GeorgiaBEST@Work

FREQUENCY OBSERVATION TOOL
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Shudent Name: Job Title:
Teacher/Coordinator Mame: School Name:
Crrganization/Company Name: Supearvisor/Observer Nama:
Work Start Date: Date Observed:
DIRECTIONS: oaservep | OBSERVED
SELDOM SOMETIMES hes CONSISTENTLY | ...
Tha headings in the red boxes are the standards of performance. OBSERVED This compaency OBSERVED
Needs competancy ol This competency’
Thea flems in the laft column under each of the red boxes ara the immediate | L e obsenved, kill i ohserved
aftributes/competencyiskills o be evaluated. improvamant St plsasa o @ consfanf
Tha defindtions for each attribute/compatency/skill can be found at the Bosis, there focua on it i eontael wilh
and of this document for referance, i "“bT'”" thiz person would
Phpsrdey Sormienie absere
Piease place a check mark + in the appropriate column o indicate - it conslantly excelenca in
evaluation of observed bahavior or skill ij ) without this area
exception

|
a

Perscnal Characteristics
~ Aftitude
Initiative
Flexibility
Organization
Discipling
Integrity

Interactions with Others

Respect
Effective Communication
Teamwork
Attendance and Punctuality
Customer Service
Crltl::al Thlnklng and Pmblem Sﬂlulng
Technnlngy Usage and Social Media Ethics
Professionalism
Adharenr:a tr:- Policy

Proficiency nf Joh Taslc5 Identified on Tralnlng Plan
In order to attain a GeorglaBEST@Work certificate:

(1)* The student must have an 80% overall average rating of “cbserved” or higher

{2} The sludent must not have been fired from work during the evaluation pedod.

(3} The student must mainlain minimum employes performance evalustion of “rmests
slandards.”

(4} The teacher will submil this evaluation anlinge and maintain a recond of the onginal
document according o schoal palicy.

Employen had satisfactory parformance and has been observed for a
pariod of at loast B0 days:

Supervisor's Signature:

*There aro 15 atinhuadcompatency/shl categonos; the sudonl must have beon micd o8 ‘sbeonod” or Sl s Sigrsdure

Tonsisfantly cheened™in of feasl 12 of the 15 calegories which is 809,

Date: [5%@ page 2 for comimenis)

W & studeni /s raled “soldom obsenved” in ANY calegovy. Ife supernzor should prowvide a pedormance
e Tl QAR A Wek Wi BNAT inaladual e Fryioed i AT aras, The sfucfand could 3400 e
eiigible for a GeorglaBES Tl Work certificale i he'she shows improvement by the nexf mfing pesiod
ard moeds the ofher critenn Gated above.
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Supervisor comments/Performance examples to justify Rating/Performance improvement plan and goals:

Supervisor's Initials:

Tips for Implementing the GeorgiaBESTi@Work Fregquency Dbservation Tool

= RATIONALE: This employability skills frequency observation tool is designed to best address the 15
attributes/competencies/skills that employers have identified as necessary to not only get a job, but 1o keep a job.

+ PREPARATION: The supervisoriobserver should review the evaluation tool with the employee on the first day of work/first
day of observation period. Depending on the number of employeses and the supervisor's discretion, this can be done as part of a
reviewer-led group orientation or individualty with each employee, Al the conclusion, each employes should have a clear
understanding of the employer's expactalions, what employabity attibutes/compelencies/skills will be measured, and how often thay
wall b mdasuned.

+« FREQUEMCY [Suggested): Supervisorfreviewer should observe the employes on a daily basis and complate an
abservation tool at 30-day, 60-day, and 90-day periods following the first day of workffirst day of observation period.
Benefits of monthly assessments include the abdlity for the suparvisor to: offer employees constructive feadback; farmally recognize
positive parformances; and address small isswes baefore thay become larger ones, Evaluating the employees at 30-day, 60-day and
S0-day periods with the GeorgiaBEST observation tool may also accompany a 90-day probationary period that many employers.
requing.

« FIRST EVALUATION: The first evaluation can also be used as a helpful diagnostic and developmenial foal thal is maamized when
delivered within the first 30 days of employment. For employees experiencing challenges and whao receive a “seldom observed” In
any category, a perfformance improvemeant plan should outling a set of goals in the comment section.

=« SUPPORT: GeorgiaBEST program staff are available to make the evaluation process as simple and seamless as possible.

Thraugh emplover oientations, worksite monitoring, and on-gokng communication, GeorgiaBEST program staff are available
o address any oulstanding questions oF concems by the employer. GeorglaBEST program sialf can be reached at (404) 232-7339,
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