
Completing a 

Self Reflection

Grow together, achieve together

Performance Partnerships

A guide for individuals, with information for their Leader

1. Before you start:  

Read questions carefully and start to jot down some 

initial notes. 

2. Enter your Self-Reflection:

Record your achievements, challenges and contribution 

from the last 12 months.

3. Tips for employees

4. Tips for Managers



Why do we need this process?

A Self-Reflection is dedicated time and structure to reflect 

on your strengths, opportunities, and growth as part of the 

performance review process, allowing you to share specific 

examples of your contribution.



• Commit to setting the ideal time to focus, reflect on and prepare. 

Recognise that reflection takes time!

• Consider how they align to your success at Endeavour, ready to 

share with your Leader.

• Start by listing recent achievements and learnings. Jog your 

memory with 1:1s, emails, calendar events and Teams messages

1. Before you start



2. Enter your Self-Reflection

• Open CultureAmp and select 

Performance then Self-reflections

• Take your time – your work will auto-save 

often. You don’t need to finish in one go. 

• Click Submit once you’re done – this 

sends it to your Leader.  

• You can click Edit to change your work 

within the Self Reflection timeframe, just 

remember to re-submit to your Leader. 



Tips for employees

Your Self-Reflection helps to inform the 

performance review process by providing 

your leader a clear overview of your 

accomplishments throughout the yearSelf-Reflections are open for 

a set timeframe (typically two 

weeks). Ensure you book time 

in advance to complete

Speak to your Leader if you can’t see an 

active Self-Reflection to work through



Discuss the process to set expectations:

1. Self-reflections are an opportunity to hit the pause button 

and reflect. 

2. It aims to prevent recency bias in the performance review 

process. 

3. Allow time for your team member to plan and prepare 

input.

4. Encourage team members to focus on past 

achievements and lessons they have had over the 

review period – look back through 1-1 notes and any other 

shared feedback.

2. Tips for Managers

Leaders will have the 

opportunity to respond to 

their employee’s self-

reflections 

acknowledging progress, 

providing guidance and 

encouragement.



Need Support?

Check out Culture Amp’s video  

Write your Self-Reflection
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https://www.cultureamptraining.com/performance-reviews-for-employees/667228
https://endeavour.service-now.com/supporthub
https://intranet.endeavour.com.au/division-article/performance-partnerships/
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