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THE UNIVERSITY OF BRITISH COLUMBIA




STUDENT EMPLOYEE

PERFORMANCE SELF APPRAISAL


This self-evaluation is designed to give information which can be used to enhance performance by assessing training needs and reinforcing quality performance.  The self-evaluation process as well as concurrent reflection should ensure that the student employee is reviewing goals, assessing progress, and thoughtfully considering areas for growth and development.  The self-evaluation is combined with the supervisor’s evaluation for a complete appraisal of work performance.  
PERFORMANCE APPRAISAL RATINGS
EXCEEDS EXPECTATIONS (EE) – This individual exceeds position requirements even on some of the most difficult complex parts of the job. This individual works with limited supervision and direction and takes initiative to complete challenging work goals.  S/he displays a positive attitude towards their position and demonstrates a high level of knowledge to make reliable decisions. S/he shows a solid understanding of their role, the department and organization and works towards overall objectives. Their effort and outcomes are often above what is expected in this area. 

MEETS EXPECTATIONS (ME) – This individual meets all the requirements and expectations in this area.  They perform all functions of their position and occasionally exceed expectations.  S/he is performing the full scope of the job and what would be expected of a fully qualified and experienced person in the position. Able to handle any assignment given within the scope of the position and requires a normal amount of supervision and follow up. Demonstrates sound quality and quantity of work and prioritizes assignments well.
NEEDS DEVELOPMENT (ND) – This individual has not met the minimum expectations in this area but is making progress in the job.  S/he has done well on assignments that have been handled well but has not been on the job long enough to have encountered all aspects of the role. Applications of skills have not been consistently evident and more knowledge and experience is required before meeting expectations.
UNACCEPTABLE (U) – This individual consistently fails to complete or meet expectations in this area.  S/he has been in the position long enough to have shown better performance and doesn’t seem to have the drive or know-how to do the job successfully.  S/he doesn’t seem to grasp tasks or assignments even when they have been explained repeatedly.  Work keeps falling behind and if the employee is retained much longer the department’s workflow or employee moral will be affected.
NOT APPLICABLE (NA) – You are unable to evaluate this element of the staff member’s performance.

	Name:
	
	Appraiser:
	

	Date:
	
	Position:
	


	Job Knowledge (quality and quantity of work performed)
	U
	ND
	ME
	EE
	N/A

	1. Knowledge of processes, procedures, equipment and materials to do the job.
	
	
	
	
	

	2. Has identified and is working towards work related goals.
	
	
	
	
	

	3. Meets established work standards for volume and quality of work.
	
	
	
	
	

	4. Is thorough and accurate with work performed.
	
	
	
	
	

	5. Requires minimal supervision to complete work.
	
	
	
	
	

	Comments:




	Judgement  and Initiative 
	U
	ND
	ME
	EE
	N/A

	6. Demonstrates initiative and enthusiasm.
	
	
	
	
	

	7. Possesses and utilizes time management and organizational skills.
	
	
	
	
	

	8. Makes sound decisions when faced with difficult tasks or assignments.
	
	
	
	
	

	9. Ability to identify problems and analyse solutions.  Looks for solutions before asking for assistance.
	
	
	
	
	

	10. Offers new ideas to enhance departmental goals.
	
	
	
	
	

	Comments:


	Oral and Written Communication
	U
	ND
	ME
	EE
	N/A

	11. Communicates effectively within the department to supervisor and colleagues.
	
	
	
	
	

	12. Communicates effectively with other departments across campus or with external clients/customers.
	
	
	
	
	

	13. Able to transmit ideas verbally in an effective manner.
	
	
	
	
	

	14. Able to transmit ideas in written form in an effective manner.
	
	
	
	
	

	Comments:




	Planning and Organizing Work
	U
	ND
	ME
	EE
	N/A

	15. Demonstrates effectiveness in work planning and prioritizing.
	
	
	
	
	

	16. Able to meet pre-determined deadlines.
	
	
	
	
	

	17. Makes effective use of resources available.
	
	
	
	
	

	18. Demonstrates ability to establish and follow work plans.
	
	
	
	
	

	Comments:




	Relationships with Others
	U
	ND
	ME
	EE
	N/A

	19. Establishes rapport and works effectively with the departmental team.
	
	
	
	
	

	20. Demonstrates a pleasant and helpful attitude.
	
	
	
	
	

	21. Flexible to get along with a variety of personality types.
	
	
	
	
	

	22. Solicits and accepts appropriate feedback from others.
	
	
	
	
	

	Comments:




	SUMMARY COMMENTS

	The STRENGTHS of this student employee are:


	The areas this student employee needs to FURTHER DEVELOP upon are:


	Goals for future development:



This evaluation was presented by the Supervisor to the student employee in a one-on-one meeting.  All areas of this evaluation were discussed and the student employee had an opportunity to ask questions and receive feedback from their supervisor about their performance appraisal.
	
	
	
	
	

	Supervisor’s Signature
	
	Student Employee’s Signature
	
	Date


U: unacceptable – ND: needs development – ME: meet expectations – EE: exceeds expectations – N/A: not applicable
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