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Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF
(April-December 2017)

Name of Administrative Staff:

MARIA FATIMA B. ESTROSAS

MARIA FATI;ﬁ B. ESTROSAS

Name of Staff

Recommending Approval:

Approved:

Chairman, PMT

EDG O E. TULIN

¥ President

Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) (3) Numerical Rating
(2x3)

3. Numerical Rating per IPCR 4.93 x 70% 3.45
4. Supervisor/Head's assessment

of his contribution towards 418 x 30% 1.25

attainment of office

accomplishments

TOTAL NUMERICAL RATING 4.7

TOTAL NUMERICAL RATING: 4.7
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING: 4.7
FINAL NUMERICAL RATING
ADJECTIVAL RATING:
Prepared by: Reviewed by:




-

bp

Lt

o-d

s°h

Lb

ol

b'ph

¢d

ol

o)

oL

9L

0st

SE

6

JiE1S pue Aynaey
JO specjyiom
UOISUID

43 senjens
pue SJoNUOWN

a4 Jous

pue awn payads
2 Ul suodas
Suiuren: passacoud
‘uonenjeas

pue Suuoyuow
10§ Ma3AdY IsNoH
-Uj uoIsuaX]

awy Buunp
‘sBuipaanoud
saljedaigd

EET]

J0u3 pue O¥dAO
01 uojsSjgnS

104 Joday [enuue
sNep|josuc)

OHdAD

03 uoIssiugns pue
uonesdanu) 10y
sjuawysdwosoe
pue

siaduer safoud
UOISUINNS

papuny NSA

|| s33epijosuod
pue siojuowy

SIPMITY UCISUAXT
Ul PANJOAL) LIS pue Ayndey
JO SPROPIOM DIICYIUOW jO ON

suoday patejal a0

s1oday AlJarenD (ea1sAyd

WG U0 PANILGNS/PIIRPIOSUOD)
/paaarnal
S1003J 122104d UOISUAIXA JO 'ON

Sjeway

10

wawys)dwony
|lenpy

1adie)

paudissy sysey

$J0381pU| 55339N§

Sdvd '8 04N

¥43| pancaddy

e e e

ey

SYSOul1s3 'd Muem_hs_ VIIVA

71027 Jaquiadaq 03 |iidy poisad ayj Joj S3Inseaus pajedipul ayl
S a2t ches A

YIIM 3JuepJod2e uj 5138181 UIMO||0) 3Y3 JO JUSWUIBLE 3y} UO palel 3q 03 33.8e pue JanI|ap 01 SUWWOI IO UCISUIIXT 'TgdAD Y3 Jo ‘SBS011S3 g ewined eeiy ‘|

(42d1) WHO4 MIIATY '3 INIMLIWINOD IDNYNEOI43d TYNAIAIONI



tb-b

r bt

Supey |je-39A0 (801

o

bb

oy

o

(50 1

9’y

/AN

o'

7 BA Y

01

gt

sJopadns Aq
paudisse saniande
paiejal sa3o

pue so1ey|Dey

10 JOIUIIND0P S8
nsanbas uo sy

suonedgnd
UOISUdIX] ISISSY

saqane
paieas Jaylo
pue Jje4-148y
‘s3inay ISNOH
-up ‘sSupien

0 10N0U03
aul vl sawoey/ |

USWNI0P /513495y

Jouadns Ag paudisse paysel JaW0

¥O8 Ag pancidde
[BNUEW UDISUAIXE LTOZ PRSIADY

palel DRy palsisse
QX3 pue sy 113y /manay
SNoKH-u)/sBiues L jo ON

f S801JaS UoIsUaIX]




:asoding Juawdojanag
10} SUOIIEPUBIWIOIBY 1§ SIUIWWO)

aieq

I Emn.mo& ERTTY
‘jeacuddy Suipuawiwoday

adesany - p

ssauljawl) - €

Aouarny3 ~ ¢

Ayjenb -1

‘a1eq @ieg

m mea 2yjo Juuued
\.‘(l J

:Aq pajesqued :Aq paniasay

ONLLYY TYALLIIaY

ONLLYY TYNI4

(1eAcudde jo Adod yum) sautod [euonippy panciddy

|
Ayjendung

530104 [eUOBIPPY |

(v Aq papiaip Suiies j(e-1ang (e30)) Suney adesany |




Annex O

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: April-December 2017
Name of Staff: _MARIA FATIMA B. ESTROSAS Position: Sci. Res. Asst.

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.

Scale  |Descriptive Rating Qualitative Description
The performance almost always exceeds the job requirements. The
5 Outstanding staff delivers outputs which always results to best practice of the unit.

He is an exceptional role model

< Very Satisfactory | The performance meets and often exceeds the job requirements
3 Satisfactory The performance meets job requirements
2 Fair The performance needs some development to meet job requirements.
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 experience in 51413 |2
transacting business with the office fulfilling and rewarding. ~—

2. Makes self-available to clients even beyond official time 15)14|13|2

3 Submits urgent non-routine reports required by higher offices/agencies suchas |
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within (|5 |4 |3 |2
specified time by rendering overtime work even without overtime pay I~

4. Accepts all assigned tasks as his/her share of the office targets and delivers 514 D3 |2
outputs within the prescribed time. =

5. Commits himselfherself to help attain the targets of his/her office by assisting co- |5 |4 |3 )2
employees who fail to perform all assigned tasks ]~

6. Regularly reports to work on time, logs in upon arrival, secures pass slip when 51{4 )3 |2
going out on personal matters and logs out upon departure from work. :

7. Keeps accurate records of her work which is easily retrievable when needed. 5432

8. Suggests new ways to further improve her work and the services of the office to its |5 |/4)]3|2
clients

9 Accepts additional tasks assigned by the head or by higher offices even if the 5|
assignment is not related to his position but critical towards the attainment of the
functions of the university

FN
w
N

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 514 [3(2
office or satisfaction of clientele




11. Accepts objective criticisms and opens to suggestions and innovations for 5'\ 4 / 2
improvement of his work accomplishment ~T1—
12. Willing to be trained and developed 514 2
Total Score | 1)
B. Leadership & Management (For supervisors only to be rated by higher Saala
supervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect 5 4 9
and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw sirategic and specific plans and targets of the 5 ' 4 9
office/department aligned to that of the overall plans of the university.
3. Innovates for the purpose of improving efficiency and effectiveness of the
operational processes and functions of the department/office for further | § | 4 2
satisfaction of clients.
4. Accepts accountability for the overall performance and in delivering the output 5|4 2
required of hisfher unit. XEiE
5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their s
improved efficiency and effectiveness in accomplishing their assigned tasks | 5 | 4 2
needed for the attainment of the calibrated targets of the unit
Total Score | 20 $ 51 - 7
Average Score | /]!

Overall recommendation

tor, Extension




Exhibit L
EMPLOYEE DEVELOPMENT PLAN

Name of Employee: MARIA FATIMA B. ESTROSAS (¥
Performance Rating: Outstanding Sigrature

Aim: Track the implementation and results of an on-going or completed
VSU extension project/program in order to determine the relevance and

Julfillment of objectives, development efficiency, effectiveness, impact, and
sustainability.

Proposed Interventions to Improve Performance

Date: July 1. 2017 Target Date: December 31, 2017

First Step:
1. Enroll in Master class major in Extension

Result:

1. Improved knowledge and understanding of extension
projects/program policies and design.

Date: January 1, 2018 Target Date: June 30, 2018

Next Step

1. Design Impact Evaluation or Assessment Template for each
extension projects/program based on their objectives.
QOutcome:

1. Provide better access of information for monitoring and evaluation
of extension projects.

Final Step/Recommendation:

1. Design a complete database for VSU Extension Services.

Prepared by:

ctor, Extensio



