
INTERN & TRAINEE

Employer Evaluation Guide



Host organizations participating in the BridgeUSA Intern and
Trainee programs must complete evaluations of their
participants, as required by U.S. Department of State
regulations. These evaluations confirm that the training plan
is being followed, track participants’ progress, and ensure
compliance with program requirements.

For programs longer than six months, host organizations
complete both a mid-program evaluation and a final
evaluation. For programs shorter than six months, only a
final evaluation is required.

CIEE notifies host organizations by email when an evaluation
is available in Beacon. Evaluations open 30 days before the
due date.

Mid-Point and Final Evaluations
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Notifications are sent to all main and phase program
supervisors listed on both the training plan and the overall
site of activity. 

While the evaluation is ideally completed by the supervisor
who works most closely with the participant, all host
organization staff receive the notification to help ensure the
evaluation is submitted on time. 

The email notification does not need to be forwarded to
another supervisor, as they will have received the same
email directly.

Upon receiving the email notification, CIEE BridgeUSA
participants also receive a separate message from CIEE with
instructions for completing their required participant
evaluation.
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Not sure if you’re the right person
to complete an evaluation? 

Log in to Beacon, review the
overdue and incomplete
evaluations list (see page 4 for
step-by-step instructions), and
complete those for participants
you directly supervise. 2
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If an evaluation is overdue, a dashboard pop-up notification
will also appear: 
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You can access evaluations in Beacon by logging in,
navigating to the “PREX Participants” menu in the upper-
left corner, and selecting “Host Evaluations”.
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A red icon will appear on the evaluation card if the status
changes to “Overdue”. 
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Participant Status

Active: Participants that are currently completing their
training program

Inactive: Participants that have completed their training
program

Evaluation Type All, Midpoint, Final

Evaluation Status Not Started, Incomplete (started but not signed/submitted),
Submitted, Overdue

Sites of Activity 
(SOA)

Lists all the SOA the user has access to: 

For host admins: this will be all SOA under the inbound
hosts. 

For site contacts: this will only be the SOA they have access
to which is determined in the “manage users” page. 

On the grid view, you can filter the following: 
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When the evaluation is ready, click “View Evaluation” to open
the questions. Please answer every question provided. The
questions may differ slightly depending on whether you are
completing a midpoint or a final evaluation. Below is an
example of what a final evaluation looks like: 
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You may click “Save and Close” to save your progress and
return later, or select “Submit” once you have finished the
evaluation. A pop up box will appear to type your name and
click “Sign and Submit”.  

You can confirm your evaluation was submitted by
navigating back to your program evaluations landing page
and ensuring that it reads “Submitted”.  

If you have any additional comments, concerns or feedback
regarding your CIEE BridgeUSA Intern & Trainee Program,
please contact CIEE at 1-888-268-6245 or contact@ciee.org. 
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