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Helpful Hint — The State Seal, located on the left side in the ePAR system,
serves as a “home” key and returns you to the Dashboard page.



Log in to the myNewlersey using the URL: https://portal01.state.nj.us

Getting Started

Input your log on ID and password. All state employees are automatically enrolled by the portal
team as part of the agency activation process as of the initial implementation. New employees

will need to use the Self-Registration process.

newjersey

New Jersey Home Page

Log On to My New Jersey

Log On ID:

Password:

Forgot your logan 1D?

Forgat your password?
Sign up to become a member

Help




Getting Started

Click ePAR link to enter the system. If you do not see it, use the Self-Registration process.
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ePAR Self-Registration

This is used for new employees or others who do not have an ePAR link on their portal page.
Below are the required steps to activate the ePAR link on the myNewlJersey Portal page. All

state e-mployees are automatically enrolled by the portal team as part of the agency activation
process.

For new employees who do not have an existing myNewlersey Portal account OR for

employees hired after an agency is activated, a self-registration mechanism is in place to enable
the link on the portal.

Please follow the directions below:

1. Navigate to the self-registration page below:
https://wwwnet1.state.nj.us/NJ/NJ_ePar_Reg/SelfRegistration.aspx

2. Fillin Step 1 with your employee information and click Register. If you need your EID
you can either find the information on your paystub or contact your HR department.

ugsf" Electronic Performance Assessment Review (ePAR)

Step  Link ePAR to your myMewlersey sceount

Step ¥ Access ePAR Application
Emplayea ID DO01Z3ITES
First Hame Test
Last Name i
Email Address TestiDiEcsc state nj s
Verify Email Address TestiD{Ecsc state nj us
Date of Birth (MM DO 0BA%2014

3. On Step 2 enter the myNewlersey Portal account you have associated with paystub, or

create a new one if you do not
have one.

Link ePAR to Your myMNewJlersey Account
Do you have a myMNewlersey Logon ID?

®Yes

O No

Information about your existing myNewJersey account

myMewlersey Logon ID:

myMNewlersey Password:



a. If you chose to create a new myNewlersey Portal account, you'll fill out a similar
page like the screenshot below.
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Rty your passwod  sssssaas
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Last s |10
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b. Complete the required information for your portal logon and then click Create
myNewlersey Account

4. Once you have completed the steps you will automatically be brought to the ePAR
Dashboard.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action ltems All Reviews
Ratlng Year [[#] 2015 Rating Cycle Due Dates
20 1 5 Job Expectations due by June 01, 2014
(07/01/2014 to 06/30/2015) Interim Review due by June 16, 2014
Final Review due by June 30, 2015
My ePAR
Ratee Job Title Model Code Stage Progress Status

5. To make sure everything works, close all browsers, then open a new browser, and try to
log back into the myNewlJersey Portal by navigating to http://nj.gov.

6. Your portal account should now correctly show the ePAR application under the Civil
Service Commission Application section.

Tae OrrFiciar Wes S1TE FOR

THE STATE OF NEW JERSEY

myiJd Home myMJ Business miyNew.Jersey
Welcome

Ciwvil Service Commission Applications

ePAR

Premier E-Business Services



Dashboard Screen

This will bring you to the ePAR Dashboard screen.

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *
Current Review Action Items Administration All Reviews

Rating Year [7] 2015 Rating Cycle Due Dates
20 1 5 ] Job Expectations due by June 01, 2014
(04/01/2014 to 06/30/2015) ] Interim Review due by June 16, 2014

] Final Review due by June 30, 2015

My ePAR

Ratee Job Title Model Code Stage Progress Status
ROGERS-MCLEAN, KIMBERLY SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
[000360510)
My Ratees

Ratee Job Title Model Code Stage Progress Status
FRANK, VALENTINE T [000137927] SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
GAMBINO, JOSEPH A [000331015] SR EXEC 5VC CEAX0701P-M2015 Interim Review Face to Face Meeting Shared
GOODMAN, CAROL [000328264] SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
JETER, WAYNE [000321074] EDUC PROG DEV SPCLST 3 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
MIGLIACCIO, DEANNA L [000328591] MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Panding Reviewer Signaturs Shared

Requested Feedback and Reviews

No records found.




Dashboard Views

Acton e AsmenTaton Al Ry
1 Electronic Parformance Assetement Review [ePAF Rating Year 2015 Rating Cycle Due Dates
. - s . - e 2015 duse by Jume 01, J014
Agbon Rems 8 v 04/011/2014 to 04/30/2015 e o .h.,':'.”,.’.'.':..'j..:-‘.m
Rating Year ] 2015 Rating Cycle Due Dates I}ﬂ,&er
2015 & Job Expectations due by June 01, 2014 o — el Code o Noarsi e
13014 to D&/3/2015 & Interim Review due by June 16, 2014
& Fimal Review due by June 30, 2015
Ratee My Raees
My ePAR Raten Sob Title age Frogres Stat
Rates Jab Tithe Hodel Cade Stage Progreas Status A el
My Ratees
Rates Job Tithe Stage Prograss Status
Rating Year 2015 Rating Cycle Dus Dates
2015
Reviewer
My oPAR
Depending upon your role in the ePAR process = e —= = T
there are three possible items you may see on o o e — o
your Dashboard Views. These roles include: W
Ratee, Rater and Reviewer. The definitions of R s
the roles are as follows: ot T Femsm

Ratee -The employee receiving the evaluation is the Ratee. Everyone is a Ratee. This person is
the focus of the assessment. As in any other communication process, there must be an
exchange of ideas in the ePAR process. Both the Ratee and the Rater are responsible for
working together in the development of job expectations and the provision of open and honest
feedback about job expectations, the interim and final assessments and the development plan.

Rater- The immediate supervisor of the Ratee is the Rater. Immediate supervisor is the person
who receives and/or dispenses the work. The Rater has the responsibility of conducting the
performance assessment and giving open and honest feedback to the Ratee about performance
throughout the rating cycle. In the ePAR process, the Rater role has the primary responsibility
of controlling and informing the other roles about their responsibilities. All parts of the process
begin with the Rater.

Reviewer-The Rater’s supervisor (or manager) who is responsible for ensuring appropriate
administration of the ePAR Process is the Reviewer. Reviewers are also responsible for setting
goals and expectations for the organization, unit or division. The Reviewer is strongly
encouraged to take an active role in all parts of the ePAR process. This may include managing
performance management meetings and conflict resolution meetings. It is highly recommended
that Raters meet with or provide feedback to Reviewers prior to conducting interim or final
assessment meetings with their Ratees.



Rater’s Dashboard
Dashboard

The Dashboard will display information about you under My ePAR as well as information about
all of your subordinates under the heading My Ratees.

The ribbon at the top left corner of the Dashboard has 4 buttons. The ribbons are: Current
Review, Action items, Administration, and All Reviews.

The majority of this training will utilize The Current Review button. When the Current Review
button is highlighted, items included will be information on the current rating cycle, important
dates, current ePAR for both yourself and your employees, and requested Feedback and
Reviews. Action Items display items that require attention. It displays title of action, message,
action triggers and the creation date. The Administration button is for administrative use only.
Finally, All Reviews button displays ePAR reviews for self and employees in reporting lines.

Electronic Performance Assessment Review (ePAR)

Action Items Administration All Reviews

CIVIL SERVICE COMMISSION *

Rating Year [%] 2015 Rating Cycle Due Dates
20 1 5 [ Job Expectations due by June 01, 2014
(04/01/2014 to 06/30/2015) [+ Interim Review due by June 16, 2014

[ Final Review due by June 30, 2015

Ratee Job Title Model Code Stage Progress Status

AN, KIMBERLY SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Satting Not Initiated
My Ratees
Ratee Job Title Model Code Stage Progress Status
FRANK, VALENTINE T [000137927 SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
SAMBINO, JOSEPH A 1015] SR EXEC SVC CSAX0701P-M2015 Job Expectations Face to Face Meeting Shared
8264] SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
EDUC PROG DEV SPCLST 2 CSAX0701P-E2015 Job Expectations Goal Satting Not Initiated
""""" MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Panding Reviewer Signature Shared

Requested Feedback and Reviews

No records found.

© State of New Jersey Civil Service Commission




Rater’s Dashboard
Dashboard

The State Seal acts as a “Home” button and may be used at any time to return to the Dashboard.

The top right box outlines important due dates for the Rating Cycle. The ePAR process is the same as
the paper process.

The first part is Job Expectations, when the employee and supervisor establish the major goals, job
responsibilities and essential criteria for the position.

This is followed by the Interim Review, which occurs six months into the rating cycle. The purpose of
the Interim Review is to provide the ratee an indication of their work performance and progress for
the first six months of the cycle.

Then, Final Review, which occurs at the end of the rating cycle and is an evaluation of overall
performance for the entire rating cycle. The Final Review rating is recorded in the employee’s record
and is the rating that triggers or supports the other personnel actions associated with the ePAR.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION

Action Items Administration All Reviews

Rating Year
2015

(04/01/2014 to 06/30/2015)

[75] 2015 Rating Cycle Due Dates

[+ Job Expectations due by June 01, 2014
[+ Interim Review due by June 16, 2014
[+ Final Review due by June 30, 2015

Job Title Model Code Stage Progress Status
SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
Ratee Job Title Model Code Stage Progress Status
JALENTINE T [000137927 SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
SR EXEC SVC CSAX0701P-M2015 Job Expectations Face to Face Meeting Shared
“AROL [000328264] SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
EDUC PROG DEV SPCLST 2 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
D328591] MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.

© State of New Jersey Civil Service Commission




All Roles Dashboard

While most of the column headers are self-explanatory, pay special attention to the column
indicators labeled Stage, Progress, and Status.

Stage defines the part of the ePAR process that is due. The Stages that you will see in this
section are Job Expectations, Interim Review, or Final Review.

Progress details the elements of the Stage process pending in ePAR. For example, one might see
in the Job Expectations sections — Goal setting, Face-to-Face meeting, and Pending Ratee
signature.

Status defines what has happened in the Stage section. For example, Initiated — indicates that
Progress has begun on ePAR; Not Initiated —indicates that nothing has begun; Draft- means
that items are being worked on; Shared — verifies that ePAR has been sent to others in the
process; Complete — indicates when all parties have signed off.

W] A

e Electronic Performance Assessment Review (ePAR)
= CIWIL SERVICE COMMISSION ®
ALSoN llems Admeitration All Reviws
Rating Year [F5] 2015 Rating Cycle Due Dales
2015 < Job Expectations due by June 01, 2014
{04/01/2014 to 06/30/2015) 4 Interim Review dus by June 16, 2014
[ Final Review due by June 30, 2015
My ePAR
Rates Job Tithe Model Code Stage Progress
GER ACLESAR, KIMEBERLY SR EXEC SvT CEANITOIP-M201S Job Expeactatic-ni Gal Satting
My Rateas
Rates Job Title Model Code Stage Progress Status
SR GENRL & SPPRT SVCS CEAXITOIP-523013 ok Expeactalicri Aavigw Clais Complets
S ExE CRANOTO1 -1 Bob Expeeciatiorn Face to Facs Masting S hupruped
SEC ASET 1 MON-STEND CEAND TOLP-ERG1S Mok Expctatiem Ceal Suttng tiet Invtated
EDUC PROG DEY SPCLST 3 CEAXDTOIR-E2013 Aob Exp=priat-rm Gonl Satting 14 Trate
BUGMT IMPRYMNT EPCLST 1 CEAXDTOIR-E1013 3ub Evp=srtatarrg Parnidng Raveirersd Sgnature Shapraed

Requested Feedback and Reviews

Mo records found,

& State of New Jersey Chvil Service Commission
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Rater’s Job Expectations
Dashboard

Creating an ePAR:

From the Dashboard, select an employee by clicking on their name.

Electronic Merformance Assessment Review (ePAR)
CIVIL SERVICE CLMMISSIO0N =
AEBon [nemd Adrare itaten Al Rl

Rati ng Year (78] 2015 Rating Cycle Due Dates

2“ 1 5  Job Expectations due by June 01, 2014
H Interkm Review due by June 16, 20014
A Final Rewhia due by hane B0 W15

(07002004 te 06/ 30,/2015)

My ePAR
Raltes Jab Title Medel Code Stage Progress Shatis
ol wc1 EAN. KEMEERLY 2 IEC Eve CRA S LB bk Erneclaton Bl Satting Yok |tated
Boe0 1S ]
My Rateas
Rates Job Title Model Code Stage Progress. Status
Tk LLESTTES: AT 58 GERSL & T5GRT TS CEAKITOIB-22014 Jeb Expacilatinm Avirse Clous Complate
:> 5% [XEC E¥T CERATTOLP- T b Expactabong Faim B0 Face Mpgieg Thpred
i, CARDL i g SEC ASET 1 NON-STIROD CEAXI ML P30S Job Expastatons ol Batsarg Vot |t
ENLIC PSS P GRCLET 1 CEANEPIAD-FNE1 tah v partaraina sl Garviag War Tararad
MGAT DMPART SSC1IET | CHAKITO1P-52811 Jeb Expactibion Berdirg Rarrarever Dignisfurs Truiead

Requested Feedback and Reviews

No records found.

o State of New Jersey Civil Sendte CommEsion Back to Top
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Rater Job Expectations

Once you click the employee’s name, the Job Expectations screen displays.

The row of buttons below the ribbon outlines more actions.

Cancel —Does not save changes made.

Save Draft — Allows Rater to save an incomplete ePAR without sending it to any other parties. If desired, Rater
may request feedback from Reviewer.

Submit — Allows Rater to complete the ePAR and forward to all parties including Human Resources.

Notes — Appears only on the Rater’s screen and allows one to keep track of notes during the rating cycle. Rater’s
notes are not part of the ePAR record and deletes automatically at the end of the cycle.

Significant events — This button will be explained later in the Tools portion of the book.

Feedback — Rater can request feedback from the Reviewer during all stages of the ePAR. This button sends the
request to the Reviewer and prompts him/her to view the ePAR. If there are any issues, discrepancies or
questions, the Feedback button should be used to discuss. The Reviewer’'s comments are confidential between
Rater and Reviewer.

Check Spelling - Checks for spelling errors.

Print — Gives ability to print entire document or any individual section of the ePAR; may print when the
document is in Shared or Complete Status. All parties have the ability to print.

ePAR Close-out — This button is used to complete a “closeout” on an ePAR Review which occurs under certain
conditions. The conditions include when the supervisor changes for a unit or when the employee changes
supervisors without any title or appointing authority changes. The former supervisor would complete the close-
out. The Close-out is really a close-out of the record for the Rater and there are no signatures required.
Download PDF - the PDF icon appears throughout the screens and allows all parties to download the form at any
stage. The complete form will download regardless of whether all parts of the process is complete.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action ltems A i Al
®s [ (7 AB : =
are e v ) s
cancel save submit check ePAR winload
drafe spelling closa-out Al
Ratee : Title : Rater Deptragensy ModelD : Year
GAMBIND, JOSEPH A [000321015] EDUC PROG DEV ROGERS-MCLEAN, KIMBERLY [000360510] cs/csa CSAXO701P-E2015 2015
J SPCLST 3
~ ™, IP
~ Job Expectations =

B

Major Goals of the Agency

The Core Mission of the Civil Service Commission 1s to provide a fair and efiicent human resource delivery system that
reads quality, ment and productivity in a framework that allows Civil Service junisdictions the flexibility necessary to
manage their workforce, Specific unit goals are as follows:

-identify course topics to be delivered in a dassroom based on online format

Major Goals of the Ratee

Interim Reviews

1. Functions as the Development Team Supervisor

Major Job Responsibilities and Essential Criteria for Successful Accomplishments

Final Raviaw Job Responsibility 1

Assist in the planning implementation of general training programs or training in a specific assigned area.

Essential Criteria 1

12



Rater Job Expectations

Job Expectations screen details.

To begin this section, type or cut and paste the information into the Major Goals of the Agency and
the Major Goals of the Ratee boxes.

Under Major Responsibilities and Essential Criteria for Successful Accomplishments, click +add
new, and a box will appear.

Type or cut and paste information into the Job Responsibility 1 and Essential Criteria 1 fields.
Click +add new again for each additional job responsibility.

Reminder: Save Draft allows you to save changes without proceeding in the process. Note: When
saving in draft, both sections need to have information inputted (at-least one character) before
saving successfully, (ex. Major Goals of the Agency and Major Goals of the Ratee, Job Responsibility
and Essential Criteria). If you begin a Job Responsibility, but do not put at least 1 character in
Essential Criteria, the information will be lost upon saving.

Once Job Expectations are finalized, click Submit, so that Job Expectations are shared with Ratee.
You may print in the “share” or “complete” status.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

A i Al
ABC s
(v 5] I~
check ePAR  downlgad
spelling close-out paf
Ratee : Title : Rater : Deptifgensy - MedeilD : Year -
GAMBINO, JOSEPH A [000331015] ;.gcsﬁw DEV ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-E2015 2015
™ >
™\ 30b Expectations l-.-.
_ -
Jeh Baeaaten

= Job Expectations

Major Goals of the Agency
The Core Mission of the Civil Service Commussion is to provide a fair and efiicent human resource delivery system that
reads quality, ment and productivity in a framework that allows Civil Service jurisdictions the flexibility necessary to
manage their workforce, Specific unit goals are as follows:

-identify course topics to be delivered in a dassroom based on online format

Interkn Review Major Goals of the Ratee

1. Functions as the Development Team Supervisor

Major Job Responsibilities and Essential Criteria for Successful Accomplishments

5
¥

Final Review Job Responsibility 1

Assist in the planning implementation of general training programs or training in a specific assigned area.

Essential Criteria 1

13




Rater’s Job Expectations
Dashboard

After submitting the Job Expectations, the system will take the Rater back to the Dashboard.

The description in the Progress column updates to “Face-to-Face Meeting.” And the status in
the Status column updates to “Shared.”

Shared means that the ePAR was sent to the others for review. When the description updates to
Face-to-Face, the Rater needs to schedule the Face-to-Face meeting OUTSIDE of the ePAR
system. Raters may use an email or calendar system like Outlook to schedule the meeting about
the Job Expectations.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews

Rating Year [4] 2015 Rating Cycle Due Dates

20 1 5 [¥1 Job Expectations due by June 01, 2014
4 Interim Review due by June 16, 2014
[V Final Review due by June 30, 2015

(04/01/2014 to 06/30/2015)

Job Title Model Code Stage Progress Status
SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Mot Initiated
My Ratees
Ratee Job Title Model Code Stage Progress Status
SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
SR EXEC SVC CSAX0701P-M2015 @\c—ns Face to Face Meeting @
000328264] SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
EDUC PROG DEV SPCLST 3 CSAX0701P-E2015 Job Expectations Goal Setting Mot Initiated
MIGLIACCIO, DEANNA L [000328591] MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.

© State of New Jersey Civil Service Commission
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Ratee’s Job Expectations

Dashboard

If Notifications are enabled, the Ratee will receive an email prompting him/her to review the
ePAR.

The Ratee needs to click on his/her own name to view the Job Expectations completed by the
Rater.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Iltems All Reviews

Rating Year
2015

(04/01/2014 to 06/30/2015)

[#] 2015 Rating Cycle Due Dates

&1 Job Expectations due by June 01, 2014
i Interim Review due by June 16, 2014
¥ Final Review due by June 30, 2015

My ePAR
Ratee Job Title Model Code Stage Progress Status
8 H 5 SR EXEC SVC CSAX0701P-M2015 Job Expectations
My Ratees
Ratee Job Title Model Code Stage Progress Status
SHARYN R [000362161] ADMINV ANLT 2 DP CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated

HANCOCK, SCOTT A [ 725605 SFTWRE DEV SPCLST 1 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated

SR EXEC SVC CSAX0701P-M2015 Job Expectaticns Goal Setting Not Initiated

ADMINV ANLT 2 DP CSAX0701P-52015 Job Expectations Goal Setting Not Initiated

TST DEV SPCLST 3 CSAX0701P-52015 Job Expectations Goal Setting Not Initiated

SPAD OTT. 7 PRNCPL CLK TYPST CSAX0701P-52015 Job Expectations Goal Setting Not Initiated
T g8 PRSNNL ASST 2 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated

Requested Feedback and Reviews

No records found.

© State of New Jersey Civil Service Commission
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; Job Expectations
Ratee’s

Dashboard

The Job Expectations will be grayed out so the Ratee may view it.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews

s B a 5 &£ S e 3 0
a0 7 = s v : N Y
cancel edit notes significant feedback  check print eP4R  download
events spelling close-out pdf
Ratee : Title = Rater : Dept/Agency : ModelID : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

. %
Job Expectations l."
L N |
Job Expectation Job Expectations

/ Job Expectations

Major Goals of the Agency
v/ Job Factors
The Core Mission of the Civil Service Commission is to provide a fair and efficient human resource delivery system that
= Face to Face 3 : B e SR
Meeting reads quality, merit and productivity in a framework that allows Civil Service jurisdiction the flexibility necessary to manage

their workforce, Specific unit goals are as follows:

-identify course topics to be delivered in a classroom based or online format

Totadin Revlow Major Goals of the Ratee

1. Functions as the Development Team Supervisor

Major Job Responsibilities and Essential Criteria for Successful Accomplishments

Final Review Job Responsibility 1

Assist in the planning implementation of general training programs or training in a specific assigned area.

16




Ratee & Job Expectations
Rater

The Face-to-Face meeting must be scheduled offline. Utilize email, Outlook or other tools to

schedule the meeting. Rater may initiate modifications to ePAR by using the Edit button.

17



Rater

Job Expectations

After the Face-To-Face Meeting with the Ratee is held, it needs to be confirmed in ePAR.
Click on Face-to-Face Meeting under Job Expectations, the Rater name, Ratee name, and current date
will display that the meeting was held. Click on calendar icon to change the date.

When completed, click Confirm. This will notify all parties that the ePAR is ready to be signed.

Note: No changes can be made to the ePAR once it is signed. Rater has to confirm face to face meeting.

Py . :
(il Electronic Performance Assessment Review (ePAR)
\\3—-‘/ ePAR CIVIL SERVILE COMMISSION *
Action items Administration All Reviews
[ ] e® ABC . (=2
cancel notes significant  feedback check print ePAR  download
avents zpelling close-aut pdf
Bates Title : Fister - Dept/Agency : ModedlD : Year
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] cS/csA CSAX0701P-M2015 2015
: N ’
Job Expectations n

Job Expectation Job Expectations: Confirm Face to Face Meeting

Rater ROGERS-MCLEAN, KIMBERLY [000360510]

GAMBINO, JOSEPH A [000331015]

Interim Review

Final Review

Date

I am submitting the e <

Su

14
21
28

Wednesday, September 03, 2014

September 2014

Mo Tu We Th Fr

1 2 £ 4 S
8 9 10 11 12
15 16 17 18 19

22 23 24 25
29 30

26

=

> weeting with my ratee was held on the specified date above.
Sa

6

13
20
27
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Rater’s

Dashboard

Job Expectations

After confirming the Face-to-Face meeting, the progress updates on the Dashboard to “Pending

Ratee Signature.” Status displays as “Shared.”

My ePAR

Ratee

ROGERS-MCLEAN, KIMBERLY

[000360510]

My Ratees

Ratee

Rating Year
2015

(04/01/2014 to 06/30/2015)

Job Title
SR EXEC SVC

Job Title
SPVR GENRL & SPPRT SVCS
SR EXEC SVC
SEC ASST 1 NON-STENO
EDUC PROG DEV SPCLST 3

MGMT IMPRVMNT SPCLST 1

Requested Feedback and Reviews

No records found.

© State of New Jersey Civil Service Commission

[d] 2015 Rating Cycle Due Dates

1 Job Expectations due by June 01, 2014
/] Interim Review due by June 16, 2014
I Final Review due by June 30, 2015

Model Code

CSAX0701P-M2015

Model Code
CSAX0701P-S2015
CSAX0701P-M2015
CSAX0701P-E2015
CSAX0701P-E2015

CSAX0701P-S52015

Stage

Job Expectations

Stage
Job Expectations
Job Expectations
Job Expectations
Job Expectations

Job Expectations

Progress

Goal Setting

Progress
Review Close
Pending Ratee Signature
Goal Setting
Goal Setting

Pending Reviewer Signature

Status

Not Initiated

Status
Complete
Shared
Not Initiated
Not Initiated

Shared
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Ratee’s Job Expectations

Dashboard

Ratee will receive a system-generated email to let him/her know an action item is waiting for input.
The Ratee must click on his/her own name to open document.

Note: Progress column will indicate “Pending Ratee Signature.” Status will indicate “Shared.”

.'/_-‘\\ ne - " - -
f’.‘;-,_-?r/‘. Electronic Performance Assessment Review (ePAR)

ePAR

CIVIL SERVICE COMMISSION =

Action Items All Reviews

Rating Year
2015

(04/01/2014 to 06/30/2015)

[8] 2015 Rating Cycle Due Dates

] Job Expectations due by June 01, 2014
¥ Interim Review due by June 16, 2014

W Final Review due by June 30, 2015

Job Title Model Code Stage Progress Status
SR EXEC SVC CSAX0701P-M2015 Job Expectations Pending Ratee Signature Shared
My Ratees

Ratee Job Title Model Code Stage Progress Status
Y, SHARYN R [000362161 ADMINV ANLT 2 DP CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
SFTWRE DEV SPCLST 1 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
K 7 SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
ADMINV ANLT 2 DP CSAX0701P-52015 Job Expectations Goal Setting Not Initiated
TST DEV SPCLST 3 CSAX0701P-52015 Job Expectations Goal Setting Mot Initiated

PRNCPL CLK TYPST CSAX0701P-52015 Job Expectations Goal Setting Mot Initiated

REBA M [000316851 PRSNNL ASST 2 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated

Requested Feedback and Reviews

No records found.
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Ratee Job Expectations

Ratee Signature
The Ratee is the first to sign for this process. Ratee should check the Agree or Disagree box.

To add Ratee comments, click in the Ratee comment box and type. Expand comments section if
necessary.

Comments are part of the official record and allow any and all parties to provide feedback.

Ratee should click Sign which initiates an electronic signature acknowledging the elements of the ePAR.
A system-generated e-mail is sent to the Rater stating the ePAR is ready for their review and signature.

Reminder: To review Job Expectations, Ratee may click the Job Expectations on side tab at any time. No
changes can be made to the document once the Ratee signs it.

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION =
Bl.umtRw_hl Action Items Administration All Reviews
[ 2N = .\.r ABC Y- 1Y .-'-'I"
s & v = B e
cancel notes significant feedback check print ePAR download
events spelling close-out
Ratee : Title : Rater : Dept/Agency : ModelID : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

>
Job Expectations |I.I'
[ |

Job Expectation Job Expectations : Ratee Signature
I have reviewed the elements of this PAR and had a face-to-face meeting with my supervisor to discuss the Major Goals (Unit and Ratee),

/ Job Factors Major Job Responsibilities, Essential Criteria, Performance Factors, Point Accumulation Methodology, and the Evaluation Conversion to the

Overall Rating by which I will be rated.
# Face to Face

Meeting This meeting was held on

¢ Ratee Signature Wednesday, September 03, 2014
@ My signature indicates that I have been advised of these PAR elements.

Ratee: Date:

Interim Review GAMBINO, JOSEPH A [000331015] Wednesday, September 03, 2014

& 1 agree with the elements of this PAR. [1 I disagree witfNthe elements of this PAR.

Ratee Comments :

no comment

System will display current date.
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Ratee’s Job Expectations
Dashboard

Ratee’s Dashboard updates to “Pending Rater Signature.” Status displays as “Shared.”

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items All Reviews
=
Rating Year [/ 2015 Rating Cycle Due Dates
20 15 1 Job Expectations due by June 01, 2014
(04/01/2014 to 06/30/2015) /] Interim Review due by June 16, 2014
] Final Review due by June 30, 2015
My ePAR
Ratee Job Title Model Code Stage Progress Status
JOSEPH A [000331015] SR EXEC SVC CSAX0701P-M2015 Job Expectations
My Ratees
Ratee Job Title Model Code Stage Progress Status
ADMINV ANLT 2 DP CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
SFTWRE DEV SPCLST 1 CSAX0701P-E2015 Job Expactations Goal Setting Not Initiated
SR EXEC SVC CSAX0701P-M2015 Job Expactations Goal Setting Not Initiated
ADMINV ANLT 2 DP CSAX0701P-52015 Job Expectations Goal Setting Not Initiated
TST DEV SPCLST 3 CSAX0701P-52015 Job Expectations Goal Setting Not Initiated
PRNCPL CLK TYPST CSAX0701P-52015 Job Expectations Goal Setting Not Initiated
PRSNNL ASST 2 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated

Requested Feedback and Reviews

No records found.

22




Rater’s

Dashboard

Job Expectations

The next step is the Rater’s signature as indicated on the Dashboard.

Click employee’s name to open.

No records found.

Electronic Performance Assessment Review (ePAR)

Action tems Administration All Reviews

Rating Year
2015

(04/01/2014 to 06/30/2015)

My ePAR

Ratee Job Title
ROGERS-MCLEAN, KIMBERLY SR EXEC SVC
[000360510]
My Ratees

Ratee Job Title

SPVR GENRL & SPPRT SVCS

SR EXEC SVC

SEC ASST 1 NON-STENO

EDUC PROG DEV SPCLST 3

MGMT IMPRVMNT SPCLST 1

Requested Feedback and Reviews

CIVIL SERVICE COMMISSION *

2015 Rating Cycle Due Dates

¥ Job Expectations due by June 01, 2014
¥ Interim Review due by June 16, 2014
| Final Review due by June 20, 2015

Model Code Stage Progress Status
CSAX0701P-M2015 Job Expectations Gozl Setting Not Initiated
Model Code Stage Progress Status
CSAX0701P-52015 Job Expectations Review Close Complete

CSAX0701P-M2015 Job Expectations Pending Rater Signature Shared
CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
CSAX0701P-52015 Job Expectations Pending Reviewer Signature Shared
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Rater Job Expectations

Rater Signature

The Rater indicates acknowledgment that the Ratee’s comments have been noted, by checking
appropriate box. Rater may also certify Ratee’s refusal to sign.

Comments are part of the official record and allow any and all parties to provide feedback.

GAMBINO, JOSEPH A [000331015] Wednesday, September 03, 2014

[¥] 1 agree with the elements of this PAR. [[] 1 disagree with the elements cf this PAR,

Ratee Comments :

no comment

Job Expectations : Raler Signature

Ratar: Data:

ROGERS-MCLEAN, KIMBERLY [000360510] Wednesday, September 03, 2014

Rater Comments :

>COMMENT HERE<

y signature through this checkbox indicates that the Ratee's positions have been noted

f ratee signature missing) I certify Ratee refuses signature

System will display current date.
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Rater’s Job Expectations
Dashboard

Rater’s Dashboard updates. Progress changes to “Pending Reviewer Signature.” Status will
update to “Shared.”

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION =
Action Items Administration All Reviews

Rating Year [ 2015 Rating Cycle Due Dates
20 1 5 ] Job Expectations due by June 01, 2014
(04/01/2014 to 06/30/2015) ] Interim Review due by June 16, 2014

) Final Review due by June 30, 2015

My ePAR

Ratee Job Title Model Code Stage Progress Status

ROGERS-MCLEAN, KIMBERLY SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
[000360510]

My Ratees
Ratee Job Title Model Code Stage Progress Status
F 0137927] SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
[000331015] SR EXEC SVC CSAX0701P-M2015 Job Expectations Pending Reviewer Signature Shared
D00328264] SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
JETER, WAYNE [000321074] EDUC PROG DEV SPCLST 3 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
DEANNA L [000328591] MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.
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Rater Job Expectations

Click Sign to indicate that Job Expectations are ready for the Reviewer’s signature. A system-
generated email will be sent to Ratee and Reviewer indicating that the ePAR is ready for Reviewer’s
approval.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION =
Administration All Reviews

@ o =] ® ABC = ‘ _—
G A~ —=A i
(V3 i s v S T P
cancel notes  significant  feedback  check print ePAR  download
events spelling close-out pdf
Rates : Title ¢ Rater : Dept/Agency : ModelID : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

i >
Job Expectations l.lI
ER
Job Expectation Job Expectations : Ratee Signature

/ Job Expectations . . . . . . ) .
I have reviewed the elements of this PAR and had a face-to-face meeting with my supervisor to discuss the Major Goals (Unit and Ratee),
/ Job Factors Major Job Responsibilities, Essential Criteria, Performance Factors, Point Accumulation Methodology, and the Evaluation Conversion to the

Overall Rating by which I will be rated.
v/ Face to Face

Meeting This meeting was held on

/ Ratee Signature Wednesday, September 03, 2014

rratersignature My signature indicates that I have been advised of these PAR elements.

Ratee: Date:
Interim Review GAMBINO, JOSEPH A [000331015] Wednesday, September 03, 2014
& 1 agree with the elements of this PAR. [] I disagree with the elements of this PAR.

Ratee Comments :

no comment
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Reviewer’s Job Expectations
Dashboard

Reviewing an ePAR:

From the Dashboard, select an employee by clicking on Pending Review in the Requested Feedback

and Reviews section.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews.
Rating Year 5] 2015 Rating Cycle Due Dates
20 15 ] Job Expectations due by June 01, 2014

/] Interim Review due by June 16, 2014

(04/01/2014 to 06/30/2015)
] Final Review due by June 30, 2015

My ePAR
Ratee Job Title Model Code Stage Progress Status
STOUT, REBA M [000316851] PRSNNL ASST 2 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
My Ratees
Job Title Model Code Stage Progress Status
SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
FMLY SRVC SPCLST 2 CSAX0701P-S2015 Job Expectations Goal Setting Not Initiated
Requested Feedback and Reviews
Employee Name Feedback Requested Pending Review
GAMBINO, JOSEPH A [000331015] NA
MIGLIACCIO, DEANNA L [000328591) NA Pending Review

© State of New Jersey Civil Service Commission
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Reviewer Job Expectations

Reviewer's First and Last Name will display in the Reviewer Signature box.
Reviewer may add comments if necessary.

Reminder: Comments are part of the official record and allow any and all parties to provide
feedback.

Job Expectations : Rater Signature

Rater: Date:

ROGERS-MCLEAN, KIMBERLY [000360510] Tuesday, September 09, 2014

Rater Comments :

>Comment here<

[ My signature through this checkbox indicates that the Ratee's positions have been noted

] (If ratee signature missing) I certify Ratee refuses signature

Job Expectations : Reviewer Signature

Reviewer: Date:

STOUT, REBA M [000316851] Tuesday, September 09, 2014

Reviewer Comments :

>Comment here<

System will display current date.




Reviewer Job Expectations

Once approved, click Sign, a system-generated e-mail is sent to the Rater indicating that the
ePAR has been reviewed and signed.

The Reviewer signature automatically submits the ePAR to the Human Resource Office.

Electronic Performance Assessment Review (ePAR)

ePAR CIVIL SERVICE COMMISSION *
Action Items Administration All Reviews
o> I—.J .. ABC Y Iy [
| an P
cancel significant  feedback  check print ePAR I
events spelling close-out dg%ﬁd
Ratee : Title ¢ Rater : Dept/Agency : ModellD : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] cs/csA CSAX0701P-M2015 2015
|h
Job Expectations l-ll
|
Job Expectation Job Expectations : Ratee Signature

v Job Expectations y " Y " " . : :
1 have reviewed the elements of this PAR and had a face-to-face meeting with my supervisor to discuss the Major Goals (Unit and Ratee),
+ Job Factors Major Job Responsibilities, Essential Criteria, Performance Factors, Point Accumulation Methodology, and the Evaluation Conversion to the

Overall Rating by which I will be rated.
v Face to Face

Meeting This meeting was held on

viRarea Slanaire Wednesday, September 03, 2014

v Rater Si re . P .
ater Signature My signature indicates that I have been advised of these PAR elements.

¥ Reviewer Signature

Ratee: Date:
Interim Review GAMBINO, JOSEPH A [000331015] Wednesday, September 03, 2014
[4 1 agree with the elements of this PAR. [ I disagree with the elements of this PAR.

Ratee Comments :

no comment
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Rater Tools

The following tools are available in the ePAR system to assist you throughout the rating
process: Notes, Significant Events, Feedback, Check Spelling, and Print.

These items will be discussed over the next few pages.

| Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION =

B

eFAR  download
pdf

clese-out

cancel sign

synificant  feedbatk  check print
events spelling

Fostew el & Bt o Drapt Bty | ccdallD Taulr 1
GCAMIING, MISEPH & [00012001%] SR EXEC WV ROGE RS- HCLEAN, KIMNERLY [0oaasosin] [=i=11 CRAXDTOIP-MF0 15 Eis1E-]
'-_‘. N,
4 o Bapestationg > am
P e "y

Jeb Expectation Job Expeclations | Rales Signature

1 have reviewed the elements of this PA% and had a face-to-face meeting with my supervisor lo discuss the Major Goals {Unlt and Ratee),
Factors Hajor Jeb Responsbilities, Essential Criterla, Perfosmance Fadors, Peint Accumiulaton Methodobogy, and the Evaluation Conversion boe the
Qwerall Rating by which [ willl be rated.

e to Fa
This meeting was held on
P 2 Wednesday, September 03, 2014
Rater Signaturs My signaturg Indicites that | have been advised of these PAR alements.
Rates: Biste:
Interim Review GAMBING, JOSEPH A [000331015] Wednesday, Septamber 03, 2014
A 1 agree with the elements of this PAR, [ 1 disapree with the elements of this PAR.

Ratee Comments ;

0 Comiment
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Rater & Tools - Notes
Reviewer

Notes appear only on the Rater’s screen and allows the Rater to keep track of notes during the
rating cycle. Rater’s notes are not part of the ePAR record and deletes automatically at the end
of the cycle. To open Notes, Click New.

Electronic Performance Assessment Review (ePAR)

Action Items Administration All Reviews
3| @ ABC T [+ ]
[ v (=] > \
[ V(] n %) as v 13 e
cancel significant  feedback  check print ePAR download
events spelling close-out  pdf

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action ltems Administration All Reviews
5 (X

edit delete  view
epar

Rater Notes

Title Date

© State of New Jersey Civil Service Commission

31

CIVIL SERVICE COMMISSION *




Rater Tools - Significant Events

Significant Events — The Significant Events screen is available throughout the rating cycle and is

used to record any noteworthy event (positive or negative) or any other amendments/changes
that need to be made to the signed ePAR.

To add a Significant Event, click on the Significant Events icon and the Fact Sheet of Significant

Performance Events will display. Since Significant Events may occur throughout the process,
you will find the button in various sections.

You may click on the name from the Dashboard to access the Significant Events button.

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION *
Curment Review Action Items Administration All Reviews
[ [ ~» ...,. ABC - .;..
an = K a8’ v I 7
cancel save submit  notes feedback check ePAR  download
draft spelling close-out pdf
Ratee : Title 1 Rater : Dept/Agency : ModellD : Year :
GAMBINO, JOSEPH A [000321015] | SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015
. . . I’
Job Expectations Interim Review l.l'
L B

Job Expectation Justification and Development Plan

v Job Expectations
) el Justification for Interim Evaluation
/ Job Factors

/ Face to Face

Meeting Joe's performance during this interim period has been very satisfactory. During this rating period Joe has

- 5 distinguished himself as eager to teach and ready to make a contribution to the team. His performance has been

tee Signa e

v Raree - signature commendable in the quality and quantity of his work. His ability to demonstrate leadership in order to achieve major
/ Rater Signature unit goals has also been commendable.

/ Reviewer Signature

Interim Review

Interim Ratings E
il atlalilbiilil Interim Development Plan
=2 Interim Justification

1. Be more proactive when dealing office conflict
2. Engage employees more

3. Build on positive employee moral
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Rater

Tools - Significant Events

Click New to add a Significant Event.

Action Items Administration

edit delete  view

epar

Fact Sheet of Significant Performance Events

All Reviews

Title Comments/Action

Job Accolade Build on positive employee moral.
ck to view Engage employees and be more
proactive when dealing with office

© State of New Jersey Civil Service Commission

conflict.

Ratee Signature

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Rater Signature Date

] Thursday, September 18, 2014
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Rater

The Ratee’s and Rater’s information will be displayed automatically.

Tools - Significant Events

Click in the Title box to name a significant event and begin entering information. Once
completed — check the box “I verify this significant performance event as the Rater.”

Click Save and you will return to Fact Sheet of Significant Performance Events.

spelling

Title

Description of
significant performance

avent

Date:

Thursday, Septembe

Rater Comments /
Recommended Action

Date:

Thursday, Septembe

Ratee Comments

Significant Event > New

1 verify this significant performance event as the Rater

Electronic Performance Assessment Review (ePAR)

Agction ltems Administration All Reviews
Y 4 5
cancel check view download

apar pdf

Job Accolade

Joe has distinguished himself as eager to
teach, ready to make a contnbution to the
team and is a great team leader.

Rater:

ROGERS-MCLEAN, KIMBERLY [000360510]

Build on positive employee moral. Engage
employees and be more proactive when
dealing with office conflict.

Ratee:

GAMBINO, JOSEPH A [000321015]

[] 1 verify this significant performance event as the Ratee

CIVIL SERVICE COMMISSION *
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Rater Tools - Significant Events

Notice the Rater Signature box is checked. The Ratee receives a system-generated email

indicating that a significant event has been added to their ePAR. This email will contain a link to

the Significant Event.

Action Items Administration All Reviews
~ it
new edit delete  view
epar

Fact Sheet of Significant Performance Events

Title Comments/Action

Job Accolade Build on positive employee moral.

Engage employees and be more

proactive when dealing with office

conflict.

© State of New Jersey Civil Service Commission

Ratee Signature

0

Electronic Performance Assessment Review (ePAR)

Rater Signature

M

CIVIL SERVICE COMMISSION *

Date

Thursday, September 18, 2014
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Ratee Tools - Significant Events

Upon reviewing the Significant Event, Ratee must add a comment because it is a required field.

Ratee should then check the verification box located at the botton of the screen. Next, click
Save at the top of the page. This will return the Ratee to the prior screen, and the “Ratee
Signature” box will be checked.

Click on the State Seal or Current Review to return to Dashboard.

AB(

15

'S \/
cancel check
spelling

=n

2
view download
epar pdf

Significant Event > Update

Title

Description of
significant performance
evant

Date:

Thursday, Septembe

Rater Comments /
Recommeandad Action

Job Accolade

Joe has distinguished himself as eager to
teach, ready to make a contribution to the
team and is a great team leader.

Rater:
ROGERS-MCLEAN, KIMBERLY [000360510]

Build on positive employee moral. Engage
employees and be more proactive when
dealing with office conflict.

[ 1 verify this significant performance event as the Rater

Date:

Thursday, Septembe

Ratee Comments

Ratee:

GAMBINO, JOSEPH A [000331015]

>Comment here=<

[ 1 verify this significant performance event as the Ratee
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Rater Tools - Significant Events

Edit may also be used to further comment on a Significant Event, click Edit to view and
comment on the Significant Event.

Edit allows Rater to make changes. To see the ePAR click View ePAR button.

The Click to view hyperlink is just to view significant events. You will not be able to edit in this
mode. To edit a significant event, click the button in the first column next to the event you wish
to edit, then click Edit.

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION =

Action Items Administration All Reviews

view
epar

Fact Sheet of Significant Performance Events

Title Comments/Action Ratee Signature Rater Signature Date
Job Accolade Build on positive employee moral. _J ~ Thursday, September 18, 2014
Click to view Engage employees and be more -
proactive when dealing with office
conflict.

© State of New Jersey Civil Service Commission
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Rater & Tools - Feedback
Reviewer

Feedback — Rater can request feedback from the Reviewer during all stages of the ePAR. This
button sends the request to Reviewer and prompts him/her to view the ePAR. If there are any
issues, discrepancies or questions, the Feedback button should be used to discuss. The
Reviewer’s comments are confidential between Rater and Reviewer.

ePAR

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action ltems Administration All Reviews

@ Z =| ABC =5 o, v |
ap T _| = 1% e
cancel notes significant check print ePAR  download
evants spelling close-out pdf
B | o S s
k) Electronic Performance Assessment Review (ePAR)
- ePAR CIVIL SERVICE COMMISSION =
Action Items Administration All Reviews
E= X
new edit withdraw  view
epar
Reviewer Feedback
Request Summary Status Date

© State of New Jersey Civil Service Commission
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Rater

Tools - Feedback

Click New to open a new Request box.

Electronic P

erformance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION =
Agticn Items Adrmiristration Al Raviews
o ABC 1 e
[ . ¢
Py = iﬂ i';;
cancel  motie  significant  fesdback theck it epsp  download
events spealling class-out

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION =
Action Items Administration All Reviews
&= X E
edit withdraw  view
epar

Reviewer Feedback

Request Summary Status Date

© State of New Jersey Civil Service Commission
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Rater Tools - Feedback

After clicking New, the Request Reviewer Feedback page will appear and will allow the Rater to type in
the request for feedback. The Rater can also view the ePAR for referencing.

Electronic Performance Assessment Review (ePAR)
ePAR

CIVIL SERVICE COMMISSION *
e Adionltems  Administration

I N ABC

B v E

save  cancel  check view
spelling  epar

All Reviews

Request Reviewer Feedback for GAMBINO, JOSEPH A [000331015]

To

KELLY, GRACE M [000003824]

Message

(© State of New Jersey Civil Service Commission

Back to Top
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Rater Tools - Feedback

When the Rater is finished writing comments, click Save which automatically sends the request
to the Reviewer.

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION =

Action ltems Administration All Reviews

7z X
new edit  withdraw  view
epar
Reviewer Feedback
Request Summary Status Date
The request for Reviewer Feedback will be entered Pending response Monday, December 08, 2014

here.

© State of New Jersey Civil Service Commission
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Reviewer

Tools - Feedback

The Reviewer can access the feedback page by either the Dashboard or from the system-generated

email. Once the Reviewer clicks open the request on the Dashboard, the Reviewer Feedback
Response page displays.

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION *
Current Review Action items All Reviews
red 9 ABC
= (v Vv
save cancel check view

spelling epar

Reviewer Feedback Response

To

ROGERS-MCLEAN, KIMBERLY [0003260510]

type it in.

Message

© State of New Jersey Civil Service Commission

Back to Top
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All Parties Tools - Print

Print gives the ability to print the entire document or any individual section of the ePAR

when the document is in “Shared” or “Complete” Status.

To print an ePAR, click the Print icon. The following preview page will display:

Select File/Print, or click the printer icon.

Select the appropriate printer, and click Print.

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

e GETETE Actionltems  Administration  All Reviews
) | ee M » B
w W aa v n b
cancel sign notes significant feedback check ePAR ﬂ_DW_nyQS_d
events aeﬂmq close-out L
_ I
=

Model # CSAX0701P-M2015

m State or New Jersey

5
) > . :
(\N&Erf/' Civir SeErvice COMMISSION

Rating Cycle Ending 2015

PAR Committee Model Civil Service
Commission

Manager Form

Ratee:

Title:

Rating Period:

GAMBINO, JOSEPH A [000331015] I SR EXEC SVC

04-01-2014 - 06-30-2015

Rater:

Dept/Agency-Location:

ROGERS-MCLEAN, KIMBERLY [000360510]

| CIVIL SERVICE - CIVIL SERVICE COMMISSION *

Job Expectations

Major Goals of the Unit/Work Group

testing

Major Goals of the Ratee

testing

1 have reviewed this package and have had a face to face meeting with my
suparvisor to discuss the Major Goals (Unit and Ratee), Major Job
Resnonsibilities. Essential Criteria. Performance Factors. Point Accumulation

My signature indicates that the Ratee’s positions have been noted
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All Parties Tools - Download PDF

Download PDF — The PDF icon appears throughout the screens and allows all parties to
download the form at any stage. The complete form will download regardless of whether all
parts of the process is complete.

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION =
Action llems Administration All Reviews
T — ) go— =1 = *® ABC ra
&g E o 8 2 C 5 o v = LD
cancel save submit compute edit notes significant feedback  check print download ePAR
draft rating events spelling peddf close-out

= @13

%1 2015000331015A20141222 paf - Adobe Reader

GQRREBE| ¢ ®[1]mw]| = @[]
L]

g B | SR ‘ o Tools | Sign | Commen

Model # CSAX0701P-M2015 Rating Cycle Ending 2015

) State OF New JeRsey PAR Committee Model Civil
J CiviL SERVICE COMMISSION Service Commission
Manager Form
Ratee: Title: Rating Period:
GAMBINO, JOSEPH A [000331015] ISR EXEC SVC 07-01-2014 - 06-30-2015
Rater: Dept/Agency-Location:
ROGERS-MCLEAN, KIMBERLY [000360510] |CIVIL SERVICE-CIVIL SERVICE COMMISSION *
Job Expectations

Major Goals of the Unit/Work Group

The Core Mission of the Civil Service Commission is to provide a fair taxpayers efficient human resource delivery system that rewards quality
merit and productivity in a framework that allows Civil Service jurisdictions the flexibility necessary to manage their workforce, improve
productivity and provide a more cost effective service delivery for state taxpayers.

The Division of Administration and Training provides the necessary administration support to Commission employees including facilities,
fiscal, human resources and information technology. For State and local entities, the Office of Training supports staff development activities
by providing classroom and online training either directly or in concert with education and training partners. The State of New Jersey
Employee Advisory Service provides State employees and employees confidential counseling referrals and support services for issues related
to job-performance, mental health, substance use and employee well-being.

The Division of Information Technology Management is responsible for information technology systems and operations, including:
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Rater

Interim Review

Interim Review occurs six months into the rating cycle. The purpose of the Interim Review is to
provide the ratee an indication of their work performance and progress for the first six months of

the cycle.

To begin the Interim Review, click Interim Ratings on the side bar, then enter numerical ratings
for each Job Factor.

ePAR

(L5} |

g S|
cancel save next
draft
Ratee :

Job Expectation
/ Job Expectations
¥ Job Factors

+ Face to Face
Meeting

/ Ratee Signature
+ Rater Signature

/ Reviewer Signature

Interim Review

=# Interim Justification

Final Review

GAMBINO, JOSEPH A [000331015]

Electronic Performance Assessment Review (ePAR)

[ cunereven [T

CIVIL SERVICE COMMISSION *

All Reviews
e @ ABC 1
H 8 =
7 “’ 3
compute edit notes  significant  feedback check ePAR
rating events spelling close-out

Title : Rater : Dept/Agency : ModeliD = Year :
SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

| 2
> Job Expectations >> Interim Review > s
En

Job Factors

Job Related Factors

Customer Service:
Identifies and meets
customer (internal &
external) needs while
meeting time, quality and
cost requirements.

Communication: Effective
expression of ideas,
concepts, or directions in
individual or group
situations, non-verbal

Factor Score Metrics P Final Score

1: Was slow or inaccurate In diagnosing customer needs; did not meet
deadlines; service to customer lacked expected expertise; product was
unacceptable or revisions were necessary,

2: Lacked consistency In meeting customer needs; inaccurately Interpreted
the needs of customers; was not attentive and inquisitive when dealing with
customers; did not consistently meet time, quality and cost requirements.

3: Accurately assessed customer needs; provided necessary or requested
service within acceptable timeframes requiring few corrections or revisions;
sought customer feedback and expression of satisfaction with work product.

4: Sometimes anticipated customer needs; sought quality alternative
solutions; work quality occasionally demonstrated exceptional insights and
technical expertise.

5: Frequently anticipated customer needs; accurately diagnosed customer
requirements; recommended quality alternative solutions; work quality
typically demonstrated exceptional insights and technical expertise.

1: Informal communication was Ineffective due to disorganization of | 4
thoughts, and/or inappropriate use of voice volume/tone or gestures.

Formal presentations failed to inform or persuade due to lack of structure or

poer organization. Did not listen during verbal exchanges. Written

communication was poarly structured, contained poor grammar, or was

communication, voice level, difficult to read due to inadequate organization.

and organization of
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Rater Interim Review

Once complete, click the Compute Rating button at the top of the page. The Compute Rating button
calculates performance factor ratings to determine Interim & Final Evaluations. The Interim
Evaluation information will auto-sum once the numerical ratings are entered.

After computing the Rating, click Submit to proceed to the Justification and Development section.
Selecting submit after Computer Ratings does NOT send the notification to all parties. It merely

proceeds to the next step of the process, Justification and Development Plan.

Electronic Performance Assessment Review (ePAR)
ePAR

CIVIL SERVICE COMMISSION =

et

- Current Review Action Items Administration All Reviews
@ [r— o® ABC 1
&g 7 as’ v 3
cancel save compute edit notes significant feedback check ePAR
draft rating events spelling close-out

EALEIIL W WINL Ellpiuyes
produces an acceptable 2: Produced less than acceptable output as identified in essential quantity
amount of work as defined | criteria.
in the quantity criteria,
3: Produced acceptable amount of work; met essential quantity criteria.

4: Produced more than acceptable amount of work.

5: Significantly exceeded essential quantity cnitena.

Timeliness: Overall extent  1: Rarely met work schedules or deadlines. 4
to which employee meets

work schedules and 2: Sometimes met deadlines but often late in completing assignments within

specified deadlines. specified times,

3: Met work schedules and deadlines.
4: Met and often completed assignments ahead of specified deadlines.

5: Consistently completed assignments and Job responsibilities ahead of

deadlines.
Job Achievement Factors 17
Total
Interim Evaluation Final Evaluation
Grand Total Points 51
Interim Evaluation Rating Final Evaluation Rating
Overall
Conversion To Overall Rating
1-Unsatisfactory 2-Needs Improvement 3-Successful 4-Commendable 5-Outstanding
(12-20) (21-30) (31-40) (41-50) (51-60)

© State of New Jersey Civil Service Commission

Back to Top

Note: To find the compute tab, click “back to top” button



Rater Interim Review

Complete the Justification and hit Submit when finished. The submission notifies the Ratee that
the Interim Review is complete and ready to be discussed at the Face-to-Face meeting.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

ePAR

| curerever [T
[ 53 E o : / = o ABC f.- m

& = | B C tee) “ = | L
cancel  save compute  edit notes  significant feedback  check print downlogd  ePAR
draft rating events spelling  pros oo close-out

Fabas i Tithe | Rt | DaptAgency § MadeliD | Yiear ¢
GAMBING, JOSEPH A [000331015] SR D0EC SV ROGERS-MCLEAM, KIMBERLY [000384500] CS/CsA CSAXDIBIP-HPOLS 2015
b B, Y
Job Expectations > > Iriterm Reveew » P'I
/ ¥ £ Y :'lI
Job Expectation Justification and DE‘.‘B'DDITEEHI Pilan
« Job Expectations
£ Yoo Fackors Justification for Interim Evaluation
/ Face to Face
Meating Joe's parfarmance during this intarim period has boen very satisfactory. During this rating period Joe has
T T P distinguisthed himself as eager to teach and ready to make a contribution to tha team. His performance has been
¥ TiRRe FRRiuTe commendable in the quality and quantity of his work. His ability to demonstrate leadership in order to achieve major
# Rater Skgnature unit geals has also been commendabdle.
wer Signat
Interim Review
& I anm Ratungs Iml » D I nl Pjan

=& Interim Pustification

1. Be more proactive when dealing office conflict
2. Engaga employes’s mora

3 Build on pogitive amployes moral
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Rater’s Interim Review

Dashboard

After clicking Submit, the Rater’s Dashboard will appear and you will see the “Development Plan” in
the Progress column, the Status will be in “Draft.”

Click on the name to go back into the Ratee’s ePAR to do the Justification and Development Plan.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION =

Action Items Administration All Reviews

Rating Year
2015

(07/01/2014 to 06/30/2015)

[%] 2015 Rating Cycle Due Dates

[+ Job Expectations due by July 31, 2014
[ Interim Review due by December 31, 2014
[] Final Review due by June 30, 2015

My ePAR
Ratee Job Title Model Code Stage Progress Status
N, KIMBERLY SR EXEC SWC CSAX0701P-M2015 Job Expectations Goal Satting Not Initiated
Job Title Model Code Stage Progress Status
SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Draft
SPR GENRL & SPPRT EVCS CSAXO701P-52015 Job Expectations Goal Setting Mot Initiated
231015] SR EXEC SWC CSAX0701P-M2015 @4 Development Plan Draft

Requested Feedback and Reviews

No records found.

SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Mot Initiated
EDUC PROG DEV SPCLST 3 CSAX0701P-52015 Job Expectations Face to Face Mesting Shared
SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Mot Initiated
MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Goal Setting Draft
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Rater

Interim Review

The next step of the process is to complete a written justification of the rating. Rater will enter a
written Interim Justification and Development Plan by typing in the box. These fields are required.

Rater may also request Reviewer feedback by clicking on Feedback.
After completing the Justification and Development Plan, Rater may hit Save Draft or Submit.

Save Draft allows Rater to save an incomplete ePAR without sending it to any other parties. If
desired, Rater may request feedback from Reviewer prior to submitting to Ratee.

Submit allows Rater to share the ePAR with the Ratee.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews

@ ABC iml 1:.
& V, = =
cancel significant  check print download
events spelling preview pdf
Ratee : Title 1 Rater : Dept/Agency : ModelID : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

> Job Expectations >> Interim Review > |=.ll
L]
Job Expectation Justification and Development Plan

v/ Job Expectations

z o Justification for Interim Evaluation
7 Job Factors

v Face to Face

Meeting Joe's performance during this interim period has been very satisfactory. During this rating period Joe has
distinguished himself as eager to teach and ready to make a contribution to the team. His performance has been
commendable in the quality and quantity of his work. His ability to demonstrate leadership in order to achieve major
/ Rater Signature unit goals has also been commendable.

v Ratee Signature

/ Reviewer Signature

Interim Review

v Interim Ratings

Interim Development Plan

=* Interim Justification

1. Be more proactive when dealing office conflict
2. Engage employees more

3. Build on positive employee moral
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Rater’s Interim Review
Dashboard

After clicking Submit, Rater will be returned to the Dashboard. Face-to-Face meeting is identified in
the Progress column and should be scheduled offline.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews

Ratlng Year [ 2015 Rating Cycle Due Dates
20 1 5 ¥ Job Expectations due by June 01, 2014
(04/01/2014 to 06/30/2015) M Interim Review due by June 16, 2014

¥ Final Review due by June 30, 2015

My ePAR
Ratee Job Title Model Code Stage Progress Status
ROGERS-MCLEAN, KIMBERLY SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiatad
[000360510]
My Ratees
Ratee Job Title Model Code Stage Progress Status
FRANK, VALENTINE T [000137527] SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
SR EXEC SVC CSAX0701P-M2015 @u Face to Face Meeting Sharad
N, CAROL [D00328264] SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
WAYNE 10321074 EDUC PROG DEV SPCLST 3 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
10, DEANNA L [000328591] MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.
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Ratee Interim Review

Ratee will receive a system generated e-mail and be prompted to review the Interim Ratings
and Justification and Development Plan.

Electronic Performance Assessment Review (ePAR)

ePAR CIVIL SERVICE COMMISSION *

R (e

cancel save submit compute edit notes significant feedback check

! nl ePAR
draft rating events spelling view @ﬁqﬂ close-out

S B P BBEa 8 & ¢ T &

Ratee : Title 1 Rater : Dept/Agency : ModelID : Year :
GAMBIND, JOSEPH A [00032321015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

> Job Expectations >> Interim Review > |=l.l
LI
Job Expectation Justification and Development Plan

+ Job Expectations
108 Frictars Justification for Interim Evaluation

v Face to Face
Meeting Joe's performance during this interim period has been very satisfactory. During this rating period Joe has
distinguished himself as eager to teach and ready to make a contribution to the team. His performance has been

commendable in the quality and quantity of his work. His ability to demonstrate leadership in order to achieve major
/ Rater Signature unit goals has also been commendable.

/ Ratee Signature

/ Reviewer Signature

Interim Review

/ Interim Ratings 5
st Interim Development Plan

== Interim Justification
1. Be more proactive when dealing office conflict
2. Engage employees more

3. Build on positive employee moral
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Ratee & Interim Review
Rater

The Face-to-Face meeting must be scheduled offline. Utilize email, Outlook or other tools to
schedule the meeting. This meeting is the opportunity for the Rater and Ratee to discuss the

Interim Review.
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Rater Interim Review

Once the Face-to-Face meeting is held, the Rater will Confirm the Interim Face-to-Face Meeting.

Note: No changes may be made in the ePAR once it is signed.

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION *
Action ltems Administration All Reviews
[ = = e® ABC Ve | 1Y -
o : == & VvV o' (3
cancel notes  significant  feedback  check print ePAR  download
events spelling close-out pdf
Rates : Title : Rater : Dept/Agency : ModellD : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

»
> Job Expectations >> Interim Review > [ ] lI
"
Job Expectation Interim Review: Confirm Face to Face Meeting

7 Job Expectations

P Rater ROGERS-MCLEAN, KIMBERLY [000360510]
7/ Face to Face

Meeting Ratee GAMBINO, JOSEPH A [000331015]
+ Ratee Signature
7 Ratied Shgmate Date Wednesday, September 03, 2014 =
¥ Reviewer Signature I am submitting thee < September 2014 > 1eeting with my ratee was held on the specified date above.
Interim Review Su Mo Tu We Th Fr Sa
/ Interim Ratings 31 1 2 4 5 6
/ Interim Justification 7 8 9 10 11 12 13

14 15 16 17 18 19 20
Mesting 21 22 23 24 25 26 27
28 29 30
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Ratee

Interim Review

After selecting their own name from the Dashboard, the Ratee's First and Last Name will display in

the Ratee Signature box.

Check the Agree or Disagree box for the Interim Rating, Justification, and Development Plan.

Add Ratee comments if desired. Comments are part of the official record and allow any and all

parties to provide feedback. Expand comments section if necessary.

Click Sign to initiate electronic signature acknowledging elements of the ePAR. Rater will receive a

system-generated e-mail indicating that the ePAR is ready for review and signature.

Reminder: No changes can be made to the document once the Ratee signs it.

+ Job Expectations
+ Job Factors

/ Face to Face

Meeting
+/ Ratee Signature

+ Rater Signature

+ Reviewer Signature

Interim Review
/ Interim Ratings

¢ Interim Justification

Final Review

l‘wé}.‘ Electronic Performance Assessment Review (ePAR)
&/ ePAR CIVIL SERVICE COMMISSION *
Cument Review Action ltems All Reviews
AB( =
v =2 &
cancel significant check print download
events spelling pdf
Ratee : Title Rater : Dept/Agency : ModelD : Year :
GAMBINO, JOSEPH A [000231015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015
§ 1
Job Expectations Interim Review l.ll
an
Job Expectation Interim Review : Ratee Signature

1 have reviewed the Performance Factor ratings, Justification and Development Plan for the Interim Review and have had a face-to-face
meeting with my supervisor

This meeting was held on
Tuesday, September 09, 2014

My signature indicates that I have been advised of these PAR elements.

Ratee: Date:

GAMBINQ, JOSEPH A [000331015] Tuesday, September 09, 2014
agree with the Interim Rating [ 1 disagree with the Interim Rati
agree with the Interim Justification [[] 1 disagree with the Interim Justifichtion
agree with the Intenm Development Plan [ 1 disagree with the Interim Develop

Ratee Comments :

>Comment here<

\

System will display current date.
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Rater Interim Review

Select Ratee’s name from the Dashboard.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews
ingyY i
Ratlng ear [ -‘1'| 2015 Rating Cycle Due Dates
20 15 1 Job Expectations due by June 01, 2014
(04/01/2014 to 06/30/2015) ] Interim Review due by June 16, 2014
] Final Review due by June 30, 2015
Job Title Model Code Stage Progress Status
BERLY SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
My Ratees
Ratee Job Title Model Code Stage Progress Status
SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
SR EXEC SVC CSAX0701P-M2015 @w Pending Rater Signature Draft
SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
EDUC PROG DEV SPCLST 3 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.
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Rater

Interim Review

Add Rater comments if desired. Comments are part of the official record and allow any and all
parties to provide feedback. Expand comments section if necessary.

Check the box acknowledging that the Ratee’s comments are noted.

Scroll to the top of the screen and click, Sign. A system-generated e-mail is sent to the Ratee and
Reviewer indicating the ePAR is ready for review and signature.

v Reviewer Signature

Interim Review
+ Interim Ratings
# Interim Justification

¥ Face to Face

Meeting

/ Ratee Signature

== Rater Signature

Final Review

GAMBINO, JOSEPH A [000331015] Tuesday, September 09, 2014
1 I agree with the Interim Rating ] I disagree with the Interim Rating
&1 I agree with the Interim Justification [1 I disagree with the Interim Justification
& I agree with the Interim Development Plan [ I disagree with the Interim Development Plan

Ratee Comments :

>Comment here<

Interim Review : Rater Signature

Rater: Date:

ROGERS-MCLEAN, KIMBERLY [000360510] Tuesday, September 09, 2014

Rater Comments :

»>Comment here<

7} My signature through this checkbox indicates that the Ratee’s positions have been noted

[ (If ratee signature missing) I certify Ratee refuses signature

System will display current date.
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Reviewer’s Interim Review
Dashboard

As stated, the Reviewer signature is the final step of the process.

From the Dashboard, select the employee by clicking on Pending Review in the Requested Feedback
and Reviews section.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION =

Action ltems Administration All Reviews

Rating Year [7%]] 2015 Rating Cycle Due Dates
20 15 ] Job Expectations due by June 01, 2014

|| Interim Review due by June 16, 2014
V] Final Review due by June 30, 2015

(04/01/2014 to 06/30/2015)

My ePAR

Ratee Job Title Model Code Stage Progress Status
STOUT, REBA M [000316851] PRSNNL ASST 2 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
My Ratees

Ratee Job Title Model Code Stage Progress Status

SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
ROYSTER, RAYMOND G [000522775] FMLY SRVC SPCLST 2 CSAX0701P-S2015 Job Expectations Goal Setting Not Initiated
Requested Feedback and Reviews
Employee Name Feedback Requested Pending Review

GAMBINO, JOSEPH A [000331015] NA
MIGLIACCIO, DEANNA L [000328551] NA Pending Review

© State of New Jersey Civil Service Commission

57




Rater ePAR Close-out

The ePAR Close-out is used to finalize an ePAR when:
1) anePAR s done in error (Invalid ePAR)
2) when an employee’s title changes (Title Change)
3) when reporting relationships change (Agency Change, Supervisor Change, or Separation)
If the above conditions occur, then the Rater is responsible for completing the ePAR Close-out.
Warning: Ratings with an ePAR close-out do not allow for signatures for all parties.

Electronic Performance Assessment Review (ePAR)

ePAR CIVIL SERVICE COMMISSION =
Current Review Action Items Administration All Reviews
[ D » y = .. ABC Y-
&0 .J,’ g as” v =
cancel sign notes significant feedback check print
events spelling
Ratee : Title = Rater : Dept/Agency : ModelID : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

B
Job Expectations I I.lI
[

Job Expectation Job Expectations : Ratee Signature

# Job Expectations i . i . . . i .
I have reviewed the elements of this PAR and had a face-to-face meeting with my supervisor to discuss the Major Goals (Unit and Ratee),

Major Job Responsibilities, Essential Criteria, Performance Factors, Point Accumulation Methodology, and the Evaluation Conversion to the
Overall Rating by which I will be rated.
v Face to Face

Meeting

# Job Factors

This meeting was held on

¢ Ratea Signature Wednesday, September 03, 2014
== RAler Slgnatie My signature indicates that I have been advised of these PAR elements.

Ratee: Date:

Interim Review GAMBINO, JOSEPH A [000331015] Wednesday, September 03, 2014

& 1 agree with the elements of this PAR. [ I disagree with the elements of this PAR.

Ratee Comments :

no comment
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Rater ePAR Close-out

Using ePAR close-out for an Invalid ePAR is done when the ePAR was created in error. For
example; an employee was assigned to the wrong supervisor, or an employee leaves very quickly
during the process. The invalid ePAR deletes the ePAR record from the system.

Click the ePAR drop down close-out menu and select Invalid ePAR.

A I '
| ;&- Electronic Performance Assessment Review (ePAR)

o CIVIL SERVICE COMMISSION *
L Atontems  Adminstation  AlReviews
ot = 7 ABC

o 8y v

compute  confirm  cancel  check
rating spelling

Close the Review

Reason

Please Select

Agency Change
Title Change
Supenvisor Change atrics Final Score

Darasion
€] Invalid ePAR inaccurate in diagnosing customer needs; did not meet deadlines; service to customer lacked

cuStomer [ nternal & external] needs Expecied expertise; product was unacceptable or revisions were necessary.
while meeting time, quality and cost
requirements. 2: Lacked consistency in mesting customer needs; inaccurately interpreted the needs of customers: was not

attentive and inquisitive when dealing with customears; did not consistently meet time, quality and cost
requirements,

3: Accurately assessed customer needs; provided necessary or requested service within acceptable timeframes
requiring few corrections or revisions; sought customer feedback and expression of satisfaction with work
product.

4: Sometimes anticipated customer needs; sought quality alternative solutions; work quality occasionally
demonstrated exceptional insights and technical expertize.

5: Frequently anticipated customer needs: accurately diagnosed customer requirements; recommended quality
alternative solutions; work quality typically demonstrated exceptional insights and technical expertise.
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Rater ePAR Close-out

When using Invalid ePAR, information is required in the Remarks section.

Once complete, select Confirm. Another window will display confirming the transaction again.

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

_"r)] o ABC
IRV
confirm  cancel  check

spelling
Close the Review

Reason

Invalid ePAR j

Remarks

>Remarks are entered here<

© State of New Jersey Civil Service Commission Back to To
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Rater

ePAR Close-out

Supervisor Change, Title Change, Agency Change or Separation

Please note the ePAR close-out in the system is designed to close-out the record. To effectively

utilize the ePAR Close-out, the Rater should complete the Interim and/or Final Review prior to the

using the ePAR close-out (regardless of timing) in order to get the appropriate signatures.

Remember, there are no signatures required for close-out. Wherever possible and for all cases

except “Invalid ePAR” always combine use of the close-out ePAR with the Interim or Final Review

to secure signatures.

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Administration All Reviews

= _'.?)‘I M ABC

O N v
compute  confirm  cancel check

rating spelling

Close the Review

Reason

Agency Change ﬂ
Job Related Factors Factor Score Metrics

Customer Service: Identifies and meets
customer (internal & external) needs
while meeting time, quality and cost
requirements.

1: Was slow or inaccurate in diagnosing customer needs; did not meet deadlines; service to customer lacked
expected expertise; product was unacceptable or revisions were necessary.

2: Lacked consistency in meeting customer needs; inaccurately interpreted the needs of customers; was not
attentive and inquisitive when dealing with customers; did not consistently meet time, quality and cost
requirements.

3: Accurately assessed customer needs; provided necessary or requested service within acceptable timeframes
requiring few corrections or revisions; sought customer feadback and expression of satisfaction with work
product.

4: Sometimes anticipated customer needs; sought quality alternative solutions; work quality occasionally
demonstrated exceptional insights and technical expertise.

5: Frequently anticipated customer needs; accurately diagnosed customer requirements; recommended quality
alternative solutions; work quality typically demonstrated exceptional insights and technical expertise.

Final Score

4
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Rater ePAR Close-out

Once you complete the Ratings, go back to the top of the page and click Compute Rating. Remarks
are required in an ePAR close-out. Click Submit. Once a confirmation window appears, click Yes.

Electronic Pertormance Assessment Review (ePAR)

ePAR Paper CIVIL SERVICE COMMISSION *

Grand Total Points

Overall

1-Unsatisfactory
(12-20)

Remarks

=Remarks are entered here<|

& State of N

Final Evaluation

Final Evaluation Rating

4

Conversion To Overall Rating

3-Successful

4-Commendable
{21-30) (31-40) (41-50)

2-Needs Improvament

ivil Service Commission

Action ltems Administration All Reviews
@ . e?® A B
H o ™
(V5] 7 as v A
cancel save edit notes significant feedback check ePAR
draft events spelling close-out
Quality of Work: Owerall extent to which | 1: Failed significantly to achieve essential quality criteria. 4
employee thoroughly and accurately
mieets the quality criteria. 2: Achieved some, but not all essential guality criteria.
Z: Achieved all essential guality criteria.
4: Exceeded essential quality criteria.
S: Significantly exceeded essential quality criteria.
Quantity of Work: Owerall extent to 1: Failed significantly to produce an acceptable amount of waork. 4
which employee produces an acceptabla
amount of work as defined in the 2: Produced less than acceptable cutput as identified in essential quantity criteria.
guantity criteria.
3: Produced acceptable amount of weork: met essential quantity criteria.
4: Produced maore than acceptable amount of wark.
5: Significantly exceeded essential quantity criteria.
Timeliness: Owerall extent to which 1: Rarely met work schedules or deadlines. 4
employee meets work schedules and
specified deadlines. 2: Sometimes met deadlines but often late in completing assignmeants within specifiad times.
3: Met work schedules and deadlines.
4: Met and often completed assignments ahead of specified deadlines.
5: Consistently completed assignments and job responsibilities ahead of deadlines.
Job Achievement Factors Total 16

5-Outstanding
(51-60)
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Rater’s
Dashboard

ePAR Close-out

Rater’s Dashboard updates. Progress changes to “Review Close.” Status will update to
“Complete.” The employee will remain on the

Dashboard until the next rating cycle.

Administration

Rating Year
2015

(07/01/2014 to 06/30/2015)

My ePAR
Ratee Job Title
ROGERS-MCLEAN, KIMBERLY SR EXEC SVC
[000360510]
My Ratees
Ratee Job Title
YRA ORA 0351556] SR EXEC SVC
ALENTINE T [000137927] SPVR GENRL & SPPRT SVCS
GAMBINO, JOSEPH A [D00331015) SR EXEC SVC
GOODMAN, CAROL [000328264] SEC ASST 1 NON-STEND
JETER, WAYNE [000321074] EDUC PROG DEV SPCLST 3
MCCLASKEY, ANN M [000321475] SR EXEC SVC
MIGLIACCIO, DEANMNA L [000328591) MGMT IMPRVMNT SPCLST 1

Requested Feedback and Reviews

No records found.

All Reviews

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION =

[7] 2015 Rating Cycle Due Dates

& Job Expectations due by July 31, 2014

] Interim Review due by December 31, 2014
] Final Review due by June 30, 2015

Model Code

CSAX0701P-M2015

Model Code
CSAX0701P-M2015
CSAX0701P-52015
CSAX0701P-M2015
CSAX0701P-E2015
CSAX0701P-52015
CSAX0701P-M2015

CSAX0701P-520135

Stage

Job Expectations

Stage
Job Expectations
Job Expectations
Interim Review
Job Expectations
Job Expectations
Job Expectations

Job Expectations

Progress

Goal Satting

Progress
Goal Setting

Goal Setting

Status

Not Initiated

Status
Draft

Not Initiated

Goal Setting
Face to Face Meeting
Goal Setting

Goal Setting

Mot Initiated
Shared
Not Initiated

Draft
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) ePAR Close-out
Reviewer

In the event that the Rater does not sign an ePAR for the Ratee, due to a leave or other circumstance,
then Reviewer is able to close-out the ePAR for that Ratee by clicking on the Rater Name. This will bring

all the Rater’s Ratees.

Example: If the Rater goes on a leave and the Ratee’s ePAR is pending the Rater’s signature, then the
Reviewer can click on All Reviews tab and then click on the name of the Rater. A list of the Rater’s
employees will display. From the list, the Reviewer will click on the employee name.

-~

PR r H
(i) Electronic Performance Assessment Review (ePAR)

= All Reviews CIVIL SERVICE COMMISSION *
Current Review Action ltems Administration -
My Reviews
Rating year Job Title Dept/Agency Rater Rating
2015 SR EXEC SVC cs KELLY, GRACE M [000003824] NA

My Employees
Employee Name Job Title
SR EXEC SVC
SPVR GENRL & SPPRT SVCS
SR EXEC SVC
SEC ASST 1 NON-STENO
EDUC PROG DEV SPCLST 3
SR EXEC SVC
MGMT IMPRVMNT SPCLST 1

ASST DIV DIR

© State of New Jersey Civil Service Commission

,/-.‘“‘\ = . "

(ki) Electronic Performance Assessment Review (ePAR)

&7 Al Reviews CIVIL SERVICE COMMISSION *
Current Review Action ltems Administration

GAMBINO, JOSEPH A [000331015]'s Reviews

Rating year Job Title Dept/Agency Rater Rating
2015 SR EXEC SVC €s ROGERS-MCLEAN, KIMBERLY NA
[000360510]

GAMBINO, JOSEPH A [000331015]'s Employees

Employee Name Job Title

COMISKY, SHARYN R [ 362161] ADMINV ANLT 2 DP
AUSHAL, KAV 35] HMN RSRCE CNSLT 4
SR EXEC SVC

ADMINV ANLT 2 DP

© State of New Jersey Civil Service Commission
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Reviewer ePAR Close-out

Once you click the employee name, you will access the employee’s ePAR history. Click on the Rating
Year to access the employee’s ePAR. After the employee’s ePAR populates, you can can close the ePAR.

A - e I . " X

(i) Electronic Performance Assessment Review (ePAR)

\—/ All Reviews CIVIL SERVICE COMMISSION *
Current Review Action ltems Administration

KIM, SUNWOONG [000373797]'s Reviews

Rating year Job Title Dept/Agency Rater Rating
SR EXEC SVC cs GAMBINO, JOSEPH A NA
[000331015]
2015 SR TECHN MIS cS MIGLIACCIO, DEANNA L NA

[000328591]

© State of New Jersey Civil Service Commission

Back to Top

Note: As a Reviewer, you can only access an employee’s ePAR if the Rater is assigned to you. If Rater is
not the Reviewer’s Ratee, then the Reviewer will see the screen below.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items All Reviews

o Sorry, this employee performance record is not shared with you.

@ Go Back to Home

© State of New Jersey Civil Service Commission
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Final Review

Final Review - occurs at the end of the rating cycle and is an evaluation of overall performance
for the entire rating cycle. The Final Review rating is recorded in the employee’s record and is
the rating that triggers or supports other personnel actions associated with the ePAR.

To complete the Final Review, repeat the steps of the Interim Process.

Assign a numerical rating for each performance factor, hit compute, then submit.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

o L -
v B I
cancel  print "-Qf'—ulsﬂg
Rates : Tiele : Rater : Dept/Agency : ModelID : Year :
GAMBINO, JOSEPH A [000331015)] SR EXEC SVC ROGERS-MCLEAN, KTMBERLY [000360510) C5/€5A CSAX0701P-M2015 2015

> Job Expectations >> Intenim Review >> Final Review > I'l..lI
L B |
Job Expectation Job Factors

. Job Related Factors Factor Score Metrics Interim Score Final Score
Interim Review
Customer Service: 1: Was slow or inaccurate in diagnosing customer needs; did not meet 4
X Identifies and meets deadlines; service to customer lacked expected expertise; product was
Final Review customer (internal & unacceptable or revisions were necessary.

external) needs while

meeting time, quality and  2: Lacked consistency in meeting customer needs; inaccurately interpreted

cost requirements. the needs of customers; was not attentive and inquisitive when dealing with
customers; did not consistently meet time, quality and cost requirements.

/ Final Ratings
/ Final Justification

/ Face to Face
Meeting 3: Accurately assessed customer needs; provided necessary or requested
service within acceptable timeframes requiring few corrections or revisions;

v Ratee Signature sought customer feedback and expression of satisfaction with work product.

/ Rater Signature :
- 4: Sometimes anticipated customer needs; sought quality alternative

solutions; work quality occasionally demonstrated exceptional insights and
technical expertise.

Reviewer Sign

S: Frequently anticipated customer needs; accurately diagnosed customer
requirements; recommended quality alternative solutions; work quality
typically demonstrated exceptional insights and technical expertise,

Communication: Effective  1: Informal communication was ineffective due to disorganization of 4
expression of ideas, thoughts, and/or inappropriate use of voice volume/tone or gestures.

concepts, or directions in Formal presentations failed to inform or persuade due to lack of structure or

individual or group poor organization. Did not listen during verbal exchanges. Written

situations, non-verbal communication was poorly structured, contained poor grammar, or was

communication, voice level, difficult to read due to inadequate organization.
and organization of
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Rater Final Review

Complete the Justification, then click the Submit button. The submission notifies Ratee that the
Final Review is complete and ready to be discussed at the Face-to-Face meeting.

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews

S B P BEG 5 & ¥ e &

cancel save  submit compute edit notes significant feedback  check print download  ePAR
draft rating events spelling  proview pdf close-out
Ratee : Title 1 Rater : Dapt/Agency : ModelID : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [0003605[0] CS/CSA CSAX0701P-M2015 2015

>
> Job Expectations >> Interim Review >> Final Review > .I.I
| B
FECE e Justification and Development Plan
Meeting

/ Ratee Signature Justification for Final Evaluation

+ Rater Signature
Joe's performance during this interim period has been very satisfactory. During this rating period Joe has

/ Reviewer Signature distinguished himself as eager to teach and ready to make a contribution to the team. His performance has been
commendable in the quality and quantity of his work. His ability to demonstrate leadership in order to achieve major

. unit goals has alse been commendable.
Final Review

v Final Ratings

¥ Final Justification
Final Development Plan
v Face to Face
Meeting
1. Be more proactive when dealing office conflict

v Ratee Signature

2. Engage employees more
 Rater Signature

3. Build on positive employee moral
/ Reviewer Signature
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Rater’s

Final Review
Dashboard

After clicking Submit, Rater will be returned to the Dashboard. Face-to-Face meeting is
identified in the Progress column.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *
Action ltems Administration All Reviews

Rating Year

2015 Rating Cycle Due Dates

20 1 5 1 Job Expectations due by June 01, 2014
(04/01/2014 to 06/30/2015) & Interim Review due by June 16, 2014

& Final Review due by June 30, 2015

My ePAR
Ratee Job Title Model Code Stage Progress Status
ROGERS-MCLEAN, KIMBERLY SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
[000360510]
My Ratees
Job Title Model Code Stage Progress Status
SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
SR EXEC SVC CSAX0701P-M2015 Face to Face Meeting E
SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
JETER, WAYNE [000321074 EDUC PROG DEV SPCLST 3 CSAX0701P-E2015 Job Expectations Face to Face Meeting Shared
CCLASKEY, ANN M [000321475] SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
GLIACC EA MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.
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Ratee & Final Review
Rater

The Face-to-Face meeting must be scheduled off line. Utilize email, Outlook or other tools to
schedule the meeting. This meeting is the opportunity for the Rater and Ratee to discuss the

Final Review.
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Rater Final Review

Once the Face-to-Face meeting is held, the Rater will Confirm the Final Face-to-Face Meeting.

Note: Once Ratee signs the ePAR, it cannot be changed. Do not hit submit unless you are ready to
commit!

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews

o « p . [—‘ .. ABC mt (=N f’.
Yo =2
(] | [ v [ )
cancel confirm  notes significant feedback check print ePAR  download
events spelling close-out pdf
Ratea : Tithe : Rater = Dept/Agency : ModellD : Year :
GAMBIND, JOSEPH A [000331015] SR EXEC 5VC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CS5A CSAXOFO1P-M2015 2015
, e . : >
Job Expectations Interim Review Final Review I.I'
(N |

Job Expectation Final Review: Confirm Face to Face Meeting

Interim Review

Rater ROGERS-MCLEAN, KIMBERLY [000360510]
Final Review
Ratee GAMBINO, JOSEPH A [000331015]
+ Final Ratings
/ Final Justification Date Tuesday, September 09, 2014 5]
v Face to Face =
Meeting I am submitting thee < September 2014 » 1eeting with my ratee was held on the specified date above.

¢ fanas Signatere Su Mo Tu We Th Fr Sa

/ Rater Signature
sl b 1 2 3 4 5 6

eviewer Signature
oo oniouda 7 8 9 10 11 12 13
© State of New Jersey Civil Service Commission 14 15 16 17 18 19 20
] —— 21 22 23 XM 25 26 27 —

28 29 30
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Ratee Final Review

After selecting their own name from the Dashboard, the Ratee's First and Last Name will display in

the Ratee Signature box.

Check the Agree or Disagree box for the Final Rating, Justification, and Development Plan.
Add Ratee comments if desired. Comments are part of the official record and allow any and all

parties to provide feedback. Expand comments section if necessary.

Click Sign to initiate electronic signature acknowledging elements of the ePAR. Rater receives a
system-generated e-mail indicating that the ePAR is ready for review and signature.

Reminder: No changes can be made to the document once Ratee signs it.

Electronic Performance Assessment Review (ePAR)
ePAR

Actonitems  Adminsvaton Al Reviews

s F o? ABL Ll 1 T—.
w & - v B | -
cancel sign  significant  feedback  check print ePAR download
events spelling close-out pdf
Rates : Title : Rater : Dept/figency :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA

Job Expectation

Interim Review

S e ) e 5 e By

meeting with my supervisor.
This meeting was held on
Tuesday, September 09, 2014

My signature indicates that I have been advised of these PAR elements.

agree with the Final Justification

agree with the Final Development Plan

Ratee Comments :

>Comment here<

© State of New Jersey Civil Service Commission

CIVIL SERVICE COMMISSION *

MaodellD Year :
CSAX0701P-M2015 2015

Final Review : Ratee Signature

1 have reviewed the Performance Factor ratings, Justification and Development Plan for the Final Review and have had a face-to-face

Ratee: Date:
GAMBINO, JOSEPH A [000331015] Tuesday, September 09, 2014
agree with the Final Rating [] I disagree with the Final Rating

[ 1 disagree with the Final Justification

[[] 1 disagree with the Final Development Plan
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Rater Final Review

Select Ratee’s name from the Dashboard by clicking on it.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items Administration All Reviews
Rating Year [] 2015 Rating Cycle Due Dates
20 15 ] Job Expectations due by June 01, 2014
(04/01/2014 to 06/30/2015) ] Interim Review due by June 16, 2014

M Final Review due by June 30, 2015

Job Title Model Code Stage Progress Status
SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
My Ratees
Ratee Job Title Model Code Stage Progress Status
SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
SR EXEC SVC CSAX0701P-M2015 @ i Pending Rater Signature @
GOODMAN, CAROL [000328264) SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
ETER E EDUC PROG DEV SPCLST 2 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
10 0 MGMT IMPRVMNT SPCLST 1 CSAX0701P-S2015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.
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Rater Final Review

Add Rater comments if desired. Comments are part of the official record and allow any and all
parties to provide feedback. Expand comments section if necessary.

Check the box acknowledging Ratee’s comments are noted.

Click Sign. A system-generated e-mail is sent to the Ratee and Reviewer indicating that the ePAR is
ready for review and signature.

GAMBINQ, JOSEPH A [000331015] Tuesday, September 09, 2014
4 I agree with the Intenm Rating [ 1 disagree with the Interim Rating
B4 I agree with the Interim Justification [ I disagree with the Interim Justification
& I agree with the Interim Development Plan [] I disagree with the Interim Development Plan

Ratee Comments :

>Comment here<

Final Review : Rater Signature

Rater: Date:

ROGERS-MCLEAN, KIMBERLY [000360510] Tuesday, September 09, 2014

Rater Comments :

=Comment here<

{7} My signature through this checkbox indicates that the Ratee’s positions have been noted

[ (If ratee signature missing) I certify Ratee refuses signature

System will display current date.
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Reviewer’s Final Review
Dashboard

As stated, the Reviewer signature is the final step of the process.

From the Dashboard, select the employee by clicking on Pending Review in the Requested Feedback
and Reviews section.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION =

Action ltems Administration All Reviews

Rating Year [7%]] 2015 Rating Cycle Due Dates
20 15 ] Job Expectations due by June 01, 2014

|| Interim Review due by June 16, 2014
V] Final Review due by June 30, 2015

(04/01/2014 to 06/30/2015)

My ePAR

Ratee Job Title Model Code Stage Progress Status
STOUT, REBA M [000316851] PRSNNL ASST 2 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
My Ratees

Ratee Job Title Model Code Stage Progress Status

SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
ROYSTER, RAYMOND G FMLY SRVC SPCLST 2 CSAX0701P-52015 Job Expectations Goal Setting Not Initiated
Requested Feedback and Reviews
Employee Name Feedback Requested Pending Review

GAMBINO, JOSEPH A [000331015] NA
MIGLIACCIO, DEANNA L [000328591] NA Pending Review

© State of New Jersey Civil Service Commission Back to Top
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Reviewer

Final Review

Reviewer's First and Last Name will display in the Reviewer Signature box for the Ratee

under review.

Add Reviewer comments, if necessary. Comments are part of the official record and allow

any and all parties to provide feedback. Expand comments section if necessary.

Click Sign. A system-generated e-mail is sent to the Ratee and Rater indicating that the

ePAR has been reviewed and signed.

/ Face to Face

Meeting . _ .
Final Review : Rater Signature
/ Ratee Signature

+ Rater Signature

+ Reviewer Signature

Rater: Date:

ROGERS-MCLEAN, KIMBERLY [000360510] Tuesday, September 09, 2014

Rater Comments :

>Comment here<

I My signature through this checkbox indicates that the Ratee's positions have been noted

[J (If ratee signature missing) I certify Ratee refuses signature

Final Review : Reviewer Signature

Reviewer: Date:

STOUT, REBA M [000316851] Tuesday, September 09, 2014

Reviewer Comments :

>Comment here<

© State of New Jersey Civil Service Commission Back to Top




Appendix

General Definitions

Defining Participants in the ePAR Process

e Ratee -The employee receiving the evaluation is the Ratee. Everyone is a Ratee. This
person is the focus of the assessment. As in any other communication process, there
must be an exchange of ideas in the ePAR process. Both the Ratee and the Rater are
responsible for working together in the development of job expectations and the
provision of open and honest feedback about job expectations, the interim and final
assessments and the development plan.

e Rater- The immediate supervisor of the Ratee is the Rater. Immediate supervisor is the
person who receives and/or dispenses the work. The Rater has the responsibility of
conducting the performance assessment and giving open and honest feedback to the
Ratee about performance throughout the rating cycle. In the ePAR process, the Rater
role has the primary responsibility of controlling and informing the other roles about
their responsibilities. All parts of the process begin with the Rater.

e Reviewer-The Rater’s supervisor (or manager) who is responsible for ensuring
appropriate administration of the ePAR Process is the Reviewer. Reviewers are also
responsible for setting goals and expectations for the organization, unit or division. The
Reviewer is strongly encouraged to take an active role in all parts of the ePAR process.
This may include managing performance management meetings and conflict resolution
meetings. It is highly recommended that Raters meet with or provide feedback to
Reviewers prior to conducting interim or final assessment meetings with their Ratees.

ePAR Process

Job Expectations — when the employee and supervisor establish the major goals, job
responsibilities and essential criteria for the position.

Interim Review - occurs six months into the rating cycle. The purpose of the
Interim Review is to provide the ratee an indication of their work performance and progress for
the first six months of the cycle.

Final Review - occurs at the end of the rating cycle and is an evaluation of overall
performance for the entire rating cycle. The Final Review rating is recorded in the employee’s
record and is the rating that triggers or supports the other personnel actions associated with
the ePAR.
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General Definitions

Other elements of the ePAR Process
Comments — are part of the official record and allow any and all parties to provide feedback.

Significant Events — The Significant Events screen is used to records any noteworthy event,
positive or negative, that occurs throughout the rating cycle.

ePAR Process Buttons

Stage — Defines the part of the ePAR process that is due.

Progress — Details the elements of the Stage process pending in ePAR. For example, one might
see in the Job Expectations section — Goal Setting, Face-to-Face Meeting, and Pending Ratee
Signature.

Status — Defines what has happened in the Stage section. For example, Initiated - Progress has
begun in ePAR; Not Initiated — nothing has begun; Draft- items are being worked on; Shared —
ePAR has been sent to others for review; Complete - all parties have signed off.

Explanation of Ribbon Buttons

Action Items —Displays items that require attention — It displays title of action, message, action
triggers and the creation date.

All Reviews — Displays ePAR reviews for self and employees in reporting lines.
Cancel —Does not save changes made.
Check Spelling - Checks for spelling errors.

Compute Rating — Calculates performance factor ratings to determine Interim & Final
evaluation.

Confirm — After the Face-to-Face meeting, the button finalizes job responsibilities assigned.
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General Definitions

Explanation of Ribbon Buttons (continued)

Current Review —Displays Dashboard that includes information as current rating cycle,
important dates, current ePAR for both self and employees, and requested feedback and
reviews.

Edit — Allows Rater to make changes to the ePAR and also allows modification to any notes,
significant events, Job Expectations, etc. in ePAR.

ePAR Close-out — The button is used to complete a “close-out” on an ePAR Review which
occurs under certain conditions. The conditions include when the supervisor changes for a unit
or when the employee changes supervisors without any title or appointing authority changes.
The former supervisor would complete the close-out.

Feedback — Rater can request feedback from the Reviewer during all stages of the ePAR. This
button sends the request to Reviewer and prompts him/her to view the ePAR. If there are any
issues, discrepancies or questions, the Feedback button should be used to discuss. The
Reviewer’s comments are confidential between Rater and Reviewer.

New — Initiates any new action including a new job responsibility, significant event, notes, etc.

Notes — Appears only on the Rater’s screen and allows one to keep track of notes during the
rating cycle. Rater’s notes are not part of the ePAR record and deletes automatically at the end
of the cycle.

Print — Gives ability to print entire document or any individual section of the ePAR; may print
when the document is in Shared or Complete Status. All parties have the ability to print.

Save Draft — Allows Rater to save an incomplete ePAR without sending it to any other parties.
If desired, Rater may request feedback from Reviewer without notifying Ratee.

Sign — Initiates electronic signature acknowledging elements of the ePAR.
Submit — Allows Rater to share the ePAR and forward to all parties including human resources.

View ePAR — Allows parties to see ePAR up to the most recent completed stage.

Withdraw — Used in the Feedback section to allow the Rater to recall a request for feedback.
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ePAR Frequently Asked Questions (FAQs)

Q: Why don’t | see the ePAR icon on my NJ portal?

A: If you have more than one myNJ portal account, please check all to see if the icon
appears on a different account.

If this is unsuccessful or you only have one account, please click on this link to follow the
instructions for self-registration. If you need assistance in regards to your employee
number id number, please check your pay stub, eCATS or contact your Human
Resources Office.

https://wwwnetl.state.nj.us/NJ/NJ ePar Reg/SelfRegistration.aspx.

Q. | am having trouble seeing the ePAR on my computer.

A. The main supported browser for the ePAR application is Internet Explorer 9 running on
Windows 7, anything lower is not supported.

When these questions are asked, ePARHelp need the following information along with a
screenshot.

e Browser type and version
e PC operating system and version

If you are using Internet Explorer 11 (I.E. 11), please contact your helpdesk to make sure it is
a trusted site.

Q. The system seems to be stuck on “Working on it.” How can | get it to move forward?

A: Try pressing “F5” to refresh the system.

Q. Why am | getting an error message when | try to save ePAR Job Expectations in Draft?
A. There are three reasons for which may impact your ability to save in ePAR?

1. Timing issue: There are three distinct timeout scenarios for ePAR:
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a. Thirty (30) minutes of inactivity times a user out of myNJ.
b. Two (2) Hours maximum myNJ session then a user is timed out of myNJ.

c. Two (2) hour maximum session with ePAR and any other proxy’d application.

2. Role Issue: Currently in order to successfully utilize the ePAR system, all three roles of
Ratee, Rater & Reviewer must be populated. If any one of the roles is blank, an ePAR
cannot be done. The ePAR system will not let one move forward unless all three roles
(ratee, rater and reviewer) are populated. Please contact the agency PAR Coordinator to
ensure all roles are completed.

3. Orphanissue: When saving a draft ePAR, information has to be entered into related
sections before the document can be saved successfully. For example, Major Goals of the
Agency and Major Goals of the Ratee are related fields. Both fields require text before the
document can be saved (at least one character). In other words, you cannot leave one of
the two related fields “orphaned”. Another example of related fields are Job Responsibility
1 and Essential Criteria 1. If one section is started, the second related field also needs text
to satisfy the Save Draft command. It doesn’t need to be complete, only a minimum of one
character is required.

Q. Can | make changes to the Job Expectations of the ePAR after it is signed?

A: No once it is signed by Ratee, no changes may be made. You can use the Significant
Event Sheet to document any after the fact amendments.

Any Questions not addressed above, please do the following:

1. Provide your name and employee identification number.
Provide the date & time you were accessing the application.

3. What Operating System and Browser Version are you using? (call your helpdesk if you
don’t know how to answer)

4. Was the problem on a particular page, navigating across all pages, or performing an
action? Please provide details.
If you observe a particular issue or error-please provide a screenshot and steps to
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