O O
VI SAYAS DEPARTMENT OF

ARTS, LANGUAGES,
STATE UNIVERSITY LITERATURE

Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administrative Staff: JEFREY M. TUMULAK

Particulars Numerical Percentage Weight Equivalent
Rating Numerical Rating
(M) (2 3 (2x3)
1. Numerical Rating per IPCR 4.96 70% 3.472
2. Supervisor/Head's assessment 30%
of his contribution towards 475 1.425
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.897
TOTAL NUMERICAL RATING: 4.897
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING 4.897
ADJECTIVAL RATING: OUTSTANDING

Reviegg gyl a
MARIA VANESSA E. GABUNADA

Department Head, DALL

Approved: 4
ROTACIO S. GRAVOSO

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

"Exhibit B"

|, Jefrey M. Tumulakof the Department of Arts, Languages, and Literature commits to deliver and agree to be rated on tha attainment of the following

accomplishments in accordance with the indicated measures for the period January-Jjune 2024.

JEBM UMULAK

MAR

ANESSA E. GABUNADA

GLENN G. Pil’gES

)
Adwe il Department Head College Dean
Date: July 12, 2024 Date: ]_Q_JU[ NI Date:
. ) ; Actual Rating Remarks
MFO & PAPs Success Indicators Tasks Assigned Target Accomplishment | 7| E2| T° re
General
Administration and
Support Services
(GASS)
Messengerial Number of documents delivered |Delivers and follows-up 95% of documents 100% of 5|55 500
Services and followed-up documents on time documents '
Maintenance of Number of classrooms, offices,  |Maintains the cleanliness and |95% of assigned
Clea_nlu.1ess and building and comfort rooms orderliness of offices, areas 97% of assigned
Sanitation cleaned. classrooms, 5| 54| 467
ol : areas
building/surroundings and
comfort rooms
Number of trashcans/trashboxes |Implements solid waste 95% of assigned o .
s 95% of assigned
maintained management and proper areas drias 5| 5|5 500
segregation of waste
Number of offices & classrooms [Opens and closes doors and |95% of assigned
windows and doors opened and  |windows of offices and ~ |areas 98% of assigned
5|1 5|5]| 500
closed classrooms before and after areas
office hours & classes.
Ground/Building Number of plant boxes, walls and [Cleans plant boxes, walls and |95% of assigned 6874 of asslanbd
Improvement and celings of offices and classrooms |ceilings of offices and areas ¥ il 9 5156 |5]| 500
Landscaping cleaned classrooms
Number of gutters drained and Drains the gutters and cleans |95% of assigned 96% of assigned 5155 500
canals cleaned the canals areas areas )
Number of dept. surroundings Cuts down/mows the 95% of assigned 98% og assigned
4 5] 5|5]| 500
mowed and cleaned surroundings of the dept. areas areas




Y

\.

Mimeographing Number of test papers and Operates the copy printer 95% of test papers 100% of test

Services instructional materials reproduced [machine and IMS and other apers 5| 6|5] 500
documents P

Other Services Number of department activities ~|Repairs damaged 95% of requests 95% of requests | 5 | 5 | 5| 5.00

Total Over-all Rating 44.67

Evaluated & Rated by:

Average Rating (Total Over-
all rating divided by number of
entries)

4.96

Additional Points:

Approved Additional points
(with copy of approval)

FINAL RATING

4.96

ADJECTIVAL RATING

OUTSTANDING

A E. GABUNADA

DepartmenE)Hjﬁi 'th

Date: 1

Recommending Approval

GLENN G. PAJARE%{

College Dean v
Date:

Comments & Recommendations for
Development Purpose: Mr. Tumulak is a
great asset to the department. He
performs his functions proficiently. He is
advised to attend trainings for the
development of his career.

ROTACIO S. GRAVOSO
Vice President for Academic Affairs

Date:




“Exhibit G”
PERFORMANCE MONITORING & COACHING JOURNAL
v st | @
il o '
2nd A
R
3rd T
E
Name of Office: Dept. of Arts, Languages, and Literature S R
Head of Office: Maria Vanesaa E. Gabunada
Number of Personnel: 24 (17 regular faculty; Part-time; admin staff)
MECHANISM
Activity Monitoring Meeting Others (Pls. Remarks
Memo 5
One-on-One Group specify)
Monitoring The Faculty and
Department staff
Teaching-related Head attendance are
concerns conducted the monitored
(attendance, classroom (biometrics and
classroom observations logbook). They
management and and conducted are made to
instruction). The meetings review
monitoring of faculty relative appropriate
was continuously thereto. teaching
conducted during strategies and
the first semester, classroom
SY 2023-2024. management
to improve
performance in
instruction.
Coaching The faculty The faculty The faculty
concerned was was called concerned was
1. Daisy P. informed of her regarding informed of the
Acoritay TPES concerns the TPES TPES results

again. She was
given a chance
to voice out her
reaction to the
TPES results.
She informed
the Head that
her classes are
too crowded
and too hot
(high heat
index) as well

results of the
15t semester
SY 2023-
2024.

of the 1%t
semester SY
2023-2024 and
was given
advice and
reminders by
the Department
Head.




as conflict of
class
schedules. She
also informed
the Head that
she got busy
with the
completion of
her dissertation.
Ms. Acoritay
assured the
Head that
specific
adjustments
would be made
to address the
issues.

A discussion
also ensued
regarding ways
and means to
ensure better

TPES results.

2. Jade Barachiel | The faculty The faculty The faculty

Bantasan concerned was was called concerned was
informed of her regarding informed of the
TPES concerns the TPES TPES results
again. He was results of the | of the 1st
given a chance 1st semester | semester SY
to explain his SY 2023- 2023-2024 and
reaction to the 2024. was given
TPES results. advice and
He informed the reminders by
Head that he the Department
was also Head.

surprised of the
TPES result as
he only
followed the
syllabus and
the learning
guide to all his
classes. He
further
explained that
maybe it was
due to the
crowded class
size and the
unholy class
schedule as
well conflict of
class
schedules. Mr.
Bantasan




assured the
Head that
specific
adjustments
would be made
to address the
issues.

A discussion
also ensued
regarding ways
and means to
ensure better
TPES results.

3. Kay T. Juanillo

The faculty
concerned was
informed of her
TPES concerns
again. She was
given a chance
to voice out her
reaction to the
TPES results.
She informed
the Head that it
was her first
time to handle
Humn 13n. She
said that the
there were too
many topics in
the syllabus
and learning
guide and
admitted that
she was not
familiar with
some of the
topics. Ms.
Juanillo
assured the
Head that
specific
adjustments
would be made
to address the
issues.

A discussion
also ensued
regarding ways
and means to
ensure better
TPES results.

The faculty
was called
regarding
the TPES
results of the
1st semester
SY 2023-
2024.

The faculty
concerned was
informed of the
TPES results
of the 1st
semester SY
2023-2024 and
was given
advice and
reminders by
the Department
Head.

4. Paula Nadrea M.
Paquibulan

The faculty
concerned was
informed of her

The faculty
was called
regarding

The faculty
concerned was
informed of the




TPES concerns
again. She was
given a chance
to voice out her
reaction to the
TPES results.
She informed
the Head that
she was also
surprised of the
TPES result as
she only
followed the
syllabus and
the learning
guide to all his
classes. Ms.
Paquibulan
assured the
Head that
specific
adjustments
would be made
to address the
issues.

A discussion
also ensued
regarding ways
and means to
ensure better
TPES results.

the TPES
results of the
1st semester
SY 2023-
2024.

TPES results
of the 1st
semester SY
2023-2024 and
was given
advice and
reminders by
the Department
Head.

5. Gernah May Y.
Santianes

The faculty
concerned was
informed of her
TPES concerns
again. She was
given a chance
to explain her
reaction to the
TPES results.
She informed
the Head that
she somewhat
expected it due
to her class
schedule
conflict. She
found it hard to
navigate
blended class
schedule that
would only
meet once a
week due to
class conflict.

The faculty
was called
regarding
the TPES
results of the
1st semester
SY 2023-
2024.

The faculty
concerned was
informed of the
TPES results
of the 1st
semester SY
2023-2024 and
was given
advice and
reminders by
the Department
Head.




Ms. Santianes
assured the
Head that
specific
adjustments
would be made
to address the
issues.

A discussion
also ensued
regarding ways
and means to
ensure better
TPES results.

Note: Please indicate the date in the appropriate box when the monitoring was conducted.

Conducted by: Noted by:

12 A
MARIA VANESSA E. GABUNADA GLENN G.;FXAJARQ
Immediate Supervisor Next Higher Supervisor




TRACKING TOOL FOR MONITORING TARGETS

“Exhibit H”

Major Final Output/
Performance Indicator

TASK

ASSIGNED TO

DURATION

TASK STATUS

April-
June
2023

July-
Septem
ber 2023

Octob
er-
Decem
ber
2023

REMARKS

MFO 2. Higher
Education Services

Pl 1. Number of FTE
coordinated and
implemented

Teaches GE, ABEL, Foreign

Languages, affiliated
courses/subjects

Prof. Michael Carlo Villas
Ms. Paula Nadrea M.
Paquibulan

Ms. Gernah May
Santianes

Enaya

Prof. Rhodora Bande

Dr. Annie Parmis

Dr. Cherry Rola

Prof. Sheena Mae Lubrio
Prof. Daisy Acoritay

Ms. Kay Juanillo

Ms. Corazon Padilla

Mr. Jade Barachiel
Bantasan

Ms. J-Annie Ebit

Part-timers

Agordo, Dyan
Ballada, Marisa
Goles, Junrey
Laurejas, Rechilyn
Torno, Archie
Sorono, Ramon Ryan
Pitogo, Heziel

January-
July 2024

Actual accomplishments
exceeded the targets

Pl 4. Student Advising

Assists students through

Ms. Paula Nadrea M.

January -

The faculty provided




and Consultation Services | thesis and academic Paquibulan July 2024 interventions for the
Coordinated advising to college and Ms. Gernah May improvement of the students’
masteral students Santianes performance

Ms. Precious Domingo

Prof. Rhodora Bande

Dr. Cherry Rola

Ms. Sheena Mae Lubrio

Ms. Daisy Acoritay

Dr. Annie Parmis

Prof. Michael Carlo Villas

Ms. Kay Juanillo

Mr. Jade Barachiel

Bantasan

Ms. Corazon Padilla

Ms. J-Annie Ebit
Pl 5. Number of Develops/revises All faculty members January - Followed the format prescribed
instructional materials instructional materials July 2024 by the university
developed/revised and (Table of Specifications)
utilized
PI 6. Number of grade Assesses students and All Faculty Members January - Due for submission at the end
sheets submitted on submits grades to measure July 2024 of semester
prescribed period students’ performance
MFO3. Research
Services
PL2. Number of Articles Submits articles for Research Faculty January - Published in international and
Published in Peer publication July 2024 national/local peered journals
Reviewed Journal
PL3. Number of Research | Serves as project and Ms. Ma. Vanessa E. January - Netspeak and its influence to
Approved and Conducted | component leaders Gabunada July 2024 the Language Skills of VSU

Ms. Daisy Acoritay

Prof. Michael Carlo Villas
Ms. Kay Juanillo

Dr. Precious C. Domingo

Students.

Variants of Waray and Cebuano
in selected Towns on leyte
Island.

Sugat: Stories and Science for
Susutainability

MFOS5, Extension
Services




Pl 5. Number of Extension | Serves as project leader Mr. Michael Carlo Villas January - Sugat: Stories and Science for
Projects Conducted and component leaders July 2024 Susutainability
MFO 5. Support to Participates in all activities Faculty and Staff January - Participated actively in all
Operations conducted by the July 2024 activities
department, college and the
university
Pl 4. Number of in-house | Attends/participates to Faculty and Staff January - Faculty and staff actively
seminars/trainings/works | webinars July 2024 participated in webinars
hops/reviews
conducted/attended
Performs other functions Faculty and Staff January - Performed other functions duly
assigned by the head, dean July 2024 assigned to the faculty and staff
and the university
MFO 6. General
Administration and
Support Services
(GASS)
PI 1. Number of rooms Supervises in the January -
maintained maintenance July 2024
PI 3. Number of hours Spends one (1) hour per Ms. Ma. Vanessa E. January -
spent on monitoring week or 40 hours per year in | Gabunada July 2024
monitoring on in logging
in/out, and on classes
handled by DALL faculty".
PI 4. Number of hours Spends 1 hour per month or | Ms. Ma. Vanessa E. January -
spent on coaching 5 hours per year in coaching | Gabunada July 2024
(by individual/group)
Conducts regular meeting Ms. Ma. Vanessa E. January -
with DALL staff/faculty at Gabunada July 2024
least six (6) times a year
PI 5. Number of hours Assigns the faculty Ms. Ma. Vanessa E. January -




spent on performance members faculty workload Gabunada July 2024
tracking and/or work assignments
Pl 7. Number of Signs and approves request | Ms. Ma. Vanessa E. January - v v
documents attended and letter, grade sheets, syllabi, | Gabunada July 2024
served and other pertinent
documents
Pl 8. Zero percent Zero complaints from clients | Ms. Ma. Vanessa E. January - v v no valid complaints
complaint from client served Gabunada July 2024
served
P9 Additional Outputs
Number of documents Preparation and submission | Ms. Ma. Isalie A. Abcede January - v v Actual accomplishments meets
prepared and submitted of office requests and Mr. Jefrey Tumulak July 2024 targets

on time

recommendations, faculty
workload reports, Daily Time
Record (DTR), leave
application, cash advance
and reimbursement,
procurement, contracts,
appointments, payroll, class
roster, grade sheet, and
other documents.

Prepared by:

MARIA VANESSA E. GABUNADA
Department Head
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Instrument for Performance Effectiveness of Administrative Staff

Rating Period: JANUARY-JUNE 2024
Name of Staff: JEFREY M. TUMULAK Position: Admin Aide I

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

Scale 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
9 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 transacting business with the office fulfilling and rewarding.

2. Makes self-available to clients even beyond official time

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

@ [aplap
D
w
N

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

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

6. Regularly reports to work on time, logs in upon arrival, secures pass slip
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
needed.

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

@" Cap @ @: Cor
N
w
N
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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 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 office or satisfaction of clientele

11. Accepts objective criticisms and opens to suggestions and innovations for
improvement of his work accomplishment

o @
IN
w
N
i

12. Willing to be trained and developed /5) 413(2(1
Total Score
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, AR
respect and confidence from subordinates and that of higher superiors
2. Visionary and creative to draw strategic and specific plans and targets of 51al3|2]1

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.

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 w
5

Average Score

Overall recommendation: Performs outstandingly in his assigned tasks.

MARIA VA E. GABUNADA
Immediate Supervisor
Head of DALL
. Page 2 of 2
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