	Employee Name

RIAN ROSAL
	Review Period:          From      08/01/06   To  02/01/07

January to Nov. , 2006

	Position

Process Engineer
	Supervisor’s Name and Position Title:

GECIL P. LESONDATO




Performance Appraisal Form

Job Performance Standards















	
	
	

	Present Status
	
	New Status

	Salary

PHP _____________________
	Overall Rating
	Proposed New Salary

PHP _____________________

	Range

· Hiring Rate
· Minimum

· Midpoint

· Maximum
	Perf. STd.

Rating

Line balancing issues

TMS results

Documentation 

Production efficiency

Hourly quotas

Line mapping

Line status reports

Not more than 2% errors

Delivery of finished items

Pre-production meetings

Mgmt. Initiatives

Company Policies


	Range

· Hiring Rate
· Minimum

· Midpoint

· Maximum

	· 
	
	· 



Employee’s Signature:







Date:




             (The employee’s signature indicates completion of a performance review.)

SIGNATURE OF EVALUATOR________________________________ POSITION_______________________________

REVIEWED BY: SANDRO JIPOS  SIGNATURE________________________PRODUCTION MANAGER

NOTED BY
RUBY A. DANES 
SIGNATURE______________________
HRD OFFICER



ROMMEL JUBELA   SIGNATURE_______________________ FACTORY MANAGER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Mr Wayne Wang
	Country  Manager
	Date


INSTRUCTIONS:  Instructions for completing the performance appraisal are outlined below.








Preparing for the Appraisal


Before completing this appraisal, review the position’s Basic Job Description, the Accountabilities and performance standards.  Assemble the employee’s record of achievements and accomplishments during the rating period (using the monitoring checklists and match them against the accountabilities.





Appraising Performance Against Accountabilities


Appraise the employee’s performance for each accountability in terms of the following performance ratings:





O    =  Outstanding.  Exceeded all position requirements by a wide margin; exceptional


     AA  =  Above Average Met all position requirements and in many instances


             exceeded  them.


      A    =  Average   Met practically all position requirements and in some instances


            exceeded them.


      F    =  Fair  Meets some  but not all position requirements.


    BA	 =  Below Average.  Performed below position requirements but has potential 


to be better.


      P    =  Poor.  Performed  way below position requirements by a wide margin;


             unacceptable. Has attitude problems.





Appraising Overall Performance


Appraise the employee’s overall performance by considering the weights of the accountabilities.


Indicate the overall performance rating with the scale outlined above.


Completing the Performance Appraisal Process


After completion, review the performance appraisal and any necessary documents with your immediate head and obtain approval.


Conduct a performance review with the employee after the HR has approved all documents and the Country M has given his approval.


Allow the employee to make written comments on the form, if they wish; have the employee sign the performance appraisal, and route the completed appraisal to the employee’s personnel file.





Accountability: Responsible for assigning personnel to fill in manpower gaps during production








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Not more than 5% downtime due to line balancing issues�
25%�
�
�
�
�






Accountability: Ensures timely and accurate efficiency documentation








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Documentation is 98% accurate and 95% on time�
10%�
�
�
�
�






Accountability: Ensures hourly output during production is within production quota








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Hourly quotas are met 80% of the time�
6%�
�
�
�
�
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Accountability: Responsible for conducting efficiency studies during production








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
TMS results are submitted on time 95% of the time�
10%�
�
�
�
�






Accountability: Responsible for initial planning of manpower resources to maximize efficiency








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Line mapping is submitted on time 95% of the time�
3%�
�
�
�
�






Accountability: Ensures open cartons have correct number of items passed inspection








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Not more than 2% errors in open carton pass rate�
3%�
�
�
�
�






Accountability: Responsible for timely delivery of items to be shipped to central logistics








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Delivery of finished items to Central Logistics is on time 80% of the time�
3%�
�
�
�
�






Accountability: Responsible for monitoring line status for production problems








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Line status reports are on time 95% of the time, are available within 15 minutes upon request�
6%�
�
�
�
�






Accountability: Responsible for efficient synchronization of production process








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Production efficiency is at least 80% at any given time�
20%�
�
�
�
�












Accountability: Responsible for calling and conducting regular pre-production meetings among 


operators





Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Pre-production meetings are held 95% according to schedule�
2%�
�
�
�
�









Accountability:  Responsible for the implementation of rules and regulation of the company








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
95% of rules, regulations and policies are followed�
5%�
�
�
�
�






Accountability:  Responsible for accomplishing management initiatives in work performance








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Management initiatives are followed 90%�
5%�
�
�
�
�






Accountability: Responsible for attendance of pre-production meetings for briefing on new styles








Performance Standard�
Weight�
Actual performance�
Rating�
Score�
�
Pre-production meetings for new styles are attended 95% on schedule�
2%�
�
�
�
�


















