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Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR

ADMINISTRATIVE STAFF
Name of Administrative Staff: REYNA MAE C. CAINTIC
1) Nuomerical Percentage Weight Equivalent
Rating (2) 3 Numerical Rating
(2x3)
1. Nuomerical Rating per [PCR 4.60 70% 322
2. Supervisor/Head s assessment 4.83 30%
of his contribution towards 186
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.67
TOTAL NUMERICAL RATING: 4.67
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING 4.67
ADIJECTIVAL RATING: o
Prepared by: Reviewed by:
ROSARI%A.LS/ALAS
Department/Office Head
Recommending Approval: ﬂ\“}s
VICTOR B. ASIO
Dean/Director

Approved:

searagd s Blomus

Vice President
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“Exhib it B”

INDRSIDLL PERFD RL\EE CORMPAMIERT 8 REVIEWS FORM [ IPCR) ( !

[, REYMA BMAE OC, CAINTIC, of the Department of Horticulture commits to deliver and agree to he rated on the attainrment of
the following tangets in accordance with the indicated measures for the period January to June, 2018,

IS
/; /
REYME TAAE . CAINTIC Approvedd: BOSAR MM&
Head of Unit
Ratirg Re rmarks
WIFD 8: PAPs Ird lcato Tas ks 85 igned Tamet petial - T -
Success 1] a
ueces 8 e Sccomplis hmea nt a A
Pesaardt Seryioss b, of resegrch Lead in lared ard seedling preparation, a a 5 4 4 431
[y o B planning, s1ating, plamirg, hareesting o
maimainedyprepa produne.
red
are dred mainmena me
b, of data Data gathered, recanded, 10 15 5 % 5 k3
Fat tered aralyzed @ nd 13 bulated
ko, of repons Submitted reporis 3 3 5 5 4 &
mache subrmited
o, of latorers S uper e latovers 4 4 k) % 4 45T
ma nagedfsupzrs sed in1he
nursery
Cthes tashes i by, o reporis rmade fr STF Subraited repons [ & L 5 4 36T
aaport 1o reseanth Proget boca lby G roven egena bils
T Sewds
Oher fawtions in ko of st wdem Hold class wben conoerred 1 3 5 k] S S
suppert to A e fies assisted i ruciar s on frave|
iresteuciion
Procior inewa niingt bans
i a ] 4 ) 46T
bha, of b boratories blaimaired 1 be 1 issoz coh ure 1 1 4 ) 4 433
rod i g ined b baratiarkes
Mo, of communi s semed as bember ol wonrk jng a i 5 3 2 4 BT
member committess fir viy
Anniversdry
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Total Over-all

Rating

4.19

Average Rating (Total Over-all rating divided by 4) 4,19 Comments & Recommendations
Additional Points: for Development Purpose:
Punctuality 5.0 -
Approved Additional points (with copy of approval) { é(f/l) /1,1" 0(%
FINAL RATING 4.60
ADJECTIVAL RATING OUTSTANDING
Recommending Approval: Approved:

Evaluated and Rat?t

ROSARIO A. SALAS

Head, DOH
Date:

1 -Quality 2 - Efficiency 3 —Timeliness

/

VICTOR B. ASIO

Dean, CAFS (f
Date:

L4

BEATRIZ S. BELONIAS
Vice President Instruction
Date:

4 — Average
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Annex O

instrument for Performance Effectiveness of Administrative Staff

Rating Period: _ Jonuary — Jone 2018

Mame of waff REO BAE C. CAINTIC paosition: SRA

Instruction to supervizor: Plesse avaluste the effactiveness of your subordinate in contributing towards
sttzinment of the calibrated targets of your depanment/office/center/college/campus using the scale below.

Encircle vour rating.

Sezis Gescriptive Rating Guzlitative Description

S Cutstanding The performance almost always exceeds the job requirements. T‘ne taff
delivers outputs which always results to best practice of the unit. He is an
sxceptionairoie modsl

4 Very Satisfaciory The performance meets and often excesds the job requirements

3 Satisfactory The performance masts job requirements

Z Fair The performance needs some development to meet job requirements
i Poor The staff fzils to meet job reguirements

A. Commitment {both for subordinastes and supervisors)
m

1. Demonstrates sensitivity 1o client’s needs and makes the jatter's experiencein ( 4131211
ransacting business with the office fulfilling and rewarding \/A

2. Make seif-availabie to clients beyond officiaitime { g 31211

3. Submit urgent non-routine reports required by higher offices/agencies such as 4131211

CHED DRM, OS50, DOST, NEDA PASUL and similar reguiatory agencies within
S{BECﬁ‘SEd time by rendering overtime work even without overtime pay

CR

4. Accepts 3l assigned tasks as his/her share of the office targets and delivers outputs (
within the prescribed time

5. Lommits himsel fherself to help attain the targets of his/her office by assisting co-
empioyees who fail to perform al assigned tasks

P

2l

Regularly reporis to work on time, logs in upon arrival, secures pass siip when going (
out on personal matters and logs out upon departure from wer&

Q!

7. Keeps accurate records of her work which is easily retrievable when needed SHEEEE
8. Suggests new ways tofurther improve her work and the services of the officeto its =4 @ 37201
chents
3. Accepts additionaltasks azsigned by the head or by higher offices even if the 72 d |3 |2 |1
assignment is notrelated to his position but critical towards the attainment of the <./
functions of the university A
10, Maximizes office hours during lean periods by performing non-routine functionsthe /504 |3 12 |1
outputs of which results as 2 best practice that further increase effectiveness of the
office or satisfaction of clientele N
11. Accepts objective criticisms and opens to suggestions and innovations for ( spa 3 pigl
improvement of hiz work accomplishment
. Wiilling io be trained and developed §13 1211
TOTAL 5CORE LB
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supervizor) Scale

1. Demonstrate mastery and expertise in all areas of work to gain trust, respect and
contidence from subordinates and that of higher superiors :

2. Visionsry and crestive to draw strategic and specific plans and targets of the 413132
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 proceszes and functions of the department/office for further
satisfaction of clients

4. Accepts accountability for the overali performance and in delfivering the output 4 {3 {2

required of his/her unit

%. Demonstrates, teaches, monitors, cosches and motivstes subordinates for their
improved efficiency and effectiveness in accomplishing their azsigned tazks nesded
for the attainment of the calibrated targets of the unit

CICEN;ICIS

TOTALSCORE

AVERAGE SCORE

Owverall recommendation

Rﬁiﬁ.ﬂ%“gﬁ.ﬁﬁ

Name of Head







Exhibit L
EMPLOYEE DEVELOPMENT PLAN

Neme of Employes REVNA MAE C. CAINTIC_
Perfosnance Rading: Outstandmg

Awme  To sxi_st_a?n the Cutstanding rating

Pioposed Inmﬁgmﬁons  to Improve Performance:

Date: Jamnary 2018 — Target Data:  June 2018

Firzt Step: To be able! to sttend and parhicipate in anings seminars/conferences
and scienfific form. Te,) be able to help improve the DOH vegetable project

Result Attended ;ﬁainiﬁg,semi:ms and sdentific forom

Maintsined and helped img‘?mve the vegetable project

Date: __ July 2018 . __ Taget Date: __December 2018

Next Step:
Outcome:

Final Step/Recommendation:

To fimich my PhD dezree

Prepared by: %/
ROSARIQ A SATAS

Ut Head

Rl _,,‘gg{i,_;w-fﬂ? [l CA]NTIC
{ pf/Ratee Faculty/Stff







