
Annual	  Performance	  Evaluation	  	  
Discussion	  Tips	  for	  Employees	  

  By providing information that supports your perspective, youdemonstrate a valuableengagement in the process.

1.       Prepare

2.     Provide

3.     Participate

4.     Propose Annual 
Performance
Evaluation
Discussion 

Tips for
Employees

What do I want to discuss?

What ques!ons do I have?

What is my goal for this mee!ng?

What successes do I want to share?

What barriers have I faced this year?

What documenta!on can I share?

What data supports my self-evalua!on?

What reports or data have I used to 
track my performance?

Have I received feedback from any 
co-workers or customers?

How can I show that I’ve demonstrated 
our core values?

What next steps do I think I will 
need to take?

What next project steps will 
I suggest?

I will share my success strategies.

What will be my opportuni!es
going forward?

What support and resources will 
I need?

Prepare for your conversationbecause managing performancebegins with you.

Proposing ideas for your ownperformance and developmenthelps your manager provide thetools and resources you need. 
By participating in your evaluationmeeting, you make performancemanagement a true conversation.What relevant ques!ons will I ask?

When my manager provides feedback, how can
I ac!vely listen?

How can I explain my perspec!ve clearly?

In what ways can I engage in the discussion?
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