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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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