NOVA Employment                                                                                                                At Work Assessment C


	At Work

Assessment
	Thru weeks 13-26 you must gather sufficient evidence of the support you are providing to complete a DMI.  

This ‘At Work Assessment’ will enable you to use natural situations at work as evidence collection opportunities.   

	Reference #
	C –   ____
	

	This assessment is about understanding the work environment and covers:

Learning and performing work related tasks; Working without supervision; Accepting supervision

	Assessment Guidelines

· During or immediately after observation, review and reflect upon the person’s behaviour or performance (the person doesn’t need to be present).
· As an alternative, you could use the contents of this form as the basis of a discussion between you and your client, or you and the employer or supervisor, to enable you to complete File Notes.
· Choose the boxes you need.  You can use one or all.  Cross out N/A boxes. 

· Comments / Cross Reference sections (optional) allow you to cross reference to other Reports.
· At Work Assessments can be used multiple times, and you can use the same or a new form.

	Related DMI Domains and Items

	1(d)
	Control anger and frustration appropriately

	1(f)
	Maintain a positive outlook and mood most of the time

	1(h)
	Display emotions appropriate to the situation

	1(i)
	Cope with changes in the work environment

	1(j)
	Address attitudinal barriers e.g., difficulty in dealing with authority figures, difficulty in accepting direction

	2(a)
	Learn complex tasks (eg. Involving 3 or more steps) relevant to current job after being shown / instructed once or twice

	2(b)
	Learn simple tasks (eg. involving 1 / 2 steps) relevant to current job after being shown or instructed in the task once or twice

	2(c)
	Solve problems and make decisions appropriate to current work role

	2(d)
	Understand and follow complex new instructions (eg. involving three or more steps)

	2(e)
	Understand and follow simple new instructions (eg. involving one or two simple steps)

	2(f)
	Remember tasks or instructions for the remainder of the work/training day after being shown or told

	2(g)
	Remember tasks or instructions several days after being shown or told

	2(h)
	Concentrate on tasks without being distracted

	2(i)
	Plan and organise work tasks

	3(c)
	Demonstrate a level of work productivity and work quality acceptable in the workplace (including under supported wages system)

	3(d)
	Work on task under the usual supervisory conditions for at least 30 minutes

	3(e)
	Work on task under the usual supervisory conditions for at least 1 hour

	3(f)
	Understand time and be punctual in starting and finishing work and scheduled breaks

	3(g)
	Respond appropriately to instructions from work/work supervisor

	3(h)
	Use initiative appropriately in the workplace (eg. initiate work tasks, move on to the next step, etc)

	3(i)
	Ask for assistance appropriately if required

	3(q)
	Be motivated and enthusiastic about current employment

	4(e)
	Set up and arrange own work environment, equipment and materials

	5.E(d)
	Uses offensive language at least once per week in the work or work preparation setting

	Client 
	
	Client No  
	

	Assessor
	
	Date 
	

	Assessment Situation 
	
	Duration 
(where applicable)
	

	Cross Reference/s 

(if any)
	
	Assessor Signature
	

	Learning and performing work related tasks

	DMI Refs
	Does your client….
	N/A
	Yes
	No
	?
	Comments / Cross Ref

	3(g)
	Acknowledge having heard instructions
	
	
	
	
	

	2(b) 
	Ask for help or clarification if instructions are not understood
	
	
	
	
	

	2(i)
	Plan and organise themselves for the task
	
	
	
	
	

	2
	Follow instructions given
	
	
	
	
	

	2
	Begin the task promptly
	
	
	
	
	

	1(d) 3(i) 1(j)
	Accept direction without difficulty or attitude problems
	
	
	
	
	

	3(d) 3(e)
	Remain on the task if temporarily unsupervised
	
	
	
	
	

	3(g)
	Carry out instructions
	
	
	
	
	

	3(g)
	Accept being supervised
	
	
	
	
	

	3©
	Work consistently
	
	
	
	
	

	3©
	Work accurately
	
	
	
	
	

	3©
	Check over work
	
	
	
	
	

	3©
	Correct own errors
	
	
	
	
	

	3©
	Endeavour to improve performance if corrected
	
	
	
	
	

	2(b)
	Remember instructions for simple tasks minutes after they have been given
	
	
	
	
	

	2(e)
	Remember instructions for a new task that is simple,  without being shown again
	
	
	
	
	

	2(e)
	Understand and follow simple new instructions
	
	
	
	
	

	2(d)
	Understand and follow complex new instructions 
	
	
	
	
	

	2(a)
	Remember instructions minutes after they have been given for complex tasks
	
	
	
	
	

	2(a)
	Remember complex instructions after being shown how to do the task once or twice
	
	
	
	
	

	2(f) 2(g)
	Remember instructions after time away from the worksite
	
	
	
	
	

	4(e)
	Keep track of equipment, resources, etc without misplacing them
	
	
	
	
	

	4(e)
	Set up and use equipment correctly & care for equipment
	
	
	
	
	

	3(f)
	Return to the task after a break
	
	
	
	
	

	2(h)
	Complete tasks
	
	
	
	
	

	3©
	Complete work to an acceptable quality
	
	
	
	
	

	1(d)
	Cope with work-related stress and pressure appropriately
	
	
	
	
	

	1(f)
	Remain positive most of the time
	
	
	
	
	

	3(h)
	Tidy up after themselves
	
	
	
	
	

	1(i)
	Cope with changes to the work environment
	
	
	
	
	

	Comments / Cross Reference:


	Working without supervision

	DMI Refs
	Does your client….
	N/A
	Yes
	No
	?
	Comments / Cross Ref

	2(h)
	Work with minimal supervision 
	
	
	
	
	

	3(e)
	Cope with working unsupervised
	
	
	
	
	

	3(e)
	Remain on the task 
	
	
	
	
	

	2©
	Solve problems
	
	
	
	
	

	1(h) 2©
	Cope with problems appropriately
	
	
	
	
	

	3(d) 3(e)
	Cope with distractions
	
	
	
	
	

	2(h)
	Remain focussed 
	
	
	
	
	

	3(h)
	Use initiative when no directions are given
	
	
	
	
	

	3(h)
	Use initiative appropriately (moving onto next task)
	
	
	
	
	

	Comments / Cross Reference:



	Accepting supervision and constructive criticism

	DMI Refs
	Does your client….
	N/A
	Yes
	No
	?
	Comments / Cross Ref

	1(j) 3(g)
	Accepts authority
	
	
	
	
	

	1(j) 3(g)
	Respond appropriately to authority
	
	
	
	
	

	1(j)
	Accept advice
	
	
	
	
	

	3(g)
	Accept direction from an authority figure
	
	
	
	
	

	3(g)
	Act on advice 
	
	
	
	
	

	1(j)
	Accept responsibility for own work without excuses
	
	
	
	
	

	1(h)
	Copes with mistakes 
	
	
	
	
	

	1(h)
	Try again after a mistake
	
	
	
	
	

	1(j)
	Accept constructive feedback on performance
	
	
	
	
	

	3(q)
	Complain about tasks
	
	
	
	
	

	3(q)
	Complain about working
	
	
	
	
	

	1(d) 1(h)
	Control anger and frustration appropriately
	
	
	
	
	


	Accepting supervision and constructive criticism (continued)

	DMI Refs
	Does your client….
	N/A
	Yes
	No
	?
	Comments / Cross Ref

	5.E(d)
	Use appropriate language when frustrated
	
	
	
	
	

	1(d) 1(h)
	Cope with stress and pressure appropriately
	
	
	
	
	

	2(h)
	Seek distraction 
	
	
	
	
	

	Comments / Cross Reference:
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