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NEW EMPLOYEE PERFORMANCE REVIEW

[bookmark: _GoBack]Employee Name: ______________________________________		Title: __________________________________
Dept. / Location: _______________________________	  Hire Date: _______________        Review Date: ______________
   First Review (45 days)	   Second Review (89 days)
Check the appropriate level of competence and describe performance of key job responsibilities below.
	
RATING FACTORS
	
OUTSTANDING
	EXCEEDS EXPECTATION
	MEETS EXPECTATION
	DOES NOT MEET EXPECTATIONS
	
N/A

	
POLICY COMPLIANCE
	

	

	

	

	


	
JOB KNOWLEDGE/TECHNICAL KNOWLEDGE
	

	

	

	

	


	
QUALITY OF WORK
	

	

	

	

	


	
PROBLEM SOLVING/DECISION MAKING
	

	

	

	

	


	
POSITIVE, SUPPORTIVE, AND COOPERATIVE WITH STUDENTS AND COLLEAGUES
	


	


	


	


	



	
MANAGEMENT/SUPERVISORY SKILLS
	

	

	

	

	


	
OVERALL PERFORMANCE
	

	

	

	

	




DISCUSSION OF KEY JOB RESPONSIBILITIES:
Positive Feedback: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What Needs Improvement: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Specific Steps to Improve Performance: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
 This employee should be retained.
 Performance needs correcting and employee will be retained up to the next review date to determine if performance has improved.
 This employee should be dismissed.
Employee:	_______________________________________________		Date: __________________________
Supervisor:	_______________________________________________		Date: __________________________
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