College of Saint Benedict/Saint John's University

Student Employment Offices 

CSB ‑ Main 244, 363-5049/SJU ‑ Quad 154, 363-3855
Student Employee Evaluation

DIRECTIONS:  Share the evaluation form with your student employee, requesting her/him to complete it first.  Schedule a time when you and the student may meet to review and discuss the evaluation (in a private environment).  There is a section for both the employee and the supervisor to provide a rating.  

	     
	     
	     

	Name of Employee
	ID Number
	Evaluation Period

	     
	     
	     
	     

	Employing Department
	Job Title
	Pay Rate
	Evaluation Date


EE-Exceeds Expectations   OE-Often Exceeds Expectations   ME-Meets Expectations   NI -Needs Improvement    NA‑Not Applicable

	PLEASE CHECK APPROPRIATE BOX
	Employee

Rating
	Supervisor Rating

	Quality of work (ability to satisfactorily perform job duties following specified procedures)
	     
	     

	Quantity of work (volume of work done in specified time following specified standards)
	     
	     

	Job Knowledge (familiarity with procedures of job)
	     
	     

	Reliability/Dependability (ability to get things done, conscientiousness, punctuality and attendance)
	     
	     

	Communication (written/verbal; interpersonal skills; positive interactions with co-workers, supervisor, campus community and guests)
	     
	     

	Initiative/Leadership (takes on additional responsibilities; displays leadership and ownership in the position.; provides input to department procedures, as appropriate; exercises discretion in duties)
	     
	     

	Professionalism (conducts her/himself in a dignified, businesslike manner; neatly groomed; wears complete uniform, where applicable)
	     
	     

	Team Work (ability to work with others cooperatively and harmoniously)
	     
	     


Questions for student employees:

Describe a project or experience in your work this year when you felt truly successful.  

     
(Over)

How has your student employment experience positively affected your college experience?  Describe the skills that you have learned while being employed at CSB/SJU.
     
Training/Workshops attended this past year (e.g., Right to Know, AWAIR, SELT sessions, ILCP sessions, computer training, etc.)
     
Supervisor’s Comments (includes areas of strength and those needing improvement):  
     
Employee’s Comments (include areas that need enhancement – i.e. office procedures, personal and professional growth):  
     
Supervisor's signature__________________________________________________
Date: ______________________________

* Employee's signature__________________________________________________
Date: ______________________________

* Signature indicates that the employee has reviewed and discussed the evaluation with the supervisor.

