PROCESSING OF ADMINISTRATIVE CASE

. RECEIPT OF COMPLAINT IN
WRITING

\'

2. SUBMISSION OF COUNTER-
AFFIDAVIT / COMMENT UNDER
OATH WITHIN 3 DAYS FROM

position & office employ
3.Ns e relevan
S Or OMIsSia
t il servant
/ ifie opies of d ta eNce
Vit ( itness, if a
ificatic statement -foru hopping

' missed, in the absence of any of the
oned requirements

Commence not later than 5 days from the receipt of
complaint & terminated within 30 days thereafter
Note: Case will be dismissed if Prima Facie Case was
not established

4. SUBMISSION OF
INVESTIGATION REPORT

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT



PROCESSING OF ADMINISTRATIVE CASE

5. ISSUANCE OF FORMAL
CHARGE
Note: With Prima Facie Case

6. SUBMSSI
5
SUBMISSION OF FORMAL

INVESTIGATION

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT

AT

/

entive sus
of 90 days

Shall not be held not earlier than 5 days nor later than
10 days from receipt of the respondent’s answer.
Investigation shall be completed within 30 days from
the issuance of formal charge or receipt of the
answer

Within 15 days after the conclusion of the formal
investigation




PROCESSING OF ADMINISTRATIVE CASE

9. DECISION OF THE
APPOINTING AUTHORITY

x

10. FILI

St

12. SUBMISSION OF AN

APPEAL

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT

ON
CO

|| ( — <
— —
of suspension is y ne
exce days sala »
3 ered final X 0 days s
he lapse of the reg , 0
on fo nsideratic Des
| | .

appointing authority within 15 days

pt of the decision

APPELATE BODIES:
1.AGENCY

2.CSC-RO

3.CSC PROPER
4.COURT OF APPEALS

5.SUPREME COURT




HIRING PROCEDURI

The HR Division receives request for filling-up-of vacant position (personnel requirement)
from the requisitioning division.

&

The HR Division forwards the request for filling-up of vacant position (personnel
requirement) to the Head of the Agency for approval.

"

Upon approval, the HR Division then submits the request for Publication of Vacant
Positions in the CSC Bulletin of Vacant Positions to the CSC Field Office or through other
mode of publication and post the same in three (3) conspicuous places in the agency.

"

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT



HIRING PROCEDURI

The HR Division shall collate all application letters and me j -

conduct preliminary evaluation. Qualified applicants shall undergo further assessment.
The result of the preliminary evaluation shall be posted in three (3) conspicuous places in
the agency for atleast fifteen (15) calendar days.

<

The HR Division notifies all applicants of the outcome of the preliminary evaluation.

<

The Personnel Selection Board shall make systematic assessment of the competence and
qualifications of candidates for appointment to the corresponding level of positions.
Evaluate and deliberate the qualifications of those listed in the selection line-up.

D

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT



AIRING PROCEDUR

\

ose theapplicant t !
". A

The PSB then submits the shortlist of candida
which the Appointing Authority shall choo

lance wi e Provisio
-' Agency sign the appointment

IVis
S

The H
e

t Selecti

prepares A ’ ‘

g

R sion shall post a notice announcing the appointment of an employee in three
conspicuous places in the agency a day after the issuance of the appointment for at
least fifteen (15) days.

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT



PROFUND LOAN APPLICATION

RECEIVED COPY OF
APPLICATION

5 |GNED
DOCUMENTS TO THE

FUND COORDINATOR

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT

LOAN

LA

ROUTE
DOCUMENTS
FOR SIGNATURE
OF CONCERNED
OFFICERS

THE APF
AUTHENTICITY O
ATTACHMENTS, IF NEEDED

- A
CHE AP
PRGQC DS AND NET TAKE
HOME PAY IS WITHIN THE
LIMIT

NT

ROUTE DOCUMENTS
FOR ACCEPTANCE
COMPUTATION OF LOANABLE

AND SIGNATURE OF
BORROWER AMOUNT, NET LOANABLE
AMOUNT AND MONTHLY LOAN
AMORTIZATION

RECOMPUTE if
loanable amount
Is not acceptable




HDMF LOAN APPLICATION

RECEIVED COPY OF
HDMF LOAN
APPLICATION

AND SUBMISSION TO
PAG-IBIG, IMUS BRANCH

. HOME
N DEVELOPMENT
! MUTUAL
FUND

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT

—)

A

{——

SPAIRANSMTTAL
OUTE FOR SIGNATURE

CHECK AS TO THE
COMPLETENESS OF

FOR LOA
ONTHLY
AND NET
WIT

REQUEST ACCOUNTING DIVISION
FOR ATTACHMENTS:

CERTIFICATE OF CONTRIBUTION,
LOAN AMORTIZATION AND COPY
OF PAYROLL

ROUTE DOCUMENTS
FOR CHECKING,
VERIFICATION & SIGNING

—



PROCESSING OF LEAVE APPLICATION

RECEIVE ACCON K LEAV /,//////////////////’#

DISCUSS WITH THE o
EMPLOYEE THE TYPE OF = S(Yéll-\HKTI?JIIE?%UILEg?/I - Dl ETEN o VE
LEAVE APPLICABLE IMMEDIATE SUPERVISOR) A ACY OF 4 e |
LEAVE APPLICATION | e
gr del
ro the
der ¢ approved
FORWARD TO THE DIVISION
A MANAGER OF THE HUMAN
ORM CONCERNED RESOURCE FOR
APPLICAT N \EMPLOYEE OF APPROVAL (in case of disapproval CERTIEICATION & SIGNATURE
DU LDER (in case of disapproval / resulting to LWOP)
copy to be returned amendments, inform \
_j[;gxthe employee)\ employee concerned of the RECEIVED SIGNED LEAVE PREPARE ROUTING SLIP &
changes)

APPLICATION OF 4\ ROUTE THE APPLICATION TO
EMPLOYEE THE OFFICE OF THE GENERAL
MANAGER FOR SIGNATURE
AND FINAL APPROVAL

SILANG WATER DISTRICT



PROCESSING OF COMPENSATORY

TIME-OFF APPLICATION

RECEIVE

DISCUSS WITH THE

EMPLOYEE THE ACCOMPLISHED APPLIC ASTO __|
BALANCE OF (WITH REQUIRED THE COMPLETEN S A

COMPSENSATORY SIGNATURE FROM AND ACG F 0
IMMEDIATE AR

TIME-OFF (CTO)
SUPE

A

OR) C
TION

=

FOR D TO THE HR OFFICER
FOR CHECKING OF THE OVERTIME
LEDGER CARDAND THE DIVISION
MANAGER OF THE HUMAN
RESOURCE FOR CERTIFICATION &

SIGNATURE

=

PREPARE ROUTING SLIP &
ROUTE THE APPLICATION TO THE
OFFICE OF THE GENERAL
MANAGER FOR SIGNATURE AND
FINAL APPROVAL

INFORM CONCERNED RECEIVE SIGNED
EMPLOYEE OF APPROVAL CTO APPLICATION
INDIVIDUAL FOLDER (in case of disapproval, OF EMPLOYEE
(one copy to be returned inform employee
to the employee) concerned)

@L&M @LW

IN TO
LICATION ON THE

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT



OVERTIME APPLICATION &

PAYROLL PREPARATION
TReceive duly accomplished Qvertime Job SerV /
(OTJS) sighed by the employee and Division Heads D

together with the Authority to Render Qvertime
g A Y 10 R O TIc wlth
indicate
Duty o

sighed (prior to the submission of the QTJS) by the
Division Heads and Head of the Agency.

Afte c ng, assign Co
ord overti P e Ta d Summar ort of Qvertime &
booK. . P mit it, together with the OTJS to
¢ th er for checking and then to the HR.

Head for verification.

OF Qvertime ¢
approval to the Bring the Tabulated Summary of Qvertime ¢

tln ISIOD (For voucher preparation) and Payrol| together with the to the Office of
the Budsgeting Division [fOr preparation of the General Mahager (OGM) for approval.
Budget JJtilization Receipt BUR)] and the OTJIS
t0 the Office of the General Manager for
signhature. -

o Payroll | suemiT

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT




JOB ORDER PAYROLL PREPARATION

TRetrieve attendance record of Job Qrder Employee
from the SWD Main ¢ Annex Building and Bulihan &

Lumil gJnit OFFfices every 16t of the month and 15t day
Of the succeeding month from the Biometrics machine.

After CheCking, prepare Summ e Job Ord oll

hd forward e OF Attenda epo he [
OF co ed for checking erned for § e g 0 the Division
re ion b Order P ﬂ ‘ a8 he Human Resource for recommending
approval. )
er approval, route the Job Qrder Payroll to the Bring the Job Qrder Payroll together with all the
Budgeting Division for issuanhce of Budget attached documents to the Qffice of the
(Jtilization Receipt (BUR) for aVailability of funds General Manhager (OGM) for sighature and
anhd to the Accounting Division for voucher approval.
preparation.

o Payroll

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT



REGULAR HELPER

PAYROLL PREPARATION

TRetrieve attendance record of Regular Helpe
the SWD Main & Annex Building and Bulihah & Lumil
Uit OFFices every 16t of the month and 15t day of the :/'Help - A

following month from the Daily Time Record. and attach

Oll 2 Division
> for recommending

lar Helpe
uman Resc
approval.

ter approval, route the Resgular Helper’s Payroll to Bring the Regular Helper’s Payroll togejcher with
the Budgeting Division for issuahCe of Budget e all the attached documents to the OffiCe of the
(Jtilization Receipt (BUR) for aVvailability of funds and General Manager (OGM) for sighature and

t0 the Accounting Division £or voucher preparation. approval.

O Payrol

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT




RECRUITMENT PROCEDURE OF

ON-THE-JOB TRAINEES

FORWARD THE
ACCOMPLISHED FORM
TO HR PERSONNEL IN-

CHARGE FOR CHECKING
OF COMPLETENESS OF

FORM DATA
[IRAL
S E DIVISION WILL

OPY OF THE DAILY TIME
RECORD (DTR) AND CERTIFICATE
OF TRAINING

o Payroll

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT

DIVISION HEADS

ACCOMPLISHES
REQUEST FOR THE

RECRUITMENT OF ON-
THE-JOB TRAINEE

RECRUITME
FORM TO THE DIVI

MANAGER OF H

RES E Al
ER AN R FO
T NL PROVA

UIN

CONTACT AVAILABLE OJT
APPLICANT/S FOR
ORIENTATION

AFTER ORIENTATION,
ENDORSE OJT APPLICANT/S
TO ASSIGNED DIVISION

UP
C



FACILITATION OF TRAINING INVITATION

DIVISION HEADS HUMAN RESO :
ACOMPLISHES TRAINING OF NOMINATED
TRAINING EMPLOYEE
NOMINATION FORM
INFORM DIVISION ‘ If WITHOUT training or has not
HEAD CONCERNED been nominated to the seminar
or_training
If WITH trai has a
been s train

> OF
GIS ON

OCESSING OF
AIRFARE AND HOTEL
ACCOMODATION (if

needed)
FILING OF CASH
ADVANCES
ITORS SUBMISSION OF
TRAINING MATERIALS, if ENDORSEMENT OF
h available AND TRAINING h DOCUMENTS TO
PERSONNEL CERTIFICATES CONCERNED
CONCERNED AND ASSISTS IN THE DIVISION AND
LIQUIDATION OF CASH EMPLOYEES

ADVANCES

hr training
& development

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT



FACILITATION & SUBMISSION OF STATEMENT

OF ASSETS, LIABILITIES AND NET WORTH

THE HUMAN RESOU

THE OFFICE OF THE GENERAL

MANAGER ISSUES A MEMORANDUM ON DIVISION DISSEMINATES

THE ACCOMPLISHMENT AND DEADLINE THE FORMS (EITHER o) CHECKS A .

OF SUBMISSION OF THE STATEMENT OF OFT OR HA

ASSETS, LIABILITIES AND NETWORTH VI ALL SA ,v
ORRECTI :
ACK TO NC D
DIVISION ¢ PLOYEE.

TH

AFTER ALL THE SALN FORMS ARE ALL SUBMITTED

RE
BY THE DIFFERENT DIVISIONS, IT WILL BE
RIBED IT WILL BE FORWARDED TO THE OFFICE OF THE GENERAL
UBMITTED TO THE OFFICE OF THE MANAGER FOR SIGNATURE TO BE SWORN TO AND
OMBUDSMAN NOT LATER THAN SUBSCRIBED
JUNE 30 OF EVERY YEAR THE GENERAL MANAGER’S ACCOMPLISHED SALN
FORM WILL BE SENT TO THE ATTORNEY’S OFFICE

FOR NOTARIZATION

HUMAN RESOURCE DIVISION
SILANG WATER DISTRICT



