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. (3) A copy of the performance ratlng TepoM™ ‘ .
L Lf“‘.f*“ ‘6f the’ emp oyee shallvbe furnishet; the C
¥ f'w]ﬂ 'Personnel Officer, Schvol’ Adm1nleﬂfatiVe L I

e T e Of ficer or'Admlnletrat1Ve hssistant of
" the office or school ddhcerned within ‘ SRS
fifteen (15) days after each rating period.‘rw‘
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 Who Shall Rate” S L

¢5) In echool‘dlefrlcts L

$
(a) Each 41ementary echool teacher, guldance
" counsélor and coordinator, or school.
~ personnel shall be rated by the echool
prlnclpal or head teacher as the case
may be, subject to review by the dletrict

ity

" Ly

"TeEs 0 . .. supervigor.. S
!W(b)wEach elementary school prindipal, head

“””ﬂ,ﬁp r _ ﬁ'keacher, or di-trict coordihator shall-; o33 :
ﬂ“ *ﬂf:‘" *fd]” be rated by the district supervisor,. s Qm&vj-'

I & skl “subjedt to review by the schoole diViEiﬁnﬂ
ﬂﬁb! P_” e ‘superintendent. L : L qff [
A o (e) ‘Bach district supervisor ehall be rated i,-‘
wib aa ”?”” “by the assistant schools division supere: =
R au L ﬁ{‘ “r intendent, subjedt to reviéw. by the schogie '
"'ﬂsxg_fp‘- '“"divislon superintendent. _ Lwabiel
1?”7”w, uga)? In natiodal, provlncial or berangay high

kh *?'Bchools =,
1&“ " (a) Bach teacher shall be. rated by the head
l*"'{jj“ "' of department, subject to review by the |
"4 "'+ school 'principal. In the case ¢f schools .
_»H * with'no heads of department, the ratinge
TR ;* ‘“‘ehall be made by the assistant prinecipal, ‘
jf’”"‘”‘, A subject to roview by the school principelof
oY -'If- there is no'assisbant principal, the -
'l rati?gs shall be made by the school prinei-
pal subject to Peview by the schools -
; dlvleion sﬂgerintendent. ﬁ* : _
J (b) Each head "of department ehall be rated - o
v fﬁf‘ ¢ " by the assistant prineipal, subject to !
oo rev1ew by jhe school prlnclpal. If thers
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£ Tk 3¢ no assistant principal, the ratings

.*ﬂf\{f_f7”?-ahéllﬂbe”maﬂe by . the school prineipaly

AW el Y enbdget ol review by | the schoolsdivision
gupefintendent. ..

f{”*ﬂ;‘ ,(c)fEadh‘sChodl“principal'Ehéll be rated by .

to%st Pt ghe assistant. schools division super-

-~ intendent, subjectrto review by the
schools divigsion. superintendent.
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(4) In schools with administrative clerical
‘personnel such clerigal personnel shall
"be” rated by the administrative assistanty

" subject to review by’ the school principals -

Sy
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"t (3) “In vocational (fishety, trade, agriculture)
. schoolsg/colleges « , N , -
17v 1" (4) Bach teacher shall be rated by the head

07 of departmenty subject .to review by the

' gchool principal ‘or ‘administrator, as
‘the case may be.. . . .
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.." (b) Bach head of depaptmely -shall b rated -
e by ‘the assistant prinecipal, subject to .
' rveview by the school principal or ade .
ministrator, as the case may bes In.
" schopls headed by vdcational adminis-
trators, the Tatings shall be made by
2l the sehool administhator subject to
' reviéew by the sehools division supers-
‘:M#igtendent. B L
.+ (c) Each assistant principal shall be rated
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dhebeTE S v I hbhoele” headed by vocational adminise-
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wﬁﬁl‘(e) anh'VOcational school administrator

RNERCENE " ', ghall be rated by the schools division -

superintendent, subject to review by
__the regional director.

fvoéational\sqhoo]agupérintendent
unv.v”“r;~~'shalI%berrated_by the assistant regional

. director; subject to review by the region-
- a8l director. ' : '
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. be rated by the assistant schools di-
vision superintendent, subject to review

'.f”f_‘-(djwﬁéch aéﬁistéﬁ&fééhools division super-
tTfﬂfﬁﬁﬂﬁ~ipxendenﬁléhéllfbghrated'by the schools

AR R . by, bhe- schools division'guperintendents
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: \ S roted by»thé-achadl?administrative of-

. : ficer, subject to review by the schools
divigion superintgndent.

Sl v ¢ oo divdedon superintendent, subject to

A

y\‘feﬂ' "'1';;'_ ';-‘ Ly

A ‘-;A’ F""Z- AR "n‘--‘
.

N ",)‘I ‘ \‘ "

b

~‘J;f-(d)fEach.school

O S et i . .-shall.be ra
IR . - SRR :ﬁ:_:-‘?'d'i

: Wy al diﬁFctor.

B A

.. review by  the regional director.

B‘diviaion:superintendent
ted by the assistant regional

rector, subject to review by the region-

T

A SO A o o ER
sl (a)_Each‘supervisorhpr,

to

LD

AR AP 7 o &
chfasaistpnt,ohie
ted by . the .chief.

AT L ,",... R L "_".x\'..'. re .{ y _.'.‘-l-.". ,_‘.ﬁ‘ _ i — o
; 4h4lﬁﬁp)“Eachﬂchigfgofﬁ&gvipjpn shall be rated by
,pgyf:;-gathewaESistantgregio

review by the.re

o W
(5) In regional offices ™~ ~

S ) ‘ '
employee shall.be S
rated by the assistant chief of divieiony,
subject to review. by the chief of divislon.
R S Y
‘;,'v o (b) nEQ,
g v TR
' review by the assis

-

o

¢t ‘of division shall be -
of division, subject to
tant regional director. ‘

nal.director, subjevt
gional directores’ '












(6)

R

a

e

b

Bt Rk A AT T Te syt R W T TR e VR W -

(d) Each regional dlrector shall be rated by
“the Deputy Minister with the assistance
-0of the assistant ministers, subject to
review by the Ministers . '

In cultural offlce_/apencies

(a) Bach’ employee ahall be rited by the chlef

. ~'of section, subaect ‘tof review by the chief
rof division.

(b) Each'chief‘of eection‘shallvbe rated by’
' the assistant chief of division, subject
'ffto review by the ohiéf of dlvision.

(o) Bach chief of division shall be rated by
" the assistant directof; subject to review
. by the direotor. . :

W "l

,”'ll(d) Each assistant director shall be ratea by

:' (7)

the director, subject "to review by the
Deputy Minister. J_‘w

" () Each director shall'be rated by the Deputy .
‘Minister with the ‘assistance. of the: assistaﬂ%
. _minlsters, subaeet 40 review by the Mxniatet.

In staff bureaus. oenters, un1t5'7j '

- .(h

) (a) Each employee shall be rated by the chief of
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~gection, " subJect to review by the chief of
divisiona_”‘ -

(b) Each chief of section shall be rated by the
' aasistant chief of-‘division, subject to

v review by ‘the chief of‘division.
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(c) Each chief of diV151on shall be rated by the
assistant director or assistant chief of unit,

 shbjest o’ reV1éw by the dlrector or- chief
of unit.

(d) Each assigtant dlredtbr or assistant chief .
of unit shall be rated by the direchor or
chief of unit,’ subgect to review by the
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(¢) BEach director or chief of unit shall be

_rated by the Deputy Minister with the
‘assistance of the assistant ministers,
aubaect to rev:ew by the Mlnlster.‘

In the Mlnlstrv (Proper)

(a) Eéchqémployee shall be rated by the chief
of section, subject to review by the chief
of d1v151on.' e :

(b) Each chief of section. shall be rated by
the assistant chief of. division, subject
to review by the chief of division.n

(¢) Each: assistant chief of division shall
.be rated by the chief of division, subject
'to review by the. chief. of .service.

" (4) Each chief of division shall be: rated by

‘the chief of service,. subject to review
by the Dpputy Mlnlster..

" (&) Baoch chief of serv1ce shall be rated by

the Deputy Minister.with the. assistance
" of the assistant ministers, subject to
‘review by the Minister. :

Ratlng Procedure

LVT(ls The manner of ratlng shaml be accordlng to the
" instructions given in the- aforementioned Memo~

randum Circular No. 2 of the Civil Service Com-

.missione .. After the rating official has accomplished
the performance rating report;-the same shall be -

forwarded in triplicate to the reviewing offlcial
who shall 11kewise 51pn the report. :

‘After the review1ng offlclal has slpned the report,

a copy each. shall be-furnished the ratee and rater.
The third copy of the report shall be for the files
of the office, lelslon ar bch001 concerned.

'In case a rev1ew1ng offlclal decldes ‘to make changes

in” the performdnce rating of. an employee he shall
indicate such changes in red ink in the report and
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i) o properly initial them Any performance rating
31 ', changed by the reviewing official shall be
© - considered fihal unless an appeal for reconsider-
- ation of the same has been properly submitted.
F;}P;ﬁ'kei&tiohship’Betweéh Per$6}manc6‘Ra%iggikgﬁ Pergonnel
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m§"}~__-~‘ 1The.pérf0rman0e rating of emploxées'shall be

considered in connection with the following personnel

-faction;

(1) Placement - the strong performance qﬁalitiea-

g0 7.1 'of an employee shall be utilized®to advantage
R TRTI *in-duty ‘assignments, “fhl?*J :;;Q; -

” *;;_‘(EJ‘Promotion and-step or méritéianeaééJih pay -
. v T A rating of at least "satisfhobory" ‘shall be

oatit 7 a'redquirement for promotion asd

RTINS vatep‘Or-merituincrease’in'péyéjffj

. (3) Incentive award -.An empléﬁééhfbﬁ&whgmﬂdhf
" Moutstanding" rating is given ghall be rew
‘.o ccommended for an incentive awafd ‘or merdit

incr_ease. ’ o ‘;.;"*-}’3"“';"""-" A .
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“5 (4) Reduction in fbrée--'when'amréﬂﬁdﬁionrinbforce o

well as for

+© . 1s to'be effected, the performince rating shall = itk

be one of the factors to be considered in
determining retention. Decisions in this .
S regard shall be baged on the ratihgs of.fhe. )
WL‘:.~-wemployee-concerned, notwithstanding ‘any pending’
e appéal -of the employee with regard to such’
© 7 . rating. Should any change resulting from the
_ ' appeal alter the employee's standing on the -
*-.f - retention register, the necedsary corréctive .
C Testiisteps -shall be*ﬁhkenfiﬁ'gdhprdance therewith,

(5) Disciplinary action -~ An empioyée‘thégmper-” ;” S

formance rating is "unsatisfactory" shall be

L7 subdect to administrative digoiplinary adtion
TR ’unGE?.ﬁhewgivil'Sepvice'1aw-andxyule§§gw«T{f*”
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for a review of his performance rating in the
i, . manner pregcribed in Circular No. 20, s. 1964,
A ‘MAdjustment of:Complaints and Grievances," of
., the defunct Bureau of Public Schoole.
'(2)'The employee shall submit his appeal wlthin five
C e ‘.(5) days from: receipt of his copy of the performance
Fii S peting report duly reviewed by the prOper officialsy
o Failure to do so shall be deemed a waiver of hia
right to appeal and no appeal shall thereafter be
entertained. :

-\ RIARAERN

Fa .Training

Foisiur b :

‘ Reglonal dlrectors, superinténdents, dietrlct BUpere

‘visors and principals shall plan.and carry out a suitable

-.program for the training of supervisors in the proper and

_ effective implementation of the New Performanos Appraisal

- Syetem. ThlB may be taken up in teacher's meetings, con=
‘fﬁ-‘, ferencee or workshopss In this regard, the assistance
.. e »0f the Civil Service Commission or ite rogional offices
- o or this Office’ may be availed of in the preparation and

S conduct of euch.trainlng. .

[ ‘.‘_..ug_ _‘_; “

3. The necessary forme ehould be- printed or: reproduced by
the offlcee or schools concerned._ : : E :
Aty et T _ -
“ﬂeawﬁwqij All previcue rules and regulations on the: performance
rating:&ystem.are superseded by thie Order effective upon ite i
'implementatione S _ N R W.

5e djf It is ‘desired that thil Crder be dieeeminated to. all 0 o
flciale, teachere and employeee for their 1nformatlcn and guidance.
?."'. . ) -~ : . - . .

. (SGD.) JUAN L. MANUEL" =~ .o
- Minister of Educationrendanlture‘

Inclst As stated o % tpmEi o)

Referencees .".x ; "" | '“”I*." '”j' ' ﬁ'ukfvduf . o
- BPB Clrculare: Noe. (20) and 31, e. 1964

Ailotment. 1—2-3--(D O 1-76)

To be 1nd1cated in the Perpetual Index under the fdliowing eubgecte

"EFFICIENCY © OFFICIALS RULES & REGULATIONS = ©.
. EMPLOYEES - PROMOTION - SUPERINTENDENTS
; FORMS. ' RATING TEACHERS .
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- of the findinge uf the overnment-wide Performance E'f _
zivil“ServiﬁeAQbmmiesion in 197

performanbes ‘ratingsystom, -

gadevelaped -ainewsydtém, ca

_ wabithe' Wnaddqlacyretnthe pless
" Becatide “8f:'this, - the Comtlseion ha

towardaPerForhance “pésulyiiang whiehrigvexpeoteditosagfact (14 fE

a Aeet fbrth in Letter of Inetructlons No. 469,
coer sl ano g ned }L it ! .
. ;fThls new ayetem has been 1ntroduced if-five 5)_50\‘? I
agéﬁbiééfﬁnia ~pilot: ‘basis. ThE  butedmné 8LCbh: 4 -ghsy
theb#%hé HeWw syBtemig a- moreref:feeﬁu:e meank 6f evaluat i
emplfbyee péFformaheei’ . For' this reaeon; atherérerepand An it
- of 'hhé*"‘f)‘i\m'bal"!t‘olé ‘5 the admin:.-trat:.ve machihery ofIythe

8 COTpa Bf- competent and highly’ motivatedfmahpbwerg"the Ne' i
Pérformance Appraisal System is ‘hereby prescribedwﬂor edoﬁtio~q
‘iﬁ ‘the [career ‘service. effgptige Januaryf =

e s Butdatee e a1y bbncert?edg the"fcsllowins are t
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To improve the performance of employees in their,

A‘ 'Jobs through a continnlﬂg appreisalrpraeedu:e%whgt 3
-conaiders planning for future action and evalua$ing

”"““‘ph’ét‘ eiployge ‘perfosntnoe. _»‘:r- Hove Limht g
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~ provide 0pportun1ty fgr selfuappraisal BO that T

Ethevempioyee\oan avaluate his own performance, o
‘determine and ‘devisewaye to improve his weéﬂnesees IR

_and build on hig: strengths, andthereby become a

more viable member of the orgen;zation. T _

o G A

ygmhe ‘New Perforoenoe Apb aisal Sy
figerned with the output r quirements o everyeindividual
ive basic gtepat ¥y

“1”445;§nvolvéa »prueenu_e withaxnv

t :.“:“ o

which is primarily

: ‘.-')L ’
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3;‘2“9?1’ F0 0 L3 SRR e s ;
éB hlB dobﬂdeecrlptlon with his

Wei np o1 paThes emplryeq'dlscus
' "wnsupgrvisor«and they - agnea: ontfhe gontent ofehis- Job., andp

. <thevrelative: importanoe qf the dutiessfor which-he ig,-
oacoduntables s In: thlaxconnébtion!Yit s understood. that
thememployeeeknowa ;and; underetapds the goale of the'uA
4 og,ixcn ;Qyu;;ﬁw,h- e : " e
Wt GO b e A TR %w 1m$?ou’"1
. 8 ent of erformance gets '

et ,,fx, o

R
R 7 L 1pyee then drawE up a program. of performance
‘daggexs&for.hietjob for. & six—month«perlod. The list.-

f targets shonld em body ‘his plens in.all of. the mejor
-~ areag of his job. - .The targets. should be challenging

and realisticy. Of utmost importance,-the. entire. target
,%nprogram should be manageable'/- L e :

-_ ﬂ o .l"h i g, m‘q"v L_"- e g
. D; cneeion -of Pex 5 1

‘n‘ Tbe employee and ¢he euperv1sor meet:to dleouee
%heqﬁarget plan the employee: ‘has, drawnrup. The,super-“

visor may suggest improvement of the targets in ‘such.

a way that the employee has no doubt that he”has‘ﬁsem_nj

freedom to esteb11eh his work goals."fj Baig

'en iﬁ?‘w m"{,m;., [ESEI 1Y "43 Thie
aﬂﬁw,**The employee and hisg euperV1sor&selecﬁoohepkgointe
'in éhich progress ‘can be evaluated.,aTﬁe_end of A

k.PPraie period is not necessarily’ the beet time: tor
Wvalyhte progress. in the implementetion .of -the, targetss
iThe supervisor and the employee shall de term:l.ne joint:;.y
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these oheckp01nts and the ‘means by which progresa cgE .
be evaluated. ‘Accomplishment reports may be &H™ o
1. inatrumént of eValuatmng the degfee‘of implementation ’
of targets. . T '

sk W o

e. Dlscueslon of Results | :;%W?EL L
At the end of the evaluation perlod, the super-
visor and the employee meet to discuss the results’of
- the employee's efforis- to meet the targets he had
_fpreV1ously ostabllshed R )

s

. In checklng results, the superv1eor should do ;
. all he can to.assist the employee. . This assistance _"'
" may teke-many forms such.ag- cbachlng, “braining,y . K
~ counselling or. reassmgnment. If the employee. st111
fails: to reach his targets after. the various means.
of asslstance have ‘been employed approprlate ad g
. ciplinary action should be takén against ﬁim. On
_the, other hand, the employee who excels in the T~ .
achievement. of his goals should be given{recog-??*. e
nition. If he cannot be promoted, othér ¥érms'of - :
reward for his exemplary performance should be g:ven. .

’.Je

3& Ratlng Perlod

. ','

There ghail be’ two rat1ng periodepduriﬂg tﬁe’yeér,'u-ﬁ
one,”from January to, June ‘and:th :other frpm Jhly to E_.w"*
Decen ber., . . . , . :

(.‘* e ' .
.The supervisor should rate the employEé's performanee
“at” the end ‘of .every rating perlod. .The rating. that. is -
given to the employee- -should.be’ &iecussed wmth?ham.-PdintB
of, dlsagreenent about the rating should be. settled at this

rtag | Bo that satisfactory auperv1sor-subordlnat@ relatlon-
Bhip may be maintalned, ‘

,h. The Perfogagnce Appraisal Report Form

Bl u.""?‘"

'ﬁ\.ﬁhe Performance Appralsal Report Form, a’ sam 10 of
which 1s attached, shall reflect the.results of:. e
evaluation of the performance of an 1nd1v1dua1 employee--_
Only’ one -form: ﬁa—adogted fof‘ratlng both Supervisory
andtnon—supervisory personnel. R _ ;
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5. Mafiner of Rating . o0
T R 0 SRRt LS S FN RN AL
'”?ﬁ??FiVé“a¢jéctive’fatings\which*afe‘gi#enfcorpésponding

 point gcores are provided in the system.

e a°té§ﬁ§$@£§%§5 - An employee shall'be'given this:©- -7
.. ‘Tating when he exceedn his perforsiance targets . -
}(t_. L by at least 25% &and if he possesses certain '
¥ 1 “pergonal qualities relevant to the accomplishment
of such targets. &n employee who gets.an'out_*f'
standing rating degerved commendation or awards" -

. b.,”ggiﬁ“satisfacfogx'-_An*employee'shall be given )
“Fhig rating when he also exceeds his perforinance o
rrtgfgétsfbutjfalls short of what is considered "

. 4ioutstanding performance and possesses personal -~ ¢
‘attributés relevant to the accomplishment of “ & .

“'such targetss -
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.‘{O. Batistaotory « An emP10Yeetha11%befgiVeﬁ'th154 ?.t
: rating when hLe meets his performance targéts, ' = .
togethér with certain personal qualities relevant

; 5 B T

'f”ffé the accomplishment of suc ‘tdrgetse

\de Faj- = An ewmployee shall be given this rating..TFT?ﬁ3 oF
. .S when his achievement of his performance. targets,
.iff{Qﬁ@ge%herFWith“pertaianersbnal-Qualities'relevant\

" "o ‘the .si&":éi'm‘rlpil.;'i,sh'rmeti"l:‘'of"suc':h"‘liarge"!:i";:._.:‘"fi’a.afl.l}'a'r‘;l_'.l'_xc::"i'l‘:‘"_*‘5Q

. of the minimum requirements but shows potential"“ﬁﬂ'

. for improvement. Since in giving this rating the <=
'”"'fsgpeiviSOr:haéﬂconsidered-the”eﬁpléyeéﬁgqupgﬂ%iglf;,

- "Itop improvement in his work performance, it is'"’ P,
LT expeéted that in the Aext: performante appraisal UMM
' period, the employee; under close su ervision, will® -
| v’j@eithér’improVe“his-performénceffor'wﬁigh_he shall™’

“"be given a higher vating, or fail to meet work
requirements for which he must now get a lower .=
rating. For this reason, fair rating cannot be . i

. given to the same employee_forwtwo,or‘mqrewsugces- ,

- siye performance appraisaltpériqu;f‘If ofl the next -

rating pefiod the employee has not improved his per«

- "t'formance, he' should be givén;training‘bh‘ﬁheﬁparﬁiﬁx.,
' “ctilar job he is'assigned‘to’on\providedrwith'éth§r5;1 .
forms of assistance, depeﬁding‘updnf%hévaiffiéultfwr:

i or problem he is encountering.  However, such. . .-
eniployee vith fair rating shall nqt‘be-entitled, _
to promotion or merit increase in pay until he gets
a satigfactory ratinge. : L












helping the bromising worker progress and assisting
. the employee whose work is below par to improves
and - - o L o e

) e

k. Insuring. that all rating reports are submitted
. to the héad' of the Office concerned within 15 AR
deys after each rating period. ' -
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7 _Training for Ratéfévaﬁd'Ratéeg o
. ‘ ;

“V$“ﬁQaftr$ininéﬁ”;sta:l;;w
pashats

abe

_ " Each Departmeﬁt or Agency gBATLY "
course for raters and ratees onf tha

g8 of rating .
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e. Unsatisfactory -~ 4n employee shall be given this = = c
- rating when he fails to meet his performance targets® "
_ ' and ;there is no evidence_to&show[that*hé can'improﬂejﬁéff :
"~ his performance. Such employee with unsatisfactory =~ ™.
. rating shall not be -entitled to promotion or merip e
- increase in pay until he gets a. satisfactory rdating. M.\ -
6. 'Bespongibilities .. = L T
. & Pergonnel Officers - I ST
- . The Personnel Officer of ‘the ,central office and the
-~ Tegional Personnel Officer:or Adminisxrativeroffiﬁer*hk;{ff} o
: shall haVefoverall‘TGSponsibilityffothhe'admiﬁiatrgtidn”*ff o
of the New Performance Appraisal Systema LikewiSe, tHéy““VfL“
'shall be responsible for providing staff‘assistance_tof?”@“’
,supervisors*and'for“installing a trgining:ppogram_fo;h o )
' ‘raters and ratees to insure’ effective' implomentation of -
the system.. Fur thermore, they shall be responsiblggfpr 0
- the oustody and safekeeping of all rating reports. - *° Y77
- ‘b._'SupervisorsV‘-'j” o _5F i:;,;fW;;f;k1 Q:i ¥;: . ‘; :
o ‘Supe vi or‘ a e? é : ible for: . o 'JHT35 }ﬂ ‘-f
' l. Assuring that the description'of?é&cn"job_agcﬁrate;yfi
o ~ reflects the duties and responsibilities of everys ST
' employee; B T S
-f ',-2.JﬂEva1uating performance‘¢n“éféontinuingibééiﬂ:énd1; -
o " keeéping employees currently informed on;hgw they .
) ‘are measuring up to the pe#formance_targershset;_ R
o : '3.flGiving guidénce_and;assistaﬁcé'toLéééhyemplbyeé, E \j'_
I












R .

' unden‘thla New Performanoe AppralaalJ%nﬂmm, It shall
. seekithe assistance. of the Civil Service qumisslonLjJL
the preparatlon and conduct of such tralnlng.;‘

b r

8. “Right to Appeal | j T

~ .Since an employee's performance report. may 1nfluence ‘:
many vital personnel decisions affecting him, it is-
important that he has the right to appeal his. ratlng. :

An ‘employee who expresses dlssatisfactlon with the -
rating. given him may appeal through ‘the- duly established -
Grievance Procedure of the Office within five (5) days ™
from reeelpt of. h15 copy of the performanca appraisal %{
report. | L e . Gy L _ _ St
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THIB MEMORANDUM—CIROULAR SHALL TAKE EFFEGT IMMEDIATELY.
R el R R | " " r;

(8GD. ) JACOBO C: CLAVE : .-
Acting Chairman
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“Public wmwmdwomwu.

Punctuality and’

. " Fublic rclations shall include the individual's abilit
1:laticns with superiors, colleagues, and subordinates on on
public with which he transacts official tusiness on the othe

Avtendconce:

Potential:

C A

s two (2) basic references for rating
Then, he compzore
office. Disc

The supervisor ha
He rirst reviews the cmployee's time card..
maie ac to the presence of the employee in the
nct:d to arrive at a justifisble rating..

al is a possible talent, ability or gkill poss

£ potenti
whaich can be further developed. ‘In rating this factor, the
creativity and :

corsider leadership, supervising abilities,
are emfloyees, however, who have potentials which are not r«
~In cases like this, the supervisor may help the emplo]

jot.
to 2 jcb which is in line with his potentials.
o :
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'PERFORMANCE TARGETS WORKSHEET

BUREAU/DEPARTMENT /DIRECTORATE S

DIVISION/SECTION
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RESULTS
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HOW TO PREPARE PERFORMANCE TARGETS
‘I. INTRODUCTION-

S S Pt

. ‘The Government-wide performance evaluation has brought

to the fore the constant concern of ‘both supervisor and’
supervisee regarding the ineffectiveness of: the present
performance appraisal system. The focus of. the system is _
more on'the evaluation of the employee or the .person rather:
.than his sccomplishments and their e¢ffects on the organization.
, . - ; R , .

""" To correct the wesknéss of the present system, the .
Civil Service Commisston has evolved a new appraisal system
which strives to evaluate the actual performance of employees
and ‘at the same time provides for théir personal growth and.
- development. Thig new thrust in performance appraisal is
also in“keeping with the modern trend in mahagement - the
MBO - which is recommended for adoption in all government
offices under 10T #469 dated October 1, 1976, |

MBO or Management By Objectives is a ‘managerial prodess ..
characterized by objective formulation and objective implemente
‘ation with the joint effort of manager, supervisors and
supervisees. It is the employee who establishes his own. . ¢
~ objectives‘or targets bearing in mind the:goals of the - rph .
- organigation: The emphasis lies on effectiveness-rather /i .
than efficiency; output rather than input.- There ig. - ' - . -
constant supervisor and supervisee interaction .and the e
latter is evaluated in terms of the target he had set for o
himgelf. B - o B SRt

“‘f*f“However;fbefOre the  employee caniset up -workable pegs
formarice’ targets, he should first know how to 'do'if. This ;-
manual Will try to show a '"made simple" way ‘of establishing

'pefformancthargetsa P ey ‘ f

Do

' II. WHAT ARE PERFORMANCE TARGETS?

.+ - In the new performance appraisal system, the individu&l-‘
.ds.led'"to askythis :question. "What Am I Supposed to Achieve?"
' T§%3m9mept hg“Btarté?aéking this, he_is“thinking}of_targets.; 

R, éiThquofd”"targeta"”has”been_useduinterchangeably_With[f}_
" .objective, and result or any other ‘synonym.  However, -
for ‘the purpose of this manual,- the following terms have - |
been assigned their stipulaﬁed,meanings. ‘ o
e T SRR T "
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IIIr \ -STEPS IN ESTABLISHING PERFORMANCE - TARGETS S e

o

Labwpl w me 40 T o

‘Obje¢tiveé

‘Goals - . = They refer to 10ngnrange expectatlons ‘of the

—2—

Lo
. r'ﬁ.J

G- . .. whole: organization. - Goals.statement.is .the
* 14 7. regponsibility of- top management.‘ Goals ..
cover a perlod of 6 te 10 years,_“_ e i
R
These are medium~range ‘events or accompllsh- O
ments, planned and expected to happen. to.r
pursue the long~range goals. They are the i
concern of middle management. and are attalnable

pame e dnca span of-2 %o 5-year5,~w-
 Targets B These are short-range in nature and establ;ahed '

! l

-~ by an "jndividual to help achieve the objectives
of the organxzatlonal ynit to: which he.belongs.
Targets teke:at most 6 months to one year in. -
accompllshlng. R 5 s e

The preparatlon of performance targets is done twice
a year 1n*accordance with the rating period prescrlbed for
appraisal - the first is from January to June; the. nexty -

__from July, to December. However, targets may algo be prepared

at other tlmea, whenever deemed necessaryo

i Here are the &eps 1nv01ved 1n the actual formulat'on .
of targets by individual employees. o ,ﬂng;y

_;Stgp-ﬁgl_HWrite down the functions as, stated in the position

: ‘deséription form as well as the employee 8. actual
.. . duties. It ig in this step where the supervmsor .
discusses the aivision/section objectives .as. they
relate to the total organizational goalse. Lhe
supervisor also clar1fles his expectatmonsrof his
5uperv1seeso-a : e
Lo Job. descrlpt1ons only prov1de guldellnesr R
for ‘the employee on his neaponsibilitles. Many, (o
times, however, due to the dynamic nature of*the
organization, the functions of a certain poeltion
changes or are modified. depending on organizationa
_need nm‘_h’h . et R .,_M_ *FH T
. 'r"-' m'-liin d Uyt
2. Identify the Key Result Areas (KRA) of the Job
and Conseguence of Service.
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\_‘ § R . B e s Sy

Analyze each of the functlons and actual

~ duties of the position and convert each into thewyh ;.-"
'job area in which results must be obtained if '

the overall purpose of 'the Jdb is to be achleved. m'
| A Key Result Area is also known as the “:fﬁ“ o
xeffectlveness area or the area of responslbillty._w.‘

Examples aret

-

e 88 or eseten awmeds b o

POSITION 'KEY RESULT AREAS
TRAINING o Training Céurses Designing
'“MDFFIOER : o Training Bvaluation"
w : o Facilitator Services
.0

Resource Person Services

Typing, S*nn., Fllzng Serv:.ces
Telephone. Galls R : _m.;
Client or-Visitor- Reception i

000

-
s s .
o e e 5 or ue [on o5 as s ss o an ar se 2 se w5 les

L 2

:Boss App01ntment Bchedule s
; \j T . .. P J"“’T% '3*.% - ’?ﬂ-ijt _ |
- [\o Budget Preparatlon _ o
0 o % .. o Budget- Legislatlon U e ey
FF;CER ;Q o v ‘BudGet Execution .~ . 0 Tuvd
BT O ﬁo Bgdget Accountability - .
: " . ] . ] i ;.“ '
Lo  -y%1'T’?ff @‘o Ma & v N\wv‘ .'f‘
‘ MANKGEMEN@“‘K_;ﬁk; ;10 Maﬁ;gemen:ﬁigsgi :.-Ar ﬁ! 
. AUDITae e g ManuaTm?n ot P :
- L N A S :
it
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TfCGNSEQUENeE OF.. SERVICE QR RESULT OF ;ERFCRMANGE'

PR

~ Refers to the f:l.nished product of each of the targets
formulated. Examples: = ‘ e T

s

" EMPLOYEES CAN WRITE THEIR OWN I'ERFCRMANCE RN,

”LMPLOYEES CLN GET TEMI’()RARY OR I‘ERMANENT

JOBS IN GOVERNMENT

___CLIENTELE CAN RECEIVE CHECK

TiRGETS

L . [

Bet ‘Up Medsures of Results o . | L .

Meaaures of results are also known as pere

: formance standards.’ Performantce standards are Ah\

acceptable level of performance expected of @ )
member ‘in the group» The setting of these mtaf“,‘r;mea )
1

-is done coo;:eratively by the group ;'

There are 3 types of performance sta dardaimm...
BN
. They_are the. informal, the statistical an 7

F“ 9nEineer9d Btandardsn For an Organlzaf a;&zzart
""" is just beginning to set standards,” ‘t%zléeg el

existence of statistics and higtorical data,
-,Btatistn.cal ‘standards .can be. wm‘k ed out..

mensu - res of Quant:s.ty, _Qual:l.ty and ‘I‘ime.. . {_‘j

with the informal measgures. which are

k
experience or sometimes on estimat©8e In thets

As the organization m“*flns more. exper1ence TV

:r\u
“4n’ the area of " standard. settingd » »they ocan - daevelep

more sophisticated and. accbrate measures thro‘igﬁ i
time and motion stuc’nesa This 'would require -

'i“sesreral experiments. )!‘ke“b'.'f varn.bun?esl;.ﬂ‘l;oyees
It 0f the same posl

t§ h-are moderto per a . 8ob. e .
of activities wt' 11le the time they ,:;pend of" eapl%m

. are recorded by a st0p .watoh.‘--"‘ 5 i & ,

: rl

Thre DEW. performance appraisal syatem requirea

e

" * .
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: Examples. _('

B LR R " R T

as Rt_lm;i_tx N ,_;}1

all pgrform ncevtargets:must;be_quantifiedﬂip;go~
some Waye, The init often used are monetary.or

physical. Others such as prnportlon may also be
used. o .

4
fiaisisn, 4 »
0 Mdnetary UniTe ¢ P20,000 sales .
t

o} Physical Uni Y 100 employees

o Proportion Units : 5% of the employees o

o Miscellaneous s a1l employeee belonglng_to '
: - the technical and. clerical
groupss -~ .. . . .
Avoid standards which are not. capdble of being
measured, such as: MINIMUM,,FEW, ADEQUATE, ACCEPTABLE,
IMMEDIATELY. They are vague and subjective terme."

“What is minimum to one person may be too much for

another.

Quallty can be measured.. PrOport1oq.unite can be

“used to: determine the quallty of an employee & output.

H_‘_‘_. 5‘ R L

a4

SR
‘F1n15hed typlnp 90% of al} 1ettere without
e any correctlon. :
: - B
-Increased - speed in typlng from #O to 50 worde .
per minute with only 30% error.ﬂqﬁ , “gl‘* -

Another way of, K measuring. quallty is by deve10p1ng

1nd:|.cator5. There are 2. factors consldereé here. They :
are: = .- L e S : ¥

i
. W .

(1) the existlng condltlons that indicate. &

P need for performance 1mprovement, and

(2) how these condltions will change it per- '
formenee does improve. :

* ®












Example: An Aasistant-DirePtﬂr's Tarpet is - |
NIMPROVE MY ACCEPTANCE AND EFFECTIVENESS A%EA

"~ COUNSELLOR TC BUDGEfD PERSCNNEL IN MY OFFICE
ON BUDGET' PLEPARATION i :

This can be made measurable W1th non—quant1fiab1e
1ndlcators of progress,'

Improvement will have occured whens

(1) the budget personhel go to this Apsistant
Director for guidance more frequentlyj

(2) they quote the Asslrtaﬂt Director's advice
- more often in distussion with the OPPPV
D1rector~ and

”“(3) fewer errors are'madef%ﬁ$budget'prepnration.‘
- Pipge v S : it e
Tlme, though one of the easiest elements to 1nclude
_-dn a target, may sometimes prove to be the most .
difficult to dotermine. Some results are known
- WHRIE BHiet period; others require “longer-time,

‘How ‘often have employees failed to meet deadllnes‘fv

because of wrong time projection.
ot . @ .
= Time element cas te stated in any o? these 4
basic formst ' : foa

. . . 2 e .
. __.\w :5 P Syt RURTEE N ‘.‘. ".

(1) End Form: EO (END OF) ' .
' Ex. EQ-JUL (By Jul 31) - e
- B0 1972 (By Dec. 31y 1972)

(2) Beg:nning Form: 'BO ‘(Beginiing Of)

"4 i
(3) Durzng Form: DUR (From a oertain date
_ T oo '‘another’ date)
- - Ex. DUR JULmNUV (brom July 1 to“
Co S . a NQV‘ 30) oo

oy

I3

F
e TITTITYTS

s [

. \ -

Ekn BO JU.LIY (By July 1) L T »[n .
BO 1972 (By Jan. 1, 1972) R

P












LRI T o . L R T T N " S

(uJ Speci ic Form: oN ‘(bn the date cited)
i ...wg .. ... DY (Before or on. Speclfied
L SR . -date)
g: ."-" Ex. ON DEC 16 (Before or on Dec. 16)
" BY DEC 16 (Before on Dec. 16)

l The End % rm is most w1de1y used. The speciflc o
orm is used-when a supervisor's target 1nterlocks
tlghtly with those of others. : S

'Btep #5¢ .Formulate statement of target by Bettlng down: the result
of performance and the measure of Quantity, Quality and
Time. Steps 1, 2, and 3 provide .the necessary background
for the preparation of individual performance targets.
The form on the next page is-the worksheet which will
simplify the target-setting process. :

" Btep #6. Test SOUNDNESS OF TARGETS

Sound targets can be easily dletlnguished from unp
. sound ones by checklng them agalnst this llet' ) \

SOUND TARGETS . - .y"‘ PROBABLY - UNSOURD TARGETS
MEASURABLE  rather than T NONMEASUﬁADiﬁa

" SPECIFIC ' AERE GENERAL u'ﬂ‘
RESULTS (OUTPUT) . ACTIVITY (INPUT)
TIME-BOUNDED rather than ‘- . = TIME-EXTENDED
 REALISTIC AND B . .'vj-' WINIHUM OR UN—

ATTAINABLE L ;ém ATTAINABLE
Many factors 1n the above 115t overlap in some waya,
~ but taken together or separately, they serve iz suides
to the employee in. testlng ‘the. sbundness .of targets for-
- mulated. T SUPUIL A SRR P

e

‘a) MEASURABLE

‘;@r' - Consider the elementa of quantlty, qualmty and
time. whenever applicable aleo 1nc1ude cost.-

-
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b)

. - - . - ' l .

SPECTFIC

Targets are dlrectlone whlbﬂ telld us whau
to'doe If directions use words that have wvague-
or varied meanﬂrnaq wa are prone to make gudsses

.. Or Wrong moveéeg. Jor example, "Give e a plasg

of water® may sound epecific, However, it is
very inadeqgitats because it makes.a person guess
or ask questions that delay action. Is it cold
water, iced wate., Jaucet water, or hot water?
In examples helow,  the left column shows general
and therefore nagne terms that shouid be avoided-

" 4in targets.. The right column showa how terms at

¢)

Inform the pUbllP '

the left can be madﬂ gpocwar

 GENERAL I nRP SIFIC

Staff A1l OPPPE personnsl
Young employees Fmployeas helow 30
Employees long in Luployees with 20 years
. jser#ice;_. X or more experience 1n
) - service
. DR ) .
i Fa0111ta+e printing Provide prianting services
' " of mate*la] ' e
' Develop a px ogram ' PvepPre a proFPam
Administer opinion Approve ox d;sannrove

Know how to ssunbiish Wiite performance targets‘:
. performance
Ob]et tives

Write ap article for press
releass H'_:ulﬁ

Look into‘the'mattem  Tnvestigate the matter

Results (Output) Oriented E

1 : L

.Targets must identify the resulf of an actlvity
‘instead - of emphasisg on-thd mctivity’ itself, -Statew

ments like "to conduct orientation training to new
employzes" or “to ‘improve recruitment policy" are












mere functions and act as general guidelines from
which an individual c¢an draw his targets. Examples
of results=oriented targets are:

Part101pants in the orlentatlon program
conducted would be able to score 85% in
~ the post'evaluation._',

90% of new employees will receive a rating
of satisfactory in their probationary period.

a) -Time-bqunded

There are times when target dates are not met.
In this case, time period may have been too short F///
or targets are too high. Sometimes intervening ‘
work assignments cause the delay in accomplishing
original targets. In such cases, one has to make
adjustments in the earlier plan, so ho can avoid
rughing which may affect his performance negatively.

e) Realistic and Attainable

Targets should be gomething that can be achieved
within a reasonable length of time and be within the
- ability of the person trying to attain it. -Zhey should
be matched to the span of the individual's satisfaction
to perform the job.. We should not set targets that go

beyond our ability %o apprecxate or obtain deszred
results.

R 15

Iv, ERRORS TO AVOID IN TARGETS

In determinlng targets, these are the errors that frequent-

Targeté are too high and unattainable

‘Targets are too low and do not challenge
the employee

If they are unmeas’urable, then forget
them

Having more. than 10 Targets probably
indicates that the employee does not
see the job as & whole.

To;_many Targets












" 5. Too complex Targets - Complex targets tend to be

- : o "~ produced as a cover~up
against unsatisfactory per-
formance, hidden in them are -
if's and but's.:

6« Too Long or Short _ - Except for top;administratian,"'
a Time Period targets need not usually cover
o ' more than a year.

_.7; Imﬁalnncod Emphasis ~ This occurs if there arc 5 targets
o e . covering 20% of the KRA's of the

‘position and 1 target for the other
80%. ' o
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