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SCOPE
This policy applies to all employees of [INSERT COMPANY NAME]. Unless specified otherwise, employees referred to in this policy mean permanent, fixed term, full-time or part-time and casual employees of [INSERT COMPANY NAME]. This policy must be read in conjunction the Fair Work Act 2009 (Cth), the National Employment Standards and any relevant industrial instrument, including an award.
AIM
Performance reviews serve as a means by which both management and employees can actively participate in the evaluation and development of employee productivity and performance through the setting of key target goals and objectives. By facilitating open communication between employer and employee, performance reviews allow for the provision of feedback, guidance and support as to the employee’s role within [INSERT COMPANY NAME].
This is important in ensuring that work performance and overall efficiency is held to a high standard, and that employees are informed of areas where improvement is necessary. Furthermore, such reviews also provide management with an opportunity to recognise and reward employee output.
The purpose of the performance review is to: 
· facilitate open interaction between Management and the employee with a view to identifying strengths and development areas, as well as opportunities for education, training and improvement;
· provide an opportunity for [INSERT COMPANY NAME] to clarify and articulate the expectations, goals, standards and objectives for the employee;
· where necessary, identify areas of poor or under performance where the standard of work expected by [INSERT COMPANY NAME] is not being met, so that performance deficiencies can be duly rectified;
· measure and evaluate an employee’s work performance to assist in the setting of future expectations, goals, standards and objectives;
· receive feedback from the employee regarding ways to improve overall efficiency and productivity within the company, as well as to identify any concerns from the employee; and
· provide an objective basis on which to base decisions about training, development and promotion, and to assist in any decisions regarding succession planning.
POLICY
It is expected that all employees have regular discussions with their Manager throughout the year in relation to their performance, outside of the formalised, annual performance review process.
During the formal performance review process, each employee will meet with their Manager to do the following:
· reflect on the employee’s performance and achievements throughout the review period;
· assess the employee’s performance, relative to key performance criteria detailed in the employee’s job specification and goals agreed at the start of the review period;
· celebrate achievements and successes, and identify areas for growth and development;
· identify and discuss any obstacles to progress or goal achievement;
· set key performance criteria for next review period;
· identify any relevant training or education required. 
It is intended that the performance review process is a two-way discussion between an employee and their Manager, so that forward goals are mutually agreed, performance expectations are established, and plans can be made (if any) in respect of any training or development opportunities.
Performance Review Procedure
The Manager will conduct an annual performance review with each employee they supervise. If deemed necessary by the Manager, performance reviews may be undertaken more frequently. Again, it is expected that the Manager and their employee will engage informally throughout the year to discuss performance-related matters.
Employee Self-Assessment
Before meeting with their Manager for their performance review meeting, an employee may be required to complete a self-assessment for evaluation by their Manager. This enables the employee to reflect on their performance and plans for the upcoming review period, and assists the Manager to conduct the review.
Performance Review Documents
Before meeting with their employee, a Manager is required to complete the necessary performance review documents. Again, the purpose of doing so is to assist the Manager to prepare for, and conduct, the review. 
If the Manager has any performance concerns, these may be detailed for the employee, in writing, ahead of the meeting.
The Performance Review Meeting
At the meeting, the Manager and the employee will review and discuss the pre-meeting documentation, as well as undertake the discussion points noted above.
Closing the Review
The Manager is responsible for maintaining the performance review documents, with particular emphasis on ensuring that they accurately reflect what was discussed. All records relating to the performance review process, whether it is part of the annual review process or a discussion that occurs during the course of the year, are confidential and will be kept on the employee’s personnel file. 
When the performance review is complete, both parties should sign the performance review documents. If the employee refuses to sign the documents, this should be noted. 
If the employee disagrees with the outcome of the performance review process and/or evaluation, they may submit a written response, which will be considered, and placed in their personnel record. 


