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Confirmation / Annual Appraisal / Contract Renewal (Please circle accordingly)

	Name of Employee:_________________________
	Designation:_____________________________

	Dept./Div./Co:_____________________________
	Date Joined:_____________________________
	

	Date of Confirmation: _______________________
	Length of Service:________________________
	

	Period of Review: ____________To____________
	
	


RATING DESCRIPTION

	1. Performance is Outstanding 

Good performance results with contributions to P&L or special contributions over and above job scope.
2. Performance is Above Satisfactory

Generally achieved all performance standards and perform better than expected in certain areas.
3. Performance is Average to Satisfactory

Meets Most performance standards and perform assigned scope at average level.
4. Performance Needs Improvements

       Accomplishment in some key areas is below the established goals and performance standards.   

       Performance at this level requires a formal improvement program within a stated period of time.

5. Performance Unacceptable

Performance and goal accomplishment are consistently below an acceptable level.  Decision to be made as not suitable for job or a specific improvement program must be developed to improve performance to an acceptable level within a stated period of time. 
. 



SECTION A
PERFORMANCE TARGETS
Please list 4 to 8 targets. For people manager, at least 1 target on people development shall be included
	Individual Performance Targets and Measurements
	Manager Assessment

(Justification of targets achieved)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Total Performance Rating (1 to 5)

	


SECTION B
RISE

	

	Competencies
	Observations
	Competencies
	Observations

	Reliability
	Sincerity

	1.Quality of Work
	· Job Knowledge

· Job Accomplishment 

· Quality Mindset
	5.Team Work
	· Internal Engagement

· External Engagement

	2.Resourcefulness
	· Planning & Organizing

· Cost Consciousness
	6.Communication
	· Listening

· Emotional Intelligence

· Effective Communication

	
	
	7.Service Leadership
	· Service Commitment

· Customer Orientation

	Integrity
	Enterprise

	3.Ethics Compliance
	· Ethical Standard
	8.Creativity & Innovation
	· Problem Solving

· Continuous Improvement

	4.Self/Team Discipline
	· Process Discipline

· Policies Compliance
	9.Strategic Leadership
	· People Developer

· Strategic Orientation

· Business Acumen

	
	
	
	


RELIABILITY 
1. Quality of Work  
Defined as: 
Manager / Senior Manager: Lead Team for timely and task accomplishment at expected quality standard.
General Manager and above: Drive task accomplishment and continuous improvement.
	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	Job Knowledge: Demonstrates technical expertise in his/her area of specialization and keeps current about industry practices.
	1
	2
	3
	4
	5

	Job Accomplishment: Responsible for the timely and accomplishment of target and work done.
	1
	2
	3
	4
	5

	Quality Mindset: Displaying a critical thinking/analysis, not only to resolve problems but preventing it from happening again. 
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

2.   Resourcefulness
Defined as: 

Manager / Senior Manager: Optimize usage of resources. Lead cost & wastage reduction program.

General Manager and above: Drive a cost conscious culture and contribute to cost improvement over and above job scope.
	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	Planning & Organization: Display ability to utilize resources efficiently through proper planning and organization. 
	1
	2
	3
	4
	5

	Cost Consciousness: Leadership in cost improvement program and its related results.
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

	INTEGRITY   


3. Ethics Compliance

Defined as: 


Manager / Senior Manager: Practice and Lead team compliance on YCH Policies and Business Code of Conduct.


General Manager and above: Practice, lead and drive Group compliance on YCH Policies and Business Code of Conduct.

	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	Ethical Standard: Display strong ethical standards with full compliance on Business Code of Conduct.
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

4. Self/Team Discipline
Defined as: 

Manager / Senior Manager: Responsible for Self and Lead team Actions.
General Manager and above: Responsible for Self and Lead Group Actions.

	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	Process Discipline: Ownership of responsibility in compliance with all work related processes.
	1
	2
	3
	4
	5

	Policies Compliance: Ensure self and team full compliance with company’s policies, procedures and RISE Values.
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

SINCERITY
5. Team Work 
Defined as: 
Manager / Senior Manager: Develops effective relationship across and outside the business that support business objectives.
General Manager and above: Create an environment that promotes teamwork across and outside the business to support the Organization Strategy.
	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	Internal Engagement: Able to connect with staff to gain support and Commitment, thus reducing attrition rate, to achieve results.
	1
	2
	3
	4
	5

	External Engagement: Involve stakeholders (vendors, government agencies etc) timely and gains commitment to achieve desired results.
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

6. Communication Skills 
Defined as: 
Manager / Senior Manager: Achieve results through effective communication.
General Manager and above: Ability to influences and gain commitment from both Internal and External stakeholders.
	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	Listening: Demonstrate active listening skills seeking to understand before making judgment/point of view.
	1
	2
	3
	4
	5

	Emotional Intelligence: Ability to express point of views in constructive manner taking into consideration of other party’s feeling.
	1
	2
	3
	4
	5

	Effective Communication: Communicate in clear and concise manner to achieve full understanding.
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

7. Service Leadership

Defined as: 
Manager / Senior Manager: Lead team on customer service focus and achieve result in customer satisfaction.
General Manager and above: Drive customer service focus within group and proactiveness to improve service level.
	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	Service Commitment: Deliver as promised.
	1
	2
	3
	4
	5

	Customer Orientation: Go the extra mile for customer.
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

ENTERPRISE
8. Creativity & Innovation 
Defined as: 
Manager / Senior Manager: Learn and execute productivity improvement program by adapting better solutions. 
General Manager and above: Learn and adapt best practices into organization to improve organisation effectiveness.
	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	Problem Solving: Identify root causes, develop and execute improved methods and procedures or processes. Suggest new/innovative ways to improve performance.
	1
	2
	3
	4
	5

	Continuous Improvement: Seek new and improve ways to achieve cost savings and customer satisfaction.
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

9. Strategic Leadership 
Defined as: 
Manager / Senior Manager: Being proactive. Focus on opportunities& threats. Lead and Inspire team to innovate/improve performance.
General Manager and above: Contribute actively to the shaping and implementation of the company strategy and tactics. Leads and inspire team to innovate/improve bottom line of the company.
	Observations
	Outstanding
	Above Average
	Satisfactory
	Needs

Improvement
	Un-acceptable

	People Developer: Take an active role in enabling employee to learn and develop, ensuring employee applies their learning to the job.
	1
	2
	3
	4
	5

	Strategic Orientation: Have the big picture in mind when making decisions.
	1
	2
	3
	4
	5

	Business Acumen: Possess business acumen in Business Dealings.
	1
	2
	3
	4
	5


Comments: ____________________________________________________________________

APPRAISER’S ADDITIONAL COMMENT
Please provide any other information that might be useful in assessing the employee.    
(e.g. major strengths and areas for improvements / other comments)

LEARNING NEEDS ANALYSIS
Please identify 3 performance gaps/development areas, as agreed with the employee, to be prioritised for the following year.
	Performance Gaps / Development Areas
	Learning Needs
	Learning & Development Activity
	Target Date of Completion

	
	
	
	

	
	
	
	

	
	
	
	


EMPLOYEE’S COMMENTS  ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________

_______________

_____________________

    Employee’s Name
 

       Signature



    Date

MANAGER LEVEL & ABOVE APPRAISAL RESULT SHEET

	(a) Total Performance Targets Score = 
(b) Total RISE Score = R + I + S + E = __________ = 
                                                     20                        20
            Overall Score = (a) + (b) = __________ =
                                             2                   2
Overall Performance Standard: (Please circle accordingly)


SCORE OF     1 to1.5                      

SCORE OF     Above 1.5 to Below 2                 

SCORE OF     2 to 2.5                     
SCORE OF     Above 2.5 to Below 3                 
SCORE OF     3-3.5                      
SCORE OF     Above 3.5 to Below 4                 
SCORE OF     4-4.5                      
SCORE OF     Above 4.5



OJT RECORD (FOR CONFIRMATION)
	
	Yes
	No

	Has the OJT been completed for the appraisee?
	
	

	Has the OJT Training & Assessment Record (Form No: SD-ISO-YCH-SIN-HQ-HRD-002 Rev 03: W:\COMMON\COMMON_QA\ISO 9001_2008  QMS\03-QP Procedures\06-Human Resource\Form\ Departmental Masterlist Of Support Documents) been duly completed? (Please attached a copy of the form together with the Appraisal Form)
	
	

	Please tick ( in the appropriate boxes


INDIVIDUAL CAREER ACTION PLAN

	Name:
	Dept/Account:

	Staff ID:


	Career Action Steps
	Options
	Involves

	
	Remain in current role

No change in work scope

	Self-fulfilment – Set and meet your learning goals, join relevant programmes to keep your skills up-to-date, and find personal satisfaction.

	
	Enrichment

Develop current job and consider sideways move

	Learning & Development – Find programmes that build your knowledge and skills to help you perform better in your role. 
Lateral Move – Think about trying a different role at a similar level to gain new experiences while staying within your skill range. Explore a lateral move with your reporting manager.


	
	Progression

Seek advancement

	Learning & Development – Join programmes that grow your knowledge and skills, helping you excel in your role and prepare for the next level. Make your selection on the LNA form.
Learning KPI – Complete the required learning hours and aim for a higher score in your appraisal.
Project Management – Take on projects to improve your skills and get ready for future roles.


	
	Others

You have other plans

	Career Planning – Share your career goals so we can support you with the right resources.


	Tick the career action step that best suit your career plan:

	Remain in current role 
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	SMART Career Action Plan – List down your goals, tell us your plan as well as the skills needed.

	Goals 
	Example: 

Progress to a team lead role by next year



	What will I do to achieve the goals
	Example: 

Find a mentor who can guide me in leadership skills.

Take on extra tasks to show leadership potential, like managing a small project.

Go for training programmes to upskill.

	Skills needed
	Example:

Communication and time management.




	Support needed from Reporting Manager in this area:


ANNUAL LEARNING NEEDS ANALYSIS

Please evaluate your learning and development needs.              
You can indicate your desired programme/s at: 

https://forms.office.com/r/TrikjSAaA5 

or

Scan the QR Code on the right:

RECOMMENDATIONS (to be completed by Dept. Manager / HOD)

 SHAPE  \* MERGEFORMAT 


 Confirmation as: ____________________________________________________________


 SHAPE  \* MERGEFORMAT 


 Probation extended to: __________________ (Please submit Performance Improvement Plan)
 SHAPE  \* MERGEFORMAT 


 Promotion (Please submit the Promotion Justification Form)
 SHAPE  \* MERGEFORMAT 


 Contract extended to: ___________________ 

Appraised by: __________________
_
__________________
_______________



   Supervisor / HOD


Signature


Date

Reviewed by: ___________________
__________________
_______________  



   Dept. Manager / HOD

Signature


Date

For HR DEPARTMENT’S USE

Date Received:                                          
             Received By: _______________________
Remarks (if any): ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supported by: _____________________
_________________
            _______________




Country HR


Signature


Date

Approved by: _____________________
_________________

_______________



Country Head
/ Group HR

Signature


Date





  (For Corporate 

   Functions)
RECOMMENDATIONS (to be completed by Dept. Manager / HOD)
 SHAPE  \* MERGEFORMAT 


 Confirmation as: ____________________________________________________________


 SHAPE  \* MERGEFORMAT 


 Probation extended to: __________________ (Please submit Performance Improvement Plan)

 SHAPE  \* MERGEFORMAT 


 Promotion (Please submit the Promotion Justification Form)

 SHAPE  \* MERGEFORMAT 


 Contract extended to: ___________________ 

Appraised by: ___________________
__________________
_______________



   Supervisor / HOD


Signature


Date

Reviewed by: ___________________
__________________
_______________  



   Dept. Manager / HOD

Signature


Date

For HR DEPARTMENT’S USE

Date Received:                                          
             Received By: _______________________
Remarks (if any): ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Supported by: _____________________
_________________
            _______________




Country HR


Signature


Date

Approved by: _____________________
_________________

_______________



Country Head
/ Group HR

Signature


Date





  (For Corporate 

   Functions)
PERFORMANCE APPRAISAL FORM FOR 


MANAGER LEVEL AND ABOVE








Rating 1+ (Outstanding)


Rating 1   (Exceed expectation with some outstanding areas)


Rating 2+ (Above expectation)


Rating 2   (Meet expectation with some areas above expectation)


Rating 3+ (Meet expectation with good potential in some areas)


Rating 3   (Meet expectation)


Rating 4   (Below expectation & needs urgent improvement)


Rating 5   (Unacceptable)
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