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Faculty and Staff: Preparing and Submitting Self-Evaluations in Workday (Step by Step Guide)

1. Go to your Awaiting your Action tasks, you can also click your Inbox in the top right corner to the
left of your picture:

= MENU \’I\V Q search (®) T
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Welcome It's Wednesday, April 30, 2025
Awaiting Your Action Announcements 1of >
[ W «  W-2's Are Now Available
Self Evaluation: KGI - Annual Performance Evaluation for Staff: Beaker Bee (120509) & f Please click on My Tax
O ROE TR S $_§”l’< Documents to view and/or

2. Click on the Task, and once you are ready to begin your evaluation, click on Get Started:

= MENU \7\\’ Q Search ®) Q g \@f
‘I All Items e Yr @ 7 created: 04/30/2025 | Effective: 06/30/2025
= Q  Search: All Ite b}

| \(@f Complete Self Evaluation  Self Evaluation: KGI - Annual Performance Evaluation for Staff: Beaker Bee (120509)

f4} Advanced Search

Review Period  07/01/2024 - 06/30/2025
v Self Evaluation: KGI - Annual 04 .
IheGoalsand Exaluption form is intended to guide the supervisor and staff member in discussing the nature of the staff member's job, agreed upon goals for the coming
Performance Evaluation for Staff: .
review period, and the staff memblrs job performance during the past review period. The final evaluation and the staff member's self-evaluation will become a part of the staff

BaAkar LA (1 20R0%) member's employment record. Thd annual evaluation is one component of performance management, which includes ongoing feedback, coaching, and development

L

Effective: 06/30/2025

3. Start by rating your performance factors. You will rate yourself on the following competencies
using the rating scale in the drop-down. This is the time to add supporting comments on why you
selected the ratings you did, and highlight your strengths or opportunities for growth. (continued
on next page)
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Complete Self Evaluation

Self Evaluation: KGI - Annual
Performance Evaluation for
Staff: Beaker Bee (120509)

07/01/2024 - 06/30/2025
=]
Performance Factors
Professional Development
Goals

Overall Performance
Rating

Review and Submit

KECK GRADUATE INSTITUTE

Q search

ember of T

Competency

1. Quality of

Work and/or Productivity

Description

Consider accuracy, thoroughness
effectiveness, efficiency and timeliness.
Consider the exte

hat projects are well
conceived, analyzed, and implemented.

Employee Evaluation

Rating

5 - Significant overachiev

Often beyond expectation

2. Flexibility
3. Problem Solving and Decision Making
Employee Summary

Once you are finished, click Next:

~
MENU w

Complete Self Evaluation I«

Self Evaluation: KGI - Annual
Performance Evaluation for
Staff: Beaker Bee (120509)

07/01/2024 - 06/30/2025
e
Performance Factors
Professional Development
Goals

Overall Performance
Rating

Review and Submit

Q search

6. Initiative

Consider performance under pressure,
handling of multiple assignments,
adaptability to change, and ability to manag
conflicting priori

ies.

2- Inconsistent perf

ment of expectation

3 - Consistently fulfills expectatio

:
. Comment
develops tools to measure
outcomes; evaluates outcomes and solves
N\
s
0 o P&

and demonstrates an
acceptance of and respe: individual
differences.

Responds appropriately on own to Improve
comes, process
Assumes responsibility and leadership when
asked. Accomplishes goals Independently,
with little need for supervision. Takes
countability for own

or measurements

Seeks out and/or accepts
additional responsibllities in the context of
the

Rating

4-Often beyond expectation,

Comment

7. Technology Skills

Employee Summary

Calculated Rating 3 - Consistently fulflls expectation

Consider the degree to which the staff
member effectively uses or incorporates.

technology 1o improve service and/or
accomplish assigned tasks.

Comment

g———s
(( clese )

4. Enteryour professional development goal. Then click Next:
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Complete Self Evaluation I+
Self Evaluation: KGI - Annual .
Performance Evaluation for Professional Development
Staff: Beaker Bee (120509)
07/01/2024 - 06/30/2025 Question d be a profess ent initiative you plan to s goal should be discussed and confirmed with your
en entered into the Goals section in Workday. The ini
=)
Employee
Q Performance Factors
Answer * | Normal B I U/ A ¢ = By
| (J? Professional Development 1 would like to attend an in-person honey conference to sweeten my skills in the honey field
? Goals
Overall Performance
Rating
Review and Submit
/ GE——— i
Con | P <D
X4 /
5. Toadd your goals, click Add:
e ‘
= MENU w Q search 0O 8 & \!?&I

Complete Self Evaluation I«

Self Evaluation: KGI - Annual

Performance Evaluation for Goals

Staff: Beaker Bee (120509)

(Actions ) during the last review period.

07/01/2024 - 06/30/2025

&

Q Performance Factors m
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A Member of The Claremont Col

6. Click Add Existing to select a previously entered goal, or enter a new one if not previously
entered, in the Goal section and add a description and due date, and click Next:

= MENU w Q search 0O & é \@7

Summarize the status of goals established during the last review period
Complete Self Evaluation I«
Self Evaluation: KGI - Annual
Performance Evaluation for
Staff: Beaker Bee (120509)

: Add Existing =
(actons)
07/01/2024 - 06/30/2025 Goal * | Normal v B I U A. H=R- N~ | Lﬁ
&
Performance Factors
Professional Development Description | Normal viB I ulA ¢ = )

Goals

Overall Performance
Rating

DueDate | MM/DD/YYYY [£]
Review and Submit |

Category ‘

Status | setect ene

v~ Miley
7 N = 4
( Back ) (" Close )

Make sure to categorize the goal accordingly and indicate its status:

Search Results (3)
select one
- KG1 Departmental Goals Not Applicable

Not Started

KGI Individual Goals

Due Date i DueDate | InProgress
KGI Organizational Goais
Completed

Category kgi I X Catanory. Incomplete

Status select one Jm
U

Status select one v

7. To assistyou in breaking down your new goals into actionable steps, use the Milestones section:

= MENU \’I\V Q search 0O Q é \?T

Status select one B

Complete Self Evaluation

Self Evaluation: KGI - Annual ~ Milestones
Performance Evaluation for
Staff: Beaker Bee (120509) 2ite =@

‘Actions )
*Milestone Due Date Status

07/01/2024 - 06/30/2025

(=) Create SOPs on honey making process 08/05/2025 [ X Not Started =

? Performance Factors Produce 1 pint of honey 05/03/2025 In Progress
)

Professional Development
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8. To rate your performance on your previous year’s goal(s), rate yourself under Ratings and add a
comment. If you did not enter a previous year’s goal, select N/A and indicate so in the comment

section and press Next:
= MENU w Q search 0 Q = \ft_‘*-r

~ Milestones
Complete Self Evaluation |+

. =@y
Self Evaluation: KGI - Annual
Performance Evaluation for s Er- T
Staff: Beaker Bee (120509)
(Actions ) Creale SOP on the honey making process 05/09/2026 Not Started
07/01/2024 - 06/30/2025
[ Present about key molecules in honey and their functions a6/30/2026 [0 x Not Started =
L) » N
Performance Factors
Employee
Professional Development
Rating select one v
Goals Comment & B -
5 - Significant overachievement of
Overall Performance expectation.
Rating 4 - Often beyond expectation.
Review and Submit 3- Cansistently fulfils expectation
2 - Inconsistent performance, with
[\ Remove | oynectation only partially achieved.
1 - Failure to achieve expectation.
\{ add | N/A Not Observed
4 I'd Y
Workday will generate an overall performance rating based on what you entered. Add comments and
press Next:
= MENU W Q search 0O fal é \Qr

Complete Self Evaluation
Self Evaluation: KGI - Annual i
Performance Evaluation for Overall Performance Rating
Staff: Beaker Bee (120509)

L Employee
07/01/2024 - 06/30/2025
Rating 3- Conslstently fulfills expectation.
=]
Comment | Normal ~ B I U A~ =z @K
Performance Factors
Professional Development
Goals
Overall Performance
Rating
Review and Submit
- B e ~

9. Review your performance review for accuracy, then press Submit once you are ready.
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Complete Self Evaluation
Self Evaluation: KGI - Annual

Performance Evaluation for Performance Factors
Staff: Beaker Bee (120509)
(Actions)
: Ao B2E
07/01/2024 - 06/30/2025 -
Compstency Deseription Employee Evaluation
1. Quality of Work and/or Productivity Consider accuracy, thoroughness Rating
~ and pss. 4 - Often beyond expectation
() Performance Factors that projects are wel
and implemerked ot

O Professional Development
C

|
.3 Goals 2. Flexibility
|

v Rating
3 -Consistently fulflls expectatior

A, Overall Performance

le) 3 conflicting priorities Comment

T Rating

é) Review and Submit

L o Dacision A Rating

3-Consistently fulflls expectatior
Comment

appropriate

10. Keep an eye on your Inbox for any correction requests from your supervisor or Cabinet-Level
Supervisor.

11. You will receive a task prompting you to review your evaluation and add comments. Your
supervisor will also be reaching out to schedule your performance evaluation meeting with you.

= MENU V’\\I Q Search ®) i} § -‘e
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Here's What's Happening it's Thursday, May 1, 2025
Awaiting Your Action Announcements f2 >
v ‘» «F  W-2's Are Now Available
Manager ion: KGI - Annual Per ion for Staff: Beaker Bee (120509) & f Y
a M Take < Uilaie(ey i $ % ) nts to view and/or [N
My Tasks - 1 minute(s) ago y N
L ol

12. Click on Get Started:
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Manager Evaluation: KGI - Aancal
Performance Evalustion for Statt
Beaker Dee (120509)

Effective 04/30/2025
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ber of The Claremont Co

Q Ssearch
\
A & Provide Employee Review Comments
i\ 4 E .
Manager Evaluation: KGI - Annual Performance Evaluation for Staff: Beaker Bee (120509)
Evaluates By Review Period

PLEASE NOTE: You ate being asked 10 5ign your evalust

Ie sianed evalustion and any written re Become & pert of your employr

13. Review your supervisor’s ratings and comments and click Next:

= MENy ;I-\V

Provide Employee Review
Comments

Manager Evaluation: KGI -
Annual Performance
Evaluation for Staff: Beaker

atae

07/01/2024 - 06/30/2025
Evaluated By:

@

=

(O Acknowledgement

O 8 é\?i

0 o & &

Q Search
Comment Comment
History
Manager Summary Employee Summary
Calkculated Rating [ stently fulfilis expectation Calculated Rating 3 - Consiste
Rating 3 - Consistently fulfills expectation Rating

Overall Performance Rating

Manager Employee
Rating tently fulfills expectat Rating
Comment  Beaker, you have made multiple strides this year and | am excited 1o see what y¢ Comment

14. Then, add an Acknowledgement comment and press Submit:

= MENV w

Provide Employee Review
Comments

Manager Evaluation: KGI -
Annual Performance
Evaluation for Staff: Beaker

Ao

07/01/2024 - 06/30/2025
Evaluated By:

L]

O Summary

é) Acknowledgement

Q Search
Acknowledgement
Employee
Swatus ¢ X Acknowledge Review
Comment | Noemal B I u A = .

Flora, | appreciate your feedba

Process History

@ e
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15. You have completed the review:
Q search

You have submitted

View Details
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