Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff: LEVI G. CASTANAS

Particulars Numerical Percentage Weight Equivalent
€)) Rating (2) 3) Numerical Rating
(2x3)
5. Numerical Rating per IPCR 4.83 70% 3:3¢
6. Supervisor/Head‘s assessment 30% |
of his contribution towards 464 -40
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4 -‘T'g
TOTAL NUMERICAL RATING: 138
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING
ADJECTIVAL RATING: Dw%g%
Prepared by: Reviewed by:

Namé of Staff

Recommending Approval:

Approved:

Dean, CAF

BEATRIZ S./BE gNIAS
Vice President

7 4

SUZETTE B. LINA
Department Head
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“Exhibit B”
INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR})

[, LEVI G. CASTANAS, of the Department of Soil Science commits to deliver and agree to be rated on the attainment of the following targets in accordance

with the indica egsures for the period July 1, 2018 to December 31,2018. (Target and accomplishment)
LEVI™G. LASTANAS Approved: SUZETTE B. LINA
Ratee Head of Unit
Actual Rating Remarks
. . 1 Z 4
MFO & PAPs Success Indicators Tasks Assigned Target P — Q 5 T A
General # of course materials Mimeographed syllabus and laboratory manuals, course 1700 3000 5 5 5 5.00
Administrative mimeographed/collated outlines and examinations/collated.
Support Services ready for distribution.
(GASS)
Messengerial # of papers/documents Follow-up papers/documents processed of Job Requests, TOs, 650 1250 5 4 5 4.66
delivered/followed-up Trip Tickets, Reimbursements, Appointments of Job Order,
RIS, Purchase Requests, Grade Sheets, Class Rosters, Payrolls,
etc.
Dept. Classrooms/ | # of classrooms/offices -Cleaned and maintained classrooms/offices
offices/ lawn and cleaned o
plants Maintenance | # of plants maintained -Maintained plants
Field coordinator # of laborers supervised Supervise laborers in the field (planting, weeding, harvesting,
etc)
Total Over-all Rating 9.66
Average Rating (Total Over-all rating divided by 4) 4.83 Comments & Recommendations for Development Purpose: !erose:

Additional Points: . S i
Mr. Levi Castanas showed excellent performance in his |

Punctuality XX responsibilities as admin staff (Utility Worker). He even |
reports to work more than the required time of reporting
Approved Additional points (with copy of approval) XX without asking additional remuneration. Keep it up!

\
|
FINAL RATING ]

ADJECTIVAL RATING Dm*sim%

Evaluated and Rated by: Recommending Approval : ‘Approved by:

SUZETTE "B. A Vi B. ASIO
HEAD, DSS DEAN, CAFS
Date: Date:




Instrument for Performance Effectlveness of Admmlstratlve Staff
Ratmg Period: d wl% Om 2018 (Acc.omdo h&ﬂ\w)

‘Annex O

Ato’w lll

,'Nameof"'sta'ff:.l-v '»L}_eé,m Q:l. CM‘l'owxm Lo Posmon. M .

_Instruction to supervisor: Please. evaluate the effectlveness of your subordinate in contnbutlng towardS-

. attainment of the calibrated targets of- your department/ofﬁce/center/college/campus usmg the scale
o f;_ﬁbelow Encircle your rating.

o Scale Descriptive R’ati’ng . ’ Qualltatlve Descnptlon

’ _The performance almost always exceeds the job requurements The :

Outstanding | staff delivers outputs which -always results to best practice of the |
' | unit. Heis an exceptional role model '
4 | Very Satisfactory | The performance meets and often exceeds the ]Ob requlrements
3 - Satisfactory | The performance meets jOb requirements - ’
; L F'air e The performance needs ~some development to meet jOb :
Lo v requrrements : o R
1 ~Poor :Thestafffallsto meetjob requrrements s
A. Commrtment (both for subordmates and superwsorsl R Scale
1. Demonstrates sensitivity to client’s needs and makes the latter’s . 4 312 |1
. ;;:_-_.Vexpenence in transacting busmess wrth the offrce fulfilling and rewardlng JENN B s
© 2. Makes self-available to clients even beyond official time. ' C§> 4 13721

. Submits urgent non-routine reports required by hrgher offrces/agencres
: such as CHED DBM, CSC DOST, NEDA, PASUC and similar regulatory
agencres wrthm specrfled tlme by rendermg overtlme work even W|thout -

overtime pay.

. Accepts all a55|gned tasks as. hls/her share of the offlce targets and
~delivers: outputs within the prescrlbed time. B

Commits hlmself/herself to help attain the. targets of hls/her ofﬂce by
assisting-co- employees who fail to perform all assigned tasks

Regularly: reports to work on time, logs in upon arrival, secures pass shp

when going out on- personal matters and logs out upon departure from
. work. ' = _
7. Keeps accurate records of her work Wthh is easrly retrievable when : @ 4139211
~ needed. S 1 '

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

- offrce to |ts cllents
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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 cntlcal towards the
~attainment of the functuons ofthe umver3|ty ‘

w
N

“10. Maximizes office hours during lean periods by performmg non- routme
" functions the outputs of which results as a best practice that further - (
“increase effectlveness of the office or satlsfacnon of clientele. ’

11. Accepts objective criticisms and opens to suggestions and mnovatlons for
- improvement of his work accomplishment. '

_v =3 4
(§8)
N

V 12, Willing to be tra_med and developed. -

., e _ Totalscore | 86
B. Leadership & Management (Forsuperwsors anIy to be rated by hlgher B S'cale L
- superwsar) o . - e
I 1. Demonstrates mastery and expertlse in all areas of “‘work to gain trust 1 5 : 4 E 312

respect and conﬁdence from subordmates and that of hlgher superiors.

2. ,V|Sionary and creative to draw strateglc and specific- plans and targetsof | |
“the ofﬁce/department ahgned to that of the overa!l plans of the| 5 | 4 |32
. umversnty . g o

3. Innovates- for the purpose of lmprovmg efﬁcnency and effectlveness of the | ; |
~operational processes and functlons of the department/ofﬁce for further 514|312
satxsfactlon of cllents ' : R R s

4. Accepts accountablltty for the overall performance and |n dehvermg the, RO R

'output requnred ofhls/herumt R o | 3 4 : 312
15, Demonstrates, teaches, monitors, coaches and motlvates subordinates |
for their improved efficiency-and effectiveness in accomphshmg their : 4 515

assigned tasks needed for the attamment of the cahbrated targets of the
umt : v : o

Total Score”

~ Average Score |

Overall recommendation

W B LIN&
 NameofHeas O
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Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: LEVI G.CASTANAS
Performance Rating: OUTSTANDING

Aim: To sustain the outstanding rating

Proposed Interventions to Improve Performance:

Date: June2018 Target Date: June to December2018

First Step:
To attend trainings and seminars to improved skills as administrative staff

Result:

Efficient in doing his duties as messenger and worked overtime without additional
compensation

Has attended seminar on retirement

Date: June 2018 Target Date:December2018

Next Step:
Attend more trainings and seminars related to administrative work

Outcome: Scout for trainings and seminars outside the university related to administrative/
messengerial 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: C%Q\‘

SUZETTE B. LINA’
Unit Head

Conforme:
Vi >
LEVI G/ CASTANAS

Name of Staff
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