Republic of the Philippines
Bepartment of Education
REGIONI

SCHOOLS DIVISION OFFICE DAGUPAN CITY

General Procedure in the Legal Unit

Records Unit receives
complaint/ inquiry (oral
or written)

(must be received by the
Records Unit if the
complaint is written)

l

Referral by the
Head of Office/OSDS
of the complaint/inquiry
to the Legal Unit

l

Signing in
the Logbook

l

Legal Officer makes an initial
evaluation and determines if it is a
grievance or an administrative
complaint.

If merely for consultation, give the
proper legal assistance

OSDS sends Notice of
Clarificatory Conference to
parties concemned for further
identification and evaluation of
the complaint

l

If it is a grievance complaint, refer the case to
the concerned Grievance Committee. If it is an
administrative case refer to the Regional
Director in case of teaching personnel, or to
the SDS in case of non-teaching personnel
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Indorsement/Referral of Administrative Complaint
a. Teaching Personnel

- Stfﬂ)

Records Officer receives and records
the complaint

!

‘ Legal Officer evaluates the complaint ‘

!

The secretary of the SD prepares an
indorsement letter/transmittal of the
complaint

The SDS approves and signs the
indorsement letter/transmittal

A4

The Secretary of the SDS forwards the
signed indorsement letter/transmittal
to the Regional Office
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b. Non-teaching Personnel

- l D,

The secretary of the SD prepares an
indorsement letter/transmittal of the
complaint

The SDS approves and signs the
indorsement letter/transmittal

A\ 4

The Secretary of the SDS forwards the
signed indorsement letter/transmittal
to the Regional Office

-
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Submission of Consolidated Reports on Incidents of Child Protection Cases

- Stfﬂ)

Drafting of the Division Memorandum re: Submission of
consolidated reports on incidents of Child Abuse

!

‘ Legal Officer evaluates the complaint ‘

!

The secretary of the SD prepares an
indorsement letter/transmittal of the
complaint

The SDS approves and signs the
indorsement letter/transmittal

A4

The Secretary of the SDS forwards the
signed indorsement letter/transmittal
to the Regional Office
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