DEPARTMENT OF

STATE UNIVERSITY TECHNOLOGY

VISAYAS |COMPUTER SCIENCE &

Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administrative Staff: DIONESIO | ESTUPA

JESNREE

Visca, Baybay City, Leyte, PHILIPPINES
Telefax: 053 565 0600 local 1022
Email: dest@vsu.edu.ph

Website: www.vsu.edu.ph

Particulars Numerical Percentage Weight Equivalent
Rating Numerical Rating
M (2) ©) (2x3)
1. Numerical Rating per IPCR 4.67 70% 3.269
2. Supervisor/Head's assessment
of his contribution towards
attainment of office 4.5 30% 1.35
accomplishments
TOTAL NUMERICAL RATING 4619
TOTAL NUMERICAL RATING: 4.62
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING 4,62
ADJECTIVAL RATING: Outstandin
Prepared by;
DIONESI®'| ESTUPA MAGDALENE C.
Name of Staff Department/Offia
Recommending Approval:
T C. BENCURE
eap/Direg
Approved:
Vice Pr—esidenf
; DEPARTMENT OF COMPUTER
SCIENCE AND TECHNOLOGY
ICT Building, Visayas State University Fﬁglilll\:f;7
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No.




DEPARTMENT OF COMPUTER
SCIENCE AND TECHNOLOGY

Visca, Baybay City, Leyte, Philippines
Telephone No.: (053) 565-0600 (loc 1022)
Email Address: dest@vsu.edu.ph

VISAYAS

STATE UNIVERSITY

"Exhibit B"
INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

’ |. DIONESIO I. ESTUPA, Staff of the Department of Computer Science and Technology, commits to deliver and agree to be rated on the attainment of the
following accomplishments in accordance with the indicated measures for the period January to December, 2024.
J&%ENCURE

CM’/ Approved:

DIONESIO I. ESTUPA MAGDALENE C.
Ratee Head of Unit College Dean
Date: Pl \A W Date: q( * Vo, UWW Date: 22 Jam - 2025
Rating
i Remarks: (Indication in
Success/Perfo| Program/A Actual ~| 9 percentage should be
s g . 1>1218| & supported with
MFO No. MFO Descrip-tion rmance ctivities/ Tasks Assigned |Target|/Accompli| = |G S| © . _
Indicator (PI) | Projects h ¢ o] .g S numerical values in
ndicator (PI) rojec il La:'l'J E 2 numerators and
= demominators)
MFO 2 Support to Pl 5. Number |Documenta |Vfes regular 1 1 4| 4| 4| 4.0 |vies Computer laboratory
Operations of Computer [tion maintenance of the and Offi_ce as Computer
laboratory and computer and printer Technician
office maintained .
maintained.




Support to Pl 5. Number Documenta |Assist the Moodle 10 48 5155/ 5.0 |33 Subjects Moodle Online
Operations of laboratory |tion online classes and Classes, 15 Moodle
class assisted seminars. Training/ Seminars
participated by VSuU
Faculty.
MFO 6 General Admin. & |P16. Number Documenta |Regular maintenance 4 8 5| 4|4 4.3]|ICT103, ICT201A&
Support Services |of computer  tion of the computer 2018, ICT 202, ICT 203,
(GASS) laboratory, laboratory, server ICT 101, Internet café and
server room room and Internet Sever room.
and Internet cafe maintained. .
cafe
maintained.
Pl 7. Number |Documenta Regular maintenance 50 250 5| 5| 4| 4.7 |250 computer units, 6
of IT tion of IT equipments. servers, 5 LCDs, 16 Switch
Equipments Hubs, 4 computer printers
maintained. other IT equipments.
Pl 15. Number |Documenta Repair of IT 50 75 5| 5| 5| 5.0 |Repaired Desktop
of IT tion equipment from other Computers Laptop,
Equipments department. Printers from other
repair. Departments and Offices.
P1 10. Efficient |Service Served clients with Zero Zero 5155 5.0 |100% no complaint;
and customer- courtesy; immediate complai| complaint served clients with
friendly frontline response to client ntfrom|  from courtesy; immediate
service needs and inquiries | €es clients response to client needs
and inquiries
Total Over-all Rating 28.00
Average Rating 4.67
Adjectival Rating Outstanding




Average Rating (Total Over-all rating divided 4.67 Comments & Recommendations for Development Purpose:
by 6)

Additional Points: e . kﬁ\h\?/\ \(\&‘7 VIZQV, CA ‘H‘L Ot"?dr’(w/ﬂ)[ &9/ LM
Punctuality ' . . N
Approved Additional points (with copy Ve J\MAV) ONA 5 \,mﬁ 95‘(14)\' Wwe in

of approval) .
FINAL RATING ] 4.67 oS 5]6 r\lA dasleG -
JECTIVAL RATING Outstanding

Recommending Approval: Approved: /%,@\A\
W'“/ dACO 9. GRaVIRD
JANEV C. BENCURE

MAGDALENE C. UN

Head, DCST Dean, CET Vice Presidend for Academlc Affairs
Date: V2L W, vyl Date: Date:
1 - Quality 2 - Efficiency 3 - Tmeliness 4 - Average

.,




“Exhibit G”

PERFORMANCE MONITORING & COACHING JOURNAL

Name of Office: Department of Computer Science and Technolgy

Head of Office: Magdalene C. Unjan

Number of Personnel: 10 Regular Faculty, 1 regular admin staff, 1 dDRC,. 1 LabTech, 3 JOs, 2 Part-

time Instructors

/ 1st
/ znd
/ 3rd
/| 4th

x P C O

TE

-

Rt MECHANISM Remarks
Monitor::\ Meeting Memo Others (Pls.
: One-on-One Group specify)
Monitoring
. Regular
Faculty Meeting mg’;tiﬁs of monthly
9 meeting
Log book:
Office & Class DTR’s, DCST Faculty
Attendance Personal and Staff
check-up
Attendance to
university & _ .
college activities/ University Attendance July to December
programs/ memos Certificates 2024
seminars/
workshops
Compliance of University Compliance
University Memos memos Report
L (SL. VL Application
eaves (SL, VL,
CDO, ect, for Leave
Form




Utility

Follow-up Baily ang
ubgilin i Workers/ reponlirzmgdof logs
Office Clerks BAETY Ty
Coaching
Regular
Classroom faculty
Management & members
Teaching and part- July - December
Mem
Methods, time R 2024
Evaluation faculty
Reports for Staff members
as well
Mentoring
All newl
) e September
Grade hired
. 2024 or the
computation, faculty
week after
TOS, Syllabus and part-
Preparation time e s
P . started
instructors
Included in the
Research and Regular
; Department agenda every
Extension faculty
e memo monthly
activities members i
meeting

Note: Please indicate the date in the appropriate box when the monitoring was conducted.

Conducted by:

MAGDALE’z-E C. AN

Immediate Supervisor

Noted by:

<

JAEN;: C. BENCURE

Next\ﬁigher Supervisor




: Exhibit H
TRACKING TOOL FOR MONITORING TARGETS
Major Final TASK ASSIGNED | DURATION TASK STATUS
Output/Performa TO July August Septemb | October | Novem | December Remarks
nce Indicator er ber
MFO 2.
Advanced & Teaching all Faculty
Higher Education
y ¢$ervices
{
Pi 1. Instruction | Instructional Materials July - VC 18tVC axNC 18t semester AY
Developed/Revised & All Faculty | December evaluation Monitoring Monitoring | 2024 - 2025
Utilized and conduct online 2024 and Subjects
i teaching using Moodle. submission
| Revises Course Outline, s of syllabi
OBE Syllabi, PowerPoint
presentations
| Reviewed/Approves Thesis Topic Final Jimena,
Outline/Manuscript September - proposal defense Sumodobila,
December defense Nierras
2024
Students On-line / Face to ALL August - Topic Final As Academic
Face Consultations FACULTY | December proposal defense Advisers, GAC
2024 _ defense Chairman and
Members &
other
Committees
involving student
consultations




2024

S

Gives Assignments, All July - Give Gives final | Midterm and
Quizzes, Exams, Etc. Faculty December midterm exams Final Exams
2024 exam were given as
scheduled by
the university
Submits Grade Sheets All August - Gives final Midterm Final
Faculty December grades Grades Grades
2024 (midyear (AY 2024 - (AY 2024 -
2023- 2025) 2025)
2024)
Submits research Faculty July — 3 quarter 4% quarter
progress reports involved | December progress progress
in 2024 report for report  for
research research
ressarch conducted conducted
Attends training, Webinar | All July — On- On-going | On- On-going | On- On-going | As resource
and, workshops Faculty December | going going going persons, and
2024 participants
Engages community All July — Impleme ICT Capability
services Faculty | December ntation of Building for
2024 the High School
SEEnsion Teachers of
atvity DepEd Baybay
City Division
Entertain clients through | All faculty | July — On- On-going | On- On-going | On- On-going
on-line consultation, December | going going going
‘ walk-in consultation 2024
MFO 4. Signs appointments, MUnajan | July — On- On-going | On- On-going | On- On-going | As department
Administration | requests, certificates, etc. December | going going going head
Services 2024
Attends ManCom MUnajan July — Attended Attended Attended | Attended Attended | Attended As member of
December the CET
2024 ManCOM
Attends meetings. All July — Departme | Department | Departme Department | Departm | Department Departments,
Faculty December nt ‘ Meetings nt _ Meetings ent . Meetings College,
Meetings Meetings Meeting




University

Meetings
Prepares minutes of July — NOM NOM and | NOM NOM and |[NOM |NOM and | As Department
meetings. JMBarrer | December | and minutes of | and minutes of | and minutes of | Secretary

a 2024 minutes | the minutes | the minute |the

of the meeting of the meeting s of the | meeting

meeting | prepared | meeting | prepared |meetin |prepared

prepare prepare g

d d prepar

ed

Reviews MCUnaja | July — Daily Daily Daily Daily Daily Daily *Except when
communications, letters, | n December on official
requests, and 2024 leave, the OIC
appointments. takes charge
Releases students’ MDag- July — Daily Daily Daily Daily Daily Daily Continuing
forms, certifications, uman December process
permits and other JMartinez | 2024
communications.
Delivers, processes and | Tommy | July — Daily Daily Daily Daily Daily Daily Continuing
facilitates documents Valenzon | December Process,

a 2024 payroll for JO,
job requests
etc.

Prepares letters, MDag- July — Daily Daily Daily Daily Daily Daily Transmittal For
transmittal, uman December Graduating,
acknowledgement letters | JMartinez | 2024 Request
and other Letters,
communications. Financial
Reports,
Vouchers,
Purchase
Requests
Records and releases MDag- July — Daily Daily Daily Daily Daily Daily Incoming and
documents. uman December outgoing
JMartinez | 2024 communication

S




Files documents. MDag- July — Daily Daily Daily Daily Daily Daily Incoming
uman December Communicatio
JMartinez | 2024 ns Students
Files, Files
other offices.
Photocopies documents | MDag- July — Daily Daily Daily Daily Daily | Daily Quizzes, Test
and other uman December Papers,
communications. JMartinez | 2024 Payrolls,
Memos,
Letters and
Appointments.
Facilitates students’ All faculty | July — TPES Oras
evaluation. (TPES) December scheduled by
2024 the university
Performs Faculty MUnajan FPES Oras
Performance Evaluation scheduled by
(FPES) the university
Clean the rooms and MBorci, | July — Daily Daily Daily Daily Daily | Daily Continuing
offices. TValenzo | December activities
na 2024
Prepared by:

MAGD LEN%AJAN

Dept. Head, DCST




Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: DIONESIO |. ESTUPA
Performance Rating: Qutstanding

Aim: To build on the strengths of the employee and identify those areas where the
employee needs improvement.

Proposed Interventions to Improve Performance:

Date: July 2024 Target Date: December 2024

First Step:
Send him to training, seminar/ workshop/ for a related to network security

Result:
Attendance in training/workshop on network security.

Date: July 2024 Target Date: December 2024

Next Step:

Advise him to search for seminars, training/workshop offered by DICT or even from
TESDA for topics on network security and/or data privacy.

Outcome: Schedules of seminar, training/workshop on network security and/or
data privacy.

Final Step/Recommendation: Attend seminar/training/workshop on network

security and/or data privacy
Prepared by: %

MAGDALE AJAN
it Head

Conforme:
DIONESIO I. ESTUPA
Laboratory Technician




DEPARTMENT OF

STATE UNIVERSITY TECHNOLOGY

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: January -June 2024
Name of Staff: DIONESIO | ESTUPA Position: LABORATORY TECHNICIAN

Instruction to supervisor:

VISAYAS |COMPUTER SCIENCE &

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 T .
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
4 a Aol The performance meets and often exceeds the job requirements
Satisfactory
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 s acuomvuy to client’s needs and makes the latter's 5 @ 312171
experience in transacting business with the office fulfilling and rewarding.

2. Makes self-available to clients even beyond official time 5 @) 21211

3 Submits urgent non-routine reports required by higher offices/agencies
such as CH_E_D_, DBM, CSC DOST, NEDA, PASUC and simi|ar regulatqry <@ 4131211
agencies within specified time by rendering overtime work even without
overtime pay

4. Accepts all assigned tasks as his/her share of the office targets and 5 @ 3121
delivers outputs within the prescribed time.

5.  Commits himself/herself to help attain the targets of his/her office by @ 41321
assisting co- employees who fail to perform all assigned tasks b

6. Regularly reports to work on time, logs in upon arrival, Secures pass siip 6 413,21
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 51izl2]1
needed.

8. Suggests new ways to further improve her work and the services of the 5 @ 3121
office to its clients

ey,

DEPARTMENT OF COMPUTER
SCIENCE AND TECHNOLOGY

ICT Building, Visayas State University

Visca, Baybay City, Leyte, PHILIPPINES
Telefax: 053 565 0600 local 1022
Email: dcst@ysu.edu.ph

Website: www.vsu.edu.ph
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lo  Acc

ts additional tasks assi

[y tGoinw Gl

{a)
the assignment is not related
attainment of the functions of the univer

n
~
S

"+

ned by the head or by higher offices even if alal2l
his position but critical towards the ‘ \ \
i .,

l

10. Maximizes office hours during lean periods by performing non-routine

functions the outputs of which results as a best practice that further 5 312|1
increase effectiveness of the office or satisfaction of clientele B
11. Accepts objective criticisms and opens to suggestions and innovations for é) 321
improvement of his work accomplishment ~
12.  Willing to be trained and developed Gla|3|2]1
Total Score M
B. Leadership & Management (For supervisors only to be rated by higher
e Scale
Siipervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, 5 al2|1
respect and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of 5 3l2l1
the 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 | 5 3121
satisfaction of ciients.
4. Accepts accountability for the overall performance and in delivering the
: . ! 5 3211
output required of his/her unit.
5. Demonstrates, teaches, monitors, coaches and motivates subordinates for
their improved efficiency and effectiveness in accomplishing their 5 3121
assigned tasks needed for the attainment of the calibrated targets of the
unit |
Total Score
Average Score y. S

Overall recommendation:

\Iv\-t’) kau\c\w'ue \n ™3 fades GV\A N 9@;\)&) 0% Oh/PM‘\vm\K

Vision:
Mission:

A globally competitive university for science, technology, and environmentai conservation.
Development of a highly competitive human resource, cutting-edge scientific knowledge
and innovative technologies for sustainable communities and environment.
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