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Introduction
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 It is now time to begin the Year End (Annual) Review. Employees will start the 
process by completing their Self-Evaluation. In order to provide more time for 
self-evaluations, we have moved the due date to April 15th.

 Supervisors, if you haven’t already chosen a multi-rater, you may do so at this 
time; however, the use of multi-raters is optional.  If you choose to use one, it is 
important that you use their input effectively.  Remember, you are not to tell 
the employee the name of the multi-rater. 

 Once the employee has clicked “complete”, the supervisor will have access to 
both the employee’s self-evaluation and the multi-rater’s input (if applicable). He 
should then complete his/her evaluation of the employee.  The supervisor will 
rate each competency and goal, along with providing comments/examples 
under the core competencies and the goals.  

 Once completed, the Second Level Supervisor will review the evaluation to 
insure that the system was used properly. If the supervisor needs to make a 
change in the evaluation, he should ask the second level supervisor to click 
“Return” so he will have access to make those changes.

 Once approved by the Second Level Supervisor, the supervisor can schedule a 
Performance Review Discussion with the employee.  



Self-Evaluation
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 The self-evaluations should be completed by 

April 15th.

 The following slides will review the process of 

logging into the system, accessing the 

evaluation, and completing it.



Logging in
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Log in to PeopleAdmin: https://jobs.shawnee.edu/hr/ Your login 

should be the same as the one you use to log into your computer.

https://jobs.shawnee.edu/hr/
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Click on the “Performance module” in the upper right corner.



6

To enter the Employee Portal, click “Go to Shawnee State University 

Employee Portal” in the Performance Module.
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To log into your self-evaluation, click on “My Reviews” at the top left hand 

corner. Complete your own self evaluation first; your supervisor will be 

asking you for it.  It will also remind you to check on your employees 

progress with their self evaluations.

To access your employee’s reviews, click on “My Employees’ Reviews”.



The first tab will be “Core Competencies”,  where you will see the competency 

listed, a definition of the competency, and then behaviors or actions that will be 

seen if your employee is applying that competency in his/her work.  You will be 

rating the employee on each competency using the rating scale on the following 

slide. If the rating is above or below  a “Meets Performance Expectations”, 

you must add comments regarding performance in the critical areas.

Be sure to save your work often!



SSU’s Rating Scale
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 Outstanding Performance (O) – The employee’s performance significantly and consistently 

surpassed job performance standards and requirements in all areas of responsibility when 

measured by quality, quantity and value to the university. Demonstrated a personal commitment 

to a high level of performance and results, even under challenging work goals.  Examples are 

required to support your rating 

 Exceeds Performance Requirements (E) – The employee frequently demonstrated performance 

beyond job requirements in essential areas of responsibility and/or made contributions well 

beyond job demands. Took initiative in development and implementation of challenging work 

goals.  Examples are required to support your rating 

 Meets Performance Requirements (M) – The employee’s performance was steady and reliable, 

and consistently met the performance expectations of a fully qualified and experienced person in 

this position. Errors were minimal and seldom repeated. Required normal supervision and follow-

up and almost always completed work on schedule. 

 In Development or Needs Improvement (NI) – The employee’s performance is still developing 

and/or did not consistently meet the requirements of the position in essential areas of 

responsibility. A performance improvement plan (PIP) may be required. Examples are required to 

support your rating 

 Unsatisfactory Performance (U) - The employee’s performance was consistently below the 

requirements of the position in essential areas of responsibility or the employee failed to make 

reasonable progress on a performance improvement plan. A performance improvement plan (PIP) 

must be established.  Examples are required to support your rating 

 New (N) (Too New to Evaluate) (Developing in a new position held less than 6 months.) 



Once you have completed the “Core Competencies”, click the second tab to 

access the goals. You will again enter examples. If you did not meet with your 

employee to set goals, you will leave this section blank.  If you did meet 

with your employee to set goals, you will now be rating the employee on each 

goal.  If the rating is above or below a “Meets Performance Expectations”, 

you will add examples in the comments section.

Once you have completed the evaluation and are ready for it to be 

reviewed by the second level supervisor, click “Complete”.



This is the most important part of  the process!

Supervisor/Employee Performance 

Review Discussion
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Performance Review Discussion
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 Before meeting with your employee, be sure to 

review the action items from the “Coaching” 

training and prepare what you need to say.

 “Marginal employees” should be put “on notice” 

for improvement.  Be sure to let them know your 

expectations.  You should contact  HR for help.

 Remember, out of your meeting with the 

employee, you should be able to set SMART 

goals for them for the 2016-2017 performance 

year.



Questions
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 General questions such as “who do I talk to 

about…?” can start with Megan Ketter at 

mketter@shawnee.edu (3167) 

 If you have questions/concerns about the lack 

of goal plans or discussions, contact Dave 

Zender at dzender@shawnee.edu (3398)

 If you have questions about the system, 

contact Janet Zender at 

jzender@shawnee.edu
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