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Timeline

April 10 – 
April 28
Self Appraisals

April 28 – 
May 16

Supervisors 
Draft Ratings May 22 – 

June 2
Calibration

June 5 – 
June 16 

Performance 
Check-Ins

June 16

Evaluations 
Submitted

June 30

Employees 
Acknowledge 

Receipt 



• Supervisor considers employee’s job description and job 
expectations

• Supervisor reflects on employee’s past year performance 

• Supervisor drafts comments on and examples of 
employee’s performance 

• Supervisor reviews employee’s self appraisal

• Supervisor reviews the rating scale definitions

• Supervisor considers how employee’s performance in 
relation to employee’s job expectations fits within the 
rating scale definitions

• Supervisors enter employee’s draft review in PeopleSoft 

Supervisors Draft Ratings

April 28 – 
May 16

Supervisors 
Draft Ratings















Calibration is the process of reviewing 
performance evaluations to ensure consistency 
across units, college/school/division, and UMSL

At UMSL, Vice Chancellors will review draft 
ratings of their units and discuss with leaders to 
help catch errors, ask about patterns, etc.

Calibration is NOT Vice Chancellors forcing 
supervisors to change scores

Calibration

May 22 – 
June 2

Calibration



Why Calibrate?

Consistency Fairness

Growth Accountability



Costs of miscalibration

Demotivates High Performers 

Complicates addressing performance issues

Defeats the growth tool value

Creates difficulty in identifying who to recognize and 
compensate



The goal of merit-based pay is to 
reward performance, with employees 
with higher performance receiving the 

largest increases

Merit Based Pay Increases

Lower Score, 
Lower % Increase

Higher Score,
Higher % Increase

Merit-based pay is one type of pay increase, designed for a 
particular purpose



This year, justification 
has allocated 3% of 

the payroll budget for 
merit-based pay 

increases



Rating Distribution & Merit Pay

We will have a set amount of 
money allocated for merit 
increases

The total amount of money 
allocated to merit increases 
remains the same regardless of 
the rating distribution

Thus, the rating distribution does 
not affect the total amount of 
money allocated – it effects how 
the total amount is allocated



• Your supervisor will reach out to schedule a meeting

• At your meeting you can expect to discuss
• Your job expectations
• Your self appraisal
• Accomplishments 
• Challenges/setbacks
• Resources/training
• Career development 
• Your supervisor’s evaluation of your 

performance

• Join us for the next part in this series to get yourself 
prepared to approach feedback in a productive way

Performance Check-Ins

June 5 – 
June 16 

Performance 
Check-Ins



• Supervisor reviews and submits evaluation

• Employee receives an email notice of submission

• Employee checks a box to acknowledge receipt

• Employee may also enter comments into the comment box

• Supervisor receives an email notice that employee has 
acknowledged receipt and can review employee comments

• Join us for the final session in this series to discuss what to 
do after you’ve received your evaluation

Evaluation Submitted & Received

June 16
Evaluations 
Submitted

June 30

Employees 
Acknowledge 

Receipt 



What are your takeaway messages and/or lingering 
questions?
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Part 2 – Understanding the Process
Tuesday, May 9, from 10 – 10:45am CT 

Part 3 – Approaching Feedback
Tuesday, May 23, from 10 – 11am CT 
Monday, June 5, from 1 – 2pm CT 

Part 4 – What Now?
Tuesday, June 20, from 10:30 – 11:30 am CT 
Monday, June 26, from 2 – 3pm CT 

Next in this Series

*Also, mark your calendars for staff development week! May 15-19


