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Complete a Core Performance Review Leader-Assessment 
 

Participating in the Performance Review Cycle  

Steps Required to Complete a Review 

 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. 

 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.  

 

 

 

 

 

 

 

 

 

 

Questions? 
Please call x63343 

! 
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Performance Reviews Requiring Action Are Displayed in OneLink 
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Complete a Leader-Assessment in LearningEdge  

1 Click the Menu – My Team 

 

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

 

3 Click on the Reviews box to view in-progress and completed reviews. 
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4 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. 

 

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 

5 Click on View Review or Open to open the form. 
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6 Click on Open. 

 

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. 

 

Guided Mode: 

 

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. 

 

 

9 A page with the overall ratings will be displayed. If you need to review the form to make changes or edits, 
you can click on the Review Form button.  

 

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. 

  

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 

  


