Complete a Core Performance Review Leader-Assessment

Questions?

Participating in the Performance Review Cycle Please call x63343

Steps Required to Complete a Review

U You will receive an email when an employee completes their self-assessment.
Rate your employee against all performance competencies in LearningEdge.

Save your leader-assessment.
Meet face-to-face with the employee to discuss their performance.

Make any edits to the review.

o O 0O O

Finalize the review.

Important Information:
Please note that the comment section in each competency is a required field. The Next button for
submission will only be activated once the ratings and comments sections are completed.

There will be alerts in Onelink for Probationary and Performance Reviews.

The Probationary alerts will be removed once the probation period has ended.

A Performance Review certification will also appear in the employee’s Current Learning.
Both the certification and Onelink alerts will be removed once the review has been finalized.
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Performance Reviews Requiring Action Are Displayed in OnelLink
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Complete a Leader-Assessment in LearningEdge

1 Clickthe Menu — My Team

Learning
/7 Edge

# Home Browse

e Me

sk MyTeam

2 Click on the Go To link below the employee’s name and click on Reviews.

Direct Team Person

Acting as - Russell Roth (Proxy: Julie Bernal)

’ UPCOMING OVERDUE
Julie Bernal @

Organizational Development Assistant
Parkwood Institute Mental Health Care Building, (GMT-06:00) O 1 1
Central Time (US & Canada) : 7:04 AM

I Goto I

QY Filters v

APPROVAL

Plan ‘b

lal Development Assistant
Profile ftute Mental Health Care Building, (GMT-05:00) 0 6
) 5 US & Canada) : 8:04 AM
Certifications

| Completed Learning

g @

Courses earning & Curriculum Development
ftute Mental Health Care Building, (GMT-05:00) 0 6 0
Guricila Us & Canada) : 8:04 AM
— Order History
ntor @
Reviews
=Hlute Mental Health Care Building, (GMT-05:00) 0 5 0
ROk SorormrwwenUS & Canada) : 8:04 AM
Gotov

3 Click on the Reviews box to view in-progress and completed reviews.

ACTIONS v |

Leamning & Certifications Reviews

@ Profile O

* InProgress. 8 || «moogesseviews 1
my min
® Cumpleted Leaming « Completed 72 | | o completed eviews 1
= Pending action n

€D Order History

R Coliections (1)

Reviews Y Filters A

TYPE REVIEWS

STATUS

REVIEWEE

[ Reviews [~] [

DUE DATE ON OR BEFORE

DUE DATE ON OR AFTER

ACTIVE YEAR FROM

ACTIVE YEARTO

5 Plan = To-DolLists

\ [&] | EIN & | 8]
CLEARFILTERS |
[ nave | prosress ouE [ acrions |
;ﬂ;{;’;’z‘a Core Performance Review Cycle Bg- - et
sEEE ==

Julie Bemal
@ Off Cycle Job Start Date - Core Performance - V2
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On the Progress column, the numbers represent the steps and status of the review. Hovering over these

steps will show a description of the status.

83 days past due
COMPLETE THE REVIEW

Acting as - Russell Roth (Proxy: Julie Bemal)

v | © Comerstone sabs x4+ - a8 x
<« C R o6 _spf/CAT: ontext%3D! afit.. Bt ¢= @ - @t
© | @PlsseSignin @ NewsYouCanUse.. @ OrganizationsiDev.. @ eleaming Team -.. 77 @ StlosephsHeath., [ Resource Schecule.. @3 LeomingEdge @ eleamingTeam-.. @ FieSafe @ InronetContent £ J Parking [ Epay (0 LeamingEcige Trin >
+ EEN ()
At
& @ ol \)fg»v:;’
® Completed Learniny u Brogeess 4 J
o, " ° * Compieted 7 1
« Pending action n
£ orderHistory
R Collections (1)
Reviews | Y Fitters A
TvpE REVIEWS STATUS REVIEWEE
[Reviews -] v v
DUE DATE ON OR BEFORE DUE DATE ON OR AFTER ACTIVE YEAR FROM ACTIVE YEARTO
[ 8] a 8 [
CLEARFILTERS APPLY FILTERS
[ ame | Procsess ouE [ acmons
Jule Bemal 0402026
@zmzmCo.epmmmeviewcme s -

VIEW REVIEW

@«\ oy Jobstartate - e Bemal
:/ Due date 04-JUL-2026
[ Julie Bemal : KrstnaPaule
(@) wiSsiemosmsn- R o [ vewrevew |
| Contact | Help | About Copyr
e, B Qs = ~ e sam N
Color coding:
Blue — means that the review is pending completed at that stage
Red — means that it is overdue at that stage
Green — means that the stage has been completed
Click on View Review or Open to open the form.

Julie Bernal

© Frofile

Learning & Certifications

Reviews

® Completed Leaming 2-0::?::: 7: :
« Pending action 1

£ order History

R collections (1)

Reviews Y Filters A

TYPE REVIEWS STATUS REVIEWEE

Reviews v

DUE DATE ON OR BEFORE DUE DATE ON OR AFTER ACTIVE YEAR FROM ACTIVE YEARTO

= B = 8

NAME PROGRESS DUE

Ba: - 04-JUL-2026

Jule Bemal
@ 2027-2028 Core Performance Review Cycle 83 days past due

+ 2 o2 &

/) Juie Bemal
\\Q Off Cycle Job Start Date - Core Performance - V2

&5 Plan = To-Do Lists

CLEAR FILTERS

APPLY FILTERS

ACTIONS

VIEW REVIEW
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6 Click on Open.

Acting as - Russell Roth (Proxy: Julie Bernal)
Open the form, complete it, and then submit it

Review period 17-JUN-2026 to 18-JUN-2026

Reviewee
Brittany Farwell OPEN

Specialist, eLearning & Curriculum
Development

DETAILS  INSTRUCTIONS  TIMELINE
Reviewers Rating

Russell Roth (Me, Review Owner)

Manager, Organizational Development Not available
Brittany Farwell (Reviewee)
Specialist, eLearning & Curriculum Development 4 3.69- 4-Above Standards

7 There are three sections on the review form: Core Skills - Section 1, Core Skills - Section 2 and

Development Plan. You can use turn on the Guided Mode to show each competency on a page. There is no
need to scroll if the guided mode is on.

O tsemam emwl

D . o . s | O o .
o " Skills - Sect O Development Plan
‘Acting as - Russell Roth (Proxy: Julie Bemal)

Ratings:

Accountability*

Takes responsibiity for actions, not blameful of others for mistakes, responds and adjusts behaviour when iss

ololololob

Brittany Farwell

4 - -Above Standards

test

IMPORTANT: Please note that the comment section in each competency is a required field. The Next
button for submission will only be activated once the ratings and comments sections are completed.

You are not required to complete the full assessment at one time. If you wish, you can save your work and
return later to edit/complete.
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8 Once all competencies and comments sections have been filled out, click Next at the top of the page.

16-5EP2026

Retings:
cven emendpracice
ot and presents leaming
Accountability*
Takes esponsibiy for actons for mistakes, : pointed out

OOOOQ ==

Britany Farwel

4 4 shbove Sandands

test

9 A page with the overall ratings will be displayed. If you
you can click on the Review Form button.

need to review the form to make changes or edits,

— Learning
== Edge

i Browse

Acting s -Russell Roth (Pronxy: Jule Bemal)

© i | X

Reviewers Rating

Leaming Catalog v Entertext 1o search. Q = n °

Overall ating

Do you want 1o override the overall rating? | YES

3 244-3-Mests Sandads

4 4= 4-above Standards

Enter overridden comments

0le]o] : oI e

‘Submitting the form will send f 1o th fol

Kim Reid
Organizational Dev.

lowing partcipant

10 Meet face to face with the employee and discuss the Performance Review.

11 Return and make any changes to the competency assessments.
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Finalizing the Performance Review

1 Following the face-to-face meeting, return to the employee profile (as above, make any updates to the

performance review and preview the review)

2 Click Release button. This will then be sent back to your staff member to Finalize.

i Browse Leaming Catalog v Enter text to search.

— Learning
= Edge

‘Acting as - RussellRoth (Prosy: Julie Bemal)

Reviewers Rating

4 4~ 4-Above Standards

3 244 3Meets Sandads

Overall rating 4 4= 4-Above Standarts

00 you want to override the overall ating? | YES

ololel - o

Enter overridden comments

‘Submitting the form wil send t 1o the following participant

Printing the Performance Review

As the leader, you can export and print the form to PDF by clicking on More Actions (three dots beside the

Guided Mode toggle) and then Export PDF

Leamning Catalog v Enter text to search.

Review period 14-JUN-2026 to 15-JUN-2026

DETAILS  INSTRUCTIONS  TIMELINE

Reviewers Rating

4 4- 4-Above Standards

3 3.44- 3-Meets Standards
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