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 As we lay the foundation for the Municipal Human Resource Development Plan (MHRDP) 2026, I take this moment to express 

my deepest gratitude to all stakeholders, public servants, and constituents who have stood with us in the pursuit of inclusive 

growth, responsive governance, and community resilience. 

This year marks a significant transition as we formally turn over the reins of leadership to a new set of elected officials. With 

this turnover comes not only a change in personalities but also a reaffirmation of our democratic principles and institutional 

continuity. While administrations may change, our shared vision for a more progressive and people-centered locality must 

remain steadfast. 

The plans and programs outlined in this document are the results of collective efforts—crafted through consultation, data-driven 

assessments, and an unwavering commitment to serve. These thematic strategies reflect both our past achievements and the 

continuing aspirations of our communities. 

To the incoming leaders, I extend my full support and warmest congratulations. May you find wisdom in governance, courage 

in decision-making, and compassion in serving our people. I trust that this roadmap will serve as a guide and a legacy—a bridge 

connecting past progress with future promise. 

As we close this chapter and open another, may our shared commitment to public service continue to unite us. Let us move 

forward with hope, purpose, and the enduring belief that progress is a responsibility passed from one leader to the next—for the 

benefit of generations to come.  

Lastly, “kahit saan man kayo makarating palagi n’yong ipagmamalaki na kayo ay isang Pinamalenyo” 

With gratitude and optimism. 

 

Municipal Mayor 
HON. ARISTEO APASAN BALDOS, JR. 



 

 

 

 

 

 

 

 

 

As we present the Municipal Human Resource Development Plan (MHRDP) 2026, I extend my heartfelt appreciation to all 

who contributed their insights, expertise, and commitment to the formulation of this forward-looking and inclusive development 

blueprint. 

This Thematic Plan serves as a focused guide for our governance, aligning our resources and actions with priority sectors such 

as Healthcare, Agricultural Development, Poverty Alleviation, Education, Disaster Resilience, Environmental 

Protection, and Youth Empowerment. These themes reflect not only our administration’s core agenda but also the aspirations 

and voices of our people. 

Our journey toward a progressive and resilient Pinamalayan requires clarity of purpose and unity of action. The Thematic Plan 

2026 provides just that—a strategic framework that connects our goals to actionable programs and measurable outcomes. It 

ensures that every peso spent, every policy passed, and every project implemented contributes meaningfully to the well-being 

of our constituents. 

As Vice Mayor and presiding officer of the Sangguniang Bayan, I commit to working closely with our Municipal Mayor, the 

local development councils, our barangay leaders, and all stakeholders to translate this plan into reality. We will continue to 

champion legislation and policies that are aligned with this plan and that promote equity, sustainability, and participatory 

governance. 

With determination and solidarity, we can build a future where every Pinamaleño thrives. 

Para sa mas maunlad, mas makatao, at mas matatag na Pinamalayan—magkaisa po tayong lahat.  

Mabuhay ang Pinamalayan! 

Municipal Vice-Mayor 
HON. RODOLFO M. MAGSINO 



 

 

 

 

 

 

 

 

 

  

In the spirit of unity towards progress, deepest appreciation is hereby conveyed to the various 

stakeholders and institutions in our municipality such as the National Government Agencies, 

Barangay Government Units, Private Sector, Civil Society/Non-Governmental Organizations, the 

Legislative Department and the Executive Department of the Municipal Government of 

Pinamalayan for the unqualified support and participation in the preparation of Municipal Human 

Resource Development Plan (MHRDP) 2026 which was completed and packaged by the: 

MUNICIPAL PLANNING AND DEVELOPMENT OFFICE 

GENERAL PUBLIC SERVICES 

 ROMEL T. MARAYAN   Development Management Officer II 

      Sector Coordinator 

 JAN-NEIL H. EVANGELISTA  Senior Administrative Assistant II 

      Sector Coordinator 

 MARIANNE L. LUARCA   Administrative Aide IV 

      Sector Coordinator 

SOCIAL SERVICES 

 EnP VIRGILIO M. KING   Project Development Officer III 

      Sector Coordinator 

 MA. LORRAINE F. FESTIN  Project Evaluation Assistant 

      Sector Coordinator 

ECONOMIC SERVICES 

 FREDELINO A. TORIANO, JR.  Planning Officer II 

      Sector Coordinator 

 PRINCES EUNICE L. DEL VALLE  Project Development Officer I 

      Sector Coordinator 

 JOHN ERIC G. MONDOÑEDO  Statistician I 

      Sector Coordinator 

OTHER SERVICES 

 EnP. ORLEX H. MARAYAN  Development Management Officer IV/ 

      Asst. to the MPDC/Sector Coordinator 

 JAYSON M. MAUPAY   Administrative Assistant I 

      Sector Coordinator 

ADMINISTRATIVE AND TECHNICAL SUPPORT SERVICES 

 RUTH D. MALING   Administrative Officer IV 

      Logistic In-Charge 

EDEN M. HERNANDEZ   Administrative Aide I 

      Administrative Support Staff 

 MARY JOY R. SALENDREZ  e-Records Management Assistant 

      Administrative Support Staff 

ROSELLE H. LABRADOR  Data Entry Operator 

      Administrative Support Staff 

MICHAELA JEAN R. VILLAVICENCIO Administrative Aide III 

      Administrative Support Staff 

JAYMAR P. BONIFACIO   Administrative Aide I 

      Administrative Support Staff 

 

We are truly grateful as we commended the invaluable involvement of all concerned functionaries 

and Elective Officials by way of sharing their time, efforts and knowledge. As such, we are very 

thankful to the Municipal Development Council (MDC) Officials and Members, especially to the 

Chairpersons and Members of the Functional/Sectoral Working Committees for exerting tireless 

and selfless efforts that made possible the successful completion of the formulation process. 

 

Above all, let us praise and thank the Almighty for His guidance as we are all His stewards in 

bringing about excellence in local governance. 

 

THANK YOU AND GOD BLESS!!! 

 

 

 

ROSENIO A. TORIANO, EnP 

Municipal Planning and Development Coordinator 

 

 
The Municipal Planning and Development Office 

Telefax: (043) 738 – 4632 

E-mail Address: mpdo.pin@gmail.com / mpdo@pinamalayan.gov.ph 

Our Website: www.pinamalayan.gov.ph  
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I. NARRATIVE DESCRIPTION 
The Human Resource Development (HRD) Plan of the MGOP 2026 serves as a strategic framework designed to enhance 

the capabilities, efficiency, and overall performance of the organization’s workforce. This plan aligns with the broader 

institutional goals by focusing on employee capacity-building, professional growth, and organizational development. It 

highlights key areas such as recruitment, training, performance management, and employee engagement, ensuring that 

human resources remain a driving force for institutional success. 

 

A critical analysis of the HRD Plan reveals its structured approach to workforce development, addressing both current and 

future challenges. The plan includes an analysis matrix that identifies human resource issues and concerns within the agency, 

providing a data-driven foundation for decision-making. Additionally, it outlines proposed Programs, Projects, and Activities 

(PPAs) to assist the HR Committees and support the Local Chief Executive in implementing HR initiatives. To ensure proper 

workforce planning, the plan features a Staffing Plan for FY 2026, which forecasts personnel requirements, and a Recruitment 

Plan for FY 2026, detailing the agency's hiring strategy. 

 

Performance management is also a key focus, with a Performance Management Calendar for FY 2026 that schedules the 

implementation of the Strategic Performance Management System (SPMS). Employee development is addressed through 

the proposed Human Resource Development Program FY 2026, which outlines targeted interventions to meet employees' 

learning needs. Furthermore, the plan emphasizes employee motivation and engagement by including a Rewards and 

Recognition Calendar for FY 2026 to schedule PRAISE (Program on Awards and Incentives for Service Excellence) activities 

and a proposed Rewards and Incentives Program FY 2026, which lists planned recognitions, awards, and incentives for 

employees. 

 

Overall, the HRD Plan presents a comprehensive and well-structured approach to human resource management, ensuring 

that workforce development aligns with organizational goals. However, its success will depend on effective implementation, 

adaptability to changing needs, and continuous monitoring to assess its impact and sustainability. 

 

II. VITAL FACTS AND FIGURES 
The Municipal Government of Pinamalayan (or 
MGOP for brevity) is the seat of government of the 
Municipality of Pinamalayan, a first-class 
municipality in the Province of Oriental Mindoro. 
The delivery of the basic services from the 
municipal government to its constituents is 
channeled through the 24 municipal government 
offices of the LGU, 17 of which are departments, 6 
are divisions and 4 are special work units under the 
Office of the Municipal Mayor.  
  
The municipal government through the current 
administration has committed itself to achieve the 
agency's vision of being the Central Trading Hub of 
Oriental Mindoro and the rest of MIMAROPA 
through living by the tenets of the core values 
creatively coined using the emblem of the town's 
rich history: the RAINBOW.   
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RECRUITMENT, SELECTION AND PLACEMENT 
The Recruitment, Selection, and Placement (RSP) Plan for the Municipal Government of Pinamalayan (MGOP) for the year 
2026 presents a comprehensive strategy to enhance the human resource capacity of the local government unit (LGU). In line 
with the Municipal Government's commitment to achieving its vision and objectives, this plan aims to ensure that the LGU 
attracts, selects, and retains a highly skilled and competent workforce capable of delivering exemplary public service to the 
community. 
 
The Local Government Code of 1991, also known as Republic Act 7160, designates the Local Chief Executive of each LGU 
as responsible for all personnel or human resource actions. This responsibility aligns with constitutional provisions on civil 
service, as well as relevant laws, rules, regulations, and policies established by the Civil Service Commission (CSC). For the 
Municipal Government of Pinamalayan, this responsibility is delegated to the Human Resource Management Office (HRMO), 
a dedicated department under the executive branch of the LGU. 
 
The HRMO consists of six specialized work units, including the Staffing and Recruitment Services Unit, which oversees the 
Recruitment, Selection, and Placement (RSP) core system—a critical function in managing personnel actions within the LGU. 
The RSP’s primary mission is to attract and retain qualified individuals who can become valuable assets to the organization, 
recognizing that a strong and skilled workforce is essential to realizing the LGU’s long-term goals. 
 
While the Local Government Code provides the framework for appointments and human resource actions, the CSC’s PRIME 
HRM program has further strengthened these policies. The PRIME HRM initiative ensures that civil servants are capable, 
engaged, and service-oriented, ultimately enhancing the quality of public service. Consequently, the RSP system is 
responsible for developing and implementing policies that promote transparency, objectivity, and merit-based recruitment and 
selection processes. 
 
A significant factor that is anticipated to influence HR decisions in FY 2026 is the change in administration in 2025, resulting 
from the upcoming local elections. This transition may bring new leadership priorities, policy shifts, and potential restructuring 
within the LGU. Recognizing this, the RSP Plan is designed to maintain stability, continuity, and adherence to civil service 
regulations, ensuring that human resource actions remain objective, institutionalized, and aligned with the municipality’s long-
term strategic direction. 
 

TOTAL NUMBER OF THE WORKFORCE 
As of December 31, 2024, the Municipal Government of Pinamalayan employed a total of 581 individuals, divided into 242 
regular employees and 339 nonregular workers. This highlights a workforce structure where nonregular personnel represent 
a significant portion, exceeding regular employees by 16.7%. 
 
The 16.7% gap between nonregular and regular employees shows a slight increase from the previous year’s 16.2%, indicating 
a consistent upward trend in reliance on nonregular workers. This could reflect: (1) a growing need for flexible workforce 
arrangements; (2) budget constraints limiting the creation of additional plantilla positions; and (3) a possible strategic decision 
to address fluctuating service demands with short-term contracts. The increase in nonregular personnel suggests a need for 
policy reviews to ensure this workforce segment is managed effectively and equitably. If the reliance on nonregular workers 
continues to grow, it may raise concerns about workforce sustainability, employee retention, and institutional knowledge 
transfer. 
 
To address these findings, the municipal government must establish a mechanism for regularly monitoring employment 
composition trends to evaluate the balance between regular and nonregular staff. Additionally, it should explore pathways for 
transitioning qualified nonregular workers into plantilla positions to enhance workforce stability and long-term organizational 
efficiency. 
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Based on the data depicted in graphs 3 to 5, the overall workforce has a slight male majority, with men surpassing women by 
6%. However, within the regular employee population, gender representation is balanced, indicating progress toward equity 
in plantilla positions. 
 
As to gender disparity in leadership roles, a significant 81.5% of executive and managerial roles are held by male employees, 
highlighting a marked gender imbalance in leadership positions. In key leadership positions such as Department Head or 
Chief-of-Office, male representation remains dominant, with 63.6% male compared to 36.4% female—a margin of 27.2%.  
 
The overall male dominance in leadership roles suggests potential barriers for women in advancing to higher organizational 
levels, despite parity in the regular workforce. The disparity in executive and managerial positions underscores the need for 
initiatives to support and prepare women for leadership opportunities. Further, gender imbalance in top roles could limit diverse 
perspectives in decision-making, which are critical for fostering inclusive and effective governance. 
 
To address these findings, the municipal government may consider the following actions: (1) implement mentorship and 
training initiatives to equip female employees with the skills and experience necessary for executive roles, and identify high-
potential female employees and provide targeted opportunities for leadership development; (2) ensure a Gender-Sensitive 
set of Recruitment and Promotion Policies; and (3) promote a workplace culture that actively encourages and supports 
women’s participation in leadership-related activities, emphasizing inclusivity and equal opportunity. Taking proactive 
measures to foster gender diversity at the executive and managerial levels will contribute to a more inclusive and dynamic 
workforce, aligning with broader organizational and societal equity goals. 
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Based on the data depicted in graphs 9 and 10, female 
employees dominate career service positions, with 122 
individuals, compared to 104 male employees. This shows that 
women hold 17.3% more career service positions than men, 
reflecting a significant presence of females in stable, long-term 
government roles. Male employees significantly outnumber 
females in non-career service roles, with 15 males compared to 
1 female. 
 
 
As illustrated in Graph 11, women slightly outnumber men in first-level positions, with 71 female employees compared to 66 
male employees, reflecting a modest margin of 7.6%. This suggests a marginally higher representation of women in entry- 
and mid-level career service roles. 
 
For second-level positions, the gender gap becomes more pronounced, with 48 female employees compared to 39 male 
employees, resulting in a margin of 18.8%. This indicates that women hold a stronger presence in higher-level career service 
roles compared to men. 
 
While the encouraging representation of women at both first- and 
second-level positions demonstrates progress toward gender 
equity, the persistent underrepresentation of women in executive 
roles, as discussed previously, suggests the presence of a glass 
ceiling. This phenomenon highlights systemic barriers that hinder 
women from advancing into top leadership positions. Addressing 
this disparity is essential for fostering a more inclusive and equitable 
organizational structure, ensuring that opportunities for leadership 
are accessible to all. 
 

FUNCTIONAL CLASSIFICATION OF REGULAR EMPLOYEES 
Graphs 13 and 14 provide a detailed breakdown of employee distribution by functional classification and gender, offering key 
insights into the workforce composition: 
 
The majority of regular employees (62.8%) are classified under administrative roles, emphasizing a workforce predominantly 
engaged in office management, support functions, and clerical tasks. While these roles are essential for day-to-day operations, 
their high proportion suggests a potential over-reliance on support functions, which may limit the organization's capacity to 
address specialized and strategic challenges effectively. 
 
A significant share of employees (22.7%) occupies technical positions, reflecting a reasonable emphasis on specialized skills 
and expertise to meet operational needs. However, expanding the proportion of technical roles could better align with the 
organization’s evolving demands and support innovation and efficiency. 
 
Managerial positions account for a smaller share of the workforce (9.1%), underscoring the limited number of leadership roles 
compared to operational or support functions. This suggests an opportunity to invest in leadership development programs 
and strengthen succession planning to prepare future leaders and enhance organizational resilience. 
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Elective positions, as anticipated, constitute the smallest segment of the workforce, as these roles are confined to key 
leadership and decision-making positions typically filled through elections or special appointments. 
 
To address these findings, the municipal government may: (1) Rebalance Workforce Composition by reducing the 
overreliance on administrative roles and focusing on expanding technical and leadership positions to enhance operational 
efficiency and strengthen organizational resilience; (2) Prioritize the Creation of Technical Roles by increasing the number 
of technical positions to address specialized needs and support the organization's strategic objectives; and (3) Invest in 
Leadership Development by establishing robust mentorship, training, and succession planning programs to create a pipeline 
of capable leaders, ensuring a balanced representation of managerial roles within the workforce. By implementing these 
measures, the municipal government can build a more dynamic and strategically aligned workforce, better equipped to meet 
both current and future organizational challenges. 

 

 
 
 

POSITION LEVEL OF REGULAR EMPLOYEES 
Graphs 15 and 16 illustrate the distribution of regular employees across various position levels within the workforce. The data 
indicates that 57.9% of regular employees are classified as first-level employees. These individuals primarily support office 
operations and perform tasks such as clerical work, trades, crafts, or custodial services. Their responsibilities are largely sub-
professional in nature and may involve both supervisory and non-supervisory roles. The dominance of 1st level positions 
highlights the importance of ensuring these employees receive adequate training and development opportunities to prepare 
them for career advancement into higher-level roles. 
 
In comparison, 36.8% of regular employees fall under the second-level category. These employees take on roles requiring 
scientific, technical, or professional expertise, which may include supervisory or non-supervisory functions up to the Division 
Chief level or its equivalent. This group represents a significant portion of the workforce, emphasizing the need for specialized 
skills and professional capabilities. The second level positions could be expanded slightly to better balance the workforce 
structure and provide additional opportunities for progression. 
 
 

AGE GROUPS OF REGULAR EMPLOYEES 
The analysis of Graphs 17 and 18 provides valuable insights into the age and gender distribution of regular employees within 
the organization. In terms of age distribution, employees aged 50-59 make up the largest proportion of the workforce, 
accounting for 29.3%. This highlights a significant segment of the workforce nearing retirement age, underscoring the 
importance of robust succession planning to ensure continuity and knowledge transfer. The second-largest age group is 
employees aged 30-39, comprising 25.2% of the workforce, followed by those aged 40-49 at 22.7%. Younger employees 
aged 20-29 represent 16.1% of the workforce, while the smallest group, employees aged 60 and above, constitutes only 
6.6%. 
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The gender distribution across these age groups reveals noteworthy trends. Among younger employees aged 20-29, women 
(26) significantly outnumber men (13), indicating a stronger representation of women among newer recruits. A similar pattern 
is observed in the 30-39 age group, where women (36) continue to surpass men (25). The gender gap narrows in the 40-49 
age group, with 33 male employees compared to 22 female employees. Interestingly, gender parity is observed in the 50-59 
age group, with both genders equally represented at 33 employees each. In the 60 and above age group, male employees 
(9) slightly outnumber their female counterparts (7). 
 
With these data and findings at hand, the organization is recommended to invest in: (1) Succession planning to address the 
anticipated retirements of employees aged 60 and above; (2) Retention strategies for younger employees to ensure a steady 
pipeline of talent; (3) Programs aimed at ensuring gender equity in leadership roles as younger cohorts progress in their 
careers. 

 
 

Graph 20 illustrates the percentage distribution of regular employees in the Municipal Government of Pinamalayan by 
generational cohorts as of December 31, 2024, providing key insights into the workforce composition. Generation X (1965–
1980) constitutes the largest share of the workforce at 41.7% (101 employees). This cohort likely occupies many leadership 
and experienced technical roles within the organization, reflecting its extensive professional experience and institutional 
knowledge. Closely following are Millennials (1981–1996), who represent 40.5% (98 employees). As a significant portion of 
the workforce, Millennials likely play a vital role in driving operational efficiency, innovation, and adaptability to technological 
advancements. 
 
Gen Z (1997–2012) accounts for 10.7% (26 employees) of the workforce. As the youngest generational cohort, these 
employees are likely in entry-level or early career stages, contributing fresh perspectives and technological skills to the 
organization. Meanwhile, Baby Boomers (1946–1964) represent the smallest segment, comprising only 7.0% (17 employees). 
This smaller representation aligns with the generational trend of retirement but underscores the continuing value of their 
institutional knowledge and leadership contributions. 
 
The diversity of the workforce across generational cohorts highlights the organization's advantage in benefiting from a mix of 
experience, innovation, and adaptability. However, effectively managing this multigenerational composition requires strategic 
approaches to address differences in work styles, communication preferences, and professional development needs. By 
enhancing capacity-building initiatives and fostering intergenerational collaboration, the organization can ensure the seamless 
transfer of institutional knowledge while leveraging the strengths of younger cohorts to drive modernization and change. 
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EDUCATIONAL ATTAINMENT OF REGULAR EMPLOYEES 
Table 1 

Educational Attainment Male Female Total Percentage 

Doctoral 2 2 4 1.65% 

Masteral 10 4 14 5.79% 

Master's degree units 6 5 11 4.55% 

Bachelor 63 67 130 53.72% 

Bachelor's degree with units earned in another course 3 2 5 2.07% 

College Undergraduate 14 6 20 8.26% 

Vocational and Associate 11 32 43 17.77% 

Vocational and Associate / Undergraduate 1 0 1 0.41% 

High School 11 2 13 5.37% 

Elementary 1  1 0.41% 

   242 100.00% 

 
Table 1 provides an overview of the educational attainment of regular employees in the Municipal Government of 
Pinamalayan, categorized by gender, offering valuable insights into the workforce's educational profile. The majority of 
employees, 53.72% (130 employees), hold a bachelor's degree, indicating that the workforce is predominantly composed of 
professionals with undergraduate qualifications. The distribution is nearly balanced between male (63) and female (67) 
employees, reflecting gender parity at this level of educational attainment. 
 
A smaller portion of the workforce has achieved higher educational levels, such as doctoral degrees (1.65%) and master's 
degrees (5.79%). When combined with employees who have earned units toward a master’s degree (4.55%), this group 
comprises a total of 11.99% of the workforce. Males are more represented in both master’s and doctoral qualifications 
compared to females, pointing to a potential area for fostering greater gender balance in advanced education. 
 
In terms of vocational and associate degrees, 17.77% (43 employees) have attained this level of education, with a notable 
majority being female (32) compared to male (11). This trend suggests that more women pursue vocational education, which 
likely supports administrative and technical roles within the organization. 
 
Other levels of education reveal that 8.26% of employees have some college education but did not complete a degree. 
Employees with only high school (5.37%) or elementary education (0.41%) form a very small portion of the regular workforce, 
underscoring the overall high level of education among employees. 
 
The data indicate that the regular workforce is generally well-educated, with the majority holding bachelor's degrees. However, 
a notable gender disparity in postgraduate education persists, even with the Local Scholarship Program for Employees 
designed to enhance access to higher education. This disparity highlights additional barriers that may prevent women from 
fully utilizing such opportunities, particularly the "multiple burden" of balancing work, family, and personal commitments, 
alongside broader gender-related challenges. 
 
To address these barriers, the municipal government 
can implement targeted strategies. These include 
enhancing workplace policies by introducing flexible 
working hours to accommodate academic schedules 
and extending deadlines for office deliverables to 
reduce stress. Additionally, providing on-site support 
services, such as childcare facilities and mental 
health programs, can significantly ease the burden 
on women, enabling them to pursue higher education 
while managing their various responsibilities more 
effectively. These measures would not only support 
women in overcoming existing challenges but also 
promote a more inclusive and equitable environment 
for professional and academic growth. 
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YEARS IN SERVICE OF REGULAR EMPLOYEES 
Graphs 22 and 23 provide an analysis of the years in service of regular employees as of FY 2024, with data disaggregated 
by gender and grouped by service duration. The majority (53.3%, 129 employees) have served 1-10 years, emphasizing the 
organization’s relatively young workforce. A smaller proportion (16.9%, 41 employees) falls into the 11-20 Years group, 
showing a gradual decrease in service duration. About 12.0% (29 employees) belong to the 21-30 Years group, reflecting 
moderate mid-level tenure retention. Only 9.1% (22 employees) have served between 31-40 Years of tenure, indicative of a 
small pool of highly experienced employees nearing the end of their service. A minimal group (8.7%, 21 employees) has 
served the government in less than 1 year, which represents new hires. 
 
The data implies that the workforce is heavily concentrated in the 1-10 years of service category, suggesting high recruitment 
rates in the past decade or possible attrition in longer-tenured groups. Further, the balance between male and female 
employees is evident across most tenure groups, demonstrating gender equity in recruitment and retention efforts. Finally, it 
should be noted that the declining numbers in longer service categories highlight the need for strategies to retain mid-level 
and senior employees, ensuring the organization maintains institutional knowledge and expertise. 

 
APPLIED EQUAL EMPLOYMENT OPPORTUNITY PRINCIPLE (EEOP) IN THE WORKPLACE 

Based on data collected through a survey conducted by the Human Resource Management Office, the workforce exhibits 
notable diversity across several key demographics, including LGBTQIA+ members, solo parents, persons with disabilities 
(PWDs), and Indigenous People (IP). These findings underscore the organization's commitment to the Equal Opportunity 
Principle in the workplace, ensuring that all employees—regardless of their personal circumstances or identities—are provided 
with equitable and inclusive opportunities to contribute and thrive. 

 
Graph 24 provides an overview of workforce demographics, with LGBTQIA+ members, solo parents, and PWDs representing 
3.3%, 4.1%, and 7.2% of employees, respectively. The remaining 85.4% of the workforce does not belong to these specific 
categories. 
 
The representation of LGBTQIA+ individuals, as shown in Graph 25, is higher among male employees across both regular 
and non-regular categories. Specifically, there are 8 males and 2 females in the regular workforce, while the non-regular 
workforce includes 6 males and 3 females. Despite this representation, LGBTQIA+ members remain a minority within the 
organization, accounting for 3.3% of the total workforce. 
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Graph 26 highlights the prevalence of solo parents in the workforce, revealing a significant gender disparity. Among regular 
employees, there are 8 female solo parents compared to just 2 males, while the non-regular workforce includes 8 female and 
6 male solo parents. This trend underscores the disproportionate caregiving responsibilities often shouldered by women, 
reflecting broader societal patterns. 
 
PWD representation, depicted in Graph 27, shows a relatively balanced gender distribution. Among regular employees, there 
are 14 males and 13 females, while the non-regular workforce comprises 8 males and 7 females. This balance suggests 
inclusive hiring practices for individuals with disabilities and reflects the organization's efforts to create a supportive and 
accessible work environment. 

 
Additionally, the municipal government has demonstrated its commitment to the inclusion of Indigenous People (IP) in the 
workforce through the creation and filling of the Sangguniang Bayan Member (IP Mandatory Representative) position in FY 
2024. This initiative reflects the agency's efforts to integrate members of IP communities, honor their cultural identity, and 
ensure equal opportunities for their participation in governance. Such inclusion strengthens the organization’s diversity and 
highlights respect for the unique contributions of Indigenous People. 
 
These findings emphasize the need for targeted initiatives to support the specific needs of these demographic groups, 
particularly female solo parents and LGBTQIA+ employees, who may face additional challenges within the workplace. By 
implementing programs such as flexible work arrangements, mental health support, accessible facilities, and culturally 
sensitive policies, the agency can continue to foster an inclusive and equitable environment for all employees. 
 
 

SEPARATED REGULAR EMPLOYEES 
The analysis of employee separation trends in the Municipal Government of Pinamalayan (MGOP) for 2024, as illustrated in 
Graphs 27 and 28, offers valuable insights into workforce turnover and its implications for human resource planning. According 
to Graph 27, a total of 23 employees separated from service through various means. Resignation emerged as the most 
common mode of separation, with five employees voluntarily leaving their roles. This trend, accounting for 45.5% of total 
separations as shown in Graph 28, raises potential concerns regarding job satisfaction, career development opportunities, or 
competitive external job markets. 
 
Mandatory retirement accounted for another five separations (27.3%), while four employees opted for early retirement, 
representing 17.4% of the total. Additionally, two employees transferred to other agencies (8.7%), and two separations 
resulted from employee deaths, also making up 8.7% of the total. 
 
The relatively high rate of resignation suggests the need for enhanced employee engagement strategies, career advancement 
opportunities, and retention programs to minimize voluntary turnover. Meanwhile, the presence of retirements and transfers 
highlights the importance of succession planning to ensure the seamless transition of roles and responsibilities. By addressing 
these factors, MGOP can strengthen workforce stability and sustain operational efficiency. 
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Exit interviews conducted with separating employees from 
the Municipal Government of Pinamalayan (MGOP) provide 
significant insights into their experiences and reasons for 
voluntary separation. As shown in Graph 29, professional 
growth emerged as the leading reason for separation, 
accounting for 40% of cases. Other reasons included job 
offers with higher pay (20%), relocation (20%), and health 
concerns (20%). These findings highlight the need for MGOP 
to explore strategies to support professional development 
and address competitive compensation as a retention 
measure. 
 
 

Table 2 

AREA BEING ASSESSED VALUE 
NUMBER OF 

ANSWERS 

WEIGHT 

(number of respondents who 

answered/ total respondents) 

RATING 

BENEFITS AND COMPENSATION RECEIVED (1-5) 

Outstanding (5) 5 3 50.00% 2.50 

Very Satisfactory (4) 4 3 50.00% 2.00 

   100.00% 4.50 

AVAILABILITY OF TRAINING OPPORTUNITIES (1-5) 

Frequently (5) 5 2 33.33% 1.67 

Often (4) 4 3 50.00% 2.00 

Sometimes (3) 3 1 16.67% 0.50 

   100.00% 4.17 

AVAILABILITY OF PROMOTIONAL OPPORTUNITIES (1-5) 

5 - I was already contented with my position that I no 

longer wished to be promoted. 

5 3 50.00% 2.50 

4 - I was promoted twice or more in the course of my 

stay in the LGU. 

4 1 16.67% 0.67 

3 - I was promoted once in the course of my stay in the 

LGU. 

3 1 16.67% 0.50 

2 - I was never promoted because I did not apply for 

promotion. 

2 1 16.67% 0.33 

   100.00% 4.00 

WORKLOAD (1-5) 

5 - My workload is commensurate to my position title 

and salary grade, and my duties and functions are 

achievable within the prescribed work hours. 

5 4 66.67% 3.33 

4 - My workload is commensurate to my position title 

and salary grade, but the prescribed work hours are not 

enough to accomplish SOME of my duties and 

functions. 

4 1 16.67% 0.67 

3 - My workload is commensurate to my position title 

and salary grade, but the prescribed work hours are not 

enough to accomplish MOST of my duties and 

functions. 

3 1 16.67% 0.50 

   100.00% 4.50 

PERFORMANCE RATINGS RECEIVED (1-5) 

5 - I agree with ALL performance ratings I received. 5 5 83.33% 4.17 

4 - I agree with MOST of the performance ratings I 

received. 

4 1 16.67% 0.67 

   100.00% 4.83 

OVERALL SATISFACTION IN THE OFFICE (1-5) 

5 - Highly satisfied 5 3 50.00% 2.50 
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AREA BEING ASSESSED VALUE 
NUMBER OF 

ANSWERS 

WEIGHT 

(number of respondents who 

answered/ total respondents) 

RATING 

4 - More than satisfied 4 3 50.00% 2.00 

   100.00% 4.50 

OVERALL SATISFACTION IN THE AGENCY (1-5) 

5 - Highly satisfied 5 3 50.00% 2.50 

4 - More than satisfied 4 3 50.00% 2.00 

   100.00% 4.50 

WORKING RELATIONSHIP WITH THE HEAD-OF-OFFICE (1-5) 

5 - Extremely good 5 5 83.33% 4.17 

4 - Very good 4 1 16.67% 0.67 

   100.00% 4.83 

WORKING RELATIONSHIP WITH PEERS (1-5) 

5 - Extremely good 5 4 66.67% 3.33 

4 - Very good 4 2 33.33% 1.33 

   100.00% 4.67 

 
Employee satisfaction ratings reveal high scores in areas such as performance ratings, relationships with peers and heads of 
offices, and overall workplace satisfaction, all of which exceeded a score of 4.5. In contrast, the availability of training 
opportunities and promotional opportunities were rated lower at 4.17 and 4.00, respectively, indicating opportunities for 
improvement in these domains. 
 
On the other hand, separating employees reflected positively on several aspects of their experience at MGOP. They cited 
personal and professional growth, camaraderie with colleagues, benefits, and positive working relationships as the most 
enjoyable aspects of their employment. Additionally, LGU-sponsored programs and activities were appreciated by many. 
However, some areas for improvement were noted, including the limited promotional opportunities and dissatisfaction with 
extra activities and events. 
 
In their feedback, separating employees expressed the desire for MGOP to adopt comprehensive programs that address 
evolving technological demands, offer recognition programs such as free vacation accommodations for top-performing 
employees, and provide more training opportunities for personal and professional development. The suggestion to benchmark 
with municipalities excelling in information technology reflects a forward-looking mindset and a desire for continued 
organizational growth. These insights underline the importance of addressing employee needs and enhancing workplace 
practices to improve retention and job satisfaction. 
 

PLANTILLA VACANCIES 
In 2024, the Municipal Government of Pinamalayan (MGOP) recorded a total of 49 vacancies across twenty offices, which 
included 23 departments/divisions and six work units. Of these, 34 vacancies arose in 2024, comprising 9 newly created 
positions and 25 natural vacancies due to various factors such as mandatory retirement, optional retirement, transfers to other 
agencies, the death of incumbents, and resignations. Additionally, 15 vacancies carried over from the years 2021 to 2023 
remained unfilled. 
 
The Municipal Accounting Office, Municipal Health Office, and Municipal Treasury Office reported the highest number of 
vacancies in 2024, each accounting for 12.24% (6 vacancies) of the total. These were followed by the Office of the Municipal 
Mayor, with 10.20% (5 vacancies), and the Municipal Disaster Risk Reduction and Management Office, Municipal Budget 
Office, and Municipal Agriculture Office, each with 6.12% (3 vacancies). 
In 2024, nine new positions were created across four MGOP offices, including: 

1. Veterinarian III at the Municipal Agriculture Office, replacing the hard-to-fill Veterinarian I position, which was 
abolished during the year. 

2. Four first-level positions at the Office of the Municipal Mayor, comprising one Administrative Aide IV and three 
Administrative Aide II positions, replacing the abolished Senior Administrative Assistant III position. 

3. Two first-level positions at the Municipal Disaster Risk Reduction and Management Office, namely Administrative 
Aide IV and Administrative Aide III, replacing the abolished LDRRM Officer II position. 

4. Two first-level positions at the Municipal Budget Office, namely Administrative Assistant II and Administrative Aide II, 
replacing the abolished Administrative Assistant IV position. 
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The decision to abolish certain middle-management tier positions during 2024 may have been an administrative strategy to 
navigate constraints on the Personnel Services Fund. This reallocation of resources aimed to address the urgent need for 
additional manpower in key offices, as outlined in the agency’s Capacity Development Plan. 
 
By December 31, 2024, the MGOP successfully filled 26 out of 49 vacancies, resulting in a filling rate of 53.06%, while 23 
vacancies remained unfilled. Notably, several hard-to-fill positions, including Rural Health Physician I, Veterinarian III, and 
Dentist I, were advertised during the year but failed to attract applicants. This highlights ongoing challenges in recruiting 
specialized professionals, necessitating strategic interventions to make these roles more attractive to potential candidates. 
 

Table 3 

DEPARTMENT/ DIVISION/ WORK UNIT 

Vacancies Per Office in 2024 

Vacancies 

filled as of 

12/31/2024 

Plantilla 

Creations 

in 2024 

Plantilla 

Creations 

from 

previous 

years that 

are still 

vacant as 

of 2024 

Plantilla 

Vacancies 

in 2024 

Plantilla 

Vacancies 

from 

previous 

years that 

are still 

vacant as of 

2024 

Total 

OFFICE OF THE MUNICIPAL MAYOR 4 1 
  

5 4 

a. General Services Division    1 1 1 

b. Zoning Division/Motorpool Operations   1  1  

c. Slaughterhouse Operations Division    2 2 1 

d. Special Concerns Division     0  

e. Municipal Environment and Natural Resources 

Management Division 

    0 
 

f. Tourism and History Development Division     0  

g. Office of the BAC Secretariat     0  

h. MO - Tech4Ed     0  

i. Local Economic Investment and Promotion Office     0  

j. Cooperatives Development Office  1   1  

k. Local Youth Development Office  1   1  

l. Labor and Employment Office  1   1 1 

BUSINESS PERMITS AND LICENSING OFFICE    1 1  

OFFICE OF THE MUNICIPAL VICE-MAYOR   1 1 2 1 

OFFICE OF THE MUNICIPAL ADMINISTRATOR     0  

HUMAN RESOURCE MANAGEMENT OFFICE   1  1  

OFFICE OF THE MUNICIPAL PLANNING AND 

DEVELOPMENT COORDINATOR 

  2  2 
1 

OFFICE OF THE MUNICIPAL CIVIL REGISTRAR    1 1  

OFFICE OF THE MUNICIPAL BUDGET OFFICER 2  1  3 2 

OFFICE OF THE MUNICIPAL ACCOUNTANT   6  6 4 

OFFICE OF THE MUNICIPAL TREASURER   5 1 6 3 

OFFICE OF THE MUNICIPAL ASSESSOR   1  1  

MUNICIPAL DISASTER RISK REDUCTION AND 

MANAGEMENT OFFICE 

2   1 3 
3 

OFFICE OF THE MUNICIPAL HEALTH OFFICER  1 5  6 2 

OFFICE OF THE MUNICIPAL SOCIAL WELFARE AND 

DEVELOPMENT OFFICER 

    0 
 

OFFICE OF THE MUNICIPAL AGRICULTURIST 1  1 1 3 2 

OFFICE OF THE MUNICIPAL ENGINEER     0  

OFFICE OF THE MARKET SUPERVISOR   1 1 2 1 

 9 5 25 10 49 26 

      53.06% 
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The data above suggests that newly created positions and resignations present notable recruitment challenges, emphasizing 
the need for targeted strategies to attract and retain qualified talent. Additionally, the carryover of vacancies from previous 
years, particularly for newly created and promotion-related roles, highlights challenges in identifying suitable candidates. 
Furthermore, retirements—both mandatory and optional—regularly contribute to workforce gaps, underscoring the critical 
importance of succession planning to ensure continuity and minimize disruptions. Implementing strategies such as offering 
competitive compensation packages and streamlining hiring processes could effectively address the causes of resignations 
and the challenges in filling new positions, ultimately improving vacancy rates. 
 

APPOINTMENTS ISSUED 
In 2024, the Municipal Government of Pinamalayan (MGOP) issued 27 appointments, showcasing its commitment to staffing 
essential positions and maintaining operational efficiency. Of these, a substantial majority (96.3%) were permanent 
appointments, while only 3.7% were temporary. This indicates a clear preference for providing long-term employment stability, 
reflecting the agency's strategic emphasis on a secure and committed workforce. 
 
By the nature of appointments, original appointments comprised the largest share at 51.9%, followed closely by promotions 
at 44.4%. Reappointment represented a minor portion at 3.7%. This distribution highlights MGOP's balanced focus on 
fostering internal career growth and recruiting fresh talent externally. 
 
Despite the overall success in staffing, a procedural issue arose that underscored the need for improvements in the 
recruitment process. While 27 appointments were issued, only 26 individual appointees were recorded. The discrepancy 
resulted from a reappointment necessitated by the invalidation of an initial appointment for the Market Supervisor V position 
at the Market Operations Department. The Civil Service Commission (CSC) flagged the appointment due to a procedural error 
involving Qualification Standards (QS). Specifically, the invalidation stemmed from the absence of updated and unified QS 
references from the CSC, revealing a significant administrative gap in the hiring process. 
 
In response, MGOP promptly republished the position and implemented a comprehensive recruitment, selection, and 
placement process to address the issue. This corrective action ensured compliance with prescribed standards while 
addressing procedural shortcomings. The incident underscored the importance of meticulous pre-publication research and 
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rigorous reviews of CS Form 9 and the corresponding Job Vacancy Poster to ensure strict adherence to Qualification 
Standards. Strengthening these preparatory processes is essential to reduce administrative errors and avoid similar 
challenges in the future. 
 
Additionally, the lack of updated and unified QS references from the CSC highlighted the need for dedicated personnel to 
handle position publication research and Position Description Form review. Assigning staff specifically focused on ensuring 
the accuracy of recruitment materials would enhance the efficiency and reliability of the hiring process, mitigating potential 
setbacks caused by outdated or inconsistent QS references. Delays caused by reappointment procedures can lead to 
operational inefficiencies, particularly in critical roles. Therefore, improved quality control measures, timely updates to 
Qualification Standards, and clear communication from regulatory bodies are vital to streamlining the hiring process and 
preventing such challenges. 
 
Despite these setbacks, the trends observed in the appointment data reflect MGOP's proactive efforts in talent acquisition 
and retention. The agency's emphasis on job security and career growth opportunities aligns with its broader goals of 
enhancing organizational performance and fostering a motivated, productive workforce. 
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3-SG LIMITATION ON PROMOTIONAL APPOINTMENTS 
In 2024, the Municipal Government of Pinamalayan (MGOP) issued seven promotional appointments, navigating the 
implementation of the three-salary-grade limitation policy as stipulated in Section 97 of the 2017 Omnibus Rules on 
Appointments and Other Human Resource Actions (ORAOHRA). This regulation ensures that an employee’s promotion does 
not exceed three salary grades above their current position, with specific exceptions provided under Sections 97 to 99. 
 
Among the recorded promotional appointments, 42.9% adhered to the 3-SG limitation, demonstrating MGOP’s compliance 
with standard civil service guidelines. However, a significant 57.1% of these appointments exceeded the 3-SG limitation. In 
these cases, all were justified under an exception to the rule, specifically the non-applicability of the "next-in-rank" requirement. 
This occurred because the next-in-rank employees in the concerned offices did not submit their intent to apply, leaving the 
organization to pursue promotions beyond the 3-SG limit to address pressing operational needs. 
 
A closer analysis reveals the distribution of these promotions across organizational levels. Appointments within the 3-SG 
limitation were concentrated in first-level positions, indicating adherence to the prescribed salary grade limits in most standard 
promotions. In contrast, promotions beyond the limit occurred across a broader range of levels, including second-level and 
executive positions, underscoring the organization’s operational demands and the necessity for flexibility in certain instances. 
This data highlights MGOP's commitment to balancing compliance with established promotion policies while addressing 
critical staffing needs. However, the reliance on exceptions points to potential gaps in succession planning and talent 
development. The inability of next-in-rank employees to apply for higher positions may indicate insufficient preparation or 
capacity-building opportunities within the workforce. 
 
To minimize the reliance on exceptions and ensure seamless adherence to the 3-SG limitation, MGOP could benefit from 
implementing more robust capacity-building programs, enhancing career development initiatives, and conducting regular 
succession planning reviews. By addressing these areas, MGOP can strengthen its internal talent pool, align promotional 
practices more closely with civil service regulations, and continue fostering both organizational efficiency and employee 
growth. 

 
 
 
 
 
 
 
 
 
 
 
 

 
OTHER HUMAN RESOURCE ACTIONS 

In 2024, Other Human Resource (HR) Actions played a pivotal role in personnel management within the Municipal 
Government of Pinamalayan, showcasing the organization's flexibility and responsiveness to workforce allocation needs. 
Guided by the 2017 Omnibus Rules on Appointment and Other Human Resource Actions (ORAOHRA), these actions—
distinct from formal appointments—serve as essential strategies to address operational demands and ensure uninterrupted 
public service delivery. 
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The graph highlights a balanced distribution of Other HR Actions, with equal representation between two key categories: full-
time designation in another office (50%) and designation to an additional function (50%). This equilibrium underscores the 
organization’s deliberate approach to optimizing its human resources. Full-time designations illustrate the priority placed on 
redistributing personnel to offices with critical staffing needs, while additional functions allow employees to support broader 
organizational objectives without requiring full transfers. This strategy demonstrates a nuanced approach to maximizing the 
workforce’s potential while maintaining operational flexibility. 
 
Additionally, one notable HR action during the year 
involved the extension of service granted by the Civil 
Service Commission (CSC) to an employee. This 
extension enabled the individual to complete the 
required 15 years of service, securing eligibility for 
retirement benefits under the Government Service 
Insurance System (GSIS). This case exemplifies the 
organization's commitment to supporting employees’ 
individual needs while adhering to statutory guidelines. 
 
Overall, these HR actions reflect the Municipal 
Government of Pinamalayan’s dedication to effective 
workforce management. By balancing resource 
allocation, addressing operational demands, and 
considering employee-specific 
 

HRMPSB-LED SCREENING PROCEDURES 
In 2024, the Human Resource Merit Promotion and Selection Board (HRMPSB), supported by the Human Resource 
Management Office (HRMO) as its secretariat, successfully facilitated the selection process for filling vacant positions within 
the Municipal Government of Pinamalayan. Through four batches of proceedings, the HRMPSB demonstrated a structured 
and transparent approach to recruitment, ensuring adherence to merit-based principles. 
 
A total of 40 positions were processed, attracting 126 applicants, of whom 26 were appointed. Batch 3 recorded the highest 
number of appointees with 13, while Batch 4 appointed nine individuals (with appointment effectivity of January 1, 2025).  
 
The average cost per hire was PHP 2,803.91, indicating a cost-efficient process overall. However, the cost per hire varied 
significantly between batches, with PHP 4,785.00 in Batch 2 and PHP 1,234.23 in Batch 3. This variation was largely attributed 
to insufficient funding for the selection process and the absence of a dedicated budget for the Recruitment, Selection, and 
Placement (RSP) activities of the committee. 
 
The selection process required 17 days of proceedings across all batches, with each batch taking an average of four to five 
days. The turn-around time for completing each batch ranged from two months to two months and 16 days, resulting in an 
overall average of two months and nine days. This timeline highlights the HRMPSB's ability to maintain a balance between 
rigorous candidate evaluation and efficient decision-making. 
 
The data reflects the HRMPSB and HRMO's collaborative efforts to uphold efficient and equitable hiring practices while 
navigating budgetary constraints. To ensure long-term sustainability and consistency in recruitment processes, addressing 
funding gaps and allocating a dedicated budget for RSP activities should be prioritized. These measures will further enhance 
the efficiency and reliability of the recruitment system. 
 

Table 6 

 Batch 1 Batch 2 Batch 3 Batch 4 Total 
Number of Positions 10 5 13 12 40 
Number of Applicants 35 18 37 36 126 
Number of Appointee 8 5 13 9 (effective 

1/2/2025) 
26 

Total Cost per Hire 2,392.50 4,785.00 1,234.23 1,337.08 2,803.91 
Number of days of 
Proceedings 

4 4 5 4 17 

Average Turn-Around 
Time 

2 months, 16 days 2 months, 8 days 2 months 2 months, 4 days average of 2 
months, 9 days 
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APPLICANTS’ FEEDBACK ON THE SCREENING PROCEDURES OF THE AGENCY 
The feedback from applicants regarding the recruitment process of the Municipal Government of Pinamalayan (MGOP) 
reflects an overall positive perception of the agency's screening procedures. Using the Google Form-based Job Application 
Feedback Portal, the HRMO gathered valuable insights across various client satisfaction indicators for the four recruitment 
batches conducted in 2024. 
 
The overall satisfaction ratings across batches were consistently high, ranging from 4.61 in Batch 1 to 4.88 in Batch 2, with 
an average overall rating of 4.78. This indicates that the recruitment process was well-received by applicants and aligned with 
their expectations. Batch 2 received the highest overall rating, demonstrating excellence in several key areas, while Batch 1 
had slightly lower scores compared to the others but still maintained a strong level of satisfaction. 
 
Key areas with the highest satisfaction scores included the "receipt of result notification" and "information dissemination by 
the RSP Unit", which consistently scored between 4.71 and 5.00 across all batches. These results highlight the HRMO's 
effectiveness in keeping applicants informed and updated throughout the recruitment process. 
 
The "feeling of welcome during the entire process" and the "professionalism and well-preparedness of the HRMPSB" also 
received high scores, indicating that the applicants appreciated the supportive and professional environment during the 
screening procedures. However, slightly lower ratings were observed for the "ease of the application process" (especially in 
Batches 1 and 3), suggesting an opportunity for the HRMO to improve in making the application process more straightforward 
and user-friendly. 
 
The "observance of the equal employment opportunity principle" maintained high ratings across all batches, reinforcing the 
perception that the recruitment process is fair and merit-based. Despite the overall positive results, Batch 1 showed slightly 
lower scores across several indicators, which could suggest initial challenges in the implementation of the feedback process 
or in ensuring consistency during the earlier stages of recruitment. 
 
Overall, the feedback demonstrates the MGOP's commitment to a transparent and effective recruitment process, with 
opportunities for further improvement in areas such as simplifying the application procedure and enhancing initial batch 
performance. 
 

CLIENT SATISFACTION INDICATORS BATCH 1 BATCH 2 BATCH 3 BATCH 4 AVERAGE 

Accessibility of Application Information 4.43 5.00 4.75 4.91 4.77 

Ease of Application Process 4.29 4.60 4.25 4.64 4.45 

Information Dissemination by the RSP Unit 4.71 5.00 4.88 4.82 4.85 

Being professional, approachable and 
accommodating of the RSP Unit 4.71 4.80 4.88 4.82 4.80 

Professionalism and well-preparedness of the 
HRMPSB 4.71 4.80 4.88 4.82 4.80 

Feeling of welcome during the entire process 4.86 4.80 5.00 4.64 4.83 

Relevance of exam and interview topics 4.57 4.80 5.00 4.91 4.82 

Receipt of result notification 4.71 5.00 5.00 4.91 4.91 

Observance of equal employment opportunity 
principle 4.57 5.00 4.63 4.73 4.73 

Overall satisfaction in the screening procedure 4.57 5.00 4.88 4.82 4.82 

Overall Rating 4.61 4.88 4.81 4.80 4.78 

 
PERFORMANCE MANAGEMENT 

The Performance Management Plan presents a brief overview about the current situation of the SPMS implementation in the 
agency and the proposed projects, programs and activities (PPAs) as well as proposed calendar of PMT activities for the 
Performance year 2026. 
 
The core objective of this plan is to present the enforcement of the agency's performance management policies and 
procedures including the issues/concerns, grey areas, and findings observed in the policies and processes, the proposed 
interventions to address the said issues, and the calendar of activities for PY 2025. While the period of performance planning 
and performance evaluation has been set to the minds of the employees of this municipal government, the detailed calendar 
of activities is deemed necessary to serve as a guide in carrying out the performance management procedures. 
 
Generally, the focus of performance management and evaluation is to determine strengths and weaknesses of an employee, 
as well as opportunities for improvement and skills development. Through a thorough assessment, the organization can 
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identify the competencies an employee has and is lacking which can be improved through attendance to various training and 
other similar modes of capacity enhancement which may eventually address performance gaps and deficiencies. In addition, 
the performance results may be used to identify the better performing employees who should get performance-based rewards 
and incentives as well as promotion. Simultaneously, it may be used to identify poor performers who may require some form 
of counseling, or in extreme cases, dropping from the rolls, and dismissal from the service. Effective performance 
management system also enhances employee motivation and productivity, facilitates strategic planning, and ensures legal 
compliance and fair treatment. It acts as an instrument to stimulate the employees to continue improving themselves, perform 
above average, and assist the organization in assigning work in accordance with their abilities and position in the organization. 
It helps in putting the right people in the right place to maximize their competencies. Undoubtedly, successful and effective 
implementation of the SPMS requires the active collaboration of all key players, hence they shall be fully aware of the policies 
and processes. It is unfortunate though that some have not yet fully grasped the concept of the said system leading to 
misinterpretations which result in demotivation, demoralization and disengagement. 
 
In spite of having an established system and an agency-customized SPMS Manual and Specific Guidelines which clearly laid 
out the policies and procedures, it may be observed that some are showing unfamiliarity to such guidelines. It can be 
perceived, however, that several employees display willingness to be entirely cognizant with the said PM policies and 
procedures. Since the Performance Management Team (PMT), in agreement of all heads of each work units, made 
enhancements/revisions on the specific guidelines for PM procedures, there is certainly a need to conduct Re-orientation on 
the SPMS concept and an orientation on the existing PM Specific Guidelines of the agency to prevent the violation on the 
current policies and the imposition of sanctions and penalties. Though lack of awareness may not be perceived as the reason 
for non-compliance to the guidelines since all policies are laid out, it is undoubtedly the common pretext to justify the violation. 
Nevertheless, without a doubt, it is the resistance of some employees that remains the major constraint to fully implement the 
said system. 
 
As continuous improvement on the current system is imperative to adapt to the ever-changing needs of the agency, 
enhancements/revisions of the existing policies, systems, and procedures is considered vital for more effective 
implementation of the SPMS. Through policy enhancements, everything will be in place and grey areas in the rules will be 
prevented, which may avoid misinterpretation and confusion of employees. This may likewise address various 
issues/concerns as identified during the previous proceedings. The changes may also include improvement of the existing 
forms/templates such as Coaching and Mentoring forms, Performance Standard Guide, and other PM-related forms to reflect 
possible innovations which may lead to more efficient implementation of the system. On the other hand, all PMT members, 
being the lead group in the implementation of the SPMS and the responsible group in the formulation/amendment of the PM 
Specific Guidelines, shall have full knowledge about the most current PM policies, trends and practices, hence attendance to 
different modes of learning and development interventions may greatly help to be more adept in carrying out their functions. 
 
The main aim of the performance evaluation system is assessing the performance of personnel fairly. But because people 
operate these systems, total objectiveness cannot be guaranteed. In the current set-up of the PMT, calibrators and validators 
come from different offices and are formed into teams with each identified assigned office. With that, variances in the manner 
of validation are anticipated since the provision of ratings depends on the team’s perception and point of view. It is noteworthy, 
though, that the members of the PMT, especially the expanded team members, show unending efforts to uniformly carry out 
the calibration and validation proceedings to prevent misunderstanding with colleagues. Yet, few employees tend to compare 
the manner of validation and question the assessment ratings they have got, which sometimes result in dissatisfaction making 
them believe that the system is biased and does not matter. In view of such, it is proposed to establish a separate SPMS unit 
to facilitate single point of view and uniform standards in the conduct of calibration and validation activities. Perhaps, this may 
help deepen the employee’s appreciation of the performance evaluation system and make them realize the real significance 
of performance management. 
 
As may be observed in the Performance Management Calendar of Activities, the implementation of the whole SPMS Cycle is 
a year-round process. This results in the conduct of regular and urgent meetings prior and after the validation and calibration 
activities to discuss and decide on important matters. In addition, communication letters and various reports are being 
prepared to significantly note all agreements of the PMT to serve as reference for future policy enhancements and decision-
making.  In view of the foregoing, the PMT needs an adequate fund for other maintenance and operating expenses and 
procurement of ICT equipment, office supplies, and furniture and fixtures for the preparation, recording, and archiving of all 
PM documents.   
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LEARNING AND DEVELOPMENT 
Learning and Development is one of the Human Resource Management core systems which aims to bridge the performance 
gaps of the employees, enhance competencies, improve job performance, increase productivity and develop the agency 
workforce to manage efficiently and competently the changes and challenges in the workplace. Since the focus is on the 
people, this core area serves a variety of purposes for both the supervisors and the rank-and-file, such as to enhance 
leadership skills and abilities. To develop strategies for motivating and engaging employees, to increase emotional 
intelligence, and to improve communication skills. To build effective teams and improve collaboration among team members 
of this agency. 
 
As the Municipal Government of Pinamalayan strives to deliver excellent public service, the need to establish evidence-based 
Learning and Development (L&D) Plan is highly important. The Learning and Development Plan was based on the data 
gathered from the employees’ Learning Needs Assessment (LNA), Individual Development Plan (IDP) and Office Annual 
Learning and Development Plan. Thus, Learning and Development (L&D) interventions are being identified to provide 
employees with opportunities to upgrade competencies and develop their skills, talents and behaviors that will help them 
perform their job excellently. 
 
Learning and Development (L&D) Plan contributes to organizational effectiveness, ensuring that the organization has a 
constant supply of competencies needed to effectively execute the tasks necessary to achieve the organization’s set goals 
and objectives. Therefore, providing Learning and Development interventions that would build capabilities and competencies 
of the employees for career and personal growth and development become one of the main focus of the municipal 
government. The Learning and Development (L&D) Plan is aligned with the agency’s vision, mission and goals. 
 
Annually, the Human Resource Management Office proposes the budgetary allocation of at least three percent (3%) of the 
agency annual budget for the human resource development purposes. This is consistent with the provision of the law under 
Omnibus Rules Implementing Book V of EO 292. Despite the initiatives, allocation of funds for the programs depends only on 
the total appropriated budget for the HRMO. Thus, its implementation is limited to the capacity of the office to allot funding 
requirements for the HRD Programs.  
 
A. Funded HRDP PPAs for FY 2024 
The table below shows the funded PPA’s under Human Resource Development Program for FY 2024: 

PROJECTS/PROGRAMS/ACTIVITIES (PPAs) 
APPROPRIATION 

FOR 2024 
DATE OF 

IMPLEMENTATION 
STATUS 

HRD Programs for Competency Enhancement 

In-house Trainings 100,000.00 
Apr. 8, 2024; Aug. 6 
2024; Oct. 16, 2024 

Implemented Office Supplies Expenses 20,000.00 

Other Maintenance & Operating Expenses 80,000.00 

Local Scholarship Program for Employees 50,000.00 

  
Not utilized; No 
scholarship 
applicants for 2024 

Allowance 15,000.00 

Tuition Fee 35,000.00 

HRD Programs for Values Formation 

Employees' Team Building Activity 500,000.00 

September 20, 2024 Implemented  

Other Supplies and Materials Expenses 113,400.00 

Cash Prizes 100,000.00 

Printing and Publication Expenses 1,000.00 

Rental Expenses 100,000.00 

Other Maintenance & Operating Expenses 185,600.00 

Employees' Sports Olympics 450,000.00 

June 13 to July 10, 2024 

Implemented even 
though funding 
requirements is 
insufficient 

Other Supplies and Materials Expenses 169,000.00 

Rental Expenses 30,000.00 

Cash Prizes 150,000.00 

Other Professional Services 100,000.00 

Printing and Publication Expenses 1,000.00 

Employees' Day Celebration 300,000.00 

December 05, 2024 

Implemented even 
though funding 
requirements is 
insufficient 

Other Supplies and Materials Expenses 80,000.00 

Rental Expenses 50,000.00 

Prizes 50,000.00 

Other Maintenance & Operating Expenses 120,000.00 
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PROJECTS/PROGRAMS/ACTIVITIES (PPAs) 
APPROPRIATION 

FOR 2024 
DATE OF 

IMPLEMENTATION 
STATUS 

Civil Service Month Celebration 100,000.00 

September 2024 Implemented 

Office Supplies Expenses 10,000.00 

Cash Prizes 50,000.00 

Printing and Publication Expenses 5,000.00 

Other Maintenance & Operating Expenses 35,000.00 

HRD Programs for Employee Engagement 

Annual PRAISE Recognition Rites 580,000.00 

September 30, 2024 
Requested 
additional budget; 
Implemented 

Office Supplies Expenses 30,000.00 

Cash Prize 150,000.00 

Other Supplies and Materials Expenses 200,000.00 

Rent Expenses 100,000.00 

Other Maintenance & Operating Expenses 100,000.00 

Employee Recognition   Apr. 22, 2024; Jul. 15 
2024; Oct. 14, 2024; Dec. 
23, 2024 

Implemented 
Cash Prize 40,000.00 

Retirement Program 150,000.00 

December 06, 2024 

Requested 
additional budget for 
Cash Incentives; 
Implemented 

Rent Expenses 50,000.00 

Other Supplies and Materials Expenses 55,000.00 

Other Maintenance & Operating Expenses 45,000.00 

HRD Programs for Health and Wellness 

E-CARE Program 100,000.00 

  

With additional fund; 
Guidelines is still on 
the level of 
Sangguniang Bayan 
for review and 
approval 

Other Supplies and Materials Expenses 25,000.00 

Donation: Financial Assistance 75,000.00 

Drug Testing for LGU Personnel 50,000.00 

  

Drug Testing activity 
not implemented 
due to absence of 
accredited facility; 
Lack of funds 

Other Supplies and Materials Expenses 25,000.00 

Accommodation Expenses 8,000.00 

Printing and Publication Expenses 500.00 

Other Maintenance & Operating Expenses 16,500.00 

GRAND TOTAL 2,880,000.00     

 
From the presentation above, it can be seen that only eleven (11) PPAs under HRDP were funded. Out of eleven funded 
PPAs eight was fully implemented while three programs with appropriations were not utilized due to reasons beyond the 
control of the office. This includes the Local Scholarship Program, E-CARE Program, and Drug Testing for LGU Personnel. 
The budget appropriation for the LSP was not utilized because no employee intends to apply in spite of the Human Resource 
Development Committee (HRDC) efforts to promote the program. Meanwhile, the program for employee assistance or the E-
CARE did not materialize because of the pending approval of the Sangguniang Bayan. The drug testing was not conducted 
due to the absence of an accredited facility to conduct free drug screening since the Philippine Drug Enforcement Agency 
(PDEA) is no longer allowed to conduct drug-testing to other government agencies. The budget appropriation for the activity 
is limited only to other incidental expenses excluding the payment for drug-testing kit and professional fees. 
 
The majority of the programs implemented for the year 2024 was for values formation and employee’s engagement. But even 
though there is an appropriated budget, some of the programs had been allocated minimally due to budget constraints of the 
agency resulting in requisition for additional funding. These circumstances cause delay in the procurement process and at 
times adjustment in the implementation date. The agency was not able to provide other learning and development 
interventions such as in-house training for its employees because the allocated amount is limited for Onboarding Program 
only. 
 
Regardless of the fund limitation to implement fully all the proposed programs for development, the HRMO ensures to prioritize 
the involvement and engagement of all the employees in its funded programs and activities such as Employees' Team Building 
Activity, Sports Olympics, Civil Service Month Celebration, Employees' Day Celebration, Employee Recognition, and Annual 
PRAISE Recognition Rites. The main objective of the activities is to develop their wellbeing by bringing out their powerful 
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physical, mental and intellectual endowments and abilities for the growth of the organization. And most importantly, to 
recognize their invaluable contribution to the agency.  
 
The conduct of the abovementioned activity is consistently gaining positive feedback from the employees therefore its annual 
implementation is on the top list. The Team Building Activity and Sports Olympics enabled them to build good rapport with co-
employees, boosted their self-image and value as team players and gave them a relief from work-related stress even just for 
a while. Activities from the Civil Service Month Celebration promoted civic-mindedness, care for the environment and love for 
humanity of the employees. Meanwhile, through the Employee Recognition or the recognition of best employee for the quarter 
(regular and non- regular category) and the conduct of the Annual PRAISE Recognition Rites the agency was able to 
acknowledge the individual accomplishments and contributions of the employees. They are rewarded with incentives to 
continuously motivate them to perform better and deliver work of excellence. The Retirement Program or the Salamat-
Mabuhay (Tribute to Retirees) recognized the loyal service, hard work and significant contributions of the retirees to the 
attainment of the agency goals and for the continuous progress of Pinamalayan. This warm send-off honors the true heroes 
of public service. 
 
B. Appropriated Budget for Human Resource Development Program 
The Annual Budget of the Municipal Government of 
Pinamalayan for FY 2024 for the entire agency operation 
under the General Fund was amounting to three hundred 
fifty million, two hundred forty-four thousand, eight thirty-
seven (350,244,837.00) pesos. The total appropriated 
amount for the Human Resource Development Program is 
two million, eight hundred eighty thousand (2,880,000.00) 
pesos or 0.0082% only of the annual budget. This fund is 
incorporated in the HRMO 2024 Annual Budget amounting 
to eight million (8,000,000.00) pesos only. The amount 
allotted to the HRD program is 36% of the total office 
budget. For the past few years, the office has constantly 
been proposing additional budget allocation intended  
 
for the various areas of PRIME-HRM. However, the total 
allocation for the  annual budget of the HRMO has remained 
to be based on the last few years as the revenue generated cannot suffice to fund the ever-increasing expenditures for the 
total operations of the agency. 
 
C. Learning and Development Interventions  
Given the fact that budget allocation for HRDP is limited, it has been observed that for the last three years the Human 
Resource Management Office has been not able to conduct in-house training for the employees other than the onboarding 
program. Nevertheless, the shared effort of the MGOP offices to allocate funds for training expenses in their annual budget 
is one step to the achievement of the organizational goals. As the secretariat to the Human Resource Development 
Committee, the approving body for the nomination of employees to trainings/seminars/workshops, the HRMO has facilitated 
the weekly schedule of screening procedures of the HRDC. In 2024, a total of forty-six (46) HRDC Resolutions had been 
approved by the Local Chief Executive (LCE) resulting to two-hundred seventy-seven (277) learning and development 
interventions that had been attended by eighty-nine (89) permanent employees virtually and outside the municipal 
government.  
 
Facts and figures 

Graph 3: Percentage of employees with and without L&D interventions attended 

 
As shown in Graph 3, only thirty-eight (38%) or a total of eighty-
nine (89) regular employees out of two hundred thirty-seven (237) 
was provided with learning and development opportunities for the 
year 2024. This is far from the goal to provide all employees at least 
one-day training per year.  Understandably, this is due to the limited 
resources of the agency for training in terms of financial resources 
and manpower. 
 
 
 
 

Graph 1: Percentage of Appropriated Budget for HRDP 
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III. GENERAL FINDINGS AND RECOMMENDATIONS 
The most important resource to fully implement the Human Resource Development Program is budget. Even though it is 
known that a minimum of three percent (3%) of the agency annual budget must be allocated to HRDP, the agency was not 
able to comply with the minimum requirements of the law for the past years due to limited resources. Hence, the HRMO is 
compelled to allot a portion of its office annual budget for the program to aid the needs for its implementation. The shared 
effort of all offices to allocate funds for training expenses was a great help to address the learning needs in the workplace. 
 
Despite the collective efforts of the agency, it can be seen from the above presented data that less than 50% of the employees 
were provided with training, seminar, workshops and the like for the year 2024. The agency is not quite halfway in achieving 
its learning and development goal to at least provide one training to each employee every year. In addition, to maintain the 
PRIME-HRM Maturity Level II status for Learning and Development one of the requirements is to give each employee at least 
eight (8) hours of learning and development intervention per year. To meet this end, heads of offices are encouraged to avoid 
sending the same employees to training and maximize the allotted training fund by providing at least one formal training for 
each employee. 
 
Another concern in the HRDP is the implementation of the Local Scholarship Program (LSP). For the last three (3) years, no 
employee intends to apply for the program in spite of the effort of the Human Resource Development Committee to promote 
it. The objective of the program is to provide educational opportunities for personal development and career advancement of 
the employees. In addition, it is to enhance their knowledge and skills to be able to contribute in the achievement of the agency 
goal and professionalize the civil service workforce towards the delivery of public service. If you look at it, the scholarship 
program for the employees is one of the best programs under HRDP. If only the program will be optimized, it would be of 
great help to hone employees towards service excellence. One of the main reasons why the employees are not availing the 
local scholarship program, although some had been pursuing graduate study, is that they are enrolled in distance learning. 
This new mode of learning is not yet supported by the LSP guidelines. Therefore, it is recommended to the HRDC to revisit 
its policy manual and adopt new trends or modes of learning. 
 
The major challenge in L&D is insufficient funding for the implementation of its program. To aid the identified performance 
gap, the HRMO is once again proposing to the Local Chief Executive (LCE) the allocation of the prescribed budget for human 
resource activities under the law. From this, the agency will be able to implement a good number of learning and development 
interventions for the employees which will provide them prime opportunities to develop their skills and learn new knowledge 
essential in the discharge of their duties and functions. As an implementing office, the goal of the Human Resource 
Management Office is to provide the best programs for the people of the agency, promote their mental wellness and provide 
an inclusive, conducive and supportive work environment. 
 
Despite the challenges in Learning and Development, the 
accomplishments and the positive impact of the programs to the 
employees and to the agency is undeniable. For its continuous 
improvement and success, the full cooperation of every employee, 
the help and support of the Head of Office, the HRDC and the LCE 
is extremely important. Through these collaborative efforts, the 
Municipal Government of Pinamalayan will achieve its learning and 
development goals and will definitely have a strong workforce that 
can manage efficiently and competently the changes and 
challenges in the workplace and will be able to deliver exceptional 
public service. 
 
Everyone inside the circle must work together to ensure that the 

organization has the knowledgeable, skilled and engaged workforce to be 

able to keep up with the increasing demand for a more responsive, 

accessible, courteous, and efficient public service. 

 

RESPONSIBLE UNIT ROLES & FUNCTIONS 

AGENCY HEAD ● Set and determine overall Learning and Development Strategy and directions 
● Approve Learning and Development proposals and plans of Human Resource 

Management Office, Heads of Offices and Supervisors relative to development 
interventions that are appropriate to improve the job performance of their workforce and 
increase their productivity 

● Provide the right resources and environment that supports the growth and development 
needs of an individual employee 
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RESPONSIBLE UNIT ROLES & FUNCTIONS 

HEADS OF OFFICES 
AND SUPERVISORS 

● Primarily responsible for identifying and addressing the developmental needs of their 
respective employees 

● Support and monitor employee in the implementation of Individual Development Plan 

EMPLOYEE ● Identify goals and activities for development and prepared an Individual Development Plan 
and accomplish the Learning Needs Assessment 

● Look for learning opportunities in everyday activities 
● Prepare and implement LAP or REAP 

HRMO ● Assist supervisors in identifying development needs and interventions of their staff 
● Prepare agency’s annual detailed Learning and Development Plan 
● Design, deliver and evaluate learning and development interventions required for the 

employees to meet the Learning and Development needs 
● Lead the Learning and Development Planning Workshop to review the implementation of 

the Learning and Development Plan and set the yearly Learning and Development targets 
and Programs 

● Lead the implementation of Learning and Development Plan and programs  
● Act as Secretariat for Human Resource Development Committee 
● Maintain Learning and Development Database 
● Conduct Monitoring and Evaluation of Learning and Development programs and Learning 

Service Providers 

HUMAN RESOURCE 
DEVELOPMENT 

COMMITTEE (HRDC) 
 

● Assists the agency, in cooperation with HRMO, in the review and identification of Learning 
and Development interventions intended for officials and employees 

● Evaluates potential nominees to external training programs and scholarships 
● Recommends to the agency head Learning and Development policy enhancement or 

issuance of new guidelines, as may be necessary 
● Participates in the review of the Learning and Development program implementation 

 
APIM Model 

Similar to the PDCA Cycle 
or the Plan-Do-Check-Act 
Cycle as provided by the 
Quality Management 
System, APIM is a self-
designed model of the 
HRMO. APIM Model or the 
Analyze, Plan, Implement, 
Monitor and Evaluate 
Model is a process which 
ensures good quality and 
effective learning and 
development programs are 
provided to the employees. Unlike the PDCA which immediately start with the planning and ends with the implementation, 
APIM Model starts with analysis of learning and developmental needs of the employees and ends with monitoring and 
evaluation to ensure that the implemented intervention is effective. 
 

PROCESS 

ANALYZE 

The organization must look for the performance gaps and the training needs of the employees. 
Two ways of identifying the competency gaps was through the conduct of Learning Needs 
Assessment (LNA) and accomplishing the Individual Development Plan (IDP).  
 
Learning Needs Assessment (LNA) provides data as to learning priorities of the employees to 
address the needs for upgrading and development of the skills. 
 
Individual Development Plan (IDP) provides data on short-term and long-term professional 
goals of the employees as well as their personal and career development needs. 

PLAN 
Based on the data gathered from the LNA and IDP of the employees, the agency may now 
design the learning objectives, delivery format, activities, exercises, and programs. 
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IMPLEMENT 

This phase is accomplishing the planned intervention to address the learning and development 
needs of the employees.   
 
Below are methods that can be used to facilitate, encourage and deliver learning: 
•On the Job Learning (Observation/demonstration and practice, Delegation, Coaching, 
Mentoring) 
•Self-directed learning (Reading, eLearning, Continuing Education) 
•Group Learning (Cross functional terms, Networking, Action Learning) 
•Instructor-led interventions (Training Courses, Seminars) 

MONITOR AND EVALUATE 

After the implementation of the programs monitoring and evaluation should follow. This is 
constantly tracking what the employees have learned from the intervention provided, identifies 
what the employees don’t yet know, and assess whether learning strategies are helping to 
learn effectively. 

 
70-20-10 RULE 
For the effective implementation of the L&D Plan we are introducing the 70-20-10 rule to the Municipal Government of 
Pinamalayan. In this rule 10% is learned from formal classroom training, 20% is from the feedback from peers, and 70% is 
from actual experience. 
 
This Learning and Development Model 
is used to describe the optimal source 
of learning by a successful 
organization. This model allows 
employees who have attended L&D 
intervention to put what they have 
learned into practice. 70% is 
Experiential Learning which includes 
working with new & challenging 
experiences, learning from mistakes 
and receiving immediate feedback on 
their work performance. 20% is Social 
Learning that includes coaching and 
mentoring, collaborative learning and 
the like. 10% is learning from structured 
courses or formal training. 
 
It is important to provide employees 
with learning and development 
opportunities to empower their growth 
and develop their knowledge, skills, 
and capabilities essential in the 
discharge of their duties and functions. 
 
 

REWARDS AND RECOGNITION 
Rewards and Recognition (R & R) Plan is the overarching plan of the agency for the ensuing year convened through the 
Program on Awards and Incentives for Service Excellence (PRAISE) and its embodied committee. This strategy plan includes 
planned PPAs, a calendar of activities, and rewards and incentives provided by the local government unit. First, the proposed 
Programs, Projects, activities (PPAs) consist of the identified L&D activities, policy enhancements, committee meetings, 
procurement of ICT equipment and provision of other supplies and materials. Second, the planned calendar of activities is a 
year-round schedule of PRAISE-related programs that are conducted either monthly, quarterly, or annually. Lastly, the 
government has identified awards and incentives and its proposed monetary and non-monetary incentives that are being 
awarded to deserving employees and personnel either regular or non-regular. 
 
In one of the studies, facts reveal that employees with no awards tended to be less motivated, could be that the better the 
rewards and recognition, the higher the levels of motivation and satisfaction, and possibly, therefore, the greater the levels of 
performance and productivity. Employee recognition is a judgment on a worker's contribution, in terms of the work process as 
well as dedication and motivation. It also involves evaluating and acknowledging the results of this work. In short, it looks at 
the unique contribution of each worker and stresses the value of his or her professional expertise and experience. By creating 
a culture of recognition, employees become more engaged. Engaged employees are happy, loyal, and productive. Every day 
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there is an opportunity to recognize someone for their service without spending a lot of money. Informal rewards are the icing 
on the cake that keeps employees motivated, engaged, and coming back for more. (https:/www.ijcrt.org/).  
 
The Municipal Government of Pinamalayan, committed to advancing its Rewards and Recognition System in full recognition 
of the human resource as its primary investment through its Human Resource Management Office (HRMO). The vast majority 
of LGU personnel believe that by conferring awards and giving away rewards and incentives in monetary and non-monetary 
forms, employees' drive and desire to accomplish more and perform better can be powered and used as leverage.  However, 
despite the agency's existing policy and implementation, one of the realities is the challenge of raising the financial allocation 
required every year to sustain this program as a result of the expanding of various awards especially the Special Citations for 
External Recognitions and the PMT-indorsed awards and incentives and its corresponding monetary and non-monetary 
incentives introduced as upgrades to this all-in-one comprehensive program. Undoubtedly, the agency has continued to 
provide these awards and incentives, as evidenced by the agency's own success as well as that of the employee. Receiving 
recognition for exemplary and exceptional results at several levels—provincial, regional, national, and even international—is 
one benefit of this program. 
 
The major purpose of this plan is to serve as a groundwork for future planning and budgeting and to avoid flaws that may 
arise during implementation. Laying out the plans for this program early and appropriately is critical in order to enhance and 
strengthen the agency's support for employee wellness, which the agency values greatly. Ensuring that the agency allots a 
fair and suitable value to each deserving employee, which benefits the employees in many ways, including but not limited to 
increased productivity, a positive work environment, and the ability to serve clients more effectively. 
 
III. ANALYSIS MATRIX 

ISSUES/ CONCERNS/ TECHNICAL 
FINDINGS/ OBSERVATIONS 

IMPLICATION/EFFECT 
POLICY OPTIONS/ PROPOSED 

INTERVENTION 

Recruitment, Selection and 
Placement 

    

Out-dated Qualification Standards 
Book of the CSC; Lack of agency-
customized QS 

Errors in publication; high risk of 
invalidation of appointment; 
screening procedures to be repeated  

Formulation of the agency’s own QS Manual 
through a Technical Working Group. 

Lack of dedicated fund for HRMPSB 
despite the frequency of meetings of 
the board 

Frequent outsourcing of resources 
from other offices limits the smooth 
process flow 

Fund allocation for the HRMPSB, which shall 
allow for the procurement of necessary 
equipment, office supplies and other supplies 

Insufficient number of regular staff for 
the RSP Unit of HRMO to make room 
for sufficient time to research on 
publication, applicant scrutiny, 
secretariat duties to HRMPSB, 
appointment preparation, regular 
reporting to the CSC, employee exit 
program, among others 

Multi-tasking and working in a limited 
time pose the risk of errors. Errors 
are highly unacceptable in RSP, as 
among the 4 HR core areas, it is only 
the RSP outputs that are subject to 
rigid scrutiny and auditing by the Civil 
Service Commission 

Creation of plantilla position to be assigned in 
RSP, preferably a second level position to 
ensure high level of accountability 

Apprehension of some offices to 
conduct the Send Off Program for 
Retirees 

Missed opportunity for the retiree to 
be recognized during the last day of 
service; low morale of retiree 

Fund allocation for the Send-Off Program for 
Retiring Officials and Employees 

Performance Management     

Varied interpretation of SPMS 
Guidelines 

Risk for impartiality and 
inconsistency 

Establishment of a separate SPMS unit to 
facilitate single point of view and uniform 
standards in the conduct of validation. 

Insufficient number of regular staff for 
the PM Unit of HRMO to make room 
for sufficient time to review all 
calibrated and validated IPCRs of all 
employees, perform secretariat duties 
to the PMT, act as a head member of 
the expanded team of the PMT, 
among others; a first-level employee 
acting as the PM focal 

Multi-tasking and working on a 
limited time poses the risk of 
overlooking details of the system 
implementation, which shall be 
unacceptable since PM results are 
the basis for HR actions such as 
promotion, L&D opportunities, and 
rewards; 

Creation of plantilla position to be assigned in 
PM, preferably a second-level position to 
ensure a high level of accountability 

Lack of established internal policy 
regarding identification of the top 5% 

The current method of the agency 
may cause low morale to some high-

Formulation of appropriate mechanism to 
identify qualified personnel to be 
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ISSUES/ CONCERNS/ TECHNICAL 
FINDINGS/ OBSERVATIONS 

IMPLICATION/EFFECT 
POLICY OPTIONS/ PROPOSED 

INTERVENTION 

of employees who shall be 
recommended for the grant of step 
increment since there are several 
employees achieving Outstanding 
Adjectival Rating for the two 
semesters within a year 

performing employees but was not 
included in the step increment award 

recommended for performance-based 
awards and incentives 

Learning and Development     

Unreliable LNA and IDP data, as some 
personnel admit that they were not the 
one who answered their LNA and IDP 

Actual L&D need of the employees 
cannot be measured; hence, actual 
needs are not addressed 

Conduct of orientation in accomplishing the 
LNA  and IDP tools; revision of the tool into a 
concise, clear and accessible one 

Employees are apprehensive to avail 
the scholarship program  

Missed L&D opportunity;  Conduct of survey on why employees do not 
want to avail the scholarship opportunity; 
Revisiting of scholarship guidelines in 
consideration of the survey result 

Lack of dedicated fund for HRDC 
despite the frequency of meetings of 
the committee 

Frequent outsourcing of resources 
from other offices limits the smooth 
process flow 

Fund allocation for the HRDC, which shall 
allow for the procurement of necessary 
equipment, office supplies and other supplies 

Insufficient number of regular staff for 
the L&D Unit of HRMO to make room 
for sufficient time to research on L&D 
interventions for employees, to 
facilitate the planning, implementation 
and monitoring of all L&D activities, to 
perform secretariat duties to the 
HRDC, among others;  
First level employee acting as the L&D 
focal 

Multi-tasking and working on a 
limited time poses risk for errors and 
overlooked details of program 
planning, implementation and 
monitoring 

Creation of plantilla position to be assigned in 
L&D, preferably a second level position to 
ensure high level of accountability 

Reward and Recognition     

No additional incentive is given to 
awardee of Employee of the Month 

Non-uniform form of incentive Provision of additional incentives for 
Employee of the Month like (coupon or gift 
certificates) 

Some offices with personnel who are 
qualified to the on-the-spot award do 
not submit required forms to the 
HRMO 

The employees are not recognized; 
low morale 

Preparation of promotional Materials on on-
the-spot awards 

Limited fund for PRAISE Annual 
Recognition Rites; varying budgetary 
requirement due to PMT-indorsed 
awards and additional special citations 
as decided by the PRAISE Committee 

Necessary adjustments have to be 
addressed prior to the program 
implementation 

To allocate fund for the PRAISE Annual 
Recognition Rites as proposed 

Insufficient number of regular staff for 
the R&R Unit of HRMO to make room 
for sufficient time to research, to 
facilitate the planning, implementation 
and monitoring of the rewards 
programs, to perform secretariat duties 
to the PRAISE Committee, among 
others;  

Multi-tasking and working on a 
limited time poses risk for errors and 
overlooked details of program 
planning, implementation and 
monitoring 

Creation of plantilla position to be assigned in 
R&R, preferably a second level position to 
ensure high level of accountability 

Absence of established guidelines in 
providing monetary incentive for 
service award (retiree); lack of 
established guidelines in giving 
posthumous award 

The implementation may be subject 
to audit findings, although relevant 
committee resolutions are in place 

To amend policy manual which includes the 
grant of monetary incentives based on the 
number of years in service of the retiree; to 
include guidelines for posthumous award and 
other new awards in the PRAISE Manual 
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RECRUITMENT, SELECTION AND PLACEMENT 

Current State of Capacity Desired State of Capacity 
Capacity Development 

Intervention 
Expected Output 

Target of 
CapDev 

Time 
Frame 

Funding 
Requirements 

Process Owner/ Office 
Responsible 

Source of Support / 
Technical Assistance 

Insufficient number of regular staff 
for the RSP Unit of HRMO 

HRMO staff assigned in 
RSP have more sufficient 
time to research on 
publication, applicant 
scrutiny, secretariat duties 
to HRMPSB, appointment 
preparation, regular 
reporting to the CSC, 
employee exit program, 
among others 

Creation of plantilla position to 
be assigned in RSP, 
preferably a second level 
position to ensure high level of 
accountability 

Plantilla position created HRMO 2026 ℅ HRMO Office Capacity Development Plan 2026-2028 

Continuous Knowledge 
Enhancement for HRMPSB 
Members on Updated RSP Policies, 
Trends, and Best Practices 

Elevated Competence 
among HRMPSB Members 

Attendance of HRMPSB 
Members to different modes 
of learning and development 
intervention 

All relevant learning and 
development interventions 
provided to HRMPSB 
Members 

HRMPSB 2026 1,000,000.00 HRMO  

Lack of a Succession Plan for All 
MGOP Offices, leading to Gaps in 
Filling Key Vacant Positions 

An agency-prepared and 
developed Succession Plan 
for all MGOP Offices to 
serve as a reference in 
Filling Key Vacant Positions 

Conduct of Training/Workshop 
in the Preparation and 
Development of the 
Succession Plan for all Heads 
of Office and Key personnel 

Training/Workshop in the 
Preparation and 
Development of the 
Succession Plan conducted 

All MGOP 
Heads of Office 

and Key 
Personnel 

2026 1,000,000.00 HRMO  

Formulation of the Succession 
Plan 

Agency Succession Plan 
formulated 

Lack of Clear Guidelines and 
Procedures for Supporting 
Applicants with Special Needs 

Specialized support and 
assistive devices provided 
by the LGU during 
screening procedures to 
ensure equitable access for 
applicants with special 
needs 

Establishment of a 
Memorandum of Agreement 
to institutions that can provide 
Deaf-Mute Communication 
Interpreters or Captioners 

Memorandum of 
Agreement established 

MGOP 
Applicants 

2026 - HRMO  

Provision of honorarium to 
hired interpreter or captioner 
for every instance of 
attendance to meetings when 
there are deaf-mute 
applicants 

Honorarium granted MGOP 
Applicants 

2026 10,000.00 HRMO  

Procurement of assistive 
paraphernalia for applicants 

Assistive paraphernalia for 
applicants with special 

MGOP 
Applicants 

2026 20,000.00 HRMO  
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Current State of Capacity Desired State of Capacity 
Capacity Development 

Intervention 
Expected Output 

Target of 
CapDev 

Time 
Frame 

Funding 
Requirements 

Process Owner/ Office 
Responsible 

Source of Support / 
Technical Assistance 

with special needs needs procured 

Lack of provisions dedicated to 
RSP activities 

Adequate and dedicated 
provisions are in place to 
effectively support all RSP 
activities 

Allocation of Fund for Office 
Supplies and Materials 

Fund for Office Supplies 
and Materials allocated 

HRMPSB 2026 40,000.00 HRMO  

Allocation of Fund for Other 
MOOE 

(Snacks and 
Refreshments) 
Fund for Other MOOE 
(Snacks and 
Refreshments) allocated 

2026 150,000.00 HRMO 

Absence of an Agency Qualification 
Standards Manual 

Approved agency-formulate 
Qualification Standards 
Manual that shall be used 
as a reference for PDF 
preparation and Vacancies 
Publication 

Formulation of the Agency QS 
Manual 

Agency QS Manual 
formulated 

MGOP Offices 2026 1,000,000.00 HRMO OVM, TWG 

Some offices have apprehension to 
conduct the Send-Off program due 
to lack of fund 

Retiring employee send-off 
institutionalized and 
supported with funding  

Fund allocation for the Send-
Off Program for Retiring 
Officials and Employees 

Send-Off Program for 
Retiring Officials and 
Employees allocated with 
fund 

MGOP Offices 
with Retirees 

2026 100,000.00 HRMO MO 

TOTAL 3,320,000.00   

 
STAFFING PLAN FOR FY 2026 

PROPOSED STAFFING MODIFICATION RATIONALE 
EFFECTIVITY OF 

STAFFING 
MODIFICATION  

CONCERNED PERSONNEL QS OF THE 
DESIGNATION  

TO BE ASSUMED 

QUALIFICATION 
OF THE 

INCUMBENT 
NAME POSITION TITLE 

Any of the following: 
● Return of the designated employee to the mother unit on or before 

January 1, 2026. The designation as PESO Manager should only 
be an additional function of the MGADH I. 

● Creation of a position in the office where the incumbent is needed, 
and return of the vacant MGADH I to the mother office. 

The 2017 ORAOHRA provision regarding the 
HR action of designation only encompasses 
plantilla positions that exist in the organization.  

January 01, 2026 RICARDO A. 
LIM, EnP 

Municipal 
Government 
Assistant 
Department Head I 

Not applicable Not applicable 

Any of the following: 
● Return of the designated employee to the mother unit on or before 

April 3, 2026. Designation to any post or position that does not exist 
in the organization shall only be an additional function. 

The 2017 ORAOHRA provision regarding the 
HR action of designation only encompasses 
plantilla positions that exist in the organization.  

April 3, 2026 GINA S. 
LANOT 

Administrative 
Assistant II 

Not applicable Not applicable 
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PROPOSED STAFFING MODIFICATION RATIONALE 
EFFECTIVITY OF 

STAFFING 
MODIFICATION  

CONCERNED PERSONNEL QS OF THE 
DESIGNATION  

TO BE ASSUMED 

QUALIFICATION 
OF THE 

INCUMBENT 
NAME POSITION TITLE 

● Abolition of the position in the mother office and creation of the 
same position in the office where the incumbent is needed 

● Return of the reassigned employee to the mother unit on or before 
January 10, 2026.  

The 2017 ORAOHRA provision regarding the 
reassignment of employees with station-
specific place of work indicated in their 
appointment shall be allowed only for a 
maximum period of 1 year. (Section 13-a1) 

January 10, 2026 MARY ANN 
M. LATOMBO 

Administrative 
Assistant I 

Not applicable Not applicable 

 
RECRUITMENT PLAN FOR FY 2026 

I. ANTICIPATED VACANCIES 
ANTICIPATED VACANCY NAME OF INCUMBENT MANDATORY RETIREMENT TARGET SCHEDULE OF SCREENING PROCEDURES 

ADMINISTRATIVE OFFICER I SILLA ELOISA SALENDREZ 8/5/2026 Batch 4 
ADMINISTRATIVE ASSISTANT II TORIANO ELVIRA AYATE 9/9/2026 Batch 4 

 
 

II. PROPOSED SCHEDULE OF SCREENING PROCEDURES 

SCREENING PROCESS ACTIVITIES BATCH 1 BATCH 2 BATCH 3 BATCH 4 

Start of Publication/ Filing of Application Friday, January 16, 2026 Wednesday, April 15, 2026 Thursday, July 16, 2026 Friday, October 16, 2026 

End of the Publication of Vacancies/ Filing of Application Saturday, January 31, 2026 Thursday, April 30, 2026 Friday, July 31, 2026 Thursday, October 31, 2024 

End of the Pre-Screening of Applicants and Acknowledgment of Applications Tuesday, February 3, 2026 Monday, May 4, 2026 Tuesday, August 4, 2026 Monday, November 4, 2024 

End of the 2-day Grace Period for Completion of Requirements Thursday, February 5, 2026 Wednesday, May 6, 2026 Thursday, August 6, 2026 Wednesday, November 6, 2024 

HRMPSB Preliminary Evaluation Tuesday, February 10, 2026 Monday, May 11, 2026 Tuesday, August 11, 2026 Monday, November 11, 2024 

Notification of all Applicants (preparation, request for signature, dissemination) Thursday, February 12, 2026 Wednesday, May 13, 2026 Thursday, August 13, 2026 Wednesday, November 13, 2024 

Written Examination Tuesday, February 17, 2026 Monday, May 18, 2026 Tuesday, August 18, 2026 Monday, November 18, 2024 

HRMPSB Final Deliberation (BEI) Friday, February 20, 2026 Thursday, May 21, 2026 Friday, August 21, 2026 Thursday, November 21, 2024 

Return of Rating Sheets Wednesday, February 25, 2026 Tuesday, May 26, 2026 Wednesday, August 26, 2026 Tuesday, November 26, 2024 

BI, Consolidation Period, Preparation of Resolution, Indorsement to Members Monday, March 2, 2026 Friday, May 29, 2026 Monday, August 31, 2026 Friday, November 29, 2024 

Submission of list of top five (5) candidates Tuesday, March 3, 2026 Monday, June 1, 2026 Tuesday, September 1, 2026 Monday, December 2, 2024 

Final Selection of Appointee Tuesday, March 10, 2026 Monday, June 8, 2026 Tuesday, September 8, 2026 Monday, December 9, 2024 

Notification to Candidates Thursday, March 12, 2026 Wednesday, June 10, 2026 Thursday, September 10, 2026 Wednesday, December 11, 2024 

Appointment Preparation Monday, March 16, 2026 Friday, June 12, 2026 Monday, September 14, 2026 Friday, December 13, 2024 

Appointment Effectivity Wednesday, April 1, 2026 Wednesday, July 1, 2026 Thursday, October 1, 2026 Monday, January 4, 2027 
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PERFORMANCE MANAGEMENT 

Current State of Capacity 
Desired State of 

Capacity 
Capacity Development 

Intervention 
Expected Output 

Target of 
CapDev 

Time 
Frame 

Funding 
Requirements 

Process Owner/ Office 
Responsible 

Source of Support / 
Technical 

Assistance 

Insufficient number of regular staff 
for the RSP Unit of HRMO 

HRMO staff assigned in 
RSP have more sufficient 
time to research on 
publication, applicant 
scrutiny, secretariat duties 
to HRMPSB, appointment 
preparation, regular 
reporting to the CSC, 
employee exit program, 
among others 

Creation of plantilla position 
to be assigned in RSP, 
preferably a second level 
position to ensure high level 
of accountability 

Plantilla position created HRMO 2026 ℅ HRMO Office 
Capacity 
Development 
Plan 2026-2028 

Insufficient number of 
regular staff for the RSP 
Unit of HRMO 

HRMO staff assigned 
in RSP have more 
sufficient time to 
research on 
publication, applicant 
scrutiny, secretariat 
duties to HRMPSB, 
appointment 
preparation, regular 
reporting to the CSC, 
employee exit 
program, among 
others 

Need for knowledge updating of 
the PMT Members on the most 
current PM policies, trends and 
practices 

More competent PMT 
Members 

Attendance of PMT Members 
to different modes of learning 
and development 
intervention 

All relevant learning and 
development intervention 
attended by PMT Members 

PMT 2026 1,000,000.00  Need for knowledge 
updating of the PMT 
Members on the most 
current PM policies, trends 
and practices 

More competent PMT 
Members 

Need for knowledge updating of all 
office heads and employees 
regarding SPMS Concept and 
Revised Specific Guidelines on 
PM procedures 

Knowledgeable office 
heads and employees 

In-House Training for Re-
orientation on SPMS 
Concept and Orientation 
about the current Specific 
Guidelines 

In-House Training for Re-
orientation on SPMS 
Concept and Orientation 
about the current Specific 
Guidelines conducted 

PMT 2026 200,000.00 Need for knowledge 
updating of all office heads 
and employees regarding 
SPMS Concept and 
Revised Specific 
Guidelines on PM 
procedures 

Knowledgeable office 
heads and 
employees 

Need for enhancement of the 
existing policies and procedures 
and improvement of PM-related 
forms such as Coaching and 
Mentoring forms, Performance 
Standard Guide, O/DPCR and 
IPCR forms 

Improved PM-related 
forms 

Workshop/Writeshop for 
Specific Guidelines and PM-
related forms Updating 

Enhanced Specific 
Guidelines and Updated 
and more effective PM-
related forms 

PMT 2026 (the cost is 
reflected in the 
PPA ‘Provision 
of Other 
Supplies and 
Materials)  

Need for enhancement of 
the existing policies and 
procedures and 
improvement of PM-
related forms such as 
Coaching and Mentoring 
forms, Performance 
Standard Guide, O/DPCR 
and IPCR forms 

Improved PM-related 
forms 
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Current State of Capacity 
Desired State of 

Capacity 
Capacity Development 

Intervention 
Expected Output 

Target of 
CapDev 

Time 
Frame 

Funding 
Requirements 

Process Owner/ Office 
Responsible 

Source of Support / 
Technical 

Assistance 

Insufficient ICT equipment 
dedicated to PM activities and 
furniture and fixtures for PM files 

Adequate equipment 
dedicated to PM activities 
and furniture and fixtures 
for PM files 

Procurement of ICT 
equipment and furniture and 
fixtures 

ICT equipment and 
furniture and fixtures 
procured 

PMT 2026 160,000.00  HRMO  

1-unit duplex scanner 80,000.00  

1-unit printer 40,000.00  

4 units external drive (1 TB) 20,000.00  

3-layer steel cabinet 20,000.00  

Lack of provisions dedicated to 
PM activities 

Adequate provisions for 
PM activities 

Procurement of Office 
Supplies 

Office Supplies procured PMT 2026 150,000.00  HRMO  

  
Other Materials and 
Operating Expenses 

Other Materials and 
Operating Expenses paid 

 
2026 500,000.00  HRMO 

 

TOTAL 2,592,293.40   

 
PROPOSED CALENDAR OF ACTIVITIES 

PERFORMANCE 
MANAGEMENT CYCLE 

OBJECTIVE ACTIVITY STRATEGY RESOURCES PERSONS INVOLVED DATE OF CONDUCT VENUE 

Performance Planning 
and Commitment 

•To come to agreement 
on the individual’s job 
responsibilities aligned 
with his/her position 
description 
•To remove any 
ambiguity of the goals 
and objectives that 
needs to be achieved 
•To identify the 
competencies required 
for doing the job 
•To create an appropriate 
performance and career 
development plan for 
each employee 

Target Setting Group Discussion 
Target Evaluation 

IT Equipment  
Office Supplies 
Venue 

Head-of-Office 
Office Staff (Regular and 
Non-Regular Personnel) 

Oct Within Municipality/ 
Within the Office 

Calibration Group Discussion 
Target Evaluation 

IT Equipment  
Office Supplies 
Venue 

PMT Members 
Head of Office 
Office Staff (Regular and 
Non-Regular Personnel) 

Nov Within the Municipality 
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PERFORMANCE 
MANAGEMENT CYCLE 

OBJECTIVE ACTIVITY STRATEGY RESOURCES PERSONS INVOLVED DATE OF CONDUCT VENUE 

Performance Monitoring 
and Coaching  

•To drive performance 
results that meet the 
needs of the office and 
the agency. 
•To build a high level of 
employee commitment. 
•To develop employee's 
skills and abilities. 
•To challenge employees 
to perform their best and 
as self-sufficient as 
possible. 
•To increase productivity 
by maximizing available 
resources. 

Performance Tracking/ 
Providing Performance 
Support 

Group Discussion 
Coaching and Mentoring 
Performance Monitoring 
Tool 

IT Equipment  
Office Supplies 
Venue 

Head-of-Office 
Office Staff (Regular and 
Non-Regular Personnel) 

Year-Round (As the need 
arises) 

Within the office 

Performance Review and 
Evaluation 

•To review the 
performance of the 
employees over a given 
period;  
•To identify any gaps 
between the target 
measures and the actual 
performance 
•To help the 
management in 
exercising organizational 
control. 
•To strengthen the 
relationship and 
communication between 
superior – subordinates 
and management – 
employees. 
•To determine the 
strengths and 
weaknesses of each 

Review and Evaluation 
Assessment of 
Performance 

Group Discussion 
One-to-One 
Performance Evaluation 

IT Equipment Office 
Supplies 
Venue 

Head-of-Office 
Office Staff (Regular and 
Non-Regular Personnel) 

Jan/Jul Within the office 

Validation Group Discussion 
 

IT Equipment  
Office Supplies 
Venue 

PMT Members Head of 
Office 
Office Staff (Regular and 
Non-Regular Personnel) 

Feb-Mar/ 
Aug-Sept 

Within the Municipality 

Capability Building Group Discussion 
L&D Activity 
Team Building 
Mid-Year/ Year-End 
Assessment 
Benchmarking Activity 

IT Equipment  
Office Supplies 
Venue 

Head of Office 
Office Staff  

PMT with Expanded 

Members and other 

Municipal Functionaries 

 

May/July/Nov Within the Municipality/ 
Within the province 
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PERFORMANCE 
MANAGEMENT CYCLE 

OBJECTIVE ACTIVITY STRATEGY RESOURCES PERSONS INVOLVED DATE OF CONDUCT VENUE 

employee and identify 
opportunities for 
improvement and skills 
development 
•To provide feedback and 
recommendation to the 
employees regarding 
their performance during 
the period 

Performance Rewarding 
and Development 
Planning 

•To strengthen employee 
engagement and loyalty 
to agency vision and 
mission. 
•To create and harness 
the power of motivation 
by valuing and 
recognizing people. 
•To showcase the 
importance of teamwork, 
commitment and support 
system. 

Preparation of IDP and 
Learning Needs 
Assessment Tool 

Group Discussion 
Coaching and Mentoring 

IT Equipment  
Office Supplies 
Venue 

Head-of-Office 
Office Staff (Regular and 
Non-Regular Personnel) 

Oct Within the office 

Preparation, Submission 
and Posting of Summary 
of Performance Ratings 

Group Discussion IT Equipment  
Office Supplies 

HRMO, PMT 
Chairperson and SPMS 
Champion 

May/Nov Within the Municipal 
Compound 

Recommendation for 
Awards and Recognition 

Indorsement of Result of 
Performance Evaluation 
to PRAISE Committee 

IT Equipment  
Office Supplies 
 

PMT Members May N/A 

 
 

ACTIVITIES PERSONS INVOLVED JAN FEB MAR APR MAY JUN JULY AUG SEPT OCT NOV DEC 

Quarterly PMT Meeting PMT Members 
 2nd Week       2nd Week   

2nd 
Week  

  2nd Week     

Review and Assessment of Office and Individual 
Accomplishments for the 2nd semester of PY 2025 

Head-of-Office and Office 
personnel 

3rd - 4th  
Week 

                     

Submission to MPDO of Self-Rated OPCRs/DPCRs for the 2nd 
semester of PY 2025 for Validation of the PMT 

Head-of-Office and MPDO 
 1st Week                     

Simultaneous Validation of OPCRs/DPCRs and IPCRs for the 
2nd semester of PY 2025 

PMT Members 
Head-of-Office 
Office Staff 

  
3rd  - 4th  
week 

1st  - 3rd 

week 
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ACTIVITIES PERSONS INVOLVED JAN FEB MAR APR MAY JUN JULY AUG SEPT OCT NOV DEC 

Submission to HRMO of Validated IPCRs of all Regular 
personnel for the 2nd semester of PY 2025 for review 

Head-of-Office and Office Staff 
  4th week  

1st - 4th  
week 

1st  - 3rd  
week 

                

Review of Validated IPCRs of all Regular personnel for the 2nd 
semester of PY 2025 

HRMO  
  4th week  

1st - 4th  
week 

1st  - 4th 
week 

                

Quarterly Performance Assessment and conduct of L&D 
Activities 

Head-of-Office and Office 
personnel 

    4th week     4th week     4th week     4th  week 

Preparation and Submission to CSCFO of Summary of 
Performance Ratings for the 2nd semester of PY 2025 and 
Posting in three conspicuous places 

HRMO 
        1st  week               

Recommendation of Qualified Employees for Awards and 
Recognition 

PMT Members 
        2nd  week 

  
            

Preparation and Submission of Terminal Report for the conduct 
of validation activities for the 2nd semester of PY 2025 

HRMO  
        

2nd  – 3rd 

week 
              

Capability Building for PMT members and other municipal 
functionaries involved in the Performance Management 

PMT Members and Other 
Municipal Functionaries 

        3rd week 
  

            

Preparation and Submission of Performance Management 
Evaluation Analysis Report for the year 2025 

HRMO  
        

3rd - 4th 
week 

1st - 2nd 
week 

            

Benchmarking Activity to agencies with higher maturity level or 
best practices in PRIME-HRM 

PMT Members and Other 
Municipal Functionaries 

      Depends on the availability of 
members 

   

Review and Assessment of Office Accomplishments for the 1st 
semester of PY 2026 

Head-of-Office and Office 
personnel 

            
3rd  - 4th 
week 

          

Submission to MPDO of Self-Rated OPCRs/DPCRs for the 1st 
semester of PY 2026 for Validation of the PMT 

Head-of-Office and MPDO 
             1st Week         

Simultaneous Validation of OPCRs/DPCRs and IPCRs for the 
1st semester of PY 2026 

PMT Members 
Head-of-Office 
Office Staff 

              
3rd - 4th 
Week 

1st - 3rd 

week 
      

Submission to HRMO of Validated IPCRs of all Regular 
personnel for the 1st semester of PY 2026 for review 

Head-of-Office and Office 
personnel 

    
    

      4th Week 
1st - 4th 
week 

1st -3rd 

week 
    

Review of Validated IPCRs of all Regular personnel for the 1st 
semester of PY 2026 

HRMO  
    

    
      4th Week 

1st - 4th 
week 

1st - 4th 

week 
    

Preparation and Submission to CSCFO of Summary of 
Performance Ratings for the 1st semester of PY 2026 and 
posting in three conspicuous places 

HRMO 
        

  
          

1st 
week 
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ACTIVITIES PERSONS INVOLVED JAN FEB MAR APR MAY JUN JULY AUG SEPT OCT NOV DEC 

Preparation and Submission of Terminal Report for the conduct 
of validation activities for the 1st semester of PY 2026 

HRMO  
      

  
          

  
1st  -3rd  
week 

  

Capability Building for PMT members and other municipal 
functionaries involved in the Performance Management 

PMT Members and Other 
Municipal Functionaries 

        
    

        3rd  week   

Preparation of Individual Development Plan and Learning 
Needs Assessment 

All Regular personnel 
                  2nd week     

Strategic Planning Session to set the Office' Commitments and 
Targets for PY 2027 

Head-of-Office and Office 
personnel 

                  
2nd - 3rd 
week 

    

Submission to MPDO of OPCR/DPCR Commitment for 
Performance Year 2027 for Calibration of the PMT 

Head-of-Office and MPDO 
                  2nd week   

Calibration of OPCR/DPCR/IPCR Commitment for PY 2027 PMT Members 
Head-of-Office 
Office Staff 

                  4th week 
1st  - 3rd 
week 

 

Submission to HRMO of Calibrated IPCR Commitment of all 
Regular personnel for PY 2027 for review 

Head-of-Office and Office 
personnel 

                    
2nd - 4th 
week 

1st  - 3rd 
week 

Review of Calibrated IPCR Commitment for PY 2027 All Regular personnel 
                    

2nd - 4th 
week 

1st  - 3rd 
week 

Re-calibration of O/DPCR Commitment in anticipation to 
vacancies due to retirement 

PMT Members 
Head-of-Office 
Office Staff 

        
1st week 
(MCRO) 

2nd week 
(MSWDO

) 
   

Submission to HRMO of Calibrated IPCR Commitment of all 
Regular personnel for PY 2027 for review 

Head-of-Office and Office 
personnel 

As the need arises 

Review of Calibrated IPCR Commitment for PY 2027 All Regular personnel            3rd week 

 

LEARNING AND DEVELOPMENT 

Current State of Capacity 
Desired State of 

Capacity 
Capacity Development 

Intervention 
Expected Output 

Target of 
CapDev 

Time 
Frame 

Funding 
Requirements 

Process Owner/ Office 
Responsible 

Source of Support / 
Technical 

Assistance 

Insufficient number of regular staff 
for the L&D Unit of HRMO 

Sufficient number of 
regular staff for the L&D 
Unit of HRMO to make 
room for sufficient time to 
research on L&D 

Creation of plantilla position 
to be assigned in L&D, 
preferably a second level 
position to ensure high level 
of accountability 

Plantilla position created HRMO 2026 ℅ HRMO Office Capacity Development Plan 2026-2028 
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Current State of Capacity 
Desired State of 

Capacity 
Capacity Development 

Intervention 
Expected Output 

Target of 
CapDev 

Time 
Frame 

Funding 
Requirements 

Process Owner/ Office 
Responsible 

Source of Support / 
Technical 

Assistance 

interventions for 
employees and  to 
facilitate the planning, 
implementation and 
monitoring of all L&D 
activities 

Actual L&D need of the 
employees cannot be measured, 
hence, actual needs are not 
addressed due to unreliable LNA 
and IDP data, as some personnel 
admit that they were not the one 
who answered their LNA and IDP 

Learning gaps of 
employees were 
addressed 

Conduct of orientation in 
accomplishing the LNA  and 
IDP tools; revision of the tool 
into a concise, clear and 
accessible one 

Actual L&D needs of 
employees are measured 
and needed L&D 
intervention were provided  

All 
employees 
of MGOP 

2026 n/a HRMO  

Employees are apprehensive to 
avail the scholarship program  

Scholarship slots was 
filled up 

Conduct of survey on why 
employees do not want to 
avail the scholarship 
opportunity; Revisiting of 
scholarship guidelines in 
consideration of the survey 
result 

Slot for Local Scholarship 
was 100% availed 

Regular 
Employees 

2026 200,000.00 HRMO  

Lack of dedicated fund for HRDC 
despite the frequency of meetings 
of the committee 

Adequate and dedicated 
provisions are in place to 
effectively support all 
HRDC activities 

Fund allocation for the 
HRDC, which shall allow for 
the procurement of 
necessary equipment, office 
supplies and other supplies 

Fund for ICT Equipment, 
Office Supplies and Other 
Supplies allocated 

HRDC 2026 162,400.00 HRMO  

 
 
LEARNING AND DEVELOPMENT 

L&D INTERVENTION 
TYPE OF L&D INTERVENTION 

(Managerial/ Supervisory, Technical 
or Administrative) 

BUDGETARY 
REQUIREMENT 

TARGET PARTICIPANTS 
TARGET PERIOD OF 
IMPLEMENTATION VENUE 

Q1 Q2 Q3 Q4 

HRD Programs for Competency Enhancements 

 •In-house training Foundation 650,000.00 All employees of the MGOP ✓ ✓ ✓ ✓ MGOP 
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L&D INTERVENTION 
TYPE OF L&D INTERVENTION 

(Managerial/ Supervisory, Technical 
or Administrative) 

BUDGETARY 
REQUIREMENT 

TARGET PARTICIPANTS 

TARGET PERIOD OF 
IMPLEMENTATION VENUE 

Q1 Q2 Q3 Q4 

•Benchmarking Activity/Capability Building Activity 
for HR Committees/ Municipal Functionaries 

 130,000.00 Members of HR committees, 
municipal officials and functionalities, 
regular staff of HRMO 

  ✓  Outside the province 

Local Scholarship Program for Employees   200,000.00 14 scholars (9 Masteral Degree, 2 
Baccalaureate Degree, and 3 Skilled 
Worker) 

✓ ✓ ✓ ✓ n/a 

HRD Programs for Values Formation 

Quarterly Employee Appreciation Activity   145,000.00 All employees of the MGOP ✓ ✓ ✓ ✓ Within the Municipality 

Employees Team Building Activity   572,000.00 All employees of the MGOP   ✓  Within the Municipality 

Employees’ Sports Olympics   1,172,000.00 All employees of the MGOP  ✓   Within the Municipality 

Employees' Day Celebration  740,000.00 All employees of the MGOP    ✓ Within the Municipality 

Civil Service Month Celebration   275,000.00 All employees of the MGOP  ✓   Within the Municipality 

HRD Programs for Health and Wellness 

E-CARE Program  1,000,000.00 All regular employees of the MGOP ✓ ✓ ✓ ✓ MGOP 

Drug Testing for LGU Personnel  361,000.00 All employees of the MGOP    ✓ MGOP 

 

PPAs DESCRIPTION 
TARGET PERIOD OF 
IMPLEMENTATION COST 

Q1 Q2 Q3 Q4 

Policy Enhancements •   Updating/Revision of Learning and Development Policy Manual ✓     

• Updating/Revision of Enhanced Policies and Guidelines in Human Resource Development 
Program 

     

HRDC Meetings       

Weekly deliberation  HRDC deliberation of nominations to training outside the municipal government and via zoom 
with registration fee 

✓ ✓ ✓ ✓  

Quarterly Meeting  Agenda: Updates on Human Resource Development Program ✓ ✓ ✓ ✓  

Deliberations (Screening and Interview) Screening and Interview of applicants for the Local Scholarship Program  ✓    

Other Meetings  ✓ ✓ ✓ ✓  

Procurement of ICT equipment: To be used in L&D secretariat services       

1-unit Scanner ✓    40,000.00 

1 Projector ✓    100,000.00 
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PPAs DESCRIPTION 

TARGET PERIOD OF 
IMPLEMENTATION COST 

Q1 Q2 Q3 Q4 

Provision of Office Supplies 
   

Office Supplies for reproduction of necessary documents and materials needed in every 
proceeding 

    10,000.00 

Provision of Other Supplies and Materials 
   

Snacks and Refreshments for the committee and other attendees ✓ ✓ ✓ ✓ 12,400.00 

• 10 HRDC members x P60.00 Snacks x 10 meetings = 6,000.00 

• 20 attendees for the interview of LSP applicants x P320.00 Meals and Snacks = 6,400.00 

 
 

PPA's BUDGETARY REQUIREMENT 

HRD Program for Competency Enhancements 

  •In-house training 650,000.00 

  •Benchmarking Activity/Capability Building Activity for HR Committees/ Municipal Functionaries 940,000.00 

  •Local Scholarship Program for Employees 200,000.00 

HRD Programs for Values Formation 

Quarterly Employee Appreciation Activity 145,000.00 

Employees’ Team Building Activity 572,000.00 

Employees’ Sports Olympics 1,172,000.00 

Employees' Day Celebration 740,000.00 

Civil Service Month Celebration 275,000.00 

HRD Programs for Health and Wellness  

E-CARE Program 1,000,000.00 

Drug Testing for LGU Personnel 361,000.00 

Other PPAs  

Procurement of ICT equipment:   

  1-unit Scanner 40,000.00 

 1-unit projector 100,000.00 

Provision of Office Supplies 10,000.00 

Provision of Other Supplies and Materials (Snacks and Refreshments for meetings) 12,400.00 

TOTAL 6,217,400.00 
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REWARS AND RECOGNITION 

PROPOSED PPAs DESCRIPTION 
TARGET PERIOD OF IMPLEMENTATION 

 COST 
JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 

L&D Activities               

Benchmarking Activity to agencies with higher 
maturity level in PRIME-HRM 

L&D Activities intended for PRAISE members and all 
municipal functionaries involved in the rewards and 
recognition process 

    

✓          

Policy Enhancements • Updating/Revision of the Specific Guidelines in R&R 
Procedures 
• Review and Enhancement of Selection Tools such as 
Nomination Forms, Rating Sheets and Consolidation Sheets 

•Institutionalizing designs of Plaques in all categories of 
awards 

✓ ✓ ✓  

         

PRAISE Committee Meetings               

Quarterly Meeting  
(First Quarter) 

Agenda:  
•Policy Enhancements 
•Indorsement of Agency Amended/Revised Policy Manual to 
the Civil Service Commission 

✓ ✓ ✓       ✓   

 

 Agenda: 
•Planning of Activities for the ensuing year 

 ✓           
 

 Agenda: 
Civil Service Commission: Honor Awards Program  
*Deadline of Nomination: Every last working day of March of 
each year 

  ✓          

 

Quarterly Meeting (Second Quarter) Agenda: 
•Initial Meeting for the Annual PRAISE Recognition Rites 
•Composition of Consolidation Team 

   ✓         

 

 •Schedule of Activities for the Annual PRAISE Recognition 
Rites: 

a. Nomination 
b. Verification 
c. Posting 
d. Deliberation/Rating 
e. Consolidation/Validation 

    ✓ ✓       

 

Quarterly Meeting (Third Quarter) Agenda: Annual PRAISE Recognition Rites          ✓     

Quarterly Meeting (Fourth Quarter) Agenda: 
Civil Service Commission: Honor Awards Program  

         ✓   
 



MUNICIPAL HUMAN RESOURCE DEVELOPMENT PLAN (MHRDP) 2026 
Municipality of Pinamalayan 

 

Page 40 of 46 

PROPOSED PPAs DESCRIPTION 
TARGET PERIOD OF IMPLEMENTATION 

 COST 
JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 

 Agenda:  
•Retirement Program 
•Year-End Evaluation (Budget Utilization) and Schedule of 
Activity for the Ensuing Year 

          ✓ ✓ 

 

Other Meetings Urgent meetings that are held as needed. ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓  

Procurement of ICT equipment:               

LED Panel Wall Display (Outdoor) Acquiring this will lower our rental costs and elevate our 
presentation to the next level. 

✓            
-- 

1 Laptop computer The whole process in the selection of candidates/ nominees 
requires the use of laptop especially in the Rating and 
Consolidation procedures where results require constant 
monitoring 

✓            

100,000.00 

2 ADF Eco Tank 3 in 1 printer with scanner The printing and scanning of year-round certificates and other 
required documents require the use of printer and scanner. 

✓            
50,000.00 

2 Tripods for Video camera and DSLR The documentation of the whole selection and awarding rites 
requires the use of tripod support 

✓            
30,000.00 

1 TB External Hard Drive Need for a dedicated external drive for PRAISE to store video 
documentation of all committee proceedings including the 
awarding rites 

✓            

5,000.00 

1 script stand Need an interview script stand to suit script reading ✓            2,000.00 

Provision of Other Supplies and Materials Snacks and Refreshments for Attendees: 
(15 attendees in a 1-day meeting 15* 350.00 = 5250 x 12 
meetings) 

✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ 
63,000.00 

Other MOOE Other supplies/materials that may be needed             30,000.00 

TOTAL 280,000.00 

 
 
PROPOSED CALENDAR OF THE PRAISE COMMITTEE FOR FY 2026 
For On-the-Spot (OTS) Recognition: 

Nomination Submission of Nomination Form and Proof of Attachment Preparation of Certificates (Secretariat) Awarding  

Licensure and Eligibility Exams 
Post Graduate Studies 
Special Citations for External Recognitions (Individual and Office) 
Elected Post Held Outside the Agency 

Workdays only 1 working day Succeeding Flag Raising Ceremony 
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For Monthly Recognition: 
Note: Prescribed date of awarding may vary without prior notice. 

Month Deadline of Submission Preparation of List of Nominees and Certificates (Secretariat) Awarding (First Monday of the Succeeding Month except on December) 

January January 28, 2026 January 29, 2026 February 02, 2026 

February February 25, 2026 February 26, 2026 March 02, 2026 

March March 27, 2026 March 30, 2026 April 01, 2026 

April April 28, 2026 April 29, 2026 May 04, 2026 

May May 25, 2026 May 26, 2026 June 01, 2026 

June June 26, 2026 June 29, 2026 July 01, 2026 

July July 29, 2026 July 30, 2026 August 03, 2026 

August August 26, 2026 August 27, 2026 September 01, 2026 

September September 25, 2026 September 28, 2026 October 01, 2026 

October October 28, 2026 October 29, 2026 November 02, 2026 

November November 25, 2026 November 26, 2026 December 01, 2026 

December December 9, 2026 December 10, 2026 December 14, 2026 

 

For Quarterly Recognition: 

Quarter 
Submission and Deadline of 

Nomination Forms (1Day) 
Preparation of List of 

Nominees (Secretariat) (1Day) 
Submission and Deadline of 

Rating Sheets (2Days) 
Consolidation and Indorsement of 

Result (2Days) 
Awarding   

First Quarter (Jan – Mar) April 1-7, 2026 April 8, 2026 April 10-14, 2026 April 15-16, 2026 April 20, 2026 (Mon) 

Second Quarter (Apr – Jun) July 1-3, 2026 July 6, 2026 July 7-9, 2026 July 1-14, 2026 July 20, 2026 (Mon) 

Third Quarter (July – Sep) October 1-5, 2026 October 6, 2026 October 7-9, 2026 October 12-13, 2026 October 1-9, 2026 (Mon) 

Fourth Quarter  (Oct – Dec) December 10, 2026 December 11, 2026 December 14-16, 2026 December 17-18, 2026 December 21, 2026 (Mon) 

 

For Annual PRAISE Recognition: 
Period Activity Persons Responsible 

April 01 – 17, 2026 Annual PRAISE Recognition nomination period All Department Heads and Chiefs-of-Office 

April 20 – 24, 2026 Pre-screening of Nominees PRAISE Secretariat 

April 27-30, 2026 Deliberation and Approval of Nomination PRAISE Committee 

May 4-8, 2026 Posting of Official List of Nominees; Presentation of Nominees during Flag Raising Ceremony; and Distribution of 
Rating Forms 

PRAISE Secretariat 

May 11 – May 22, 2026 Rating period All Department Heads and Chiefs-of-Office and Employees 

May 25 – May 29, 2026 Consolidation Period Consolidation Team 

June 01, 2026 PRAISE Committee presents the List of Awardees to the PRAISE Committee for Validation PRAISE Committee and PRAISE Committee Chairperson 

June 02 – 11, 2026 Preparation of Certificates and Plaques PRAISE Secretariat 

June – September, 2026 Process of Procurement and Cash Incentives PRAISE Secretariat 
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Period Activity Persons Responsible 

September 1, 7, 14 & 21, 2026 Awarding of Certificate of Nomination PRAISE Secretariat 

September 25, 2026 (Friday) 12th Annual PRAISE Recognition Rites PRAISE Committee and Secretariat 

First week of December Tribute to Retirees (Salamat-Mabuhay) to be held outside the MGP Complex PRAISE Secretariat, Department Heads and Chiefs-of-Office of the Retirees 

 
 

PROPOSED AWARDS AND INCENTIVES 

TYPE OF ACTIVITY FORM OF INCENTIVE REWARDS 
EXPECTED NO. OF 

RECIPIENTS 
ESTIMATED COST TARGET DATE REMARKS 

A. Planned Awards 

MAJOR AWARDS 

1. Hall of Fame Awards (Office and Personnel)  

a. 3 years Monetary Incentive Cash Incentives No. varies 5,000/ awardee September 2026 
Depending on the no. of 

awardees that may qualify 
for the award. 

Non-Monetary Incentive Personalized Plaque for Individual  and 
Office Awardees 

Indi: 2,500.00 
Office:2,800.00 /awardee 

Certificate of Nomination for all nominees 100.00/nominee 

b. 6 years (Platinum) Monetary Incentive Cash Incentives No. varies 10,000.00 / awardee September 2026 

Depending on the no. of 
awardees that may qualify 

for the award. 

Non-Monetary Incentive Personalized Plaque for Individual  and 
Office Awardees 

Indi: 3,100.00 
Office:3, 400.00 

/ awardee 

Certificate of Nomination for all nominees 100.00/nominee 

c. 9 years (Service Excellence) Monetary Incentive Cash Incentives No. varies 15,000/ awardee September 2026 
Depending on the no. of 

awardees that may qualify 
for the award. 

Non-Monetary Incentive Personalized Plaque for Individual  and 
Office Awardees 

Indi: 3,700.00 
Office:4,000.00 / awardee 

Certificate of Nomination for all nominees 100.00/nominee 

2. Dangal ng Bayan (Executive Citation for Exemplary Leadership Award) 

a. Awardee Monetary Incentive Cash Incentives 1 winner 10,000.00/ awardee September 2026 

  Non-Monetary Incentive Personalized Plaque for Awardees 1 winner 3,100.00/awardee 

Certificate of Nomination for all nominees 22 nominees 100.00 / nominee 

b. Finalist Monetary Incentive Cash Incentives 4 finalists 5,000/ finalist September 2026 

  Non-Monetary Incentive Personalized Plaque for Awardees 3,100.00/awardee 

Certificate of Nomination for all nominees 100.00/ nominee 

3. Huwarang Lingkod-Bayan 
Creativity and Innovations (3) 
Efficiency and Productivity (3) 
Courtesy and Responsiveness (3) 
Dedication & Commitment (3) 
Honesty and Integrity (3) 

Monetary Incentive Cash Incentives 15 winners  3,000.00/ awardee September 2026 

  

Non-Monetary Incentive Personalized Plaque for Awardees 2,150.00/ awardee 

Certificate of Nomination for all nominees no. of nominees varies 100.00/ nominee 
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TYPE OF ACTIVITY FORM OF INCENTIVE REWARDS 
EXPECTED NO. OF 

RECIPIENTS 
ESTIMATED COST TARGET DATE REMARKS 

4. Other Agency Awards: 
Best Driver (2) 
Messenger (2) 
Administrative Staff (2) 
Technical Staff (2) 
PACD Officer (2) 
Field Worker (2) 
Utility Worker (2) 

Monetary Incentive Cash Incentives 14 winners for each 
category 

2,500.00/ awardee September 2026 

  

Non-Monetary Incentive Personalized Plaque for Awardees 2,000.00/ awardee 

Certificate of Nomination for all nominees No. of nominees varies 100.00/nominees 

      5. Frontline Office Awards: 
Top 3 Outstanding Frontline Service 
Providers (6) 
Top 3 Outstanding Support Service 
Provider (6)  

Monetary Incentive Cash Incentives 12 winners 2,000.00/ awardee September 2026 

 

6. Best Employee Awards 

a. Best Employee of the Year Monetary Incentive Cash Incentives 2 winners 5,000/awardee September 2026 

  Non-monetary Incentive Personalized Plaque for Awardees 2,750/awardee 

Certificate of Nomination for all nominees 8 nominees 100.00/certificate 

b. Best Employee of the Quarter 
(Four Quarters) 

Non-monetary Incentive Cash Incentives 6 winners 2,500 - Best 
1,500 - Top 2 1,000 - Top 3 

Every Quarter 

Charged to Employee 
Recognition Fund 

Non-monetary Incentive Certificates for Awardees 100.00/ awardee 

Certificates for Nominees no. of nominees varies 50.00/certificate w/o holder 

c. Best Employee of the Month Non-monetary Incentive Certificates for Nominees no. of nominees varies 50.00/certificate w/o holder Every first Monday of the Month 

7. PM-indorsed Awards 

a. Outstanding Employee of the 
Year (PMT-indorsed w/ 
Outstanding Adjectival Rating) 

Monetary Incentive Cash Incentives No. varies 5,000 / awardee September 2026 Estimated cost and actual 
expense depends on the 
Summary List of IPCR 

Rating for PY 2023 

Non-Monetary Incentive Personalized Plaque for Awardees 2,500.00 / awardee 

Certificate of Recognition No. varies 100.00/nominee 

b. Best Organizational Unit 

i. Top 5 Department Monetary Incentive Cash Incentives 5 15,000 - Best 
10,000 - Top 2 
7,000 - Top 3 
5,000 - Top 4 
3,000 - Top 5 

September 2026 
Estimated cost and actual 
expense depends on the 

Approved Summary List of 
OPCR Rating for PY 2023 

Non-Monetary Incentive Personalized Plaque for Awardees 3,100.00 / awardee 

ii. Top 3 Division Monetary Incentive Cash Incentives 3 15,000 - Best 
10,000 - Top 2 
5,000 - Top 3 

September 2026 
Estimated cost and actual 
expense depends on the 
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TYPE OF ACTIVITY FORM OF INCENTIVE REWARDS 
EXPECTED NO. OF 

RECIPIENTS 
ESTIMATED COST TARGET DATE REMARKS 

Non-Monetary Incentive Personalized Plaque  3,100.00/ awardee Approved Summary List of 
DPCR Rating for PY 2023 

8.  Other awards as may be deemed 
necessary 

Monetary Incentive Cash Incentives No. varies Amount to be determined by the 
PRAISE Committee and 

approved by the LCE 

September 2026 Other awards that maybe 
introduced by PRAISE 

Committee 
Non-Monetary Incentive Certificate/Personalized Plaque for 

Awardees  
SPECIAL AWARDS, RECOGNITION AND INCENTIVES 

SERVICE AWARDS 

1.  Retirees/ Posthumous Awardee Non-monetary Incentive Cash Incentives No. varies See SB Resolution No. 365 s. 
2024 “Guidelines on the 
Implementation of Cash 
Incentives for Separating 

Employees of MGOP” 

December 2026 

Charged to Retirement 
Program Fund and 
Retirement Benefits 

Package 
Personalized Plaque 2,275.00 /awardee 

Lei for the Honorees/Basket of Flowers 700/1000 /awardee 

INCENTIVES 

1.  Step Increment (NOSI): 

a. Due to Length of Service Monetary Incentive n/a No. varies n/a Depends on the original date of 
appointment 

Granted to qualified 
personnel for every three 
(3) years of continuous 

satisfactory service in the 
present position 

b. Due to Meritorious Performance (The maximum number of employees that may be granted Step Increment/s Due to Meritorious Performance in any given year shall be limited to five percent (5%) of all incumbent officials 
and employees in an agency.) 

b.1. Two (2) Step 
Increments due to 
Meritorious 
Performance 

Monetary Incentive n/a No. varies n/a Every 1st January of the 
succeeding performance year 
(see. PMT Resolution No. 1 s. 

2022) 

Granted to qualified official 
or employee who has 
attained 2 ratings of 

"Outstanding" during the 2 
consecutive rating periods 

within a calendar year. 

b.2. One (1) Step Increment 
due to Meritorious 
Performance 

Monetary Incentive n/a No. varies n/a Every 1st January of the 
succeeding performance year 
(see. PMT Resolution No. 1 s. 

2022) 

Granted to qualified official 
or employee who has 

attained 1 rating of 
"Outstanding" and 1 rating 

of "Very Satisfactory", 
during the 2 consecutive 
rating periods within a 

calendar year. 
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TYPE OF ACTIVITY FORM OF INCENTIVE REWARDS 
EXPECTED NO. OF 

RECIPIENTS 
ESTIMATED COST TARGET DATE REMARKS 

2.  Salary Adjustment (NOSA) Monetary Incentive n/a No. varies n/a Depends on the effectivity date of 
salary adjustment 

  

3.  Loyalty Pay Monetary Incentive Cash for every milestone year No. varies 
depends on the milestone year   

Charged to Loyalty Pay 
Benefits Fund of respective 

offices 

Non-monetary Incentive  Personalized Plaque 1,700.00/awardee    

Special Citations for External Recognitions (Individual and Office) 
(Refer to PRAISE Resolution No. 07 s. 2021 adopted by SB Resolution No.  294 s. 2021 and the amendments set forth on PRAISE Resolution No. 09 s. 2022 adopted by SB Resolution No.  272 s. 2022.) 

a. International Level 
(Competition) 

Monetary Incentive Cash Incentives No. varies 1st: 50,000.00 
2nd: 40,000.00 
3rd: 30,000.00 

September 2026 

Depending on the no. of 
awardees that may qualify 
for the award. 

Non-Monetary Incentive Personalized Plaque  3,350.00/awardee 

b. National Level 
(Competition) 

Monetary Incentive Cash Incentives No. varies 1st: 35,000.00 
2nd: 25,000.00 
3rd: 15,000.00 

September 2026 

Non-Monetary Incentive Personalized Plaque  3,050.00/awardee 

c. Regional Level 
(Competition) 

Monetary Incentive Cash Incentives No. varies 1st: 25,000.00 
2nd: 15,000.00 
3rd: 10,000.00 

September 2026 

Non-Monetary Incentive Personalized Plaque  2,750.00/awardee 

d. Provincial 
(Competition) 

Monetary Incentive Cash Incentives No. varies 1st: 15,000.00 
2nd: 10,000.00 
3rd: 5,000.00 

September 2026 

Non-Monetary Incentive  Personalized Plaque  2,450.00/awardee 

e. Non-winners (4th and above) Non-Monetary Incentive Personalized Plaque only No. varies Int: 3,100.00 
Nat: 3,050.00 
Reg: 2,750.00 

Prov:2,450.00/awardee 

September 2026 

f. Non-Competition Monetary Incentive Cash Incentives No. varies Int: 35,000.00 
Nat:25,000.00 
Reg:15,000.00 

Prov:5,000.00 /awardee 

September 2026 

 

Non-Monetary Incentive Personalized Plaque only Int: 3,100.00 
Nat: 3,050.00 
Reg: 2,750.00 

Prov:2,450.00/awardee 
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TYPE OF ACTIVITY FORM OF INCENTIVE REWARDS 
EXPECTED NO. OF 

RECIPIENTS 
ESTIMATED COST TARGET DATE REMARKS 

Recognition of personnel who had 
been elected to a vital post in their 
respective organizations, councils and 
leagues relative to their position for 
fiscal year 2025. 

Non-Monetary Incentive Certificates No. varies 200.00/certificate September 2026 

  

 

B. Unplanned Awards 

On-the-Spot Award 

1. Recognition for Licensure and 
Eligibility Exams and Post-
Graduate Studies 

Non-monetary Incentive Certificate of Recognition No. varies 100.00/certificate During the tradition flag raising 
ceremony 

Estimated cost and actual 
expense depend on the 
number of  certificates 

awarded  

C. Awarding Rites 

1. RENTALS: Venue, LED Wall, 
Decoration, Sound, Lights and 
Phot and Video Documentation 

n/a n/a n/a 200,000.00 --- 
  

2. Supplies and Materials n/a n/a n/a 30,000.00 ---   

3. Cash Prizes n/a n/a n/a 800,000.00 
 

  

4. Other Supplies 
(Personalized Glass Plaques) 

n/a n/a n/a 350,000.00 --- 
  

5. Other Maintenance and 
Operating Expenses (Meals 
and Snacks) 

n/a n/a n/a 200,000.00  
 

  Total           1,580,000.00 

 
Prepared and Submitted by:  
 
 
NEMIA B. MONSANTO 
MGDH – I 
Municipal Human Resource Management Officer 


