Employment Evaluation
(adapted from THE SCHOOL TO WORK ALLIANCE PROGRAM (SWAP))
Employee___________________________________
 Employer Name_____________________________________________ 
Supervisor____________________
 Job Title _____________________________________________________________________
Basic Job Duties ______________________________________________________________________________________________ ____________________________________________________________________________________________________________

The purpose of this evaluation is to assess the individual worker’s strengths and progress on the job.  It will also assist with addressing areas that can be improved upon with the assistance of  staff.  Please circle the block which most accurately describes the worker. 
	ACCURACY 
	Makes frequent errors 
	Careless; makes recurrent errors
	Usually accurate; makes some mistakes 
	Makes few mistakes; is precise most of the time
	Rarely makes mistakes; is very precise

	ALERTNESS
	Slow to “catch on”
	Needs much instruction and explanation
	Grasps instruction with average ability 
	Usually quick to understand and learn 
	Grasps instruction especially fast

	INITIATIVE/ MOTIVATION  
	Rarely initiates/changes task on own; not motivated to improve
	Occasionally initiates new tasks, some motivation to improve
	Keeps self busy; shows motivation to improve
	Usually motivated to improve; moves easily between tasks
	Continually motivated to improve performance and try new tasks

	INDEPENDENCE
	Needs close supervision; is unreliable  
	Requires frequent prompting or cues 
	Completes tasks with some supervision 
	Needs little supervision; is reliable
	Self-starter; supervision rarely needed

	COOPERATION 
	Uncooperative/ antagonistic; rejects supervision 
	Cooperates reluctantly; infrequently follows instructions
	Cooperates willingly when asked; follows directions
	Usually cooperates eagerly & cheerfully
	Always cooperates; without being asked

	PHYSICAL FITNESS 
	Tires easily, poor stamina  
	Frequently tires and “slows down”
	Meets physical & energy requirements of the job 
	Energetic; seldom tires
	Excellent stamina; no fatigue

	PERSONAL APPREARANCE 
	Slovenly & inappropriately groomed; careless
	Sometimes neglectful of appearance
	Satisfactory appearance
	Neat and appropriately groomed
	Exceptionally neat & appropriately groomed

	WORK RELATIONSHIPS
	Frequently rude, moody, aloof or hostile
	Sometimes hostile, rude, moody or tactless
	Usually agreeable, tactful, pleasant, stable 
	Sociable, courteous, tactful & polite  
	Establishes “goodwill” extremely pleasant 

	ATTENDANCE 
	Usually absent or late
	Often absent, late, many schedule “problems”
	Usually present and on time
	Very prompt; notifies if absent or late
	Always prompt; excellent attendance

	WORK PRACTICES
	Disorderly, messy, and /or unsafe area; unsafe practices
	Work area & own items somewhat disorganized; some unsafe practices 
	Usually follows good safety & housekeeping rules; area is organized 
	Pride in appearance of work area; safe work practices
	Keeps area &own items very neat & organized; always works safely 

	QUALITY OF WORK
	Performs tasks poorly; most work unacceptable
	Performs some tasks; lacks skills to do job 
	Performs most tasks completely, acceptable 
	Performs all phases of the job adequately 
	Has complete mastery of all phases of the job

	QUANTITY OF WORK
	Does not complete minimum requirements
	Completes just enough to get by
	Volume of work is satisfactory 
	Industrious; does more then is required  
	Superior work production record 

	STABILITY
	Goes “to pieces” under pressure; jumpy/nervous
	Occasionally “blows up”; easily irritated 
	Has tolerance for stress; usually remains calm
	Calm &helpful attitude in stressful situations
	Thrives under pressure and stress; very calm 

	INDUSTRY
	Always attempts to avoid work; completes few tasks on time
	Some attempts to avoid work; complete some tasks in timely manner
	Work done willingly; completes most tasks in a timely manner 
	Willingly does more than assigned; completes tasks quickly 
	Consistently does more than is expected; works very efficiently 

	OVERALL EVALUATION 
	Below standard worker; unsatisfactory
	Substandard worker; but is making progress
	Meeting minimum standards of work place
	Good worker; performs above set standards 
	Outstanding worker; excellent qualities 


The employee’s major strengths are:



Areas the employee needs to work on:

1.______________________________________

1.___________________________________

2.______________________________________

2.___________________________________

3.______________________________________

3.___________________________________

Does the employee demonstrate a realistic sense of his or her abilities and/or limitations? 

____________________________________________________________________________________________________________

Please describe any adaptations that could be made to assist the student in performing his/her job more effectively or efficiently.

____________________________________________________________________________________________________________
Would you be willing/able to recommend employees advancement within the company and/or raise in pay or hours?

____________________________________________________________________________________________________________

Evaluated by ___________________________________________ 
Title ___________________________________________
Employee______________________________________________

Employee Signature______________________________________

