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(Inolosure to‘MEcs’brder No. 4, s, 1983)
Republika ng Pilipinas
XOMISYON NG SEPAISY0 SIBIL

(CIVIL SERVICE COMMISSION)
Manila

| NC # 2, s. 1982
VEMORANDUM ~ CIRCULAR “ ‘

70 . ALL HEADS OF MINISTRIES, BUREAUS, AND AGENCIES
OF |THE NATIONAL GOVERNMENT, INCLUDING GOVERN«
MENT—OWNED AND CONTROLLED CORPORATIONS

SUBJECT : Implementsetion of the Performence Appr isal System
YT@S3 for lLewyers berforming Legal Eunctions

One of the gignificent findings on the monitoring prow=

gram on the implementation of the new Performance Arpraisal
ystem condugted by the Civil Service Commission in 19791980
was the difficulty of quantifying the expected results of
lawyers which evidently, has adversely affected target-set-
ting as well| as the objective rating of employee performance
in this occupational group. Congidering this, lawyers
performing légal functiong felt the need of modifying the
model appraiFal system so as to suilt the peculiar nature of
their job.

The Civil Service Commission, through its Merit Systems
Board, took the lead in modifying the model appraisal system.
Tn its proceps of modification it solicited from the Council
of Legal Offficers comments and- suggestiong which provided
gignificant finputs into the modified system. Consequently,
the members lof the Council of ITegal Officers signified their
intention of| adopting the revised appraisal system for-
lawyers perfiorming legal functions in their respective
offices, :

In view thereof and.in order to emhance the objective
evaluation df lawyers' performance in carrying out their
duties and yesponsibilities, the new Performance Appaisal
System for Lawyers is hereby prescribed for adoption in all
egencles and offices of the national government effective
January 1, 1982, Co

Por guidance of all concerned attached ig a copy of the
above gystem.

(8GD.) ALBINA MANALO-DANS (86D, ) PFILEMON U. FERNANDEZ, JR,
Commigsioner Cormmiggioner

February 247 L1982
A true gopy



PERFORMAICE APPRATSAL SYSTEM
(FOR TAWYLRS)

This is a Performance Appraisal System (PAS) far lawyers
involved in quasi-judicial and other legal services |of the
various Ministries and Agencieg, The Performance Appraisal
Form (PAP) consists of two par's, Part I is the instrument
that records the assessment of lawyer's actual perfgrmance in
a supervigory or non-supérvisory copaclty while Part |IL refers to
the oritical factors affecting performsnce. It is simple,
easy to administer-and practical, .

THE PERFORMANCE APPRATISAL FORM (PAF)

(PART I) -
Column-i - Objective - This indicates what is fo be
‘ ‘ done. S

PR . |
Column II - Neture of Task =~ This describes the|kind
~ of tagk to be done which includes the preparation -
" of & decision in an administrative or non
digciplinary case, an opinion or ruling, an
order, an investigation or a hearing to be
conducted, It also refers to the preparation
of a letter, an indcorsement, a referral, or any
other cormunication. This may also include
“any other kind of special or intervening
_assignments,

Administretive or non-digciplinary cpses
may be categorized as: SIMPLE - where' on the
bagis of documents/papers or records on flile
a decision can be made. DIFFICUIT ~ wherg the
- cage has to be rveferred to the lkinistry or -
Agency concerned for further comment/informa=
tion, would reguire furthsr resecarch and gtudy,
and would éntsil more time and effort to
finish; end COMPLICATED - where aside from
being difficult, thisg case would require
further investigation or formal hearing, fhence,
a longer period would be needed to dispode of |
_thig case. Moreover, there ars other conmtribu-
tory Ffactors affecting the pericd within wiich
to atiend to, or dispose of, this case, By
and large, these are partially, if not wholly
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attridbutable to the parties themselves, their
coungels and respective witnesses, Further, that
attendance and availability of these persons at
achefluled hearings are beyond the control of the
Board or the Agency concerned.

Colum IIT -~ Eigg_Frame.— This indicates the period
within which a particular task has to be completed,
es for example:

Simple Cage ~ ~ = = - 5-10 days ,

Difficult Cagse - - = 15 days to 2 months
Complicated Case - .~ 3 to 5 months
(Period which is flexible depending
upon the' circumstances) :

~ Output (Quantity) ~ This identifies the
eted task which includes but is not exclusive
e following: number of decisions drafted and

r of decisions reviewed or finalized, _

- Perforﬁggdg“Rating Factbgs ~ The Column
ates the ratable factors, namely: 'CONTENT/

ANCE, FORM, ACCEPTABILITY, TIMELINESS, and
TTY, - v o ,

= (Average Ratings) - In this columm, the
ge rating for each category of tasks accomplished
mpleted for the current period of evaluation

d be indicated. Category, in this case, refers
he type of assigned taske accomplished, such as
#ion (disciplinary); Decision (Protests and none
plinar% cases); Opinions/Rulings; Orders;

alss Trial and Divestigation (Counsel or
qcutor or Hearing Officer or Boaord Secretary es
ase may be) ‘and so forth., The total point .
¢4 the final average point score, and the equiva=
| polut .gsore are, and should be, indicated at
bottom of this column, .

PERFORMANCE STANDARDS

refer to the critferia used in assessing the

e of a lawyer ag described in the succeeding =
These standards are applicable to lawyers who
nhg -in. their agencies éither supervisory or none
y legal function, .
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I. Decigions = Disciplinary, Proteut and Non-Disci glinagx

Gase§
A, Content/Substance

1, Complete and logical presentation of |
eggential or material facts

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

3e Accufate citation of pertinent authongi-
ties (laws, rules, regulations, preca-
dents, jurisprudence)

4, Correct asssessment/appreciation of
evidence presented and prowved i

5, Findings/conclusions are in accordande
with facts proved, and 031sting laws
rules, reguletions, jurisprudence |
cited '

64S3tatement of appropriaté penalty or s
tion imposed, or of remedy, relief soug
or action taken in non-disciplinary cgses.

B. Form

1. Organization/Coherence ~ is characte
by the proper and logical groupings
antecedent facts, ideas and argument
to produce a harmonioug whole and a
cumulative and mass effect of persuagi
ness, :

2, -Languagre/Style - Statements/paragrap
a decision mugst be written or couche
understandable lenguage and style wh
neither laborednor obscure. The ton
the langueage uged must be impersonal
objectiive in order to obviate 1mpres
of biags or pregudlce. [

3. Gremmsr - is characterized by correo
gpelling of words, tensecs of verbs u
persons, numbers, apt modifiers, adva
adJectlves, phrasing, punciuation, e



tgtign - in written communication, is charac=
tprized by the choice of appropriate words,
prms, "phrasésy, idiometic expressions and so
prth which oonnote or convey the meaning
htended,

ptability - (Degree of Acceptability)
fdopted, in toto with no correction

dification/correotion - minimal

, acceptab1e

- CPromptngss in the Accomplishment of

ompleted 1 month before target date
ompleted 15 days before target date
 0mp1eted oﬁ target date , 7
ompleted after target date
macted/unfinished for some %ime
nltity (Percentege Qg Accomplishment)
0% - 100% '

g% - 89%

0% - 79%

0% - 69%

50% - 59%

and Rulingsg

« Contiont/Bubstance

omplcte and logical presentation of antece-
ent. facts
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Correct statement Qf main 1usues and coro:—__
lary oncs, if ary ‘ ’

"Accurate 01tat;on of upnllcable authorltl's

Correct a.nalys:l.s of -facty, upnlloﬂble lawv )
and other authorltlus ST B R

Correct flndlnbs/conclu81ons

Whenever an ear 1ler oplnLon/rullng 1s.
reverged or modified, a statement to that
effect.,

Form

1. Organlzatlon/cohurenoc Zis ch¢ructcrlzcd
proper and logicel groupings of- anteccdent
‘facts, ideas, arguments so as fo- produce
harmonious whole and a cumilative and mas
effect or persuasivencss,

Language/style - statements/paragrdphs'in a
‘decision must be written or couched in-undér-
gtandable language and style which is neither

labored nor obscure; The tone of the 1angu"“c'
uged must be impersonal and objective in prder
to obv1ate impression of bias gp prejudice.

Grammar - is oharaﬂtcrlzed by correct spelling
of words, tenses of verbs used, pergons; pumbers,
apt modifiers, adverbs, ﬁdgeotlves, phras;ng,
unctuatlons, etc,

chtlon ~ in written communication, is ohlracter—
ized by the choice of. appropriate words, terms,
phrases, idiomatic expressions and .o forih
which connote or convey the meaning intenged,

Acceptability ~ (Degree of Aoceptability}.

1. Adopted in-toto’with mo:céxrection_
2e Modificatipn/correotion - miniﬁal

3. Substantial modifications/amendments
4. T5% correction/emendment made

5 Uﬁacceptabla




D.

Tim@iﬂ14:§ - (Prom-théss in the Accomplishment of
b ‘Logks) , -

1. Coleétedtl'month before target date

2, Completed 15 days before targed date.

3 COgyleted on target date

"4, Comploted after target date -

5,7Un=cted/unfinished for some time

Quantiity - (Percentere of Aooomblishments)

1. 90% - 100%

2., 80% - 89%
3. 70% -~ 79%
A, 60% ~ 69%
5. 50% = 59%

ITT. Prelimindry Investigation

1.

24

Thorowghness in eliciting material and relevant facts
from ¢omplainant, witnesses, and‘otherﬁparties- i

Propef deportmert and business-like behevior shown by -
inves igatcr«l@wyer_assigned o - :

, Adherence to ésteblished rules of procedures

Accurate and prompt report and recommendation

nal IThveptigetion/Hearing

Fog h;gggggAOfficérKJ

1. Adherence to established rules:of procedure.

2, Coprect and prompt ruling on, or disposition
ofl, objections, motions, manifestaiions, etd.
of] counsals : R v

3, Proper control of the proceedings ns_well as

the conduct of parties, their ccunsels and
witnegses
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4.5Proper atbire and buslness-llke behavior 4

order to obviate imprecsions of partielity o

5. Accurate and prompt report, gumnation and|
recommendation . ‘ 3

For Coungel

1, Correct and expeditious presentation of the
cage in accordance with the established rgles
of practice and procedure :

2 Proper attire and buSIHESa—llke deportmenﬁ and
behaviox . g

3. Demongtrate skills in advocacy,andﬁextent of
preparation made

Lot o the Board/Clerk of > Court

1. lhorowjﬂkn0W1edEEOI the faots and propre
the proceedlngs in the case

2, Proper attire and deportment ‘

3 Prompt preparatlon/transmitﬁal of gubpoer
subpoena, & gg g fgcum and other 1nﬁerloou
orders

4, Prompi and correct marking of exhlblts )
"~ other evidence presented and admiftted

5. Prompt action on oral. dllcotlves igsued i
court by the Board, of hearing officer asdi

V, Orders
A, C onten‘b‘ﬁs@st ance

1., language is clear, concise und not sub;ed'r
mlSlnterpretatJOn : :

2 Partles/pevsons 1ncludn bhoqe sought to r
ordered and are named correotly

- 1 :
3 Statement of spe01f10 dlrectlve 1saued aid
Justlflcatlons th;rc:or are included, ‘

[

L




rganizetion and paragraphing are logical
language is clear and concise

rammar i1s correct

erms used are appropriate

tability (Degree of Accqgtaﬁiliﬁx)
dopted in jotdlwithlné ogrréction
odification/correction = minimal
ubstantial modification/amendments
5% correction/amendment made
ncceptable

liness (Prompiness in the Accomplishment of

agks
ompleted 1 month before target date

ompleted 15 days before target date
ompleted on target date

ompleted after target date
nacted/unfinished for some time
ity (Percentage of Accomplishment)
0% - 100% ‘

0% - Sé%

0% ~ T9%

0% -~ 69%

0% ~ 59%
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VI. Referrals/Letlers, Indorscments

A, Content/Form
1. Correcot addressees and their addraesses
2. Correct Fequast/messaze conveyed
3. Wo grammaotical errors
4, Tacts cited are accurate
5 M)prﬂWM£M;MTME

Acceptability (Degreg of bocontebility)

1. ‘Adopted in oo with no correction
5. NModifioation/correction - minimal
3, Swbabcntial modifications/cmendments
4. .75% correction/emendment made v

5. Unscceptable

Timeliness (Bromptness in the Accomplisl
 Tosks)

1. Completed 1 month before target date
o, Completed 15 days before target date
3, Completed on target date

4, Completed after target date

5. Unacted/unfinished for some time

Quentity (Bercentage of Acoomplighmont)

1, 90% -~ 100%
w, 80% - 89%
3. 70% =~ T9%
4, 60% 69%
5, 50% - 59%%




-1l -

Assessgéht of Ratee
‘(PART I and PART II)_-

¢ ratec should be agsessed .on. the basis of his
aciual performence for the specific evaluation
period, taking into account established standards
for the mooomplishmont of speeific tasks and FPunce
“¥iens, seminars, training courses attended and

ypleted, and other special or intervening assigne
nmehts storted/eompleted during the period, )

l, or sxcelled in the established performance
standards for the accomplishment of all categories
- of|thege tasks, he should be rated 10 points for

eagh of the factors listed in Column V' of the

Hoyever, even if he has rendered such percentage
“of |output mentioned in No, 2, but falls short of
g oulstanding performance described in the
préceding number (2), he should be rated 8 points
of each of said criteria., If he meetd the minimum
If he fails

~tiels for improvement, he should be rated a point
oreé of 4, In case he fails to meet.the require-

ments end shows no indication of improving his

performance within a specified periocd given, he

d all the point scores corrvesponding to the five
- (5) performence rating factors, namely: Content/
Substance, Form, Acceptability, Timeliness and
Quentity for each category of assgigned tagks
accomplished, Then divide this sum by the number
of | point scores., Write the resultant average
score for each category of tasks in Columm VI,
Agein, add all the average scores for all catego=-
28 of tegks and divide the resultant by the
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numbery of categories or classes of work accompl]
for the period., Enter the total point score at
bottom of Column VI, Then multiply this averag
point score by 75% end enter the product on the
equivalent point score provided at the bottom d
game Column VI,

Critical Factors Affecting Job Performance

1, Bvaluate the ratee on the critical factors: | Public

. Relations, Punctuality and Attendance, and Hoten-
tial,, Give the corresponding point score and
remarks for each, ' o

o, Get the average point score of the 3 factorJ'énd
enter in the space provided for. 5

3. Multiply the point score by 25% and enter in the
 gpace for Equivalent Point Score. .

Performance Rating

A, Overall Point Score

1. Add the equivalent point scores of Fart 1 and
Part -II. The total obtained in this prodess
congtitutes the employee's Overall Point (Score.

Convert the overall point score into the [Eguives
1ent Numerical Rating as. indicated in thq conver-
gion table below: |

Range of Bxpected Over— EquingQEJ;ﬁygﬁgigg;
all roint ©core ' zRat;ng

2 - 2.899 2
2.9 = 4.699 4
4.7 = Te499 - 6
Te5 = 9,299 8
943 =10,000 10

If the employeec was able to achieve both his
regular and intervening asgignments, helis
given an additional point score of 2. :
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Determine his adjectival wating by matching
numerical rating with corresponding adjec=
tivel rating below: o .

Ungatisfactory
Fair
Satisfactory
. Very Satigfactory
10 . Outstanding

mter ghould apprise the ratee of the assessment .

performance for the current period of evaluation
go that any complaint, objection or question he may
raise can be discussed and rezsolved before said
asseqsment e finelized. .

isorts Recommendations

Wiritd down your suggestions for improving employee's
perfdrmence under Supervisor's Recommendations., They
mey include suggestions for training on spegific
fields such as Human Relations, Concept of Discigline,
etc., a3 well as proposals for such personnel actions
ag jdb rotation, reassignment, promotion, etc,

D, ,Aocomplish the Performence Appraisal Report in tiiplié
catedl copy for the ratee, 1 copy for the. rater, and
1 copy for the Personnel Officer.-
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Please see definitions of Critical Factors on the

page. )

! ) [ . v J.. N " v .k, ﬂ 5 +
. v ‘ * ¢ AP S S + T fi
. - ) . ; " . ) . ’ -2 - L k_ w u\ B -
e PART TIT CRITICAL FACTORS AF<ECTING JOB PERFORANGE o
, ,  FACTORS , POINT SCOAES Remarks .
‘1. Public Relations S ,
N..vcsnﬁcmwws\»w#mamnom - S - . - ‘
3. Potential -
.,Ho.nm.._. —_— mHmz.ﬂ—H.ﬂmmmn
Average Point Score - : o s . S
o T o : - ) Ratee . Date
Equivalent Point Score : Position
. o o ‘Discussed withs 3
PART 111, P-RFORMANCE RATING S : , J
) , : e . . . Rater j Date '
A. Overall Point Score : L vcmu,..ﬁo E o
Equivalent Numerical Rating - , T Qevies
: Additional Point.Scove (If any) K . Heviewsd oy
. ' Total Numerical Rating— : . !
, val Numerical [ Rater's Supervisor Date
. ) b,&mnﬁue.mw mmEJQ o Position.
B.. Supervisor's mmooimm:amﬁ.o.:m“ . . . _p,,mmﬁ. U.,.u.wm‘oﬁo&\ UHHWM -
]
reverse side of this




PUBLIC RELATIONS -

vidualts ability to develop harmonious

public relations shall include the indi
one hand, and immediate

relations with superiors, colleagues, and supordinates on
public with which he transacts official business on the other.

vczOHCPhHH< AND ATTENDANCE

The suservisor has two (2) basic references for rating UcSnwcmwwwﬁmsamﬂwmaal
ance. He first reviews the employee's time carde Then he compares it with his
observations made as to the presence of the emnloyee in the office. Discrepancies

should be duly noted to arrive at a justifiable ratinge.

POTENTIAL

A potential is a possible talent, ability or skill possessed by an individual
which he can further develont Ti.rating this factor, the suporviscr §hall also
consider leadership, supervising abilities, crativity and innovativeness. There aré
employees, howeves, who have potentials which are not related to their present jobe
In cases like this, the supervisor may help the employee by recommending him to a jcb

which is in line with his potentiale




