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Illinois workNet™

Summer Youth Employment Program

Work Site Evaluation Requirement

July 2010

Facilitator: Natasha Telger

Background 

• TEGL27-09 – Provides additional guidance on 

how to measure work readiness of youth.

• A work site evaluation measuring performance 

in the workplace is required.

• Work site evaluation is conducted by the 

employer.

• Tool measures satisfactory level of proficiency.

• Tool measures work readiness skills most 

desired by employers.

• As a result the work site evaluation form was 

developed.
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Agenda

• Access the Illinois workNet Workforce 

Professionals Pathway guidance, resources, and 

forum

• Summer Youth Work Site Evaluation Process 

Overview

• Summer Youth Work Site Evaluation Process 

Demonstration

Workforce Professionals’ View of

Pre- and Post- Assessment Evaluation Results 
Access to the Illinois workNet Summer Youth 

Work Site Evaluation Guidance and Resources

Guidance and resourcesCustomer Groups to 

access forms and reports.
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Access the Work Site Evaluation in the 

Customer Groups for SYEP 2010

The Work Site Evaluation is included with your SYEP 2010 Customer 

Group.  We’ll cover the steps to access and complete it for each youth 

participant:

Always ahead of completing Illinois workNet youth assessments and 

activities, add your participants to a group.

You can have the work site supervisor complete up to two youth 

evaluations:

mid-work experience evaluation to help youth know if they are on the right 

path or need to improve workplace skills. This evaluation is NOT scored 

or reported to IWDS.

end-of-work experience evaluation used to meet program requirements 

and help youth understand how their supervisor rated their foundational 

work skills.  This evaluation is scored and reported to IWDS.

Access the Work Site Evaluation in the 

Customer Groups for SYEP 2010

Steps to complete the work site evaluation(s):

Print  or email the complete evaluation with introduction/instructions, 

evaluation form, and rubric showing rating definitions to the work site 

supervisor.

Review it with the worksite supervisor.  Be sure to remind the supervisor 

that this is to help youth develop foundational workplace skills and should 

be used as positive reinforcement.  They also need to know that there is a 

minimum scoring requirement for the final evaluation

Enter the evaluations in Illinois workNet.  THE WORK SITE 

SUPERVISOR WILL NOT HAVE ACCESS ONLY LWIAS/PROVIDERS 

REPSONSIBLE FOR CARRYING OUT THE PROGRAM HAVE ACCESS.

Youth complete the Illinois workNet pre- assessment, activities, and 

post assessment prior to entering the final evaluation.  THE POST 

ASSESSMENT HAS TO BE COMPLETED BEFORE ENTERING THE 

FINAL EVALUATION.
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Before having youth complete assessments and activities, 

all SYEP participants MUST be in a customer group.  

They must include their SSN in their account.  Once they

are added to a group, they are linked to their IWDS account.

They are identified as new or returning in IWDS.  This

determines if they receive they complete the new or returning activities.

It is important that SYEP participant complete the correct pre-assessment, 

activities, and post-assessment.

Once the participant is in their customer group, workforce professionals can 

access the work site evaluation form and enter the data. Click the link.

Access the Work Site Evaluation in the 

Customer Groups for SYEP 2010

The first step is to assign an employer from a list or add a 

new employer to the list to each youth participant in your 

group then identify the supervisor.  You can do this now for 

all youth placed at a work site.

Access and Complete the Work Site Evaluation

in the Customer Groups for SYEP 2010
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Work Site Evaluation Required Fields

Work Site Information:

• Business/Employer Name (not the LWIA)

• Street Address, City, State, Zip Code, Phone

Work Site Supervisor Information:

• Youth’s supervisor name

• Youth’s job title

• Youth’s work site placement start date

• Youth’s work site placement end date

Select an existing employer from a list or add a new employer 

to the list.  

Complete the required fields and save the information.  Then, 

preliminary evaluation will be available. Once the youth has 

completed their SYEP Post-assessment, the final evaluation 

will be available.

Access the Work Site Evaluation in the 

Customer Groups for SYEP 2010

Ready to 

complete

Completed
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Workforce Professionals’ View of

Pre- and Post- Assessment Evaluation Results 
The workforce professional will enter evaluation data.  To collect the 

data, download/print the Work Site Evaluation (MS Word) and send it 

to the employer to complete and communicate the following 

information:

• The evaluation due date and to whom to submit the evaluation. 

• Evaluation ratings - When completing the evaluation, keep in 

mind that some youth may have minimal work experience. Use 

the chart that shows the definition for each rating. 

• The total score that determines if the youth participant 

successfully completed their summer work experience program. 

For each of the 10 evaluation items, the lowest score is 1 

(Performance Improvement Plan Needed) and highest is 4 

(Exemplary).  Must have 7 out of 10 evaluation items selected as 

needs development or higher.

Work Site Evaluation Process

Workforce Professionals’ View of

Pre- and Post- Assessment Evaluation Results 
Access each participant’s work site evaluation form in the 

workforce professional pathway SYEP 2010 customer group and 

enter the data. 

* The final evaluation will only be available one the post-

assessment is complete

Work Site Evaluation Process

http://edit.illinoisworknet.com/NR/rdonlyres/134FD90A-C84F-45F8-A942-FCC7AD2DCB4F/0/SYEP_Youth_WorkSite_Evaluation_REVISEDDRAFT.doc
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Workforce Professionals’ View of

Pre- and Post- Assessment Evaluation Results 

• The system will 

automatically calculate 

the overall score.

• Must have 7 items as 

needs development or 

higher and successfully 

complete the post-

assessment = met 

requirements

Work Site Evaluation Process

**The system will update the work readiness requirement in IWDS.**

Workforce Professionals’ View of

Pre- and Post- Assessment Evaluation Results 
Encourage all participants to download/print their certificate of completion.  

To access the certificate of completion, the following items need to be 

complete.

1. Participant completes the SYEP post-assessment.

2. Participant completes the post-survey.

3. Workforce professional completes the final work site evaluation

Certificate of Completion
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Workforce Professionals’ View of

Pre- and Post- Assessment Evaluation Results 

1. Review the  work site evaluation and 

instructions.

2. Communicate work site evaluation requirement 

to SYEP employers and participants.

3. Provide the evaluation for employers to 

complete.

4. Workforce professional enters the  evaluation 

data.

5. Have participants complete the post-

assessment and post-survey.

6. Once the final evaluation has been completed, 

have participants download their certificate of 

completion.

Illinois workNet Workforce  Professionals Resources:  

Next Steps

Quick Tip: 

Use the 

Customer 

Email tool in 

your 

customer 

group to send 

emails and 

messages to 

your SYEP 

participants.

Contact Information

Policy Questions:

Questions about policy must be referred to DCEO using the SYEP 

Forums available in the Illinois workNet Workforce Professionals 

Pathway.

General Questions:

Email: info@illinoisworknet.com

Phone: 217-786-3010

mailto:info@illinoisworknet.com

