Bloomington Area Career Center				[image: H:\Co-Op\logo2.JPG]
 (
Phone:  309-829-8671, Ext 5180
Fax: 309-828-3546
)Employment Prep/Internship Program
 Quarterly Workplace Evaluation						

Student _______________________________Business ________________________________

Instructions:  Place an "X" next to the statement that best describes the student
Cooperation						Initiative
_____ 1. Consistently gets along well with others		_____ 1. Is very resourceful, looks for things to do
_____ 2. Cooperates willingly, gets along well		_____ 2. Is resourceful, works well unsupervised
_____ 3. Usually gets along well with others			_____ 3. Does routine work
_____ 4. Does not work well with others			_____ 4. Very little initiative , requires urging
_____ 5. Pulls against, rather than work with others		_____ 5. No initiative, must be told what to do

Courtesy						Constructive Criticism
_____ 1. Very courteous, well mannered			_____ 1. Accepts and immediately improves
_____ 2. Considerate and courteous			_____ 2. Accepts, some improvement noticed
_____ 3. Is usually polite					_____ 3. Accepts, attempts to improve
_____ 4. Is not particularly courteous			_____ 4. Ignores, no attempt to improve
_____ 5. Has been discourteous				_____ 5. Resents, negative attitude, refuses to try

Knowledge of Job					Accuracy and Quality of Work
_____ 1. Wants to learn, knows job well			_____ 1. Rarely makes mistakes, high quality
_____ 2. Understands basic concepts of job			_____ 2. Makes few errors, is careful and thorough
_____ 3. Knows job routine, needs supervision		_____ 3. Makes errors, is average
_____ 4. Knows little about job, no desire to learn		_____ 4. Frequently wastes time, needs supervision
_____ 5. Has not tried to learn job responsibilities		_____ 5. Extremely careless, poor quality of work

Work Accomplished					Work Habits
_____ 1. Is efficient and fast				_____ 1. Very industrious, concentrates well on job
_____ 2. Works rapidly, output above average		_____ 2. Rarely wastes time, is very reliable
_____ 3. Works at average speed, satisfactory		_____ 3. Occasionally wastes time, usually reliable
_____ 4. Is slower than average				_____ 4. Frequently wastes time, needs supervision
_____ 5. Works very slowly, output unsatisfactory		_____ 5. Habitually wastes time, must be watched

Adaptability						Personal Appearance
_____ 1. Learns very quickly				_____ 1. Excellent all of the time, follows policy
_____ 2. Adjusts readily					_____ 2. Very good, looks neat most of the time
_____ 3. Makes adjustments after much instruction		_____ 3. Acceptable, could improve
_____ 4. Slow in grasping new ideas and adapting		_____ 4. Often neglects appearance
_____ 5. Cannot adjust to changing situations		_____ 5. Extremely careless in appearance

Punctuality						Attendance
_____ 1. Never tardy					_____ 1. Never absent
_____ 2. Rarely tardy					_____ 2. Rarely absent
_____ 3. Punctuality could improve				_____ 3. Usually dependable
_____ 4. Often tardy with questionable excuses		_____ 4. Requires a lot of schedule changes
_____ 5. Unacceptable					_____ 5. Unacceptable


_______________________________________	_____________________________	______________
Printed  name and title of 
person completing the evaluation			Signature				    Date


Your comments help in the instructional process.  Please make them on the back if time permits.
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