
UMB Performance Development 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.  

Performance Development Program Platform 

Using their UMB username and password to log-in, employees will be directed to the 
Landing Page of the Performance Development Platform. 

https://www.umaryland.edu/hrs


 

 

 

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 
evaluation “My 2022 Evaluation” for review.   
 
 
 
 
 
 
 
 
 
 
 
 

Evaluation 
Status Evaluation for Review 

 
 
 
Once “My 2022 Evaluation” is selected, employees are directed to a new screen to 
review the evaluation completed by their supervisor and/or rating official. 
 
 
 
 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 

Please review the evaluation below. Go to the Signatures section below to 
sign the evaluation. 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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 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 before the evaluation meeting and after the evaluation meeting. 
 
Before the Evaluation Meeting  

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Option to Submit Comment 
Prior to Evaluation Meeting 

Textboxes Greyed  
Out Until After  
the Evaluation 

Meeting 

 
 
If Yes is selected, the screen below will appear for the employee to enter their comments 
and send direcrtly to their supervisor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sunday Jones 

sunday.jones@umaryland.edu 



 

 
Employees cannot sign the evaluation form until after the evaluation review meeting 
with their supervisor. During this meeting, the supervisor should review and consider 
the employee comments and make any changes as necessary before routing the final 
evaluation to the employee for signature. While supervisors should engage in 
conversation and consider the employee perspective, they are not required to change 
their ratings.   
 
Once the evaluation review meeting has occurred with the supervisor, the employee can 
sign off on the evaluation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Final Employee Comments After the Evaluation Meeting: 

D  N t Si  U til Aft  th  P f  E l ti  M ti  

Open for Comments 
and Signature 

What my Signature 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.  

 
 

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



 

 
 
 
 
 
 
 
 
 
 
Note that once the employee signs off on the evaluation, the status will change.  
 
Employees can revisit their dashboard to view their evaluation.   
 
 
Optional Self-Evaluation 
 
Employees are able to complete a self-evaluation in the evaluation platform should they 
choose to. If an employee would like to complete a self-evaluation for their supervisor’s 
review, they will access the evaluation through the My Evaluations tab.   
 
 
 
 
 
 
 
 
 
 
To access the optional self-evaluation, select the 2022-2023 Self Evaluation.  

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 sections in the toolbar. 
Employees should select Save at the bottom of each screen before moving on to the next. Once 
completed, employees will review and submit. 
 
Submitted self-evaluations will be available for the supervisor to review. 
 
 
Operational Objectives and Learning Goals  
 
After the evaluation phase ends, supervisors should initiate the planning phase with the 
employee. 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 are able to confirm they were made aware and received a copy of the established 
operational objectives and learning goals by signing off on the screen. 
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