Student Assistance Professional
Performance Evaluation

This evaluation summarizes the employee’s performance throughout the period under consideration.  The evaluation should carefully appraise the employee’s performance in all categories.  A written explanation for ratings should be given where indicated.  It is the supervisor’s responsibility to discuss the evaluation in detail with the employee. Both must sign and date the form. A copy of the evaluation shall be given to the employee and the original kept in the employee’s personnel file.

Ratings:

0-No significant opportunity

1-Unacceptable, unsatisfactory, never or rarely meets criteria

2-Improvement needed, inconsistency in meeting required or expected standards of position; considerable supervision an/or learning needed for satisfactory performance

3-Acceptable, meets expected standards and requirements most of the time.

4-Very good, consistently meets expected standards and requirements; performance is very good in both quality and quantity.

5-Outstanding, performance consistently exceeds expected standards and requirements over a sustained period. 

6. Not applicable

Skills and Traits:
I. Overall Knowledge level of ATOD

Rating: ___________

II. Quantity and Quality of Work

Rating: ___________

III. Responsibility and Reliability


Rating: ___________

IV. Organizational skills



Rating: ___________

V. Conduct and Image



Rating: ___________

VI. Work Relationships



Rating: ___________

VII. Relationship to School


Rating: ___________

VIII. Adherence to Policies and Procedures
Rating: ___________

IX. Attitudes, Values and Ethics


Rating: ___________

X. Display and Respect for Diversity

Rating: ___________

XI. Problem Solving



Rating: ___________

XII. Limit Setting




Rating: ___________

XIII. Communication



Rating: ___________

XIV. Use of Supervision



Rating: ___________

Please comment on achievements, strengths and areas for improvement regarding Knowledge and Skills.

Direct Service Skills

____ Demonstrates empathy
_____ Demonstrates concern for others

_____ Demonstrates acceptance 

_____ Demonstrates genuineness

_____ Demonstrates ability to establish rapport with diverse client group

_____ Demonstrates appropriate use of authority and power

_____ Engages student as partner in the process

_____ Shares and elicits information, knowledge and opinions

_____ Demonstrates ability to confront student appropriately.

_____ Demonstrates ability to respond effectively and objectively in crisis situations 

_____ Secures resources

_____ Consults, involves family as appropriate

_____ Consults, involves significant others as appropriate

_____ Demonstrates ability to effectively facilitate treatment and support teams
_____ Explains role, expectations and purpose

_____ Demonstrates advocacy, mediation, brokerage, and collaboration skills

_____ Demonstrates appropriate and effective pre-engagement, engagement and assessment skills.

_____ Demonstrates ability to formulate intervention, case management, relapse plans

_____ Effectively engages student in problem-solving, and solution focused efforts

_____ Demonstrates ability to know when to refer students

_____ Demonstrates ability to evaluate own effectiveness in practice

_____ Demonstrates ability to assess change

_____ Communicates clearly and effectively and identifies and utilizes information appropriately.

_____ Total
Objectives, Goals and Development

1. Were all objectives and goals from last evaluation achieved? If not, please explain below:

2. As a result of discussions with this employee about evaluation of current performance, list goals, objectives and / or improvement targets as well as steps to be taken prior to next evaluation period. 

3. What developmental steps will help this employee for enhanced performance (e.g. training, education, skill development)
Student Assistance Professionals Comments; (Optional)

Signatures:

I have received this document and discussed the contents with my Supervisor.  My signature does not necessarily imply that I agree with the ratings.

Employee’s Signature




Date

Supervisor’s Signature



Date
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