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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.



ePAR Self Registration

Below are the required steps to activate the ePAR link on the myNewlJersey Portal page. All state employees 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://wwwdnet-csc.nj.gov/NJ _ePar Reg/

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.

@

Step 2 Link ePAR o your myNiwersey sccount

Q‘ Electronic Performance Assessment Review (ePAR)

Step 3 Access ePAR Applcation
Employee 1D 000123785
First Hama Test
Last Mama i ]
Email Address TasilDiEcsc slale nj us
Verify Email Address TestlDificsc siate nj us

Date of Birth {MM/DD YY) 08192014

Cancyl Regishe



https://wwwdnet-csc.nj.gov/NJ_ePar_Reg/

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 myNewJersey Account
Do you have a myNewJersey Logon ID?
®ves
ONo
Information about your existing myNewJersey account

myMNewlersey Logon ID:

myMewlersey Password:

MNext

a. If you chose to create a new myNewlJersey Portal account, you need to create a Logon ID
and password. You will be also required to create a security question. There is a 5 minute
time out during Step 2 of the registration process. If you are interrupted during this step,
please close all windows and register later.

Electronic Performance Assessmenl Review (ePAR) + /1y newjersey

VTR iep 3 Access PAR Applcation

Fargat Your TD or Password?
Link ePAR to Your myMew lersey Account
If yau already have a myNewlersay lagan [0,

Do you have a myNewlersay Logon 1D7 mare infarmation is available when you answer

s Wes" at kel

.
o Why Do 1 Need a myNew lersey Logon 107

Information To Create Your New myNewlersey Account Here are ANswers to commaen questions.

Choose a myNewlersey Logon [0 TestiD
Choosa 8 myNewlersey Password:

Ratype the Password:

First nama:

Last name:

If you farget your 10 or password later, we'll ask you the folliwing question, If you answer |t
correctly, we'll send your 10 or @ new password o your enmail address

Question you want us to ask:
Four answer:
Emall address:
Retype your email address:
Forgot the Logon 10 to 2 myNewlersey account you already set up?

IF you ereatod & myNewlersey Logon 10 befare but forgat what it is, we can send it to you by clicking
here, Don't create another logon 1D,

b. Complete the required information for your portal logon and then click “Next”.



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

Electronic Performance Assessment Review (ePAR)

ePAR CIVIL SERVICE COMMISSION *
Actontems  AllReviews
Rating Year [F#] 2015 Rating Cycle Due Dates
2015 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 in
to the myNewlersey 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.

%NewJ_ersey

njoif

Civil Service Commission Applications
ePAR



Rater’s
Dashboard

Job Expectations

Creating an ePAR:

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

Farbon [heems. Al Reviens

Rating Year
2015

(040172004 to DE/I0/2015)

Rates Jab Title

I8 ExEC IvC

My Ralees
Aates Job Title
Sl GERRL & SPONT SVCS
B8R EXEC BYC
SEC ASET 1 NOH-STEND

BAGAMT [MPROREAT SBCLET §

Requested Feedback and Reviews

No records found.

C State of New Jersey Clwil Service Commission

Flectronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION =

[ 2015 Rating Cycle Due Dates

= Job Expectations due by June 01, 2014
B I mterim Review due by June 16, 2014
& Final Review due by June 320, 2015

Model Code Stage FProgress
CRANGTIEE-BITLS Seb Expectations ezl Satting
Modell Code Stage Progress

CRARGTOIP-E2018 Job Expatabion LE =)

CRANDTOL RN S el Expactabong Facm b Faoe Magtang
CEAKDMIP- IR0 Jot Expastationi Oszal Satiing
CEANUTOIP-EDILS Sl B prieCtl 0 Al Gzl Sartneed

CRANOTOAP-ED01S bel Expectubion

Pasichry Mavasor Dgasture

Statuss

bict [nitiated

Back to Top




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 closeout. 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 =

bed v | 115
cancel save submit check ePAR
draft speliing close-out

Ratee : Titte - Rater Septrtgensy MogeitD Year
GAMBINO, JOSEPH A [000331015] ;"é’fs?;"i L CLEAN. ¥ [ 0] cS/csA CSAX0701P-E2015 2015

Shae e

IP
> Job Expectations .
r e

com—

Major Goals of the Agency

The Core Mission of the Civil Service Commission is to provide a fair and efficent 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

Major Goals of the Ratee

Interim Review

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 speafic assigned area.

Essential Criteria 1




Rater

Job Expectations
Job Expectations Pop Up box

A pop up message has been added to notify users if they have one or more blank fields which
require the input of at least one character before saving or closing. There are associated fields that
do not allow one to move forward if they are blank. An example of this is the Job Responsibility and
Essential Criteria. Previously there was a red message at the bottom to notify users that something
was missing. The updated change adds the pop up message in addition to the red message at the
bottom of the screen, so it is a visible reminder to the user without scrolling down.

draft events spelling  preview pdf close-out
Ratee | Tithe Faster © Dept/Agency : ModellD Year ¢
GAMBING, JOSEPH A [000331015] SR EXEC SWC ROGERS-MCLEAN, KIMEBERLY [000260310] CS/CSA CSANOZOLP-M2015 2013
L % |._
Job Expectations ; l.ll
L HE
Job Expectation Job Expectations

Major Goals of the Agency

test

= Face

Meeting

Interim Review Major G¢ Error

test

You are unable to submit because one or more fields are
blank.

Major Jo m

Final Review Job Responsibility 1

test

Essential Criteria 1




Rater’s
Dashboard

Job Expectations

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.

My ePAR

Ratee

0]

My Ratees

Ratee

Action Items

ACLEAN, KIMBERLY

Electronic Performance Assessment Review (ePAR)

All Reviews

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

CIVIL SERVICE COMMISSION *

{78 2015 Rating Cycle Due Dates

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

Model Code

CSAX0701P-M2015

Model Code

CSAX0701P-52015

Stage

Job Expectations

Stage

Job Expectations

Progress

Goal Setting

Progress

Review Close

Status

Mot Initiated

Status

Complete

CSAX0701P-M2015 @ns

CSAX0701P-E2015
CSAX0701P-E2015

CSAX0701P-52015

Face to Face Meeting

Job Expectations
Job Expectations

Job Expactations

Goal Setting
Goal Setting

Pending Reviewer Signature

Not Initiated
Mot Initiated

Shared




Ratee’s
Dashboard

Job Expectations

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.

Aclion ltems All Reviews

Rating Year
2015

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

My ePAR

Ratee Job Title

SR EXEC SVC

© State of New Jersey Civil Service Commission

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

’1] 2015 Rating Cycle Due Dates

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

Model Code Stage Progress Status

CSAX0701P-M2015 Job Expectations Face to Face Meeting




Ratee

Job Expectations

The Job Expectations will display as read only to the Ratee may view it.

Electronic Performance Assessment Review (ePAR)

ePAR CIVIL SERVICE COMMISSION *
Current Review Action Items All Reviews
o =l | (= ) e® ABC — B -
&0 = & w v B |5 W
cancel edit notes  significant  feedback  check print ePar  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'
L B |
Job Expectation Job Expectations

v Job Expectations .
Major Goals of the Agency
# Job Factors

o Face b Face The Core Mission of the Civil Service Commission is to provide a fair and efficient human resource delivery system that

Meetin reads quality, merit and productivity in a framework that allows Civil Service jurisdiction the flexibility necessary to manage
g their workforce, Specific unit goals are as follows:

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

Interiin Review 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.

10




Ratee &
Rater

Job Expectations

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.

11



Rater

Job Expectations

After the Face-To-Face Meeting with the Ratee is held, the Rater needs to confirm the meeting 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 if needed.

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

Note: No changes can be made to the ePAR once it is signed by the Ratee.

@
&=/ ePAR

i e

[ FN ® ,' ABC Y ! : [ B
(Y53 as v = D Vs

cancel notes  significant  feedback check print €PAR  download
events spelling close-out pdf

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Rates : Title : Fister = Dept/Ageney : MadellD : Year
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] cs/csA CSAXO0701P-M2015 2015
S b |b'
Job Expectations .
A S .
Job Expectation Job Expectations: Confirm Face to Face Meeting
Rater ROGERS-MCLEAN, KIMBERLY [000360510]
Ratee GAMBINO, JOSEPH A [000331015]
Date Wednesday, September 03, 2014 E
I am submitting the e < September 2014 » eeting with my ratee was held on the specified date above.
Interim Review Su Mo Tu We Th Fr Sa

1 2 3
7 & 9 10 11 12 13
14 15 16 17 18 19 20

4 5 6

21 22 23 24 25 26 27
28 29 30

Final Review

12



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.”

Rating Year
2015

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

4] 2015 Rating Cycle Due Dates

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

i 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

SPVR GENRL & SPPRT SVCS CSAX0701P-52015 Job Expectations Review Close Complete
1015] SR EXEC SVC CSAX0701P-M2015 Job Expectations Pending Ratee Signature Shared

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.

© State of New Jersey Civil Service Commission

At this point the rater can still make comments to the Job Expectations by clicking on Job Expectations, the Edit
button will be enabled for editing.

lect rformance Assi nt Review
L ERVICE CO IHMISSTION
Action itams. All Reviews
° el
L] e
wa W = R o
CaRCE noties wgrul-cant feedback check gt ehil  download
evenis spelling eloite ot [
Rates Tite Eate Dmpl' dganiy Migsihg 5] Ty
GAMOING, J0SDPH A [000231015]) SN EXEC SV WOGERS-MCLEAN, KIMBERLY [000300310) (= F= 11 CEAXOFOLP-MP01S X013

13



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.

Comments are part of the official record and allow any or all parties to provide feedback. The system
allows only for 2000 characters with space. 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.

ic Per ance Assessme oview (e
Electronic Performance Assessment Review (ePAR
CIVIL SERVICE COMMISSION =

Curre Action Items All Reviews
B + w3
[N o® ABC = ) -
&0 - v B 3 W
cancel notes  significant feedback check print ePAR download
events spelling close-out pdf
Ratea : 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.l'
4 [ B |

Job Expectations : Ratee Signature

Job Expectation

7 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),
Major Job Responsibilities, Essential Criteria, Performance Factors, Point Accumulation Methodology, and the Evaluation Conversion to the

Overall Rating by which I will be rated.

This meeting was held on

Wednesday, September 03, 2014

Interim Review

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

Ratee:

GAMBINO, JOSEPH A [000331015]

7 1 agree with the elements of this PAR.

Ratee Comments :

no comment

Date:

Wednesday, September 03, 2014

[[] 1 disagree witi\the elements of this PAR.

System will display current date.

14



Ratee’s
Dashboard

Job Expectations

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

bli ePAR

My ePAR

Electronic Performance Assessment Review (ePAR)

Action Items All Reviews

Rating Year
2015

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

Ratee Job Title

SR EXEC SVC

CIVIL SERVICE COMMISSION *

[5] 2015 Rating Cycle Due Dates

i1 Job Expectations due by June 01, 2014
M Interim Review due by June 16, 2014
] Final Review due by June 30, 2015

Model Code Stage Progress Status

Pending Rater Signaturs Shared

CSAX0701P-M2015 Job Expectations

15




Rater’s
Dashboard

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

Click employee’s name to open.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items All Reviews
Rating Y
ating Year 2015 Rating Cycle Due Dates
20 1 5 ¥l 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 5VCS CSAX0701P-52015 Job Expectations Review Close Complete
SR EXEC SVC CSAX0701P-M2015 Job Expectations Pending Rater Signature Shared
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-S2015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.

16



Rater

Rater Signature

The Rater indicates acknowledgment that the Ratee’s comments have been noted, by checking the
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

M 1 agree with the elements of this PAR. [] 1 disagree with the elements of this PAR.

Ratee Comments :

no comment

Job Expectations : Raler Signature

Rater: Datea:

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

Rater Comments :

>COMMENT HERE<

v 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.

17




Rater’s
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 All Reviews
Rating Year [7] 2015 Rating Cycle Due Dates
20 1 5 1 Job Expectations due by June 01, 2014

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

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

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 5VCS CSAX0701P-52015 Job Expectations Review Close Complete
SR EXEC sVC CSAX0701P-M2015 Job Expectations Pending Reviewer Signature Shared
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
MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Panding Reviewer Signature Sharad

Requested Feedback and Reviews

No records found.

18




Rater

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.

[
%)
cancel notes

Job Expectation

v Job Expectations
v Job Factors

v/ Face to Face
Meeting

+ Ratee Signature

= Rater Signature

Interim Review

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

@ ABC Ll ™ ™ B
& v B |[n W

significant  feedback check print ePAR  download

events spelling close-out pdf
Ratee : Tithe : Rater : Dept/Agency : ModelID : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

| d
Job Expectations i [ ] .II
n

Job Expectations : Ratee Signature

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

This meeting was held on

Wednesday, September 03, 2014

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

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

Ratee Comments :

no comment

19




Reviewer’s
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 All Reviews
Rating Year [i# 2015 Rating Cycle Due Dates
20 15 ] Job Expectations due by June 01, 2014

] Interim Review due by June 16, 2014
] 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
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

© State of New Jersey Civil Service Commission
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Reviewer

Continue Process through the Reviewer

The ePAR system now allows the reviewer to move through the process of submitting an ePAR for
any stage should the Rater be unavailable, only if the record is pending Rater Signature. A new check
box was added to the Reviewer signature which allows him/her to certify the ePAR as a Rater. This
new feature prevents the ePAR from being held up due to an unexpected departure of a Rater
during the signature process.

Job Expectations : Reviewer Signature

Reviewsr: Date:

lopeznen, claudia [NS0000119] Monday, July 20, 2015

Reviewer Comments :

(If Rater signature missing) I certify as Rater

€ State of New Jersey Clivil Service Commission

Back to Top

21



Reviewer

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)
CIVIL SERVICE COMMISSION *

Action ltems All Reviews
o> j °® ABC [ B
o ; o v B |35 U
cancel significant  feedback check print ePAR wil
events spelling close-out pdf
Ratee : Title : Rater : Dept/Agency : ModellD : Year :
GAMBINO, JOSEPH A [0003321015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015
>
Job Expectations l.ll
.

Job Expectation Job Expectations : Ratee Signature

v Job Expectations . y . . . i R .
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.
+ Face to Face

Meeting This meeting was held on

+ Ratee Signature Wednesday, September 03, 2014

+ Rater 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
[ I agree with the elements of this PAR. [] 1 disagree with the elements of this PAR.

Ratee Comments :

no comment

22




Rater

Tools

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

These items will be discussed over the next few pages.

I/_\' Electronic Performance Assessment Review (ePAR
t-éf/l ePAR [ )

CIVIL SERVICE COMMISSION *

._, .'. ABC By
a0 _ - =2 b4
cancel Roies  significant  feedback check print 2PAR
events spelling praview close-out
Rates - - DaptfAgency - ModellD : Wear
LOPEZ, CLAUDIA M [000361799] HMMN RSRCE CNSLT 2 MIGLIACCIO, DEANNA L [000328591] CS/Csa CSAXD701P-E2016 2016

> Job Expectations > Interim Review > |=lll
N

Job Expectstion Job Expectations

+ Job Expectations

Major Goals of the Unit\Work Group

+ 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 rewards quality, merit and productivity in a framework that allows Civil Service jurisdictions the flexibility necessary to
Meeting

manage their workforce, improve productivity and provide a more cost effective service delivery for state taxpayers.
+ Rates Signature

Speaific unit goals are as follows:
+ Rater Signature

/ Reviewer Signature Responsible for Statewide implementation and maintenance of the Performance Assessment Review (PAR) program.
Interim Review

- Interim Ratings Major Goals of the Ratee

1. Function as the Statewide PAR Coordinator.
2. Assist State Departments and Agencies with the transition to ePAR.
3. Assist with troubleshooting technical bugs related to the usability of the ePAR appliction.

4, Serve as the subject matter expert for the PAR process in training development and presentations.
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Rater &
Reviewer

Tools - Notes

Notes appear only on the Rater’s screen an
d 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)
CIVIL SERVICE COMMISSION *

eview All Reviews
e = o® ABC P =3
(V) 5] (Vi v B2 U N
cancel significant  feedback  check print  download : ePAR
events spelling pdf close-out

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

All Reviews

edit delete  view
epar

Rater Notes

Title Date

© State of New Jersey Civil Service Commission
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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 *
Current Review Action Items All Reviews
e [ a e® ABC Ty wa
e = | _ - n
cancel save submit  notes |\ significant/ feedback check ePAR  download
draft events spelling close-out pdf
Ratee : Title 1 Rater : Dept/Agency : ModelID : Year:
GAMBIND, JOSEPH A [000331015] ] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

=
> Job Expectations >> Interim Review > |.l.l
N

Job Expectation
# Job Expectations

SR 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

e - ) distinguished himself as eager to teach and ready to make a contribution to the team. His performance has been
tatee Signature

commendable in the quality and quantity of his work. His ability to demonstrate leadership in order to achieve major

v Rater Signature unit goals has also been commendable.

v Reviewer Signature

Interim Review

Interim Ratings .
ettt Interim Development Plan
=® Interim Justification

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

3. Build on positive employee moral

Justification and Development Plan
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Rater

Tools-Significant Events

Click New to add a Significant Event.

Electronic Performance Assessment Review (ePAR)

Action ltems All Reviews
E= Nt N
edit/sign delete  view
epar

Fact Sheet of Significant Performance Events

Title Comments/Action Ratee Signature Rater Signature

© State of New Jersey Civil Service Commission

CIVIL SERVICE COMMISSION *

Date

[=:]
]
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Rater

Tools-Significant Events

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

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action ltems All Reviews 18
ABC
n v
cancél check vizw
spelling epar

Significant Event > New

o The verify event checkbox must be checked by the Rater to further the process.

Title test

Description of test

significant performance

event

Rater LOPEZ, CLAUDIA M [000361799]
Date Monday, July 27, 2015

Rater Comments / test

Recommended Action

@signiﬁcant performance event as the Rater

[ (If Ratee verification missing) I verify the event

Ratee MCCLASKEY, ANN M [000321475]

Date Monday, July 27, 2015

Ratee Comments

[ 1 venfy this significant performance event as the Ratee
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Rater

Tools-Significant Events

Notice the Rater Signature box is checked which confirms the Rater has verified the event.
The Ratee receives a system-generated email indicating that a significant event has been

added to their ePAR.

E
LT
Action Items All Reviews
i X
new edit/sign  delete  view
epar

Fact Sheet of Significant Performance Events

Title Comments/Action

test test

© State of New Jersey Civil Service Commission

Ratee Signature

0

ectronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Rater Signature Date

Monday, July 27, 2015

Back to Top
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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.

2 oepar
Action Items All Reviews

; A :
new g delete  view

epar

Fact Sheet of Significant Performance Events

Title Comments/Action

10 test test

© State of New Jersey Civil Service Commission

Ratee Signature

O

Electronic Performance Assessment Review (ePAR)

Rater Signature

CIVIL SERVICE COMMISSION *

Date

Monday, July 27, 2015
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Ratee
Tools-Significant Events

Upon reviewing the Significant Event, Ratee should then check the verification box located at
the bottom of the screen. Then, 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.

Electronic Performance Assessment Review (ePAR)

ePAR CIVIL SERVICE COMMISSION *
Lo Action Items All Reviews
. ABC
B
cancel check view
spelling epar

Significant Event = New

Title test

Description of test

significant performance

event

Rater LOPEZ, CLAUDIA M [000361799
Date Monday, July 27, 2015

Rater Comments / test

Recommended Action

[ I verify this significant performance event as the Rater

[] (If Ratee verfication missing) I verify the event

Ratee MCCLASKEY, ANN M [000321475]

Date Meonday, July 27, 2015

Ratee Comments

ver!fy this significant performance event as the Ratee
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Rater &
Reviewer

Tools - Feedback

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.

Note: If Reviewer requests editing of any stage of the ePAR record, then the Rater must request
feedback before it is submitted to the Ratee or signed by the Ratee.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action ltems All Reviews
=] ABC ] (Y i
| | = |
cancel / notes  significant check print ePAR  download
Syents Spelling close-put pdf

Electronic Performance Assessment Review (ePAR)

ePAR CIVIL SERVICE COMMISSION *
Action Items All Reviews
2 B R B
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.

P _
‘._p_g}r_-j Electronic Performance Assessment Review (ePAR)
I\-::-’/ aPAR CIVIL SERVICE COMMISSION =
TR
o o Mc =0 b P
" 253
» v oa G B
eamesl  notes significant  feedback  check print epar download
events spelling close-out

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION =

Action ltems All Reviews

I;<' E T

=g

edi

withdraw  view
epar
Reviewer Feedback
Request Summary Status Date

© State of New Jersey Civil Service Commission Back to Top
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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 click the button View ePAR for referencing. When the

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

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Action ltems All Reviews

save  cancel  check view
speling  epar

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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Reviewer
Tools - Feedback

The Reviewer can access the feedback page through the Dashboard. The Reviewer sees the request
for Feedback under Requested Feedback and Reviews.

i) Electronic Performance Assessment Review (ePAR)

oo

BT s

CIVIL SERVICE COMMISSION *
All Reviews

Rating Year
2016

(07/01/2015 to 06/30/2016)

(__‘ 2016 Rating Cycle Due Dates

/| Job Expectations due by July 31, 2015
& Interim Review due by December 31, 2015

“ Final Review due by June 30, 2016

My ePAR
Ratee Job Title Model Code Stage Progress Status
LOFEZ, CLALS M [000351799] HMMN RSRCE CNSLT 1 CSANOT01P-E2016 Job Expectations Face to Face Mesting Shared
Job Title Model Code Stage Progress Status
28591 MOMT IMPRVMNT SBCLST 1 CSANDTO1P-52013 Job Expectations Goal Setting Draft
SR EXEC SVC CSANOTOIP-M2016 Interim Review Face to Face Mesting Shared
SR TECHN MIS CSAXOTOIP-E2016 Job Expectations Review Close Complete
Requested Feedback and Reviews
Employes Name Feedback Reguested
ROGERS-MCLEAN, KIMBERLY [000350510] HA
PARKS, LAMONTE [000373740] NA
LOPEZ, CLAUDIA M [0003561799] Feedback Requested (Submitted on Thursday, Odober 22, 2015 A
SIGMON, CHRISTINA M [000700748] ha
MIGLIACCIO, DEANNA L [000228591] MNA
WRIGHT, KEVIN T [000331385] Na
GOODMAN, CAROL [000328264] HA
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Reviewer

Tools - Feedback

Once the Reviewer clicks Feedback Requested the request opens and the Reviewer Feedback
Response page displays. Enter comments or changes to be made and click Save.

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION *
Current Review Action ltems All Reviews
Iy ABC
B » v

save cancel check view
spelling epar

Reviewer Feedback Response

To

ROGERS-MCLEAN, KIMBERLY [000360510]

typeitin.

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 *

All Reviews
) o8 1 G
w ¥ W n b
cancel sign notes  significant  feedback check ePAR iQLrﬂrﬁﬂ
events spelling close-out ndf
E— E—
=
Model # CSAX0701P-M2015 Rating Cycle Ending 2015
@ Stare oF New Jersey PAR Committee Model Civil Service
L&/ CrviL Service COMMISSION Commissian
Manager Form
Ratee: Title: Rating Period:
GAMBINO, JOSEPH A [000331015] | SR EXEC SVC | 04-01-2014 - 06-30-2015 J
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

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

My signaturc 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 *
U —
@ [ ¥ BN S A= = o2 ABC s
w B o 8|8 < 5 & E
cancel  save submit compute  edit notes  significant  feedback  check ePAR
draft rating events spelling close-out

I j'; 2015000331015A201412, dobe Reader = \ 1

AR EEeE| lfl"‘-"'\m%' HE‘O@‘.‘ Tools | Sign | Commenl

Model # CSAX0701P-M2015 Rating Cycle Ending 2015

h;tm ur‘Nw anmﬂ PAR Committee Model Civil
CIviL SErRvICE COMMISSION Service Commission

Manager Form

Ratee: Title: Rating Period:
GAMBINO, JOSEPH A [000331015) SREXECSVC 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 relate
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

Rater can access Job Expectations from previous supervisors

A rater can now access previously completed job expectations for a newly assigned ratee. This

only applies to the job expectations portion completed by former supervisors, and not any

associated interim or final ratings. The job expectations will be read only.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items All Reviews
Rating Year #l 2016 Rating Cycle Due Dates
20 16 Job Expectations due by July 31, 2015
(07/01/2015 to 06/30/2016) [] interim Review due by December 31, 2015
[ Final Review due by June 30, 2016

My ePAR

Ratee Job Title Model Code Stage Progress Status
MIGLIACCIO, DEANNA L [000328591] MGMT IMPRVMNT SPCLST 1 CSAX0701P-52016 Job Expectations Goal Setting Not Initiated
My Ratees

Ratee Job Title Model Code Stage Progress Status
CRUMP, TIANA A [000716421] CUSTMR SVC INFO SPCLST 3 CSAX0701P-E2016 Job Expectations Goal Setting Not Initiated
HOWLAND, JOHNATHAN C TECHL ASST 3 CSC CSAX0701P-E2016 Job Expectations Goal Setting Not Initiated
[000354727]
KARNGBAYE, MICHELLE [000370799] HMN RSRCE CNSLT 5 CSAX0701P-52016 Job Expectations Goal Setting Not Initiated
KEIPER, THERESA [000316112] HMN RSRCE CNSLT 5 CSAX0701P-52016 Job Expectations Goal Setting Not Initiated
LOPEZ, CLAUDIA M [000361799] HMN RSRCE CNSLT 1 CSAX0701P-E2016 Job Expectations Goal Setting Not Initiated
REYNOLDS, MARYANN T [000711515] CUSTMR SVC INFO SPCLST 3 CSAX0701P-E2016 Job Expectations Goal Setting Not Initiated
SIGMON, CHRISTINA M [000700748] FRMS DSGN TCHNC 2 CSAX0701P-E2016 Job Expectations Goal Setting Not Initiated
WAYTES, DARRELL C [000169329] SR TECHN MIS CSAX0701P-E2016 Job Expectations Goal Setting Mot Initiated

Reguested Feedback and Reviews

Employee Name Feedback Requested Pending Review

KINNIE, MARSINETTE D [000737674]

NA Pending Review
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Rater

To access these job expectations, click on All Reviews.

Select the employee you would like to view from the “My Employees” section.

“'-—':" All Roviews

Current Roview Actian Bems

My Reviews

Mo records found.

Eraployes Madme

CUSTMR SVC INFO SBCLST §
TECHL ASST 3 C5C

HHN RSRCE CHSLT 5

HHN RSRCE CHSLT 3

HHN RSRCE CHSLT ©
CUSTMA SVC INFO SPCLST 3

FRMS DSGN TCHNC 2

Agency Change Requested Feedback and Reviews

Employes Name

Oid Reviews Pending Closure
Employes Mamnwa Jub Tithe
IGM0N. CHESTINA M FRMS DSGN TCHRC 2

SR TECHN MIS

CUSTHR SYC INFOD SPCLST 3

HMB RERCE CNSLT 5

CUSTHR SVC INFD SPCLST 3

£ State of New Jersey Civil Servioe Comemission

SF. TECHN MIS
Ferdiaack Heguested
A
Rating Year Stage
2015 Job Expectations
2083 Jobr Expactations
2015 Job Expectations
2045 Job Expectations
2005 Job Expactations

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Jab Tite
Pending eview
Proqeess Status
=oal Seiting Diraft
Goal Sefting Dradft
Complete Complete
Comiplate Comgplate
zoal Setling Drat

This page displays records created by both the former and new supervisor for the ratee. Click on
the desired Rating Year to access the ratee’s job expectations.

. L) :5’ I
\\y All Reviews

Current Review Action llems All Reviews
My Reviews
Rating year
2015 SR EXEC SVC
SR EXEC SVC

O

Job Title Dept/Agency
cs

s

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Rater Rating
KELLY, GRACE M [000003824] NA
Participant3, Training NA
[NS0000092]

39




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.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

All Reviews
- 4 — ..’ ABC By
o4 o2 v B
cancel  save next compute  edit notes  significant  feedback check ePAR
draft rating events spelling close-out
Ratee : Title ¢ Rater : Dept/Agency : ModeliD : Year:
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CSfCSA CSAX0701P-M2015 2015
>
Job Expectations Interim Review s
=n
Job Expectation Job Factors
/ Job Expectations Job Related Factors Factor Score Metrics : Final Score
¥ Job Factors Customer Service: 1: Was slow or inaccurate In diagnesing customer needs; did not meet [
e - Identifies and meets deadlines; service to customer lacked expected expertise; product was
ace -
ace to Face customer (internal & unacceptable or revisions were necessary,
Meeting 3
external) needs while
/ Ratee Signature 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
¢ Rater Signature customers; did not consistently meet time, quality and cost requirements.

/ Reviewer Signature
3: Accurately assessed customer needs; provided necessary or requested

service within acceptable timeframes requiring few corrections or revisions;
Interim Review d :
sought customer feedback and expression of satisfaction with work product.

4: Sometimes anticipated customer needs; sought quality alternative

=% Interim Justification 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.

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.
Final Review concepts, or directions in Formal presentations failed to inform or persuade due to lack of structure or
Individual or group poer organization. Did not listen during verbal exchanges. Written
situations, non-verbal communication was poaorly structured, contained poor grammar, or was

communication, volce 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 Next to proceed to the Justification and Development section.

Selecting Next 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)

CIVIL SERVICE COMMISSION =

All Reviews
. o’ AB(
7 . v D
cancel save edit notes significant feedback check ePAR
draft avents spelling close-out

EALSIIL WU WinLl gHipuyee
produces an acceptable
amount of work as defined
in the quantity criteria.

Timeliness: Overall extent
to which employee meets
work schedules and
specified deadlines.

Job Achievement Factors
Total

Grand Total Points

Overall

1-Unsatisfactory
(12-20)

© State of New Jersey Civil Service Commission

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

2: Produced less than acceptable output as identified in essential 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 anitena,

1: Rarely met work schedules or deadlines. 4

2: Sometimes met deadlines but often late in completing assignments vathin
specified times.

3: Met work schedules and deadlines.

5: Consistently completed assignments and job responsibilities ahead of
deadlines.

Interim Evaluation Final Evaluation

51

Interim Evaluation Rating Final Evaluation Rating

Conversion To Overall Rating

3-successful
(31-40)

2-Needs Improvement
(21-30)

4-Commendable
(41-50)

5-Outstanding
(51-60)

Back to Top

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

Complete the Justification and click 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)
ePAR CIVIL SERVICE COMMISSION =

T e e
:«aEﬁuFi & Vv T [&

cancel  save compute  edit notes  significant feedback  check t dewnlaad ePAR
draft rating events spelling . ot close-out
Ratee = Title = Rater = Dept/agency @ ModeliD : Year:
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] C5/CSA CSAX0701P-M2015 2015
\- D 4
0 Job Expectations > b Intenm Revew » e
£ ¥ L ' Cy
Job Expectation Justification and DE‘.‘B'D[}ITEH' Plan
ol Expectations
oo Fat Justification for Interim Evaluation
1 3CE
Joa's perfarmance during this intarim period has baen vary satisfactory. During this rating period Joe has
” distinguisthed himself as eager to teach and ready to make a contribution to tha team. His performance has been
5 commendable in the quality and quantity of his work. His ability to demonstrate leadesrship Iin order to achieve major
# Rater Signature unit geals has also been commendabde,
£ BEwiower I
Interim Review
& Intenm Ratings 3
Interim Development Plan

=& Interim Pustification
1. B& more proactive when dea i|.‘:|]| office conflict

2. Engaga employed’s mora

3 Build on pogitive amployes moral
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Rater’s
Dashboard

Interim Review

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.

Rating Year
2015

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

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

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

SR EXEC SVC

MGMT IMPRVMNT SPCLST 1

Requested Feedback and Reviews

No records found.

Action Items Administration All Reviews

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION =

[75] 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 Stage Progress Status
CSAX0701P-M2015 Job Expectations Goal Satting Not Initiabed
Model Code Stage Progress Status

CSAX0701P-M2015 Job Expectations Goal Setting Draft
CSAXO701P-52015 Job Expectations Goal Setting Mot Initiated
CSAX0701P-M2015 @ Development Plan Draft

CSAX0701P-E2015 Job Expectations Goal Setting

CSAX0701P-52015 Job Expectations Face to Face Mesting

CSAX0701P-M2015 Job Expectations Goal Setting

CSAX0701P-52015 Job Expectations Goal Satting

Not Initiated
Shared
Mot Initiated

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)
ePAR CIVIL SERVICE COMMISSION *
P
- ABC
&g v = 1::.
cancel significant check print download
events spelling preview pdf
Ratee : Title : Rater : Dept/Agency : ModellD : Year :
GAMBING, JOSEPH A [000231015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

> Job Expectations >> Interim Review > |=.l'
L B
Job Expectation Justification and Development Plan

v Job Expectations

. i Justification for Interim Evaluation
v 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
v Rater Signature unit goals has also been commendable.

/ Ratee Signature

/ Reviewer Signature

Interim Review

/ Interim Ratings

= Interim Justification

Interim Development Plan

1. Be more nroactive when dealing office conflict
2. Engage employees nore

3. Build on positive employee moral
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Rater’s
Dashboard

Interim Review

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 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) M Interim Review due by June 16, 2014
V] 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
SPVR GENRL & SPPRT SVCS CSAXQ701P-52015 Job Expectations Raview Close Complete
SR EXEC SVC CEAX0701P-M2015 @u Face to Face Meeting E
SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Mot Initiated
EDUC PROG DEV SPCLST 3 CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
MGMT IMPRVMNT SPCLST 1 CSAXO701P-52015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.
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Ratee

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

ePAR

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Action Items All Reviews

# Job Expectations
/ Job Factors

+ Face to Face
Meeting

/ Ratee Signature
¥ Rater Signature

+ Reviewer Signature

Interim Review
7 Interim Ratings

=2 Interim Justification

O D el = =1 ] e ABC i:l =
ap o BH Ea 5 L RV 4 /s L
cancel save submit compute edit notes significant feedback check print ePAR
draft rating events spelling view i@%@iﬂ close-out
Ratee : Title ; Rater : Dept/Agency : ModelID : Year :
GAMBINO, JOSEPH A [0003321015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015
: - |>
Job Expectations Intenim Review .l.l
an
Job Expectation

Justification and Development Plan

Justification for Interim Evaluation

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
unit goals has also been commendable.

Interim Development Plan

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

3. Build on positive employee moral
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Ratee & 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
Once the Face-to-Face meeting is held, the Rater will Confirm the Interim Face-to-Face Meeting.

Note: The Edit button will still be available once the Rater clicks back to Interim ratings even if the
face to face meeting was confirmed. No changes can be made in the ePAR once it is signed by the
Ratee. Only Raters can confirm a face to face meeting.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

All Reviews
= P ABC (o} T, i:‘. -
2] s’ v = S| -~
cancel notes  significant  feedback  check print ePAR  download
events spelling close-out pdf
Ratea : 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 > Il.ll
(-
Job Expectation Interim Review: Confirm Face to Face Meeting

/ Job Expectations

Pr——— Rater ROGERS-MCLEAN, KIMBERLY [000360510]
/ Face to Face

Meeting Ratee GAMBINO, JOSEPH A [000331015]
/ Ratee Signature
P Date Wednesday, September 03, 2014 =]
o Rentawer Signature I am submitting the e < September 2014 > 1eeting with my ratee was held on the specified date above.
Interim Review Su Mo Tu We Th Fr Sa
/ Interim Ratings i1 2 n 4 5 &6
/ Interim Justification 7 8 9 10 11 12 13

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

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 boxes for the Interim Rating, Justification, and Development Plan.
Add Ratee comments if desired. Comments are part of the official record and allow any or all
parties to provide feedback. The system allows only for 2000 characters with space.

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.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *
Cument Review Action Hems All Revievis

ABC fm o 8
v &=
significant check print download
events spelling pdf
Ratee : Tite : Rater : Dept/Agency : ModelID : Wear :
GAMBINO, JOSEPH A [000231015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000260510] CS/CSA CSAX0701P-M2045 2015
\ \ 5
Job Expectations Interim Review nm
an

Job Expectation Interim Review . Ratee Signature

+ Job Expectations

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

+ Job Fac meeting with my supervisor
+ Face to This meeting was held on
Meeting
Tuesday, September 09, 2014
JRa Signature

] = My signature indicates that I have been advised of these PAR elements.
+ Rater Signature

Ratee: Date:
+ Reviewer Signature
GAMBINQ, JOSEPH A [000331015] Tuesday, September 09, 2014
Interim Review
/ Interim Ratings agree with the Intenm Rating [ 1 disagree with the Interim Rati
agree with the Interim Justification [] 1 disagree with the Interim JustificAtion
agree with the Interim Development Plan [] 1 disagree with the Interim Develop

-
@ Ratee Comments :

Rater Signature

>Comment here<

Final Review

\

System will display current date.
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Rater

Select Ratee’s name from the Dashboard.

Interim Review

ePAR
Action Items 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

No records found.

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION =

m 2015 Rating Cycle Due Dates

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

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

CSAX0701P-M2015 Interim Review Pending Rater Signature Draft
CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated

CSAX0701P-E2015 xpectations Not Initiated

CSAX0701P-52015 Interim Review Pending Rater Signature Shared
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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. The system allows only for 2000 characters with space.
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.

7 Heviewer Signature

Interim Review

# Interim Ratings

# Ratee Signature

=% Rater Signature

Final Review

GAMBINO, JOSEPH A [000331015] Tuesday, September 09, 2014

] I agree with the Interim Rating [ I disagree with the Interim Rating

41 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
Dashboard

Interim Review

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)

ePAR

CIVIL SERVICE COMMISSION *

Action tems 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
V] 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
Ratee Job Title Model Code Stage Progress Status
IM SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
G [000522775] FMLY SRVC SPCLST 2 CSAX0701P-52015 Job Expectations Goal Setting Not Initiated

Requested Feedback and Reviews

Employee Name
GAMBINO, JOSEPH A [000331015]

MIGLIACCIO, DEANNA L [000328591]

© State of New Jersey Civil Service Commission

Feedback Requested
NA

NA

Pending Review
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Rater

ePAR Close-out
The ePAR Close-out is used to finalize an ePAR when:

1) an ePARis 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)
4) when an employee was assigned an incorrect (Model Code)
If the above conditions occur, then the Rater is responsible for completing the ePAR Close-out.

Electronic Performance Assessment Review (ePAR)
ePAR CIVIL SERVICE COMMISSION =
CTEGETETE Action ftems All Reviews
o W = [ ot M O
w B @ v =
cancel sign  notes  significant  feedback check print
events spelling
Rates : Title : Rater : Dept/Agency : ModellID : Year :
GAMBINO, JOSEPH A [000321015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] €S/CsA CSAX0701P-M2015 2015
. ‘P
Job Expectations L
[
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),

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

# Job Factors

/ Face to Face

Meeting This meeting was held on

« Ratee Signature Wednesday, September 03, 2014

= fater Signature My signature indicates that T have been advised of these PAR elements.

Ratee: Date:

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

& I agree with the elements of this PAR. [[] 1 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. The
system generates a new record, if the ratee is still assigned to the rater. The system will not
generate a new record if the ratee is already assigned to a new rater. Another scenario in which
the Invalid ePAR close out can be use is when an employee is assigned to the incorrect
supervisor, or a ratee leaves very quickly during the process. The invalid ePAR deletes the ePAR
record from the system.

Note: Invalid ePAR option should not be use on Old Reviews Pending for Closure ePAR records. These are records from the

previous rating cycle which are not completed yet. Using the invalid ePAR option will delete them from the system and does not
create a new record.

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

P

@ Electronic Performance Assessment Review (ePAR)
27 ePAR CIVIL SERVICE COMMISSION *
Action ltems All Reviews
s 3 B ABC
i R = RV
compute confirm cancel check
rating spelling

Close the Review

Reasaon
Please Select
b AchieVement Factors actor Score Metrics Final Score
Goal Achievement: Overall extent to 1: Failed to accomplish moest major goals; original objectives were not achieved.
which employee accomplishes
established goals. 2: Achieved some, but not all major goals; some objectives were achieved.

3: Achieved all major goals; objectives were achieved.
4: Achieved all major goals and exceeded or enhanced original objectives.

5: Achieved all major goals and significantly exceeded original goal objectives.

Quality of work: Overall extent to which | 1: Failed significantly to achieve essential quality criteria.
employee thoroughly and accurately
meets the quality criteria.

N

: Achieved some, but not all essential quality criteria.

[

: Achieved all essential quality criteria.

s

: Exceeded essential quality criteria.

v

: Significantly exceeded essential quality criteria.

-

Quantity of Work: Overall extent to
which employee produces an acceptable
amount of work as defined in the

: Failed significantly to produce an acceptable amount of work.

]

: Produced less than acceptable output as identified in essential quantity criteria.
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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.

ePAR

= (& v

confirm cancel check
spelling

Close the Review
Reason

Invalid ePAR

"Warning — This record will be deleted from the ePAR
System permanently! Are you sure you want to

proceed?”

Remarks

NA

Electronic Performance Assessment Review (ePAR)

Administration All Reviews

4

Message from webpage *

e Are you sure you want to submit?

© State of New Jersey Civil Service Commission

CIVIL SERVICE COMMISSION *

Back to Top
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Rater

ePAR Close-out

Supervisor Change, Title Change, Agency Change, Model Code Change or Separation
Please note the ePAR close-out in the system is designed to close-out the record.

ePAR

Current Revi Action ltems All Reviews
e ¥ T ABC
]| (e |j'| v

compute  confirm  cancel  check
rating spelling

Close the Review

Reason

cy Ch

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Agen ange
Title Change Final Score
Supervisor Change
G4 Separation complish most major goals; original objectives wera not entirely achieved.
wl Invalid ePAR
established ratee goals. 2: Achleved or exceeded major goals.
3: Significantly exceeded original goals and objectives,
Quality of Work: Overall extent to which | 1: Failed to achieve most or all essential quality criteria,
employee thoroughly and accurately
meets the quality criteria. 21 Achieved or occasionally exceeded all essential quality criteria,
3: Significantly exceaded essential quality criteria.
Timeliness: Overall extent to which 1: Rarely met work schedules or deadlines. Often was |ate in completing assignments within specified time
employee meets work schedules and frames.
specified deadlines,
2: Met and occasionally completed assignments ahead of specified deadlines.
3! Consistently completed assignments, projects and job responsibilities ahead of scheduled deadlines.
Job Achievernent Factors Tolal
Job Related Factors Faclor Score Metrics Final Score

Communication: Effective expression of | 1: Informal communication was ineffective due to disorganization of thoughts, and/or inappropriate use of
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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 Confirm. A confirmation window appears, click
OK.

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

o ABC
a v
cancel check.
spelling
Close the Review
Reason
Supervisor Change j
Job Achievement Factors Factor Score Metrics Final Score
Goal Achievement: Overall extent to 1: Falled to accomplish e K o s Yot wanb A b not achieved. 4
which employee accomplishes
established goals. 2: Achieved some, but rhieved.
3: Achieved all major g oK | Coneel
4: Achieved all major goals and exceeded or enhanced original objectives.
5: Achieved all major goals and significantly exceeded original goal objectives.
Quality of Work: Overall extent to which  1: Failed significantly to achieve essential quality criteria. 4
employee thoroughly and accurately
meets the quality oriteria, 2: Achieved some, but not all essential quality criteria,
3: Achieved all essential quality criteria.
4: Exceeded essential quality criteria.
5: Significantly exceeded essential quality criteria.
Quantity of Work: Overall extent to 1: Falled significantly to produce an acceptable amount of work. 4
which employee produces an acceptable
amount of work as defined in the 2: Produced less than acceptable output as identified in essential quantity criteria.
quantity criteria.
3: Produced acceptable amount of work; met essential quantity criteria.
Job Achievement Factors Total (16 |
Grand Total Points
Final Evaluation Rating
Overall 3 |
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)
Remarks
>Remarks are entered here<]
@ State of New Jersey Civil Service Commission
Back to Top
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Rater’s
Dashboard

ePAR Close-out

Rater’s Dashboard updates. Progress changes to “Pending Ratee Signature for Closure.” Status will

update to “Shared.”

My ePAR

Ratee

ROGERS-MCLEAN, KIMBERLY
[000360510]

My Ratees

Ratee

Requested Feedback and Reviews

No records found.

Electronic Performance Assessment Review (ePAR)

All Reviews

Rating Year
2015

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

Job Title

SR EXEC SVC

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

CIVIL SERVICE COMMISSION *

[ 2015 Rating Cycle Due Dates

Job Expectations due by July 21, 2014

Interim Review due by December 31, 2014

OR &

Model Code

CEAX0701P-M2015

Model Code
CSAX0701P-M2015
CSAX0701P-S2015
CSAX0701P-M2015
CSAX0701P-E2015
CSAX0701P-52015
CSAXO701P-M2015

CSAX0701P-52015

Final Review due by June 30, 2015

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 Satting
Revigw Closs

Pending Ratee Signature for
Closure

Face to Face Meeting
Goal Setting

Goal Satting

Status

Not Initiated

Status
Draft
Not Initiated
Complete
Shared
Shared
Not Initiated

Draft
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ePAR Close-out

After calculating the scores and confirming the close-out, the system will then send an email reminder to
the ratee for review and signature. Once the Ratee signs, then rater will receive an email reminder

requesting the rater’s signature. The Reviewer will also receive an email reminder for signature after the
Rater signs.

Electronic Performance Assessment Review (ePAR)
ePAR

CIVIL SERVICE COMMISSION *
Action Items. Administration All Reviews
[ ] = o ABC fim? =] D
w B = " v = Vs L2
cancel  sign  significant  feedback  check print download ePAR
events spelling  preview pdf close-out
Ratee : Title : Rater : Dept/Agency : ModelID : Year :
PARKS, LAMONTE [000373740] HMN RSRCE CNSLT 1 Participant4, Training [NS0000087] cs/CSA CSAX0701P-E2016 2016
>
)
[
Job Expectation Close-out : Ratee Signature |
¥ Job Expectations
Ratee: Date:
+ Job Factors
PARKS, LAMONTE [000373740] Friday, February 5, 2016
¥ Face to Face

Meeting

/ Ratee Signature [ 1 agree with the Clase-out Rating [ 1 disagree with the Close-out Rating

# Rater Signature [ I agree with the Close-out Justification [] 1 disagree with the Close-out Justification

¥ Reviewer Signature

Ratee Comments :
Interim Review

Close-out : Rater Signature

Final Review

Rater: Date:
+ Final Ratings

Participant4, Training [NS0000087] Thursday, February 4, 2016
v Final Justification

Rater Comments :

¥ Ratee Signature
¥ Rater Signature

= Reviewer Signature

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

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

Close-out : Reviewer Signature

Reviewer: Date:

LOPEZ, CLAUDIA M [000361799] | |Friday, February 5, 2016

Reviewer Comments :

[] (If Rater signature missing) I certify as Rater
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Reviewer
ePAR Close-out

In the event that the Rater does not sign an ePAR for the Ratee, due to a leave or other circumstance, then
the 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’s name.

Ao\

i) Electronic Performance Assessment Review (ePAR)
2 Al Reviews CIVIL SERVICE COMMISSION *
Current Review Action ltems
My Reviews
Rating year Job Title Dept/Agency Rater Rating
2015 SR EXEC SVC CcS 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 IMPRYMNT SPCLST 1

ASST DIV DIR

© State of New Jersey Civil Service Commission

i) Electronic Performance Assessment Review (ePAR)
\Y—/ All Reviews CIVIL SERVICE COMMISSION *

Current Review Action ftems All Reviews

GAMBINO, JOSEPH A [000331015]'s Reviews

Rating year Job Title Dept/Agency Rater Rating

SR EXEC SVC cs ROGERS-MCLEAN, KIMBERLY NA
[000360510]

GAMBINO, JOSEPH A [000331015]'s Employees

Employee Name Job Title
ADMINV ANLT 2 DP

HMN RSRCE CNSLT 4

SR EXEC SVC

ADMINV ANLT 2 DP

© State of New Jersey Civil Service Commission

60



Reviewer
ePAR Close-out

Once the Reviewer clicks on the employee’s 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 close the ePAR.

A r ) = . B

(i) Electronic Performance Assessment Review (ePAR)

&=/ All Reviews CIVIL SERVICE COMMISSION *
Current Review Action Items All Reviews

KIM, SUNWOONG [000373787]'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

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

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action ltems All Reviews

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

@ Go Back to Home

© State of New Jersey Civil Service Commission

61



Reviewer
ePAR Close-out
A Reviewer can now close a pending evaluation for Ratees who transfer to another agency.

Reviewers can find their former employees’ records in the All Reviews section under Agency Change
Requested Feedback and Reviews.

i._'i;l;r_: Electronic Performance Assessment Review (ePAR)
S Al Reviews CIVIL SERVICE COMMISSION *
Curent Boview Action Bems Admimisirason m

My Reviews

Ko records found.

My Employeas
Ermployes Mame Jab Titke

CUSTHMR ST [NFD SROLST 3

TECHL ASST 3 C5C

HHM RSACE CHEAT %

HHN RSACE CHSLT 3

HHM RSRCE CHSAT &

CUSTHMA SVC INFO SPCLST 3

PETINA M [ 0000700 T4 FRMEG DSGN TOHNC 2

SE TECHN MIS
Agency Change Requested Feedback and Reviews
Emplayes Name Feedback Begueested Pending Review
A
Oid Reviews Pending Closure
Employes Mane lob Titke Rating Year Stage Proqeess Status
a1 N, CHEISTINA M ! FRMS DSGN TCHRC 2 2015 Job Expectations Gpal Sefting Draft
SR TECHN MIS 2013 Job Expactations zal Safting Oraft
CUSTHR SYC INFO SPCLST 3 2015 Job Expectations Complete Comglete
HMN RSRCE CNSLT 5 2015 Job Expectations Complate Cormglate
CUSTHR SNT INFO SPLLST 3 205 Job Expectations Goal Ssfting DOraft

D State of Mew Jersey Civil Service Cormimission
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Rater’s

Dashboard
ePAR Close-out

An additional reason code was added for ePAR close outs. This option should be used to close
records which were entered in an incorrect PAR form.

CIVIL SERVICE COMMISSION *

Electronic Performance Assessment Review (ePAR)
ePAR

Current Review Action Items Administration All Reviews
-+ e 1N ABC
i B (2
compute confirm cancel check
rating spelling

Close the Review

Reason

Pliasc Seiett
Agenty Charge

Title Change letrics

Supervisor Change

G{ Separation

Invalid ePAR
established goals. 2: Achieved some, but not all major goals; some objectives were achieved.

Final Score

complish most major goals; original objectives were not achieved.

3: Achieved all major goals; objectives were achieved.

4: Achieved all major goals and exceeded or enhanced original objectives.

5: Achieved all major goals and significantly exceeded original goal objectives.
Quality of Work: Overall extent to which | 1: Failed significantly to achieve essential quality criteria.
employee thoroughly and accurately
meets the quality criteria. 2: Achieved some, but not all essential quality criteria.

3: Achieved all essential quality criteria.

4: Exceeded essential quality criteria.

5: Significantly exceeded essential quality criteria.
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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 ratee’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 click Next to go on the
Justification and Development Plan.

Electronic Performance Assessment Review (ePAR)

Current Review All Reviews
@ [ 1
[ Vix) /
cancel  save edit notes  significant
draft events
Rates : Tiele :
GAMBINO, JOSEPH A [000331015] SR EXEC 5VC

CIVIL SERVICE COMMISSION *

.. ABC
v
& v X
feedback  check ePAR
spelling close-out
Rater : Dept/Agency :

ROGERS-MCLEAN, KIMBERLY [000360510] C5/CSA

> Job Expectations >> Intenm Review >> Final Review > |=l'|
g

Job Expectation

Job Related Factors

Interim Review

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

Final Review

/ Final Ratings
/ Final Justification

/ Face to Face
Meeting

/ Ratee Signature

v/ Rater Signature

/ Reviewer Signatyfe

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

communication, voice level,

and organization of

Factor Score Metrics

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 custemers; 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.

S: 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
thoughts, and/or inappropriate use of voice volume/tone or gestures.
Formal presentations failed to inform or persuade due to lack of structure or
poor organization. Did not listen during verbal exchanges. Written
communication was poorly structured, contained poor grammar, or was
difficult to read due to inadequate organization.

ModellD :
CSAX0701P-M2015 2015

Year @

Job Factors

Interim Score

4

64
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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

L

CIVIL SERVICE COMMISSION *

LB E ‘) e : / — o® ABC = rn
E @ BEE B & ¢ T G
cancel save submit compute edit notes significant feedback  check print download ePAR
draft rating events spelling v pdf close-out
Ratee : Title : Rater : Dept/Agency : ModellD : Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [ooagsusm] I(SA CSAX0D701P-M2015 2015

>
> Job Expectations >> Interim Review >> Final Review > I...|
| N |
/ Face to Face 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 also been commendable.
Final Review

“ Final Ratings

v Final Justification
Final Development Plan
v Face to Face
Meeting

1. Be more proactive when dealing office conflict
v Ratee Signature

2. Engage employees
/ Rater Signature

3. Build on positive employee moral
/ Reviewer Signature
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Final Review
Rater’s
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 All Reviews
Ratlng Year L’:] 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
SPVR GENRL & SPPRT SVCS CSAX0701P-S2015 Job Expectations Review Close Complete
SR EXEC SVC CSAX0701P-M2015 Final Review Face to Face Meeting Shared
SEC ASST 1 NON-STENO CSAX0701P-E2015 Job Expectations Goal Setting Mot Initiated
EDUC PROG DEV SPCLST 3 CSAX0701P-E2015 @ns Face to Face Meeting Shared
SR EXEC SVC CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
GLIAC E2 MGMT IMPRVMNT SPCLST 1 CSAX0701P-52015 Job Expectations Pending Reviewer Signature Shared

Requested Feedback and Reviews

No records found.
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Final Review
Ratee & 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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Final Review
Rater

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.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMIﬂ[SSIDN >

Action ltems All Reviews
o> — ,: .. ABC mt N i:._
e VvV ¢ =| &% v B |5 2
cancel confirm  notes significant feedback check print ePAR  download
events spelling close-out pdf
Ratea : Tithe : Rater = Dept/Agency : ModellD : Year :
GAMBIND, JOSEPH A [000321015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] €S/CSA CSAXO701P-M2015 2015
. e . : >
Job Expectations Interim Review Final Review l.l'
En
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
v Final Justification Date Tuesday, September 09, 2014 =
/ Face to Face =
Meeting I am submitting the e < September 2014 » 1eeting with my ratee was held on the specified date above.
v BaTee.SigRetae Su Mo Tu We Th Fr Sa

/ Rater Signature
by Sk 1 2 3 4 5 6

eviewer Signature
it 7 & 9 10 11 12 13

17 18 19 20
25 26 27—

© State of New Jersey Civil Service Commission 14 15 16
[ o o
28 29 30
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Final Review
Ratee

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. The system allows only for 2000 characters with space.

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 the Ratee signs it.

A ;
(el Electronic Performance Assessment Review (ePAR)
= oar CIVIL SERVICE COMMISSION *
e s
@ D ! . ABL i 1 e
w ¥ s v 8 |§ ©
cancel sign  significant  feedback check print ePAR download
avants spelling close-out pdf
Ratee : Title - Rater : Dept/égency : ModelID Year :
GAMBINO, JOSEPH A [000331015] SR EXEC SVC ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-M2015 2015

>
> Job Expectations >> Interim Review >> Final Review > |l.l‘
L
Job Expactation Final Review : Ratee Signature

Interim Review 1 have reviewed the Performance Factor ratings, Justification and Development Plan for the Final 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:

GAMBINO, JOSEPH A [000331015] Tuesday, September 09, 2014

agree with the Final Rating [ 1 disagree with the Final Rating

[ 1]agree with the Final Justification [] 1 disagree with the Final Justification

4] J agree with the Final Development Plan [[] 1 disagree with the Final Development Plan

Ratee Comments :

>Comment here<

© State of New Jersey Civil Service Commission
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Final Review
Rater

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

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action Items All Reviews
Rati ng 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
M 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 Final Review Pending Rater Signature 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 Goal Setting Not Initiated
MIGLIACCIO, 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 Final Review

Add Rater comments if desired. Comments are part of the official record and allow any and all parties
to provide feedback. The system allows only for 2000 characters with space. 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.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

All Reviews
= ABC im} M A

eancel uén significant  feedback chack print ePAR  download

GAMBINO, JOSEPH A [000331015] Tuesday, September 09, 2014

] I agree with the Interim Rating [] 1 disagree with the Interim Rating

&1 I agree with the Interim Justification [1 1 disagree with the Interim Justification

& I agree with the Intenm Development Plan [] 1 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
Dashboard

Final Review

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.

Action Items All Reviews

Rating Year
2015

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

My ePAR
Ratee Job Title
STOUT, REBA M [000316851] PRSNNL ASST 2
My Ratees
Ratee Job Title
RC KIMBERLY SR EXEC SVC
ROYSTER, RAYMON FMLY SRVC SPCLST 2

Requested Feedback and Reviews

Employee Name
GAMBINO, JOSEPH A [000331015]

MIGLIACCIO, DEANNA L [000328591]

© State of New Jersey Civil Service Commission

Electronic Performance Assessment Review (ePAR)

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 30, 2015

Model Code Stage Progress Status
CSAX0701P-E2015 Job Expectations Goal Setting Not Initiated
Model Code Stage Progress Status
CSAX0701P-M2015 Job Expectations Goal Setting Not Initiated
CSAX0701P-52015 Job Expectations Goal Setting Not Initiated
Feedback Requested Pending Review
“
NA Pending Review
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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. The system allows only for 2000 characters with space.

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

reviewed and signed.

Final Review - Rater Signature

+ Ratee Signature

+ Rater Rater:

+ Reviewer Signature

ROGERS-MCLEAN, KIMBERLY [000360510]

Rater Comments :

>Comment here<

[ (1f ratee signature missing) I certify Ratee refuses signature

Reviewer:

lepeznen, claudia [NS0000119]

Reviewer Comments :

(If Rater signature missing) I certify as Rater

© State of New Jersey Civil Service Commission

Date:

Tuesday, September 09, 2014

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

Final Review : Rater Signature

Date:

Monday, July 20, 2015

Back to Top
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Rater

Unsatisfactory Rating - Performance Improvement Plan
The system has two additional steps after the Reviewer signs the Final Review. An Unsatisfactory
Rating occurs only when the Ratee receives an overall rating of “1” in the Final Review. Similar to
the Development Plan in the Interim and Final Review, the Performance Improvement Plan should
be mutually established by both the Rater and Ratee. Once the Improvement Plan is outlined, the
Ratee will have a 90 day period to improve. Raters must document specific steps for improvement
in the first text box.

Electronic Performance Assessment Review (ePAR)
CIVIL SERVICE COMMISSION *

Action ftems. All Reviews
Rating Year [7] 2016 Rating Cycle Due Dates
20 1 6 & Job Expectations due by July 31, 2015
(07/01/2015 to 06/30/2016) # Interim Review due by December 31, 2015

1 Final Review due by June 30, 2016

Job Title Model Code Stage Progress Status
SR EXEC SVC CSAXOTOIP-MI016 Interim Review Pending Reviewer Ssgnature Shated
SR EXEC SVC CSAXDTOIP-M2016 Interim Review Face to Face Meeting Shared
My Ratees
Ratee Job Title Model Code Stage Progress Status
DEBORAH [O0035155€ SR EXEC SVC CSAXD701P-M2016 Job Expactations Goal Setting Draft
SPYR GENRL & SPPRT SVCS CSANOTO1P-52016 Interim Review Pending Rates Signature for Shared
Closure
SR EXEC SVC CSAXOTOIP-M2016 Job Expectations Review Close Complete
SEC ASST 1 NON-STENO CSAXO701P-E2016 Final Review Performance Improvement Shared
Man
) _— .
() Electronic Performance Assessment Review (ePAR)
= oom CIVIL SERVICE COMMISSION *
Current Review Actien Itams All Reviews
[ 2] E=] ¥ S [ A ABC 'l wa \
an | @ L : o' = e [ 2
cancel save submit notes  significant feedback  check print download ePAR
draft events spelling  preview pdf close-out
Ratee : Title : Rater Dept/Agency : ModellD - Year :
GAMBINO, JOSEPH A [000331015] ASST DIV DIR ROGERS-MCLEAN, KIMBERLY [000360510] CS/CSA CSAX0701P-52015 2015
|
Job Expectations Interim Review Final Review e
L

Job Expectation Unsatisfactory Rating Performance Improvement Plan

Interim Review

QOutline a Measureable Performance Plan for the Ratee
Final Review

/ Final Ratings

 Final Justification

¥ Face to Face

Meeting

# Ratee Signature

/ Rater Signature

# Reviewer Signature

=¥ performance
Improvement Plan

© State of New Jersey Civil Service Commission
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Rater
Unsatisfactory Rating- Improvement Plan Tracking

The Rater should enter his/her observations regarding the ratee’s improvement. Within or after the 90
day period, the Rater will determine whether or not the Ratee has shown a satisfactory improvement,
and then select the box that applies under the Improvement Outcome selections. The Rater will then

click submit to complete the record for the entire rating cycle.

Note: no signatures are needed in this section of the ePAR record.

(A - ,
p\ Electronic Performance Assessment Review (ePAR)
& oon CIVIL SERVICE COMMISSION *
Current Review Action ltems All Reviews
) | i 2 | ..’ ABC . y
SEdE 5 &V @ B [
cancel save submit  notes significant  feedback check print download ePAR
draft Events spelling prEview parf cloge-oul
Ratee : Tithe : Rater Depfigency ModedlD Yaar :
GAMBINO, JOSEPH A [000331015] ASST DIV DIR ROGERS-MCLEAN, KIMBEALY [000360510]) €s/CsA CSAXOTO01P-52015 2015
|P
Job Expectations Interim Review Final Review l'll
(]
Job Expectation Unsatisfactory Rating Performance Improvement Plan
AN R Outline a Measureable Performance Plan for the Ratee
Final Review
test
+ Final Ratings
+ Final Justification
+ Face to Face
Meeting
+ Ratee Signature
« Rater Signature
Rater Observations

+ Reviewer Signature
+ Performance
Improvement Plan

= Improvement Plan
Tracking

Improvement Outcome

(] Ratee shows satisfactory improvement
7] Ratee does not show satisfactory improvement




Rater

New Rating Cycle

Once the new rating cycle begins, the dashboard will display the information for new rating

cycle ePAR records. Click on All Reviews to complete your pending ePAR records for the previous
rating cycle.

Note: The Job Expectations section of the new ePAR records roll over from year to year Only if the Ratee is
supervised by the same Rater for the following cycle.

Electronic Performance Assessment Review (ePAR)

ePAR CIVIL SERVICE COMMISSION *
Action Items All Reviews
Rating Year [ 7 2016 Rating Cycle Due Dates
20 16 Job Expectations due by July 31, 2015
(07/01/2015 to 06/30/2016) [] Interim Review due by December 31, 2015

[ Final Review due by June 30, 2016

My ePAR
Ratee Job Title Model Code Stage Progress Status
MIGLIACCIO, DEANNA L [000328591] MGMT IMPRVMNT SPCLST 1 CSAX0701P-52016 Job Expectations Goal Setting Not Initiated
My Ratees
Ratee Job Title Model Code Stage Progress Status
CRUMP, TIANA A CUSTMR SVC INFO SPCLST 3 CSAX0701P-E2016 Job Expectations Goal Setting Mot Initiated
TECHL ASST 3 CSC CSAX0701P-E2016 Job Expectations Goal Setting Mot Initiated
HMN RSRCE CNSLT 5 CSAX0701P-52016 Job Expectations Goal Setting Mot Initiated
HMN RSRCE CNSLT 5 CSAX0701P-52016 Job Expectations Goal Setting Mot Initiated
HMN RSRCE CNSLT 1 CSAX0701P-E2016 Job Expectations Goal Setting Not Initiated
CUSTMR SVC INFO SPCLST 3 CSAX0701P-E2016 Job Expectations Goal Setting Not Initiated
SI CHRISTINA FRMS DSGN TCHNC 2 CSAX0701P-E2016 Job Expectations Goal Setting Mot Initiated
DARRELL SR TECHN MIS CSAX0701P-E2016 Job Expectations Goal Setting Mot Initiated

Requested Feedback and Reviews

Employee Name Feedback Requested Pending Review

KINNIE, MARSINETTE D [000737674] NA Pending Review
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Rater

New Rating Cycle

Old Reviews Pending Closure. You will see the pending ePAR records for those Ratees whose
previous record was initiated. It is important that Raters enter at least one character to a Ratee’s ePAR
record so that the record transfers over to the new rating cycle. If the status of the Job Expectations is

Not Initiated, the record will not appear for the following cycle. To open the record, click on the
person’s name

Note: Do not click invalid close-out for old reviews as a new record will not be generated.

(hdar) Electronic Performance Assessment Review (ePAR)

LA
= All Reviews CIVIL SERVICE COMMISSION *

Current Review Action ltems All Reviews

My Reviews

No records found.

My Employees

Employee Name Job Title
CUSTMR SVC INFO SPCLST 3
TECHL ASST 3 C5C
HMN RSRCE CNSLT 5
HMN RSRCE CNSLT 5
HMN RSRCE CNSLT 1
CUSTMR SVC INFO SPCLST 3

FRMS DSGN TCHNC 2

SR TECHN MIS

Old Reviews Pending Closure

Employee Name Job Title Rating Year Stage Progress Status
SIGMON, CHRISTINA M [000700748] FRMS DSGN TCHNC 2 2015 Job Expectations Goal Setting Draft
WAYTES, DARRE SR TECHN MIS 2015 Job Expectations Goal Setting Draft
CRUMP, TIANA / CUSTMR SVC INFO SPCLST 3 2015 Job Expectations Complete Complete
KEIPER, THERESA [0003 HMN RSRCE CNSLT 5 2015 Job Expectations Complete Complete
REYNOLDS, MARYANN T [Of CUSTMR SVC INFO SPCLST 3 2015 Job Expectations Goal Setting Draft

@ State of New Jersey Civil Service Commission

Back to Top
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Ratee
New Rating Cycle

Ratees should access their previous reviews from previous rating cycle by clicking All Reviews, and
then click the rating year. The record will open for the previous rating year.

Electronic Performance Assessment Review (ePAR)

CIVIL SERVICE COMMISSION *

Current Review Action ltems All Reviews

My Reviews

Rating year Job Title Dept/Agency Rater Rating
2015 SR EXEC SVC Ccs KELLY, GRACE M [000003824] NA
SR EXEC SVC Cs Participant9, Training NA
[NS0000092]
My Employees
Employee Name Job Title

SR EXEC SVC

SPVR GENRL & SPPRT SVCS

SR EXEC SVC

SEC ASST 1 NON-STENO

ASST DIV DIR
Old Reviews Pending Closure
Employee Name Job Title Rating Year Stage Progress Status
FRANK, VALENTINE T [000137927] SPVR GENRL & SPPRT SVCS 2015 Interim Review Pending Ratee Signature Shared
JETER, WAYNE [000321074] EDUC PROG DEV SPCLST 3 2015 Interim Review Complete Complete
ASST DIV DIR 2015 Job Expectations Face to Face Meeting Shared
BYRNE, DEBORAH [ SR EXEC SVC 2015 Job Expectations Face to Face Meeting Shared
MCCLASKEY, ANN M [0D SR EXEC SvC 2015 Job Expectations Complete Complete
GAMBING, JOSEPH SR EXEC SVC 2015 Job Expectations Face to Face Meeting Shared

© State of New Jersey Civil Service Commission




Appendix
General Definitions
Defining Participants in the ePAR Process

* 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.

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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Frequently Asked Questions (FAQ’s)

Why is the ePAR icon missing from my NJPortal Page?

It could be that you have more than one myNJ portal account. Check all your accounts to
ensure that the ePAR icon does not appear on a different account.

If you have only one account, please click on the link below and follow the instructions to self-
register for ePAR. You will be required to enter your Employee ID number, which can be found
on your pay stub, eCATS or by contacting your Human Resources Office.

https://nj-dotnet.state.nj.us/NJ_ePar_Reg/SelfRegistration.aspx

Why am | having trouble navigating through ePAR on my computer?
It could be a browser issue. The main supported browser for the ePAR application is
Internet Explorer 9 running on Windows 7, anything lower is not supported.

If you need assistance with troubleshooting this issue, please email the Civil Service
Commission at ePARHelp@csc.nj.gov and include the following information:

* Ascreen shot of your computer screen
* Browser type and version
* PC operating system and version

Note: If you are using Internet Explorer 11 (l.E. 11), please contact your helpdesk
to ensure it is a trusted site.
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3.

5.

The system is stuck on the “Working on it” screen. How can | get it to move forward?

Try pressing “F5” to refresh the system. If that does not solve the problem, contact
your Information Technology (IT) staff to check your computer’s fire walls and
security levels.

Why am | getting an error message when saving the Job Expectations in draft?

There are three reasons that may impact your ability to save in ePAR. A.
Timing issue: There are three distinct timeout scenarios:

* Thirty minutes of inactivity results in a “time out” of an employee’s NJPortal
Page.

* My NJPortal Page only allows two hours maximum of activity before timing
out.

* ePAR and any other proxy applications only allow two hours maximum of
activity.

A. Rolelssue: 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
completed. The ePAR system will not allow the process to move forward unless all three roles
(ratee, rater and reviewer) are populated. Please contact your agency PAR Coordinator to
ensure all roles are completed.

B. 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.

Can | make changes to the Job Expectations of the ePAR after it is signed?
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Once the Job Expectations are signed by the Ratee, no further changes can be made.
A Supervisor can use a Significant Event to document any additions and/or
amendments.

6. | previously had ePAR access and now | am having trouble accessing the application. What
should | do?

Have your ePAR Coordinator check your employee profile to ensure the Electronic Indicator
and ePAR Access boxes are checked.

Additional Questions? Please email the Civil Service Commission at ePARHelp@csc.nj.gov
and include the following information:

*  Your name and employee identification number.

* If you are experiencing a problem, provided a detailed description of the issue.
Provide the date and time you were accessing the application when the
problem occurred.

* Provide a screenshot of your computer screen.
* Include the Operating System and Browser Version are you using? (Your IT
Helpdesk can assist you with this answer).
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