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UMB Performance Management Program
Evaluation Form Instructions for Staff
This document in its entirety is guidance. It is not intended to replace existing policies, procedures, practices, or MOUs.
The Performance Management Program (PMP) is UMB's formal, annual process for employee
evaluation and development. Participating in the PMP process is a critical responsibility for
every supervisor, and it is expected that an evaluation be completed at the end of the
performance cycle for each eligible employee. By using the process, employees are clear about
goals, objectives, and expectations that are essential to an employee’s development and overall
success.
Performance Performance Mid-Cycle Review Performance Performance
Employee Class Planning Feedback and Evaluation Evaluation
Phase 1 Development Phase 3 Due Date
Phase 2
Non-Exempt May 15— May 31% Ongoing October April 177 - 30" April 30™
Exempt June 1% — June 30" Ongoing November 30th April 1% = June 1% June 1%
The electronic performance evaluation forms will be available through the online portal
below:
e Human Resource Services (HRS)-Employee and Labor Relations (ELR) website:
e UMB Performance Management Program
o HR widget on myUMB labeled UMB PMP Evaluation Form
o Preferred web browsers: Edge, Chrome, Firefox
Tools and Resources:
e Tools and resources will be available at the HRS-ELR website
UMB Performance Management Program link.
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https://www.umaryland.edu/hrs/performace-development/
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fr20.rs6.net%2Ftn.jsp%3Ff%3D001zQ-9oeTdk53_L1U3FjkseqvhejhrG8m2Qj32WJ4SAMFTNk2dJozG9vRCyuvoGgV8VGNeXvom5cxJQO_hotpTeO-9QcdpXR8kiyrzSRlEJuZrZQOWSbposPuHb88SE4-BuQtRgG7n1UW3ERGIX3xdDQ%3D%3D%26c%3DEPBSQXtuvWu7mpSpYkNQP1BaTkinFr5EkP0ZVICQJw0YFGmLfFWN5w%3D%3D%26ch%3DV4UaoPipkS_IIC9s0b9U3RThivslB17VYvdaI_Aot2xSac8YLL_75w%3D%3D&data=05%7C01%7Cmarina.sevdalis%40umaryland.edu%7C626fd33bfafb440aeaf008db2f8449a1%7C3dcdbc4a7e4c407b80f77fb6757182f2%7C0%7C0%7C638156017442459532%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ZnGad3afXtJLDz8bt6UZhCLjWJkeTXREjkqMytcq%2B3U%3D&reserved=0
https://www.umaryland.edu/hrs/performace-development/

Performance Management Program Platform

Using their UMB username and password to log-in, employees will be directed to the Landing
Page of the Performance Management Platform.
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The Performance Management Program (previously known as the PDP) is UMB's formal process for employee evaluation and development. Participating in the PMP process is a critical
responsibility for every supervisor, and it is expected that an evaluation be completed at the end of the performance cycle. By sing the process, employees are clear about goals,
objectives, and expectations that are essential to an employee's development and overall success.

Al people thrive, belong, and contribute wholly to the mission, vision, and values of the institution.

UMB Core Values

Respect and Integrity

We value each other and hoid
ourselves accountable for acting

Well-Being and Equity and Justice

Sustainability We embrace and are commiltted to
We care about the welfare of our diversity, and we value inclusive and

Innovation and Discovery

We imagine and explore new an
improved ways to accomplish our
mission through education,
research , clinical care, and service.

ethically and transparently using
‘compassion and empathy.

people, planet, communities, and just communities. We oppose racism
[ and oppression in all their forms.

At the University of Maryland, Baltimore, our core values demonstrate what we stand for and serve as a guide to how we behave. By acting on our core values, using
them to guide our everyday interactions, we make UMB a place where everyone feels welcome, has a sense of belonging, and is supported to succeed.”

- President Bruce E. Jarrell, MD, FACS

Employees will then have an opportunity to review the UMB Core Values. To access the portal,
employees will check the box and select the “Click Here” button.
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Accessing Historical PMP Documents

From the Dashboard, employees can access their prior PMP evaluations by selecting My
Evaluation Profile.

Dashboard

My Evaluations (0)

© My Evaluation Proflie

My 2024 - 2025 Annual Evaluation 2024 - 2025 Annual Evaluation Status 2024 - 2025 Sell-Evaluation 2025 - 2026 Operational Objectives and Goals

Not available yet 2024:2025 Self Evaluation Form (optional) o Obj (not ¢ by your ey

Leaming Goals (nol completed by YOUr SUDENVISor yet)

Supplemental Goals

Once selected, a new window will display showing available PMP documents starting with the
2022 — 2023 cycle.

Jane Smith— Employee Profile

I

Supervisor: Sunday Jones
= Dept: HRS
= Email: jane.smith@umaryland.edu

Employee Evaluation History

2023 — 2024 Annual
2022 — 2023 Annual

Self-Evaluation History
2024 — 2025 Self-Eval
2023 — 2024 Self-Eval
2022 — 2023 Self-Eval

Mid-Year Evaluation History

2024 — 2025 Mid-Year
2023 — 2024 Mid-Year

Goals

Year: 2024 — 2025:
* Goal: Xx00¢ X0000¢ XXKXX XXHNXX XKKXX
*  Goal: Xxax 300060 XXKXK XXHAK XKXXK

Objectives

Year: 2024 — 2025:
* Operational Objective: Xxx Xxx 3600 XXXXX XXXXX
* Operational Objective: Xxoc X300 30000¢ X000 300060
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Optional Self-Evaluation Form

Employees can complete a self-evaluation in the evaluation platform should they choose to do

so. If an employee would like to complete a self-evaluation, they can access the evaluation
through the My Evaluations tab.

To access the optional Self-Evaluation, employees will select the 2024 — 2025 Self-Evaluation
link from their Dashboard.

Dashboard

My Evaluations (0)

€) My Evaluation Proflie

My 2024 - 2025 Annual Evaluation 2024 - 2025 Annual Evaluation Status 2024 - 2025 Selt-Evaluation 2026 - 2026 Operational Objectives and Goals.

Mot available yet 20242025 Solf Evaluation Form joptional) o Obj (not ¢

by your yel)

Leaming Goals (nol completed by YouUr SUDEVISor yet)

Supplemental Goals

Once selected, the employee will be directed to the evaluation and complete each screen
making sure to select Save before moving forward.

Self-Evaluation Employee Information

Employee Last Name Employee First Name Mi

Employee ID#
Smith Jane 012345
Job Title School/Division Department
Specialist, Employee Rel Sr v Human Resources
Do you supervise other employees? Type of Evaluation Period Covered
OYes ONo Annual 2024 - 2025
Supervisor of Record: (Last Name, First Name) ) Supervisor of Record EMPL ID Supervisor of Record Email Address Supervisor of Record Ext
Jones, Sunday 012346 sunday.jones@umaryland.edu 410 706 7302
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Fields that are greyed out will have pre-populated information. Areas that are not greyed-out
will need to be completed.

Employees will move throughout each screen by selecting the Back and Next buttons.
Employees should select Save at the bottom of each screen before moving on to the next screen.

Self-Evaluation Employee Information  Operational Objectives Competendies Leaming Goals and Development Plans  Summary of Overall Performance  Review

Employee Information updated successfully.

NOTE — Operational Objectives and Learning Goals that were created with their Supervisor during the
Planning Phase and entered into the electronic platform will auto-populate on the respective Operational
Objectives and Learning Goals screens. Employees should review the auto-populated content to ensure the
accuracy and familiarity with the content.

Once completed the self-evaluation, employees will review and submit.

Click here to submit your self evaluation to your direct supervisor

Submitted self-evaluations will be available for the supervisor to review.

Performance Evaluation Form

To access their evaluation, employees will select the Dashboard link from the Landing Page.

e —
Dashboard

My Evaluations (1)

€) My Evaluation Profile

My 2024 - 2025 Annual Evaluation 2024 - 2025 Annual Evaluation Status 2024 - 2025 Self-Evaluation 2025 - 2026 Operational Objectives and Goals
- - - o 4 if Evalt Form foptional)
2024-2035 Soif Evaluation Foan ) )
My 2024-2025 Annual Evaluation Review and Signature Required Operational Ob

Learning Goals

From the Dashboard link, employees will select the My Evaluations tab to select their “My
2024 — 2025 Annual Evaluation” for review.
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Once “My 2024 — 2025 Annual Evaluation” is selected, employees are directed to a new screen
to review the evaluation completed by their supervisor and/or rating official.

Jane Smith

B Tmpiopes normeton. () Opevstors Obpectves. ) Competercess () Lissmang Gossin, sned Devesiopemesnt Plars. () Summany of Oversll Periormasncs ) Roview Pt

Employees should be evaluated on perf = from Apeil 1, 2024 - March 31, 2025.

Please review the evaluation below.

F regkceprer Ireborrrestacn I
Empaoyes Lask My Emplrycs Frst Mame w Employog D4
Smith lane 2334
Sy T i P s Cnpperirmss ok
Specialist, Employes Labor Rel Adminitration and Finance HRS
Duomict T o phlpes St OF s Smphiposs” Type of Ewaludon Period Cioverad
i = () Mo Arsrsad 2023
Segurvnar of Becor L M, First Mame) @) Sty of R cra DMFL 1D o rairatl i et et [l A Saspuorvirace’ of Rt crd a2
Sunday Jones 012346 sunday. joneu@umarylandedu 410706 7302
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@ s (0 Mo
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shared BMOnQst fbe 16m. Jane's Budgel review resulied in & Sorplus of 50K S year
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[Comments.  Jana's work I8 always delvemnd by esabished deadines. Tha qualty of har work is consissend @t sha always maals sel expecialions

Employees should be evaluated from April 1, 2024 — March 31, 2025.

Please review the evaluation below.

)%

UNIVERSITY of MARYLAND ATTRACT. ENGAGE. DEVELOP.
BALTIMORE www.umaryland.edu/hrs

‘/



B

bt el el gl i Yy
Ay Cungey Al B Py 3 200, Barwh | Eviois i it atice, oo Ermpsiops v igations and wids Seree of bir i red osternir grougs
BBC.
b LEF
Bamrsy W Wt . P Ll Pt Apaper sl
Susvenary of Overall Performance
oroer sl R Bned Cowmama-ms
Cveral Rasng W Cutstaradeg Al Slardar in Moot Stndas Beotow Standwron L Loy L

 errmania

Ranvie didl @ it job this eyele.

i Yorm did this.

2. ‘o did thik.

ER Yova o il tha ot har thing.
4, A you did it wall

(St
Jane Smith (Employee):
Eengirpiad LQnITre; My Lagnanrd Do it 10 w0ty That | haee foviewsd s P s ovBhsReon sred P T opporTunety 10 drins th {on 00l with Try immmms il wp=rens of fe ramng

offiisl phy || i v el ey i i, Y i e osies. Pl iy Sy SO eaTieil O d b T

Camments I

Typesr "izair Wi [Emgaltppos SaQnatus) Todey's Date

Employeoe wpnature: my sipnatone Solow n o wenlty that | Fove reviewed i, periormance: evadagteen and had e apporhanity o dimouss the comerdy weth oy mmedate wspencr or the ratmg
offcisl, Aithough | sm reguined [ Lbgn it, my signature does nol mply My Sgresment of SiLsgresment.

5T

Empicryco Commanss

Ermpicrys Marms Empitrsw Sagnature Ermpicrros Tit Dt
lane Smith Specialist, Employes Rel S
Luporvnar of Bogord Mam Cuporencs of R crd Taghuatin Suporvints of Rotord Titke D
Sunday Jones Sundizy Jones Dis, Employes Labor Rel 0407205
Oy Rating Oy Other Fating OMcal Sgnare Othor Ratng OMcisl Tk Cuse
Lishet Escobar Lishet Escobar Administrator, EE Red/Lv Mgt Q48RS
I Liwed Rorvicrsscr Mama Zred Lewed Resdcwed Sonature dred Livemd Bervicower TiBo Claie
Sandra Jessee Sandra Jessee Manager, Employes/Labor Rel D&r10y2005

Employee Signature: My signature below is to verify that | have reviewed

——— the performance evaluation and had the opportunity to discuss the
contents with my immediate supervisor or the rating official. Although | am
required to sign it, my signature does not imply agreement or
disagreement.
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Employees should receive the evaluation at least 3 days prior to the scheduled review meeting
with their supervisor to allow time to formulate any comments and/or questions.

NOTE: Employees are able to sign the evaluation once they receive it for review, however they may choose
to wait to sign until after the evaluation meeting with the supervisor.

During this evaluation meeting, the supervisor should review and consider any employee
comments and make changes as necessary. While supervisors should engage in conversation
and consider the employee perspective, they are not required to change their ratings.

Jane Smith (Employee)
Employee signature: My signature below is to verify that | have reviewed this performance evaluation and had the opportunity to discuss the contents with my immediate supervisor or the rating
official. Although | am required to sign it, my signature does not imply my agreement or disagreement.

Comments

This has been a great year full of many accomplishments. | look forward to the next!

What My
Type Your Name (Employee Signature) Today's Date Slgnature
Jane Smith 4/30/2025 Means

Signing the evaluation does not imply that the employee agrees, but indicates they reviewed the
evaluation. If an employee disagrees with the evaluation, it is recommended that they enter a
comment about their disagreement and sign that they have received the evaluation.

NOTE - Once the employee electronically signs the evaluation, the evaluation is submitted. No changes can
be made to the evaluation after this point.
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My Evaluations (0}

) My Evaluation Proflle

My 2024 - 2025 Annual Evaluation 2024 - 2025 Annual Evaluation Status 2024 - 2025 Self-Evaluation 2025 - 2026 Operational Objectives and Goals

My 2024-2025 Annual Evaluation Reviewed and Signed 2024-2025 Seif Evaluition Form R
Operational Obj

Leaming Goals

Once signed, the My Evaluations tab notates a (0) indicating the employee has no outstanding
items to complete. Note that once the employee signs off on the evaluation, the status will
change. The 2024 Annual Evaluation Status now reflects “Reviewed and Signed”.

Future Review

Employees can log into the Performance Management Platform at any time in the future to
access their evaluation(s) for review.

Operational Objectives and I earning Goals

After the evaluation phase ends, supervisors should initiate the Planning Phase with their
employees. During the Planning Phase, supervisors should meet with their employees to discuss
operational objectives and set learning goals to achieve during the plan cycle.

To review established operational objectives and learning goals, employees will select the
“Operational Obj” and “Learning Goals” links from the dashboard.
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My Evaluations (0)

€) My Evaluation Proflle

My 2024 - 2025 Annual Evaluation 2024 - 2025 Annual Evaluation Status 2024 - 2025 Self-Evaluation 2025 - 2026 Operational Objectives and Goals
My 2024205 Annual Evaluation Reviewed and Signed UL E20EG S EVSRELRR EOR § )
Operational Ob
Learning Goals

Employees can confirm they were made aware and received a copy of the established
Operational Objectives and Learning Goals by signing off on the respective screens.
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