Annex P
COMPUTATION OF FINAL INDIVIDUAL RATING
FOR ADMINISTRATIVE STAFF
Name of Administrative Staff: NICOLASA N. FLORENTINO
artienla Numerical Percentage Weight Equivalent
(1) Rating 70% Numerical Rating
(2) (3) (2x3)
1. Numerical Rating per IPCR 4.70 4.70 x 70% 3.28
2. Supervisor/Head‘s assessment 4.83 4.83 x 30% 1.45
of his contribution towards
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.74
TOTAL NUMERICAL RATING: 4.74
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING: 4.74
ADJECTIVAL RATING: Outstanding
Prepaged by: Reviewed by:

Name of Staff

Recommending Approval:

REMB;; O % PATINDOL

Chairperson, PMT

EDITHA G. CAGASAN
Head

Approved: %{/
EDGARDO E. TULIN

President




INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

Exhibit B

I, NICOLASA N. FLORENTINO, of the ONLINE PROGRAMS OFFICE (Open University, MMDC, VSU Printing Press) commits to deliver and agree to be rated on the

attainment of the following targets in accordance with the indicated measures for the period January to June, 2016.

Approved: EDITHA G. CAGASAN
Head of Unit
. ; Actual Rating
MFO & PAPs Success Indicators Tasks Assigned Target Accomplishment [ @™ T E2 | T o Remarks B
Efficient and Zero percent complaint from clients |Answered queries (face-to-face, 120 170 5 5 4 4.67 |answered 26 tel calls; replied 32
customer-friendly served telephone, email, text) emails; texted 112 messages to
frontline service clients
Advanced and Higher |Number of students enrolled in Facilitated the enrolment & monitoring of | 25 28 5 5 5 5.00 |Facilitated enrolment of the 28
Education Services |distance education M Ag.Dev graduate students continuing M.Ag. Dev. students
Number of new enrollees Facilitated admission and enrolment of 5 8 5 5 5 5.00 |New Enrollees for MAgDev
new students
Number of graduates for M.Ag.Dev  |Facilitated the completion of graduation 1 1 4 4 5 4.33 |Facilitated completion of graduation
degree requirements requirements of 2 M.Ag.Dev.
students (Magdadaro, M. Lanuza)
Number of IMs developed Facilitated the review of IMs by the 2 5 4 5 4 4.33 |IMs (Field Study 3, 4 and 6 of the
technical reviewers Dept. of Teacher Educ., AGED 242
(DAEE) and PPRT 206 (DPM)
Number of copies of the study guides |Facilitated reproduction and distribution of| 25 28 4 5 5 4.67 |reproduced 28 hard copies of study .
reproduced and distributed study guides to students guides and distributed to enrollees
Number of faculty members assisted |Assisted the faculty in the online delivery 2 5 5 4 5 4.67 |Faculty members (MLLavega,
in IMs preparations/ delivery of their course materials ACYSandoval, Hycong, LJCuadra,
MKPalomar)
Number of classes evaluated for Facilitated the conduct of Teacher’s 20 27 5 5 5 5.00 |Conducted evaluation of 27 classes
Teacher’'s Performance Evaluation by|performance Evaluation of Teachers at for Teachers Performance
Students and DBM for Teachers Performance Evaluation, 2nd Sem 2015-2016
Total FTE monitored Computed FTE of Extramural course 17 22 5 5 4 4.67 |FTE of extramural professors for 2"
controllers Sem 2015-2016




Other Initiatives Number of Information drive activities |Conducted |!o drive (face to face, e- 2 6 4 5 5 4.67 |[Alang-alang NHS, VSU Alang-alang

conducted mails, sending brochures) Campus, distribution of brochures
during trainings held in MMDC
Number of final examinations Acted as observer/Graduate School 1 2 4 5 5 4.67 |[Final examinations of graduate
observed representative during the final students (Terre Virna Tanguezon,
examinations of graduate students Reyna Mae Caintic)
Total Over-all Rating 51.67
Average Rating (Total Over-all rating divided by 11) 470 Comments & Recommendations for Development
Additional Points: Purpose:
Punctuality
Approved Additional points (with copy of approval)

FINAL RATING 4.70

ADJECTIVAL RATING Outstanding

Received by: Calibrated by: Recommending Approval: Approved by:

A {Ewl"—# REMB O PATINDOL, Ph.D. EDGARDO E. TULIN, Ph.D.
h’lanning Office Chairperson, PMT President

Date: Date: Date:

1 - Quality

2 - Efficiency

3 - Timeliness

4 - Average




Name of Staff. NICOLASA N, FLORENTINDG

instrument for Performance Effectiveness of Administrative Staff
Rating Period: January to June, 2016

Positior: Education Research Assistant

Annex O

Instruction io supervisor: Please evaluate the effectiveness of your subordinate in contributing towards attainment of the calibrated
targets of your deparimentioffice/centericoliege/campus using the scale below. Encircle your rating.

Scale Descriptive Rating Qualitative Description
5 Qutstanding T_he peﬂomame almost ahyays exceed's the gob requ%ren?ems. The staff delivers outputs which
fways results to best practice of the unil. He is an exceptional role model
4 Very Satisfactory The performance meets and often exceeds the job requiremenis
3 Satisfactory The performance mests job requirements
2 Fair The performance needs some development o meet job requirements.
1 Poor The staff fails to meet job requirements

A. Commitment (both for subordinates and supervisors} Scale
1. Demonsirates sensitivity io client's needs and makes the lalter's experience in fransaciing business with the @ 4 13121
office fulfilling and rewarding.
2. Makes seff-available to clients even beyond official tims (5) 41321
3 Submits wgent non-routine reporis required by higher offices/agencies such as CHED, DBM, CSC, DOST, -l
NEDA, PASUC and similar regulatory agencies within specified time by rendering overfime waork even without @ 4 1312 114
overtime pay
Accepts all assigned {asks as his/her share of the office targets and delivers outputs within the prescribed time, @ 4 1312 11
Commits himselffherself {o help attain the targets of histher office by assisting co- employess who fail {o perform @ 4 13121
=il assigned tasks
& Regularly reports to work on time, togs in upon arrival, secures pass slip when going out on personal matiers 5 @ 31211
and logs out upon depariure from work.
7. Keeps accurate records of her work which is easily refrievable when needed. (5) 4 1312 11
8. Suggests new ways o further improve her work and the services of the office fo its clients 5 m 312 11
9. Accepts additional tasks assigned by the head or by higher offices even if the assignment is not related to his @ T 131211
position but crifical towards the attainment of the funclions of the university N
10, Maximizes office hours during lean petiods by performing non-routine functions the cutputs of which resulis as a \\
best practice that further increase effectiveness of the office or salisfaction of clientele @ 453 12110
1. Accepts objsclive crilicisms and opens fo suggestions and innovations for improvement of his work @ 4 1312 1
accomplishment
12. Willing to be trained and developed (5)4 1321
Total Score 58
B. Leadership & Management {For supervisors only fo be rafed by higher supervisor Scale
1. Demonsirales mastery and expertise in all areas of work to gain frust, respect and confidence from subordinates | . RESPEE
and that of higher supstiors - 7
2. Visionary and creative to draw strategic and specific plans and targets of the office/depariment aligned o that of 514131211
the overall plans of the university.
3. Innovates for the purpose of improving efficiency and effectiveness of the operational processes and functions of 514131211
the department/office for further satisfaction of dlients.
4. Accepts accountability for the overall performance and in delivering the oulput required of his/her unit 514131211
5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their improved efficiency and 514131911
effectiveness in accomplishing their assigned tasks needed for the attainment of the calibrated targets of the unit ’
Total Score
Average Score 483

Ovsrail recommendation

EDITHA G, CAGASAN
Name of Head




