GUIDELINES ON THE ASSESSMENT OF INDIVIDUAL PERSONNEL

I.  Scope and Coverage

1. ELIGIBILITY CRITERIA. All officials and employees who have rendered at least nine (9)

months of service for the year ending

, 1.e. employed on or before

shall be eligible to the full grant of the PBB provided they are:

holding regular plantilla positions; or

casual and contractual employees having an employer-employee relationship with
the Department and whose salaries are drawn from the PS budget.

a. Employees who rendered a minimum of three (3) months but less than nine (9)
months ZT €GA1G 11SZeG AAKYO &€& At (GASH ™MAKETADEZAU _ €SAll dG GIROIG 12 +SG

grant of PBB on a pro-rata basis:

Length of Service % of PBB

Valid Reasons

8 months but less than 9 months 90%

7 months but less than 8 months 80%

6 months but less than 7 months 70%

5 months but less than 6 months 60%

4 months but less than 5 months 50%

3 months but less than 4 months 40%

Newly-hired

Retirement/ Resignation
Rehabilitation Leave
Maternity Leave

Vacation or Sick Leave with or
without pay

Scholarship / Study Leave
Sabbatical Leave

b. 1ATF MC 2014-02 Sec. 3.3/3.4: Include personnel in the ranking of employees in the

recipient agency if:

On detail or on secondment to another government agency for six (6) months or

more as of :

Transferred from one government agency to another government agency and
have already rendered six (6) months of service or more as of

in the recipient agency.

2. RATING PERIOD: 1% and 2" semesters of 2014. However, if there is a need for a shorter
or a longer period, minimum appraisal period is at least ninety (90) days or three (3)
months while the maximum is not longer than one (1) calendar year. The 360° feedback

shall be done annually.

3. PERFORMANCE RATING: Individuals who receive performance ratings below the
minimum required for their position level shall not be qualified for the PBB (IATF MC

2014-02 Section 3.2):

First and Second Level Employees - Satisfactory or Fully Successful
Third Level Officials - Very Satisfactory (CESPES)
Other Officials not covered by the CESPES - Satisfactory (TOPAS)






360° Behavioral Assessment: Ranking Scheme (BARS)

Based on the levels of hierarchy, the number of divisions/subsections, and the size of the
unit, the Head of the bureau/office/unit may adopt any of the recommended schemes
below. As the level of interaction may vary within a unit as a function of its size or
internal od0AYNAKZY 1SG AAKGAE DADADHL +Z DAZISEG objective/valid assessment/ranking
shall be given consideration when selecting the scheme to be adopted.

Unit/ . )
TYPE | Group Rank_lng Schgme Hierarchy of Positions S RaliE
Size (Within Unit) Groups
AZDRAT
A 172 ZDQGSZG“S Manager * Other Staff 1 (one) Internal for all /
Decision External
. : . Manager ~ Supervisors = | 1 (one) Internal for all /
B 3718 | Single Ranking Other Staff External
Above Single Ranking Manager ~ Multiple Internal
C 18 OR Multi-level Group/Section Heads - Ranking Forms (per
Ranking Supervisors ~ Other Staff | sub-group) / External

Ranking Scheme Options based on Unit Size:

1.

Type A (360° BAR). For the 360° feedback, the Supervising Head/Director shall
determine the rank of affected personnel, subject to the approval of the Functional
Group (FG) Head/Undersecretary. Should one of the two personnel receive a
peer/superior rating as a ratee within another group, the data shall serve as additional
input in the final determination of ranking.

Type B (360° BAR). Bureaus/Offices/Units with 3 to 18 personnel shall implement a
Single Ranking Scheme where all employees shall rank one another based on one (1)
list containing all of their names. Self-rating shall not be included.

Type C (360° BAR). Relatively larger Bureaus/Offices/Units (more than 18 personnel)
may choose to implement either a Single Ranking Scheme (same as for Type B) or a
Multi-Level Ranking. For units that choose to implement multi-level ranking, the
employees shall form sub-groups, preferably composed of nine (9) or more personnel,
who will rank each personnel within their sub-group. Still excluding self-rating, the
average Superior and Peer/Subordinate Ranking received by an employee shall be
computed and the corresponding Z '€ £SAll dG EGHGIWAYGE"

Individual Performance Category

Officials and employees of bureaus, offices, or delivery units that qualified for the PBB
shall be subject to forced-ranking based on their overall individual performance ratings
:WZ € AYE €SAll be categorized as follows:

BEST BUREAUS BETTER BUREAUS | GOOD BUREAUS

Best Performer Top 20% Top 15% Top 10%

Better Performer Next 35% Next 30% Next 25%

Good Performer Next 45% Next 55% Next 65%




V. Other/Special Provisions:
1. 360° Feedback Cross-Functional Group Ranking/Composite Ranking
a. MSG/OSEC Heads.



