FAQ’s for 2010-2011 
mandatory self-evaluation 
and annual goal setting process

1. What is a self-evaluation?

· A self-evaluation is a questionnaire completed by you.  It gives you the opportunity to reflect on your job performance over the past 12 months and share that information with your supervisor.

2. Why do I have to do a self -evaluation?

· Saint Joseph's College is requiring all staff to complete a self- evaluation to ensure that the annual review process is collaborative, and that you have the opportunity to share with your supervisor how you perceive your job performance over the past year.

3. How do I write a self-evaluation?
· You should start by reviewing your current job description; you can get a copy from your supervisor.

· Then think about the work that you have done over the past 12 months.  
· Is it the work that your job description outlined that you do?

· Did you accomplish everything you wanted to, or were asked to?

· If not, what barriers were there?

· Give examples of how you accomplished the work that you are responsible for.  
· If you were unable to accomplish a task or goal, write that down, be honest about what kept you from it!
· Share how you believe that you contribute to the college.

4. Where is the document?

· You start by getting the self-evaluation form, which is located on Human Resources Web page http://www.sjcme.edu/hr/performance-appraisals .  You can either type into it and save it to your computer or you can print the form and hand write your answers.  
5. What is the self-evaluation used for?

· The self-evaluation is an opportunity for you to put in writing how you feel you performed your job over the past 12 months.  Your supervisor will refer to this information when s/he is writing your performance review.  
6. How do I set an annual goal?

· To set a goal for the coming 12 months, think about the work that you do on campus and how you can improve it.
· Is there something specific that you would like to do in the next 12 months?

· Example – start a new project

· Use the SMART plan for goal setting, which is:

· S- Specific - Clear tasks and activities
· M- Measurable - Quantitative or qualitative results
· A – Attainable - Challenging, but not impossible
· R – Relevant - Contribute to what is important to the College
· T – Trackable -  Benchmarks or events to gauge progress
· Whenever possible, individual goals should be linked with departmental goals.  You may not be aware of those at the time you are writing your self-evaluation; what you and your supervisor agree on as goals for the coming year may be slightly different once your performance appraisal is complete.
7. What if I have a hard time writing a self evaluation?

· Please call the Human Resources office; Janet will be happy to help you with this!

