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Republic of the Philippines DEPARTIMT OF FINANC3 Manila



DEPARTMMIT ORDER No. 109-63 SUBJECTS



Performance Rating System



TO



All heads of bureaus and offices under the Department of Finance.



:



Pursuant to the provisions of Section 26 of Republic Act No. 2260, Civil Service Rule II and Civil Service Memorandum-Circular No. 6, series of 1963, the following performance rating system is hereby established for the purpose of evaluating the performance of all officials and employees in this Department including all bureaus and offices under it. I. Purpose:The performance rating system shall be administered to continually foster the improvement of individual employee performance by providing effective supervision and counseling through the identification of the employee's weak and strong points, as well as to develop standards of satisfactory performance, strengthen supervisor-employee relations, and objectify the application of personnel policies in selection, placement and promotion, reduction in force and other processes of personnel administration. II. Procedure:(a) Beery employee shall be rated by his immediate supervisor. (b) The rating plan shall be for two classes of employees: one for the non-supervisory group and the other for the supervisory group. There shall be two forms for each group, namely; (1) DF Form No. I for the non-supervisory group and (2) DF Form No. II for the supervisory group. Examples of each are herewith enclosed. (c) Frequency of ratings - Ratings shall be given semi-annually: one in June 30 for the period from January to June, and another in December 51 for the period from July to December. A probationary period rating shall be given for employees on probationary status at the end of the sixth month of employment. (d) The performance rating plan shall provide for a minimum of four ratings, namely: (1) Outstanding - An employee shall be given this rating only when his performance is exceptional and deserves special commendation. The reason or reasons in detail for giving an outstanding performance rating shall accompany this report. A copy of the performance rating report together with the supporting papers shall be forwarded through the head of the department for comment and recommendation, to the Commissioner of Civil Service for appropriate action for purposes
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of an incentive award. A copy of the report shall also be furnished the official or employee concerned with a letter of commendation from the head of the agency. (2) Very satisfactory - As employee shall be given this rating when he performs the duties of his position with excellence but short of outstanding performance. (3) Satisfactory - An employee shall be given this rating when he meets the standards or ordinary requirements of the duties of his position. (4) Unsatisfactory - An employee shall be given this rating when he fails to meet the minimum performance requirements of the duties of his position. (e) Before the semi-annual rating is due, supervisors with the presence of the respective chief of section, shall discuss with each employee his performance evaluation. After the discussion, the employee shall sign the form to indicate that his rating has been shown to him. (f) After the supervisor (Chief of Division) and the employee have signed the performance rating report, it shall be forwarded to the next higher supervisor for the latter's concurrence or comment.



(g) The form shall be prepared in triplicate, one copy shall be given to the employee and the other copy shall be returned to the division file. The original shall be kept in the Personnel office. (h) Before an employee is rated "unsatisfactory", the following procedures shall be strictly observed: (1) The supervisor (chief of division) shall give the employee through the chief of section, a written warning, at least 60 calendar


(i) An employee who feels that he has-not been rated `properly may appeal for review of his performance-rating-through the established Complaints and Grievance machinery of the Bureau of Office as the case may be.



III. Responsibilities:(a) The administration of the performance rating plan and the custody of all papers and reports pertaining thereto shall be the responsibility of the Personnel office of the agency concerned. The Personnel Officer of each bureau or agency shall install a suitable program for the training of supervisors in the proper and effective evaluation and rating of employee performance. (b) Each employee shall be informed by his supervisor of the plan by which he shall be rated: (1) The supervisor will discuss with each employee the duties and responsibilities of the latter's position and the standard of performance required for that position to foster mutual understanding between them. The standards should represent satisfactory and not perfect performance. (2) Periodic discussion in private shall be held between supervisors and employees so that tht latter may know wherein their work exceeds, equals or falls below the performance requiremoats of their position. IV. Relationship between Performance Ratings and Personnel Actions: Personnel action refers to any action denoting the movement and progress of personnel in the civil service. Such action shall include eppointmont, promotion, transfer, demotion, reduction in force, separation and reinstatement. A current rating of satisfactory or better shall be a requirem:nt for promotion as well as for step increases in pay. An unsatisfactory rating shall be sufficient ground for withholding any promotion or atop increases in pay. V. Discipline:An crployoo whose perieC..ic performance rating is unsatisfactory shall be subject to administrative disciplinary action under existing civil service rules. This Order shall take effect upon approval by the Commissioner of Civil Service. All orders, circulars and instructions inconsistent herewith are hereby revoked.
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