Bohol St. Cebu Business Park, o it
Cebu City 5000

o & iPloy

April 29, 2023

Nicole Christella Mahusay Maglasang
527-B Tormis Street brgy. Sambag 1, Cebu City

Dear Ms. Maglasang,

Your probationary employment as a Customer Service Representative has been subject to
evaluation from the date you were hired up to present. Thus, it is expected that continuing
good work performance, attendance and work attitude are to be maintained. You were given
expectation to adhere to the department’s set standards of your job, as well as company
policies and practices, which has been made known to you from the day you were hired.

In view of this, we find that you were not able to meet the standards for us to let you continue
your probationary employment with iPloy OPC. Thus, we regret to inform you that we are
ending your probationary contract effective immediately.

Thank you for the services you have rendered to the company and we hope for your success in
your future endeavors.

Very truly yours,

%ﬂjﬂ
Emmfoyee Relations Supervisor

Noted by:

[+) loJr.
Dire orp Operations




DATE NAME REMARKS
Jan;g;\g?:l, Nicole Christella Maglasang Unbearable Pain from UTI

March 28, 2023

Nicole Christella Maglasang

High fever and body fatigue

March 29, 2023

Nicole Christella Maglasang

Advised to rest; fever but at a low temperature

March 30, 2023

Nicole Christella Maglasang

Was able to secure fit to work but fever came
back and body aches are present will visit the
doctor again tomorrow.

March 31, 2023

Nicole Christella Maglasang

Was not able to secure fit to work . Fever is done
but body aches and/or fatigue still present will try
to visit the doctor again tomorrow.

Fever subsided but rashes on palm and hands are
present. Body fatigue/lethargy is still present. Had

April 3,2023 Nicole Christella Maglasang it checked by a doctor today, doctor said it is
caused by viral exanthem and advised to rest for
3-5 days because it is contagious
Fever subsided but rashes on palm and hands are

April 4, 2023 Nicole Christella Maglasang still present and itchiness of rash is still

’ prominent. Body fatigue/lethargy has also

subsided

April 5,2023 Nicole Christella Maglasang Advised to rest

April 6, 2023 Nicole Christella Maglasang Advised to rest

April 7, 2023 Nicole Christella Maglasang Advised to rest

April 10, 2023

Nicole Christella Maglasang

Abdominal cramps, diarrhea and headache due to
dysmenorrhea caused by first day of
menstruation

April 14, 2023

Nicole Christella Maglasang

14 Minutes
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Administrative Hearing Form

Case . plewes  Eval§ Mindanw Taver (60T ) pate : April 24, 013
Employee Involved  : wicelv Chridlla  plaglamng  Time . $i304M
Program/ Department : Avtheizahen Venve : He ped
Immediate Superior  : _ Eavu,  Lubey Ref. #

Remarks / Agreement:

Employee confirms awareness of the company policy being violated, and its provisions
and sanctions for Violations against it,

o Employee confims that the signature on the Nofice issued and explanation ore
his/hers.

B/Employee confirmed previous infractions and was given appropriate sanctions and
cooching sessions.
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By signing this document, the signatories confirms that they have atfended the administrative hearing
and has reviewed and agrees to the content of this document.

Additional Atendees during conference: Schedule for FEEDBACK Discussion:

Date:

Time: -

Venue:
Conforme: 041112

L Kaga —
/ tml% Immediate Supervisor

Minutes faken by: i sl
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EMPLOYEE PERFORMANCE EVALUATION

Employee Name: Nicole Christella Maglasang Date Accomplished: 04-10-2023

Employee Number: 3665 Role: CSR — South Authorization
Employment Status: Probationary Supervisor: Karen Lubay

Evaluation Period:  January 23, 2023 — April 10, 2023 Manager of Operations: Nifio Angelo Manal

Instructions to Supervisor: Supervisors should refer to the employee's job description when completing this form; the
evaluation should focus on the employee's ability to perform the job duties listed in the job description. Indicate the
evaluation of the employee's job performance by writing a number between 1 and 3 on the blank line to the right of each
attribute, in the appropriate column. Use the following scale:

1 = Unacceptable; 2 = Needs Improvement; 3 = Satisfactory
Attribute Score
QUANTITY OF WORK
The extent to which the employee accomplishes assigned work of a specified quality 2

within a specified time period

QUALITY OF WORK
The extent to which the employee's work is well executed, thorough, effective, 2
accurate

KNOWLEDGE OF JOB
The extent to which the employee knows and demonstrates how and why to do all N/A
phases of assigned work, given the employee's length of time in his/her current
position

RELATIONS WITH SUPERVISOR
The manner in which the employee responds to supervisory directions and 2
comments. The extent to which the employee seeks counsel from supervisor on
ways to improves performance and follows same

COOPERATION WITH OTHERS
The extent to which the employee gets along with other individuals. Consider the 3
employee's tact, courtesy, and effectiveness in dealing with co-workers,
subordinates’ supervisors, and customers

ATTENDANCE AND RELIABILITY
The extent to which employee arrives on time and demonstrates consistent 1
attendance; the extent to which the employee contacts supervisor on a timely basis
when employee will be late or absent

INITIATIVE AND CREATIVITY

The extent to which the employee is self-directed, resourceful and creative in
meeting job objectives; consider how well the employee follows through on 3
assignments and modifies or develops new ideas, methods, or procedures to
effectively meet changing circumstances




(CAPACITY TO DEVELOP
extent to which the employee demonstrates the ability and willingness to 3
accept new/more complex duties/responsibilities =

PRODUCTIVITY :
verage daily calls made by the employee indicate productivity and efficiency in

'performing the tasks at hand o

TOTAL SCORE - 1_9487 [ |

' 7 2.38 J

b — | »__ R

Comments to Supervisor and Employee: Supervisors should discuss the evaluation results with the employee. At a
minimum, employees must be given a copy of the evaluation for their own records. Both the supervisor and the employee

should sign the evaluation form. The employee signature indicates only that the employee received a copy of the "
evaluation. It does not necessarily signify employee concurrence. Both employees and supervisors are strongly encourag

to include written comments,

EVALUATION mg;&ma_

(Supervisor Signature and Date)

Employee Comments (please include date; attach additional paper If necessary):

_

Supervisor Comments (please include date; attach additional paper if necessary): -
QUANTITY OF WORK ~ As shown below, score is 2.0. For the month of February, she was able to complete all workable
rglven to her. Her score went down for the month of March due to her absences causing her backlogs.

/QUALITY OF WORK - reviewed her completed orders, so far so good especially with undelivered orders. Saw errors on her
first few weeks but it normal since she’s new. What's important is she’s doing her best to improve which shows on the 2™

'month as shown on the table below.

‘RELATIONS WITH SUPERVISOR - score is 2.0. She listens and follows instructions given to her. She acknowledges our emails
‘and messages. However, she needs to balance her work and activities outside to avoid being sleepy inside the office and
]should also follow COCD all the time, she was caught bringing food inside the production floor during.

!COOPGRATION WITH OTHERS - score is 3.0. She's new to the team, as expected, she's still adjusting to all but she’s trying to
‘reach out to her teammates and cooperates to all activities.

[
/AATTENDANCE AND RELIABILITY - As shown below, her reliability score is 1.0. She was recently hired and already out for 11
‘days, though she has supporting documents presented for some of those days but it's greatly affecting her reliability.




TO BE COMPLETED ONLY AT LAST EVALUATION BEFORE END OF EVALUATION PERIOD:

For 6" Month Evaluation
[ 11 recommend this probationary employee become permanent and continuous.

[ 11 recommend this probationary employee be dismissed before the end of the probationary period and will submit
the appropriate forms.

For Annual Evaluation
[ ] Satisfactory performance has been demonstrated throughout the evaluation period.
[ ] Satisfactory performance has not been demonstrated throughout the evaluation period.

KAREI\%LU BAY 04-10-2023

Supervisor Date
/L Hiolod—
INO ANGELO MANAL 4/26/23
Manager of Operations Date
Reliability:
Month Total Actual Time Total Expected Time Reliability
Jan-23 2880 2880 100.00%
Feb-23 9120 9600 95.00%
Mar-23 9120 10560 86.36%
Apr-23 0 2400 0.00%
Overall Reliability ~ 83.02%

Scorecard ‘ 1



Productivity:

Month Total Actual Prod Total Expected Prod Productivity
Jan-23 NA NA
Feb-23 44 40 110.00%
Mar-23 573 550 104.18%
Apr-23 0 0

Quantity of Work:

February 2023

Noreen Maglasang 176 176 100.00%
March 2023
Noreen Maglasang 654 561 85.78%
Quality of Work:
D 0
Noreen Maglasang 8 87.5 42 97.5




