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90-Day Review Template
INSTRUCTIONS
Read and delete this section before sharing the document.
This 90-day review template is designed to facilitate meaningful discussions between employees and managers. Use it to evaluate the new hire’s performance, set goals, and identify areas for growth. Both parties should prepare for the meeting by gathering relevant information and reflecting on the first 90 days.


	Employee information

	Employee name
	
	Department
	

	Job title
	
	Manager name
	

	Last review date
	
	Review date
	



	Performance rating

	1 - Unsatisfactory: Work performance is inadequate and does not meet job expectations.
2 - Partially meets expectations: Work performance meets some, but not all, job expectations. 
3 - Meets expectations: Work performance consistently meets job expectations.
4 - Exceeds expectations: Work performance is consistently above job expectations.
5 - Outstanding: Work performance is consistently superior to job expectations.




For manager to complete

	Performance factors
	1
	2
	3
	4
	5

	Job knowledge: The employee demonstrates a strong understanding of their responsibilities and effectively completes all aspects of assigned tasks.
	☐
	☐
	☐
	☐
	☐

	Comments

	Quality of work: The employee produces work that is thorough, effective, accurate, and executed to a high standard.
	☐
	☐
	☐
	☐
	☐

	Comments

	Quantity of work: The employee completes assigned tasks efficiently, meeting quality standards within the expected timeframe.
	☐
	☐
	☐
	☐
	☐

	Comments

	Initiative/Creativity: Establishes productive work practices, suggests improved procedures, and pursues creative solutions to challenges.
	☐
	☐
	☐
	☐
	☐

	Comments

	Attendance/Reliability: The employee reliably arrives on time for work and meetings, fully prepared to contribute.
	☐
	☐
	☐
	☐
	☐

	Comments

	Interpersonal relations: Demonstrates cooperation, consideration, and tact when interacting with supervisors, colleagues, subordinates, faculty, students, and others.
	☐
	☐
	☐
	☐
	☐

	Comments

	Utilization of resources: Effectively and efficiently manages funds, staff, and equipment to maximize value.
	☐
	☐
	☐
	☐
	☐

	Comments

	Growth and development: The employee demonstrates the ability and wiliness to accept new/more complex duties/responsibilities.
	☐
	☐
	☐
	☐
	☐

	Comments

	Total number of points (out of 40)
	




	Overall rating 

	☐ Passed probationary period 
☐ Failed probationary period 
☐ Request to extend probationary period to _____________________ (date).





For manager and employee to complete together

	Goals

	Outline goals for the upcoming year that align with team objectives and contribute to improved job performance.

	Goal 1
	

	Goal 2
	

	Goal 3
	

	Goal 4
	

	Goal 5
	




	Additional comments
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	Acknowledgment

	I acknowledge that I have reviewed and discussed this performance evaluation with my manager:

	Employee signature
	
	Date
	

	Manager signature
	
	Date
	

	HR representative
	
	Date
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