


	Name:New Employee Check-In Agenda SAMPLE
The below is a completed sample of a new employee check-in review meeting, which should be held 30, 60 and 90 Days from the employee’s start date. Page 2 includes a template for you to customize.


	
	Jane Doe

	Start Date:
	
	1/1/2020

	Check-In:
	
	30-Days, 3/1/2020



Training Plan Review
· Review role and status of current training items
· Discuss your perception of training / how is it going?
· Review upcoming training items
· Review competency level relative to expectations at this check-in point

Summary
Jane has met expectations for the role in her first 30 days, while she is still learning she’s making improvements towards competency in her role on a daily basis. She shines at engaging and supporting clients, who enjoy interacting with her. Given that she is 30 days on the job, there are also areas for continuing training and improvement in order to be fully proficient in her role. 

Key Successes
· Completed and proficient at basic office functions
· Raving reviews from clients
· Took on learning new project management software independently

Opportunities & Professional Development
· Jane is still in the onboarding stages of the position, but she is set to complete her license requirements by the 6-month mark
· Slow down. One of Jane’s strengths is she accomplishes so many things but sometimes Jane would benefit from slowing down to ensure she maintains the attention to detail necessary in her role 

Upcoming goals
· Focus on gaining proficiency in the CRM workflows
· Update CRM to include all client service levels
· Take over client preparation from Jane by 60-day check-in

Ways we can better support you
· What are 3 ways we could better support your training and learning your new role?
· What resources or support would help you do better in your role? 




	Manager / Mentor
	
	
	Team Member
	
	




	
Name:
	
	YOUR LOGO HERE

Insert name here

	Date:
	
	Insert date here


New Employee Check-In Agenda 
TEMPLATE
YOUR LOGO HERE

Training Plan Review
· Review status of current training items
· Discuss your perception of training / how is it going?
· Review upcoming training items
· Review competency level relative to expectations at this check-in point

Summary
Insert a brief summary of performance relative to expectations at this check-in point.

Key Successes
· Insert 2 – 5 areas of success here.

Opportunities & Professional Development
· Insert 2 – 5 areas for improvement and / or professional development goals here.

Upcoming goals
· Insert 2 – 3 project or professional development goals for the upcoming period here.

Ways we can better support you
· What are 3 ways we could better support your training and learning in your new role?
· What resources or support would help you do better in your role? 















	Manager / Mentor
	
	
	Team Member
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