
ADAMS STATE COLLEGE 
Performance Evaluation Process 

Employee Self-Review Worksheet 
 

As an employee, you are encouraged to complete this worksheet.  It is designed to help you and your 
supervisor prepare for your performance evaluation discussion.  Give a completed copy of this worksheet 
to your supervisor at least two days prior to the evaluation discussion and keep a copy for yourself.  Where 
possible, utilize important events journal to complete this form.  (Attach separate page(s) as necessary.) 
 
Name:       Date: ___________________________ 
 
Title:       Department: _____________________ 
 
1. Do you have any questions about job performance expectations?  What areas are unclear 

to you, if any? 
 
 
 
 
 
2. List special contributions you feel you have made to your department for the current 

evaluation period.  (These may include activities, awards, and/or recognitions since your 
last full evaluation.) 

 
 
 
 
 
3. List any notable obstacles you encountered in accomplishing your job responsibilities 

during the last evaluation period, particularly obstacles encountered in attempting to 
reach the goals you and your supervisor had set.  (Include your plan for overcoming any 
obstacles that you may have met.) 

 
 
 
 
 
4. What performance standards do you want/need to improve in the next year?  How do you 

intend to achieve these goals? 
 
 
 
 
 
5. Add any additional information that you wish to have considered in your evaluation.  
 
 
 
 
Signature:        Date:     
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