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STANDING OPERATING PROCEDURES

NUMBER ,.. 13:1*

P ERFORFJ! Aryg E EYALUAT*IS S SYSTEH FCR l*_ON =LJ$ ! FeRqE p pER$_g N N E L
OF TilE FtiitiPPiNE CSAST €Url*D

D,,rc, ran* *zrursuailr ,o rnn Cffirnibus Rules lmptementing
Eaak V of Executive Ord*. B\ia. 292, every dep*riment Gr agency shaii estabiish
Perfarmanee Evaiuaiion Sysiem, hence, the PCG Ferformanee Evaluation System rs
hereby established. The $yst*m has the follcwing integral cCIrnponents.

r. LJtJ,JtrU I tVtrb:

1. To serue as reference in perfonriance planning aild rev,e!ry,

2. To promote the mesl eifective use sf rnanpewer in order that the employee
mak€s liis/iier optirnui;i earilribuiir.ir: iri ii:e deliv*ry of i";a*ic s*rvic*;;

3. To serve es afi objectiv* besis fs$'ali persc*nel acticne sui;h a€ promotion,
transfer, reassignmeni, demoiion and sep=raiion; anr

4. To serre as reference !n the grant of perfcrn:Ence-bssed salary step
inerernsrri as pr-uvidecj iur i:y CSC-DEM Juirrt e ircuiar Nr:"'i " s-I.?90; and far other
incentives and rewards.

II. BASIC POLICIES.

1. The performan*e Eveluati*n Systen: shall be made en integral pert of the
HRD prograrn of ihe Fhiiippine Coast Guara.

2. Appraisal shall fe,eus an results/outputs rathsr then on activitieslprocesses.

3. Emptoyees shatt be given appropri*te recognitietr f*r their performance and
contribuiian io ihe overall FCG effe*trveness an* efiiclerrey"

4. Eaeh super';is*r and subcrdineie shail be infcrrned of his rights and
obiigatians unejer ihe Ferfurllrarlr;e Evaluaiiern Sysiein arrd i:e p*riarJieally ir:formed
of his progress^
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5. Appropriete trainingfser*inars shall be conti*uelly provided to fa*ititate
efieetirre irnplenrerrtatis* of iiris sysierr r.

ill Qnr\DE.trt. \rLaLrt L_

Thc System shail apply* to aii regi.riar ernpleirees Casuai and
emergenc!'Jeantractual *mployees shaii alscr us* this System, for purposes of
reappoiniment and oiher iuture pers;onnel aeiicns.

IV. RATII.JG PEP..IOD$:

Per-forrnenee evaluation shall be done every six ie) months ending June 30 and
Deeernber 31 of *very year. Hs,;vever, if ii'rer* is a ne*rl far a sharier periori, the
mininrum appraisal perio* shelt be at teast ri!r:*ty {**} days srthree {3) months as in
the ease of eaniraetual empiaya*s.

v. MICHA]J|C_S eF THF $YSTE*,4.

The Perfoi-rnante Eva}*aticn Frscedure shall f*!lc.,r'the f*Ils'nving processes:

1. Planning

There shall be a planning sessicn et th* starl *f reting p*l-i*d during lvhich
targets or expeeteei out6;uis shaii be sei joirriiy i:iy ihe irnrneeiiaie superviJor and
ernplcyees. Fuirihermcre, lhe supervlscr and emplcyces define the jcb of each
member sf ihe grcup, agtse $it ti:e rJuiies arlrj respr:irsibitiiies aitasired ia a
particular jcb, and estabtish the stendards *: which specifie r"crk outputs and
beharriors shalt t"re rreasureei"

2 Setting Commiinlents

Targetsln'la.icr- duties and rcspoitsibilities esteblish*d du;:ing the planning
sessian sha[[ Lre lisierj in ihe Per-iorn+a*r.e Eva[uatie* Rep*ri Fcrrn under the
PLANNED cclurnn. Agreenlents shall bejointly signed by both par-ties.

3. Progi'ess Revie'"v

This prccess invclves a discussicn between a superviscr and subordinates
using the foilawing steps.

a) subr:rdir':ale rcviews the p'*gress *f alt the jsb assigned to him.

b) The superviscr i'einfrrces progress *fi j*b goals already
aeeurnplished i:y reecgrriaing erripiayee's eifaris ar-id praising him
for speeific echrcvernents

c) They bcth diseuss ga*ls and star:dards not being rnet end identify
eauses
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di The3i identlfy a*d eg;-ee oft epp!-spriete *ctis.i to overconre causes
of difiieuEties.

e) They re-negoiiaie geals and standards.,vhere necessary.

4. Appreisel Dissussisn.

There shall be a highly interactive peffer-rnance eppraisal discussion and
feecibaek rneehanisrn to fasier b*iter urcrking reiaiiorrship bei'n*en supervisor and
subcr-dinates fr-om the sta;'t to the end of every rating period.

Maior $teps in the Appr.aj-sal Discussion

a. Establish rappoi-t with the subsrdinate emplcy-ee.

b. Get the enrplayee's vicw with the emphasis Gn strengths and
development ar*as.

c. Present yoi-ii' own view with emphasis ori strengths and
develapment areas.

d. Get reectior-l fron: the subordinate.

e. Discuss areas of agreernent and disagreernent.

f. Resolve the differences.

g. Surnmarize and conclude.

h. Write dc"*",n agre*rnents regerdi;-rg ratir:g, strer:gths and
deveiopment areas ana plans for ir*pr*vement"

i. Aekncwledge agreement by signing the Repcrt Fcrrn.

To eRsure the sucress af the dis*ussi*r, t*e specific roles that supervisor and
employee rnusi piay are he.el>y set.

Subordinate's Role

e) Summarizc his achievcrncnts for the v"*ote rellng per"iod an#ar
failures.

b) Defend the rating he ihinks he desen,cs"

c) Offers suggestio*s to imp;'*ve his or.,"n perf*rmance"

d) Offer suggestior'rs cm haw his/hsr supervis*r ean help to make him
finore prcductive and effeetive.
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a) Make the ernploliec feel at ease during the discussion.

b) lnform the erTlpfcyee on vrhether sr n*t he is meeting job
expectaiionst.

c) Summarize the en'lployee's pcrforrllarce during Xhe rating period.

d\ nefend the rating he thinF<s the empleyee deser*es.v, uvtut ru rr ru t Ealta tv I r{.

e) Give proper degree of pralse and Constructive criticism.

f\tic,7 -,jtefi to ennplgyee's conoei-ns.

g) Provide encourageffient and motivation.

h) Counsel on irnprovement areas,

i) Secure ernplayee's Eckncwledgernent of the employec's rating.

VI. MECHANICS OF RATING:

A. Appraisal {Part !-Perfcrmance - 70% )

1. Procedure

a. The en'iplcyee evaluates his c.+rn \f/crk performance and behavior
using ihe siandards sei far speeifi* wirrk ai;iputs and b*haviaral
factors affecti n g perforrnailee.

This cvaluation shell be based CIn the inforrnation contained in the
atiendane* reeords, aeelffipiisirmedi reporis and *iher reievant
r{nnr rmanfcvvvul I tur tao-

b. The supervisor and einplcyee fi:eet to discuss and agree on the
rating and deveiop plans for work irnpraverneni.

c. The reter and enrplcyee cornpl**te the Jcb Accomplishrnent Form
ancl aecq:mplistr the Feri*rnranee Evaiuaiia* Report.

d. The fi;lly acecn:plished fern:s are subrnitted to the next authsrized
supervisor/affieiai for r*view. lf ihe auil"iarized sup*rviscricfficial
agrees with the ernplcyee's reting, he signs the Repor-t Form.
Gthervvise, he shall nctify the ernpioy*e and rater *nd disr,uss the
change in the rating with thern The revised rating shall be initiated
by the empioyee, reter and revie.#er.

I'



2. t*uttiply the a'.rei'age Poini Setlre *y .7 t7CI%) to get the Equivalent Point
score.

B. How to Rate Emplavee'q Behavior iPart ll- Behavicral Dimensjons - 30%)

1. The graphic scale presents four (4) behavicral factors for non-supenuisors
and six (6) for sr*pervisors, affceiing tFr* p*rf*rn:anee oi every employeelsuperviscr.

2. fsr eaeh factar there are five (5) Levels cf perfcrrnance or anchcrs which
range frsrn Clitsiar:<3irrg ii0) ir: P*or i2). Chuuse ihe iev*i of periarrnanee thai gives
the most aecu;'ate descriptio* of the ernployee'slsuperv*s*r's behavior.

3. Add all the ccresptnding seeres and dividc the surn by the tctal nurnbar of
behaviaral faeir:rs to get ii-r* F"verage Puini Sesre.
4. Multipty the Average Poini S**r"e by .3 t3S%) t* get the Equivalent Psint Score.

5. Guidclines CIn hew to rate E*havioral Din'lensi*ns {refer tc Appendix A)

C. Hov",to dete;'mine the Overall Rating

The overaii rating is cori:puted by adding the Eqr:ivalent Pcint Se*res for"both
Ferforrnanee and Bci-:avir:r. The surn is ihe overaii raiing. Use the foliowing rating
scale to find the equivalent adjectival ratir:g *f th* obtained overall rating.

Overall Ratinq

4 ()ln 4nnnI- J.TU- tU.\fr/
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Very Satisfaeicry
Q a* io$a n*nn. ,Lrgrl$t trlt/(ul y

LJnsaiisfactory
Poor

['] I.\a{ini*innou. uGt tt ttttut ro

The adlectival ratings are deflned as fclicv",s'

Outstanding - An emplcy*ee shail bc given this ratir"rg when hc exee*ds his
targei by at least 5C%- li repres+r-rts an extraordinary ievsl of
echievernent and coi"nmitm*nt in terrns of quality and time,
ie$rnieai skiil anei krrowieeige, irigen,*ity, ereaiiviiy a;-rei initiative.
Ernployees at this pe#*rr-l'lance level should have
demsnstraied exceptisir:al jab r*asiery in aii n.iajar arsas of
responsibitity" His achieven-rcnt and eont;'ibuticns to the PCG
are of marked *xreilenee whieh cven his peers rec,agnize
threugh a,rorced eamperisonldistributicn method established
i:y ihe ageiley ccrrr;erired.

When to give an OUT$TAf.*Dll'tG RATtf.lG

An GUT$TAI'JDING RATII'iG shell be i'cccillmended by the rater when -
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1. ln atl aspects cf e;crk, the emplcyee exce€d requirernents.

2. The perforffiance represcnts actual aeccmplishm*nt rsther than rnerety
extra eitari.

3. The supervisor cail justify said raiing r.,'ith evidence like commendations,
accorlrpi ishm*nt i*gb*oksfrep*ris.

Very Satisfactory - ful emplcy'ee shall be given this rating when he
ex.;**ds iiie expeeted oi-rtpuiJperformance by ai leasi
25ais but fatts shcrt of v;hat is co*sidered an
ouistaniii*g Perfurrnanee. ln aeieiiiion, his

Qa{icfcntnn,\rqLtot Gaut\I v

competence and contributicns shall bo reccgnized by
his peer$ also iliraugh a fslced t:arnparison
distribution m*thod based en the criteria established
by the PCG. Th*se sereeneci out iri i.ire forceei
compariscnldistribution for outstanding perforrners
sliaii i:e ini;iurJ*d in iiris eaiegcry.

- An e*"tpl*ye* sha}I be given this rating when he meets
iCIil% oi the starieiareis *r ordinary requirements of
the duties of the pesitian. Thcse screened or-rt in
lcrcerJ earnpari*r:nldistr"lbr.riion rneihod isr Very
Satisfactory perforrncr-s shall be included in this
caiannrrr

: An emplcyee shall b* given this ;-eting when his
pedur*:anee is 50 is 99 */q sf ilre ininimum
requirernents but couis stand imprcvernent. lt is
expeeied iirai irr iiie nerj retirig p*riod, ihe employee,
under elese supervisicn, y;ill eiiher irnprcve his
performanee fsr wlricir lre siiaii b* given at leasi a
satisfactory rating, or- if not, he shati get enother
Unsatisfaetory Raiirrg. Twr* (21 sueeessive
l-Jnsetisfactory Ratings shall be a ground for
separaiii,rn irum the s*rryice.

- An er::ployee sha!! be given this rating when he fails
tur nleet periurrnarree requirernents or meets 50% or
below cf the minirnurn requiren'lents and thene is no
evidenee to slrour ihat he {=r: improve his
performance. A rating of Pocr shall be a gi'ound for
separation fronr tlre se*rice.

ilncaticfan*nn,vr rtqtt9tg9rvt v

ln cases where 1*fi% aeeuracy is requlred cr expected in terms of standard
measurss far perfor$la{ree, as in rnedi*al servi*es, a rating aboye i00% ean be
given if the employe* performs b**ycnd whet has b**en expected or incurs added
vaiue fae'rors to his perforrnanc+ iargeis.

Poor

vil" MIcHANI$M OF APPEAL:



1. An ernplcyee *'ho expresses dissatisfectic;r rvith the rating given hinr mey
appeal iu ti:e FeG Grievance eor*rniiiee, witFrin fiiie*n ii5) eiays aiter receipi of his
copy of Performanee Appraisal Repoi't.

') tAli+hin fiflaan / 4 F.\ r.lc*;+z-. vyr*ii,' fifteen (15) day's aftei- receiving an offirial copy of his rating, en
employee may fiie an appeal in wriiing speeifying wirat his ;-r*:forrnar:ce rating shouid
be, the reasons therefore, and suppcrting documents io support his appeal.

\/lll c Ahl11-rlr'\i\tcv rlr. !r^lrv!lg!l:i

1. Administraii've eeti*n shall be filed against a sup*rvis*r using the
Peffarrnance Evaluaiir;n Systern tr: gi.re unrJue arJ,raniag* sr disadvaniage to the
amnlnrraac lharr ra*aerrr}JrvJvuJ rt tv, tu.u.

2. Adnninistraiive actian shall be teken against an employee/superviscr who
faiis to subrnii iire perfur"rrrarce rei;.:rt iir du* tirne io their respeciirre
Personnel,tAdrrrirristrative Divisicn/Brai'rch. Said faiiu;'e shall constitute a ground for
disquaiifieation for pronrotional app*iniffrents anei oii':*r pers*nnei aeticns requiring
perforrnance based ratii":gs.

3 Procedure sf filing coi"npiainis and inrpcsing sancticns shall be in
aeeoreiancr-* witlr e$e &4C N*. 3S, s. ig8g, Frfre Ni:.32, s. 1g8g, and tire Ornnibus
Rules lmplementing Baak V cl [C 232.

IX. RESPONSIBILITI[$:

1. The Office erf the Deputy *hief sf Staff fcr Hr-irnan Rescurce Managei-nent,
O/CG1, shali be respr:r:sibie in the revisian ar:d *m*fi{iment r:f ihis systern subjeci to
approval by the Civil Serviee eomrnissien.

2. The Offiee cf the C*ast Guard Adjutant shall be respansible for the
pubiieation and tJisseminatiart af ihe <i'-:lert-'r

X, EFFECTIVITY:

This Perform€i-tce Evaluaiir;n System tahes eff*ct upcr-r its publication Any
amendment to ihis system sirall be subject io apprcvai by ihe Ci,.rii Ser"vice
Commission.

BY CEMMAND CF AEIV,I TAII{AYO:
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