English Internship

Evaluation of Intern to be completed by On-site Supervisor

Please return this completed form to:

Faculty Internship Director’s Name __________________________________

Department of English, Humanities Building 

University of Richmond, VA 23173

or email

Faculty Internship Director’s email______________________

 or fax to Faculty Internship Director at 804-289-8313

Date:

Intern’s Name:

Supervisor’s name, phone, and email:

Please write in the appropriate number corresponding to the student’s performance in each of the areas:

1 = Unacceptable, 2 = Below Average, 3 = Average, 4 = Above Average, 

5 = Excellent or N/A = Not Applicable

I.  Basic Work Requirements




RATING: ______

Arrives on time consistently; informs supervisor and makes arrangements for absences; reliably completes requested or assigned tasks on time; completes required hours or days on site.

Comments:

II.  Ethical Awareness and Conduct


RATING: ______

Is knowledgeable of ethical guidelines; demonstrates awareness and sensitivity to ethical issues; personal behavior is consistent with ethical guidelines

Comments:

III.  Learning






RATING: ______

Receptive to learning when new information is offered; actively seeks new information from staff or supervisor; demonstrates an ability to learn, apply, and understand new information; understands concepts, theories, and information and acknowledges when she or he does not.

Comments:

IV.  Response to Supervision




RATING: ______

Actively seeks supervision when necessary; is receptive to feedback and implements suggestions from supervisor; understands information communicated in supervision; is aware of areas that need improvement; Is willing to explore personal strengths and weaknesses; willing to ask questions in order to clarify information.

Comments:

V.  Interactions with Clients/Customers/Co-Workers











RATING: ______

Appears comfortable interacting with clients/customers/staff; initiates interactions and builds rapport; communicates effectively and is sensitive and responsive to others’ needs; effectively conveys information and expresses own opinions.

Comments:

VI.  Work Output






RATING: ______

Completes required work according to established expectations and schedule.  Written or verbal reports are accurate, factual, and presented in a professional manner.

Comments:

Additional comments on the Intern:

· What would you identify as this intern’s strongest points?
· Areas to improve?
· Were the goals outlined in the Internship Contract accomplished by the end of the internship?  Please explain.

· Would you recommend this intern for a job in your field based on his or her performance during the internship (assuming she or he had met any required qualifications such as graduate/advanced training)?

· Other comments or recommendations

Comments on the internship program:
Would you be willing to sponsor a future intern for an internship?
