Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN)

QUALITY
PROCEDURE (QP)

| Document Code

QP-R12-FAD-03

;?&%EDURE RECRUITMENT, SELECTION AND PROMOTION
This process commences from the time a position from the first (1st) and second (2n4)
SCOPE levels are declared vacant and concludes upon submission of appointment papers for
Civil Service Commission attestation.
PURPOSE To define the standard procedures of recruitment, selection and promotion of
personnel.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
List of vacant AppDIRtTSH]
Positi Papers and
ositions
Personnel Recruitment, Selection and attachments Civil Service
Officer Promotion Commission
DESCRIPTIVE STATEMENT:

Recruitment, Selection and Promotion activities commence from the time the list of vacant positions are
obtained from Personnel Officer until such time appointment papers are approved by the Regional

Director.
Nep | Responsible | ppocpss/acTIviTY Details References
1 Personnel Officer Determination of e Submits list of vacant e Listof
vacant positions positions to CSC vacant

e Upon receipt of positions
Bulletin of Vacant e Bulletin of
Paositions in the Vacant
Government, Positions
facilitates publication in the
at DILG website and Governme
inthree (3) nt
conspicuous places
for 10 working days

e Prepare the profile of
the
applicants/personnel
and rating
forms/comparative
assessment
(promotion) of
personnel for
reference of the
RPSPB members.

e Notify the RPSPB of | ¢ Notice of
the scheduled Meeting

deliberation for the
vacant positions.
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DILG - REGION 12 (SOCCSKSARGEN)

QUALITY

. Document Code

PROCEDURE (QP)

SNtep LA PROCESS/ACTIVITY Details References
o. Personnel
2 Regional Personnel Conducts selection Administer Written | e Approved
Selection and process exam and oral/panel Minutes and
Promotion Board interview. Resolution of
(RPSPB) Deliberate the RPSPB
applications and
other relevant
matters.
Cause the
preparation of
minutes and
resolution of the
RPSPB.
Recommend
qualified applicants
to RD.
3 Regional Director Review and approval/ Affix signatures and |e Signed RPSPB
disapproval RPSPB forwards to Resolution
Resolution Personnel Officer for
preparation of
appointment papers
Review the
Resolution and affix
signature, indicating
approval or
disapproval of
recommendations. In
cases where there is
more than  one,
indicate thru
marking the
applicant to appoint.
4 Personnel Officer Preparation of Notify the appointees | ® Appointment
Administrative of the appointment Paper, Oath of
documents and direct them to Office, Position
submit Description
Administrative Form,
requirements. Statement of
Upon receipt of all Assets and
requirements, LiabilitiesNet
forward to RD. Worth, SPMS
Targets (for
newly hired
employees)
and
Accomplishme
nnts (for
promotion),
Marriage
Certificate (if
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Ly e PROCESS/ACTIVITY Details References
0. Personnel
applicable),
Medical
Certificates
and Clearances
5 Regional Director Review and approve e Affix signature and |{e Signed
Appointment Papers forwards to Appointment
Personnel Officer if Papers and
in order, the return other
to HRMO. Administrative
Documents
6 | Personnel Officer Submission of e Compile all fe Transmittal
Appointment Papers Administrative
to CSC for attestation Documents and
prepare transmittal.
e Secure received
transmittal from CSC.
7 | Process Owner Retain records e Update the Process | e Process
Summary Log  Sheet Summary Log
Sheet
® Retain records in
accordance  with the | e Control of
Control of Retained Documented
Documented Information Information
Procedure and the Procedure
Masterlist of RDI
e Masterlist of
Records

Definition of Terms:
e Appointment - Refers to an act of appointing; assigning a job or position to someone.
e Appointee - Refers to a person who is appointed to a position.
e Attestation - Refers to approval of appointments.

Legal References:
e 2017 Omnibus Rules on Appointments and Other Human Resource Actions
e CSCResolution No. 1300979 Clarifying Qualification Requirements for Appointmnent to
Executive/Managerial Positions in the Second Level
e CSC Qualification Standards Manual series 1997
e (CSCMC No. 46 series 1993 Policies on Qualification Standards
e CSCMC no. 12 series 2003 Revised Policies on Qualification Standards
e DILG Competency Dictionary

Pre ed b Reviewed A oved

CATHERINE A. MACION | DE REYNALD

COL LAILYN A.m CESE

“BUNGUBYNG, CESO IV

( Process Owner

T.
eputy Q}V[

R

Regional QMR

Regional Direciop@
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QUALITY
OBJECTIVE (QO)

l OFF_ICE

T T ——

QO-QP-R12-FAD-03

01

Responslble lor

Frequency of Appllcah]e Documents

| FINANCE & ADMINISTRATIVE DIVISION - PERSONNEL SECTION
j %UTT:TY PROCEDURE | RECRUITMENT, SELECTION AND PROMOTION
R ](ey Performance Indicators (KPls)
Function Objective | Target l Indicator/Formula
' (if applicable)

l
|

" RECRUITMENT,
| SELECTION AND
| PROMOTION

| » Appointment/s
processed within 20
WD from the time
RPSPB is convened

e Appointment/s
. processed and
submitted to CSC .
{ within 30 CD from |
. - | RD’s approval

100%

100% V+inlml No. of appointment processed within

30CD from the time RPSPB convened
i ----------------------------------------- x100
| Total No. of appointments processed
{
| Total No. of appointments processed and
‘} submitted to CSC within 10 CD from RD's
| approval
-------------------------- e, 8 LV [V}

!L Total No. of appointments approved

Monitoring Results Monitoring (e.g. Tracker,

Monitoring Log Sheet,
Report Memo etc.)

| ® Quar ter ly

* Monitori mg Log Sheet \

| » Personnel r
1
‘ ¢ Appointment Papers

. Officer
] \
] |
| | | |

‘ ¢ Quarterly (

Prepared by:

_M_f. RY ANN RTRASPE

Process Owner N D

Reviewed by:

‘ <
T
. SUCOL ) LAILYN A. QRTIZ, CESO V i JOSEPHINE CABRIDO-LEYSA, CESOV b
QMR Qllallty M.m igement | RLPIO';L‘HIHUVE‘ [QM R) | _Top Managemen!
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PROCESS QUALITY MONITORING AND

070149 | 1ol 2 |
EVALUATION (QME)
OFFICE | FINANCE & ADMINISTRATIVE DIVISION - PERSONNEL SECTION ) o - ]
PROCEDURE TITLE RECRUITMENT, SELECTION AND PROMOTION e S
1. 100% of appointment/s processed within 20 WD from the time RPSPB is convened
ORIRCTSERATATIRS 2. 100% of appointment/s processed and submitted to CSC within 30 CD from RD’s approval S
CURRENT PERIOD
INDICATORS T‘ m-;thou PERZIOD ; PE!;IOD . Pl-P::OD TOTAL |
Objective 1: 100% of appointment/s processed within 20 WD from tli'ne time RPSPB is convened I : : :
A ' Total No. of appointment processed within 20 WD from the time | ! ‘ ﬁ ‘
' RPSPB convened | | ,
B | Total No. of appointments processed ' : F ‘ i
- . N S NSRRI —— AU — Ty P R SNERE ] A SR | L =
C l-urmula:g x100 Target Result : 100% W J i T |

D Eap Analysis: (In case the objective is not met, put your analy_s_is
why it is not met)
[ Objective 2: 100% of appointment/s processed and submitted to CSC within 30 CD from RD's approval
| A | Total No. of appointments processed and submitted to CSC |
within 30 CD from RD's approval
| B | Total No. of appointments appr oved
| Formula: g‘ 1 ‘L'I‘arget Result : 100%
D | Gap Analysis: (In case the objective is not met, put your analysis
why it is not met)

||

NP, [P B I

mt targets, concerned QMS Secretariat shall initiate correction and corrective action usmg the Correctwe Action Report (CAR] and artach it to this form.
i

|
1
I S [ N ]'

“_“‘,_l.:tlf‘w A
AW

CONTROLLED CUnr
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PROCESS QUALITY MONITORING AND I [ T q

EVALUATION (QME) 01 | 070119 | 20of2

i’}'(wi‘t=ss ()wnur_r__ 7 _Division {Iliwff Deputy Q MR

Prepared by: Reviewed by Approved by:

- .~

| - |
MARY m RASPE [ ] : ) [ LAILYN Am. CESOV 4 | ]JOSEPHINE CABRIDO-LEYSA, CESO V
~ Process Owner - - | Quality Management {L'j)t'chIlthjiv(’(QMBl__ Regional Director

[D!L > Xil amMs

>

CONTROLLED Co: ¢
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Document Code

DILG - REGION 12 (SOCCSKSARGEN) FM'QP'RIZ'FAD' 3-01
RECRUITMENT, SELECTION AND PROMOTION e e owe e
0 7.0119 | 1of 2
Process Summary Logsheet (PSL)
1. QUALITY OBJECTIVE: 1.100% of appointment/s processed within 20 WD from the time RPSPB is convened
2.100% of appointment/s processed and submitted to CSC within 30 CD from RD’s approval
FREQUENCY OF MONITORING: Quarterly
COVERED PERIOD:
Due Date of Submission:
| - . OBJECTIVE NO. 1 RESULTS OBJECTIVE NO. 2 RESULTS |
i ciech sl S B
Date RPSB Date of No. of Days Date No. of Days : N
No. Particul:
» . covered Appeointment | Target = 30 i Met Unmet RET;:::?": A D;:nfent forwarded to | (Target= 10 Met Unmet REL‘::’;?"‘
cD PP ¢sc | wp |
1 1
| .
= i SRS — J— i = - WG (=
TOTAL

SVTRIOR 440

= )

CONTROLLED COPY

Process Owner

_Deputy QMR
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RECRUITMENT, SELECTION AND PROMOTION T X P

Process Summary Logsheet (PSL)

Reviewed by: Approved by

Prepared by:

| ! -- -
W g e | . .
MARY ANN R. TRASPE ] _ DE SUCOL | LAILYN A QR¥IZ, CESOV )
~ Process Owner [ o y QMR R | Quality Management Representative WR)

r DILG XII QMS

CONTROLLED Cupy



Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGIONAL OFFICE Xl

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 * Email: dilg_rol2@yahoo.com » Website: region12.dilg.gov.ph

Name of Division/Unit: QMS Secretariat

MASTERLIST OF INTERNAL DOCUMENTS

Document Code

.
Y )

00 10.01.17

1of1

REVISION
DOCUMENT CODE DOCUMENT TITLE o ST a5 Ts e
QUALITY MANUAL
QM-R12-01 INTRODUCTION 10.01.17 | 07.01.19
QM-R12-02 DEFINITION OF TERMS 10.01.17 | 07.01.19
QM-R12-03 ORGANIZATIONAL BACKGROUND 10.01.17 | 07.01.19
QM-R12-04 CONTEXT OF ORGANIZATION 10.01.17 | 07.01.19
QM-R12-05 LEADERSHIP 10.01.17 | 07.01.19
QM-R12-06 PLANNING 10.01.17 | 07.01.19
QM-R12-07 SUPPORT 10.01.17 | 07.01.19
QM-R12-08 OPERATION 10.01.17 07.01.19
QM-R12-09 PERFORMANCE EVALUATION 10.01.17 | 07.01.19
QM-R12-10 IMPROVEMENT 10.01.17 | 07.01.19
CORRESPONDENCE

ZAIDE M. AMIL

__

Regional Document Controller

DILG Xit

LAILYN A. g!’fli CESOV

Regional Quality Management Representative

CONTRO

\
-:"

LLED LurY

"""
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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

Document Code

ate. i
10.01.17

Division: FINANCE AND ADMINISTRATIVE DIVISION (RECORDS SECTION)
MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
DOCUMENT CODE DOCUMENT TITLE 00 r o1 r 02 r o5 r 04 r 05

RECRUITMENT, SELECTION AND PROMOTION
CSC MC No. 24 series 2017 201_7 Omnibus Rules on Appointments and Other Human Resource 2017

Actions
CSC Resolution No. 1300979 Clarifyi_ng Qualificat?on Reclql_lirerr-lents for Appointment to 2013

Executive /Managerial Positions in the Second Level
CSC Qualification Standards CSC Qualification Standards Manual series 1997 1997
CSC MC No. 46 series 1993 Policies on Qualification Standards 1993
CSC MC No. 12 series 2003 Revised Policies on Qualification Standards 2003

DILG Competency Dictionary 20177

Ay

7
CATHERINE A. MACION DENKIST. JUCOL

Regional Document Controller Députy AMR
\”




Division: FINANCE AND ADMINISTRATIVE DIVISION (ACCOUNTING SECTION)

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  Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

MASTER LIST OF RETAINED DOCUMENTED INFORMATION

Document Code

-SP-R12-03C-01

100117

DOCUMENT FILING SYSTEM RETENTION PERIOD
DOCUMENT CODE CUSTODIAN LOCATION DISPOSAL
M TITLE FOLDER | SCHEME | ACTIVE [STORAGE| TOTAL
RECRUITMENT, SELECTION AND PROMOTION
Bulletin of
Vacant . . - . 3 ‘
Positions in Personnel QMS Shelf Civil Service Civil Service Chronological 1 L 5 s Shredding/ Re
Fhe Officer Commission Folder Commission Folder Order year ] dad use
Government
QMS Shelf Regional Personnel Regional Personnel
Notice of Personnel |Selection and Promotion Board i . | Chronological Shredding/ Re-
) ) Selection and Promotion 1 year 1 year 2 years
Meeting Officer Folder/Computer Desktop Order use
] Board Folder
Selection Folder
QMS Shelf Regional Personnel Regional Personnel
Minutes of Personnel |Selection and Promotion Board g1 ] Chronological Shredding/ Re
: ] Selection and Promotion 1year 1 year 2 years
Meeting Officer Folder/Computer Desktop Order use
. Board Folder
Selection Folder
QMS Shelf Regional Personnel PR —
; Personnel |Selection and Promotion Board g ' Chronological Shredding/ Re
Resolution . Selection and Promotion 1 year 1 year 2 years
Officer Folder/Computer Desktop Order use
: Board Folder
Selection Folder
QMS Shelf Regional Personnel ;
Rl Personnel |Selection and Promotion Board B, Eeutninel Chronological
FM-QP-R12-FAD-18-01 Summary ) Selection and Promotion & 2years 3years Syears Shredding
Officer Folder/Computer Desktop Order
Logsheet : Board Folder
Selection Folder
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CATH%E A. MACION

/Process Owner Deﬂiuty QMR
/
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ADMIN (083) 228-7960 » FINANCE (083) 228-7959 » LGMED (083) 877-2969 « LGCDD (083)877 2971

| FM-SP-R12-02-01A

D

10.01.17

RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: FINANCE AND ADMINISTRATIVE DIVISION - PERSONNEL SECTION
PROCEDURE: RE ENT, SELECTI ND PR TION
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED i ACTION
OBJECTIVE RELEVANT | pARTIES (refer | POTENTIAL RISK | RISK TRIGGER |  CONSEQUENCE RIsk RISK LEVEL, RISK | pon mise | PLANGF
ISSUE(S) s (Positive or Negative) | CONTROL | IMPACT | LIKELIHOOD |DETECTION| RATING S,NS | CONTROL . riskrating | RESPONSIBLE | TIMELINE | RESOURCE
to IP Matrix for (L, M, H) Priorig No.)
MEASURE ACTION is
Requirements) significant’
° 90 %
Appomtmen?/s‘ Overlapping of .
processed within 30 . organic
. regional and
CD from the time e personnel
X central activities Focal .
RPSPB is convened Non-compliance to
Delayed person/process thie sseablishisd NG
T50% processing of f)wner ison QMS Process and NONE 5 1 1 5 L NS ACTION 3 NA NA NA NA
ApEoTEAE Appointment travel oris on ARTA
PP : No . sick leave
processed and alfernatesfunder organic
submitted to CSC 'n::l 3 € personnel & CSC
within 10 CD from ST
RD’s approval
RISK ASSESSMENT; Rﬁgll}: ¢ RISKLEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme 1-25 ‘ Not Significant No further action required (Retain risk by i 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain 26-40 Not Significant Alert level but no further action required for n
DETECTION 1 -Very likely, 2 - Likely; 3 - Low, 4-Ri >40 Significant Control (e.g. Treat/Mitigate Transfer, Termin: 1
Risk Rating = Impact X Likelihvod X Detection

Prepared by: | Reviewed by: Recommiending Approval;

CATHERINE A. MACION IAN JON S. CLEMENTE LAILYN Amﬂi REYNALDO M¢BUNGUBUYG, Cﬂﬁv
Process Owner D Risk Review Committee Head Regional YMR Hgional Direcpdr
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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

RISK REGISTRY
(B) PROCESS RISK ASSESSMENT
DIVISION: FINANCE AND ADMINISTRATIVE DIVISION - PERSONNEL SECTION
PROCEDURE: REC E A OMOTIO
PROCESS STEP (Based T —— RISK ASSESSMENT RISK CONTROL PLAN
. e’ * (TOSIAVEOT | EXISTING RISK CONTROL MEASURE , ACTION PLAN
e dee ey | HOHAT LR BISKHRICEER Negative) IMPACT | LIKELWOOD | DETECTION | RATING “'iK;E;'E'“ P“_PN_ [R,:l"‘ s “’IN;RO'“ (ifrisk rating | RESPONSIBLE | TIMELINE | RESOURCE
process steps) (L. M, H) riority No.) ACTIO i stpnieann
delayed submission of
vacant positions to CSC
for posting in the
Bulletin of Vacant
DR . No Focal person/process Positions in the
s el alternates/understud| owner is on travel or is none 4 5 1 20 3 NA NA NA NA NA
positions : sick feave Government and at DILG
2 onsie website and inthree (3)
conspicuous places
within the prescribed
timeframe
substitution on
. Overlapping of § Delayed conduct of membership/designation of
Candystsselection regional and central RESB meml?ms dntEavel Selection process & no | alternates per 2017 OMNIBUS 1 5 1 5 3 NA NA NA NA NA
process o or on sick leave !
activities RPSB quorum Rules on appointment and
other HR actions
substitution on
deldged membership/designation of
i Del li ti i
Reviews and appxlfoves elayed deilbera ion [RPSB meml?ers on travel recommendatlov.of the alternates per 2017 OMNIBUS 1 5 1 s 3 NA A - NA NA
RPSPB Resolution of applicants or on sick leave RPSB of qualified :
SliEantE Rules on appointment and
PP other HR actions
o
Reviews and approves of Delayed pl:epara o1
Appointments cand of Appointment Focal person/process Delaved approval 6F
ppo en- .aper. a papers and other | owner is on travel or is y pp 4 3 1 12 3 NA NA NA NA NA
other Administrative " " p appointment papers
administrative on sick leave
Documents ]
supporitng
Submits Appointment Authorized signatory is | Delayed submission of .
layed | of 1
Papers to CSC for 5 e approva: o on travel oron sick appointment papers to only RD approves appointment 4 3 1 12 3 NA NA NA NA NA
A appointment papers : papers
attestation leave CSC for attestation
Rel Fitnnoinbment Delayed submission | Focal person/process Delayed releae of designated personnel to submit
elease 0 = :?O men of appointment owner is on trave] or is | appointment papersto | appointment papers for CSC 4 3 1 12 3 NA NA NA NA NA
Papets papers to CSC for onsick leave the appointed applicant attestation
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 1-25 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-Very likely, 2 - Likely; >40 3 z Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1

Risk Rating = Impact X Likelihood X Detection
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Reviewed by: i Recommending Approval: { Approved by:

Prepared by:

CATHERINE A. MACION
Précess Owner
{

IAN JON S. CLEMENTE LAJLY! Z, CESE ¥ BUNGUBUNG, CESO IV
Risk Review Committee Head Regional QMR Regional Directdr






