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Internship Evaluation Sheet
Notes: This evaluation sheet is expected to be completed by the person in the organization/company in charge of the internship. 

	Name of organization/company
	

	Name of the section
	

	Name of the supervisor
	

	Date
	/    /     


	Name of the intern
	

	Duration of the internship
	From:      /      /        To:      /      /

	Brief description of the internship
	


· Please select one evaluation level for each evaluation item by marking an “x” under the level that represents the intern’s performance.
	Evaluation items
	Excellent
	Good
	Average
	Below average
	Poor

	Preparation in advance
	
	
	
	
	

	Skills on PC/computer handling
	
	
	
	
	

	Understanding of contents of the theme for the internship
	
	
	
	
	

	Ability to collect proper information and resources
	
	
	
	
	

	Timely and appropriate reports of ongoing projects 
	
	
	
	
	

	Willing to actively participate in the work assigned
	
	
	
	
	

	Ability to communicate with others
	
	
	
	
	

	Adherence to rules and manners of your organization / company as a professional member 
	
	
	
	
	

	Ability to activate your office
	
	
	
	
	

	The intern worked effectively with minimal supervision.
	
	
	
	
	

	Skill-building and development of the intern
	
	
	
	
	

	The intern obtained unexpected results. 
	
	
	
	
	

	Overall evaluation
	
	
	
	
	


· Please describe any remarkable outcomes by the intern during the internship.
	


· Did you have any trouble with the intern during the internship? 
	


· Did you have a satisfactory consultation with the adviser/teacher at KEIO University before the internship?  Please describe any comments to improve the communication before the internship.
	


· What kind of knowledge, manners, and skills are required for students prior to the internship?
	


· Please describe any advice for the intern.
	


Thank you for your kind cooperation.
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