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INTRODUCTORY EVALUATION 
 
Introductory Evaluations for the first 90 days are necessary for three reasons:   

 First, they are a requirement from accrediting bodies 
 Almost all labor law requires some point at which you decide someone is to continue in employment. 
 Finally and most importantly, they are a critical part of effective management of new personnel.   Too 

often, new employees start their job and, if there are no obvious problems, are forgotten.  Introductory 
evaluations are there to remind you to evaluate them at 90 days, and then to set terms for growth from 
that point. 

 
Some call the first 90 days of employment a “probationary” period, the recommended term is “introductory”.  
Calling this term “probationary” implies an employment contract (refer to the section on policies and the MED U 
course MGT 301 – Employment Law)   
 
The purpose of this evaluation is to see how they have done, outline strengths and weaknesses and suggest 
areas for improvement.  Also, most in HR management would suggest that you set some measurable goals for 
the next 90 days of employment after that initial 3 months of employment.   
 
To create an Introductory Evaluation, open up an Individual Employee’s page.  As a Super Manager, click on 
VIEW EMPLOYEES and the list of all employees will come up. 
 

 
As a Manager, simply enter your Manager’s Page for a listing of all of your employees to whom you have 
access. 
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Click on the name of the employee for whom you want to create this evaluation and their page comes up.  Click 
on create INTRODUCTORY EVALUATION. 
 

 
 
Actually, before you begin, if you created a TRAINING DOCUMENT for this employee, you will want to open 
that document and see if they completed their required training.  You can access that either from the 
EMPLOYEE LOG or by clicking on VIEW TRAINING DOCUMENT.  (For more on TRAINING DOCUMENTS, 
review that chapter on this CD.) 

 
You will want to print that Training Document out and make certain that all of the training is complete.  When 
you open the INTRODUCTORY 
EVALUATION, this is the form that will come 
up.  Note the very first question is on 
Training Status.  If the training is not 
complete, then you would note what needs 
to be completed in the field Incomplete 
Training (and keep in mind that if there is 
additional training that needs to done that 
wasn’t completed, you will want to put them 
on a short leash to get it done.  That should 
be reflected in the Follow Up Date you 
select) 
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Overview and Comments 
The next key part is Overview and Comments.  There are five questions we’ve placed in this field: 

 Are they grasping their workflow? 
 Are they asking good questions? 
 Are they interacting with their team and within the company? 
 Are they showing initiative? 
 Are they reliable in attendance and punctuality? 

 
You don’t have to use these questions at all.  However, let me tell you why they are in there.  It is actually very 
difficult to effectively judge someone on their job tasks after just 90 days.  There simply may be too much for 
them to learn for you to fairly judge that.  However, working with a group of HR experts, we agreed on the 
questions above as being critical to that employee’s performance, plus being the kind that could and should be 
answerable after 90 days.  If you can answer positively to each of these, then you have a good potential 
employee on your hands.  If you answer no to all of them, no matter their product knowledge, you’ve got 
problems ahead. 

 
Note the final critical element on this part of the page – Will this employee continue in our employ?  The pull 
down box offers the choice between yes or no. 
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New Goals and/or Special Assignments 
The next step is to create new goals or special assignments as the result of this evaluation.  Most would 
recommend that you create goals for the next 90 days, and follow up then.  If you already know what goals you 
want to set, then you simply type them in the empty field you see.    Or, if you want help from EmTrak, then you 
can use our coaching suggestions, task by task.  If you’ve already studied about COACHING DOCUMENTS, 
then you recognize all of this. 
 
Click on Click here for a list of coaching items based on this employee’s job description.   

 
 
EmTrak will bring up the tasks that you’ve assigned to this job description.  Let’s say that for William we want 
him to focus on improving phone skills and wearing more professional attire.  We will select those tasks.  Place 
a check besides those two, then click on the NEXT button. 
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A list of possible coaching suggestions will come up based on those tasks.  In this case we want William to 
focus on better using our phone system and then want some improvement in professional appearance.  We 
select those items, and then click on Insert Coaching Details.   

 
They are placed in the Introductory Evaluation.  Now, keep in mind that these are still fully editable.  Perhaps 
the statements inserted only get you 80% there.  You can change words, delete sentences, anything you want.   
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If any of these goals involved MED U courses, then click on EMAIL MED UNIVERSITY.  That link will 
automatically bring up your email mechanism on your computer.  Simply copy and paste these goals into the 
body of that email, email to us in the address provided, and we will follow through immediately with your 
employee. 

 
 
Follow-up Date and Introductory Evaluation Status 
 
Next, set the Follow-
up Date (remember 
our recommendation 
that you normally 
follow up 90 days 
after an Introductory 
Evaluation.)  You will 
get a reminder 7 days 
before that date that 
it’s time to follow up.  
Also, set the 
Introductory 
Evaluation Status to 
Complete – that turns 
off the email reminder 
that an Introductory 
Evaluation is due, but 
you can still come 
back in and edit.  
Ninety days from now, 
you may want to 
come back into this 
document, make 
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some final comments, then note that it is SEALED – no longer editable.  PRINT the evaluation out and discuss 
it with your employee, making sure that he/she is clear on the next 90 days and future goals. 

Completing the Introductory Evaluation 
You printed out the Introductory Evaluation and have discussed it with your employee.  Now it is 90 days later 
and time to follow-up on goals you set.  Simply click on this employee’s name on your Manager’s Page, then 
you can either select the document in the Employee Log or click on VIEW > INTRODUCTORY EVALUATION.   
 

 
The document is up.  Now, click on Edit Introductory Evaluation on the upper left-hand side.  That will bring up 
the original document, but now you have the ability to change as needed and add comments. 

 
 
 
 
 
 
 
 

 
If the goals are all complete, then click 
on the pencil icon and add your 
comments to note that.  Change the 
Introductory Evaluation Status to 
SEALED.  You are done!  Click NEXT.  
You may choose to print two copies, 
one for your employee and one for the 
permanent files on that new employee.  
Be reminded that if you scan in that 
signed document, you can attach it 
under THE EMPLOYEE LOG.  Review 
that chapter 


