
2025-26 Annual 
Performance 

Evaluation Template



Template Overview



Rating Definitions



Employee:  Initial WD Notification

• Annual Evaluations have been temporarily postponed from the Sept 1 launch and will redeploy soon with a 
revised template.  More detailed communication will be shared at a later date.

• Employees will receive a notification in their WD inbox to complete the self-assessment first.

• After the self-assessment, the evaluation template routes to the Manager or their proxy/delegate for completion.  
The proxy/delegate must be assigned the Performance Management Administrative Support (PMAS) security role 
in WD.



Employee:  Introduction



Organization (25%)

• Both the Employee and Manager will 
complete this section.

• Only one question.

• Must copy the percentages as listed 
down to the corresponding 
“weighting” line.

• Rating and Answer will appear after 
each question.

• Overall rating weight worth 25% of 
the evaluation.

This section of the evaluation assesses how the employee demonstrates behaviors that align with the organization’s core values.

25

Question:  100% - Core Values
To what extent does the employee exemplify the UAMS 
CARES values — Compassion, Attention, Respect, Empathy, 
and Service — in their interactions with patients, families, 
students, and colleagues?

Weighting  100



Performance (75%)

• Both the Employee and Manager 
will complete this section.

• The number of responsibilities vary 
by employee – pulled directly from 
the Job Responsibility WD profile.

• Must copy the percentages as listed 
down to the corresponding 
“weighting” line. Must total 100%.

• Rating and Answer will appear after 
each responsibility.

• Overall rating weight worth 75% of 
the evaluation.



Goals (optional)

• Optional but encouraged.

• Both the Employee and Manager have an opportunity 
to complete this section.

• Number of goals vary by employee.

• Pulled from Performance>Goals in WD or past 
evaluations (Note: These two areas feed into each 
other).

• Able to update current goals or add new ones.

• Rating and Answer will appear after each goal.

• For tracking purposes only; not factored into overall 
rating of the evaluation.



Supporting Documents (optional)

• Optional but encouraged.

• Both the Employee and Manager have an opportunity to complete this section.

• Number of attachments may vary by employee.

Please provide documentation that supports the assigned rating, such as professional achievements, Individual Development Plans (IDPs), 
goals, disciplinary actions, awards and recognition, or other relevant examples. This is especially encouraged for ratings of Unsatisfactory 
or Exceeds Standards to provide additional context and ensure consistent evaluation practices.



Manager:  To-Do Step (required)

**Reminder for Managers or Performance Management Admin Support (PMAS) security 
role to meet with employees to discuss evaluation ratings.



Employee:  Acknowledgment (required)

**Acknowledgements with comments routes back to the Manager or PMAS for review.

• Required step for the 
Employee.

• Will appear in the 
employee’s WD inbox.

• Must be completed to 
successfully close out the 
business process in WD.

• OHR will manually 
advance the eval if the 
employee fails to 
acknowledge within 15 
business days.



Changes and Resources

Policy Updates
• OHR will manually advance annual evaluations if employee fails to acknowledge after 15 business days.
• To outline expectations for the Initial 90-day Performance Review (required) and the Extended 180-day 

Review (optional).

HRBP Website
• Performance Management Resources available for Managers and Employees
• OHR’s “Managers Toolkit – Performance Management”
• Example Documents

• Outstanding recognition emails
• Individual Development Plan (IDP) Template
• Employee Recognition Form for Managers
• S.M.A.R.T. Goals



Thank you!
Please contact your HR Business Partner 

for questions and further support.
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