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,[I).i{,g‘%EDURE SPMS: PERFORMANCE REVIEW AND EVALUATION
The process starts with the preparation of IPCR by individual personnel immediately on
SCOPE the first week of the following month after every semester (July and January) and ends
when accomplished SPMS Forms are submitted to Central Office
PURPOSE To set guidelines in conducting performance review and validation
PROCESS DESCRIPTION
INPUT PROCESS OuUTPUT
IPCR / DPCR / OPCR
Targets- Monthly Signed / approved
DPCR Monitoring Form Performance Review SPMS Forms and
Individual ) and Validation Bepars
Employee Co, RO,
— Individual
Employees
DESCRIPTIVE STATEMENT:

This process outlines the conduct of performance review and validation by concerned employees for

submission to Central office.

Sl\t]ep A PROCESS/ACTIVITY Details References
0. Personnel
IPCR
1 | Individual Preparation and e Prepare and consolidate | ¢ Committed
Personnel submission of Accomplished Monthly success
Consolidated with DPCR Forms indicators
average rating of e Average the rating (targets)
actual gained for same outputs reflected in
accomplishments for for the past six the IPCR
the period being rated months/semester e Monthly DPCR
e Accomplish IPCR Forms | e Standard
in accordance with the Success
guidelines Indicators
e Submit to supervisor for IPCR Forms
review/validation CSC Circular
2 Supervisor (RD, Conduct Performance | ¢ Evaluate / validate actual | ¢ Committed
ARD, PD, CD) Review and Validation accomplishments per success
committed success indicators
indicator  using  the (targets)
accomplished  Monthly reflected in
DPCR Form of the the IPCR
concerned personnel e Monthly DPCR
e If all entries are correct,
personnel and supervisor
sign the IPCR
3 bC/PD/CD Consolidate and e Gather all accomplished
submit IPCR of subordinates
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SNtﬁf’ le:fs";’r‘fl‘ll;ie PROCESS/ACTIVITY Details References
Section
4 Personnel Section | Receipt and Review of Check submitted IPCR as | Transmittal
staff [PCR Forms against list in the
transmittal.
Check if submitted IPCR
conforms with the CSC
guidelines.
5 | ARD Review of IPCR Review IPCRs submitted
and rated by
DCs/PDs/CDs
If found in order, affix
initial, else return to
HRMO with instructions
Forward to RD
6 |RD Review AND Approval Refview and approve
of SPMS Reports SPMS if in order
Forward to HRMO
6 | Personnel Section Submission of Scan approved SPMS
approved SPMS Forms forms
Submit SPMS Report and
scanned copy to HRMD,
co
DPCR
7 | Division Chief / Actual Accomplish DPCR form | Accomplishment
Provincial/City Accomplishments and in accordance with the reports
Directors DPCR Rating guidelines
8 ARD Review and Check accomplished
recommend approval DPCRs affix initials if in
order
9 RD Review and approval Review accomplished
DPCRs
Affix signature if in order
Forward to HRMO, copy
furnish Planning Officer
10 | Planning Officer Consolidation of DPCR Compile all DPCRs
submitted
Reproduce copy  of
approved DPCR
Submit original copy to
HRMO
11 Planning Officer/ Preparation and Submit accomplished
Regional Director submission of OPCR OPCR with appropriate

transmittal letter to
Planning Service




Repubilic of the Philippines ' Document Code

DILG - REGION 12 (SOCCSKSARGEN) QP-R12-FAD-14
QUALITY
PROCEDURE (QP)

Legal References:
e Circular No. 2014-03
e Circular No. 2017-02

CATHERINE A. MACION DENN . SUCDL LAILYN m, CESE REYNALDO M. BUNGUBUNG, CESO IV
/ Process Owner Depu QMy Regional QMR '(op Ma@geﬁnent
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QUALITY
OBJECTIVE (QO)

| Frequency of

OFFICI: FINANCE & ADMINISTRATIVE DIVISION - PERSONNEL SECTION
\
\ g:fr':‘[é'w PROCEDURE SPMS: PERFORMANCE REVIEW AND EVALUATION
Key Performance Indlcators (KPIs]
‘ Function Objective Target [ Indicator/Formula
j i 3 (if applicable)
— | - : e R
|« SPMS Pel fonn.mte And | ® SPMS reviewed Total No. of SPMS reviewed within 7
Review, Evaluation And | within 7 days from 100% | days from receipt
Validation receipt =000 | | meeeeeeemeeeeecececeeeccceeeeeeas X100

repared by

1 ANN R. TRASPE . DE ). SUCOL

f____ i ~__Process Owner R Yy QMR T leny Mcmabmu.

DILG X1l QMS

CONTROLLED COPY

Mnnthly and

‘] Monitoring Resul
I
| Semestral

-

LAILYN A% CESOV

nt Representative LQ'VIR)

ts

T

QO0-QP-R12-FAD-14

01 | 070119 | 1of1

| Responsible for ' Applicable Documents

Monitoring (e.g. Tracker,
Monitoring Log Sheet,
'L e e Report Mem()‘ eq:)
e Personnel . Mumtmmg Log
| Officer | Sheet

Approved b

g W\
]OSEP_HINE CABRIDU IEYSA CF.SQV )

T
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EVALUATION (QME)

PROCESS QUALITY MONITORING AND

’_OPFICE ’ : FH\:\\I( E & ADMINISTRATIVE DIVISION - PE RHON\H SE (,II()N
' PROCEDURE TlTl.E SPMS PERFORMAEC[‘ REVIEW AND EVALUATION

. OBJECTIVE STATEMENT 1. 100% SPMS reviewed within 7 days from receipt

' CURRENT PERIOD

INDICATORS

| Objective 1: 100% SPMS reviewed within 7 days from receipt
A | Total No. of accomplished SPMS forms received consolidated
{ |_within 7 days from receipt - _ |

|
B | Total No. of dnLUlnp[thdSI’M\lewlwd |

lc | | Formula: A x 100
} ‘ I B - s :
D | Gap Analysis: (In case the objective is not met, put your analysis
why it is not met)

Target Result : 100%

I Note: For unmet targets, concerned QMS Secretariat shall initiate correction and corrective action usmp, the Corrective Action Report (CAR) and attach it to this form.

| iLG xn ams

RAERIOR 1o

W
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MAR

APR

Process Owner

MAY

JUN juL |

Deputy QMR

AUG

SEP

| Document Code |
QME-QP-R12-FAD-14
i No. : j- Paga l

o |

070119 | 1of 2

OCT | NOV | DEC | TOTAL |
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“DILG:) PROCESS QUALITY MONITORING AND LheNo. KD e
$ | 070119 | ;D! 2 |

twws’/ EVALUATION (QME)

Reviewed by Approved by:

Prepared by:

| “
i WAN}!B, RASPE | DEN . SUCOL f LAILYN A, W,QESOV , e | JOSEPHINE CABRIDO-LEYSA, CESO
' Process Owner t y QMR | Quality Management | t'[)l'_t‘.‘igllléllivcﬁ(QMRJWT Regional Director
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SPMS: PERFORMANCE REVIEW AND EVALUATION I S S v

Process Summary Logsheet (PSL)
QUALITY OBJECTIVE: 1.100% SPMS reviewed within 7 days from receipt
FREQUENCY OF MONITORING: Monthly

COVERED PERIOD:
Due Date of Submission:

i - OBJECTIVENO. 1RESULTS
| No. | SPMS Form s Date No. of Days i ‘ﬁ—j
- | DaweReceived | congolidated | (Target=7 WD) met B MO (Wi
[ 1 '
| l e % T e—— W
|
s - 1 I D R
| | |
RO | S = WO el A ] ___*,71 S B _ .
i
o -_l-’l'llrl‘st‘:};@_WIlL‘lf ______ 1 B _'_'Qgputjg QMR - o :l

Prepared by:

MR- RASPE |

1
1 1 e LAILYN WZ, CESOV
Process Owner | Quality Managemen chl'es_e_nt_jd_tivv_LQMllf _
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506

Tel/Fax Nos.: (083)228-6660  (083)228-1421 » Email: dilg_ro12@yahoo.com e Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 » LGCDD (083)877 2971

Document Code

FM-SP-R12-03A-01

10.01.17

Division: FINANCE AND ADMINISTRATIVE DIVISION (PERSONNEL SECTION)
MASTER LIST OF INTERNAL DOCUMENTS

REVISION
CODE DOCUMENT TITLE
in dt o0 | o1 [ o2 [ 03 [ o4 [ o5
SPMS: PERFORMANCE REVIEW AND EVALUATION
QP-R0O12-FAD-14 Quality Procedure: SPMS Performance Review and Evaluation 10.01.17
Q0-QP-R12-FAD-14 Quality Objective: SPMS Performance Review and Evaluation 10.01.17
™ o s 5

QME-QP-R12-FAD-14 Quality ’Momtormg and Evaluation: SPMS Performance Review and 10.01.17

Evaluation
FM-QP-R12-FAD-14-01 |Process Summary Logsheet: SPMS Performance Review and Evaluation 10.01.17
EM-SP-R12-03A-01 Master FlSt of Internal Documents: SPMS Performance Review and 10.01.17

Evaluation
FM-SP-R12-03B-01 Master 'Llst of External Documents: SPMS Performance Review and 10.01.17

Evaluation
EM-SP-R12-03C-01 Mas.ter List of Retalr?ed Documented Information: SPMS Performance 10.01.17

Review and Evaluation
FM-SP-R12-02-01A Risk Registry (Objective): SPMS Performance Review and Evaluation 10.01.17
FM-SP-R12-02-01B Risk Registry (Process): SPMS Performance Review and Evaluation 10.01.17

Prepared by: Noted by:

cATH

ERINE A. MACION
Regional Document Controller

D{puty QMR
L
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 « Email: dilg_ro12@yahoo.com s Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 » FINANCE (083) 228-7959  LGMED (083) 877-2969  LGCDD (083)877 2971

Document Code

-SP

03B

10.01.17

01

Division: FINANCE AND ADMINISTRATIVE DIVISION (PERSONNEL SECTION)

MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
E
DOCUMENT COD DOCUMENT TITLE 00 rr o1 r 02 r 03 r 04 Jr 05
SPMS: PERFORMANCE REVIEW AND EVALUATION
. Guidelines in the Establishment and Implementation of Department's
e Strategic Performance Management System (SPMS) i
Enhanced Guidelines in the Establishment and Implementation of
i . -02 2017
Gty Ko, 20078 Department's Strategic Performance Management System (SPMS) gt
Strategic Performance Management System (SPMS) Forms 2015 R

CATHERINE A. MACION

Regional‘Document Controller

DENNIS 'K, SUCOL
Dbputy/QMR
| -
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Do clinient Cotle

REGION XII FM-SP-R12-03C-01

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 ¢ (083)228-1421 ¢ Email: dilg_ ro12@yahoo.com « Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

10.01.17

Division: FINANCE AND ADMINISTRATIVE DIVISION (PERSONNEL SECTION)

MASTER LIST OF RETAINED DOCUMENTED INFORMATION

FILING SYSTEM RETENTION PERIOD
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN |  LOCATION B N E— —— ———
SPMS: PERFORMANCE REVIEW AND EVALUATION
QMS SHELF SPMS|  STRATEGIC
STRATEGIC PERFORMANCE FOLDER/ | PERFORMANCE
MANAGEMENT SYSTEM P%‘;SF?SSIEL COMPUTER AND lgé‘ggg 3YEARS | 3 YEARS | 6 YEARS SHI;?_)I?SIS i
FORMS DESKTOP SPMS | MANAGEMENT
FOLDER  |SYSTEM FOLDER
QMSF%PI{%IEEPM S| STRATEGIC
PROCESS SUMMARY | PERSONNEL PERFORMANC | RATING SHREDDING/
FM-QP-R12-FAD-32-01 ar=sie oFFICER | COMPUTER | o N | pemion | 3 YEARS | 3YEARS | 6YEARs [SPRPD0
DESKTOP SPMS | ovorEM FOLDER
FOLDER
QMSF%}I{E:EEP MS| strATEGIC
CONSOLIDATION OF | PERSONNEL PERFORMANC | RATING SHREDDING/
IPCR/DPCR oFficER | COMPUTER 1/ NAGEMENT | pERIOD | 2YEARS | 3YEARS | SYEARS [0 iop
DESKTOP SPMS
oLpen | SYSTEM FOLDER
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGION XII

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506

Tel/Fax Nos.: (083)228-6660 « (083)228-1421 « Email: dilg_ro12@yahoo.com  Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 » FINANCE (083) 228-7959 « LGMED (083) 877-2969 ¢ LGCDD (083)877 2971

CATHERINE A. MACION

Document Code

FM-SP-R12-03C-01

10.01.17
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

) ) REGION XII . ] FM-SP-R12-02-01A
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 REVING T D3t L bage
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 « Email: dilg_ro12@yahoo.com » Website: region12.dilg.gov.ph | e . ; il e
ADMIN (083) 228-7960 » FINANCE (083) 228-7959 » LGMED (083) 877-2969 » LGCDD (083)877 2971 ==
RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: FINANCE AND ADMINISTRATIVE DIVISION - PERSONNEL SECTION
PROCEDURE: SPMS: PERFORMANCE REVIEW AND EVALUATION
] S:ég:’?gb EXISTING RISK ASSESSMENT RISK CONTROL PLAN
RELEVANT ACTION
OBJECTIVE PARTIES (referto | POTENTIALRISK | RISK TRIGGER SRR LK RISK LEVEL LAEL RPN (Risk | PLAN (if risk
ISSUE(S) 3 (Positive or Negative) | CONTROL | IMPACT | uKELIHOOD | DETECTION | RATING S, NS CONTROL el . RESPONSIBLE TIMELINE | RESOURCE
IP Matrix for (L M, H) Priority No.) | ratingis
; MEASURE ACTION P
Requirements) significant)
Enforcem
ent of CSC
o Accomplished issi rules
plsh delayed DILG XII Nomsibmissiondf {00 2ved subrfnssmn Non-compliance to the | constant 2nd
SPMS forms recieved « of accomplished ; p through Personnel
c Hidated withia submission of | personnel, DILG {SPMS ReportS to SPMS forms b Rules and Regulations |{reminders to 5 1 20 S Control 1 ; offi Quarter NA
QNSOUEALE WI_ ! SPMS report co Central Office Y of CSC and CO all personnel lssuance CEx 2018
7 days from reciept personnel of
Regional
Policy
RISK ASSESSMENT: R/l:':‘sl]l:ﬁ RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme 1-25 oW Not Significant No further action required (Retain risk by in|
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Maderate; 4-Likely; 5-Almost Certain 26-40 Not Significant Alert level but no further action required for n 2
DETECTION  1-Very likely, 2 - Likely; 3 - Low, 4-Re >40 Significant Control (e.g.. Treat/Mitigate Transfer, Terming
Risk Rating = Impact X Likelihood X Detection

Approval:

3

LAILY#Ph. TZ, CESE
Regional QMR

Recommendin

REYNALDO M. BUNGUBUNG, CESO IV

O
DENNIS T.)SUCOL
/ Regional Djréctor

Deputy/QMR
v

IAN JON S. CLEMENTE
Risk Review Committee Head

CATHERINE A. MACION
Process Owner




Republic of the Philippines
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REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 ¢ (083)228-1421 ¢ Email: dilg_ro12@yahoo.com  Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 ¢ LGCDD (083)877 2971

RISK REGISTRY

(B)

PROCESS RISK ASSESSMENT

FM-SP-R12-

Do glE

atel

DIVISION:  FINANCE AND ADMINISTRATIVE DIVISION - PERSONNEL SECTION
PROCEDURE: SPMS: PERFORMANCE REVIEW AND EVALUATIO
PROCESS STEP (Based on R el RISK ASSESSMENT RISK CONTROL PLAN
i NTIAL RISK RISK TRIGGER " EXISTING RISK CONTROL MEASURE i ACTION PLAN
e i EOLE Negative) IMPACT LIKELIHOOD peTeEcTION | RaTiNG | RISKLEVEL] oy RPN (Risk | RISK CONTROL| ;0 1y raringis| RESPONSIBLE | TIMELINE RESOURCE
process steps) (L, M, H) Priority No,} ACTION tenin
significant)
administrative
sanction/s; non
qualification to PBB
unable to identify overlapping of requierements,
the performance gap activities deliverables not
measured Enforceme
nt of CSC
Overlapping of activies; rules Personnel 2nd
no unable to determine None 5 4 1 20 s 1 Control through Officer Quarter NA
understudy/alternate |unable to determine non submission of  [the performance gap issuance of 2018
regional peformance SPMS forms for intervention by Regional
concerned office Policy
delayed submission of {low regional office
late/non- .
Pl . accomplished SPMS |performance on HR
submission/complia 1
forms by requirements
nce of reports to the .
co personnel/operating
unit heads/chief
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3- 1-25 Not Significant No further action required (Retain risk by informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3- 26-40 Not Significant Alert level but no further action required for now 2
DETECTION 1 - Very likely, 2 - Likely; 3 >40 Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection

Prepared by:

L

ERINE A. MACION

DENNI

D
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| Reviewed by:

IANJO MENTE

Recommending Approval:

LAILYN A7ORTIZ, CESE

Approved by:

REYNALDO UNGU G, CESO IV

! Process Owner

Deputy} QMR

Risk Review Committee Head

Regional QMR

Régional Directdr






