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[Preamble to be developed by DPI team]
The intent of the Wisconsin Employability Skills Certificate Program is to recognize a student's mastery of employability skills valued by employers, to help students explore a career interest, and to provide a state credential of student mastery of employability skills.  The main strategy is to provide, within state guidelines, state certification of a broader range of local district school-supervised work-based learning programs.  It will further serve to provide state certification to existing and new work-based learning programs including “regular” cooperative education programs, general work experience programs, etc.

Directions for Evaluator  [to be fine-tuned during pilot phase by work team]
Employer:  Thank you for your help in mentoring the above named employee to become a more effective future employee.  Please use the Evaluation Form to rate the employee based on a 3-2-1-0-N/A scale, and initial your ratings. In order to assess improvement, please rate the employee after the first week of his/her job experience under “Preliminary Evaluation” and at the conclusion of the job experience under “Final Evaluation.” If you cannot assess the employee on some of the items due to lack of access to practice or opportunity to observe the skill, please leave the item(s) blank. If an employee receives a 0-1-2, provide feedback that will guide the employee to work to attain a “2” or “3” rating.   

If you have questions, please call______________________________ at __________________________________.






 (local school contact)
 

(phone and e-mail)

School:  Please review this Employability Skills Record with the participating employee and ensure that s/he understands the items to be assessed. Any items for which the employer cannot provide exposure or skills practice must be covered by the school. Between the employer and the school, all items must be rated. 
Certification:  In order to receive a State Certificate in Employability Skills, the employee skill rating must average at least “2,” and no more than two items may be rated a “1.”  No zeros will be acceptable in the final evaluation.    

Rating Scale
	3
	Exceeds Expectations:  Can be expected to consistently display skill or attitude without prompting

	2
	Meets Expectations :  Does what is expected; may need occasional coaching or prompting to consistently display skill or attitude on own initiative

	1
	Working to Meet Expectations:  Is familiar with expectations and has potential; working towards development of skill/attitude

	0
	Does not meet expectations:   Is unable to meet minimal expectations; performance is substandard/unacceptable

	n/a
	Not Applicable:  No opportunity to demonstrate or observe skill/attitude


	Employee:
	Position:  
	Start Date:

	Primary Responsibilities:


	Rating Scale:  (3) Exceeds Expectations         (2) Meets Expectations         (1) Working to Meet Expectations         (0) Does not meet expectations         (N/A) Not Applicable    

If an employee receives a 0-1-2, provide feedback that will guide the employee to work to attain a “2” or “3” rating

	Rating
	Employability Skills and Attitudes
	Comments/Examples
	Goals

	Personal Work Habits and Attitudes

	
	1.  Develops positive relationships with others

Examples of qualities and habits that the employee might exhibit include . . .
· Interacts with others with respect and in a non-judgmental manner

· Responds to others in an appropriate and non-offensive manner

· Helps co-workers and peers accomplish tasks or goals

· Applies problem-solving strategies to improve relations with others

· When managing others, shows traits such as compassion, listening, coaching, team development, and appreciation
	
	

	
	2. Communicates effectively with others

Examples of qualities and habits that the employee might exhibit include . . .
· Adjusts the communication approach for the target audience, purpose, and situation to maximize impact

· Organizes messages/information in a logical and helpful manner

· Speaks clearly

· Writes legibly 

· Models behaviors to show active listening

· Applies what was read to actual practice
	
	

	
	3. Collaborates with others

Examples of qualities and habits that the employee might exhibit include . . .
· Works effectively in teams with people of diverse backgrounds regardless of sex, race, ethnicity, nationality, sexual orientation, religion, political views, and abilities

· Shares responsibility for collaborative work and decision-making

·  Uses the problem-solving process to work through differences of opinion in a constructive manner to achieve a reasonable compromise

· Avoids contributing to unproductive group conflict

· Shares information and carry out responsibilities in a timely manner
	
	

	
	4. Maintains composure

Examples of qualities and habits that the employee might exhibit include . . .
· Uses critical thinking skills to determine the best options or outcomes when faced with a challenging situation

· Carries out assigned duties while under pressure

· Acts in a respectable, professional, and non-offensive manner while under pressure

· Applies stress management techniques to cope under pressure
	
	

	
	5. Demonstrates integrity

Examples of qualities and habits that the employee might exhibit include . . .
· Carries out responsibilities in an ethical, legal, and confidential manner 

· Responds to situations in a timely manner

· Takes personal responsibility to correct problems

· Models behaviors that demonstrate self-discipline, reliability, and dependability
	
	

	
	6. Performs quality work

Examples of qualities and habits that the employee might exhibit include . . .
· Carries out written and verbal directions accurately 

· Performs math accurately

· Conserves resources, supplies, and materials to minimize cost and environmental impact

· Uses equipment, technology, and work strategies to improve workflow

· Applies problem-solving strategies to improve productivity

· Follows safety regulations and practices

· Maintains an organized work area 
	
	

	
	7. Provides quality customer service (internal and external)

Examples of qualities and habits that the employee might exhibit include . . .
· Shows support for the organizational goals and principles by your personal actions

· Displays a respectable and professional image to customers

· Display an enthusiastic attitude and desire to take care of customer needs

· Seeks out ways to increase customer satisfaction
	
	

	
	8. Shows initiative and resourcefulness

Examples of qualities and habits that the employee might exhibit include . . .
· Prioritizes and carries out responsibilities without being told

· Responds with enthusiasm and flexibility to handle tasks that need immediate attention

· Reflects on any unsatisfactory outcome as an opportunity to learn

· Improves personal performance by doing something different

· Analyzes how own actions impact the overall organization

· Supports own actions with sound reasoning and principles

· Balances personal activities to minimize interference with work responsibilities
	
	

	
	9. Adapts to change

Examples of qualities and habits that the employee might exhibit include . . .
· Shows flexibility and willingness to learn new skills for various job roles

· Uses problem solving and critical thinking skills to cope with changing circumstances

· Modifies own work behaviors based on feedback or unsatisfactory outcomes

· Displays a "can do" attitude
	
	

	
	Subtotal:  Employee must earn a subtotal of at least 18 out of a possible 27 for certification.  

	

	Job-Specific Skills [to be mutually determined by employer/ supervisor and employee]

	
	10. 
	
	

	
	11. 
	
	

	
	12. 
	
	

	
	Subtotal:  Employee must earn a rating average of “2” rating for certification.  


Rating Scale:  (Y) yes—meets expectations     (IP) in progress      (N) no--does not meet expectations     (N/A) Not Applicable    

	Personal and Professional Development

	
	13. Fulfilled training or certification requirements for employment 

·  Participated in required career-related training and/or educational programs

·  Passed certification tests to qualify for licensure and/or certification 

·  Participated in company training or orientation 
	
	

	
	14. Set personal goals for improvement
·  Set goals that are specific and measureable

·  Set work-related goals that align with the organization's mission

·  Identified strategies to reach goals

·  Reflected on goal progress to regularly evaluate and modify goals
	
	


	Date
	Employer Observations and Recommendations
	Employee Reflection (accomplishments, potential obstacles, goals, strategies)

	Preliminary Evaluation
	
	

	Mid-Term Evaluation
	
	

	Final Evaluation
	
	


[DRAFT - under development]

The Competencies in This Portfolio Have Been Endorsed By:

[insert all that apply]

Wisconsin Department of Public Instruction

Wisconsin Association for Career and Technical Education

Wisconsin Association for Leadership in Education and Work

Wisconsin Technical College System

Please direct any questions concerning the

Wisconsin Employability Skills Certificate Program to:

Career and Technical Education Team

Department of Public Instruction

P.O. Box 7841

Madison, WI 53707-7841

Fax: 608-267-9275

Attention: Program Administrator

Phone: 608-267-3161

Or

Attention: Marilyn Bachim, Office Operations Associate

Phone: 608-267-2274

marilyn.bachim@dpi.state.wi.us
The Wisconsin Department of Public Instruction does not discriminate on the basis of sex, race, color, religion, 
creed, age, national origin, ancestry, pregnancy, marital status or parental status, sexual orientation, or disability.

        Preliminary Evaluation

Mid-Term Evaluation
     Final Evaluation
Evaluator Signature
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Employee Signature 




  Date 




