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OBJECTIVES

Understand the UMB Performance 
Development Program

Learn Where to Go For Questions & 
Support

Use the Online UMB Performance 
Development Program Evaluation Form & 
Tools

Work with Supervisor on 
Understanding Goals and Objectives

Engage in the Performance Development 
Process



Our Mission

To improve the human 

condition and serve the 

public good of Maryland and 

society at-large through 

education, research, clinical 

care, and service.



VISION

01

02

03

Excel as a pre-eminent institution 
in its missions to educate 
professionals

Become a dominant economic leader through 
innovation, entrepreneurship, philanthropy, & 
interdisciplinary & interprofessional teamwork.

The University will be a beacon to the 
world as an environment for learning 
and discovery that is rich in diversity and 
inclusion.

04
 The University will be a vibrant community

where students, faculty, staff, visitors, and 
neighbors are engaged intellectually, 
culturally, and socially.





EQUITY, DIVERSITY, & INCLUSION
All people thrive, belong, and contribute wholly to the mission, vision, and values of the institution.



Performance Development Program Overview

Structure Expectations The UMB PDP
The Performance 

Development Program 
provides a structure for 

employees and 
supervisors to 

communicate about 
performance and plan 

for professional 
development.

Effective performance 
evaluation involves 

communication 
between the 

employee and the 
supervisor concerning 

expectations, goals, 
and the standards for 

measuring 
performance. 

The Performance Development 
Program (PDP) is UMB's formal 

process for employee evaluation 
and development. Participating 
in the PDP 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 using the process, 
employees are clear about goals, 
objectives, and expectations that 

are essential to an employee’s 
development and overall 

success.

The Performance Development Program Has Not Changed



Performance Development Program 
April 1st – March 31st

Performance 
Planning Period 

PHASE

01

Performance 
Feedback & 

Development

PHASE

02

Performance 
Evaluation

PHASE

03

Non-Exempt and Exempt 
Staff

Non-Exempt & Exempt Staff –
Ongoing

Non-exempt: April 1st – April 30th
Exempt: April 1st – June 1st 

PDP@ 
UMB



Important Cycle Dates

Performance Development Cycle: April 1st – March 31st

Employee Class Performance 
Planning

Employee Self-
Evaluation

Performance 
Feedback and 
Development

Mid-Cycle Review Performance 
Evaluation Due

Non-Exempt May 1st – May 31st April 1st - April 7th Ongoing October April 30th

Exempt June 1st – June 30th April 1st – April 30th Ongoing
November 30th 

June 1st

Remember: Annual Performance Evaluations not submitted by 
the due date will automatically default to Meets Standards



Who Receives an Evaluation?

Employees who have been in their position for at least 
120 days by the end of the cycle (March 31, 2023) and 
are either:

• Non-exempt
• Exempt
• Contingent II

For the 2022 – 2023 cycle, must have been hired by 
12/1/2022

ELIGIBILITY



2022 – 2023 Evaluation Form Changes – What's New?

No longer using ImageNow. 
Automated process and 
workflows. 

Electronic Submission

The system eliminates wastes of time 
where possible by pre-populating 
Supervisor and Staff data. 

Pre-Populated Fields

Automatic spell check for 
Supervisor and Staff Comments. 

Spell Check

With automated workflows, the tool can 
be routed through the system to the 
appropriate party. 

Multiple Reviewer/Signatures

Each user will have a dashboard 
that keeps them up to date on 
tasks.

User Dashboards 

Reports can be run in the system 
to help inform business decisions. 

Reporting Capabilities

Employees can now access their 
performance evaluations online. 

Employee Accessibility

This tool can be accessed via 
Mobile devices (cell phone, etc.). 

Mobile Capabilities



Accessing the UMB PDP Online Portal

The ELR Website is Under 
Construction Due to CITS & 
Marketing/Communications 
System Upgrades.

Under Construction

Accessed via the Human Resources Services (HRS) - ELR PDP Website & the 
myUMB portal On 3/30/2023



Completing the Online Annual Evaluation Form



Landing Page



The Dashboard



Employee Self Evaluation



Employee Self Evaluation, Cont’d.



Employee Self Evaluation, Cont’d. 

Optional for Employees

Non-Exempt 4/1/2023 – 4/30/2023
Self-Evaluation 4/1/2023 – 4/07/2023

Exempt Employee 4/1/2023 – 6/1/2023
Self-Evaluation 4/1/2023 – 4/30/2023 

 Use Self Evaluation Form in PDP Platform



Accessing Your Evaluation 



The Online Evaluation Form

012346

012347



Employee Comment Sections

Marina Sevdalis (Employee)

Textboxes 
Greyed 

Out Until 
After the 

Evaluation 
Meeting



Employee Comments Section, Cont’d.

Sunday Jones

sunday.jones@umaryland.edu

This was a great year. I’m excited for the next year and all that we are planning to 
accomplish. Great feedback!



Employee Comments

Feedback
Generally, the comment sections of the online form offers an opportunity provide 
feedback on your evaluation for your Supervisor to take into consideration. 

Resolutions
Adding comments can help to facilitate problem solving and can provide an opportunity for 
informal resolution. Making your Supervisor aware of your feedback gives them an 
opportunity to respond. 

Two-Way Feedback 
Making comments can open the door to conversation about the Staff members 
performance from the employee perspective. This can be a basis for two-way feedback.

As always, employees are encouraged, but not required to add comments to the evaluation.



What To Do If I Disagree With My Evaluation

AGREE

DISAGREE

Employees should express their 
disagreement with their supervisor. This 
may be done through conversation or 
included on the evaluation form.



Employee Signature

Marina 
Sevdalis

Final Employee Comments After the Evaluation Meeting:

Do Not Sign Until After the Performance Evaluation Meeting has Occurred

Open for 
Comments 

and 
Signature

What My 
Signature 

Means

This was a great year. I’m excited for the next year and all that we are planning to 
accomplish. Great feedback!

John Doe



My Evaluations Tab

Updated 
Status on 

Dashboard



Performance Development Program



Phase 1: Performance Planning 

• Non-Exempt: May 1st – May 31st
• Exempt: June 1st – June 30th

Staff have a vital role to play in the performance development cycle as the entire process revolves around YOU! 
You can play an active part in establishing goals and objectives along with your Supervisor. This process is a way 
to facilitate Two-Way Feedback, discuss progress towards meeting goals and objectives, and ask for assistance 
tools and resources if needed. 



Performance Planning, Cont’d. 

How You Can Participate

Actively Listen
Ask Questions 
Ask for Clarification for Anything You Do Not Understand
Make Suggestions
Confirm Expectations Are Clear
If Needed, Ask for Help
Sign-Off on Established Goals and Objectives

The period where your role, operational objectives, and developmental goals for the upcoming 
cycle are discussed and communicated.



SMART Goals and Objectives

Define and establish specific goals and objectives for the review period 
using the SMART method:



Phase 2: Performance Feedback & Development 

The process where an employee's 
knowledge, skills, and abilities are 
strengthened through regular two-way  
feedback and communication 
surrounding their job duties, goals, and 
objectives.

Non-Exempt & Exempt: Ongoing



Mid-Cycle Review

Recommended Employee Role
 Participate In the Process & Related 

Discussions. 
 Review Established Expectations
 You Do The Job Every Day. Provide Input on 

Goals and Objectives That Could Be Helpful.
 Identify And Communicate Areas Of Success
 Identify And Communicate Opportunities For 

Improvement
 Request Resources And/Or Assistance If 

Needed
 Ask Questions And Seek Clarification When 

And Where Needed. 

Non-Exempt: October 
Exempt: November 30th

Who Is Eligible? 

Mid-Cycle Reviews 
Are Required For Non-

Exempt Employees 
And Strongly 

Encouraged For 
Exempt Employees. 



Phase 3: Performance Evaluation
The process used to evaluate employee performance.

• Non-Exempt: April 1st – April 30th

• Exempt: April 1st – June 1st



Understanding the Performance Evaluation Ratings



Performance Rating Categories Explained

5 Rating Categories

Outstanding The employee’s work consistently exceeded expectations

Above Standards The majority of the employee’s work exceeded expectations

Meets Standards Performance fully met the established job expectations and may have 
periodically exceeded expectations

Below Standards Performance met some of the job expectations but did not fully meet the 
established measures

Unsatisfactory Performance generally failed to meet the established expectations or 
required frequent, close supervision and/or the redoing of work



Overall Ratings Below “Meets Standards”
If the overall rating on the evaluation is 
“Below Standards” or “Unsatisfactory”, 
the employee will receive a Performance 
Improvement Plan (PIP)

What is a PIP?

A PIP is a documented plan that 
communicates performance expectations, 
where an employee is not meeting the 
expectation and instructions on what 
must be done to correct deficiencies and 
the timeframe in which it should be 
accomplished.

Work with your Supervisor to determine 
goals, objectives, timeframes, and needed 
resources. 

ACTION
Needed



Phase 3: Performance Evaluation

Review Any Available Established 
Expectations From the Previous Year

Gather Documentation About Your Performance 
(Accomplishments, etc.)

Conduct a Self-Evaluation In Your Dashboard 
(optional)

Review the Evaluation In Your Dashboard & Add 
Comments

Meet With Your Manager to Discuss Your 
Evaluation and Provide Feedback

After You Have Met With Your Manager, Provide 
Final Comments On Your Online Evaluation 
Form Through Your Dashboard

Sign The Online Evaluation Form Through Your 
Dashboard 

Access Evaluation If Needed Through the Online 
Portal 

Employee Role In The Process –
Recommended Steps



01
RELAX
Come prepared by reviewing your 
evaluation in advance. Bring 
information to share that may be 
relevant & helpful to the meeting. 

03
PARTICIPATE
Be open to the discussion, provide 
feedback, & ask questions as 
needed.  

05
SUGGESTIONS
You are encouraged to make 
suggestions. If there is something that 
could be done a different say, let your 
supervisor know. 

07
FINALIZE THE REVIEW
After you have had the opportunity to review the 
evaluation, meet with your supervisor,  & provide 
final comments. Sign the online evaluation to 
acknowledge that you have received it. 

02
04
06

MEET WITH 
SUPERVISOR

The evaluation is about you and your 
performance. Join the scheduled 

meeting on time, prepared to participate 
in the discussion!

CONFIRM 
UNDERSTANDING
Ask for clarification if there 
is something that you don’t 

understand. 

COMMENT
All Staff has the ability to add 

comments to the evaluation form. 
This is a good opportunity to 

provide feedback. 

Phase 3: Performance Evaluation, Cont’d.
Recommended Helpful Tips



Available Resources



Performance Development Program Solution Center

If You Have a Phone, 
We Have a Solution

Designated School/Unit HR Representative
PDP Solutions Center

 4/1/2023 – 6/1/2023 (Monday – Friday)
 7:30 AM to 6:30 PM 
 PerformanceManagement@umaryland.edu
 410-706-7601

Center for Information Technology Services (CITS)
 help@umaryland.edu
 410-706-HELP (4357)
 Weekdays from 8:00 AM-5:30 PM & Weekends 

from 8:30 AM-5:00 PM
Employee Labor Relations (ELR)

 HRELR@umaryland.edu
 410-706-7302

Updated Policies Coming Soon

mailto:PerformanceManagement@umaryland.edu
mailto:help@umaryland.edu
mailto:HRELR@umaryland.edu


Under Construction
ELR Website  
Additional Resources Coming Soon



Employee Resource 
Guide
Comprehensive guide for Staff to 

assist with how to actively participate 

in the performance review process.

Guide for Staff on how to use 
the online PDP evaluation form.

FAQs
Online list of frequently asked 

questions and answers.

Presentation 
Online recorded PowerPoint 

Presentation.

ADDITIONAL ONLINE RESOURCES FOR STAFF

Employee PDP Evaluation Form 
Instruction Guide



QUESTIONS
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