Student _________________________________________________________________
Work Site _______________________________________________________________
Work Supervisor _________________________________________________________
CHAPTER 9: Performance Evaluation Review Instrument
Create a Performance Evaluation Review Instrument
Use the format shown on the next page to construct a performance evaluation review instrument. Customize it to fit your internship’s unique characteristics and assignments.

Use the Performance Evaluation Review Instrument
After constructing a performance evaluation review instrument, use it to critique your performance. Your sponsor should also use this instrument to rate your performance. After you participate in the performance evaluation process, answer the following questions:

a. How would you describe your overall performance evaluation? Were you satisfied with the fairness of the evaluation? Explain. 

b. How did your sponsor assess your work? Were you satisfied with that assessment? Explain. 

c. What could you do to improve your performance? What have you learned from the evaluation process? What new strategies will you now use to increase performance in the future? 

Performance Evaluation Review Instrument
Intern: ____________________
Supervisor: ____________________
Organization: ____________________ 
Date: ____________________
Please rate the criteria listed below based on the intern’s performance and answer the questions on the following page. Please sign one copy and return it to the intern. Thank you for your time and valuable input.

4 = Strongly Agree


2 = Somewhat Disagree
 
3 = Somewhat Agree 


1 = Strongly Disagree

	Criteria
	4
	3
	2
	1
	N/A

	Professionalism at Work


	
	
	
	
	

	Acts with maturity and professionalism
	
	
	
	
	

	Is punctual and dependable
	
	
	
	
	

	Is self-reliant 
	
	
	
	
	

	Dresses neatly and appropriately
	
	
	
	
	

	Manages time well
	
	
	
	
	

	Takes responsibility for actions
	
	
	
	
	

	Attitude, Initiative, and Communication


	
	
	
	
	

	Has a cooperative, positive attitude
	
	
	
	
	

	Willing to accept new challenges
	
	
	
	
	

	Adapts to new circumstances
	
	
	
	
	

	Demonstrates a desire to learn 
	
	
	
	
	

	Accepts and acts on criticism
	
	
	
	
	

	Respects others’ skills, needs, and opinions
	
	
	
	
	

	Communicates articulately

	
	
	
	
	

	Asserts own views effectively
	
	
	
	
	

	Job Performance


	
	
	
	
	

	Meets deadlines
	
	
	
	
	

	Understands and follows directions
	
	
	
	
	

	Demonstrates job-related skills
	
	
	
	
	

	Demonstrates mastery of relevant job-related knowledge
	
	
	
	
	

	Demonstrates problem-solving skills
	
	
	
	
	

	Completes assigned tasks competently
	
	
	
	
	

	Is detail oriented, accurate
	
	
	
	
	


What have been the intern’s major strengths in the position?

________________________________________________________________________

________________________________________________________________________

In what areas could the intern have improved in order to function more effectively in the internship position? _____________________________________

________________________________________________________________________

________________________________________________________________________

What new skills and knowledge did the intern develop over the course of this program? __________________________________________________________

________________________________________________________________________

________________________________________________________________________

How well was this placement suited to the intern’s abilities and career interests? ______________________________________________________________

________________________________________________________________________

________________________________________________________________________

Describe some useful contributions that the intern made to your organization. ___________________________________________________________

________________________________________________________________________

________________________________________________________________________

Please indicate any additional comments to assist in the professional development of the intern. ______________________________________________

________________________________________________________________________

________________________________________________________________________

Have you offered the intern either a part- or full-time position as a result of this internship? 






____Yes
___No 

______________________________  
____________________



Sponsor’s Signature



Date 

______________________________

____________________



Intern’s Signature




Date
CHAPTER 9: Performance Evaluation Review Instrument

Purpose:  This activity provides a format for creating a performance evaluation review instrument. Customization is encouraged to make the evaluation more meaningful. Students should record information from the evaluation process in their daily journals. Students should also participate in the evaluation process at least twice during the internship experience.   

The second part of this activity gives students the opportunity to critique the results of the evaluation review process. Students should develop ways to correct deficiencies indicated by the evaluation process. Students should also examine the assessment process for potential flaws. This activity is another “closing the loop” process that will improve their general management and problem-solving skills. Stress to students that they should focus on strategies for improvement as a result of the performance evaluation review process.  
















