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Introductions

• Name

• Department

• How many years at UMass Lowell?

• What makes an effective performance evaluation?
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UMass Lowell Mission Statement
The University of Massachusetts Lowell is a comprehensive, public institution 
committed to excellence in teaching, research and community engagement. We strive to 
transform students to succeed in college, as lifelong learners and as informed citizens in a 
global environment. UMass Lowell offers affordable, experience-based undergraduate 
and graduate academic programs taught by internationally recognized faculty who 
conduct research to expand the horizons of knowledge. 

The programs span and interconnect the disciplines of business, education, engineering, 
fine arts, health and environment, humanities, sciences and social sciences. The 
University continues to build on its founding tradition of innovation, entrepreneurship 
and partnerships with industry and the community to address challenges facing the 
region and the world.
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2024 – 2025 Timeline
The Performance Planning & Evaluation Process begins in April.

Action Items Key Dates
Performance Planning & Evaluation Forms and resources available on HR website. Available Now

   Staff: Begin to prepare Self-Evaluation. May submit to supervisor in advance of the
   performance discussion or bring to performance meeting.

March – April

Managers: Begin to draft Performance Planning and Evaluation. Finalize after performance
   discussion. Supervisor begins to schedule performance evaluation discussion with each

employee.

1. Supervisor and employee have performance evaluation discussion and sign the
evaluation. Employee has the option to submit their Self-Evaluation with Performance
Planning & Evaluation.

2. Copy of Performance Planning & Evaluation provided to employee.

3. Employee has up to 30 days from performance discussion to submit rebuttal. Rebuttal
should be attached to evaluation.

Performance Planning & Evaluations signed by Department Head. May 1st - May 30th

Send completed evaluation forms by email to: Maria_Figueroa@uml.edu May 31st
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Performance Management Program Model

End of Year Evaluation
• Summarize critical goals and

achievements
• Establish overall rating based on

performance throughout the year

Expectation Setting
• Clarify job requirements
• Establish annual goals
• Link goals to larger

departmental or college
goals

Coaching and Feedback
• Confirm and review areas of focus
• Provide coaching
• Offer constructive feedback

I.
Performance Planning/ 

Expectation Setting

III.
End of Year 
Evaluation

II. Ongoing 
Review and 
Feedback

Staff Development
• Discuss goals and associated

learning needs
• Plan professional development

A motivated 
engaged, and high 

performing workforce 
that supports the 
University’s work.
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Critical Components in the
Performance Management Process

1. Job description

2. Strategic Goals

3. Self-Evaluation

4. Personal and Developmental Goals (SMART)

5. Performance Notes

6. Performance Development Plan (PDP)
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Before Your Evaluation:

1. Reflect on Previous Feedback

2. Write Down Your Specific Accomplishments

3. Think About Ways You Can Improve and Come Up With Plans to Do It

4. Consider Your Goals for the Future



Human Resources & Equal Opportunity and Outreach
Workplace Learning and Development

Job
Description



Human Resources & Equal Opportunity and Outreach
Workplace Learning and Development

Employee
Self-Evaluation 

Worksheet



Human Resources & Equal Opportunity and Outreach
Workplace Learning and Development

April 1, 2024 – March 31, 2025Performance 
Planning &
Evaluation

December 2023

March 27, 2025
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Evaluation
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SMART Goals
The Letter Stands for… Which Means

S Specific You know what it is.

M Measurable You’ll be able to tell when it’s been done 
successfully.

A Attainable It can be done with available or 
attainable resources.

R Relevant It makes sense and connects to the 
unit’s goals.

T Timebound It’s tied to a deadline.

“Lack of clear expectations and goal setting accounts for 
80% of performance problems.”
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Inclusive 
Leadership

Diversity, Inclusion, 
and Belonging

Creating 
Inclusive 
Learning 

Experiences

A Manager's Guide 
to Inclusive Teams Unconscious Bias

Uncover 
Unconscious Bias in 

Recruiting and 
Interviewing

Fighting Gender 
Bias at Work

Becoming a 
Male Ally at 

Work

Transformationa
l Leadership

Career Advice from 
Some of the 

Biggest Names 
in Business

Developing 
Your Creativity 

as a Leader

Leadership 
Mindsets

Linked     LearningLinkedlin Learning
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After Your Evaluation

1. Reflect on the Conversation and Act on Your Plans

2. Look Ahead to Your Next Evaluation
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Your Next Steps
• Complete the Self-Evaluation.

• Gather any documentation that you have collected throughout the year.

• Review job description.

• Establish and review performance goals and objectives.

• Schedule regular feedback sessions with your supervisor.

• Communicate! Learn to receive feedback, be a good listener and keep an open mind.

• Accept Success!
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Remember

• Performance Management is about ongoing two-way communication.

• No surprises at the “official” annual evaluation.

• We all have a responsibility in the process.
• The annual performance planning & evaluation is just one step in the 

ongoing process.
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Thank You

If there are any further questions, please contact

Ruby Carnevale via email: Ruby_Carnevale@uml.edu or ext. 43464.

mailto:Ruby_Carnevale@uml.edu
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