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90-Day Employee-Led Performance Review

The first 90 days are critical to setting the tone for the employee’s future with your company. Your newest employees will be more engaged and motivated when they receive direct and specific feedback.

A 90-day performance review allows you to gauge how well the employee has settled in and address any concerns you or they may have. By this point, they should be well acquainted with your company and your company with them.

They’ll appreciate receiving constructive input on how they’re doing today, as well as how to continue growing in their role. And should there be negative performance concerns, the 90-day review provides an opportunity to address them quickly and provide documentation should you need it.

Guidelines for Using the 90-day Performance Review Form:

· This is an employee-led review process. The employee completes the form in advance, and the supervisor (referred to as “you” in the following text) will provide feedback and comments during the review itself.

· You should give your employee at least one week to complete the review form. You also need adequate time to review the form in advance of the actual review. This facilitates a dialogue and discussion rather than. a one-way conversation, which is less productive and less motivational for the employee.

· You should develop proposed goals beforehand and have your employee do the same.

Come together during the meeting to share ideas, discuss and finalize the employee’s goals. Be sure to encourage and show support for your employee’s personal development goals, not just the goals that pertain to the business.

· Use the Comments sections throughout and Additional Comments section at the end to provide constructive, specific and honest feedback. Providing balanced and constructive feedback is part of your obligation as a manager. If you need help providing critical feedback, this source can help.

· Encourage the employee to participate and speak just as much as you do.

· At the end of the review, be sure the form is complete. Then, both you and the employee should sign the form. The employee should receive a copy and your copy should be placed in the employee’s file.
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90-day Performance Review

This form is to be completed by the employee and submitted to his or her supervisor in advance of the review meeting.

Your Name _________________________________________________________________

Your Job Title _______________________________________________________________

Your Job Responsibilities  _____________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Start Date ______________ Department _________________________________________

Supervisor Name _________________________________________ Date ______________

Instructions for the Employee

· For each of the following sections, indicate how strongly you agree or disagree with each statement by placing an X in the box that corresponds best to your answer.

· Use the Comments section to elaborate on your answers for each section.

· Leave the Quarterly and/or Annual Goals section blank for now. Come to the review prepared to discuss and agree on future goals with your supervisor.

· Use the final Additional Comments section to discuss anything else that wasn’t covered in a previous section. For example, you may summarize your performance, provide feedback for your manager, or share what you most like or dislike about your job so far.
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	Strongly
	Somewhat
	Somewhat
	Strongly
	N/A

	Job Skills
	Agree
	Agree
	Disagree
	Disagree
	

	
	
	
	
	
	

	Employee demonstrates competency and subject
	
	
	
	
	

	matter expertise in knowledge related to their job.
	
	
	
	
	

	
	
	
	
	
	

	Employee is reliable. Team members trust employee
	
	
	
	
	

	to arrive on time and complete work in a timely
	
	
	
	
	

	manner.
	
	
	
	
	

	
	
	
	
	
	

	Employee is self-motivated and takes initiative to set
	
	
	
	
	

	and complete work projects and achieve goals for the
	
	
	
	
	

	business.
	
	
	
	
	

	
	
	
	
	
	

	Employee has sufficient skills in and knowledge of all
	
	
	
	
	

	software/tools required for their role.
	
	
	
	
	

	
	
	
	
	
	

	Employee demonstrates learning agility and is able
	
	
	
	
	

	to learn new skills.
	
	
	
	
	

	
	
	
	
	
	

	Comments:
	
	
	
	
	

	
	
	
	
	
	

	
	Strongly
	Somewhat
	Somewhat
	Strongly
	N/A

	Communication Skills
	Agree
	Agree
	Disagree
	Disagree
	

	
	
	
	
	
	

	Employee treats colleagues and customers with
	
	
	
	
	

	respect and consideration.
	
	
	
	
	

	
	
	
	
	
	

	Employee communicates well with team members at
	
	
	
	
	

	all levels of the organization.
	
	
	
	
	

	
	
	
	
	
	

	Employee represents the company positively when
	
	
	
	
	

	interacting with customers and non-employees.
	
	
	
	
	

	
	
	
	
	
	

	Employee is flexible and collaborates effectively with
	
	
	
	
	

	team members.
	
	
	
	
	

	
	
	
	
	
	

	Employee asks for help or advice when needed.
	
	
	
	
	

	Employee provides helpful feedback to others.
	
	
	
	
	

	
	
	
	
	
	

	Comments:
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	Strongly
	Somewhat
	Somewhat
	Strongly
	N/A

	Leadership Skills
	Agree
	Agree
	Disagree
	Disagree
	

	
	
	
	
	
	

	Employee is proactive. When they see a problem,
	
	
	
	
	

	they find a solution.
	
	
	
	
	

	
	
	
	
	
	

	Team members trust employee to work
	
	
	
	
	

	independently and organize work to complete
	
	
	
	
	

	projects on time.
	
	
	
	
	

	
	
	
	
	
	

	Employee exercises wise judgment when making
	
	
	
	
	

	decisions regarding prioritization of work, who to
	
	
	
	
	

	work with to complete a project, and how to resolve
	
	
	
	
	

	issues.
	
	
	
	
	

	
	
	
	
	
	

	Comments:
	
	
	
	
	

	
	
	
	
	
	

	90-day Goals Progress
	Strongly
	Somewhat
	Somewhat
	Strongly
	N/A

	(Enter each specific goal on its own line.)
	Agree
	Agree
	Disagree
	Disagree
	

	
	
	
	
	
	

	Employee met Goal #1 to:
	
	
	
	
	

	
	
	
	
	
	

	Employee met Goal #2 to:
	
	
	
	
	

	
	
	
	
	
	

	Employee met Goal #3 to:
	
	
	
	
	

	
	
	
	
	
	

	Quarterly and/or Annual Goals
	
	
	
	
	

	(Leave this section blank until the discussion.)
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Additional Comments

Please sign below to indicate you have reviewed and discussed this review.

______________________________________________________________________

Employee Signature
date

______________________________________________________________________

Supervisor Signature
date

______________________________________________________________________

Human Resources Signature
date

