New Employee 16 Week Review
The 16 week review is an important process where a new employee and their manager can discuss follow up from their 8 week review, expectations, progress in the role, obstacles, and any training/support needed.

	Employee: 
	Team:

	Manager:
	Date:



Part A – To be completed by employee and then discussed with manager
	1. Since your 8 week review, how have you been going with the areas for improvement discussed?

	
· [Insert response here]


	2. Which task or project have you enjoyed working on the most and why?

	
· [Insert response here]


	3. Which task or project have you enjoyed working on the least and why?

	
· [Insert response here]


	4. Are there any new skills that you have developed in your first 16 weeks? Are there any skills that you would like to develop more in the coming months?

	
· [Insert response here]






Part B:  To be completed by manager in discussion with employee
Refer to the position description for the role and discuss the primary accountabilities of the role.

	1. Discuss the areas for improvement from the new employee’s 8 week review. How is the new employee progressing in these areas?

	
· [Insert response here]


	2. Discuss and list examples of aspects of the role where the new employee is fully meeting or exceeding your expectations.

	
· [Insert response here]


	3. Discuss and list examples of aspects of the role where the new employee has potential for improvement. Please give specific examples, and discuss how the new employee can improve to meet your expectations.

	
· [Insert response here]







	Employee signature
	
	Manager signature
	




