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	ENGINEER-IN-TRAINING PROGRAM

ROTATION CHECK IN / CHECK OUT FORM


Engineer-in-Training Program – Rotation Check In / Check Out Form


	ASSIGNMENT INFORMATION

	EIT Name
	Supervisor’s Name
	Rotation #

	     
	     
	     

	Assignment Dates
	Work Unit

	From: 
	     
	To:
	     
	     


Note:  Parts 1.0-4.0 should be completed within 2 weeks of EIT’s Start Date.

	PART 1.0:  EIT ORIENTATION

	1.
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
 No (please explain)
	Have you received an office orientation?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	2.
	Are you comfortable in your work space?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	3.
	Have you been introduced to office staff?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	4.
	Have you found reasonable accommodation 
and transportation?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	5.
	Do you have any safety concerns?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	6.
	Do you have an understanding of the Ministry structure?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     


	PART 2.0:  EIT’S GOALS AND EXPECTATIONS FOR ROTATION

	Part 2.1a:  Setting Goals – Specify the type of professional experience and skills you hope to gain during 
this EIT rotation (i.e project management/supervision, design , chairing meetings, interacting with the public).

	     

	Part 2.1b:  EIT’s Expectations – Outline your expectations for this EIT rotation. 
(i.e. level of responsibility, degree of mentorship, amount of travel)

	     

	Part 2.1c:  Mentor Response – Are these goals and expectations achievable 
in the EIT’s assigned Business Unit?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	     


	PART 3.0:  ASSIGNMENTS AND MENTOR EXPECTATIONS

	Part 3.1a:  Assigned Tasks
– Briefly outline the projects or tasks the EIT will be assigned to and the associated tasks.

	     

	Part 3.1b:  Mentor’s Expectations
– Outline what your expectations are regarding your mentorship role during this EIT rotation. 
(i.e. level of responsibility, degree of mentorship, time commitment)

	     

	Part 3.1c:  EIT’s Response
– Are these assignments and mentor expectations acceptable to you?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	     


	PART 4.0:  FORMAL COMMUNICATION PROCESS

	Regular formal review meetings are necessary to ensure that the goals outlined in Parts 1.0-3.0 are being met and the EIT is gaining the requisite experience to satisfy APEGBC’s professional designation criteria.
These review meetings should take place every 3 months (quarterly) throughout the rotation.

	Part 4.1:  Schedule of Review Meetings
Based on the start date for the rotation, outline the months during which these quarterly meetings will take place.

	1st Quarter Meeting:  
	Day    
	     
	Month
	     
	Year
	     
	

	2nd Quarter Meeting: 
	Day    
	     
	Month
	     
	Year
	     
	

	3rd Quarter Meeting:
	Day    
	     
	Month
	     
	Year
	     
	

	4th Quarter Meeting:  
	Day    
	     
	Month
	     
	Year
	     
	

	It is the responsibility of both the EIT and the Mentor to ensure that these meetings take place.


	COMMITMENT TO ACHIEVING GOALS, EXPECTATIONS AND EFFECTIVE COMMUNICATION

	We are both committed to fulfilling the goals and expectations of the EIT and Mentor, and conducting regular review meetings as outlined in Parts 1.0 through 4.0.

	Engineer-In-Training Signature:
	
	
	Date
	
	     

	Mentor Signature:
	
	
	Date
	
	     

	


	PART 5.0:  FIRST QUARTER REVIEW MEETING
DATE:       

	Part 5.1:  Review of Projects – The EIT should complete this portion. This section will assist when completing APEGBC work experience submissions and will also give your next mentor an understanding of what experience you have gained.
Outline the projects you have been involved with for the past 3 months and your associated role.
     

	Part 5.2:  Review of Professional Experience

	1.
	Are you satisfied with your current assignments?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	2.
	Have you received adequate training to complete these assignments
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	
	
	

	
	     

	3.
	Do you have sufficient resources to complete your tasks and to meet your training objectives? (textbooks, reference material, software, supplies, etc.)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	4.
	Do your assigned tasks meet your expectations? i.e. challenging, rewarding
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	5.
	Are you achieving the goals you outlined in Part 2.0?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	6.
	Will your assigned tasks lead to enhancing your professional development requirements with respect to APEGBC?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	7.
	Do you feel you have received an acceptable level of guidance and feedback to carry out your tasks with confidence?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	8.
	Do you feel that your work experience has been progressive?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	9.
	Does your level of responsibility coincide with your years of experience in the EIT program?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	10.
	Have you received sufficient opportunities to advance your professional interests?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     


	PART 6.0:  SECOND QUARTER REVIEW MEETING
DATE:       

	Part 6.1:  Review of Projects – The EIT should complete this portion.  This section will assist when completing APEGBC work experience submissions and will also give your next mentor an understanding of what experience you have gained.
Outline the projects you have been involved with for the past 3 months and your associated role.

	     

	Part 6.2:  Review of Professional Experience

	1.
	Are you satisfied with your current assignments?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	2.
	Have you received adequate training to complete these assignments
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	3.
	Do you have sufficient resources to complete your tasks and to meet your training objectives? (textbooks, reference material, software, supplies, etc.)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	4.
	Do your assigned tasks meet your expectations? i.e. challenging, rewarding
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	5.
	Are you achieving the goals you outlined in Part 2.0?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	6.
	Will your assigned tasks lead to enhancing your professional development requirements with respect to APEGBC?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	7.
	Do you feel you have received an acceptable level of guidance and feedback to carry out your tasks with confidence?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	8.
	Do you feel that your work experience has been progressive?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	9.
	Does your level of responsibility coincide with your years of experience in the EIT program?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	10.
	Have you received sufficient opportunities to advance your professional interests?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     


	PART 7.0:  THIRD QUARTER REVIEW MEETING
DATE:       

	Part 7.1:  Review of Projects – The EIT should complete this portion. This section will assist when completing APEGBC work experience submissions and will also give your next mentor an understanding of what experience you have gained.
Outline the projects you have been involved with for the past 3 months and your associated role.

	     

	Part 7.2:  Review of Professional Experience

	1.
	Are you satisfied with your current assignments?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	2.
	Have you received adequate training to complete these assignments
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	3.
	Do you have sufficient resources to complete your tasks and to meet your training objectives? (textbooks, reference material, software, supplies, etc.)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	4.
	Do your assigned tasks meet your expectations? i.e. challenging, rewarding
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	5.
	Are you achieving the goals you outlined in Part 2.0?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	6.
	Will your assigned tasks lead to enhancing your professional development requirements with respect to APEGBC?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	7.
	Do you feel you have received an acceptable level of guidance and feedback to carry out your tasks with confidence?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	8.
	Do you feel that your work experience has been progressive?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	9.
	Does your level of responsibility coincide with your years of experience in the EIT program?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	10.
	Have you received sufficient opportunities to advance your professional interests?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     


	PART 8.0:  FOURTH QUARTER REVIEW MEETING
DATE:       

	Part 8.1:  Review of Projects – The EIT should complete this portion. This section will assist when completing APEGBC work experience submissions and will also give your next mentor an understanding of what experience you have gained.
Outline the projects you have been involved with for the past 3 months and your associated role.

	     

	Part 8.2:  Review of Professional Experience

	1.
	Are you satisfied with your current assignments?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	2.
	Have you received adequate training to complete these assignments
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	3.
	Do you have sufficient resources to complete your tasks and to meet your training objectives? (textbooks, reference material, software, supplies, etc.)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	4.
	Do your assigned tasks meet your expectations? i.e. challenging, rewarding
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	5.
	Are you achieving the goals you outlined in Part 2.0?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	6.
	Will your assigned tasks lead to enhancing your professional development requirements with respect to APEGBC?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	7.
	Do you feel you have received an acceptable level of guidance and feedback to carry out your tasks with confidence?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	8.
	Do you feel that your work experience has been progressive?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	9.
	Does your level of responsibility coincide with your years of experience in the EIT program?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     

	10.
	Have you received sufficient opportunities to advance your professional interests?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No  (please explain)

	
	     


	PART 9.0:  REVIEW OF EIT ROTATION

	Part 9.1:  Communication

	For EIT Response:

	Can you offer any suggestions for the Mentor, which would enhance his/her communicative relationship with future EITs?

	     

	Can you offer any suggestions for the EIT, which would help further his/her career development?

	     

	Part 9.2:  EIT / Mentor Rotation Sign-off

In signing this, you acknowledge that you have accurately answered the questions outlined above and are aware of all the responses that were provided, whether from the EIT or the Mentor.

	Engineer-In-Training Signature:
	
	
	Date
	
	     

	Mentor Signature:
	
	
	Date
	
	     

	


Copies:
EIT, Current Mentor, New Mentor (on rotation), Chief Engineer, MoT Human Resources – EIT Program Administrator
	PART 10.0:  ADDITIONAL EIT COMMENTS – CONFIDENTIAL

	(Insert this page in a separate sealed envelope and send to EIT Coordinator)

Do you have any additional comments or suggestions about your experience with this EIT rotation? 

	     


	PART 11.0:  ADDITIONAL MENTOR COMMENTS – CONFIDENTIAL

	(Insert this page in a separate sealed envelope and send to EIT Coordinator)

Do you have any additional comments or suggestions about your mentorship experience during this EIT rotation?
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