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A performance evaluation is the formal annual summary of an employee’s performance and conversation with their manager to recognize great work, discuss developmental opportunities, and career aspirations Employees can utilize this checklist to help articulate their self evaluations.
· Review your Performance Goals and consider the following:
· Are they recent or do I need to update them?
· Do I need to provide additional context or consideration to the completion or execution of the goals?
· Did any change or were new ones added?  
· Is there documentation of deliverables or results I can attach?
· How were those goals accomplished?
· What are examples over the past year where you’ve accomplished your goals, demonstrated excellent performance, and/or exhibited Gallagher’s cultural values?  Be as specific as possible!
· Is there anyone who would be able to provide input or feedback into my performance throughout the year?
· This could be a peer, project manager, or matrix manager. Be thoughtful of who you request feedback from as people are likely completing multiple evaluations themselves.
· If you’ve received feedback in the system or have had Check-ins, those will populate in the Performance Evaluation form.
· You can also request feedback in myPerformance from colleagues for consideration in your Performance Evaluation.
· Answer the following questions that will direct your Self Evaluation and Performance Evaluation Conversation:
· What are your strengths and examples of how you leverage them to improve your and your team’s performance and outcomes?
· What areas do you need to develop and how you’ve addressed them so far?
· What are the critical skills in your job and how would you rate your performance?
· In what ways can you stretch yourself to increase your skills to make you more valuable to yourself and to the organization?
· What specific actions are you willing to take in the upcoming year to achieve excellent Performance? 
· List your accomplishments in the organization and the impact that they had.
· Be prepared to talk about what you do well and the feedback you are receiving from peers and clients. 
· Begin to consider your Career Aspirations and Career Development Goals.  Use the Career Development Resources at www.ajg.com/myPerformance to do so!
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