	New Employee Performance Check-In
This document is a tool for your use in setting and appraising expectations of new employees,
As well as a guide for performance conversations over the course of their first six months.  
It does NOT need to be submitted to Human Resources.

	


[image: ]Employee Information
	Name
	
	Date
	


Ratings
	
	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Performance Goals & Objectives
	|_|
	|_|
	|_|

	Comments
	

	Skills & Knowledge Development
	|_|
	|_|
	|_|

	Comments
	

	Processes & Methods
	|_|
	|_|
	|_|

	Comments
	

	Feedback
	|_|
	|_|
	|_|

	Comments
	

	Communication/Listening Skills
	|_|
	|_|
	|_|

	Comments
	

	Dependability
	|_|
	|_|
	|_|

	Comments
	


Evaluation
	Additional Comments
	

	Goals 
(as agreed upon by employee and manager)
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