
 

INSTRUCTIONS FOR 
COMPLETING THE EMPLOYEE                    

SELF- APPRAISAL 
 

Log on to Halogen. Your Home page 
shows you have a task to do. 
Click on the task. 
 
 
 
 
 
Fill in the evaluation period. 
 

Read the Instructions  
The self-appraisal is your chance to 
participate in the appraisal process 
 

Read Evaluating Work Goals. 

You have 3 ratings possible:  Meets, 
Does Not Meet or Not Applicable 

Major Job functions, results and 
standards entered during goal-setting 
will pre-populate into the form. There 
should be 3 – 5 goals. 

If your goals are incorrect, discuss this 
with your supervisor. You may be able 
to edit goals if necessary.  

Enter your accomplishments and 
comments. Be sure to comment on your 
performance against each standard. 

Rate each goal (Meets, Does Not Meet 
or Not Applicable). 



 

 
Read the instructions for evaluating Job 
Success Factors. 
 
You have 4 ratings possible: Exceptional, 
Exceeds, Meets, or Does Not Meet . 
 
 
 
 
Click on  
Job Success Factors – Rating Guide for 
help applying a rating. 
 
 
Rate each of the 6 Job Success Factors.  
 
Add a comment for each Factor.   
 



 

  

 
Answer the four employee questions 
 
1. What were you most proud of in this 

past appraisal period? 
2. Do you have skills that you aren’t using 

now or that you feel are underused 
that you would like to use? 

3. What projects or assignments would 
you be interested in during the 
upcoming year? 

4. What do you need to be more 
effective? 

 



 

 
 
Select the statement that best describes 
your development plans. 
 
 
 
 
 
 
 
Follow the instructions for saving the form. 
 
Print a PDF copy for yourself. 
 
 


