
 

 

 

 

 

 

         2024 - 2025 

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. 

 

The electronic performance evaluation forms will be available through the online portal 

below: 
• Human Resource Services (HRS)-Employee and Labor Relations (ELR) website:  
• UMB Performance Management Program 

• HR widget on myUMB labeled UMB PMP Evaluation Form  

• Preferred web browsers: Edge, Chrome, Firefox  
 

Tools and Resources:  
• Tools and resources will be available at the HRS-ELR website  

UMB Performance Management Program link. 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Accessing Historical PMP Documents 

 

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

 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 



 

 

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.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once selected, the employee will be directed to the evaluation and complete each screen 

making sure to select Save before moving forward. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

 

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.  

 
 

 
 
 

 
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. 
 
 

 
 
 

 
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. 

 
 
 
 
 
 
 
 
 
 
 

From the Dashboard link, employees will select the My Evaluations tab to select their “My 

2024 – 2025 Annual Evaluation” for review.   



 

 

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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Employees should be evaluated from April 1, 2024 – March 31, 2025. 
 
Please review the evaluation below.  



 

 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 

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



 

 

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.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

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.   

 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 

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 Learning 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. 

 
 
 
 
 
 
 
 
 
 
 

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. 


