PERforM - Helpful Hints

OA website for updates, manuals, Q&A, etc. – www.perform.mo.gov

Objectives within a component can be no longer than 400 characters including spaces.

Comments for each component can be no longer than 500 characters including spaces.

Overall comments can be no longer than 1,000 characters including spaces.

Annual ratings automatically default to a “January through December” date in the system; if you are doing an annual rating that covers a shorter period, indicate the information in your overall comments area for clarification.

Reviewers should not approve any PERforM rating until all channels have reviewed and given approval to proceed; if the reviewer approves and then finds that changes need to be made, the rater will have to “complete” the appraisal, then “overturn” it, make the changes and resubmit; the information becomes part of the permanent file for that appraisal and it could appear on reports that due to being overturned it was challenged by the employee.

Once an appraisal is started and saved (even if not complete/submitted), those objectives are tied to it and can no longer be changed, edited, etc.

Do not change objectives for the next rating period until the appraisal for the current one has been started and saved; if not saved, the objectives will be updated with the edits and will not correspond with what the employee initially received and signed.

Appraisals can only be processed as “exempt” if approved by OHR.

Employees who gain regular status 1/1(on probation through 12/31), should be exempt from the previous annual ratings even if the system indicates one is required; contact OHR if you are unsure if an employee requires an annual rating.

Employees on conditional employment through 12/31 should be exempt from annual rating (similar to being on probation).

Questions regarding employees on a current leave of absence should be directed to OHR and will be handled on a case by case basis.

In PERforM, screens may indicate “no” under annual required but unless OHR has told the rater to process them as exempt, they will need to do an annual; the system will default to “no” if the employee has less than 12 months of service but DHSS will require an annual if the employee has less than 12 months AND is not in probationary status.

If “H&I” employees show up on a supervisors PERforM list, it should reflect a “no”, indicating an appraisal is not required; no further action is needed.

VERY IMPORTANT – Do not edit objectives of current year for the next year’s preparation if the appraisal for the current period has not been started AND saved; if so, the objectives will be changed to new edits and will not match the ones presented for the appraisal period.
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