Employer Forms

These forms are used with employers before and during the student’s internship.

Employer Verification Letter Example (Lee’s Summit) /

Employment Verification Example (Lee’s Summit) — These forms are sent with
the student at the beginning of the semester to be given to their employer to verify
employment. It also acts as a letter of introduction to the program and the
coordinator.

Work Evaluation/Employer Evaluation— These forms can be sent with the student
prior to your grading period to be completed by the employer. Some coordinators
will drop a form off and then have the employer return it through the mail, some
coordinators require students to return the form. Examples include:

o Blank Work Evaluation

o Employer Evaluation Example (Francis Howell)
o Employer Evaluation Example (Blue Springs)

o Employer Rating Sheet Example (Lee’s Summit)

Calling Card Example (Francis Howell) — This form is for the purpose of on-going
communication and documentation between the coordinator and the employer. Phone
calls and face-to-face visit outcomes can be recorded on this form.

Change of Employment Example (Blue Springs) — Should a student need to change
jobs, this form will provide documentation stating rationale. It also provides the
coordinator with actions completed by the student regarding steps to finding new
employment. The coordinator’s approval or disapproval of the job change is also
documented. It is important to note that some coordinators do not allow any job
changes unless an extreme situation; other coordinators allow 1 job change within the
year.
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Lee's Summit West High School
Christy Rutherford
Marheting Coordinator
2600 $\W Ward Rd Lee's Summit, MO 64082
(816) 986-4036

August 7, 2007

Dear Employer:

I would like to take this opportunity to thank you for participating in the marketing
internship program at Lee’s Summit West High School. The training and experience that
your company provides is a valuable part of the student’s educational experience.

The other way in which you help the student is through quarterly evaluations. Iwill be
getting these to you about two weeks prior to the end of the grading period. It is
important for these evaluations to be fair and accurate representation of the student’s job
performance for the given period. Ifthere are areas that need work, please feel free to
indicate these to me. Likewise, positive areas of performance enable me to give the
student praise in the areas in which they are doing well. While the evaluations do help
determine the student’s grade, semester grades are also affected by classroom
performance. Indicating areas that need improvement does not sentence a student to a
bad grade, but simply helps me gear classroom instruction to better meet their needs.

In addition to formal evaluations, [ will be calling periodically to touch base with you on
any situations in which you might need my assistance. Please remember that since
semester credit is tied to this job, it is very important to contact me if any situation should
arise that would jeopardize the student’s job standing, and thus, their credit. If you have
any questions or concerns please feel free to contact me at 8§16-986-4036.

I am looking forward to meeting and working with you in the coming year to provide the
best possible training for our students. Thanks again for your participation.

Sincerely,

Christy Rutherford
Marketing Coordinator
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Lee’s Summit West High School
Christy Rutherford
Marketing Coordinator
2600 SW Ward Rd Lee's Summit, MO 64082
(816) 986-4036

EMPLOYMENT VERIFICATION
MARKETING EDUCATION PROGRAM

Date:

Dear Employer:

As the cooperating employer, your signature and completion of this form allows the student-intern
to participate in the Marketing Internship Program at Lee’s Summit VWest High School. Students
earn high school credit for their work experience. The central focus of the internship program is
the development of occupational competence, using employment in the workplace as the key
source of learning.

| would like to thank you for providing occupational training for student learners. If you have any
guestions, please call me at (816) 886-4036. | will contact you soon to discuss the student, the
Marketing Internship program, and answer any questions that you might have.

is employed by our business.

Name of Student Intern

Name of Business Telephone Number

Street Address City/Zip Code

Email Address

He/she began employment with us on and will work approximately
hours per week at a rate of pay of

Duties will
include:

Signature of Supervisor Title

Printed Name of Supervisor
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Marketing Internship Training Evaluation

STUDENT: Lee’s Summit West HS
TRAINING STATION:
Rating Scale: 10-9 = Excellent 6-5 = Average
8-7= Above Average 4-3 = Acceptable, but needs improvement
2-1 = Not acceptable, needs significant improvement
Grading Periods
Training Plan Goals: 112134

MARKETING COMPETENCIES

Personal Appearance: Neat, well-groomed, appropriately dressed

Job Knowledge:

Quality of Work:

Quantity of Work:

Attitude Towards Co-Workers:

Ability to Take Criticism:

Self-Confidence and Maturity:

Adaptability:

Dependability: Prompt, trustworthy, follows directions, meets obligations

Communication Skills:

Motivation:

Ability to Leamn:

Initiative:

Attitude Toward Supervisors:

Comments:

Employer Signature: Date:
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drancis gftowell gftigh &ehool
c/laxketing
Work cProgram

2009-2070

Work Program Grade is based on:
33% Employer Evaluation 33% Time Sheet 33% Class work

Employer Evaluation (Reminder total points on the
evolution must add up to desired work grade.

*

90-100 points = A
80-89 points = B
70-79 points = C
60-69 points =D
59 or below =F

-
.0

»
0‘0

. »
* 0.6 0‘.-

»
‘0

Thank you for completing the Work Program Evaluation. You may
return this to the studentiemployee or you may choose to mail it to the
following address (please keep the due date in mind):

Francis Howell High School
7001 South Hwy. 94
S8t. Charles, MO 63304

Attention: Larry Anders

If you have any questions or concerns contact: Larry Anders (636) 851-4729
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Employee Name:

Date:

Due Date:

Job Site:

Francis Howell Work Program
Employer Evaluation

Evaluators Name;:

Rating Scale:

5= excellent 4=above average 3-average 2=below average 1= poor
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18.
19.
20.

Listens carefully to instructions
Masters concepts

. Positive response to criticism
. Works well with employees
. Works well with management

Exhibits self-control

. Is dependable
. Exhibits good judgment

Is self-confident

Shows Initiative

Makes good appearance

Emergency absence only

Seeks understanding of business

Arrives on time

Exhibits knowledge of

products/services

Keeps work area orderly

Performs general work
assignments accurately

Completes work assignments

Uses equipment properly

Creates a positive image of
business

Specific Job Duties:
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Poor listener

Needs repeated Instructions
Negative response to criticism
Poor team worker

Works poorly with management
Loses control easily

Is not reliable

Inclined to jump to conclusions
Lacks confidence

Performs only routine tasks
Should improve appearance
Frequent absences

Never asks questions
Frequently late

Needs to learn more

Is careless
Frequent errors

Is not thorough
Damages equipment
Creates a negative image

Please circle overall grade the student deserves thisquarter: A B C D F
(Total points should reflect total grade) 90-100 points = A; 80-89 points = B;
70-79 points = C; 60-69 points =D; 59 or below =F

Marketing Internship Manual: Section 1
www.mcce.orqg | Published May 2010

35



Marketing Education Program — Blue Springs High School
EMPLOYER EVALUATION
Ms. Linda Friedel, Coordinator

Student:

Training Station Fazolli

Please return by: Mar 15, 2009

Klenklen, Chandler

Personal Appearance and Grooming

Date:

Grading Period

A B C D F

Spring 2009-1

Circle the grade represents this student’s performance -

1 2

3 4 5

6 7

8 g

Clothes not appropriate
for job. Grooming needs
attention.

Comments:

Job Knowledge

Dresses adequately for job
|s usually adequately groomed.

Dresses well and is
usually well groomed.

Ahways very well dressed
Makes a fine appearance.

1 2 3 4 S 6 T 8 9

Knowledge of the job is Knowledge of job is adequate Well informed on the job Well informed on the job

limited. to answer most comman and related work. and makes the most of
guestions. knowledae experience.

Comments:

Quality of Work

1 2 3 4 5 6 7 8 9

Careless and makes
frequent and repetitive
2rrors,

Work usually passable and
requires some follow-up

Usually does a good job
and requires little follow-up

Consistently excellent
performance. Errors
are rare

Comments:
Quantity of Work
1 2 3 4 5 6 7 8 9

Output is frequently below
the required amount.

Comments:

Customer Relations

Turns out the required amount
or work but seldom more,

Usually does more than
is expected.

Qutput is unusually high.
An exceptionally fast
worker.

1 2

3 4 5

6 T

8 9

Little interest in maintaining
good customer relations.
Irritates customers.

Cormments:

Occasionally irritates customers.
Uses little tact and diplomacy.

Attitude Towards Co-Workers

Courteous and helpful to
Customers. Uses tact
and diplomacy.

Unusually good customer
relations. Builds customer
patronage.

1 2 3 4 5 6 7 8 9

Has difficulty in working Teamwork is adequate for good Works well with others. Extremely effective in

with others. performance, does own share of Meets others halfway. working with others. Goes
work. out of the way to help.

Comments:
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Ability to Take Criticism

1 2

3 4

6 7

8 9

Resents criticism. Hasa
chip on shoulder.

Comments:

Resents criticism but does the
job. Occasionally flares up.

Self-Confidence and Maturity

Accepts criticism and
fairly even-tempered.

Accepts and uses criticism
in personal development &
is even tempered.

1 2

3 4

6 i

8 9

Is very immature. Has
complete lack of self-
confidence and poise.

Seems immature at times. Has
little self confidence.

|s mature and shows poise
and self-confidence.

Is very confident and
self-assured for age.

Comments:
Adaptability
1 2 3 4 6 7 8 9

Has great difficulty in adjusting
to new work and requires
repeated instructions.

Requires detailed instructions
in adapting to new tasks.

Can turn from one type of
work to another wath little time
and instruction.

Leans new duties quickly
and adjusts to changed
conditions easily.

Comments:
Dependability
1 2 3 4 6 7 8 9

Is unreliable and will not
accept the responsibility
required of the job.

Comments:

Communication Skills

Accepts responsibilities but not
entirely reliable.

Accepts responsibility of the
job and normally can be
depended on.

Accepts responsibility and
is completely dependable
on the job.

1 2

3 4

8 7

8 9

Poor or awkward grammar
affect job performance.

Comments:

Motivation

Occasionally has difficulty in
communicating with others,

Usually communicates
effectively with others,

Communicates clearly,
pleasantly, conveying spirit
and enthusiasm.

1 2

3 4

6 7

8 8

Wastes time unnecessarily.
Unable to identify work that
need to be done,

Comments:

Attendance

Has the student's attendance been satisfactory for the requirements of the job?
Additional Comments:

Employer Signature

Does only the obvious work.

Student Signature

Works steadily. Does a good
day's work

Date

Does more than required.
Has high degree of enthu-
siasm and interest.

Yes No

Teacher Signature
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Lee’s Summit West High School
2600 SW Ward Rd

Lee’s Summit, MO 64082
816-986-4000

Christy Rutherford
Marketing Coordinator
816-986-4036

Employer’s Rating Sheet

Student-Trainee Date

Rated by

Training Station

Personal Appearance and Grooming
1 2 3 4 5 6 7 8 9

Clothes not appropriate for
job. Grooming needs

Dresses adequately for job,
Is usually adequately

Dresses well and is usually
well groomed.

Always very well dressed.
Makes a fine appearance.

altention. groomed.

Job Knowledge

1 2 3 4 5 6 7 8 9

Knowledge of the job is Knowledge of job is Well informed on the job Well informed on the job and makes the

limited. adequate to answer most and related work. maost of knowledge and experience.
common questions.

Quality of Work

1 2 3 + 5 6 7 8 9

Careless and makes Work usually passable and  Usually does a good job Consistently excellent performance.

frequent and repetitive requires some follow-up. and requires little follow- Errors are rare.

CITOrS. up.

Customer Relations

1 2 3 4 5 6 7 8 9

Little interest in
maintaining good customer
relations. Irritates
customers.

Occasionally iritates
customers. Uses little tact
and diplomacy.

Attitude Towards Co-Workers

Courteous and helpful to
customers. Uses tact and
diplomacy.

Unusually good customer relations.
Builds customer patronage.

1 2 3 4

5 6

7

8 9

Has difficulty in Teamwork is adequate
working with others. for good performance,

Works well with others.
Meets others halfivay.

Extremely effective in working with
others. Goes out of the way to help

does own share of others.

work.
Ability to Take Criticism
1 2 3 3 5 6 7 8 9
Resents criticism. Has Resents criticism but Accepts criticism and Accepts and uses criticism in

chip on shoulder. does the job. fairly even-tempered. personal development and is even-
Occasionally flares up. tempered.

Self-Confidence and Maturity

1 2 3 4 2] 6 7 8 9

Is very immature. Has Seems immanire at

complete lack of self-
confidence and poise.

times. Has little self-
confidence.

Is mature and shows
poise and self-
confidence.
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£ Marketing
Work Program
Coordination Call Card

Students Name Year:

Students Phone Numbers: Home Cell

Name of Job Site;

Address:

Evaluators Name/Title: 1.

2.

Job Site Phone Number: ( )

Students First Day of Employment:

Students Job Site Duties:

Students Wage: E-Mail Address:
1* Semester Schedule 2" Semester Schedule

Hr Class Teacher Room Hr Class Teacher Room
1 1

2 2

3 3

4 4

5 5

6 6

7 7
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Students Name:

Comments:

DATE | Items Discussed

Contact Person

Grade
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PLACE OF EMPLOYMENT - CHANGE REQUEST

Marketing Education Program — Blue Springs High School
Ms. Linda Friedel, Coordinator

TOPIC: Termination Job Change Request

Student: Employer:

Length of Employment:

Reason for Change (give details):

Current Employment Situation (new job, places applied, etc.):

Signed: Date:

Student
Approved: Disapproved:
Teacher's Signature: Date:

Note: Your Training Agreement states that changes can be made only with prior approval from
the Marketing Education Teacher Coordinator.
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