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Creating the Performance Management Plan - Supervisor Instructions 

When the performance management site goes live, you will receive an email to begin the process for each 
employee. This will give you the link and you can use single sign-on. Link below: 

https://jobs.stonehill.edu/hr/login 

Ask your employee to complete the Job-Related Performance Goals and Professional Development 
Objectives Form. You will use this information in the first step of the performance management process by 
copying and pasting from this document. Detailed instructions below. 

 

Click on 3 dots in upper left corner, and select “Stonehill Employee Performance Portal” 

 

 

 

 

 

 

 

 

https://jobs.stonehill.edu/hr/login
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You will land on this page. You should see all employees reporting to you. Click on one of your employees. 

 

 

Your next landing page is the beginning of the performance planning program. You can see there are three 
tabs: 1) Core Values; 2) Job-Related Performance Goals; and 3) Professional Development Objectives. 

Core Values - Review the core values with your employee. You also have the option to print under 
“Actions”. Do not click “Complete” this - will show the document as completed before you have had a 
chance to go to the other two tabs. 

 

 

 

From here you can add a Co-reviewer: 1) Click on “Add a Co-reviewer”; 2) Type in a name; 3) Select the radio 
button next to the name; and 4) Hit “Save”. 
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You can now see that the Co-reviewer is to the right. If you make a mistake just click the trash can and start 
again. 
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Next, go to the “Performance Goals” tab and enter the goals you set with your employee by copying and 
pasting from the employee completed Job-Related Performance Goals and Professional Development 
Objectives Form. 

Enter the goal description and the timing (when you expect the goal to be completed). 

 

 

Then enter the resources needed, if any, and the Expected Outcome. 

 

You can continue to add entries by clicking the “Add Entry” button. At any point you can “save draft” if you 
need to stop and come back. 
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Once you have entered all of the Job-Related Performance Goals, hit “Next” and you will be brought to the 
Professional Development tab. 

 

 

Type in the Professional Development Objectives, as you did the Job-Related Performance Goals above. 

 

You can continue to add entries by clicking the “Add Entry” button. You can also save a draft at any time. 
Once you have completed all Objectives, click “Complete”. The dialogue box will appear. If you are ready, 
click “OK”. 
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You will receive the message that the plan is complete. If you scroll down you will see the entire plan: Core 
Values, Job-Related Performance Goals, and Professional Development Objectives. 

 

 

 

Under “actions” you now have the option of printing, revising or copying.  

 

Next, select “Overview” on the left bar and you will see each step in the process. The first step shown will 
be green to reflect completed with the date. 
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Once you have met with the employee, select step 2 “Supervisor/Employee meet to Review the Professional 
Development Plan”. Following the meeting, click “Complete”. 

 

 

 

The next step is for the employee to accept the plan. They can also add comments. 

 

 
The planning phase is now complete. 

Throughout the performance plan year, you and your employee can enter progress notes into the plan. 
These might include accomplishments, goals achieved or areas for improvement. When you log in, you will 
see the tab for “Progress Notes” on the top. See additional instructions below. 
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Mid-Year Monitoring - Supervisor Instructions 

Throughout the performance plan year, you can enter progress notes into the plan. These might include 
accomplishments, goals achieved or areas for improvement. When you log in to this phase of the process, 
you will see the tab for “Progress Notes” on the top. Click on this. 

 

 

Next click on “Create Progress Note”. 

You can select the following from the drop down menus in each box.  
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You have the option to share the note with the employee and/or a co-reviewer and/or add an attachment. 
Once you have completed this step click on “Create”. 

 

 

 

“Create” will bring you to the page below where you can see the title of the note, whether or not it was 
shared, who authored it and the employee you noted progress on. Attachments would also show up here. 
You can also create additional progress notes here. 
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You can get back to the employee’s performance plan by clicking on “Home” or “My Employees’ Reviews” 
and selecting the employee’s name. 

 

 

 

 

Once you have met with the employee and discussed their progress, you can “Complete” the Mid-Year 
Monitoring Step.  

 

 

The mid-year monitoring phase is now complete. 
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Final Performance Review - Supervisor Instructions 

The employee will complete the self-evaluation as the first step in the final review process, which will 
trigger an email to you to begin the final evaluation. The first step is to review the Core Values. You can type 
in a comment or example of how the employee achieved each Core Value. You will also choose a rating in 
this area as well: Exceeds Expectations, etc. Then click “Next”. 

 

 

 

After clicking “Next” you will land on the Job-Related Performance Goals page. Here you can choose the 
rating and provide comments, if any, on each goal. Again, click “Next” to get to the Professional 
Development Objectives section. 
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After clicking “Next” you will land on the Professional Development Objectives page. Here you can choose 
the rating and provide comments, if any, on each objective. Again, click “Next”. 

 

 

 

You will see that the “Supervisor Evaluation has been marked as complete”. Here you can see the entire 
final review for you to print if you like under “Actions”. 
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The next step in the process is to meet with your employee and discuss the final review. Once you have 
completed the meeting, simply click on “Complete”. This sends the final review to the employee to make 
comments and acknowledge it. 

 

 

 

You can return to the home page and see the status of all of your employees. 

 

 

The process is now complete! Congratulations! 
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Downline Access to Reviews in Your Organization - Supervisor Instructions 

A Supervisor who has other supervisors reporting to them can see the reviews of all employees within their 
organizational structure. 

Log in (single sign on) 

Select “Stonehill Employee Performance Portal” 

 

 

 

All employees reporting to you will appear. To see the employees reporting to those who report to you, 
click on my “My Employees’ Reviews” on the left tab. 
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Now you will see all employees in your organization. Then click on “Advanced” and search by Supervisor 
name. 

 

 

Select Supervisor of the staff you would like to view. 

 

Now you will see the staff that reports to the Supervisor you chose. This shows you the progress in the 
process. 
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You can see the progress here. In this case, no steps have been completed so you cannot view the plan, 
supervisor evaluation, or self-evaluation. 

 

 

When each step of the performance review is complete, the number will turn green. At this point, you can 
view the Plan, Supervisor Evaluation, and/or Self-Evaluation as they have now become active in blue. The 
link to these steps is now live. 
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For example, if you click on “Supervisor Evaluation” you will see the entire review. 

 

 


