
Employee Checklist 

In advance of the Annual Performance Review: 
☐Review your job description.
☐Complete the self-evaluation document. (Recommended)
☐Note any changes to your job description, if needed.
☐Review and assess your performance, accomplishments and professional development.
☐Identify and note any obstacles or challenges.
☐Draft new performance and professional development goals to discuss at the review. (Recommended)
☐Review the University’s Mission, Vision and Strategic Plan.
☐Collect documentation you may need to support your appraisal.

The day of the Annual Performance Review: 
☐Bring all of the documentation you need to support your performance review discussion.
☐Bring job description with noted changes, if necessary.
☐Bring a copy of your self-evaluation document and goal sheet. (Recommended)
☐Bring something to take notes.

During the Evaluation 
☐Identify any differences between your job description and responsibilities; provide examples.
☐Identify additional contributions that were not mentioned.
☐Activel  liy sten.
☐Maintain decorum.
☐Be prepared to discuss your performance goals and professional development goals.
☐Sign the Evaluation Form acknowledging receipt of the evaluation.

After the Annual Performance Review 
☐Review the Evaluation Form and make any comments within 10 days.
☐Make a copy of the Evaluation Form for your files.
☐Provide the updated Evaluation Form to your supervisor within 10 days of the 

review. 
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