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1.0 oBJECT|\'8S

l.l Establish a system for implementation on the different employee services in the sr€as

ofhurnan resource management and development

2.0 scoPE

This procedure defines rcsponsibilities atrd requiremens for the identification and prousion
of the following resourcesi

2.1 Humar resources

3.0 REFf,RENCES

l.l
3.2

ISO 9001 :20 t 5

Civil Service law and Rules

4.0 RESPONSIBILITIESA]\{DAT]THORITIES

Board ofDirectors, General Manager, Administrative and Finance Division Manager. HEnan
Resouce Personnel

5.0 PROCESS

5.I Crercral

Administrative and Fioance Division Manager and Huma[ R€source Personnel are primarily
responsible for the execution of various ernployee services irt accordance with Civil Servic€
law aad rules to warrant organizational squity and employee satisfaction

5.2 Human Resources

5.2.1 Pre-Employment

a) ldentificatioo ofHuman ResoEc€ Requiremetrt, QualifiQtion atrd Competeocy

Division Manager identifies fie need for sdditional penonnel and shall
accomplish a manpower request form indicatilg the required qualifications
of the crndidate, scope of work and other details of request which will be
submiftedto Adminismrive/Human Resources Divisiotr
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The Administrative/Human Resouces Division shall check and veriry th€
completeness of the manlnwer request form including re4uired compaency
and qualification for the position with emphasis on education, experience,

trai ng, eligibility and other credentials as required by the Civil Servic€ Law
prior to submissioD to the General Manager for approval

b) Job Vacancy Posting

The Administrative/Human Resouc€s Divisioo facilitates posting of job
vacancy which shall bo open€d for regular employees and applicants outside
the o.ganization

. Posting ofjob vaca[cies will be al the pr€rnises of Santa Maria Water District
(SMWD), Civil Service Commission's bulleth of vacant position, Santa
Maria local governme[t uoit atrd other conspicuous places ]vithh th€
muicipatity

c) Screening of Applicatioo

Regular employe€ or new applicatrt applying for a new positioo shalt be
evaluated by the Personnel Selectioo Board (pSB). Candidales shall be
required to submit latest resuoc together with copy of certificates (Civil
Service Ellgftiilrry). licens€s and other documenrs to supplemeflt his
qualification for tlre vacant position.

Wheo ao applicant meets the qualifcation requirernents, he will be panel
int€nierved by Personnel Selection Board usiog pSB Forms.

Revision 00
Page 2

. When the Division Manager has identified the need for additional personnel,

they will accomplish a Manpower Request Form. The Ceneral Manager
together with the requestilg Dvision ManEger alld the Hrtrtran Resource shall
identiry the scope of responsibilities and authorities including the requircd
competency and qualificstion for the position with emphasis on education,
experience, training, eligibility and other credentials as required by the Civil
Service l-aw
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All applic{nts will be mnked in accordance with the result ofdre intervie\r and
*ill be recommended to tie General ManEger for approval.

If the successfi ca[didsle is from outside the organizrtion, he will b€

etrdorsed to the Administrative and Finance Dvision Manager for the refena.l

to arty goverrunent hospital for pre-employment medical exarnination
(PEME).

Regular ernployee who lits the job vacancy will be exempted tom PEME as

hiyher fitness to work is regularly checked with the agency's yearly medical
examination benefit.

If the new applicafi is fit to wort, the Administrative and Firanc€ Divisioo
Manager will rcquire hiln to submit latest clearance from National Bureau of
Investigation ( NBI ) together with the following.

1) P€(son8l Data Sheet

2) Tax ldentification Number (TIN), if available

3) Homc Developmetrt Muturl Futrd (tlDMF) number, ifavailable
4) Comnurity Tax Certificate (CTC)

5) Statement ofAssets, Liabilities &nd Netwo* (SALN)
6) Copy ofEligibility
7) Copy of Licens€s, ifmy
8) School Records such as but not limited to:

a. TOR (Certified True Copy)
b. Diploma (Certifi€d True Copy)
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5.2.2 PeBom€l Traintug

a) For Temporary Employee

Once all the requirements referred to above are fi.rlfilled, the Geneml Manager

tkough the Administntive and Financa Division Manager will issue Letter of
Appoirtrnent together with Job Desdiption, "Panununpa sa Katungkulan" to
new hire ensuring rccord ofacknowledgment is made available.

within the fust week of new hire, he/she shall undergo the training/orientation

to be conducled by the following:

I ) Administrative and Fimnce Division Manager - for company policies and

regulatioos as laid out in Employee's Handbook

2) Office ofthe General Manager for compaly QMS
3) Division Manager - for awarctress on depsrtment/se.tion's obje.tives ard

on-the-job t'aining

This shall be recorded using "Briefug Checklist for Office Staff."

b) For Regular Employe€

All Dvision Managds shall recomrnend the tainiag rc€d of tlei staff bas€d

oD the trahing c.letrdar s( by LwlIA md Civil S€rvice, DBM and arty

SovemDeot acsEdit€d eftity.

Any training need identified will be included in drc Training Plan subject lo
approval ofthe Goreral Manager

5.2.3 Personnel Training Records

a) All regular einployees are requir€d to fimish copy oftrsiring certificates for 201
File.
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5.2.1 Personnel Perforrnanc€ Evaluation

a) For Temporary Employee

All temporary employees will be evaluared by immediale superior every June

8nd Dec€mber after assurnption ofthe positioo using Performarce SPMS. Th€

Temporary employees are also entitled to rec€ive compaly-provid€d benefits

as provide by the law.

As deemed appropriate, the temporary employee will be issued a nelt Letter of
Appoinlrnent for regular emplolment upon sadsrying all deficiencies. The

new regular employee will then be entitled to rcceive company-provided

benefts as provided by the law.

b) For Regular Employee

All regular employees will be evaluated every June and Decenber by

immediate superior using SPMS (WIM SN{WD SPMS) whoe t[e result will
b€ discussed with concerned employe€.

The persoorel SPMS (wIM SMWD SPMS) result s€rves as basis for
P€rformarce lnc€ntive Bonus.

5.2.4 Personnel Records (201 File)

a) All personnel records refened to above will be 6led in individual ernploye€'s 201

file mder the custody Adehistrative atrd Finmce Division Manager ard rn

ac.ordance with Coftrol of Reco.ds Procedure-

Revision 00 Page 5

Santa Maria



Santa Maria

p
HUMAN RESOURCE
MANAGEMENT AND

DEVELOPMENT.-r--

Procedure 03 Dde prePar€d

Date eprov.d
Etrectivity Dde
Revision No
Revision Date
qontrol No.

: January 6,2017
: l$ualY lO,20ll
: JanuEy I1. 2017
00 ,.

0 0346

Carlos N. Santos Jr - cMRevre\red . BOD Chela G

HIRING OF PERSONNEL PROCESS FLOW

No

Docs not med
the standard

Need for
Addfional

Job Poshng
(At leas l0 days)

(Admin srd Fin,le
Division)

Subm'ssion of
Applicaion
(Applicant)

Schedulina of
Examination for all

Interested Applicznts
(Admin and Finance)

Ch€cking the Appticants
Exarnrnaron

(Ofiice of the cM)

ScreGring of Applic€nts
(Panel Interview)

Using PWD Interview

PSB Meetjng for the
Selert€d Applicants

(PSB)

Endorsement ro the Admin
and Finance Division

(PSB)

Submi$ion of all Pdinent
Docurnents to CSC

(Adhrn and Fin&ce
Dvision)

Not for hinng
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6.0 RE('ORDS

6.1

6.3

6.4
6.5

6.6

6.7

6.8
6.9

6.10

Persomel 201 Fite
Briefing Checklist for Office Staff
Trainiq Plar
SPMS

Requisition Form
PSB Fonn

Confidentiality of Docuoents 8trd Records Ageemelt
Applicatior Form
Positiotr Description Form
Interview Form
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