[image: ]         Division of Business Services  
         UNIVERSITY OF WISCONSIN-MADISON

[bookmark: _GoBack]Quick Guide: Student Employee Performance Reviews
Student employees, like full-time employees, should receive continuous feedback through informal communication. Information contained in performance reviews should not be a surprise to the employee.  Performance concerns should be identified and addressed when they arise so the student can be guided and supported in making improvements. A Performance Improvement Plan Template is available on the intranet for supervisors to use with students if appropriate and desired.
Formal performance reviews for student employees are required at the end of Spring semester and Fall semester. These consist of a written review and a scheduled meeting to discuss performance. Formal performance reviews can also be conducted at the end of summer term. Reasons a supervisor may want to conduct a performance review at the end of summer:
· Student is departing, so an exit performance review should be written/conducted
· Supervisor wants to recommend an eligible student for a $0.25 wage increase
· Supervisor wants to document and discuss performance with the student (particularly good or not-so-good performance issues)
Written performance reviews must be discussed with student and submitted to the student employment coordinator within two weeks of the last day of classes at the end of Spring and Fall semesters.  Optional summer student performance reviews must be discussed and submitted by August 31.
Approximately 6-8 weeks in advance of performance review due dates, the student employment coordinator will send a reminder to student supervisors along with a copy of the Performance Review Form.  Supervisors can request a student self-evaluation template if they would like to have their student(s) complete one. These templates/forms are also available on the intranet under the “Students” tab, then “Supervisor Resources”.
Student performance review steps:
1. Supervisor completes the written performance review (supervisor can also ask the student to complete a self-evaluation at this time)
2. Supervisor schedules a brief meeting with the student
3. Supervisor facilitates the meeting to discuss the written performance review (and student self-evaluation if completed)
4. Supervisor sends the student an electronic copy of the written performance review so s/he can add comments if desired.
5. Student prints copy of the written performance review, signs it and returns it to the supervisor.
6. Supervisor signs the written performance review and scans/sends a copy or delivers a copy to the student employment coordinator.
Notes: 
· Preference for a supervisor’s student performance reviews to be submitted all together (rather than one at a time).
· If supervisor is recommending the student for a $0.25 wage increase, the department director must also sign the written performance review in Step 6. Student employment coordinator will obtain signatures from Susie and Liv as needed. Supervisors in units other than those reporting to Susie/Liv should obtain the department director signature themselves before submitting.
Tips for Writing a Meaningful Performance Review
· BE THOUGHTFUL. Keep in mind that the purpose of performance reviews is two-fold:
· To help the employee understand his/her strengths and how he/she can make the most of those. 
· To help the employee identify opportunities for improvement and provide guidance for achieving that improvement.
· It isn’t wrong to tell the employee what he/she already knows as strengths and opportunities for improvement; however, to be valuable, those observations must come with additional information about what they can do with that information.  Students may already be aware of strengths, but they might not know how they can capitalize on them. Similarly, they may be aware of weaknesses, but don’t know how to improve. Performance reviews should help the employee develop and grow. This benefits the employee, the supervisor, the unit and the department/division.
· Think of performance reviews as an investment. Take the time to make them meaningful.
· Use the Student Employee Expectations as a starting point. Is s/he meeting those expectations?
· Use the student employee’s job description. Is s/he performing all duties? How well?
· Think about and document what would help the student improve.  More one-on-one training? Taking time to read/follow procedural guidelines?  Slowing down?  Paying closer attention to detail?  Taking the job more seriously?  Showing more initiative?  Double-checking work? Telling a student to improve isn’t enough. S/He needs to hear and discuss ideas for making improvements. Ask for their ideas.
· Include examples of their strong areas of performance and examples of what they need to improvement. This helps them learn exactly what they should do more of or less of.
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