Family Assistance Letter #113A
Attachment D
EVALUATION TOOL FOR PRE AND POST EVALUATION OF YOUTH

	Employer Name:


	Worksite:

	Name of Participant:

	Worksite supervisor/Reviewer:



	Participant  Job Title:


	Date of Completion:

	Participant Start Date:
	Pre  or   Post    Evaluation   (Circle one)

	Review Date:



	FOUNDATION SKILLS
	PERFORMANCE EXPECTATIONS
	Performance Improvement Plan Needed
(1)
	Needs Development
(2)
	Proficient (3)
	Exemplary (4)



	ATTENDANCE
	Understanding work expectations for attendance and adhering to
them. Notifying supervisor in advance in case of absence.
	
	
	
	

	PUNCTUALITY
	Understanding work expectations for punctuality. Arriving on time
for work, taking and returning from breaks on time, and calling
supervisor prior to being late.
	
	
	
	

	WORKPLACE APPEARANCE
	Dressing appropriately for position and duties. Practicing
personal hygiene appropriate for position and duties
	
	
	
	

	TAKING INITIATIVE
	Participating fully in task or project from initiation to completion.
Initiating interaction with supervisor for next task upon
completion of previous one.
	
	
	
	

	QUALITY OF WORK
	Giving best effort, evaluating own work, and utilizing feedback to
improve work performance. Striving to meet quality standards
	
	
	
	

	COMMUNICATION SKILLS
	Speaking clearly and communicating effectively – verbally and
non-verbally. Listening attentively. Using language appropriate
for work environment.
	
	
	
	

	RESPONSE TO SUPERVISION
	Accepting direction, feedback, and constructive criticism with
positive attitude and using information to improve work
performance.
	
	
	
	

	TEAMWORK
	Relating positively with co-workers. Working productively with
individuals and teams. Respecting diversity in race, gender, and
culture.
	
	
	
	

	WORKPLACE CULTURE POLICY AND SAFETY
	Exercising sound reasoning and analytical thinking. Using
knowledge and information from job to solve workplace
problems.
	
	
	
	

	SPECIFIC WORKPLACE AND CAREER SKILL
	Demonstrating understanding of workplace culture and policy.
Complying with health and safety rules. Exhibiting integrity and
honesty.
	
	
	
	



*See additional PDF attachment for definitions for scoring each category.

INSTRUCTIONS FOR FORM:
Use this form to conduct both the pre and post evaluation of the youth participant in the 2012 TANF Summer Youth Employment Program.  This form should be completed by the supervisor at the worksite.  Two forms will be completed for each youth participant, one for the pre-evaluation and one for the post-evaluation.
The pre-evaluation should be completed within two weeks of starting employment.  The post-evaluation form should be completed at the end of the employment or the program, whichever comes first. The CDJFS may submit both the pre and post evaluation forms to ODJFS together at the end of the program.  All evaluation forms are due to ODJFS by September 14, 2012.  Forms may be scanned and sent electronically to Program_Policy@jfs.ohio.gov or faxed to 614.644.1767 or mailed to Ohio Department of Job and Family Services, Office of Family Assistance, P.O. Box 182709, Columbus, Ohio 43218-2709, attention Matthew Cunningham.  CDJFS shall keep a copy of the forms for their records.

