Germanna Community College

Employee Self-Assessment Guidelines

	What is the purpose of the Self-Assessment?
Self-assessment is an important starting point for gathering input beyond the traditional source (i.e., the “Supervisor”).  The benefit of self-assessment is employee involvement in the process of assessing strengths/areas in need of improvement; cooperative identification of performance discrepancies; and conducting a more constructive evaluation meeting.  Self-assessment can also serve to increase commitment to career and performance planning.

Employees should be given the opportunity to complete the self-assessment at least two weeks prior to the completion of the annual evaluation. 




	How do I complete the Self-Assessment Form?
At least two weeks prior to the annual evaluation meeting, employees should complete the Employee Self-Assessment Form listed below.

[image: image1.png]



The document is formatted so that when opened in Word you simply tab through the fields entering data into each one.

[image: image2.png]



Once the Self-Assessment Form is completed and printed, sign and date the document, and submit to your supervisor one week before the annual evaluation meeting.
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Meet with your supervisor to discuss your annual evaluation and the self-assessment.  The Supervisor should sign and date the self-assessment after reviewing.
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The Self-Assessment Form should be maintained in the departmental files for at least 30 days following the end of the evaluation process.  If an appeal is made, the Self-Assessment Form should be maintained until the issue(s) is resolved.




