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The Hong Kong Polytechnic University
Work-Integrated Education
Intern Performance Appraisal

Please fill in the following information with BLOCK LETTERS.
	Name of PolyU student : 
	Student ID: 

	Name of company:

	Position assigned to student:
	Monthly/Hourly* allowance (if applicable): HK$

	Placement period (full-time/part-time*):                                                   /        /              --         /        /________             
Approximate total number of working hours: _______                     date  month  year                date  month year

	Major responsibilities of the student concerned: Filing, reception, correspondence, newsletters, newspaper clippings, editing, proof-reading, association secretariat service, translation, market research, social research, PR events/convention/exhibition/conference/project assistants,  data entry, data analysis, advertising, editing, community service, teaching, teaching assistance* .
Others (please specify): 


1. How would you rate the performance of the above-named student intern?
	
	Excellent
	Good
	Average
	Improvement
required
	Not Applicable

	1) Oral communication skills:     a. English

                                                        b. Cantonese

                                                        c. Putonghua
	
	
	
	
	

	2) 
	
	
	
	
	

	3) 
	
	
	
	
	

	4) Written communication skills: a. English

                                                         b. Chinese
	
	
	
	
	

	5) 
	
	
	
	
	

	6) Work attitude
	
	
	
	
	

	7) Punctuality
	
	
	
	
	

	8) Enthusiasm and initiative
	
	
	
	
	

	9) Creativity
	
	
	
	
	

	10) Sense of responsibility
	
	
	
	
	

	11) Sense of professional/business ethics
	
	
	
	
	

	12) Ability to work independently
	
	
	
	
	

	13) Ability to produce quality work
	
	
	
	
	

	14) Problem solving skills
	
	
	
	
	

	15) Interpersonal skills
	
	
	
	
	

	16) Overall Work Performance
	
	
	
	
	


2. Would your company consider our students for Work-Integrated Education next year?    ( Yes     (  No
3. If you would like to make further comments on the student’s performance, please attach additional sheets.
This Appraisal Form is completed by: 
	Name: 
	Dr / Mr / Mrs / Ms / Miss *
	Signature and
Company Seal:
	

	Position:
	
	Department:
	

	Telephone:
	
	E-mail: 
	

	Address of Organization:
	


Please do not return the completed form to the student. 
Please send the Appraisal Form directly to eg.wie@polyu.edu.hk ; or 
by post to Department of English and Communication, The Hong Kong Polytechnic University, Hung Hom, Kowloon, Hong Kong
Thank you very much for your valuable feedback!

Note: Information collected in this form will be used exclusively for WIE administration and will not be released for other purposes^.

^Personal Information Collection Statement (“PICS”) for Intern Performance Appraisal
This is a personal information collection statement under the Personal Data (Privacy) Ordinance (“the Ordinance”)

1.
Purpose of Collection

The personal data provided by you to the Department of English and Communication (“ENGL”), The Hong Kong Polytechnic University (“PolyU”) will be collected, retained, processed, used and transferred (within or outside of Hong Kong) for the following purposes:

•
Assessing student’s performance in Work-Integrated Education (“WIE”) job
•
Administrating student’s WIE;

•
Conducting statistical analysis, research, surveys, quality assurance and review;

•
Facilitating communications between PolyU, your company and the student;

•
Enabling PolyU to comply with any applicable procedures, laws, regulations or court orders (in each case whether in Hong Kong or overseas), to comply with any requests by any governments, statutory, regulatory or law enforcement authorities, and to comply with valid legal processes and ordinances obligations; and

•
Other purposes directly relating to any of the above.

2.
Requirement to Provide Data

You are required to provide the personal data. Failure to provide such data may lead to an invalid Intern Performance Appraisal.

3.
Disclosure and Transfer of Personal Data

PolyU may transfer your personal data to relevant parties engaged in activities on behalf of PolyU within or outside Hong Kong in connection with any of the purposes set out in Section 1. Your personal data may be retained in an electronic database in order to facilitate the purposes set out in Section 1. 

PolyU may disclose your personal data when required by law and in response to requests from law enforcement agencies, government departments or regulatory authorities or where required to protect PolyU’s rights or properties.

4.
Access and Correction of Personal Data

You have the right to request access to and correction of your personal data held by PolyU. Any data access and correction requests according to the Ordinance should be made in writing to the Department of English and Communication, The Hong Kong Polytechnic University, Hung Hom, Kowloon, Hong Kong.  A fee may be imposed for processing your data access request.

5.
Privacy Policy Statement

You may refer to https://www.polyu.edu.hk/en/privacy-policy-statement/ for the Privacy Policy Statement of PolyU.
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