
Student Employee Evaluation Form

	Staff Member Information

	Student Name:
	

	Position:
	

	Supervisor
	

	Evaluation Period:
	From:
	To:

	Instructions:

	Please rate the staff member’s performance in the following categories using the scale below:

Needs Improvement: Performance does not consistently meet expectations. Requires guidance and development in key areas.
Meets Expectations: Performance consistently meets expectations. Completes tasks effectively and reliably.
Exceeds Expectations: Performance consistently goes above and beyond expectations. Demonstrates leadership, initiative, and high-quality work.


	Job Knowledge & Skills

	· Demonstrates understanding of role and responsibilities.
· Proficiency in required software/tools 
· Ability to follow procedures and complete tasks accurately.
· Ability to learn new tasks quickly.


	Rating:
	Supervisor Comments

	☐Needs Improvement
☐Meets Expectations 
☐Exceeds Expectations
	




	Work Ethic & Productivity

	· Completes tasks on time and meets deadlines.
· Ability to complete tasks in a timely manner, and independently after instruction is given
· Ability to manage workload and prioritize tasks.
· Willingness to take on new tasks when needed.


	Rating:
	Supervisor Comments

	☐Needs Improvement
☐Meets Expectations 
☐Exceeds Expectations
	



	Communication & Interpersonal Skills

	· Effectively communicates with team members and supervisors.
· Demonstrates active listening and asks for clarification when necessary.
· Responds to feedback and follows instructions.
· Demonstrates respect and professionalism in all interactions.


	Rating:
	Supervisor Comments

	☐Needs Improvement
☐Meets Expectations 
☐Exceeds Expectations
	



	Teamwork & Collaboration

	· Works well with others in group settings.
· Contributes positively to team projects and activities.
· Supports and helps colleagues when needed.
· Handles conflicts or challenges with respect and maturity.


	Rating:
	Supervisor Comments

	☐Needs Improvement
☐Meets Expectations 
☐Exceeds Expectations
	



	Problem-Solving & Initiative

	· Takes initiative to resolve issues without needing direct supervision.
· Demonstrates critical thinking and effective problem-solving skills.
· Identifies areas for improvement and suggests solutions.


	Rating:
	Supervisor Comments

	☐Needs Improvement
☐Meets Expectations 
☐Exceeds Expectations
	







	Adherence to Department Policies & Procedures

	· Follows department guidelines and policies. 
· Demonstrates punctuality and reliability.
· Arrives at work at scheduled time.
· Submitting timesheets correctly and within the deadline
· Maintains confidentiality and handles sensitive information appropriately.

	Rating:
	Supervisor Comments

	☐Needs Improvement
☐Meets Expectations 
☐Exceeds Expectations
	



	Overall Performance

	☐Needs Improvement
Performance does not consistently meet expectations. Requires guidance and development in key areas.
	☐Meets Expectations 
Performance consistently meets expectations. Completes tasks effectively and reliably.

	☐Exceeds Expectations
Performance consistently goes above and beyond expectations. Demonstrates leadership, initiative, and high-quality work.


	Supervisor Comments

	



	Goals & Areas for Improvement

	· Identify key areas for improvement for the upcoming year.
· Set goals for the staff member to focus on in the next evaluation period.

	




	Employee Feedback & Self-Assessment

	· Please provide any comments or feedback about your experience this year.
· What skills or support would help you improve in your role?
· What are your goals for the upcoming year?

	




	Signatures

	Supervisor

	Name: 
	Title:

	Signature:
	Date:

	Next Level Approver

	Name: 
	Title: 

	Signature:
	Date:

	Employee

	Signature:
	Date:

	By signing the above, the employee acknowledges receipt of this review and that it was discussed with the employee. The signature does not indicate agreement or disagreement with the content of this review. Employees may attach comments.
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