Self-Evaluation
Non-Exempt Staff [image: ]
	Employee Name (Last, First, Middle)
[bookmark: Text3]     
	ADP ID 
[bookmark: Text4]     
	Department
[bookmark: Text5]     

	Position Title
[bookmark: Text6]     
	Supervisor Name
[bookmark: Text7]     

	Organizational Unit
[bookmark: Text37]     
	Evaluation Period
[bookmark: Text9]     

	Self-Evaluation Instructions
1. Complete the employee and evaluation information in the table above.
2. Identify which of the four performance ratings best describes your assessment of your job performance for each Performance Factor and mark the appropriate box.  
3. Enter supporting comments for each performance rating.
4. List accomplishments for the current evaluation period in the designated section.
5. List current goals and outcomes for the current evaluation period in the appropriate area. 
6. List future goals for the next evaluation period. Goals must be approved by your supervisor.
7. Sign in the designated area. Forward the completed form to your supervisor. 



	Performance Factors
	
Unsatisfactory
	
Emerging/Need Development
	
Satisfactory
	
Very Competent/High Level
	
N/A

	Quality of Work
	[bookmark: Check1]|_|
	|_|
	|_|
	|_|
	|_|

	Comments:
     



	Quantity of Work
	|_|
	|_|
	|_|
	|_|
	|_|

	[bookmark: Text2]Comments:
     



	Customer Service
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments:
     


	Job Knowledge
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments:
     



	Teamwork/Communication
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments:
     



	Attendance/Dependability
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments:
     


	Safety
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments:
     


	Employee Development
	|_|
	|_|
	|_|
	|_|
	|_|

	[bookmark: _GoBack]Comments:
     






	Accomplishments
List your most significant accomplishments or contributions during this evaluation period.

	1. 
	     

	2.
	     

	3.
	     

	4.
	     

	Current Goals
List your goals for this evaluation period and indicate the outcomes for each.

	1. 
	     

	2.
	     

	3.
	     

	Future Goals
Indicate specific projects, upcoming initiatives, performance objectives, and training and development opportunities that you would like to work on in the next evaluation period.  Consider your job description, departmental and divisional goals.  Goals should be SMART – specific, measureable, achievable, realistic, and time-bound. Goals must be approved by your supervisor.

	1. 
	     

	2.
	     

	3.
	     



Employee Signature: 	Date: 	
2
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