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Student Employee Performance Appraisal Template

Employee Name: 
Position title: 
Supervisor: 
Date of review: 
Purpose: 
This process is designed to support student employee learning, development, and career readiness through structured feedback. Although performance appraisals are not mandatory, they serve as an essential tool that assists student employees in their long-term workforce readiness. It integrates:
Skill development and reflection
Supervisor coaching and feedback
Goal setting and ongoing development
Process Overview: 
We highly recommend all supervisors to evaluate their student employees mid-way through the academic year and again at the end of the year. To complete a student employee evaluation most effectively, follow these steps: 
Establish a schedule for student employee appraisals. 
Review the student employee’s job description, expectations, and previous evaluations (if applicable) 
Student employee and supervisor complete their portions of the form before meeting (include specific examples) 
Meet with the student employee to review the completed evaluation form, constructively highlighting strengths and areas for improvement. 
Identify measurable goals and check in on these goals in a future meeting 
The supervisor and student should sign their name at the end of the form in agreement with the topics discussed and future goals. 
Retain a copy of the evaluation and give a copy of the evaluation to the student.
Tips on Appraisal Best-Practices:
During an evaluation meeting, supervisors should cite specific examples of where the student has done well and areas where improvement is needed. 
An evaluation should focus on the performance period rather than the student employee’s recent performance. Focusing on the working period will allow a supervisor to evaluate an employee’s long-term track more effectively. 
Reference previous evaluations, if available. Previous evaluations are a great place to start the discussion.
Appraisals should not be the first time students receive supervisor feedback throughout the year. Dialogue should occur regularly. 
Focus on actions and behaviors that represent the employees’ skills or growth areas, rather than on personality characteristics or traits that cannot be changed. 
Avoid comparing employees to one another. 
Rating Scale: 
Please rate the performance using the rating scale below.
Beginner Understanding (BEG)	Student does not consistently meet standards
Developing Understanding (DEV)	Student meets standards, but with clear growth areas
Accomplished Application (ACC)	Student consistently meets standards and expectations
Advanced Application (ADV)	Student consistently exceeds expectations 



Career and Self Development: (i.e. identifies and articulates skills, strengths, knowledge, and opportunities for growth in the position) 
1	2	3	4
Beginner Understanding	Developing Understanding	Accomplished Application	Advanced Application 


Self-Appraisal Comments:
Supervisor Comments: 
Communication: (i.e. oral, written, non-verbal communication, employs effective communication strategies, engages in active listening, and uses effective customer service skills)
1	2	3	4
Beginner Understanding	Developing Understanding	Accomplished Application	Advanced Application


Self-Appraisal Comments:
Supervisor Comments: 





Teamwork: (i.e. ability to build collaborative relationships, respect different perspectives, leveraging team strengths and managing conflict effectively) 
1	2	3	4
Beginner Understanding	Developing Understanding	Accomplished Application	Advanced Application


Self-Appraisal Comments:





Supervisor Comments: 






Leadership: (i.e. ability to inspire, persuade, motivate, seek feedback, manage emotions effectively, delegate work, and prioritize tasks effectively while serving as an outstanding role model for other students) 
1	2	3	4
Beginner Understanding	Developing Understanding	Accomplished Application	Advanced Application


Self-Appraisal Comments:





Supervisor Comments: 




Professionalism/Work Ethic: (i.e. ability to act with integrity, demonstrate dependability, take initiative, achieve goals, punctuality, productivity, and maintains a high quality of work) 
1	2	3	4
Beginner Understanding	Developing Understanding	Accomplished Application	Advanced Application


Self-Appraisal Comments:





Supervisor Comments: 





Critical Thinking/Problem Solving: (i.e. situational awareness, ability to gather and analyze data, effective decision making, and showing aptitude in challenging situations)
1	2	3	4
Beginner Understanding	Developing Understanding	Accomplished Application	Advanced Application


Self-Appraisal Comments:





Supervisor Comments: 





Technology: (i.e. ability to leverage technology, adapt to new technologies, and use technology ethically)
1	2	3	4
Beginner Understanding	Developing Understanding	Accomplished Application	Advanced Application


Self-Appraisal Comments:





Supervisor Comments: 













Equity & Inclusion: (i.e. ability to engage in multiple perspectives, use equitable practice, advocate, and a people-oriented approach to work)
1	2	3	4
Beginner Understanding	Developing Understanding	Accomplished Application	Advanced Application


Self-Appraisal Comments:





Supervisor Comments: 





________________________________________________________________________________________
Additional employee comments:
This section allows the student employee to share any of their own comments, concerns or feedback about their performance that may not be represented in above reflections.




Additional supervisor comments:
This section includes any additional comments, concerns, or feedback about the employee’s performance during this performance period that may not be represented in above reflections: 




Student Signature:                                                                     Date:                                 

Supervisor Signature:                                                                 Date:                                     

Please send the end-of-year completed form to the Career Development Office
 email: studentemployment@nau.edu | Questions? Call: 928-523-1087 
image1.png
NA NORTHERN ARIZONA
UNIVERSITY




