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weekly progress log
	



Week of:  FORMDROPDOWN 
      , 20      
Name:       
Job Position:       
WEEKLY GOALS

	     

	

	

	

	     


COMPLETION OF TASKS (Attach Evidence) (50 points):

	Task Assigned
	Completion
	Comments

	
	 FORMCHECKBOX 
 Finished  FORMCHECKBOX 
 Partial  FORMCHECKBOX 
 Not Finished
	

	
	 FORMCHECKBOX 
 Finished  FORMCHECKBOX 
 Partial  FORMCHECKBOX 
 Not Finished
	

	
	 FORMCHECKBOX 
 Finished  FORMCHECKBOX 
 Partial  FORMCHECKBOX 
 Not Finished
	

	
	 FORMCHECKBOX 
 Finished  FORMCHECKBOX 
 Partial  FORMCHECKBOX 
 Not Finished
	

	
	 FORMCHECKBOX 
 Finished  FORMCHECKBOX 
 Partial  FORMCHECKBOX 
 Not Finished
	

	
	 FORMCHECKBOX 
 Finished  FORMCHECKBOX 
 Partial  FORMCHECKBOX 
 Not Finished
	

	Manager’s Signature:


EMPLOYEE PERFORMANCE AND ATTITUDE:

	Unacceptable
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Superior

	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4
	 FORMCHECKBOX 
 5

	Comments:       

	Areas noted in need of immediate improvement:       

	Evaluator:  
	Date:  


ABSENCES, TARDIES, WORKPLACE ATTIRE (60 points)

Absences, Tardies, & Workplace Attire 




 FORMCHECKBOX 
Perfect Attendance
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	 FORMCHECKBOX 
 Absent

 FORMCHECKBOX 
 Tardy

 FORMCHECKBOX 
  Inappropriate
	 FORMCHECKBOX 
 Absent

 FORMCHECKBOX 
 Tardy

 FORMCHECKBOX 
  Inappropriate
	 FORMCHECKBOX 
 Absent

 FORMCHECKBOX 
 Tardy

 FORMCHECKBOX 
  Inappropriate
	 FORMCHECKBOX 
 Absent

 FORMCHECKBOX 
 Tardy

 FORMCHECKBOX 
  Inappropriate

 FORMCHECKBOX 
  Professional Dress
	 FORMCHECKBOX 
 Absent

 FORMCHECKBOX 
 Tardy

 FORMCHECKBOX 
  Inappropriate

​​​

	In agreement with Manager’s evaluation of this employee:   FORMCHECKBOX 
 YES      FORMCHECKBOX 
 NO

	Comments (if NO):       

	HR Evaluator:       
	Date:  
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