	[image: image1.png]



	
	ADMINISTRATIVE MANUAL

	SUBJECT:
PROBATION, PERFORMANCE APPRAISAL, 

                        AND DISCIPLINE


Performance Appraisals
	Chapter:
10

	
	Section:
10.2

	REFERENCES:  State Personnel Division Rules Manual – 

                            1 CSR 20-3.050
	Page:
6 of 6

	
	Revised:
2-28-2013



PERFORMANCE APPRAISALS

I.
PURPOSE:


To provide a process to regularly evaluate employee’s work performance and to communicate that evaluation to the employee.
II. 
SCOPE:


Departmentwide.

III.
POLICY:

The work performance of all benefits-eligible Department employees will be evaluated on a regular basis in accordance with the Schedule for Formal Employee Performance Appraisals (See Administrative Manual Policy 10.3).

The Department will utilize PERforM (Productivity, Excellence, and Results for Missouri). Managers and supervisors are responsible for developing objectives, providing continuous feedback, and making formal appraisals for their employees. All supervisors are required to attend the Department’s PERforM Training or comparable training on the state appraisal system.

It is the responsibility of the rater to submit the required forms by the established deadline. Supervisors are encouraged to use a tickler system to assure that they are aware of the appraisal dates for their subordinates. This planning assures that adequate time is allowed to prepare, present, and process the appraisal prior to the due date.

IV. 
TYPES OF PERFORMANCE APPRAISALS:
Performance appraisals are required and are considered an official record of the employee’s performance. Refer to Administrative Policy 10.3. Types and Schedule for Performance Appraisals, for further guidance.

V.
PERFORMANCE OBJECTIVES:
It is the responsibility of the supervisor to prepare the performance objectives for each employee at the beginning of employment, reassignment through transfer and/or promotion, and the beginning of a new appraisal period. While each unit establishes written objectives according to its mission, there are objectives that are to be included on all appraisals. (See Attachment A.) Performance Appraisals for supervisors will include some standard objectives as well. (See Attachment B.)

When there is a supervision change, the new supervisor reviews the objectives with the employee to determine if the objectives need revision.

Performance objectives are to be given to and discussed with the employee as soon as possible. Thereafter, performance objectives are to be given to and discussed with the employee, by the supervisor, at the beginning of each appraisal period.

Employees must receive a copy of their current performance objectives. The supervisor and the employee are encouraged to discuss the content of the objectives. While it is important to discuss the objectives, supervisors have final authority in the content of the performance objectives.

The employee is asked to sign acknowledging receipt of the objectives. Failure to sign does not relieve the employee from the performance of duties; however, a witness shall sign verifying that the employee was given a copy of the performance objectives.

VI.
PERFORMANCE APPRAISAL RATINGS:

Written comments on the appraisal by the supervisor should serve to support the rating given and to describe the employee’s performance. If appropriate, attachments may be added to the appraisal.

The supervisor should reference relevant counseling sessions and Memorandums of Concern in the appraisal comments. Any disciplinary action during the appraisal period should also be referenced in the appropriate section of the comments. Ensure appraisal ratings and actual performance as indicated by such actions agrees or are thoroughly explained if there is apparent disagreement. If the disagreement is due to improvement on the employee’s part since the discipline, this should be stated, but the discipline should still be referenced in the appraisal.

The supervisor (rater) will appraise an employee’s performance, with respect to objectives, on a scale of one (1) to ten (10). A rating of one (1) for any component indicates an employee failed to fulfill any of the objectives while a rating of ten (10) indicates an employee not only met the objectives, but also did so in a manner that significantly improved the efficiency and/or productivity of the organization. Based on the average of the combined rating for all of the components, the employee will be assigned an overall rating level:



Exceptional (Greater than or equal to 9.0)



Outstanding (Greater than or equal to 7.0 but less than 9.0)



Successful (Greater than or equal to 4.0 but less than 7.0)



Needs Improvement (Less than 4.0)


A rating of Successful, Outstanding, or Exceptional indicates that the employee has met or exceeded the objectives as determined by the supervisor for this position. Performance at this level is characterized as consistent, reliable, and contributes to the Department’s mission.


A rating of Needs Improvement indicates that an employee’s performance falls below what is expected of an employee in this position. Needs Improvement ratings require that the supervisor prepare a work plan and complete a follow-up special rating at the end of the work plan period? (See Administrative Manual Policy 10.6 for additional information regarding work plans.) 

The Rater will submit the rating to his/her immediate supervisor (Reviewer) for review. The Reviewer can concur with the appraisal or return the appraisal to the Rater with recommended changes.  
VII.
PRESENTATION OF RATINGS:

No appraisal should be presented to the employee in “pending” status. The Rater and Reviewer should sign the appraisal prior to presentation. The employee signs at the time of presentation.


Ann annual overall rating of “Needs Improvement” must be presented to the employee with a work plan as soon as possible, and the Rater and Reviewer should work with their chain of command for approval of the rating and work plan for expedited presentation. 

Probationary ratings should be presented to the employee at the end of the probationary period. If a supervisor believes the employee’s rating will result in an overall rating of “Needs Improvement”, the supervisor should consult with Office of Human Resources (OHR) prior to presenting the rating to the employee to determine if the probationary period should be extended. (See Administrative Manual Policy 10.1)


Special ratings should be presented to the employee as soon as possible. Refer to Administrative Policy 10.3 for further information regarding the schedule of Special Appraisals. In the event an employee is not available to sign the appraisal, please contact OHR for guidance. 
VIII.
COMMENTS:

If the employee elects to make comments on the Appraisal, he/she may attach comments on a separate document or make comments on the original document for submission to OHR. The appraisal should not be held pending comments for more than two (2) days. Comments may be submitted at any time to OHR.

IX.
RESPONSE REQUEST:

If the employee disagrees with his/her appraisal rating, the employee will be allowed five (5) work days from the date of the appraisal presentation to respond, in writing using the PERforM Employee Response form (See Attachment C), to his/her Division Director or the Division Director’s designee. The employee is required to complete the form electronically including, in detail, which component(s) he/she desires to be changed as well as what he/she is providing in support of the request. The Response form must be sent to the Division Director or designee via e-mail with a copy to his/her Rater and Reviewer. Attachments must be submitted to the Division Director or his/her designee within twenty-four (24) hours of submission of the Response Request form. Ratings should be included as an attachment. Response forms and attachments submitted outside of time frames will not be considered.

The Division Director or his/her designee will review the employee’s response to the appraisal, and provide in writing the final determination stating if the rating will be upheld or revised. The Division Director or his/her designee will electronically return their decision, using the Response Request form, to the employee. If changes are indicated, the Rater and Reviewer will make such changes prior to presentation to the employee. A copy of the employee’s response and the final determination notice will be filed with the appraisal in the employee’s permanent personnel record.

A performance appraisal, under the PERforM Performance Appraisal system, is not a grievable issue.

X.
DISTRIBUTION:

The performance appraisal with original signatures is to be sent to OHR for inclusion in the employee’s official personnel file. The unit also retains a copy and gives the employee a copy.

Prepared By:
Approved By:

Chief, Office of Human Resources


Acting Director
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