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Student Employee Evaluation Instructions
The performance evaluation is an integral part of every employment position.  When thoughtful time is invested in the process, evaluations are a valuable tool: 1) in developing the student employee, 2) for the supervisor to provide and receive feedback, and 3) to assist in strengthening the work environment.
Not only is the evaluation important to the current employment position but also for future career positions.  Every position in the job market has some form of performance evaluation.  Employers have performance expectations that need to be met by their employees.  These expectations may come directly from the head of the organization or as goals set by the individual employee. It is crucial that an understanding of this process is started early in a student’s employment career.  By utilizing performance evaluations, students gain an understanding and exposure to what will be expected in the work place after college.
Please share the evaluation with your student employee.  Schedule a time to meet with a student to discuss the evaluation.  If the student needs improvement in any category, discuss a strategy to improve performance.  Include measureable goals in the strategy.  
Employee performance is evaluated once during the academic year, and/or upon employment termination.  After both the supervisor and the employee have reviewed and signed the form, provide the employee with of pages one and two of the evaluation, and send a copy to Natalie Story, Associate Director, Office of Student Aid. 
Performance Criteria:  
4 = Far above expectations

3 = Above expectations
2 = Meets Expectations

1 = Needs Improvement

0 = Unable to evaluate/Not applicable
Sincerely,

Natalie Story

Associate Director

Office of Student Aid

Washington College
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Student Employee Evaluation Form
	Student Name:
	
	WC ID:
	

	Department:
	
	Supervisor:
	

	Job Title:
	
	Supervisor’s Title:
	

	Evaluation Period:
	Fall 2013 ____
	Spring 2014 ___
	Annual 2013 -2014 ________

	Date of Evaluation
	
	Is the student Federal Work-Study?
	Yes_______   No _______


	Quality and Quantity of Work
How accurate is the student’s work?  Does it meet acceptable standards?  Are assignments completed as scheduled?
	4
	3
	2
	1
	0
	Comments:

	Attitude Towards Work
Is the student enthusiastic, diligent, interested and courteous?  Willing to take on difficult tasks?
	4
	3
	2
	1
	0
	Comments:

	Dependability
How reliable is the student in performing work assignments and carrying out instructions?  How much supervision is required?  How responsible is the student toward assigned work? 
	4
	3
	2
	1
	0
	Comments:

	Interpersonal Communication
Does the student work effectively with others (supervisors, peers)? Is the student tactful and diplomatic when dealing with office patrons/visitors?
	4
	3
	2
	1
	0
	Comments:

	Initiative and Resourcefulness
Does the student see things to be done and then take action? Does the student offer suggestions for improved methods of operations? Is the student well organized?
	4
	3
	2
	1
	0
	Comments:

	Attendance and Punctuality
How faithful is the student in reporting to work and staying on the job? Does the student notify supervisor when unable to report to work?
	4
	3
	2
	1
	0
	Comments:


Student Comment Section:  Attach a separate sheet if needed.
	
	

	
	

	
	


The above evaluation was discussed with me on ___________. By signing, I am only acknowledging that this action was discussed with me and I have received a copy.  It does not signify that I agree with the statements made.
	Employee Signature
	
	Date:
	Supervisor Signature
	
	Date:

	Would you like this student to return to your department?
	Yes_______

No________
	Would you recommend this student to another employer?
	Yes_______

No_______
	Would you like the Federal Work-Study Coordinator to meet with this student to discuss issues related to this evaluation?
	Yes____

No____


Does the student wish to allow Washington College to share the information on this evaluation with future employers?  ___Yes ___ No
If yes, signature of student is required.  ______________________________________________
1. Provide a copy of the signed form to the student.

2. Provide a signed copy of the form to the Federal Work-Study Coordinator, Office of Student Aid.

Copies of each evaluation will be sent to the Office of Human Resources prior to the end of each academic year.
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