90-DAY PERFORMANCE EVALUATION REVIEW FORM

Consider each of the job performance factors listed below and mark the box that best describes your impression of the employee’s behavior. After you have completed the form, meet with the employee to discuss your evaluation. This review is for the benefit of both the supervisor and the employee; problems and weaknesses should be targeted so that they can be corrected in the employee’s career. Please forward original to HR and a provide copy to the Employee.

Employee:             	    	Introductory Period End Date: 	
Position:      	  	Department:              	
Supervisor:       	
	
	
	RATING
	

	
	Meets Requirements
	Meets Most Requirements
	Requires Immediate Improvement

	WORKPLACE BEHAVIOR
	
	
	

	Attendance and reliability: Arrives on time, demonstrates consistent attendance; contacts supervisor on a timely basis in anticipation of being late or absent.
	|_|
	|_|
	|_|

	Cooperation and interpersonal skills: Gets along with, and uses tact, courtesy, and effectiveness in dealing with others; communicates effectively and shares information as needed.
	|_|
	|_|
	|_|

	Response to constructive criticism, willingness to follow directions: The manner in which employee responds to directions and comments; seeks counsel to improve performance and follows same. 
	|_|
	|_|
	|_|

	JOB PERFORMANCE
	
	
	

	Adaptability to new duties: Responds positively to changes in the workplace; demonstrates flexibility in responding to work demands.
	|_|
	|_|
	|_|

	Accuracy and quality of work: Work is well executed, thorough, effective, and accurate.
	|_|
	|_|
	|_|

	Productivity and quantity of work: Accomplishes assigned work of a specified quality within a specified time period. Plans and organizes work effectively.
	|_|
	|_|
	|_|

	Knowledge of job: Knows and demonstrates how and why to do all phases of assigned work, given the employee’s length of time in current position.
	|_|
	|_|
	|_|

	GENERAL CHARACTERISTICS
	
	
	

	Initiative and creativity: Is self-directed, resourceful, and creative in meeting job objectives; follows through on assignments and modifies or develops new ideas, methods, or procedures to effectively meet changing circumstances.
	|_|
	|_|
	|_|

	Judgment: Makes and/or facilitates decisions considering impact on others and/or the Company.
	|_|
	|_|
	|_|

	OVERALL EVALUATION
	
	
	



Comments: 													
					        	             				     ________________           	
Employee’s Signature	Date	                Supervisor’s Signature	                             Date



	 OneDigital | HR Consulting 
2.PFMP.1019.01
