


INSTRUCTIONS TO SUPERVISOR

A. At the start of the process:
1. Before beginning of the rating pericd, discuss prospective performance requirements with the employee, and seek the
employee's input to the performance program by providing him/her with a “worksheet” and a reasonable deadline for its retum to
you. (Submission of a worksheet is optional on the part of the employee.)

2. Upon receipt of the employee's worksheet (or after the deadline for its retum has passed), complete Section 1 - Employee
Identification and Section 2 - Performance Program.
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PERFORMANCE EVALUATION PROGRAM

STATE OF NEW YORK PART ll: PERFORMANCE APPRAISAL AND RATING
Professional, Scientific, and Technical Services Unit (Seo Instructions on reverse sida)

Employee's Name Division/Facility

Section Title

Salary Grade ltem Number

Supervisor/Rater Title
Reviewer. Title
Evaluation Period From: To

{mo./daylyr.) (mo./daylyr.)
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Part |, Section 2A. Explain how the employee's performance has either exceeded or not met the performance standards. Be as specific and quantitative as possible.
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