LAGUARDIA COMMUNITY COLLEGE

Student Name:                  



                                                                                      

Date:
                                                                          

Organization:
                                                                                          


                Cycle: FORMDROPDOWN 

Internship Title:     
Internship Manager:     
Major:  Paralegal Studies  

Directions 
As educators, we are interested in learning about the learning and growth that has occurred during the student’s internship in your organization.

This evaluation form covers five broad areas that should be completed for each student.  They are 1) Human Relations, 2) Professionalism, 3) Information Technology, and 4) Paralegal Knowledge, 5) Career and Professional Development/Lifelong Learning  
For each item, we would like you to assign two ratings.  First, think back and provide your best assessment of the student’s skill level at the beginning of the internship (Internship Start) in column one.  Then, in the second column rate the student’s performance level at the end of the internship (Internship End).

If an item is not applicable to your organization, mark that item “NA”.  We know it is difficult to assess and remember all these behaviors at the beginning of the internship, but it would be helpful if you could make your best estimate.

We will also ask you to complete a brief survey to let us know more about your organization.

You will find a complete list of LaGuardia’s five broad internship learning objectives for paralegal studies students at the end of this evaluation form. 
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Human Relations                                                                                          Internship   Internship

                                                                                                                                                                       Start            End                 

1. Can communicate effectively in one-on-one interactions………….………….      FORMDROPDOWN 
       FORMDROPDOWN 

2. Can communicate and work effectively with office staff, including lawyers 

and teams.……………….. …………………………………………………………    FORMDROPDOWN 
        FORMDROPDOWN 

3.
Shares information with supervisor and asks questions to clarify 

     job assignments…... ………………………………………………………………      FORMDROPDOWN 
        FORMDROPDOWN 

4.
Communicates effectively and professionally on the telephone………………      FORMDROPDOWN 
       FORMDROPDOWN 
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5.
Communicates effectively and professionally using e-mail and other


 forms of written communication…………………………….. ………………….   FORMDROPDOWN 
       FORMDROPDOWN 

6. Demonstrates the ability to work with supervisors, co-workers and clients 

    from diverse cultural backgrounds. ……………………………………………       FORMDROPDOWN 
       FORMDROPDOWN 

Professionalism                                                                                                                       Internship    Internship 


                                                                                                                                                                      Start 









          End     
7. Organizes work and prioritizes tasks. …………………… ……………………         FORMDROPDOWN 
      FORMDROPDOWN 

8.
 Knows when to follow instructions, question work plans or seek help …………  FORMDROPDOWN 
      FORMDROPDOWN 

9.
Follows through and completes tasks and projects accurately ……….……          FORMDROPDOWN 
      FORMDROPDOWN 

10. Takes initiative and asks for work………………………………………………..       FORMDROPDOWN 
      FORMDROPDOWN 

11. Produces high-quality work …………………………………………………….          FORMDROPDOWN 
     FORMDROPDOWN 

12.

  Manages time well and meets deadlines …………………………………….         FORMDROPDOWN 
      FORMDROPDOWN 

13.  Is punctual and attends as scheduled………………………………………..           FORMDROPDOWN 
     FORMDROPDOWN 

14.  Displays ethical behavior by treating others, including clients and

      co-workers, with respect, honesty, and fairness…………………………. ….          FORMDROPDOWN 
     FORMDROPDOWN 

15.  Presents an appropriate professional demeanor in dress and in action …….      FORMDROPDOWN 
     FORMDROPDOWN 

Information Technology  







































































                                                       

                                                                                                                           Internship Internship 






























































































                                                                                                                                                                Start 








        End     

16.

 Word Processing skills (e.g., Word), including formatting, and keyboarding      FORMDROPDOWN 
       FORMDROPDOWN 

accuracy  and speed.………………………………………….

17. Other  software skills (e.g., Excel, QuickBooks, PowerPoint, proprietary)…….  FORMDROPDOWN 
        FORMDROPDOWN 

18. Obtains and uses information from the Internet (e.g., Google searches)….        FORMDROPDOWN 
       FORMDROPDOWN 

19. Conducts research on legal issues using online and manual sources 

      (e.g., LEXIS,  WESTLAW, shephardizing)  and legal databases……….             FORMDROPDOWN 
        FORMDROPDOWN 
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Paralegal Knowledge
 






















































































                                                                      Internship   Internship 














                                                                                                                                                                                        Start            End            

20.  Knowledge of legal concepts and vocabulary ……………………………..…      FORMDROPDOWN 
          FORMDROPDOWN 

21.  Assists in the preparation of legal documents, such as affidavits, 

appeals, briefs, pleadings, applications, wills, contracts, petitions, 

     immigration documents, real estate closings………………………………………..  FORMDROPDOWN 
       FORMDROPDOWN 

22.  Assists during legal proceedings, such as court or administrative hearings, 

immigration hearings, executions of wills, real estate closings, and 



depositions …………………………………………………………………………      FORMDROPDOWN 
       FORMDROPDOWN 

23. Obtains relevant records, such as immigration documents, medical records, 

police reports, insurance reports, and reviews them for details 


and/or inconsistencies……………………………………………………………….     FORMDROPDOWN 
       FORMDROPDOWN 

24  Interviews clients, witnesses, and/or agency representatives  to gather 


relevant facts and information about a legal issue ……………………………          FORMDROPDOWN 
      FORMDROPDOWN 

25. Participates in a variety of tracking activities common to legal matters, 

such as tracking cases from input to resolution, maintaining calendars 

and schedules, updating billing software, and delivery of subpoenas…………..          FORMDROPDOWN 
      FORMDROPDOWN 

26.  Organizes and maintains client files, legal documents and/or law library 

materials to make sure they are up-to-date and in order…………………………          FORMDROPDOWN 
      FORMDROPDOWN 

27.  Knowledge of legal ethics……………………………………………………..            FORMDROPDOWN 
      FORMDROPDOWN 

28.  Maintains confidentiality of client files and interactions in real workplace

settings……………………………………………………………………………….             FORMDROPDOWN 
      FORMDROPDOWN 

Career & Professional Development /Lifelong Learning 
                                Internship Internship 

                                                                                               
















 









                                       Start          End 
29.Demonstrates self-confidence in interactions with others and in 

completing work tasks…………………………………………………………..       FORMDROPDOWN 
         FORMDROPDOWN 

30. Seeks out coaching to develop his or her career skills and knowledge ……     FORMDROPDOWN 
        FORMDROPDOWN 

31. Networks with others to increase knowledge of and access to 

























career opportunities available to students majoring in Paralegal Studies……    FORMDROPDOWN 
        FORMDROPDOWN 
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32.  Considers transfer to a four-year college program by seeking information,    FORMDROPDOWN 
      FORMDROPDOWN 

     support, and discussing plans…………………………………………………..                                             

33. Demonstrates an interest in learning new skills and trying new tasks  …..     FORMDROPDOWN 
        FORMDROPDOWN 

34.
 Learns new assignments quickly …………………………………………….     FORMDROPDOWN 
        FORMDROPDOWN 

35.
 Asks for feedback ………………………………………………………………     FORMDROPDOWN 
       FORMDROPDOWN 

36.Accepts feedback and learns from experience ………………………………     FORMDROPDOWN 
       FORMDROPDOWN 

________________________________________________________________________

Please complete the brief survey below that tells us about your legal practice. Please check all the areas of the law that the student has been exposed to on this internship. 

	Areas of the Law
	Check
	Areas of the Law 
	Check

	Administrative 
	 FORMCHECKBOX 

	Immigration 
	 FORMCHECKBOX 


	Business Enterprises 
	 FORMCHECKBOX 

	Labor 
	 FORMCHECKBOX 


	Civil
	 FORMCHECKBOX 

	 Real Estate 
	 FORMCHECKBOX 


	Criminal
	 FORMCHECKBOX 

	 Personal Injury
	 FORMCHECKBOX 


	Corporate 
	 FORMCHECKBOX 

	 Will, Trusts and Estates
	 FORMCHECKBOX 


	Family 
	 FORMCHECKBOX 

	 Other –(please specify)  
	 FORMCHECKBOX 



______________________________________________________________________

Recommendations made to Intern.  General Comments are extremely valuable for our students.

     
Has this evaluation been shared with the intern?   Yes   FORMCHECKBOX 
        No  FORMCHECKBOX 

We encourage you to share this evaluation with your intern.  
Employer Signature_     ______________________________  Date_     ____________

Paralegal Studies Internship Learning Objectives 

Human Relations Learning Objective 

To establish and maintain effective relationships with others (e.g., lawyers, clients, 

social workers, investigators, court personnel) and communicate effectively with them.

Professionalism Learning Objective

To demonstrate the ability to meet professional performance expectations and perform in an ethical and professional manner. 

Information Technology Learning Objective

To use information technology to gather, organize, and retrieve information; to create and update documents; and to complete tasks efficiently.

Paralegal Knowledge Learning Objectives 

To reinforce and expand the substantive knowledge of the student in a specific area of the legal field (e.g., immigration law, family law, criminal law, real estate law). 

Career & Professional Development Learning Objective

To develop career awareness and related skills to make viable career choices 

To develop an awareness of the need to, and the ability to engage in lifelong learning 

To increase skills in learning from on-the-job experiences through action and reflection.
                                                

                                                FOR COLLEGE USE ONLY

Comments:__________________________________________________________________

Recommendation Grade Based on Employers’ Observation: ________________

Internship  Manager________________________________Cycle:___________
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