
 Be prepared. Be clear. Be consistent. 

Manage Performance

Why is managing student employees’ performance important? 

Student employees should receive periodic performance reviews from their supervisors. This process 
may be used to identify the student's strengths and areas for improvement and 
to reinforce the supervisor's expectations.  

How?  

These evaluations may be informal in nature except in the event that continued 
substandard performance may lead to termination of employment.  

Supervisory relationships with student employees are often informal and may not include official 
milestones. Therefore, it’s important to have mechanisms in place to be sure student 
employees are getting the information they need about their work 
performance.  

   What is your department’s practice for managing the performance of student workers? 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________
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  Match Feedback Type to Purpose Type 

Supervisors help ensure the effectiveness of their staff and department through their 
support and development of their individual and collective staff.  The focus is on 
creating positive change and growth when managing performance improvement. 

When to give different types of feedback:

Feedback Type Purpose Type Timing 

Direction To clarify expectations. 

Use as a first step in 
addressing performance 
issues (unless it’s a very 
serious offense). 

Development

To coach for development to 
address issues related to 
• knowledge & expertise
• motivation & commitment
• and/or resources

When the need has been 
identified that employee 
development would be a 
beneficial choice to improve 
performance. 

Discipline

To modify recurring job 
performance and/or workplace 
behavior issues. 

Follow progressive discipline 
policies and procedures. 

Which feedback type do you feel most challenged using and why? 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
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Documentation 

1. What is your department’s practice for documenting the conduct and
performance of student workers?

Consequences 

1. What consequences are given when conduct or performance expectations are not
met?

2. How consistent are you in following-through on those?

 Always     Most of the time    Not really    Never 

3. Or if this role is new to you, how likely do you think you will be consistent with
follow-through of consequences?

 Very likely    Most likely   Not really    Not at all 
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  Coaching for Improvement 

• Review standards and expectations.  Go back to the materials used when orienting the
student employee. Review the expectations and performance standards with the student.
Consider: Has the job changed? Have the expectations been revised? Are there areas that are
unclear?

• Give specific examples of unacceptable/incorrect performance.  Tell the employee specifically
what went wrong and why it was an issue. Ask for their understanding about the situation.
Make sure you have a mutual understanding about the issue, its causes, and its implications.

• Use effective communication skills. It’s important to present the information in a way that
invites discussion. You might want to discuss a specific problem situation and ways it could
have been handled differently. Listen carefully to what they have to say about the issue. They
may have understood the assignment differently than was intended, or may have interpreted
circumstances in a way that led to unexpected results. Student employees may have a limited
amount of experience with the supervisor-subordinate relationship, and it’s important that
you present the issue in a way that avoids labeling the student as a bad employee or
inadequate performer.

• Make an action plan for correcting the issue.  Mutually agree on a plan for improvement and
a timeline for follow-up. Be sure the employee understands that you value their contribution
and are willing to help resolve the situation.

• Monitor progress and provide feedback.  Follow up with specific observations and feedback.
Agree on a timeline for reviewing performance improvements. If the issue persists, continue
coaching or move into progressive discipline as necessary. If the student is improving, provide
specific descriptions of desirable changes and encourage the employee to continue making
improvements.

All employees like to be told when they are doing a good job. While 

they may not appreciate it at the time, it’s also important for 

employees to know as soon as possible when and how things need to 

be corrected. 
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Document. 

 Giving Feedback Guidelines: 

Know the purpose of your feedback: 

– Reinforce effective performance
– Improve / correct poor performance
– Ensure goals are achieved

Positive in public, negative in private. 

Focus on job performance: 

– Focus on specific behaviors
– Observations rather than inferences/judgment
– Describe the impact
– If improvement is needed, agree on a plan

Give timely, specific feedback when the situation calls 
for redirecting/stopping unacceptable behavior. 

How do you give 

ongoing feedback to 

your student staff? 
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Feedback Reinforces 
 Positive Behavior 

 

• The verb describes how you feel about the behavior.
• The behavior describes the action/performance of the employee.
• The effect describes the specific impact the behavior had.
• The appreciation expresses the way/ways in which you recognize the behavior.

 

Write an example of giving positive feedback to one of your employees: 

Example: 

 “I valued that you volunteered to help Kim work out the kinks with the new computer 
program which assisted in our getting the requests processed on time and I want to 
thank you and let you know that Kim mentioned to me  how much you helped her.”  

“I    (verb)  when/how you  (behavior)   which  (effect)   and I  (appreciation).” 



 Be prepared. Be clear. Be consistent. 

 
 

• The verb describes how you feel about the behavior.
• The behavior describes the inappropriate action/performance of the employee.
• The effect describes the specific impact the behavior had.
• The expectation describes the appropriate behavior.
• The describing the need to problem solve identifies what actions will be taken to help improve

the performance.
• The result describes the consequences of not changing or the actions that might be taken if the

behavior does not change.

 

 
 

 
 

 
 

Write an example of giving corrective feedback to one of your employees: 

Example: 

 “I am concerned because you have been consistently leaving work early for the past three weeks, and 
that means without you no one is available to answer phones, so what is needed is for you to stay until 
the end of the day and I would like to talk about how we can make sure that this will occur.  

If you continue to leave before the end of the day this could result in a loss of pay and the beginning of 
discipline.” 

*NOTE:  Including a consequence is particularly important after having given feedback a second or third
time on the same issue.  This may not be needed if you are giving feedback on an issue for the first time.

“I   (verb)   because   (behavior)  and that means  (effect)  and what  is needed is   (expectation) 
and I would like  (describe need to problem solve).* ”  

* I need to let you know that  (result/consequences of not changing the behavior).” 
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How to correct/redirect behaviors? 
What is helpful and unhelpful in the comments below? 

Providing Positive Feedback: 

“You’re doing a good job.”
 versus 

“Terri, I was pleased with the way you handled that customer complaint. You gave the 
customer the attention she wanted. She said she looks forward to working with us again.” 

“Thanks for filling in for me and taking notes at the meeting. I’ll use your notes to write 
up the minutes.”
 versus 

“I appreciate you filling in for me and taking notes at the meeting. Your writing style is 
very clear and concise. Would you like to try writing up the minutes yourself? Are there 
other ways you’d like to use your writing skills in this job?” 

Coaching for Improvement: 

“Lately you’ve become a real slacker.” 
 versus 
 “Casey, I want to talk to you about timeliness. You’ve been coming to work at least 15 
minutes late every day and are a week behind on your data entry assignment. We 
need the data for a report that’s due tomorrow. We’ll meet again in two weeks to 
discuss whether your timeliness has improved.” 

“This report isn’t what I asked for. You didn’t follow my instructions. You’ll need to 
redo this project by Thursday.” 
 versus 
“This isn’t what I was expecting. Tell me how you interpreted the assignment. Can you 
walk me through the steps you took?” 
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