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A GREAT PLACE TO WORK 
 IN THIS ISSUE 

As you may know, we are nearing the end of the 2015-2016 
Performance Review & Development (PRD) cycle.  Supervisors 
in all departments are now preparing to conduct final PRD 
evaluations with each member of their team.  Later, in our 
newsletter, you will find detailed tips on completing a self-
assessment, which is also an integral part of the full process.   

Our PRD process is an instrument for both the supervisor and 
supervisee to use to engage in ongoing interactions, communications, and 
performance discussions throughout the year.  PRD meetings are designed to 
encourage contributions from both participants, as well as to identify opportunities 
for professional growth and development.  

UMD’s performance review process was developed gathering input from 
representative groups of employees at all levels of the university.  The team 
worked together with the following objectives in mind; to provide an effective and 
fair system of performance management for all non-faculty employees at UMD; to 
strengthen employees’ performance weaknesses and develop career potential 
through training and development; and to support UMD’s vision, mission, and 
goals.  

I encourage you to review our resources to have the tools to participate in a helpful 
and meaningful performance review process. 

                 Jewel Washington 
Assistant Vice President 

University Human Resources 

Employee Self-Assessments 

We offer tips on 
completing your self-
assessment (ESA).  
The ESA is your 

opportunity to highlight your 
successes over the past 12-month 
review period. 
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Training Tune-up 

In a spirit of reflection 
and renewal, it is time 
to challenge your 
thinking about 

boosting your workplace 
effectiveness.    
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National Nutrition Month 

A Nutrition Educator will 
teach us how to serve a 
healthy meal in 30 
minutes or less! 
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UHR Volunteers at the Maryland Food Bank – Baltimore Branch 
(left to right: Joe Windsor, Alesia Ruiz, Shirleen Moore, Lauren Hunt, and Ruth Yun) 
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Tips for       
Completing Employee 
Self-Assessments 
As we approach the time for completing UMD’s annual 
employee Performance Review & Development (PRD) process, it 
is important for all staff employees to complete their Employee 
Self-Assessment (ESA).  The ESA is your opportunity to highlight 
your successes over the past 12-month review period, and to 
provide feedback to your supervisor regarding your job 
performance.  Below are a few tips that will help you to get 
started: 

Plan Ahead  
Mark your calendar with important dates and the deadlines.  
Complete your ESA at least a week before it is due to your 
supervisor.  Do not wait until the last minute.  

Be Prepared 
Before jumping into your ESA, take some time to review each 
question and think about your responses.  The ESA should reflect 
your work and overall job performance during the 12-month 
performance measurement cycle, which is April through March 
of each year.  If you have been in your position for less than one 
year, complete the ESA and include your goals for the upcoming 
PRD cycle. 

Review Relevant Documents First 
1. Position Description – How do you rate your 

performance in each of the duties and functions stated 
in your position description? Are there any areas you 
plan on improving in the next performance cycle? Do 
you need any resources and/or support from your 
supervisor? Did you attend or present training in any 
topic areas? Did you receive recognition for outstanding 
performance?  

2. Past PRDs – Look at your past PRDs and describe how 
much you have grown and developed in the past year.  
If you are in the same job, how was your performance 
different during the past 12 months than from your 
previous PRD?  

3. PRD Midway Feedback – Look at the progress you have 
made during the past 6 months based on feedback 
received during your Midway review. Include your 
observations on your ESA. 

Do Not Ignore Counseling or Disciplinary Actions 
If you have received counseling, or formal discipline from your 
supervisor, do not ignore it on your ESA.  Take ownership of 
what occurred and talk about the steps/actions you have and 
are taking to improve.    

Think About Career Development 
Use the ESA to discuss opportunities for your professional 
development, such as taking on new tasks or attending training 
sessions/programs.  Remember you play a major role in your 
development and creating your career path. 

Brag About Yourself 
Many people find it hard to talk about themselves and their 
contributions to the team or department.  If that describes you, 
then this is one of the occasions when you should put those 
feelings aside.  Identify significant projects and challenging tasks 
you successfully completed during the past 12 months and other 
achievements that reflect your work.  This may be additional 
information you include in your ESA. 

These are just a few tips to help you complete your ESA.  Please 
go to the PRD page on the UHR website: http://go.umd.edu/esa 
for more detailed information.  

Check out our 2016 Calendar of Professional Development 
Opportunities: http://go.umd.edu/2016calendar   

And you can be one of the 9,300 people on campus using 
Lynda.com and you can view a brief video (approximately 15 
minutes) called Preparing for Your Review 
http://go.umd.edu/review-prep .  This video provides other 
helpful suggestions to engage in a productive meeting with your 
supervisor during your upcoming PRD meeting.  

 

 

  

http://go.umd.edu/esa
http://go.umd.edu/2016calendar
http://go.umd.edu/review-prep
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Cheers to Professional 
Development and 
Growth in 2016 
There are few things that signal the start of a New Year like 
writing a set of New Year’s resolutions!  Many of us resolve to 
eat healthier, lose weight, or work out more.  Yet, how many of 
us identify time to think about enhancing our performance at 
work? 

In a spirit of reflection and renewal, it is 
time to challenge your thinking about 

boosting your workplace effectiveness.   

What professional goals would you like to establish this year?  
Are there skill sets you would like to improve? Consider turning 
your focus inward and enhancing a skill set that could help you 
manage your workload and your career path. 

Training Tune-Up 
Take some time to assess how you are doing in your current 
position.  Are you meeting expectations or are you exceeding 
them?  Are you developing a skill set that will round out your 
resume?  Are you learning new approaches to efficiently 
complete your work and contribute to your team?  As we move 
toward the end of the current Performance Review and 
Development (PRD) process, review your PRD document to see 
if there are areas in which you would like to improve.  Once you 
have identified any relevant areas, look at the training resources 
on Lyndatraining.umd.edu and training.umd.edu to decide if 
any of the offerings may be helpful to you in meeting your goals 
and your supervisor’s performance goals. 

The Leadership Development Initiatives (LDI) Track I focuses on 
Keys to a Positive Workplace, Communication Essentials, Conflict 
Resolution, and Effective Delegation.  Our LDI, Track II, offers 
small group learning and discussion for more experienced 
leaders who are seriously committed to personal and 
organizational effectiveness.   

We have designed our new Supervisor’s Essentials program to 
offer skills and information to new supervisors and new-to-
UMD-supervisors.  These are fee free sessions providing 
important and consistent information for all campus faculty and 
staff.  If you aren’t a supervisor but plan to be in the future, 
please feel free to attend!  

Remember to make time to view over 2,600 courses on 
Lynda.com, our online library of training videos on topics such as 
improving your memory, management fundamentals, delegating 
to your team, communicating clearly, and leading productive 
one-on-one meetings.  Project Management Professional 
(PMP)® prep classes are now available on Lynda.com, too!   

Be sure to include your chosen training sessions in your action 
plan as you begin your Employee Self-Assessment (ESA). You will 
likely experience a sense of accomplishment as you chart your 
progress and meet your performance goals!   

.

https://uhr.umd.edu/staff-relations/performance-review-and-development-prd/
https://uhr.umd.edu/staff-relations/performance-review-and-development-prd/
http://www.lyndatraining.umd.edu/
http://www.training.umd.edu/
https://issuu.com/uhrmaryland/docs/2016_ltd_calendar?e=16812435/32763396
https://issuu.com/uhrmaryland/docs/2016_ltd_calendar?e=16812435/32763396
https://issuu.com/uhrmaryland/docs/2016_ltd_calendar?e=16812435/32763396
http://www.lyndatraining.umd.edu/
http://www.lyndatraining.umd.edu/
https://uhr.umd.edu/staff-relations/performance-review-and-development-prd/how-to-conduct-the-self-assessment/
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March is National Nutrition Month!  This campaign is held by 
the Academy of Nutrition and Dietetics to offer nutrition 
education and information with the goal of encouraging folks 
to make informed food choices and develop sound eating and 
physical activity habits. 

UHR’s March Lunch & Learn will focus on “Healthy Meals in 30 
Minutes.”  A Nutrition Educator will teach us how to serve a 
healthy meal in 30 minutes or less!   You will learn effective 
meal planning, smart shopping, and easy food preparation tips 
to make simple and delicious meals. 

Why am I receiving a 
1095-C or a 1095-B? 
 
When the Affordable Care Act, also known as healthcare 
reform, or the ACA for short, passed it came with a host of 
reporting requirements for employers and health insurance 
companies.  In late March, you may receive one or more new 
tax forms related to the health insurance you may have had, or 
were offered, in 2015. 
 
If you had health insurance through CareFirst or United 
Healthcare, the State of Maryland’s Department of Budget & 
Management is required to provide a 1095-C or a 1095-B to all 
insureds.   You should receive the form no later than March 31, 
2016. If you had health insurance through Kaiser, your form will 
be mailed directly to you from Kaiser. 
 
If you have filed your taxes prior to March 31, 2016, there is no 
reason to despair.  When the IRS extended the deadline for 
distribution of these forms, they also removed the requirement 
for employees to submit the form when filing their 2015 
federal taxes. 
 
When you receive the form, keep it with your tax records.  
When you file your 2016 taxes, you may be asked to include 
the forms you will receive in early 2017. 

Flexible Spending 
Accounts – Deadline 
for Eligible Expenses 
Do you still have money in your Health Care Flexible Spending 
Account (FSA) from last year (2015)?  You have until the 

deadline of March 15, 2016 to incur eligible 
expenses for your Health Care FSA.  If you do 
not use the money remaining in your Health 
Care FSA account by the deadline, you will 
forfeit the money.   

New wellness program 
offerings from 
CareFirst and United 
Healthcare 
The State of Maryland Wellness Program can help you to 
achieve success through one-to-one coaching, tobacco 
cessation programs, and weight loss programs at no cost to 
you! 

For Tobacco cessation programs: 
Please visit http://go.umd.edu/cessation to learn about 
Carefirst's QuitNet Program and United Health Care's 
QuitPower Program. 

For No-Cost To You Weight Management Programs: 
Please visit http://go.umd.edu/wellness and look for 
information about Carefirst's New Weight Loss Program called 
Innergy (when on the website see the right hand column, under 
Carefirst).  

Note: United Health Care's program is coming soon! 

For Wellness Coaching: 
Please visit http://go.umd.edu/wellness to learn about 
coaching programs available to you at no cost! From the 
website, see the right hand column under each carrier for 
program options. 

  

http://go.umd.edu/cessation
http://go.umd.edu/wellness
http://go.umd.edu/wellness
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Register for our professional 
development programs at 

www.training.umd.edu  

http://www.training.umd.edu/
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Let Us Know How We Are Doing 
UHRConnect@umd.edu  

 

Register for our professional 
development programs at 

www.training.umd.edu  

mailto:UHRConnect@umd.edu
http://www.training.umd.edu/

