
 

 

151 North 600 West 

Kaysville, UT 84037 

Phone: (801) 991-1100 

30 / 60 / 90 Reviews 

 

Employee Name: ______________________________ Date: ______________________ 

Supervisor: __________________________  Manager: ___________________________ 

The Process: During orientation the 30/60/90 review dates should be filled out and kept with the supervisor. The supervisor is 
responsible to then perform the 30/60/90 reviews as scheduled. The reviews will be done within the week of the employee’s 
30/60/90 day anniversary.  This single form will be kept for all three (3) reviews, and upon completing all three (3) sections the 
supervisor turns in the form to the HR department. This form will be kept with the employees file. 
 

Scheduled Reviews: 

30 Day: _______________________ 60 Day: _______________________ 90 Day: ______________________ 
 

30 Day Review – LEARN      Date Completed: ____________________ 

What is expected of the employee? ____________________________________________________________ 

What does the employee know about safety? ____________________________________________________ 

What has the employee been learning? _________________________________________________________ 

Where does the employee need training? _______________________________________________________ 

Does the employee have any complaints or concerns? _____________________________________________ 

 
60 Day Review – BUILD      Date Completed: _____________________ 

What improvements has the employee made? ____________________________________________________ 

What has the employee done to prevent accidents? _______________________________________________ 

How is the employee’s attitude? _______________________________________________________________ 

Does the employee take initiative? _____________________________________________________________ 

What training has the employee? ______________________________________________________________ 

How does the employee work with others? ______________________________________________________ 

 
90 Day Review – DO!      Date Completed: ____________________ 

What improvements has the employee made? ____________________________________________________ 

How is the employee performing? Why? _______________________________________________________ 

Where is the employee excelling? ______________________________________________________________ 

Does the employee work safe? ______________________________________________________________ 

How to further align employee and company expectations? ________________________________________ 

Further improvement: ______________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 

____________________________   ___________    Comments: _______________________________  

        _________________________________________ 

____________________________   ___________               _________________________________________ 

Supervisor Signature               Date     

Date Employee Signature 



 

 

151 North 600 West 

Kaysville, UT 84037 

Phone: (801) 991-1100 

30 / 60 / 90 Reviews 

 

The Purpose: Use this guide as a tool to review the employees and direct the conversation. Remember, the form is 
meant to record action steps and supplement the conversation that needs to happen, not replace it. The notes recorded 
on the form should be clear and concise. Utilize the conversation to expound and discuss details. Take time to prepare for 
the review. During the first 90 days, employees should progress from learning to doing, and receive all necessary 
introductions, training and education to succeed at UTM. 

 

30 DAY REVIEW – LEARN 

- Employee expectations are reviewed, the employee knows exactly what their responsibilities consist of. 

Expectations of employees and UTM should be seamless – meaning employees know what is 

expected (employee handbook, new employee information booklet and job descriptions). 

- What onsite safety training has been absorbed from toolbox topics, one-on-one training, safety 

handbooks and safety orientations? Have they attended an OSHA / MSHA training? 

- Relay the importance of continuous improvement. We value learning from both hands-on and traditional 

study through apprenticeship schooling. 

- Share the importance of training, and inform them of the monthly and yearly trainings. 

 

60 DAY REVIEW – BUILD 

- Learning doesn’t stop after the first 30 days, but instead continues in tandem with the act of building. 

- In some ways, building is just an extension of learning, where UTM trusts new employees to dig deeper 

into the responsibilities themselves. In short, does the employee take initiative to get the job done? 

- Review the safety of the employee – impress upon them the importance of accident prevention. 

- Remember, “Weakness of attitude becomes weakness of character.” 

- Does the employee wait to receive direction? Or does the employee take action based on the 

knowledge already received? This is paramount in the development of the employee. 

- Review training programs – challenge the employee to enroll for school, attend classes and go the 

extra mile to continue his learning.  

- No matter the job, the employee will be required to work with other people. Working with others is a skill 

that can and should be developed.  

 

90 DAY REVIEW – DO! 

- Construction demands results – those who can perform will excel.  

- Did the employee enroll in school, attend monthly or yearly training classes or take any initiative to get 

extra training, certifications and/or knowledge? 

- What aspects of HVAC does the employee excel at and desire to learn more about? 

- How does the employee respond to safety? Is it a positive, proactive attitude to get “everyone home”?  

- Establish a clear path of movement through UTM – and what needs to be done to accomplish their 

professional goals.  

- To what extent can others rely on the employee? 

- What further development does the employee need to move to the next level? 


