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1)​ Introduction 

The Performance Management Policy is to establish a consistent and transparent 
framework for assessing, managing, and enhancing employee performance at 
Trendcell Sdn Bhd (Jaya Grocer). This policy aims to align individual and team goals 
with organizational objectives, foster employee development, and ensure fair 
recognition and reward practices. 

2)​ Objective   
The objective of this policy is to provide a guide to employees on the purpose of the 
performance appraisal and to ensure that the work performance and training needs of 
every employee are managed effectively and fairly. 

3)​ Policy  
3.1.​ Eligibility 

3.1.1.​ This policy applies to all employees of Trendcell Sdn Bhd, including 
permanent, contract, and probationary employees across all departments and 
outlets. 
 

   
Page 1   



DR
AF
T

​    
 
PERFORMANCE MANAGEMENT 
HUMAN RESOURCE DEPARTMENT 

3.2.​ Key Principals 
3.2.1.​ Alignment 

Performance goals must align with the organization’s strategic objectives and 
values. 

3.2.2.​ Fairness and Transparency​
All performance assessments will be conducted objectively and without bias. 

3.2.3.​ Continuous Feedback​
Employees will receive regular feedback to encourage ongoing improvement 
and development. 

3.2.4.​ Employee Participation​
Employees are encouraged to actively participate in the performance 
management process, including setting goals and identifying development 
needs.​
 

3.3.​ Performance Management Process 
3.3.1.​ On-going Feedback and Coaching 

a.​ Immediate Superior will provide regular feedback and conduct informal 
check-ins to discuss progress, address challenges, and provide support. 

b.​ Employees are encouraged to seek feedback proactively.​
 

3.3.2.​ Annual Performance Appraisal Process​
The annual performance appraisal is a structured process conducted at the 
end of the performance cycle. The process includes the following steps: 
 

3.3.2.a.​Self Assessment 
i.​ Employees must be informed of the appraisal at least four (1) week 

before the appraisal one-to-one meeting. 
ii.​ A copy of the appraisal self-assessment form should be given to the 

employee so the employee has an opportunity to contribute. 
iii.​ Employees will complete a self-assessment to reflect on their 

achievements, challenges, and areas for improvement. 
iv.​ A completed self-assessment form should be returned to the manager 

within one (1) week before the appraisal one-to-one meeting. 
 

3.3.2.b.​Supervisor Assessment 
i.​ Supervisors will review the employee’s performance against established 

goals and KPIs, taking into consideration feedback from peers (if 
applicable) and other relevant observations. 
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3.3.2.c.​The One-to-One Meeting 
A one-to-one meeting will be held between the employee and their 
supervisor to discuss: 

i.​ Performance outcomes for the cycle. 
ii.​ Strengths, areas for improvement, and opportunities for growth. 
iii.​ Feedback on the employee’s contributions and behavior. 
iv.​ Career aspirations and future goals.This meeting provides an 

opportunity for open dialogue and alignment on career development. 
 

3.3.2.d.​Performance Rating 
i.​ The supervisor will assign a performance rating based on 

predetermined criteria and the outcomes of the discussions. 
ii.​ Performance ratings will follow a standardized matrix as per below to 

ensure consistency and clarity :  
 

Performance Rating Grading 

A Consistently Outstanding 

B+ Frequently Exceeding Requirements 

B Meeting Requirements 

C Below Requirements 

D Unsatisfactory 

 
3.3.2.e.​Development Planning 

i.​ Employee Development Plans (EDPs) will be created or updated to 
address skill gaps, career aspirations, and training needs for the next 
cycle. 

3.3.2.f.​Documentation 
i.​ All performance appraisal details, including ratings, feedback, and 

development plans, will be documented and stored securely. 
 

3.4.​ Addressing Underperformance 
3.4.1.​ Identification​

Underperformance (Rating D) will be identified through regular feedback or 
during formal reviews. 

3.4.2.​ Performance Improvement Plan (PIP) 
a.​ Employees with performance gaps will be placed on a PIP. 
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b.​ The PIP will outline specific performance expectations, timelines, and support 
mechanisms. 
 

3.4.3.​ Follow Up Consequences 
a.​ Progress will be monitored during the PIP period. 
b.​ Failure to meet performance expectations may result in further action, 

including reassignment or termination, as per company policies. 
 

3.5.​ Recognition & Rewards 
3.5.1.​ Annual Increment 

a.​ The annual increment payment shall be at the discretion of the Group and 
shall not constitute a legal entitlement on the part of the employee. It shall be 
based on the performance rating, KPIs, work attitude, performance, 
disciplinary action taken, and adherence to all policies. 

b.​ Employees who are not confirmed in their positions are not entitled to annual 
increments.  

c.​ Employees who have tendered their resignation notice before the increment 
payment date are not entitled to the increment. 

d.​ Employees who received Stern Warning, Warning and Final Warning within 
the period of assessment (January to December) are not entitled to the 
increment. 

3.5.2.​ Bonus 
a.​ The annual bonus shall be at the absolute discretion of the Group and shall 

not constitute a legal entitlement on the part of the employee. It shall be based 
on the Group’s annual business performance and the employee’s 
Performance Appraisal. 

b.​ Employees who are not confirmed in their positions are not entitled to a bonus 
payment. In the event of a confirmed employee with less than one (1) year at 
the time when a bonus is payable, they shall be paid a proportionate bonus 
calculated based on the number of completed months of service with the 
Group. 

c.​ In the event an employee’s contract of service terminates at the time when the 
bonus is payable, they shall not be eligible for the payment of such bonus, or 
any part thereof. Employees who have tendered their resignation notice 
before the bonus payment date are not entitled to the bonus. 

d.​ Employees who received Stern Warning, Warning and Final Warning within 
the period of assessment (January to December) are not entitled to the 
increment. 
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3.6.​ Confidentiality and Record-Keeping 
All performance-related discussions and documentation will be treated with 
confidentiality and stored securely. 

 
 

IMPORTANT NOTE 
Notwithstanding with the above, the Management at its sole discretion, reserves 
the right to amend, and or delete the contents of this guideline or any part of it from 
time to time. 
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Appendix 1 : Annual Performance Appraisal Forms (Executive)​
​
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