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IOC Ocean Traineeship Program

Guidelines for Traineeship Completion

Towards the end of the traineeship,  the following requirements should be completed by the trainees and the mentors as summarized below: 

	Actor/s
	Requirement
	Due By
	Document/Template

	
	
	
	

	Trainee
	Final Traineeship Report
	tbd
	Annex 1. 
Final  Traineeship Report Template

	Mentor
	Final Evaluation of Trainee
	tbd
	Annex 2. 
Final Evaluation of Trainee

	Trainee
	IOC Ocean Traineeship Feedback Survey and pictures
	tbd
	OTGA feedback form (to be sent by the Secretariat)

	Trainee -Mentor- home instructor
	Attend the online presentation session
	tbd
	Powerpoint presentation – template to share 




1. Trainees: 
Trainees should submit a final report that provides insight and perceptions about the traineeship program and activities by the end of the traineeship program to IOC CD Secretariat (ioc.training@unesco.org). The report should cover the main elements in the template report (See Annex 1. Final Traineeship Report Template).

2. Mentors: 
Mentors should evaluate trainees by the end of the traineeship. The evaluations can help determine the success of the traineeship and should be submitted in the form of a written evaluation to IOC CD Secretariat, ioc.training@unesco.org (See Annex 2. Final Evaluation of Trainee).

It is recommended that both the trainees and mentors review the Final Evaluation of Trainee prior to submission to IOC CD Secretariat.

3. Trainees:
The trainees are required to complete the IOC Ocean Traineeship Feedback Survey and share pictures of the traineeship. The trainee should receive the direct survey link during thre traineeship including the deadlines.

4. Trainees- mentor- host instructor:
The trainees are required to make a online presentation in a dedicated session suitable for all parties to present their experiences and how they are or will implement the knowledge gained. Attendance is requested from the trainee, the mentor at the host institute, and the supervisor at the home institute

NOTE: Items 1-2 are for substantial evaluation of the traineeship programme, while feedback on the logistics and arrangements will be covered in #3.

Annex 1: Final Traineeship Report 

Name of Trainee: 	_____________________________
Mentor:		_____________________________
Host Institution: 	_____________________________
Traineeship Period:	_____________________________


Please cover the following questions in your final report:

1. Main achievement vis-à-vis aims of traineeship 
	- Summary of activities undertaken during the traineeship
	- The aims and objectives of the traineeship as relevant to the mandate of the IOC 	programmes
	- Key deliverables (please provide link/s, if applicable)

2. Learning and Insights
	- Discuss the strong points of your traineeship experience
	- New knowledge, insights, and lessons gained from the traineeship 

3. Challenges/Difficulties
- Looking back, what do you wish you would have known before starting this    traineeship?
	- Discuss the challenges of your traineeship experience and ways they may be improved.
	
4. Recommendations
	- If you could improve the traineeship programme, what recommendations would you 	give?

6. Post-Traineeship Workplan
	- How do you plan to apply the knowledge and skills gained from the traineeship in your 	own organization?
	- If you plan to replicate, please share your proposed action plan.
	- Please explain how does your achievements during the traineeship contribute or will contribute to the mandate of the IOC programmes (please detail the services and products developed or updated)? 


Note: You may attach relevant photos or graphics to your report, as necessary.



Annex 2: Final Evaluation of Trainee

Name of Mentor: 	_____________________________
Name of Trainee:	_____________________________
Host Institution: 	_____________________________


Please answer and provide an explanation for the following questions. 

The quality of the trainee’s experience and outputs is indicated by compliance with your expectations as a mentor.   Expectation comes in the form of both specific outputs (papers,  presentations,  reports)  and performance of specific activities (meetings,  conferences, interviews,  research, etc).   


1. Briefly explain the major assignments undertaken by the trainee, as relevant to the IOC programmes. You may want to list the details of task assignments including the allotted time.












2. Overall, how would you assess the developments and outputs delivered by the trainee? If there are some areas for improvement, please briefly explain here. 













3. Did the trainee demonstrate professional/technical competence, adequate knowledge and skill levels when completing tasks? 

In a scale of 1 to 5 (1 = lowest, 5 = highest), please indicate your assessment of the trainee in terms of:
	
	1 

	2 

	3 

	4 

	5 


	The trainee is a self-starter, and has own initiatives
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments
	

	The trainee completed tasks of high quality 
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments
	

	The trainee was able to prioritize and organize tasks
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments
	

	The trainee demonstrated positive work relationships (e.g.teamwork, adequate interaction, harmonious relationship)
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments
	

	The trainee able to communicate clearly, concisely and effectively
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments
	




We confirm that this was discussed between the trainee and the mentor:



Signature of Trainee:					Signature of Mentor:
Submission Date:						Submission Date:



Note: You may attach relevant photos or graphics, as necessary.
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