
Employer/Supervisor Evaluation Guide 
Teacher and Student Guide 
 
Situation: Access a unique tool to facilitate and manage student evaluations by employers, supervisors, 
or industry mentors. 
 

Step 1: Log in as the teacher using your teacher email  

Step 2: Choose the TRACKER Tab 

  Step 3: Select EMPLOYER/SUPERVISION EVALUATION`  

 

Step 4: Click ADD NEW SUPERVISOR 

Add info:      Company: 
                   Owner: 
                   First Name: 
                   Last Name: 
                   Address: 
                   Email: 
                   Phone:
 

 
 

Step 5: Assign Students to a Supervisor 
• Use MANAGE SAE ASSIGNMENT - Click 0 STUDENTS 
• Choose a student(s) from the populated list (student must have records to populate) 
• Can sort records by clicking on column titles (orders High to Low values) 
• Once student is  click RETURN in top left corner 
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 REQUEST EMPLOYER/SUPERVISOR EVALUATIONS 
When the teacher is ready to request evaluations by the employer, supervisors, or 
mentors, use the following steps to initiate the invite 
 

Step 1:  ACCESS  

Step 2:  LOCATE EMPLOYER for evaluation 
 

Step 3:  Click SEND REQUEST            Request Sent =  

Step 4: The Evaluator will receive an email 
• Email will be from AET INFO 
• Contents of the email sent are shown below 

  

 
 

Columns will sort 

Green = Complete Plans 

FFA Chapter Name 

Link to Employee/Student records 
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 EMPLOYER COMPLETES EVALUATION 
     Step 1: Evaluator clicks the link to access employee/student records  

             a.  Employer/Supervisor Contact Info - Review and confirm, SAVE if edits 
             b.  ADD Positions for Employment Opportunities (+ Add New Position)  
                 1. Enter Position Details 
                 2. CLICK "Add New Position." 
 

                

          c.  Complete Evaluation 
               1. CLICK "Start Evaluation"

 
 

Areas of Employer Evaluation 
1.  Overall, Skill and Work Rating 
  

 
 

2.  Core Employment Competencies
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3.  Student Completed Skills Performed 
     * Skills are what has been entered by the student in the SAE journals 
     * Can be Placement SAE's 
     * Can be Entrepreneur SAE's - task journals/skills and/or labor exchange journals/skills 
 

 
NOTE:  Evaluator can use NA/NOT OBSERVED if any skill not seen for evaluation 
 
4.  Recommendations/Comments 

• Evaluator can comment on student performance and achievement in the workplace 
or SAE experience  

• Click SAVE when complete 

 
 

 TEACHER ACCESS to EMPLOYER EVALUATIONS 
 

Step 1:  ACCESS  

Step 2: LOCATE EMPLOYER for evaluation submission 

• Click "Eval" link 

 
• Review Employer evaluation (See Example next page) 

• Export as PDF - Top right corner 
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Step 3: Add New Job Postings 

• ACCESS   
• Click "Position" 
• Click Edit, then   "Share with Students", SAVE 

 

 


