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Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administrative Staff: HENRY P. MODINA

Particulars Numerical Percentage Weight Equivalent
Rating Numerical Rating
)] 2 (3) (2x3)
1. Numerical Rating per IPCR 4.78 70% 3.35
2. Supervisor/Head's assessment 30%
of his contribution towards 475 1.43
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4,78
TOTAL NUMERICAL RATING: 4.78
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING: 4.78
FINAL NUMERICAL RATING 4.78
ADJECTIVAL RATING: OUTSTANDING
Prepa'r::E‘l‘all);’~/X Reviewed by:
HENRY P. MODINA LYNETTE T-CIMAFRANCA
Name ofl Staff Department/Office Head

Recommending Approval:

Approved:

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

“Exhibit B”

|, HENRY P. MODINA of the Department of Food 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 June 2024.

Approved:
HENRY R. MODINA LYNETTE é% MAFRANCA
Ratee Department Head
July 80,3024 July 20, 2y
Actual Rating Remarks
MFO & PAPs Success Indicators Tasks Assigned Target Accomplishment Qt E? g A?
Messengerial Services Number of Documents 30 45 5 5 4 4.67
memoranda and delivered within
other documents specified time
served within the day
of receipt
Number of Processed 25 50 5 5 4 4.67
documents documents for
processed for approval to
approval respective units
Follow-up documents | Followed-up 250 275 5 o 4 4.67
for approval in documents and
different units accomplished
transactions
Number of forms Submitted and 500 505 5 5 5 5.00
facilitated, submitted | delivered forms
and delivered
Janitorial Services Number of offices Maintained and 10 10 5 4 5 4.67
maintained & cleaned offices
cleaned




Number of Lec/Lab | Maintained and cleaned 4 4 5 4 5 4.67
rooms maintained lecture and laboratory room
Maintained cleanlines{ Maintained cleanliness in 90% 80% 5 5 5 5.00
in the department the dept.
surroundings
General Efficient and customel General Services No | No complaint |5 5 |5 5.00
Administration friendly frontline S
and Support service
Services (GASS)
Total Over-all Rating 43.02
i Average Rating (Total Over-all rating 4.78 Comments & Recommendations
divided by 4) for Development Purpose:
Additional Points:
Approved Additional points (with copy of Recommend attendance to trainings
approval)
FINAL RATING 4.78
ADJECTIVAL RATING OUTSTANDING

Evaluated & Rated by:

LYNgTTE%MAFRANCA

Department Head
Date: iy %, 99

1 — Quality

Recommending Approval:
B. LINA

ow 713084
_GJZET B.L

College Dean

Date: \_}‘_Jg ao,omi

2 - Efficiency 3 — Timeliness4 — Average

ROTACIO S. GRAVOSO

Vice President for Academic Affairs

Date:  fwn. 1, 2004




TRACKING TOOL FOR MONITORING TARGETS

“Exhibit H”

Major Final
Output/Performance
Indicator

TASK

ASSIGNED TO

DURATION

TASK STATUS

1st
Week

2nd 3rd
Week | Week

4th
Week

REMARKS

MFO 1. Advanced

& Higher Education Services

Pl 1. Instruction

Teaching

All Faculty

January —
June 2024

v v

Teach the
following
subjects:

2" Sem. SY 2023-
2024:

Undergraduate
subjects:

FTec 162, 197,
181, 142, 166,
199, 132, 150
124,151, 152,
200, Chem 140

Graduate
Subjects:
FTEC242, 234,
221, 232, 296,
222,300

Prepared and
submitted
Table of
Specifications

All Faculty

JANUARY
—JUNE
2024

TOS for Midterm
and final exam:
2" Sem. FTec 162,
197, 166, 199,
132,150, 124,
151, 152

Graduate
Subjects:
FTEC296

Conducted
Teaching
Performance
Evaluation by
Supervisor
for 2™ Sem
SY 2023-2024

Department
Head

MARCH-
MAY 2024

2" Sem SY 2023-
2024:

FTec 152 Conde,
FTEC222 Patindol,
FTec 166
Cimafranca, FTec
199 Cimafranca,
FTec 151 Tan, FTec
124 Mesias, FTec
150 Galvez, FTec
132 Valdevieso,
FTEC242 Cerna,
FTec 142 Cerna,
FTec 132 Emnace,
FTec 162 Cayetano

Reviewed/
Approved Thes|
Qutline/Manus
ipts/Lab

Exercises

All Faculty

JANUARY
-JUNE
2024

o Reviews Thesis
Qutline

e Reviews Manuscript
(Thesis)




Spent Hours All Faculty JANUARY- As Academic Advisers,
for Students JUNE 2024 GAC Chairman and
Consultations Members & other
Committees involving
student consultations
LCCimafranca | JANUARY- Entertained and
JUNE 2024 spent hours for
Students, Faculty and
Staff Consuitation as
Department Head;
ncluding clients from
outside institution
Gives All Faculty JANUARY- Gives quizzes and
Assignments, JUNE 2024 long exams as agreed
g in the class
Quizzes,
Exams, etc.
RESEARCH AND EXTENSION
Conducts LCCimafranca,| January- Strengthening
research and | LAGalvez, December Processing Skills,
extension ICEmnace 2024 E?:j:ifgj;:&fan d
Development of
Business Managemen
Skills Among Small
Scale Food Processorsg
of Albuera and
Inopacan, Leyte - A
Follow - Up Project
ICEmnace, January - Developing a Smart
EBCayetano June 2024 and Sustainable
Disaster Risk
Management
Model for Eastern
Visayas
ICEmnace, January — Formulation and
JBCerna, December Process
LMValdevieso | 2024 Improvement and
Establishing
Process Schedule
of Retorted
Tableya-Flavored
Soya Beverage
LCCimafranca, | January - Development of
JAMabuto December High Value Fish and
JBCerna 2024 Vegetable Products
(Phase 1)
ICEmnace January- Evaluation of
RDLauzon December Functional
EBCayetano 2024 Properties and
Structural Features
of NSIC Cassava
Varieties
Organized/Fa | ALLFACULTY January- As resource
cilitated and December PEfeRi,

o participant,
participated 2024 presenter and
trainings and facilitator
webinars
Prepares ALL FACULTY January- As organizer
training December
design, 2024
training




completion
report and
proceedings
Entertain ALL FACULTY | January- v V) V) v
clients for December
consultation 2024
MFO 4. Administration Services
Signs LCCimafranca | january- v v v v | As Dept. Head
appointments, December
requests and 2024
other official EBCayetano, January- v v v v As members of the
documents JBCerna, , December DFST Committees
ICEmnace, 2024
LAGalvez,
ICPMesias,
JAMabuto
LMValdevieso
Attends All Faculty January- As scheduled Department Meetings
meetings December
2024
LCCimafranca | January- As scheduled Execom meetings as
December Dept. Head & as
2024 College Secretary
Prepares LCCimafranca | January- As scheduled As college secretary
minutes of December
meetings 2024
EBCayetano | January- After the scheduled meetings | As Dept.
December Secretary
2024
Reviews LCCimafranca | January- v v v As Dept. Head
communicatio December
ns, letters, 2024
requests and
appointments
Releases PPVISTAL January- v v v As Dept.
students December clerk/DDRC
forms, 2024
certification
s, permits
and other
communica
tions.
Delivers, PPVISTAL, January- v v v Continuing Process,
processes HPMODINA | December f:;;‘;!::t' CJO' Iob
and 2024 ’
facilitates
documents
Files PPVISTAL January- v v v Incoming
documents Decerber
2024 other offices.
Photocopies | PPVISTAL January- v \' \ Payrolls, Memos,
documents and December Zﬂp‘?gi:t::;i's sand
other 2024
communicatiof




Prepares PPVISTAL January- |V v \' v As DDRC
Annual report December
2024
Clean the HPModina January- |V v v v
rooms, December
offices and 2024
DFST
Grounds

Prepared by:

LYNETTE %AFRANCA

Department Head




EXHIBIT L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee : HENRY P. MODINA
Performance Rating : Outstanding

Aim: To improve percentage of documents processed performance on faculty requests
and maintenance of the DFST surroundings including CR'’s.

Proposed Interventions to Improve Performance.

Date: January 2024 Target Date: June 2024

First Step:

Monitor Mr. Modina’s performance in processing of documents, faculty requests and
maintenance of the sorroundings.

Result:

Requested documents were facilitated and prepared on time and DFST cleanliness were
maintained.

Date: July 2024 Target Date: _December 2024
Next Step:

Attendance to trainings related to his functions.

Qutcome:

Final Step/Recommendation:

1. Require Mr. Modina to stay in the office after delivery of documents to different offices in
the university. Comfort rooms should be cleaned twice a day one in the morning and
afternoon.

2. Recommend attendance to trainings.

Prepared by:

LYNETTE C%AFRANCA
Unit Head
Conforme:

HENRY P. MODINA
Ratee



DEPARTMENT OF

VISAYAS FOOD SCIENCE &

STATE UNIVERSITY TECHNOLOGY

Instrument for Performance Effectiveness of Administrative Staff

Rating Period: January-June 2024
Name of Staff: Henry P. Modina Position: Administrative Aide Ill

instruction to supervisor: Piease evaiuate 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

s 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 .Very The performance meets and often exceeds the job requirements
Satisfactory
3 Satisfactory | The performance meets job requirements
2 Eair 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 is/ 4131211
experience in transacting business with the office fulfilling and rewarding.
2. Makes seif-availabie to ciients even beyond official time 5)4(3(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 @ 3121
agencies within specified time by rendering overtime work even without
overtime pay

T\

4. Accepts all assigned tasks as his/her share of the office targets and (&‘ 413 (2|1
delivers outputs within the prescribed time. B

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

6. Regularly reports to work on time, logs in upon arrival, secures pass slip ( 504131211
when going out on personal matters and logs out upon departure from
work. . 9

7. Keeps accurate records of her work which is easily retrievable when /504321
needed. ] 1o 4

8. Suggests new ways to further improve her work and the seivices of the 5f4)3(2(1
office to its clients
DEPARTMENT OF FOOD SCIENCE AND
TECHNOLOGY
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9  Accepts additional tasks assigned by the head or by higher offices evenif| 5 |4 |3 |2 | 1
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

functions the outputs of which results as a best practice that further [ 5/ 4131211
increase effectiveness of the office or satisfaction of clientele YL
11. Accepts objective criticisms and opens to suggestions and innovations /5 14 13 12 11
for improvement of his work accomplishment oo
12. Willing to be trained and developed 15)4(3]2]1
Total Score |"5+7/ (40
B. Leadership & Management (For supervisors only to be rated by higher ale
supervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, 514032101
respect and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of 5lalalaly
&

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 14 {3 |2 | 1
satisfaction of clients.

4. Accepts accountability for the overall performance and in delivering the
output required of his/her unit.

5. Demonstrates, teaches, monitors, coaches and motivates subordinates
for their improved efficiency and effectiveness in accomplishing their
assigned tasks needed for the attainment of the calibrated targets of the
unit

Total Score \9

Average Score 448

Oyerall recommendation: : /) g
f#:;i‘ 1 /\. _‘ )] )l5 Ps ;,(: '41.1 «-7;“:;’:‘,‘} ,/ };\,:”:- ., a L (/1} ( / /C }(f// Ut e
y2) 1,; T/Vx, - [ f"z.y.&./’,"j’ /n "’{/‘f’-/ // 7% =
W oerotle in
"3,}1’5 72 /22/ 21/
LYNETTE CSCIMAFRANCA
Immediate Superwsor

A } N s
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