8.
Have the right, after consultation with the “Institution” Faculty, to discontinue any student who, in “The Employer’s” judgment, is not performing satisfactorily .

9.
Communicate with “Institution” Faculty to discuss issues, problems, and suggestions for the effective and efficient administration of the program.

10.
Retain full responsibility for all work assigned to the student intern.

(back to Table of Contents)
C.
RESPONSIBILITIES OF THE STUDENT 


The student shall:

1.
Be a regular employee of “The Employer” and follow all of the policies of that employer as well as the objectives and requirements of the “Institution” Internship/Work Experience Course.

2.
Work on a schedule arranged by the employer, always under the supervision.

3.
Perform only those duties and procedures that are stipulated in the job description.  At no time are students to perform skills that they have not been previously taught or developed in an on-the-job training experience nor accept responsibilities that are beyond the scope of their abilities.

4.
Meet with the “Institution” Faculty on an as-needed basis to discuss progress.

5.
Consult regularly with “The Employer” supervisor to determine progress and to discuss any problems or concerns arising during the internship.

6.
Complete the Professional Portfolio as outlined in the “Portfolio” instructions for review and evaluation.

7.
Participate in the performance evaluation at the end of the internship.

8.
Communicate with the “Institution” faculty regarding any problems, issues, or suggestions regarding the internship.

The “Institution” does not assume any liability for action taken by the student as an employee of “The Employer” while on an Internship.

D.
TERM OF THE AGREEMENT

1. The term of this agreement shall be for the period  of_____________________.  Either party may terminate this agreement after giving the other party thirty (30) days advance written notice of its intention to so terminate.

2. This agreement may at any time be altered, changed, or amended by mutual 

agreement of the parties in writing.

IN WITNESS WHEREOF, this agreement has been executed by and on behalf of the parties.

 ________
___________________


________________________________

The “Institution”





“The Employer”

Signature


Date


Signature


Date

Faculty Internship/Work Experience Supervisor


(back to Table of Contents)
Internship/Work Experience Learning Contract

(back to Table of Contents)
STUDENT NAME______________________________________________________________________
STUDENT ID#_____________________STUDENT TELEPHONE  #_(____)_______________________

STUDENT ADDRESS___________________________________________________________________

CITY_______________________________________STATE___________ZIP CODE________________

E-MAIL ___________________UNITS CURRENTLY ENROLLED______UNITS COMPLETED______

MAJOR_________________________________CLASS STANDING (Junior, Senior,etc.)_____________

********************

EMPLOYER___________________________________________________________________________

SITE ADDRESS________________________________________________________________________

CITY_______________________________________STATE___________ZIP CODE________________

JOB TITLE____________________________________________________________________________

SUPERVISOR______________________________________TELEPHONE #_(____)________________

********************

FACULTY COORDINATOR______________________________________________________________

DEPARTMENT_____________________________________TELEPHONE #_(____)________________

COURSE #___________________UNITS_______

LEARNING CONTRACT AGREEMENT

This LEARNING CONTRACT AGREEMENT may be amended by the student, Faculty Coordinator or Employer upon written agreement among the participants.  The student has the responsibility of providing a copy of the contract to the Faculty Coordinator and Employer.

Student Signature___________________________________________________Date_________________

Faculty Coordinator Signature_________________________________________Date_________________

Department Chair Signature___________________________________________Date_________________

Employer Signature__________________________________________________Date________________

Student Internship/Work Experience Objectives

(back to Table of Contents)
Once you have been accepted at an internship site, summarize the objectives or expectations you have for this internship experience.  Keep a copy of this form since we would appreciate your providing us with your evaluation of this internship/work experience at the end of the term.  Did your expectations meet the reality?

(1) What relationship does this internship have to your future career objectives (briefly explain)?

(2) List the specific job experiences or non-job skills you hope to acquire with this    internship (explain, if necessary).

(3) Describe the nature of your responsibilities as outlined by your supervisor.

Internship/Work Experience Skill Documentation
(back to Table of Contents)
List all the skills that are needed to adequately prepare you for your stated goal.  Include those skills you have obtained in work experience/internship and those you have learned in class.  Rate each skill every semester as your proficiency improves (B for Basic Proficiency, P for Proficient, A for Advanced Proficiency).  Below are the definitions of the various skill levels.

· B = Basic - recently learned skill requiring immediate supervision in its execution

· P = Proficient - a practiced skill requiring minimal or no immediate supervision

· A = Advanced - an extensively practiced skill with the ability to teach someone else that skill

Examples:  See below a few skills from a 3rd semester student.


Semester

	Skill
	1
	2
	3
	4

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Skill Page 2
Semester in Work Experience

	Skill
	1
	2
	3
	4

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Internship/Work Experience Hours Documentation

(back to Table of Contents)
INSTRUCTIONS

1.  Entries of time must be in terms of skills performed, not as lump sums.  NOT “worked for Jones 10 hours, “ but Pruned grapes for Mr. Jones 10 hours.(see Examples)

2.  All entries should include DATE and FOR WHOM THE WORK WAS DONE.
3.  Special effort should be made to practice and enter into record, skills related to goals and objectives as shown on your skills list.

4.  Entries should be grouped weekly in accordance with the instructions above.

5.  Insert additional record pages if needed by copying and pasting.

6.  Total the hours at the end of the internship and record the total  at the end.

	DATE
	SKILL
	FOR WHOM PERFORMED
	HOURS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total for this page or Grand Total
	


INTERNSHIP DOCUMENTATION page 2

	DATE
	SKILL
	FOR WHOM PERFORMED
	HOURS

	
	Total Brought Forward for this internship
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total this Page
	

	
	
	Grand Total to date
	


Summary Sheet for the Internship/Work Experience
At the end of each semester summarize and record the total hours for each of the skills recorded on your work documentation pages.  (back to Table of Contents)
From Work Experience Documentation

Semester:
Year:  

	Employer
	Skill
	Hours
	Employer
	Skill
	Hours

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Total Hours:  
From Work Experience Documentation

Semester:
Year: 

	Employer
	Skill
	Hours
	Employer
	Skill
	Hours.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Total Hours:  

From Work Experience Documentation

Semester:
Year: 

	Employer
	Skill
	Hours
	Employer
	Skill
	Hours

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Total Hours:  

Report on Employee’s Performance

Agricultural Work Experience or Internship

(back to Table of Contents)
Student Name:






Advisor:

Date:







Job Title:

Please return this form no later than:

SSN (optional):
Please check the areas which best approximate the student’s progress.  The responses will assist with advising, grading and improving the student’s performance.

	Evaluation Areas
	Excellent
	Very Good
	Satisfactory
	Improvement Needed

Yes            No

	Punctuality and Attendance
	
	
	
	
	

	     Notifies job supervisor in advance of absence
	
	
	
	
	

	     Is regularly present for work scheduled
	
	
	
	
	

	Work Habits, Attitudes, and Appearance
	
	
	
	
	

	     Avoids being idle, looks or asks for next assignment
	
	
	
	
	

	     Work done is efficient and accurate
	
	
	
	
	

	     Takes proper care of equipment and supplies
	
	
	
	
	

	     Grooming and dress is appropriate for job
	
	
	
	
	

	     Shows interest in the work
	
	
	
	
	

	Dependability
	
	
	
	
	

	     Follows oral and/or written directions in job performance
	
	
	
	
	

	     Holds distractions from duties to minimum
	
	
	
	
	

	     Completes assigned responsibilities
	
	
	
	
	

	Relationships With People
	
	
	
	
	

	     Cooperates and works effectively with other employees and/or customers
	
	
	
	
	

	     Is poised and self-confident
	
	
	
	
	

	     Is courteous and mannerly at all times
	
	
	
	
	

	Competencies
	
	
	
	
	

	     Possesses proper skills for job assignment
	
	
	
	
	

	Overall Rating:
	
	
	
	
	


Comments:
Did you discuss this evaluation with the employee ?  Yes_____     No_____

Suggested Grade:
A
B
C
D
F (circle one)

Approximate hours that this student has worked for you:  Per Week:_____ or Per Semeser:_____

Company Name:




Supervisor’s Name:

Street Address:




Supervisor’s Signature:

City, State Zip:

Company is an equal opportunity employer who does not discriminate on the basis of handicap, race, color, religion, sex or national origin.

Supplemental Materials

(back to Table of Contents)
· In this section you may include awards, certificates, and recognition you’ve received.

· This section in the portfolio is optional.


 Electronic Portfolio Documentation
Activities and Recognition
(List school and community activities in which you have participated)

Year

Activity / Organization

Member/Officer
      
          Award/Special Recognition
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Post secondary career preparation choices:





Work ( Apprenticeship ( Military ( Vocational/Technical School ( Community College ( College/University
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