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1.
GENERAL INFORMATION

1.1
This examination is designed to evaluate the candidates' participation in activities that will prepare them to enter the workforce.

1.2
Evaluation of the candidates' participation will be based on observations made by the teacher and the practicum supervisor at certain times during the practicum. This evaluation is also based on the candidates' work with respect to confirming their practicum and using their journal (Participation Self-Evaluation Checklist).

1.3
A Participation Evaluation Checklist enumerates the criteria upon which the candidates' participation is evaluated. A copy of this checklist is provided in the Candidate's Booklet so that the candidates may refer to it throughout the examination.

1.4
This examination comprises three consecutive phases in which candidates will:

Phase 1 – 
Phase 2 – 
Phase 3 – 
1.5
The examiner and the candidate evaluate Phases 1, 2 and 3. The employer also evaluates Phase 2. Candidates, examiners, and employers all use the same Participation Evaluation Checklist.

1.6
Candidates who do not achieve the minimum performance standard may redo the phases for which they obtained a "No" decision. Phase 2 (in the workplace) may be repeated in accordance with the terms and conditions set by the school.

2.
INSTRUCTIONS

2.1
Before the evaluation

(
Contact potential employers and discuss possibilities for the candidates to do a training course in the workplace.

(
Complete the identification section on each candidate's Participation Evaluation Checklist.

(
Distribute the Candidate's Booklets including the worksheets and the Participation Self-Evaluation Checklists to the candidates.

Note:
The worksheets provided herein are suggested models. The examiner is free to modify them as needed.

(
Make sure the candidates understand the instructions in the Candidate's Booklet and the criteria on the Participation Self-Evaluation Checklist.

(
Inform the candidates of the dates for submitting the written information (Phase 1), doing the practicum (Phase 2), submitting the report (Phase 3), and participating in the group discussion (Phase 3).

(
Make sure each candidate has filled in the identification section on the Participation Self-Evaluation Checklist and all worksheets.

2.2
Evaluation Procedure

Phase 1 – Collecting Information for the Practicum

Part 1

1.
Clearly explain the nature and scope of the information that candidates are expected to supply on Worksheets #1 and #2, reminding them of the deadline for submission.

2.
Collect Worksheets #1 and #2 on the scheduled dates and check the candidates' work.

3.
Mark each candidate on criteria ____ and ____ on the Participation Evaluation Checklist.

Part 2 (if necessary)

Phase 2 – The Practicum

Before the practicum

1.
Contact the employers to ensure that the conditions and agreements regarding the practicum have been fulfilled.

2.
Give company representatives the Employer's Booklet. Make sure that they understand the instructions and the criteria on the Participation Evaluation Checklist. Provide explanations if necessary.

3.
Give each candidate a copy of the document entitled Evaluating Candidate Participation During the Practicum, which can be found in the Appendix to the Employer's Booklet. Make sure candidates fully understand its contents and how they are expected to complete their Daily Journal.

During the practicum

1.
Visit each candidate on the job, at least once a week during the practicum.

2.
Mark each candidate on criteria ____ and ____ on the Participation Evaluation Checklist.

After the practicum

1.
Collect the Employer's Booklet and the completed Participation Evaluation Checklist, as well as the document entitled Evaluating Candidate Participation During the Practicum.

2.
Collect the Daily Journal on the due date and correct the candidate's work.

Phase 3 – Evaluating the Practicum

Part 1

1.
Clarify, if necessary, the information candidates are expected to supply in their Practicum Report.

2.
Verify that the candidates have completed all the sections of the report and record the results by checking the appropriate boxes in section ___ of the Participation Evaluation Checklist.

3.
Collect the Practicum Report on the scheduled date.

Part 2

1.
Plan and lead the group discussion.

Note:

Candidates' participation is considered satisfactory when they:

•
Provide information on one or more of the aspects listed in section ____ of the Participation Evaluation Checklist.

OR

•
Complete the information provided by another candidate.

OR

•
Voice agreement or disagreement with the information supplied.

Each candidate is required to speak out at least once during the discussion. Candidates may refer to their worksheets during the discussion.

2.
Record your observations of each candidate's participation and mark each candidate on the appropriate criteria of the Participation Evaluation Checklist.

2.3
After the evaluation

(
Collect all the Candidates' Booklets including the Participation Self-evaluation Checklists.

(
Complete the marking sections.

(
Compare the results (examiner, employer, and candidate). In the event of a discrepancy, the examiner makes the final decision.

(
Complete the Pass/Fail Decision Form.

(
Inform the candidates of their results as soon as possible so they may redo the phases for which they received a "No" decision.

(
Submit all material and decision forms to the designated person.
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Record these results on each candidate's Participation Evaluation Checklist.
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	Candidate Identification 

	Last Name: 
 Given Name: 

Centre: 

Permanent Code: 


	Pass/Fail Decision Form

	Pass Criteria

•
___ "YES" decisions out of ___

•
Compulsory success for criteria ___, ___ and ___
	Result

__ "YES" decisions out of __

Achieved:  YES (  Non (
	Decision

Pass   Fail

(   (

	Date: 

	Examiner's Signature: 


	Phase
	Participation Criteria
	Yes   No

	1
	XXXXXXXXXXXXXXX

1.


1.1


-


-
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	XXXXXXXXXXXXXXX

2.
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	Phase
	Participation Criteria
	Yes   No
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	Phase
	Participation Criteria
	Yes   No
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	Pass Criteria:
___ "YES" decisions out of ___ , necessarily comprising criteria ___, ___ and ___


	TOTAL:
	( (

	PASS

(  (
YES   NO




Comments:
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1.
GENERAL INFORMATION

1.1
This practicum is a training activity meant to complement the candidate's in-school learning activities.

The weeks spent on the job enable the students to compare the training they have received with their work experience, which should help them integrate into the workforce.

1.2
The practicum gives employers the opportunity to help future employees receive proper training.

Working conditions for the candidates should be identical to those of the regular staff (e.g. work hours, mealtimes, breaks). However, candidates are not to be paid for their work.

1.3
You will evaluate only the candidate's participation in the different activities. The results do not have any bearing on the candidate's ability to carry out a task or offer a service.

2.
INSTRUCTIONS

2.1
Before the practicum

(
Become familiar with the contents of the program of study.

(
Examine the Participation Evaluation Checklist and the document entitled Evaluating Candidate Participation during the Practicum (see Appendix).

(
Discuss with the candidates the tasks that will be assigned to them and be willing to allow them to perform these tasks on the job.

2.2
During the practicum

(
Allow the candidates to do the assigned tasks and observe the candidates throughout the practicum.

(
Record the candidates' participation, checking off the appropriate boxes on the Participation Evaluation Checklist.

(
Allow the examiner to visit and observe each candidate on the job (once a week).

(
Notify the examiner of any serious concerns regarding the candidate or of candidate's withdrawal from the practicum.

2.3
After the practicum

(
Complete the marking sections by totalling the "YES" and "NO" decisions.

Note:
Do not evaluate criterion ___ on the checklist.

(
Return the Employer's Booklet and all Participation Evaluation Checklists to the examiner.

	EVALUATING CANDIDATE PARTICIPATION DURING THE PRACTICUM

	(
The candidate participates fully in the tasks assigned.

	1)
The employer and the candidate will meet each day of the practicum to determine the specific task on which the candidate will be evaluated. The employer records this task on the checklist.

	Note:
Candidates are not limited to doing only one task a day. Their overall participation will be evaluated elsewhere. By systematically focussing on one task at a time, the employer can check a candidate's participation in approximately ten tasks without being overburdened.



	2)
The employer and the candidate also determine the level of participation expected of the candidate (i.e. observing, helping or performing):

	.
Observe
:
the candidate observes someone else do the task

.
Help
:
the candidate helps someone do the task

.
Perform
:
the candidate does the task alone



	Note:
Candidates may do the same tasks several times during the practicum, each at a different level of participation.



	3)
After the candidate has performed task, the supervisor indicates whether the candidate has met the required expectations by checking off "YES" or "NO".

	Note:
Evaluate candidates only on their participation, not their performance. Candidates receive a "YES" if they fulfill the level of participation agreed upon with the employer.




	EVALUATING CANDIDATE PARTICIPATION DURING THE PRACTICUM

	(
The candidate shows interest in the work.

	-
Throughout the practicum, the employer observes whether candidates show interest in the work they are asked to do. Interest is shown when candidates:

	.
Ask questions, when necessary, to do the work effectively.

.
Finish work begun.

.
Accept suggestions or comments to improve their work.

.
Make suggestions or comments, when necessary.

.
Other



	Note:
Candidates are not required to ask questions or make comments to show that they are interested in their work. Check "NO" only when candidates should have asked questions but did not do so.



	(
The candidate participates actively in workplace activities.

	-
The employer observes whether the candidates get involved in activities at work.

	Note:
The elements on the checklist are suggestions. Any other element which shows that candidates are actively involved in the workplace may be selected.



	(
The candidate complies with company policy.

	-
Evaluation centres on the candidates' observance of the rules listed on the checklist or any other rules set by the employer.



	(
The candidate communicates with the employer.

	-
Throughout the practicum candidates must verify, from time to time, that the employer is satisfied with their work.



	(
The candidate records the necessary information in order to produce a written report.

	-
Each day candidates must write in their Daily Journal, which they received from the examiner.

	Note:
The employer does not need to verify this element.
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	Candidate Identification 

	Last Name: 
 Given Name: 

Centre: 

Permanent Code: 


	Date: 

	Examiner's signature: 
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	Participation Criteria
	Yes   No
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	Participation Criteria
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	(  (
(  (

	Pass Criteria:
___ "YES" decisions out of ___ , necessarily comprising criteria ___, ___ and ___
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Signature of practicum supervisor:
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1.
GENERAL INFORMATION

1.1
This examination is designed to evaluate your participation in activities that will prepare you to enter the workforce.

1.2
Evaluation will be based on observations made by the teacher and the practicum supervisor at certain times during the practicum. It is also based on your work with respect to confirming your practicum and using your daily journal (Participation Self-Evaluation Checklist).

1.3
The Participation Self-Evaluation Checklist provided in this booklet enumerates the criteria upon which you will be evaluated. Refer to this checklist throughout the activities.

2.
MARKING INFORMATION

2.1
Both the examiner and the candidate evaluate Phases 1, 2 and 3. The employer also evaluates Phase 2. Candidates, examiners, and employers all use the same Participation Evaluation Checklist.

2.2
Candidates who do not achieve the minimum performance standard may redo whatever parts of the examination they need to meet the pass criteria. Phase 2 (in the workplace) may be repeated in accordance with the terms and conditions set by the school.

3.
EVALUATION OVERVIEW

This evaluation process comprises ________ consecutive phases described on the Participation Evaluation Checklist: Collecting Information (Phase 1), the Practicum (Phase 2), Producing a Report and Participating in a Group Discussion (Phase 3).

Phase 1 – Collecting Information

Part 1

(
Collect the information specified on Worksheets #1 and 2.

(
Complete the appropriate sections of your Participation Evaluation Checklist.

(
Make sure that you have filled out the identification section on your worksheets and observe the specified deadline to submit your work.

Part 2 (if necessary)

Phase 2 – The Practicum

(
Familiarize yourself with the content of the Daily Journal, and the document entitled Evaluating Candidate Participation During the Practicum.

(
Fill in the information needed to produce the written report, daily.

(
Every day, evaluate your participation, completing the appropriate sections on your Participation Self‑Evaluation Checklist.

(
Hand in your Daily Journal on the due date.

Phase 3 – Producing a Report and Participating in a Group Discussion

Part 1

(
Assess your work experience on the Practicum Report Worksheet. Use your completed Daily Journal to help you.

(
Hand in your Practicum Report on the due date, making sure that you have filled out the identification section.

(
Complete the appropriate sections on your Participation Self-Evaluation Checklist.

Part 2

(
Share your work experience with others in a group discussion.

(
Provide information on at least one of the aspects listed in section ____ of the Participation Self-Evaluation Checklist.

OR

Add to any information provided by another candidate.

OR
Voice agreement or disagreement with some information provided.

Note:
It is important that you actively participate in the discussion.

After the practicum

(
Fill out the last section of your Participation Self-Evaluation Checklist by checking off the appropriate boxes. Add the number of "YES" and "NO" decisions.

(
Hand in the Candidate's Booklet and the Participation Self-Evaluation Checklist on the due date.
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	Last Name: 

	Given Name: 


	Centre: 


	Number of Hours: 



Phase 1 – 
Yes  No

1.
_____

1.1
_____

-
______ 
___  ___

-
______ 
___  ___

1.2
_____ 
___  ___

Phase 2 – 

2.
_____

2.1
_____ 
___  ___

2.2
_____

-
_____ 
___  ___

-
_____ 
___  ___

Phase 3 – 
Yes  No

3.
_____

3.1
_____ 
___  ___

3.2
_____ 
___  ___

Total: ___  ___

Pass Criteria: ___ "YES" decisions out of ___ , necessarily comprising criteria ___, ___ and ___
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PHASE ___

WORKSHEET #1

Entering the Workforce (Competency __)
_____-_____.EA
	Candidate's Name: 


Centre: 


Permanent Code: 



Task:
Record information on different companies.

	COMPANY INFORMATION

	Company #1: 


	a) Types of products or services: 




	b) Company size: 




	c) Working conditions: 




	d) Hiring conditions: 




	e) Advancement opportunities: 




	COMPANY INFORMATION

	Company #2: 


	a) Types of products or services: 





	b) Company size: 





	c) Working conditions: 





	d) Hiring conditions: 





	e) Advancement opportunities: 
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PHASE ___

WORKSHEET #2

Entering the Workforce (Competency __)
_____-_____.EA
	Candidate's Name:


Centre: 


Permanent Code: 



Task:
Draw up a list of the tasks to be performed in the workplace.

	LIST OF TASKS

	Task #1:
	


	Task #2:
	


	Task #3:
	


	Task #4:
	


	Task #5:
	


	Task #6:
	


	Task #7:
	


	Task #8:
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PHASE ___

DAILY JOURNAL WORKSHEET

Entering the Workforce (Competency __)
_____-_____.EA
	Candidate's Name:


Centre: 


Permanent Code: 


Corporate Name of the Company: 



Task:
Keep a record of your daily activities.

	DAILY JOURNAL
	
	
	Day ______

	Date: 

	Working hours: from 
 to 


	1-
	

	
	


	2-
	

	
	


	3-
	

	
	



	DAILY JOURNAL
	
	
	Day ______

	Date: 

	Working hours: from 
 to 


	1-
	

	
	


	2-
	

	
	


	3-
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PHASE ___

PRACTICUM REPORT WORKSHEET
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	Candidate's Name:


Centre: 


Permanent Code: 


Corporate Name of the Company: 



Task:
Refer to you Daily Journal, to write a report describing your work experience.

Think about your recent training period and the impact it will have on your future job search.

	PRACTICUM REPORT

	

	



	



DEP _______





DEP _______





DEP _______












