	Systems Evaluation
	Yes
	No
	Example

	Communication was Friendly and Professional
	
	
	

	I had Access to Resources/Supplies
	
	
	

	I was Properly Trained for my Tasks
	
	
	

	Appropriate Time was allowed in my  Plan
	
	
	

	Help was Available when I Needed it
	
	
	

	I knew my tasks for each day
	
	
	

	Somebody Followed up/Touched Base
	
	
	

	Self Evaluation

	I  learned

	I want to learn              

	I felt good about

	I wish I could redo


Student Worker Self Evaluation Form

Name:			 										Date:









Discussion:





Supervisor Signature:_____________________Student Signature:____________________

Student Worker Expectations
Keep Your Job
· Wear TCF shirt, no high heels
· Be On Time, sign in and out daily, fill out your time sheet monthly, work until the last minute
· Give 24 hours’ notice before an absence unless accident prevents you from using the phone
· Smile, think nice thoughts, be an ambassador
· [bookmark: _GoBack]Check task list and Trello daily and complete all tasks
· Leave a written report with any incomplete tasks/projects
· Ask questions when you don’t understand.  Don’t assume you know or feel ashamed for not knowing.

Get a Letter of Recommendation
· Ask questions with a solution in mind.  Be willing to suggest your solution before you ask the question.
· Encourage a teammate to get/stay on track
· Ensure that group/partner projects focus on productivity, not social interaction
· Share the good things that are going on in your life, don’t use the negative things as excuses
· Come up with a brilliant idea that aids productivity, streamlines a process or solves a problem and share it by writing it down and giving it to your supervisor
· If you have a few extra minutes at the end of your shift, do a useful activity: write a thank you note to a donor, make a phone call requesting a raffle prize, clean a window, post something to the TCF Facebook Page, do a walk-through and pick-up/organize an area.
