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710, GENERAL DISCIPLINE AND DECORUM

Refers to the employee's compliance with the

i institution's rules and regulations, policles, and -
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'L is the employee well suited to the work he/she is doing? Why?
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7. On the basis of your observation, indicate the employee’s putential for advancement/promotion.

Ready now
Ready within a year time

__Ready within 2 years from now
Not reacy within foreseeable future
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3. in what areas of responsibliity shuuld_mt empioyee be considered in the future? Why?
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4. what should the empioyee do to improve or prepare for an advancement?
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Hewu dase the emolovee’s perfermance compare with that of last year?



ATTENDANCE RECORD:

NO.OF WORKING DAYS: __ e
NO. OF DAYS ABSENT

SUMMARY OF PERFORMANCE:
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Permanent
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i have discussed the rating with the employee
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NO.OF TIMES TARDY:_______
TOTAL NO. OF MIN, TARDY:

An employer shall be given this rating when he/she exceeds his/her 1arget
by at least fifty percent (S0%). It represent an sxtraordinery level of
achievernment arnd commitment in terms of quality and time, vechnical skl

and inkiative. Employses gl this
ctrated exceptionat job mastery in
ail major areas of responsibiiity. His,her achievemant and contributhons 55
the orgarization are of marked excallence which even his peers recagnite
through a forced comparison/distribuison method establishea by tha
hospital concernad )
An employee shall be given this rating when ha/she exceeds the expected
suput/performance by at leagt Twenty-five percent (25%) but falls short
of what is considered an autstanding performance. in addition, his/her
competence and conributions shall be recognized by his/her peers 215G
through a forced mmn:dlmihuunn method based on the criteria
estatlishad by the hospital concerned. Thosa scrsened out i the forced
compitison/distribution for a very satisfactary performance ratings,
least shall be considered for promotion.

An empioyee shall be given thie tating when ne,/she meets one hundrac
percent {100%:) of the eEndards or ordinery yecuirements of the duties of
the position.

An empioyes shall pe ghen this rath
ninety-ning percent (9513%-09%] of the minimum raquirements but cou'd
tand Improvement. It Is expected that In the next rating period, the
employes, unger clese supervision, will gither improve his/he
parfermance for which he shall be gheen at leasta satisfactory Tating, oF ¢
not, he/she shall get another unsatisfaciony rating. Two (2} successhi
unsatisfactory ratings shail be 2 ground for separation frorn the service.
An employes shall be ghven this rating when he/she falls o mev
parformance requirements ar meets fifty percent {50} or below of th
rmisimum reawirements and there s 1o evigence to show that he/she o2
improve hisfher performance. A rating of poor shail be a ground lc
separation from the service.
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