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Running a business certainly involves more than what most can see on the surface. For 
newer or smaller businesses, the task of managing employees on a day-to-day basis 
can be extremely tedious, especially with all the significant amount of paper-based 
documentation required for HR functions across the board.

Like it or not, having the necessary paperwork in place for every task that requires proof 
of documentation — whether it be onboarding new hires, granting salary increments, 
or even serving disciplinary notices or performance improvement plans to current staff 
members — is crucial to running a business from a compliance and legal standpoint.

Without these documents, you run the risk of entering into unwanted legal disputes 
between your business and staff members — many of whom may have different 
interpretations of what the stipulated policies entail for both themselves and the 
company they work for.

In short, neglecting to have things written down in black and white can spell out extra 
costs and processes that you simply don’t want to waste time and money on.

But despite the need for such documents, we understand that formulating them from 
scratch can be extremely time-consuming, which is why we’ve compiled a vault of 
commonly-used HR document templates that you can pick up and utilise right now — 
for absolutely FREE!

You should keep in mind that the following templates are general in nature to cater to 
businesses of all sizes, and from all industries, so you might need to make some minor 
tweaks to best suit the needs of your company.

Disclaimer: This guide should not be considered to be legal advice, and altHR is not liable for any actions taken based on this 
article.

INTRODUCTION
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PERFORMANCE 
EVALUATION 

FORM
We’ve provided a general performance evaluation form here for your reference — but 
first, we wanted to make sure that you know about a great feature within altHR that is a 
simpler, easier, and more effective option. 

With the Performance Management module, you’ll be able to create appraisal 
cycles for your employees, note down your career goals, and submit your performance 
reviews with the altHR from the web app! These appraisal cycles are customisable to 
your organisation’s wants/needs, and of course, you’ll also be able to tweak the review 
questions for your employees. 

Sign up for altHR to find out more: https://althr.my/signup

https://althr.my/product-updates/check-out-our-brand-new-performance-management-module
https://althr.my/signup
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The templates above should save you a lot of time by providing your business with 
a much-needed head start in preparing the necessary paperwork for your current 
employees as well as future hires.

If you’d like to truly take your company’s HR to the next level, your best bet is to go 
entirely digital – starting with Digi’s super app, altHR. With a Documents module to 
store all of your company’s crucial documents, a Performance Management feature to 
track and schedule customisable employee appraisals — as well as daily Check-Ins, 
Rostering, and Time-Tracking modules — the best HRMS in Malaysia is key to managing 
the digital workplace.  

As utilised by over 1,500 employees of the telco giant in Malaysia, altHR was designed 
to help businesses in Malaysia survive, and thrive in 2022 (and beyond). altHR has 
undoubtedly become essential for organisations of all sizes looking to successfully 
navigate the new normal, and the digital era.

Ready to take your HR to the digital era? Click here to find out more!

TAKE THE DIGITAL LEAP
WITH altHR

https://althr.my/promo?utm_source=WP&utm_medium=txt_01&utm_campaign=221603_WP_HRTemplates
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