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Key features 
to be assessed 

 
Very Unsatisfactory 1 

 
Unsatisfactory 2 

 
Adequate 3  Satisfactory 4 
 

 
Good 5  Very Good 6 
 

 
Excellent 7  Outstanding 8 
 GENERAL  

Work-related qualities 

ATTENDANCE & 
PUNCTUALITY 

Totally erratic attendance. 
Student is constantly late. 

More than two days are taken 
off without reasonable 
explanation or non-attendance 
is unexplained.  Student is 
often late. 
 

More than two days are taken off but 
with reasonable notification given to 
placement provider.  
Student has some problems with 
punctuality. 

No more than two days are taken 
off for reasons of ill-health and 
notice is given. 
Mostly punctual and improves 
during placement. 

Student attends throughout 5 week 
period. 
 
Always punctual or, if any lapse, is outside 
the control of the student.   

TIME MANAGEMENT Very weak: Student shows limited 
ability to use and manage time in 
the work-place effectively. 

Weak: Student shows some, if 
limited ability to effectively use 
and manage time in the work-
place and endeavours to plan 
and deliver to deadlines. 
 

Student plans effectively and organises 
time in appropriate ways to optimise 
time available, meets most deadlines. 

Student plans effectively, organises 
time in appropriate ways and is 
able to manage and prioritise tasks 
to optimise time available. 

Student plans effectively, organises time 
in appropriate ways and is able to 
prioritise and/or multi-task when 
necessary to optimise time available. 

ABILITY TO MANAGE  
PRESSURE SITUATIONS 

The student shows a total inability 
to cope during times of pressure 
and is unable to work effectively. 

The student shows some 
inability to cope during times 
of pressure and works 
ineffectively. 

The student is less effective during 
times of pressure but recognises the 
need to develop strategies to reduce 
the effect of pressure in the work 
environment.  

The student shows ability to 
complete tasks effectively when 
under pressure. 

The student shows ability to pre-empt the 
build-up of pressure for themselves and 
colleagues and is able to either prevent it 
or alleviate any negative effects it may 
have had. 

GENERAL 
CONTRIBUTION TO THE 
WORK-PLACE 

Overall contribution to organisation 
was very poor. 
 

Overall contribution to 
organisation was poor. 
 
 

Overall contribution to organisation 
was adequate. 
 
 

Overall contribution to organisation 
was good. 
 
 

Overall contribution to organisation was 
excellent. 
 
 

 
ICT SKILLS 

Even with training and support was 
not able to use the ICT available. 
 

Made significant errors when 
using ICT equipment. 

Utilised ICT equipment well but 
required significant supervision. 

Utilised ICT equipment very well 
with minimal supervision. 

Utilised ICT equipment expertly without 
significant error and with minimal 
supervision. 
 

COMMUNICATION 
SKILLS 
 

Ineffective oral and aural 
communication throughout the 
placement. 

Poor levels of oral and aural 
communication throughout the 
placement. 
 

Standard of oral and aural 
communication is satisfactory. 

Good levels of both oral and aural 
communication. 

Excellent communicator both orally and 
aurally. 
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Work-place 

ABILITY TO DEVELOP 
AND USE WORK-
SPECIFIC SKILLS AND/OR 
PROCESSES (if 
applicable) 

At the end of the training period 
the student is still unable, and 
makes no effort, to carry out tasks 
without constant reference to the 
supervisor. 

At the end of the training 
period the student is still 
unable to carry out tasks 
without constant reference to 
the supervisor. 

The student has difficulty in picking up 
tasks but shows a willingness to 
improve. 

Tasks are learnt within a short 
enough space of time for the 
supervisor to feel confident in the 
student. 

The student shows exceptional learning 
ability with a thorough appreciation of 
how and why something needs to be 
done.  Student seeks to use various 
strategies to learn — e.g. observation, 
hands-on practical activities, questioning 
peers/managers, wider reading. 

INITIATIVE & 
WILLINGNESS TO TAKE 
RESPONSIBILITY 

The student always needs direction 
before any action is taken. The 
student maintains a passive role 
and shows no ability for the chosen 
job. 

The student needs direction 
before any action is taken. The 
student maintains a passive 
role and shows limited ability 
for the chosen job. 

The student requires supervision in 
order to complete most tasks, 
sometimes requires direction before 
they will take any action and develops 
in confidence towards the end of the 
placement. 

After initial training, the student 
can perceive needs and optimises 
use of time. Also shows ability to 
solve problems by showing 
initiative and independent thinking. 

The student makes an immediate positive 
impact with little or no direction needed.  
Assesses situations and makes 
independent judgement about what 
needs to be done.  

ADAPTABILITY Shows no willingness to be 
adaptable, avoids working in areas 
within and outside the original 
remit and ignores potential 
opportunities for development. 

Shows no willingness to be 
adaptable, avoids working in 
areas outside the original remit 
and ignores potential 
opportunities for development. 

Responds to some of the challenges, 
but requires some nurturing, guidance 
and supervision to work outside the 
original remit. 

The student shows a full awareness 
of the need to work outside of the 
original remit and an ability to 
respond to changing needs and 
situations and demonstrates a 
willingness to do so. 

Relishes and rises to the challenge of 
requests which involve tackling areas of 
work outside the original remit, often 
arising through unexpected 
developments, opportunities or crises.  
Shows complete flexibility in the face of 
new and challenging situations. 

TEAMWORKING The student is unable, unwilling 
and refuses to try to develop 
positive working relationships with 
colleagues. 

The student is unable and 
unwilling to develop positive 
working relationships with 
colleagues. 

Positive working relationships are 
formed with immediate working 
colleagues. 

Positive relationships are formed 
with members of staff wherever 
the student is engaged in the 
working environment. 

The student is greatly respected and liked 
by colleagues due to their exceptional 
ability to forge positive relationships with 
people. 

CUSTOMER SERVICE (if 
applicable) 

The student makes no effort to 
develop or improve customer 
service skills and is resistant to 
change.  

Fails to recognise that poor 
customer service may alienate 
members of the public. 

The student needs to develop 
or improve customer service 
skills. Recognises that poor 
customer service skills may 
alienate members of the 
public. 

The student acknowledges that he/she 
needs to develop improved customer 
service skills and makes improvements 
during the placement. 

The student is pleasant and acts 
positively towards members of the 
public, is able to solve problems 
and converse pleasantly.  

The student demonstrates a particular 
flair for dealing with the public and a full 
commitment to resolving customer 
queries and issues in a courteous, helpful 
manner. Conveys confidence, gains trust 
and respect, even if under pressure. 

ATTITUDE/ 
MOTIVATION 

Highly negative attitude 
throughout the placement.  
 
Unwilling to take responsibility. 

Negative attitude throughout 
the placement. 
 
Limited willingness to take 
responsibility. 

Attitude to work sometimes variable 
(3). 
Attitude to work acceptable (4). 
 
Accepts responsibility when asked to do 
so. 

Always shows positive attitude to 
work. 
 
Willingly accepts responsibility. 

Extremely positive attitude in all 
circumstances. 
 
 
Actively seeks opportunities to take 
responsibility. 


