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                         Checklist for Successful Transition from LES to Employment
To be used by learner/instructor for:   INTAKE    ONGOING ASSESSMENT       EXIT     REFERRAL  
Manage Learning – please indicate date each is completed
· ____________     Demonstrates a positive attitude toward assigned tasks
· ____________     Integrates career information and sets realistic short and long term goals

· ____________     Uses a variety of strategies to resolve problems
· ____________     Recognizes and expresses need for assistance when appropriate
· ____________     Demonstrates punctuality and maintains regular attendance
· ____________     Approaches supervision and feedback positively using opportunity to improve skills
· ____________     Manages time by meeting realistic and time sensitive deadlines
· ____________     Demonstrates critical and analytical thinking strategies in challenging situations
Engage with Others – please indicate date each is completed
· ____________     Understands own role and roles of others; seeks clarification as required

· ____________     Adapts behaviour to the demands of the situation

· ____________     Demonstrates respect for others with tolerance, flexibility, and diplomacy
· ____________     Makes contributions that take into account one’s strengths and limitations    
Use Digital Technology – please indicate date each is completed
· ____________     Can login to a user account on a computer
· ____________     Can use basic word processing software

· ____________     Can send and receive an email
· ____________     Can attach a file to an email
· ____________     Can save and organize digital files onto an external drive (USB stick)
· ____________     Can locate and browse several websites to conduct research on a given topic
· ____________     Uses personal technological devices appropriately
Communicate Ideas & Find and Use Information – please indicate date each is completed 

· ____________     Selects and uses vocabulary, tone and structure appropriate to the task, workplace and audience  

· ____________     Uses proper sentence structure and grammar to request, remind or inform

· ____________     Able to take notes while information is being presented 

· ____________     Interprets documents to locate and connect information
· ____________    Can read a variety of texts to connect, evaluate and integrate ideas and information

· ____________    Can summarize and rephrase to confirm or increase understanding

· ____________    Makes inferences and draws conclusions from verbal or written information
· ____________    Manages unfamiliar elements such as vocabulary, context and topic to complete tasks    

Understand and Use Numbers – please indicate date each is completed
· ____________     Reads time on analog, digital and 24 hour clocks
· ____________    With the aid of a calculator, can perform basic operations with integers, decimals and percents
· ____________    Understands basic metric and imperial measurement 

· ____________    Makes simple estimates and inferences to calculate measurement, time, costs and expenses
· ____________    Uses strategies to check accuracy of calculations
· ____________    Understands money math; making change 

· ____________    Can read a pay stub to calculate wages and understand deductions
· ____________    Understands Order of Operations
· ____________    Collects, organizes, and represents data using simple tables and graphs     
LES Instructor Recommendation for Transition: (circle all that apply)
	COOP
	Training
	EO Service Provider
	Employment
	Other: 


Comments:  
_________________________________________________________________________________________________

Instructor Signature: ______________________________  Student Signature: _________________________________
NAME:   _______________________________________








