Fepublic of the Phylippines
Department of Ebucation
REGIONAL OFFICE NO, VIII (EASTERN VISAYAS)

SCHOOLS DIVISION OFFICE - Biliran

Larrazabal, Naval, Biliran

2023 INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM (IPCRF)

Name of Employee: |CHRISTINE M. POGOY Name of Rater: LERMAFLOR G. NAPOLES
Position: Administrative Assistant I _ Position: Administrative Officer IV
Division: SDO Biliran Date of Review:
Rating Period: January to December 2023
TO BE FILLED IN DURING PLANNING TO BE FILLED DURING EVALUATION
Y RESULT AREA WEIGHT PER PERFORMANCE INDICATOR RATING
s OBJECTIVES TIMELINE ACTUAL RESULT
(KRA) OBJECTIVE Di [ jing (5) Very Satisfactory (4) Satisfactory (3) Unsatisfaetory (2) Poor (1) Q E T | AVE. | SCORE
ali Prepared WFP and PPMP | Prepared WFP and PPMP |Prepared WFP and PPMP |Prepared WFP and PPMP | Prepared WFP and PPMP | Prepared WFP and
1. Prapared Work ( Q“r :I’uj with 95-100% of errors  |with 90-94% of errors  |with 85-89% of errors  |with 80-84% of errors  |with 75-79% of errors | PPMP with 95-100% of
and Financial Plan resolved resolved resolved resolved resolved errors resolved
- Approved WFPand  |Approved WFPand  |Approved WFPand - |Approved WFP and
an rovi .
Procurement b Efficiency |Approved WFP and ppiove 2 o Eprov L PP o 2o it ) .. |Approved WFP and
Man : September cdurstion | PPMPwete done within PPMP were done within |PPMP were done within [PPMP were done within |PPMP were done within SN st
. 10% to 3 2weeksand 1dayto3 |3weeksand 1dayto 4 |4weeksand 1dayto 5 |Sweeksand 1dayto 6 | . 5 5 5 5 05
Plan in the b wise) |2 weeks within 2 weeks
Prigin December weeks weeks weeks weeks
Management Prepared WFP and Prepared WFP and |Prepared WFP and Prepared WFP and Prepared WFP and Prepared WFP and
Information Timaliness [PPMP at least 2 months |PPMP at least 1 month  |PPMP at least 3 weeks  |PPMP at least 2 weeks  |PPMP at least 1 week PPMP at least 2
Sy (PMIS) (deadline |before the schedule of |before the schedule of |before the schedule of |before the schedule of | before the schedule of | months before the
wisa) bidding bidding bidding bidding | bidding schedule of bidding
Prepared PRs and TERs Prepared PRs and TERs |Prepared PRs and TERs Prepared PRs and TERs  |Prepared PRs and TERs | Prepared PRs and TERs
Quality with 95-100% of errors  |with 90-94% of errors with 85-89% of errors with B0-84% of errors with 75-79% of errors with 95-100% of errors
resolved resolved resolved resolved resolved resolved
KRA 1: Acti 2. Prepared 100% of PRs and TERs | 100% of PRs and TERs | 100% of PRs and TERs  [100% of PRsand TERs |100% of PRsand TERs |100% of PRs and TERs
vity
Management (35% Purchase September were each done within  [were each done within  |were each done within 1 |were each done within 2 |were each done beyond |were each done within
nag (35%) Effici
Requests and 10% to 1en<Y 130 minutes 31 mins. to 1 hour hour 8 1 min. to 2 hours [hours & 1 min. to 3 3 hours 30 minutes 5 5 5 5 05
Training Event December haurs
Raquests Prepared PRsand TERs |Prepared PRsand TERs |Prepared PRs and TERs |Prepared PRsand TERs |Prepared PRsand TERs |Prepared PRsand
—— at least 2 months before |at least 1 month before [at least 3 weeks before |at least 2 weeks before |at least 1 week before | TERs at least 2 months
m the schedule of bidding |the schedule of bidding |the schedule of bidding |the schedule of bidding |the schedule of bidding |before the schedule of
bidding
Prepared ARs with 95- Prepareﬂ ARs with 90-  |Prepared ARs with 85-  |Prepared ARs with 80-  |Prepared ARs with 75- | Prepared ARs with 95-
Quality 100% of errors resolved [94% of errors resolved  |B9% of errors resolved  |84% of errors resolved | 79% of errors resolved | 100% of errors
resolved
3. p red 100% of ARs were each |100% of ARs were each |100% of ARs were each | 100% of ARs were each |100% of ARs were each | 100% of ARs were
A- ivity Req 15% January to | Eefficiency |done within 5 minutes |done within 6to 7 done within8to 9 done within 10 to 11 done within 12 to 13 each done within 5 z = g = 075
in the PMIS December minutes minutes minutes minutes minutes ’
Started preparing ARs | Started preparing ARs 2 Started preparing ARs 4 |Started preparing ARs 1 |Started preparing ARs 2 |Started preparing ARs
the day after the WFP is |to 3 days after the WFP [to 5 days after the WFP |week after the WFPis  |weeks after the WFP is  |the day after the WFP
Timeliness : : A
approved is approved is approved approved approved is approved




TO BE FILLED IN DURING PLANNING

TO BE FILLED DURING EVALUATION

KEY RESULT AREA WEIGHT PER PERFORMANCE INDICATOR RATING
OBJECTIVES TIMELINE ACTUAL RESULT
(KRA) OBJECTIVE Di o sing (5) Very satisfactory (4) satisfactory (3) Unsatisfactory (2) Poor (1) Q E T | AVE. | SCORE
Date received, subject, |Only date received, Only date received, Wrong details of the Did not record/track the |Date received, subject, )
action taken, date and  |subject, action taken, subject, action taken, received and released  |received and released  |action taken, date and '
time released, and date released, and and recipient of the documents were documents time released, and
Quality recipient of the recipient of the document were indicated in the tracker recipient of the
document were document were indicated in the tracker document were
indicated in the tracker |indicated in the tracker indicated in the tracker
1. Manitored the
d t: Recorded 100% of Recorded 90-99% of Recorded 90-99% of Recorded 90-99% of Recorded 90-99% of Recorded 90-99% of
received for and ™ January to received and released received and released received and released received and released received and released received and released 5 i i 433353 | oasersr
released from the December documents within 30 documents within 30 documents within 31 documents within 1 hour |decuments within 2 documents within 30 i
Administrative ficloncy minutes after receipt minutes after receipt mins to 1 hour after & 1 min. to 2 hours after [hours 8 1 min to 3 hours | minutes after receipt
Officer V receipt receipt after receipt
Forwarded the signed  |Forwarded the signed  |Forwarded the signed  |Forwarded the signed  |Forwarded the signed  |Forwarded the signed
documents within 30 documents within 31 documents within 1 hour | documents within 2 documents beyond 3 documents within 31
Timelinass minutes after receipt mins. to 1 hour after 8 1 min, to 2 hours after |hours & 1 min. to 3 hours after receipt from |mins. to 1 hour after
from the AO V receipt from the AOV  |receipt from the AOV  |hours after receipt from |the AOV receipt from the AQ V
the AOV J
100% of observed 95-99% of observed 90-94% of observed 85-89% of observed Did not follow up the 100% of obseryed
lacking attachments lacking attachments lacking attachments lacking attachments lacking attachments lacking attachments
Quality  |were followed up were followed up were followed up were followed up were followed up
2. Checked the n - - e "
S 100% of submitted DTRs | 100% of submitted DTRs |100% of submitted DTRs |100% of submitted DTRs | 100% of submitted DTRs | 100% of submitted
and consolidated Sineito of the SDO Personnel of the SDO Personnel of the 5DO Personnel of the SDO Personnel of the SDO Personnel DTRs of the SDO
sive subbritied 15% Deconber | Efficiincy were individually waere individually were individually were individually were individually Personnel were 5 5 5 5 075
DTRs of the SDO checked within 30 checked within 31 mins. chefked within 1 hour & |checked within 2 hours |checked beyond 3 hours indiulriduatly checked
| el minutes to 1 hour 1 min. to 2 hours & 1 min, to 3 hours within 30 minutes
KRA 2: Records Done checking at least 1 | Done checking at least 3 |Done checking at least 1 [Done checking 1 day ~ |Done checking 2 days | Done checking at least
Management (30%) Timelinass |k before the days before the deadline |day before the deadline |after the deadline after the deadline 1 week before the
deadline deadline
100% of the documents |95-99% of the 90-94% of the 85-89% of the 80-84% of the 95-99% of the
were correctly filed documents were documents were documents were documents were documents were
Quality according to subject correctly filed according |correctly filed according |correctly filed according |correctly filed according |correctly filed
to subject to subject to subject to subject according to subject
3. Filed 100% of the documents |100% of the documents | 100% of the documents |100% of the docyments |100% of the documents |100% of the
documents 58 Aanugryto were filed within 30 were filed within 31 were filed within 1 hour |were filed within 2 hours |were filed beyond 3 documents were filed 4 4 4 4 0.2
nesded to be December Efficiency |Minutes upon instruction minutes to 1 hour upon |& 1 min. to 2 hours upon|& 1 min. to 3 hours upon|hours upon instruction  [within 31 minutes to 1
filed instruction instruction instruction hour upon instruction
Maintained and updated |Maintained and updated |Maintained and updated |Partially maintained and |Not maintained and Maintained and
Timeliness |everyday 3 times a week once a week updated updated updated 3 times a
week
Missing logsheet/s were |Missing logsheet/s were |Missing logsheet/s were |Missing logsh t/s were |Missing logsheet/s were [Missing logsheet/s
Quality |found within a few found within a few hours |found within a day found within a week not found were found within a
minutes few hours




TO BE FILLED IN DURING PLANNING

TO BE FILLED DURING EVALUATION

KEY RESULT AREA WEIGHT PER PERFORMANCE INDICATOR RATING
OBJECTIVES TIMELINE ACTUAL RESULT
(KRA) OBIECTIVE Dimensi o fing (5) Very Satisfactory (4) Satisfactory (3) Unsatisfactory (2) Poor (1) E T | AVE | score
Logsheets were Logsheets were Logsheets and Logsheets and ' Logsheets and Logsheets were )
4. Maintained maintained everyday and | maintained weekly and  biometrics system were |biometrics system were |biometrics system were [maintained everyday
records of biometrics system was | bi ics systemwas | maintained and updated |partially maintained and |not maintained and and biometrics system
logsheets and January to Etfciuncy updated monthly updated monthly monthly updated updated was updated monthly
5% 5 5 466667 | 02333333
uploaded December
biometrics data in
the system Logsheets and Logsheets and Logsheets and Logsheets and Logsheets and Logsheets and
biometrics were made | biometrics were made | biometrics were made biometrics were made | biometrics were made  |biometrics were made
Timeliness |available on the 1st day |available on the 2nd-3rd |available on the 4th-5th available on the 2nd available on the 3rd available on the 1st
of the month day of the month day of the month week of the month week of the month day of the month
General and routinary  |General and routinary G | and routinary General and routinary General and routinary General and routinary
clerical support were clerical support were clerical support were clerical support were clerical support were clerical support were
Quality done with 95-100% of  |done with 90-94% of done with 85-89% of done with 80-84% of done with 75-79% of done with 95-100% of
errors resolved errors resolved errors resolved errors resolved errors resolved errors resolved
1. Provided 100% of general and 100% of general and 100% of general and 100% of general and 100% of general and 100% of general and
general and routinary clerical support |routinary clerical support |routinary clerical support |routinary clerical support |routinary clerica| support | routinary clerical
routinary clerical January to | Efficiency |Were done within 30 were done within 31 were done within 1 hour |were done within 2 hours|were done beyond 3 support were done
support to the 15% December minutes minutes to 1 hour & 1 min, to 2 hours & 1 min. to 3 hours hours within 30 minutes 4 4 433333 0.65
Administrative
Officer V General and routinary | General and routinary | General and routinary | General and routinary  |General and routinary  |General and routinary
clerical support were clerical support were clerical support were clerical support were clerical support were clerical support were
acted upon within 30 acted upon within 31 acted upon within 1 hour |acted upon within 2 acted upon beyond 3 acted upon within 30
Timalingss minutes after instruction | minutes to 1 hour after |8t 1 min. to 2 hours after |hours 8 1 min. ta 3 hours after instruction minutes after
instruction instruction hours after instruction instruction
Prepared Special Orders |Prepared Special Orders |Prepared Special Orders |Prepared Special Orders |Prepared Special Orders |Prepared Special
with 95-100% of errors  |with 90-94% of errars with B5-89% of errors with 80-84% of errors with 75-79% of errors Orders with 95-100%
Quality | resolved resolved resolved resolved resolved of errors resolved
100% of submitted 100% of submitted 100% of submitted 100% of submitted 100% of submitted 100% of submitted
2. Prapared requests were requests were requests were requests were requests were requests were
KRA 3 Special Orders lahtante individually reviewed individually reviewed and|individually reviewed and |individually reviewed and |individually reviewed and |individually reviewed
Administrative | (poturn to Duty 10% " wbe Efficiency |, d printed with SO | printed with SO within 16| printed within 31to 45 | printed with SO within 46| printed with SO within 15|and printed with SO 5 3 | 433333 04333333
Support (35%) | and change of — within 15 minutes to 30 minutes minutes mins. to 1 hour minutes within 15 minutes
Name)
Requests were acted Requests were acted Requests were acted Requests were acted Requests were acted Requests were acted
upon within 7 days after |upon within 8 to 14 days |upon within 15 to 21 upon within 22 to 30 upon beyond 1 month  [upon within 15-21
Timeliness |receipt, since Special after receipt days after receipt days after receipt after receipt days after receipt
Orders are made in bulk
Carded Special Orders  |Carded Special Orders  |Carded Special Orders  |Carded Special Orders  |Carded Special Orders  |Carded Special Orders
with 95-100% of errors  |with 90-94% of errars  |with 85-89% of errors  |with 80-84% of esrors  |with 75-79% of errors  [with 95-100% of errors
Quality |resolved resolved resolved resolved resolved resolved




TO BE FILLED IN DURING PLANNING

TO BE FILLED DURING EVALUATION

WEIGH! PERFORMANCE INDICATOR RATING
KEVRESULTAREA | o ves TRER] MELINE ACTUAL RESULT
(KRA) OBJECTIVE Dimension Outstanding (5] Very Satisfactory (4) satisfactory (3) Unsatisfactory (2) Poor (1) Q E T | AVE | score
100% of Special Orders | 100% of Special Orders | 100% of Special Orders | 100% of Special Orders |100% of Special Orders | 100% of Special
- Special were individually carded |were individually carded |were individually carded |were individually carded |were individually carded |Orders were
pos Efficiency [Within 5 minutes within 6 to 7 minutes within 8 to 9 minutes  |within 10 to 11 minutes |within 12 to 13 minutes |individually carded
Orders and 0% January to within 5 minut 5 5 3 433333 | 04333333
updated 201 files December e ‘
of employees :
Carded the Special Carded the Special Carded the Special Carded the Special Carded the Special Carded the Special
Orders within 7 days Orders 8 to 14 days after |Orders 15 to 21 days Orders 22 to 30 days Orders beyond 1 month |Orders 15 to 21 days
after they have been they have been approved|after they have been after they have been after they have been after they have been
Timeliomes approved and released |and released approved and released |approved and released |approved and released |approved and released
Totak OVERALL RATING FOR 4666667
ACCOMPLISHMENTS:
]()(51 T
LERMAFLO® G. NAPOLES CH . POGOY NANETTE
Rater Rftee Approving Authority




PART II: COMPETENCIES

Core Comp Core Skills

CORE BEHAVIORAL COMPETENCIES CORE SKILLS
Self-Management Teamwork Oral C fcati
» Sets personal goals and direction, needs and development, /| * Willingly does his/her share of responsibilty. J/ |# Follows instructions accurately.
Undertakes personal actions and behaviors that are clear and ; ;
/ | * purposive and takes into account personal goals and values I Promatss eqlle A tion and removes e." lo teamwork J/ |* Expresses self clearly, fluently and articulately.
L inatinn and goal accomplishment across the organization.
i |a f}::ityu u;mbt:rulo_nnle:nalu;ity and enthusiasm for and is /e Applies ne;olmhun principles in arriving at win-win 7 |s Usesap riats midiun foi- the msssage.
IE Iﬂ! M B aﬂﬂz}!n .
Prioritize work tasks and schedules (through gantt charts, . + L o e
A Shnclkdiste. ste] th ackiows goals. / | * Drives consensus and team ownership of decisions. /| Adjust communication style to others
Sets high quality, challenging, realistic goals for self and Werbiurscnstrnietively ot collibondiey it atban ud Guides discussions between and among peers to meet an
! | / | * across organizations to accomplish organizational goals IR
athers i objective.
and objectives.
4 S5 4
Professionalism and Ethics 8 Orientation Written Communication
Demonstrates the values and behavior enshrined in the - o _— . . 2 5 = HRE
T i differs > -
/ | Norms of Conduct and Ethical Standards for public officials / Ca; ,bi and ar org; jonal directions, issues R ﬁ:::;]t::e [I’e B:';t written business communication formats
and employes (RA 6713). e I P
Write routine | ions, narrative
+ fia: i 0 - i N § B " . f .
P"&?“"'_?—ﬂ ethical and pro ssional bl"'ha‘"of aﬁd canduct Takes personal responsibilty for dealing with andfor and descriptive report based on readily available information
/ |* taking into account the impact of his/her actions and /e 4 Mg AL G b B y
. correcting costumer service issues and concerns, data with spelling or g errorfs (e.g.,
decisions, memos, minutes, ete.]
4 s ete.].
Maintains professional image: being trustworthy, regularity of 2 g +|  Secures information from required references [e.g.,
/ |* attendance and punctuality, good grooming and o nitiates activiice that promates advocacy for men and / | ® Directories, schedules, notices, instructions] for specific
(g women empowerment,
communication, purposes,
A R Participates in updating of office vision, mission, mandates Self-edits words, numbers, phonetic notation and content, if
7 |* Makes personal sacrifices to meet the organizatian's need. r]e & strategies based on DepEd strategies and directions. A L Necessary,
Acts with a sense pf urgency and responsibility to meet the Develops and adopts service improvement programs De . . A
RRC Sl i : s % monstrates clarity, luency, impact, conciseness and
/e f:rgamﬂnnnl L] needlo, improves systems and help others /| r.hmlunh uu_npltlied procedures that will further enhance AL affsttivinsss in hisfher written commuriications.
improve their effectivenesa, service delivery.
5 4 5
Results Focus Innovation Comp /ICT Skills
Examines the root cause of problems and suggests effective Prep: basic itions (e.g., letters, reports,
/ Achieves results with optimal use of tiine and resources most / solutions. Fosters new ideas, processes, and suggests 7 |e isl and graphics f ion using Word
of the time. bettter ways to do things (cost and for operational Processing and Excel,
efficiency].
Avoids rework, mistakes and wastage through effective work Demonetrates an ability to think *beyond the box®. Prepares simple presentation using Powerpoint.
L L]
L hads by placing or ional needs before personal / |* Conti Iy focuses on improving personal productivity /e
needs. to create higher value and results.
Delivers error-free outputs most of the time by conforming to Utilizes technologies to: access information to enhance
lard of ing p d correctly and consistently. B . . S . professional productivity, assists in conducting research and
[ |* Able to produce very satisfactoy quality of work in terms of . lum. scr‘:ndm f.‘|lm8t¢inl'!d MR W o /| * communicate through local and global professional netwroks.
usefulness/ac bility and compl with aé develop onginal ideas or solutions,
supervision required,
; o i ? " - :
7 |e :ﬁlr::t?;ui::;::;o do]\::tt:;fg o?:?;m::mms:;::n /e Translates creative thinking into tangible changes and / e Rﬂ?mn?'.nd::gpmpnmc ‘m:i upf:ln.esd technblogy to ulilncy
R g :’;e[ o P solutions that improve the work unit and organization. 2 2 e BRGNS
y . . Identifies different computer parts, turns the computer on/off,
" chu.ﬁ“ shangek in the gpater: or It owi W_ork . A % s and work on a given task with acceptable speed and accuracy
methods to improve performance. Examples may include Uses ingenicus methods to accomplish responsibilties, . :
RS Lo and connects computer peripherals. (&.g. printers, modems,
 doing something better, faster, at alower cost, more / | * Demonstrates resourcefulness and the ability to succeed / ST I B ' '
! h i . : ] 3 s v multimedia projectors, ste.),
efficiently; or improving quality, costumer satisfaction, with minimal resources,
morale, without setting any specific goal.
5 4 5
OVERALL COMPETENCY RATINGS 27
CORE BEHAVIORAL COMPETENCIES 4,500
CORE SKILLS 4.667
OVERALL RATING 4.583

14

5 - Role Model, 4 - Consistently demonstrates, 3 - Most of the time

! . 1 - Rarely demonstrutes




PART III: SUMMARY OF RATINGS FOR DISCUSSION

"~ Final Performance Results

Rating

Rater - Rate ment

Accomplishments of KRAs and Objectives

4.67

Adjectival Rating |

Outstanding

This signatures below confirm that the employee and his/her superior have agreed on content of this appraisal form and the performance rating.

Name of Employee:

Name of Superior:

CHRISTINE M. POGOY

LERMAFLOR G. NAPOLES

Signature:

¥
Date: March 4/4024

Signature:

5. Date: March 4, 2024

PART IV: DEVELOPMENT PLANS

ACTION PLAN

STRENGTHS DEVELOPMENT NEEDS (Recommended Developmental TIMELINE RESOURCE NEEDED
Intervention)
Utilizing Microsoft Office tools Public speaking Attend trainings, research self- CY 2023 Adtesi o tralnings

(Word, Excel, Powerpoint)

I ) —
Information System Management |

CHRI
Administr

M. POGOY
ve fAssistant I/ Ratee

help materials, and practice

LERMAFLEOR G. NAPOLES
Administrcftive Officer IV/ Rater

S,

Administrative Officer V/ Approving Authority

7/




