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	Self-Evaluation Instructions
This self-evaluation provides an opportunity to reflect on your accomplishments, challenges, goals, and overall contributions during the review period. Please provide thoughtful responses and examples where possible.

	SMART Goal Self-Evaluation
(Specific, Measurable, Action Oriented, Results Focused, Time Bound) 

	1. Outline your <year> SMART goals:




	2. Which SMART goals did you complete?




	3. Were there goals you were unable to complete? If yes, please explain any challenges, obstacles, or changing priorities.




	4.  What accomplishments, contributions, projects, or achievements are you most proud of that may not have been included in your original goals?




	DEFINITION OF RATINGS

EXCEPTIONAL (5): Consistently meets and often exceeds all relevant performance standards. Provides leadership, fosters teamwork, is highly productive, innovative, and responsive, and generates top-quality work.  Serves as a role model for others in demonstrating this behavior.

EXCEEDS EXPECTATIONS (4): Consistently meets and sometimes exceeds all relevant performance standards. Shows initiative and versatility, works collaboratively, has strong technical & interpersonal skills, or has achieved significant improvement in these areas.

MEETS EXPECTATIONS (3): Meets all relevant performance standards. Seldom exceeds or falls short of desired results.  Usually demonstrates this behavior or skill when required, generally effective when demonstrated. 

BELOW EXPECTATIONS (2): Sometimes meets the performance standards. Seldom exceeds and often falls short of desired results.   There is an opportunity for additional experience or development in this behavior.

NEEDS IMPROVEMENT (1): Consistently falls short of performance standards. Significant development is required in this behavior.  

	Performance Self-Evaluation
	Employee Rating (1-5)
	Comments – Describe your self-rating and/or provide specific examples

	1. Communication: Effectively communicates information, shares updates, collaborates across teams, actively listens, and maintains professional relationships.
	
	

	2. Achieving Results:  Accepts responsibility, prioritizes work effectively, follows through on commitments, and consistently delivers quality results.
	
	

	3. Teamwork and Collaboration: Supports team goals, contributes to a positive work environment, and works effectively with others.
	
	

	4. Quality of Work: Produces accurate, thorough, and high-quality work while following established processes, procedures, and deadlines.
	
	

	5. Initiative & Problem Solving: Identifies opportunities for improvement, demonstrates ownership, and proactively addresses challenges or inefficiencies.
	
	

	6. Adaptability & Growth: Demonstrates flexibility, responds positively to change, seeks feedback, and applies learning to improve performance.
	
	

	Employee Feedback

	1. Which aspects of your role do you enjoy most? Are there responsibilities you would like to do more of or less of?




	2. Are there responsibilities in your current role that are not reflected in your job description? Are there responsibilities listed that you no longer perform? 



	3. What can your manager do to help you in your career?  What sort of assistance can we provide to support your professional development?




	4. Do you have skills, experience, or strengths that are not being fully utilized in your current role? If yes, please explain.




	5. What skills or areas would you like to develop over the next year? What career goals or opportunities for growth are important to you?




	6. Is there anything else you would like leadership to know or consider as part of your review?
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