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Employee Performance Review 
Policy Template
1. Introduction
This comprehensive Employee Performance Review Policy outlines the 
procedures, expectations, and guidelines for conducting fair, consistent, and 
effective performance evaluations within our organization. Our goal is to foster a 
culture of continuous improvement, open communication, and professional 
development.

1.1 Purpose
The purpose of this policy is to:

Establish a standardized process for evaluating employee performance

Provide clear expectations for both employees and managers

Encourage ongoing feedback and communication

Align individual goals with organizational objectives

Identify areas for improvement and professional development

Recognize and reward outstanding performance

1.2 Scope
This policy applies to all full-time and part-time employees across all departments 
and levels within the organization. Temporary employees, contractors, and interns 
may be subject to modified review processes as determined by their respective 
supervisors and HR.

2. Performance Review Cycle
2.1 Frequency
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Formal performance reviews will be conducted:

Annually: A comprehensive review at the end of each fiscal year

Semi-annually: A mid-year check-in to assess progress and adjust goals if 
necessary

Quarterly: Brief progress updates and goal alignment sessions

2.2 New Employees
New employees will undergo:

30-day check-in: Initial feedback and goal-setting session

90-day review: Comprehensive evaluation of performance and fit

6-month review: Assessment of progress and long-term potential

3. Performance Review Process
3.1 Preparation
Both employees and managers should prepare for the performance review by:

Reviewing job descriptions and previous performance evaluations

Gathering relevant performance data and metrics

Reflecting on accomplishments, challenges, and areas for improvement

Identifying specific examples to support performance assessments

3.2 Self-Assessment
Employees will complete a self-assessment form prior to the review meeting, 
addressing:

Achievement of goals and objectives

Strengths and areas for improvement

Challenges faced and overcome

Professional development aspirations
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Suggestions for improving job performance or work environment

3.3 Manager Assessment
Managers will complete a comprehensive evaluation form, considering:

Job performance and achievement of goals

Technical skills and competencies

Soft skills (communication, teamwork, leadership)

Adherence to company values and policies

Areas for improvement and development

3.4 360-Degree Feedback (Optional)
For a more holistic view of performance, consider implementing 360-degree 
feedback:

Collect input from peers, subordinates, and cross-functional colleagues

Use standardized forms to ensure consistency

Maintain confidentiality of feedback providers

3.5 Review Meeting
The performance review meeting should:

Be scheduled in advance, allowing adequate preparation time

Take place in a private, comfortable setting

Last approximately 6090 minutes

Follow a structured agenda while allowing for open dialogue

3.6 Discussion Points
The review meeting should cover:

Review of past performance and goal achievement

Discussion of strengths and accomplishments
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Identification of areas for improvement

Setting of new goals and objectives

Professional development plans

Employee concerns and suggestions

Manager feedback and expectations

4. Performance Ratings
4.1 Rating Scale
Implement a clear and consistent rating scale, such as:

5  Exceptional: Consistently exceeds all expectations

4  Exceeds Expectations: Often surpasses job requirements

3  Meets Expectations: Fulfills all job requirements satisfactorily

2  Needs Improvement: Falls short of some job requirements

1  Unsatisfactory: Fails to meet most job requirements

4.2 Performance Criteria
Evaluate employees based on:

Job knowledge and technical skills

Quality and quantity of work

Communication and interpersonal skills

Initiative and innovation

Teamwork and collaboration

Leadership (if applicable)

Adherence to company policies and values

5. Goal Setting
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5.1 SMART Goals
Ensure all goals are SMART

Specific: Clearly defined and unambiguous

Measurable: Quantifiable and trackable

Achievable: Realistic and attainable

Relevant: Aligned with organizational objectives

Time-bound: With specific deadlines

5.2 Types of Goals
Include a mix of:

Performance goals: Related to job responsibilities

Development goals: Focused on skill improvement

Career goals: Aligned with long-term aspirations

Organizational goals: Contributing to company objectives

6. Documentation
6.1 Performance Review Form
A comprehensive form should include:

Employee and manager information

Performance ratings for each criterion

Written comments and examples

Goal achievement assessment

New goals and objectives

Development plans

Employee and manager signatures
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6.2 Record Keeping
Maintain accurate and confidential records:

Store completed review forms in the employee's personnel file

Ensure limited access to authorized personnel only

Retain records according to legal requirements (typically 37 years)

7. Follow-up and Continuous Feedback
7.1 Action Plans
Develop action plans for improvement areas:

Identify specific steps and resources needed

Set timelines for achieving milestones

Schedule regular check-ins to monitor progress

7.2 Ongoing Communication
Encourage continuous feedback through:

Regular one-on-one meetings

Informal check-ins and coaching sessions

Recognition of achievements and milestones

Prompt addressing of performance issues

8. Training and Support
8.1 Manager Training
Provide comprehensive training for managers on:

Conducting effective performance reviews

Giving constructive feedback



Employee Performance Review Policy Template 7

Setting meaningful goals

Addressing performance issues

Legal considerations in performance management

8.2 Employee Resources
Offer resources to support employee development:

Training programs and workshops

Mentoring and coaching opportunities

Online learning platforms

Professional development funds

9. Performance Improvement Plans (PIPs)
9.1 Initiation Criteria
Implement a PIP when:

An employee consistently underperforms

Previous attempts at improvement have been unsuccessful

There is a significant gap between expectations and performance

9.2 PIP Components
A comprehensive PIP should include:

Specific performance issues to be addressed

Clear performance expectations

Measurable goals and milestones

Resources and support provided

Timeline for improvement

Consequences of not meeting expectations
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10. Legal Considerations
10.1 Non-Discrimination
Ensure performance reviews are conducted fairly and without bias:

Base evaluations solely on job-related criteria

Avoid discrimination based on protected characteristics

Provide equal opportunities for feedback and development

10.2 Consistency
Maintain consistency in the review process:

Use standardized forms and rating scales

Ensure all employees are reviewed on a regular basis

Apply performance standards uniformly across similar positions

11. Policy Review and Updates
Regularly review and update this policy to ensure its effectiveness:

Conduct annual audits of the performance review process

Solicit feedback from employees and managers

Stay informed about best practices in performance management

Make necessary adjustments to improve the process

12. Conclusion
This Employee Performance Review Policy is designed to create a fair, 
transparent, and effective system for evaluating and developing our workforce. By 
following these guidelines, we aim to foster a culture of continuous improvement, 
open communication, and professional growth. Regular review and adherence to 
this policy will help ensure our organization maintains high standards of 
performance and employee satisfaction.


