Fepublika ng Filipinas
(Republic of the Philippines)
EaGAWARAN NG EDUEASYON, EULTURA AT ISFORTS
(DEFARTMENT OF EDUCATION, CULTURE AND SFPORTS)
Maynila

September 3, 1990

DECS O R DE R
No. 101, s. 1990

FERFORMANCE EVALUATION SYSTEMS OF THE DEFARTMENT
OF EDUCATION, CULTURE AND SPORTS

Tins Lindersecretaries
Assistant Secretaries
Bureau Divectors
Directors of Bervices/Centers and Heads of Units
Regional Directors
School s Superintendents
Vorcational School Superintendents/Administrators

1. Inclosed 1is a letter of Commi ssioner  Samilo N,
Barlongay, ©Civil Service Commission, dated August 10, 19390
authorizing the implementation and/or continuation of the use of
the four (4) performance evaluation systems for key officials of
the Department of Education, Culture and Sports, administrative
personnel, lawyers, and teachers. Also inclosed are a ocopy
each of the above-mentioned per formance evaluation systems, with
the provisions called for under Memorandum Civoular No. 1z, s
1989, of the Civil Service Commission, duly incorporated therein,
. In this connection, reference should be made to MEC
Order No. 2, s. 1979; MEC Order No. 46, s. 1981; CSC Memor andum
No. 2 s. 1982; and MED Order No. 13, 5. 19832, to guide all
concerned in the proper implementation of these systems.

3. Flease be guided acocordingly.

(SED. . LUIS R. BALTAZAR
Undersecretary
Officer—in-Charge
Incls.:
As stated

References:
MEC Orders: (Nos. 2, s. 1979; 46, s. 1981, and 19, s. 1982

Allotment: 1-2-3--(M.0. 1-87)
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under the following sub jects:

BUREAUS & OFFICES RATING
EFFICIENCY RULES & REGULATIONS
EMPLOYEES TEACHERS

OFFICIALS



CInclosuwrs No. 1 to DECS Order Noo 101, s. 19900

Fepublika ng Pilipinas
FOMISYON NG SERBISYD SIBIL
(Civil Service Commission)

Guezon City

August 10, 1990

ASSISTANT SECRETARY MARCZIAL A. SALVATIERRA
Department of Education, Culture and Sports
Intramuros, Manila

Dear Assistant Secretary Salvatierva:s

This is to acknowledge receipt of the corvected copies of
that Department’s four per formance evaluation systems for your
administrative personnel, lawyers, tszachers and key officials.

A review of these systems show that the same have
incorporated provisions  called for under M 12, s, 1989, As
such, you are hereby given the authority to  implement and/or

continue using these systems.

We therefore, wish you success in the implementation  and
administration of your performance evaluation systems.

Thank you very much.

Very truly yours,

CS5ED. Y SAMILD N. BARLONGAY
Comml 651 oner

& true Copy
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tIncloswre Noo 2 to DECS Ordey Noo 101, . 19900

INSTRUZTIONS ON THE USE OF THE FERFORMANCE
AFFREAISAL SYSTEM FOR EEY DECS OFFICIALS

The Ferformance Appraisal System for KEey DECS (Officials
stresses the output/results oconcept prescribed by the Civil
Service Commission. However, since there are factors which
should  be considered in determining the overall performance of
an official and which cannot be measured in terms of quantifiable
results, this system makes use of appropriate indicators.

Officials will be rvrated on the basis aof the following:

1. Planning and Organizing Work 30
2. WEilization/Allocation of Resources 10
3. Prompbtness/Accuracy in Submission of

Fequired Reports/Statistics 10
4, Problem Analysis and Decision Making 15
5. Leadership and Fersonnel Management 25
&. Fublic Relations and Community

Inval vement ' 10

7. Flus Factor

This instrument will be used for evaluating the per formance
af  assistant secretaries, bureau directors, assistant bureau
directors, regional dirvectors, assistant regional divectors,
superintendents, assistant superintendents, supervisors, district
supervisars, and school principals.

Five adjective ratings which are given corvesponding point
szores are provided in the system:

Aa Outstanding - An official shall be given this
rating when he exceeds his per formance targets by
at least 25%4. It represents an extraordinary
level of achievement and commitment in  terms  of
quality and time, techrnical knowledge and  skill,
ingenuity, oreativity and initiative. Officials
at this performance level should have demonstrated
exceptional job mastery in all  major  areas of
responsibility. His achievement and contributions
to the organization are of marked excellence which
evVern his peers recognize through A fioraed
compar ison/distribution method  based al ] the
criteria established by the agency concerned.



b. Very Satisfactory =~ é&n official shall be given
this rating when he exceeds the expected
cubput/pery formance by at least 204 but falls short

of what is considered an outstanding performance.

In addition, his competence and contributions will
be vrvecoghnized by his peers also through a forced
comparison/distribution method based on the
criteria established by the agency concerned.
Those screened out in the forced
comparison/distribution for outstanding

per formance shall be included in this category.

Only officials with DOutstanding and Very
Satisfactory Per furmance Ratings shall be
considered for promotion.

In the case of officials wha are oh
authorized leave, observation tow or study grant,
their latest performance rating before such

leave/tour /study grant shall be used.

g Satigfactory - An official shall be given this
rating when he meets the standard or ordinary
requirements of the duties of the position. Those
screened out in the forced comparison/distribution
for very satisfactory performance shall be

included in this category.

d. Unsatisfactory - An official shall be given this
rating when his performance falls short of the
minimum requivements but could stand improvement.
It is expected that in the next rating period the
official, wunder close supervision, will either
improve his per formance for which he shall  be
given a satisfactory rating, or if not, he shall
get ancother unsatisfactory rating. Twi €2
successive unsatisfactory ratings shall be ground
for separation from the service.

Poor —~ An official shall be given this rating when
he fails to meet performance requirements and
there 1is no evidence to show that he can  improve
his performance. A rating of Foor shall be ground
for separation from the service.

1
.

Frocedure

Central, Regional, and Division Office Rating Teams shall be
formed, the composition of which is at the discretion of the
rating official.

At the start of the rating period, performance targets shall
be set by the rating team and the ratee, covering the major
concerns for the rating period. Sample targets are given in  the

B



aguidelines. The rating team should see to it that the targets
are reasonable, not too low or too high, taking into account the
resources available and the conditions obtaining in the ratee’s
area of service.

These targets will be the basis for the rating in the item
Planning and Organizing Work. Rating for the other items may be

determined on the basis of the indicators listed in the
Guidelines.

A ratee may earn a bonus of five points as a Plus Factor for
certain distinctive or outstanding accomplishments. Basis for
the Flus Factor bonus is given in the Guidelines.

Also attached as Annexes A and B are suggested instruments
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and Community Involvement. Similar forms may be designed by the

raters for determining rating in Leadership and Fersonnel
Management, if deemed necessary.

Evaluation shall be yearly — to cover the perviod from April
of base year to March of the succeeding year.

The ratings for each item, as well as for the Plus Factor,
if any, shall be added and shall constitute the final numerical
rating of the rated official.

The equivalent descriptive ratings are as follows:

87-100 - Outstanding

73-86 - Very satisfactory
5372 - Satisfactory
35-52 - Unsatisfactory

34 or below - Foor

The rating recommended by the rating team shall be subject
to review and final approval by the rating official. The rating
shall be shown to the ratee who shall then sign on  the space
provided.

For rating those performing principally supervisory worl,
indicators not  applicable wmay be disregarded such as, for
example, the item on personnel actions under Leadership and

Fersonnel Management. An  alternative indicator sheet aly]
Hilization of Resources, copy inclosed, may be used for
supervisors.
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It shall be the responsibility of the rating official to see
to it that the performance appraisal system is implemented
honestly and properly.
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Right to Appeal

Since an employee’s performance report may influence many
vital personnel decisions affecting him, it is important that he
has the right to appeal his rating.

An employee who expresses dissatisfaction with the rating
given him may appeal through the duly established Grievance
Procedure in  accordance with Dffice Order dated March 35, 1390
within fifteen (15%) days from veceipt of his copy of the
per formance appraisal report. Failure to file an appeal within
the prescribed period shall be deemed a waiver of such right.



GUIDELINES FOR RATING EEY DECS OFFICIALS
(ZENTRAL OFFICE AND FIELD?

L AR AL e L R LT

Targets, in accordance with a work plan, will be set at
the start of the rating perind. The targets should reflect the
major thrusts of the division/region, such as for example, in the
area of raising pupil achievement, school sites development,
teacher development and special projects. The targets shall
represent what is deemed as a satisfactory level of performance

SRS S TR e e

and shall be agreed upon by both the rater and the ratee.

Targets should, as much as possible, be quantifiable
and time-bounded.

Actual accomplishments at the end of the rating period
shall be recorded and compared with the target. Rating will be
in accordance with the following:

a. Actual accomplishments exceed targets by

25% in guantity , quality or in time. - 20
b. Accompl ishments exceed targets by 104 in

quantity, quality, and time or by 254 in

either quality, quantity or time. - 24
. Accomplishments meet targets as set. - 18

d. Accomplishments fall short of targets by

1074 as to quality, quantity or time. - 12
e. Accomplishments fall short of targets by
25% as to quality, quantity or time. - (=)
Example 1.
Target: Increase division reading
proficiency of at  least 80% of

elementary school pupils by one
lavel by March 1982,

Actual Accomplishment:

{Determined on the basis of division
evaluation like division test, etoc.)

Reading proficiency of 80% of
elementary school pupils increased
by two levels by March 1982.
(Quality target exceeded by 100%)

or



set,

divided by 5. The result shall be the rating for FPlanning

Reading proficiency of all
elementary school pupils increased
by one level by March 1382,
(Buantity target exceeded by 25%4).

Rating is 30

Example 2. Start of Rating Period -~ January 1981.

the

Target: 10 Learning Centers operational by
December 31, 1981.

Actual Accomplishment:

12 Learning Centers operational by
September 30,

A rating of 24 may be given if the
accomplishment will be any of the following:

ta) 13 Learning UCenters operational by
December, 1981;

tb) 10 Learning Centers operational by
September, 1981; or

tc) 1t Learning Centers operational by
November, 1981.

Fach target shall be rated. If five targets have

ratings of each of the five items shall be

Organizing Work.

been

and
and



Alternate Guidelines for Item B for Supervisors

All funds, suppliss, materials and other
resources maximally utilized toward not
only achieving planned targebs but ex—
ceeding such  targets without additional
VesSources, Efforts seen to generate
resources legitimately toward attainment
of goals.  Every opportunity  taken  to
tap expertise in the field toward
attainment of project goals. Schedule
of activities/field visits well planned
to maximize time available s that
targets for areas to be covered are
exceeded,

(NDTE: All  these indicators should be
present to merit a rating of 10,2

All funds, supplies, materials and other
Fesources maximally utilized toward
exceeding targets set. Expertise in the
field tapped to attain project goals.
Schedule of activities/field visits well
planned to maximize time available, but
no effort seen to legitimately genevate
Y eSOuUrCes.,

Funds, supplies, materials and other

resources fully wtilized to achieve
targets set. Schedule of activities/
travels observed A% planned; o}

additional accomplishments beyond those
actually planned.

A want of care and jJjudiciousness seen in
the use of resources, funds, or supplies
so that targets are not met. Wasteful
of  time and funds in the planning and
schedule of visits or trips. ‘

FResources, funds or supplies frittered
away oh non-priovity activities. Time
rat maximally ubtilized =) that
per formance achievement is low,

10
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All funds judiciously utilized observing
priorities in the purchase of equipment
and supplies; tvx non-priority items
purchased; fairness obhserved in
allocation of travel funds so that all
aofficials requiring travel funds enabled
to perform work efficiently; buildings
fairly allocateds; all needs of
affice/region/division provided for with
a minimum of 104 savings realized. N
excess personnel noted and basic  nheeds
attended to even with scant resources.

(NOTE: All  these indicators should be
present to deserve a rating of
103

All funds judiciously utilized observing
priorities in the purchase of equipment

and supplies; no non-priority items
purchased; fairness mbserved in
allocation of travel funds so that all
afficials enabled to per form wor k

efficiently; all needs of personnel,
units provided satisfactorily; ho excess
of personnel but no savings realized.

All funds judiciously utilized observing
pricrities in the purchase of supplies
and equipment but evidences of either
some unfairness in allocation of  travel
funds or non-maximization of existing
positions or pesonnel

oy
Travel funds fairly allocated and
existing positions/personnel maximally
utilized but cases of ohe or two
purchases of non—-priority equipment/

supplies noted.

A want of fairness seen in allocation of
travel funds so that certain personnel
have ot been enabled to perform their
functions

[}

10



Cases of 2 or more purchases of non-
priority items notedy; a nhumber o f
under—utilized personnel /positions noted
without sufficient jJustification.

Gross mis—allocation of funds; ditems

purchased o f L) immediate uses
activities like supervision hampered by
lack of fundss; critical supplies

requirement not provided for.



For Item © —~ Fromptness/Accuracy it Submission
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All yequiyed reports, statistics,
hudget proposals submitted before date
due with all reguired information,
accurately given, ho revision necessarys
no discrepancies or inconsistencies
noted.

All required reports, statistics, budget
proposals submitted on the date due with
rnot [ {Tm) than one instance o f
inaccuracy, incompleteness, or necessity
for rvevision.

All required reports, statistics, budget

proposals submitted on time with not
more than 4 instances of incompleteness,
inaccuracy, or discrepancies or two

instances requiring revision.
or

All required reports complete and
accurate requiring no revision . in not
more than 3 cases, did not meet deadline
set, without, however being subjected to
a call—up.

Given not more than 3 call-ups for
reports or report not submitted on time
but with 5 or more instances (but not
exceeding 8) of necessity for review,
revision o rechecking due to
inaccuracies or incompleteness.

Given more than 3 call-ups for overdue
reports or attention called more than 8
times for inaccuracies in oY

incompleteness of reports.

N



Indicators

All problematic matters that can  be
resolved at their level satisfactorily
acted ony no such matters elevated to a
higher office. Evidence of workable
solutions attempted on critical, urgent
matters generally beyond their level of
decision at least to minimize effects of
the problem; absence of any problems  in
the division/region left without
corrective actiong AT} complaints
submitted to higher offices regarding
problems in the area (Note: All  these
factors should be present to merit  a
rating of 15.)

All problems that can be resolved at
their level satisfactorily acted on; a0
problem left without corrective actiong
no complaints that could be settled at
their level elevated to higher offices;
but no evidence aof attempts at  workable
solution on critical, wurgent matters
usually beyond their level of decision.

Not more than two cases of problems that
can be resolved at their level elevated
to a higher office; or not more than two
instances of complaints elevated to
higher office for non—action on the part
of the ratee’s office; but evidence seen
of  effort to rvresolve problems that
emerge it the area of service.

“More than two but not more than  five

cases of problems that can be resolved

at their level elevated to a higher
affice; or more than two but not more
than five instances of complaints

elevated to higher office for non—action
on the part of the ratee’s office.
Problems in the area, generally beyond
their level of decision, allowed to
remain or become more  acute by  non-
action such as bringing the matter to
the attention of authorities concerned.

._.
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More than five cases of problems that
can be resolved at their level elevated
to  a higher office; or more than five
instances of complaints elevated to
higher aoffice for non—-action on the part
af the ratee’s office; problems in the
area, beyond their level of decision,
allowed to remain or become more  acute
by non—action on the part of the ratee.

R )
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Personnel matters like appointments,
salary adjustments, promotions, etc.
promptly attended to. No complaints  on
unjusti fied delays in salarys;

Wor k targets/policies zlearly
communicated to subordinate units  or
personnel;

Maxtivation/incentives and support
provided at all  times to enable
subordinates to achieve targets

effectively; support given in terms of
advice, idea, structure or process;

Systematic programs to develop personnel
ingtituted/implemented such as training

programs, scholarships, special
assignment for those with potential,
counselling or  coaching to those  who
need it;

Efficient control mechanism set up to
check or meotvi tor progress | of

subordinates? work; feedback provided to
units on the quality of their work;

Employee welfare programs instituted;

Has full confidence and support o f
subordinates.

call these indicators should be
present to merit a rating of 253

Personnel matters like appointments,

ad justments in salaries, promations,
etc. promptly attended to; no complaints
Ty unjustified delays in salaries

especially of teachers;

Wark targets/policies clearly
communicated to subordinate uwunits  or
persaonnel;

e
ran }
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& program of development set up  for

personnel  such as  training, ooaching,
apprenticeship but no welfare program
for employees instituted. GHenerally,
except in DRe  or two instances,
motivation, incentives, and support
provided as well as assistance in terms
o f advice or mechanisms to enable
subordinates to achieve per formance
goals;

Efficient management control system set
up  to check on or monitor  programs  of
subordinates’ work but feedback not
always provided;

Has full confidence and support of
subordinates.

All personnel matters like appointments,
ad justments in salaries, promotions
promptly and properly attended to; no
complaints on unjustifiable delays in
salaries of teachers;

Nt more than two instances of failure

to clearly communicate targets,
policies, goals to subordinate per-—
sonnel ;

Inplemented a program for development of
personnel /or  provided leadership fovr
personnel devel opment programs for
certain groups;

Not more than 3 instances of failure to
provide motivation, incentives, or
assistance in terms of ideas or support
mechanics, to enable subordinates  to

achieve their goals;

Only sometimes institutes management
control mechanisms to check or monitor
programs of subordinates! work;

Has full trust and confidence of most of
his subordinates.

15



v

Generally, all personnel matters like
appointments, adjustments in  salaries,

promations, transfers promptly and
properly attended to but cases of at
least three Jjustified complaints o

personnel matters such as delays or
unfairness in  appointment, delays in
salaries, eto;

Folicies, targets or goals seldom
clearly communicated  to subordinate
personnel ;

Minimal meaAsuy 8 for empl oyee
development or welfare;

Subordinates only sometimes provided
mativation, incentives o support
measures to  enable them to achieve
targets;

Very seldom utilize feedback or
monitoring mechanisms  to check L3}

progress of work of subordinates;

Enjoys only partially, the trust and
confidence of most of his subordinates.

A number of justified complaints from
the division/region on personnel matters
like adjustment in salaries, promotions,
assighments, etc;

No  systematic effort to communicate
targets/poalicies to subordinates;

Noo measures instituted for emplayee
development and welfare;

Seldom provides incentives, motivation
or assistance in the form of advice or
support mechanisms to enabl e
subordinates to achieve targets.

No  control or monitoring mechanism  on
progress of work of subordinates.

Majority of subordinates do not have
faith or confidence in his leadership.

C(NOTE: For rating this portion, the attached

questionnaire may be used to obtain  inputs
from

subordinates, in addition to other

sources such as observations, etoc.?

10
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Although generally has good image in the
community, there were at least twi
instances of adverse observations in his
behavior;

A number of peers from other agencies
not satisfied with his  involvement or
cooperation in the implementation o f
certain government programs;

Not very well regarded by socio-civic
leaders, parents and other sectors.

Very pooy public image in the community.
Has been the subject of a number of
complaints from  peers or  socio-civic
leaders, or parents velating to his
professional conduct;

Peers from other agencies see him as
uncooperative and a difficult person to
deal withy

Cannot  get the cooperation of other
agencies/sectors in activities of
education.

(NOTE: The attached questionnaire/
rating sheet may be used for
obtaining inputs from community
o the ratee’s public relations
and community involvement.)

5 ]



—

kel

EATING SHEET FOR EEY DECS OFFICIALS
(Central Office and Field)

N Rating Period __

It ems Rating

A. Flanning and organizing work, getting
work done at specified time.
(Maximum pts. — 300

Targets: a.

f.

B. Utilization/allocation of resources
(Maximum pts. — 102




Fromptness and acouracy in submission
o f required reports/statistics,
budget proposals. (Maximum pts. — 10D

Froblem Analysis and Decision Making
(Maximum pts. ~ 153
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l.eadership and Fersonnel Management
(Maximum pts. — 257

Fublic FEelations and Community
Involvement
(Maximum pts. — 10)

PLUS FACTOR

D.
E.
<
L
F.
a9
&
.

FINAL RATING



A. Flanning and Organizing Work
B

. Utilization/Allocation of Resources e
T, Promptness and Accuracy in Submission
of Reguired Reports

D. FProblem Analysis and Decision Making

E. Leadership and Fersonnel Management
Fo Public Relations and Community
Involvement

FLUS FACTOR

Tootaayy
Mumerical Eating __ Batev/s
Descriptive Rating
Shown to me Feviewed and approved by:
T  Ratee . T Rating Official

PN AN S]] A7 PPN AP )

87-100 - Outstanding

7386 - Very satisfactory
53-72 - Satisfactory
3552 - Unsatisfactory

34 or below - Foor



e

Annex A
Attachment to Item on Leadership

EVALUATION ON LEADERSHIF
(T be accomplished by subordinates)

Instruction: Using & scale of 1 to 10, 1 for very poor and
10 for outstanding, please vabe
on the following items: Cnamed

Fating Scale
Items of 1 - 10

How effectively did he
communicate work targets/
requirements to you?

Motivation
To what extent did he provide
ideas for more effective output on
youy  part? How effectively did he
provide motivations and incentives
to you and your unit to enable  you
to work more efficiently™

Work Structure
How effectively did he set up
structures/processes S that
targets could be efficiently
realized?

How effectively did he
implement management control
mechanisms like indicating target
dates, checking or monitoring

progress of your unit, giving you
feedback, etc. to support your
unit’s work?

To what extent did he provide
opportunities for your development
- 3 P through delegation,
training programs, assignment +to
task force, special assignments,
coaching, counselling, Jjob review?



Hiow would  you rate Yoy
superior/supervisor on his  averall
leadership and managerial
affectiveness™

Name and Signature

Designation
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Annex B

Attachment for Rating Fublic Relations and Community Involvement

RATING FORE FUBLIC REELATIONS AND COMMUNITY INVOLVEMENT
(To be accomplished by Non—-DECS Raters)

Instructions to Hater

Using a scale of 1 to 10 , 10 for outstanding and 1 for very

pooy, please rate

on the following items:
Items
Cooperation
Extent to which he supported
regional/provincial programs and
cooperated in their implementation
as well as quality af
participation.
Political Sensitivity
Skills in perceiving effects
of his action on  other sectors of
government /community, oY other
sectors of the population.
Public Relations
Degree of participation/
involvement in social activities,
civic programs, associations, etbo.
Skills in dealing with various
publics.
Integrity and Morality
lLevel of his integrity and
morality as percelived by the
public.

Overall rating in public relations,
political sensitivity and community
invalvement.

o oo st s bty e —

(name)

Fating Scale
of 1 - 10

Designation/Position



Claims  for  PLUS  FACTOR should be supported by Documents  or
Justifications

FLUS FACTORS 5

A ratee may be given additional
five points for:

= Decisive Judicious action in a
crisis or emergency situation where
such action had significant
effects,

The criteria of seriousness o f
situation and extent/permanence of
effect may be used as guide.

b. Introducing an innovakion in
curricular pYrogr ams, delivery
system, curriculum materials, cost-
saving methodologies where such
innovation contribut ed

significantly to the efficiency of
the system.

e Acts of herocism and courage beyond
the normal call of duty.

de Distinguished contribution/involve-
ment in activities of other
agencies of government or  socio-
civio organizations.



CInclosure No. 3 to DECS Order Noo 101, s. 199070

DEPARTMENT OF EDUCATION, CULTURE AND SPORTS
PERFORMANCE AFPPRAISAL. SYSTEM
FOR ADMINISTRATIVE PERSONNEL

Guidelines for rating employees under the FPerformance Appraisal
System (FAS)

1. Objectives
A Ty improve  the performance of employees iR
their Jobs  through a continulng appraisal

procedure  that considers planning for  future
action and evaluating past employee per formance.

by To  develop personnel so that they are ready to
step into higher positions as  these become
available.

g T provide opportunity for  sel f-appraisal so
that the employees can evaluate his W
per formance, determine and devise Ways to
improve his weaknesses and build et} his

strength, and thereby become a movre viable
member of the organization.

2 Frocedure

The New Ferformance Appraisal System which is
primarily concerned with the output requirvements of
every individual employee involves a procedure with
five basic steps:

a. Discussion of Job Description

The employee discusses his job description
with his supervisor and they agree on the
content of his job and the relative importance
of  the duties for which he is accountable. In
this connection, it is understood that the
enployee knows and understands the goals of  the
organization.

The employee then draws up a program of
per formance targets for his job for a six-month
period. The list of targets should embody his
plans in all of the major areas of his job. The
targets should be challenging and realistic. Of
utmost  importance, the entire target program
should be manageable.
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" Discussion o
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The employee and the supervisor meset  to
discuss  the target plan the emplovee has  drawn
L. The supervisor may suggest improvement of
the targets in such a way that the employes has
e doubt that he has the freedom to establish
his work goals.
u. Determination .
The employee and his  supervisor select
checkpoints in which progress can be  evaluabted.

The =nd of the appraisal periad i ot
necessarily the best ftime to evaluate progress
in  the implementation of the targets. The

supervissy and  the employeese shall determine
Jointly these che rtpnlnt and the means by whioch
Ry ogQry @Ss can  be evaluated, Hrcompl i shment
reports  may be an instrument of evaluating the
degree of implementation of targets.

€. Digcussion of FResults
At the end of the svaluation period, the
supervisor and the employee meet to discuss  the
results of the employee's efforts to meet  the
targets he had previously established

In checking results, the supervisor should do all
he ocan  to assist the smployee. This assistance  may
take many forms such as coaching, training, counselling
or reassignment.  If the employes still fails to reach
Mis targets after the various means of assistance have
beern employed, appropriate disciplinary action  should
be taken against him. On the aother hand, the employes
whiz  excels in the achievemsnt of his goals  shouwld  be
given recognition. If he cannot  be promoted  other
forms of reward for his exemplary per formance should be

Civen.

R0



INSTRUCTIONS VERY CAREFULLY RBEFORE FVA!UATIN

READ THE

FART I.

DEFARTMENT OF EDUCATION, CULTURE AND SPORTS

Per formance Appraisal Report

to 19

I N TIONS

i

T R L

FEREFOEMANCE

ey

Evaluate the performance of the ratee on the

ot

(an

his actual achievement el g} his
per formance targets, planned (PT)  and
intervening CITy;, as checked and
listed therein after these were duly
establ ished, discussed with antl

approved by you.

bhasis

Evaluate the rvatees by observing the following
procedures:

Cad

Cho

determine how the ratee met each of
the requirements of his performance
targets as enumerated therein. If he
exceeds his per formance targets by at
least twenty-five percent C25%y, he
should  be given a point score  of 10

unclar each o f the per formance
standards therein specified, iee.

fuality, Guantity, and Time. If he
also  exceesds his per formance  targets

but fall shovt of tata
pgrfnrminug, a gngnt BE o e n? 3 qn aTg

be given. IT he meets his perquahue
targets, he should be given a point
score of 6. If he fails to meet his
per formance targets hut shows
potential for improvement, he should
be given a point score of 2.

Add all the point soores under  the
3 MeASUr &5 o f results triamely:
fluality, Guantity, and Time. Then,

divide the total number by the number
of  point scores. Enter the Average
Point Score on the space provided for.

{2

THE EFMPLOYEE



FART II.

FART

I11.

Multiply the average point
75%4 and enter the
auare on the space

G €
el val ent
provided.

by
point

CRITICAL FACTORS AFFECTING JORB PERFOEMANCE

1. Evaluate the vates on the 3 oritical factors:
Fublic Relations, Functuality and Attendance, and
Fotential. fGHive the corresponding point score and
remarks for each.

& Get  the average point score of the 3 factors  and
enter in the space provided for.,

& Multiply the point score by 284 and enter in  the
space for eguivalent point score.

FPERFQEMANCE BATING

A Overall Point Score

1.

alow

! m

Add the equivalent point score of Part
I and Fart I1I. The total obtained in
this process constitute the employees

Overall FPoint Scove.

Convert  the overall point score into
the Eguivalent Numerical Hating as
indicated in  the conversion table
belows

Eange of Expected Overall Equival ent
Point Boore Hati
2 - E.899 = )
2.9 - 4.699 == 4
$.7 ~  7.499 = €
7.5 ~ 3,29 = a8
3.3 -~ 10,000 = 10

If the employee was able to  achieve
both his planned and intervening

assignments, he is given an additional
point score of 2.
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. Determine his adjectival vrating by
matching numerical rating with the
covvesponding adjectival vating below:

o= Paoaar
g = Unsatisfactory
5 o= Satisfactory

8 = Very Satisfactory

10 = Dutstanding

E. Supervisor’s Fecommendations

Write down  your suggestions  for  improving

employee per formance under Supervisor's
Fecommendations.  They may include sugogestions for
training on specific fields such A% human

relations, ooncepts of discipline, eto., as well
as  proposals for such personnel actions  as Jjob
rotation, reassignment, promotion, ebto.

. Adocomplish  the Per formance Appraisal  Report  in
triplicate, 1 copy for the ratee, 1 copy for  the
rater and 1 copy for the Fersonnel Officer.

]

FEating Feriod

,
[ix]

i
{
i

There shall be twy rating periods during the year,
ane  from January to June, and the other from July to
December .

The SUper visor should rate the employee’s
per formance at  the end of every rating period. The
rating that is given to the employee should be
discussed with him. Points of disagreements about the
rating should be settled at this stage so that

satisfactory supervisor-subordinate relationship may be
maintained.

The Fer formance Appraisal kReport Form, a sample of
which is attached shall reflect the results of the
evaluation of  the performance  of an individual
employee. Only wone form is adopted for rating both
supervisory and non—-supervisory personnel.

81



=p Manner of Eabting
Five ad jective ratings whioh ay & given
covyesponding point soores are provided in the system.

& Dutstanding ~ An employee  shall be given this

rating when he exceads his

. per formance targets by at least 25%.
o It represents an extraordinary level
of achievement and  commitment  in
terms of gquality and time, technical
knowl edge and skill, ingenuity,
creativity and initiative. Employees
at  this performance level should
have demonstrat ed exceptiomal
Job mastery  in all major  arsas  of
responsibility. His achievement and
contributions to the organization
are of marked excellence which even

comparison/distribution method based
oy the criteria established by the
agenay ooncerned.

£ e Very Satisfactory - &n employse shall  be  given
this rating when he ewceeds the
] expected  oubtput/per formance by at
least 204 but falls short of what is
congidered an cutstanding
" ‘ per formance. In addition, his
competence and contributions will be
recogqnized by his peers also through
a forced comparison/distribution
method based o the criteria
established by the agency concerned.
Those soreened oubt in the forced
comparison/distribution for
outstanding per formers shall be
included in this category.

“

Only employees with
Qutstanding and Very BSatisfactory
Fer formance ratings shall be
considered for promotion.

In the case of employees whi
are on authorized leave, observation
tour  or study grant, their latest
per formance rating before such
leave/tour/study  leave grant shall

# be used.



ol

Satisfactory - A smployee  shall be given this
rating when he meets the standard or
ordinary requivemsnts of the duties
of the position. Those soresened oub
ir the forced
comparison/distribution for VEery
satisfactory performers shall be
included in this category.

Unsatisfactory —  An employee shall be given this
rating when his performance  falls
short  of the minimum requirvements
but could stand improvement. It is
expected  that in the next rating
period  the enployee, under oclose
supervision, will sither improve his
par formance for which he  shall  be
given a satisfactory rating, or i1
ok, e shall get another
unsatisfactory ratirng. T 2
SUCTeE5lve unsatisfactory rabtings
shall be growaed for separvation
from the service,

Foor - An employee  shall  be this

rating when he fails Lo meal

per formance regquivements and  thers
is no evidence to show that he can
improve  his performance. A& rating

o f Fooy shall be qround for

separation from the service.

Oiven

&, Fesponsibilities

AR

Personnel Officers

The Personnel Officer of the central office
and the regional Fersonnel Officer or
Administrative Officer shall have overall
responsibility  for the administration of the New
Fer formance Appraisal System. Likewise, they
shall be responsible for providing staff
assistance to supervisors and for  installing a
training program for raters and ratees to  insure
effective implementation of the system.
Furthermore, they shall be responsible for  the
custody and safekeeping of all rating reports.

Supervisors are responsible for:
i. Assuring that the description of each

job accurately reflects the duties and
regponsibilities of every employees



. Evaluating per formance on & continudng
basis and keeping employess cuwrvently
informed on how they are measuring  up
Lt the per formance btargets set;

S Giving guidance and assistance to sach
employes, helping the promising worvker
progress and assisting the employee
whose  work is below par  to improves
and

4. Insuring that all rating rveports are
submitted €0 the head of the 0Office
concerned  within 15 days after each
rating period,

g Fesponsibility of Eating Official

It shall be the vesponsibility of the vating

official o see to it that  the per formance
appraisal  system is  implemented honestly and

properly.

Each Office/Bureaun/dgency shall conduct a training
couwrse for raters and ratees on the mechanics of rating
under this Mew Fer formance Appraisal System. It =hall
seek the assistance of the Civil Service Commission  in
the preparation and conduct of such training.

Eight to Appeal

Since an  employee’s per formanse report may
influence many vital personnel decisions affecting
him, it is important that he has right to  appeal his
rating.

=3

An enployee who expresses dissatisfaction with the
rating given him may appeal through the duly
established Grievance Procedure in accordance with
Office Order dated March 3, 1990 within fifteen (13D
days from vrveceipt of his copy of the performance
appraisal report. Failure to file an appeal within the
prescribed period shall be deemed a waiver of such
right.



RATING EMPLOYEE’S PUNCTUALITY AND ATTENDANCE

In order fto provide a uniform basis of vabing the above
critical factor and thereby contribute to the desived objectivity
of  the new rating system, the ratings as shown in the following
tahles are sstablished and hereby prescribed for adoption.

LR ]

iTY ATTENDANCE

Mo. of Times @ Foint 3 Adjectival @ No.o of Times 3 Foint @ Adjectival
Tardy : Boore Fating H Absent : Boore Fating
3 H 10 tDutstanding s 9] H 10 :Dutstanding
1 - & H 5 :Very Satis— 2 1 5 : g Yery Satis—
H : factory H : : fackory
7 - 18 : [ tHhatisfactory: £ o~ 15 H £ tSatisfactory
19 — 24 : 4 tUnsatisfac— = e — 28 H 4 tlnsatisfac—
: : bovy 3 H : tory
PE oor omore 2 2 Frowor 3 323 or more 1 & 2 Py
: 8 H : :

It must be pointed out, however, that the rating of the
individual  employes  in this aresa, using his time card as  Lhe
basnic reference shall constitute only 504 of his rating  for
Functuality and Attendance. The other 50% shall be based on the
supervisor’s direct observation of the employee's actual presence
in his job.

Likewise, the following cases should be excluded in  the
determination of the rating for attendance:

1. Authorized leave of an employee not in excess of
leave credits earned during the rating period.

e Maternity leave and other sick leaves due to
ma jor  operations or any other serious illness
duly certified by a government physician.



INDICATORS FOR RATING PUBLIC RELATIONS AND FOTENTIALS

Employes 15 very «ffective in dealing with
public; gets along sasily with other members of

the wiork forces; highly respested in the
organization. 10

Employes can  be velied upon to deal with the

public anel 18 generally Coouy b enus and
accomimodatings cooperative with peers andd
respect ful of superiors. &
Employes has the ability to deal with the public
and peers, although he needs some advice  at
Times, i
Employee has some difficulfty in dealing with the
public; is oooasionally discouwrteous except when
attending to important or influential persons,
neads further ilmprovement. }
Has considerable difficulty in dealing with the
public, draws negative reactions; is mfben
disocourteous and irrvitable. =

ALS VALUE

Can always be depended upon; always cooperatives
sets an excellent sxanple for others; ocarvies
out work assignments with enthusiasm; innovative

arnd open-minded; well liked and respsocted by oo
employess and supervisors. 10

Very dependable; shows above average interest in

worky  has sxceptional sense or ability to get
along and deal with co-workers. &

Usually cooperative and can be relied upon  to

fulfill  job demands; shows normal  interest  in
wor ke and has no difficulty in getting along with
others., [

Generally indifferent comcerning work; often
fails to give his best as to devote full  tims
attention to duties; not fully dependable. <

Shows no interest in work,  wicooperative  and
causes continual friction among officemates,
cannat be depended upon. &



CTITL SERVICE COMMTISSION
Porformancs Appraisal Report

to
Office/Agenc
Employee S
wwmgmﬁm PART It PERFORMANCE Division/Section
pT* | TT* PERFORMANCE TARGETS Bating
2 T T
RESULT L QUANTITY QUALITY TIME REMARKS .
, Planned Actual Planned Actual Planned *Actual @ oL T
“
i
|
Average Foint Score PT* = Planned Targets TOTAL

Equivalent Point
Score

e b et

IT* @ Intervaning Targets

Grand Total

et st
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PART IT., CRITICAL FACTORS
Factorat
1, Public Relations
2. Punctuality/Attendance
%2, Potantial
Total

Averzaa Foint Scere

Eauivalert Peint Score

PART T1T. PERFORMANCE RATING

A, Overall Point Score

Equivalent Nymerical Rating
Additicnal Point Score (if any)

Total Numerical Rating
Adjectival Pating

B, Supervisor's Recormendaticnst

AFFECTING JOB PERFORMANCE*

*Pleass see definitions of Critical Factors on the reverse side of this page

REMARKS:

3,

SIGNATURES
‘Ratee Date

Position

Discussed withs

Rater Date

Pesition

Reviewed byt

Rater's Supervisor

Date

Position

Asst. Director/Director

Date
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Public relations shall include the individval's ability to develep Farmoricus
Hmwmwpoﬁm with isuperiors, oowuom@cnm. and 1cconap:mwmm on one :m:a. and the *3somn»‘a

...... - L]
e tuald Attendance . .-
. Semeceeieisee i ceiiemhenecocs - The superviser.has two (2) refsrences for-rating pimetvality and atterdannc,
He first reviews the enployee's tire card. Then he cempares it with his chzervaticns
sotrcereseescsecoeocc - made” pg to  thé presence of the employee in the of fice. Discrepancies should be 2uly

o o e s noted to arrive at a justifiable rating.

Potentialt

| A . potential is a possible talent ability or s YWHH rocsassed by an ‘rndividual
rervis hall alce conglidear

which cah be further develeoped. In rating this woowow. the su 501
leadership, -supervising abilities, creativity and IZnnovativensss, Ther: are erpleoyees,
" however, who have potentials which are not related to their present job, Tn canes 1iko
coo o thig, the supervisor may help the employee by recommending him to a Scb vhich iz in line
with his potentials, : R T
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EMPLOYEE:

POSITION:

FERFORVANCE TARGETS WORKSHEET

DIVISTON/SECTION:

BUREAU/DEPARTMENT/DI RECTORATE s _

]

FUNCTIONS AND ACTUAL DUTIES

PERFORMANCE TARGETS

KEY RESULT AREAS

RESULTS MEASURES

OF RESULTS

QUANTITY

AMALTTY

I

p——

FLEASE SIGN COMMENT ON THE REVERSE SIDE OF THIS PAGE.

THIS FORM WILL BE ATTACHED TO THE PERFORMAMNCE ATPRAISAL REPOPT.



* 4 i ! 3 ' ‘
;H agree to achieve these targets for the rating I agree to assist the employee achieve his/her
period to ,» 19 . targets for the rating period to
s 19 .
k]
Signature of Employee Signature of Supervisor

Date , Date



CInclosure Moo 4 to DECS Order Noo 101, s. 19303

FERFORMANCE AFFRAISAL SYSTEM
(FOR LAWYERS)

This is a Performance Appraisal System (FAS)Y  for lawyers
involved i1n quasi—-judicial and other legal services of the
various Departments and Agencies. The Per formance Appraisal Form
CFAF)Y  consists of two parts. Part T is  the instrument that
records the assessment of  a lawyer’s actual performance in a
supervisory or non-supervisory capacity while FPart I1 refers  to
the ocritical factors affecting performance. It is simple, easy
to administer and practical.

THE FPERFOEMANCE APFREAISAL FORM C(FAF)

(PART 1D

Column I~ Objective — This indicates what is to be done.

Column II — Nature of Task — This describes the kind of task to
be done which includes the preparation of a decision
in an administrative or non—disciplinary ocase, an
opinion or ruling, an order, an investigation or a
hearing to be conducted. It also refers to  the
preparation of a letter, an indorsement, a referral,
or any other communication. This may also include
any ather kind of special or intervening
assignments.

Administrative or non—disciplinary cases may be
categorized as: SIMPLE - where on the basis of
documents/papers or records on file a decision  can
be made; DIFFICULT - where the case has to  be
referred to the Department or Agency concerned for
further comment/information, would require further
research and study, and would entail more time and
effort to finish; and COMPLICATED - where aside
from being difficult, this case would require
further investigation or formal hearing, hence, a
longer period would be needed to dispose of this
case. Moreover, there are other contributory
factors affecting the period within which to  attend
to, or dispose of, this case. By and large, these
are partially, if not wholly attributable to  the
parties themselves, their counsels and respective
witnesses. Further, that attendance and
availability of these persons at scheduled hearings
are.  beyond the control of the Board aor the Agency
concerned.
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Coluwmn ITI -

Colunn IV ~

Column Vo -

Column VI -

These
per formance
paragr aphs.
per forming

Time Frame — This indicates the period within which
a particular task has to be completed, as  for
example:

Simple Case — — - — — ~ — — — 5-10 days

Pifficult Cage - - — — — -~ - 15 days to & months
Complicated Case— — — — ~ - = 3 o0 § months (FPeriod

which is flexible depending upon the circumstances:

Output (Buantity) — This identifies the completed
task which includes but is not exclusive of the
following: number of decisions drafted and number

of decigions reviewed or finalized.

Per formance Rating Factors — This Column  indicates

the ratable factors, namely: ZONTENT/SURBSTANCE ,
FORM, ACCEPTABILITY, TIMELINESS, and QUANTITY.

tAverage FRatings?! - In this <olumn, the average
rating for each category of tasks accomplished or
completed for the current period of evaluation

should be indicated. Category, in this case, refers
to the type of assigned tasks accomplished such  as
Decision (disciplinary); Decision (Frotests and non-
disciplinary cases); Opinions/Eulings; Orders;
Feferrals; Trial and Investigation (Dounsel  or
Prosecutor or Hearing Officer or Board Secretary as
the case may bel) and so forth. The total point
score, the final average point score  and the
equivalent point score are, and should be, indicated
at the bottom of this column.

FEEFOREMANCE STANDAREDS
refer to the criteria used in Assessing the
af  a lawyer as described in the succeeding
These standards are applicable to lawyers who are
in their agencies either supervisory or non -

supervisory legal functions.,

I. Decisions — Disciplinary, Frotest and Non-Disciplinary Cases
A. Content/Substance

i. Complete and logical presentation of
essential or material facts

2. Accurate presentation of pivotal or
prejudicial issues and corollary ones,
if any

S Accurate citation of pertinent

authorities (laws, rules, regulations,
precedents, jurisprudence)

"
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Covrect assessment/appreciation o f
evidence presented and proved

Findings/conclusions are in  accordance
with facts proved, and existing laws,
rules, regulations, Jjurisprudence cited

Statement of appropriate penalty or
sanction imposed, or of remedy, relief
sought, oy action taken in

non-disciplinary cases.

Organization/Coherence — is character—
ized by the proper and logical
groupings of antecedent facts, ideas and
arguments so as to produce a  harmonious
whole and a cumulative and mass effect

of persuasiveness.

Language/Style - statements/paragraphs
in a decision must be written o couched
in understandable language and style
which is neither labored or obscure.

INSer 82051 7 Takhe LANEHEPSUERT IHEF  BE

obviate impression of bias or prejudice.

Grammar — is characterized by corvect
spelling of words, tenses of verbs used,
persons, numbers, apt modi fiers,
adverbs, adjectives, phrasing,

punctuations, et:c.

Diction ~— in written communication, is

characterized by the choice of
appropriate words, terms, phrases,
idiomatic expressions and so forth which
connote or convey the meaning intended.

e o Saie i Sl e Py PR IR T SR R

Modi fication/caorvection — minimal
Substantial modification/amendments
75% correction/amendnent made

Unacceptable

1]
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Timeliness - (Frompiness in  the Accomplishment of
Tasks)

1. Completed 1 month before target date

2. Completed 15 days before target date

3. Completed on target date

4., Completed after target date

. Unacted/unfinished for some time

Quantity — (FPercentage of Accomplishment)

1. S0% - 100%

2. 80%4 - B8I%
3. 70% — T7I%
4. 60 —~ &I

S BOA - S[IU

i. Complete and logical presentation  of
antecedent facts

P Correct statement of main  issues and
coarollary ones, 1f any

. Accurate citation of applicable
authorities

4. Correct analysis of facts, applicable
laws and other authorities

5. Correct findings/conclusions

€. Whenever an earlier opinion/ruling is
reversed or modified, a statement to
that effect

1. Organization/Coherence - is
characterized by the proper and logical
aroupings of antecedent facts, ideas,
arguments so as to produce a  harmonious
whole and a cumulative and mass effect
Or persuasiveness.



. Language/Style -~ statemenbts/paragraphs
in a decision must be written or couched
in understandable language and style

which is neither labored or obscure.
The tone of the language used must  be
impersonal and objective in  order  to

obviate impression of bias or prejudice,

D Grammar — is characterized by corrvect
spaelling of words, tenses of verbs used,
per sons, number s, apt moadi fiers,
adverbs, ad jectives, phrasing,

purtctuations, etc.

. Diction -~ in written communication, 14
characterized by the choice of
appropriate words, terms, phrases,
idiomatic expressions and so forth which
connote or convey the meaning intended.

i. Adopted in tobto with no correction
i Modi fication/correction — minimal
3. Substantial modification/amendments
4. 75% correction/amendment made

5. Unacceptable

somte S ot e i S v ot S o R AN p AL AR Y- 7 A . & AT e ] T A AT

1. Completed 1 month before target date

2. Completed 15 days before target date

3. Completed on target date
. Completed after target date

Te Unacted/unfinished for some time

1. 0%

100%

L 80%4 — 89%

3. 70% ~ 79%



III.

Iv.

4., GO%L -~ &9U

S S0%4 — 994

Thoroughness in eliciting material  and relevant

facts from complainant, withesses, and
parties

Proper deportment and business-like behavior shown

by investigator-lawyer assigned
Adherence to established rules of procedures

Accurate and prompt report and recommendation

For Hearing Officer

i. Adherence to established rules oo f
procedure

. Covrect and prompt ruling Dy oY
disposition of, objections, ot ions,
mani festations, =tc., of counsels

2. Froper control of the proceeding as well
as the conduct of parties, their
counsels and witnesses

. Proper attire and business—like behavior
in order to obviate impressions of
partiality

S. Accurate and prompt veport, summation

and recommendation

For Counsel

i. Correct and expeditious presentation of
the Case in accordance with the
establ ished rules of practice and
procedure

Ze Froper attire and business—like

deportment and behavior

3. Demonstrate skills in advocacy and
extent of preparation made



Secrstary to the Board/Clerk of Court

i. Thorough kEnowledge of  the facts

and

progress of the proceedings in the case

2. Froper attire and deportment

i Frompt preparation/transmittal o f
subposnas, subpoena duces tecum  and
other interlocutory orders

3. Frompt and covrect marking of  exhibits
and other evidence present ed and
admitted

S Frompt action on oral divectives issued

in open court by the RBoard of hearing

aofficer assigned

Y. Orders

Bl

1. Language is oclear, oconcise  and ot
subject to misinterpretation

2. Parties/persons include those sought  to
bhe ordered and are named corrvectly

3. Statement of specific directive issued

and justifications therefor are included

i. Organization and paragraphing
logical

i Language is clear and concise
3. Grammar is corvect
4. Terms used are appropriate

Aoceptability — f(Degree of Acceptability)

1. Adopted in toto with no correction
2. Modification/correction — minimal
3. Substantial modification/amendments
4. 75% corrvection/amendment made

S. Unacceptable

Ay &



D. Timeliness - (Fromptness in the Acconplisbment of
Tasks)
1. Completed I month before target date
Ea Completed 15 days before target date
3. Completed on target date
4. Completed after target date
S Unacted/unfinished for some time
E. Quantity -~ (Fercentage of Accomplishmentl
1. FOL ~ 10074
e 8OY — 89U
3. TO%h — TI%
4., 6O - &9I%
5. 5074 - 99%
Feferrals/Letters, Indorsements
A Content /Form
i. Correct addressees and their addresses
E; Correct request/message conveyed
. Ny grammatical ervrors
4, Facts cited are accurate
Sie Mo typographical errors
B. Goceptability — (Degree of Acceptability)
1. Adopted in tobko with no correction
2. Modi fication/corvrection — minimal
3. Substantial modification/amendments
. 75% correction/amendment made
5. Unacceptable
. Timeliness — (Eromptness in the Accomplishment of

1. Completed 1 month before target date



2 Completed 195 days before target date
3. Completed on target date

4. Completed after target date

b Unacted/unfinished for some time
Buantity - (Percentage of Accomplishment)

1. Q0% — 100%

2. 80%L - 83%

3. 70— 79U

4. 600~ BIL

8L
.

SO0% -~ 59



I.

Frocedure

e
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Acseasument of Eates

CFART I & FPART I1D

The ratee should be assessed on the
basis of his actual performance for  the
specific evaluation period, taking into
account established standards - for  the
accompl ishment of specific tasks and
functions, seminars, training ocourses
attended and completed, and othey
special ) intervening assighments
started/completed during the peviod.

Where the ratee has accomplished 9074 to
1004 wof . his assigrned tasks for the
periond and approximated, or excelled in
the established performance standards
for the accomplishment of all categories
of  these tasks, he should be rated 10
points for each of the factors listed in
Column  V of the FPerformance Appraisal
Form.

However, even 1if he has rendered such
percentage of output mentioned in No. 2,
but falls short of the outstanding
per formance described in the preceding
number (23, he should be rated 8 points
for each of said criteria. If he meets
the minimum standards he should be rated
& points. If he fails to satisfy the
standards but demonstrates potentials
for  improvement, he should be rated a
point score of 4. In case, he fails to
meet the requirements and shows N
indication of improving his per formance
within a specified period given, he
should be rated 2 points. '

Add all the point scores corrvesponding

to the five (53 performance rating
factors, namelys: Content /Substance,
Form, Acceptability, Timeliness and

Guantity for each category of assigned
tasks accomplished. Then divide this
sum by the number of point scores.
Write the resultant average score for
each category of tasks in Column VI
Again, add all the average scores for
all categories of tasks and divide the
resultant by the number of categories or

10



classes of work accomplished  for  the
period. Enter the total point score  at
the bobttom of Column VI Then multiply
this average point soore by 7854 and
enter  the product on the eguivalent
point  score provided at the bottom  of
the same Uolumn VI

B. Critical Factors Affecting Job Ferformance
1. Evaluate the ratese on  the critical

X3
An

N
wt

{1 FPerfo

factors: Fublic Felations, Functuality
and Attendance, and Fotential. fGive the
corvesponding point scoore and remarks
for each,

Get the average point score of the 3
factors and enter in the space provided
for.

Multiply the point score by  285% and
enter in the space for Equivalent Point

Sooy e

rmance Eating

A Add the equival ent point
gscores of Fart I and Part II.
The total obtained in this

process constitutes the
employese’s Overall Point
Score.

b. Convert the overall point
sSCore into  the Equivalent

Fange of Expected Egquivalent
Overall Foint Score Numerical
Eating
2 - 2.899 = 2
2.9 - 4,699 = 4
4.7 - 7.439 = &
7.5 - 9.299 = 8
3.3 ~ 10.000 = 10
g If the employee was able to

achieve both his regular  and
intervening assignments, he is
given an additional point
scovre of 2.

i1



4.

ol Determine i adjectival
rating by matching numerical
rating with covvespondlng
ad jectival rating below:

2 = Frowoy

4 = Unsatisfactory

) = Satisfactory

8 = Very Satisfactory
10 = Outstanding

The rater should apprise the ratee of
the assessment of his performance  for
the current period of evaluation so that
any complaint, objection or guestion  he
may raise can be discussed and resolved
before said assessment is finalized.

Write down Yoy suggestions for
improving employee’s per formance  under
Supervisaor’s FRecommendations., They may
include suggestions for training bul gl
specific fields such as Human Relations,
Concept of Discipline, etc., as well as
proposals for such personnel actions  as
Job rotation, reassignment, promotion,
et

Accomplish  the FPer formance Appraisal
Feport in triplicate — 1 copy  for  the
ratee, 1 copy for the rater, and 1  copy
for the Fersonnel Officer.

It shall be the responsibility of the
rating official fto see to it that the
per formance appraisal system is
implemented honestly and properly.

Five adjective ratings which are
given corresponding point scores  are
provided in the system:

a. OQustanding - An employee shall

be given this rating when he

e
N



exceeds his per formance  targets
by at least 294U. It represents
an extraocrdinary level o f
achievement and ocommitment  in
terms of quality and time,
technical knowledge and skill,
ingenuity, creativity and
initiative. Employess at  this
per formance  level should bhave
demonstrated exceptional Jdob
mastery in all major areas of
responsibility. His achievement
and contributions to the
organization Ay e of mar ked
excellence which even his peers
recognize through A forced
comparison/distribution method
based Dal! the criteria
est abl i shed by the agency
oG erned.,

Very Satisfactory — An  employee
shall be given this rating
when he exceeds the expected
output /per formance by at  least
207 but falls short of what is
considered an autstanding
per formance. In addition, his
competence and contributions
will be recoghnized by his peers
also through a forced
comparison/distribution met hod
based on the criteria
established by the agency
concerned. Those screened out
in the forced comparison/distri-
bution for outstanding
per formers shall be included 1in
this category.

Only employees with
Outstanding and Very
Satisfactory Per formance

Fatings shall be considered for
promotion.

In the case of employees
who are on  authorized leave,
observation tour or study grant,
their latest performance rating
before such leave/tour /study
grant shall be used.



3.

. SBatisfactory — An enployes shall
be given this rating when he
meets the standard orv  ordinarvy
reguirements  of the duaties of
the position. Those soreened
ot in the foroced
comparison/distribution for very
satisfactory per formers shall be
included in this category.

d. Unsatisfactory - An employes
shall bhe given this rating when
his performance falls short  of
the minimum requivements but
could stand improvement. It is
evpected that in the next rating
period the employee, under close
supervision, will eithery improve
his performance, for which he
shall be given a satisfactory
rating, or if not, he shall get
ancther unsatisfactory rating.
Twz (2 successive unsatisfac-
tory ratings shall be ground for
separation from the service.

&, Poor —~  An employee  shall be
given this rating when he fails
to meet performance requirements

and there is no evidence to
show  that he can improve his
per formance. A rating of Poor

shall be ground for  separation

from the service.
Eating Period
Fer formance evaluation shall be done
semi-—-annually, on June 30 and December
21 of every year.

Eight to Appeal

Since an employee’s per formance  veport
may influence many vital personnel
decisions affecting him, it is important
that he has the right to appeal his
rating.

an employee whi eXpY esses
dissatisfaction with the rating given
him mavy appeal through the culy
established Grievance Frocedure in
accordance with Office Order dated March
5, 1990 within fifteen (15 days from
receipt of his copy of the performance
appraisal report. Failure to file  an



PERFORMANCE APPRAISAL FORM h
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PART II, CRITICAL FACTORS AFFECTING JOB PERFORMANCE¥

Factorst : Point Scores
N \

1. Puhlic Relations

2. Punctuality/Attendance

Z, Pntantial

Total

Averess Foint Score

Equivalant Point Score

PART T17. PERFORMAMCE RATING

A, Overall Point Score

Equivalent Nymerical Rating
A4d1i+ienal Foint Score (if any)
Total Yymerical Rating
Adjectival PRating N

B, Suparvienr's Recormendaticnst

*Pleaz~ see definitions of Critical Factors cn the reverse side of this pag

]

REMARKS?

1.

3

STIGNATURES

‘Ratee

Date

Position

Discussed withe

Rater

Position

Revicwed byt

Rater's Supervisor

Position

Asst. Director/Director

Date
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Public Relationg?
Public relations shall include the individual's ability to dovelen harmenic
- e -relations. with 'superiors, colleagues, and subordinates on cne hard, and the immedizte
L]
......... s ess e e - The supervisor kas two A)v refarences for rating pimetiuality and atterdane-,
He first reviews the erployce's tire card. Then he cempares it with his chzervaticns
A U © " made as to the presence of the employee in the office. Discrepancies should he Auly
...... o o s noted to arrive at a justifiable rating.
Potentialt
A potential iz a possible talent ability or skill pozsecmed by an ndividnal
which cah ba further devel cpeds  In rating this feoter, the supervissr chall alze conslidern
leadership, supervising mdﬁumfwoeg erzativily and rmnovativeness, Ther: ere ermployees,
however, who have potentials vhich are not related to their present joh, Tn cacec Hu‘a
* thig, the supervisor may help the employe2 by waoaﬂsmsa ng him %o 2 Zch +hieh iz in lin

with his potentials



CInclosure Moo 5 to DECS Order No.o 101, s. 19900

INGTREUZTIONS ON THE USE OF THE FERFORMANCE
AFFEATIEBAL SYSTEM FOR TEACHERS (FAST)

INTEODUCTLON

The Performance Appraisal System for Teachers (PAST)
hasically rveflects the results or outbtput orientation concept
conformably  to the MNMew Ferformance  éppraisal  System  (NFAB)
prescribed by  the Civil Service Commission  in its  Memorandum
Civoular Mo. &2y s. 19786,

This instrument considers three aspects, namely: (S
learnar’s achievement which is the fterminal goal of  instructiong

€2} teachsr competence which can be evaluated on the basis of
indicators o observable performance  swch  as  provision o f
appropriate lessons and activities for the development o f
national CONSC LOUSNess and desirvable values and habits,
development and use of instructional materials and teaching
strategies, records management, punctuality, professional growth,

community and allied services; and, (3 teacher persomality and
human relations.

To provide added incentives to teachers, credits  for
outstanding services rendered outside official time are  given
credit as plus factors.

In many of the items under Teacher Competence, the use
o f indicators or observable factors has been  avalled of
considering that, in the teaching/learning process, there are
per formance  standards which cannot easily be stated in terms  of
measurable results.

This performance  appraisal  system 1s  intended Tor
elementary and secondary classroom teachers.

MANNER OF RATING

Five adjective ratings which are given corvesponding
point scores are provided in the systen:

1. Outstanding — A teacher shall be given this rating
when he exceeds his per formance
targets by at least 28%. It represents
an extraordinary level of achievement
and commitment in terms of quality and
time, technical knowledge and skill,
ingenuity, creativity and initiative.
Teachers at this performance level
should have demonstrated exceptional
Job mastery in all major areas of
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msatisfactory — A teacher

responsibility. His  achievement and
contributions to the organization arve
of  marked excellence which  severnn his
peeyrs recognize  bthrough & fovced
comparison/distribution method based
on the oriteria established by  the
Agenny Concerneaed,

~ & teacher shall be given this
rating when he exceeds the sxpected
output/per formance by at least 204 but
falls short of what is considered  an
outstanding per formance. In  addition,
his competence and contrvibutions will

be recognized by his peers also
through a o ced

comparison/distvibution method based
o the cocriteria sstablished by the
agency ooncerned. Those scoresened  oulb
in the forced oomparison/distribution
Tor oubstanding per formance shall  be
included in this category.

Only teachers with Outstanding and
Yery Satisfactory Performance Ratings
shall be considered for promotion.

In the case of teachers who are on
authorized leave, observation tour  or
astudy grant, their latest performance
rating before such leave/tour/study
grant shall be used,.

actory — A teachesr shall be given this rating
whern he meets the standard or ordinarvy
raeguirements of the duties of the
position. Those soreened out  in the
forced comparison/distribution for
very satisfactory performers shall  be
included in this category.

211 be given this
rating when his performace falls shord
af the minimuwm regquivements but  could
stand improvement. It is expected that
in the next rating period the teacher,
under close supervision, will either
improve  his per formance for which  he
shall be given a satisfactory rating,

o 1 not, he shall get anokher
unsatisfactory rating. Twi 2
sUCCessive unsatisfactory ratings
shall be ground for separation  from

the service.



. Poor - A& teacher shall bs given this rvabing
whern he fails to wmeet performance
vequirements and there is no evidence

to show  that he ocan  improave i
per formance. A rabing of Poor shall be
g ound for separation fr o the

Service.

EATING FEREIOL

Teachers shall be rated at the end of the school yvear.

However, a preliminary rating may be made at the end of the first
semester or at any other convenient time as a checkpoint to help
the teacher achieve targets set.

WHO SHALL

2ATE

Teachers shall be rvated by their immediate supervisor as

followss

1. A1l teachers in elementary schools shall be  rated
by the principal or by the head teacher, 1f the

school is headed by a head teacher.
o Teachers in secondary schools shall be rvated by
the principal assisted by the assistant principals

and the department heads or head teachers if there
are such officials in the school.

3. Teachers in elementary schools headed by A
teacher—in—charge shall be vated by the district
supervisor or the principal who has administrative
supervision over such schools.

3, In a vocational school headed by the vocational
s ool superintendent/vooational s homl
administrator with department heads/vocational
instruction supervisors, the teachers shall be
rated by their respective department

heads/vocational  instruction supsrvisors, to be
reviewed by the superintendent/vocational school
administrator.

The performance ratings of the fteachers shall be

reviewed by the next higher school official in line concerned and
approved by the superintendent.

FEOCEDURE

Eating under Pupil/Student Achievement

To determine the rating in A, Fupil/Student Achievement
in skills and knowledge, at the start of the rating pericod,
targets shall be set by the teacher and the rater on  the
number of pupils attaining the proficiency level indicated.

L3



D.

The mastery level for sach subject area on  the elementary
level may be derived from the oriteria listed in MEC Order
Mo. 25, s. 1278, n the secondary level, this may be
determined by & division conmitbtee composed of division
supervisors and heads/coordinators of subject areas pending

itssuance of the curvicaloum continuum for secondary  schools.
The targets should reflect what is deemed as a satisfactory
level of performance  for a teacher considerving  variouws
factors.,

In setting the targets, & number of factors like

proficiency laevel af the class, books o instructional
materials available to the class, and geneval conditions  in

the school or community, shall be taken into acoount. The
targets, therefore, of a bGrade Il teacher teaching in a
school provided with all necsssary support materials, with a
class of selected top-section pupils, will be very much
highey both  in number and in proficiency level, than the
targets of a Grade I] teacher teaching in a remote DDU
schiool in an economically disadvantaged community.

The vating is based on the comparison of  the actual
achisvement with the targsts. If the accomplishment only
meets the target, the rating is satisfactory (6. If
acconplishment exceeds the targets, the vating is VS or {8
or Dt cawing (10 depending on the percentage of increase.

The guidelines give in detail the computation of rating
undery this factor.

Fating under Teacher Compebence
T determine the rating for ibtems under Tearheyr
Competence as  well as Teacher Fersonality and Hudman

Felations, reference shall be made to the indicators given
in  the Guidelines. It will be necessary for the vating
afficial, in this regard, to keep records of olassroom
obeservations, abttendance, and obher observed activities of
the Lteacher.

Explanatory Shtatement

The rating official shall give & statement in  the
appropriate space in the vabting sheet to evplain why the
teacher was given such a rating. For example, if a teacher
was rated 94 in Punctuality and Abttendance, his support
statement may ber: Had beern absent 7 times totalling 14 days
during the year.

Weighting

The rating for each item shall be multiplied by the'
weight and the weighted rating entered in the oolumn
indicated. The sum of the vatings shall be taken to be



F.

(G

H.

wilighted rvating. The
Huu rating shesel.

civided by 10 to get the aver

desoriptive sgquivalent is given in

& new featuwre of this rvating system is the bonus or Flus
Factor which a teacher may gain for distinctive per formance
o activity accomplished in addition to or beyond his novmal
functions. Items creditable under Flus Factors are given in
the Guidelines. Maximum points for Flus Factor, however, is
only 1. Credits shall be given only to achievements during
the rating period. A feacher may not  use excess points
eartted i 19811982 as  orvedit for his performance rating
for 1982

If any credit has been earned under FPlus Factor, this
is  added to fie average weighted rating to get  the final
rating of the teacher. ITf no credit wnder Flus Factor has
heen sarned, the average weighted rabting shall be the final
vrating.

The rating shall be shown o the teacher who shall
indicate his oconcurrence by sigrning  the rating sheet.
Duestions/complaints should be  threshed out. If the
teacher does nobt concuwy with the rating official, he should
indicate his non-concurrence but he should sign the rvating
sheat as an indication that it was shown to him.

The rating official may indicate in the space under
Femarks any entry about the teacher which may be useful for

future reference. Such  remarks, may indicate certain
desivable behaviors or gualities demonstrated by the teacher
not  obtherwises included in any of the items for rating, or

certain  accomplishments that were notable but did not  meet
the standards for plus factors.

=

It =mhall be the responsibility of the rating official
to see to it that the performance  appraisal  asystem is
implemented honestly and properly.

Since a teacher’s performance rveport may influsnoce many
vital personnel decisions affecting khim, it is  dmportant
that he has rvight to appeal his rabting.

Lo

st



FERFORMANCE RATINMG SHEET FOR TEADHERS

Marne Sehool

Bating Feviod o PRBEVICY e

(School Year) Division_

! I ¢t &ms Fating

A, FURPIL/STUDENT ACHIEVEMENT
CHkilles and kEnowl edge)

4. 00
Target /s

Actual achievement:

B. TEACHER COMPETENCE

ment of national

ousness and desirvable

values and habits

i.

2. 00

Support statemenl oo valting
givens:

2. Preparation and wtilization
of instructional materials S 1.00

: !  Weighted
i Weight | FRating



s clissatisfaction with the rating

& teachsr who expre
given him may appe heough tThe duly established Grievance
edure  in & ance with Dffice Order dated Mavoch 5
0 within fifteen (15 days from receipt of his copy  of
appraisal rveport. Failure to file an  appeal

cvibed period shall be deemsd & waiver of

the per formance
within the pre
suwsh right.
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D.

Tt &ems P Rating | Weight

TEAZHER FERSOMALITY
L HUMAN RELATIONS 1.00
Support statement for rating
givens

Iverall weighted rating — — — — = = = = o o oo o

Caum of column under welighted rating?

Average weighted rating — — — = = = = = -
(Overall weighted rating divided by 103

FLUS FADTORS (total not to ewceed 1.003
Enter here whatever activities or accomplishments

may be credited under Flus Factors and the corre-
sponding credit points.

Points Credit

I1tems

;m

Total for oredit under Flus Factors — - = -

Final Numsrical Eating - = = = = = = o -

i Weighted
Fating



Descriptive eguivalents of Numerical Rabings:

Y. 3 - above -~ Outstanding <00

TS - 302 - Mary sabisfactory (V52
Har - Tud - Gatisfactory (8

F3.0 - 4.9 - Unsatisfactory (US)
o = Paooy CFD)

SUMMARY

Final MNMumerical REating

Descriptive Rating

Fated by:

181 L I .
Nams % Desigrnation
Shown to me and concurred ins
Feviewed by:

e e e e e et et e e (Hgd.)

Teacher Mame %2 Designation

(Sgd.

Date

Note: All signatures should be above printed name.

Signature of Fating Official



GUIDELINES FOR RATING TEACHERS
IN THE ITEMS INDICATED

Guidelines for Rating Item A, Fupil Development

Attained at least 54 increase over the
targetted number of a class and at  least

104 inorease over the proficiency  level
set  in  the minimum essential fior a

v ad e/ sl jes at the end of the school

YEEY e » = s = v s o x & s s w s w m om e o o

that

RBelow are  examples of
merit a rating of 10,

Target: 28 pupils out of 40 achieve
TEA proficiency

Aoocomp: 325 pupils ot of 40 achisve
85% proficiency

This accomplishment shows  an
increase over the target in  number
by 7 or 254 and in proficiency by
10%.

However, if the targetted
numbey for  a oclass is  very high
sush that 5% increase is rot
possible, atbtaining the 100%  in
number is sufficient for a rating of

1y provided the increase in
proficiency is more than 10%.
Example 2.
Target: 25 pupils out of 40 achieve
B4 proficiency
Accomp: 40 pupils out of 40 achieve
9E 4 oproficiency

This accomplishment shows  an
increase  over the target in  number
by S or 144 and in proficiency by
10%.

NOTE: It is impossible to achieve
25%  increase in this case as
the Leacher has achieved her
target of 40 out of 40 pupils
or LOO% already.

11

Eating

10



Frample 2.

Target: 40 pupils out of 40 achieve
75% proficiency

Accomp: 40 pupils out of 40 achieve
954 proficiency

This accompl ishment shows
targetb in number  only met, o
inorease bk EL! inoreasa in
proficiency by 2074 was noted.

Attained at least 10% inorease  aver a
targetted number of a class and/or a  10%

inoy ease OV T the 7E% proficiency
Tavel. e 4+ = = % m o w o m o om % o & & 2 ow W

Example 1.

Tavgebt: 28 pupils out of 40 achieve
7H% proficiency

Adoocomp: 31 pupils out of 40 achieve
4 oproficisency

Increase: 3 pupils o 10% and 0%
proficiency

Target: 28 pupils out of 40 achieve
754 proficiency

fApocomp: 28 pupils owt of 40 achieve
25% proficiency

Increase: 0O pupils and 10O%
proficiency

Exampl

2
st

i

Target: 30 pupils out of 40 achieve
75% proficiency
33 pupils out of 40 achieve
854 proficiency

AT Tmp 2

Increase: 3 pupils or 104 and 104
proficiency

Attained the targetted rnumber 1in the
class and the targetted proficiency level
in the minimuwm regquivements of the grade/

sub ject. « x s 8 m om s w s w w wow w wow

i



Target: 29 pupils out of 40 achieve
7“2 proficiency

T DD 40 achieve

Increase: O pupils and 0%
proficiency

Example 2.

Target: 30 pupils ot of 40 achieve
85% proficiency
Ao oap 3 gu pupil“ ﬁut ﬁf A0 achieve

Increase: O upils andl 0%
pup
proficiency

D. Failed to attain the targetted number of
a class and/or the targetted proficiency
levael in the minimum essentials for  the
grade/subject by at least 94 . .+ « .« « .

Example L.
Target: 30 pupils out of 40 achieve
7E% proficiency
Accomp: 28 pupils out of 40 ackhieve
75% proficiency
Deficiency: 2 pupils or 5% and 0%
proficiency

Target: 30 pupils out of 40 achieve
8574 proficiency

Accomp: 20 pupils out of 40 achieve
804 proficiency

Deficiency: O pupils and 5
proficiency

Example 2.
Target: 30 pupils out of 40 achieve
7E% proficiency
Accomp: 28 pupils out of 40 achieve
FOU proficiency

Deficiency: & pupils or 34 and 5%
proficiency

k. Failed To attain the targetted number of
the class and/ oy the targetted

proficiency level by at least 20U, .

13



Target: 294 pupils out of 40 achisve
TEHEA proficiency

Adoccomp: 16 pupils out of 40 achieve
75% proficiency

Deficienoy: 8 pupils ov  2Z0% and 0%
proficiency

Example .

Target: 30 pupils out of 40 achieve
oY proficiency
Accomp: 30 pupils out of 40 achieve

EOY4 proficiency

Deficiencys: O pupils and 2O%
proficiency

The following guide table gives in summary  form the
rabings for increases/deficiencies over targetb.

HUIDE TABLE

Increase over or Deficienayl
from Targetted Froficienoyl
Level

Increase over or Defi-
ciency in Targetted
Moo of Dlass

Fating

At least 10% increase
At least 10% increase

At least 25U inorease
Less than 254 inorease
(provided 1007 is
achieved?)

10

At least 104 increase

04 (no increase/defi~
Ciencyl

At least 104 increase

04 (ho increase/deficiency?
At least 104 increase
At least 104 increase

0 (no increase/defi- 0% (no increase/deficiency)
Ciency!?!

At least 54 deficiency
0% increasel/deficiency
&t least S deficiency

07 (no increase/deficiency?
At least 574 deficiency
At least 54 deficiency

e At least 204 deficienacy 0% (no increase/deficiency)
04 (no increase/defi- At least 204 deficiency
Cilencyd At least 2074 deficiency
At least 20% deficiency

14



NOTE #

1.

]
i n

Froficiency level shall be based
on the ability level of the
Class.

The proficiency level shall  be
determined by the results of the

pre-~test adwministered afb the
start of the school year. The
restlts therson shall be used in
determining the targetted

proficiency level o f 2

particular olass or subjsch,

Minimum rvegquirements of a ograde
are relative to the ability of
the class as diagnosed by the
teacher at  the start of the
sohoonl  year.

Ad justments in the targelted
rivmber  of a class may decrease
as many as there are dropouts in

the class. Likewise,
adjustments in  the targetted
number  of a class may increase
by A5 MAaANYy  As there are

transferees from other schools.

A teacher shall have as  many
targets urcher Fupil /8tudent
Achievemsnt as  the number of
classes/subjects she handles  or
areas of her concern.

Fone evample, a teacher whio
handles Communication Arts,
English, and acts as part-timse
librarian shall have separate

targets for brar class in
Communication  Arts and for  her
work as librarian. & teacher
whio teaches two (2) subjects in
the intermediate grades like
Somial Studies and Filipino
shall have separate targets in
these sub jects/cl asses. The

rating shall be the average of
the ratings of all her targebts.

"
L
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Guidelines for Rabting Ttem B : Compelencel,
Mo 1y Development of National Con ousness and Desirable
Values and Habits

The following indicators should be noted:

Ha Frovided s oarnd /oy activities appropriate for  the
arade/vear level of lsarners for the development of
tational consciousness such as:

i. lLessons/activities on development of love for
orets country.

Fa lessons/activities on development of a deep
sense of commitment to use one’s talents  and
capabilities T advance the countyy?ts
Py oy @55 .

3 e Study of the lives of national  heroes and
b ey Filipinos winr by i f smil ation,
particularly those who have made significantk
contributionis?) to the Country’s development
such as solentists, inventors,  sucoessful
farmers, cobtbtages industry workers, eto.

1.

. Obser vanoe o f significant national
celebrations and events.

. aAppreciation and preservation of Filipino
cultural heritage (e.qg. folk arts, musioc and
literaturel, national symbols and desivable
customs and traditions.

€. tilization andd  preservation  of natural

VLAY I G .

7 Fatronizing Fhilippine-made products and
promotion of local industries.

3. Inculcation of brotherhood and  understanding
as well as sharing with fellowmen vegardless
of status, rvreligion and cultural differences.

. Visitation to and observation  of 1oal
historical places and shrines within the
municipality, city or provinoe.

10, Construction/undertaking of activities oy

projects with historical o socio-economic

significance.

11, Tie-up of lessons with current local/national



situations/problems and thrusts.,

12. Frovision o story/situational probl ems
particularly in  mathsmati arnil BOL SN e,
velatad to national development.

E Undertook the following activities within the level

expariernce of the learnervs:

1. Frovided lessons/opportunities/situations for
thie development  and practice o f sel f-
discipline, gel f~reliance, self-control, and

tolerance.

e Frovided lessons/opporvtunities/situations for
the development and practice of sense of
responsibility, leadership/ fellowship, and
dependability.

. Frovided 1 s /opportunities/situations
fior the development and practice of courtesy
and respect for instituted authority, elders,
and peerc.

4, Frovided le ons/opportunities/ sl
the development and practice of o
helpfulne and industry.

B Frovided lessons/opportunities/situations for
the development and practice of honesty  and
truthfulness.

& Frovided lessons/opportunities/situations for
the development and practice of initiatiwve,
creabivity, resourcefuln ard

productivity,

7w Frovided lessons/opportunities/situations for
the development and practice of habits of
personal cleanliness, thrift and wise use of
leisure.

. Frovided lessons/opportunities/situations for
the development and practice of performance

of civic duties and obligations.

O Instituted measures and adopted strategies  for

T

the

application and internalization of desirable values and
habits particularly national consciousness and  those

listed in B, inside and outside of the classroom,

AHi

i. Demonstrating desivable values and habits as
example to the learners.

17
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A

a

W e e

stent follow-up of  learner’s

particularly thvough consulitation
parents/guardian, other teachers and

e Acopt ing a system of rewards for
bebhavior and sanctions for misbehavior.

e Feeping & profile of learnev’s behavior
checklist of habits.
. Displaying maxims, proverbs, mobbtoss,

ters and obther visuals with
desirable values and habits.

7o Adopting & system of peaceful  and

conduct of roubinary and other activities

the ol assyoom.

&, Froviding opportunities/situations for

clarification.

Indicators

& items cach in

Demonstration of
&y, B, and O

Demonstration of 5 ihems each in Ay B,
and 1.

B

Demonstration of
and .

items each in &, B,

Demonstration of 3 items sach in &, By
and .

Remonstration of less than 2 items each
in bay By, and I,

W Setting standards of pupilstudent behavior.

brehiayior
with
I Dl

and

adages,
ety

ovoerly
in

val ues

Fating shall be in accordance with the following:

i

fr=
o
2
=

i
¥
H
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i

E.

Gitidel ines for Rating
M. 2 Preparation and Ui

plansd,
teaching

Always  had wall-prepared le
avails o f appropriate
teohnd gques, arc ubiliged
support teaching ailds/materials o o v« « &

Hadl well—prepared lesson  plans oY
avallead o f appropriate teaching
technigues or utilized necessary support
teaching ailds/materials butb 5 nobed to
have failed twice in any or  all  of

o - .

Generally had well-prepared lesson
o avalled  of appropriate T al
technigues or uwbtilized necessary support
teaching aids/materials bul was nobsd to
have failed three or four times in any
o all of the

Had well-prepared complete lesson  plans
or availed  of appropy iatae taaching
technigques or ubtilized rnecessary support
teaching aids/materials but was nobted to
have failed five times in amy oy all  of

» - 1 s a % = u 5 u = £ " = a u n 1 a

Frepared complete  lesson plans o
availed o f appropriate teaching
technigques or utilized necessary suppord
teaching aids/materials but was noted to
have failed more than seven times in any
oy all of these o o & o o v n s v« s w s

# A well~prepared lesson plan is complete withse

i. speci fic ob jectives expressaed in
behavioral terms;

g NeCesBary support teaching
aids/materials;

e appropriate activities/teaching
strategies/approaches;

4, evaluation (check-up, assessment, guiz,
etody; and

5. assignment /homewor k/agreement as needed.

16
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-

daily evaluation, the teacher

A

.

Ginidel ines for Fating ITtem B, (Teacher Competence)

Nee 3, Pupil/Student Ev

aluation

Indicators

H

In  addition to varviouwus Torms  of
administereds

DI P o test and at least ten (107
obher  written/per formance  tests every
vating period for each o Jaub ject and
with at least Three aviclens e o f
wubilization of ftest results, such as:

3 F

1w presented graphically
pupils® /fstudents?® progre

o~

a ntilized multi-~level instructional
materials

He provided rvemedial instruction  to
overcoms Weaknesses disoovered

o Ve ouped pupils/students arii
oo bed appropriate AR
activities o « o v « w w w W s & w o= o« =

ofne periodic best and at least eioght (83
obher  written/per formance  tests every
rabting period for each olass/subject and
with two evidences of wbilization of
test results as indicated in A above . o .

obther  periodic tests and at :
€ obher  written/per formance tests
EVEY Y rating per i for @ach
ol : and with one evidence of
whiligation o test results as indicated
in & above o o« . . . &

one periodic test and at least four (4D
ather  written/per formance tests every
vating perviod for each class/subject o o o .

o periodic test and less than four €3
obher written/performance tests every
rating period for each class/subject o o o .

10

g



~

-
Daily evaluation refers to any of the followving:

i. Day—to~day appraisal of what pupils/students Frave
learrned at the =nd of a lesson/class recitation.

o A observation of pupil/student behavior it
general .

3. Health inspection.

. Check—-up of homewor k/assignment s.

reping records of pupilst/students? progres

bt measure the attainment of the objectives.

5

Te

FPeriodic test refers to the test administered at the end of LHThe
vrating perviod.

Written tests refer to guizzes, reviews, unit or summative tes
which are administered within the vating period.

Fer formance  test  includes  judging/evaluating of  a finished

product,  project, o activity which could be an oral or an
actual demonstration of a skill.

The number of  other written/performance tests refers to the
aggregate of tests in the different subject areas during the
vating period in a one-teachsy one-class sebt-up. The number
of  other writben/per formance tests refers o the agoreg

of btests in each subject area in a deparimentalized s

o I
e



Guidelines for Fating Item B, (Teacher Compebence)

Nos 4, Profe Growbh

Farticipated in all reguirved in-service
trainings, plus any of the following:

1. Earned at least nine (9 units in
v ant undergvaduate/graduate/
graduate : pyovided

erDerEes are

e Farticipated in relevant in-service
training activities of not less

tharn 24 hours,

3. Attended special ocouwrses relevant
to his teaching assignment with an
aggregate of at least 162 hours.

2, Shared or discussed educational
articles/professional book  reviews
in a district meeting at least two
times a year. (This is parbticularly
for those whio have had Fi
opporiunitiss to enrol in graduate

OOV SEES. ) 4w e o« 0w w ok m w s s x s ow “

Farticipated in 904 of all requived in-
service brainings plus any of the items
1 to 4 listed in A

1. Earrad  at least nine (9 units  in
relevant undergraduate/graduate/
post graduate courses,

Ea Farticipated in relevant in-service
training activities of not less
than 24 hours.

G Adttended special ocourses of  not
less  than one year rvelated to his
teaching assignment.

4. Shared or discussed educational
articles/professional book  reviews
in a district meeting at least bwo
Times a year. e s s m w e w w W e W

Farticipated in nobt less than 70% of all
reguired in-service trainings, plus  any
of the following:

10



Pt

D.

£

Explanatory No

M.

.

activitice

Ll

. At ended

to his teaching

abte of

ALY e
boatir s,

i, Shared or

in a district
times a ysar.

Farticipated in not
yeguired
of the following:

least siw (@

undergr aduate/gra

e Farticipataed in
special Courses
discussed

articles/professional book
meating at

units  in
lat e/
provided

relevant in-service
less than 15 hours.

relevant
assignment with  an
rrak less  than 108

educatianal
Fay il aws
eant tw
a 8 = 8w w s % %= ® a u £y

1e tharn 50% of all

in-service brainings plus  any

-

1. Earned at least three (32 units in

A A

activities of
hour s. . s

Farticipated in les

yequired in-service

o

LR

i

Fequired in-service

1. Shial level

P i undergr aduate/graduate/
post graduate cour

e Farticipated in relevant in—-service

than 1z

s s s s % 8 oa e om s b oW =

Mok less

than 504 of all
trainings. s o« s s a . &

trainings may be any

lg district lavel

lessons which a teacher is supposed

o Sohiooal

S District

faculty meetings.

meetings.

of the following:

demonstration
to attend.

o, In-service
curricul ar

Relevant in-service

activities in

any

curricular

Yy DA

Areas

S

o the school /district level.

tivities rvefer to meebings,

wor kshops where attendance is optional or selective.

PN

Seminars,



For  ezample, the tobal rumber of
acktivities during the whole hool year & beachsr is
attend is 15 broken down as follows:

training
i 1

7 odistrict meetings

2 demonstration lessons, disbtvictb/Zschool level

LRy

ty meetings/conferens
15 total

TO% wf 15 = 11

must have atbended 11
activitiess and must Fave

T earn a rating
of  the 15 reqguived in-s
met one of bthe items 1is

ice training
undeyr .



Faeps
to-date re
reports an

e

fus

entyiss
with rod
Tovms/repn

Feaps
excent fo
delayaed en
due with n
delaved b
reporta A
during the

R oy
submitted
tomtal of
forms/r e

i
E N (T Tw

asubmits re
10 ervors
schonl yea

MNOTE

1.

o n

7 instanses

complete, accurate, neat

coros and submits

o fovms bhefore the

ting I%
arcl By

i By, (Te

ard
neat and a
dus date

H

l_.

Lp -
sy at e

novt Management

complets and up-to-date veoords

r  oone or 2 instances of delayed

mar e bthan

v

v oot mor e Than
tries and submits
ob more bthan one 1
y o oone  day, and

mod 94 erraorvs in all

sobmeal year. . w

ds  generally up-t
of delayed entr

complete and  up-to-date

daves after due
revisions and 5-10 ervrors in

@rrars i

during the Year o« « « = o«

4 instances

ard submits neat rveports on dates dus
all

v oeo oy o

D) ‘f

reports on dates

nstanoe
OHe revision

medlate with 5

forms/vreports

of vepoyt

b ] f

B

o

ies  and reporits

dates and with
all

vis during the school year. -

not keep up-to-dat

s yeoords with

instances of delayed entrvies
: ey With move bthan

ports one Wes lat

in all forms/reports  during

¥ow = w e = w = =

"Delayed entries"

data  promptly  and vegularly

137, 138,

1, &
required reports.

u n " " = " =

means failurs

Grading She

2

u

a

and

the

T
in

¥y
the oa
and 18

Fevision would mean a major change in

report submitted.

Compret eno

10

the
e

and

the

rieaded
f  Fovrms

b ey

fovm o



S

Et.

Guidelines Tor
M. €y

abing Them B, (Teacher Co
Community and Allied Servic

Farticipated actively in
Cedy activities Wi th z
chaivrman/ooovdinator in one. W a8 oa s e s om 10

Farticipated actively in at least  three
(3 activities. « a8 e e e e e ok w w s 8

Farticipated actively in at  least two

(2 activities. W & s s e 2 s s & x s m . £

Farticipated actively in at
€1y activity. e e s e m s = w a x e =}

Digh not participate in any

Community  activities refer to activities done in the community
without seacrificing teaching functions for  the following

FA11id

LT S es:

1. Sochool-~conmunity programs and fairs like FTa
acktivities/projects, calebrations,
commanity fairs, and the

. Information drives.

ed services include activities initiated and undertaken
other agencies soliciting the participation of teachers

the following:

1. Flebiscite/Feferendun/Election
2. Alay Lakad

3. COC/PRD Evaminations

4. Fed Cross/MS5D relief operations

G Frograms and projects of obher agencies.

by
like

Evidences such as letter of reguest, ocopy of  the program,
pictures, an the like attesting to the teacher’s
participation in the community and allied services should be

submitted for rating purposes.



U —

o

Giiicdel ines for abirng Ttem B, (Teacher
Moo 7y Punctualitby and

Had no abssnose, leaves, ftardiness  or
undertime, during the vyear, in class or
obthey  rveguived school  activities like
mestings, programns or assemblie

5

" L}

Aryived in sobioed oy in placs o f
artivilty at le 1% minubtes before
cfficial  dime and left only afbter  the
end of the class or school activity.

Vaoluntarily vendered  servioce beyond
afficial time whenever there was a need
for such service.

NOTE: All these indicators  shouwld be
present Lo merit & vrabing of 10,

Dicg not have move than 2 instances of
absence the total number of days not b
excesd O oand not more than 5 instances
of tardiness during the year; or had one
instance of justified leave of absence
sk as maternity or sick leave provided
such maternity leave did not exceed &0
AL CNGE days oy such sick leave did not
exceed 20 working days. « ¢« & & o« = =

Was noted leaving olasses or obher
school activities at least ftwo times
hefore they were over.

Rendered service beyond official  time
only when asked.

MOTE: The observation of even only one
of these infractions is sufficient
for a vating of 8., If all 3 had
been obhserved the rating 1s still
8.

Did not have move than 3 instances  of
absence, the total number of days not to
evceed 10 and not move thanm 10 instances
of tardiness/undertime, during the

27

o s

Cipapy sh eer @




D.

jony
[

skl

or,  had one instance
1 i 1 | v“:J leawve of 3 Loy ;

1e Z wher e AR Lesve
&0 days  but onot beyond 70
daysy ov silock leavae ok
20 working dave. « 2 om = ok x

&

17ov other
B3 td mes

robaed leaving classes and
1 activities at le

zoh
before they wers over.

Failed or rvefused to render needied
service beyornd official time at least
orvc e duving the yvear.

NOTE: The observabtion of everr only  one
o f the infractions/ factors
indicated above is sufficient  for
& vating of &, If all 3 had been

ohserved the rating is still &,

Did not have move than 4 instances  of
absence  the tobal number of  days ot
echi g 12 or nobt morse  than 12
tardiness/undertime, during the sohool
VAT, in olass o abher s bl
acbivities it which attendance WA
required; Dl had an instance ot
Justified leave of absence (materinity or
sick  leave) with such maternity leave
axceeding 70 calendar days  butb trob
beyond 80, or such sick leave exceeding
320 but not beyond 40 working days. « « a

£

N -

Was noted leaving classes  and/or obher
school activities at least  five times
befoare they were over.

. of PRI | LS
e g o :

i

= BOD falled to  render rieaded
service beyond official time at least 3
times during the vear.

NOTE: The observation of even only ohe
af the infractions/factors
indicated above is sufficient for
a vating of 4. I all 3 had been
obhserved the rating is still 4.

Had % or more instances of absence  the
tobal number of days exwceeding 12 and
Y € than 12 instances of

£



. P e
actbivitiss: )
Justified Cmatern
S b maternity lsave
cal endar days  or suU
ing A0 working da

Was noted leaving ol
ackhivities more than 5
WEY & OVEer .

'

ailed or vefused to
vice beyond of fioial
times during the year.

FMOTE: The observation of

i f tlige

¥ g

Yooy ety e

e

ne  instance o

ity o

Lo

sick) with
i ng 30

k¢

o ik leave

Y. .

Lim

¥ erd
T imie

indicated above is suff

I
val

a rabing of
observed, the

T oall
ing is

29
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bafore bthey
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more than 3

even anly one
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The

this

Morality

FPersonal

4.
[
P

£

-
foa
S

Guidelines for RBating Them
FPeraonal ity and Human

Tl lowing

items

b r

i ghest standard morality.

gerves rules and regulations affecting

HEYvVioe.

Stvictly ob

pub o

T of unguestioned honesty and integrity.

Lharacteristis

and mental health.

emplifies sound physical

Dhserves propsy grooming and atbtive.

of  vesponsibility,

gsel f-reliance.,

Demonstrates
confidence and

2

shtreass and frustration tolevanoe.

Demonstyates
Erercises sel f-control.

Makes sound decisio

o f mind and

Displays rveasonabi. i
convichion.

arnd

t‘ [}

Evhibits
criticisms.

open-mindedness suggestions

Maintains harmonious relationship with people  he

deals with.
o f

Enjoys the ssteenm and rvrespect of the community

his Servioce ared.
lowve and for pupils/students.

Mani fests Dl T -3l 3|

S0

indicators shall be considered in vating wndey



Frating

A Mani festabtions of items 1-3 and sight (D

Dach o LTS s w % m om s w w om w w & w w W ww 10

items 13

|5 Mani fest
miow (2

[ Mani festabions of
Fowr a4y obhevs. e 0w m w w ok & w m w e w ow [

D With  an infraction of any of bthe itens
1-3 but with manifestations of any four

(4 others, e 4 e = 8w a s w a om w e w ow &

E. With an infraction of any of the items
1-3 bulh with mani festations of at  least
twin (3

s

obthers. n o w m s w w = % w s s o m e

NOTE: It shouwld be noted here that items -3 are musts and should
be observed for a satisfactory rvating. Even if items 4-
14  are observed 1f an infraction of any of items 1-3

has besn noted, no satisfactory vating undsr this  item
may De given.

]
[ 5



Gindd clel 1 for Giving Dredits Under Plus Factovs

(Mawimum nuwmbery of points ~ 1,000
I addition to the bteacher’s average welghbac vating,

the teacher may sarn additional points not exceesding 1.00 for b
achievemsnt in any of the following itemss:

fet

et
3

e

i3y
i

I Fesearoh

&w o 1 oat les I 6
hehavioral problem in

study on a

a (:) w st

po

b Analyvred test rvesults and whbilirsed
data  to plan and carvy  out at 'least

aavch o Over oome  an
identifised teaching-~learning prablem

g o fon e - - o ™ e
in the class, = & w o« s = s s s = » = Ly, Tl

wries At

. Introdue at  le e
technioue  of teaching which h

tried oulb in the whole b

recovds  and made a formal  veport  of

b : for publication o o . o . 1.00

IT. tLeadership

a. Organized, trained, and conducted at
least one culbural and/Zor spovts group
Cea.g. vondalla, choiv, dramatic  olub,
dance  Troupe, writers olub, forensic
clubd with at least two presentations
and  won oany of bthe first three  major
prizses in oa compestition. « o @ o ¢ o« . 1. 00

ALl these activities are in addition  bto
the regular Leaching load; signment
Leacher . IT a teacher is
s ng 1A B undertak
i i =cfit for Plu

E: U VO 3 Sy [ O

shall be given.

nly activities wndertaken during the
rating period shall be credited. Thinse
per formed one or two years before shall
ot be counted.




i1r.

i ; Comninarn i by
codting o wnclertook at le
Bivity el bing in lmpy ovems
COommRIEY. o w w e s e e e w w w

o

Rz

C. Berved  at  lesast 5 times during  the
year  in oany of the following roles:
¥ LAY & 3 . discussant,

demonstration acher, or tralnor o f

community  activities;, in any sohool,

barangay, mriicipality, LYy

ial lewvsl. W e e s w w e e

frecsys i

i L leadership in the prodoction
of at least one wovkbook/set o

pracbtice  axeroi for  one sub ject

Sy ® ® ® w ®w ® ®w w w ®w w w w ®w  x u

Dedicated Servioa

s teaching canment Sspecial
in areas whers peace and ovoder
tical or where ation was nob
ble to btranspor ion and wher e
travel was hazardous. e w w m s w w W

b. Rendered service in bimes of emergency

antd disasters. o o ¢ « 5 s 8 a8 8w s w

e Fendersd  service beyond the oall
duty even in the face of great ri

for
o f
2 i bevms of bime, =2ffort, ey

and personal convenilencé. e

. Demonstrated pesrsonal sacrific
the good  of the “vice regardle

s

e Had no dropout in his  class  during
the school year. o v o v o 6 w0 o = » »

Special Frojects

a. Organized & special remedial program
in  one subject area for at  least 135
slow  learners and raised their level
of achievemsnt by at least 20 over the
baseline. v e s w s s e e w m s w ww

L
3]

0,50

1y 50

1. GO

1.00



1.

e

ITrvh v ocdue ed 1 1 i W
procedure, mebhod/device thalt v
in benefits in  terms i
e f fa

ancl

ZARBNR A2
o f G g a

o f bime, D

Farvtioi i bhe implementation  of
tional Prrroevat §on
tio vespond
el problems, suoh

and I5-0584. « o « &« « « . .

IﬁP.

at
PV Y Am
tibie fioxl 1 onwimg

Imitisa

HBole Attt by
material /workbook adopted by the
district. v s v 4 s s 4 s x W v s s om

o f T YOS e

Fubhlic REelabtions

u

[

Frojects & very goood image  of the
szl Lhrough certain activilties
like =0 g Twlwi | publications, s bl
assemnblies or keeping  bthe public
; of the objecti =111
and activities of the sochool.,

pe jeeo b

Instvumental in getting public
for major school needs (such &
facilities, equipment, and ¢

Wworthh ono less thans:

supplis

5,000 B9, 9Y e e n e om e
10, OO0 1, 5
15, QOO0 =

SO, 000 O MOYE .+ w4 a2 w ow a x oa

-

1. 00

1.00

1. G0

3 e

o alod

.75
1. 00



