
Review Policy

1. Objective
The primary objective of the Annual Employee Performance Review is to fairly
assess employee performance, provide constructive feedback, and establish
goals that promote professional growth and contribute to organisational
success.

2. Scope
This policy applies to all employees who have completed at least one year of

3. Timeline
● The annual appraisal process will be conducted in April of every year.

4. Appraisal Criteria
Performance appraisals are based on the following key criteria:
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● Job Performance – Assessment of task execution and achievement of job
responsibilities.
● Skills and Competencies – Evaluation of relevant skills and professional
knowledge.
● Goal Achievement – Review of the completion of assigned goals.
● Communication and Collaboration – Ability to communicate effectively and
collaborate with team members.
● Leadership (if applicable) – Demonstration of leadership qualities and
decision-making abilities.
● Adherence to Company Policies and SOPs – Compliance with organisational
policies.
● Attendance – Regularity and punctuality.
● Memo – Consideration of any memos or warnings issued.
● Employee Behaviour – Professional conduct and attitude.

5. Procedure
a. Preparation
● HR will notify all eligible employees and their managers via official email
regarding the upcoming appraisal process.
● Employees will be provided with appraisal forms and guidelines to facilitate
self-assessment.
● Employees are encouraged to conduct a self-assessment based on the predefined
appraisal criteria.
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b. Appraisal Meeting
● Managers will conduct one-on-one appraisal meetings with their respective
employees.
● During these meetings, managers will review employee performance against the
appraisal criteria, highlighting strengths and identifying areas for improvement.
● Employees will be encouraged to share their perspectives, career aspirations, and
challenges.

c. Performance Evaluation
● Managers will evaluate employee performance based on the predefined criteria
and incorporate employee input where applicable.
● Scores or ratings will be assigned, considering both quantitative and qualitative
factors.

d. Feedback and Goal Setting
● Constructive feedback will be provided to employees, focusing on improving
performance and professional development.
● Managers and employees will collaboratively establish SMART (Specific,
Measurable, Achievable, Relevant, Time-bound) goals for the upcoming appraisal
period.

e. Documentation
● All appraisal discussions, feedback, and goal-setting details will be documented.

Annual Employee Performance Review Policy



● Documentation will include appraisal forms, meeting notes, and relevant
correspondence.
● Records will be securely maintained by HR and accessible only to
authorised personnel.

f. Confidentiality
● All appraisal-related documentation and discussions will be treated with
strict confidentiality.
● Only authorised personnel involved in the appraisal process will have
access to these records.

6. Conclusion

commitment to fostering a culture of continuous improvement and
professional excellence. Regular feedback, goal setting, and open
communication will help ensure employee growth and organisational
success.

7. Policy Review and Updates
This policy is subject to periodic review and revision to ensure alignment
with organisational objectives and industry best practices.

The performance appraisal process is a critical component of HR Magix’s
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