DEPARTMENT OF Wisconsin Certificate
PU BL[C L& Program Assessment
INSTRUCTION

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 their career interests, and to providea state credential of student mastery. This
program allows:

e students and workers to document their employability skills

e employers to assess theskillsthey arelooking forin quality employees

e educators to customize instruction to help students to acquireskills thattoday’s workplacerequires.

Directions for Evaluator or Employer

Thank you for your helpin mentoring an entry-level employee at the beginning of their work experiences to become a more
effective future employee. Pleaseuse the certificate program assessmentto rate the employee based on the 3-2-1 scale. Select
the appropriate work experience environment code or codes to show where the student has demonstrated the skillsor

attitudes.

STUDENT INFORMATION

Student/Employee Name Supervising Teacher Supervising Teacher’s Email
School District School Name and Address: (Street, City, State, and Zip)
School Telephone Area/No. School Fax Area/No.

Workplace Mentor Mentor’s E-Mail Address Mentor’s Phone
Student’s Position Start Date

Work-Based Learning Site (Employer name, street address, city, state, zip code)

Primary Responsibilities:

Certification: \norder to receive a State Certificate in Employability Skills, the employee skill ratingmustbe at least26
points, with a minimum of a “2” rating for each assessed skill standard.



Rating Scale:

3

Exceeds Expectations: Exceeds entry-level criteria;requires minimal
supervision; consistently displays this behavior

Meets Expectations: Meets entry-level criteria;requiressomesupervision;
often displaysthis behavior

Working to Meet Expectations: Needs improvement; requires much
assistanceand supervision;rarely displays behavior

Work Experience Environment
Code:

SB School Based (Supervising Teacher)
WB Work Based (Workplace Mentor)
CB Community Based or Service Agency
Based

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 inanappropriateand non-offensive manner

Helps co-workers and peers accomplish tasks or goals

Applies problem-solving strategies toimprove relations with others

When managingothers, shows traits such as compassion, listening, coaching,
team development, and appreciation

Choose one here:

(1= 02 [t

Choose one or more here:

DWB DSB DCB

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 maximizeimpact

Organizes messages/informationin a logical and helpful manner

Speaks clearly and writes legibly

Models behaviors to show activelistening

Applies what was read to actual practice

Asks appropriate questions for clarity

Choose one here:
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Choose one or maore here:

[Jwe []sB []c8

3. Collaborates with Others
Examples of qualities and habits that the employee might exhibit include . .

Works effectively inteams with people of diversebackgrounds regardless of
sex, race, ethnicity, nationality, sexuality, religion, political views,and
abilities

Shares responsibility for collaborative work and decisionmaking

Uses the problem-solving process to work through differences of
opinionina constructivemanner to achieve areasonable compromise
Avoids contributing to unproductive group conflict

Shares information and carries outresponsibilities in a timelymanner

Choose one here:

[1s [0z [t

Choose one or more here:

DWB DSB DCB

4. Maintains composure under pressure

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 challengingsituation

Carries outassigned duties whileunder pressure

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

Applies stress management techniques to cope under pressure

Choose one here:
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Choose one or more here:

DWB DSB DCB

5. Demonstrates integrity

Examples of qualities and habits that the employee might exhibit include . .

Carries outresponsibilities inan ethical, legal,and confidentialmanner
Responds to situations ina timely manner
Takes personal responsibility to correct problems

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

Choose one here:

[1s [0z [t

Choose one or more here:

DWB DSB DCB

6. Performs quality work

Examples of qualities and habits that the employee might exhibit include . .

Carries outwritten and verbal directions accurately
Completes work efficiently and effectively




» Performs calculations accurately

» Conserves resources, supplies,and materialsto minimize costand
environmentalimpact

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

» Applies problem-solving strategies toimprove productivity

» Adheres to worksite regulations and practices

» Maintains anorganized work area

Choose one here:

[1s [0z [t

Choose one or more here:

DWB DSB DCB

7. Provides quality goods or service (internal and external)
Examples of qualities and habits that the employee might exhibit include . .
» Shows supportfor the organizational goalsand principles by own personal
actions
» Displaysa respectful and professionalimageto customers
 Displaysan enthusiastic attitudeand desireto take careof customerneeds
» Seeks out ways to increase customer satisfaction
» Produces goods to workplacespecifications

Choose one here:

(1= 02 [t

Choose one or more here:

DWB DSB DCB

8. Shows initiative and self-direction
Examples of qualities and habits that the employee might exhibit include . .
» Prioritizes and carries outresponsibilities without beingtold
» Responds with enthusiasmand flexibility to handle tasks thatneed immediate
attention
» Reflects on any unsatisfactory outcome as an opportunity tolearn
» Improves personal performance by doing something different or differently
* Analyzes how own actions impactthe overall organization
» Supports own actions with sound reasoningand principles

» Balances personal activities to minimizeinterference with work
responsibilities

Choose one here:

[1s [z [t

Choose one or more here:

DWB DSB DCB

9. Adapts to change

Examples of qualities and habits that the employee might exhibit include . .

» Shows flexibility and willingness to learn new skills for variousjobroles

* Uses problem-solvingand critical-thinking skills to cope with changing
circumstances

» Modifies own work behaviors based on feedback, unsatisfactory outcomes,
efficiency, and effectiveness

» Displaysa"cando"attitude

Choose one here:
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Choose one or more here:

[Jwe []sB []c8

10. Demonstrates safety and security regulations and practices
Examples of qualities and habits that the employee might exhibit include . .
« Follows personal safety requirements
* Maintains a safework environment
« Demonstrates professionalroleinanemergency
« Follows security procedures
« Maintains confidentiality

Choose one here:
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Choose one or more here:

DWB DSB DCB

11. Applies job-related technology, information, and media
Examples of qualities and habits that the employee might exhibit include . .
» Applies technology effectively inthe workplace
» Accesses and evaluates information on the job
« Accesses training manuals, websites, or other media related to thejob

Choose one here:
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Choose one or more here:

DWB DSB DCB

Personal Work Habits and Attitudes Subtotal

Student/Employee must earn a subtotal of atleast26 out of a possible33 for
certification.

Total:
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INSTRUCTION

Wisconsin Employability
Skills Certificate Program

Assessment

Date of Evaluation

GradingPeriod (if applicable)

Student/Employee

School

Workplace

Position

Evaluation Summative Chart

Criteria Points Points
Necessary | Earned

Personal Work Habits and Attitudes 26
Total Points

. Hours Hours
On-the-job hours completed .

) P Required | Worked
Total Hours Worked 90

I/We, the undersigned, attest that the information inthis documentis correctand has beenreviewed byallparties collaboratively.

Signature of Workplace or Community Mentor Signature Date
TeacherSupervisor Signature Date
Student/Employee Signature Date




	Wisconsin Certificate Program Assessment
	Wisconsin Employability Skills Certificate Program Assessment

