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Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff: ANICETA M. LUMACAD

Particulars Numerical Percentage Weight Equivalent
) Rating (2) 3) Numerical Rating
(2x3)
7. Numerical Rating per IPCR 4.83 70% 3-3¢
8. Supervisor/Head‘s assessment . 30%
of his contribution towards 4 42 L. 35
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4 : 3 I
TOTAL NUMERICAL RATING: 4.3]
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING
ADJECTIVAL RATING: Outetana w\ﬁ
Prepared by: Reviewed by:

ANICETA M. LUMACAD
Name of Staff

Recommending Approval:

Approved:

A

SUZETTE B. LINA &

Department Head

VICTOR B. ASIO

Vijce President







July to December 2018.

“Exhibit B”

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

I, Ms. Aniceta M. Lumacad of the Depariment of Soil Science commits to deliver and agree to be rated on the attainment of the following targets in accordance with the indicated measures for the period

b. Issue billing slips for
lab accounts

c¢. Prepare glasswares&
reagents needed for
the analysis

d. Weighing samples for
analysis & for

drying.

e. Computation and
consolidation of data

f. Encoding and typing
of test resuits ready

for signatures.

g. Released test results

Approved: C&Z:
ANICETA M. LUMACAD SUZETTE B. LINA,PQED
Ratee Head of Unit
Actual Rating Remarks
. ua
Success Indicators Tasks Assigned Target Accomplishment ai E2 T3 A4
MFO & PAPs
General
Administratio
n and
Support
Services
(GASS)
Lab 1. No. of Soil 1.Analyzed soil and plant tissue samples 50 210 5 5
Technician,ll. | apd plant including the following activities:
> tissue samples a. Checked & lab coding
analyzed of samples received
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100 344 5
2. No. of students 2. Assists lab instructors/students
in the following:
a. Prepares reagents
b. Setting up exercises
¢. Releasing/receiving of materials
3. No. of lab equipment 3. Operate and maintains lab 2 7 5
operated and equipment
maintained
4. No. of inventory of 4. Inventory of chemicals and lab 1 1 3.67
chemicals and Supplies
laboratory supplies
5. No. of monthly report as | 5. a. Copy official receipt no. of 6 8 5
required by VSU Client at VSU cash division
b. Prepare monthly report of
628DASS ready for
signature and submit to
VSuU
6. No. of clients/visitors in | 6. Attend to visitors in the lab/ 25 165 5
the lab assists in training programs
conducted by the dept.
Others Alumni Communicator Facilitate the dissemination of information 5 5
regarding alumni activities, meetings, etc.
Evaluation Facilitator Conduct teaching performance evaluation 13 5
of faculty members by students assigned
@ Dept. of Agronomy
Total
Over-all
38.67

Rating
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Average Rating (Total Over-all rating divided by 10)

4.83

Additional Points:

Punctuality

Approved Additional points (with copy of approval)

FINAL RATING

ADJECTIVAL RATING

Reviewed and Rate

SUZETTE B. LINA, PhD
Head, DSS
Date:

Comments & Recommendations for Development v:«u&ﬂ

Ms. Aniceta Lumacad showed Outstanding performance in
her responsibilities as Lab Technician. She will be more
effective in her work if she will maintain organized planning
of work and approachable to clients all the time.

Approved by:







Instrument for Performance Effectiveness of Admlmstratlve Staff

Ratmg Perrod Jw% Dse . QDIG (Acc-m?(MO-WvW)

Annex O

NameofStaff LW W‘ UA-MMaAL - Position: nb Ta,:,pc

~Instruction to supervrsor Please evaluate the effectrveness of your subordinate | in contnbutmg towards
v : Jattamment of the cahbrated targets of your department/ofﬂce/center/college/campus using the scale
~ below. Encircle your rating. :

| Scale ‘DescriptifvﬁevRating

Quahtatlve Descrrptlon :

unit. Heisan exceptronal role model

. The performance almost always exceeds the job requrrements The
O‘uts_tanding staff delivers outputs which always results to best practrce of the

Very Satisfactory | The performance meets and often exceeds the jOb requrrements

Satisfactory | The performance meets job requirements

‘The performance needs some development to meet }Ob

experience in ‘transacting business with the office fulfrlhng and rewardmg

o R |
- |'requirements. - v
Poor | The staff fails to meet'job requirements
‘A. Commitment (bath’forsubordihd'tes 'cmd supervisors) PRI _ |  Scale
1. Demonstrates sensrtrvrty to client’s needs’ and makes the latter’s |5 _ 31211

agencxes wrthm specn‘red time by renderrng overtime work even wrthout
overtime pay. : TR :

’__2’.:;Makes se|f~avadab|e to chents even beyond official tlme o5 @7 312
" 3. Subrmnits urgent non- “foutine reports required by. hrgher offlces/agencres [ ] e
such as CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory ~ (5) |4 |3 12 |1

. Suggests new ways to further rmprove her work and the servrces of the

4. Accepts.all assrgned tasks as. hls/her share of the ofﬁce targets and k: : @) 3
~delivers outputs within the prescrrbed time: s B
5. Commits hlmself/herselfto help attain the targets of hrs/her ofﬂce by @ 4 13121
- assisting co- employees who farl to- perform all dssigned tasks. - I e g

6. Regularly reports to work on time, logs in upon arrival, secures pass shp @ 4 3 (2|1
when going out on personal matters and iogs out upon departure from 1
~work. v I O e
- 7. Keeps accurate records of her work whrch is easily retrrevable when 15 @ 3 1211
needed. - B |
8 DEERERERE

office to its clients.
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9. 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 functrons ofthe 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.

11. Accepts objectrve criticisms-and opens to suggestions and mnovatlons for ,

rmprovement of his work accompllshment

12 erlmg to be trained and. developed

Total Score

B. Leadershl p & Mana gement (For superwsors only to be rated by hrgher

superwsor)

~ Scale .

Demonstrates mastery and expertlse in all areas of work to gain trust, | .

respect and confidence from subordmates and that of higher superlors

Vlsronary and creative to draw strategrc and specific plans and targets of

the office/department alrgned to- that of the overall plans of the

umversrty

__!nnovates for the purpose of improving efflcrency and effectiveness of the|
- operational processes and functions of the department/oﬁlce for further :
: 'satrsfactlon of clients. : -

- Accepts- accountabrhty for the overall performance and in dehvermg the |

'output requared ofhts/her unit,

. Demonstrates, teaches, monitors, coaches and motivates subordmates

- unrt

~. for_their rmproved efflcrency and- effectrveness in- accomplishing’ therr} e b
aSS|gned tasks needed for the attainment of the ‘calibrated targets of the |-~ |

* Tota I;SAcov’r'e

Overall recommendation

CIX |
METE B- LINA

NameofHead
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Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: ANICETA M. LUMACAD
Performance Rating: Outstanding

Aim: To sustain the outstanding rating

Proposed Interventions to Improve Performance:

Date: January 2018 Target Date: January to June 2018
First Step:

To attend trainings and seminars to improved skills as laboratory technician
Attend trainings on laboratory safety measures and precautions

Result:
Has attended training/seminars related to laboratory management

Date: June 2018 Target Date: June to December 2018

Next Step:
Attend more trainings related to administrative work

Outcome: Scout for trainings and seminars outside the university related to administrative
and laboratory function.

Final Step/Recommendation:
If there are trainings and seminars related to the function, a letter requestingadministration’s
approval and possible funding will be prepared.

Prepared by: é@(ﬁ

SUZETTE B. LINA ¥
Conforme: g , ag
ANICETA M. LUMACAD

Unit Head
Name of Staff
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