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PROCEDURE MONITORING THE IMPLEMENTATION OF THE STRATEGIC PERFORMANCE
TITLE MANAGEMENT SYSTEM (SPMS)
SCOPE This process covers the Monitoring of SPMS implementation which starts from the
submission of Monthly DPCR of individual employees to identifying performance gaps.
To provide standard guidelines to the Department officials and employees (1st & 2nd
PURPOSE levels)in monitoring the implementation of the Strategic Performance Management
System (SPMS).
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Planning
Officer/Personnel  Approved O/D/IPCR Approved Monthly Division
Section Commitments MONITORING THE DPCR Chiefs/PDs/CDs/Program
.| IMPLEMENTATION OF THE Accomplishments  Managers/Cluster Heads
Individual | STRATEGIC PERFORMANCE > Individual
Employee MANAGEMENT SYSTEM (SPMS) Employee
DESCRIPTIVE STATEMENT:

Employees are required to prepare and submit the O/D/IPCR Commitments for approval of the
PDs/CDs/Regional Director which shall be the basis for the performance monitoring of the Division
Chiefs/PDs/CDs/Program Managers/Cluster Heads and of the individual employees.

Step Responsible

No. Parganifel PROCESS/ACTIVITY Details References
1 | Division e Submit Monthly Receipt of Individual e Monthly DPCR
Chiefs/PDs/CDs/Pr DPCR employees Monthly
ogram DPCR.
Managers/Cluster
Heads
2 Assistant Division | e Consolidation of Consolidate the Monthly | e Monthly DPCR
Chiefs/  Program Monthly DPCR DPCRs.
Managers/ Cluster
Heads Submit the consolidated
Monthly DPCR to the
Division
Chiefs/PDs/CDs.
3 | Division e Monitor Monitor performance of | e SPMS
Chiefs/PDs/CDs performance individual employees Monitoring
Monthly DPCR vis-a-vis Matrix
O/D/IPCR performance | e DPCR Monthly
commitments and Monitoring
QPSLs. Form
e QPSLs
If there are
discrepencies in the
Monthly DPCR, returnto | e (Critical
the concerned personnel Incident Form

for correction.

If there are critical
incidents which affect
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sNtff le:fs";‘lf;gie PROCESS/ACTIVITY Details References
the delivery/execution
of commitments, fill-out
the Critical Incident
Form.

4 | Division e Identify If there are performance | ¢ DPCR monthly
Chiefs/PDs/CDs/Pr performance gaps gaps identified, plan and Monitoring
ogram provide Form, -
Managers/Cluster coaching/development b s
blgads interventions. Coaching

Journal,
Coaching
Report Form,
Professional
Development
Plan

5 | Division e Consolidate the Cause the consolidation | e Consolidated
Chiefs/PDs/CDs/Pr personnel approval and filing of Monthly DPCR
ogram performance for SPMS docHineTs.

Managers/Cluster the month
Heads
6 Process Owner e Retain records e Update the Process e Process
Summary Log Sheet. Summary Log
Sheet

e Retain records in

accordance with the
Control of Retained
Documented Information
Procedure and the
Masterlist of Records.

e Control of
Documented
Information
Procedure

e Masterlist of
Records

oy

LAILYN A.%, CESE

CATHERINE A. MACION DENNIS T. SUCOL REYNALD@ M. BUNGUBYNG, CESO IV

Process Owner Deputy QMR Regional QMR / Top Managerglnt
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Respon51ble for

Monitoring (e.g. Tracker,

"« MONITORING THE

IMPLEMENTATION OF THE
STRATEGIC PERFORMANCE
MANAGEMENT SYSTEM

(SPMS)

Prepared by

’— R.T ___RZEPE
DILG X" QMS rocess Owner

CONTROLLED cOPY

Key Performance lndtcators (I(Pls) ‘ Frequency of
Objective Target Indicator/Formula Manitoring
g : Results
~ (if applicable)
SSASED ERGIRER CLSEAAL R
SPMS Monthly DPCR | Total No. of SPMS Monthly DPCR Monitoring | ¢ Monthly
Monitoring Form of 100% | Form of personnel collected on the 10th day
personnel collected on | | of the ensuing month
thei0thdayofthe | 3z ] oecescssmsssmmmmrusmaamnen X100
ensuing month ‘ ' Total No. of personnel

Accomplished SPMS Total No. of Accomplished SPMS Monthly
Monthly DPCR DPCR Monitoring Form of personnel e Semestral
Monitoring Form of | 100% | received and approved on the 10th day of |

personnel is collected the ensuing month

and submitted to || | e e e X100 |
Central Office 5 days
before deadline | ]

oot e

LAILYN A.
Qu’a!lty Mana;,cment

, CESOV
cptcsenmnve [QMR}

e Personnel ¢ Monitoring Log
Officer

| Sheet

| ® SPMS Monitoring
Matrix

| ® DPCR Monthly

Monitoring Form

e Monitoring Log

e Personnel Sheet

Officer

e SPMS Monitoring
Matrix
| » DPCR Monthly
Monitoring Form

Apphcable Documents

Monitoring Log Sheet,
Report, Memo, etc.)

JOSEPHINE CABRIDO-LEYSA, CESO V

|.'l op Management (

]
:
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PROCESS QUALITY MONITORING AND
EVALUATION (QME)

TOFFICE | FINANCE & ADMINISTRATIVE DIVISION - PERSONNELSECTION *‘ N
| PROCEDURETITLE | MONITORING THE IMPLEMENTATION OF SPMS — B L ].
1. 100% of SPMS Monthly DPCR Monitoring Form nfpenonnel | collected on the 10th d.iy of the Lnsumg, month. T
WSB’EET[‘ESTATEMENT | 2. 100% of Accomplished SPMS Monthly DPCR Monitoring Form of personnel is collected and submitted to Central Office 5 days before deadline. l
CURRENT PERIOD ] " o - _ e N 7 ,
R 5 S SRS Sl S 58 { —T T 7T T T 7T S e
INDICATORS | JAN | FEB | MAR APR w MAY { JUN | JUL ‘ AUG | SEP ‘ ocT \ NOV % DEC \ TOTAL |
"Objective 1: 100% of SPMS Monthly / DPCR Monitoring Form of personnel Lollected n the 10th "day of the éﬁ?ﬁﬁmﬁrﬁf T e e
A TotalNo.of SPMScollected | | ,,,i R (S (D N R 4
B | Total No. of personnel USRPSRTAA IS AN SN SN A O TSR S S S S S R
C | pornmle: 8 x 2 ‘ Target Result : 100% i | | | | |
ot N e el e N = T, [WCONEINN DW, (S { B (VU R SN N N—
1 D i Gap Analvm [In case the ob]utwen not met, putyout ma]ysls

‘why it is not met) [ ER N R PSR

LOb ective 2: 100% of Accomplished ¢ SPMS Monthly DPCR Momtohgg Form gfyersonne] is collected and submltted to Central OfﬁceSdays before deadl'mé'
.A Total No.of SPMS collected P A R I T _:[_ B |77 T i
.,,_D?t«"'_'_N‘_’ of personnel " ; U S— -l. - + - I: T S, + } { }

i s

Bl
[T
G0

Formula: A x 100 o

C Target Result : 100%

| B_ 1 AN iy . e . i W— .
D (Jap Ana]yus (ln case the ob]ectlve is not met, put y()ur analysls . * ‘ } J’ I
| whyitisnotmet) | | l i CERR I AT N J .__l_ i

Note: For unmet targcts concerned QMS Secretariat shall initiate correction and corrective action usmg the Corrective Action Repurt (( AR} and attach it to thns form.

“ProcessOwner | DivisionChief/Deputy QMR |

UONTROLLED CG=
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Reviewed by Approved by:

<
M_R. RASPE ‘ _ LAI_LYN_A.%, CESOV 2 L JOSEPHINE CABRIDO-LEYSA, CESO V
Process Owner N | Quality Management Representative’ (QMR) | ~_Regional Director ¥

[piLc xit ams 1

CONTROLLED CUPY
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MONITORING THE IMPLEMENTATION OF SPMS _tnome ke
Process Summary Logsheet (PSL) R

QUALITY OBJECTIVE: 1. 100% of SPMS Monthly DPCR Monitoring Form of personnel collected on the 10th day of the ensuing month.

2. 100% of Accomplished SPMS Monthly DPCR Monitoring Form of personnel is collected and submitted to Central Office 5 days before deadline

FREQUENCY OF MONITORING: Monthly and Semestral
COVERED PERIOD:
Due Date of Submission:

1T OBJECTIVE NO. 1 RESULTS _ ' ~ OBJECTIVE NO. 2 RESULTS
‘. | No. of 1 o
| | SPMS COLLECTED o Date No. of Days ) ) Date s )

PU: [[SERRERLLENTS Dd,“" Review/ |(Target=10{ Met | Unmet RE"MARK‘S' I)aFe Review/ |, R Met Unmet REMARKS,

| Received ; IF UNMET | Received ° | (Target=1 IF UNMET
Approval WD) Approval
A B ' = 0 WD) - -
1
i ! |
l - i :
= | |
TOTAL ; |

DILG Xll aM3S

" ProcessOwner | DepuyQMR |
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MONITORING THE IMPLEMENTATION OF SPMS [ ReviNo.  Ef.Date ]

Process Summary Logsheet (PSL) |

01 [ 070119 [ 20f2

Reviewed by Approved by

Y ANN R. TRASPE ” _ ~ DEN

_Process Owner

Prepared by:

SUCOL i _ LALLYN A/QRNZ,CESOV
Quality Management Rt*prespnmti\(LQMR‘]

!'DILG X1l QMS

CONTROLL&D COPY
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NeED
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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 INTERNAL DOCUMENTS

MONITORING THE IMPLEMENTATION OF SPMS

QP-RO12-FAD-17 Quality Procedure: Monitoring the Implementation of SPMS 10.01.17
QO0-QP-R12-FAD-17 Quality Objective: Monitoring the Implementation of SPMS 10.01.17
QME-QP-R12-FAD-17 gll)llz\illléty Monitoring and Evaluation: Monitoring the Implementation of 10.01.17
FM-QP-R12-FAD-17-01 |Process Summary Logsheet: Monitoring the Implementation of SPMS 10.01.17
EM-SP-R12-03A-01 Is\dpal\sl:[t;r List of Internal Documents: Monitoring the Implementation of 10.01.17
FM-SP-R12-03B-01 Is\/lpa;tser List of External Documents: Monitoring the Implementation of 10.01.17
FM-SP-R12-03C-01 Master List of Retained Documented Information: Monitoring the 10.01.17

Implementation of SPMS

FM-SP-R12-02-01A Risk Registry (Objective): Monitoring the Implementation of SPMS 10.01.17
FM-SP-R12-02-01B Risk Registry (Process): Monitoring the Implementation of SPMS 10.01.17

Prepared by:

ATHERINE A. MACION DENNIS T. YUCOL

Regional Document Controller Dep\uOMR
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10.01.17

Division: FINANCE AND ADMINISTRATIVE DIVISION (PERSONNEL SECTION)

MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
T
DOCUMENT CODE DOCUMENT TITLE 00 r 01 r 02 [r 03 r 04 r 05
MONITORING THE IMPLEMENTATION OF SPMS
, Guidelines in the Establishment and Implementation of Department's
Cheslag No. 200403 Strategic Performance Management System (SPMS) ad
Enhanced Guidelines in the Establishment and Implementation of
’ : y 2017
Sl Department's Strategic Performance Management System (SPMS) o
Strategic Performance Management System (SPMS) Forms 2015
Prepared by:

72—
CATHERINE A. MACION

Regior[al Document Controller

DENNIS T. SYCOL

Dfputy #MR
|\
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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

Division: FINANCE AND ADMINISTRATIVE DIVISION (PERSONNEL SECTION)

MASTER LIST OF RETAINED DOCUMENTED INFORMATION

Document Code

FM-SP-R12-03C-01

FILING SYSTEM RETENTION PERIOD
MENT CODE DOCUMENT TITLE USTODIA ATION DISPOSAL
SO ST N1 LG FOLDER | SCHEME | ACTIVE |STORAGE| TOTAL
MONITORING THE IMPLEMENTATION OF SPMS
Maria Glema S. QMSSPSI;I ;5 LS STRATEGIC
STRATEGIC PERFORMANC Talua- PERFORMANCE
MANAGEMENT SYSTEM  |Bascos/PERSO FOLI?[??E/ISOM AND ﬁg;igg 3YEARS | 3YEARS | 6 YEARS SHI;%?SQS G/
FORMS NNEL bESKkTop | MANAGEMENT
OFFICER | o oo | SYSTEM FOLDER
. QMS SHELF
Mar?afi::“a 5 SPMS STRATEGIC
PROCESS SUMMARY FOLDER/COM | PERFORMANCE | RATING SHREDDING/
FM-QP-R12-FAD-32-01 g e Basc;sl\{ggRSO SFE VANAGEMENT | pERIOn | 3 YEARS | 3YEARS | 6 YEARS = g
ke DESKTOP | SYSTEM FOLDER
SPMS FOLDER

CATHERINE A, MACION

DENNIS T. SUCOL

! Process Owner

Dep\gty Q)OIR




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGION XII _CP. -07-
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 FM-SP Rzlzypz OIA
Tel/Fax Nos.: (083)228-6660 « (083)228-1421 » Email: dilg_ ro12@yahoo.com » Website: region12.dilg.gov.ph | S, Date | L :“"
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) §77-2969 « LGCDD (083)877 2971 o 0L 012
RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: TIVE -
PROCEDURE: MONITORING THE IMPLEMENTATION OF SPMS
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED BLENTING ACTION
AN
OBJECTIVE RELEVANT | b ARTIES (refer | POTENTIAL RISK | RISK TRIGGER | CONSEQUENCE RISK RISK LEVEL RISK | ppn cisk | PRAN U
ISSUE(S) 0 (Positive or Negative) | CONTROL | IMPACT | LIKELIHOOD |DETECTION | RATING S,NS | CONTROL |, . risk rating | RESPONSIBLE | TIMELINE | RESOURCE
to IP Matrix for MEASURE (L. M, H) action | Prierity No.) i
Requirements) significant)
* 80% of Delayed
Accomplished SPMS consolidaton and
Monthly DPCR submission of duly
Monitoring Form of accomplished
personnel collected SPMS Monthly
on the 10th day of DPCR Monitoring | Personnel is on
the ensuing month. |Late submission Central and Form and travel or is on : Constant No
of SPMS Regional monitoring of sick leave or Nen-comipiliice th advisory further
*80% of the QMS and CSC 3 5 15 L NS : 3 NA NA NA NA
" Monthly DPCR Management |performance of overlapping of to all action
Consolidated S . policy
) Monitoring Form| and Personnel |individual activities or personnel required
accomplished SPMS
Monthly DPCR employees tasks
Mon't v Form of Monthly DPCR vis-
Onierng a-vis 0/D/IPCR
personnel collected A
S}? the 19th dayet commitments and
e ensuing QPSLs
semester,
RISK ASSESSMENT: R:’ll'sll!\(l G RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1 2-Minor; 3-Mod: 4-Major; 5-Extreme 1-25 oW Not Significant No further action required (Retain risk by in 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain 26-40 MODERATE Not Significant Alert level but no further action required for n 2
DETECTION  1-Very likely, 2 - Likely; 3 -Low, 4-Ri >40 Significant Control (e.g.. Treat/Mitigate Transfer, Termin 1
Risk Rating = Impact X Likelihood X Detection

Prepared by: Reviewed by: Recommending Approval: Approved by:

-

CA'/I;IERINE A. MACION DENNIS T. SUCOL IAN IOﬁENTE LAILYNM CESE REYNALDD DE B BUNG, CESO IV
[ Process Owner Risk Review Committee Head Region&l QMR /F:egional Diréctor

Depl.yfy QMR
(4
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGION XII FM-SP-R12-02-01B

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.dilggov.ph REVEREE f E { Frke
ADMIN (083) 228-7960 o FINANCE (083) 228-7959 » LGMED (083) 877-2969 « LGCDD (083)877 2971 0 20,05, dot2
RISK REGISTRY
(B) PROCESS RISK ASSESSMENT
DIVISION: INANCE AND A IS TIVE DIVISION - PERSONNEL SECTIO
PROCEDURE: MONITORING THE IMPLEMENTATION OF SPMS
PROCESS STEP (Based on RISK ASSESSMENT RISK CONTROL PLAN
: CONSEQUENCE (Positive or
th d ki POTENTIAL RISK RISK TRIGGER EXISTING RISK CONTROL MEASURE e ACTION PLAN
€ PROCECRTe s Koy Negative) IMPACT ukELooD | DETECTION | RATING |RISKLEVEL| ¢ po RN (Risk | RISK CONTROL(ye i 1 ating is| RESPONSIBLE |  TIMELINE RESOURCE
process steps) (LM, H) Priority No.) ACTION significant)
o Sumbmission of Late submissionof | Personnel is on travel ;fg i 75 e
Monthly DPCR SPMS Monthly DPCR| oris on sick leave or | Non-compliance to the Ry 2 r
Form Monitoring Form overlapping of QMS and CSC policy Noge 3 5 1 = N3 3 actl‘ond B Hi . =
activities or tasks require
Consolidation of Delayed Personnel is on travel No further
Monthly DPCR consolidation or is on sick | Non-compliance to th S =
R g Sl e e T L None 3 5 1 15 | Ns 3 action NA NA NA NA
overlapping of QMS and CSC policy 2 sved
activities or tasks A require
Monitor performance gaps in the " . . . » A A No further
FeHfoPRAnEEET deficient cor.npetency in| Region s performance Retooh.ng and se‘m:img to 4 5 1 20 AR NS 3 pe ok NA NA NA NA
performing task is low seminars/trainings :
personnel required
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3- 1-25 oW G Not Significant No further action required (Retain risk by informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3- 26-40 MODERATE Not Significant Alert level but no further action required for now 2
DETECTION 1-Verylikely, 2 - Likely; 3 >40 “ | 3) ] Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Prepared by: | ‘ Recommending Approval: ; Approved by:
CATHERINE A. MACION DEN, L. IAN JON S.CTLEMENTE LAILYN A. PRTIZ, CESE REYNALD . BUNGUBYNG, CESO IV
Précess Owner DEputy QIR Risk Review Committee Head Regional QMR _egional Direcfor






