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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.

UMB Performance Evaluation Dashboard
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The Performance Development Program (PDP) is UMB's formal process for employes evaluation and development. Participating in the PDP process is a critical responsibility for

every supervisor, and it is expected fhat 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

Respect and Integrity

We value each other and hold
ourselves accountable for acting

Well-Being and
Sustainability
‘We care about the welfare of our

Equity and Justice

'We embrace and are commitied o
diversity, and we value inclusive and

Innovation and
Discovery

We imagine and explore new an

ethically and transparently using
compassion and empathy.

just communifies. We oppose racism
and oppression in all their forms.

people, planet, communities, and
University.

improved ways to accomplish our
mission through education,
research , clinical care, and service.

At the University of Maryland, Balfimore, our core values demonstrate what we stand for and serve as a guide fo how we behave. By acting on our core values, using
them to quide our everyday interactions, we make UMB a place where everyone feels welcome, has a sense of belonging, and is supported to succeed.”

- President Bruce E. Jarrell, MD, FACS

Select the Dashboard link above to begin the NEW Performance Evaluation Form for 2022
Welcome to an accessible, transparent, and effective tool for alll
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Performance Evaluation Form

To access their evaluation, employees will select the Dashboard link from the Landing
Page.
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UMB Performance Evaluation Dashboard

From the Dashboard link, employees will select the My Evaluations tab to select their
evaluation “My 2022 Evaluation” for review.
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UMB Performance Evaluation Dashboard

My Evaluations

2022 Evaluation Evaluation Status 2022 Self Evaluation

My 2022 Evaluation Review and Signature Required .
—_ oot ®——1 Eyaluation
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.
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Competencies.
Baslc work tactors: Quality of work, quantity of work and timelineze
Rating: @ Outstanding () Above Standards () Mests Standands
Commants: Excellant warkd
'Work habite: Attendance and punctuaiity
Rating: {® Cutstanding () Above Standards () Meets Standards

Comments: Excellent work!

nteractions: tion and Intenpersonal

Rating: {® Outstanding () Above Standards () Mests Standards

Comments: Excellent work!

Customer sarvice andior pullic relafions: p

Plzass review the evaluation b=low. Go to the Signatures ssction below to sign the evalustion.

Administration and Finance

Employee Information

Empioyss Last Name Empiayes First Mame
Sevdalis Marina

Joib Titke

Specialist, Employee Rel 5r

Dioes this employes supariiss othar employees? Typ= of Evalustion
(OYes (@ No Annual

Supenisor of Record: (Last Name, First Mame) iy Supenisor of Record EMPL ID
Sunday Jones 0383643

Iz there 3 rating officisl other than the supensisor of record? gy

() Yes @ MNo

Rating official: Rating official EMPL ID

{_) Below Standards () Unsaticfactory

) Balow Standards () Unsaticfactory

and representing UME to the pubilc

Rating: @ Outstanding () Above Standards () Mests Standands
Commants: Excellant warkd
Proglem soiving ekille: Froblsm solving. handiing chalengses, creativity

Rating: @ Outstanding () Above Stsndards () Me=ts Standards

Comments: Excellent work!

sign the evaluation.
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Supervisor of Record Email Address
sunday jonesi@umaryland.edu

Rating Official’s Email Address

|
?

Ohia

CINA

CINA

Ohia

ONia

Employes I0#
025814

Saupenisor of Record Ext
410 706 7302

Rating Official's Ext

—» Please review the evaluation below. Go to the Signatures section below to

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



Joo ekille: Job knowledge, adminietration. Inttiative, oral and written communications

Rating: () Outstanding () Above Standards () Mests Standards () Below Standards () Unsatisfactory () NiA

Comments: Excellant word

Planning and organization: Planning, estting objectives, organization snd work allacation, ta

Rating: ® Cutstanding () Above Standards () Mests Standards () Bedow Standards () Unsatisfactory (O NIA
Comments: Exceflent work!
Ocoupational safsty and health: Following safe wark practices, complying with safety policies, attanding safety training, using perecnal profective equipment, reporting unzafe work condilone

Rating: (@ Outstanding () Above Standards () Mests Standands () Bebow Standards () Unsatisfactory () NIA

Comments: Exceflent work!

Summary of Overall Performance

Owarall Rating and Commants:

Owarall Rafing: (® Outstanding () Above Standards () Meets Standards () Below Standards () Unsatisfactory () NiA

Comments: Excellant word

Learning Goals and Development
i

Employee Comments

Would you like to submit a to your

Ovyes (ONo

P prior to the meeting?

Signatures

g : My sig! below is to verify that | have this and had the 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 the below.

Final Comments After Evaluation Meeting

Type Your Name (Employee Signature) Today's Date

03/14/2023

Sign and Submit My Evaluation

Employee signature: my signature below is to verify that | hawe 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.

Empioyes Comments:

Employes Name: Employee Signature: Employes Title: Diate:
Marina Sevdalis Specialist, Employee Rel Sr

Supenisor of Record Nams: Supenvisor of Record Signature: Supenisor of Record Tithe: Diate:
Sunday Jones Sunday foata Dir, Employee/Labor Relations 03072023
Cther Rating Official: Other Rating Official Signature: Ceher Rating Official Title: Diate:

NIA NA MNiA NiA

2nd Lewsl Reviswsr Nams: 2nd Level Reviewsr Signature: Znd Lewsl Reviewsr Title: Diate:

NIA NA NiA NIA

My signature below is to verify that | have reviewed the 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 agreement or disagreement.
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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

Employee Comments

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

OYes (ONo T I

Option to Submit Comment
_ Prior to Evaluation Meeting

Employ g e: My sig e below is to verify that | have this perfor ev 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 ag or g

This section has been disabled until you have Pl d your in-person review of your evaluation. Once your cial
has confirmed your in-person review, you will then be able to complete the si e section
Textboxes Greyed

Out Until After
the Evaluation
Meeting

Final Comments After Evaluation Meeting

Type Your Name (Employee Signature)

03/14/2023

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

Employee Information  Operational Objectives Competencies | eaming Goals and Development Plans  Summary of Overall Performance  Review  Print

Submit Comments to Direct Supervisor
= TO:  Sunday Jones

+ E-Mail: sunday.jones@umaryland.edu

Employee Comments

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

Signatures

What my Signature Means

(Employee):
Please 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:

Open for Comments
. and Signature

Type Your Name (Employee Signature) Today's

03/13/2023

Sign and Submit My Evaluation

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.
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UMB Performance Evaluation Dashboard

My Direct Reports Other Rating Official (0) 2nd Level Reviewer (0) My Evaluations

2022 Evaluation Evaluation Status 2022 Self Evaluation

My 2022 Evaluation Reviewed and Signed

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.

UMB Performance Evaluation Dashboard Reports~ AdminTools Performance Evaluation Inst

My Evaluations

2022 Evaluation Evaluation Status 2022 Self Evaluation

2022-2023 Self Evaluation (optional)

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.
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Employee Information  Operational Objecfives Supervisory Objeciives Compelencies  Leaming Goals and Development Plans ~ Summary of Overall Performance  Review  Print

Employee Information

Employea Last Name Empiloyee First Name M Employee 1D#
Doe John 012345
Job Title SchoolDivision Department
Staffing Specalist - HRS
Do you supervise other staff? Type of Evaluation Period Covered
CJves 0N Annual 2022 - 2023
Supervisor of Record: (Last Name, First Name) @ Supervisor of Record EMPL 1D Supervisor of Record Email Address Supervisor of Record Ext
Sevdalis, Marina 012346 marina sevdalis@umaryland.edu 410 706 7302

Save Employee Information

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.

JERSITY of MARYLAND
TMORE

UMB Performance Evaluation Dashboard

My Evaluations
2022 Evaluation Evaluation Status 2022 Self Evaluation 2023 — 2024 Oper/Obj's & Goals
Iy 2022 Evaluation Reviewed and Signed 2022 — 2023 Self Evaluation (optional) Operational Obi
Learning Goals
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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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