Republic of the Philippines
CIVIL SERVICE COMMISSION

MEMORANDUM CIRCULAR

T 0 r  ALL HEADS OF DEFPARTMENTS, BUREAUS AMD AGENCIES OF
THE NaTIOMAL AND  LOCAL GOVERMMENTS, THCLUD NG
GOVERMMENT-0OWNED AND/OR COMTROLLED CORPORATIONS

SUBJECT : Buidelines in the Establishment and
Implementation of Aagency Performance Evaluation
Bystem
Fursuant to the provisions of Rule IX of the Omnibus Fules
Implementing Book W of Executive Drdes M, 292, the

following guidelines are hereby issued in order to help agencies
in  the development and sfficient implementation of performance
evaluation svsetem:

1. Coverage. A Performance Evaluation System (PES) shall
e established in all departments or agencies of the
national and local governments, including state
uRiversities ard colleges, government-owned and
controlled corporations with original charters.

2 General Objectives. The PES shall be so designed and
administered to:

& continuously foster improvement of employes
parformance and efficiencys

b Brnhance organizational effectiveness and
productivityy

Ea provide an objective performance rating which
shall sesrve as a basis for incentives and rewards,
promotion, training and development, personnel
actions and administrative sanctions.



3

Minimum Requirements. The PES shall include the
following minimum requirementse

=1

Identification of performance outputs as well as
job-related behaviors of the position/function and
corresponding performance standards which should
be mutually agreed upon between the supervisor and
the subordinate.

The actual performance outputs shall be assigned a
greater weight when rating an employee’s
performance. Job-related behaviors which
critically affect the performance of a job shall
be identified and defined. Employees shall also
be rated on the manifestation of these behaviors,
but the rating shall be assigned a lesser weight
than that of job outputs.

Feedback by which an employee shall be currently
advised of his progress in accomplishing his
assigned tasks.

Documentation of the observations, comments and

recommendations of the supervisors regarding
employee’'s strengths and weaknesses which may be
instrumental in furthering his career, or
identifying constraints that may impede his
development.

Evaluation and rating of performance done twice
a vyear or once every semester composed of six
months ending on June IO and December 2Z1.
However, if the organizational needs require a
shorter or longer period, the minimum appraisal
period shall be at least 90 days or three months.
No appraisal period shall be longer than one year.

Sanctions against raters who have been found to
give undue advantage or disadvantage to the
employee thay rate.



Adjectival ratings defined as follows shall be
adopted:

Dutstanding — An emplovyee shall be given this
rating when he EXCEEDS HIS TARGET BY AT LEAST
FIFTY PERCENT. It represents an extraordinary
level of achievement and commitment in terms of
guality and time, technical skills and knowledge,
ingenuity, creativity and initiative.Employees 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
even his peers recognize through a forced
comparison/ditribution method established by the
agency concerned. (Underscoring supplied)

Very Satisfactory - An employee shall be given
this rating when he EXCEEDS THE EXPECTED

OUTPUT/PERFORMANCE BY AT LEAST 25% but falls
short of what is considered an outstandimg
performance. In addition, his competence and
contributions shall be recognized 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 performers
shall be included in this category. Only emplovees
with Outstanding and Very Satisfactory performance
ratings shall be considered for promotion.

Batisfactory = An employee shall be given this
rating when he MEETS 100%W of the standards or

ordinary requirements of the duties of the
position. Those screened out in the forced
comparison/distribution method for Very

Satisfactory performers shall be included in this
category.

Unsatisfactory = An employvee shall be given this

rating when his performance is FIFTY ONE FERCENT
TO NINETY NIME PERCENT of the minimum requirements
but could stands improvement. It is expected that
in the next rating period, the employee, under

close supervision, will either improve his
performance for which he shall be given at least 3
satisfactory rating, or if not, he shall get

another Unsatisfactory rating. Two (2) successive
Unsatisfactory ratings shall be a ground for
separation from the service.



Poor = An employee shall be given this rating when
he fails to meet the performance requirements or
meets FIFTY PERCENT or below of the minimum
requirements and there is no evidence to show that
he can improve his performance. A rating of poor
shall be a ground for separation from the service.

g- Farts of the Performance Evaluation System:
1) Objectives

Z2) Basic Folicies adhered to by the agency in  the
implementation of the PES

2} Procedure/Mechanics of Evaluation
4) Mechanics of Rating

Development of PES Sub-systems. An agency composed of
diverse functional groupings may develop several sub-
systems for the evaluation of performance of the
different functional groups.

Example:

The management and staff of a large medical center
may deem it necessary to develop separate
sub-systems for the Nursing Group, Medical Specialists
Broup, Ancillary Services, and Faculty of the School
attached to the center.

The four sub-systems may have cCommon FES
objectives, policies adhered to by the agency in the
implementation of the systems, mechanics of evaluation,
appeals mechanism, and sanctions against raters who give
undue advantage or disadvantage to the emplovees they
rate.

A PES sub-system shall contain the following basic parts:
a. Mechanics of Rating
b. Performance Standards

c. Critical Factors Affecting Work Performance
{(Defined and presented in graphic scales.)

Approval of PES. A newly developed performance
evaluation system shall be submitted by the Head of
Agency to the Civil Service Commission for review and

approval based on two criterias



a. Completeness - The System contains all the minimum
requirements provided for under
Rule IX of the Omnibus Civil Serwvice Rules and
Regulations pertinent provisions of this Memorandum
Circular.

b. Acceptability - The Head of the Department or Agency

certifies that the Svstem has been
presented to the staff for initial wvalidation
and found to be an acceptable tool for

performance evaluation.

Pilot—- Testing. A CSC approved performance evaluation
system shall be pilot-tested in the agency for at least
one rating period to determine its effectiveness and
confirm its acceptability.

Performance Standards Development. To ensure the
objectivity of performance ratings generated using the
PES, common performance standards shall be developed,
agreed upon and established for positions engaged in
the same or similar functions, duties and
regponsibilities. These performance standards shall be
reviewed and fine—tuned to suit the pravailing
circumstances in the workplace and organizational
neaeds .

Technical Assistance to Agencies. The Civil Service
Commission shall conduct round table discussions and
workshops with representatives from different agencies
and offices for the purpose of assisting them in the
development of common performance standards for
technical and non-—-technical positions.

Heads of agencies are encouraged to request the

Commission for technical assistance in
the development, implementation, refinement of their PES
as well as in the establishment of performance

standards for different functional groupings.

FPEB Implementation.

a. Agencies are expected to conduct Orientation
seminars for new officials and employees to orient
them on performance planning, evaluation and
improvement. Such services shall also aim to
promote awareness and interest in the System as a
management tool for employee development and to
generate their appreciation for the agency
performance evaluation system as a management tool
for performance planning and control.



b. The highest ranking officer in charge of personnel
management and responsible for the administration of
PES shall collect the perfodrmance rating reports of
all employees covered by the system within fifteen
{18) days following the end of each rating period.

. The Personnel Division of the agency shall be

responsible for the safekeeping of performance
rating reports of all personnel. Thesa reports
shall be included in the individual personnel
folder made available to the

Selection/Promotion EBoard and shall be open at
all times for the inspection of the Civil
Service Commission.

Monitoring of PES Implementation. The Civil Service

Commission shall conduct in—-depth monitoring
of the implementation of agency PES to gather data on
the extent of the system's implementation, its

usefulness in accomplishing its objectives, and its
strengths and weaknesses. The results of the monitoring
shall be communicated to the Head of Agency for the
purpose of fine tuning the system and improving its
implementation.

Updating of PES. All existing Performance Evaluation

Systeme presently being implemented shall be revised
in accordance with the provisions of Rule IX of the
Omnibus Civil Service Rules and Regulations and submitted
to the Civil Service Comission.

The USE of PES Model. All other agencies without a PES
may adopt the PES Model herein attached. The
Model may be modified and expanded to suit the
needs of the organization. All agencies who opt to
use the Model shall inform the Civil Service Commission
of the plan to pilot- test the Model and the schedule
of pilot—-testing.

The Commission shall be ready to assist agencies 1in
the orientation of employees on the PES Model.

Non-Bubmission/Non—-Implementation of PES. Failure to
submit a PES to +the CSC for approval and/or non-
implementation of approved PES shall constitute a ground
for disapproving promotional appointments and other
personnel actions requiring performance-based ratings.



MC 2, =. 1978 and MC 12, s. 1989 are hereby repealed
accordingly.

This Memorandum Circular shall take effect immediately.

Vhai, B M, TP

FATRICIA A. S§TO. TOMAS
Chairman

March 18, 1992

BAB/MLE — PES Monitoring 1 : amend



FERFORMANCE EVALUATION SYSTEM
(A Model)

Fursuant to the provisions of Rule IX of the Omnibus
Rules Implementing Book YV of Executive Order 292 which took
effect on February 14, 1992, the Performance Evaluation
System is hereby established. The System shall have the
following integral components:

I. OBJECTIVES:

1. To serve as reference in performance planning and
reviews;
2. To promote the most effective use of manpower in  the

organization in order that the employee makes his/her
aptimum contribution in the delivery of basic servicesi

3 To serve as an objective basis for all personnel
actions such as promotion, transfer, reassignment,
demotion and separation: and

4. To serve as reference in the grant of performance-based
salary step increment as provided for by CSC - DBM
Joint Circular No. 1, s. 1990; and for other incentives
and rewards that may be provided under the approved
Employee Suggestions and Incentive Awards System of the
agency.

II. BASIC POLICIES:

) The FPerformance Evaluation System shall be made an
integral part of the HRD program of this agency.

2. Appraisal shall focus on results/outputs rather than on
activities/processes.

b 3 Employees shall be given appropriate recognition for
their performance and contribution +to the overall
effectivenese and efficiency of the organization.

q, Each supervisor and- subordinate shall be informed of
his rights and obligations under the Ferformance
Evaluation System and be periodically informed aof his

progress.
8. Appropriate training opportunities shall be
continually provided to facilitate effective

implementation of this system.



III.

IV.

SCOPE

The System shall apply to all career emplovees.
Mon=career employees may also use the PES for purposes
of future personnel actions.

RATING PERIODDS

Performance evaluation shall be done every six (&)
months ending on June 20 and December 30 of every year.
However, if there is a need for a shorter or longer
period, the minimum appraisal period shall be at Ileast
ninety (%0) days or three (3) months while the maximum
shall not be longer than one (1) year.

MECHANICS OF THE SYSTEM

The performance evaluation procedure shall follow
the following processes:

1. Planning

There shall be a planning session at the
start of the rating period during which targets or
expected outputs shall be set jointly by the
supervisor and enplovees. Furthermore, the
supervisor and employees define the job of each
member of the group, agree on the duties and
responsibilities attached to a particuler job, and
establish the standards on which specific work
outputs and behaviors shall be measured.

2. Setting Commitments

Targets/ major duties and responsibilities
established during the planning session shall be

listed in the Ferformance Evaluation Repbort
Form wnder the FLAMNMED column. Agreasments
shall be jointly signed by both parties.

e ¥ Progress Review

This procese involves a discussion between a
supervisor and a subordinate using the following
steps:

1) Subordinate reviews the progress of all the
jobs assigned to him.

2) The supervisor reinforces progress on  job
goals already accomplished by recognizing
employee’'s efforts and praising him for
specific achievements.

2} They both discuss goals and standards not
being met and identify causes.



4) They identify and agree on appropriate action
to overcome causes of difficulties.

5) They re-negotiate goals and standards where

necessary.
Appraisal Discussion

There shall be a highly interactive
performance appraisal discussion and feedback

mechanism to foster better working relationship
between supervisor and subordinate.

Major Steps in the Appraisal Discussion

1. Egtablish rapport with the subordinate
employvee.

2. Get the employee’'s view of his own performance.

Z. Present your own view with emphasis on
strengths and development areas.

4. Get reaction from the subordinate.

5. Discuss areas of agreement and disagreement.
4. Resolve the differences.

7« Bummarize and conclude.

8. Write down agreements re. rating, strengths and
development areas, plans for improvement.

9. Acknowledge agreement by signing the Report
Form.

To ensure the success of the discussion the

specific roles that supervisor and employee must
play are hereby set.

Subordinate’'s Role

1) Summarize his achievements for the whole rating
period and/or failures.

2) Defend the rating he thinks he deserves.

3) Offer suggestions to improve his owWn
performance.

4) Offer suggestions on how his/her supervisor can
help to make him more productive and effective.



Supervisor’'s Role

1)

Z)

4)

3)

&)
7)
B8)

F)

Make the employee feel at ease during the
discussion.

Inform the employee on whether or not he is
meeting job expectations.

Summarize the employee’'s performance during the
rating period.

Defend the rating he thinks the employee
deserves.

Give proper degree of praise and constructive
criticism.

Listen to employee’'s concerns.
Provide encouragement and motivation.
Counsel on improvement areas.

Secure employee’'s acknowledgment of the
employee’'s rating.

¥Y1. MECHANICE OF RATING

A. Appraisal

1.

The employee evaluates his oW work
performance and behavior using the standards
set for specific work outputs and behavioral
factors affecting performance.

This evaluation shall be based on the
information contained in the division logbook,
attendance records, production/accomplishment
reports and other relevant documents.

The supervisor and employee meet to discuss
and agree on the rating and develop plans for
work improvement.

The rater and employee complete the Jaob
Accomplishment Form and accomplish the
Ferformance Evaluation Report Form.
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The fully accomplished forms are submitted to
the authorized official for review. If the
authorized official agrees with the employee’'s
rating, he signs the Report Form. Otherwise,
he shall notify the employvee and rater and
discuss the change in the rating with them.
The revised rating shall be initialed by the
employee, rater and reviewser.

The original copy of the final rating shall be
sent to the FPersonnel Division/Office of the
Administrator, copy furnished the emplovee
and the rater.

I1If the employee disagrees with the final
rating of his performance, he shall alsoc sign
the report and/or initial the changes. He may
then appeal his rating in accordance with the
rules and procedures for the purpose.

How to Compute the Rating for Job Accomplishments

The FPerformance Evaluation Report Form shall

contain the statements of major duties and
responsibilities of an emplovee.

1s

To get the Average Foint Score, add all the
scores assigned uwnder fuantity, OQuality and
Time by the total number of entries.

Multiply the Average Foint Score by .7 (70%) to
get the Equivalent Foint Score.

How to Rate Emplovee’'s Behavior

1.

The graphic scale presents four (4)
behavioral factors for non-supervisors and
five (5) for supervisors, affecting the

performance of every emplovee.

For each factor there are five (5) levels of
performance or anchers which range from
Outstanding (10) to Poor (2). Choose the
level of performance that gives +the most
accurate description of the employee’s
behavior.

Add all the corresponding scores and divide
the s=sum by the total number of behavioral
factors to get the Average FPoint Score.

Multiply the Average Point Score by .3 (30%)
to get the Equivalent Point Score.



D. How to Determine the Overall Rating

The

overall rating is computed by adding the

Equivalent Foint Scores for both Job Accomplishment
and Behavior. The sum is the overall rating. Use
the following rating scale to find the eguivalent
adjectival rating of the obtained overall rating.

Overall Rating Adjectival Rating
1, .4 = 10,00 Outstanding
2. Tub - T.3Z Very Satisfactory
3. 4.8 — T.D Satisfactory
4, 2.8 - 4.5 Unsatisfactory
5. 2.0 = 2.7 Foor

The adiectival ratings are defined as follows:

Dutstanding =

Very Satisfactory -

An employee shall be given this rating
when he exceeds his target by at least
S0%. It represents an extraocrdinary
level of achievement and commitment in
terms of guality and time, technical
skill and knowledge, ingenuity,
creativity and initiative. Employees
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 even his peers recognize through
a forced comparison/distribution method
established by the agency concerned.

An employee shall be given this rating
when he exceads the expected
output/performance by at least 254 but
falls short of what is considered an
outstanding performance. In addition,
his competence and contributions shall
be recognized 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/distribu-—
tion Tor outstanding performers shall
be included in this category.



Satisfactory

Unsatisfactory

Poor

Only emplovees with Outstanding

and Very Satisfactory performance
rating shall be considered for
promotion.

An employee shall be given this rating
when he meets 100X of the standards or
ordinary requirements of the duties of
the position. Those screened out in
the forced comparison/distribution
method for Very Satisfactory performers
shall be included in this category.

An employee shall be given this rating
when his performance is 51 to 99% of
the minimum requirements but could
stand improvement. It is expected that
in the next rating period, the
employee, under close supervision, will
either improve his performance for
whichh he shall be given at least a
satisfactory rating, or if not, he
shall get another Unsatisfactory
rating. Two (2) successive Unsatisfac

tory ratings shall be a ground for
separation from the service.

An employee shall be given this rating
when he fails to meet performance
requirements or meets 50% or below of
the minimum requirements and there is
no evidence to show that he can improve
his performance. A rating of Poor
shall be a ground for separation from
the service.



VI1I. MECHANISM OF AFPEAL

An employee who expresses dissatisfaction with the
rating given him may appeal to the Grievance Committee
established under CSC MC No. 45, s. 1989 within fifteen
(15) days after receipt of his copy of Performance
Appraisal Report.

Who May Appeal a Ferformance Rating

Only those employees who receive an overall rating
equivalent to Poor, Unsatisfactory, Satisfactory and
Very Batisfactory shall have the right of appeal to the
Grievance Machinery.

Within fifteen (15) days after receiving an
official copy of his rating, an employee may file an
appeal in writing specifying what his performance
rating should be, the reasons therefore, and supporting
documents to support his appeal.

VIII. SANCTIONB:

fAdministrative action shall be filed against an
employee using the performance evaluation system to
give undue advantage or disadvantage to the emplovees
they rate.

Frocedure of filing complaints and imposing
sanctions shall be in accordance with CSC MC Ne. 30,
5. 1989, MC Mo. 32, s. 1989, and the Omnibus FRules
Implementing Book V of ED 292.

FPerformance Standards Division = 0CSS
prototype 2 : model



The following general standards for Timeliness,

fuality and Ouantity of outputs shall be adapted in the
preparation of specific standards for different
functions.

A.

GENERAL. STANDARDS

Timel

10 - Task completed within 1/2 of the time
required to finish it.

8 - Task completed within 2/3 of the time
required to finish it.

& — Task completed just before or on the deadline.

4 - Task partially completed at the deadline.

2 — Task not yet begun at expected date of
completion.

uality pf Written Work

10 - No mistakes or deficiencyj every aspect of
work assignment well covered; clearly
presented; well organized.

B - One or two minor errors or deficienciesy work
in accordance with instructions, clearly
presented; well organized.

& - More than two minor errors or deficienciesg
partial minor revision neesded.

4 — One or two major errors or deficiencies; major
revision needed.

2 = Work not acceptable; needs total revision.



C. Quality of Non-Written Assignment

10 -

Excellent resultsy all aspects of work
assignment thoroughly covered.

One or two minor errors in the sxecution of
work assignment; results still very good.

More than two minor errors or deficiencies
in the execution of work assignmentj
results are acceptable.

One major error or deficiency that can be
overcome with help from superior.

Haphazard or careless execution of work
assignment; unacceptable results.

D. Volume of Work

10 =

Target or gquota exceeded by 50X or more.

Target or gquota exceeded by 10 — 4353%.

Target or guota accomplished as expected.

Only &0 = 954 of target or guota
accomplished.

-Less than &0X of guota or target

accomplished.

BAG:standards—prototype 2



When To Give An Overall Rating of "Outstanding”

An "Dutstanding"” rating will be recommended only by the
rater when performance evaluation indicates that all of the
following conditions are fulfilled:

1. In all aspects of his work, the employee exceeds
reguirements so far that she should be considered

for commendation for sach aspectg

2 It can be demonstrated that positive constructive
results have been achieved;

3. This performance is typical of the entire period
over which the rating extends; and

4. It represents actual accomplishment rather than
merely extra effort.

When the supervisor feels he can justify sach of the
points mentioned above, he should attach to the performance
report form the following:

1. Current job descriptiong

2. Performance standards for satisfactory performancej

. Statements describing specific performance during

the rating period which sufficiently exceeded the
standards and requirements (130W); and

4, Evidence to support above statements such as copies

of production records, logbook, commandations,
description of incidents of unusual results achieved.

prototypeZ:BAG
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Remnlic of the Philiopines
Province/CitvMmicipality

PERFORMANCE CUALUATION PEPORT FORM

o o i
Eanloves & Bffice T
Position = Prvision/Sechion 4
pAgT I - Papfppagnce (70N
SisssssEsEREESTEESSSSEREREES TSI I TNy ErTE YT s Ny ARITTEE NI NATIET ST SEEEFESEESEESSSsSsss FEEE =====sFEsE EETETYTEREEEmES s s
1 H FERFIRMANCE TRREETS [ : SATING
3 | : P i
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I agree to achieve thess tarpets. for the rating ceriod

to

ETETIRE F EPLUTES

I

1 agree to assist the esployse achieve his/her
targzts for the said rating pericd.

TIRECFAATR, 0 0 DATE

Totals

Brang Total

Avaracs Paint Score

Exviviignt “mnt Se3re .
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paRT 11 - Behavioral Disensions {30%)

A. Courtesy

B. ‘Human Melations

C. Punctuality and Attendance

b, Imtiafive

E. Leaderghip (for superyisors oaly)

F, GStrgse Tolerance (for supervisors anly!

EMBLOVEE 'S EOMMENTS/BEMARKS:

RATER‘S COMMENTS/REMARKS:

Totai
Ararage Poing Ecore
Eouivaient Point Score

CVESALL OOTNT SCORE {Pars I & II):

EQUIVALENT MUMERICAL RATING
EQUIVALENT ADIECTIVAL BATING

DISCIECED RATING WITH:

SIGMATIRE OF RATES

SIGNATURE OF RATER

SIGHATLRE OF RATER'S
SUPERYISER

POINT SCORE

11111

BATE

DATE

DATE



EUITEL (MES On HOW TO RATE EEHAVIDRAL DIMENGIDM

fi. CORTESY - Palite, kind and tnoughtful behavier
tosrd the gublic/clientele in manners of
spaech and actuations.

10 - Alwavs go all the way to make peooie
comfartaple ang satisfied even under
pressure and occuoied with work.

8 - Usuaily goes out of the wav sven when
goocunied with wark tn giving assistance
+5 the public,

& - Noreally goes out of the way bo assist
tha oublic.

& - fOccasionally assists the public. At
times discourtesus. Shows lack of patience
1n dezling with the oublic,

7 = mpet of tHe time giscourteous. Resularlv
coan'zined about due Eo inconsiderate
akritupa,

. HMEN RELATIONE - Integrates cancern for Deogle
it wore, fiice ciienfele, Ing superyisore
supcroinate relatlonanit iNtC WOTE S1TuUations.
1 = yery affactive in dealing with udiic,

Gets along eastly with other mempers of
sna gareforce. ¥as corazal relatiomsnio
with supervisors, peers and suhardinates.

g - Cgn 22 relped upon o deal with the public
and 15 generally tourteous and accoemo-
dating.

g - Has the ability to deal with the public
and peers, although needs some advice
at times,

4 - Has some difficulty in dealing with the
publicy occasionally discourtecus exceot
when attending to important or influential
persons.

9 - Hag considerable difficulty in dealing
with the putilic. Draws negative reactions.
Often discourteous and irritadle.

PES {TFYIAATE

L. PUNCTUALITY anD ATTEMDANCE - Oheserved behavior

D

of comine Yo office on time or to be present
1t work to cosnlefs assionso responsibilities.
1. PURCTURLITY - 3%

1 - Mot sore than 3 times tardv curing
the last & months

g - &6 himes tardy

& - 7-10 times tardy

& = 11-05 times fardy

2 - More than 13 bimes fardy

2. ATTEMDAWCE - 3% - There shall be two (2}
refarences in rating attendance: (z! time
zard and (b} direct opservation by super—
visor ag 40 the emolovess presence in &ne
workplace,

1) - hat more tham 4 times zbsent:-absences
ipalisd for wn accordance with regula-
tions

B = 58 times ansent

b = 3-12 t1mes zhsent

= ix-lk §fimez absent

I = %gra Than le Yimes psant

Times 3psent ragner than gavs acsent shail

ge The J4siI 17 TECKORINOT .. 4 NEIT-23YS

ghsence zna.l J¢ counted One T1@e 0 200TOVEC
yacation leave for Fiffeen comsecutive Jave
shall likewize pe considerec ome absence,

F s

INITIETIVE - Stares acsion, projects. and oer=

fores assignes tasys witnout being tolo ano

under minimal sugervision.

10 = Introduces ideas and projects with
originality without supervision.

g - Starts action and underfakes projecys
pnder minieal supervision.

b - Starts action to meet goals with regular
superyision and assistance/support.

§ - Lacks personal drive o start any oroject
or complete assigned fasks.

2 - Refuses o perfora assioned tasks despite
gssistance and very ciose sugervision.

E. LEADERSHIP (For sunervisors onlyl - The sanner

of guiding, influencing, sotivating and deve-

looina confidence of suborcinates to work 33 2

temm and acromnlich assigned tasks, leading the

organizational unit to achieve 1ts goals and
chjectives enthusiastically,

10 = Leads staff sxcoptionallv well. Exsily
achieves high oroductivity throuch feas-
wark. Maintaine 3 spog balance of task
and people concern,

B - ceads staff effectivelv. Dftzn gets job
done through teamwork. Staff are srodect-
Ve,

b - Lepds staft adeguatelv well. Usually
gets job dome,

4 - Saidom exerciess lesadershio over skaff.
Seldom gets joh gone on fi;e.

2 = Cannct bead staff. No teamwory. Proouct-
1vity iow, Mo pziange of %asy 2ng oeogis
ConCe™s.

., STRESE TIHSIBMCE Far sumarrisons omuye o=

Stapiiity of gerformanc? noer JTSESUCE OT
0000S 1T ION,

{¢ - Alwivs Cdim INT SHOWS TLSASaNT TIETOEI-
tiom: ConEystantiy confitent 3ng posltive
eyen Quring sTresstyl conditions at wark.
sever ipseT pitienca anc never 2ilows
gthere’ tensicn and inxieTy o affect
worsniacs,

# - Most of the tiee cals, configent amg
positive, Occasionally loses emotional
control during stressful conditions.

& - Mormaily cile, confident aand posifive.
Occasionally loses esotional control
during stressful conditions,

4 - DOften loses emotional control in dealing
with stressful work situations. Oftan
compizing about people and situations
at work.

2 - Cannat handle stresz, Hicnly ssotzonal
ang into vioiant arcuments witn others.



