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PURPOSE
This SOP provides a structured approach to conducting employee performance reviews. It ensures consistency, fairness, and compliance with organizational guidelines, while fostering employee development and engagement.
SCOPE
[This procedure applies to: the teams or job titles that carry it out.] It covers [the event that starts it] through to [the outcome that ends it]. It does not cover [anything handled by a separate procedure].
PROCEDURE
	#
	What happens
	Who is responsible

	1
	Preparation For The Review
Schedule the performance review meeting at least two weeks in advance to allow both the reviewer and the employee to prepare. Gather all necessary documentation, including previous performance reviews, employee self-assessments, and any relevant performance metrics. Ensure that the meeting location is private and free from interruptions to maintain confidentiality.
	

	2
	Review Employee Self-Assessment
Request the employee to complete a self-assessment form prior to the review meeting. This provides insight into the employee’s perspective on their performance and areas for improvement. Review the self-assessment to identify any discrepancies or areas that require further discussion.
	

	3
	Assess Performance Against Objectives
Compare the employee's performance against the objectives and key performance indicators (KPIs) set at the beginning of the review period. Use specific examples and data to support your assessment. Ensure that the evaluation is objective and based on documented evidence.
	

	4
	Identify Strengths And Areas For Improvement
Highlight the employee's strengths and achievements over the review period. Discuss areas where performance can be improved, providing constructive feedback and specific examples. Encourage the employee to share their thoughts and suggestions for improvement.
	

	5
	Set Goals And Development Plans
Collaboratively set realistic and measurable goals for the next review period. Develop a professional development plan that aligns with both the employee's career aspirations and organizational objectives. Identify any training or resources required to support the employee's development.
	

	6
	Discuss Compensation And Rewards
If applicable, discuss any changes to compensation, bonuses, or other rewards. Ensure that any decisions are consistent with the company’s compensation policies and performance-based criteria. Clearly communicate the rationale behind any compensation changes.
	

	7
	Document The Review
Complete a performance review form that summarizes the discussion, including key points, agreed-upon goals, and development plans. Ensure that both the reviewer and the employee sign the document to acknowledge the review. Store the document securely in the employee’s personnel file.
	

	8
	Follow-Up Actions
Schedule follow-up meetings to discuss progress on goals and development plans. Provide ongoing feedback and support to the employee throughout the review period. Address any issues or concerns promptly to prevent them from escalating.
	

	9
	Compliance And Confidentiality
Ensure that the performance review process complies with all relevant legal and organizational policies. Maintain confidentiality throughout the process, sharing information only with those who have a legitimate need to know.
	


RECORDS
Produces [the record this procedure creates], kept in [where it is stored], retained for [how long].
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