	Intern Supervisor Report

	This evaluation report is designed to: 
1. take a professional and personal inventory of the student’s strengths and weaknesses as exhibited in this internship placement.

2. determine the student’s progress during and upon completion of the internship.

3. assist the student in establishing goals for future improvement or professional development.

Please evaluate _______________ based on your observations of this student’s work. Your evaluation will be shared with the student, and the grade you assign constitutes a percentage of the final grade for the internship experience. If you have confidential comments for the intern coordinator, please provide these on a separate sheet.

Please return this form to the coordinating Urban Affairs and Planning faculty in Arlington or to:

Dr. Diane Zahm

Urban Affairs and Planning (0113)

Virginia Tech

Blacksburg, VA  24061.

Should you have questions or concerns about the evaluation, contact Dr. Zahm at (540)231-7503 or dzahm@vt.edu.

	Name and title of supervisor:
	

	Agency:
	

	Address:
	

	Dates of Internship:
	

	Intern schedule (days/nights, hours):
	


	Activities/Responsibilities:
	

	What specific tasks or projects were completed by the intern?
	

	In your opinion, did the student have the basic knowledge and skills required for this internship? Please comment.
	

	What were the intern’s greatest strengths?
	

	In what areas does the intern need improvement?
	

	What grade would you give the student?
	          A          A-          B+          B          B-          C+          C-     D+          D          D-          F


	In the table below, please rate each intern trait on a scale of 1 to 5, with 5 being the highest rating:

	Trait:
	Current level of performance:
	Suggestions for growth or improvement, if applicable:

	Gives adequate attention to appearance, including suitable grooming and attire.
	1     2     3     4      5   Not observed
	

	Meets schedules, follows through and attends to instructions.
	1     2     3     4      5   Not observed
	

	Complies with department/agency policies and procedures.
	1     2     3     4      5   Not observed
	

	Is able to distinguish important from unimportant, and to make responsible decisions.
	1     2     3     4      5   Not observed
	

	Performs responsibilities without constant supervision and is able to function constructively on own initiative when necessary.
	1     2     3     4      5   Not observed
	

	Exhibits efficient use of time and facilities. Produces appropriate volume of work. Is organized and thorough.
	1     2     3     4      5   Not observed
	

	Reports absence, tardiness, and time off for illness or personal business in a timely manner.
	1     2     3     4      5   Not observed
	

	Communicates effectively with supervisor, other staff members, and the general public. Gives due consideration to the views of others.
	1     2     3     4      5   Not observed
	

	Is able to assimilate and draw conclusions from various input sources.
	1     2     3     4      5   Not observed
	

	Demonstrates an appropriate level of skill and ability to express thoughts orally – in one-on-one communications, small group meetings, and public presentations (including Q&A).
	1     2     3     4      5   Not observed
	

	Demonstrates an appropriate level of skill and ability to express thoughts on paper, in memos, reports, projects, etc..
	1     2     3     4      5   Not observed
	

	Possesses adequate knowledge and skill for the internship responsibilities, and/or commensurate with academic training.
	1     2     3     4      5   Not observed
	


Other comments:

