LT R

Republic of the Philippines

Department of Education

REGION I
SCHOOLS DIVISION OF DAGUPAN CITY

Depkd SDO Dagupan City
RECONDS OFFICE

ﬂrl'ﬂl:e_nf the Schools Division
Superintendent

DIVISION MEMORANDUM

Assistant Schools Division Superintendent
Chiel Education Supervisors

Education Program Supervisors
Public Schools District Supervisors

Teachers and Non-Teaching Personnel

No. , 8. 2024
TO:
Administrative Officers
Schoal Heads
Others Concerned
DATE: June 24, 2024
SUBJECT;

NON-TEACHING POSITIONS

JUN 25 2024

CALL FOR APPLICATION FOR TEACHING, RELATED-TEACHING AND

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

No. | Position Title/ CEC- approved Qualification Standards Placeaf
SG/ Monthly : , il AR
Salary/ Item Education | Tramung | Experience | Eligibility Ct:mpr:;ﬁ:nc}' |

3 h '
SSmbe applicnble) |
1. | Educauon Masters Bhours |2years ns | RA 1080 i School I
Program degree in of Principal or | (Teacher) | Governan |
Supervisor / SG education relcvant | 2 years as 1 ce and '
22 / P71,511 ar other traning Head | Operation |
relevant Teacher ar 5 Division |
Master's 2 years '
llfﬁp"é-.l:z'."&ﬁ'}m_r. Degree with Muaster
specific nrea Teacher
of
specinlizatio
n

2. | Master Teacher | | Bachelor of | None 3 years PBET, LET Bonuan
/ SG 18/ Secondary Required | relevant Boquig
P46,725 Education cxperience NHS

(BSEd) ar
Item number: Bachelor's
1) MTCHR -60968-2017 ?;Erm plus
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Telephone: [075) 653-2101
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Bepublic of the Philippines
Department of Ehucation
REGION I
SCHOOLS DIVISION OF DAGUPAN CITY
Office of the Schaols Division
Superintendent
: profeasional
units in
Educalion
with |
appropriate '
major;, and
18 unils for
o Master's
degree in
Edueation
or ils
equivnlent
3. | Administrauve Bachelor's | 4 hours | ] year of Career Office of
Officer IV/ SG Degree relevant | relevant Service the
15 / P36,619 relevant to Lraining expericnce | Profession Schoals
the job al/f Division |
Item Number: Second Superinic |
1) ADOF4-60025-2015 Level nident
Eligibility S
4. | Teacher Ill / SG | Bachelor ol | None 2 years RA 1080 Federico
13 / P31,320 Secondary required | relevant (Teacher], N. Ceralde
Education experience | PBET/LET Integrated
Item Number: n] ] School,
1) TCH3-60126-2022, Bachelor's
2|TCHI-G0279-2017 degree plus Judge
18 Jose De
professional Venccia,
units in Sr.
Education Technical-
with Vocational
appropniate Secondury
mal::arp School
5. | Administrative Completion |4 hours | | yearof Carcer Office of |
Aide VI / SG 6/ of two-year | of relevant Service the
P17 553 studies in relevant | experience | Sub- Schools
' college treining profcasion Division
. ; alf Firat Superinte
ltem Number:
: £ Level ncent
ADAG-60041-2015 Eligibility
1. The job description for the aforementioned vacant positions is attached as

Enclosure No. 1.

Address: Burgos 5t., Poblaclon Ocste, Dagupan City
Telephone: (075) 653-4101

Website: depcddagupan.com

email: dagupan cily@deped gov ph




i—a"&'&'&

'\-.---'"
Hepublie of the Pinlippines
Mepartment of Ehucation
REGION I
SCHOOLS DIVISION OF DAGUPAN CITY
Office of the Schools Division o
Superintendent

2. Applicants arc advised to delermine if they meet the minimum qualificati
standards approved by the Civil Service Commission and the selection u‘i:crinqsm ﬁ;nh“::
DepEd Order 66, 5. 2007 prior to submission of apphcation documents.

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

Mandatory decumentary requirements:
i, Checklist of Requirements and Omnibus Sworn Statement on the Certification on the
Authenticity and Veracity (CAV] of the documents submitied and Data Privacy Consent
(Enclosure No. 2) duly notarzed by nuthorized ofMicial;

b. Letter ol intent addreased to the Schools Division Superintendent;

¢. Duly nccomplished Personal Dita Sheet (CS Form No. 212, Revised 2017) with Work
Experience Sheet, if applicable (downloadable at CSC Website);

d. Photocopy of valid ond updated PRC License/1D, if applicable;

e. Photocopy of Certificate of Ehgibility /Raung, if applicable;

f. Phatocopy ol Scholastic/academic record such ns but not limited to Transcript of

Records (TOR) and Diploma, including completion of graduate and post-gradunte
units/degrees, il available;

g Photocopy of Centificate/s of Training, if applicable;

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

i. Photocapy of latest appointment, if applicablc;

J. Photocopy ol Performance Rauting in the last ruting period(s) covering one (1) year
performance in the current/latest position prior to the deadline of submission, if
applicable;

k. Other documents as may be required by the HRMPSB for comparatuve assessment
(pleasc sec Enclosure No. 2 and 3)

4. B?:;l for submission of abovementioned documentary requirements shall be on
Rl L . Individuals who failed to submit mandatory documentary requirements
{items a 10 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.

5. No additional documents shall be accepted after the deadhine.
6. Submission of applications may be done thru any of the following modes:

a. Personal submission Lo the Division Office Records Section not later than SPM
on sct deadline (proferred mode); OR

b. Online submission thru the official email address not later than 12midnight on
set deadline (if personal submission ix mot practicable): depeddagqupanhraogmail com. The

Address: Burgos 5t., Poblaclon Oeste, Dagupan City
Telephana; (075) 653-4101
Website: depeddagupan.com

MATATAG emall; dagupan city@deped pav ph
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Republic of the Pintippines

MDepartment of Education

REGION I
SCHOOLS DIVISION OF DAGUPAN CITY

Office of the Schools Dhi:_inn
Superintendent

scanned copics of the application documents shall be saved in one file only with

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

7. Applicants should first submit the aforementioned documents to the Personnel Unit
for initial verification as to the completeness of the requirements before it can be stamped
‘received” at the Records Section. For applicants who will be submitting documents online,
an acknowledgecment email with information as to initial checking of completeness of
documents will be sent the next working day;

8, The schedule of activities for asscssment will be communicated to qualified
applicants via their email address,

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

10.An Open-Ranking System shall be adopted in the conduct of comparative
asscssment 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.

11.  Asreference lor assessment, apphcants arc encouraged to read Deped Order No,
66, 5. 2007 (for Teacher /I, DepEd Order No. 007, s. 2023 lfor Admunistrative Officer IV/1I,
Administrative Aide VI, and Education Program Supervisor) and MEC Order No. 10, 5. 1979 {for
Master Teacher). Cnitena and peint system are hereto attached as Enclosure No. 3a, 3b, 3¢ and
3d.

12.This Office highly encourages all interested and gqualified applicants including
Person’s with Disability and members of indigenous communities to join in the assessment.

13.For information and guidance. it /

R C. BANZON EdD, CESO V
zhools Dwision Supcrinl_r:m:l@"

Enclesure No. 1. Jab Descriplion

Enclosure No, 2: Checklist of Requirements & Omnibus Sworn Statement
Enclosure No. Ja: Scoring Sheet far Non-Teaching Positions

Enclosure No. db: Scoring Sheet for Reloted-Teaching Pomitions

Enclosure No, 2c: Individunl Evaluation Sheet (for Teacher Il and Teacher 1)
Enclosure No. 3d: Scoring Sheet for Master Teacher [ / 1)

Address: Burgos St., Poblacion Oeste, Dagupan City
Telephane: (075) 653-4101

Website: depeddagupan.com

email: dapupan cityf0deped gov ph




En :
clasure No. I to Division Memorandum No. J“L, 5. 2024

JOB DESCRIPTION
Positlon Title: Education Program Supervisor Halary Grade: 22
Unit{Dlvision: Schoal Governance and Cperationn Division Menthly Salary: 71,511
QUALIFICATION STANDARD
Education: Masters degree in education or other relevant Master's Degree with specifie nrca of
specialization
Experience: 8 houra of relevant training
Truining: 2 years as Principal or 2 years s Head Teacher or 2 yenrs Master Teacher
Eligibllity: RA 1080 (Teacher)
HRA

Dutles and Responslbllitics

Programs and Projects
(Support 1o schoo! governance,
operation and learner|

Provide technical inputs (owards developing the Schools Division's plans and
niratees toamprove the holistic development of leamers in order to focun
reanources of the division and guide seléction of donors anidl partnera,

Develop and submit concepl papera and program/project desipgns and
praposals for funding, partnerships undertakings.

Rewview and cvaluaie technical documents [o.g project proposals, draft MOAs)
for submission and approval of Schoals Division management

Facilitate and coordinate with stnkcholders ns needed, the development of
work plans to implement programs and projects.

Develop and implement information, education advoeacy programs to roiae
undernianding and gather support for current programa and projecta.

Conduct monitoning and evaluation (together wath School M&E] on the sintus
and progress of special programs and projects and provide fecdback 1o
management and stakeholders ta obtain
contlinuing support.

Canduct asscssment and evaluntinn of programs and projects (with School
MEE) ond submit evaluation reports to recommend sustaining, exponding or
terminating specal progriums or
projects

Partners nnd Donors

Search and explore polentinl donors and partners for cducation support
programs and participate in relevant mectings and functions to establish
possible areas for collaboration.

Review projecl [partnership proposals to check for alignment to DepED
policics, guidelines and standards and values

Draft MOUs, MOAs, and contracts with partners for recommendation to the
Regional Director,

| Prepare draft of loealized policies and standards for engaging partners anc
donora in order to protect DepED mnterent and values.

|| Develop and implement mitiatives to sustoin relalionships of educationol
partners and denors to maintain continuous support to basic education

Advocacy

Develop and implement infarmation, education advocacy prograesan
campaigns o raise understanding ameng stakcholders, -ond Increae
and support for programs ta improve the delivery of basic educatou 5




 Develop and produce advocacy malerials to prumote visibility and recall,

e
Resecarch ang Development

Lead in the conduct of Action Resrarch on improving implementation of 8 pecinl
Programs and Projects that support school gavernnnce

Analyze findings and prepare recommendation for policy issunnces 1o support
school governance

Technical Assistance

Provide Techinical Assistance to achools and learming centern by responding lo

the identified needs of the schools and learning eenters in relation 1o ROVCITICe
and operntiona

Unit Performunce

Assist chief in the day to day operation of the Divisien 1o ensure cllicient nrd
elfective delwery ol 1ta scrvices

Posltlon Title: Master Teacher | Balnry Grude: 18

Unit/ Divislon: Bonuon Boguig NHS Monthly Salary: 36,725

QUALIFICATION STANDARD

Bachelor of Secondary Educatisn |BSEd) or Bachelor's degree plus 18 professional units
Education: in Education with appropriate major, and 18 units far a Master's dejrer in Education or
its equivalent

Experience: None Required
Training: 3 years relevant experience
Ellgiblicy: FBET; LET

Dutles and Responsibilities

1. Attends prafessional meclings, in-senvice tramings and related actaties for

2 Prepares daily logs and visunl auds related to the lessan

3 Conducts remedial episodes classes for slow learners

4. Updates parcnts on children’s pregress and problems through dialopues,
conferences and FTA mectings

3. Assisty the guidance counselor in handling students with problems

b. Gels involved in community nnd evic-arganization activilics.

7. Maintains harmanious relationships with supenors, students, local and public

B. Dbscrves proper decorum

0. Conducts echo seminars for co-teachers

10. Mentors co-teachers in conlent and sklls difficulties

11.Helpa in the proper and occurate dissemination /implementaton of schoo)

12, Asaisls principads in instructional monntoring of teachers.

13 Guides co-teachers in the performance of dulies and responsibilitzes

14 Leads in the preporation and enrchment of corniculum; leads in the

H:lclivcry

I5.Inivales projects and programs that will enhance the curriculum and s

16.Makes the necded mstructional materials ovailnble to teechers and studenis

17.Assinte school heads in class manilorng

18.Conducts in-depth studies or action rescarches on instructional problems

19.Coordinates with the grade chuirmaun in disseminating information about
sechool problems, awards. promotion

Page 2 of 6
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:m.cmuc_u demonstration teaching, sharing effective techniques or stralegics
and helps identify potential demonstration teachers

21.Monitors the maintenance of dincipline between and among tenchers and
learners

21.Monitors the mainienance of discipline between and among teachers and
learners

£2.Assists in designing copanity development programs for tenchers

23.8crves as trainer i school-bosed INSET

24.Fvaluntes teacher made tests and inlerpret resulls

25.Checks regularly lesson plans of teachers in the assigned grade/ nubject azea
26 .Carres rejalar teaching load for the grode /subject arcn

&7 Serves nn o demonstration teacher

Posltion Title: Adminlstrative OMcer IV Balary Grade: 15
Unit/Division: Office of the Scheols Division Superintendent Monthly Balary: a6,610
QUALIFICATION STANDARD
Education: Bachelor' s degree relevant to the job
Experlenco: 4 hours relevant waining
Tralning: 1 year of relevant expenience
Ellgibility: Career Service Professional/ SBecond Level Eligibility
HRA Dutics and Responsibilities
Cash Selection Prepare, disburse and release approved checks based on presenibed procedures

to fullil payment abligations of the SDO

Bistribute to collecting and disbursing officers cash ndvances for salories and
wiages and reviews statements of accounts and current and replenishment
vouchers

Review and finolize advice of checks issued and cancelled (ACIC) for submission
te the Bureau of the Treasury end Authorized Government Depository Bank

Remits mandatory contribution to BIR, G515, HDMF, asid PHILHEALT
Records dotly transactions o menitor the cash outflow and daily eash balanee

Cash Dinbursement, Payment  [Initiates and controls the preparation of cheeks 1o pay for DepEDR abligatibny
and Remittance based en vouchers/eliims signed by auvthorized signotorics,

Release approved checks to payecs

Secure and encash checks for cash advances

Superase accounts for receipls and disbursemenis of funds

Moniter liquidation of cash advances, petly cash and submut reporis

Liquidation nnd Reporung Prepnre liguidationys of cash advance/Petty Cash Fund submitted for
replenishment

Prepares replenishment reporis, callection and depotit reponts and repart of
checks issucd and cancelled

Propares monthly reports on the cash status of vonoun accounis

Negoliate bank transactions such us encashment of payroll, bank deposits and
bank withdrawals

Monitor to ensure the proper maintenance of recordy of ensh receipts and
disbursements pursuant to gevernment rules and regulation

Prepare accouniable forms and ensures the proper use, mainlenance and
cantrol of accountable forma [such an official receipts and petly cash vauchers)

Page 3 af b |



Position Title: Teacher 1M1 Salary Grade: 15
Unit/Division: Federico N. Ceralde 15 Monthly Ml"!'* 6619
QUALIFICATION STANDARD
Education; ﬂ:-!:hr.'k_:r of Secondnry Education or Bachelors degree plus 18 profeasional units in
Education with appropriale major
Expericnee: None required
Training: 2 years reievant expericnes
ElUgibility: RA 108O (Teacher), PBET/LET
KRA

Dutles nod Responaibilltics

Teaches ane or more groden/levels u MAE oppraprinte and innovative teaching
ilrotagien

Facilitates learning in the elementaryfaccondary achools through functional
lesson plans (for nuw eachers Up to d years) Daily Log ifor leachers teaching 4
years and abeove] of activitics and approprinte, adequate and updated
insiructional materials

Counscls and guides pupils / students

Maintains Daily Reutine (chimsroom clcanhiness, classroom management, overall
phyeical elnasroom atmosphere

Monitors and evaluates pupils/students’ progress

Undernakes activitics 1o improve performance indicatoss

Maintaina updated pupils /students progress regularly

Ataintaenn updoted pupll) student sehool records

SBupparta activitics of governmental and non-governmenial arpanizations

Muintaing harmonious relationship with fellow teachers nnd other nchool
personnel as well as with parents and other stakehalders

Conducts Achion 1"Man

Supervises curriculir and co-eurricular projects and acuvities

Positlon Title: Teacher IT1 Salary Grade: 15
Unit/Divislon: Judge Jose De Vencciu, Sr. Technical-Vecalional Maonthly Balary: 36,610
Secondary Scheol
QUALIFICATION STANDARD
Educatlon: Bachelor of Secondary Education or Bachelar's depree plus I8 professional unils in
Experience: MNone reguired
Tralning: 2 ycars relevanl experience
Ellgibllity: RA 1080 [Teacher); PRET/LET
HKRA Dutles and Responalbilitics

Teaches one or more grades/levels using appropriste and innovative tenching
Stralegien

Facilitates learning in the elementary/secondary schools through funcuonal
lesson plans (for new teachers up to 3 years] Daily Log (for teachers teaching 4
years and above) of activities and appropnate, adequate and updated
instructional materiala

|Counzcls and guides puptls/siudents

physical elassroom ulmoaphere

Monitors and evaluates pupils/students’ progress

Underlakes activities Lo improve performance indicalors

Maintlains updated pupils/students progress regularly

Maintains updated pupil/student school records

Supporis activities of governmental ond non-governmental organizations

Page 4 of 6




pernonncl as well as with parents and other nlakcholders
= Conducts Action Plan
| Supervises curmeular and co curricular projects and petivities

Position Title: Administrative Alde V] Salary Grade: [
Unit/Divislon: Office of the Schoals Division Supenniendent Monthly Salary: 17,553
QUALIFICATION BTANDARD
Education: Campletion of two-year studies in college
Experience: 4 hours of relevant Lruining
Tralning: 1 year of relevant experience
Elgibilicy: Career Service Bub-profcssional/ First Level Elsgabnliry
KRA Dutics and Responsibilities
Schedules Administrative Schedulenfealendar mectingn/appeintments/training/workahaps

Service Activities

Records and Files Documenta/communications received, routed , tracked
Filing system crested, and maintained

Documents filed, retrieved, archived to Records Office or disposed ns needed
Comprehenuive and complete minutes of meelings/agenda altended

Daily attendance of Administirative Service Stall (to establsh sl location|
Administrative Support Encoded documecnts

Suppart flogistics to trining and conferences (remstration fauiendnnee, tokens,
coriaficate of nppearance)

Supporting documents, peity cash, documents/ forms

Secretarint & Frontline Travel bookings made
Appointmenl, venue, meals arranged

Eeceived frouted ealls

Visitors respanded fo

Follow through on inquines

Posltlon Title: Administrative Offlcer I1 Salary Orade: 11
Unit/Divislon: Elementary Schoal Monthly Balary: 27,000
QUALIFICATION STANDARD
Education: Bachelor's degree relevant to the job
Experlence: Wone Required
Truining: None Required
Eligib{lity: Career Serace (Professional)/ Second Level Elipbality
HKRA Duties aad Responsibilities

Personnel Administration Recruiitment ane Selection
Protide human resources manngement suppart to the schoo! head ond
coardinatt with AOQ IV [HRMO 11) of the SDO in the following HR-related
functiong:

o. recruitment and selection of npplicants in the scheol assignied;

b. promotion and deployment of personnel m the nssigned school by
checking and validating the completeness and suthenticity of document= to be
submitted to the HRMO for preparation fissuance of appointment;

¢, Prepare ERF of qualified teachers and submit ta EDO for processing
Porsannel Repordds

Page S5cf B




. Update regularly 201 Gles and mainian databnue of personal information of
schoo] personnel

b, Act/auaint the fesi pnated Agency Authonzed Oilioer [AAD] in the Aeld in terms

ol ¥erilying/approving GSIS log ns and agency remitlance advice [ARA) os may be
delegated

¢. Consalidate dnily Ume record (DTR) of school perepnnel and propare maonthly
repart af service (Form 7)

d. Monitar and record altendince/nbacner of nchoal pernonnel and report to
2chool head issues and concerns related thereto

€. Acta on application for leaves of school perdanncl and faciliioue
recommendation by the schoal head and approval by the SD8

[. Update vacation secvice/Icave eredita of schao] persannel sad regularly
communicote tonll cuneerned

ii- Mamtain the conlidentinlity of personal infarmation of school personnel 1o
which hefalic hns legal cecess.

h. Cogrdinate with concerned uifices, such as BIR, GSIS, PhilHealth, Pap 101G,
CHLC, and other agencies/entities an the implementation of policies and
guidelines relevant o personnel.

a. Campuite and submit ta SDO applicable peraonnel benefits for processing,
funding, and releane (e g. maternity benefits, step inerement, sidary differentials,
overtime pay, proportional vacition phy, ele)

b, Menitor and prepare notices for step inerements and adjustments of school
persannel and submit to HRMO for eheeking and verification

¢. Pracess retirement/separation benefits of schoal personnel for indorsement by
the nchool head to the SO

Other MR reloted function
A, Update schoal personnel of the latest HR-related policies

b. Develop and present to the schonl head /TIRMO innovative stralemes in
impraving HR practice in the school

c. Assint the school head in performance management, rewards and recognition,
and learning development policies and practices implementation in the schosl

d. Prepare and submit HR-related reparts to schoal hend fHRMO

. Coardinate regulnrly witk the HRMO in the implementation of HR palicies and
guidelineg

{. Facilitate submission and approvil by the SDS ef Permit to Study/Pracuce of
Profession, Authonity to Travel, and other schnol requents for school personnel,

Property Custodianship a. Aamst the school head in the preparation of School Form 7 [SF 71 loading of
teachers.

b. Assist the school planning team in the preparation of SIP/AIR,

<. Provide general administralive suppor to school head and teachers Dhe
reproduction of learning materinls, encoding of reports, preparation of
documents, ete,

d. Perform other [unctions s may be assigned by the Schaol Head.,

Financial Manngement a Assist the School Head on the preparation of the following documents such as
but not limited ta: » Cnsh disbursement refister » Authority to debit foredit
account « Liguidation reports including supporting documents

b) For 1Us, assist the School Head on the preparation of required rcports from
COA, DBM, and olher oversight agencies

¢} Facilitale submission of all financial decuments to the SDO andfaor bank, of

necessary
d| Provide assistance 1o other Gnancial related task of the School Head,

¢} Perform other functions as may be assigned by the Schoal Heod,
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o Update regularly 201 files and maintam datubnue of personal information ef
sehool personnel

b, Act/asaint the deslmated Agency Authionzed Officer [AAD) in the Reld ' in terms

of venfying/approving GELS loans and agency remittance ndvice (ARA} 2o may be
delegnted

€. Conmalidate dnily ime record (DTR) of achool peroannel and prepare maonthly
report of service (Form 7)

d. Monitor nnd record attendance /absence of schopl personnel and report to
school head issues and concerns related thereln

€. Acta on applicatiun for léaves of schoo] personnel and facilitaie
recommcendation by the school head nnd approval by the 503

[ Update vacation service fleave eredits of schon) personnel and regulurly
communicale to ol coneerned

ii- Mamtain the conlidentinlity of personal infarmation of school personnel 1o
which hefshe hns legnl necean.

h. Coardinate with concerned offices, such as BIR, GSIS, PhilHenlth, Map-1BIG,
CHL, and other agencica/entitios on the implementation of policies and
guidelines relevant 1o personnel.

Cinrtprensetinn angd Benefil

a. Complte and submit to SDO upplicable personnel benefite for processing,
funding, and release (¢ ¢. maternity benefits, step inerement, siliry difTerentials,
pveThime pay, proportional vacation pay, ete]

b Monitor and prepare netices for alep inerements and adjustments of sehool
personael and submit to HRMO for cheeking and verification

€. Praceas reticement/separation benefits of school personnel for indorsement b
the pchool head to the DO

Orher HR related function

i, Updiste schoal personnel of the latest HR-related policies

b. Develop and pregent to e sehaod head /HBMO innovative slrilemes in
improving HR proctice in the school

c. Assiat the school hend in perflurmanee management, rewards and recognition,
and learning development policies and practices implementation in the school

d. Prepare and submit HR-related reports to schoal hendf HRMO

c. Coardinate regulnrly with the HRMO in the implementation of HR palicies and
ruidelines

{. Facilitate submussion and approvil by the SDS of Permit to Srudy/ Practice of
Profession, Authasity 1o Travel, and other schnol requents for school personnel.

Property Custodianship

a. Assist the school head in the preparation of School Form 7 8F 7/ oading of
tenachiers,

b. Assist the school planning team in the preparation of BIR/AIP,

. Provide genernl administrative support 1o school head and tenchers [ike
reproduction of leaming materials, encoding of reports, preparntion of
documcenis, el

d. Perform other functions as may be assigried by the Schonl Head.

Finoncinl Management

B. Asgist the School Heod an the preparation of the following documenis such as
but nol limited to: » Cosh disbursement register = Authority 1o debit f eredit
account * Liquidation reparts including supporting documents

b} For |Us, assist the School Head on the preparation of required reports from
COA, DBM, and other aversight agencies.

c| Famlitate submission af all financial documents to the SDO andfor banlk, if
ACCCABArY.

d) Provide assistance to other financial related task of the School Head,

¢} Perform other functions ns may be assigned by the Schoal Head,
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(Enclosure No. 2 to Divition Memorandum o J48 5 2024)

; CHECKLIST OF REQUIREMENTS
Worme ol Applicant;.__

Ponition Applicd for Applieation Code:
Office of the Pasitian Applied For: fier o ikt it by 170 s
Contact No.:
Religion:
Exhniciy: —_
Person with Disability: Yea( ) Ko )
Solo Parent: Yes [ ) No| )

Sintus of Yenficaion
R (T2 ket fileul anat by thir HRASDM MR Offficrf wush-
Basic Documontary Requirement W ot )
"'”“"l":,“"" Staus of
by | SRbTENEn (Ched Hemarks
f remaliesty
C Immdmuhudmmurudmmwmm
OSicrr
]

Iuly areomplished Personal Data fheet (PDY] 1C5 Farm 8a. 212, Hevised 2017}
nfd Werli Cxperirnes Sheet, if Applicats

€ |Photmoepy of valul asul uplstrd PFRU Litemse /1D, if eppbicable
Fhoiareony of Ceniificase of Klighility § irpont ef Batme, of apaticable

B |imatarem ef schalasiic facndemic meond ssrh o bot oal Beited 1 Tramscript of|
Reeords [TOR) and Digloma, bng bonding eommgrieion of proboste ol el pradunte
undin/degreea, il avaiabic

L limetocom ef Contilieate fa of Traming i apptcable
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Human Resource Manapement Officer
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herewith are original and for centified true copies thereol.

DATA PRIVACY CONBENT

I hereby prant the Depaniment of Education the right to collect and process my personal infirmation as stited abave, for purposes
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fEnctosure No, 3C ;a Dividion Memorandum Hmﬂq’ 5. 2024)

INDIVIDUAL EVALUATION SHEET

1

NAME OF APPLICANT:
Vacant Posliion:
Date of Assessmont:

Twaghing Prowltsorm
{Deptd Order No 68, 5 J0G7)
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Enclosure No, 3d (o Divislon Memorandum Hu.n".ﬂi n. 2031)

EVALUATION FOR MASTER TEACHER

Ratee: District:
Schoal:

For Master Teacher |
1 Teacher Il for at least ane (1) yeor
2. Bachelor's dogren in elomentary/secondary education or its equivalent with at least 24 units in Master's Oegree in
Education
At least Very Satisfactory (V5] performance ratings for the fast thres (3] years
At least throe (3) years teaching experlence
At least 20 hours of relevant cumulative training in the area of speclalization
At least 25 points In leadership and potential in the criteria of Master Teacher or has been a demonstration tezchor at
least in the school (HS) / district {ES) level plus 15 points in loadership and potential in the criterla for Master Teacher

tn Sl

For Mastor Teacher il
1. Master Teacher | for at least ang (1) year
Completed ncodemic requiremants for a Magter's Degree Tn Education
At loast Vory Satisfactory performance ratings
At lezast 72 hours of relevant cumulative training in the area of specialization
Cemonstration leacher at least in the division level
At lzast 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 previded the activities or accomplishments listed for this purpose
had not been crediied or uied for carller promotions

o

LBl RN

A. Intraduced any of the following which has been adopted or usad by the school {20 points)

1. Curriculum ar instructional materials
Reguired decuments:

Cortification by the Public Schools Bistrict Supervisar/Principal (elementary), Bepartment Head of the School

[secondary] as to the authenticity, functionality and utllization in the school for MT1: district for MT2

Certification of cvaluation by Education Program Supervisorsin charge of the subject area, recommending approval

by Asgistant Schoals Division Superintendent and approved by the Schools Division Superintendent

Cenificationftestimonies of teachers who adopled/used the curriculim instructienal materials

2. Elfective teaching techninues or strategies
Required documents:

Proper endorsement by the Public Schools Distiiet Supenvisor/Principal, the Head Teacher of Deparimient,

evaluation by Education Program Supervisors in charge of the subject arca, appraval recammended by Assistant

Schools Division Superintendent

Certificationftestimenles of teachers who adopted/used the teaching techniques or strategies

At least two (2) caples of lesson plan using technigues or stratofies

3. Simplification of work as in reparting system, record keeping, el or procedures
that resulted In cost reduction

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

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

Implementation of the simplified wark by the proponent

Certification of the Head Teacher and Principal on the effoctiveness (cost reduction] of the work and/for

procedures

worthwhile Income-generating project ben efiting student/0SYs and results given
.—E{ngnlﬂﬂﬂfﬂ'“m catlan by higher afficials In the division

Required documents:




Bl.

B2,

G.

Frasibility study duly signed by the Initiator of the project and endorsed/centificd by district and division
officials

On the check by the ALS Education Program Supervisor, Mesearch Suporvisor andfor Assistant Schools
Division Superintendent in charge of ALS

Certification by district and division level evaluation committee as to the feasibility, viability and economic
profitability of the project

)|

Serverd a3 subjoct area coordinator or curriculum year level chalrman for at least 1 year (12 points)
Required documants: (any 2 or 3 of the following)

Approved designation biy the propér authorities

Actign Plan

Accemplishment report lar the year

Pletarials [eptional)

1]

Served as adviser of school publication, school organlzation or interest clubs and discharged duties satisfactorily for at
least two years and not considered part of the regular teaching load (12 paints)

Required decuments,
Curtiflieation by proper authoritios as (o rale ar function

Ligt af activitiesf prajects/ accamplishmants -
Served as chalrman of a special committee, such as curriculum study commiltes, eommittee to prepare Instructional l
materlals, committee to chairf spearhead/ Initiate school program/ projects/ thrusts and discharge to wark efficlently
{12 polnis)

Required documents.:
Approved designation/ assignmont by proper authorities
List of members of sajd commitiee
__Accamplishment repont/ sample gutput
Initlated or headed as educational research activity or Investigatory project duly approved by educational autharities,
elther for Imprevement of Instruction, for teacher welfare or for community development [12 paolnts)
Required documents:
Permil to conduet action research/ investigatery project duly signed by drislon authorities (attach to the permit In
the research proposed er outling)
Certificate of completion of the research and certified correct by the division authorities concérned
Copy of the research

Caordinator of o community project or activity or programs of another agency or rural Improvement activity, ete. for
at l=ast 2 years [12 points)
Reguired dacuments:
Certlfication as to the designation of the Barangay Captain and nated School Head
Action Plzn

Program of Activitics

Accomplishment report certified carrect by the Barangay Captain and School Head

—_—

—

Organized/ managed and In-service training activity or other simlilar actlvitics at least an school level for MT1; district

for MTZ (12 polnts)

Required documents:
Training design/ program of activities by proper autharities

List af participants/ cartificate of participation
Qutput of the in-service training

—

credited with meritorious achlevements such as {10 palnts):

Trainorfcoach ta conlestants who received merits, commendations or any form of recognitian
Natlonal Level (10 points)
Repional Level (5 points)
Division Level |3 points)
Congressional Level (2 points)
District Level (1 paint)

uired documents: .
i Official designatian as trainor/ coach Issued by proper authoritics

——



Planue, centificate of recojinition/ merit, medal, trophy

Athletic Coach of athlete or team that won prizes
Matianal Level (10 points)

Regional Level (5 polnts)

Divislan Leval {3 points)

Conpressional Level (1 paint)

District Lavel {0.25 polint)

Required decuments:
Officlal designation as coach issued by proper authorities
Plaque, certificate of recognition/ menit, medal, trophy

Coordinator of Doy Girl Scaut Activitles
Mational Level (10 points)

Regional Lovel {5 points)

Divisian Level (3 polnts)

Congresstonal Level [1 point]

District Level (0.25 point)

Reoquired documents!
Dfficial designation as coordinator or coach issued by proper autharitles
Plaque, certificate of recognition/ merit, medal, traphy

Authorship [10 points)
Book [with approval from DepED)
Sole autharship (10 paints)
Co-authorship (5 points)
Article (1 point per article published in professional magatine)
Required documents:
Books and articles must ba critical with refevance to educatlon
Articles are published In the schoo! paper, community papeor, prafessional magazine or
publication of national circulation {articles should not excoed 3 points)

Title Publication Date:
Published:
Title Publication Date:
Pubilished:
Title Publication Date-
Publishod:
Title Publication Date:
Published:
Title Publication Date:
Published: o

pemanstration Teaching (10 paints)

Required documents:
Certificatlan
Lesson plan approved by principal or higher authorities
Pictortals il any

————————
e
—



