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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P
Name of Administrative Staff: REYNALDO N. GLORIA
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) 3) Numerical Rating
(2x3)
1. Numerical Rating per IPCR Y-ys 70% 7-[v

2. Supervisor/Head's assessment 30%
of his contribution towards L( ((( [ 711/
attainment of office
accomplishments

TOTAL NUMERICAL RATING V. Y
TOTAL NUMERICAL RATING: ‘_/ f(o
Add: Additional Approved Points, if any: 0
TOTAL NUMERICAL RATING: 40
FINAL NUMERICAL RATING gp: %
ADJECTIVAL RATING: Nekd Son( st
Prepared by: . Reviewed by:
(l“h‘
REYNALDO RGLORIA
Name of Staff

Recommending Approval:

Approved:
Vice President for Academic Affairs
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INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

"Exhibit B"

|, REYNALDO N. GLORIA of the Department of Forest Science commits to deliver and agree to be rated on tha attainment of the following accomplishments in accordance with the indicated measures

for the period July to December 2020

REYNALDO RI

DENiIQ PJPEQUE //“/h

Approved:
Ratee Head o’ Unit
Actual Rating Remarks
MFO & PAPs Success Indicators Tasks Assigned Target .
Accomplishment 1 2 3 4
Q E T A
MFO 4 Extension Services
PI 9. Additional outputs
No. of persons trained Assisted in the supervision
of Clonal Nursery workers 4 4/4 (100%) ) )
13 6 1 €
No. of nursery facilities
improved and maintained  |As DFS Forest Nursery staff 10 11/10(110%) & < g
Assisted in forest
F t t. 0, -~ o - pe
rehabilitation and protection P LIS CaREs SRR e 9 B/81100%) 9 & > >
Assisted in tree planting As DFS Forest Nursery staff
activities 4 4/4 (100%) of 4 Y (/
Y

Establish/Planted clonal 3
hidagelga/r d:r? € @ As DFS Forest Nursery staff 4 4/4 (100%) S S £ K
Prepare additional area for . [ ,
it As DFS Forest Nursery staff 1 3/1 (300%) 4 LI L{/ /
facilities ;
maintained/deve|°ped As DFS Forest Nursery staff 3 4/3 (13333%) 4 ‘\{[ {/ \{




bt ®

Performed the following

nursery operations: As DFS Forest Nursery staff

Additional points:

Approved Additional Points (with copy of the approval)

FINAL RATING {.4g

ADJECTIVAL RATING Vra Jahicacdhm
— - e

Evaluated by: Recommending Approval:

DENNIt P. PEQUE DENNI& P.,PEQUE

U\\it ead DeJn, (%FES

Date: |l Date: Q!(@' [

1- Quality

2 - Efficiency

3 - Timeliness
4 - Average

Bagging 2000/month 5000/month (250%) { ¢ J Y
Watering 4 days/week 4/4 (100%) b Ty 5 -
Weeding 3 days 4/3 (133.33%) 47; L{ q 7
Sorting of seedlings 1 week 2/1 (200%) dl 4 \1 /{
Total Over-all Rating
Average Rating 4 45 Comments & Recommendations for Development Purpose:

(msider Tndudin Siplerreatp geeie
(ST . Radk up e povest
9uo»IC\8 . )F/o?/ f{r/\%k“ -"\Pﬁ‘\@h\ﬂk U'P\NL.

Approved by:

/(
BEATRI ﬁ)NIAS

Academic Affairs

Date: [41/' [h




Exhibit |
PERFORMANCE MONITORING FORM
Name of Employee: REYNALDO N. GLORIA
Task Task Description Expected Date Expected Actual Date Quality of Over-All Remarks/Recomm
No. Output Assigned Date to Accomplished | Output* | Assessment endation
Accomplish Of Output**
1 Assists in the Forest Rehabilitation and Very July 1, December 31, | December 31, Impressive | Very May suggest new
Protection Program. Impressive | 2020 2020 2020 Satisfactory | ways for the
implementation of
FRPP.
2 Maintains and develops facilities in Very July 1, December 31, | December 31, Impressive | Very Keep going.
Forest Nursery. Impressive | 2020 2020 2020 Satisfactory
3 Assists in Tree planting acitivity. Very July 1, December 31, | December 31, Impressive | Very Suspension of tree
Impressive | 2020 2020 2020 Satisfactory | planting activity due
to pandemic.
4 Performs nursery operations such as Very July 1, December 31, | December 31, Very Outstanding | Keep up the good
bagging, watering, weeding, and sorting | Impressive | 2020 2020 2020 Impressive work.
of seeds.
5 Supervise and helps Nursery workers. Very July 1, December 31, | December 31, Very Outstanding | Keep going.
Impressive | 2020 2020 2020 Impressive

*Either very impressive, impressive, needs improvement, poor, very poor
**Qutstanding, very satisfactory, unsatisfactory, poor

Prepared by:
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Instrument for Performance Effectiveness of Administrative Staff

Rating Period: July to December 2020
Name of Staff: REYNALDO N.GLORIA Position: Forest Ranger

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.

Descriptive
Rating

Scale Qualitative Description

The performance almost always exceeds the job requirements.
8 Outstanding | The staff delivers outputs which always results to best practice of
the unit. He is an exceptional role model

4 Sati\;fzrgtory The performance meets and often exceeds the job requirements
3 Satisfactory | The performance meets job requirements
> 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 5 @ 3211
experience in transacting business with the office fulfiling and rewarding. A

2. Makes self-available to clients even beyond official time 5|Wi3([2]1

3  Submits urgent non-routine reports required by higher offices/agencies
such as CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory |5 |4 |3 |2 |1 |4 JZ}
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 C@ 4 13 (2|1
delivers outputs within the prescribed time.

5. Commits himself/herself to help attain the targets of his/her office by Bl1413]2]1
assisting co- employees who fail to perform all assigned tasks P

6. Regularly reports to work on time, logs in upon arrival, secures pass slip @ 4 13|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 5
needed.

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

9  Accepts additional tasks assigned by the head or by higher offices even if @
the 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

=) (®
w
N

H
w
N
-t

functions the outputs of which results as a best practice that further 5 3/12(1
increase effectiveness of the office or satisfaction of clientele
11.  Accepts objective criticisms and opens to suggestions and innovations for | 5 ¥ 3|21
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improvement of his work accomplishment

12.  Willing to be trained and developed (”5) 41321

Total

Score 79

B. Leadership & Management (For supervisors only to be rated by higher

supervisor) Scale
1. Demonstrates mastery and expertise in all areas of work to gain trust, 504321
respect and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of 514321

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 |4 |3 |2 | 1
satisfaction of clients.

4. Accepts accountability for the overall performance and in delivering the

output required of his/her unit. ol F LIS B
5. Demonstrates, teaches, monitors, coaches and motivates subordinates
for their improved efficiency and effectiveness in accomplishing their 51al3|2/]1

assigned tasks needed for the attainment of the calibrated targets of the
unit

Total Score ,/1

Average Score ' Q. ¢r

Overall recommendation

DENNIS P. PEQUE
Printed Name and Signature
Head of Office
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EXHIBITL

EMPLOYEE DEVELOPMENT PLAN

Name of Employee : Reynaldo N. Gloria
Performance Rating : 4.46 (Very Satisfactory) July — December 2020

Aim: To improve and increase seedling production in the nursery

Proposed Interventions to Improve Performance and/or Competence and Qualification to
assume higher responsibilities:

Date: July 2020 Target Date: September 2020

First Step:

Monitor Mr. Gloria’'s performance regarding the targeted seedling production in the
nursery

Result:

Seedling production improved and increased but needs further improvement

Date: October 2020 Target Date: December 2020

Next Step:

One-on-one meeting with Mr. Gloria

Outcome:

His performance specific to seedling production has improved.

Final Step/Recommendation:

Requested Mr. Gloria to report on Saturdays to achieve the target seedling production. May
also suggests ways on how to make a progress on purchase of seedling this time of
community quarantine.

Prepared by:

\ \ ,
1 [,
DENN@:\ EQUEKJ/

Unit r\1eac1

Conforme:




