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POLICY ON STRATEGIC PERFORMANCE MANAGEMENT SYSTEM (SPMS) AND EQUAL OPPORTUNITY PRINCIPLE (EOP) OF THE SCHOOLS DIVISION OF DAPITAN CITY 














I. General Provisions
	
	To provide our agency’s institutionally sustained development goals, it is important to ensure institutional effectiveness by considering the duties and responsibilities of all personnel in the Division and the school levels as it links to the Program to institutionalize Meritocracy and Excellence in Human Resource Management (PRIME-HRM).
	A performance management system is a mechanism for tracking the performance of employees consistently and measurably. It allows the company to ensure that employees and departments across the organization are working effectively toward achieving the agency’s strategic goals.
	In line with Civil Service Commission, through the issuance of Memorandum Circular No. 06, series of 2012; and DepEd Order No.2, s. 2015, the DepEd, Dapitan City Schools Division Office, as a learner-centered institution, is committed to continuously improving itself to better serve Filipino learners and the community. The adoption of the Strategic Performance System (SPMS) and Equal Opportunity Principle (EOP) in the office strengthens the culture of performance and accountability in the agency, regardless of age, appointment status, gender, gender identity, sex, sexual orientation, civil status, social affiliation, physical condition, union affiliation, political conviction, religious belief or any other characteristics specified. 

Objectives:
1. To guide the Performance Management Team of DepEd, Dapitan City Division, and schools concerning the phases of the Performance Management System;
2. To define the 4 phases of the Performance Management System and perform its processes and cycles;
3. To implement the processes and cycles of the Performance Management System (PMS) in enhancing performance through workplace learning, coaching, mentoring, and development planning;
4. To utilize the tools and data gathered in providing technical assistance to non-school-based and school-based personnel;
5. To set guidelines on grievance mechanics arising from the OPCRF/IPCRF rating; and 
6. To ensure timeliness of the implementation of RPMS-related activities throughout the year.


Section 1. Short Title.  This manual shall be known as the Policy on Strategic Performance Management System (SPMS) and Equal Opportunity Principle (EOP) of the Schools Division of Dapitan City.

Section 2. Legal Basis of Promulgation and Related Policies.  This Manual is promulgated in line with the following legal bases of promulgation and related policies:

	2.1. Executive Order No. 292, s. 1998 – Administrative Code of the Philippines

	2.2 Executive Order No. 8, s. 2012 – Directing the adoption of a Performance-Based Incentive System for government Employees

	2.3 Executive Order No. 201, s. 2016 – Modifying the Salary Schedule for Civilian Government Personnel and authorizing the Grant of Additional Benefits for Both Civilian and Military and Uniformed Personnel.

	2.4 Presidential Decree No. 966 July 20, 1976 – Declaring Violations of the International convention of the elimination of all forms of racial discrimination to be criminal offenses and providing penalties therefore.

	2.5 Republic Act No. 10524 – An act expanding the positions reserved for persons with a disability, amending for the purpose of Republic Act No. 7277, as amended, otherwise known as the Magna Carta for Persons with Disability.

	2.6 Republic Act No. 10911 – An act prohibiting discrimination against any individual in Employment on Account of age and Providing Penalties therefore

	2.7 Republic Act No. 6725 – An act strengthening the prohibition on discrimination against women with respect to terms and conditions of employment, amending for the purpose article  one hundred thirty-five of the labor code, as amended.

	2.8 Republic Act No. 7277 – Magna Carta for women, An act providing  for the Rehabilitation, Self-Development and Self-Reliance of Disabled Persons and their integration into the Mainstream of Society and for Other purposes.




	2.9 Republic Act 6713 – Code of conduct and Ethical Standards.

	2.10 CSC Resolution No. 1000432, dated Nov. 22, 2010 – Guidelines on the Availment of the Special Leave Benefits for Women under R.A. 9710 (An act Providing for the Magna Carta of Women).

	2.11 CSC MC No. 07 Series of 2007 – (Program on Awards and Incentives for Service Excellence)

	2.12  CSC MC No. 06, s. 2012 – Guidelines on the Establishment and Implementation of the Results-based Performance Management System (SPMS) in all government agencies (DepEd Order No. 2, s. 2015)

	2.13 DepEd Order No. 29, s. 2002 – Merit Selection Plan of the Department of Education.

	2.14 DepEd Order No. 9, s. 2002 – The PRAISE in the Department of Education.

Section 3. Scope. 

	This Policy on Strategic Performance Management System (SPMS) and Equal Opportunity Principle (EOP) of the Schools Division of Dapitan City shall apply to all officials and employees in the teaching and non-teaching of the Schools Division of Dapitan City with its 50 elementary schools and 9 secondary schools.

Section 4. Language Construction.
	 This policy is written in English and the words used shall be understood in the generic sense except as may be defined herein. Any doubt as to the meaning of any provision of this Manual shall be liberally interpreted in favor of an equal opportunity for all concerned and against any form of discrimination, bias, prejudice, and unfair treatment of any individual or group of individuals except that all laws of the Republic of the Philippines and all such provisions of relevant rules and regulations shall be followed when pertinent to the process or decision.
Section 5. Definition of Terms and Acronyms.

	For purposes of this Policy, the following terms shall be defined and understood:
5.1. Head of Office refers to the approving authority enumerated on the next page, who determines the final performance rating of individual employees based on proof of performance.

Division Office Level


School Level

5.2. Individual Performance Commitment and Review Form (IPCRF) is the form that shall reflect the individual commitments and performance, which shall be accomplished by individual employees.

5.3. Key Result Area (KRA) is a broad category of general outputs or outcomes. It is the mandate or function of the office and/or individual employee. The KRA is the reason why an office and/or job exist. Its is an area where the office and/or individual employee are expected to focus on.

5.4. Major Final Output (MFO) is a good or service that an organization, unit and/or individual personnel is mandated to deliver  to internal and external clients through the achievement of specific objectives under the key result areas.

5.5. Non School-based Personnel include all regular/permanent, LGU-funded and contract of service/job order personnel assigned and/or detailed in DepEd offices, from the central office to the Schools Division Offices.

5.6. Objectives is a specific task that an office and/or individual employee needs to do to achieve the major final outputs under the key result areas.

5.7. Office Performance Commitment and Review Form (OPCRF) is the form that shall reflect the office commitments and performance, which shall be accomplished by the head of office.

5.8. Organizational Performance Indicator Framework (OPIF) is a results-based management approach being mainstreamed by the Government of the Philippines (GOP) as one of the pillars of its public expenditure management (PEM) reforms. Through OPIF and other reforms, the PEM seeks to change the orientation of expenditure management from focusing on rules and processes to focusing on three key objectives or outcomes: fiscal discipline, allocative efficiency and operational efficiency.

5.9. Performance-Based Bonus (PBB) is a top-up bonus given to government personnel in accordance to their contributions to the accomplishment of the organization’s overall targets and commitments.


5.10.Performance Indicator (PI) is an exact quantification of objectives, which shall serve as an assessment tool that gauges whether a performance is positive or negative.

5.11.Performance Management System (PMS) is a mechanism to manage, monitor and measure performance.

5.12.Performance Monitoring and Coaching Form (PMCF) is the form intended for capturing the significant incidents.

5.13.Planning Office. The following are the designated Planning Offices at each level:

a. Schools Division Office – Division Planning Unit
b. School – School Planning Team
5.14.Qualification Standards (QS) are the minimum and basic requirements for positions in the government. These shall serve as the basic guide in the selection of personnel and in the evaluation of appointments to all positions in the government.

5.15. Ratee refers to the individual employee concerned. The rater-ratee relationship is enumerated in Annex A. 

5.16. Rater refers to the immediate superior who directly supervises the performance of the individual employee and gives the premilinary rating for approval of the head of office at the end of the rating period based on the performance measures.

5.17. Results-based Performance Management System (RPMS) refers to the DepEd-contextualized SPMS. It is an organization-wide process of ensuring that employees focus work efforts towards achieving DepEd vision, mission, values, and strategic priorities. It is also a mechanism to manage, monitor and measure performance, and identify human resource and organizational development needs.

5.18. School-based Personnel include all regular/permanent, LGU-funded and contract of service/job order teaching, teaching-related and non-teaching personnel assigned and/or detailed in the schools including mobile teachers.
5.19. Significant Incidents are actual events and behaviors in which positive and negative performances are observed and documented.

5.20. SMART Criteria refers to the criteria by which the objectives are identified. The SMART stands for Specific, Measurable, Attainable, Relevant, Time Bound.

5.21. Strategic Performance Management Systems (SPMS) refers to the CSC PMS that gives emphasis to the strategic alignment of the organizational goals with the day-to-day operation of units and individual personnel.

5.22. The following acronyms shall be used throughout this Policy to mean:
i. CSC	-	Civil Service Commission
ii. EO		-	Executive Order
iii. HR		-	Human Resource
iv. HRMO	-	Human Resource Management Office
v. HROD	-	Human Resource and Organization 
Development
vi. M&E	-	Monitoring and Evaluation
vii. MC	-	Memorandum Circular
viii. PERC	-	Performance Evaluation Review 
Committee
ix. PRAISE	-	Program on Award and Incentive for 
Service Excellence
x. SDO	-	Schools Division Office
xi. VMV	-	Vision, Mission, Values 

Section 6. Policy Statement.
	In line with the Civil Service Commission, through the issuance of Memorandum Circular No. 06, series of 2012; and DepEd Order No. 2, s.2015 the SDO Dapitan City hereby sets the guidelines on the establishment and implementation of the Results-based Performance Management System (RPMS) in the Department with the adoption of the Strategic Performance System (SPMS) and Equal Opportunity Principle (EOP) in the office to strengthen culture of performance and accountability in the agency; stipulating the strategies, methods, tools and rewards for assessing the accomplishments vis-à-vis the commitments to ensure . This will be used for measuring and rewarding higher levels of performance of the various units and development planning of all personnel in all levels.
	For non school-based personnel, the RPMS shall provide for an objective and verifiable basis for rating and ranking the performance of units and individual personnel in view of the granting of the Performance-based Bonus (PBB) on the following years every after assessment.
	For schools-based personnel, the RPMS shall be used only as an appraisal tool, which shall be the basis for training and development. The granting of PBB shall be governed by the existing PBB guidelines.
	SDO Dapitan City shall adopt the RPMS framework shown in the next page and shall follow the four-stage performance management system cycle as prescribed by the CSC:
i. Performance planning and commitment (Phase I);
ii. Performance monitoring and coaching (Phase II);
iii. Performance review and evaluation (Phase III); and
iv. Performance rewarding and development planning (Phase IV).

      SDO Dapitan City RPMS Framework
HOW
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SDO DAPITAN CITY RPMS FRAMEWORK
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Section 7. Performance Cycle Process.
The RPMS shall align the performance targets and accomplishments with the SDO’s mandate, vision, mission and strategic goals. It shall ensure 100% results orientation vis-à-vis the planned targets. On the other hand, the ratee’s demonstration of the required competencies shall be monitored for developmental purposes only.
	The RPMS cycle shall cover performance for one whole year. All schools-based personnel shall follow a performance cycle starting in April of the current year and ending in March of the following year; while non school-based personnel shall follow a performance cycle starting in January and ending in December. The diagram below shall illustrate the performance cycles which shall apply to school-based and non-school based personnel, respectively.

RPMS CYCLE FOR NON SCHOOL-BASED PERSONNEL


RPMS CYCLE FOR SCHOOL-BASED PERSONNEL


	
Constructively, the performance planning and commitment shall be done prior to the beginning of the performance cycle; while the performance monitoring and coaching shall take place immediately after Phase I, and continue throughout the performance cycle. The performance review and evaluation, as well as the performance rewarding and development planning shall be done at the end of the performance cycle.
7.1 Phase I:Performance Planning and Commitment
	The performance planning and commitment shall be done prior to the start of the performance cycle where the rater meets with the ratee to discuss and agree on the following;
i. Office KRAs, Objectives and Performance Indicators as anchored to the overall organizational outcomes; and
ii. Individual KRAs, Objectives and Performance Indicators as anchored to the Office KRAs and Objectives.
The Office Performance Commitment and Review Form (OPCRF) shall be accomplished by the Head of Office to reflect the Office KRAs, Objectives and Performance Indicators. The head of office, in coordination with the Planning Office, shall ensure alignment of the office plans and cmmitments to the overall organizational outcomes. The OPCRF shall be equivalent to the IPCRF of the head of the office. (Annex E)
The Individual Performance Commitment and Review Form (IPCRF) shall be accomplished by the individual personnel to reflect the agreed Individual KRAs, Objectives and Performance Indicators. (Annex F)
7.1.A Defining the Key Result Areas
	The Head of Office, in coordination with the Planning Office, shall define the office KRAs as anchored on the overall organizational outcomes. The rater and the ratee shall discuss and agree on the break down of the office KRAs in to individuals KRAs. Three (3) to five (5) KRAs shall be defined for each office and individual employee.
KRAs are broad categories of general outputs or outcomes. It is the mandate or function of the office and/or individual employee. The KRA is the reason why an office and/or job exist. It is an area where the office and/or individual employee are expected to focus on.




7.1.B Setting the Objectives
	The Head of Office shall set (3) objectives per office KRA. The rater and the ratee shall discuss and agree on (3) objectives per individual KRA.
Objectives are specific tasks, which an office and/or employee need to do to achieve their specific KRAs. In objective setting, the SMART criteria, which stands for Specific, Measurable, Attainable, Relevant, Time Bound, shall be applied. (Annex G)

7.1.C Setting the Timeline
The timeline shall define the target date for accomplishing each of the Objectives. The timeline for the office Objectives shall be set by the Head of Office in coordination with the Planning Office and School Planning Team; while the timeline for the individual Objectives shall be discussed and agreed by the rater and the ratee.

7.1.D Assigning the Weight
Assigning of weights shall be done per KRA. Weights for each office KRA shall be assigned by the head of office in coordination with the Planning Office; while the weights for each of the individual KRAs shall be discussed and agreed upon by the rater and the ratee.
7.1.E Identifying the Performance Indicators
Using a five-point rating scale, the head of office shall identify a performance indicator for each of the office objectives, while the rater and the ratee shall identify and agree on the performance indicator for each of the individual objectives.
Performance Indicators are exact quantification of objectives expressed through rubrics. They are assessment tools, which gauge whether a performance is positive or negative.





	CATEGORY
	                                   DEFINITION

	Effectiveness/Quality
	The extent to which actual performance compares with targeted performance.

The degree to which objectives are achieved and the extent to which targeted problems are solved. In management, effectiveness relates to getting the right things done.

	Efficiency
	The extent to which time or resources is used for the intended task or purpose. Measures whether targets are accomplished with a minimum amount or quantity of waste, expense, or unnecessary effort.

In management, efficiency relates to doing the things right.

	Timeliness
	Measures whether the deliverable was done on time based on the requirements of the rules and regulations,and/or clients/stakeholders.

Time-related performance indicators evaluate such things as project completion deadlines, time management skills and other time-sensitive expectations.


 
Some performances are only rated on quality and efficiency, some on quality and timeliness, and others on efficiency only. There is no need to use all (3) categories.

7.1.F Demonstration of Competencies
	The DepEd required competencies are illustrated in Annex I.
7.1.G Reaching Agreement
Once the office and individual KRAs, Objectives and Performance Indicators are clearly defined, the rater and the ratee shall commit and reach an agreement by signing the OPCRF and IPCRF. The signed/approved OPCRF and IPCRF shall be the basis for monitoring and assessment, which shall take place in Phases II and III, respectively.


Diagram 1 - Process in the Performance Planinng and Commitment for the IPCRF
Start



The rater and ratee shall discuss and agree on the break down of the office KRAs, set objectives, set timeline, and assigning weight. (At least 3 to 5 KRAs shall be defined per individual employee)





The rater shall discuss with the ratee the competencies required of the individual personnel, as follows;
· Core behavioral competencies
· Leadership competencies
· Staff core Skills
· Teaching competencies (for teaching personnel only)








Reach agreement by signing the IPCRF. The signed/approved IPCRF shall be the basis for monitoring and assessment on the next phase.



		
Continue to Phase II Performance Monitoring and Coaching



	


Diagram 2 - Process in the Performance Planinng and Commitment for the OPCRF
Start



The  Head of Office and Planning Office shall define the office KRAs as anchored on the overall organizational outcomes.





Both the Head of Office and Planning Office together with other Section and Unit Heads shall discuss the competencies which uphold the DepEd’s core values.






Reach agreement by signing the OPCRF. The signed/approved OPCRF shall be the basis for monitoring and assessment on the next phase.




Continue to Phase II Performance Monitoring and Coaching

		



	


7.2 Phase II:Performance Monitoring and Coaching
	The performance monitoring and coaching shall commence after the rater and the ratee commit on the KRAs, Objectives and Performance Indicators, and sign the OPCRF and IPCRF. This shall be done throughout the year.
	The (2) main components of Phase II are the following
· Performance monitoring; and
· Coaching and feedback
Performance monitoring shall provide key inputs and objective basis for rating. It shall facilitate feedback and provide evidence of performance.
Performance monitoring shall be the responsibility of both the rater and the ratee who agree to track and record significant incidents through the use of the Performance Monitoring and Coaching Form (PMCF) (Annex J) Significant incidents are actual events and behaviors in which both positive and negative performances are observed and documented.
Coaching and feedback shall be a continuous process and shall be provided by the rater and/or shall be sought by the ratee to improve work performance and behavior.














Diagram 3 - Process in the Performance Monitoring and Coaching
Result of Phase 1 – IPCRF/OPCRF without rating



Beginning of phase 2



Observation
The rater identifies the performance gap or the opportunity to improve.




Discussion and Agreement
The coach and coachee agree on: (1) problems to address; and (2) opportunity to move job performance to 2 notches higher.




Active Coaching
The coach and coaches create action plan to address the gap.




Follow-up
Set a follow-up meeting to check the status of the agreed action plan.




Continue to Phase III Performance Review and Evaluation

		



	

7.3 Phase III:Performance Review and Evaluation
	The performance review and evaluation shall be done at the end of the performance cycle to assess the office and individual employee’s performance level based on the commitments and measures as contained in the signed OPCRF and IPCRF.
	A mid-year review is prescribed to determine the progress in achieving the Objectives. In exceptional cases, and only if the situation warrants, a one-time recalibration of office and individual Objectives shall be allowed during the mid-year review.
	Exceptional cases shall include instances when high level decisions are taken into effect such as changes in strategic directions, and circumstances beyond the control of the ratee such as natural and/or mand-mde calamities, including typhoon, earthquake and other fortuitous events.
	During the mid-year review, the rater shall inform in writing the ratee of the status of performance, in case of an Unsatisfactory or Poor performance. Coaching, Feedback and appropriate interventions shall be provided where necessary. Moreover, the rater and the ratee discuss and agree on the actual accomplishments and results-based on the performance commitments with equal opportunity.
The plus factor shall consider the equal opportunity principle (EOP). This is considered also a another KRA of the school-based and non-school based employees. Plus factor achievements are those not covered within the regular duties and responsibilities.
Upon reaching the agreement, the rater and the ratee shall reach agreement by signing the OPCRF/IPCRF guided by the equal opportunity principle (EOP). 
After reaching an agreement, both parties shall assess the competencies according to the given SPMS Rating scale (five-point rating scale) as follows;
SPMS Rating Scale
	Numerical
	Adjectival
	Description

	5
	Outstanding
	Role Model
Performance represents an extraordinary level of achievement and commitment in terms of quality and time, technical skills and knowledge, ingenuity, creativity, and initiative. Employees at this performance level should have demonstrated exceptional job mastery in all major areas of responsibility. Employee achievement and contributions to the organization are of marked excellence.

	4
	Very Satisfactory
	Consistently demonstrates
Performance exceeded expectations. All goals, objectives, and targets were achieved above the established standards.

	3
	Satisfactory
	Most of the time demonstrates
Performance met expectations in terms of quality of work, efficiency, and timeliness. The most critical annual goals were met.

	2
	Unsatisfactory
	Sometimes demonstrates
Performance failed to meet expectations, and/or one or more of the most critical goals were not met.

	1
	Poor
	Rarely demonstrates
Performance was consistently below expectations, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in one or more important areas.



Performance Review and Evaluation is done at the end of the performance cycle.













Diagram 4 - Process in the Performance Review and EvaluationResult of Phase 1 – Signed IPCRF/OPCRF without rating 
Result of Phase 2 – Performance monitoring and coaching form




Beginning of phase 3



Conduct a mid-year assessment to determine the progree in achieving the objectives of the employees., wherein the rater shall assess the performance of the ratee vis-à-vis the committed targets at the beginning of the performance cycle.




The rater and the ratee shall discuss and agree on the individual assessment based on the actual accomplishments of each of the KRAs and Objectives. The final rating shall be based on the accomplishment of the specific objectives as measured by the performance indicators.





The OPCRF and IPCRF shall be accomplished and completed by the rater and the ratee to: (1) Reflect actual accomplishments and results; (2) Rate each of the objectives; (3) Compute for the score per objective: (4) Determine the overall rating for accomplishments; (5) Reach and agreement and (6) Assess the competencies.





Continue to Phase IV Performance Rewarding and Development Planning



		





7.4 Phase IV: Performance Rewarding and Development Planning
	The result of the performance review and evaluation shall be used in performance rewarding and development planning. This phase shall be done after Phase III.
	The rater shall discuss and provide qualitative comments, observations, and recommendations on the individual employee’s performance commitment, competency assessment, and significant incidents which shall be used for training and professional development. These can be written under the strengths and development needs column of the Part IV – Development Plans of the IPCRF.
	For purposes of promotion and step increment, one (1) RPMS performance cycle shall be equivalent to two semestral rating periods.


















Diagram 5 - Process in the Performance Rewarding and Development Planning
Result of Phase 2 – Performance monitoring and coaching form
Result of Phase 3 – Signed IPCRF/OPCRF with rating





Beginning of phase 4



The rater shall discuss and provide qualitative comments, observations, and recommendations in the individual employee’s performance commitment, competency assessment and significant incidents which shall be used for training and professional development.




The rater and the ratee shall identify and discuss the individual strengths and development needs following the equal opportunity principle (EOP) and reflect them in the Part IV – Development Plans of the OPCRF/IPCRF.





The summary of Development Plans Form shall be the basis for development planning.



End of the process




		



The following steps shall be applied in development planning:





Section 8. Uses of Performance Ratings 
	The result of the performance evaluation/assessment shall serve as inputs to the following:
i. Rater in identifying and providing the kinds of interventions needed, based on the development needs identified;
ii. HRMO and HRTD in consolidating and coordinating developmental interventions, respectively; which shall form part of the HR Plan and shall be the bais for rewards and incentives;
iii. PMT in identifying potential PRAISE awards nominees for various awards categories; and
iv. PRAISE Committee in determining top performers of the agency who qualify for awards and incentives.
The PMT at each level shall validate the Outstanding Performance Ratings and shall recommend employees for performance-based rewards. Grants of performance based incentives shall be based on the final ratings of employees as approved by the head of office.
Employees and official who obtained an Unsatisfactory or Poor Rating for one (1) rating period shall be provided with appropriate developmental intervention by the head of office and supervisor, in coordination with HROD to address competency-related performance gaps.
Employees who are on detail to another office shall be rated in their present or actual office.

		Section 9. Monitoring and Evaluation
			Section 9.1 Submission of Accomplished Forms
		Each level shall undertake progress tracking to ensure continuous submission and compliance with this Policy. The following details shall be followed;
		At the end of the performance cycle, file copy of accomplished and duly signed RPMS forms shall be submitted by all offices to the Personnel Office at each level, which shall be attached to the individual personnel’s 201 file. Likewise, an analysis report and file copies of accomplished and duly signed RPMS forms shall be submitted as follows;
i. Analysis of all OPCRF of the SDO’s offices shall be submitted to the Planning Personnel.
ii. Analysis of the IPCRF shall be submitted as follows:
a. Division Office	-	Human Resource Development
b. Schools		-	Office of the School Head, copy 
furnished the SDOs

Section 9.2 Composition and Responsibilities of the PMS key players

	The PMT shall have the following functions and responsibilities: 
i. The Secretariat at each level sets consultation meeting of all Heads of Offices for the purpose of discussing the targets set in the office performance commitment and rating form;
ii. The Planning Office that shall ensure that Office Performance targets and measures, as well as the budget are aligned with those of the agency and that work distribution of Offices/Units is rationalized.
iii. PMT recommends approval of the office performance commitment and rating to the Head of Agency.
iv. HRMO identifies potential top performers and provide inputs to the PRAISE Committee for grant of awards and incentives; and
v. PMT adopts its own internal rules, procedures and strategies in carrying out the above responsibilities including schedule of meetings and deliberations and delegation of authority to representatives in case of absence of its members.
 	












Section 10 Customized PM Process flow in the SDO of Dapitan City
	After a thorough review on the system and processes of various orders, memoranda, and guidelines, SDO Dapitan City have formulated a customized system and process, as follows;
Start



Planning




Approval




Implementation 



Mid year review




Implementation 



Year end




		End



Note: Please refer to the latter processes as shown in diagram 1 to 5; and Phase 1 to 4, for the detailed procedures on the stage of planning, approval, implementation, mid year review, implementation and year-end.
Section 11 Sanctions
· Non-submission of the OPCRF to the Planning Office and the IPCRF to the HROD within the specified dates shall be ground for employee’s disqualification for performance-based personnel actions that require the rating for the given period such as promotion, training, scholarship grants, and PBB, if the failure of the submission of the said forms is due to the fault of the employees; and shall be dealt with administratively.

Section 12 Repealing Clause
	All issuances which are inconsistent with the Policy are hereby rescinded or modified accordingly.

Section 13 Effectivity
	These guidelines shall take effect immediately upon issuance.
















	Signed:

	NANCY F. TANGCALAGAN			JEPHONE P. YORONG
	Administrative Officer IV				EPS I
	Sub-Committee					Sub-Committee
PMS Pillar, Chairman					PMS Pillar, Co-Chairman

	
	JIDELLE G. GARCIA				LUNA LUZ B. RACHO
	Administrative Officer II				EPS I
	Sub-Committee					Sub-Committee
PMS Pillar, Secretary					PMS Pillar, Member


	GLENN E. MOHAMETANO			JONATHAN D. RELUYA
	Dentist II						PDO I
	Sub-Committee					Sub-Committee
PMS Pillar, Member					PMS Pillar, Member


MARIE D. MEDIJA					WELGAE R. ADRIATICO
	Administrative Officer II				ADAS II
	Sub-Committee					Sub-Committee
PMS Pillar, Member					PMS Pillar, Member

	
CHONA B. ROSALES				JOY C. CAGBABANUA
ADAS III						PSDS
	Sub-Committee					Sub-Committee
	PMS Pillar, Member					PMS Pillar, Member

	Recommending Approval:

	GEORDITO T. OLARIO				ROSALIO B. CONTURNO, Ph.D.
	Administrative Officer V					Assistant Schools Division Superintendent
								Performance Management Team, Chairman
								
	Approved:

	FELIX ROMY A. TRIAMBULO, CESO V
	Schools Division Superintendent
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