UMBC

AN HONORS UNIVERSITY IN MARYLAND

PERFORMANCE MANAGEMENT PROCESS
SETTING EXPECTATIONS, FEEDBACK & APPRAISAL

PMP EMPLOYEE FORM

Name: SSN: Period Covered:
Job Title: Department: Division:
Supervisor:

EXPECTATION SETTING MEETING HELD AND JOB PRIORITIES DISCUSSED (DATE):

Supervisor’s Signature:

Employee’s Signature:

FEEDBACK SESSION HELD (DATE):

Supervisor’s Signature:

Employee’s Signature:

FINAL APPRAISAL MEETING HELD (DATE):

Supervisor’s Signature:

Employee’s Signature:

REVIEWED BY SUPERVISOR AND NEXT HIGHER LEVEL SUPERVISOR OR DEPARTMENT DESIGNEE

Supervisor’s Name (PLEASE PRINT):

Supervisor’s Signature:

Reviewer’s Name (PLEASE PRINT):

Reviewer’s Signature:

Please check one: The employee and supervisor are in agreement not in agreement with the performance appraisal results. If not agreed, please note
the area(s) of disagreement on the reverse side of this sheet.

Employee’s Signature:

NOTE: The employee’s signature does not necessarily indicate agreement with the performance appraisal results. The signature indicates only that the
performance appraisal was held.

OVERALL
RATING

RATING SCALE

DESCRIPTION

Outstanding

Exemplary performance in all areas of the factor.

Exceeds expectations

Surpass the standards and established performance expectations in many important areas of the factor.

Meets Expectations

Good performance. Consistently meets standards and established performance in important areas of the
factor.

Below Expectations

Performance does not meet expectations in some important areas of the factor; below expected levels.
Improvement required.

Unsatisfactory

Performance falls below expectations in many areas of the factor. Substantial improvement critical.

NOTE: These are the general rating categories. See “Guide to Defining Performance Ratings” for detailed definitions of levels of accomplishment. Specific expectations must be set by the
supervisor and employee for each performance factor.







