Supervisor Guide

Navigating People Admin for the Annual Performance Review
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Supervisor Action Items

 Review employee self evaluation
« Complete supervisor evaluation

* Schedule a face-to-face with individual to discuss the
evaluation
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1 https://jobs.usnh.edu/hr

Once your
direct report
completes
their review
you will be
sent an email
indicating you
have action
items in
Performance
Management.

University System
of New Hampshire
P 2 L B e —

USNH Employees click
here to login.

USNH employees: Use the link ABOVE 10 10y u1 usin
passwort d.

Guest User Login Only:

Click here to
login using
your
myPlymouth
username
and
password.
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https://jobs.usnh.edu/hr

Under the three blue dots, click on Performance Management

[ o \lexander MyProfile Help  logout

£ Hire
4D Positions
Performance Management
My Filled Postings
astin, sers i ing Proposals | Position Requests | Special Handling Lists -

Last 30 days

Average days your
inbox tasks wait

Postings | Hiring Proposals | Position Reguests
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Performance Management Homepage

Personal

review

To see an
entire list of
direct reports

progress, go to

“ My

University System
of New Hampshire

My Reviews

My Employees’ Reviews

Empl oyee’ s

Revi

e WS

Home (2 Performance ~

Welcome to the Employee Portal, Caryn Ines

Your Action Items

Go to University System of New Hampshire HR Site  PeopleAdmin

Hello, Caryn Log Out

Once your
direct report
completes their
self evaluation
you will see a

Search:

- — task here for

i i you to begin

PSU Annual Review 1.26a for Caryn Ines Employee Completes Self-Evaluation n/a Available you r port|0n Of
PSU Annual Review 1.26a for Karen Schaffner Supervisor Completes Evaluation n/a Available the reVIeW

Showing 1 to 2 of 2 entries

Click the item

to go directly to
the evaluation
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Review the _i_‘d

self review

Overview

Supervisor Review

Il vi dual
Self Review

Progress Notes

History

Complete the

performance and

My Reviews

My Empiloyees’ Reviews

development section

Select the category for

overall performance

Provide answer for

recognition pay.

Employee Performance & Future Development

Slease provide any insight, comments, or feedback on employee’s performance and future
development.

Overall Performance

EXEMPLARY: Has exceeded normal responsibilities and expectations and has demonstrated a commitment to PSU
that has moved the institution forward in support of its mission and strategic plan.

SATISFACTORY: Has performed at an acceptable level and has fulfilled his/her basic responsibilities for the year.

UNSATISFACTORY: Has not met minimum duties and expectations and a Performance Improvement Plan will be
developed. Please contact your HR Representative to start improvement plan process.

* Rate the employee’s overall performance over the last year

Please select Y

Recognition Pay

C¢
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Supervisor Review for Joye Cushing

Please complete supervisor evaluation.

Supervisor Evaluation ttachments )

Required fields are indicated with an asterisk (*). 45 Check spelling

Employee Performance & Future Development

* Please provide any insight, comments, or feedback on employee’s performance and future
development.

Overall Performance

EXEMPLARY: Has exceeded normal responsibilities and expectations and has demonstrated a commitment to PSU
that has moved the institution forward in support of its mission and strategic plan.

SATISFACTORY: Has performed at an acceptable level and has fulfilled his/her basic responsibilities for the year.

UNSATISFACTORY: Has not met minimum duties and expectations and a Performance Improvement Plan will be

Aevelnnen

— _
Print

Save Draft

Complete U

Attachments accepted!
Spell check tool!
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Save, Save, Save!

Save frequently! Once finished with the
review please use the complete button

to send the evaluation to your direct
report.

Once you have clicked complete your employee will receive
notification and will be anticipating a face-to-face discussion.
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e Schedule face-to-face with individual

e “"Compl ete”™ supervis
are ready for the individual to have
access to It.
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Navigate to the home screen

Go to University System of New Hampshire HR Site  PeopleAdmin

University System
of New Hampshire

Home (2 Performance ~ Hello, Caryn  Log Out

Welcome to the Employee Portal, Caryn Ines
My Reviews

Your Action Items

My Employees' Reviews

Search:

ltem Description Due Date

-~ v

PSU Annual Review 1.26a for Caryn Ines

n/a Available

PSU Annual Review 1.26a for Karen Schaffnel Evaluation Review Meeting

gli-Evaluation n/a Available

View

Showing 1 to 2 of 2 entries

Click on “Evaluation Revi e
to acknowledge the face-to-face
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Enter any post meeting comments here Acknowledge the face-to-face
meeting here

Comment #c Check spelling

~ Return ~ Acknowledge

N \

e,

Plymouth State

UNIVERSITY



At this point, if both you and the employee are in
agreement with the review, the employee will
acknowledge the review rendering it complete.

If the employee disagrees with any portion of the review,
they are expected to discuss the matter with you and

provide justifying information. They can then return the
review to you for adjustment.
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Navigation Tips
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Go to University System of New Hampshire HR Site  PeopleAdm

University System

of New Hampshire
/ ¢ l Home (2 Performance ~ Hello, Caryn Log O

My Reviews Reviews Dashboard

My Employees' Reviews

Group

Reset =~ Program None ~ Employee Name Q by: Program ~ Advanced
NOTE: This
screen will
show the I\ CWIUEE Sl Not Started () In Process §) Complete () Disputed )
reviews for
your direct Last name First Name Anniversary Date Progress Program Score

reports and the
status of the

PSU Annual Review 1.26a ©

review.

Smith Jennifer 2014-01-22 o [} PSU Annual Review 1.26a
Step lisin
green as it Alexander Christine 2017-11-27 o [} PSU Annual Review 1.26a
has been ﬂ Schaffner Karen 2013-12-09 1/6 m@ PSU Annual Review 1.26a
completed
0 thpe Plante Patrice 2007-09-17 o [} PSU Annual Review 1.26a

y

Employee. Cushing Joye 2013-04-14 s () PSU Annual Review 1.26a
Click on Normandin Denise 2014-02-10 o [} PSU Annual Review 1.26a
Empl oyee’ s
name to Ines Caryn 2016-01-01 0/6 [D PSU Annual Review 1.26a
open View Crawford Erica 2016-11-16 0/6 [I] PSU Annual Review 1.26a

Previous Next
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1%5/17/2021

£l i 7 Go to University System of New Hampshire HR Site  PeopleAdmin
University System

of New Hampshire
('/ A Home (2 Performance ~ Hello, Caryn  Log Out

Karen Schaffner

Task Task Owner Date Opened Date Completed Due Date PSU_ Annual
Review 1.26a
Supervisor: Caryn Ines Employee Boview Status:
Position Description: SR HUMAN 1 Completes Karen 2018-01-29 Open |
RESOQURCES ASST-PSU Self- Schaffner ;
Evaluation Review Type:
Department: PSU Human Annual
Resources  [PFHROX] Supervisor
Comp Caryn Ines Program
\ LDervisor .
Evaluation Timeframe:
Overvien 01/24/18 to -
Evaluation Bariiises
3 Review ry LASEUpdated: Click on the
| Supervisor Review Meeting RHRENESO! January 29, 2018 _
14:46 Supervisor
e Ry e v Karen Last Completed Completes
elf Review 4 Acknowledges .-~ m—
’ ep: Employee ;
Evaluation
Completes Self- E_Valuatlon
Progress Notes S -
econd. Level o Evaluation Link.
Supervisor )
i 5 Co-reviewer: Add
History Approves R
co-reviewer
Evaluation . =
My Reviews Karen
HR Review
6 Schaffner
My Employees' Reviews
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16/17/2021

There are several ways for you to search within the Reviews Dashboard.

University System
of New Hampshire

My Reviews

My Employees' Reviews

Go to University System of New Hampshire HR Site ~ PeopleA

Home @1 Performance ~ Hello, Caryn Lo

Reviews Dashboard

Group

Reset = Progran None ~ Employee Name Q B Supervisor Advanced
None
Program .
NSRRI Sl Not Started ) In Process ) Complete ) Anniversary Date  ted (B
Reporting Org Unit
Last name First Name Anniversary Date Progress Supervisor Score

Donald Birx ©
Ines Caryn 2016-01-01 0/6 [F_] PSU Annual Review 1.26a
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e Set goals
e ACt NnOW
e See results
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