
BATAS.ORG · PHILIPPINE LAW LIBRARY

OCA CIRCULARS · JUNE 27, 2016

OCA CIRCULAR NO. 140-2016, June 27, 2016

OCA CIRCULAR NO. 140-2016, June 27, 2016

Read online (full-text search, related cases, audio case brief): https://batas.org/library/767f0de6acfb/

TO :

ALL JUDGES AND COURT PERSONNEL

SUBJECT :

AMENDMENT TO OCA CIRCULAR NO. 71-2003, GUIDELINES IN THE SUBMISSION OF
PERFORMANCE RATING FOR LOWER COURT OFFICIALS AND PERSONNEL

For the information and guidance of all concerned, OCA Circular No. 71-2003 dated June 4, 2003 is hereby
amended to read as follows:

In the interest of the service, the following guidelines shall be observed in the submission of performance rating:

1. The performance evaluation of every court personnel shall be done every six (6) months ending on June 30 and
December 31 of every year pursuant to Section 3(d), Rule IX of the Omnibus Rules Implementing Book V of
E.O. No. 292 and Other Pertinent Civil Service Laws.

2. FORMS. Two (2) performance rating forms are prescribed, to wit:

2.1 Performance Rating Form - for Supervisor
- to be used to evaluate the performance of officials and employees with supervisory authority and duty,
namely, the Clerks of Court (including Branch Clerks of Court), Officers-in-Charge designated in place of
Clerks of Court and the Section Chiefs in the Office of the Clerk of Court.

2.2 Performance Rating Form — for Non-Supervisor
- to be used to evaluate the performance of the other court employees not covered by paragraph 2.1 hereof.

Effective July to December 2016 rating period, the Strategic Performance Management System (SPMS) Forms
shall be used.

3. RATER. The performance evaluation shall be made by the following:

3.1 Executive Judge - for the Clerk of Court/OIC of the Office of the Clerk of Court;

3.2 Presiding Judge - for the Clerk of Court/OIC of the sala;

3.3 OCC Clerk of Court - for the Section Chiefs and other OCC personnel not under the direct supervision of a
Section Chief;

3.4 (Branch) Clerk of Court - for the court personnel of the sala;

3.5 OCC Section Chiefs - for the OCC personnel under their direct supervision.

4. The prescribed rating forms must be accomplished in triplicate following strictly the instruction stated therein.

© 2026 batas.org  ·  Philippine Bar Review & Law-School Companion Page 1 of 4

Turn this case into an audio lecture - facts, issues, ruling and doctrine - at batas.org



Only the original copy shall be sent to the Office of Administrative Services, Office of the Court Administrator
(OAS, OCA). The duplicate copy shall be given to the ratee and the triplicate shall be kept in the office files. This
modifies Memorandum dated 6 November 2002, re: Regular Submission of Performance Ratings.

Court officials and personnel who are temporarily reassigned/detailed to other stations shall indicate their official
stations in the performance rating forms.

5. Any erasures or alterations made on the performance rating forms must be initialed by the rater/immediate
supervisor who effected the said changes.

6. The Clerks of Court/OIC Clerks of Court in the Office of the Clerk of Court and in the respective branches
shall forward the performance rating forms of all employees in the office/branch in one batch to the:

RTC Personnel Division
Office of Administrative Services
Office of the Court Administrator
Supreme Court of the Philippines
1000 Manila For court personnel of RTC

OR

MTC, etc. Personnel Division
Office of Administrative Services
Office of the Court Administrator
Supreme Court of the Philippines
1000 Manila For court personnel of MeTC, MTCC, MTC, MCTC, SDC and SCC

7. DEADLINE. The performance rating forms shall be submitted to and received by the concerned divisions of
the Office of Administrative Services, Office of the Court Administrator, within the following periods:

7.1 1 st Semester Performance Rating (January 1 to June 30)
- on or before September 15 of the same year; and

7.2 2 nd Semester Performance Rating (July 1 to December 31)
- on or before March 15 of the following year.

8. Failure to submit or late submission and submission of improperly accomplished performance rating form shall
be grounds for disciplinary action against the official concerned.

9. After the expiration of the deadline for submission of the performance rating forms, the OAS, OCA, shall
submit a report to the Legal Office, OCA, for appropriate disciplinary action relative to the Clerks of Court/OIC
Clerks of Court who failed to submit the performance rating forms of the personnel of their respective
offices/branches within the prescribed period as well as those who belatedly submitted their performance rating
forms.

10. Court officials and personnel who obtained Unsatisfactory ratings for two (2) rating periods and Poor rating
for one (1) evaluation period may be dropped from the rolls after due notice.

11. The performance ratings shall be used as basis for promotion, transfer, training and scholarship grants and
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other personnel actions. Only court officials and personnel with Outstanding or Very Satisfactory performance
rating shall be considered for the aforementioned personnel actions.

12. Payment of productivity incentive benefit and other benefits that are performance-based shall be held in
abeyance pending submission of the required performance rating reports.

13.The Financial Management Office (FMO), OCA, shall timely forward circulars or guidelines authorizing the
release of performance-based benefits to the OAS, OCA. Within five (5) working days from the receipt of the
circulars or guidelines, the OAS, OCA, shall transmit to the FMO, OCA, the required reports for the release of the
benefits taking Into consideration the abovementioned deadlines.

14. All performance rating forms that will be received by the OAS, OCA, after the submission of the required
reports shall no longer be transmitted to the FMO, OCA, to avoid delay in the release of the benefits, as
scheduled. Nonetheless, all subsequent submissions will be consolidated/collated by the OAS, OCA. The
report/list of officials and personnel who are entitled to the benefits but were held in abeyance due to late
submission of the required performance rating forms shall be transmitted to the FMO, OCA, on or before
November 15 of the current year. The FMO, OCA, will thereafter process and release the benefits. The benefits of
officials and personnel who will not be included in the report/list of the OAS, OCA, submitted to the FMO, OCA,
on or before November 15, shall no longer be processed and released.

For immediate and strict compliance.

27 June 2016

(SGD.) JOSE MIDAS P. MARQUEZ
Court Administrator

BATAS.org - Philippine Law Library OCA CIRCULAR NO. 140-2016, June 27, 2016

© 2026 batas.org  ·  Philippine Bar Review & Law-School Companion Page 3 of 4

Study hands-free: podcast-style lessons with read-along highlighting - batas.org



ABOUT BATAS.ORG

Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for everyone.
More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came from it.

Audio case-brief lectures.
Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.
Complete, sequenced courses for all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full law-school curriculum.
One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock exams that tell you where you stand.
Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keeps you on pace.
Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org
The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.
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