HUMAN
RESOURCES

- DEVELOPMEN

UMB PERFORMANC

PROGRAM
STAFF TRAINING

March 2023
This presentation in its entirety is guidance. It is not intended to replace existing policies, procedures, practices, or MOUs.

ATTRACT. ENGAGE. DEVELOP.
www.umaryland.edu/hrs

)%

UNIVERSITY of MARYLAND
BALTIMORE

(=



HUMAN
RESOURCES

=

| UNIVERSITY of MARYLAND The PDP at UMB iS paper Free in 2023! ATTRACT. ENGAGE. DEVELOP.
N

BALTIMORE www.umaryland.edu/hrs




)

Performance Evaluation Form

It

I UNIVERSITY of MARYLAND
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Instruction: for Conspleting che TAMB Performazce
Evsluation Form

A Emplovee Information

i.—iv.) - Enter the employee’s official name a: it appears on payToll decuments or timesheet and EMEL 1D =
. — vil.) - Provide employves's official job fitle 2= recorded in eUNE, select the approprizte school or divizion fom.
‘the drop-doma box, ad indicate the dzpartment whers the ménidual was emploved during the rating cycle
wiid.) - Select what type of 2:seszment vou are competing, e amnal mid-cycle, plaming or probatiorary

ix.) - Enter the dates that are applicable to thiz evaluxtion; Note: the 2amal performance cyele for ALL employee:
iz April 1* through March 31%. Provide specific dates if vou are a:se:sing a different performance perind, such as
the end of the probationery period or mid-vear review

1) - Date of review should indicats the date that the evalustion was presented and reviewed with the amploves.
For Hon-Exempt employess, if the evaluation is not reviewed and sigmed by the emploves by April 3{th, the mting
will defanlt to “mests standands™

. — xiv.) — Provide the mawne, EMPL ID# and contact information of the rating official. The mting official is the
desiznated mdfvidual who has knowledze of the emplovess work and is able to efectively and accurately asse:s
the performance and provide a rating, this individual psay not be the supervisor of record

xv. — il ) - Provide the name, EMPL IT# and comtact information of the supervizos, in those instances where the
supervisar and the rating official is ot the same person

BE. Operational Objectives
Objective: entar the operationz] ohjectives that have been sstablizhed for the employee 2t the beginning or during
the performeance cycle. Oljectives are clearly defined outcomes that are aligned with the goals of the wnit or UME
25 3 whaole: have an impact on departmental operation: are meaznmrable amd can be achisved durmg the oycle
idemrified. Thiz can also mclude information dirsctly Srom the employes’s job dzscription

Rating: using the Performance Development Ratine Scale Definitinns fomd an the following page:

sty umaryland edu/doc s EELFipdp rating scale defusition Goc select 2 rating that represents the emploves's
overall performance for the identified objective, 2szesz whether the objective was accomplished, to what degree,
and whether it was done within the established time frame  Take into conzideration amy challengas the employea
may have faced and how it may have impacted the outcome of the objective.

Comments: fachial comments should be mchuded to support the rating, commumicate sirensths and wezlneszes,
and other pertinent feedback. A conument must be entered for any ratieg other than “mests sandardz ™

C. Supervizory Objectives
Complete this section onky when 2ssessmg the performance of an indhviduz] whe supenizes other employes:.
Select 2 rating that coincides with the level of performance as it pertains to the factor: listed. Insert comments dhat
are fact-hazed and support the desiprated rating.

D Competendies
Eafer to the Performance Development Ratings Definifions (575 websie (anages s TooikieEmplnes and Labar
Relatigns Perfirmsnen Develepmany) for 2zsiztance with salecting a rating that represents the employes’s overall
‘performance for the identified competency, insert comments that are fact-hazed and support the desisneted rating.
A comment must be entered for amy rating other than “meets standards

—~
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E. Summary of Overall Performance

F. Learning Goals and Development Plan:

HUMAN
RESOURCES

Salect a rating that summarizes the employes’s performance in all aspects of the evaluation (objectives and
competencies). Ensure that the overall performance rating is consistent with the individual objective and
competency ratings, For example, if you select “mests standards™ ou each competency, the overall rating cannot be
“zhove standards.™

For evaluations that have an overall rating of “Below Standard™ or “Unsatisfactory,” plece an X in the box to
indicate that the employee’s 2° level supervisar is aware that the overall rating is less than meets standards. In
addition, contact Employes Labor Relations within 30 days, at (410)706-7302  to implement a Performance
Improvement Plan (PIF).

This saction is to indicate the leaming zoals and develop plans that wara ished at the beginning or during
thiz current rating cycle; the emploves should have already completed these activities. Select a category that most
clozely applies to each of the activities that you assigned and include a brief description. Development activities
are intended to enhance the employes’s current parformance, prepare the employee for greater challenges and
career advencement Such activities may inchide:

# Training sezzions with senior team members within or in another department

#  Aszigned courses through e-learning at UMB

» Committes assignment

#  Techrical improvement coursas (Le. public speaking, business writing)

»  Zeminars‘workshops

#  Professional associstions

G. Employee Comments

Employvess may submit written comments to address any aspect of the evaluation. It is recommended that the
m:plu\‘ee be provided wm.h 2 copy of the evaluation prior to the scheduled meeting to allow time to fonmulate any

and/or ployes comments may be added directly to the form in the designated saction
using the copy and paste fanction. Hand written comments or comments provided after the supervisor has
electronically submitted the evaliation must be forwarded to the HRS Service Canter for entry into the perzonnel
file.

H. Signatores

I

Becanse the evaluation must be sent as an attachment (Word document only), it is important that the copy of the
evalation with all of the required siznatures ba kept in the deparomental files.

Employee: After the rating official bas had an opportuaity to meet with the emplovee to review and discuss te
content of the evaluation, the emploves’s siznature is required. Should the employes refuse to zign the evaluation,
explain that sizning the evaluztion does not imply agresment, it only indicates that the emploves received the
document; and that refizing to zign does not imvalidate the evaluation. If the emplovee still refuzes, note:
“employes refized to sign” in place of the signatare.

Rating Official'Supervisor: The rating official must check the box balow the employer’s siznamrs; this will
indicate that the evaluation has been presented to the employes. If the box is not checked, the electromic
submizzion will not be successful. The rating official must then type their own names in the designated area.

Reviewer: The reviewer is typically the 2™ level supervisor or the executive member of the department. Your
Departmantal practices will determine if this signsture is required; however, it is strongly encouragad to obtain the
reviewer’'s signamra when the overall rating iz “outstanding™ or below “mests standards”.

Submitting the Evaluation

Email the complated evaluztion as 2 Word document only (zizned PDF versions will be rejected) to
brpdp@umearvland.edu. The email address of the individual submitting the evaluation must match the email
address for aither the rating officizl or supervisor that is listed at the top of the form. If an error occurred during the
submizzion of the evaluation, the sender will raceive an email notification of the error. The error mmst be comected
and the evalustion i Amy questions ding the form or the process may be directed to Emplovee
Labor Relations at (410)706-7302.

ATTRACT. ENGAGE. DEVELOP.
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A. EMPLOYEE INFORMATION

| Ewplapes lam came i Emplapee fra nmme | . wn | v, Emplayee EW

Sl e wi. SchaalTivisen wil. Depannet

1l Type ofxaburion: in. Pericsl coversd ®  Duie seviewed wih sreployes

i Baieg cliciat {Las Kame, Tl Named il Bt g aificil EMPL S | wiii. Boving aificial or sender's smail adiness uiv. Eaing cificial exi
wv. Seperviaar il oiker fm the Baing OfMical} | o, Supervioors EMPL ;| il Sepereissrar seader's emafl sddress wll. Supervinor ent
B. OPERATIONAL OBJECTIVES

I Cjective: h Rabing: HIA
Comusenis:

2. CHective: Raning: MEA
Camisents:

k. Othjective Rating:

Carmpents:
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F. Learnmg Goals and Development Flans TOE T [ =&
This section is to ndicate the leaming goals and development plans that were established at the begimning or dv [
thiz current rating cycle; the employvee should have already complsted thess activities. Select a category thatm
clozely applies to each of the activities that vou aszigned and include a brief description. Development activitie
are intendad to enhance the employvea’s current performance, prepars the employvee for greater challenges and
career advancement Such activities may include: T O =
o Training seszion: with senior team membears within or m another department Commats
o Aszzizned courses through e-leamimg at UME
* Committee assignment
o Technical improvement courses (1.e. public speaking, business writing)
. Semmars.wurhahopa €. SUPERVISORY OBJECTIVES: This section is for employees who supervise Ratinz: NEA
. profusm assndﬂﬁons : . Immcleﬁacﬁﬁb'mdm.aj-mxinpasiﬂw lationships with peers, subordi and customers
G. Employee Comments p e sl e
Emplovess may submit written commeants 1o address anv aspect of the evaluation. It is recommended that the I I i i
employee be provided with 2 copy of the evaluation prior to the scheduled meeting to allow time to fonmulate 2 o (ot od (n omtion et wark e, doperime, ndvrsly i weiventy puicis
comments and ‘or questions. Employee comment: may be added directly 1o the form in the designated zection
using the copy and paste function. Hand written comments or comments provided after the supervisor has
electronically submitted the evaluation must be forwarded 1o the HES Service Center for entry into the personn
H. S-g.ﬁll;m c:;::rk factors: Quality of work, quantity of work and timeliness Rating:
Becaunse the evaluation must be sent as an attachment (Word document only), it is important that the copy of th
evaluation with all of the required zignatures be kept in the departmental files.
Work babits: Attendance and panctuality Rating:
Employee: After the rating official has had an opportunity to meet with the emplovee to review and discuss the |~
content of the evaluation, the emplovee's signature is required. Should the employee refuse to sign the evaluati
explain that zizning the evaluation does not imply agreement it only indicates that the emploves received the T ——————— T Fating
document; and that refusing to sizn does not mvalidate the evaluation. If the employee still refuses, note: R
“emplovea refused to sign” m place of the signature.
Rating Official'Supervisor: The rating official must check the box below the employer’s signature; this will
indicate that the evaluation has been prasentad to the employee. If the box is not checked, the electronic |
submission will not be successful. The rating official must then type their own name in the designated area. Froticn i A et SAMIRE b el iy Ratg
Comments-

Reviewer: The reviewer is typically the 2™ level supervisor or the executive member of the department. Your
Departmentzl practices will determine if this signature is required; however, it is strongly encouraged to obtamn
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H. SIGNATURES
Farag
AL W e B 6 g e

e Ten = Employee signature: my signature below is to verify that I have reviewed this performance evaluation and had the opportun
e to discuss the contents with my immediate supervisor or the rating official Although I am required to sign it, my signature

S i = - not imply my agreement or disagreement.

= —— e R ===— Employee: | Title: _ Date: |
Nipe’Pring Signamre

. Summary of Overall Performance
Select a rating that summarizes the emploves's performance in all aspects of the evahuation (objectives and
competencies). Ensure that the overall perfurmance rating is consistent with the individual objective and
competency ratings. For example, if you salect “meets standards” on each competency, the overall rating cans:

.lbﬂ‘ standands.”

= @ O By checlulg thiz box and tvping my name below, I verify that I have presented this evaluation to the above employe
o their review.

1 1 v low i placs i X i e
mﬂ:m“plqﬂ|2“1ﬂdmu«n:wmhha\ulﬂnﬂﬂ|nlulunnumu In
addition, contact Employes Labor Relations within 30 days, st (410)708-7302  to implement 3 Performance

Improvement Plan (PIF). | B . .
'L“:mxmmmmmmmmwmmnmwum ek — ngﬂm ] | Tll].E ] DHE': ! —

this curens rating cycle; the employee should have already completed these activities. Sedect a cavegory that . + -
mmmmmwmﬂ‘mmmmnwmumammm Developmest activit nm?m SW
are imtended 1o enhance the emploves's current performance, prepaze the emploves for Ereater challenges and
career advancement Such activities may inclode: s T
«  Training sessions with sexior team mensbers within o in another department :-__— L -
®  Assignsd courses through e-leamming a1 UME
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Mission, Vision, & Values

Performance Development
Program Refresher

Electronic 2022-2023
Performance Evaluation Form

Participating in Performance
Evaluations

Next Steps and Questions

HUMAN
RESOURCES
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Understand the UMB Performance
Development Program

Use the Online UMB Performance
Development Program Evaluation Form &
Tools

Engage in the Performance Development
Process

OBJECTIVES

Work with Supervisor on
Understanding Goals and Objectives

Learn Where to Go For Questions &
Support

=
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To improve the human
condition and serve the
public good of Maryland and
society at-large through
education, research, clinical

care, and service.
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01

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

I 02

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

L 03

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

inclusion.

The University will be a vibrant community
where students, faculty, staff, visitors, and
neighbors are engaged intellectually,
culturally, and socially.

VISION

=
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UMB’S CORE VALUES

RESPECT and INTEGRITY

WELL-BEING and SUSTAINABILITY

EQUITY and JUSTICE

INNOVATION and DISCOVERY

#UMBtotheCore

HUMAN
RESOURCES

ATTRACT. ENGAGE. DEVELOP.
www.umaryland.edu/hrs
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EQUITY, DIVERSITY, & INCLUSION

All people thrive, belong, and contribute wholly to the mission, vision, and values of the institution.
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Performance Development Program Overview IS

RESOURCES

The Performance Development Program Has Not Changed

The UMB PDP

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

evaluation involves process for employee evaluation
communication and development. Participating

b h in the PDP process is a critical
etween the responsibility for every

employee and the supervisor, and it is expected
supervisor concerning

Structure Expectations

The Performance
Development Program
provides a structure for

employees and
supervisors to
communicate about

that an evaluation be completed
at the end of the performance

performance and plan eXpeCtationS; goals, cycle. By using the process,
for professmnal and the standards for employees are clear about goals,
development. . objectives, and expectations that
P measuring are essential to an employee’s
performance. development and overall
success.
=
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Performance Development Program ~Jrm=

RESOURCES

April 15t = March 31st

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

=
"l UNIVERSITY of MARYLAND
Ul BALTIMORE

Non-Exempt and Exempt
Staff

01
PHASE

Performance
Planning Period

PDP@
03 S\ -3 o2

PHASE PHASE

Performance Performance
Evaluation Feedback &
Development

e

Non-Exempt & Exempt Staff —
Ongoing

ATTRACT. ENGAGE. DEVELOP.
www.umaryland.edu/hrs
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Important Cycle Dates

Performance Development Cycle: April 15t — March 315t

Employee Class Performance Employee Self- Performance Mid-Cycle Review Performance
Planning Evaluation Feedback and Evaluation Due
Development

Non-Exempt May 15t— May 315t April 15t - April 7th Ongoing October April 30th

November 30"
Exempt June 1%t —June 30" April 15t — April 30t Ongoing June 15t

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

=

~~

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




Who Receives an Evaluation? v

ELIGIBILITY

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 Il

For the 2022 — 2023 cycle, must have been hired by

12/1/2022
=
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2022 - 2023 Evaluation Form Changes — What's New? B RESOURCES

Electronic Submission
No longer using ImageNow.
Automated process and
workflows.

User Dashboards

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

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

Spell Check

Automatic spell check for
Supervisor and Staff Comments.

Reporting Capabilities

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

Employee Accessibility

Employees can now access their
performance evaluations online.

Multiple Reviewer/Signatures
With automated workflows, the tool can
be routed through the system to the
appropriate party.

Mobile Capabilities

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

=
| | | UNIVERSITY of MARYLAND
Ul BALTIMORE
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Accessing the UMB PDP Online Portal ~ [EieS

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

Under Construction

The ELR Website is Under

Construction Due to CITS &
Marketing/Communications
System Upgrades.

=
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Completing the Online Annual Evaluation Form

BALTIMORE www.umaryland.edu/hrs
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UMB Performance Evaluation Dashboard

HUMAN
RESOURCES

-
o
4

' |/ UMB Performance
| Development Program
| J y

[ ]
The Performance Development Program (PDF) is UMB's formal process for employee evaluation and development. Participating in the PDP process is a critical responsibility for
every supervizor, 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.

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

UMB Core Values

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

Well-Being and Equity and Justice
Sustainability We embrace and are committed to

We care about the welfare of our diversity, and we value inclusive and
people, planet, communities, and just communities. Ve oppose racism
University. and oppression in all their forms.

Respect and Integrity

We value each other and hold
ourselves accountable for acling
ethically and transparently using

compassion and empathy.

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 quide our everyday interactions. we make UME a place where everyone feels welcome, has a sense of belonging, and is supported to succeed.”

- President Bruce E. Jarrell, MD, FACS

R Select the Dashboard link above to begin the NEW Performance Evaluation Form for 2022
g N

| | | UN IVERS [TYof MARYLAND Welcome to an accessible, fransparent, and effective tool for alll ATT RACT_ EN GAG E_ D EVE Lo P_
U} BALTIMORE www.umaryland.edu/hrs




The Dashboard

" UNIVERSITY of MARYLAND
BALTIMORE

UMB Performance Evaluation Dashboard

My Evaluations

2022 Evaluation Evaluation Status 2022 Self Evaluation

)
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Employee Self Evaluation

UMB Performance Evaluation Dashboard

My Evaluations

2022 Evaluation Evaluation Status 2022 Self Evaluation

2022-2023 Self Evaluation (optional)

=
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Employee Information  Operafional Objecfives  Supervisory Objeclives

Employee Information
Employes Last Mame

Doe

Job Title
Staffing Specalist
i Do you supervise other staff?
OvYes OMNe
Supervizor of Record: (Last Name, First Name]ﬂ

Sevdalis, Manna

Save Employee Information

)

| UNIVERSITY of MARYLAND
BALTIMORE

~~

Employea First Name Mi Employee ID#
John 012345
SchoolDivision Department
v HRS
Type of Evaluation Period Covered
Annual 2022 - 2023

Supervizor of Record EMPL 1D Supervisor of Record Email Address

0123486 marina sevdalis@umaryland.edu

Compelencies  Leaming Goals and Development Plans  Summary of Overall Performance Review  Print

Supervisor of Record Ext

410 706 7302

ATTRACT. ENGAGE. DEVELOP.
www.umaryland.edu/hrs
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Employee Self Evaluation, Cont’d.

Q

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

v" Use Self Evaluation Form in PDP Platform

=
ATTRACT. ENGAGE. DEVELOP.
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| UNIVERSITY of MARYLAND
www.umaryland.edu/hrs
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Accessing Your Evaluation

RESOURCES

" UNIVERSITY of MARYLAND
BALTIMORE

UMB Performance Evaluation Dashboard

My Evaluations

2022 Evaluation Evaluation Status 2022 Self Evaluation

My 2022 Evaluation Review and Signature Required
=
| | | UNIVERSITY of MARYLAND ATTRACT. ENGAGE. DEVELOP.
A BALTIMORE www.umaryland.edu/hrs




HUMAN
RESOURCES

The Online Evaluation Form

Jo shil: Initiaive, oral and writtn

Above Standards (7)Mests Standards () Balow Standards () Unsatisfsotory () NIA

Rating:

Comments: Excellent work!

Planning. crganization snd work allacation.

(O Unsatisfactory (/NIA

Rating: ® Outstanding () Above Standards () Mests Sandsrds () Below Standard

Comments: Excellent work!

‘Occupationsi satsty and naslin: Followsng £318 Wark praciicas, Compiying wein ssraty pollciss, attsnding safaty fraining, using parsanal protschive squipmant, raporting unsate wor conaiions

Fiease review the evaluation below. Go 1o the Signatures ssction beiow to sign the valuation

Employee Information

Below Standards () Unsatistactory O/ NIA

anding (O Above Standards () Mests Standards (

Rating: @

commants: Exceliant work!

Empioyes Last Name: Empioyes First Name Mi Employse ID¥ o i P
Sevdalis Marina 012346 Summary
Job Tite: School Dwision Department ‘Overail Rating ana Commsnite:
Specialist, Employee Rel Sr Administration and Finance HRS
Ovarall Rating: @ Outstanding () Above Standards { () Below Standards () Unsatistactory ()
Doss this empioyes supervise other employees? Type of Evaluation Feriod Covered
Mo e e Commants: Excallant wori

Supenvisor of Record: (Last Name, Firs: Name) @ Supervisor of Record EMPL ID ‘Supenvisor of Record Email Address Supenisor of Record Ext

Learning Goals and Development

Sunday Jones 012347 sundayjones@umaryland.edu 410706 7302
|= there 3 rating officia! ather than the supenssor of 12 [
Rating offcis| Ring ofiial EMELID Raring Oficisl's Emal Address Rating Offcisls 2t

Marina Sevdalis (Emgloyee]
Fiease review your evaluaiion below.

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 rafing official. Although | am required to sign it, my signature does not imply my agreement or disagreement.

NiA

Basic wor 1aciors: Quality of work, qUaNtity of work and timeliness. Employee Comments
Rafing: ® Outstanding () Above Standards () Mests Standards (O Below Sndards (O Unsatisfactery (O NIA I
Commants: Excellent work!
4
Type Your Name (Employes Signature) Today's Date

Wark hablte: Aftendance and punctuailty

03/

2023

)Mests Standards () Below Standards () Unsatisfactory

ign and Submit My Evalustion

Employee signature: my signature below is to verify that | have reviewsd 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 disagresment.

Intersctions: Coopsrafian and tsamwork, Infsrparsonal ralstionanips

Outstanding () Above Standards () Meets Standards () Below Standard Unsatisfastory () NIA

Rating:

Comments: Exceflent work’
Empioys Comments:

Customsr to tha pupilc
Empioyes Name: Employee Signsture: Date
Rating: ® Outstancing () Abowe Standards ()/Meets Standards () Below Smndar Unsstisfactary (INIA (ot e e
- Supenisar of Recard Name: Supenvisor of Record Signature: Supenisor of Recard Tite: Date
Commants: Excellant work!
Sunday Jones Sanday fouce Dir, Emplayee/Labor Relations 0311012023
shils: creatulty Other Rating Offciak Other Rating Offeial Signature: Ceher Rating Offcial Tele: Date
NiA NA nA NA
Fating: @ Outstanding 3 Above Standards EEEEIS Unsatistatory (O NA 2nd Level Reviswer Name: 2nd Level Reviewer Signature: 2nd Level Reviewss Tile Date:
NiA N WA NA

Commants: Excellent work!

—~
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Employee Comment Sections
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RESOURCES

Employee Comments

Would you like to submit a comment to your supervisor prior to the evaluation meeting?

(Oyes ()No

Signatures

Marina Sevdalis (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.

This section has been disabled until you have completed your in-person review of your evaluation. Once your direct supervisor or other rating official
has confirmed your in-person review, you will then be able to complete the signature section below.

Textboxes S CITINELE AL B LT e
Greyed
Out Until /
After the
Evaluation
Meeting

s
Type Your Name (Employee Signature) Today's Date

03/14/2023

Sign and Submit My Evaluation

)
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Employee Comments Section, Cont’d. N

Employee Information  Operational Objectives Competencies Leaming Goals and Development Plans  Summary of Overall Performance  Review

Submit Comments to Direct Supervisor
+« TC:  Sunday Jones

» E-Mail: sunday.jones@umaryland.edu

Employee Comments

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

=

~~
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Employee Comments o I

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

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

informal resolution. Making your Supervisor aware of your feedback gives them an
opportunity to respond.

'wo-Way Feedbac

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.

=
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What To Do If | Disagree With My Evaluation B s

AGREE

Employees should express their

disagreement with their supervisor. This

may be done through conversation or

« DISAGREE included on the evaluation form.

=
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Employee Signature

Signatures

Marina
Sevdalis (Employee):

Flease review your evaluation below.

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.
Final Employee Comments After the Evaluation Meeting:
This was a great year. I’'m excited for the next year and all that we are planning to
Open for o accomplish. Great feedback!
Comments g What My
Type Your Name (Employee Signature) Today's Date Sl nature
and g
i John Doe 03/13/2023 Means
Signature
=
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My Evaluations Tab

S

i,

|I UNIVERSITY of MARYLAND

BALTIMORE

UMB Performance Evaluation Dashboard

My Evaluations

2022 Evaluation Evaluation Status 2022 Self Evaluation

T

My 2022 Evaluation Reviewed and Signed

Updated
Status on
Dashboard
=
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Performance Development Program

BALTIMORE www.umaryland.edu/hrs
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HUMAN

Phase 1: Performance Planning

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.

* Non-Exempt: May 1st — May 31st
e Exempt: June 1st —June 30th

=
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e

Performance Planning, Cont’d.

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

How You Can Participate

v'Actively Listen
v’ Ask Questions

v’ Ask for Clarification for Anything You Do Not Understand
v'Make Suggestions

v Confirm Expectations Are Clear

)

| UNIVERSITY of MARYLAND ATTRACT. ENGAGE. DEVELOP.
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SMART Goals and Objectives

RESOURCES

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

Specific Measurable Relevant Time Bound

How will the Goals should

Make goals T Tie goals to Ensure goals
goal be be realistic and i
clear and deemed as a ible t operational have a
concise. possible 1o objectives. deadline.
success? reach.
=
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HUMAN

Phase 2: Performance Feedback & Development

The process where an employee's
@ knowledge, skills, and abilities are
o strengthened through regular two-way
('.) @ & feedback and communication

o surrounding their job duties, goals, and
objectives.

Non-Exempt & Exempt: Ongoing

=
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Non-Exempt: October

Mid-CYCIG Review Exempt: November 30th RESOURCES

Who Is Eligible? Recommended Employee Role
v’ Participate In the Process & Related
Discussions.
M Id_Cycle ReV|eWS v’ Review Established Expectations
. v You Do The Job Every Day. Provide Input on
Are Req Ul rEd FO r N on- Goals and Objectives That Could Be Helpful.
Exe m pt E m p | Oyees v' |dentify And Communicate Areas Of Success
v" |dentify And Communicate Opportunities For
And StrO ngly Improvement
v Request Resources And/Or Assistance If
Encouraged For fagues
EXG m pt E m p I OyeeS . v Ask Questions And Seek Clarification When

And Where Needed.
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HUMAN

Phase 3: Performance Evaluation

The process used to evaluate employee performance.

* Non-Exempt: April 15t — April 30t
* Exempt: April 15t - June 15t
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Understanding the Performance Evaluation Ratings
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Performance Rating Categories Explained g2

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

=
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Overall Ratings Below “Meets Standards”  JEEAS

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,

TN NN NNA

ACTION where an employee is not meeting the
expectation and instructions on what
must be done to correct deficiencies and
Needed _ 0 correct
the timeframe in which it should be
accomplished.
VS S SN NS
Work with your Supervisor to determine
goals, objectives, timeframes, and needed
S resources.
m UNIVERSITY of MARYLAND ATTRACT. ENGAGE. DEVELOP.
BALTIMORE www.umaryland.edu/hrs
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Phase 3: Performance Evaluation @

RESOURCES

Employee Role In The Process —
Recommended Steps

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
"l UNIVERSITY of MARYLAND ATTRACT. ENGAGE. DEVELOP.
BALTIMORE www.umaryland.edu/hrs
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Phase 3: Performance Evaluation, Cont’d.

Recommended Helpful Tips

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 0 4

understand.

COMMENT

All Staff has the ability to add
comments to the evaluation form.
This is a good opportunity to
provide feedback.

=
|||UNnmRaTYdAMum1AND
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] HUMAN
iy RESOURCES
RELAX
Come prepared by reviewing your
evaluation in advance. Bring “\\
information to share that may be R
relevant & helpful to the meeting. \
PARTICIPATE

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

SUGGESTIONS

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

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.

ATTRACT. ENGAGE. DEVELOP.
www.umaryland.edu/hrs
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Available Resources
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Performance Development Program Solution Center — [RGEAR

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 AMto 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

=
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ELR Website

Additional Resources Coming Soon

D)
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ADDITIONAL ONLINE RESOURCES FOR STAFF

FAQs

Online list of frequently asked

guestions and answers.

Presentation

Online recorded PowerPoint

Presentation.

=
| | | UNIVERSITY of MARYLAND
Ul BALTIMORE

K < o
SRl s

N
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.

ATTRACT. ENGAGE. DEVELOP.
www.umaryland.edu/hrs
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QUESTIONS
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Thank you for joining us today.
We hope you enjoyed our discussion!
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