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Worksite Follow-Up Visit Form
	Date:
	     

	School:
	     

	Instructor:
	     
	Student:
	     

	Mentor:
	     
	Service Manager:
	     

	Business Name:
	     
	OEM Brand:
	     


	Work Journal
	Used
	Use Rate
(1 = Low / 5 = High)
	Action Plan

	1. Diagnostic Reports
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	 FORMDROPDOWN 

	     

	2. Skill Set Record Sheets
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	 FORMDROPDOWN 

	     

	3. Passport
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	 FORMDROPDOWN 

	     

	4. Applied Education Summaries
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	 FORMDROPDOWN 

	     


	Work Exposure
	Rating
(1 = Low / 5 = High)
	Action Plan

	1. Electrical
	 FORMDROPDOWN 

	     

	2. Engine Performance
	 FORMDROPDOWN 

	     

	3. Brakes
	 FORMDROPDOWN 

	     

	4. Suspension & Steering
	 FORMDROPDOWN 

	     

	5. Engine Repair
	 FORMDROPDOWN 

	     

	6. Manual Drive Train & Axles
	 FORMDROPDOWN 

	     

	7. Automatic Transmissions & Transaxle
	 FORMDROPDOWN 

	     

	8. Heating & Air Conditioning
	 FORMDROPDOWN 

	     

	9. Other:      
	 FORMDROPDOWN 

	     


	Other
	
	
	

	1. ASE Poster Displayed
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	2. Positive Work Environment
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	3. Uniforms Provided for Interns
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	4. Uniform Patches Worn
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	5. ASE Tool Set
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	6. Other:      

	If the answer to any of the above questions was “no,” provide comments/action steps below:

	

	     


	Signatures

	Instructor/Coordinator:
	

	Employer Representative:
	



Instructions for Filling out the Follow-Up Visit Form

This form is designed to be utilized during the instructor/coordinator follow-up visits that are conducted throughout the ASE student internship.  A separate form should be filled out for each student by the instructor/coordinator, and a copy provided to the service manager/owner and student upon completion of the visit.  

Top of the Form

Indicate the name of the school, instructor, mentor, student and service manager (or equivalent) at the top of the form.  Staple the service manager’s business card to the upper right hand corner.

· Work Journal

This section is has four components; each one should be evaluated independently by the instructor/coordinator.  For each of the four components of the Work Journal, indicate is the component is being used.  If yes, indicate the level of utilization with 1 being the low use and 5 being high use.  If the answer is no, provide an action plan to be agreed upon by the student, mentor and instructor.


Example:  The instructor has recognized that the student is using the Work Journal, but not in its entirety. The instructor has made comments that need to be completed by the next visit.

	Work Journal
	Used
	Use Rate
(1 = Low / 5 = High)
	Action Plan

	1. Diagnostic Reports
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	 FORMDROPDOWN 

	Expand on Information

	2. Skill Set Record Sheets
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	 FORMDROPDOWN 

	Complete for previous two weeks

	3. Passport
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	 FORMDROPDOWN 

	Mentor to review by next visit

	4. Applied Education Summaries
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
	 FORMDROPDOWN 

	Complete two by next visit


· Quality of Work Exposure

This section covers the ASE Program Accreditation instruction.  Here the instructor is evaluating the student’s exposure in each of the areas since the last visit. An action plan is to be completed for each area. Note: The student may have additional exposure in other areas. 
· General Observations

The instructor should complete this section to help identify needs and/or action items to help ensure the success of the internship.

Both the instructor and a dealership representative then sign the form.  The ASE field manager or signs the shaded “ASE use only” area when he or she accompanies an instructor during a dealership visit.

ASE Use Only:  ___________________________________________________________________
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