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Student Employee Performance Review

	Employee Name:
	     

	
	

	Evaluation Period:
	From:       To:      


	Position:
	     

	Department:
	     


Guide
Outstanding (3) – Employee’s performance and conduct continually exceed the core requirements of the position.  Performance and conduct of this caliber is of optimum standard and worthy of being modeled by other student assistant employees.
Satisfactory (2) – Employee’s performance and conduct routinely satisfies the core requirement of this position.  Performance and conduct of this caliber, while not indicative of a need for improvement, indicates that improvements in performance and/or conduct are possible. “Satisfactory” ratings should not be perceived as a potential threat to continued employment.
Needs Improvement (1) – Employee’s performance and/or conduct often fail to satisfy the core requirements of this position indicated by a significant inability/unwillingness to meet the core requirements. Continued performance and/or conduct of this caliber should serve as a potential warning that employment may be in jeopardy unless immediate and sustained improvements are made.
Unacceptable (0) - Employee’s performance and/or conduct demonstrate a willful disregard for position standards.  Dismissals will likely result if the caliber of performance is not improved and/or misconduct continues.
N/A   -
Does not apply to employee’s job duties.
	Attitudes and Skills with Co-Workers and Supervisors
	3
	2
	1
	0
	N/A

	1) Is friendly and respectful with co-workers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2) Strives to assume a fair share of work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3) Communicates directly, and appropriately for the work setting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4) Approaches criticism with learning attitude
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5) Adapts to change in work environment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:     
	
	


	Quality of Work
	3
	2
	1
	0
	N/A

	1) Timeliness
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	-Work hours, meeting times, assignment deadlines 
	
	
	
	
	

	2) Responsible in job duties
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3) Alert in health and safety matters
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4) Flexible with assignments
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5) Flexible with schedule
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6) Gives ample notice for absences
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7) Prioritize and plans work activities / uses time efficiently
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8) Remains calm in tense situations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9) Strives to generate and implement ideas for improvement and increased productivity. Takes initiative.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	
	


	Communication/Customer Service
	3
	2
	1
	0
	N/A

	1) Effective written and verbal communication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2) Strives to be easily understood by others
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3) Shows respect for all individuals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4) Practices active listening and comprehension skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5) Uses collaborative problem solving and decision making
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6) Shares information and resources
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:     

	
	


	Job Knowledge
	3
	2
	1
	0
	N/A

	1) Competent in required job skills and knowledge
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2) Ability to learn and apply new skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3) Understands how job relates to real world situations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4) Seeks increased responsibility
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5) Changes approach or methods to best fit situation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:     

	
	


	Supervision (if applicable)
	3
	2
	1
	0
	N/A

	1) Provides ongoing training
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2) Evaluates performance / provides feedback in a timely manner
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3) Includes subordinates in planning / decision making 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4) Assumes responsibility for the actions of subordinates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:     
	
	


	Specific Departmental Skills
	3
	2
	1
	0
	N/A

	1. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:     
	
	


Current Performance Periods’ Strengths and Goals:

Record job strengths and incident of superior performance, including education/special training achievements.  Also include specific goals and standards set for this performance period:
     
Concerns/Deficiencies:

Record specific work performance concerns/deficiencies or job behavior requiring improvement or correction.
     
Goals/Improvement Program:
What improvement would significantly increase current performance?  
Record specific goals and improvements to be completed during next evaluation period.
     
Employee Comments:

By signing below, employee acknowledges that he/she has received the Student Employee Evaluation Performance Review and what the content of such report have been discussed with him/her.  A signature does not imply agreement.

Employee







Date

Supervisor 







Date










18111 Nordhoff St. 


Northridge, CA. 91330-8278
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