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DCTECH EARS is a web-based application designed and developed to provide an
equitable measurement of DCTECH Microservices Inc. employees' contribution to the
workforce. This system also serves as a basis for salary increases, promotions, and
even legal disciplinary actions.

To Access:

Log on to https://ears.dctechmicro.com/ using your IDM account.

Step 1
> To start evaluating, choose the employee to be evaluated then click the evaluate
button below.

Step 2
> Choose Purpose whether the employee is evaluated for probationary, for
regularization, for promotion, or other purposes.

Step 3
> For every assessment, the evaluator must choose among the four (4) ratings,
and by choosing the rating, a range will appear in the box above which
corresponds to the rating that you choose then you must input the required value
to proceed. After giving the ratings, the evaluator must give overall
explanation/remarks about his assessment.

Step 4
> Provide the required field in Category C and D.

Step 5
> The last Category contains overall rating and final recommendation. The
evaluator must provide the final recommendation then save. After saving the
evaluation, the system will notify the ratee through his email.

Step 6
> The ratee will review the evaluation given to him and provide his comment. After
this, click the confirm button to save the input.


https://ears.dctechmicro.com/

Step 7

> With or without the ratee's comment the evaluator can submit the evaluation to
its next approver. Click the Submit to next Approver button to proceed.
(Reminder: the approvers will be based on the assigned approvers in HRMESS).

Step 8
> The next approver will review and can give comments below the evaluation. If
he/she approves the evaluation it will be submitted to the next approver until it
reaches the Human Resource Personnel assigned to note the evaluation.

Step 9
> For HR Level: the HR assigned will review the evaluation and will decide whether
to note or return the evaluation to the evaluator. If the evaluation is noted by the
HR, it only means that they have acknowledged it. If the evaluation is to be
returned to the evaluator, they will give remarks with explanations why they
cannot accept the assessment and it will be visible again to the pending
evaluations of the evaluator.
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EVALUATION FORM

EMPLOYEE DETAILS
Full Mame: hfice Dianne Monte Morta
Pasition: Prograrmmar/TT
Date Hired: Juily 20 2020
PURPOSE:

= Evaluation for trainee and probationary status employees
- Raquired semi-snnual evaluation of regular employees
- Cther purposas which evaluation is reguired
DIRECTIOMNS:
- Fill up the form as required
- Digouss evaluation with staff
- Rarnaris ane optional for ME but required for AE BE, and US
= Have the evaluabon approved by immediate head
- A cepy will be sutomatically provided to staff, head, and HR

STRICTLY CONFIDENTIAL

PERFORMANCE APPRAISAL FOR STAFF/NON-MANAGERIAL POSITIONS

For Supervisors and Manager use anly

Branch: Davac
Department: ITND

Last Date May 21 2022
Appraised:

RATINGS:

» Above Expectation [AE) - Has shown cutput more than expected.
Output is visible and observed by co-employess and mansgerment.
Undheniably his/har performance stands-out of the crowd. Remarks
should be written for every AE result | Itern and Overall ).

» Meets Expectation (ME)- Has met the required output. The
minimum requared evaluation for an employee to be considered
passed.

- Balow the required output. Employes is
to be closely manitored for improvement to ME in the next
evaluation, Remarks should be writhen for BE item result. HR will set a
conference with mansger and staff for overall BE result .

+ Unsatisfactory (US) - Output is totally unacceptable. Employes is
assassed unfit for the job, applicable pelicies should be applied ia.
transfer of position, demaotion etc.. Remarks should be written for US
itemn result, HR will set meetings for next plan of action for US overall.




Choose Purpose:
Probationary Regular Promotion

CATEGORY A CATEGORY B CATEGORY C CATEGORY D

+ Above Expectation (AE) - 4 Above
+ Meets Expectation (ME) - 3-3.9

+ Below Expectation (BE) - 2-2.9

+ Unsatisfactory (US) - 0-1.9

OVERALL RATING : 0.00 - UNSATISFACTORY

FINAL RECOMMENDATION:
Go for Probationany

Go for Ragulanzation
Go for Next Appraisal Period
Go for Promotion

Others

Others Ty

CATEGORY E




