PHILGUARANTEE

Philippine Guarantee Corporation
16. FORM GRIEVANCE AGREEMENT FORM.
PH ILGUARANTEE

Phitippine Guarantse Corporation

[ GRIEVANCE AGREEMENT FORM |

MHame of Parhes to a G
Nature of Grievance:

Sleps Toward Settliement:

Agreements Reached,

We promise 10 abide by the above-stated agreement.

Aggtiaved Party Chairperson " Subject of Grievance
Grievance Committee
POLHROOD- QF 31 Rarv. OC an of 2% July 2523
17. FORM GRIEVANCE FORM.

PHILGUARANTEE

Philippine Guarantes Corporation

CRIEVANCE FORM

DATE FILED
NAME OF AGGRIEVED PARTY SECTION /DIVISION/OFFICE
POSITION TITLE/DESIGNATION (IF 88X~ AGGRIEVED PARTY'S HIGHER SUPERVISOR

MNAME/SUBJECT OF GRIEVANCE:

ACTION DESIRED

SIGHATURE OF AGGRIEVED PARTY

PCC-HRCDD- QP -25 Fw. 00 s of 25 Jay 2023

28708/ 195)8




PHILGUARANTEE

f’hilippine Guarantee Corporation
18. FORM Group Assessment

PHILIPPINE GUARANTEE CORPORATION

Name of Applicant Position Applied For:

Group/Office Assessment Form

Instruction: Please rate the applicant using the scale indicated below:

DIMENSION SCORE

Potentials (Write your comiments below)

Rﬁaw?' Soabe:

1315 Oudstancing 4-6 Unsatisfisctony
16-12 Very Satisfactory 1-3 Poor

7-9 Satisfactory

For External applicants only:

Technical Proficiency (Write your comments on the space below)

Rating Scsle:
5 Quitsta 2 Uinsalisfaciory
4 Very Ssin 1 Poar

2 Sahisfaciory

Note: For the 5@ dwrwﬁnpuvemmﬁr i in the A nt Result Form, the scores for Technical Proficiency
for external icants may be used forthe F

Group Head, Comptrollership Group
Signature over Printed Name of the Concemed Head

Date:

PGC-HRODD-F&-22 Rev. 00 as of 22 June 2021
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Philippine Guarantee Corporation

19. FORM HR Request Form Rev. 06 16 Oct 2020

PHILIPPINE GUARANTEE CORPORATION
Human Resource and Organizational Development Department

HR REQUEST FORM

FPlease specify the recordl!s requested:

Purpose:

For request for Authority to Travel. please provide the following:
1. Travel period

2. Approved application for leave; and
- _' 3. Copy of approved Clearance. ifthe Leave is for at least 50 calendar days.

Signature of requesting party:

Signature over Printed Mame®

DateofRequest:

*Signature of the 201 File Owner or the Head of the Group/Department concerned, whichewer is applicable

Tupe of Bequest:

[[]Copy of 201 (Ownen ) Sk GET

_ [j Copy of HR Document [ Latest Plantilla & 201 File)
l:l Processing of HR Record iy '

|:| Others
Feceived by: Endorsed to: MNaotatior:
MamelSignature Date Signature Date
L pproved For l‘eleasé: . D Request |:| Form with notation
 Signature e Date
Released by: ; | Recordis, and Feedback Form Remarks:
| Receivedby:
MName and Signature Date Signature 1E Date
FEC-HRODD-2F-3 ] Fiew. 08 ar of 16 Octaber 2020

240 /- 45,8
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Philippine Guarantee Corporation

20. FORM Interview Rating Sheet

PHILGUARANTEE

Plpine Cuaratee Copordin

PRELIMINARY ASSESSMENT FORM

INTERVIEW RATING SHEET

Name of Applicant Date of Interview:

INSTRUCTION;  Encircse the number which comespands & the destripion opgosie
each fsotor.

L GENERAL APPEARANCE - Coasider the fofal effect of the applicant’s
appearance. How does hisfier appearance impress you?

3 - Cresies an excelient sppearance. @ very lhasble person
2 - Appesrance i ondinary, generaly safisfactary
1 -Wakes 8 poor imprassion’ careless in sppearence, siovendy unkempt

I COMMUNICATION SKILLS — How well does the applicant communicate?
Dioes helshe express himseliherself clearly and adequately?

3 - Very good expression snd spesch - desr, forceful and effectve

2 - Aversge expression, taiks faidy well but nat with grest fluency

1 - Poor expression, finds dificully in expressing histher Boughts, rambing
snd confised

I, PHYSICAL CONDITION - How physically enesgeticTively is the applicant?

3 - Full of pep and enesgy. aclive
2 - Aversge amount of activty
1 - Quite insctive: looks wesk and lackadssics’

IV. MENTAL ALERTNESS - Applicant's ability to comprenend your questions
speedily and anticipate your thought. Assess if heishe has the capacity to
transfer attention from one subject to another quickly? Is there 2 lag in
reaction to your discussion? How mentally alert is the applicant?

3- Kaen slert mind, grasps idess quisky
2- Nosmaly slert
1 - Somewhat sow

V. SELF CONFIDENCE- Is the applicant wholesomely seif-confident and
assured, of seems uncertain?

1 - Has marked feelings of inferiarity, somewhal hesitsnt, indecisive nervous,
worned

AR s G

30 / 58

VL ABILITY TO GET ALONG WITH OTHERS ~ How sociable and friendly is the
applicant?
Does heishe seem o establish rpport and camaraderie easily?
3- Approschabie, Skeabie; has the abiity to win enss sasly,
2 - Somenhat reserved or rebring. shy.
1- Does not essily sttrsct fiends  Likely to display snd arouse entagansm;
tachiess

viL ABILITY TO PRESENT IDEAS
3- Exceptionally logical, clesr and convincng.
2- Ususlly pets his'her ideas across well.
1 - Canfused 2nd Sagizal, vague.
VIl MATURITY OF JUDGMENT
3 - Analytical and rescurceful, shows vision, yet prachcsl
2 - Apls judiciousty under ordinary circumstances,
1-Fais to snalyze. has namow viewpont. saes only the surface of things.
FOR APPLICANTS WITH PREVIOUS WORK EXFERIENCE
X HOW GOOD IS THE APPLICANT § WORK RECORD?
3 - Excellant. never changed jobis unless there is & dlear and pood reeson for
the move
2- Aversge Bome changes withoul reason and some with good resson
1 - Poor, seversl moves without spparent reason. Short fenure with offices
X. WITIATIVE
3- Has & great desl of initistive.

2- Aversge iritiaive
1 - Pracicall no i

REMARKS COMMENTS:

RECOMMENDATION:

Mot Recommended ]
Recommended to proceed &

to higher ievel selection
process

Name end Signaturs of intervewer
B CRARI R, s Juoh 250
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21. FORM NDA Manpower Agency Personnel NDA Rev. 03 as of 31 July 2023

PHILGUARANTEE

Pilllippnw Guarantee Corparation

MANPOWER AGENCY PERSONNEL NON-DISCLOSURE AGREEMENT
&ko ay sumasang-axon at nangangaka:

1. Na sa panabgn ng aking pagkaka-deploy sa Philippine Guarantee Corporation
{PHILGUARANTEEL maanng may naibunyag sa akin pa kompidensyal o pinads
MRAIMAsYNN, and NAsARinG kempidensyal 0a. IMPeIMASYQN ay binubuo

(a) lmpormasyang tekniksl Pamamaraan. proseso, formula, Kamposisyon., sislema,
access codes, leknik imbensivon. makinana naEmMa sa. kmpyuigr at
sa nananaliksik.

{hlmmmmaam Kiepte, stahan, daios sa.
DAADeRtesyn. pinagkukunan ng supply, mpangrsnamﬁ at panganoalakal.
m o merchandising system g plang.

2. Na hindi ko.ciapat, hahana o sa3. apumang. aes matapns. and aking pagkaka-deploy sa.
Ehilguarantes, gamifin para sa aking sarili o para sa.iba. laolad o lbunyag. sa iba pati

3. Na sa. pagwakas. ng aking deployment g3 PHILGUARANTEE:

(a} m lsa sa. PHILGUARANTEE ang lahal ng dolumento at am:afian ng

Korparasyan. kabilang na ang. nounit hingi imisado 3, maa. iginuhit na larawan.
mga blueprint, mga repor, mga manual, wga. likam, lisiahan. ng Moa Kienls.
programa sa. komnyuter, at lahal no iba pang maa matervales at lahat ng mga

SA& anumang parasn na oakuha ko panaben ng aking pagka-deploy
Sumasang-ayon ake na hindi ake dapal maglago ng mga kopya, maa tala o maa,
abstract ng mga.

(b) Maarng ipaslam. ng PHILGUARANTEE sa. sinumand hinabatap. o ipaasabang.
employer o ikallong. parids ng paokakaroon ng kasunduang ite.at kampalk-danal
5a.“full ipjuctive refief” para sa anumang paalabag

(c}&uﬂkamauauumay danat na magbuklod akin at sa aking mga personal pa.
kinakatawan

mga kahalli sa iolees sa kapskinabangan ng
PHILGUARANTEE kanyang. mgaa kahalil at inalaga.

Nilagdaan.sa.ika______ aaw.ng , 20
Lumaada sa ibabaw ng panaaian
PGC-HRODD-QP-12 Rev. 03 as of 31 July 2023

SN/ 518
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22. FORM PERMISSION SLIP

PHILGUARANTEE

miiﬁpkw Crnranten Corporation

PERMISSION SLIP
(Prepare in Tripbcate)
Date: —
Employee bp..
Department | Qixision..
Bimoss.
{} Persanal { ) Official
TimeQut,  am Timej.__ am
— B
Signature
Approved by:
Department Head
NOTE:
AGAINST EARNED LEAVES,
ce Empioyes
Ehiinuacaniss: Guand
PGC-HROCO-QP-8 Rev. 02 as of 06 Cefober 2020

SAWACIE

PERAUSSION SLIP
{Pregare in Triphcate}
Date:
Emgloyee Ni..
D UUF
PAROss..
(} Personal { } Official
TimeQut.  am Time .. am
— P
Sighature
Approved by:
Depariment Head

NOTE: Empioyees concerned shall sign the loghook of the Priguataniss Cuard
upon Retn Request fhat are PERSONAL IN NATURE ARE
CHARGEABLE

AGAINST EARNED LEAVES.
Cec ! Employee
Personnel Division
Ehilguseanies Guard
PGC-HRODD-CP-8 Rev. 02 as of 06 October 2020
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Philippine Guarantee Corporation
23. FORM PHILGUARANTEE Travel Authority Form 7192023

PHILGUARANTEE

Philipgine Guasrantes Corproration
i i

AUTHORITY TO TRAWEL

PGC — Travel Aucthority Mo, 202 —

Groupd OfficefDep artmaent

Period Covered From: MAsttimoriows To: st iraan s
(R rarian cx fraeanl tiTaaa f

Natwure of Travel 23 Official Travel COOPersonal Travel

Destination 2 8o & L iaceabirss

Expenses Srabhdeos 1o S o3 GO .l Sponsor 1 Self
PR =

accounting and asuditing rules

P
. Pre-Departure
Clothing Sllow ance %
Sirfare
DOamily Sub=istence
Allow ance
Accommodation
Meal=s
Travel Tax
Travel Inswurance
PCR Test
. VWisaFees
Tuitiorn/Registration Fes

- Others:

-

RApooNoa AN

i

ApprovediDisapproved:

i \ Alberto E. Pascual
e | i Prasidentand CEQ

[ e

H

24. FORM PRELIM ASSESSMENT FORM EXMAN

e WAGE

Few. 00 a5 of 19 July 2023

i
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Philippine Guarantee Corporation

\ PHILGUARANTEE

Philippine Guéraf;té% Cérperaﬁan

PHILIPPINE GUARANTEE CORPORATION
Human Resource and Organizational Development Department

PRELIMINARY ASSESSMENT FORM

ESSAY TEST
FOR

SECOND LEVEL (EXECUTIVE/MANAGERIAL)
INSTRUCTION:

Read each question carefully and answer the questions befow. Please write your answer in the
English language on the sheets provided fo you.

1. Think of the most imporiant contributions you have made in your present and past work/job
assignmenis. Indicate the nature and exlent of your invelvement in these contributions.

2. Share a new policy or new idea you recently spearheaded or initiated. What approach did
you take to get a) approval from your superiors; and b) support from your subordinates.

3. Relate instances when you were able fo maintain stability of performance despite the
pressure and/or opposition of top management in any of your aclions/decisions as a head

of a depaftment/group. What were the actions you underiook and what were the resuits
of these actions?

34 / 58
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Philippine Guarantee Corpo.ration

25. FORM PRELIM ASSESSMENT FORM RANK AND FILE

PHILGUARANTEE

S

| Philippine Guarantee Corporation

PHILIPPINE GUARANTEE CORPORATION
Human Resource and Organizational Development Department

PRELIMINARY ASSESSMENT FORM

ESSAY TEST
FOR

SECOND LEVEL (RANK-AND-FILE)

INSTRUCTION:

Read each question carefully and answer the questions below. FPlease write your answer in the
English language on the sheets provided to you.

1. Think of the most important contributions you have made in your present and past workfjob
assignments. Indicate the nature and extent of your invoivement in these contributions. If
you do not have any work experience, please cite your experiences in your on-the-job
fraining or practicum or your involvement in any school crganization or activity during your
coliege days.

2. Recall some challenges you have encountered in your present and previous job, or in
school if you do not have any work experience. Describe how you addressed the
challenge/s and the resuits of your actions.

3. Relate some instances/occasions in your previous and present work assignments or in
school when your outputs were rated above standards, and when they fell below

standards. What were the reasons for your success, and reasons for not meeting the
siandards?

PGCHRODD-GP-17 Rew, (.58 Jue 2021

351 /w58
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Philippine Guarantee Corporation

26. FORM Reassignment Designation Form

SR\ PHILGUARANTEE

Fluils pp‘l e Ciuarantee Co rEresrat besm

REASSIGNMENT/DE SIGNATION FORM

Tine following personnel are reguested 1o be reassigned/deaesignateds for a period of onea
1) yvear uniless sooner revoked:

o Designation/Office Reason for the
Mo Office of Origin of Reasaignment iz i
Reogusstng Srowup: oniormas:
fName of Group Haad) (NMame of Group Heaso)
e Mew. OO &5 of 22 June JODT

27. FORM SHORTLISTING FORM BY THE CONCERNED HEAD
“PHILGUARANTEE

Ptu#:ppaw (,u.mmsw Cmgmmmn

SHORTLIST
N Position :

Remarks

i Name of Applicant (Assessment Highlights)

#

T Mox o exceed Five (5]

Sigeature over Printed Mame of GroaplOffice Head
Dace:

P A o K SE L i SHLE

36 / 58
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28. FORM SIGNATURE AND HANDWRITING SPECIMEN Rev. 02 as of 16 Oct.
2020

REPUBLIC OF THE PHILIPPINES
PHILIPPINE GUARANTEE CORPORATION

SIGNATURE AND HANDWRITING SPECIMEN FORM

NAME OF EMPLOYEE

CITY ADDRESS

PROVINCIAL ADDRESS

POSITION

DATE ASSUMED DUTY

DATE RELINQUISED DUTY

HANDWRITING SPECIMEN

RIGHT THUMB MARK

Official Signature

Official Initial

‘We hereby certify that the above signature, initial, thumb mark, and handwriting

are known 1o us as those of ML/Ms who executed the same
in our presence this o

Signature Official Designation
PGC-HRCDD-QP-2 Rev. 02 as of 18 October 2020

S /A G



PHILGUARANTEE

Philippine Guarantee Corporatioﬁ

29. FORM TEAR FORM
PHILGUARANTEE

Phalippaeee Coide st Cospas s

TRAINING* EFFECTIVENESS ASSESSMENT REPORT (TEAR)

This repont shall B2 submitted by the employee's supervisor to the HROOD together with the
frainee’s PMS Rating cowening the period subsequent to the rating pericd when the training was
takaﬂ. Date o T o0 June J5-30, 2020; Farvorrrasce Fantd iz Damareteie Leasmipe: 3034, Omie =f
TEAR scomasan Jercwy 20T

Name
Pesition'Dept/Group
Titie of Training
inclusive Data's
Frowider/Organzer
Date Filed

The supervisor shall be guided by the following in accomiplishing the report
5 — Strongly Agree 4 — Agree 3 —Neutral 2-Disagree 1- Strongly Disagree
1. Type of training attended by the employes:

_ Mansgemsnt __ Taxation

__ Leadership —  Marketing

__ information Technology ___ Finanee

___ Human Resource Development ___ Real Estate Development
—__ Office Management __  Others (pease specify)

ra

The traming has a direct relation 1o the employee’s duties and responsibilities.
1 4 3 4 5

The empioyse applied the skilis andior knowledge acquired from the training in his/her
peesent work.

1 2 3 4 B

w

bl

The work efficiency of the employee improved afier the training.

1 2 3 B 5

5. The quality of the employee’s output improved aftar the training.
1 2 3 - 5

8. The training enhanced the capability of the empioyee.

1 2 3 4 5

Other Comments:

Supervisor's Signature Cwer Printed MName

*Far this purpase, trainéng shal neder o development courses In preparation for higher respansbiilies or kghly

specalized, techncal ar schanl % OF Sl riundiies far capabaly baking, skiis davenpnaet
of anhancenent.
PGOHRODOOP-T Rev. 03 as of 28 June 2021

BI8LW/325i8



Philippine Guarantee Corporation

30. Privacy Notice for Applicants Candidates 9.20.2021

Philippine Guarantee Corporation
PRIVACY NOTICE FOR CANDIDATES

4. Personal information Collected

PHILGUARANTEE coliects from job applicants and successful candidates personal
information, such as but not limited to, full name, birth date, birth place, sex, civil status,
height, weight, blood type, Government Sewvice Insurance Sysiem ID Number, Bag-1BIG
ID Number, Philhealih. Number, Social Security System Number, Taxpayer ldentificaticn
Number, citizenship, residential and permanent addresses, contact number, family
background information, spouse’s information, father's and mother's names, educational
background, civil service eligibility or licenses and ratings, trainings and signature.

2. Ways Personal Information Are Collected

PHILGUARANTEE collects, uses and/or processes personal information based on
electronic and paper documents submitted by applicanis.

3. Reason for Collecting Information

As govemnment agency, PHILGUARANTEE is mandated to comply with the Civil Service
Commission {CSC) regulations on recruitment, selection, appoiniment and other human
resource actions in the civil service. The collected information are required by the CSC's
Personal Data Sheet (PDS) and other applicable civil service regulations.

The collected personal information will be utilized to evaluate the qualifications of the
applicants.

4. Securing Personal Information

Personal and other information collecied through the submiited documents are stored,
secured, and treated with utmost confidentiality. Only authorized personnel involved in
recruitment, selection and placement of personnel have control or access to the coliected
infarmation, the exchange of which will be facilitated through email and hard copy.

The documents are reiained for the purpose of processing their application and will be
completely destroyed/deleted in nine (8) months.

PGC-HRODD-OP-27
Rev. 00 / 20 September 2021
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Philippine Guarantee Corporation

5. Rights of the Data Subject

Under the Data Privacy Act of 2012, data subject refers to an individual whose personal
information is coliected and processed. PHILGUARANTEE is duly bound to observe and
respect your privacy rights, including your right fo information, right to access, night to
correct, right to remove, night o damages and right to daia portability.

As such, you have the right to ask for a copy of any personal information we hold about
you, as well as ask for correction or removal.

You may coniact careers@philguarantes gov.ph or dataprivacyv@philguarantee gov ph
for questions, comments, suggestions or reguests involving your rights as an applicant/
data subject.

[11 hereby agree and consent fo the processing of my personal information for the
purpose of my application with PHILGUARANTEE within the terms and scope of Data
Privacy Act of 2012

Signature over Printed Name
Date:

PGC-HRODB-0QP-27
Rev. 00 / 20 September 2021

40 / 58
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31 GCG

[GOCC Letterhead] [YEAR] PBB Form 3a

SUMMARY OF RANKING OF 1
EI.IGIBI.E OFFICERS AND EMPLOYEES OF [GOCC ACRONYM]

41 / 58
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111 &

* SCHEDULE OF PEB DISTRIBUTION FOR [GOCC ACRONYM]

BEEERRRRRRRR
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L

OF PBB DISTRIBUTION FOR [GOCE ACRONYM]

 SCHEDULE

R R NN RN NSNS NRNRRNENY

B e e A A e
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Philippine Guarantee Corporation

SCHEDULE OF PEB DISTRIBUTION FOR [GOCC ACAONYM)

IFPRORATED

EMPLOYMENT STATUS Rateof  Rate of
U (indicats whother new hire o1 Period Covered  Incentive  Inceative
separated and effectivity  [months])  (forced  [Legth of

oL L AL

44 / 58
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1 | e Saivor
imants) i

Admirsirative Asssiant I e b

A ative Asstan i 57 a

Admirustr ative Assistant 3 G 3

Supe S5 5

Admirastrative Assistan Bl ST L

Account Assistant | JGE s

Chasdlew B 55 7

Chauligw B G5 I

Chateur B JGE 7

Chattews Bl 4G5 T

Admnstrstive Aide W JGE B
518 ooo
(P0G, soo : | 0og

Sdnoal

Total ClericaliGensral Stafl | ===l

[ pestormis | PeBForm3n | @

32. OPCR FoRMS

ANNEX C. Office Performance Commitment and Review {OPCR) Form

m\ PHILGUARANTEE

Office Perf e Commitment and Review (OPCR) Form
Head of the commit to deliver and agree 1o be rated on the atisinment of the following langets in accordance
with the indicated measures for the period January to Decamber 20 .
Approved by
Mame and Signature of Growp Head Name and Signature of Head of Agency
[ Dats:
| 9 Quistanding
[ 4-459 Very Satisfactory
Numerical and Adjectival Rating | 3— 399 Satsfactory
| 2- 295 Unsatisfaciory
[—1.99 Poar
(ingicate e comeszonting sumenca reing e S 4 3
Actual 2 1 of Actual Accomplishiments basad on your Rating | Ave.
Tpenica | Weight AVE.

{Copy-paste your Siratagic w Accountable .

Cjsatves e} Qualiy | Efficiency | Timeliness | ) | F2ex
) © T [t I

Divisi
; ORCR Allotted | O L] Score s
Strategic Objective % n
fadl

Strategic Outputa: {Outputs inciuded in the PHILGUARANTEE P Scorscand

45 / 58
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Philippine Guarantee Corporation

33. SPMS FORMS
Rating
(indlizate ihe coresponding numencdl reing, e § 4,3
Division/ Actual % z.mmmmmmmmw s;:\;
Strategic Objective OPCR Allotied i Accemplishment ¢ Remarks
{Copy-paste your Srategic | (Copypasteyour | Budget m {TypeinAenat | Weight AVE |
s b . Acorplsheers) | @) | Quality | Efficiency | Timeliness 1€ | F=ex
&) @ B *
hed
Core Outpets: [Ouipus finked o the miain funciion of the Groug)

Suppor Outpula: [Oulputs iiked 1o proviting assistance fo ofier busingss anids)

Assessed by PMT Secretariat Reviewed by PRI Chair: Final Rating by HeadofAgeney: |
Name and Signature Name and Signalure Name and Signature
Date: _ Bl - Datee

PHILGUARANTEE

Phifippine Guaranee Corporation

Professional Develo t Plan

Mame of Employee:
Dep il Group:
Penaod Coverad:
Develo t S| Needed | Expected Qutcome |  Date Accomplished Remarks
1.
2
3
Name and Signature Daie
Employea
nit M
| Group Head

46 / 58
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ANNEX D. Department Performance Commitment and Review (DPCR) Form

PHILGUARANTEE

Pl Craasasitinr Covpnsiage

Department Performance Commitment and Review {(DPCR) Form

commit to deliver and agres i be rated on the altainment of the following targets in

5 ger of the
with the for the pericd January o December 20,
Approved by:
Narme and Sign ol D s MName and Signature of Group Head
Date: Dat=:
5 Cutstanding
4-499 Very Safisfactory
‘ ical and Adj I Rating | 3-3.99 i5f;
2-1280 Unzabsfactony
1-1.99 Poor
Rafing
fincizete the corregpoading sumescal efing, i £
Division? Actual 43,2 T ofActusl Astomkshments hasedor | AV
Es * o Padn Scare Sisiiaciia
Accountabis iTe i Artusl Waight AYE.
Amompishmets | 18} | guaity | Efficiency | Tmatinesa | [6] | P2 ex
jes
] @ o s
b oz gl
it ghe BrELGUARANTEE ParRmanee Soorecard)
[hegicate S corszsancing rumeriel rtiog. e &
Division Actual 4.3 2 1 of Aot Ascomplsimants basad on Ave.
Strategic Cojestrea Tyt Aligttag i Actomps % s Fising Mstus) Score o
[Copppasie your Stezie | (SEIPHRIE | Budgat Typein dciun | Weignt WE | @
Clyesiives herg) Sermtegc DFCR Accountatie | o U0 SN , e i )
hevel ; ® | uaity | efficieacy | Timesiness | (8 5
- fa= L
= il ]
boed
: : Tehod 10 e mEsANCR GO - | . . o T
FioatRating;
| comsponuing Afjectvai Rating:
Digcugaed with Managsr Asasssed by Group HaEd Final Rating by Group Head: |
| CerSFy et | Giscussas my aEsessmant of he
peraMmRancE wilh the Ceparbment Mansges
Name and Signature Name and Signalure Harne ard Signature
Date: Date: . Date

ATV 258
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ANNEX E. Individual Performance Commitment and Review {IPCR) Form

PHILGUARANTEE

Pl G anisee Cosgionalison

Individual Performance Ce itment and Review (IPCR) Form

K ofthe commit 1o delver and agree 1o be raled on the aftainment of the ing tamets in
indiated measwres foe the panod January 1o Decerber 20

Approvad by:
Name ard Sigrature of Emgioyes Name and Sigrature of Grosp Head
Cae Date:
3 Cutsianding
4-499 Very Satisfactory
Numarical and Adjectival Rating | 3-7230 San
2-2.90 Unsassfaciony
1400 Poor
fating
Aztual (insicate fre aomespending namenssi rainp e S L3 2 1 s
Stratagic Oojechive s u;ammn % ot Ahue! Acomoisiveents Saved on yeir Rd’!!a?tve Sours )
{Copypaste Steziegic {Tipe i datuat w
ob,m’:;uq ! :?cxmr hﬁ@m i Quasly | Efficisacy | Timsiness P i :Ew
i i i ie = qug.of
Ead
Rating
Actual {indzats e somesscaning numencel radinp, g_s. £327 ey
Strategic Opjective PCR Accomplishmant % of Ackiat Aoz iz based on our Bsing et | O0 TOh
(= o | [Copppesie your {Type in Acun! Wasgit . . AVE I
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PHILGUARANTEE

Philippine Guarantee Compodation

Ratin
QUALITY:
Numerical Adjectival Description
5 Qutstanding Signed/Approved on 1* submission
4 Very Satisfactory Signed/Approved on 2*! submissicn
3 Satisfactory Signed’Approved on 3* submission
2 Unsatisfaclory Signed/Approved on 4” submission
1 Poor Signed/Approved on the 5* and succeeding submissions
EFFICIENCY:

In compliance with CSC MC No. 13, s. 1999, PHILGUARANTEE shali use the prescribed standards below for Efficiency:

Numerical Adjectival Description
Performance exceeded expectation by 30% and above of the planned largets.
5 Qutstanding Performance demonstrated was exceptional in terms of quality, technical skills,
creativity, and initiative, showing mastery of the tasks. Accomplishments were made in
more than expecled but related aspects of the fargst.
4 Very Satisfactory | Performance exceeded expectations by 15% io 29% of the planned targels.
3 Satisfactory Performance of 100% to 114% of the planned targets.
2 Unsaisfactory Performance of 51% to $9% of the planned targets.
1 Poor Performance failed to deliver most of the targets by 50% and below.
TIMELINESS:
Numerical Adjectival Description
5 Outstanding Accompiished 9 days or earlier before the deadiine
- Very Sabisfactory Accomplished 4 to 8 days before the deadiine
3 Satisfactory Accomplished 3 days before to 3 days after the deadiine
2 Unsatisfactory Accomplished 4 10 14 days past ine deadline
1 Poor Accomplished 15 days or mare past the deadline

In identifying the adjectival rating that corresponds to the final or overall numerical rafing for the semester, the following reference

shall apply:

Final/Overall Numerical Rating Adjectival Rating
5 Outstanding (0)
4-499 Very Satisfactory {VS)
3-399 Satisfactory (S)
2-299 Unsatisfactory (US)
1-189 Poor (P)
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Other
Forms wammamn o400 000010008800 00 000D 80 P 0888089868080 8805800089800V 00 0060000000
1 Loan Certification (GSIS/HOMF)
2 Designation of Additional/Charge of Beneficiary or Beneficiaries
3 Compulsory Life Insurance Policy Loan Application
4 Member's Request Form
5 Life Insurance Benefits
6 Application for Retirement, Seperation, Life Insurance Benefits
Désignationfcharge of Benefic'iarylies'for Life Endowment Poiic\) (LEP) and

7 Enhanced Life Policy (ELP) Form

PAGIBIG f

FOAMS

1 Member's Data Form
_2iMember s change of Information Form

3 Multi-Purpose Loan (MPL) Application Form

4 Request for Consolidation/Merging of Members Records (RCMMR)
5 Checklist of Requirements for PAGIBIG Housing Loan
6 Sworn Declaration of Intention to depart f

ines Permanently

8 Calamity Application Form
9 Loan Certification (GSIS/HDMF)

10 PAGIBIG Modified PAGIBIG Il (MP2) Enroliment Form
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ANNEX C : CSC Over-Time details

HRODD POLICY NO. 2 0 7 & -0 =

Date: _JUL 7 8 202]

SUBJECT H POLICIES ON OVERTIME WORK, OVERTIME PAY AND
COMPENSATORY TIME-OFF (CTO)

Pursuant to Civil Service Commission [CS5C) and Department of Budget and
Management (DBM) Joint Circulars No. 2, 5. 2004, No. 2-A 5. 2005 and No. 1, s.
2015, the Corparation adopts these policies on overtime work, overtirne pay and
compensatory time-off.

1. General Policies on Overtime Services

1.1. The rendition of avertime work shall be suthorized onily when
extremely necessary, such as when a particular work or activity Cannor
be completed within the regular work howurs and that non-completion
of the same will: a) cause financial loss to the government b}
embarrass the government due to its inability o meet its
commitmeants; or ¢) negate the purposes far which the work activity
was conceived.

1.2. As a general rule, the remuneration for overtime work shall be
through utilization of CTO?Y, in accordance with the guidelines under
CSC-DBM Joint Circulars MNo. 2, s. 2004 and No. 2-A 5. 2005.

33 The payment in cash of overtime weork through Quertime Pay may be
authorized only in exceptional cases when the application of CTO of
all overtime hours would adwversely affect the operations of the
Corporation.

2. Priority Activities that may Warrant Overtime Work

The following activities may warrant rendition of overtime sesvices:

2.1. implementation of special or priority programs and project embodied
in Presidential directives with specific dates of completion;

1 CTO refers to the number of hours an employee is excused from reporting for
work with full pay and benefits. It is a non-monetary benefit provided to an

employes in Heu of overtime pay.
2
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2.

2.3,

2.5.

2.6.

2.7,

Compietion of infrastructure and other projects with set deadline,
when due to unforeseen events, the deadhine cannot be rmet without
resorting to overtime work;

Essential public services during emergency or critical situations that
would require immeadiate or guick response;

Relief, rehabilitation, reconstruction, and other work or services
during calamities and disasters;

Seasonal work, such as but not limited to, preparation of budgets and
annual reports, in order to meet scheduled deadlines;

Preparation of financial and accountability reports required by
oversight agencies like the Congress of the Philippines, Office of the
President, Commussion on Audit, Department of Budget and
Management, MNational Economic Development Authority, Bangko
Sentral ng Pilipinas, Department of Finance, Philippine Commission on
Waomen, and the Governance Commission for GOCCs;

Services rendered by drivers and immediate staff of officials when
they are required to keep the same working howurs as these officials;
and

Priority and such other activities needed to meet performance targets
or deliver services to the public as determined by the President and
Chief Executive Officer (PCEQ).

Eligibility to Render Overtime Work

3.1.

3.2.

Only government personnel holding regular plantilla, contractual or
casual positions of Division Chief or eguivalent level and below, may
be authorized to render overtime work.

Division Chiefs or equivalent level and below, designated as Officer-
in-Charge of higher level positions, may also be authorized to render
ovartime work,

Iineligibility to Render Overtime Work

The following government personnel are neither authorized o render
owvertirme work nor paid overtime pay:

4.1,

a.2.

a.3.

Paersonnel holding positions higher than division chief or eguivalent
levels such as Department and Group Heads;

Those granted other forms of allowances or benefits for services
rendered beyond the prescribed work hours under existing laws, rules
and regulations; and

Those who are on travel status.,

Thus, work rendered in excess of the 40-hour workweek or 8-hour workday
shail not be considered overtirme work,

Period of Owvertime Work

The periaod of overtime work in a workday for a full-time employee shall
include:

3:X.

Those rendered beyond the normal eight (8) work hours on scheduled
woarkdays or forty {40) hours a week, and those renderaed on holidays,
and special non-working days, both exclusive of time for lunch and
rest.

Those rendered by drivers and other immediate staff of officials who
are required to keep the work hours as these officials, which are
beyond eight (8) work hours of prescribed work hours in a workday,
and on rest days or scheduled days off, holidays, and special non-
working days.

Ltimitation on Overtime Work and Owertime Pay

6.1.

Only employees who arrive on or before the start of thelr respective
schedules shall be allowed to render overtime work witih monetary
overtime pay, provided that at jeast 2 hours of overtinme work are
rendered. Services rendered below two (2) hours after the
completion of eight (8) working bhours shali not be covered by
Qe timme pay.
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6.7.

6.8.

Philippine Guarantee Corporation

Owertime work rendered in the exigency of the service by employeas
who were late during a particular workday shail be compensated
through COC in accordance with the guidelines set forth under CS5¢C-
DEah Joint Circulars No. 2, s. 2004, as amended by No. Z2-A s. 2005,
provicded that the overtime waork is at least one (1) hour.,

Orne-hour breasks shall be observed for reakfast, lunch, or supger and
rest, and every three (3) hours of continuous overtime work.

These breaks shall be observed and shall be automatically deducted
from the overtime hours.

Services of drivers when assigrned to rendsrs service sarlier than 7:00
AL, e in case of amergencies or o convey emplaoyees $o or from
airport and other similar siteations, shall also be counted as official
work hours, provided that it is specified in the certification to be
issued by the concerned Department/Groups Head.

Dvertime services rendered earlier than 8:00 AM on Saturdays,
Sundays, holidays, special non-working days and waork suspensions
shall not e allowed, unless during emergencies and situations cited
woder Itern B.4.

Hendering overnight overtime service shall be allowed only when
extremely necessary. No employee shall be allowed to render
owvernight service for more than 2 consecutive nights, far health
reasons and to ensure employee productivity.

The periad of overtime services shall not be used 1o offset undertime.

Only a maximum of 12 bowurs of overtime waork on a sest day or
scheduled day off. holiday., or special noncoworking day,. shall be
compensated through monetary overtime: pay, i allowed.

The total overtime pay in cash of an employee in a year shalli nuot
exceed S30% of the employee’s basic salary for the year.

The total amount of overtime pay in cash to be spent shall notr exceed
596 of the total Personnel Services (PS) budget for a givern yaar.

7. Computation of Dvertime Waork

AL Owvertime Pay in Cash

8.1

If overtime pay in cash has been determined by the PCEQ to be the
appropriate compensation for overtime services, the same shall be
computed based on the hourly rate of an employee and the applicable
praemium of the hourly rate, depending on the day such overtime work
weas rendered.

The number of work hours of overtime work rendered on a scheduled
workday, Ny, and those rendered on a rest day or scheduled day off,
holiday or special non-working day, Nz shall be computed by taking
into consideration the provisions under item 7 of this Office Order.

The hourly rate (hr) of an employee on full-time empioyment with a
monthly salary (5) for 22 workdays in a month and 8 hours per
workday, shall be computed using the following formula:

HR= | 5 | 1month 1 Workday
1 omnonth 22 workdays 8 Work Hours

The overtime pay shall be 125% or 1.25 of HR on a scheduled workday
o include days with declared work suspension. It shall be 150% or 1.5
of HR o weekends, holiday, or special non-working day.

B. Compensation through Compensatory Overtime Credit (COC)*

8.5

The COC is expressed in number of hours, computed as follows:
For overtime services rendered on weekdays or scheduled workdays:

COC = number of hours of overtime services x 1.0

* The accrued number of hours an employee earns as a result of services
rendered beyond regular working howurs, and/or those rendered on Saturdays,
sundays, Holidays or scheduled days off without the benefit of overtime pay.
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Foar owvertome work rendeaered on weekends, holidays, or special non-
wecrikinmg days.

COoOC = number of hours of overtime services x 1.5

B.6G Each employes may ot acorage rmoare than 40 bhowrs of COOs in a
marth. In NG instance, however, shall the unexpended balance
wexcewed L20 howrs.

8.7 COCs should be used as time-off (CTO) within the year these are
earned until the immediate succeeding year. Thereafter, any unused
COCs are deemead forfeited.

B8 CEMCs earowedd cannot be converted to cash or added to the regular
Fermmowen oresciibs.

8.9 CTOs rovay be availed of in blocks of 4 or 8 houwrs.

H8.10 CTOs may be used continuously up To 5 consecutive days per single
availment, or on a staggered basis, subject to the approwval of the
Department/ Group Head concsarmned .

HB. Administrative Procedures
AL Filing of Authority to Render Overtime Work

B8.1. The employee files a regquest for Authority to Render Owertitme Waork
{Annex A) to the Department Head and the Group Head at least a day
before doing the activity clearly indicating the activity o be
performed, the number of hours needead, the tirme and the expected
CDutput/s, and the justification of the overtinme work.

B.2. AL much 8s practihcable, the filing/subbmiission of claims Tor owartinme
services rendesred on a particular month to the Human Relations andc
Organizational Development Deparoment [(HRODD), shall be as
Foalionars:

Particwuias D aciline
Owvertime Pay in Cash | Every 3157 of the
swoeceedirng rronth

=1 o thver

immediately PCECQ s approval

following working that the overtime
Compensatory day should the 15™ service shail be
Orwertirme Credit | day fall on a paid via monetary
(accrued number of | weekend, holiday, overtirme pay;
hours an employee | or non-working day. | 2. Accomplishment
earns as a result of Report signed by
services rendered | Example: Claims for the Department/
beyond regular | overtime  in  May Group Head; and
working howurs, | 2023, st be | 3. Duly signed Daily
and/or those | filed/submitted to Time Record
rendered on | HRODD not later
Saturdays, Sundays,. | than 15 June 2023.
Holidays or
scheduled days off
without the benefit
of overtime pay)

8.3. Employees who are on travei must submit overtime services claim
within five {5) calendar days upon retum to office.

B.4. Claims for overtime submitted beyond the set deadline shall be
included in the succeeding month.

B. Issuance of COCs and Payment of Overtime Pay in Cash

B.5. The HRODD computes the personnel’s overtime services based on
submitted signed Authorities o Render Owvertime \Work,
accomplishment report and signed DTR, issues the eqguivalent COC
Certificate {(Annex B), specifying the number of COCs earned, date of
issue and date of validity, for the signature of the Group Head of the
Corporate Services Group.

8.6, Pursuantto Par, 5.5.2 of CSC-DBM Joint Circular No. 2-A, s. 2005, COCs
should be used as time-off within the year these are earned until the
immediately succeeding year {i.e. COCs earned in March 2023 may be
used as time off in 2023 until December 2024). Thereafter, any

unutilized COCs shall be deemed forfeited.
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8.7. Preparation of payrolls for monetary overtime clairns shall be done
once avery month by the HRODD, Employes Relations and Benefits
Diwision.

8.8. Aguarterily report on overtime work shhall be submitted by the HRODD
o the Group Heads and tha PCEO.

C. Availment of CTO

8.9, The concerned employee shall ask for approwval his/her Department
Head or Group Head if hefshe intends to use his/her accumulated
COCs as CTO for the scheduled days that he/she will not be able to
report for work.

Pursuant to Par. 8 of CSC-DBM lJoint Circular No. 2, 5. 2004, as
amended, issues or conflicts on the availment of CTOs shall be
referred to the Civil Service Commission (CS5C) for resolution. The
cancerned Group Head, however, must first try his/her utmost te
resalve the matter prior to referral to the CSC.

B.10. The request for offsetting may be denied if there are urgent tasks to
be accomplished on the proposed day/s or schedules. In the exigency
of service, already approved offsetting schedules may be canceled or
rescheduled, provided that the cancellation will not result in forfeiture
of the earned howurs or resuit in financial loss to the personnel (i.e.
scheduled ravel involving airfare and other arrangements) and the
personnel is notified not later than three (3) days prior to the said
schedule.

8.11. Once the Department/Group Head has approved the proposed
offsetting schedule/s of the employee, the latter shall file with the
HRODD the duly approved Permission Slip (Annex C) at least a day
before taking such offsetting to serve as basis for his/her attendance.
The Permission Slip shall clearly indicate the scheduled time-off.
Failure of the employes o file a Permission Slip as prescribed shall
result in a deduction from his/her leave credits,
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9. Fund Source
The overtime pay shall be charged against the following sources:

a. The amount specificaily appropriated in Corporate Operating Budget
far overtime pay, if any;

b. Available savings, subject 1o existing rules and regulations on the use
of savings;

¢c. Other fund sowrces authorized under existing laws, rules, and
regulations.

10.Reportorial Requirement
The Corporation shall submit the Report on Overtime Services with Pay
{Annex D) to the Department of Budget and Management (DBM), copy
furnished the C5C on or before 31 March of every year,

11.Effectivity
These Policies shall take effect immediately upon issuance and shall

continue to be in force untll it is revoked.

Recommending Approval:

.

&’7%/\/ i
18 A. BRIONES

Group Head, Corporate Services Group

President and CEO

——— "mmsx_.\
) il Dana
AUTHORITY TO RENDER
OVERTIME WORK

May | request authority for Mr fds, to render Owertine
Bervice on , fresm o p.m. or for a wial of nours.

a. Purpose of rendition of overtime:

b Justification of overtimea: [ty Wik Mas 00 D by reg: office Hours, posEiNe aoverss affect on
PrLGUARANTEE if the work is il ke ok )

c  Overtime work rengered (S 10 b B convered to Compensatory Overtime Credits

paid in cash
RECOMMENDING APPROVAL:
R st Sigoatues of Ermgioges: i el Hedd
APPROVAL OF OVERTIME: AFPROVAL OF OVERTIME TO BE PAID N CABH:
[y Frasdent and CEQ
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: ANNEX B
PHILGUARANTEE
Philigguie Guatasibee Corpotasion
Cerificate of COC Eamed
This cerfificate enditles Mr./Ms, o {.) hours
{rumber of hous)
of Compensatory Overfime Credits.
AN A BRIONES
Senior Vice Prasident. C3G
Date lssued:
Yalid Untll
of Houis of Barned
e Dale of CT0 Used COs Bemaining COCH Romer
ADRICVED By
DeparmentiOltice Heod Growg Heod
Claimed:
HRO
Date
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m PHILGUARANTEE

PERMISSION SLIP
{Pepans o Taphosts}
R
Employea Mo 2 ____
Wanned ©
Designation :
Departrnent | Division
Purpose ;
1} Parsanal { micial
Time Qut : am, Timeln:___ am
— e, B
Sygnsturs
Approveed by
NOTE: & ed shall sign the loghaok of e PHIGUARARTEE

G upon refum. mmmmvﬁnmnmmnsme CHARGEABLE
AGAIMNST EARNED LEAVES

e« Employoe
HRODO
PHILGUARANTEE Guard
PGC-HROOD-0P-8 Rev. 02 35 of 06 Ocober 2020
PHI LOGUARANTEE

Wuéiwlm (N.usm‘-uulw s urrmruum

i ANNEX C |

PH!LQUAMN?E&?

PERMISBION Sui
{Prepare e Trplicse)
Date:
Employee No. ¢ ____
Mame :
Wl:;_m
Purposa :
1 } Permonal | ) Official
Thme Ot ____am, Timein: ___ sm.
na.. — .
Signaiure
gpeved by,
i it G oD e Head
KOTE. Emrployees conoermed shal sign the ghook of the PHILGUARANTEE
Guard upoen retum: Request thal ate PERSORAL IN NATURE ARE CHARGEABLE
AGAINET EARNED LEAVES.
Co : Empéoyes
HRODD
PhGUARANTEE Guard
PGC-HRCOO-QP-8 Rev. 02 as of 06 Cctober 2020

AMNEX D '}

Report on Overtime Services with Pay

For FY

Agency: PHILIPPINE GUARANTEE CORPORATION

1. Priority Activities for which OQwertime Pay was Authorized

2. Totat Expenditurs for Overtione Pay

No. of Personoet Total Overtime Pay | Total Salaries/Wages 5 Total Overtine
Pay/Total Salarvies)
S Wages
_Regular -
Contractual -
Casual - T

A, Fund Sources for Overtime Pay

Sources

Armnount

Submitted By:

Growup Head, Corporate Services Group
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President and Chief Executive Officer



