Annex 2

MODIFIED FORM A — DEPARTMENT/AGENCY PROCESS RESULTS REPORT

(A)

ONE (1) EXTERNAL CORE SERVICE

(1)

Name of Service Processing of Requests for Student Records

AGENCY NAME: PHILIPPINE SCIENCE HIGH SCHOOL - ZAMBOANGA PENINSULA REGION CAMPUS

(B)
ONE {1) INTERNAL SERVICE

Processing of Requests for Personnel Records

(1a) This is a core service of the agency in which our
Reason for Selection main clients are our students - from admission to
becoming an alumni. By providing their
needs/requests in a timely and with quality service
and processes manner, it greatly contributes to
ms achlevernem of the mission and objectives of

Requests for personnel records are common
transactions with co-workers that involve urgency
and quality of service.

(2}

Responsible Unit's Registrar

Human Resource Unit

(3)
Identified Clients
(per service)

Students, Alumni, Parents, Colleges & Universities

Current and past employees, campus authorities,
agencies and stakeholders

(4)
Number of 47
Client Visits in FY 2022

29

(5)
Volume of Transactions in ELA
FY 2022

a3

(6} Requestors had the option to send their requests

FY 2021 Improvements through email and the requested documents were

(ease of transacton, digitzafion,  Ee=lUEE ] sem through arnall at the Registrar's
standardization) Office's own/desired f

Requests for personnel records through email
were accepted.

(7 Smooth and fast release of rsoofds.‘nerﬂﬁeauons
FY 2021 Results through email,

(eviderice) Evidence: Number of online transactions
outnumbered the bulk of walk-in transactions

Requestors did not need to personally go to the
Human Resource Unit to make the requests.
Evidence: Number of online requests for
personnel records

(8) Requests for records were accepted through

FY 2022 improvements messenger and releases of records were
(ease saction, digitization, [EEECUIRUIETY the messenger (on a F"DF
dardization) andlor JPEG format depending on the

Requests for records through messenger were
permitted and records were sent also through
messenger.

(9) Easy access fo requests and receipt of doc.uments
FY 2022 Results for those who have no access to their emails or
{evidence} are using unsophisticated phones.

Easy access o requests and receipt of
documents for those who have no access to their
emails or are using unsophisticated phones.

(10}
FY 2022 Citizen/Client

4,92 (Very Satisfied)
Satisfaction Rating

4.14 (Very Satisfied)

(11)
Remarks

Prepared %_/
Milo S. Saldon
Chierfmm & Admin Division

Date: February 24, 2023

Caﬂ!meimctor

Date: February 24, 2023

Name of Officer / Designation /| Date1










