Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Name of Administrative Staff: GUMAOD, CELSO
A Equivalent
Particulars g‘:t?:"cal Pe\;vc;nt;ge Numerical
g 9 Rating
(1) (2) (3) (2x3)
1. Numerical rating per IPCR 422 70% 2.95

2. Supervisors/Head’s assessment of His
contribution towards Attainment of office 476 30% 1.43
accomplishments

TOTAL NUMERICAL RATING 4.38

TOTAL NUMERICAL RATING: 4.38
Add: Additional Approved Points, if any:
TOTAL NUMERIAL RATING: 438
ADJECTIVAL RATING: VS
Preparech(\ Reviewed by:
CE GJ’;AAOD REMBé%é (8] % PATINDOL
Name of Staff VP for Admin. & Finance
Approved:

REMBEii o A.§ATINDOI.

Chairman, PMT



"Exhibit B"

|, CELSO GUMAOD, of the SECURITY SERVICES AND MANAGEMENT OFFICE commits to deliver and agree to be rated on the attainment of the following targets

REMBERTO A/PATINDOL

in accordance with the indicated measures for the period _January 1 to June 31, 2019.

CELSO GUMAOD

Ratee Vice Pres. for Admin & Finance
Program/Activities/ . ACCOMPLISHMENT Rating
MFO / PAPS : Tasks Assigned Percentage
Projects 9 Target | Actual Il e[ T | A° sl

UMFO 6 General Administration and Support Services (GASS)
VPAF MFO 7: Security Services Management Office
Security Services Management MFOs:
MFO 1.Conduct Investigation on
reported incidents

, Il d igati isi i Recorded on the SSO blotter
?_l_; Number of a r.eportfe Investlg?tlgn of reported Superwswn/ Monltor of 100% - 100% " 5 4 433 | oo e
incidents had been investigated incidents reported incidents and some at
P12. Number of reported incidents Submission of reported Review/ Approved of l;?r mfordmfho? Oft'h 'gherd
submitted to higher office for legal | > S PPr 100% | 55 100% g | & @9 ] ag | SURSEREEaEonn
gitlan incidents to higher office reported incidents some ammicably settled by

this office

MFO 2. Accomplishment reporting
PI 1. Number of weekly incidents . . Review/ Approved of
= ki ident reportin o 100% 6 9
m— Weekly incide porting weekly incidents report 6 100% 4 4 4 4 Records purposes

% f | i . e
el NirmberoSenats ARAHR SAPIENINEI | | oo Ercis 1 1 100% | 40 | 40| 20| a0
accomplishment report reporting




7 o

Program/Activities/ ACCOMPLISHMENT Rating
MFO / PAPS : Tasks Assigned Percentage rk
Projects 9 Target l Actual ¥ Qalelr A? fotieon
e
MFO 3. Public safety management
Inspection of emergenc
P11, Number of student Student orientation and exitsp electrical emegrgen:y
dormitories oriented/inspected on | dormitories inspected for Team Leader lights 'emergenc'y -
security and safety security and safety ' i
O T —— Trainings/seminars such as
—— . Education/information and| Coordination/ resource fire safety and earthquake
trainings/seminars conducted or . e 2 2 100% 4 5 4 433 :
& cilated dissemination person drill, emergency response and
road safety
MFO 5. Administrative and
support services Mangement
Pl 1. Efficient office ement e . i 00%
Iclen managemen freichapatin Manage the eptlre office L. O/No 100% 4 4 4 4 Office Management
and maintenance operation Complaint
Pl 2. Number of VSU major events . y ommitte securit
— J VSU major event security K - n y 3 3 100% 4 5 5 4.7 |Graduation, Sportsfest
coordinated and secured and safety chairman
) T S—— ' P \
P13 N.um er O. unversi y. University wnd.e.programs Chalrman and member 2 2 100% 5 4 4 433 lehaited different commltten
committee chaired/coordinated and activities of different committee
Pl 4. Financial and personnel .
related documents drafted and O fﬁcg o PRSI AR PR o 25 30 120% 4 4 4 4 Office Management
i financial management documents
reviewed
Total Over-all Rating 38.0




Program/Activities/ ACCOMPLISHMENT Rating
| PAP . i
MFO S Projects Tasks Assigned e | Percentage o lelrl ~ Remarks
ing(Total Overall
Average Rating(To : .
rating divided by 8) 4.22 Comments & Recommendations for Development Purpose:
Additional Points: | YO 1 ¢ x WA e | il P s N & L on
\W‘WW ’gJNGﬂwQ i AW el (omls

Approved additional points(with - YR, Y (‘/5&\ O‘N ,
copy of approval) \\‘@
FINAL RATING 4.22
ADJECTIVAL RATING VS

Evaluated & Rated by:

REMBéETOg. PATINDOL

Vice Pres. for Admin & Finance
Date:

1 - Quality

2 - Efficiency
3 - Timeliness
4 - Average

Approved by:

e

REMBERTO A7 PATINDOL
Vice Pres. for Admin & Finance

Date:




PERFORMANCE MONITORING FORM

Name of Employee: CELSO GUM_AOD
Acutal Dat
Expected Date e e " Over-all Remarks
Task o Date of Quality of
Task Description Expected Output t to . assessment of | Recommend
No. Assigned ; Accomplish | Output )
Accomplished output** ation
ment
1 |Preparation and submission of monthly report 6 03 Jan. 2019 | 30June 2019 | 3July 2019 VS .Very
Satisfactory
- 3 : ifo
5 Condycts bneflr?g and lns.pectlon of uniform to all 6 03 Jan. 2019 | 01 June 2019 13 June VS ‘Very
security guards in the main campus 2019 Satisfactory
30M 14 M
3 |Plan and implement Emergency Response Training 1 20;;Ch 17 May 2019 201;y VS Sati:/gcytory
Vv
4 |Preparation and submission of office Annual Report 1 15 Dec. 2018| 30 Dec. 2018 | 3 Jan. 2019 VS . -
Satisfactory
*|Either very impressive, impressive, needs improvement, poor, very poor
**|Outstanding, very satisfactory, satisfactory, unsatisfactory, poor
Prepared by:
REMBERTO ATINDOL

VP for Admin & Finance




Annex O

Instrument for Performance Effectiveness of Administrative Staff
Rating Period: January 1 to June 30, 2019

Name of Staff: CELSO GUMAQOD Position: Head, Security Services Management Office

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 41312 |1

transacting business with the office fulfilling and rewarding.
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.

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

4

6. Regularly reports to work on time, logs in upon arrival, secures pass slip when| 5 G/ 31411
(4)
)

)a [3]2 1
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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 tc]
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.

CICE

10. Maximizes office hours during lean periods by performing non-routine functions
the outputs of which results as a best practice that further increase effectivenesq
of the office or satisfaction of clientele.

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

12.  Willing to be trained and developed.

QG

A=

413121

N

Total Score

3
b
R
>




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

; Scale
supervisor)
Demonstrates mastery and expertise in all areas of work to gain trust, respect and (g\ 413109211
confidence from subordinates and that of higher superiors. N

. Visionary and creative to draw strategic and specific plans and targets of the 5 @ 3 (2|1
office/department aligned to that of the overall plans of the university.

. Innovates for the purpose of improving efficiency and effectiveness of the e
operational processes and functions of the department/office for further satisfaction | 5 J) 31211
of clients.

« Accepts accountability for the overall performance and in delivering the output 6’ 413911
required of his/her unit.

: Demonstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks needed (5 |4 (3 (2 |1
for the attainment of the calibrated targets of the unit.

Total Score |73 |- 91
Average Score 4{»,7&

Overall recommendation

REM;ZTg. PATINDOL

Name of Head



Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: CELSO GUMAQD

Performance Rating:
Aim: To improve performance
Proposed Interventions to Improve Performance:

Date:  January 01, 2019 Target Date: End of March 2019

First Step:

Discussion on how to arrrange the security guards detail within the area of

responsibilities (AOR) considering shortage of personnel

Result:
The whole campus was being manned despite of man-hour shortage
Date:  April 01, 2019 & Target Date: End of June 2019
Next Step:
Organize intelligence network under the supervision of the security office
Outcome:

Dynamic office ready to respond crime related incident in the campus

Final Step Recommendation:

Make a proposal to increase the number of security guards

Name of Ratee Staff
Prepared by:

REMBERTO A. PATINDOL
VP for Admin. & Finance



PERFORMANCE MONITORING & COACHING JOURNAL

1st
2nd
3rd
Name of Office SECURITY SERVICES OFFICE 4th
Head of Office: REMBERTO A. PATINDOL
Name of Staff: GUMAOD, CELSO Signature:___| Date:
. MECHANISM
Activity -
Monitoring Meeting Memo Others. (Pls. P
One-on-One Group specify)

Monitoring |The OVPAF conducted |Attendance and President LOI and verbal |Instructions were
on the spot follow-up participation of the | Memo on the | instructions of |given and
observations of field head and admin different the Universitty |encouragement
guards on different AOR |staff in different university President and (to do much
operations. Perfomance|activities conductec | event/celebrati OVPAF better.
of the office admin staff |by the office and ons.
were also reviewed and |university were all
monitored based on attended.
their assigned tasks.

Coaching |The SG were informed of |Negative fade backs Staff concerned

the outcome of the
celebration especially
concerning draw-backs
on their assigned tasks. -
Advices were given to
the concerned SG's.
Security guards attended
a command conference
to iron out the
preparations for the
forthcoming of VSU
events.

from the superiors
and concerned
individuals were
discussed in the
office meeting. All
SG's under gone
practical exercises
on the proper
turning of the
service firearms.

were given
encouragement
to do much
better the next
time a big event
happened.

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

Conducted by:

REMBER

A. PATINDOL

Vice President of Admin. & Finance

Noted by:

EDGARDO E. TULIN
President




