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MONITORING THE IMPLEMENTATION OF THE STRATEGIC PERFORMANCE MANAGEMENT SYSTEM (SPMS)
QP-R13-FAD-09 Quality Procedure (QP) 10.16.17
0-QP-R13-FAD-09 (uality Objective (Q0) 10.16.17
QME-(QP-R13-FAD-09 Quality Monitoring and Evaluation (QME) 10.16.17
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MONITORING THE IMPLEMENTATION OF THE STRATEGIC PERFORMANCE MANAGEMENT SYSTEM [SPMS)

Office Performance Commitment & Review [OPCR)

Division Performance Commitment & Review [(DPCR]

Individual Performance Commitment & Review [IPCR}

SPMS Manthly DPCR Monitoring Form

Performance Monitoring and Coaching Journal

Coaching Report Form

Professional Development Plan (PDF)

Individual Development Plan (1DF)

Summary List of Individual Performance Rating

Critical Incident Journal Form

SPMS Monitoring Matrix

Status of Submission

Consolidated Professional/Individual Development Plans
(P/IDPs)

Individual Development Plan for Division Chiefs and Executive /
Managerial Position in the 2nd level

Guidelines on the Use of the Department Strategic Performance
Management System (SPMS)

=S
=i xpnl QWS



DILG REGION XIII { CARAGA ) _
QUALITY QP-R13-FAD-09

PROCE DU RES Rev. No. Eff. Date Page

Do 10.16.17 1of5

PROCEDURE TITLE MONITORING THE IMPLEMENTATION OF THE STRATEGIC PERFORMANCE MANAGEMENT SYSTEM
(SPMS)
This process covers the 4 —stage cycle of SPMS implementation which starts FROM
SCOPE Performance Planning and Commitment TO Performance Rewarding and Developmental
Planning
To define the process and procedures of implementation of the Strategic Performance
PURPOSE
Management System (SPMS)
PROCESS DESCRIPTION
INPUT PROCESS: OUTPUT
CSC approved SPMS Commitments and
Department’s Process in monitoring the Ratings of officers and
SPMS Memorandum implementation of SPMS in the personnel
Guidelines — rEEiu.n -—

DECRIPTIVE STATEMENT: This is in compliance with the requirement of the Department to ensure implementation of
SPMS process from setting of commitments to the rating of performance. The Regional OPCR Commitments, and the
Provinces / Cities/Divisions will craft their respective O/D/IPCR for approval and submission. This will be the basis in
measuring their performance. And, at the end of each semester, summary ratings of each unit and individual will
determine the over-all rating regionwide which will be submitted to the Central Office.

Step Responsible
No. p 2o PROCESS/ACTIVITY Details References

PERFORMAMNCE PLANNING & COMMITMENT

1 Planning/ * Prepare Memo on the *  Prepare and submit Memo for ¢ CO Memo
Personnel Officers preparation of the approval by the RD
Q/D/IPCR for the
SRTRLEE » Forward signed Memo to the
Provincial/ City
offices/Divisions/Unit thru e-
mail
3 Provincial/ City * Prepare Provincial/ City « Prepare O/DPCR based on the = Regional OPCR
and Division SPMS and Division O/DPCR Regional OPCR

Focal Persons

=  Provincial/City Office:
PM/OM/Focal Persan
prepareDPCR and forward to
PD/CD for approval

il
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DILG REGION XIll ( CARAGA )
QUALITY
PROCEDURES

QP-R13-FAD-09

Rev. No. EFf. Date Page
0o 10.16.17 2of5
Step Responsible
PROCESS/ACTIVITY Details References
No. Personnel /
Regional Office: Division Chiefs
prepare DPCR and forward to
RD for approval
Upon approval, cascade O/DPCR
to all personnel for their IPCRs.
4 Provincial/ City = Conduct of SPM5S Present the Provincial/ City/ Provincial and City

and Division SPMS

Cascading

Division O/DPCR to personnel

OPCR

focal persens for them to come up with their DPCR
respective IPCRs
s Planning/ s Monitor submission of Receive accomplished SPMS # Log Book

Personnel Officers

O/D/IPCR Commitments

Commitment forms and update
the SPMS monitoring matrix.

For incomplete/ non
submission, follow-up w/
concerned offices through
Memo signed by the RD

Signed O/D/IPCR Commitments
and will be scanned / submitted
to Central Office thru e- mail

* SPMS Monitoring

Matrix
RO Memo

PERFORMANCE MONITORING AND COACHING

6 Respective Heads |«  Monitor performance Monitor performance of SPMS Monitoring
of Offices/ individual employees vis-a-vis Matrix
Supervisors O/DNPCR performance + Signed Memo

commitments. DPCR Monthly

Monitor the submission of the Monitoring Form,

Monthly DPCRs of personnel for Monitoring and

their monthly accomplishments Coaching Journal,

{5th day of ensuing month) Coaching Report

Form

If there are critical incidents Critical Incident

which affect the Form

delivery/execution of

commitments, fill-out the

Critical Incident Form.

7 Respective Heads s |dentify performance If there are performance gaps DPCR monthily
of Offices/ gaps identified, plan and provide Monitoring Form,
Supervisors coaching/development Monitnr.ing

I EnLIoHS; &Coaching Journal,

Coaching Report
Form, Professional

o
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QP-R13-FAD-09

PROCEDURES Rew.Mo. = Ef.Dats |’ Pags
00 10.16.17 3of5
Step Responsible
PROCESS/ACTIVITY Details References
No. Personnel
Development Plan
PERFORMANCE REVIEW AND EVALUATION
8 Respective Heads | = Review and evaluate * Review actual performance = O/D/IPCR, DPCR
of Offices/ performance and against targets at the end of Monthly Monitoring
Supervisors/Planni approval of every semester, Form
ng Officer Performance Rating by
the concerned officials Compute the rating based on
the Rating Scale provided
Finalize Ratings of concerned
division/unit/individuals
Regional Office, approval by RD
Provincial /City Offices,
approval by the PD/CD
9 Planning «  Prepare Memo on the Prepare and submit Memo for s CO Memo
[/Persannel Officer submission of the approval by RD
Performance Ratings
Forward signed Memo to the
Provincial/ City Offices
{Divisions thru e-mail
10 | Provincial/ City/ +  Submit O/D/IPCR Submit O/D/IPCR of provinces,
Division SPMS cities and divisions to the «  SPMS Forms
Focal Person Regional Office

-
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DILG REGION XIIl { CARAGA )
QUALITY
PROCEDURES

QP-R13-FAD-09

Rew. MNo. Eff. Date Page
a0 10.16.17 dofs
Step Responsible
No. ned PROCESS/ACTIVITY Details References
11 | Planning / ¢ Receive filled-out s  Receive filled-out forms w/ « O/D/IPCR

Personnel Officer

Q/DAIPCR

attachments on or before the
set deadline and update the
SPMS Submisiion Status Forms
and Monitoring Matrix.

For incomplete/ non
submission, follow-up w/
concernad offices through
Memo signed by the RD

= DPCR Monthly
Monitoring Form,
Monitoring and
Coaching Journal,
Coaching Report
Form, Summary
List of Individual
Performance
Ratings, Individual/
Professional
Development Plans,
Critical Incident
Form

* 5PM5 Monitoring
Matrix

PERFORMANCE REWARDING AND DEVELOPMENTAL PLANNING

12 Regional Office *  Review and evaluate * |dentify potential top & SPMS Forms
Performance Ratings Operating performers and provide inputs
Management Units/Division and to the PRAISE Committee for
Teamn (ROPMT) Individual/Personnel grant of Awards and Incentives
*  Submit Report to PRAISE
Committee of Top Performers
13 Personnel e+ Collate Individual & Summarize IDPs and PDPs and + Consolidated IDP
Officer/SPMS Focal and Professional submit to Central Office for and PDP
Person Development Plan Learning and Development
Intervention and for the
Regional Office’s L & D Plan
14 | Planning +« Retain records = File all O/D/IPCR in soft copies Control of Records

[Personnel Officers

While individuals maintain hard
Copies.

(SP-R13-02) and
Masterlist of
Records
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DILG REGION Xl ( CARAGA ) Fm
QUALITY QP-R13-FAD-09 |

PROCEDURES Rev.No. _Eff.Date _ Page

00 10.16.17 5ofs

Definition of Terms:

* |DP —Individual Development Plan

* PDP - Professional Development Plan

s OPCR - Office Performance Commitment Report

= DPCR - Division Performance Commitment Report

* |PCR - Individual Performance Commitment Report

* PRAISE — Program on Awards and Incentives for Service Excellence
* L& D-Learning and Development

Legal References:

« Approved SPMS Guidelines and Memorandum from DILG, Central Office

PREPARED BY: REVIEWEI BY: APPROVED BY:

L(tl? VILLASAN A
DN ILAERONAY LILIBETH 4. FAMACION,CESO IlI
MO II CAO/0IC-Asst. Regional Director S o

Process Owner Regional QMR Top Management




DILG REGION XIIl {CARAGA)
QUALITY QO-QP-R13-FAD-09

OBJ ECT'VE (QO) Rew. No. Eff. Date Page
00| 10.16.17 1af1
DIVISION Finance and Administrative Division
ggﬁm PROCEDURE | w0\ T ORING THE IMPLEMENTATION OF THE STRATEGIC PERFORMANCE MANAGEMENT SYSTEM (SPMS)
Key Performance Indicators (KPI) Frequenc | Responsib | Applicable
Indicator/Formula yof le for Documents
Function Objective Target (if applicable) Monitorin | Monitorin
g Results g
Monitoring the e Timely s 1stSem.- Onor before | « Expected Date of Submission Semestral | MarecilA. | Memo for the
Implementation Submission of the July 31 Villasan transmittal of
of SPMS Consolidated e Actual Date of Submission the
Report of e 2ndsem.-Onor Consolidated
Office/Individual before Jan. 31 . No. Of Days Elapsed Report
Performance =Expected Date of
Rating to DILG, Submission - Actual Date of
Central Office Submission

MA :.:’éLASﬂN LILIBETH A/FAMACION, CESO Il
MO I CAO/OIC - Asst. Regional Director Regional Director

Process Owner Regional QMR Top Management
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DILG REGION XIIl {CARAGA) m
PROCESS QUALITY MONITORING QME-QP-R13-FAD-09

/ AND EVALUATION (QME) fiing. || SOLTAEA P

, 00 101617 | 1ofl
DIVISION Finance and Administrative Division
PROCEDURE
TITLE MONITORING THE IMPLEMENTATION OF THE STRATEGIC PERFORMANCE MANAGEMENT SYSTEM (SPMS)
OBIECTIVE Timely submission of the Consolidated Report of Office /Individual Performance Rating to Central Office
STATEMENT « 1stSem - On or before July 31

e 2nd Sem - On or before January 31
CURRENT
PERIOD
INDICATORS 15t Semester 2™ Semester Total

A | Expected Date of Submission

B | Actual Date of Submission

C | Formula: B-A Target Result: Variance =
=0

D | Gap Analysis: In case the objective is not met, put
your analysis why it is not met

Note: For unmet targets of two (2) consecutive periods, initiate correction action using the Corrective/Preventive Action Report (CPAR) and
attach it to this form.

k
<9 Tl 7
MA L%LMSAN DﬂNzﬁ A. SERONAY LILIBETH A./FAMACION, CESO 11
RMO I CAO/0OIC-Asst. Regional Director Regignal Director
Process Owner Regional QMR Top Management
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HLG REGIONEIL [CARALA)

pitG 1 )MONITORING THE IMPLEMENTATION OF SPMS Process e 5e HDse | P |
et/ SUmmary Logsheet (PSL) . LT BT
QUALITY OBJECTIVE: Timely Submission of Consolidated Report of Ofice/Individual Performance Rating to Central Office

FREQUENCY OF MONITORING: Semestral
COVERED PERIOD: First Semester and Second Semester of the Year
Due Date of Submission: First Semester | On or befare July 31] fSecond Semester [ On or before January 31 )

Lagend:
Date Submitmesd
wo|  Overating fDute L 1 00
Umiis; Division, Unis
Received o CO
P Dlsjective Results
OPER DPCR 1FCR Summary of Rating OPCR DPCR (L] Rating ok POLAT: R Remarks, Partioalars
1
2
E]
4
5
3
7
B
Tustal
Hesult




