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For Supervisors and Up

Name of Employee :
Name of Manager :

Appraisal Period :

Designation :
Department ;
Chectk if employee has heen in the position for less than three months.

Too New To Rate (Interim): [ ] Tuo New To Rate (Year-end) : [

Part I : Key Result Areas (KRAs)

Both the employee/ratee and the rater should complete the designated portion below focusing on establisked Key Result Arcas (KRAs) or performance objectives. Results achieved shall be provided by the cruployoe/ratee.

Please Key Pertormance Ind

"NO" should be checked.

{KPIs) for every KRA. In addition to the comments, cach KRA should have an equivalent rating (I to 5) and on the question o target, a corresponding response of "YES" or

KRA 1 :

Key Performance Indicator(s) :

Results Achleved

On target ? y;s B D No D

On target ? Yes
Numetical Rating (1 to 5) A Numerical Rating (1 to 5) I
Comments Comments :

Resuits Achieved

On target ? Yo D
Numerical Rating (1 to 5}

On targst ? Yes D No D
Numerical Rating (1 to 5)

Commants Comments

KRAZ:

Key Performance indicator(s) :

Results Achieved

On targst ? Yes D On target ?
Numerical Rating (1 to 5) Numerical Rating (1 to 5) [—
Comments : Comments :

Results Achieved

On target ?
Numerical Rating {1 to 5}

On targst ? Yes E] No [___]
Numerical Rating (1 to 5)

Comments ; Cotaments :

KRA3:

Key Performance Indicator(s) :

Resuits Achieved

On target ? Y;as D o No D

Numerical Rating (1 to 5)

On target ? Yes

Numericaf Rating {1 to 5)




Comments : Comments .

Results Achieved

On target ? Yes D No D On target ? Yes D No D W
Numerical Rating (1 to 5) | Numerical Rating (1 to 5) |

Comments : Comments :

KRA4: Resuits Achieved

Key Performance indicator(s) :

On targat ? Yes | On target ?
Numerical Raling (1 to 5) Numerical Rating (1 to 5) :]
Comments : Comments :

Resuits Achieved

On target ? Y;:; » D No D

Numerical Rating (1 to 5) 1

Comments | Comments :

On target 7 Yes O
Numericai Rating (1 to 5)

KRA S : Results Achieved

Key Performance indicator(s) :

On target 7 Yes D No D
Numerical Rating (1 1o 5) I |

Commsnts : Comments :

Ye; ’ D

Numerical Rating (1 to 5)

On target 7

Results Achleved

On target ? On target 7 Yes

Numerical Rating (1 to 5) Numerical Rating {1 to 5) 1

Comments : Comments :

Yes

Part I1 : Core Competencies -

Both the ! and the rater shouid the d portion below focusing on mujer strengths and development needs, For comments, the upper portion is for the employer/ratee and e lawer

porticn for the munager/spetvisor.

Client Orientation Empiloyee Employee
External - Ability to clearly identify externat Clients,
determine their expectations and congribute in the
whole process of delivering guality service.
assignments/dutics.

Taternal - Ability to build amil sustain erfective Manager Manager
and cooperutive working relations acvoss
Divisions/ch s within the on in
support of its over-all sustegy and operational
ubjectives.




nin
Ability to think stratogivally to transtate the
acganization's msission and vision to departmental
jectives, privrities and proy : to ensure effective
cascading and understanding at all levals within the

depatmient of the ovganization’s comporate goals and
how they are aligned with the departmental objectives.

Employee

Employee

Manager

Manager

Leadership and innovativeness
Exercise of judgement and decision-making - Ability
o make and ehfiree decitions on chmplex
problems/issucs,
Resourcefullnes and Initiative - Willingness to take
risks & initistive 1o promote the Deparunent's
cfficiency & prod; to chall &
work-reluted pressures; & the ability to provide

hanical and/en intefl | teaccsh
Innovativeness - The vxtent (o wic the Ratec
N &p ivity & i
while defivering work uait results.

I ™

Employee

Employee

Manager

Manager

Work Program ; Planning, Leading

Organization and Control

Ability to develop realistic and achievable work plans

aligried wr the ization's gis; I organize and
di ctfcetive imph ion of these plans.

Eftectivencss in preparing budget and staft resources
ensWing naxinuny cost-etfectivity and rerarn of

h 5 of such 0 muct
operational work program and in managing results.

Employee

Employee

Manager

Manhager

Comnmunication

Fastering effective internal communicarion -
Efiectivencss in facilitating a tree flow of information
& commuuivation at all ievels w/in the Deparment &
w/ ather wark units in the arganization,

Cross~caluval Communication - Personad abitity ©o
build and sustain working rofationships effectively ut
aft fovels; wotfiness; Sorsitivily to cross—cultuvat
diffirences, gender issues & demonstcated ability to
build cooperativescatiobaraiive relations to achieve
doparimental and conipary goals

Employee

Employee

Manager

Manager

Human Reseurce Management
People Mngt Skills - Effectiveness in building &
sustaining harmonious warking relationship w/ sub-
ovdinates; advises, coaches & provides feedhack &
ling to staff bers to recogaize their
achivements; enables them to further develop &
utilize their capabilitics o the job; & add: ameng
others deg/diversity issues affecting statt’ t

Staff Performance Mngt - Proactive in fiscilitating

sttt performance asa ¢
activity/process; & cosures sompliance w/ procedurcs,
work dards & iity; an objective app

of statP's performance.

Staff Trag & Skilis Dev - Attention given to dentityiog
the wths & areas for d as well as acting

on the traiaing & carver development nevds of the
stall' in the depanment; pro-activeness Lo provide
suppest & opportunities &0 enable staff to contribute
more.

Employee

Employes

Manager

Manager

YEAR-END APPRAISAL PHASE




BRependability and Responsibilty Employee Employee
The extent to which the Ratce willingty accepes
responsibility for assigued work particulady mere
difficult tasks and aceepts full accountability for the
outcome of assigned work.
Manager Manager
uality of ut {Accuracy, Completeness Employee Employes
Timeliness and Professionaksm)
The extent to which the Ratee is able to exercise
etfective quality controf over the wark ougpait of the
Deparuncnt.
Manager Manager
Others {o.g. Attendance and Punctuality) Employee Employee
Manager Manager

Part Il : Over-all Narrative Assessment {Critical Dimenston)
First pact is sell assessment (10 be completed by Ratee)
This should capture the major strengths und recommnsend actions to improve effectiveness and productivity

Actlons proposed to improve performance

For the Supervisor/Rater
This shoutd capture the current

and &
and ploy

I needs of the focusing on the evaltation res

ults of Paris t and 2.

Current Strengths




Current development needs

Part IV : Signature and Comments

Your sig below uck k thitt o i ion between an eraployee anid munager has occurred. Upon discussion, both must sign on the spuce provided below Lo signity scoeptance and sgreement to the results of he
evaluation. It the Ratee has some stuns or that remamed Ived atter the dialogue, bedshe is vequived and state (mder comments) the pending issues for resolution.

w———

Comments (if any) : Comments (if any) :

Date Date
Sigmature of Employee (Ratee) Signature of Employee (Ratee)

Date Date

Signature of Supervisor/Manager (Rater)

D Il Approved a5 is
D Approved with comments Approved with comments
D Not Approved Not Approved
Comments {if sny) Comments (if any) :
Signature of Next Level Munages Date Signature of Next Level Manager Date
PERFORMANCE RATINGS
L d 5.00 - Performance consistently exceeds position requirements
- 475 - Petformance meats and 80% exceeds position requiremants
o 450 - Performance meets and 70% exceeds position requirements
La 425 - Performance meets and 60% exceeds position requirements
ar 400 - Performance meets and frequently exceeds position requirements
Lg 3.75 - Performance meets and 40% exceeds position requirerments
- 3.50 - Performance meets and 30% exceeds position requirements
L s 3.25 - Performance meets and 20% exceeds position requirements
>

3.00 - Performance meets and may occasicnally exceed position requirements



- 2.00 - Performance meets and many but not alf position requirements

9

100 - Performance does not meet position requirements

PART I - Key Result Areas (KRAs) 0.000 PART I - Key Result Areas (KRAs) 0.000

PART 11 - Core Competencies 0.00 PART 11 - Core Competencies 0.00

TOTAL SCORE : PART I+ PART I 0.000 TOTAL SCORE : PART 1 + PART I 0.000
FOR HR USE ONLY

Remarks :

Remarks :

Date Received :

Date Received :
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General Information

MEDOCARE HEALTH SYSTEMS, INC.
PERFORMANCE APPRAISAL FORM

{Version 1.0 January 2021)

For Supervisors and Up

Name of Employee :
Name of Manager :
Appraisal Period :

Designation :
Department ;

Check if emplayee has heen in the position for less than three menh,

Too New To Rate ( Interim) : D Too New To Rate (Year-end) : D

Part I : Key Result Areas (KRAs)

Both the smployee/ratee and the corer should complere the designated portion below focusing on established Key Result Aveas (KRAs) or pertormunce objestives. Results aclieved shall be provided by the i
Please Key Perti e Indicators (KPIs) tor every KRA. In achiition to the comments, cach KRA shoul have an equivalent rating (| w 5} and oft the Guestion on target, ¥ corresponding response of "YES" o

"NO" should be cliceked.

KRA1:

Kay Performance Indicator(s) :

Resuits Achieved

Yes

QOn target ? Or target ?
Numerical Rating {1 to 5) Numerical Rating (1 fo 5)
Comments : Comments :

Results Achieved

On target ? Yes
Numerical Rating (1 to 5)

Comments :

,,Y.s D o D

Numerical Rating (1 to 5)

On torget 7

N O

Commenis

KRAZ:

Key Performance tndicator(s) :

Results Achieved

On target ? Yes

Numerical Rating (1 to §)

On larget ?
Numerical Rating {1 to 5)

Numerical Rating {1 to 5)

Comments :

Comments : Commants :

Results Achieved
Gl YEAREND MPPRAIBAL PHARE 0 YEAREND APPRAISAL BHASE " 1
On target ? Yes D No D On target ? Yes D Mo D

I —

Numerical Rating {1 to 5)

Comments :

KRA3:

Key Performance indicator{s) :

Results Achieved

On target 7 Yes
Numerical Rating (1 to 8)

Y’eis’\ D No D

Numerical Rating (1 to §)

v [

On target ?




Comments :

Comments |

Results Achieved

On target 7

Comments :

Yes

Numerical Rating {1 to 5)

On target 7 Yes D No E]
Numericat Rating (1 to 5)

Comments :

KRA4:

Key Performance Indicator(s) :

On target ?

Comments ;

Yes

Numerical Raling (1 to 5)

No

On target ? Yes D No D
Numerical Rating (1 to 5}

Comments :

Resuijts Achieved

On targst ?

Comments :

Yes

Numerical Rating (1 to 5}

No

On target ? ’Y‘e:‘;yhb D o Nﬁ D

Numerical Rating {1 to 5}

Comments :

KRAS :

Key Performance Indicator(s) :

Results Achieved

On target ?

Comments

Yes

Numerical Rating {1 to 5)

On target ? Yes D No D
Numerical Rating (1 to 5) E

Comments :

Resuits Achieved

On target ?

Commments

Yes

Numerical Rating (1 to 5

On target ?
Numerical Rating (1 to 5)

Comments :

Part I1 : Core Competencies
Bath the emph and the tatey should

portion for the manager/supervisor.

| postion below focusmy on major

s and

needs. For the upper portion is for the employer/atee and the lower

Client Orientation

External - Ability to clearly iderity externat Clients,
determine their expectations wnd contibute in the
whaole process ot defivering quality service.
assignments/dutics.

Iuternal - Abikity to build aml sustuin etitetive
and covperative working relations across
Divisions/ch within thic iZation in
support of its over-all sustegy and operational
vbjectives.

Employee

Employee

Manager

Manager




Strategj ent

Abifity to think stratogically to transtate the
aganization's mission and vision to departmental
objectives, privcities and programs; 1o ensure effective
cascading and understanding at all levels within the

dey of the organization’s comp goals and

how they are aligned with the departmental objectives.

Employee

Employee

Manager

Manager

Leadership and jnnovativeness
Exercise of judyement and decision-making - Ability
to make and enforce decisions on complex
problenis/issues.
Resourcefullnes ond Initiative - Willingness to take
visks & initiative to promote the Department’s
cfficiency & productivi d: ility to chall &
work-related pressures; & the ability to provide

hival and/or intell ! feadershiy
Innovativeness - Thu vxtent to wic the Ratee
d: &p ptes creativity &
while defivering work unit risults.

Employee

Employee

Manager

Manager

Work Program : Planning, Leading,
Organization and Controf

Ability to develop realistic and achievable work plans
aligned w/ the onganization's strategies; to organize and
ctfective impl ion of these plans.

Cfte

cetiveness in prepuring budget and stuft resoiroes
ensurIng HAXimum cost-etfectivity und renim of

T 4 of such 10 mect
operational work program and in nunaging results.

Employee

Employee

Manager

Manager

Communication

Fostering effective internal communicasion -
Eftectivencss in facilitating a free How of information
& commusication at all lovels wiin the Deparment &
w/ other work units in the organization.

Cross-cultural Commaunication - Personal abilicy to
build and sustain working relationships cffectively at
all fevels; tactfulness; sensitivity to cross-cultural
differcnses, gender isues & demonstrated ability to
build cooperative/collabarative relations to achieve
departmental and company goals

Empioyee

Employes

Manager

Manager

Huwman Reseurce Management
People Magt Skills - Effectiveness in building &

ining I ious working relationship w/ sub-
ordinates; advises, coaches & providis feedback &

ling to staft bers to recogaize their

achivements; enubles them to turther develop &
wnilize their bilitics on the job; & addr ameng
ahers gender/diversity issues atfecting staft i

Stuff Performance Mngt - Proactive in ficilitating

staff performance uss asa i goityg
Clivity/process; & cnsures i w/ fures,

work standards & ility; an ohjective

of staff's performunce.

Staff Trag & Skills Dev - Attentian given to idmtitying

the gths & areats for devel as well as acting

on the training & eacocr development aeds of the
sl in the depaciment; pro-uctiveness Lo provide
support & vpportrtities w enable staff to eontribute
more,

Employee

Employee

Manager

Manager




The extont to wihich the Ratee willingly accepts
responsibility tor assigmed work particularly more
difficult tasks and accepts full accountability for the
outcorne ot assigned work.

Manager

Manager

u: of Output (Accuracy, Com; Ness Employee
Timeliness and Professionalism)
The extent 1o which the Ratce is able 10 exercise
effective quality controf aver the work output of the
Deparuncnt.

Employee

Manager

Manager

Others {e.g. Attendance and Punctuality) Employee

Employes

Manager

Manager

Part Il : Over-all Narrative Assessment (Critical Dimension)
Firat part is sell assessment 1o be completed by Ratee)

This should capture the major strengths and recommend actions (o improve effcctiveness and productivity

Actions proposed to improve performance

For the Supervisor/Rater
This shoutd cuptire the curreat pths snd devek ! ecds of the anpl Tocusing on the evahlation rest

alfts of Parts 1 and 2.

Current Strengths




Current development needs

Part IV : Signature and Comments

Your signature below acknuwledges that a discussion between an employee and mumager has oceurred. Upon discussion, both must sign on the spuce provided below to signity acceptance und sgreement to the resulls of he

evaluation. If the Ratee hus some s or that

solved after the dialog

heishe is vequired and state (umder comments) the pemling issues for resolation,

Comments {if any) :

Comments (if any) :

Date Date
Stmuture of Employee (Ratee) Signature of Employee (Ratee)
Date Date
Signature of Supervisor/Manager {Rater) Sy ¢ of Supervisor/M (Rater)

D Apptoved as Is D Approved as s
| Approved with comments D Approved with comments
D Not Approved D Not Approved

Comments (if any) : Commente (if any) :

Signature of Next Level Manager Date Signature of Next Level Manager Date
PERFORMANCE RATINGS

L 5.00 - Performance consistently exceeds position requirements

> 475 - Performance meets and 80% exceeds position requirements

- 4.50 - Performance meets and 70% exceeds position requirements

@r 425 - Performance meets and 60% exceeds position requirements

o 4.00 - Performance meets and frequently exceeds position requirements

L 375 - Performance meets and 40% exceeds position requirernents

@ 350 - Performance meets and 30% exceeds position requirements

L4 3.25 - Performance meets and 20% exceeds position requirements

@ 3.00 - Performance meets and may occasionally exceed position requirements



@ 2.00 - Performance meets and many but not alf position requirements

*r 1.00 - Performance does not meet position requirements

{44
PART 1 - Key Result Areas (KRAs) 0.000 PART I - Key Result Areas (KRAs) 0.000
PART H - Core Competencies 0.00 PART II - Core Competencies 0.00
TOTAL SCORE : PART I + PART II 0.000 TOTAL SCORE : PART I + PART II 0.000
FOR HR USE ONLY
Remarks : Remarks ;
Date Raceived :

Date Received :




