
Employee Self-Evaluation Instructions 
What is an employee self-evaluation? 

An employee self-evaluation or self-appraisal is a performance review the employee 
does on themselves in anticipation of a management performance review. A manager 
uses the self-appraisal as a starting point to discuss the progress, development and 
learning of that employee. 

 

How does a person complete a self-performance review? 

You should complete a self-performance review by focusing on two goals: reminding 
your supervisor about your achievements, and identifying discrepancies between how 
you view your performance and how your supervisor views your performance. This takes 
time, and all the space allotted, to be done well. 

You should outline what you’ve learned and all of your notable achievements during the 
past year, while remaining truthful and not exaggerating. The review is the time to boast 
about what projects you have successfully completely, for example. You should mention 
what challenges you were presented with and how you overcame them, or intend to 
overcome them in the future. 

Here’s some helpful information… 

Self-Assessment: 4 Tips for Writing Your Performance Evaluation 

 

  

http://www.businessnewsdaily.com/5379-writing-self-assessment.html


Step 1:  Go to http://www.jsu.edu/hr  

 

 

 

 

 

 

 

 

 

  

Step 2:  Select the Staff Performance Evaluation tab. 

 

 

 

 

Step 3:  Select Self Evaluation Form.  If you, or the person 
submitting the form, do not have computer access, the form 
may be printed by clicking on the Self Evaluation Form 
(printable form) link.  If you have computer access, you want 
to select the Self Evaluation Form (electronic form) link. 

 

 

 

 

 

 

 

 

  

http://www.jsu.edu/hr
http://www.jsu.edu/hr/2015-JSU-Self-Evaluation-Form.pdf
https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=0ad2edf8-00c9-40ba-9e0b-4c086579866a&targetUrl=https://dynamicforms.ngwebsolutions.com/ShowForm.aspx?RequestedDynamicFormTemplate=fd46d115-bc40-4223-949b-55c93f435c97


Step 4:  Select the Complete This Form 
button. 

 

 

 

Step 5: Per the instructions, you should 
select the Enter contact information 
button.  To enter your supervisor’s contact information. 

 

 

 

 

 

 

Step 6:  Enter supervisor’s information in the fields provided.  Once fields are completed, select the Save 
button. 

 

 

 

 

 

 

 

Step 7:  Select the 
Continue to form 
button.  This will 
direct you to the Self Evaluation form. 

 

 

 

  



Step 8:  Enter your 
information in the top 
section of the form.  
For Review Year, 
please enter the first 
date of the year for 
the evaluation.  For 
this evaluation, it will be 01/01/2016. 

 

 

Step 9:  Answer all questions. 

 

 

 

 

 



 

 

 

 

 

Step 10:  If you need to stop before 
completion, select the “Save 
Progress” button to save your work 
for later completion.  Once you have 
completed all information, select 
“Next”.  You will then be directed to 
“electronically sign” your evaluation. 



 

 


