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Supervisor Checklist for Paid Staff  
Supervisor:      



Student Staff:      

Date:      
	BEGINNING OF SEMESTER CHECKLIST
· Identify your student(s) via spreadsheet from student coordinator (i.e. Amie Riesen)
· Contact student via email 
1. Introduce yourself as the student’s supervisor

2. Share your contact info (office phone, cell phone, email, etc)if they do not already have it
3. Remind student staff that they cannot receive units while they are paid. We are looking into getting CAVE units for those students who need the units for financial aid reasons, but that has not been confirmed yet.
4. Confirm student availability, transportation concerns or future day off requests (e.g. exams, personal days off, holiday breaks, etc) 
5. Let student know that they are not to begin work until they have completed the paperwork (e.g. PAF) which will be completed during the CNA/ CHA formal training (during first week of the semester) with Kristin Gruneisen. 

6. Set-up a meeting with student in your office

· During meeting:

1. Please send the student’s schedule to Shawna Rubottom (srubottom@mail.csuchico.edu) and cc the student so Shawna may assign a computer work station ASAP
2. Let student know that there will be a formal training that includes a self-study and a meeting where job details will be reviewed
3. Remind student about completing Weekly Activity Logs 

4. Remind student to communicate with you if they are having personal problems, want new experiences at CNAP, are confused, etc. 

5. Review Performance Evaluation portion with student so he or she knows WHAT we expect of them BEFORE they start their job (e.g. they may not know that 4 dress code violations over the semester is considered “poor”)

6. Let intern know about the formal performance evaluation after 6 months of hire
· Explain that there will be another evaluation at their one year anniversary, as well.  After they work in a paid position for one year, the performance evaluation will only occur annually (date of hire).
· Explain that they are to keep track of their accomplishments (can refer to weekly activity log) and weaknesses and will be given the opportunity to put those accomplishments and weaknesses in the “staff comments” sections


	       PERFORMANCE EVALUATION CHECKLIST
1. Give student the ‘CNAP Performance Evaluation for Staff’ document electronically and have them fill-out their portion for a SELF-EVALUATION
2. Have them fill-in their comments where it indicates on the document itself

3. Once complete have them send the document back to you so you may review and complete your portion

4. You may email/ contact other supervisors and students who have worked with that student for more feedback. Comments from others may be placed in the evaluation in quotes as you deem appropriate.
5. Set-up a date, time and location for the evaluation

6. Go through the evaluation with the student and note any extra comments or concerns

7. Do not indicate that the student will receive a new job classification and/or pay increase. If they ask, let them know that Stephanie will review this information and that Admin will make the final decision.

	After the evaluation has been given and signed:

1. Make a copy for the intern to keep, a copy for your records, and the original needs to go to Stephanie where the PEs will be kept on file

2. Send an e-mail to Kathy Watje, Susan Van Horn, Amie Riesen, and Stephanie Bianco-Simeral indicating that your students’s PE has been completed and let us know if he or she will be continuing employment
3. If the student will be permanently leaving, refer to ‘Supervisor Checklist for End of Employment’
4. If student will be continuing, please provide a copy of the signed performance evaluation to Stephanie so that she may process with Admin. 
· Stephanie will evaluate the need for a new classification or pay increase. Stephanie will send this information to Cindy and Susan Van Horn for processing and cc you so you may contact the student and let them know if there is a change in classification or pay.
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