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2024 - 2025
UMB Performance Management Program
Evaluation Form Instructions for Supervisors
This document in its entirety is guidance. It is not intended to replace existing policies, procedures, practices, or MOUSs.
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 15 — June 30™ Ongoing November 30th April 15 = 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:
o 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, users will be directed to the Landing Page
of the Performance Management Platform. Users will have an opportunity to review the UMB
Core Values. To access the portal, check the box and select the “Click Here” button.
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To access an Evaluation Form for the Performance Management Program, select the

Dashboard link to view direct reports.
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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 hold
ourselves accountable for acting

ethically and transparently using
compassion and empathy.

Well-Being and
Sustainability
We care about the welfare of our
people, planet, communities, and just communities. We oppose racism
University. and oppression in all their forms.

Equity and Justice

We embrace and are committed to
diversity, and we value inclusive and

Innovation and Discovery

We imagine and explore new an
improved ways to accomplish our

mission through education,
research , ciinical care, and service.

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 volues, using
them to guide our everyday interactions, we make UMB a place where everyone feels weicome, has @ sense of belonging, and is supported to succeed.”

- President Bruce E. Jarrell, MD, FACS
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Supervisors may review an employee’s prior PMP documents by selecting the person icon next

to the employee’s name.

My Direct Reports

Evaluation Period: 2024 - 2025

Other Rating Official (0) 2nd Level Reviewer (0)

Access Employee’s

Final Reviewer Queue (0) My Evaluations (0)

. Self-Eval and O
Prior PMP Documents ) . » . . . eom and Oper
mpl Form or Evaluation Supv of Record  Rating Official 2nd Level Final Reviewer Direct Report Objectives and Goals
Name Title Class Summary Ci ! ! Compl i C leted C ! i C ! | (2025 - 2026)
0 Jane Smith  Specialist, Employee Exempt Not Started Self-Eval

Rel sr.

2024-2025 Annual
Eval Form

2025 - 2026 Operational

Obj and
Learning and Supplemental

Self —Eval Available)

Goals
(available on 03/11/2025)

Once selected, a new window populates displaying documents created in the electronic
platform.

Jane Smith— Employee Profile
* Supervisor: Sunday Jones

* Dept: HRS
*  Email: jane.smith@umaryland.edu

Employee Evaluation History

S 2023 — 2024 Annual
. 2022 — 2023 Annual

Self-Evaluation History

2024 — 2025 Self-Eval
. 2023 — 2024 Self-Eval
c 2022 — 2023 Self-Eval

Mid-Year Evaluation History

G 2024 — 2025 Mid-Year
c 2023 — 2024 Mid-Year

Goals

Year: 2024 — 2025:
* Goal: X000 X0000¢ XXXKK X000 XKXXX
* Goal: Xa X000 KXRXX XO00KK XXXXK

Objectives

Year: 2024 — 2025:
* Operational Objective: Xxxx X300t XXXXX XXXXX XXXXX
*  Operational Objective: Xxxx X300 XXXXX XXXXX XXXXX

)%
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Accessing an Employee’s Evaluation

Using the Direct Reports tab, select the employee’s evaluation form to begin the evaluation.
Self-Evaluation indicators will populate if an employee has completed a self-evaluation.

NOTE: Employees are not required to complete a self-evaluation.

My Direct Reports Other Rating Official (0) 2nd Lever Reviewer (0} Final Reviewer Queue (0) My Evaluations (0)

Self-Evaluation

Evaluation Period: 2024 - 2025 Completed

Self Eval and Oper
Direct ReportY,  Objectives and Goals

Empl Supy of Record  Rating Official PP
leted Completed [~ {2025 - 2026) Reqd

Name Title Class Form or i Y (= C

Final Reviewer

i Specialist, anea Seit-Eval NA
@ O EI:;'UVFE Rel sr. Feemet 2024:2029 d_r-mu,lul .Ewl Form 2025 - 2026 Operational
(Sell-Eval Available) Obj and
Learning and Supplemental
Goals
{available on 03/11/2025)

B O sohnsmith  Dir, Human Exempt Mot Started Sell-Eval NiA

2024 2025 Annual Eval Form
Resources 2025 - 2026 Operational
Obj and

Leamning and Supplemental

Self-Evaluation Goals
Not Completed {available on 03/11/2025)

1. Self-Evaluation Completed by Employee

If an employee has completed a self-evaluation, messaging indicating a self-evaluation is
available for copy over will display at the top of the evaluation screen. Supervisors who would
like to use the employee’s self-evaluation as a basis for completing the annual evaluation should
select the grey button, “Step 1: Click Here to Preview Employee’s Self Evaluation” to
determine if they would like to copy over the information.

Jane Smith  has completed their 2024 - 2025 self-evaluation. Do you want to copy their self-evaluation and use it as a basis for their 2024 - 2025 annual performance
evaluation? You will be able to edit the performance evaluation once it has been copied. Copying the employee evaluation will not affect the employee's self-evaluation.

Supervisors are not p itted to use an employee's self. ion verbatim as the

ployee's annual

If you do not want to copy the employee's self-evaluation, you can start the evaluation form below. If you decide not to copy the evaluation and start the evaluation form below,
you will not be able to copy the employee's self-evaluation at a later time.

Preview Employee’s Self

Step 1: Click Here To Pre-View Employee's Self-Evaluation Evaluation to Determine

Step 2: Click Here to Copy Employee's Self-Evaluation To Start Their 2024 - 2025 Evaluation Whether to Copy OVCI'

Employee Information

Employees should be evaluated on performance from April 1, 2024 - March 31, 2025.

)%
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A new window will open for supervisors to review the self-evaluation.

Self Evalustion
Smith Jane 012335
Specialist, Employee Rel St Administration and Finance HRS
i
Sunday Jones 012346 sunday.jones@umaryland.edu 410 706 7302

Operational Objectives
Objective: Team B

|

otficial, Although | am y Py desagroement.

Emplopee Comments:

Enpiopee Nams Empoyse Sgnanae
Jane Smith

s Stk
Suporvior of Boccd Hame Soperv of Rocord Scnstre
Sunday Jones

Oste
04/02/2025
Do

Otver Rating Offcia:
NiA

Oate
A

20 Level Reviews: Name:

NIA

Oate:
NA

NOTE —Copying the employee evaluation will not affect the employee’s self-evaluation.
Supervisors are not permitted to copy an employee’s self-evaluation verbatim into the employee’s
official annual evaluation. Supervisors are required to provide an independent assessment of the
employee’s performance which may include integration of information from the employee’s self-evaluation.
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Supervisors who would like to use the self-evaluation as a basis for the annual evaluation
should select “Step 2: Click Here to Copy Employee’s Self-Evaluation to Start The 2024 — 2025

Evaluation”.

Jane Smith  has completed their 2024 - 2025 self-evaluation. Do you want to copy their self-evaluation and use it as a basis for their 2024 - 2025 annual performance
evaluation? You will be able to edit the performance evaluation once it has been copied. Copying the employee evaluation will not affect the employee's self-evaluation.

Supervisors are not permitted to use an employee's self-evaluation verbatim as the employee's annual

If you do not want to copy the employee's self-evaluation, you can start the evaluation form below. If you decide not to copy the evaluation and start the evaluation form below,
you will not be able to copy the employee's self-evaluation at a later time.

Step 1: Click Here To Pre-View Employee's Self-Evaluation
- - - - Copy Over Employee’s Self-
Step 2: Click Here to Copy Employee's Self-Evaluation To Start Their 2024 - 2025 Evaluation >
Evaluation

Employee Information

Once selected, a confirmation screen appears. Select Next.

UMEB Performance Evaluation

Once Copied,
Confirmation

Screen Appears

Evaluation copied successhully.

Supervisors will proceed throughout the evaluation screens.

Employee Information

©® Employee Information @ Operational Objectives @ Supervisory Objectives @ Competencies @Leaming Goals and Development Plans @ Summary of Overall Performance  Review  Print

Employees should be evaluated on performance from April 1, 2024 - March 31, 2025.

Employee Information

Employee Last Name Employee First Name Mi Employee ID#
Smith Jane 012345

Job Titie Thool/Division Department
Specialist, Employee Rel Sr HRS v Human Resources

Does this employee supervise other employees? Type of Evaluation Period Covered

©ves 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, Sunda 012346 sunday.jones@umaryland.edu 410 706 7302

Is there a rating official other than the supervisor of record? @

(OYes @No

Save Employee Information
Confirm Copied Over Information is
Accurate. Modify as Needed.

NOTE - Supervisors MUST confirm the copied over information is accurate and make corrections as
needed.
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Operational Objectives

Review the Operational Objective language at the top of the screen.

Confirm
Copied Over
Information
is Accurate.
Modify Text
and Ratings

as Needed.

@ Employee Information  Operational Objectives  Suporvisory Otjectives  Competencies  Loarning Gools and Development Mans  Summary of Overall Performance  Review  Print

Employoes should be evaluated on performance from April 1, 2024 - March 31, 2025,

Operational Objectives

Enter the bjectves that for the employee at the beginning or AUrng the percemance Cycse. ODCIIVES are Clearty 0efined outcomes INat are A¥gned with the goals of the unt of UME as a
whole, have an impact on departmontal operations, are measurablo, and can b achioved during the cycle identified.

* Itis highly that you save your work in order to avoid any loss of data entry using the biue button below. You Go not have o complete all sections at once.
* NOTE: Avoid copying and pasting buliets from MS Word or other word-processing applications. Copying and pasting bullets may result in data not being saved.

Wero oporational objectives created for the current rating cycle?

Formatting Enhancements

DA *  Bullets/Numbering
*  Text Justification
Y .  1.cntation |

S + Textbox Expansion

Bl 8 = = &-

Teambuscing
Ormmes O el ST D

Outstanding Above Standiyds “ewiiesesiamienh (@ Delow Standards Unsatisfactory NA

° —y
/I & = = =~
Although Jane completes her day-to-day duties while also assisting her team as neegéd, there are areas of opportunity that Jane can improve on

including xo0x, x0cx, and xx. During this evaluation cycle, we have discussed this ngfed for improvement on multiple occasions including our weekly 1-
1 meetings on November 11, 2024, and January 15, 2025. X30000¢ 20000X X0000¢ 00¢

Save Operational Objectives

NOTE — Operational Objectives that were created in the Planning Phase and entered in the electronic

platform will populate for review. Confirm the Operational Objectives are accurate based on what was
communicated to the employee and continue.

Supervisors may use employee’s comments as a basis for the annual evaluation. Supervisors are required to
provide an independent assessment of the employee’s performance which may include integration of
information from the employee’s self-evaluation.

Operational Objectives that were created in the Planning Phase but NOT entered in the
electronic platform may be manually entered if they were communicated to the employee.
Select Yes. An Operational Objective subsection will populate for completion. Enter
Operational Objectives manually. Select Save Operational Objectives and add another objective
using the “Add Another Objective” button. Continue manually adding until all objectives are

entered.
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If Operational Objectives were not created in the Planning Phase of the cycle during the prior
year, do not create Operational Objectives now. Select No.

If No is selected, continue to the Competencies screen.

Empioyees shouid be evaluated on performance from April 1, 2024 - March 31, 2025,

Operational Objectives updated successTully.

rr—

{ ]
1

Add Another Objective, Return to a
Prior Screen, or Move Forward to
the Next Screen

Use “Back” and “Next” buttons to move throughout the evaluation.

Supervisory Objectives

If the employee was identified as supervising staff on the Employee Information screen, a
Supervisory Objective screen will populate for completion. Complete this section only when
assessing the performance of an individual who supervises other employees.

If the employee was not identified as supervising staff on the Employee Information screen, the
Supervisory Objectives screen will not appear for completion. Make corrections to the
Employee Information Screen question as needed.

Using the @ icon to access the Performance Management Rating Scale Definitions, select a
rating that represents the employee’s overall performance for the identified competency, and
insert comments that are fact-based and support the designated rating. A comment must be
entered for all ratings aside from “Meets Standards”.
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Text and Ratings
Copied Over Exactly
as Entered on
Employee Self
Evaluation.
Integrate Text as
Needed. Modify
Ratings as Needed.

# Opesationnl Cogeciees @ Supervisorny Objectives  # Compeiences.  Lesming Gonss and Deveinpment Pars @ Sammany of sl Prrimance Reiew Pong

Employses should be ted on part from April 1, 2024 — March 31, 2025
Supervisary Objectives:
Complots me o p OpROYOr. SET 3 188G Tl COIMCIS W I kool Of POMCEMAnco i POFSIT i o Racion Reled. Fmon

i =
Iote: it is highly recommendied that you sawe your work pesiodicaly in order 4o avoid any loss of data entry using the bise bartton below. You do not have 1o complese all objectives a1 onoe.

B
Aerg @
# Outstanding [ Abowo Starciarc () Moot Standards () elow Standaede () Urmatntaceory () NGk
Comments:
¥ opgragn B Il £~-FEEE E~Ev2E 22 L O
Jane interacts effectively and in 3 positive manner with her staff as well as with all colleapuesico-workers and others froughout campus. She strives o provide 3

posifive emvironment where all are welcome, Jane is the first o wolunieer to assist her colieagues with frainings and understanding new Bems. | can always count on
Jana o po above and beyond. Xaoo: 30008 100000 10000 00000

8. Lises appropriote rescurces b make decisons and provides infomstion and feedbeck in a timely manner
g @
Chintanding '@ Abowe Sandands Mooty Shanderds () Biolowr Standards Urmstnfactory () N\
Comments: )
* | Paragraph B I £ F¥FIAMR =+~=+v2a L O

Jane uses all applicable resources when making decisions and always provides feedback or other information in a timehy manner. Jane has proactively created
standard operating procedures 1o be shared amongst her t2am. Jane's budget review resulted in 3 suplus of 30K this year. Meo: oo xmooset 0o oot

nclersdands facts and sdormaton relrbed i work susgnments, depariment. uneeouty snd uneeenuy pobces

Bute iy
® Outstandng dbowe Standards () Meets Standards. () Below Standaeds () Unsatstaciony () ik

Comments: i Commerts are required for Dufitanding, i Sandardy, Below Standard, Unsatntactory
6 O twagaen B /2 EF3IW -8 u;;\

Comments Are Required
For All Ratings Aside
From “Meets Standards”

Select Save Supervisory Objectives.

Use “Back” and “Next” buttons to move throughout the evaluation.

Competencies

Using the @ icon to access the Performance Management Rating Scale Definitions, select a
rating that represents the employee’s overall performance for the identified competency, and
insert comments that are fact-based and support the designated rating. A comment must be
entered for all ratings aside from “Meets Standards”.
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Text and Ratings
Copied Over
Exactly as
Entered on

Employee Self |
Evaluation.
Integrate Text as
Needed. Modify
Ratings as

Needed. 1 a3 ovatatia whatr n e e or WM ot e P PTC) s calnly. M 5ikowe et st sersand £ reyanain) 1k D v

€ artirsad oy s Pt | Ay e we st po 0T 2 Sy W) T Gy frd e B Safaty LRy ) e e g0 A T St v a Yy (raate wed
B

2 @
g () Moove Sundedh () Ve Sandudy () B Sy e L)

Commurts: @

8! F¥IW & aro

Select Save Competencies.

Use “Back” and “Next” buttons to move throughout the evaluation.

Learning Goals and Development Plan

This section indicates the learning goals and development plans that were established at the
beginning of the current rating cycle; the employee should have already completed these
activities.

NOTE — Learning Goals and Development Plans that were created in the Planning Phase and entered in
the electronic platform will populate for review. Confirm that the Learning Goals and Development Plans
are accurate based on what was communicated to the employee and continue.
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Learning Goals. amd Dewolopment Plans

Liaa] Bt Sy Paotic S OF PPl ] W i, SO xEeroril, S0
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e sy o deveopment pan Created for e Surent raang oy’

e -
By Catngary Aoy
Accourdabiity b . ¥ Pargraph B I £ FFIE =+ @ L O
By February 3, 2025, Jane will create 3 presentation on conducting employes investigations and train three of her assigned customer
Aroups.
B ']

et in-Pescenn i Nt A atis

i WAEE B I £ | S = | = = 3 L O
Butng )
Mot iinPrscma () HotMs () Mot Applicable
Bcmemy Canegary Acovey

hd VI B I £ FFIAE =~if 3 L O

Learning Goals and Development Plans that were created in the Planning Phase but NOT
entered in the electronic platform may be manually entered if they were communicated to the
employee by selecting Yes.

If Yes is selected, a Learning Goals/Development Activity subsection will populate for
completion. Using a dropdown field, select a category that most closely applies to each of the
activities that were assigned and include a brief description.

Using Rating Scale Definitions located by selecting the @ icon, select a rating that represents
the employee’s completion status for the assigned goal/development plan.
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NOTE — Supervisors may use employee’s comments as a basis for the annual evaluation. Supervisors are
required to provide an independent assessment of the employee’s performance which may include
integration of information from the employee’s self-evaluation.

If Learning Goals and Development Plans were not created in the Planning Phase of the cycle
during the prior year, do not create them now. Select No.

If No is selected, select “Save Learning Goals and Development Plans” and continue to the
Summary of Overall Performance screen.

Use “Back” and “Next” buttons to move throughout the evaluation.

Summary of Overall Performance

Select a rating that summarizes the employee’s performance in all aspects of the evaluation.
Ensure that the overall performance rating is consistent with the individual objective and
competency ratings. For example, if “Meets Standards” is selected on each competency, the

overall rating cannot be “Above Standards.”

A 2™ Level Reviewer is required for all overall rating aside from “Meets Standards”. (Use the
@ icon to determine who the 2™ Level Reviewer may be).

© Envloyes ifarmation @ Operational Otjectives @ Supervisory Otijoctves @ Compotoncies @ Leaming Goals and Development Mars  Summary of Overall Performance  Riview  Print

Employses should be evalusted on performance from April 1, 2024 - March 31, 2025.

Summary of Overall Performance
Setocta atg a4 aspects of overat rateg obioc Employees Who
130NgS. FOr examphe, If you sedect "Meet SLandarnds’ on each competency. the overall rating cannot be *Above Standord's” Rcccivc an
z = =l } Overall Rating
A2 LCVCI * 1tis highly recommended that you save your work periodically in order it Gata entry using You do not. all sections at once. “
E 3 R : A Below “Meets
Reviewer is NOTR Avela cégite ——— - Standards”
REQUIRED for MUST H
all OVCra].l A 2nd Lovel Reviewer is REQUIRED for "Overall Ratings” of Outstanding, Above Standards, Below Standards, and Unsatisfactory. @ —P]P ave a
Ratings Aside fmplemeated
from “Meets .
Standards” Oversil Ratiog: @
0) Above Standards. Meets Standards Below Standards Unsatisfactory NA
Comments: @
B Il & = & =
Jane did a great job this cycle.
1 Youdid
You did xx
3. You als: d
2nd Level Reviewer @
20 Level Reviewes Name 200 Levet Reviewer ENPL D 200 Level Reviewes Emat 20 Level Reviewse Ext
ndra Josseo - Manag got, Employee/Labor Rel 012347 sandra josseettumaryland.edu 410 706 7302
\ 224 Level Reviewer Entered Based Upon
Overall Rating Requirement
N
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If the overall rating selected is below “Meets Standards,” the supervisor is required to contact
Employee Labor Relations, at (410) 706-7302 or hrelr@umaryland.edu, to implement a
Performance Improvement Plan (PIP) within 30 days of the evaluation meeting.

Review and Signature

The Review section allows for review of the evaluation content before submitting to the next
individual in the workflow. Any changes should be made by selecting the associated screen
before signing the evaluation.

i Employee information @ Operational Objectives I Supervisory Objectives ) Competencies ) Leaming Goals and Development Plans ) Summary of Overall Performance  Review  Print

Emplayees should be evaluated on performance from April 1, 2024 - March 31, 2025,

Plaase review the evaluation bealow.

Frmployes | st Mame Frrgloyes First Name - Employes IOF
Suth Jane 012338
Job Tee SchookUnmon Dwpaary=wont

Specualist, Emgloyes Rel S0 Admenstrabon and Financs SOM Office of Ressurce Mgt

If the School/ Administrative Unit has required a Final Reviewer, a Final Reviewer’s name will
auto-populate, and supervisors will not have an option to answer the Final Reviewer question.
If the Final Reviewer is hardcoded, the supervisor will select the Sign Evaluation button and
submit to the next individual in the workflow.

Sunday Jones (Supervisor of Record):

If you have and the for Jane Smith please click on the Sign Evaluation button below. Depending on whether an Other Rating Official and/or 2nd Level Reviewer is
i the will be ly. Note: Please review the evaluation carefully prior to signing. Once signed, others will be able to see the evaluation.
Does this ion need to be revi by a Final Revi i ]
@Yes ONo
Reviewer's Name: Reviewer's Title Reviewer's Email Address
Marina Sevdalis - Specialist, Employee Rel Sr Specialist, Employee Rel Sr marina.sevdalis@umaryland.edu

Type person's name and select from drop down list

Sign Evaluation

ployee sigs 2 my sig below is to verify that | have reviewed this performance evaluation and had the opportunity to discuss the contents with my immediate supervisor of the rating
official. Although | am required to sign it, my signature does not imply my agreement of disagreement.

Employee Comments:

=

1l

Employee Name: Employee Signature: Emolovee Tk Date
Jane Smith Specialist, Employee Rel Sr
Supervisor of Record Name: Supervisor of Record Signature: Supervisor of Record Tie: Date
Sunday Jones Dir, Employee/Labor Relations
Other Rating Officiat Other Rating Official Signature: Other Ratng Offical Title: Date
Lisbet Escobar WA Administrator, EE Rel/Lv Mgmt
2nd Level Reviewer Name: 2nd Level Reviewer Signature: 2nd Leved Reviewer Title: Date
Sandra Jessee N/A Manager, Employee/Labor Rel
UNIVERSITY of MARYLAND ATTRACT. ENGAGE. DEVELOP.
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If the School/ Administrative Unit has deemed the question to be optional, use the @ icon to
determine who the Final Reviewer may be. If Yes is selected, begin typing the Final Reviewer’s
name in the first field. The system will populate names for selection based on the text entered.

Once the Final Reviewer’s name has been selected, the remaining fields will auto-populate.

Selecting the Sign Evaluation button will submit the evaluation to the next individual in the
workflow.

2. Self-Evaluation Not Completed by Employee

If an employee has not completed a self-evaluation, supervisors will receive a notification
indicating a self-evaluation is not available for copy over. Supervisors who would like to use the
employee’s self-evaluation as a basis for completing the annual evaluation should speak with
the employee about completing their self-evaluation. Supervisors who would like to proceed
without using the employee’s self-evaluation, may do so by proceeding with the Employee
Information screen.

Employee Information and Summary

UMB Performance Evaluation Summary Form

John Smith  has not started thelr 202s-2025 self-evaluation. If you would like to use the employee's self-evaluation as the basis for thelr 2024-2025 Performance Evaluation, you
should ask the employee to complete a self-evaluation. Keep in mind, the self-evaluation is optional for the employee.

If the employee does not complete a self-evaluation, or you do not want to copy the employee's self-evaluation to use as a basis, you may start the evaluation form below. If you decide
not to copy the evaluation and start the evaluation form below, you will not be able to copy the employee's self-evaluation at a later time.

Employee Information

Employee Last Name Employee First Name M Employee ID#
Smith John 012456
Job Title School/Division Department
Director, Human Resources SOM Sr v HRS

Employee Information

All greyed out fields are automatically populated.
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et 00000
| I—

Employee Information

Employes Last Hame Employes First Hame M Employes |D#
y .

Smith | Radio ohn 012345
Jols Ty Button | SR Dvision Departmant

Staffing Specals| | Selections w HRS
Dodsd this empfioss jupegihe el smployeed? Type of Evalualion Pifiod Coveied

Yas T

Annual 2022 - 2023

Supervisar of Feghed: (Last Name, First Name) i) Suparvisor of Record EMPL ID Supervisor of Record Email Address Supervisor of Fecord Ext

012346 mmanna sevdaks@umanyland edu 410 706 7302

Information

fcons

Select the School/Division using the dropdown option.

Choose either Yes or No to identify whether the employee supervises other employees. The
answer selected will determine whether a screen with Supervisory Objectives populates.

Choose either Yes or No to identify if there is a rating official other than the supervisor of
record. Select the @ icon for further information to aid in the selection of the choice.

Select the “Save Employee Information” button to proceed.

Continue to the next screen by selecting Next.

Employee Information updated successfully.

Operational Objectives

Review the Operational Objective language at the top of the screen.
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Employee Information Operational Objectives Competencies Summary of Overall Performance  Leamning Goals and Development Plans  Review Print

Operational Objectives

Enter the operational objectives that have been lished for the employee at the beginning or during the cycle. Objectives are clearly defined outcomes that are aligned with the goals
of the unit or UMB as a whole; have an impact on dep: I ions; are ble and can be achieved during the cycle identified. This can also include information directly from the
employee’s job description.

Were operational objectives created for the current rating cycle? Radio Button
«——o— | Selection
OvYes (ONo m

If Operational Objectives were created for the rating cycle (these objectives would have been
created in the Planning Phase during the prior year), select Yes.

Operational Objectives that were created in the Planning Phase and entered in the electronic
platform will populate for review. Confirm that the Operational Objectives are accurate to what
was agreed upon and continue.

Operational Objectives that were created in the Planning Phase but NOT entered in the
electronic platform may be manually entered as long as they were previously made known to
the employee. Enter Operational Objectives manually.

If Operational Objectives were not created in the Planning Phase of the cycle during the prior
year, do not create Operational Objectives now. Select No.

If No is selected, continue to the Competencies screen. If Yes is selected, an Objective
subsection will populate for completion.

Empioyee Informati n  Operational Objectives Co npetencies  Leaming Goals and Development Plans  Summary of Overall Performance  Review

B.Operational Objectives

Enter the operational objectives that have been for the employee at the begi or during the performance cycle. Objectives are clearly defined outcomes that are aligned
with the goals of the unit or UMB as a whole; have an impact on i are and can be achieved during the cycle idenfified. This can also include
information directly from the employee's job description.

Enter Objective

Information
Icons
Rating: @
O Outstanding ) e Standards () Meats Standards () Below Standards () Unsatisfactory (O N/A

Comments: @

Enter Objective

Rating: @ Remove
(O Outstanding () Above Standards () Meets Standards () Below Standards () Unsatisfactory () N/A Objectives
Comments: @ as Needed

-

‘ ¥ Remove This Objective |

“
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Enter in the Operational Objectives that were previously created.

Rating: Using the @ icon to access the Performance Management Rating Scale Definitions,
select a rating that represents the employee’s overall performance for the identified objective,
assess whether the objective was accomplished, to what degree, and whether it was done within
the established time frame. Take into consideration any challenges the employee may have
faced and how it may have impacted the outcome of the objective.

Comments: Factual comments should be included to support the rating, communicate strengths
and weaknesses, and other pertinent feedback. A comment must be entered for all ratings aside
from “Meets Standards”.
To remove objectives, select the “Remove This Objective” button.
To add additional objectives, select the “Add Another Objective” button.
Operational Objectives updated successfully.
(o [
Select “Save Operational Objectives” to save entered text and selections.
Supervisory Objectives
If the employee was identified as supervising staff on the Employee Information screen, a

Supervisory Objective screen will populate for completion. Complete this section only when
assessing the performance of an individual who supervises other employees.

Emgioyoe Informaton  Operational Obeecives  Supervisory Objectives ( wpetencies  Learning Gosls and Development Plans  Sumemary of Oversll Performance  Revies

S
Supervisory Objectives:

Complete this section only when assessing the performance of an INAVIGUal who supenises other empioyees. Select a ratng that concides with the level of performance as it pertains
10 the factors sted. Insert comments that are fact based and support the designated rang

A.Interacts effectively and maintain positive relationships with peers, subordinates and customers
Rating: @

Outstanding Above Standards Meets Standards Below Standards Unsatisfactory NA

Comments:

‘ :

B. Uses appropriate resources to make decisions and provide information and feeddack in a imely manner

)%

I

Rating: @

Comments: @ - '
UNIVERSITY of MARYLAND ATTRACT. ENGAGE. DEVELOP.
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If the employee was not identified as supervising staff on the Employee Information screen, the
Supervisory Objectives screen will not appear for completion. Make corrections to the
Employee Information Screen question as needed.

Select “Save Supervisory Objectives” to save entered text and selections.
Competencies

Using the @ icon to access the Performance Management Rating Scale Definitions, select a
rating that represents the employee’s overall performance for the identified competency, and
insert comments that are fact-based and support the designated rating. A comment must be
entered for all ratings aside from “Meets Standards”.

Empioyee Information  Operabonal Objectives  Supervisory Objec ves  Competencies  Summary of Overall Perioemance  Leaming Goals and Development Plans  Review

| . Competencies
Competencies ane a combination of observable and measurable skills and behaviors that are needed to perform and fullill job responsibilities. Select a rating that represents the
employes's overall performance for the identified competency.

Basic work factors: Quality of work, quantity of work and timeliness
Rating: @

() Outstanding () Above Standards (J) Meets Standards () Below Standards () Unsatisfactory (0) NIA

L

Comments: @

#
Work habits: Attendance and punctuality
Rating: )

(O Outstanding () Above Standards (O Meets Standards () Below Standards () Unsatisfactory (O NIA

Comments:

Select “Save Competencies” to save entered text and selections.

Learning Goals and Development Plans

This section indicates the learning goals and development plans that were established at the
beginning of the current rating cycle; the employee should have already completed these
activities.
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If Learning Goals and Development Plans were created for the rating cycle, select Yes.

If Learning Goals and Development Plans were not created in the Planning Phase of the cycle
during the prior year, do not create goals or plans now. Select No.

Employee Information  Operational Objectives  Supervisory Objectives  Competencie: | eaming Goals and Development Plans  Summary of Overall Performance  Review

Learning Geals and Development Plans

Learning activities may include online or Instructor led training, reading, experiential, etc.

VWere goals or development plans created for the current rating cycle?

(O Yes (O No m

If Yes is selected, a Learning Goals/Development Activity subsection will populate for
completion. If No is selected, continue to the Review screen.

Using a dropdown field, select a category that most closely applies to each of the activities that
were assigned and include a brief description. Development activities are intended to enhance
the employee’s current performance, prepare for greater challenges and career advancement.
Such activities may include:

. Training sessions with senior team members within or in another department
. Assigned courses through e-learning at UMB

. Committee assignment

. Technical improvement courses (i.e. public speaking, business writing)

. Seminars/workshops

. Professional associations

Learning Goals and Development Plans
Learning activities may include online o instructor led training, reading, etc.

* ltis highly recommended that you save your work periodically in order to avoid any loss of data entry using the blue button below. You do not have to complete all sections at once.
* NOTE: Avoid copying and pasting bullets from MS Word or other word-processing applications. Copying and pasting bullets may result in data not being saved.

Were goals or development plans created for the current rating cycle?

-@ Yes C-Nu m
A. Learning goal/development activity:

Activity Category Activity

Respect and Integri  ~ B I =& = = =~-~

Respect and Integrity |
Well-being and Sustainability

Equity and Justice

Innovation and Discovery

L~
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Using Rating Scale Definitions located by selecting the

@ icon, select a rating that represents

the employee’s completion status for the assigned goal/development plan.

Select “Save Learning Goals and Development Plans” to save entered text and selections.

Summary of Overall Performance

Select a rating that summarizes the employee’s performance in all aspects of the evaluation.
Ensure that the overall performance rating is consistent with the individual objective and
competency ratings. For example, if “Meets Standards” is selected on each competency, the

overall rating cannot be “Above Standards.”

All UMB evaluations with an overall rating aside from “Meets Standards” will result in a 2™

Level Reviewer subsection appearing for completion. (Use the
2" Level Reviewer may be).

® icon to determine who the

© Enmployes infarmation @ Operational Otjectives @ Supervisory Otijectives @ Compatoncies @ Leaming Goals and Development Pars  Summary of Overall Performance  Review  Print

Employses should be evalusted on performance from April 1, 2024 - March 31, 2025.

‘Summary of Overall Performance

Seecta 24 aspects of Employees Who
1a0ngS. FOr example, If you sedect "Meet Sandarnds® on each competency. the overall rating cannot be *Above Standord's” .
} Receive an
in 30 days at 4107067302 o all Rati
A 2“ chel s g save in order You do not all sections at once, = “ . mg
2 g o5 et 0 Sy Below “Meets
Reviewer is RO A Sy . B —— Standards”
REAUIRED fuy MUST Have a
all Overall
¢ : PIP
Ratings Aside Fiiemeaiad
from “Meets L :
Standards” Oversll Ratiog: @
L) Above Standards Meets Standards Below Standards Unsatisfactory NA
Comments: @
B I & = & =+
2nd Level Reviewer @
Sandra Jesseo - Manager, Employco/Labor Red 012347 sandra josseetumaryland.edu 410 706 7302
\ 2241 evel Reviewer Entered Based Upon
Overall Rating Requirement
'A‘
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Begin typing the 2™ Level Reviewer’s name in the first field. The system will populate names
for selection based on the text entered.

If the overall rating selected is below “Meets Standards,” the supervisor is required to contact
Employee Labor Relations, at (410)706-7302 or hrelr@umaryland.edu, to implement a
Performance Improvement Plan (PIP) within 30 days of the evaluation meeting.

Select “Save Summary of Overall Performance” to save comments and rating selections.
Review and Signature
The Review section allows for review of the evaluation content before submitting to the next

individual in the workflow. Any changes should be made by selecting the associated screen
before signing the evaluation.

@ Employee Information i Operational Objectives @ Supervisory Objectives ) Competencies @ Leaming Goals and Development Plans @ Summary of Overall Performance Review  Print

Emplayees should be on perf from April 1, 2024 - March 31, 2025,

Plaase review the evaluation below.

Freployee |t Name Emgloyes First Nume - Employee DF
Smith Jane 012338
oty Tese St Drvmaon Deparmont
Specialist, Employes Rl S Adimeristration and Finance SOM Office of Rescurce Mgt

If the School/ Administrative Unit has required a Final Reviewer, a Final Reviewer’s name will
auto-populate, and supervisors will not have an option to answer the Final Reviewer question.
If the Final Reviewer is hardcoded, the supervisor will select the Sign Evaluation button and
submit to the next individual in the workflow.

Sunday Jones (Supervisor of Record).
If you have completed and reviewed the evaluation for Jane Smith  please click on the Sign Evaluation button below. Depending on whether an Other Rating Official and/or 2nd Level Reviewer is
identified, the evaluation will be processed accordingly. Note: Please review the evaluation carefully prior to signing. Once signed, others will be able to see the evaluation.

Does this evaluation need to be reviewed by a Final Reviewer? @

@Yes ONo
Reviewer's Name: Reviewer's Title Reviewer's Email Address
Marina Sevdalis - Specialist, Employee Rel Sr Specialist, Employee Rel Sr marina.sevdalis@umaryland.edu

Type person's name and select from drop down list

Sign Evaluation

Employee signature: my signature below 1s to verify that | have reviewed this pert and had the 10 discuss the contents with my immediate SUPervisor of the rating
official. Although | am required to sign it. my signature does not imply my agreement or disagreement.

Employee Comments:

Employee Name: Employee Signature: Emolovee Te: Date:
Jane Smith Specialist, Employee Rel Sr
Supesvisor of Record Name: Supervisor of Record Signature Supenvisor of Record Tre: Date:
Sunday Jones Dir, Employee/Labor Relations
Other Rating Officiat Other Rating Official Signature: Other Rating Official Title: Date
Lisbet Escobar WA Administrator, EE Rel/Lv Mgmt
2nd Level Revsewer Name: 2nd Level Reviewer Signature: 2nd Level Reviewer Ttde: Date
Sandra Jessee NA Manager, Employee/Labor Rel
N
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If the School/ Administrative Unit has deemed the question to be optional, use the @ icon to
determine who the Final Reviewer may be. If Yes is selected, begin typing the Final Reviewer’s
name in the first field. The system will populate names for selection based on the text entered.

Once the Final Reviewer’s name has been selected, the remaining fields will auto-populate.

Selecting the Sign Evaluation button will submit the evaluation to the next individual in the
workflow.

Workflow

The evaluation will route to the next individual in the workflow based on selections in the
evaluation screens.

Scenario 1: Evaluation does not require an Other Rating Official, 2" Level Reviewer, or Final
Reviewer

e Once the supervisor completes and signs the evaluation, it will automatically route to the
employee.

Scenario 2: Evaluation requires an Other Rating Official but does not require a 2™ Level
Reviewer, or Final Reviewer

¢ Once the supervisor completes and signs the evaluation, the evaluation routes to the
Other Rating Official to complete.

e Once the Other Rating Official reviews and signs the evaluation, the evaluation routes
directly to the employee.

o If disagreement exists, a conversation between the Other Rating Official and the
supervisor should occur before the Other Rating Official signs. Conversations
should occur outside of the tool.

o Ifthe Other Rating Official adds a comment to the evaluation, it is recommended
the individual should include their initials behind the comment to differentiate
their addition.

o If changes are needed, the supervisor should access the evaluation to make
changes, and inform the Other Rating Official once complete. The Other Rating
Official will then review and sign automatically routing the evaluation to the
employee.

e The supervisor will receive an email notification that the employee has been routed the
evaluation for awareness.

%
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Scenario 3: Evaluation requires a 2" Level Reviewer but does not require an Other Rating
Official or Final Reviewer.

e Once the supervisor completes and signs the evaluation, the evaluation will route to the

2" Level Reviewer.

e Once the 2" Level Reviewer reviews and signs the evaluation, the evaluation routes
directly to the employee.

o If disagreement exists, a conversation between the 2™ Level reviewer and the
supervisor should occur before the 2™ Level Reviewer signs. Conversations
should occur outside of the tool.

o Ifthe 2™ Level Reviewer adds a comment to the evaluation, it is recommended the
individual should include their initials behind the comment to differentiate their
addition.

o Ifchanges are needed, the supervisor should access the evaluation to make
changes, and inform the 2™ Level Reviewer once complete. The 2™ Level
Reviewer will then review and sign automatically routing the evaluation to
the employee.

e The supervisor will receive an email notification that the employee has been routed
the evaluation for awareness.

Scenario 4: Evaluation does not require an Other Rating Official or 2™ Level Reviewer but
requires a Final Reviewer.

e Once the supervisor completes and signs the evaluation, the evaluation will route to
the Final Reviewer.

¢ Once the Final Reviewer reviews for consistency with the School/ Administrative
Unit criteria, the evaluation routes directly to the employee.

o If disagreement exists, the Final Reviewer should decline the evaluation and a
conversation between the Final Reviewer and the supervisor should occur
outside of the platform.

o If changes are needed, the supervisor should access the evaluation to make
changes and reroute through the platform. The Final Reviewer will then
review and accept routing the evaluation to the employee.

e The supervisor will receive an email notification that the employee has been routed
the evaluation for awareness.

Scenario 5: Evaluation requires an Other Rating Official, a 2™ Level Reviewer, and a Final

Reviewer.
L~
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e Once the supervisor completes and signs the evaluation, the evaluation routes to the
Other Rating Official to complete.

e Once the Other Rating Official reviews and signs the evaluation, the evaluation
routes directly to the 2™ Level Reviewer.

o If disagreement exists, a conversation between the Other Rating Official and
the supervisor should occur before the Other Rating Official signs.
Conversations should occur outside of the tool.

o If the Other Rating Official adds a comment to the evaluation, it is
recommended the individual should include their initials behind the comment
to differentiate their addition.

o If changes are needed, the supervisor should access the evaluation to make
changes, and inform the Other Rating Official once complete. The Other
Rating Official will then review and sign automatically routing the evaluation
to the 2™ Level Reviewer.

e Once the 2" Level Reviewer reviews and signs the evaluation, the evaluation routes
directly to the Final Reviewer.

o If disagreement exists, a conversation between the 2™ Level Reviewer, Other
Rating Official, and the supervisor should occur before the 2" Level Reviewer
signs. Conversations should occur outside of the tool.

o If changes are needed, the supervisor should access the evaluation to make
changes, and inform the 2™ Level Reviewer once complete. The 2™ Level
Reviewer will then review and sign automatically routing the evaluation to
the employee.

¢ Once the Final Reviewer reviews and accepts the evaluation, the evaluation routes
directly to the employee.

o If disagreement exists, the Final Reviewer should decline the evaluation and a
conversation between the Final Reviewer and the supervisor should occur
outside of the platform.

o If changes are needed, the supervisor should access the evaluation to make
changes and reroute through the platform. The Final Reviewer will then
review and accept routing the evaluation to the employee.

®  The supervisor will receive an email notification that the employee has been routed
the evaluation for awareness.

NOTE - The supervisor can make edits until the employee signs off on the evaluation. Once, the employee
signs the evaluation, no edits can be made.

%
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Other Rating Officials can add comments when reviewing the evaluation. In order to
differentiate the comments, it is recommended that initials are added.

Basic work factors: Quality of work, quantity of work and timeliness

Rating: @
@ Outstanding (O Above Standards () Meets Standards (O Below Standards (O Unsatisfactory (O WA

Comments: @

John 3000000000 3100000 X00000! OG0B XON0000 K00 X000 30000t (SJ)
X000 XOOO000L X0X XI00E XX000E X000 30000 30000 Xxx (LE). -

To review the status of the evaluation in the workflow, visit the Dashboard. Supervisors can
also push out email reminders to review and sign to the next individual in the workflow.

My Direct Report Other Rating OmMcial (0) 2nd Level Reviewer (O] Final Reviewer Queue (0) My Evaluations (0|

Evaluation Period: 2024 - 2025

Solf £val and Oper Objectives
Empt Form or Evaluation Supv of Record  Rating OMcal final Reviewsr Pl A dior Direct Report and Goals

Namo Titte Class Summary Comploted Compioted Completed Comploted Completed (2025 - 2026) PIP Roqd
@ © Jane Smith Specialint, Employee Bl Expmpt e Ponding 2024 - 2025 Selt Eval
- Fom Lisbet 2025 - 2026 Operational Obj

Escobar and .

Loaming and Supplomontal

Goats
(avaiable on 021V2025)

To determine if an Other Rating Official or a 2" Level Reviewer is in the workflow, supervisors
may review the dashboard.

Workflow Signatures

Supervisor of Record: The Supervisor of Record is the direct supervisor of the employee. The
Supervisor of Record’s electronic signature is captured when selecting “Sign Evaluation” on the
Review screen.

Other Rating Official (if applicable): The Other Rating Official is the designated individual, other
than the supervisor of record, who has knowledge of the employee's work and is able to
effectively and accurately assess the employee's performance. This individual can objectively
contribute to the assessment of the employee's performance for the performance review period.
If an Other Rating Official is identified in the evaluation, the evaluation will electronically route
to the individual. The Other Rating Official’s signature will be electronically captured once they
review the evaluation and select “Sign Evaluation” on the Review screen.
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NOTE — The Other Rating Official’s signature must be captured before the evaluation can move
forward to the next individual identified in the workflow.

2" Level Reviewer (if applicable): The 2™ Level Reviewer is typically the next level supervisor in
the employee's chain of command or a higher-level supervisor who is responsible for reviewing
and approving the performance evaluation to ensure consistency, fairness, and alignment with
institutional policies and standards. The 2™ Level Reviewer may also be a specific individual
designated by each School/ Administrative Unit. A 2™ Level Reviewer is required when an
employee receives an “Overall Rating” other than “Meets Standards” or if a

School/ Administrative Unit establishes a requirement for this individual to be included in the
evaluation process.

If a 2" Level Reviewer is identified in the evaluation, the evaluation will electronically route to
the individual. The 2™ Level Reviewer’s signature will be electronically captured once they
review the evaluation and select “Sign Evaluation” on the Review screen.

NOTE — The 2 Level Reviewer’s signature must be captured before the evaluation can move
forward to the next individual identified in the workflow.

Employee: After the Supervisor of Record has had an opportunity to meet with the employee to
review and discuss the content of the evaluation, the employee is able to sign the evaluation
electronically. The employee must log into the Performance Management Platform using their
UMB ID/Password to sign.

NOTE - Final Reviewers do not have a signature in the evaluation as they are only reviewing the
evaluation for compliance with the School/ Administrative Unit’s criteria and guidelines.
Employee Review and Comments

The employee is required to be provided with a copy of the evaluation at least 3 days prior to
the scheduled meeting to allow time to formulate any comments and/or questions.

Employees may submit written comments directly in the electronic evaluation form to address
any aspect of the evaluation.

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

Meeting With the Employee

Supervisors are required to meet with the employee to review the evaluation. During this
meeting, the supervisor should review and consider the employee’s comments and make any

changes as necessary.

Once the employee signs off on the evaluation, edits cannot be made.

Refusal to Sign
Should the employee refuse to sign the evaluation, supervisors should explain that signing the
evaluation does not imply agreement, it only indicates that they received the document; and

that refusing to sign does not invalidate the evaluation.

Employees who disagree with the evaluation are encouraged to leave comments about their
disagreement, but still sign off that they have received the evaluation.

If the employee still refuses, supervisors may select a box indicating that the employee refused
to sign.

Using this option is a last resort and should be done sparingly.

NOTE — This feature should only be used if an employee states they refuse to sign or uses other similar
language.

eport Other Rating Oficial (0) 2nd Level Reviewer (0 Final Reviewer Queue (0)

Evaluation Period: 2024 - 2025

Supv of Record  Rating Official Final Reviewer Final Reviewer Seif Evai and Oper Obyectives
Name Title ::’I:: ::::‘""::VINADO“ S SOm. Comoleted Comploted ?;:::: = ;:;?:;x,, PIP Reqd
JaneSmith  Specisist, Employeo Rl Exompt A A Approved 2024 - 2025 Solt Eval
O & - Fim E':b“; E 2025 - 2026 Oporational Ob)

::m-u and Supplomental
Goals.
(available on 03/1V2025)
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Select employee refused to sign.

Supervisors will type in their name and select submit.

Empioyee Name Jane Smith
Parfomance Evaluation 2024 - 2025
Year

SuUpenisor Mame Sunday Jones
Supanisor Signature

witness Name

Today's Date 05/01/2025

CheckDOWRAGIOS Jane Smith declined to sign their evaluation.

Both the supervisor and the employee will receive an email notification regarding the
employee’s refusal to sign designation.

Submitting the Evaluation

Once the employee electronically signs the evaluation or “declined to sign” is designated, the
evaluation is submitted. No changes can be made to the evaluation after this point.

Employees and Supervisors of Record can log into the Performance Management Platform at
any time to access the evaluation 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.
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Evaluation Period: 2024 - 2025

Empl Supv of Record  Rating Official 2nd Lovel Final Roviewor  Direct Report PP
Name Title Class Form or B C C C < C Reqd
@ (2] Jat}e Human Resowce Non-Ex = = 7 7 7 Approved e
St Associate 1 20242025 Annwal Eval Lisbet
Fom Escobar

To create established operational objectives and learning goals, supervisors will select the
“Operational Obj” and “Learning Goals” links from the dashboard.

Once “Operational Obj” has been selected from the dashboard, a new screen will populate for
supervisors to complete.

UME Performance Evaluation Geshboard

UME Performance Evaluation - Operational Objectives for Evaluation Year 2025 - 2026

a3 Cperation s ohjectives, 10 fhe net evaEtion cycle.

Dbjectives are Chearly defined oulcomes Nal ane algned wilh M goals of Bve Unt of LIME a5 & whole: hanve a0 mpact on deparimental 00erastions; are measurabie and Can e achieved durng the crtke
bt M ¢ 1 b e ks ke it i Ty Prisen [P kg . ol dhiess rolienny

lane Smith

Enier Otjesciive

. e
Add yd
Objectives
Here

Enter in the Operational Objective. If additional objectives should be added, select the “+ Add
Objective” button and enter in additional objectives.

Select “Check Here” and “Submit” to send the employee a notification that the Operational
Objectives are available for review or select “Go To Dashboard” to work on the Operational
Objectives and submit at a later time.

Once “Learning Goals and Development Plans” has been selected from the dashboard, a new
screen will populate for supervisors to complete.
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Enter in the Learning Goals and Development Plans. If additional goals should be added, select
the “+ Add Goal” button and enter in additional goals.

UMB Performance Evaluation - Leaming Goals and Development Plan for Evaluation Year 2025 - 2025
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Select “Check Here” and “Submit” to send the employee a notification that the Learning Goals
and Development Plans are available for review or select “Go To Dashboard” to work on the
goals and submit at a later time.

Once the Learning Goals and Development Plans are sent to the employee, they can
electronically confirm they have received a copy.
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