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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P
Name of Administrative Staff: IRISH V. FLORES
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) ) Numerical Rating
(2x3)
1. Numerical Rating per IPCR 4.23 70% 2.96
2. Supervisor/Head's assessment 417 30% 1.25
of his contribution towards
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.21
TOTAL NUMERICAL RATING: 4.21
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING 4.21
ADJECTIVAL RATING: VS
Prepared by: -~ Reviewed by:
JANSE @g@
Name of Staff 7 Department/Office Head
Recommending Approval:
N/A
Approved:
ALELA A. VILLOCINO
Vice President for Students Affairs
and Services
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INDIVIDUAL PERFORMANCE ACCOMPLISHMENT & REVIEW (IPAR) FORM

I, IRISH V. FLORES, of the UNIVERSITY LEARNING COMMONS (LIBRARY) commits to deliver apd agree to be rated on the attainment of the following

accomplishment in accordapge with the indicated measures for the period JULY to DECE 0

“Exhibit B”

Approved: VICENTE A. GIL
Head of Unit
JAN 22 202
Actual Rating Remarks
MFO & PAPs Success Indicators Tasks Assigned | Target Accomplishment QIEIT] A
LS STO1:1SO Pl 2. Percentage of 5S
9001:2015 Aligned implementation at the Erantinic
documents and workplace Serv 80% 90% 3 |3 5 | 3.67
. ervices
complaint processes
Pl 2. Citizen’s Charter
Compliance: . o
LS STO 2 ARTA o B 93% 4| 5| 4433
aligned compliance a. Citizen/client satisfaction
and reporting survey report
requirements No. of articles authored She is just
Expert Services 1 - new to the
system
P! 1. No. of books and e-
books acquired and
processed 25 51 4 4 | 4 4
LS1 Technical
Services b. No. of books classified
and cataloged
c. No. of books encoded in
DLM 25 51 4| 4|4 4




Pl 3. No. of titles of theses,
dissertations, manuscripts,
etc., acquired and processed.

b. No. of manuscripts 25 146 4.33
accessioned )
c. No. of manuscripts Tech!’ucal 166 4.33
classified and Services 50
cataloged
d. No. of manuscripts 50 166 4.33
encoded in DLM
Pl 7. No. of inventory She is just
conducted : 3 new to the
. inventory system
P19. Number of Computers Tsech!'ucal 1 2 5
" s ervices
and/or printers maintained computer
and 1
printer
P! 1. No. of clients availed the
library facilities, services &
resources:
LS2 Reader’s Services a. Printed materials Fronfcllne o5 G 568 5
users Services
c. The use of other 289 S
facilities and services. 75 users
LS3 Repository P! 2. Number of materials for Librarians
o VISCAiana (special 6 titles 3 Z
collection) acquired
Pl 1. Number of activities, 3
meetings, programs activities, 9 S
LS4 Programs/ attended/ assisted/facilitated meetings,
Trainings and etc.
Activities Pl 2. Number of trainings,
webinars attended/ 2 trainings 3 4.67

assisted/facilitated




PI 1. Number of sets of Librarians
" Supporting Documents 1 set of 4 | 4 4
kﬁgﬁzﬁzgnptrz;ﬂw prepared for AACCUP, RQAT, document 1
S COPC, etc. Survey visits
and Institutional T
Accreditation Services p.l 2.‘ Numbgr of HIBRERS ; .2
bibliographies prepared bibliograp 3 4 | 5| 433
hies
Pl. 1 Efficient & customer Frontline
LS GASS 1 Frontline friendly frontline service: Services 0%
Services Zero percent complaint from complaint 0% complaint 5| 4433
clients served
Pl 1. Number of Sections 2 units
supervised, monitored and (Filipinian
coordinated a/ 2 4 | 4 4
LS GASS 2 Admin and VISCAiana
Facilitative Services ; CBLS)
PI 2. Number of Official
documents and receipt 15 official
prepared, issued, document 255 4 | 5433
acknowledged, authenticated S
and inspected
LS GASS 3 Student Pl 1. Number of students who 1
Assistantship availed the student Librarians assigned 1 4 | 3| 367
Management Services | assistantship at the library. SA
Total Over-all Rating 75.99
Average Rating 4.22
VS

Adjectival Rating




Average Rating (Total Over-all rating divided by 19)

Comments & Recommendations for
4.22 Development Purpose:

Additional Points:

Approved Additional points (with copy of approval)

She could benefit from exploring ways to
exceed customer expectations and build

stronger relationships.

FINAL RATING 4.22
ADJECTIVAL RATING VS
Evaluated & Ratg Approved by

VICENTE A. GILOS
Dept/Unit Head

2 2 JAN 204

Date:

1 - Quality 2 - Efficiency 3 — Timeliness 4 - Average

DR. ALELI A. VILLOCINO
VP-Student Affairs and Services

Date: 25 JAN 204




Exhibit |
PERFORMANCE MONITORING FORM
Name of Employee: IRISH V. FLORES
Task Task Description Expected Date Expected Actual Date Quality of Over-all Remarks/
No. Output Assigned Date to accomplished Output* assessment | Recommendation
Accomplish of output**

1 Leads in planning and | Successful July November | November 30, | Impressive Very Close
implementing LIS Month Events/ 2023 30, 2023 2023 Satisfactory | Collaboration with
and National Book Week Activities faculty of VIHS

and VFES is
suggested.

2 Uploads and participates in | Recognition July November | November 30, | Impressive Very
Photovoice  Project  of 2023 30,2023 2023 Satisfactory
NCCA. Photographs of Book
and description.

* Either very impressive, impressive, needs improvement, poor, very poor
** Qutstanding, very satisfactory, satisfactory, unsatisfactory, poor
Prepared by:

b

VICENTE A. GILOS

nit Head




Visca, Baybay
Telefax: (053)

VISAYAS

STATE UNIVERSITY

UNIVERSITY LEARNING
COMMONS (LIBRARY)

City, Leyte, PHILIPPINES
565-0600; Local 1055

Email: library@vsu.edu.ph

Website: www.vsu.edu.ph

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: JULY-DECEMBER 2023
Name of Staff: IRISH V. FLORES Position: COLLEGE LIBRARIAN |

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 staff
5 Outstanding delivers outputs which always results to best practice of the unit. He is an

exceptional role model

4 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 5 (@? 31211
transacting business with the office fulfilling and rewarding.

2. Makes self-available to clients even beyond official time 5 ,43 3121

3 Submits urgent non-routine reports required by higher offices/agencies such as
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within | 5 (9 31211
specified time by rendering overtime work even without overtime pay

4. Accepts all assigned tasks as his/her share of the office targets and delivers 5 <L4) 31211
outputs within the prescribed time. -

5. Commits himself/herself to help attain the targets of his/her office by assisting co- ( 5 4 13121
employees who fail to perform all assigned tasks e

—| 6. Regularly reports to work on time, logs in upon arrival, secures pass slip when ( j) ¥ 21

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. 54 D3 |2 |1

8.  Suggests new ways to further improve her work and the services of the office toits | 5 < 4\> 31211
clients -

9  Accepts additional tasks assigned by the head or by higher offices even if the 5 (,4\> 3121
assignment is not related to his position but critical towards the attainment of the ~
functions of the 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 | 5 ( 443121
office or satisfaction of clientele
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Mission:
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| .

11.  Accepts objective criticisms and opens to suggestions and innovations for bY443 2 11
improvement of his work accomplishment L~
12. Willing to be trained and developed 5(4)3[2]1
Total Score 50
B. Leadership & Management (For supervisors only to be rated by higher Scale
supervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect and s1al3l2]1
confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of the slal3|2]1
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 satisfaction | 5 |4 | 3 | 2 | 1
of clients.
4. Accepts accountability for the overall performance and in delivering the output
: . , 5141321
required of his/her unit.
5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasksneeded | 5 |4 | 3 {2 | 1
for the attainment of the calibrated targets of the unit
Total Score
Average Score |  4.11
| [ ]
Overall recommendation : N
VICEN\TJJKA. GILOS
Printed Name and Signature
Chief Librarian
Vision: A globally competitive university for science, technology, and environmental conservation. FRGe ¥
Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge PR ES

and innovative technologies for sustainable communities and environment.
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Exhibit L

EMPLOYEE DEVELOPMENT PLAN
Name of Employee: IRISH V. FLORES
Performance Rating: JULY-DECEMBER 2023
Aim:
Proposed Interventions to Improve Performance:

Date: DECEMBER 2023  Target Date: JANUARY 2024

First Step:
Coaching on the importance of making customer satisfied with the services.

Result:

Date: JANUARY 2024 Target Date: JUNE 2024

Next Step:

Consider sending her to a seminar-workshop on Customer Satisfaction and
Excellent Service.

Qutcome:

Final Step/Recommendation:

Sre g /(//* /
Prepared by: \Zu(_g

VICENTE A. GILOS
Conforme: ‘ﬁ\g
IRISH V. FLORES

Unit Head
Namé of Ratee Faculty/Staff




