
Self Evaluation/Team Evaluation  
 
This is a two part assignment. The first part is your self evaluation. The second part is an 
evaluation of your team members. 
 
Complete both parts and follow the instructions given by your instructor on turning it in.  
 
Part 1: Self evaluation  
 
Please describe your specific contributions to the team. Your answers to the questions below can 
be a bulleted list or short summary paragraph.  
 
Collaboration Reflection 
 

1. In general, how do you feel the team worked together? How does this compare to other 
teams you've worked in? What specifically did you learn about collaborating 
productively? 

2. Were there any specific obstacles your team had to overcome? How well do you feel 
your team handled this situation? What skills did your team use to overcome obstacles? 

3. How did the team contract/charter help you think through the process of collaborating? 
Did you refer back to the contract/charter as you worked? Did your team’s 
contract/charter overlook any aspects of collaboration that you wish, in hindsight, it had 
addressed?  

 
Course Reflection 
 

1. What have you learned about purpose and audience in professional and technical writing? 
2. How have you adapted or changed your writing to adopt a professional and technical 

writing style? 
3. What aspects of document design will most significantly influence your own writing 

going forward? 
 
Part II: Team Evaluation 
 
Note for Instructors: The following information can be used to evaluate individual team member 
contributions. Taking all team evaluations from all members into account, you may decide to 
assign individual grades to the team members, to include lower grades for team members who 
did not fully contribute.  
 
For Students: 
 
Your Name: 
Date: 
 



Remember: This evaluation should be in first person. You should be reflecting honestly on this 
project and on your and your team members’ contributions to completing the assigned 
deliverables. Only your instructor will read your responses. 
 
Section #1: Evaluate your own contribution to the team 
 
Please place an “X” in each row to indicate your evaluation of your own work. 

● Professional = Exceeded all expectations and/or exceptionally completed project tasks as 
assigned  

● Adequate = Consistently fulfilled all expectations and/or project tasks as assigned 
● Inadequate = Inadequately fulfilled expectations and/or incompletely or insufficiently 

completed project tasks as assigned 
 
Contribution Professional Adequate Inadequate 
 Professional Adequate Inadequate 
Abided by all provisions of the team 
contract/charter 

   

Attended team meetings    
Contributed ideas    
Helped write project sections as 
assigned 

   

Helped revise/edit projects sections as 
assigned 

   

Helped in production of project (e.g. 
conducting research, selecting or 
designing visuals, etc.) 

   

 
 
 
Section #2: Evaluate each team member’s contribution to the team 
 
Team member 1:  
 
Do you feel that this team member contributed fairly, fully, and equally to this group? If so, 
why? If not, why not? 
 
 
 
 
 
 
 
 
Please place an “X” in each row next to indicate your evaluation of your teammate’s work. 
 



Contribution Professional Adequate Inadequate 
 Professional Adequate Inadequate 
Abided by all provisions of the team 
contract/charter 

   

Attended team meetings    
Contributed ideas    
Helped write project sections as 
assigned 

   

Helped revise/edit projects sections as 
assigned 

   

Helped in production of project (e.g. 
conducting research, selecting or 
designing visuals, etc.) 

   

 
Team member 2:  
 
Do you feel that this team member contributed fairly, fully, and equally to this team? If so, why? 
If not, why not? 
 
 
 
 
 
 
Please place an “X” in each row next to indicate your evaluation of your teammate’s work. 
 
Contribution Professional Adequate Inadequate 
 Professional Adequate Inadequate 
Abided by all provisions of the team 
contract/charter 

   

Attended team meetings    
Contributed ideas    
Helped write project sections as 
assigned 

   

Helped revise/edit projects sections as 
assigned 

   

Helped in production of project (e.g. 
conducting research, selecting or 
designing visuals, etc.) 

   

 
Team member 3:  
 
Do you feel that this team member contributed fairly, fully, and equally to this team? If so, why? 
If not, why not? 



 
 
 
 
 
 
 
 
Please place an “X” in each row next to indicate your evaluation of your teammate’s work. 
 
Contribution Professional Adequate Inadequate 
 Professional Adequate Inadequate 
Abided by all provisions of the team 
contract/charter 

   

Attended team meetings    
Contributed ideas    
Helped write project sections as 
assigned 

   

Helped revise/edit projects sections as 
assigned 

   

Helped in production of project (e.g. 
conducting research, selecting or 
designing visuals, etc.) 

   

 
Team member 4: (if applicable) 
 
Do you feel that this team member contributed fairly, fully, and equally to this team? If so, why? 
If not, why not? Reference your minutes with specific dates to substantiate your claims. 
 
 
 
 
Please place an “X” in each row next to indicate your evaluation of your teammate’s work. 
 
Contribution Professional Adequate Inadequate 
 Professional Adequate Inadequate 
Abided by all provisions of the team 
contract/charter 

   

Attended team meetings    
Contributed ideas    
Helped write project sections as 
assigned 

   

Helped revise/edit projects sections as 
assigned 

   



Helped in production of project (e.g. 
conducting research, selecting or 
designing visuals, etc.) 

   

 
 
 


