


                                      
Intern Performance Review 
	Employee/Intern Information

	Employee Name:
	     
	Employer:
	     

	Title:
	     
	Date:
	     

	Department:
	     

	Manager:
	     

	Review Period:
	      to      

	

	Goals
Briefly describe the goals set up at the beginning of the internship.  Were the goals achieved? If not, briefly describe why not.
Goal #1:
     

 FORMTEXT 
     

 FORMTEXT 
     
Goal #2:
     

 FORMTEXT 
     

 FORMTEXT 
     
Goal #3:

     

 FORMTEXT 
     

 FORMTEXT 
     



	Evaluation

	Use this rating key for the following evaluation:
1 =
Unsatisfactory
Does not perform required tasks. Requires constant supervision

2 =
Marginal
Needs improvement in quality of work. Completes tasks, but not on time.

3 =
Meets Requirements 
Meets requirements. Tasks are completed on time.

4 =
Exceeds Requirements
Goes above and beyond expectations.
5 =
Exceptional
Always gets results far beyond what is required.
(5) = Exceptional
(4) = Exceeds Requirements
(3) = Meets Requirements
(2) = Marginal
(1) = Unsatisfactory
Achieves set / modified goals & objectives
 FORMCHECKBOX 
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 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Open to constructive criticism
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Demonstrates required job skills and knowledge
 FORMCHECKBOX 
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 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Demonstrates ability to learn and develop new skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Completes all assigned responsibilities
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Meets attendance requirements
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Takes responsibility for actions
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Recognizes potential problems and develops solutions
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Demonstrates problem solving skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Offers constructive suggestions for improvement
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Generates creative ideas and solutions
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Provides alternatives when making recommendations
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Displays appropriate level of professionalism in dress, speech and interactions 
         FORMCHECKBOX 

           FORMCHECKBOX 

              FORMCHECKBOX 

         FORMCHECKBOX 

            FORMCHECKBOX 




	Additional Comments:
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 FORMTEXT 
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	Provide Suggestions For Self-Improvement:
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 FORMTEXT 
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 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Supervisor/Manager Feedback:
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 FORMTEXT 
     

 FORMTEXT 
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 FORMTEXT 
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 FORMTEXT 
     
Other Items to Discuss at the End of the Internship:

· Future employment opportunities at the company/organization
· Suggestions for types of work the intern should consider based on strengths and skills
· Additional types of training (books, websites, courses and internships) that would be helpful to prepare for full-time employment

· Graduate school advice if recommended for advancement in this field
· Using the supervisor as a reference in the future


	Verification of Review

	Intern Signature
	Date

	
	

	Supervisor Signature
	Date

	
	


One last set of questions, for the supervisor only:

Would you recommend a Comenius intern to another similar non-profit organization?  
Why or why not?
Is there anything you would like to tell Calvin College about how this internship program could be improved?
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