
Indicate degree to which student meets factors by marking X in space provided. 

 Suggested Grade (Circle One)  A B C D 

 

Days Absent ______    I have seen this report. 

 

Days Tardy   ______    Comments: 

 

      __________________________________________ 

        Student Signature 

    FACTORS VERY GOOD          GOOD         AVERAGE              POOR 

Quantity of 

work. 

Usually high output.     

 

Produces above 

standard output.   

Produces standard 

quantity.  

Below standard 

output.  

Quality of 

work. 

Thorough and exact 

in all respects.  

Errors negligible. 

Neat thorough.  

Produces standard 

quality.  

Performs portion of 

job satisfactorily. 

 

Initiative and 

follow- through 

Regularly finds 

what needs to be 

done and does it.  

Often shows 

initiative in planning 

and completing 

work.  

Seldom needs help or 

follow-up to 

complete routine 

work.  

Needs constant 

follow-up help.  

Cooperation Continually 

promotes good will. 

Cooperates fully.  

Cooperates 

effectively; 

definitely pleasant to 

deal with.  

Cooperates willingly 

when asked.  

Cooperates 

reluctantly.  

Attitude Takes a keen 

interest in the work. 

Takes initiative to 

learn.  

Shows interest in 

work and has a 

desire to learn.  

Seems to enjoy work; 

but willing to “stand 

still.”  

Seems to resent 

work has no desire 

to learn.  

Dependability Very industrious. 

Seldom tardy or 

absent.  

Meets obligations 

with very little 

supervision.  

Businesslike. Normal 

dependability. 

Always reports.  

Often tardy, absent 

or otherwise 

unavailable for 

work.  

Personality Makes a favorable 

impression on all 

persons contacted. 

 

Practices courtesy in 

dealing with others, 

always cheerful.  

Polite and friendly 

when approached by 

others.  

Makes a poor 

impression on 

others; is 

inconsiderate.  

Ability to get 

along with 

people 

Unusually tactful 

and understanding 

in dealing with 

people.  

Usually poised, 

courteous and tactful 

with people.  

Usually gets along 

well with people.  

Lacks poise and 

understanding; 

seems indifferent. 

 

Attitude toward 

appearance of 

work station 

Keeps work station 

outstanding neat and 

organized.  

Pride in appearance 

and arrangement of 

workstation.  

Follows effective 

housekeeping rules. 

 

Allows workstation 

to become 

disorganized.  

Personal 

appearance 

Always presents an 

appropriate, well- 

groomed 

appearance.  

Usually is very 

careful of 

appearance.  

Acceptable 

appearance; could 

make some 

improvement.  

Often neglects care 

of personal 

appearance.  

Progress Excellent growth in  

job skills and 

attitude.  

Satisfactory growth 

in job skills and 

attitude.  

Adequate growth in 

job skills and attitude. 

 

Little or no 

evidence of growth 

in job skills and 

attitude.  


