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DIVISION MEMORANDUM
SGO-2021-

PERFORMANCE MANAGEMENT SYSTEM

To : OIC - Assistant Schools Division Superintendent
Chief, School Governance and Operations Division
Chief, Curriculum Implementation Division
All Concerned Schoolheads

1. In lieu of the implementation of Performance Management System in the
department, the Schools Division of Bifian City adopts the Results-Based Performance
Management System based on DepEd Order No. 2, s. 2015, including the set
guidelines on the establishment and implementation of the RPMS in the department
stipulating the strategies, methods, tools, and rewards for assessing the
accomplishment vis-a-vis the commitments. This will be used for measuring and
rewarding higher levels of performance of the various units and development planning
of all personnel at all levels.

2 All personnel in the City Schools Division of Bifian City shall adhere to these
set standards.

3. Enclosed is the City Schools Division of Bifian City Policies and Procedures on
the Results-based Performance Management System (RPMS) for reference.

4, Immediate dissemination of this Memorandum is desired.

EDNA FAURA-AGUSTIN
Schools Division Superintendent

Encl: As stated
Reference: DepEd Order No. 2, s. 2015

SGOD/PROPER / BVE / GAA / DM-Performance Management System
/ 12/29/2021
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Republic of the Philippines

Bepartment of Education
REGION IV-A CALABARZON
CITY SCHOOLS DIVISION OF BINAN CITY

CITY SCHOOLS DIVISION OF BINAN CITY POLICIES AND PROCEDURES
ON THE RESULT-BASED PERFORMANCE MANAGEMENT
SYSTEM (RPMS)

(DepEd Order No. 02, s. 2015)

I. RATIONALE

As a learner-centered institution, the Department of Education is committed
to providing quality education to the Filipino learners and the community. To achieve
this goal, the agency recognizes the importance of continuously improving itself and
adopting effective systems that strengthen the culture of performance accountability.
The Result-Based Performance Management System (RPMS) is a critical component
of this effort, with the DepEd's mandate, vision, mission, and core values.

The effective application of the Equal Opportunity Principle (EOP) and the
institutionalization of standards that guarantee that every person is given the chance
to grow and excel without experiencing any form of discrimination are essential for
the City Schools Division of Bifian City to implement RPMS successfully. The EOP is
a fundamental principle that upholds the rights and dignity of every individual,
regardless of their background, gender, or any other factor that may affect their
opportunities for growth and development. With this, the City Schools Division of
Binan City can ensure that the RPMS promotes a culture of excellence and fairness,
benefiting not only the employees but also the learners as well.

II. PURPOSE

These internal guidelines have been crafted for the following purposes:

1. To highlight the importance of strategic alignment of the agency 's thrust
with the operation of the units and individual performance within the
organization.

2. To focus on performance in relation to the targeted milestones and
measurable outcomes to accurately assess both the organizational
success and the individual contributions of the employees.

3. To promote organizational effectiveness by tracking the progress and
efficiency of each individual employee.

III. SCOPE OF POLICY

This policy is applicable to personnel in the City Schools Division of Binan City,
including teaching, teaching-related and non- teaching personnel. It encompasses
division-based and school-based positions, whether they are plantilla or job order
employees. Its scope also covers all aspects such as mechanisms, criteria, and
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performance processes (e.g., planning and commitment, monitoring and coaching,
review and evaluation, and development planning and rewarding).

IV. DEFINITION OF TERMS AND ACRONYMS

1. For purposes of this policy, the following terms shall be defined and understood
as:

i Competencies are defined as the knowledge, skills, and behavior that
individuals demonstrate in achieving one's results. Competencies shall
uphold the DepEd's core values. They represent the way individual
define and live the values.

ii. Division Chiefs are the chiefs that lead in the operation of Curriculum
Implementation Division and School Governance and Operations
Division.

iii.  Head of Office refers to the approving authority enumerated in Annex

A who determines the final performance rating of individual employees
based on the proof of performance.

v. Individual Performance Commitment Form (IPCRF) is the form that
reflects the individual commitment and performance which is
accomplished by the personnel.

V. 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. It is
the area where the office and /or individual employee are expected to
focus on.

Vi 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 achievement of specific objectives under the
KRAs.

vii. Non School-based Personnel include all regular/ permanent, LGU-
funded and contract of service/job order, teaching related and non-
teaching personnel assigned to the Schools Division Office (SDO).

viii. Objective is a specific task that an office and/or individual employee
needs to achieve the major final outputs under the KRAs.

iX. Office Performance Commitment and Review Form (OPCRF) is the form
that reflects the office commitment and performance which is
accomplished by the Schools Division Superintendent, Assistant
Schools Division Superintendent, Division Chiefs, Unit/Section Heads,
and School Heads.

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

a. Schools Division Office — Division Planning Unit
b. School — School Planning Team

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

xii.  Performance Monitoring and Coaching Form (PMCF) is the form
intended for capturing the significant incidents involving the division
personnel relative to the performance of their functions.

xiii. Ratee refers to the individual employee concerned. The rater-ratee
relationship is enumerated in Annex A.
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xiv. Rater refers to the immediate superior who directly supervises the
performance of the individual employee and gives the preliminary
rating for approval of the head of office at the end of the rating period
based on the performance measures.

xv. 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 organization development needs.

xvi. School-based Personnel include all regular/permanent, LGU -funded
and contract of service/job order, teaching-related and non-teaching
personnel assigned and/or detailed in the schools including mobile
teachers.

xvii. Section/Unit Heads are the highest-ranking personnel in each service
unit/office /functional division which includes Administrative Services,
Personnel, Records, Accounting, Budget, Cashier, Supply and Delivery,
Legal, ICT

xviil. Significant incidents are actual events and behaviors in which positive
and negative performances are observed and documented.

2. The following acronyms shall be used throughout this Policy to mean:

i. AO - Administrative Officer

ii. ASDS - Assistant Schools Division Superintendent

iii. CESPES - Career Executive service Performance Evaluation System
iv. CESB - Career Executive Service Board

v. CID - Curriculum Implementation Division

vi. CO - Central Office

vii. CSC - Civil Service Commission

viii. DepEd - Department of Education

ix. EOP - Equal Opportunity Principle

x. EPS - Education Program Supervisor

xi. HR - Human Resource

xii. HRMO - Human Resource Management Officer

xiii. HRDS - Human Resource Development Section

Xiv M&E - Monitoring and Evaluation

xv. OPIF - « Organizational Performance Indicator Framework
xvi. OSDS - Office of the Schools Division Superintendent
xvii. PBB - Performance-Based Bonus

xviii. PM - Performance Management

xix. PMT - Performance Management Team

xx. PRAISE - Programs on Awards and Incentive for Service Excellence
xxi. RO - Regional Office

xxii. RPMS - Result-based Performance Management System
xxiii. SDO - Schools Division Office

xxiv. SDS - Schools Division Superintendent

xxv. SGOD - School Governance and Operations Division

V. POLICY STATEMENT

The Schools Division Office of Bifian City supports the implementation of
Results-based Performance Management System (RPMS) in the organization,
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stipulating the strategies, methods, tools, and rewards for assessing the
accomplishments vis-4-vis the commitments. This will be used as basis for training
and development, personnel actions (e.g. promotion, transfer, demotion, etc.), and
other developmental interventions, measuring and rewarding higher levels of
performance of the various units and development planning of all personnel in all
levels.

e 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).

e For school-based personnel, the RPMS shall be used only as an
appraisal tool, which shall be the basis for personnel actions such
as promotion, transfer, dropping from the rolls, etc. The granting
of PBB shall be governed by the existing PBB guidelines.

SDO shall adopt the RPMS framework shown in Annex B.

The DepEd RPMS shall follow the four-stage performance
management system cycle as prescribed by the CSC:

1 . Performance planning and commitment (Phase I)

i1 . Performance monitoring and coaching (Phase II)

i1 . Performance review and evaluation (Phase III)

iv . Performance rewarding and development planning (Phase 1V)

The SDO acknowledges the rights of all employees, the value of equality,
fairness, diversity and with non-discriminatory treatment thus commit to
implement Equal Opportunity Principle in the four phases of performance
management. As such, all personnel actions and decisions shall be made without
discrimination on age, disability, civil status, national origin, race, religion, sex,
gender preference, socio-economic standing, political affiliation, or any other
protected status in accordance with applicable and local laws.

VI. GENERAL GUIDELINES

1. Performance Planning and Commitment

1. No personnel shall be deprived of his/her participation in the
planning and commitment setting of his/her target output.

ii. The distribution of tasks/assignments of personnel shall be identified
based on the Key Result Areas of the Schools Division Office, which
shall be discussed by the supervisor and subordinates.

iii. Employees who are scheduled to retire within the planned
performance rating period should have their targets adjusted to take
into consideration the shorter period to achieve outputs.

iv. Female employees who are expecting to give birth within the planned
performance rating period should also have their targets adjusted to
take into consideration their maternity leave. Their Performance
targets shall be considerate of their state which would not be difficult
or impossible for them to deliver or achieve or that would endanger
their or their babies' safety and health.

v. PWD employees shall be given targets which are not impossible or
difficult for them to achieve or deliver.

vi. Giving assignments or tasks may be considered based on the needs
of personnel belonging to specialized groups or those who are
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Vil.

Viil.

1X.

recuperating from  life-threatening  illnesses, undergoing
chemotherapy or radiation, dialysis, and the like.

All personnel belonging to the Indigenous People's group should be
given targets and activities with consideration to their cultural beliefs
and practices not contrary with the law.

All personnel shall not be forced to perform or deliver any target that
would cause them to violate their religious beliefs and practices not
contrary with the law.

Promote workplace that will ensure the safety and easy access of
personnel who have physical limitations or health-related conditions.

2. Performance Monitoring and Coaching and Mid- year Evaluation

3.

4,

1.

11,

11i.

v.

All personnel shall be monitored and coach during the performance
cycle.

This will be recorded in Performance Monitoring Coaching Form (see
Annex C - Performance Monitoring Coaching Form)

No employee shall be deprived to participate in the mid-year
performance evaluation.

During the mid-year performance review, based on the partial rating
the Chief, Section/Unit Head and School Head shall ensure that the
unit/school targets shall be adjusted, when needed, to take into
consideration all the necessary adjustments to address the current
needs and demand of government works.

During the mid-year evaluation, personnel who failed to achieve
his/her target resulting to low performance rating due to valid and
unavoidable circumstances must be given a chance provided that a
written valid explanation can be presented.

Performance Review and Evaluation

I.

ii.

iii.

1v.

No personnel shall be deprived of his/her participation in the
performance review and evaluation.

The standard rating scale approved by the Civil Service Commission
as per DepEd Order No. 2, s. 2015 shall strictly apply during review
and evaluation of performance of personnel.

Performance management must be based on the Key Result Areas of
the posmon and objective criteria indicators. The rater shall exercise
nnpartlahty or give ratings based on the limitations and restrictions
considered when personnel belonging to specialized groups were
given assignments/tasks.

During validation of performance scores, the Performance
Management Team

(PMT) may calibrate the scores of personnel depending upon the
validation of evidence and agreement of the team. Calibration
measures conducted must be recorded in the minutes of meeting by
the PMT and in report of IPCRF.

Performance Rewarding and Development Planning

1.

i1.

The rater shall observe objectivity in discussing and providing
comments, observations and recommendations in the individual
employee's performance commitment and competency assessment.

Equal opportunities shall be given to all employees including those
belonging to specialized groups. The agency shall ensure that best
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performers shall be given due recognition, and no one should be left
behind because of their limitations and restrictions.

iii. Results of the year-end performance rating will be the basis for
awarding best performing employee anchored on the SDO rewards
and recognition program.

VIiI. PERFORMANCE CYCLE/PROCESS

The RPMS shall align the performance targets and accomplishments with
the Department's mandate, vision, mission, and strategic goals. It shall ensure
100% results orientation vis-a-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 school-based
personnel shall follow a performance cycle starting in April of the current year and
ending in March of the following year unless a supplemental policy is issued by the
DepEd-CO; while non-school-based personnel shall follow a performance cycle
starting in January and ending in December. Annexes E and F illustrate the
performance cycles which shall apply to school-based and non-school based
personnel, respectively.

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.

A. Phase I: Performance Planning and Commitment

The performance planning and commitment shall be done prior to the start
of the performance cycle (May for School-based Personnel and December for Non
School-based Personnel) where the rater meets with the ratee to discuss and agree
on the following:

1. 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.

1. The Office Performance Commitment and Review Form (OPCRF) shall
be accomplished by the head of office, division chiefs, section/unit
heads reflect the Office KRAs, Objectives and Performance Indicators.

2. The head of office, division chiefs, and section/unit heads in
coordination with the Planning Office, shall ensure alignment of the
office plans and commitments to the overall organizational outcomes.
The OPCRF shall be equivalent to the IPCRF of the head of office. A
sample of OPCRF, including the instructions for accomplishing the
form.
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3. 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. A sample of
IPCRF, including the instructions for accomplishing the form.

4. 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 breakdown of the office KRAs into individual KRAs.
Three (3) to five (5) KRAs shall be defined for each office and individual
employee.

5. Setting the Objectives. The head of office shall set three (3) objectives
per office KRA. The rater and the ratee shall discuss and agree on three
(3) objectives per individual KRA. In objective setting, the SMART
criteria, which stands for Specific, Measurable, Attainable, Relevant,
Time Bound, shall be applied.

6. 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 for SDO and School
Planning Team for school level; while the timeline for the individual
Objectives shall be discussed and agreed by the rater and the ratee.

7. 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.

8. Identifying the Performance Indicators. Using a five (5)-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.
In identifying the performance indicator, the operational definition or
meaning of each numerical rating shall be indicated under each relevant
dimension (i.e., quality, efficiency, or timeliness) per performance target
or success indicator. This shall ensure that the rating is objective,
impartial and verifiable. Table 1 below discusses the performance
measures by which the indicator must satisfy.

L 8
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Table 1. Performance Measures

CATEGORY

DEFINITION

_Eﬁecﬂveness /
Quality

1

The extent to which actual performance compares Wlth targeted
performance.
The degree to which objectives are achieved and the extent to

| which targeted problems are solved.

In management, effectiveness relates to setting 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.

For some instances, Performance maybe rated only on quality and efficiency,
some on quality and timeliness, and others on efficiency only. You need not use all

three (3) categories.

9. Demonstration of Competencies. During Phase I, the rater shall discuss
with the ratee the competencies required of the individual personnel.
The SDO shall adopt four classes of competencies as follows:

i.

il

iv.

Core behavioral competencies are competencies, which cut
across the organization;

Leadership competencies are competencies intended for
managerial positions;

a. SDS and ASDS

b. Division Chief

c. School Heads and Department Heads

Staff Core Skills are competencies intended for staff and
teaching related personnel; and

Teaching competencies are competencies intended for
teachers.

10. The ratee's demonstration of the required competencies shall be
monitored to effectively plan the interventions needed for behavioral
and professional development. The assessment in the demonstration of
competencies shall not be reflected in the final rating.

11. 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 Il and I1],
respectively.
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B. 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 two (2) main components of Phase Il are the following:

A Performance monitoring; and

ii. 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). 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. Coaching and
feedback shall be provided by the rater and/or shall be sought by the ratee
to improve work performance and behavior.
The rater, as the coach or mentor of the ratee, playing a critical role in the
performance monitoring and coaching, shall provide an enabling
environment and intervention to improve the office performance and to
manage and develop individual potentials.
The rater and the ratee shall sign each significant incident recorded in the
PMCEF to ensure that agreement has been reached.

C. 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.
1.

A mid-year review (November for School-based Personnel and May for Non
School-based Personnel) 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
man-made calamities, including typhoon, earthquake, pandemic, 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.

The RPMS shall put premium on KRAs towards the realization of
organizational vision, mission, strategic priorities and the OPIF log frame.
Hence, rating for planned and/or intervening tasks shall always be
supported by reports, documents, or any output as proofs of actual
performance. In the absence of said bases or proofs, a particular task shall
not be rated and shall be disregarded.
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5. Office and Individual Performance Assessment. The top management, in
coordination with the Planning Office, shall assess the performance of the
office vis-ad-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 solely on the accomplishment of
the specific objectives as measured by the Performance Indicators. The
OPCREF and IPCRF shall be accomplished and completed by the rater and
the ratee to:

i. Reflect actual accomplishments and results;

ii. Rate each of the objectives;

ii. Compute for the score per objective;

iv. Determine the overall rating for accomplishments;
V. Reach an agreement; and

vi. Assess the competencies.

6. Initial self-rating shall be encouraged prior to the rater-ratee discussion.

6.1 Third Level Officials, as heads of offices, shall accomplish the OPCRF for
submission to the Planning Office. The individual assessment of Third Level
Officials shall be contained in the CESPES Forms for submission to the CESB. The
Personnel Division shall be furnished a copy of both forms.

7.  Actual Results. The rater and the ratee shall discuss and agree on the actual
accomplishments and results based on the performance commitments and
measures made at the beginning of the rating period. They shall evaluate
each objective whether it has been achieved or not. The significant incidents
as reflected in the PMCF shall be considered for the actual results.

8. Rating the Objectives. Based on the actual accomplishments and results,
each of the Objectives shall be rated using the rating scale specified below:

NUMERICAL | ADJECTIVAL
~ RATING RATING

5 Outstanding | 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. .

DESCRIPTION OF MEANING

-

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

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

2 Unsatisfactory | Performance failed to mTaEtieipchétif&lé,' and / or one or |
more of the most critical goals were not met.

1 Poor | Performance was consistently below expectations,
| and/or reasonable progress toward critical goals was |
g not made. Significant improvement is needed in one or

' more important areas.
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Thus, SDO formulated localized Performance Indicators as follows:

NUMERICAL

‘ ADJECTIVAL
! RATING RATING DESCRIPTION_ SF MEAN INQ
; Performance represents 100% achievement of the
} 5 Outstanding | Planned targets in terms of Quality, Efficiency, and 3
| ' days ahead as to Timeliness.
R SR - | o |
' Performance represents 100% Of the planned targets in |
4 Very terms of Quality, Efficiency, and 1-2 days ahead as to
L Satisfactory | Timeliness.
- Performance representswlh()é"/: of the planned targets in
3 Satisfactory | terms of Quality, Efficiency, and on time as to
' Timeliness. .
Performance represents 99-90% of the planned targets"!‘
2 | Unsatisfactory | in terms of Quality, Efficiency, and Timeliness. ‘
N Performance rei;resents 89% and below of the planned |
1 Poor targets in terms of Quality, Efficiency, and Timeliness.

SDO localized indicators for specific target (numerical) per KRA

NUMERICAL | ADJECTIVAL
B RATING RATING DESCRIPTION OF MEANING
‘T . 40% above the target in terms of Quality, Efficiency, and
| 5 Outstanding  mjmeliness.
Very 20% above the target in terms of
' 4 Satisfactory Quality, Efficiency, and Timeliness.
. P\Aeeﬁng the set target in terms of
3 SaUSf%CtOIy Quality, Efficiency, and Timeliness.
. , 20% below the target in terms of Quality, Efficiency, and
2 . Unsatisfactory pimeliness.
40% below the target in terms of
1 Poor Quality, Efficiency, and Timeliness.

The final assessment shall correspond to the adjectival description of
Outstanding, Very Satisfactory, Satisfactory, Unsatisfactory or Poor. The range of
adjectival rating is shown in Table 3.

9.

Process for Computing the Score per KRA

1. The rater and ratee shall ensure that each KRA has been assigned
weight according to priority.

11.

As an option, the rater and ratee may assign weights to objectives

which shall be equal to the total weight assigned to a particular KRA.
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KRA 1 -—- Weight assigned is 40%
Objective 1 is 20%
Objective 2 is 10%
Objective 3 is 10%
iii. The score per KRA shall be computed using the following formula:
Rating per KRA Weight x Rating
Total/Final Rating KRAI + KRA2 + KRA3 + KRA 4 (Plus Factor)

Sample Computation:

Weight per
KRAs Weight Objectives Objectives Rating Score
KRAI 40 Objective 1 4 0.400
Objective 2 20% @ 5 1.000
Objective 3 10% 3 0.300
. KRA2 20 Objective 1 3 0.300
Objective 2 5% 3 0.150
Objective 3 5% 4 0.200
KRA3 30 Objective 1 4 0.400
| Objective 2 15% 3 0.450
Objective 3 5% 3 0.150
|
KRA4 10 | Objective 1 5% 3 0.150
Plus | e 0
factor Objective 2 2.5% 3 0.075
Objective 3 2.5% 4 0. 100
Final Rating 3.675
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10. Plus Factor. The plus factor shall be considered as another KRA. These
are value adding accomplishments, which are not covered within the regular
duties and responsibilities. The weight on the plus factor shall not exceed
the weight of the highest mandated KRA.

* For teachers, the plus factor shall be limited to work/activities, which
contribute to the teaching-learning process.

11. Determining the Overall Rating for Accomplishments. The overall rating/
assessment for the accomplishments shall fall within the following adjectival
ratings and shall be in three (3) decimal points:

Table 3. Adjectival Ratings

? RANGE ADJECTIVAL RATING

| 4.500 - 5.000 N Outstanding
3.500 - 4.499 Very Satisfactory

B 2.500 - 3.499 ‘Satisfactory |
1.500 - 2.499 ' Unsatisfactory |
below 1.499 | Poor |

12. Reaching Agreement. Upon determining the overall rating for the actual
accomplishments and results, the rater and the ratee shall reach an agreement
by signing the OPCRF and IPCRF.

13. The average rating of individual staff members should not go higher than the
collective performance assessment of the office.

14. Assessing the Competencies. The rater shall discuss with the ratee the set of
competencies observed during the performance cycle. The competencies shall not
be reflected in the final rating. Competencies shall be monitored for
developmental purposes. In evaluating the individual's demonstration of
competencies, the rating scale in Table 4 shall apply:

L3
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Table 4. The DepEd Competencies Scale

SCALE | DEFINITION
5 ; Role model
4 Consistently demonstrates
3 Most of the time demonstrates
2 Sometimes demonstrates

1 Rarely demonstrates
5 (role model) - all competency indicators
4 (consistently demonstrates) - four competency indicators
3 (most of the time demonstrates) — three competency indicators
2 (sometimes demonstrates) — two competency indicators
| (rarely demonstrates) — one competency indicator

D. Phase IV: Performance Rewarding and Development Planning

The results of the performance review and evaluation (April for School-based
Personnel and December for Non School-based Personnel) 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 in 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.

1. The rater and the ratee shall identify and discuss the individual's strengths and
development needs and reflect them in the Part IV-Development Plans of the
IPCRF. The competencies which the ratee demonstrated consistently and the
areas, where the ratee meet or exceed expectations shall be referred to as the
ratee's strengths. The competencies, which the ratee rarely demonstrates and
the areas where the ratee has room for improvement and has not met the
expectations, shall be identified as the ratee's development needs.

PART IV: DEVELOPMENT PLANS

Action Plan
Development  (Recommended - Resources
T
Strength Needs Development AR Needed
Intervention
Rater Ratee
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2. For purposes of promotion and step increment, one (1) RPMS performance cycle
shall be equivalent to two semestral rating periods.

3. Employee development is a continuous learning process that enables the ratee
to achieve his/her personal objectives within the context of the organizational
goals. Employee development shall be a shared responsibility of the rater and
the ratee, Personnel Division and the Organization. The summary of
Development Plans Form shall be the basis for development planning.

4. The following steps shall be applied in development planning:

i. Identify the development needs;
ii. Set goals for meeting the development needs;
iii. Prepare action plans for meeting the development needs such as list

of learning activities, resources and support, measures of success,
among other needs;
iv. Implement action plans; and
V. Evaluate
5. The rater, ratee and Human Resource, Training and Development Section shall
ensure that the action plans and interventions for employee development are
appropriate for the development needs and learning styles of the ratee. Below
are sample activities of development action plans:
i Self-managed learning;
ii. Benchmarking;
Consolidated in the office, either the mother (Plantilla) office or present office,
where the employees have spent majority of their time during the rating period.

6. Personnel on detail should submit a copy of their performance appraisal/rating
from the office where they are on detail to DepEd.
IX. Submission of Accomplished Form
At the end of the performance cycle, accomplished and duly signed RPMS
forms (OPCRF and IPCRF) of schools and SDO shall be submitted by all offices to the
HRMO, which shall be attached to the individual personnel’s 201 file.

X. Composition and Responsibilities of the RPMS Key Players

Table 5. Composition of Performance Management Team

Division PMT School PMT
Chair: Chair:
e Assistant Schools Division e School Head
Superintell_d_gnt ] -
Co-Chair: Co-Chair:
e Chief Education Supervisor (CID) e One (1) Master Teacher/Department

!
e Chief Education Supervisor (SGOD) ; Head -
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p—
' Members:

One (1) Education Program
Supervisor (SGOD)

One (1) Education Program
Supervisor (CID)

Planning Officer III
SEPS-Planning and Research
SEPS-School Management,
Monitoring, and Evaluation
SEPS-Human Resource
Development

SEPS-Social Mobilization and
Networking

EPS II- Human Resource
Development

Accountant III

Administrative Officer V
Representatives of the School Head
(Elementary/Secondary)
Representatives from the Division
Teacher Association
(Elementary/Secondary)
Representative of National
Employees Union (NEU)-Division
Chapter Representative for Level 1
and Level 2

Members:

One (1) Representative from the
School

Planning Team

One (1) Administrative

Officer/ Representative from
non-teaching group

One (1) Representative from the
teacher association.

Observer:

One (1) PTA Division Federation
Representative

Observer:

Secretariat:

Administrative Personnel

| Secretariat:

One (1) PTA Representative

Administrative Personnel

The PMT shall have the following functions and responsibilities:

1. recommend approval of the office performance commitment and
rating to the Head of Office;

11. identify potential top performers and provide inputs to the
PRAISE Committee for grant of awards and incentives;

1il.

adopt 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;

1v.

set performance policy guidelines of SDO and shall ensure the

dissemination of the said policy guidelines in the school and SDO

level,

v.  formulate customized criteria, guidelines and tools for setting

performance standards;
develop tools that will track the efficiency of the PM processes;

VI.
and
Vi
performance.

conduct further evaluation and validation of personnel

&% Website: depedbinan.com
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viil. calibrate scores based on the evidence that support the rating of
personnel; ix. review existing policies and formulate policy
recommendations;

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.

The Planning Office shall:

1. 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;
Conduct an agency performance planning and review conference
annually for the purpose of discussing the Office assessment for
the preceding performance period and plans for the succeeding
rating period with concerned Heads of Offices; (This shall include

1i. participation of the Financial Office as regards budget
utilization.)

1ii. monitor and evaluates the submission of OPCRF and schedule

the review and evaluation of Office Commitments by the PMT at
each level before the start of a performance period;
Consolidate, review, validate and evaluate the initial performance
assessment of the Heads of Offices based on reported Office
accomplishments against the success indicators, and the allotted
budget.

Iv. against the actual expenses; (The result of the assessment shall
be the basis of PMT's recommendation to the Head of Agency
who shall determine the final Office rating) and

v.  provide each Office with the final Office Assessment to serve as
basis of offices in the assessment of individual staff members.

The HRMO shall:

1.  monitor submission of IPCRF by Heads of Office

1. ensure that all submitted duly accomplished and signed
OPCRF/IPCRF are filed in the individual 201 files.

iii. prepare and review the Summary List of Individual Performance
Rating to ensure that the average performance rating of
employees is equivalent to or not higher than the Office
Performance Rating as recommended by the PMT and approved
by the Head of Office.

iv. prepare summary of ratings with ranking (see Annex I)

v. provide summary report of OPCRF/IPCRF Part IV- Development
Plans to SEPS-HRDS.

The SEPS-HRDS shall:

1. utilize summary report provided by the HRMO and prepare an
analysis report for Learning and Development Intervention
Program.

ii. submit copy of analysis of all OPCRF of SDO and schools to the
SGOD Planning Office.

1ii. provide analytical data on retention, skill/ competency gaps, and
talent development plans that align with strategic plans; and
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1v.

develop interventions that will form part of the L&D Plan.

The Head of Office, including designated officials in an Acting or Officer-In-Charge
(OIC) capacity, shall;

1.

1.

111,

iv.

V1.

Vil.

Viil.

assume primary responsibility for performance management in
his/her Office; conduct strategic planning session with the
supervisors and staff and agree on the outputs that should be
accomplished based on the goals/ objectives of the organization
and submits the Office Performance Commitment and Review;
review and approve individual employee's Performance
Commitment and Review Form for submission to the Personnel
Section before the start of the performance period;

submit a quarterly accomplishment report to the Planning Office
based on the RPMS calendar;

initially assess the office's performance using the approved Office
Performance Commitment and Review Form,;

determine final assessment of performance level of the individual
employees in his/her office based on proof of performance;
inform employees of the final rating and identified necessary
interventions to employees based on the assessment of
developmental need;

recommend and discuss a development plan with the
subordinates who obtain Unsatisfactory performance during the
rating period not later than one month after the end of the said
period and prepares written performance not earlier than the
third notice/ advice to subordinates that a succeeding
Unsatisfactory performance shall warrant administrative action;
and

provide preliminary rating to subordinates showing Poor
performance not earlier than the third month of the rating period.
A development plan shall be discussed with the concerned
subordinate and issue a written notice than failure to improve
their performance shall warrant administrative action.

The Division Chief and Séction/ Unit Head or equivalent shall;

1.

11.
11i.

1v.
V.

assume joint responsibility with the head of office in ensuring
attainment of performance objectives and targets;

rationalize distribution of targets/tasks;

monitor closely the status of the performance of their
subordinates and provide support and assistance through the
conduct of coaching for the attainment of targets set by the
Division/ Unit and individual employee;

assess individual employees' performance; and

recommend developmental intervention.

The Individual Employees shall act as partners of management and their
co-employees in meeting organizational performance goals.
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M. Disqualification Criteria

Unless justified and accepted by the PMT, non-submission of the OPCRF
to the Planning Office and the IPCRF to the Personnel Section 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 employee.

XII. Sanctions

Any violation of reasonable office rules and regulations and simple neglect
of duty for the supervisors or employees responsible for the delay or non-
submission of the OPCRF and IPCRF shall be dealt with administratively.

Failure on the part of the head of office to comply with the required notices
to their subordinates for their unsatisfactory or poor performance during a rating
period shall be a ground for an administrative offense for neglect of duty.

XIII. Grievance
A Grievance Committee shall be created in each level of the organization
to act as appeals board on all issues relating to the implementation of RPMS. The

composition of the Grievance Committee is detailed on Table 6 below.

Table 6. Composition of the Grievance Committee

Schools Division Office Schools
| Chair: SDS Chair: ASDS
‘ S —
' Members: Members: .
Legal Officer HRMO /AO
HRMO Principal .
EPS Master Teacher / Head Teacher |
Teachers Association
. Representative
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XI1I. Appeals

The office performance assessment as discussed in the performance
review and conference shall be final and not appealable.

1. appeal on the initial performance assessment of an Office shall be
discussed and decided during the performance review conference.

2. Individual employees who feel aggrieved or dissatisfied with their
final performance ratings can file an appeal with the PMT within ten
(10) days from the date of receipt of notice of their final performance
evaluation rating from the Head of Office. An office/ unit or individual
employee, however, shall not be allowed to protest the performance
ratings of other office/ unit or co employees. Ratings obtained by
other office/ unit or employees can only be used as basis or reference
for comparison in appealing one's office or individual performance
rating.

3, In case PMT received an appeal filed by employee it will be forwarded
to Grievance Committee in-charge of all issues relating to RPMS. The
committee has five (5) to ten (10) working days to act on the appeal
received. The decision of the PMT in the school level may be appealed
to the Schools Division Office.

4.  Officials or employees who are separated from the service based on
Unsatisfactory or Poor performance rating can appeal their
separation to the CSC or at its regional office within 15 days from
receipt of the order or notice of separation.

XIII. Funding Requirement

In the implementation of RPMS, SDO Considers the following
funding sources:
1. All learning and development intervention programs of all employees
will be charged to HRTD Fund and MOOE.
2. Monitoring and evaluation and preparation of materials/will be
chargeable to MOOE.

XIv. References

The government issuances related to the RPMS are the following:

Civil Service Administrative Order No. 25 s. 2011 created an inter-agency
task force on the harmonization of national government performance monitoring,
information, and reporting system. This inter-agency task force developed the
Results-Based Performance
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i. Management System (RBPMS) that established a common set of
performance scorecard and harmonized national government
performance monitoring, information, and reporting systems;

ii. CSC Memorandum Circular No. 6, s. 2012 provided guidelines in
the establishment and implementation of agency Strategic
Performance Management System;

iii. Joint CSC-Department of the Budget and Management (DBM) Joint
Circular No. 1, s. 2012 provided the rules and regulations on the
grant of step increments due to meritorious performance and length
of service; and

iv. Executive Order No. 80, s. 2012 directed the adoption of
performance-based incentive system for government employees.

v. DepEd Order No. 02, s. 2015 provided guidelines on the
establishment and implementation of Results-Based Management
System in the Department of Education.

XV. Monitoring and Evaluation
The SEPS-M&E shall conduct monitoring, mid-year and year-end assessment
or as needed based on the feedback gathered on all incidents or reports that shall
violate this policy.
XVI. Separability Clause
In the event that any provision or part of this policy is declared illegal or
rendered invalid by competent authority, those provisions not affected by such
declaration shall remain valid and effective.
XIX. Effectivity

This policy shall take effect immediately and shall remain in effect unless
amended, repealed, rescinded, or superseded.
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NAME SIGNATURE DATE '
Prepared by:
PMT Chair
Approved by:
Schools Division Superintendent

i
Annex A
RATEE RATER APPROVING AUTHORITY

Division Office

1 |Superintendent Asst. Regional Director Regional Director
2 |Asst. Superintendent Superintendent Asst. Regional Director
3 | Chief of Division Asst. Superintendent Superintendent
Education Program . . .
4 | Supervisor CID Chief/SGOD Chief Asst. Superintendent
5 |SGOD Section/Unit Head | Education Program Asst. Superintendent
| Supervisor-SGOD B
' |CID and SGOD , ) o _
6 | Personnel /Staff Section/Unit Head Division Chief
7 | OSDS Section [Unit Head | Asst. Superintendent Superintendent

Admin Personnel/Staff

Section / Unit Head

Administrative Officer V
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Schools

'1 | School Head

Asst. Superintendent

Superintendent

Department Head/
'Master Teacher/

School Head

Superintendent

3 | Teacher (small schools)

School Head

Assistant Superintendent

Teacher (medium and
1 large schools)

Department Head/
Master Teacher

School Head

5 | Non-Teaching Staff
|

|

School Head

Administrative Officer V
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Annex B The DepEd RPMS Framework

DepEd RPMS Framework

Vision, Mission,
Values (VMYV)

.........
o i i

|
1
WHAT ; HOW
Strategic ‘ N Values
Priorities .- -
T '
| '
l 1
Department/ Competencies
Functional

Area Goals

7 Regional '
KRAs and '
Objectives a :

U ]

DepEd RPMS Framework

It illustrates in the left-hand side WHAT needs to be achieved from the
central level down to the schools in order to succeed. Strategic priorities are broken
down to Departmental/ Functional Area Goals, which are translated into Individual
Key Result Areas (KRAs) and Objectives. This shall enable units and individual
employees contribute to the organizational success. On the other hand, the right-
hand side of the framework refers to HOW the success indicators are supposed to be
achieved. The organizational values are specified into sets of competencies, which
the individual employees demonstrate in performing their tasks.

Address: P. Burgos St., Brgy. Sto. Domingo, Bifian City, Laguna
Telephone Nos.: 511-4143/511-8620/511-4191/511-8746
Email Address: deped.binancity@deped.gov.ph

Website: depedbinan.com




Annex C Performance Monitoring and Coaching

Critical Impact on Sienature
Date Incidence Output Job/Action Ratil:/ Ratee
Description Plan .
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Annex D CALIBRATION RESULTS

N § Iﬁ Supervisor- | PMT .

En:“;: ‘;e | Department @ Validated | Calibrated Remarks
i ploy Rating | Rating
| |
| |
- e
|
. S

Prepared by: Reviewed by: Approved by:

PMT Secretariat

PMT Chairperson and

Members

Head of Agency
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Annex E

RPMS Cycle for School-based Personnel

Mid-Year
Review
(Phase IIj

Vear-End
Fezults (Phases

& IV)

Performance
Planning
(Phase I

Annex F

RPMS Cycle for Non School-based Personnel

Year-End
Results
(Phase 111}

Mid-Year
Review

Performance
Planning
{Phase 1]

(Phase II}
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g
Republic of the Philippines

Bepartment of Education

REGION IV-A CALABARZON
CITY SCHOOLS DIVISION OF BINAN CITY

I

II.

Guidelines in the Implementation of Equal Opportunity Principle

(EOP) in Human Resource Management (HRM) System
RATIONALE

The City Schools Division of Binan City supports and recognizes
the value of equality and diversity among all pillars and elements of
the human resource management system.

Pursuant to CSC Memorandum Circular 24, s. 2016, Program
to Institutionalize Meritocracy and Excellence in Human Resource
Management (PRIME-HRM) which requires the institutionalization of the
Equal Opportunity Principle (EOP) in all areas of human resource,
particularly its core systems on Recruitment, Selection and Placement
(RSP); Learning and Development (L&D); Performance Management
(PM); and Rewards and Recognition (R&R), Schools Division Office
(SDO) of Binan City establishes the internal guidelines on EOP.

This policy shall remove all barriers and discrimination in all
personnel actions and employment decisions and sustain an efficient
and productive workforce on account of age, gender identity, sexual
orientation, civil status, disability, religion, ethnicity or political
affiliationare recognized and respected, subject to the agency needs
and requirements.

LS

COVERAGE

All SDO Binan City personnel shall observe this Circular on the
institutionalization of EOP in the following four (4) core systems of
Human Resource Management (HRM) namely:

a. Recruitment, Selection and Placement (RSP)
b. Learning and Development (L&D)

c. Performance Management (PM)

d. Rewards and Recognition (R&R)

POLICY STATEMENT

SDO Binan City acknowledges the right of all personnel to be
treated equitably and commit to provide consistent, merit-based
employment practices that follow the EOP and encourages all personnel
to achieve their full potential. SDO Binan City management shall carry
out its duties and personnel actions in a professional and ethical
manner compliant with existing rules and regulations.



Iv.

LEGAL BASES

a. CSC Memorandum Circular No. 30, s. 2014

“Adoption of HR Maturity Level Indicators for the Human
Resource Management System in the Public Sector dated
December 22, 20147;

. CSC Memorandum Circular No. 24, s. 2016

“Program to Institutionalize Meritocracy and Excellence in Human
Resource Management (PRIME-HRM) Enhanced Maturity Level
Indicators”;

Republic Act No. 10911, July 21, 2016
“An Act Prohibiting Discrimination Against and Individual in
Employment on Account of Age and Providing Penalties therefor”;

. Presidential Decree 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 therefor”;

. Republic Act No. 6725, May 12, 1989

“An Act Strengthening the Prohibition on Discrimination
Against Women with Respect to Terms and Conditions of
Employment”;

Republic Act No. 7877, Anti-Sexual Harassment Act of
1995
“AnAct Declaring Sexual Harassment Unlawful in the
Employment, Education or Training Environment and for
otherPurposes”;

. Republic Act No. 7192, July 21, 1991

“Women in Development and Nation Building Act”;

. Republic Act No. 9262, March 8, 2004

“Anti-Violence Against Women and Their Children Act of 20047;

CSC Memorandum Circular No. 48, s. 2013
“Directing all Concerned Government Agencies to Adopt the
Gender Equality Guidelines in the Development of their
Respective Media Policies and Implementing Programs in Order
to Promote Gender Mainstreaming”;

1987 Philippine Constitution (Article II Section 14)
“The State recognizes the role of women in nation building and
shall promote the fundamental equality before the law of
women and men



. Republic Act No. 8972, November 7, 2000 )

“The Solo Parents’ Welfare Act of 2000”, An Act Providing for
Benefits and Privileges to Solo Parents and their Children,
Appropriating Funds therefor and for other purposes;

Republic Act No. 8371, October 29, 1997
“An Act to Recognize, Protect and Promote the Rights of
Indigenous Peoples, Creating a National Commission,
Appropriating Funds thereof and for other purposes”;

. Republic Act No. 7041, June 5, 1991

“An Act Requiring Regular Publication of Existing Vacant
Positions in Government Offices, Appropriating Funds thereof
and for other Purposes”;

. CSC Memorandum Circular No. 2, s. 2001
“Revised Policies on the Settlement of Grievances in the Public
Sector”;

. CSC Memorandum Circular No. 07, s. 2007

“Program on Awards and Incentives for Service Excellence”;

. CSC Memorandum Circular No. 7, s. 2014
“Encouraging Government Agencies to hire PWDs pursuant to
Republic Act No. 7277%;

. CS8SC Memorandum Circular No. 10, s. 1989
“Establishing the Personnel Development Committee (PDC)*;

L3

CSC Memorandum Circular No. 6, s. 2012
“Guidelines in the Establishment and Implementation of
AgencyStrategic Performance Management System (SPMS)”;

CSC Memorandum Circular No. 28, s. 1990
“Reiterating Certain Policies in the Conduct of Government
Training and Development Program?;

Republic Act No. 10028, March 16, 2010
“An Act Expanding the Promotion of the Breastfeeding, amending
for the purpose Republic Act No. 7600”;

. CSC Memorandum Circular No. 43, s. 1993
“Streamlining and Deregulating Human Resource Development
Function”;



V.

GENERAL GUIDELINES
a. Recruitment, Selection and Placement (RSP)

Subject to all existing policies of City Schools Division of
Binan City, the recruitment, selection and placement of
personnel
qualification and competency to perform the duties and
responsibilities of the position. There shall be no discrimination
in the selection of employees on account of age, sexual
orientation, gender identity, civil status, disability, religion,
ethnicity, social status, income, class, political affiliation or
other similar factors/personal circumstances which run
counter to the principles of equal employment opportunity.

shall be based on the merit and fitness,

Publication of Vacancies

1. Subject to all existing policies of NEA, the agency shall

not print or publish or cause the printing, in
any form of media, including the internet, any
notice of advertisement relating to employment,
suggesting preferences, limitations, specifications
and discrimination or decline any employment
application because of an individual’s age, sexual
orientation,gender identity, civil status, disability,
religion, social status, income, class, political
affiliation or other similar factors/personal
circumstances which run counter to the principles
of the equal employment opportunity principle.

2. Subject to all existing policies of SDO Binan City,

all vacant positions shall be open to all qualified
applicants regardless of age, sexual orientation,
gender identity, civil status, disability, religion,
ethnicity, social status, income, class, political
affiliation or other similar factors/personal
circumstances which run counter to the principles
of merit and fitness for the job and equal
employment opportunity.

Assessment and Examination

1. City Schools Division of Binan City shall base its

RSP assessment on the policy of equal employment
opportunity.

. During the preparation of any listing or database

of applicants, the HRMO shall note if there are
differently-abled or senior citizen applicants so that
proper assistance shall be provided.



iii. Human Resource Merit Promotion and Selection
Board (HRMPSB) Panel Interview

1. All applicants must be properly informed of their
interview schedule.

2. The panelist shall only ask question related to the
selection criteria. Questions shall not pertain to
age, sex, gender, civil status, disability, religion,
ethnicity, social status, income, class, political
affiliation or other similar factors/personal
circumstances which run counter to the principle
of equal employment opportunity.

iv. Monitoring Mechanism

1. SDO Binan City shall ensure that the RSP process
of the agencyshall be harmonized with the agency’s
EOP.

2. The HRMO shall maintain records of the total
number of applicants, including data on
classification of age, sexual orientation, gender
identity, civil status, disability, religion, ethnicity,
social status, income,class, political affiliation or
other similar factors/personal circumstances.

3. Should the HRMO encounter applicants within the
specialized groups, such shall be recorded, and
proper assistance shall be provided to them.

4. The HRMO shall inform the HRMPSB on the
diverse status of applicants during the initial
meeting and orient them with the assistance and
consideration thatthe SDO has accorded to them.

b. Learning and Development

a. City Schools Division of Binan City SGOD-Human
Resource Development Section (HRDS) shall align
competency programs to the division’s vision, mission
and mandate, specifically the agenda to intensify
capacity building programs of its personnel.

b. SGOD-HRDS shall proactively lead in the
implementation of the Learning and Development plan
and its management system; and



C.

It shall lead the way and promote effective adult
learning methodologies such as, just-in-time, just-the-
right amount of information and other capability
building approaches.

c. Performance Management

a.

The EOP shall be imposed in the implementation of
performance management strategies and tools such as
the Strategic Performance Management System
(SPMS).

The distribution of tasks/assignments of personnel
should be discussed by the top management and
subordinates so that there will be consensus and
agreements on commitments/targets of the
office /division.

Assignments/tasks should consider the needs of
personnel belonging to specialized groups or those who
are recuperating from life-threatening illnesses,
undergoing chemotherapy or radiation, dialysis and
the like.

Assignments that would require mobility such as travel
to provinces and regions, representation to inter-
agency activities held outside the workplace should be
agreed upon of all the personnel in the
office /division/unit.

Work areas that will ensure the safety and easy access
ofpersonnel who have physical limitations or health-
related conditions must be provided.

Pregnant officials/employees should be given due
consideration on assignments/tasks to ensure their
safety as well as that of their unborn child.

All employees belonging to the Indigenous People’s group
should be given targets and activities which compliant
with their cultural beliefs and practices.

The standard rating scale approved by the Civil Service
Commission shall strictly apply during review and
evaluation of performance of personnel. Supervisors
shall not exercise biases or give ratings based on the
limitations and restrictions considered when personnel
belonging to specialized groups were given
assignments/tasks.



d. Rewards and Recognition

a. Subject to all existing policies of City Schools Division
of Binan City, the rewards and recognition of personnel
shall be based on equal opportunity, merit,
performance, and accomplishments and shall not be
based on age, sexual orientation, gender identity, civil
status, disability, religion, ethnicity, social status,
income, class, political affiliation, or other similar
factors/personal circumstances which run counter to
the principles of equal employment opportunity.

b. Equal opportunities shall be given to all personnel and
those belonging to specialized groups. The agency shall
ensure that they should not be left behind because of
theirlimitations and restrictions.

c. The PRAISE Committee shall ensure that the
nomination and deliberation of CSC Honor Awards
Program and other recognitions shall be in accordance
with the EOP.

V. RESPONSIBILITIES

a. SDO’s Role

a.

The SDO is responsible in making reasonable steps to
prevent discrimination, harassment, sexual harassment,
abuses and backbiting from occurring in the workplace.

SDO is responsible in setting this policy in place,
educating personnel about inappropriate behavior,
implementing grievance procedures and ensuring
compliance by all work units.

Complaint of any personnel regarding any of the illicit
behaviors and acts set out in this policy will be taken
seriously.

All complaints will be dealt with in a sensitive and
confidential manner. Each formal complaint will be
investigated and, if substantiated, appropriate
disciplinary action shall be implemented.

b. Personnel’s Role

a.

SDO Personnel are responsible in ensuring that they don’t
discriminate, harass, bully, abuse and backbite other
personnel in the workplace.



b. SDO personnel shall be aware that they can be held legally

responsible for their unlawful acts or the acts of others on
their behalf.

c. Personnel who shall assist or encourage inappropriate
acts such as bullying or harassment shall also be held
liable.

d. All personnel should ensure that Equal Employment
Opportunity is also applied to clients, partners, suppliers
andany other people or organization that deals with NEA.

e. Employees must report any incidents or suspected
incidentsto their immediate supervisors.

c. Supervisor’s Role

a. Supervisors shall have an important role in the prevention
of inappropriate workplace behavior. They must ensure that
they do not discriminate against, harass, bully, abuse or
backbite employees or any other people.

b. Supervisors shall ensure that all subordinates understand
and implement this policy and ensure that an appropriate
work culture is maintained.

VII. OTHER IMPORTANT AGENCY INVOLVEMENT IN EOP

a.

Profiling of participants shall be done prior to the conduct of
the training to confirm their availability and assess their
readiness and requirements for the training.

The training secretariat shall note if there are participants who
are included in the specialized groups (i.e., solo parent,
indigenous people, PWD or pregnant women etc.) so that their
needs will beproperly addressed.

Training modules/topics, learning materials and language shall
be sensitive to the needs/physical well-being of specialized

groups.

Venues for training should be in a location where facilities for
people with special needs are available.

Food provisions should consider the participant’s religion or
health conditions.

The training secretariat shall attend at all times the needs of
thespecialized groups during the activity.



VIII. SEPARABILITY CLAUSE
In the event that any provision or part of this policy is declared

illegal orrendered invalid by competent authority, those provisions not
affected by such declaration shall remain valid and effective.

IX. REPEALING CLAUSE

All issuances inconsistent with these guidelines shall be deemed
superseded.

X. EFFECTIVITY

This Policy shall take effect immediately and shall remain in force
unless superseded by an appropriate issuance.
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