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ABSTRACT

Performance appraisal is an important process for any organization. It is the key of
success to an organization as it ensures high quality of employees. Therefore, in
Malaysia, government sectors are obligated to perform an annual performance
evaluation and assessment on the employees. Currently, the Laporan Penilaian Prestasi
Pegawai Kumpulan Perkhidmatan Sokongan (I} form is used by Pejabat Pendidikan
Daerah (PPD) and schools as a formal form for reporting the teacher’s appraisal result.
The form is a printed-paper that must be bought from PPD and it will be processed
manually and filled in by the school’s Guru Penolong Kanan (GPK) and Headmaster.
The form will then be manually processed by the administrator at PPD. In this digital
and Internet era, such manual system is old-fashioned and time-wasting. To enhance the
manual system, a web-based ‘Report Management System for Teacher’s Performance
Appraisal’ is developed. This web-based system may help the GPK and Headmaster to
reduce time used to buy the form and return it to PPD, and calculate the marks
manually. The proposed system can also allow the users including the administrator at
PPD to view the past year teacher’s performance data much easier. They can perform
this task anywhere at anytime. For ease of time planning and management, Rapid
Application Development (RAD) has been chosen as the methodology for the system
development. The programming language to be used for accessing database is PHP for

its widely-available source of codes.
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ABBREVIATIONS & NOMENCLATURES

DBMS - Database Management System
GPK - Guru Penolong Kanan

GUI - Graphical User Interface

HTML - HyperText Markup Language
PPD - Pejabat Pendidikan Daerah

PPK - Pegawai Penilai Kedua

PPP - Pegawai Penilai Pertama

RAD - Rapid Application Developmenf

TESA - Teacher Evaluation Software Assistant
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CHAPTER 1

INTRODUCTION

1.1 BACKGROUND OF STUDY

Performance of teachers must be assessed and evaluated. This is to ensure that the
teaching quality is equivalent with what is expected from them. Ministry of
Education of Malaysia has prepared a guideline for the appraising process. The
outcome of the process must be reported in a form prepared by the government. At
the moment, the process of reporting the evaluation is not automated, chaotic and
consumes a lot of time. The procedure must be revised and enhanced so that the

problems arise can be reduced to its maximum cause.

1.2 PROBLEM STATEMENT

1.2.1 Problem Identification
Information Technology is rapidly growing in our country. However, the technology
is not fully applied in some government sectors like Pejabat Pendidikan Daerah

(PPD).

To keep up with teacher’s performance, PPD requires the schools under their
administration to do appraisal on the teachers. The appraisal form contains a list of
information of teacher’s activities, contributions and training the teacher attended
and a few skills such as the ability to identify and solve problems, knowledge and

personal qualities criteria. Marks will be given to each criteria and it involves some



calculation. The form is a printed-paper form and the calculation is done manually
instead of an online system that can calculate figures automatically. Surprisingly, the
appraisal form must be bought from PPD every time the appraisal needs be done;
one form for every teacher and the appraisal needs to be done every year. The forms
must be filled by the Guru Penolong Kanan (GPK) and Headmaster. After the forms

are filled, the schools will return them to PPD for processing.

At PPD, an officer will decide the grades and the percentage of salary increment. To
make the decision, past performance of teachers will be reviewed. This process

consumes a lot of time.

1.2.2 Summary of problem statement

e The officers from schools must buy the appraisal forms from Pejabat
Pendidikan Daerah (PPD) and return the completed forms to PPD. This
process consumes and wastes a lot of time.

* Pegawai Penilai Pertama (PPP) or the school’s Guru Penolong Kanan
(GPK) and Pegawai Penilai Kedua (PPK) or the school’s Headmaster must
do the calculations manually. The forms require a lot of marks calculation.

o The overall process, in PPD and school, before and after the forms are filled,

takes a lot of time and work and is prone to misreporting the appraisal results.

1.2.3 Significant of the Project

The significance of the project is to apply the technology to convert the paper-based
and offline system to online and automated system. It will benefit the users who will
be the GPK, Headmasters and PPD officers by making their works simpler and
faster without much cost. This project may eliminate the time for the schools GPK or
Headmaster to go to PPD to buy the forms and the time to store the records in
database after the filled forms were sent to PPD. The new system will also do the
calculation of figures automatically and will help the GPKs or Headmasters to
provide more accurate marks faster, Another benefit of the project is that the system

will be developed with a decision support function. The system will help the GPK



and Headmaster in deciding the salary increment title by notifying them if the
teacher has received the ‘melintang’ title. This online system will help to improve
the method of communication between schools and PPD as a whole.

1.3 OBJECTIVES

The objective of the ‘Report Management System for Teacher’s Performance
Appraisal’ is to make use of the technology in order to make simpler the process of
teacher’s evaluation and assessment reporting system. The GPK or Headmaster
would no longer have to visit the PPD to buy and return the forms but they can stay
at the office and fill in the forms without going out of the school. They can also save
their time on doing the marks calculation. The system will automatically calculate
the marks when the allocated fields are filled in. The success of the project will result
in saving the time and cost that used to be allocated for the process by improving the

communication method between PPD and schools.

1.3.1 Summary of objectives

e To make the process of performance appraisal easier by enabling the forms
and past year data accessible from anywhere at anytime.

o To save time and cost for performance appraisal by eliminating a few tasks
such as go to PPD to collect and return the forms and tedious calculation
tasks.

¢ To turn the paper-based system into an online system as the government
encourages government sectors especially to adopt and be more updated with

the ICT technology.

1.4 SCOPE OF STUDY

The project focuses on the best way of managing teacher’s evaluation report.

Currently, the procedure of preparing the report is chaotic whereby the schools

personnel or administrator have to visit PPD to buy the forms and revisit PPD to



hand in the completed forms. In between the process, the school Headmaster and
GPK have to fill in the forms and calculate the marks manually. After the forms are
sent to PPD, the officer in PPD needs to go through all the forms from every school
in the district to decide the grade and salary increment of the teachers. The project is
meant to analyze the procedure from the buying of the forms until the process of
decision-making of grading and salary increment. Logical algorithm will be used to
support the decision-making function. Scope of study includes the languages to be
used and the best way to manipulate database to come out with the proper

presentation of the final product.



CHAPTER 2

LITERATURE REVIEW

Online system can be defined as a program that can be accessed from anywhere
using an Internet browser as long as there is a connection to the Internet. It does not
necessarily have to be a program that must be installed in the workstation but in
another computer which is called a server. The biggest advantage an online system
offers is the mobility. Mobility of a program enables it to be accessed from any
connected computer. User does not have to worry on the updates of the program
because there is no need for reinstallation of the program at the very workstation.
Any changes to the program can be made once at the server only. [1] As for this
system, the Headmasters and GPKs ( Guru Penolong Kanan ) will enjoy the
convenience of the system accessibility. They would no longer have to go to Pejabat
Pendidikan Daerah ( PPD ) to buy and return the forms and the time spent for the

process would be reduced.

Students nowadays are expected to have high learning standards and teachers who
are responsible to educate students are also expected to have high standards of
professional practice. In order to guarantee that the teacher’s standard of teaching
meets the expectation, teacher’s performance must be evaluated. Observation from
school administrator such as Headmaster on teachers is among the steps of
evaluation process. A guideline is useful so that the standards of competency can be
monitored. “By its nature, evaluation is a judgment of performance according to the
division’s standard. The judgment is made on the basis of evidence collected and the

dialogue that accompanies this evidence.” [2]



The purposes of competency evaluation are:
¢ to evaluate the competency level of the performance as to determine the raise
of salary
e to expose the school administrator such as GPK and Headmaster to the
knowledge, skills and other personal qualities so that they can guide the
teachers.
Among competencies evaluated are the ability to plan and manage time,

communicate and ability to lead. [3]

It is stated in the list of the school Headmaster’s responsibilities that the Headmaster
must observe, supervise and evaluate the teachers under administration. It is a part of
analyzing the teaching and learning process of the school. The Headmaster can
monitor the activities in school, guide the teacher to improve the quality of teaching
to result in excellent students. At the end of the year, the result from the observation
will be reported to the PPD. [4]

Besides, performance appraisal is also used in administering salaries and wages.
Since it is linked with teacher’s productivity, it is always closely linked with
rewards, as well. [5] For example, the salary increment title given to the teachers
depends on the evaluation and appraisal. The salary increment title will determine
the rewards the teachers are entitled which includes salary increment and annual

bonus. “Performance appraisals are the key to success”. {6]

“The greatest benefit of an electronic document management system is enhanced
productivity. According to a recent Ernst & Young study, deploying electronic
document management not only provides a fail-safe backup system, but also doubles
or triples processing capacity while halving the time needed to assemble
information. ” [7] Technology allows human being to simplify tasks and reduces time
spent to complete a single task. For an online system, user does not need to do all the

calculations because this task can be done at the server side. A machine which 1s a



server, can be allocated to do the database functions, such as storing and

manipulating data. [8]

Without being preconfigured, the machine will not be capable of receiving or posting
the user requests. It will be a machine with basic capabilities. To make it be able to
responds to client requests, the machine must be equipped with specialized software
which is called a web server. Apache Web Server is an example of web server and it
is a freeware. Currently, Apache Web Server is the most popular Web server because
it s usage is not limited to only one or two platforms, but many platforms compared

to other Web server. [9]

Database Management System (DBMS) is suitable for this project because it offers
many advantages when Web and DBMS are integrated together. Major advantage of
DBMS with Web application is the synchronization of information between database
and the HyperText Markup Language (HTML). Moreover, the data access problem
can be eliminated with the help of good Graphical User Interface (GUI). As long as a
computer has a Web browser, the database can be accessed from anywhere in the
world. It is because Web browser supports cross-platform which means that most

type of computer can access the database. [10]

MySQL is an example of DBMS system. MySQL converts a computer into a DBMS
server, It offers many advantages including multithreading capabilities, multi-
platform and Multilanguage supports and most importantly, the ability to handle
large databases. To make it sounds more interesting, MySQL is an open source
software which means it can be easily obtained and customized to fulfill user

requirements. [11]



CHAPTER 3

METHODOLOGY

3.1 PROCEDURE IDENTIFICATION

Analysis

Project Design

Project Development

Project Testing

Final Deliverable

Figure 3.1 : Methodology for ‘Report Management System for Teacher’s

Performance Appraisal’



Methodology is the procedure of stages of developing the system, ‘Report
Management System for Teacher’s Performance Appraisal’. Before a project is
executed, among the first activity that must be done is to identify the methodology. It
will be easier and the project will be more manageable if the project is planned using
the methodology. As for this project, the Rapid Application Development (RAD)
methodology will be used throughout the development period. Figure 1 illustrates the
methodology used for this project. This technique is chosen because it reduces the
time of development the system. The acceleration of the system development process
is achieved by requiring the developer to be more focused and actively involved in

system analysis, design and development stages.

3.2 METHOD

3.2.1 Stage 1 : Analysis

Analysis stage involves the activity of gathering information. The information
gathered includes the problems and ways to improve the existing system and the
flow of appraisal procedure. The purpose of doing the analysis or information
gathering is to obtain as much information as possible to be able to understand better
about the existing system and the system to be developed. Among methods used to
gather information are by interviewing teachers and conducting research on the
sources available on the Internet. Another important issue at this point of stage is to

identify suitable tools to be used to develop the system and the database.

3.2.2 Stage 2 : Project Design

The designing of user interface will be done at this stage. All the information
gathered will be manipulated to come out with the appropriate design of database,
interface and output of the system. At this stage, the user requirements as well as the
requirement definitions are very important. It is to ensure that the system will be

developed according to its requirements and equipped with the suitable and desired



outcome. To fulfill the requirements, the forms and other information gathered will

be the guide for designing the database, interface and planned output.

3.2.3 Stage 3 : Project Development

The design of the new system will be constructed into the real interface with the real
database at this stage. The functions and logics will be coded, the database will be
created and both will be integrated into user interfaces. There will be two interfaces;
one for the schools and the other is for the PPD but both will be interconnected and
uses the same database. It will be a web-based system. The interfaces are developed

using Macromedia Dreamweaver and to support the large database, MySQL is used.

3.2.4 Stage 4 : Project Testing

The system will not need to be fully developed to be tested but the project testing can
be carried out even before the construction of the system is completed. Project
development stage and project testing will run concurrently after the development of

the system is started. This is to ensure that every functionality meets the expectation.

3.2.5 Stage 5 : Final Deliverable

The final stage of the system development is to document every task, activity and
description of the final product into a report. The final product will be presented to
the examiners, the dissertation must be submitted to the supervisor, and marks will

be given for the efforts.
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3.3 Tools

The selection of tools depends on the type of project to be executed and it will affect
the presentation of the final product and the documentation. Hence, some
considerations have been made before deciding the tools to be used in order to
develop a working system. The tools are divided into three categories.
1) Development and Construction Hardware
e System:

Microsoft Windows XP

Home Edition

Version 2002

o Computer :
Mobile Intel® Pentium® 4 CPU 2.00 GHz
1.99 GHz
224 MB of RAM

2) Managerial / Documentation Purpose Tools
e Microsoft Words
- This application is used in the preparation of documents such as
weekly reports, preliminary report and dissertation.
e Internet Explorer
- This application is used to search for related documents and

information that are available on the Internet.

3) Module Development and Construction Tools
e Macromedia Dreamweaver
- This software is used to build the interface of the web pages. It can

integrate PHP and SQL languages.

11



MySQL
- This tool is a relational database management system that uses SQL
language to process and manipulate data. MySQL is used for this
project because it supports large database.
PHP
- PHP is an open source server-side scripting language for creating
web pages. PHP is used because it supports a large number of

databases , particularly MySQL.

12



CHAPTER 4

RESULTS AND DISCUSSION

4.1 INTRODUCTION

The results and discussion of this work are mostly based on the interviews that have
been conducted. Five respondents were interviewed; Headmaster, Guru Penolong
Kanan (GPK) and teachers. The questions were mostly on their opinion about the
current system and the flow of the whole process. The interviews were conducted
with the school personnel because they are involved in the most part of the process
including filling in the Laporan Penilaian Prestasi Pegawai Kumpulan

Perkhidmatan Sokongan (1) form.

4.2 FINDINGS

4.2.1 Current System Process Flow

The process begins with observations. Since the appraisal is done once a year, the
Headmaster and Guru Penolong Kanan (GPK) have one year to observe the
performance of the teachers in the school. Usually, the appraisal is carried out in
October. The observation may start from the beginning of the school year which is
January and ended in the month of the appraisal itself. The school Headmaster is the
Pegawai Penilai Kedua (PPK) and the Guru Penolong Kanan (GPK) is the Pegawai
Penilai Pertama (PPP). During the observation and evaluation period, the teachers
are evaluated based on their quantity, quality and effectiveness of work, time

punctuality, knowledge and skill in the related field, communication and discipline.

13



Observation and Prepare list of Guru Make another copy of
evaluation Cemerlang form
2
h 4 ' ' ¥
Discussion with the
Buy form from PPD teacher about the Sort forms
result
F 3
\ 4
Go back to school PPK fill in the form Send form back to
PPD
7y
4 ¥
Teachers fill in their PPP fill in the form PPD review
personal information

L

Figure 4.1 : Current system process flow

The observation and evaluation result must be reported in a special form. The form is
called Laporan Penilaian Prestasi Pegawai Kumpulan Perkhidmatan Sokongan (1)
which must be bought from Pejabat Pendidikan Daerah (PPD). The forms must be
brought to school and the teachers must fill in their personal information such as

name, position, grade and activities that they have conducted.

The teachers must return the forms to the GPK as the PPP to fill in the forms. And
then, PPK will need to fill in the forms. A part of the form which is the Bahagian IX
that must be filled in by the PPK in which must be based on the comments from the
PPP. After the form is completed, both the PPP and PPK will need to discuss with

the teachers about their results whether they agree or object the marks given.

Then, based on the results, a list of Guru Cemerlang will be prepared. Guru

Cemerlang or Excellent Performance Teacher is based on the salary increment title

14



given. There are two titles of salary increment; melintang or menegak. The title will
determine the teacher’s salary increment. Teachers with melintang title will also
receive a month bonus and other rewards while teachers with menegak will only
receive a half-of-a-month bonus. However, a teacher can be rewarded with the
melintang title only once. Teachers who have received the melintang title are not
eligible for the title anymore. In a school, only three teachers can receive the title in a

year.

The school must make two copies of the forms. One copy is for the school to keep
and the other is for the PPD. Before the forms are sent to PPD, the forms are sorted.

The forms with an average result below than 90% will not be sent to PPD.

At PPD, the forms and list are reviewed and next actions will be taken such as salary

increment and annual bonus.

4.2.2 Users Feedback
Below are some of the questions asked during the interviews :
1) Isit difficult to fill in the form?
2) How long does it take to fill in a form?
3) What are the steps involved in the appraisal process?
4) If there was an online appraisal system, what is the expectation?

5) Can the online system replace the current system?

From the interviews conducted, two of the interviewees did not agree with the idea
of converting the current manual system into an online system. They are satisfied
with the current system and comfortable with it despite of having to go and return to
PPD to buy and return the forms. After explaining the whole new system, they still
cannot visualize the whole process of it. For them, the change would cause them
more trouble and they are reluctant to change. While the two of the interviewees did

not agree, the other three respondents were not sure how the new system will be

15



beneficial to them. They too were having the problem of visualizing the whole
process of the new system. They did not even have any expectation of the new

system.,

One of the interviewees expressed his concern about the security of information. The
interviewee had doubt on how the system would secure the information as the
performance appraisal report is private and confidential. When the authentication
process of the system was explained, the interviewee disagreed with the process. The
interviewee thought that it is impossible to provide an ID and password for each PPP
and PPK. Some of the interviewees even expressed their fear of their machine
getting infected with virus because of the online system. To their belief, a system

which 1s connected to Internet is not secured and will cause the machine to corrupt.

From the feedback, a conclusion can be made; they were thinking that way because
they were lack of computer knowledge and they were reluctant to change because

they were afraid to overcome their illiteracy on that area of knowledge.

4.3 DISCUSSIONS

4.3.1 Teacher’s Performance System in Other Countries

Despite the negative responses from the interviewees, research has shown that
teacher’s performance appraisal should evolve along with the rapidly evolving
technology era. Other countries such Canada and some states in United States of
America have already imple.mented online appraisal system for teachers. This shows
that there is a need for converting the traditional to modern way of reporting
appraisal. There even some firms that offer the services for managing the online
appraisal system such as EduSolve, Teacher Evaluation Software Assistant (TESA)
and Principal’s Toolkit, a product of Catholic Principal’s Council of Ontario. Every

developer has agreed that the online system can extend the simplicity of appraisal

16



process and at the same time provides accuracy and reduces the cost and time

allocated for the process.

4.3.2 Work Simplification

In any industry, 90% of business information is still paper-based. From this amount,
15% to 20% is misplaced and 30% of the workdays are spent looking for the
documents whereas digitally stored documents can help by simplifying much of the
work. Most importantly, tasks of searching and retricving the information are made
easy and it even allows the information to be integrated with other application and
documents. [7] This will help to enhance the productivity of both administrator and

evaluators.

4.3.3 Security

In term of security, there is no doubt that an online system could be a threat to the
school and PPD network. But, this problem can be eradicated with security system.
The administrators from both sides must take actions to stop the viruses, worm and
other kind of threats from attacking the network. Furthermore, the administrators
should take precautions to prevent the network from being intruded by hacker

activities.

4.3.4 Authentication

An online system can be secured from unauthorized access by equipping the system
with authentication feature. Usually, such online system obligates the users to create
own user ID and each ID must have own password. This method is very common for

online system available in the Internet.

43.5 Cost

Every PPD has its own website and this surely prove that they do not have to worry
about implementing the online appraisal system. The online teacher performance
appraisal only needs the loading in the server and they already have IT support unit

to maintain the existing IT facilities and the appraisal system itself, in the future.

17



Both PPD administrator and school administrator will benefit from the system. The

school administrator would not have to go to PPD to buy and return the forms. Much

time can be saved.

18
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45 STORYBOARD

4.5.1 Login page

Sila daftar disini

Nama Pengguna

Kata Laluan

[ Hantar ] [ Kosongkan }

This is the login page. Users who are the PPP, PPK and administrators at the PPD
will need to enter their User ID and password to access the form and data.

20



4.5.2 Profile page for Pegawai Penilai Pertama (PPP) and Pegawai Penilai
Kedua (PPK}

Profail pengguna

Status : PPP/PPK

Nama

Sekolah

[ Sahkan ] [ Keluar J

After the user logged in, the system will display the user’s profile whether the user is
Pegawai Penilai Pertama (PPP) or Pegawai Penilai Kedua (PPK). Name and the
school where the user is from will be displayed as well. The user will need to
confirm the information. If the information displayed is correct, the user will need to
click the ‘Sahkarn® button to access the data and form. But, if the information is
incorrect, the user will need to click on the ‘Kelugr’ button and clarify with

administrator at the PPD.

21



4.5.3 Search page

Cari Borang Rumusan Laporan Log Keluar

Cari

Tahun :

This is the search page for Administrator, PPP and PPK. For PPP and PPK, the
search must be based on the year, teacher name, grade and salary increment title,
Users must enter the year in the ‘Tahun’ field while teacher name, grade and salary

increment title in the ‘Cari’ field.

22



4.5.4 Search result page

Cari Borang Rumusan Laporan Log Keluar
Rumusan
Tahun Nama Gred | Markah| Kenaikan Gaji

This is the search result page. It will display the result for search done.

23




4.5.5 Appraisal Form page 1

| Cari Borang Rumusan Laporan Log Keluar
Maklumatpegawal yang diniiai

Bahagian1

Nama A
Jawatan :
Gred

Bahaglan 2 : Penghasilan kerja

Kriteria PPP PPK

1) Kuantiti hasil kerja

2) Kualiti hasil kerja

3) Ketepatan masa

4) Keberkesanan hasil kerja

Jumlah ] [
Bahagian 3: Pengetahuan dan Kemahiran
Kriteria PPP PPK
1) Ilmu pengetahuan dan .....
2) Pelaksanaan dasar,......
3) Keberkasanan komunikasi
Jumlah ] 1

*explanation is shown next page
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),

2)

3)

4)

In this form, the PPP or PPK will need to select the teacher whom to be
evaluated from the drop-down list. The list of teacher’s naine in the drop-down
list will be displayed according to the school name.

If the user is PPP, the text boxes for PPK will be disabled to avoid the user
from filling in the wrong text boxes.

The total will be calculated automatically by the system and will be displayed
in the ‘Jumlah’ boxes.

User will then need to click on the ‘Seterusnya’ button to go to the next part of

the form. The ‘Kosongkan® button is used to clear the form.

25



4.5.6 Appraisal Form page 2

Cari - Borang Rumusan Laporan Log Keluar

Maklumat pegawai yany dinilai

Nama
Jawatan
Gred

Bahagian 4: Kualiti Peribadi

Kriteria PPP PPK

1) Kebolehan mengelola

2) Disiplin

3) Proaktif dan inovatif

4) Jalinan hubungan dan ...

Jumlah 1] [

PPP PPK

Peringkat Komuniti/Jabatan/Daerah/
Negeri/Negara/Antarabangsa [ ]
Jumlah 1 1
[ Kembali J [ Hantar ] [ Kosongkan

*explanation is shown next page
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D

2)

3)

4)

The user will not have to select the information of the teacher whom to be
evaluated in this form. The information will be passed from the previous
page.

If the user is PPP, the text boxes for PPK will be disabled to avoid the user
from filling in the wrong text boxes.

The total will be calculated automatically by the system and will be displayed
in the ‘Jumlah’ boxes.

User will then need to click on the ‘Seterusnya’ button to go to the next part
of the form. The ‘Kosongkan® button is to clear the form. To go back to the

previous page, the user will need to click on the ‘Kembali’ button.
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4.5.7 Appraisal Form page 3

Cari Borang Rumusan Laporan Log Keluar

Maklumat pegawai yang dinilai

Nama
Jawatan :
Gred

Bahagian 5: Jumlah markah keseluruhan
PPP PPK Purata

Markah
keseluruhan

(warning message will be displayed here if Purata is less than 80%%)
Bahagian 6 : Ulasan keseluruhan dan pengesahan (PPP)
Tempoh PYD bertugas di bawah penilaian : L tahun L] bulan

Prestasi keseluruhan

Kemajuan kerjaya

Bahagian 6 : Ulasan keseturuhan dan pengesahan (PPK)

Tempoh PYD bertugas di bawah penilaian : [ tahun - bulan
Ulasan
Kenaikan gaji o Melintang o Menegak

[ Kembali ] [ Hantar J [ Kosongkan ]

*explanation is shown next page
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1)

2)

3)

4)

3)

The user will not have to select the information of the teacher whom to be
evaluated in this form. The information will be carried from the previous
page.

If the user is PPP, the text boxes for PPK will be disabled to avoid the user
from filling in the wrong text boxes.

The total from Appraisal Form page 1 and Appraisal Form page 2 will be
calculated automatically by the system and will be displayed in the ‘Jumlah’
boxes. The average of the totals will be calculated and displayed in the
‘Purata’ box.

A warning message will be displayed if the marks calculated are below than
80%.

The user will need to click on the ‘Hantar® button to submit the form. The
‘Kosongkan® button is used to clear the form. To go back to the previous

page, the user will need to click on the ‘Kembali® bution.
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4.5.8 Validation page

(warning message will be displayed if the teacher have already
received ‘Melintang’ before the evaluation year)

[ ox ]

This page will be displayed if the evaluated teacher has already received the
‘Melintang’® title for salary increment in the past years. The user will need to click

‘OK’ button to change the salary increment title.
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4.5.9 Summary page

Cari Borang Rumusan Laporan Log Keluar

Sekolah :

Nama guru Gred Markah

This page will be displayed after the forms are completed. It will display the

summary of the reported evaluation for the school.
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CHAPTER 5

CONCLUSION AND RECOMMENDATION

5.1 CONCLUSION

Currently, the performance appraisal process is done manually. GPK and
Headmaster must fill in the Laporan Penilaian Prestasi Pegawai Kumpulan
Perkhidmatan Sokongan (I) form and calculate the marks manually. A lot of time is
spent on unnecessary jobs such as visiting the PPD to buy and return the forms.
Therefore, the ‘Report Management System for Teacher’s Performance Appraisal’ is
developed as the enhancement of the existing manual system. ‘Report Management
System for Teacher’s Performance Appraisal’ is a web-based system. It can be
accessed from anywhere at anytime and it reduces time of overall process of storing
and processing data. The GPK and Headmaster would no longer have to calculate the
marks manually and may miscalculate the figures which will lead to misreporting the
results. It can also allow the administrators at PPD to view the past year teacher’s
performance data much easier. Hence, the system will make the process of

performance appraisal more convenient than the existing process.

The methodology selection plays an important role in making sure that the project is
on track. It helps by making the project more manageable. Besides selection of
methodology, selection of the right tools is very important so that the deliverable can
be well-presented. In conclusion, with the right and proper interpretation of the
system requirements, selection of methodology and tools, this project will be a

SUCCCSS.
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5.2 RECOMMENDATION

Further enhancements that can be made to the system are as follows:

1.

Post-test the system by real users

To ensure that the system developed meets the standard and achieve the
objectives, the system can be tested by the users such as the PPP, PPK and
administrators at the PPD.

Integration of the current database with other database

The system’s database can be integrated with other data such as teacher,
school, and salary data so that the administrators at the PPD would not have
to input the data for the information needed such as teacher’s and school’s

information.

Develop the salary increment decision making function
It will be casier for the administrators at PPD if there is a function that can
help the administrator to decide the amount of increased salary based on the

salary increment titles, menegak or melintang.

33



[1]

[2]

[3]

[4]

[5]

(7]

8]

(9]

REFERENCES

Netsuite’s Online Advantage

(http://www.smallbusinesscomputing.com/biztools/article.php/3405611)

Summative Assessment: Evaluation Process,

(sbo.nn.k12.va.us/tpa/Chapter03a.pdf)

Kurikulum Kursus Tahap Kecekapan 4 (TK4) Bagi Guru Bahasa DG438,
(www.admin.upm.edu.my/acro_files/skim_d/DG48-TK4.pdf)

Penentuan Tugas (Job Specification) Guru Besar

(http://mgbbp.teletre.com/tugas.html)

Robert L. Mathis and John H. Jackson, Human Resource Management (Tenth
Edition) , Thomson South-Western

Human Resource Management Lecture Slides (Tenth  Edition) , Thomson

South-Western

Beth Fisher, Removing The Paper Weight (September,2002),
(http://www.nysscpa.org/cpajournal/2000/0900/dept/d95800a.htm)

William Stallings (Ph.D) and Richard Van Dyke (Ph.D), Business Data
Communications (Fourth Edition, 2001), Prentice Hall.

H.M. Deitel, P.J. Deitel and A.B. Goldberg, Internet and World Wide Web:
How to Program (Third Edition,2004), Prentice Hall.

34



[10] Thomas Connolly and Carolyn Begg, Database Systems: A Practical Approach
to Design, Implementation and Management (Third Edition, 2002), Addison
Wesley.

35



APPENDICES

Appendix I : Gantt Chart

Appendix II : Sample of Laporan Penilaian Prestasi
Pegawai Kumpulan Perkhidmatan
Sokongan (1)

Appendix ITI : Screen Shots of User Interface

36



Appendix I :

Gantt Chart
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Appendix II :

Laporan Penilaian Prestasi

Pegawai Kumpulan Perkhidmatan
Sokongan (1)



PEH INGATAN

' Fegawal Penilai (PP) laltu Pegawm Pemlal Panama (PF’F’} dan Pagawal Pemlai Kedua (PPK) serta:
< Pegawal Yang Dinilai (PYD) hendaklah memben pefhatian kapada perkara—palkara berikut sabeium ;
‘dan semasa membuat penziaian

- PYD hendakiah melengkapkan maklumat. di Bahagl
. borang Sasaran Ker]a Tahinan (SKT) gepart! E’].:ampiran LA pada dwal - tafi

{iy- PYD: hendaklah: melengkapkan Bahagian ]I manakala RP handaklah mal
Banhagian Il hingga’ Batiag

(i) PYD:dan PP-hendakiah meru;uk Pam}uan
Anggota Perkhidmatan AwarrvMalays
anjut semasa menglsa Bor&ng Laporan Peml

: (iv) PP hendaklah menggunaka : 3K

' PP hendaklah memaklumkan kepada PYD Iangkah fangkah menmgkatkan grestasu’ :
: kema;uan kerjaya yang perty dllakukan seba;um menanda‘tangani di- Fuangan
: Bahagian Vi .

..(_V

L




- SanAraIREt keglate
o rsatita pe

:ailsa'n:}l%

tahun yang o

" Nama-lLatthan. -

(Nyatakan sill jika ada)

v Tandatangan PYD: .




aAancmN.’ﬁi - Psﬁh LAN KEHJA (Wa;aran 50%)”‘

Fegawal Panilal dlkehandakl memberlkan pe
berbandin ngan SKT yang: ditatapka

_ardasarkan pancapalan kerja sebenar ?YD
an hendaklah berasaskan kepﬁda pan]elasan-

 KRITERIA
(Diniial berasaskan SKT)

PPK

1. RUANTITI HASIL KERJA

dan sebagainya. berhanding dengan sasaran kuantiti kerja
yang ditetapkan.

Kuantiti hasil kerja sepem jumiah, bilangan, kadar, kekerapan'-

2, : KUALIT] HASIL KERJA -
' 21 Dinilai dari. segi kesempurnaan, teratur-dan kemas.

2.2, Dinilai deri segi usahd dan Tristatit untuk mencapas
kesempumaan hasil kerja :

3. KETEPATAN MASA

Kebolghan menghasilkan kerja atau melaksanakan tugas
dalam tempoh. masa yang: ditetapkan.

4. _KEBEHKESANAN HASIL KERJA

" Dinllai darl segi memenuhi ketigndak ‘stake-holder'-atau
pelanggan

Jumlah markah .mehgikut wajaran

X 50 =
50

KRITERIA

1. ILMU PENGETAHUAN DAN KEMAHIRAN DALAM | .

~ BIDANG:KERJA'

Mempunyal ilmu penge!ahuan dan kemahlran/kapakaran
daiam menghasilkan kerfa meliputi kebalehan mengenalpastl.
menganalisis serta menyelesaikar. masalah :

2. PELAKSANAAN DASAR, PERATURAN DAN An" HAN
PENTADBlHAN

Kebolehan menghayati'dan melaksanakan dasar, peraturan

dan arahan pentadbiran berkaitan dengan bidang fugasnya. |




| 3. KEBERKESANAN KOMUNIKASI

Kebolehanmenyampaikar maksud, pendapat kefahaman
“'gtay-arahan secara’ |isan dan tulisad Berkaitan.dengan
bidang*iugas merangkumi penguasaan. bahia: Ui
tuligan-dan lisan desgan mar:gguzwakan tatabatizsadan
_persembahan yang- baik: :

Jumlah mﬁrkah menglk wajaran :

 KRITERIA

PPR | EPK.

1. KEBOLEHAN MENGELOLA

‘Kepayaan dah ‘kebclehan menggem Tt :
dafafn kawalannya sopafti: kewangan tenaga manusia,
peratatan dan’ makiumat bagl meranpcang, mengatur,
Cmembahagl dan meny Alik can sesuatu tugas untuk

; mencapa; objektlf organisasi

i -DISIPLIN
Mempunyal daya'kawal dirt dari segr mental dan f:zlka.

o tlermasuk-mematuhl psaturan, menepatl masa,
" mefiunatkan:janji dan- beraifat sabar .

3. .PROAKTIF_DAN INOVATIF

: 'Kaiao!eban"menjangka kemungkinan; menmpta- dan
mérngeluarkan-jdea baru senamembuat pembahgruan:
* pagirmempertingkatkan. kualm d roduktiviti orgamsaS|

4, JALINAN HUBUNGAN DAN KER

K@ olehan neg datam mewujudkan suasana
kerjasamd yan y
menyesualkan diri dalam semua keadaan

foni dan mesra serta baish

:{!uml'ah“ mamkﬁh menglkut,ﬁwajamn




_Peringkat Komuniti/Jabatan/Daerah/
_Nege'tilNagaralAntarabaﬁgsa

_ MARKAH.PURATA (%)’
otk dhisi el Urus Setlg
PPEM)

- Tempoh PYD: bertugas ‘di ba

;éenama- hends




japrestasl pagawal iri-telat dinm

Namd -PPP .

Jawatan

Kemeniarian/Jabatan

Neo. K.P. :

. “Tandatarigan: PP .

Nama PPK :

- Jawatan

Kementérianuabatan :

. TandatanganF‘FK -




: PE‘.FIINGATAN

Pegawai Yangvginzfl_
‘f kepada. perkara-per

n Pegawar Penllai Pertam& (F’?P : kfaﬁ meminen pematxan
it Sebelum dan samasa melengkapkan boraﬁg it .

{|) PYD dan PPP. handaklah berbincang beréama dajam me
NUTGENKEA 1andatangan ds ruangan yang:_ditetap

Bahagian !

L (i) SKTyang ditetapkan hendaklah mengandungl sekurang-kurangnya satu petunguk prestasl
sama ada kuantm kualiti, masa atau kos'bergamung kepada kesssuaian sesuatu aktivitipr

(.%Ii) SKT yang talah ditetapkan\pada awal ‘tahun handak!ahdtkap semula i pertengahan:
tahun, - SKF= yang diguglrkan - atgir ditambah h [ lah dica:atkan di ruangan"
Bahaglan i B

&)

“v)- PYD dari PPP hendakiah ‘smbuat Japoran dan ulasarikeselurihan’ paﬁcapaian SKT p' 'da
akhnr tahun.serta menufunken tandatangan di ruangan yarig 'd|tetapkan di-Bahagian, Il

) s:la ru;u Panduan Penyedlaan Sasaran Ker}a Ta ur ":(SKT) untuk memdapat keterangarz

Hingka_s__an-Aktivi;i_/Projek :
- {Senaraikan 4l vititprojek} .-

Tandatangan PYD




bsm.m'ang dengan PPP)

8l ngkasan AktmtllPrnjek | . Petunjuk Prestasi
. - {Saenaraikan akhwlilprmek} e (Kuantiti/KuamI/Masa/Kos)

2. Akiivliile;e :
APYD henda

e - o AktivitiiProjek,

BAHAGIAN, 1l

ST ) Lapqraﬁlula_san=Q_|gh"l?‘(i!;v):..‘

" Tarlkh -




meribe perilaian
0song).Jiké

PPP_ PPK

Peringkat KomunitifJabatan/Dasgrat/
Negeri/Negara/Antarabangsa.

Jumlah markah mengikut wajaran

Fi

JUMLAH MARKAH RESELURUHAN. -

BAHAGIAN V=

- Pegawal ’F_"e,a'tliai“ o
dafam: berituk:peratis (%) |

.| - MARKAH PURATA (%)
FPP (%) . PPK (%) (unuk d’!&;ﬂ;f;ﬂlﬂ Urg.s Sefig

MARKAH —
| KESELURUHAN"




SKALA ASPEK PENG

_SKALA PENILAIAN PRESTASI

TAHAP | SKALA| PENJELASAN
L =10 . | Hasil katja sentiasa melabihiiahap ik imumyang telah ditentukan
1'Sangal Tinggif— =
: Hasil kerja sentlasa menemui tabag: maicsmum yang telah ditentukar
Hasil kerja kerapkali menemdi tahap maksimum yang teia'h'}' v
=8 ditentukan PR
Tingal S :
7 Hasti kerja kadangkala manamu[ tahap makslmum yang telah.y, -
. ditentukan . .
6 | Hasil kerja'sentiasa melebihl fahap minimum yang telah ditemuk'a'n" 3
Sederhana s
5 Hasul ker;a kadangkala melablhl tahap miiimum yang telah
ditentukan
4 Hasil kerja kerépkali menamuitahap minimumyang telah ditentu'ka'n' o
Hendah -
3 Hasil kerja, kadangkala menamui tahap minimum yang telah
ditentukah ;
2 Hasil kerja kerapkalidibawah tahap minimum yang telah ditentukan |
Sangat Rendah e - o it i
- 1 Hasil kerja sentiasa di bawah tahap minimum yang telah-ditentukan

SKALA ASPEK PENGET

M. BAN. KEMAHIRAN: . .

TAHAP | SKALA PENJELASAN
. o i 3Mempunya| pengetahuan dan kemahlran yang sangat luas dan mandalam
~I*Gangat Tingal
T — Mempunyai pengetaﬁuan dan kamahl nyaEng luas dalam bldangtugasnya
ingg! el seria kerapkalj menjadl shmber iy alamﬁuar organisast
B -
Sederhana - Mempunyai pengetahuan dan kemahzran yang mencukupl dalam-. u:ja g. :

tugasnya




| RENJELASAN -

TAHAP | SKALA

4 Kurang mempunyai: pengetahuan dan kemahlran yang -asas dalam
Rendah bidang tugasnya dan’ par&u diberi blmbmgan oleh pegawa] atasannya

Sang;a:i ﬁendah Tidak mempunyai pengetahuan dan kemaharan asas dalarn bidang

tugasnya dan msmerlukan tunjuk ajar

SKALA ASPEK KUALITI PERIBADI -

TAHAP | SKALA| . PENJELA;-SAN
Cemerlang Sentlasa menghayati dan melaksanakan cirl-ciri kualm peribadi dengan
% ‘ cemerlang
Baik - Menghayati dan melaksanakan ciri-ciri kualit petibadi dengan baik
B ST
Sederhana - Menghayati dan melaksanakan cirf-ciri Kualiti peribadi dengan mamuaskan
5 e
Lemah Kurang menghayati dan melaksanakan:ciri-giri. kualith peribadi
3 o S
'|'sangat Lemah Tidak menghdyati dan‘melaksanakan ciri-cirkualiti peribad|
Al . I

SKALA ASPEK KEGIA' JMBANGAN. DI
Lama tahap panghbatan Ial
tanpa menglra ‘peringk

dengan méi gunakan _ka

anE ~Tahap Sangat Akt Axdif Sederhana Aklif | Kurang Akt Tidak Aktif

3 | 2 | 1

" Skala 10 9 8 7 6 5




Appendix I1I :

Screen Shots of User Interface



Login page

%ﬁ"h'poran'mmﬂ;m Ao Broemat
e £t Wew avgatit Groups Favories Fpeds Tooks Windows He B

RETVRE PR I R S IRE L =R

o 5 bipeocabosibenkanfoon barush - o _ .

atiar inasnb B

A5 L [T S

Profile confirmation page

lﬁ "thoran Penilatan Prastasi - Avamt Browser

| e 2 fou Gavoon G Pgestes Reeds Tk indows tep
ek s e T AR ey o B L0,
mmgl L .Iul.n.". o . .. -;Jso.-.

; Hearth!

TETED 0% o




Appraisal form (1)

{@_ Laporan Penfialen Prestasi - Avant Browsar
s Ho EdL Wew Nowgaton Groues F;'mm Took Wadows Hop
Sewk | L 2R ewel B B

1 airess; @bt focabstfoetubanfform Formia ko N

L S Petmfomen

Sile pilily nama guru

Appraisal form (2)

5 Vaparén Perlltod Prosiar) - Avant Browsar ) ' ' ‘ IQ@E
| Be ERt Yew Nevigsion Groups Fgwortss Fosds Tk Mindows Hep S ot EENER

B T - - - B A, R 100% « o (5 ook . N -

I; 4 Back =
o R
" Search

atudkan,Form Sormib.nd pek.phpmne PPKtibealic bbusername=Lzly




Appraisal form ( 2 ) ( cont’d

103, Loporan Peleian Provtodi - Avou Browsor
B ER Yew Novgson Groups Fwdns Foeds Tok Wndows b
T X el e ‘

Formibani.pok ik




Appraisal form (3 )

é{ﬁuhwian'. nitatan Prastast - Avant Brawsar
7% pock -

R AL ge 3L -8 :

Appraisal form { 3) { cont’d

I3 Laporan Posilstan Prastasi - Avom Drowser

" Hlo Edt Yow: Nevgdtkn Goups Favorkes Femds Took Windows Hep

GilEake i e e Ae ) e 30

i Agdress: g]w::mnmum\Fm.mm.mw ' N ' ’ i B ’ : T
| o L e O TE




Appraisal form (3 ) ( cont’d )

Eﬂ Lapnran?aﬁihﬂ;nPium-Ai;rﬁMmm o
< He B Yow Neigaton Grogs Favrkes Fesds Took fodows bl

ok« o FaReie s me O
" aghiess: 5 e ocahst fbeberyformfom i pok st o

€ ton v Gors Fartoe ek Tk Wk fob
r‘rf}("“'-;' y L D. ; e
ockih farm3.nt ppkphe ) _ e




Appz_'ai al form (4) ( cont’d )

Virdows Help

i

i e O o

i Dendaklabe meeberi ulacan kegeluetun o i P,

lurisiian

ppraisal form (4 ) (cont’d)

g I nparan Punfislon Prastasi - Avail Briwset’
FeR-H-L o e 30

denForm Form.nlpokogbp

i . e

- R

it beri wl 1l Turutian prestasi # lien
Taporon PP

® Mnlintarg

ik

L e SEE T el et '_'.T'_'j.ff.'.




Search page

.mmmmwmmmmm_ .
uﬂadl-- ".}c.:a.;-: B Y0 f:, - 5. “Alm-mgm- N =

}@'hwmn'l’;nihla'nﬁé:iﬂ Avamt Browser h R - : R T_:]@ﬁ

I!I '&'hﬁ_ B b —— Pr% Eenddch '. e "

Search result page

F3 Laporan Pontiatan Prosiost - AvoniBrewses E N I |
“Ho Bk yow Newatn Goups Fovrkes Foeds Tk Wdow e - -] :
e v N I V- = vﬁ"if'amw.vn@@]m New = :
bttt 0 s e

carian




Summa age

TR Laporan Pentlatar Bresta - Avait rowser

RIS RS P TS

Logout page

lﬁ Laporai Panittan Prestaif - Avant Browsar

B ek ow tiovguton Grops Favrnes Fasds Tiok Wi 1o R
ke L T eXemne ) o @e B - B A s e w0 Bioek  tews B
| Agtress. Ehrilocsbostioenkanliost sho S ; : : e

rbaAr,

Ao ki i AGHUIGLITNES feining.







