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	Training Progress Report – 30 Days




________			_________			_______________________
Trainee				Hire or Training Start Date		Position

_____________________         	 ______________________                	______________________
Production Supervisor		Lead				Trainer

Note to Trainee:  Your comments, critiques, and discussion are encouraged.  The purpose of this review is to evaluate your progress, if our training is effective, and where we need to focus training to ensure that you are successful.

Rating Scale		1 = Below Expectations		2 = Meets Expectations		3 = Exceeds Expectations



Supervisor Comments:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________


Skill:	Rating:	

Process Understanding			_______			
Tech Plan Usage				_______			
Tools/Gauges				_______			
Visual Inspection				_______			
Quality of Work				_______			
Effectiveness/Productivity			_______			
Teamwork/Attitude			_______			
Communication				_______			
Punctuality and Attendance			_______			
Safety/PPE Use				_______	
____________________			_______
____________________			_______		
For the Trainee:
1. What has been most helpful in your training so far?



2. What are some questions that you have?



3. Where would you like to focus your training over the course of the next month?



4. How has your experience on the team been so far?



_______________________________	_____________	_________________________________	____________
Supervisor	       Date	Trainee			        Date


	Training Progress Report – 60 Days



________			_________			_______________________
Trainee				Hire or Training Start Date		Position

_____________________         	 ______________________                	______________________
Production Supervisor		Lead				Trainer

Note to Trainee:  Your comments, critiques, and discussion are encouraged.  The purpose of this review is to evaluate your progress, if our training is effective, and where we need to focus training to ensure that you are successful.

Rating Scale		1 = Below Expectations		2 = Meets Expectations		3 = Exceeds Expectations




Skill:	Rating:	Supervisor Comments:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________



Process Understanding			_______			
Tech Plan Usage				_______			
Tools/Gauges				_______			
Visual Inspection				_______			
Quality of Work				_______			
Effectiveness/Productivity			_______			
Teamwork/Attitude			_______			
Communication				_______			
Punctuality and Attendance			_______			
[bookmark: _GoBack]Safety/PPE Use				_______			
____________________			_______
____________________                                       _______
For the Trainee:
1. What has been most helpful in your training so far?



2. What are some questions that you have?



3. Where would you like to focus your training over the course of the next month?



4. How has your experience on the team been so far?


_______________________________	_____________	_________________________________	____________
Supervisor	       Date	Trainee			        Date


	Training Progress Report – 90 Days



________			_________			_______________________
Trainee				Hire or Training Start Date		Position

_____________________         	 ______________________                	______________________
Production Supervisor		Lead				Trainer

Note to Trainee:  Your comments, critiques, and discussion are encouraged.  The purpose of this review is to evaluate your progress, if our training is effective, and where we need to focus training to ensure that you are successful.

Rating Scale		1 = Below Expectations		2 = Meets Expectations		3 = Exceeds Expectations



Supervisor Comments:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________


Skill:	Rating:	

Process Understanding			_______			
Tech Plan Usage				_______			
Tools/Gauges				_______			
Visual Inspection				_______			
Quality of Work				_______			
Effectiveness/Productivity			_______			
Teamwork/Attitude			_______			
Communication				_______			
Punctuality and Attendance			_______			
Safety/PPE Use				_______			
____________________			_______
____________________                                       _______

Trainee Comments:  This section is to be completed at the end of the 90-day period.  The purpose is to review suggestions for improvement as well as understanding what is working well.

What skills or specifications did you have difficulty learning or understanding, why, and how would you improve training in that skill?  
_______________________________________________________________________________________
_______________________________________________________________________________________

Did you find the training process/program effective?  If yes, please let us know what you thought worked well.  If no, please let us know what did not work well, why, and provide suggestions that may improve the training process/program.  
_______________________________________________________________________________________
_______________________________________________________________________________________



_______________________________	_____________	_________________________________	____________
Supervisor	       Date	Trainee			        Date
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