2277 Hioor Strata

lindbridge

100, ¢ Octigas Jr. Road, gan Antonio, Pasig Gty

638 06-60 ioc 106

PERFORMANCE EVALUATION REPORT FORM

5 s 12/14/23
Name of Employee: MARICRIS TELAN Pate of Rating: 03/21/24 Date Hired
Position: HR ASSOCIATE
Location: ISABELA Department: HR
Rating Period: 12/14/23-02/2%/24
Purpose of Rating: Qualification Period
Instruction: Please review notes on Guide to performance appraisal before accomplishing this form.
FACTORS RATING POINTS
; ; Has required Has required Needs additional
e exceptmnval‘kn(;wlcdic - knowledge of own & | knowledge of own instruction and
own&related worl celated work. work only. guidance. o
1. KNOWLEDGE OF WORK 9 to 10 pts. 7 to 8 pts. 5 to 6 pts. 1to4 pts. 4
Remarks : With knowledge in different HR Facets. Eager to learn more.
cets
Usually exceeds standards. Mcets standards. seslg:':;:;; Never meets standards.
2. PRODUCTIVITY 36 to 40 pts. 30 to 35 pts. 20 to 29 pts. 1to 19 pts. 29
Remarks : She's Able to adaptin HR Taskh needsa tant improvements.
Always Usually Sometimes Rarely
3. INITIATIVE 9 to 10 pts. 7 to 8 pts. 5 to 6 pts. 1to 4 pts. 8
Remarks : Need to prioritize the task in terms of urgency.
b Usually dedicated to Sometimes Rarely responds to
Always dedicated to duty. duty. dedicated to duty. company necds.
4. DEDICATION TO DUTY 9 to 10 pts. 8 pts. 5to 7 pts. Tro4pts. 8
Remarks : Shows willing; to compl igned task.
Always Usually Sometimes Rarely
cooperative cooperative cooperative cooperative
5. COOPERATION 9t0 10 pts. 8 pts. 5to7pts. Tto4pts. 8
Remarks : Able to meet required teamwork but needs to develop her interpersonal skills.
Tardiness w/n the allowable With written With one (1) day = :
no.or less. warning/s suspension With 3 days suspension|
6.ATTENDANCE & (1st Offense) {2nd Offense) (3rd Offense) -
PUNCTUALITY: 910 10 pts. 7 to 8 pts. 5 to 6 pts. 11to 4 pts.
Remarks : Needs a constant improvement in her attendance, minimize the lates.
No record of No record of : |
Norecordoft/iafinction: ajpiket} JCHEREDAW/ 1 | accklent butw/'2 i
our safety/ housekeeping rules infraction against | infraction against . e
7.SAFETY AND / OR our safety/ our safety/ against our safety/
HOUSEKEEPING housekeeping rules | housekeeping rules Ropsekeeping tales 9
9to10pts: 8 pts. Sto7pts. Trodps.
Remarks : No violations
TOTAL
76
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2277 Fioor Strata 100, F. Octigas Ir. Road, San Antonio, Pasig City

638 06-60 ioc 106

PERFORMANCE EVALUATION REPORT FORM

Name of Employee: MARICRIS TELAN Date of Rating: 03/21/24¢  Date Hired: /14
Position: HR ASSOCIATE
Location: ISABELA Department: HR
Rating Period: 12/14/23-02/29/24
Purpose of Rating: Qualification Period
Jinstruction: Please review notes on Guide to performance appraisal before accomplishing this form.
FACTORS RATING POINTS
— ; Has required Has required Needs additional
Has exupn;na‘l'l:m;wledic othis knowledge of own & | knowledge of own instruction and
e related work. work only. guidance. =
1. KNOWLEDGE OF WORK 9to 10 pts. 7 to 8 pts. 5 to 6 pis. 1to4 pts. i
R ks : With knowledge in different HR Facets. Eager to learn more.
Seldom meets
Shad % " . vl dards.
Usually exceeds standards. Mcets standards. staravs Never meets standards
2. PRODUCTIVITY 36 to 40 pts. 30 to 35 pts. 20 to 29 pts. 11019 pts. 29
Remarks : She's Able to adaptin HR Task h ver needs a impr ts
Always Usually Sometimes Rarely
S. 5 T 3
A 9 to 10 pts 7 to 8 pts 5 10 6 pts. 1to 4 pts. 8
Remarks : Need to prioritize the task in terms of urgency.
Eoia Usually dedicated to Sometimes Rarely responds to
Al denlemndioriiy. duty. dedicated to duty. company necds.
4. DEDICATION TO DUTY 9 to 10 pts. 8 pts. 5to 7 pts. 1to 4 pts. 8
Remarks : Shows willingness to complete assigned task.
Always Usually Sometimes Rarely
cooperative cooperative cooperative cooperative
5.COOPERATION 90 10 pts. 8 pts. S to 7 pts. 1to 4 pts. 8
Remarks : Able to meet required teamwork but needs to develop her interpersonal skills.
Tardiness w/n the allowable With written With one (1) day . 2
no.or less. warning/s suspension With 3 days suspension,
6.ATTENDANCE & (1st Offense) (2nd Offense) (3rd Offense) -
PUNCTUALITY: 9 10 10 pts. 7 to 8 pts. 5 to 6 pts. 1to4 pts.
Remarks : Needs a ¢ fmpr tin her attend minimize the lates,
No record of No record of Had ident or had
S B ad an accident or
No record of t/infraction against .amde’?t s “.'/ - ?CQdem hotw/2 more than 2infracti
s infraction against | infraction against o
our safety/ housekeeping rules against our safety/
7.SAFETY AND / OR our safety/ our safety/ e 6
HOUSEKEEPING housekeeping rules housekeeping rules usekeeping riiles 9
9 to 10 pts. 8 pts. 5to 7 pts. 1to4 pts.
R ks : No violations
TOTAL
76




Previous Challenges and Accomplishments:
She does not give up casily, despite that there are several p

dings on the previous HR Term. She shows constant improvement from Day 1 to Present.

Areas of Strengths:

Able to stay calm in every situatious and can demonstrate a positive attitude.

Areas of Weak / Develop:

Interpersonal Skills - C;

ication between Employee especially if given a task and needs to collaborate with them.

Acknowledged By:
Rated Ry - Employee Nam ¢
L ¢ & Signature
Date \3/03//2‘/ Date 3 /QQ) 29
(mm/dd/yy) (mm)dd/'yy)
RECOMMENDATIONS:

2 : ] i g 4 . M
4cd _tValuatioh  facced = Undeyr fllontdoring 7or Gutall rycaken ?er/ad»
7 - 7 T

L3

Approved by Date Signed
mm /dd /yy
Approved hy Date Signed
mm/dd/yy
President’s Signature Date Signed
mm /dd /yy

L.

EMPLOYEE DETAILS:

Date Hired: Present Rate:

mm /dd /yy

Date Appointed to Present Position:

Amount of Increase: et e
Date of Last Increase: SR NSl e

mm /dd /yy
New Rate:

FOR HUMAN RESOURCE MANAGEMENT DEPARTMENT

Nature of Recommendation e

ded Rate

Approved Recc

Approved Recommended Position :

Reviewed by:

Huinan Resource Departinent

Effectivity Date
mm /dd / yy
_PER RATING DESCRIPTION
BTN i _Outstanding
T 75-89 Above Average Passing Rate
50-74 Average
49 below Below Average




