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Purpose: 

This Standard Operating Procedure (SOP) aims to establish a consistent and 
transparent process for performance appraisal across the organization, providing a 
framework for measuring and evaluating employee performance.​
 

Introduction: 
Performance appraisal is a critical process that evaluates an employee's job 
performance and contribution to the organization. It provides a basis for recognizing and 
rewarding high performers, identifying areas for improvement, and initiating 
development plans. This SOP outlines the process for conducting performance 
appraisals for employees within the organization.​
 

Scope: 
This SOP applies to all employees within the organization, including full-time, part-time, 
and temporary employees.​
 

Definitions: 
Performance Appraisal: A formal process of assessing an employee's performance, 
potential, and development needs. 
Appraisal Period: A specific timeframe during which an employee's performance is 
evaluated. 
Key Performance Indicators (KPIs): Specific metrics used to measure an employee's 
performance.​
 

Responsibilities: 
The following are the responsibilities for each stakeholder involved in the performance 
appraisal process: 

●​ HR Department: Develops and disseminates performance appraisal guidelines 
and provides necessary training to managers and employees. 

●​ Managers: Conducts performance appraisals for their team members and 
provides constructive feedback. 

●​ Employees: Participates in the performance appraisal process, provides 
self-evaluation feedback, and sets goals for the upcoming period.​
 

Best Practices: 
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To ensure a successful performance appraisal process, the following best practices 
should be followed: 

●​ Clear communication of the performance appraisal process to all employees 
●​ Regular training of managers and employees on performance appraisal 

procedures and standards 
●​ Setting SMART (Specific, Measurable, Achievable, Relevant, and Time-bound) 

goals for the upcoming appraisal period 
●​ Providing constructive feedback during the appraisal process 
●​ Focusing on both strengths and areas for improvement 
●​ Ensuring confidentiality and privacy throughout the performance appraisal 

process​
 

Steps: 
The performance appraisal process consists of the following steps: 

1.​ Planning: Setting goals and KPIs for the upcoming appraisal period 
2.​ Monitoring: Tracking employee performance throughout the appraisal period 
3.​ Evaluation: Conducting formal performance appraisals using established 

guidelines and standards 
4.​ Feedback: Providing feedback to employees on their performance, strengths, 

and areas for improvement 
5.​ Goal setting: Setting goals for the upcoming appraisal period 
6.​ Follow-up: Monitoring and following up on employee performance, setting up 

development plans, and providing support as required.​
 

Risks: 

The following risks can impact the performance appraisal process: 
●​ Inconsistent and biased evaluations 
●​ Lack of clarity and communication on performance appraisal processes and 

standards 
●​ Resistance from managers or employees to the performance appraisal process 
●​ Failure to recognize and reward high performers, resulting in employee 

disengagement and turnover​
 

Disclaimer: This SOP serves as a guideline only and may be subject to changes as 
deemed necessary by the organization. It is not intended to create any contractual 
obligation between the organization and its employees. The organization reserves the 
right to modify or revise this SOP at any time. 
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