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Internship monitoring logbook

	THE COMPANY

	Name of the company:

	

	Address:

	

	Phone:
	

	Fax:
	

	Represented by Mr/Ms:
	

	

	Internship supervisor:
	

	Supervisor's e-mail:
	

	Supervisor's phone nr:
	


	THE SENDING PARTNER

	Name of the sending institution:

	

	Address:

	

	Phone:
	

	Fax:
	

	Represented by Mr/Ms:
	

	

	Internship coordinator:
	

	Coordinator's e-mail:
	

	Coordinator's phone nr:
	


	THE TRAINEE'S PERSONAL DATA

	Name of the trainee:

	

	Place and date of birth:

	

	Home address:

	

	e-mail:
	

	Phone:
	

	Country:
	

	Course:
	

	Home institution:

	


	Week 1

	Monday

	Tuesday

	Wednesday

	Thursday

	Friday

	Tutor's visit: name, date & comment


	Week 2

	Monday

	Tuesday

	Wednesday

	Thursday

	Friday

	Tutor's visit: name, date & comment


Trainee's absence report

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	

	
	code
	hours
	code
	hours
	code
	hours
	code
	hours
	code
	hours
	Comments

	Week 1
	
	
	
	
	
	
	
	
	
	
	

	Week 2
	
	
	
	
	
	
	
	
	
	
	

	…
	
	
	
	
	
	
	
	
	
	
	

	Week n
	
	
	
	
	
	
	
	
	
	
	


Absence codes

1
Illness

2
Late arrival

3
Absence without acceptable reason

4
Vacation

	Internship final assessment

(Circle the appropriate response)

	Evaluation:

A = Excellent; B = Good; C = Sufficient; D = Insufficient

Competences:

	Professional knowledge: does the trainee understand the basic techniques?
	A
	B
	C
	D

	Practical skills: is the trainee able to apply the basic techniques on an independent basis? (Sense of initiative)
	A
	B
	C
	D

	Work speed?
	A
	B
	C
	D

	Punctuality and finishing off: does the trainee execute the assignment completely and properly?
	A
	B
	C
	D

	Order, tidiness and security: care for material, operating environment, security instructions?
	A
	B
	C
	D

	Interpersonal skills: attitude towards co-workers
	A
	B
	C
	D

	Attitude towards superiors
	A
	B
	C
	D

	General evaluation:
	A
	B
	C
	D

	Remarks:


M1_2.2_F3_Trainees_Folder_(example_Belgium_Sweden).doc

[image: image1.jpg]