
MAX Review – High Level Process Steps
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Start

A date is agreed for 
objective setting meeting

Log into Simitive and draft objectives 
(Strategic and Local) and development 

plan. NOTE: To be sent one week 
before meeting.

Log into Simitive and review draft 
paperwork pre meeting

Log into Simitive and amend form 
where required and send to 

appraiser for approval

Log into Simitive and review form 

Log into Simitive and review form. 
NOTE: To be sent one week before 

meeting

Log into Simitive and review 
form pre meeting

Mid Year review meeting 
takes place,

Log into Simitive and amend form and 
send to appraiser if required

Log into Simitive and review 
final Mid Year form

Appraiser sets up date for end of 
year review meeting

Log into Simitive and amend form. 
NOTE: To be sent one week before 

meeting

Log into Simitive and 
review pre meeting

Year End review meeting 
takes place,

Log into Simitive and finalise form and 
comments and identify your overall 

appraisal rating and rationale in 
comments box, then send to appraiser 

for final sign-off

Log into Simitive and review
 Year End paperwork and adds 

comments

Appraiser manager logs into Simitive 
and reviews Year End form, then adds 

comments which can be viewed by 
both appraisee and appraiser

End Process

Review meeting 
takes place, objectives are 

discussed and agreed
If agreed

If not agreed 
apprasiee contacts 

the local HR Partner

Appraisee

Appraiser

2nd Line Manager

KEY

Appraiser sets up date for Mid Year 
review meeting
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