To Do An Annual PERforM or Not…..
An annual PERforM is due on all benefit eligible positions for employees not in a probationary status or a last rating of “needs improvement”.
The system will automatically default to an “N” (not) requirement if the employee has less than a year state employment.  At the same time, the system will default to a “Y” (yes) if they have more than a year even if they are on probation.   These are built in the system but not necessarily the practice of DHSS.

The following table indicates when an annual rating is or is not required by DHSS.  If the PERforM system shows “XXX” under requirement and the status is “XXX” then the action is “XXX”:
Required 
Status





Action

Y

on probation through December 31

Process an annual as exempt

Y

due to become regular January 1 or after
Process an annual as exempt

Y

becomes regular December 31 or before
Process an annual (may mirror the









Probationary one just completed)

Y

on a current needs improvement

Process an annual as exempt

N

on probation through December 31

No action needed for annual processing

N

becomes regular December 31 or before
Process an annual (may mirror the








Probationary one just completed)

N

on a current needs improvement

No action needed for annual processing

Any other request for exemptions must be made in writing through Division to OHR for approval before processing in the system.
Very Important – 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.  Before saving, be sure the objectives are the correct ones; once saved, they cannot be deleted or changed.
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