EAP SUPERVISOR REFERRAL EVALUATION WORKSHEET

NAME OF EMPLOYEE: _________________________________
RANK: ________________

NAME OF SUPERVISOR: _______________________________
DATE: ________________

WORK AREA: __________________________

LENGTH OF SVC : ___________

SICK LEAVE BALANCE (Hrs): ___________
         ANNUAL LEAVE BALANCE (Hrs): _____

NUMBER HOURS OF LEAVE WITHOUT PAY CHARGED TO EMPLOYEE: ______________

	Please check items that apply. You may check more than one item per block.


TIME/ATTENDANCE:

	
	Always on time for work

	
	Occasionally late for work

	
	Often leaves work early

	
	Often tardy for work

	
	Excessive use of sick / annual leave

	WORK RELATIONSHIPS:

	
	Good team worker and cooperative with supervisors

	
	Generates confidence in himself and others

	
	Works well with others

	
	Employee is a potential leader

	
	Makes a fair impression and is accepted by others

	
	Keeps to himself/herself — works alone

	
	Avoided by other workers

	
	Often in conflict with fellow workers

	
	Creates dissatisfaction

	PHYSICAL STATUS:

	
	Always fit and in good condition

	
	No noticeable defects or handicaps

	
	Usually satisfactory (can keep up with workload)

	
	Below par (generally observable) Explain:  _____________________________________________________________________

______________________________________________________________________________________________________________________________________________

	
	Declining over a long period of time. Explain. ________________________________________

	QUALITY OF WORK:

	
	Exceptional work

	
	Satisfactory work

	
	Barely acceptable

	
	Has bottomed out and is improving

	
	Has peaked out and is declining

	
	Unsatisfactory with many errors

	DECISION MAKING:

	
	Sound judgment based on facts

	
	Uses good common sense

	
	Reasons things out intelligently

	
	Ability to make decisions is declining

	
	Jumps to conclusions

	
	Acts impulsively


	DEPENDABILITY:

	
	Conscientious and very dependable

	
	Gives a full day’s work without much supervision

	
	Steady worker, with some supervision, will do a good day’s work

	
	Requires close supervision

	
	Often cannot be found in his/her office of work area

	JOB PERFORMANCE:

	
	Superior

	
	Above average

	
	Generally about average

	
	Has been improving

	
	Has been declining over a period of time

	
	Poor

	WORK PLACE BEHAVIOR:

	
	Alert and seeks responsibility

	
	Appears happy and satisfied

	
	Perfectionist (does not tolerate error)

	
	Moods seem to fluctuate

	
	Depressed and seems lonely (withdrawal)

	
	Sulks and broods

	
	Irritable and dissatisfied

	APPEARANCE:

	
	Always appropriate

	
	Sometimes inappropriate

	
	In decline (not what it once was)

	
	Inappropriate. Explain: ___________________________________________________________

	
	Unkempt appearance

	
	Poor personal hygiene (body odor, uncleanliness, etc.)

	
	Sometimes seems to be alcohol or drug impaired

	
	Sometimes has odor of alcohol present

	
	Sometimes has odor of marijuana present



	Remarks:  _________________________________________________________________________
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