Republic of the Philippines

DEPARTMENT of AGRARIAN REFORM

ELLIPTICAL ROAD, DILIMAN, QUEZDN CITY TELS. 997-031 7O 39

DEPARTMENT MEMORANDUM CIRCULAR NO. : _/ Q
Series of 1996

To

All Officials and Employees of the Department of Agrarian Reform

Subject | DAR Policy Guidelines and Procedures inthe Implementation

1

2

of the Performance Management System (PMS) for Third Level
Officials.

Introduction

While the System for Performance Evaluation and Employee Development
(SPEED) has already been installed in the Central and Regional Offices, the
Departments' performance management system for third level officials should
likewise be strengthened. The system of performance cantracting, review and
evaluation will improve the individual performance of the third level official and
Deparment with respect to the following :

1.1 Better understanding of work responsibilities and standards;
1.2 Establishing accountabilities;

1.3 Getting aware on how the performance against pre-determined
standards Is perceived,

1.4 |dentifying and recognizing high performance;
1.5 Managing low performance; and

1.6 Providing opportunities for meeting the training and
development needs of individual official.

Establishing an updated system of appraisal and feedbacking for officials will
complete the Department's performance management system and will help
ensure that the SPEED developed for the rank and file is aligned and integra.ed.

Basic Policies

In order that the Performance Management System (PMS) will resuit into greater
job satisfaction and improve performance of the third level officials the following
basic policies should be observed:

2.1 The performance  coniracting, review and evaluation is
compuisery for all the third level officials of DAR. This includes
the Undersecretaries, Assistant Secretaries, Bureau Directors
and Assistant Directors, Regional and Assistant Regional
Directors, Service Directors and  Provincial Agrarian Reform
Dfficers I1;




2.2 The performance management process is inherent in DAR's
management practice. The flow of information batween the rater
and the ratee should be copstant throughout the year so that
relevant performance issues will be deait with as they arise;

23 The performance commitment of officials should be reflected in
the individual SPEED commitments of the people under them. [t
Is the responsibility of the official involved to ensure that this is
followed; and

24  The performance rating is results-oriented such that results are
the ones primarily appraised and not the individual person
himself or herself.

3. The Performance Management Cycle

For the performance appraisal lo be effective, it should be viewed within the context
of Performance Management Cycle which includes performance contracting, mid-
year appraisal review and year-end performance review. The three step
performance cycle is a twelve-month cycle starting in January and ending in
December.

For each step, the procedures involved are shown below
3.1 Performance Contracting

After the office work plan for the year shall have been prepared, each
official and his/her immediate superior should meet and agree on specific
performance objectives for the appraisal year. Said meeting is to be done
not later than 07 January of each year in order to map out specific
commitments in the official's performance contract. This would give the
official ample time to explain and ensure that hisfher commitment is
reflected in the performance plans of the 1st and 2nd level employee
whose SPEED requirements are due not later than 30 January.

31.1 The following documents can be used as guides in
drawing up the coniract :

Operational Directives of the Secretary

* Workplan of the Unit

* Minimum Standards of Performance (for RD and PARO Il)
= Duties and responsiblities of the official

* Agresments between the official and immediate manager
Special assignments from the Secretary, and

* Other planning decuments directly affecting the official

312 Performance Management should focus on what is produced,
achieved or contributed to the Department. Achievement is
measured using performance indicators or standards such as
quality, guantity, costs and time.

(%]



313 To set performance indicators and standards, the
manager-rater and the official concerned may choose to apply
either of the following methods :

* agree on the performance indicator which corresponds to
a rating of 3 (fully effective) and then a general description
of what would result in, and qualify as, ratings above or
below 3. or

* agree on the performance indicators which corresponds
to each rating.

314 The manager-aler and the official concerned should
complete and sign the performance contract and submit to the
Office of the Secretary a copy of the contract not later than
January 15 of each year. Prior o this, rater and ratee should
have agreed on the following :

* Key result areas
* Units of weight for each of the key result areas

* Performance indicators and standards for measuring
KRAs which would rate the official being appraised as fully
effective (rating of 3 and the broad parameters for ratings
above and below)

3.1.5 The core competency requirements of each individual official
should be discussed and a competency development plan be
agreed upon. This plan will provide information on the
development requirements of the official. The competency
criteria of third level officials will not be rated but will have to be
monitored and reviewed by the manager-rater. In making a
competency plan, the manager-rater and the subordinate official
should consider the following competency areas:

* Lead, develop and manage people

* Managing the guality and quantity of work

* Metwork inside and outside the Depariment
* Achieving results

* Accountability and Integrity




3.2 Mid-year Appraisal Review

The mid-term review which shall be conducted in July each year should
provide feedback on how the official performs so that assistance can be
given to improve hisher performance. The following procedure
comprises the midterm review !

J.2.1 Review performance indicators so far, (are they still
plausible, realistic, or doable?)

322 Check the relevance of the performance agreement and
adjust it if the nature of the job or work environment (i.e. priorities,
objectives or resources) has changed substantially;

323 Discuss progress on the official's competency development
plan: and revise the plan where it is necessary; and

324 Provide copy of review summary lo the Office of the
Secretary nol later than 30 July.

3.3 Year-end Performance Appraisal

At the end of the Performance Management Cycle, a formal meeting is
held to establish the level of performance against the contract, taking into
account the mid-term review on or before December 15, a copy of the
Performance Appraisal Review should be submitted to the Office of the
Secretary.

3.3.1 The following steps should be undertaken in order to
make the meeting successful :

* The manager-rater should initiate the meeting and give
adequate notice (at least a week before the appraisal session);

" Independently, the -rater and ratee should complete an
appraisal form, decide on ralings against individual objectives
and a single overall performance rating;

* The individual appraisals are exchanged prior to the
meeting and form the basis for discussion at the meeting;

* Both official and manager should gather evidence fo
support judgment howewver, the judgment of manager-rater

prevails;

* In case of contested ratings, the arbiter shall be the
Secretary of the Department;

*  Sufficient time should be allowed for the meeting and
measures taken to ensure there are no interruptions;

*  Discussion should take place on the competencies of the
official. An assessment of these compelencies should be
agreed upon again and the deveiopment plan revised.




332 Rating Process

The individual performance key result areas are rated on a five-
point scale as follows :

Description Adjectival Numerical
Rating Rating

Performance far exceeds the standards

expected of fully effective officials at this  Oulstanding &
classification level. This level indicates that

the official exceeds performance targets by

al least fifty percent (50%) or more. With

this, his contributions to the office are

marked "outstanding”

Performance exceeds the standards

expected of fully effeclive officials at this

classification level. This level indicates that Superior 4
the official has delivered at least twenty-

five percent (25%) or more than whal was

targeted bul falls shorl of an outstanding

performance

Performance fully meets the standard

expected of official at this classification Fully Effective 3
level. This level indicates that the officer

meets 100% of his performance targets

Performance just meets the standard

expected of official at this classification

level. This level indicates that the official Adequate 2
only meets fifty-one percent (51%) to

ninety percent (80%) of the performance

targets but could stand improvement

Performance does not meet the standard

expected of official at this classification

level. This level indicates that the official Unsatisfactory 1
has failed to meet his target or just

meets fifty percent {50%) or below his

targets




333 Computing the Overall Performance Rating
The single overall performance rating is a weighted average of the
five-point ratings on each of the key result areas. The rating should
correspond to its five-point scale. The process includes the following:

* Establish an average rating on each key result area,

* Multiply each of the ratings by the weights for the key
result areas;

* Add the resulls; and
* Divide the sum of the weights (Le. 100%)
3.3.3.1 lustration

The following example shows how the overall rating is

obtained :
Key Result Area Average Weighted
Rating Weights  Rating

LTI 2 25 50
PBD 3.3 25 825
AR Justice 43 15 64.5
Managing Publics 4.5 15 67.5
Managing Program 3 15 45
Personal Contribution 5 5 25
Total 100 334.5

Overall Performance Rating = 334.5/100 = 3.345

Overall Adjectival Rating = Fully Effective




3.3.4 The Manager-Raters and Ratees

Below is a list of the DAR Managers who are responsible for the
evaluation of their subordinate-official’s performance.

Rater

Regional Director
RARAD

DARAB Assistant
Secretary

Undersecretary for
Operations
Assistant Secretary for

Support Services

Assistanl Secretary for
Operations

Undersecretary for
Planning

Undersecretary for
Legal and Finance

Assistant Secretary for
FMAO

Secretary

Ratee

All PARO I, ARDO, ARDA
PARADs

RARADs

Assistant Secretary for Operation
Assistant Secretary for Support
Services, 14 Regional Directors

Directors and Assistant Directors
of BARBD and PDMS

Directors and Assistant Directors
of BELD and BLAD

Directors of Planning Service,
PSRS, MIS, PARC Secretariat
and Tribal Farmers Affairs Group

Assistant Secretary for Legal
Affairs, Assistant Secretary for
FMAQ, Directors and Assistant
Directors of BALA and Special

Concemn, Directors of Legal
Service and Litigation

Director and Assistant Director
of BARIE, Directors of Adminis-
tration and Finance

3 Undersecretaries, DARAB
Board Members, DARAE Exe-
cutive Director, Director and
Assistant Director of PAS,
Directors of IAS and CORD



3.4 Management of the Program

The DAR Secretary and the performance management systern's
Secretariat play important roles in the management of the program.

3.4.1

3.4.2

Effectivity

Role of the Secretary

The Secretary, aside from being a rater himself, assumes an
equally important role as reviewer andlor arbiter in the
implementation of the system. Where agreement between both
parties cannol be reached on the individual's rating, the official
concermed may seek for a performance rating review. The
Secretary shall act as the reviewer and shall provide an objectivity
in the settlement of disagreements related to work performance.
He shall settle any differences through informal and frank
discussion to arrive al a satisfactory outcome.

Role of the PMS Secrelariat

In an effort to integrate the performance management system into
the overall HRD program of the department, BARIE shall
temporarily act as the PMS Secretariat. Specifically, it shall be
responsible in enduring utmost confidentiality of, access to and
disclosure of all performance system documents. Access is
restricted to the rater, the ratee and the direct line of management
o the Secretary. Disclosure to third parties, including promotion
and selection committees, will not occur except on the initiative of
the individual concerned.

BARIE shall also perform other staff functions to the Secretary.
These includes monitoring the implementation of the system,
recommending improvements and facilitating achievement of the
management competency plan through various development
interventions.

This Performance Management System for Third Level Officials shall take effect

on July 1996

Diliman, Quegzon City, & uﬁ'féz 1898
r

ERNESTO PJ/GARILAO
Secretary /DAR

Appendices:

Systems Flow/Relationship of SPEED and PMS
Ferformance Standards for RDs and PAROs
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I. Pagition Specific KRAx
AL LTI

1. Land Dikiribution
2, Leasehokd
3, Acqguisition
i, SRe submiticd to LMS

b, DFe/CFs submitted o LBF

4, Validating FHs' presence in
lots awarded in | 988-92

5. Payment 1o LOx

fi, Monitoring of SDO, PPS

7. 111 Siwtnw Monitoring

I I'sp

ARC Developmen
I, LT ree ARCE

1. ARC Profiles
3 ARC Development Plans

&4, Organizntional Mansrity
Assessments (OMA) in
ARCs

5 Credit Availmend by FHs
in ARCy

6. Access of Flis in ARCs (o
Feonmmic & Phyeical Infra
Support Servioes
(ECOPISS)

7. Increase in lnoome of FBs
in ARCs

&. Resource Mobilization

9. Monthly submiszion of
PROCODOCUs

MonitoringEvaluation/Audit of
CARP/DAR-fended Projects

C. Dlivery of Agrarian Justice
1. Resolution of ALl cases
2. Resolution of flashpoint cases
3. Resolution of personnel
digeipline cases

4. Filing of cases againsl CARP
vinlators

15

Lo R ]

? -FORMA 1996 PERFORMANCE COMMI

Hectares distribuicd by land type
Hectares with registered LHC

Hectares forwarded to LMS by
land type fnef of refurna)

Heclares w/ Notice of Valuation
by Iand type

No. of FBe validated by barangay

No. of heclares paid by LBP

No. of complisnce status reports
submitied by firms

Table 4 updated monthly

LFWS updated monthly

All distritmited GF lands paid by
Lap

AT & 1994 ARCs LT -free

(100% dimributedfunder Lil)

All ARC Profifes updated

Al ARC Dev’t Plans reviewed,
validated & updated

OMA conducted in all ARCx

Al 1993 ARC in level 3

All 1994 ARCu in level 2

Al least one FH organization per
ARC able lo access funds from
LBP & other sources

AL 1993 & 1994 ARCs with
marketing the-ups

Parm-to-Market Rosds (kms)

Post-Harves Facilities (units)

Irrigation (service ares in has)

Ave. Household Income of FBa in

1993 ARCs 1o reach PA0,00O per

annim {current prices)

Ave. Houschold Income of FBs in

1984 ARCx 1o reach P40,000 per

anpum {current prices)

At least P 1 million per ARC,

exclusive of funds provided by

PARCO, with MOA or any

hinding agreement

Prov'l and reg 'l consolidation of

all FROCODCC U submitied

Al CARP/DAR-funded and
loreign-assided projects
monitored/evaluatediaudited
Ortrly sssion of ctosing
reports

All ALY casex over | yr. old

resolved

All Nashpoint cases resolved
within & mos.

All personned dizcipline cases over

6 mas, old resolved

Al least one care filed per

province agained CARF violalorn

—_




v, Manaping the Publics
i

. PACU maintenance

. Jaint monthly NGO/FO
dinlogues and PARCCOM
meelings

o Anform all LOs with pending
claims with AR ag of 30
e 1995 on the schedule of
payments of their lands

. Media

. Monthly conmiltations with
LG U s, Members of Congress

. Monthly submission of st

leasmt 2 stortes for national

release

Maonthly mestings with CARP

Implementing Team members

Pk

el

S S

&

il

. Mannging the Program
{Maragement Competeney)

I Coordination with other
CARI* ngencies
A, Target Synchronization

b, Consultations

2, Participation in RIXCy
3. Fund Management
. Fund utilization
b, Comt culling meagpures

. Monitoring of LUMD funds

4, Personnel Mansgement
. HRDY Progrom

b, Grievance Procedure
. Performance Azsessment &
Conteacting/ STEED

d. Stalf Development
including training on
information technology

e. Dnentation on New
l=muances
5. Docoment Retrieval System

F. Specilic Personal Contributions
& other Assipnments

15

1.5

15

PACU mainteincd/operationalized
No. of meetings conducied

No. of nolices sent to LOs

Mo, of weekly print releazes
Ho. of mectings conducted

No. of stories submitted

Ho. of meetings conducted

Target synchronized with other
agencics

Mo. of copsultation meetings
conducied

Mo of positions drafled

100% utifization of funds

Amount of actual land distribution
onil cos parameler

Complete fund utilization repon
submitted o thime

HRI} progmm established and
operlionfized
Grievance commiliee operational
Mo, of one-on-one meetings with
PAROSMARO: & other
stall
Mo, of stall development trainings
conducied & attended by regional!
provincial personnel
Mo. of usfl sent 1o trainings
No. of erientations conducied on
neW issances
DRS instailed and operationalized
a1 the DARPOs & DARRO




Third Leve! Officials

Performance Contract and Appraisal

PLEASE NOTE

Performance Contract - when completed, coples of pages | & 2 should be forvarded 1o Office of the Secreiary NLT
13 Savwary

Manogement Comtpefency Plar - when completed, coples of page 3 should be forwarded to BARIE NLT 15 Janmary

Mid-term review Interview Summeary - when completed, copies af page 4 should be forwarded fo QSEC NLT 10 July

Performance Appraisal - when completed, copies of pages 5 & 6 should be forwarded to OSEC NLT 15 December

OFFICER . =
Sumame Glven Name
Posllion/Designation Work Area B -

1. ' PERFORMANGE MANAGEMENT *

Objectives, welght and performance Indicators/standards have been discussed and agreed as set

out In page 2. i _

MANAGER
ignature o Date
i /
! f
OFFJCER N ) R .
Signature [ Date




ERFORMANCE GONTRAGT 1 0 -0

Key Result Areas

CONFIDENTIAL

~ Standards




CONFIDENTIAL

. MANAGEMENT COMPETENCY PLAN T ;

For each core compelency enter a rating Into the box using the following
rating scale (see sttachment - for definitions of these ratings)

6 Outstanding; 4 Above competent; 3 Fully Competent

2 Compatent bul requires development; 1 Requires subsianlial development
1. Lead, Develop and Manage I—I

2. Quality and Quantity of Work | i

3. Network Inslde and outside [ l

the Depaitment =
4. Achleve Results i ' |
| 6 Accountabliityintegrity l |

Wolp: Assessmant of the Core compelencies doas nol contributs to the overali parformance raling. The purposo of
compatancy assessmant 8 o idantify skifis that must be developad if individual Is lo perform broader managerial
roles, and provide officlals with & basis for thelr davelopmant and camer path planning | sea below)

Development Action Plan

Dalail the steps 1o be taken 1o Improve competency levels

" Date ramef_sjgﬁam?mnater 7 Date
/

Name/Signalure of Office




CONFIDENTIAL
Officer
Position ~ Designalion (if any)
Rater Dale of Inlerview

List below any substantial changes to the work program and any subsequent changes

to the performance Indicators,

CHANGE TO KRAS EHANGE TO INDICATORS and STANDARDS
Why ehange Is nesded?

Lisl below any paricular area of work where performance has either oulstanding or

needs Improvement.

“OUTSTANDING

NEEDS IMPROVEMENT

List below any specific development and or lraining needs identified during lhe interview.

" TRAINING and DEVELOFMENT NEEDS

| Name/Signalture of Officer

PROPOSED ACTION
Name/Signature of Raler L Date



CONFIDENTIAL

a rating of 1 or 5

PERFORMANGE APPRAISAL rafer{uaé | i S Ll e )
Commitments (KRAs) Average Cite Critical Incidents toMerit
Raling (1-5

Transfer
ralings lo
page B




CONFIDENTIAL
Crverall Performancs Raling
Welghted Raling = Weights x Average Rating
Koy Resull Arnas Weighls Avarage WEIGHTED
=_ Ratlng _Rafing
TOTAL 100 (A) B |
[Overall Pecformance Raling = (B (&)=
NamerSignature of Officer Name/Signahure of Rater Date
A
PatfotmaHed Albtalsal seed by the Sechefur Date
Bignature of Secretary "f ;




