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DIVISION MEMORANDUM

No. |§aﬂ , 8. 2024

April 19, 2024

VACANCIES FOR TEACHING, NON-TEACHING, SCHOOL ADMINISTRATION
AND RELATED-TEACHING POSITIONS

To: Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Administrative Officers
School Heads
Teachers and Non-Teaching Personnel

Others Concerned

1. This Division is hereby accepting applications for the following vacant positions:

No. | Position CSC- approved Qualification Standards Place of
Title/ SG/ Assignment
Monthly Education 'l‘raining—‘ Experience | Eligibility |Competency
Salary/ . (if
ltem 1 applicable)

Number
1 | Master Bachelor of 4 hours | 1yras RA 1080 o) Elementary
Teacher II/ | Elementary relevant | Master (Teacher);
SG19/P51,3 | Education (BEEd) or | training | Teacher I LET/PBET
57/ Bachelor's degree or 4yrs as
MTCHR2- plus 18 professional Teacher 111
61333-199 units in education;
and 24 units for a
Master's degree in
education or its
gquivalent
2. | Head | Bachelor's Degree in | 24 HT for 2 RA 1080 Elementary
Teacher Elementary hours of | yrs; or TIC | (Teacher);
I/ SG 16/ | Education; or relevant | for 2 years; | LET/PBET
P39,672/ Bachelor's Degree training | or Teacher
HTEACH3- | with 18 professional for 5 yrs
61561-1998 | education units
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Republic of the Philippines

Bepartment of Ehucation

REGION I
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Office of the Schools Division

Superintendent
No. $ PtlSltmg CSC- approved Qualification Standards Place of
N:nﬁfhlff Assignment
Salary/ Education Training | Experience Eligibility |[Competency
Item (if
Number applicable)

3. | Education Bachelor’s degree in | 4 hours | 2 years RA 1080; School
Program Education or its of experience | Career Governance
Specialist equivalent relevant | in Service a and
I/ SG 16/ training | education (Profession Operations
P39,672/ research, al) Division
EPS2- developme | Appropriat
60038-2015 nt, e Eligibility

implement | for Second
ation or Level
other Position

| relevant
experience

4. | Teacher Bachelor of None 2 years RA 1080 Dagupan
I/ SG 13/ | Secondary Education | Require | relevant (Teacher); City NHS

| P31,320/ or Bachelor’s degree | d experience | PBET/LET
TCH3- plus 18 professional
60467-2013 | units in Education
with appropriate
major

5. | Teacher Bachelor of None 2 years RA 1080 Elementary

III/ SG 13/ | Elementary | Require | relevant (Teacher);
P31,320/ Education or | d experience | PBET/LET
TCH3- Bachelor’s degree

70698-1998 | plus 18 professional
units in Education

6. | Teacher II/ | Bachelor of None 1 years RA 1080 Elementary

SG 12/ Elementary Require | relevant (Teacher);
P29,165/ Education or d experience | PBET/LET
TCH2- Bachelor’s degree

60106-2014 | plus 18 professional
units in Education

7. | Administra Completion of two- 4 hours | 1 year of Career Car:ael
tive year studies in of relevant Service Nguonal
Assistant college or High relevant | experience | Sub- High School
I / School Graduate with | training professiona
5G9/P21,21 | relevant 1/ First
1/ ADAS3- | vacational/trade Level
60163-2014 | course Eligibility

Address: Burgos St., Poblacion
Oeste, Dagupan City
DQ%ED Telephone: (075) 653-4101

MATATAG
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Republic of the Philippines
Bepartment of Eyucation

REGION I
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Office of the Schools Division

Superintendent

2. The duties and responsibilities of each vacant position is attached as Enclosure 1.

3. Applicants are advised to determine if they meet the minimum qualification
standards approved by the Civil Service Commission and the selection criteria set forth in
DepEd Order No. 007, s. 2023 prior to submission of application documents.

4. All interested applicants (o the above-mentioned vacant positions, whether internal
or external to DepEd, are required to submit two sets of folders containing the following

documents:

Mandatory documentary requirements:

a.

Checklist of Requirements and Omnibus Sworn Statement on the Certification on the
Authenticity and Veracity (CAV) of the documents submitted and Data Privacy Consent
(Enclosure 2 of this memorandum and Annex C of DepEd Order No. 007, s. 2023), duly
notarized by authorized official

Letter of intent addressed to the Schools Division Superintendent;

Duly accomplished Personal Data Sheet (CS Form No. 212, Revised 2017) with Work
Experience Shect, if applicable (downloadable at CSC Website);

Photocopy of valid and updated PRC License/1D, if applicable;

Photocopy of Certificate of Eligibility/Rating, if applicable;

Photocopy of Scholastic/academic record such as but not limited to Transcript of
Records (TOR) and Diploma, including completion of graduate and post-graduate
units/degrees, if available;

Photocopy of Certificate/s of Training, if applicable;

Photocopy of Certificate of Employment, Contract of Service, or duly signed Service
Record, whichever is/are applicable;

Photocopy of latest appointment, if applicable;

Photocaopy of Perlformance Raling in the lasl rating period(s) covering one (1) year
performance in the current/latest position prior to the deadline of submission, if
applicable;

Other documents as may be required by the HRMPSB for comparative assessment,
including but not limited to:

i. Means of Verification (MOVs) showing Outstanding Accomplishments,
Application of Education, and Application of Learning and Development reckoned
from the date of last issuance of appointment; and

ii. Photocopy of the Performance Rating obtained from the relevant work experience,
if performance rating in item 1 is not relevant to the position to be filled, if
applicable.

b [
DepED
MAT?:TA_G V
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el SCHODLS DIVISION OFFICE DAGUPAN CITY
Office of the Schools Division
Superintendent

. .5.[_ Deadline for submissio

= KoaSY

\ 2 NI e n of abovementioned documentary requirements shall be on
— ! LI . Individuals who failed to submit mandatory documentary requirements
(items a to j) on the set deadline shall not be included in the pool of official applicants. However,

non—‘submission of documentary requirements (item k.) shall not warrant exclusion from list of
official applicant.

6. No additional documents shall be accepted after the deadline.

7. Submission of applications may be done thru any of the following modes:

a. Personal submission to the Division Office Records Section not later than 5PM on
set deadline (preferred mode); OR

b. Online submission thru the official email address not later than 12midnight on
set deadline (if personal submission is not practicable): depeddagupanhriugmail.com. The
scanned copies of the application documents shall be saved in one file only with

filename in this format: position applied for full name of applicant (ex.
Administrative Officer II_Juan C. Dela Cruz)

8. Applicants should submit first the above-stated documents to the Personnel Unit for
initial checking as to the completeness of the requirements before it can be stamped “received”
at the Records Section. As to the applicants who will be submitting documents online, an
acknowledgement email with information as to initial checking of completeness of documents
will be sent the next working day;

9. The schedule of activities for assessment will be sent thru the email address of
qualified applicants.

10.An applicant may apply for one or more positions provided he/she meets the
qualifications of the position he/she is applying for and should submit two sets of documentary
requirements for each positions being applied for.

11.An Open-Ranking System shall be adopted in the conduct of comparative assessment
wherein qualified applicants must be present to witness the actual evaluation of their papers
vis-a-vis criteria wherein they will conform with their document’s assessment results.

12.All qualified applicants shall be evaluated in accordance with the following DepEd
issuances:

a. For Master Teacher II applicants— MEC Order No. 10, s. 1979 and MEC Order
29, s. 1979. (Please see Enclosure 3 — Evaluation for Master Teacher);

Address: Burgos St., Poblacion

P Oeste, Dagupan City
DepED Telephone: (075) 653-4101
MATATAG Website: depeddagupan.com .
TATAS !

email: dagupan.cityddeped.gov.ph



Republic of the Philippines

Bepartment of Education

REGION I
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Office of the Schools Division
Superintendent

b. For Head Teacher III applicants, - DepEd Order no. 007, s. 2023. (Please see
Enclosure 4 — Scoring Sheet Jor School Administration positions);

c¢. For Education Program Specialist II applicants - DepEd Order no. 007, s.
2023. (Please see Enclosure 5 — Scoring Sheet for Related — Teaching Positions);

d. For Administrative Assistant III applicants- DepEd Order no. 007, s. 2023.
(Please see Enclosure 6 — Scoring Sheet for Non— Teaching Positions);

e. For Teacher III and Teacher II applicants - DepEd Order No. 66, s. 2007.
(Please see Enclosure 7 -Individual Evaluation Sheet for Teaching Positions)

13.  This Office highly encourages all interested and qualified applicants including
PWD and members of indigenous communities to join the assessment.

14, For information and guidance.
ROW ~BANZON, CESO V

Schools Division Superintend

Address: Burgos St., Poblacion

3 Oeste, Dagupan City
DQFED Telephone: (075) 653-4101
Website: depeddagupan.com
MATQAITAG DAGONE PILIFIHAS . 3
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Republic of the Philippines

Bepartment of Ehucation

REGION I
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Hoas*

Office of the Schools Division

Superintendent

Enclaosure No. 1 ta Division Memarandum No. , 5. 2024

DUTIES AND RESPONSIBILITIES

MASTER TEACHER I

KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

Professional Growth

Conducts at least one action research every year

Serves as demonstration teacher, facilitator or resource person at the school level

Serves as OIC of the school in the absence of the school head

Functions as head/coordinator of the department in the absence of an Head Teacher/Department
Head

Takes active participation in the planning and implementation of training programs in school,
district and division levels

Assists the school selection committee in the evaluation of credentials when hiring or promoting
teachers

Represents the school in conferences or events as delegated by the school head

Participates actively in school strategic planning process involving internal and external

stakeholders

Takes charge of the school reading recovery program, remedial and/or enrichment program

Instructional

Introduces innavative teaching approaches and strategies

Carries regular teaching loads for the assigned grade/subject

Teaches/Takes over the class if the assigned teacher is absent; works beyond official time

Leads in the preparation of instructional materials

Enriches the curriculum of his/her field of specialization

Consolidates and interprets competency assessment results

Checks, improves and prepares sample lesson plans for the assigned grade/subject area

Interprets test results and utilizes them for improvement of instruction

Initiates improvement in instructional programs

Instructional

Provides technical assistance to teachers to improve their competencies

Performs regular class monitoring using process observation tools

Conducts post conferences with teachers for feedback on teaching-learning process

Helps identify potential demonstration teachers

Gives demonstration to new/striving teachers

Designs and validates training programs far teachers

HEAD TEACHER Il

KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

Supports School-Based Management (SBM)

Assists in the development and implementation of School Improvement Plan (SIP) along with the
Annual Improvement Plan (AIP)

Ensures adherence to DepEd Orders and other issuances

Page 1 of 4
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School Curriculum
Monitoring and

Assists in reporting learning outcomes to parents and other stakeholders th rough the School
Report Card

Evaluation

Monitors the teaching-learning process

Evaluates learning cutcomes

Recommends changes in policies affecting curriculum and instruction

Implements innovations and alternative delivery schemes

Localizes/indigenizes curriculum

Prepares and submits monthly supervisory/accomplishment report

Monitors teachers and master teachers

School Resource

Prepares specific budget and accounts for funds received

Management

Maximizes the use of textbooks, references and other instructional materials

Ensures proper use and maintenance of school facilities, equipment, textbooks and
supplies/materials

Human Resource
Management

Motivates and supports teachers to attain peak performance through awards, recognition and
incentives

Recommends staffing requirements and assists in the selection and hiring of teachers

Conducts department-based training as a result of training needs analysis

Evaluand perforrmance of teachers

Promotes harmonious working relationship among teachers

Recommends promotion of teaching and non-teaching personnel

Propases plans and implements SB INSET

Special Tasks — Assignim

Assists in maintaining the school BEIS

Assists in working for possible accreditation

Assists in implementing programs of the school

Coordinates with stakeholders on resource generation and mobilization

Promotes the corporate image of the Department of Education

Establishes and ensures support and cooperation of stakeholders

Provides technical assistance in school-related grievances and assists in enforcing school safety
pracedures and policies

EDUCATION PROGRAM SPECIALIST Il

KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

Hr Strategic Plans And
Palicies

Gather data from reports, research findings and benchmark studies data as inputs to HRD needs
assessment and findings as basis for HRD plans and programs.

Assist in preparing report on HR development needs and situation analysis to facilitate by
providing the facts and data gathered

Assist in the preparation of a Human Resource Development Plan for the Schools Division to
ensure the availability of competent personnel in the schoals division when needed.

Page 2 of 4




Professional And
Career
Development

Provide technical support in identifying protessional and competency development needs of
individual personnel in the schools division, implementing the system designed for such , in order
to arrive at profiles on individual and group competency development needs,

Provide technical suppeort in implementing system for preparing HR Development Plans (including
professional and career development plans of employees) of personnel of the schoals division.

Training And Career

Customize training and career development manuals and handoutls packaging to make it applicable

Development to the SDO situation and requirements.

Materials Reproduce in print or electronic format training and development materials to be used as
reference by participants.
Prepare training venue and logistical requirements or coordinate venue arrangements to ensure a
physical environment conducive to learning.

Scholarship And

Professional
Program Coordination

Provide technical support in the screening and selection of applicants for scholarship by gathering
additional data and coordinating acquisition of supporting documents as basis for final selection.

rovide support in coordinating with institufions recommended scholars and documentary
requirements to facilitate attendance and availment of the scholarship.

Provide support in the registration of scholars in courses as needed.

Assist in monitoring, evaluating and submitting report on the status and progress of scholars, and
the benefits of the scholarship programs to the agency.

Training And Gather and encode data and maintain records on training participants and training and
Development development activities using data capture tools and instruments designed for the system.
Record

Succession and Exit

Generate TDIS Records and Documents on performance in Leadership and Development programs
for high potential employees to be consid ered in the candidate pool

Gather data needed In the identification of high potential employees targeted to be part of 2
candidate pool for critical positions in the SDO

Collect records and documents of personnel in ihe candidate pool to create a portiolio for
candidates to be used as reference in the selection process.

Assist in coordinating the implementation of retirement programs for employees due for
retirement to prepare them and the organization for the transition.

Gather data from resigning personnel to get feedback on factors that helped or hindered
employees in the performance of his/her work and implications towards continuous improvement
in the work climate and in the workplace

Employees Welfare

Assist in gathering data on welfare needs of employees.

Provide technical suppart in proposal preparation, design, and implementation (upon approval) of

programs to respond to the welfare needs of various employee groups.
Provide technical support in the review, proposal preparation and coordination of the

implementation of reward and recognition programs

Page 3 of 4




Provide technical support in the conduct of manitoring and evaluation of employee welfare

programs and submission of report on its status, progress, and impact in arder to provide feedback
1o manasement

Technical Assistance

Assist in providing Technical Assistance to schools and learning centers by responding to the
identified needs in relation to HRD and other matters on governance and operations

TEACHER 11 - 11

KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

Teaching Learning
Process

Teaches one or more grades/levels using appropriate and innovative teaching strategies

Facilitates earning in the elementary/secondary schools through functional lesson plans (for new
teachers up to 3 years) Daily Log (for teachers teaching 4 years and above) of activities and
appropriate, adequate and updated instructional materials

Counsels and guides pupils/students

Maintains Daily Routine (classroom cleanliness, classroom management, overall physical classroom
atmosphere

Pupils/Student

Monitors and evaluates pupils/students’ progress

Outcomes Undertakes activities to improve performance indicators
Maintains updated pupils/students progress regularly
Maintains updated pupil/student schoal records
Community Supports activities of governmental and non-governmental organizations
Invovement Maintains harmenious relationship with fellow teachers and other school personnel as well as with

parents and other stakeholders

Professional Growth

Conducts Action Plan

and Development

Supervises curricular and co-curricular projects and activities

ADMINISTRATIV

E ASSISTANT Il

KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

Financial Records and

Ascertains that transaction have been properly recorded in books

Reports

Verify financial statements made by subordinate, verify the journal voucher

Prepares adjusting entries and journal vouchers

Prepares trial balances, monthly statements of income and expenditure and other financial
statements

Account Tracking

Prepares schedules to support statements of accounts and other financial statements for
incorporation in the books of accounts or progress reports

Prepares the reconciliation of books of accounts to make the necessary adjustments to maintain
accuracy and updated records

Financial Transactions
and Recording
Procedures

Recommends to management and drafts correspondence pertaining to financial/bookkeeping
matters based on issuances of CO Finance and oversight agencies and monitors understanding and
application of such by SDO, schools and learning centers

Provides inputs for improvement of accounting section

Reviews, revises and gives feedback on the work of accounting and bookkeeping staff

Page 4 of 4



Enclosure No. 2 to Division Memorandum No. ,S. 2024

Annex C
CHECKLIST OF REQUIREMENTS

Name of Applicant: Application Code:
Position Applied for:
Office of the Position Applied For:
Contact No.:

Religion:
Ethnicity:
Person with Disability: Yes ( )] No( )
Solo Parent: Yes ( ) No [ )

(1o be filled out by HR section)

Status of Verification
Submission (To be filled-out by the HRMO/ HR Office/ sub-
: y (To be filled out ;
Basic Documentary Requirement i b_,:r' ,;L, i3 capnas)
applicant; Status of
Check if Submission (Check Remarks

submitted) if complied)

4. [Letter of intent addressed to the Head of Office or Highest human resource
OMcer

b. |Duly accomplished Personal Data Sheet (PDS) (CS Form No. 212, Revised 2017)
and Work Expericnce Sheet, if Applicable

€. |Photocopy of valid and updated PRC License/ID, il applicable

Photocopy of Certificate of Elipibility / Report of Rating, of applicable

Photocopy of scholastic/academic record such as but not limited o Transcript of
Records (TOR) and Diploma, including completion of graduale and post-graduate
units/degrees, if available

. |Photocopy of Certificate/s of Training, if applicable

B-  |Photocopy of Certificate of Emplovment, Contract of Service, or duly signed
Service Record, whichever is/are applicable

h. |Photocopy of latest appointment, if applicable

Photocopy of the Performance Ratings in the last rating period(s) covering one (1)
year performance prior to the deadline of submission, if applicable

j- Checklist of Requirements and Omnibus Sworn Statement on the Certification of

Authentcity and Veracity (CAV) of the documents submitted and Data Privacy
Consent Form

k. |Other documents as may be required for comparative assessment, such as but
not limited to:

Means of Verification [MOVs) showing Outstanding Accomplishments,
Application of Education, and Application of Learning and Development
reckoned from the date of last issuance of appointment

Pholacopy of Performance Rating ebtained fram the relevant work experience, if
performance rating in Item (i} is not relevant to the position ta be hlled

Attested:

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

1 hereby certify that all information above are true and correct, and of my personal k nowledge and belief, and the documents submitted
herewith are original and/or certified true copies thereof.

DATA PRIVACY CONSENT

1 hereby grant the Department of Education the right to collect and process my personal information as stated a bove, for purposes
relevant to the recruitment, selection, and placement of personnel of the Department and for purpose of compliance with the laws,
rules, and regulations being implemented by the Civil Service Commission.

Name and Signature of Applicant

SRR o 4 - | S

Subscribed and sworn Lo before me this ~~ dayol __

Person Administering Oath

In consonance with Republic Act No. 8792 or the "Electronics Commerce Act of 2000", (e)lectronic documents shall have the legal effect, validity or
enforceability as any other documents or legal writing and &) {w)here the law requires a document to be in writing, that requirement is met by an
electronic decuments if the said electronic documents maintains its integrity and reliability and can be authenticated so as to be usable for subsequent

reference. S e

e—————

{.
f




.”‘,.- Enclosure No. 3 to Division Memorandum No. , 5. 2024

EVALUATION FOR MIASTER TEACHER

Ratee: District:
Schoal:

For Master Teacher |
1. Teacher Ill for at least one (1) year
2. Bachelor’s degree in elementary/secondary education or its equivalent with at least 24 units in Master's Degree in
Education
At least Very Satisfactory (VS) performance ratings for the last three (3) years
At least three (3) years teaching experience
At least 40 hours of relevant cumulative training in the area of specialization
At least 25 points in leadership and potential in the criteria of Master Teacher or has been a demonstration teacher at
least in the school (HS) / district (ES) level plus 15 points in leadership and potential in the criteria for Master Teacher

R Hi

For Master Teacher Il
1. Master Teacher | for at least one (1) year
Completed academic requirements for a Master's Degree in Education
At least Very Satisfactory performance ratings
At least 72 hours of relevant cumulative training in the area of specialization
Demonstration teacher at least in the division level
At least 30 points in leadership and potential in the criteria of Master Teacher or has been a demonstration teacher in the
division level plus 20 points in leadership and potential provided the activities or accomplishments listed for this purpose
had not been credited or used for earlier promotions

DU pwN

A. Introduced any of the following which has been adopted or used by the schoaol (20 points)

1. Curriculum or instructional materials
Regquired documents:

Certification by the Public Schools District Supervisor/Principal (elementary), Department Head of the School

(secondary) as to the authenticity, functionality and utilization in the schoal for MT1; district for MT2

Certification of evaluation by Education Program Supervisorsin charge of the subject area, recommending approvz|

by Assistant Schools Division Superintendent and approved by the Schools Division Superintendent

Certification/testimonies of teachers who adopted/used the curriculum instructional materials

2. Effective teaching techniques or strategies v Wy
Required documents:

Proper endorsement by the Public Schools District Supervisor/Principal, the Head Teacher of Department,

evaluation by Education Program Supervisors in charge of the subject area, approval recommended by Assistant

Schools Division Superintendent

Certification/testimonies of teachers who adopted/used the teaching techniques or strategies

At least two (2) copies of lesson plan using techniques or strategies

3. Simplification of work as in reporting system, record keeping, etc. or procedures
that resulted in cost reduction

Required documents: _
Proper endarsement by the Head Teacher of Department, Principals evaluation by Education Program

Supervisors in charge of the subject area, approval recommended by Assistant Schools Division
Superintendent and approved by Schools Division Superintendent

Implementation of the simplified work by the proponent

Certification of the Head Teacher and Principal on the effectiveness (cost reduction) of the work and/or

procedures

4. Worthwhile income-generating project benefiting student/QSYs and results given
recognition/certification by higher officials in the division

Required documents: . o "
Feasibility study duly signed by the initiator of the project and endorsed/certified by district and division

officials _
On the check by the ALS Education Program Supervisor, Research Supervisor and/or Assistant Schools

Division Superintendent in charge of ALS O !
Certification by district and division level evaluation committee as to the feasibility, viability and economic

profitability of the project




B1. Served as subject area coordinator or curriculum

Required documents: (any 2 or 3 of the following)
Approved designation by the proper authorities
Action Plan

Accomplishment report for the year
Pictorials (optional)

year level chairman for at least 1 year (12 points)

B2. Served as adviser of school publication, school organization or interest clubs and discharged duties satisfactorily for at
least two years and not considered part of the regular teaching load (12 points)
Required documents;
Certification by proper authorities as to role or function
List of activities/ projects/ accamplishments
C. Served as chairman of a special committee, such as curriculum study committee, committee to prepare instructional
materials, committee to chair/ spearhead/ initiate school program/ projects/ thrusts and discharge to work efficiently
(12 points) ¢
Required documents:
__ Approved designation/ assignment by proper authorities
List of members of said committee
Accomplishment report/ sample output
D. Initiated or headed as educational research activity or investigatory project duly approved by educational authorities,
either for improvement of instruction, for teacher welfare or for community development (12 points)
Required documents:
Permit to conduct action research/ investigatory project duly signed by division authorities (attach to the permit in
the research proposed or outline)
Certificate of completion of the research and certified correct by the division authorities concerned
Copy of the research
E. Coordinator of a community project or activity or programs of another agency or rural improvement activity, etc. for
at least 2 years (12 points)
Reguired documents:
Certification as to the designation of the Barangay Captain and noted School Head
___ ActionPlan
____ Program of Activities
Accomplishment report certified correct by the Barangay Captain and School Head
E: Organized/ managed and in-service training activity or other similar activities at least on school level for MT1; district
for MT2 (12 points)
Required documents:
Training design/ program of activities by proper authorities
List of participants/ certificate of participation
Qutput of the in-service training
G. Credited with meritorious achievements such as (10 points):

1. Trainor/coach to contestants who received merits, commendations or any form of recognition
Mational Level (10 points)
Regional Level (5 paoints)
Division Level (3 points)
Congressional Level (2 paoints)
District Level (1 point)

Required documents:
Official designation as trainor/ coach issued by proper authorities

Plaque, certificate of recognition/ merit, medal, trophy




Athletic Coach of athlete or team that won prizes
National Level (10 points)
Regional Level (5 points)
Division Level (3 points) Sl
Congressional Level (1 point)
District Level (0.25 point)

Required documents:

Official designation as coach issued by proper authorities
Plaque, certificate of recognition/ merit, medal, trophy

Coordinator of Boy/ Girl Scout Activities
National Level (10 paints)
Regional Level (5 points)
Division Level (3 points)
Congressional Level (1 point)
District Level (0.25 point)

Required documents:

Official designation as coordinator or coach issued by proper authorities
Plaque, certificate of recognition/ merit, medal, trophy

Authorship (10 points)
Book (with approval from DepED)
Sole authorship (10 points)
Co-authorship (5 points)
Article (1 point per article published in professional magazine)
Required documents:
Books and articles must be critical with relevance to education
Articles are published in the school paper, community paper, professional magazine or
publication of national circulation (articles should not exceed 3 points)

Title Publication Date:
Published: :
Title Publication Date: '
Published:
Title Publication Date: :
Published: .
Title Publication Date:
Published:
Title Publication Date:
Published:

Demonstration Teaching (10 points)

Required documents:
Certification
Lesson plan approved by principal or higher authorities
Pictorials if any




Enclosure No. 4 to Division Memorandum No. , 5. 2024

SCORING SHEET for Schools Administration Positions

(based on DepEd Order 007, 5. 2023)
Name of Applicant: ANGELICA IGNACIO BAUTISTA Date of A 1t

Position Applied For: Administrative Assistant 1|

E, Proo of ctaten by other rescarchers (whose studvireseaich, whather published er
dnpubliched, i fikewise approved by authodiied bady) of the concept/fs developed in tha
research

Welght
Criteria Means of Verification & ;) Computation/ Rubrics / Remarks Score
Allocation
EDUCATION  OTRer Centof Units Carncd
10
TRAINING ___ Cenilicate of Training
10
EXPERIENCE ___ Service Record of COE
10
PERFORMANCE
25
| Latest performance Rating covening Lyear perfarmancs fram cutrent o previous job relavant to {Performance Roting,5) x Weight Aliocarion
the postion a be Rilad
QUTSTANDING ACCOMPLISHMENTS 10
Awards and Recognition T
a.1 Outstanding Employee Aword - A Anylssuance; memarandum or document shawing the Criteria lor the Search; AND
Aveards grvan by b gher eflice <4 pls
i B, Certificate of Recagnition/Merit Awrards ghvon by aplicant’s ioral allicrs -1pr
a.2 Award as Trainer / Coach A Anyissuance or mevorandum designating ihe applcant as rainer / coach; AND Chargian or highest placer in the Nations|
Lareal =dpts
B, Cenilicawe of Recogniton/Appreciation 33 Trainar / Coach of a Winning Chamgian or highest alacer in the Aeganal
Cantestant / Evant f Activity Level =2pis
Cnampian e H ghost Placer in the Division
[Pravingial Level -lpt
Research and Innovation |
T | Preposal duly approved by the Mead of Olfice of the desgnated Resparch Commitee por 0O
16, 12017 MOV Submitted:
B, Accomalishment Repart varifiad by the Head of Difice ABCED -4pts
C Certfication ol utiliration of the Innawvation ar reearch, wethin the schoal feffice duly signed ABCEE -dpe
y the Head of Office Only A, Band C -1pts
D, Cerif of adaation of tha jon o ressarch by annther schoolfoffice duly signed Only Aand B -2pts
= by the Head of Olfice Only & 1pts

Subjact Matter Expert / Membership in NTWGSs or Committaes oy
A, lswange ef Memorangum showing the memberzhip in NTWG or commintes; MOV Submitted:
8, Cortifeate of Participation or Attendance; and All MOVs 3 pts
€ OulpuWAdoption by the | DepEd Cnly Aand B d pis
Resource Speakership [ Learning Facilitation 2 .
A, muance / Memarandum /invitation / Training Matris, AND
B. Coruleae of Recogniion / Merit / Commendation J Appreciation; AND Sacchershitp in Hgher Dilice/ Level -2pis
¢ Stde dockfs nyed andfor Sesslon gulde)/s Speakership in aplicant's local oifice ipt
NEAP Accredited Learning Facilitator
A Cenifisaie of Reeognition as Leamning Facilitator ssusd by NEAP Regonal Office Acereaiisd Natgnst Asessor “rpts
B, Cortitieats of Reccgntion 3¢ Laaming Faciitator ssved by NEAP Cemmral Office Accredited Navonal Teainer L1851
Accredited Regional Trainoe ~1Et
APPLICATION OF EDUCATION [ 10
— A, Action Plan approved by the Head of Ollice
— B, Accomplishment Report vayified by the Head of Cffice MOVs Submaied  Relovant Not Bolpvan)
(. Cernfication of the utilization / adeptian signed by the Head of Office All MOVs 10pts 5ty
SnynkB Tms i pts
Cniy & 5 pis 1pt
APPLICATION OF L&D : o B
A. Caortificate of Traiming or Cortification on any applicable LED intervention acquired thal i
= aligred with the Ingivitual Developmant Plan [i07); far pxiernal applicant, a certif atian
fram KR that the LED intervantion i 3l gnad with the core tase of the applicant ia their
current ar presious pasition shall be required; MOV Submitted: Relmant Mot Relavant
g, Action Plan/Re-entry Action Plan (REAP) / Job Embedded Learning [IELY Impact Preject
applying the lsarnings from tha L0 i fattended, duly pproved by the Head All hOVs 10pts 5pis
of Office.

£ Pccemplishmant Ropart together with n General Certification thit the LED Intervention was 5 s
T used/adopted by the office 31 the local loval; OnlyABRC pts oty

0. Aecomplishment Repert ogether with 2 General Contification that the LED intervention was

o CnlyA&S 5 pis 1m
usad/adapted by 3 ditiarant offica 21 tha ealfnighar =l
POTENTIAL | 15
Appeintmant to Entry Level Appeintment to othar and Higher
A Erleut fesltione Sciool s Festen (Score f Toal Number of test items ) » weight a'lacaiian
Written Examinations 10 5

HBehavioural Events Interview 5 10




Enclosure No. 5 to Division Memorandum No, , 5. 2024

SCORING SHEET for RELATED-TEACHING POSITIONS
{based on DepEd Order 007, 5. 2023)

Name of Applicant: MICHELLE M. FELSTEAD
Position Applied For: Senior Education Program Specialist

Date of Assessment:

Criteria Means of Verificatio Weight Allocation 1
n Computation/ Rubrics / Remarks Score
5G 11-15 | 5G 16-22 |5G 24 /
___ OTRarCertof Units Eamed 10 10 10
EDUCATION
___ Cerificate of Training 10 10 10
TRAINING
— Service Revord of COE 10 10 10
EXPERIENCE
PERFORMANCE 20 20 25
For positions with experfenca requirement: | Latest performance Rating covering 1 yoar performance from current of previous job relevant to the position tobie | [Perfarmance Rating/s) « Welght #llccotian
fifled
For positions without experience ___ Board Examinatian or Career Service Eligibility ratings; OR I8ousd Exam or £ rating / 100) x Weight Aficeatian
requirement:
PD 907 or Forelgn School Honor Graduate Elig bility (FSHGE) Summa Cum Loude - pts
Magna Cum Loude -19pts
Cum Lowde -18 prs
DUTSTANDING ACCOMPLISHMENTS 10 | 5 |1
Awards and Recognition 3
a.] Academic or inter-Schoof award (for ___ A, Academicor Interschool Award, or
: : &1 least 3 acadomic or inter-school swards or TOSP
ﬂppkc.ﬂﬂl.i with no or less than ane year work ___ B, Centifizate of any document shawing TOSP Awasd: ar Awrd of Tep 10 |0 Board / €5 Exam Apts
experience)
___ C. Cenification o any d showing top 53 Board Ex 1 i At least 1 academ/ed inter schoal dwards -1pt
4.2 Outstonding Employee Award (for A Anylssuamor memarandunm or docurment shaowang the Criverie for the Search; AND HAwards ghaon By higher office S2pta
applicant with previgus work cxperience) - B, Conificate of Recogaitian/Marh Awards piven by aplicant's lacal elfice 15t
Research and Innovation | s
A, Proposal duly approved by the Head of Office or the designated Research Cammiltee per DO 16, 5,2017
i MOVs Submitted:
__ B Accomplishment Report verified by the Head of Office ABcan -Spts
. Cerntification of wtilization ef the Innovatien or rescarch, within the schoalfetfice duly signed by the Head of ABCEE -Spls
Qffice Only A,Band C ~d pis
0. Centilication of sduption of the mnovation or resesich by another schoolfollice duly signed by the Head of Office Cnly A pnd & =3pts +
Only A ips
E, Proo! of ciration by other resuarchers (whose stwdyfreseaich, whether published or unpuabflished, isikewise
approved by autharized body) of the conceptfs developed in the research.
Subject Matter Expert / Membership in NTWGs or Committees | 3
A, fswance of Memorandum shawing the membership in NiWG of committae; FAOVs Submitted:
_ B Ceruficate of Participation or Attondance; and All MOVs R
C. Cutpurfadoption by the organization J DepPr Omly A ard B 2 pts
Resource Speakership / Learning Facilitation ] 2
A issuance/ Memorendum [ invitation [ Training Matrix; AND
8. Certficate of J Mgt F G on [ Appi AND Sppakership in Highor Dfficn/ Level 2pis
C. Slide docifs usod andfor Session guids/s Speakership in oplicant’s local oifice ipt
NEAP Accredited Learning Facilitator | 2
A, Cenificate of Recognltion as Leaming Facilitator ssucd by NEAP Regional Office Accrediled National Ascescr -2prs
8. Certifieate of Recognition a3 Leaming Facditator lsudd by NEAP Contral Office Accradited National Trainer -15pn
Accredited Regional Trainer =ipt
APPLICATION OF EDUCATION [ 10 [ 15 | 10
For positions with experience requirement  |— A, Action Plan approved by the Head of Office [ForSG 1115 ond 5G 24
—— . Accomplishment Roport verified by the Head of Office MOus Submitted  Aelruant sﬂﬂmﬁ_’ﬂ
fication ol the wtilization / adoption sianed by 1he Head of Oifice All MCVE 10ps s
. Cenilication of the wtilization / adoption sk v Qv ALS 7 pts ipts
Only A Spts ipt
Far 5G 16-22
MOVs Submitied  Bolavant Not Relevant
Al MOVs 15pis o pts
Only ALR 12 pts Gpts
Only A S pts Imt
For positions with no experience requirement Cerificate of GWA/ OTR/ Diploma/ Special Order or other certilications |(Gwa /100] x weight allocation
APPLICATION OF L&D T ERTE BT
A, Cedilicate of Tralnlng or Certification on any applicable LED sequired that it atignad with the
T Individual Develeprent Plan (I02); lar extemal appticant, 3 certification fram HR that tha LED intervention
aligned with the care Lask of the applicant in thelr current or provious position shall be required; e e
NG, #ction Plan/Ro-eniry Action Plan (REAP) / Job Embedded Learaing (IEL) Impact Project applying the lcamings Al MOVE 109 Spts
frar the LED intervention dana/attented, duty approved by the Head of Office.
__ C. Accomplishment Rgport tagether with a General Cortification that the L&D Intervention vras usedfadonted by Oy A BEC 7 pts Ipis
the office at the local leved,
__ D. Accomplishmant Report tagether with 2 Generdl Cortifization that the LED Intervention was usedfadonted by 2 GavAES 5t T
different ellice at the locaWhigher level,
POTENTIAL 250 255 155
Written Examinations 2 o 2
Skills or Work Sample Tasts . : ;
Behavicural Events Interview




Enclosure No. 6 to Division Memorandum No.

Name of Applicant: MARIE BHIA ROSAL BANCE

s, 2024
SCORING SH or NON-TEACHING POSITIONS

(based on DepEd Order 007, s. 2023)

i : = y Date of A 1ent:
Position Applied For: Administrative Officer Il
B Welght Allocation
' =
teria Means of Verification Genersl | 5G1-9 Computatian/ Rubrics / Remarls Score
Services l":::':I | sl
EDUCATION — OTR or Cert of Units Earned 5 5 5
— Certificate of Training T
TRAINING 5 5 10
— Service Record of COE
EXPERIENCE 20 20 15
PERFORMANCE 10 20 20
For pasitions with experience requirement:

Latest performance Rating covoring 1 year porformance fram current or provious job relevant to the pasition 1o be

filtmd

[Performance Rating/5) x Weight Allocotian

For positions without experience

Boara Examination or Carcer Service Eligibility ratings; OR

[Boerd Exam or C5 rating /100) x We'lght Alocation

requirement:
FD 907 or Foreign School Hencr Graduate Hig bty [FSHEE) | Stmmo Cum Lovde -20pts
Mogng Cum Lavde -19 pis
Com Laode BT
OUTSTANDING ACCOMPLISHMENTS ) e e
Awards and Recognition d
o.l Citation and Commendation (for  A. Letter of Citation or Commendation from previous employer - Threa (3} or mere latters of clation -6t
ppplicants to generol services positions only) - Twao (2] letters of citation -3pis
- Ore (1) tetter of ctation -2pis
o.2. Acodemic ar Inter-Schoal award (for | A. Academic or interschool Avwmard; or
applicants with no or less than one year work 8. TOSP Avard; or - Ableast 3 academic o inter-school awerds or
: SO [TOSP Award or Top 10 in Board / CS Exam -4 pre
experignce) | €. Cesification or any document that the apphcant belongs te the Top 1010 the Board ar Civil Serviels Eligibility
Examination = AL lrast 2 academic/ inter-school awards -3 pis
At loast 3 acaderled lnupr wchoglagade. - 260
0.3 Outstonding Employee Award (for — A, Anyissuance; memorandum or decument showing the Criteria for the Search; AND Awards given by mgher ailice -dpis
opplicant with previous wark experience) 8. _Certificate of Recognition/Merit Nugaegls piven by aplicant’s local office -2 pt
Research and Innovation | 4
A. Proposal duly approved by the Head of Gifice or the & Research € v per DO 16, 5 2017
— WOVs Submiled:
8. Accomplishment Repart verified by the Head of Office ABCED -4 s
A < Certification of utilization of the lon ar research, within the schaolloffice dity sigred by the Head of ABCRE ~4pts
Oifice Only A, Band C -3pls
0. Certification of adoptian of the (nnovation or research by another schooljoffce duly sigred by the Head of Only A and B - Lpts
Office Only A 1pts
__E Proof of citation by other rescarchers (whose study/research is Bkewise appreved by authorized bady) of the
concepl/s developed in the resoarch.
Subject Matter Expert / Membership in NTWGs or Committees | 3
A. lssuance of Memorandum showing the mombiership in NTWG or commitife; Wovs submitted:
A. Centificate of Farnoipation or Auendance; and All MOV -3 pts
£ OutputiAdoption by the erpanization / Deptd Oply 4200 B 2k
Resource speakershi / Learning Fagilitation 2
A, lssuance / Memorandum / Imataton / Traning Malne AND
A. Cerlificate of Recognition / Merit f Commendation / Appreciation: AND speakership in Higher Olfice/ Lovel -2pts
Stido dack(s usad aodior Snaslon sidats Speakershipin apllcant's local affice -lot
NEAP Accredited Learning Facilitator I 2
A, Cefditate of Recognit:on as Leaming Facilitator issued bry NEAP Regional Otfice WEErEcitod WOTIRS ASENE “ipn
B. Certificate of Recognitian as Learaing Facinator issucd by NEAP Central Oice Accredited Mational Tralner -15p0
Weeraditod Rogional Trainer =it
APPLICATION OF EDUCATION | wa | 10 10 i 3l
For pasitions with experience requirement — A. Acton Plan approved by the Head o7 Uihice .
__ B, Accomplishment Repart verified by the Head el Oifice MOVs Submitted Relevant Mot Rolevant
— . Cendication of the [/ adey sipned by the Head of Office All MOV 10 pts Spts
) Only A& B 7pts Ipts
Qoly A 5 pts 1oy
For positions with no experience requirenent Certificate of CWA/ OTR/ Diplama/ Special Order or other certifications GWA /100} x weight allocation
APPLICATION OF 12D nfa | 10 | 10
A, Ubrlificate of Trawning or Certification on any 2pphcable L&D ntervention acquired that 15 aligned with the
S Ingiwdual Development Plan {1OP); for external applicant, a certification lrom HR that the L&D wtervention is
i 2 heir tor s0us pasition shall be required;
ahgned with the core {ask of the applicint i thelr current of prev.ous pasi oq MOYs Submitter: Relovant  Not Reievont
__ R Action Planfac-oniry Action Plan (REAP) / Job Embaodded Learnlng (JELY impact Prafect applylng the leatnings ARG 10pts spts
from the L&D intervention donefatiended, duly appraved by the Head of Office.
o Accamplishmen: Report together with a General Centification that the LED interventian was used/adopted by OnlyA B4 € Thts Ipts
the office ot the Tocal level;
D, Accamp Report together with a General Certification that the L&D intervention was used/adopted by
T 7 adifferent office 3t tha local/higher loval. Only A& B Spts 1pt
POTENTIAL 55 20 20
Written Exarminations nfa 5; 1:;
Skills or Work Sample Tests nfa !} .
Behavioural Events Interview nfa »




Enclosure Na.-7 te Division Memarandum No. . 5. 2029

l INDIVIDUAL EVALUATION SHEET

I

INDIVIDUAL EVALUATION SHEET

NAME OF APPLICANT:
Vacant Position:

Date of Assessment:

Teaching Positions
{DapEd Order No. 66, 5. 2007

NAME OF APPLICANT:
Vacant Position:
Date of Assessment:

Teaching Positions

(DepEd Omdor No. 66, 8 2007)

Criteria Pts.

Remarks

Score

Criteria

Expenzrca mis| be relevant to the dutiss and funciians of (he position fo be filed
Every pear gven a palnt but ro! o exceed 5 points

Experierce must be refovant o tho duties and fusslions of the pesliion 1o be filled
Every year ghvent a poin! but not 1o exceed 5 painla

C. OQutstanding Accomplishments

a. Outstanding employee award +

= gwardee in the schoalloflice 5L

Pts. | Remarks | Score
A. Performance Ratings (3 Ratings) 35 A. Performance Ratings (3 Ratings) 35
B. Experience 5 B. Experience 5

C. Qutstanding Accomplishments
a. Outstanding employee award 4

d. Publication/authorship 4

- articles published - 1 pl. cach (macmum of 4 anticles)

- owardee I (he schooicilce T3pl
- tvardes m tha disticlerealduster ipt - mwardon m (h distnictaneariclusier 10t
- dea i tha di ityiprovi 2p - mwardee in the divislenieiyiprovines 2pla
- pyv@rden m tha regen 3pls - vardea in Iha regen Jats
shaorslawardes "'_Elf_ - MNaienal swandes 4pls
b. Innovations 4 b. Innovations 4 =
- concoptuniized Apt - coneaplunlized Spl.
- started tha implamantabon 1et « started lho anplamentation 1ot
~fuly d in tha 2ple. - fuly impl d In thiz schooliofl, 2 pts,
- ndopled m the digiict'anea/dustar Jpts - adopiad in the districtarcarduster Aptn
b LD m the division/cliy/province oy A_EI:J it - adopled in the u_@;:un!cwpmhw 4 pls.
c. Research and development projects 4 c. Research and development projects 4
- conducted In the scheol/oflice 2pts - cenducted in the sehooltilice 2pls
= conductad in tha d sircliareaiclaster Apte - comductied in e disinctiErealchsten dpis
= canducted In the dvision/dily provirce -“_EIE_ « conducted in the divisioniily provires 4 pls

d. Publication/authorship 4

- aiticles pubished - 1 gt each (imaximum of 4 arlicl=s)

1 paint for every manth
of niiendance bl not 10

| Participant in n speclalzed training. .. Specialized Programs,
Short Daurses, Study Grants

| pesnt for mvary marth
ol atiendarce d rst s

Participan! in a specialeed raiming, €. Specialized Programe,
Shon Courses, Study Grants

-eo-authoralve of B boos 2ple - co-putharshiz of a baok 2pla
-sole o ip el & book 4 piy L1 - sole mithorship of o book o 4 pla o
e. Resource speaker/consultant 4 e. Resource speaker/consultant 4
- district f area J duster level AHpha. district / area Fehisler leval T s,
= divigion / city! prowinen igwat 1pt - drnsion | s/ provinss lesel 1pt
= regional level 2ph - rivgionl lavel Ipta
- natienal loval dpls - nahanal lovel Jpla
- Intemational level 4pl. - Ingmational kavel 4 pla.
D. Education 25 D. Education 25
- Master's Degres (Acad Regls) 10pis Master's Dearae [Acad Hegls) 10 pis
- Wastars Dograa 15pis - Masters Degan 15ps
- Coctonl Degree (Acod. Regis.) 20 pis, « Doctoml Degren [Acad. Rogs ) 20 pis.
« Coclonl Degren 25 pis - Dacteral Degren 25 pis
E. Training 5 E. Training 5

cageed S ponls excobe 3 poinls
FamCpImuT Tide (3] GTinidie Tamng suwoed 11 eoon lave 7 [Paiespant i hice (37 8F wa/o Woiing AchviBas i3 coch 15vel ]
conducled for of leas! throe (3) dzys no! creditad duing the conducied lor ol least hree (3) doys nol crediled dufing e
Iast promotions Iast promobana
= Catrdet Lovel 1pL - Distric! Levol 1pL
- Civizion Leve! 2pla - Dwizion Laval Zpls
- Regienal Level Jplis. - Regional Level 1 dpla.
HEUCIpant m one (1) Canmng conouced (o0 §1 east innee J) Forticipant m one (1) irEning corauctcg [ar ot least thee (3)
dzys not credited during the fazt promotions: days nol credited during the lasl promatiens:
- Notioral Laval a pls - Notianal Loval 4 pls
siptematonalilens 5pls, nal Lovel ApleL . o eyl
Chair [Co-Char in o technicalipianning commitise Chair {Co-Chair in a lechricaliplaniing comimilize
- Disliict Lovel 1ph - Dlslret Lavel 1pl.
- Dwision Leve: 2plis - Drvisian Levet 2plz
- Regional Lovel 3ps - Regional Level ape.
- Natoral Level 4pix - Mutienal Lovel 4pla
- jonal Level 5pis - Intornational Level apls
= [
F. Potential 2 F. Potential 9
G. Psycho-social Attributes 5 G. Psycho-social Attributes 5
Total 100 Total 100

I hereby aflest to the eonduct of the application and assossment process in accordance
with the appiicable guidelines; end acknowledge, upon discussion with the Hurman

Resource Menit Promaltion and Scloction Board, the results of the comparaliva
assessment and the points given lo me based on my qualifications and submilted

documentary requirements for TEACHER 11,

Furthenmore, | hereby affix my signature in this Form ta attest ta the objective and

Judicious conduct of the HRMPSE avaluation through Open Ranling Syslem.

I hereby attest to the conduct of the spplication and assessment process in accordance
with the applicable quidslines; and acknowledge, upon discussion with the f_-iuman
Resource Marit Promation and Selestion Board, the resulls of the comparative

assessment and the points given to mo based on my qualificalions and submitted

documentary requirements for TEACHER lil.

Eurihiermore, | hereby affix my signature in this Form to attest to the objective and
Jjudizious conduct of the HRMPSB evaluation through Open Ranking System.

(Applicant's signature)

(Applicant's signature)



