INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM (IPCR)

|, April Ann O. Montalban of the Office of the Univeraity Registrar commits to deliver and agree to be rated on the following targets in accordance with the Indicaled
measures for the period January 01, 2024 to December 11, 2024.

WMFO & PAPs Success Indicatr Tasks Assigned TARGET Actual Rating Remarks
Accomplishrnent | @, | E | Ty | A
Pl 1: Percentage of propected 1. Chacks and validates Cerlificate of Regisration (COR) of 100% 100% 50| 40| 50 |467
QUR MFO 1. Reglstration |siudsnts officially enrobed and nﬂinld COUrSes,
Services reg=terad 2. Coordinabe wilh the Admission’s Office regarding enroément 100% 100% Z0| 40| 40 |4.33
| GOMCams
Pl 1: Percantage of studants
denified as candidates for |1, Prepares list of candidates for gradustion 100% 100% 50| 50| s0 nm";f""m"
raduadion "
" ara
2. Monitars and updaie students acking regqurements and 5 o | 5 po| GEcuating &
irform the shudent of their dafiaciency - b ] S contifuing
. Shudents |

OUR MFO 2. Graduation (Pl 2 Percentage of

reices radusting skidents ¢ . 1, Determine and re-compuia GPA and prapare lisi of
S : il d BT
and dantifed is candidales i 5 o i i 100% 100%: 0| 50| 50|46

for katin honars ranked and
endorsad for approval
propared, processed, signed, | §radusting studanis on assigred coLrmes 00% )
sealed and relassed a3 181 4. Checks ¢ in he TOR of oradusting skudents 1004 100% 50| 50| 50|5.00|
|issuance 1o graduates : - v '
OUR MFO 3. Evaluation [Pl 1: Percentage of requests |1, Comphes verfication request of students and alumni as & students
and Authentication for scholastic records reguealnd by employmant ngencees vorilled s
Services checked, evaluated ard 100y | 100%ofrequest | 55| 50| 5.0 | 5.00] "eaussted by
verifed e e
ernployment
agenies
2 Assisiin lacktaling and authenticating 1OR, diplom, 100, | 100%cTmQUest | 54| 50| 50|500| 1SS

and cerfication of stedents as requasied recaivad I shudant




[Pl Percentage of studenis - Fﬂtﬁ'
schelastic records evaluated |5 £, 50,010 records and accredit unils eamed by iransferres 100% 100% 50|40| 40433
|for identification of academic | — o transleres
slates/standing mm“
2 Checks and evaluates conlinuing students of assignad 100% 100% 50| 50| 4.0 |467| continuing
COUrEEs students
70
3 Preperes checklst with grades of condinuirg studenis afd 100% 1005 50| 40| 40|433] continui
determine A reguler or imegular i
Fi 3 Percentage of dentSed |1, Preparas ksl of dallquent sludenis and endorsa to the ofice
delicuent sfudents endorsed  |of the Dean of Students 100 | YOO%olacve | ..l e-n0ls0ls500
for guidance and counaaling shudenis record
1. Files Segistration Foma, COR, Transfer Credentials, P54, 570 I
Readmasion Neminationchange of GAC, eppeovad LOA, eic, 1 00%% 100% $0)| 50| 5.0 |58.00
of assa d courses updiied
Pl 1. Percanlage of student [T 355000
reconds updated and 2 Files apphcation for graduation, cearance:, approval sheets [ 48 studonts
Filedstoned in & socured tree planting, and othar decuments submitted by the gladuating | 100% 100% 50| 50] 50 (500 applad for
dessgnated shetves in the Ll el : Orsduaiaon |
Records foom 3 ldent®y and sorl active and inacihva stdants parmanant 100% 100% sol 8ol 40lasr 570 records
OUR MFO 4: Student rpcords
Records Management 5. Ensure and secure the safety of the studants permanent 100% 100% 50| 50| 50|500] 2new
rpCorgs, lfﬂ,l!m—
S— [PTZ Povcenage ormew |4 Prepares parmanant reconds of new studants and Skes #
studant records prapared and | onmiiment forms and olher perinent documents yr assigned
filed stored in a secured 100% 100% 50| 50| 5.0 | 5.00| students 15t
designated shabves in the som 2024-
Records room 2025
Pl 3: Percanisge of student |1, Update and sncodes siudent parsonal infarmation and thesis 100% active
information encoded and titha in the Cumulus Sysiem 100%: st temas 50| 50| 5.0 |5.00|
Pl 1: Percentage of online 1. Angwer regues] and gueres an bima frorn diferan medums 35 clients
requesis and email quaries 100% | 100% of request | 59| 5.0 | 5.0 | 5.00) {shuderils/ipare
respanded on tme recaived “"I .I “Ii
l-lll iz Emnug- of requests |1, Facliiale, prapares, and procass requests ‘or cormeeion &niry
for e-issuance of Diplma | student recards qogey | 1O0%ofrequest | ool ool 50 |5.0p] 2continuing
preparad, processed, and recaived stug|pnt
Pl 8: Percaniage of requests
o e off 1. Faclilale, prepares, snd procass mquasts ‘or cormection of 100% 1Un:'lhﬂmﬂ 50l50!l50ls500 i ﬂmm

namgs/peracnal dats in school

rama/porsonal dala In schodl records




DUR MFO 5: racords faclliialed, preparsd,
Administrative & procsssed and released
Facliative Services | & Percentage of request |1, Checks studant records and signs dropping of SUBJCES form 200% of remibed
for dropping facilitated, 100%|  andrequest | 50| 5.0| 5.0 |s00| Benrolled
encoded and filed ) ) e sam 2024 3528
Pl & Percentage of Ferm 137 |1, Prepares request of peirmanent recards (IF 137, iﬁ:l of 100% of required T2
Officially requested for students from the last schaol atiended 100% andrequast | 50| 5.0| 50500 SCUAAL
isELEncE recetved m
Pl 11: Pescantage of LOA 1. Chiscks, countersigns and hies studant clasrance 100% of required
readmission, shifling, and  |readmission approved LOB, change majorfminer fiekd 100% andrequest | 50| 50| 5.0 |500 3
wludant cleararice fac lated, recaived —ry
signed, and filsd
Pl 1: Eficient and customer- |Served clientele within the day :u":
OURMAOG: Frontiing [friancdly frontfing sarvice uponn | 100% served | 60| 50| 650|500 100%
Services validatad
- - cormnlain
Total Over all
456 | 4.85 | 45
Rating i qq
Average Rating {Total Over-all rating divided by 4) Comments & Recommandations
Additional Points: for Devedoprient Purpose:
| Punctuality Cammendable dedication on the delivery of
Approved Additional points (with copy of approval) B services. Attend tralnings and seminar for
FINAL RATING ags || coapacity building.
ADJECTIVAL RATING satstandin
¥y
Recommending Approval: Qm
NA_ ROTACIO 5. GRAVOSO
Deany Direchor

Vice Presidant for Adademic Affairs

Datea:




Rating Period:
MName of Staff:

O
VI SAYAS | UNIVERSITY

STATE UNIVERSITY REG IE‘T HAH

Instrument for Performance Effectiveness of Administrative Staff

Position: _ADMIN AIDE IiI

instruction to supervisor: Please evaluate the effectiveness of your subordinate in
contributing towards attainment of the calibrated targets of your

department/office/center/college/campus using the scale below.

Encircle your rating.
Descriptive
Scale Rating Qualitative Description
| The performance almost always exceeds the job requirements.
5 Outstanding | The staff delivers outputs which always results to best practice of
the unit. He is an exceptional role model
Very ) =
4 Satisfactory The performance meets and _DEET_emeeds the job requirements
3 | Satisfactory | The performance meets job requirements
5 Fair The performance needs some development to meet job
reguiraments.
1 Poor The staff fails to meet job requirements

A. Commitment (both for subordinates and supervisors) Scale
1. Demonstrates sensitivity to client's needs and makes the latter's @ 413|2
experience in transacting business with the office fulfilling and rewarding.
2. Makes self-available to clients even beyond official time 'ré_jl 4|32
3 GSubmits urgent non-routine reports required I::r".r hlghn' offices/agencies
such as CHED, DEM, CSC, DOST, MEDA, PASUC and similar regulatory @‘;n al3|z
agencies within specified time by rendering overtime work even without
[ overtime pay | o
4, Accepts all assigned tasks as his/her share of the office targets and @ 4132
: delivers outputs within the prescribed time. e e
5. Commits himself/herself to help attain the targets of his/her office by @ 413|2
. ‘assisting co- employees who fail to perform all assigned tasks
| 6.  Regularly reports to work on time, logs in upon arrlval, secures passslip |5 @r 3|2
when going out on personal matters and logs out upon departure from
work.
7. Keeps accurate records of her work which Is easily retrievable when @ @ 3|2
& “Edﬂ e =
8. Suggests new ways to further improve her work and the services of the @ 413)2

office to its clients
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Accepts additional tasks assigned by the head or by higher offices even if
the assignment is not related to his position but critical towards the
attainment of the functions of the university

10.

Maximizes office hours during lean periods by performing non-routine
functions the outputs of which results as a best practice that further
increase effectiveness of the office or satisfaction of clientele

1.

Accepts objective criticisms and opens 10 suggestions and innovations for
improvement of his work accomplishment

12, Willing to be trained and developed

Total Score

' B. Leadership & Management (For supervisors only to be rated by higher
SlUpervisor)

1.

Demonstrates mastery and expertise in all areas of work to gain trust,
respect and confidence from subordinates and that of higher superiors

2

Visionary and creative to draw strategic and specific plans and targets of
the office/depariment aligned to that of the overall plans of the university.

Innovates for the purpose of improving efficiency and effectiveness of the

operational processes and functions of the department/office for further
satisfaction of clients.

. Accepls a::mumaﬁlltﬁr for the_nmll pu'rnrﬁ'uanne and In.delivermg the

output required of his/her unit.

Demonstrates, teaches, monitors, coaches and motivates subordinates for
their improved efficiency and effectiveness in accomplishing their
assigned tasks needed for the attainment of the calibrated targets of the
unit

z = e W T T = ——rm T T e

Total Score |

Aveérage Score

Overall recommendation: Pegunf g o Au arriped  Auls. Prdwage  J5 qhnd

fratage  gud  sumnars, £ hoomhe {""l"h od i Ao CSF omim .

Wiglon:
Mlisgion:

A glabally competiive univensiy for esience, lechralagy, snd emironmantal conserastion
Dieveloprment of & highly competitive Mumen reeowce, Catling-edge scenlilic knowledge
newl imnevative technologias fod auslanable communilies end el ronmsEn.
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