POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

MC No. 12, s. 1993

PERFORMANCE EVALUATION FORM

	MACROBUTTON NoMacro [FROM MONTH] TO MACROBUTTON NoMacro [TO MONTH], 20MACROBUTTON NoMacro ___


	EMPLOYEE NO
:
	MACROBUTTON NoMacro [YOUR EMPLOYEE NUMBER HERE]
	
	OFFICE


:  
	MACROBUTTON NoMacro [YOUR OFFICE NAME HERE]

	EMPLOYEE NAME
:
	MACROBUTTON NoMacro [YOUR NAME HERE]
	
	
	

	POSITION

:
	MACROBUTTON NoMacro [YOUR POSITION HERE]
	
	DIVISION / SECTION
:  
	MACROBUTTON NoMacro [YOUR DIVISION / SECTION NAME HERE]


PART I. PERFORMANCE (70%)

	DUTIES AND RESPONSIBILITIES
	PERFORMANCE TARGETS
	REMARKS
	RATING

	
	QUALITY
	QUANTITY
	TIME
	
	

	
	Planned
	Actual
	Planned
	Actual
	Planned
	Actual
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	QTY
	TIME

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
I agree to achieve these targets for the rating period
 MACROBUTTON NoMacro [FROM MONTH] to MACROBUTTON NoMacro [TO MONTH], 20MACROBUTTON NoMacro ___.


	
	
I agree to assist the employee achieve his/her
targets for the said rating period.
	
	
	
	

	
	
	
	Totals
	
	
	

	
	
	
	Grand Total 
	
	
	

	MACROBUTTON NoMacro [YOUR NAME HERE]
	
	MACROBUTTON NoMacro [DATE HERE]
	
	MACROBUTTON NoMacro [YOUR RATER'S NAME HERE]
	
	MACROBUTTON NoMacro [DATE HERE]
	Average Total Score
	
	
	

	
	
	
	
	
	
	
	Equivalent Point Score
	
	
	

	Signature
	
	Date
	
	Signature of Rater
	
	Date
	
	
	
	


PERSONNEL EVALUATION SYSTEM

PART II

BEHAVIORAL DIMENSIONS (30%)

INSTRUCTION: PLEASE CHECK ( THE LEFT SIDE SPACE FOR THE CORRESPONDING BEHAVIORAL FACTOR YOU DEEMED APPROPRIATE.

A. COURTESY. Polite, kind and thoughtful behavior toward the public/clientele in manners of speech and actuation.

_______
Always go all the way to make people comfortable and satisfied even under pressure and occupied with work.

_______
Usually goes out of the way even when occupied with work in giving assistance to the public.

_______
Normally goes out of the way to assist the public.

_______
Occasionally assists the public. At times, discourteous. Shows lack of patience in dealing with the public.

_______
Most of the time discourteous. Regularly complained about due to inconsiderable attitude.

B. HUMAN RELATIONS.  Integrates concern for people at work, office, clientele, and supervisor-subordinate relationship into work situations.

_______
Very effective in dealing with the public. Gets along easily with other members of the workforce. Has cordial relationship with
supervisors, peers and subordinates.

_______
Can be relied upon to deal with the public and is generally courteous and accommodating.
_______
Has the ability to deal with the public and peers, although needs some advice at times.
_______
Has some difficulty in dealing with the public; occasionally discourteous except when attending to important or influential persons.

_______
Has considerable difficulty in dealing the public. Draws negative reactions. Often discourteous and irritable.

C. PUNCTUALITY AND ATTENDANCE. Observe behavior of coming to office on time to be present at work to complete assigned responsibilities.

1. PUNCTUALITY: 50%
_______
Not more than 3 times tardy during the last six months

_______
4 - 6 times tardy

_______
7 - 10 times tardy

_______
11 - 15 times tardy

_______
More than 15 times tardy

2. ATTENDANCE. 50%. There shall be two (2) references in rating attendance; (a) time card, and (b) direct observation by supervisor as to the employee's presence in the workplace.

_______
Not more than 4 times absent; absences applied for in accordance with regulations.

_______
5 - 8 times absent

_______
9 - 12 times absent

_______
13 -16 times absent

_______
More than 16 times absent

Times rather than days absent be the basis of reckoning, e.g., a half-day's absence shall be counted one time; an approved leave for fifteen consecutive day shall likewise be considered one absence.
D. INITIATIVE. Starts actions, projects, and performs assigned tasks without being told and under minimal supervision.

_______
Introduces ideas and projects with originality without supervision.

_______
Starts action and undertakes projects under minimal supervision.

_______
Starts action to meet goals with regular supervision and assistance/support.

_______
Lacks personal drive to start any project or complete assigned tasks.

_______
Refuses to perform assigned tasks despite assistance and very close supervision.

E. LEADERSHIP (For Supervisors only). The manner of guiding, influencing, motivating and developing confidence of subordinates to work as a team and accomplish assigned tasks, leading the organizational unit to achieve its goal and objectives enthusiastically.

_______
Leads staff exceptionally well. Easily achieves high productivity through teamwork. Maintains a good balance of task and people concern.

_______
Leads staff effectively. Often gets job done through teamwork. Staffs are productive.

_______
Leads staff adequately well. Usually gets job done.

_______
Seldom exercises leadership over staff. Seldom gets job on time.

_______
Cannot lead staff. No teamwork. Productivity lows. No balance of tasks and people concerns.

F. STRESS TOLERANCE (For Supervisors only). Stability of performance under pressure or opposition.

_______
Always calm and shows pleasant disposition; Consistent confident and positive even during stressful conditions at work, never loses patience and never allows others tension and anxiety to affect workplace.

_______
Most of the time calm, confident and positive. Occasionally loses emotional control during stressful conditions.

_______
Normally calm, confident and positive. Occasionally loses emotional control during stressful conditions.
_______
Often loses emotional control in dealing with stressful work situations. Often complains about people and situations at work.
_______
Cannot handle stress. Highly emotional and into violent argument with other.

PART II. BEHAVIORAL DIMENSIONS (30%)



















POINT SCORE

A. Courtesy
_______________
B. Human Relations
_______________
C. Punctuality and Attendance
_______________
D. Initiative
_______________
E. Leadership (for Supervisors only)
_______________
F. Stress Tolerance (for supervisors only) 
_______________

TOTAL :    
00.00

AVERAGE POINT SCORE :     
 0.00

EQUIVALENT POINT SCORE:
0.00

OVERALL POINT SCORE ( Part I & II ) :     
 0.00

EQUIVALENT NUMERICAL RATING :     
  0.00

EQUIVALENT ADJECTIVAL RATING:    
MACROBUTTON NoMacro _______________________
	EMPLOYEE'S COMMENTS/REMARKS:
	
	DISCUSSES RATING WITH:

	
	
	

	
	
	

	
	
	

	
	
	MACROBUTTON NoMacro [YOUR NAME HERE]

	
	
	Signature of Ratee/Date

	
	
	

	
	
	

	RATER'S COMMENTS/REMARKS:
	
	

	
	
	MACROBUTTON NoMacro [YOUR RATER'S NAME HERE]

	
	
	Signature of Rater/Date

	
	
	

	
	
	

	
	
	

	
	
	MACROBUTTON NoMacro [YOUR RATER SUPERVISOR'S NAME HERE]

	
	
	Signature of Rater's Supervisor/Date


