
_, 1.2. _To assist both supervisor and' employee in
appraising -individual--contribu tions toorganiza tional
effectiveness.

15, 1982

MPWH Performance
Appraisal System

April

SUBJECT:

Policy Guidelines

Purpose

2.0

1.0

All Officials __and Employees
This Ministry

1;1 To provide systematized opportunity for
self~motivated growth and development for each
employee.

1.3 To provide-a--hase--for facili '.:a ting congruence
between achievement;cand --reward'in",'merit- increases and
incenti.ve awards, training~opportunities, prm;~otions
and other personnel actions.

2.1 This Performance Appraisal System is hereby
made an integral-part-of the personnel man~gernent
and development program of this Ministry.

~ The New Performance Appraisal System shall
cOntinually 'foster the improvement of' individual
employeeefficiency-and~organizational effectiveness.
More specifically, it aims:

TO:

'Pursuant to the-provisions-oL_Section 31 of
Presidential Decree eNo .-80}f~othei_\"ise known as
the Civil ServiceDecree'of~the~Philippinesand
Civil Service Resolution~·No .-652 ,__dated March 29,
1978, promulgating the CiVil-Service-Rule-on.
Performance Appraisal- Systern~ there~is hereby
established a New'Performance Appraisal System of
this Ministry.

-x-x-x-x-x-x-x
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2.2 Employees shall be glven appropriate recognition
for the merit of their performance 'and their contributions
to efficiency and economy in the operation of the Office.

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

2.4 All supervisors shall assist each of their
employees in the establishment of o~jectives/results
which are linked to organizational goals and which
provide verifiable measures of work performance.

2.5 Each employee shall be periodically advised
'of his p-r-ogressin meeting his objectives/results on:

pre-arranged dates .
. ,,'

2.6 Each employee performance appraisal shall
include a description-by-the-supervisor-of the' employee's
potential for promotion-and his-needs-for- training and
career development.

2.7 Each supervisor/employee--shall be informed of
hi s rights and-'obligat-ion-s--undernthe--New-Performance
Appr~isal System.

2.8 Appropriate training opportunities shall be
continuingly provided to facilitate effective
i~plementation of the-Performance-Appraisal-System.

4.0 Rating periods

4.1 Performance-Appraisal-shall--be-made semi-
annually, one'from January to June- and the other from
July to December • However ,-initial ratings for new
employees or those on probationary status shall be
given upon completion ':"ofthec'fi-rstCCsix_monthsof service.

4.2 Performance=Reports~on·the prescribed form
shall be submi tted--to~-'-the-~Administrative/Personnel
Office within 15 days after each rating period.

5.0 Who Shall-Rate

5.1 As a general rule, each off~cial or employee
shall.be rated by his immediate supervisor, subject to
review or concurrence by the next higher supervisor.
The initial rating of-a probationary employee shall,.
however, be subject-further to the concurrence/app~oval
of the 'Head of the Of£ice.



----._-~-,~.._- ---- -- ~'.- .'-~
.',9& ---------- . t~------------ -.--""'~-=-"..,--.--..,--

- .3 -

.'

5.2 In the case of the District Engineer and
other officials of equivalent or higher rank, multiple
appraisals shall be made by the Assistant Regiona'l
Office concerned/immediate supervisor and other
supervisors concerned.

6.0 Appraisal Procedure

The Performance Appraisal proceduie shall follow
the following steps:

6.1 Preparation of M.O.R.E. Com~itment Sheets

At the beginning of each rating period, not later
than the thiraweek of.January or July as the case may
be, each Officer or employee shalL. accomplish his
Management by Objectives and~Results Evaluation (~.O.R.E.)
Commitment Sheet (Annex A) in four (4) copies and' his .
M.O. R. E. Action--Plan=(iv1:A~;E~)::..(Annex:-':'B)·:'.in-case he has
target tea imp rovemen t/s_'f 0r:=-which:=-wr.i~tten-action plan /s
is/are necessary.

6.2 Agreement on Commitment

After discussion with~his~immediate supervisor and
th~ concuirence of the next higher -supervisor, the
M.O.R.E. Commitment Sheet shall be signed and the
employee concerned shall be under obligation to comply
with his commitments.- Of-the- four-(4)"copies~prepared,
the Officer or employee-shal-l-keep-·the-original; the
supervisor, the dU91icate; the~next higher supervisor,
the tr iplica te; and the udministrati ve/per sonne 1 'office r

th2 quudruplicate.

6.3 DiscusGion of Performance~Progr_essn

Each employee shall accomplish a Monthly
Performance Outpu~ Report (Annex C) and submit it to
his"immediate supervisor within three (3) working days
of the succeeding.month. Should ..the_supervisor disagree
wi th the report, he -shall-dialogue-with then-employee on
how the latter's commi tments_are_.being. met and shall
provide counseling or training.or-even temporary
.reassignment as may..-:.be-deemed~necessary. The latter may r

however, take theinitiative-in-'seekinghissupervisor's
counsel as often as necessary.

6.4 Roview of Objectives/Result~
Whenever neces~ary, the supervisor and the employee

shall dialogue on any changes of objectives/results.
Any agreement on such changejs"shall be reflected in
amendmentr modification, or revision of the M.O.R.E.
Commitment Sheet.
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6.5 Documenting Ratings

6.5.1 At the end of each rating period, the
supervisor shall record his assessment of the employee's
performance on the prescribed rating form (Annex D) ..
The supervisor may, if he desires, ~sk each of the
employ~es to rat~ his own performance. The rating form
shall be accomplished in four (4) copies and shall be
distributed as follows: the original to the administra-
tive/personnel office, the duplicate to the employee
concerned, the triplicate to the supervisor, and the
quadruplicate to -the next higher supervisor .

.. _ ... -•..-•..- ..... '.

6.5.2 It is understood~that before the rating
report is submitted, the supervisor-and the employee
shall have discussed any differences-in the assessment
of the latter's performance. ~

6.6 l-.ppeals

Since an employee'-s·performance--rating'~may-influence
many vi tal personnel decisions affecting_him, the ratee _
has .the -right--to--appe al--if~he- is-not-s-at-i-sf-i-ed--with -the
supervisor's evaluation .-hTithin-·five --(5) days from ."
receipt of his copy of the performance-appraisal report,
an employee who is dissatisfied with the rating given
him may appeal his case through the~duly established
Grievance Procedure of the Office.

7.0 Adjective Ratings-

There shall be five (5) adjective Iatings asfollo·lls:

7.1 Outstanding

An employee shall be given this rating when he
exceeds his per f6rmance-ccmmi tments- by--at-least 25 % and
if his rating in the behavior factors so warrants and he
possesses certain per.sonal_-qualities.xe-levant to the
accomplishmen t of such commitmen ts ~_u. An--employee \'!ho\
gets an cutstanding=Tating-de-serves:::commendation or
award.

7.2 Very~Satisfactory~-

An employee shall be given-this-rating whenh8
also exceeds his performance commitments but falls
short of what is considereJ outstanding performance and

;if:hisrating in the behavior factors so warrants and he
possesses personal attributes relevant to the
accomplishment of.such commitments.
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7.3 Satisfactory

An employee shall be given this rating when he
meets his performance commitments together. with the
behavior factors considered and personaL qualities
relevant to the accomplishment of such commitments.

7.4 Fair

An employee shall be given this rating when his
achievement of his performance commitments, together
with the behavior. factors considered and personal
qualities relevant to the accomplishment of such
commitments, falls shor~ to the minimum requirements
but shows potential for improvement. Since in giving
this rating, the supervisor--n-as'-con'sidered-theemployee I s
potential for improvement in his work performance, it
is expected_ that in the~next~performance·-appraisal
per iod, the employee,- under--close-supervision, will
either improve his performance for which he .shall be
given a higher rating, or fail to meet work requirements
for which he.must now.geL.aJoweL.J.a ting_._~_Forthi s
reason, fair rating cannot be given to the same employee
for two or more successive performancec-appraisal periods.
If on the next ,rating period the employee has not improved
his performance, he should be given training on the
particular job he is assigned to or provided \<lithother
forms of assi stance, .depending_upon_the':"difficul ty or
pr0blem he is encountering. However, such employee with
fair rating shall not be entitled to promotion ot step
increase in pay until he gets a satisfactory rating.

7.5 Unsatisfactory

An employee shall be given_this rating when he
fails to meet his performance commitments and there is
no evidence to show that he can improve his performance.
Such employee with unsatisfactory ratingshall.not be
enti tled to promotionc.oro::step=increase:in·pay·until he
gets a satisfactory rating.

8.0 Responsibilities--

8.1 Personnel Officers

The Personnel Division-,.Administrative Service of.
the Central Office.Bnd-the Personnel Officers/Administrative
Officers of the Regional or-Field Offices shall h~ve
overall responsibility for the administration of the
New Performance .Appraisal System and custody of rating
reports. They shall be responsible for providing
staff assistance to supervisors and for initiating and/or
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coordinating training programs for raters and ratees to
insure effective implementation of the System.

8.2 Supervisors

Each supervisor shall be responsible for:

8,.2.1 Assur ing that the obj ectives/resul ts of each
employee under his supervision accurately reflect the
significant responsibili ty areas ofu hisnposition. ---_

8.2.2 Evaluating performance on-a continuing basis
and, keeping employees currently informed on how they are
m~a~uring u~-t~ the obj~ctives/results set.

8.2.3 Giving guidance and --assist-anceto each
employee, helping the promising worker-progress aQd
assisting the low performers to improve.

8.2.4 Providing opportunity-for-advancement within
the service/bureau/office/corporation or inter-bureaus/
corporations.

8.2.5 Insuring tpatall .rating reports are
submi tted to the head of' the Admirlistrative/Per sonnel
Office concerned within 15 days after each rating
period.

I ., '.9.~ T~al",~q for Ratersand~Ratees
j'.

F.~~hsEfVlce, Bureau or Office shall periociically
conduct training courses for raters and ratees on the
effective implementation- of-thisuNew Performance
Appraisal System. It shall,-whennecessary, seek the
assistance of the Manpo\verC Development-:-Service of the
Ministry and/or the Civil Service-Commission in the
preparation and conduct of such trainirig.

10.0 Effectivity
-'

The New Performance Appraisal-System shall be
implemented starting=th~rating=periodJuly?-_December,
1982 and shall. remain_in_use=-untilfurther--notice . ./- / /r

r
'7

S ~.~LIT6 .
M' lster



INSTRUCTIONSFOR ACCOMI?,LISH1NGTHEH.O.R.E. ACTIONPLAN (MAP)

At the beginning .ofeach. rating per iad, not. later than the. :third .
week of~ Januo.ry or Ju7;y as'\the case may be, each officer or employee,
shodl accomplish his M.O.R.E. Action Plan (MAP) in case he has
targetted Lliprovement7s. for--which.written plan/s of action/s are
necessary.

The targetLed improvement/s are taken from the M.O.R.E. Coro~i~~ent
. Sheet . There shall therefore be-.as-manY-MAPs-as~there-aretarget.t.ed

improvements in the M;O.R~E;dCornmitment-=Sheet.:::.A:;,M..l>-p=orMAPsare
attached to t.he M.O.R.E. Ccw.mitment·-~Sheet~.

Act.i.on St.eps-------""-

result.

\--.(,.•.. \
'" ....•...... '

"".,'\

out the

I

action St~p5 are irkhvidual step-by-step plans of carz-ying
Targettedlmprovement in order to achieve the objectivel
These ar~ nwnbered in the sequenc<:!.of imple.lIentation.

2. Completion of the'Action steps

Each action step has a target time -arid an actual time of
ccmpletion. Thus ,under Target Time shall be recorded the projected
time the action step is comcleted; nnd_i..n_the_column Completed shall- ,,-

be written the actual time of completion. Tn:: Remarks'column is
where a br:,ef eXF~an1.ticin' oCthe ':delay of-the accc:mp~ishment of
any a-:::tion step may be'written.

3. Actual Per.£onnance

At t.he end of thee time' alloted-formthe. targetted1.mprOVemerlt,
the supervisor makes a\1 overall'assessment of,:the-action steps <,,_nd
their time_allot.J.-nents. The~H..;;Pcis,thereafter=signed~by both the
employee or off icer -3.:."1d -his· .irmnedi-at.e=-supervisor .



INSTRUCTIONSFORACC01'1PLISHINSTHEMONTHLYPERFORHANCEOUTPUTSREPORT

1. Each official and employee,-including.section
.. chief and division chic':, shall prepare each month

his individual output report in one (1) copy of the
Monthly Performance Outputs Report (~1POR)form.
Accomplishments shall be stated in a brief but concise
manner. \'leekly entries can be handwritten. Theemployee
shall submit theaccomplished_MPORto the immediate

" supervisor within three ,.(3) nworking~days".oLeach·
succeeding month. He shall indicate the date of submittal
in the box after- ris~.signature. _-

2. Each section chief~shall~esummarize-·the· accomplisrul1ents
,of his workforce and his own intwo~(2) copies of the
MPORform. The HPORsof his' workforce nand his own
shall be attached to one (1) copy of the consolidated
section report' and the-other copy shall' be submitted
to the d~vtsion chief •. . ~.

The divi~ion chief shall sUIlUnarizeon the other hand the
accomplishments'- of-each -section-anc:!-his- own in two (2)
copies of the MPORfonn..--'Only the consolidated section
reports and his own shall be attached to one copy of the
consolidated division-report'and the-other copy shall be
submitted to the- higher......super..visor. (Note: In the case
of district offices, the "Assistant District EngineE:r shall
prepare ,based-on.,consolidatedc:,section __:::-eports, -the
conso:iqated output ~eport of the distric~ office.)

'3. Each section/drivision/service_ chief/oureau/regional
director shall ret~n the acc,omplished individual MPOR
s~mi tted in-No.-,-:l-~ove,-after=approptiate_initial to
indicate concurrence/after" whatever-needed :-performance
dialogue has ,been -conducted .. _.The.supervisor shall indicate
the date of return inthe.box-after,his ..signaturf'

I •
I' ,

4. -Each orflciaLand -employeeshall'keeptheinitia~ed
Mont..'lly rerformance_OUtputs Reports and shall attach them
to thep~rformance Appraisal-Report prepared at rhe end
of each performance', rating period.
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To the Superviso-

At your discretion, you may ask each of your e~ployees to rate
himself on the basis of the Monthly Performance Output Reports for the
six (6) months covered by the Rating Period. Ask the employee concerned to
indicate his self-ratings in pencil.

THE PERFORMAN::E Ar'''~''ISAL R... , PORT
.. ,, ,

Before starting to accomplish this form, set before you the employee's
M.O.R.E. Commitment Sheet, his M.A.P. if any, and your unit accOffiolishrnent
reports (or review t.l1eemployee I s self-rating). Recollect the hi~hlights
of your monthly dialogue with the e~ployee. Remember that the Performance
Appraisal Report is a summation, in writing, of your assessment of how the
employee has met his commitments over the last six months.

1. The listing of Responsibility Areas shall parallel that in the
M.O.R.E. Commitment Sheet~

2. Encircle the appropriate numerical value for each Responsibility Area
according to the following scale:

Value
outst~ding performance. This means the employee
has met at least 125% of'his commitments~
Very satisfactory performance. This'-means·'the em~loyee
has exceeded his_commitments-but-short-of--1-25t-performanc<2'..2
Satisfactory. This means-the~e~ployee"has-met his
commitment 96% - 100%. 3
Fair. This means the-employee has met_his_cCl':mnitmentonly
between -75% - 95%. 4
Unsatisfactory. This means the e:nployee:has-met less'
than 75\ of his ccxmnitlnents. 5

3. On' the other Be~avioral Factors encircle the appropriate
numerical value ..according-=-to-the-following _scale:.--

!'unctual.ity: .Value

.'

o Not more than 3 times tardy during the last 6 months
o 4 - 6 times tardy
o 7 - i 0 .times-tardy--- .
o 11 - 15 times tardy
o More than 15 times tardy

Attendance:

2

3

o Not more than 2 times absent; absences applied for
in accordance with regulations = 1

o 6 8 tLmes absent
o 9 - iOtimes·absent
o More thfu~ 10 times absent

2

3

4

5

Times absent rather than days absent shall be the basis of
reckoningie.g. a half-day!s' absence-shall be' counted-one time;
an approved vacation.leave for1S.consecutive days shall likewise
be considered one absence.
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Public Relations:
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Value

o Employee is very effective in dealing with the public; I

gets along easily with other membersof the workforce;
highly respected in the organization.

O;~ Employeecan be relied upon to deal with the public and
is generally courteous ~,d accomodatingj cooperative
with peers-and respectful of leaders. 2

o Employeehas the-ability to deal with the public and
~e~s, although he needs some advice at tL~es. 3

. ~-.
o ~ployee nas some difficulty in dealing with the public;

~s 9ccasionally discourteous except when attending to
~portant or influential persons; needs further
:i.mprovement. 4

o Employee has considerable difficulty in dealing with
the. public; draws' negative reactiOri;is often
discourteous. and-.-irritable~_~_n
..

5. The supervisor shall write out a brieL,description -of-the
employeeI s Promotional P6tential~and~Development=-Needs;-~
including in such assessment any remarks_regarding_the employee's
personal qu.alitiesi"e.g-~'-cooperation;u-creativity, dependability,
initiative and other characteristics -relevant-.-:.to'orgarrizational
contributions.

; .

i.

i

.'

6. To arrive~t the over-all adjective rating, compute the averaae
for the ratings on Responsibility_Areas.and_multiply_by_75%; I

compute the avp.iage fortheratings.on-Othe.r--Behavior-"Factors
al"d multiply by 25%. 'I-hecombinedweighted average nhall be
evaluated in accordance withue.le_follo\'ling conversion table:

OUtstanding 1.0 - 1.7
Very Satisfactory----~--- -- i .8-- 2.5
SatisfaQtory - - - - - 2.6 - 3.5
Fair-i--- 3.6-4.5
Unsatis~actory .- 4.6 5.0

";'ce;t for emP1Jees with prabationaxy status, this fannJsha).l 00
accomplished in four (4) copies not later than 15 days ~ter June 30
emdDecember31 each-year-;"'-TheoriginaLshall,after signing of
a.11· :on~~rned-, be -f?rw43.r~ed--to-i:~e~personnel/p.dminis~ra~i1-vel"2fic.ej
'che QUp.uc<1teshallbe'gJ..ven'c to c -r:hec-err.ployee;-the-trl.pll.date to tne
supexvisor ,md tiequedruPlicate -to-the next higher_SUP1iSor . ,, .'i
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,I fui\,."l NO. ' Republic of the Philippines

I I
L~.L.L.L'V .•••....••.••" •••.•••..•.••••

IMINISTRY OF PUBLIC WORKS & HIGHWAYS ~1.0,R,E, COM~lI TMENT SHEET .
Port Area', Manila

; E)!PLOYEE I
POSITION OFFICE (DIVISION/SERVICE/BUREAU) -

, .
,

RESPONSIBILITY AREA OBJECTIVE/RESULT SUCCESS TARGETTED IMPROVEMENT
-t! INDICATOR

~P AREA IHPROVEMENT P

I
•

/
;

I
,r'f j''''llol •.

-
"

, 0

,
-

~
"~

-

, -',,\ ,

0- I

CO~lm THENT Date AGREEHENT j Date CONCURRENCE tate -

POS 1nON POSITION POSITION
. 0__ - ..

,-
,

,



I<••pub.li.c o! t.he Ph111ppi.nt15
.lrOKH NO. MINISTRY OF PUBLIC WORKS & IJIGHWAYS

Port Area, Manila
OFFICE (Division/Service/Bureau/Region)

RATII~ Pl::RIOD

PRIORITY

M. O. R.E. ACT! ON PLAN

•_J:>-_.~,

\
I••h .0

, ", '

ENPLOYEE

RESPONSIBILITY AREA

:1
~
1
i
I
!

OBJECTIVE/RESULT

TARGETTED I~&ROVEMENT
\

PRIORITY

ACTION STE.PS
TARGET

TIME COMPLETED REM ARK'S

"

,
"

I ACTUAL PERFOR>lANCE

SUPERVISOR'S SIGNATURE .DATE···'1 El1PLOYEE'.S_SIGNATURE------

i
DATE
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---- _JfOR.'"! :-iO. Republic of th~ Philippines
RA'l'ING PERIOD ,

HI NISTRY OF PUBLIC WORKS & HIGHWAYS ?E RF 0 Rr~p,NCE ApPRAISAL REPORT
Port Ar ea, Hanila

-

.~-
- - ... - -

..
- -r--- --'l

-_'.\1':.c'y Ef POSITION IOFFICE (DIVISION/SERVICE/BUREAU)

--. - - 1-,

ADJ ECT IVE RATING : 1 - outstanding 3 - Satisfactory 5·- Unsa'i:isfactory
~
i 2 - V~ry Satisfactory 4 - Fair..

I

-
P E R F 0 R M A N CE 0 U T P U T S (75%) OTH~R BEHAVIORAL FACTORS (25%)

, " .

,

RESPONSIBILITY AREA RATING FAC'fOR RA'l'ING

-- i I

1 2 3 4 5
I

PUNCTUALITY 1 2 3 4 5

I. I
! !

1 2 3 4 5 ATTENDANCE 1 2 3 4 5

-- ,

1 2 3 4 5
I , ' RELATIONS i 2 4 5PUB:UIC 1 3 ----

i : ; , I

1 2 3 4 5 PROMOTIONAL POTENTIAL
!

,
i

'. 1 2 3 4 5

1---
1 2 3 4 5

.

1 2 3 4 5

f----
1 2 3 4 5

-
i DcVELOPt·\HIT NEEDS
II

I

L
.1 1 2 3 4 5

-_:_----------
,

I 1 2 3 4 5
i

,.-...---- --------- -
,

I, 1 2 3 4 5
I

1:
, I

1 2 3 4 5
I

---- ---'-'
i

"
1 2 3 4 5 '.L I

[:E
J DATE

-

:<ATE 0 BY CONCURRED BY DISCUSSED WITH DATE .'

- •
?OSITION : POS I'rrON POSITION

i / -- ----- --
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l/~.·!.t.f~.·~.~~W;;~.:.·i~~~n·.c.~~~~~S'"?:T"':~: '-':··_-C~;:::.::-, HINlm~V'>UU'1.IC WORY..s ~. UICllWAYS
Port Ar~a. Manila

MAN-DAY(S) LOST THRU ABSENCE
~~N~HOURS MI~~TES LOST THRU TARDINESS
OBSERVATIONS/REMARY~-

..~
, .

EMPLOYEE

WEEK 1

'W"EEK 3

\ '-:'.(Y.,

",

OFFICE (Division/service/BureaU/Hegion)

PER FOR MAN CEO U T PUT S
WEEK 2

"

WEEK 4

TOTAL

'~~ '__ -.L.--

.~-

SUPERVISOR'S SIGNATURE DATE R~PLOYEE'S SIGNATURE DATE
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