
90-Day Performance Review 
Job Aid - Workday 

• Full-Time Staff 

• 60-days after the employee’s start date a Task will be sent to the Manager to complete the review. 

• The Manager has 30 days to complete. 

Manager Starts Process 

1. Manager will receive a Task in Workday – Start Performance Review  

2. Manager completes the Review 

a. If final score is Needs Improvement (extend probation period) – contact HR 

Business Partner 

b. If final score is Does Not Meet (end employment) – contact HR Business Partner 

3. Has option to view/print the review 

4. HOLD:  Meet with Employee 
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5. After Manager Submits, the Task moves to the Employee to comment and 

Acknowledge 

 

6. Employee receives a Task in Workday 

 

7. Employee comments (optional), and Acknowledges.  Submit. 

 

 

 

8. Manager receives a Task in Workday to read employee comment and Acknowledge.  
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