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· [bookmark: _Toc429646181]Requesting Supplemental Feedback
Supplemental Feedback permits performance feedback about an employee to be requested and recorded in SPACE. You are expected to obtain feedback when an employee has been detailed or matrixed outside of your control for 90 days or more during the appraisal cycle, from the detail supervisor or project manager. You may also request feedback from other appropriate individuals, such as team leads or customers. 
Use the Request Feedback feature to request feedback from a NASA civil service employee. If the third party reviewer is not a NASA civil service employee, follow the instructions for Entering Supplemental Feedback (below)
1. Log into SPACE using http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Supervisor View tab (if not already selected)
3. Click the hyperlink associated with the employee’s name
3

4. Select the Supplemental Feedback tab
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5. Click the Request Feedback button
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6. Enter the last name of the third party reviewer in the Request Feedback From: text field
a. As you enter the name, a list of names will appear beneath the text field
b. Click the appropriate name to select the third party reviewer
7. Click the drop down arrow in the Reason for Feedback field and select the appropriate choice from the drop down menu

8. Enter text as needed in the Other information pertaining to request (to be included in Email) field

9. As needed, click the checkbox next to the option to include the employee’s Performance Plan in the e-mail request

10. Click the Request button
[image: ]
Note: All feedback recorded in SPACE will be viewable by the employee after you sign his or her next progress review or rating.

· [bookmark: _Toc429646182]Entering Supplemental Feedback for a Third Party Reviewer
Supplemental Feedback permits performance feedback about an employee to be requested and recorded in SPACE. You are expected to obtain feedback when an employee has been detailed or matrixed outside of your control for 90 days or more during the appraisal cycle, from the detail supervisor or project manager. You may also request feedback from other appropriate individuals, such as team leads or customers. 
Use the Enter Feedback feature to enter feedback you received from a third party reviewer outside of SPACE (e.g., via e-mail). If you wish the third party reviewer to enter the feedback directly into SPACE, use the Request Feedback instructions (above). The third party reviewer must be a NASA civil service employee to gain access to SPACE.
1. Log into SPACE using http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Supervisor View tab (if not already selected)
3. Click the hyperlink associated with the employee’s name
3

4. Select the Supplemental Feedback tab
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5. Click the Enter Feedback button
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6. Enter the name and organization for the third party reviewer for whom you are entering feedback

7. Click the drop down arrow in the Reason for Feedback field and select the appropriate choice from the drop down menu

8. Enter text provided by the third party reviewer in the Feedback field

9. Click Save
[image: ]
Note: All feedback recorded in SPACE will be viewable by the employee after you sign his or her next progress review or rating.


· [bookmark: _Toc429646183]Entering Supplemental Feedback as a Third Party Reviewer
Supplemental Feedback permits performance feedback about an employee to be requested and recorded in SPACE. You are expected to obtain feedback when an employee has been detailed or matrixed outside of your control for 90 days or more during the appraisal cycle, from the detail supervisor or project manager. You may also request feedback from other appropriate individuals, such as team leads or customers. 
If a Rating Official requests Supplemental Feedback from you, a NASA Civil Servant, you will receive an e-mail notifying you of the request. You can only access the feedback form (including a saved draft) by clicking the link in this email. Therefore, it is recommended that you retain the email until you have submitted your feedback.
The e-mail will contain comments regarding the Rating Official’s request. If the Rating Official elects to attach a copy of the Employee’s Performance Plan, it will be included in the e-mail.
1. Click the SPACE link in the e-mail text.
[image: ]
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 


2. Enter text in the Feedback field
Note: You may save your feedback in SPACE without submitting, and return to it at a later time. You can only access the feedback form (including a saved draft) by clicking the link in the email you received requesting feedback. Therefore, it is recommended that you retain this email until you have submitted your feedback. Once submitted, you will receive an email with a copy of the feedback for your records.
3. If you are not yet ready to submit feedback, but want to save what you’ve entered so far, click Save Draft
4. When you are ready to submit your feedback, click Send Feedback
[image: ]
Note: All feedback recorded in SPACE will be viewable by the employee after you sign his or her next progress review or rating.
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Supplemental Feedback permits performance feedback about an employee to be requested and recorded in
SPACE. You are expected to obtain feedback when an employee has been detailed or matrixed outside of your
control for 90 days or more during the appraisal cycle, from the detail supervisor or project manager. You may
also request feedback from other appropriate individuals, such as team leads or customers.
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— Request Supplemental Feedback from another SPACE user for Performance Year 2016
Request feedback regarding the performance of & from a NASA employee. Enter the name of the individual from

‘whom you are requesting feedback, and select the reason from the drop-down menu. The selected reviewer will receive an email
providing instructions for entering his/her feedback, and a copy of the employee's performance plan for reference.

If you want to provide additional information to the revie (e.g., specific project you would like addressed, requested date for
submission of feedback, etc.), enter it into the textb@. Your text will be copied into the email the reviewer receives.
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— Supplemental Feedback for Performance Year 2015

Inthe text box below, please enter feedback regarding the performance of ¢ 7%97) that you received from a source other
than SPACE (e.g., email, memo). Enter the name of the reviewer who provided the feedback, and the name of hisher agency,

organization or company . Select the reason this reviewer provided feedback from the drop-down menu. Then enter the feedback provided
into the text box.

This feedback will be viewable by {wu {0 after the Rating Official signs his/her next progress review or
rating.
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— Supplemental Feedback for Performance Year 2016

In the text box below, please enter feedback regarding the performance of - . Please submit your feedback
as soon as possible, so it can be considered in the employee’s next progress review or rating. After his/her Rating Official signs
the review/rating, the feedback you submit will be viewable to S S .

‘You can save a draft without submitting your feedback; however, you can only access this form again using the link in the email
you received. Therefore, it is recommended that you retain the original email until after you “Submit” and receive an email
containing the text of your feedback.
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