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SCHOOLS DTVISIOIT MEMORANDUM
xa.€J--l-, s. 2023

suBMrssrol[ or APPtrcATIoN, SCREENING & EVALUATION OF APPLICATITS
FOR HTAD TEACHTR 1rI _ JHS AND HEAD ?EACHER I - ELEMEilTARY

POSITIOHS

To: AssistantSchoolsDivisionSuperintendent
Chief trc1 ucation Supe rvisors
Public Blementary and Secondary Schoolheads
Al1 Others Concerned

1. With reference to Deptrd Order I\Io. 007, s. 2023 titled Guidelines onRecnitment,
Selectian, and Appointmertt in tne Department of Educatiort, this Olfice through the
Human Resource Merit Promotion and Seiection Board (HRMPSB) announces the
call for submission of applications, screening and evaluation of applicants f'or vacant
positions rvith the follou'ing details:

FOR HEAD TEACTIER 1rI
Salan' Grade / Salary: SG 19 - 616,284.00

Qualification Standards
trducation: Bachelor's degree in Secondary trducation or Bachelor's degree

rvith 18 professional education units with appropriate field of
specialization

Experience: 5 years as l-Iead Teacher; or
4 years as Master Teacher

Training: 24 hours relevant training
Eligitrilit-v: LETIPBET

FOR HEAD TEACHER I
Salary Gracle / Salar1: SG 14 - 1A6,116.00

Qualification Standards
trducatlon: Bachelor's degree in Elementar_y Education or Bachelor's degree

w{th 18 professional education units
Experience: 1 year as Teacher-In-Charge {TIC}; or

3 .years as Teacher
Training: 24 hours relevant training
Eligibility: LtrT/PBET
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2. The said evaluation has the follorving timeline:

Septemher 27- Oct.oLrer 2, 2023

Octoher 3,'2A'23

October 1O,2A23,
9am onwards
October ).1,2A2?t

Submission and Receipt of
Application Documents

- Initiai Bvaluation of the Qualification
of Appiicants

- Comparative Assessment of
Appiicants

- Posting of the Results of Comparative
Assessment ol Applicants

3. Interested applic.ants are advised to submit through the SDO Records Section
the following documents on or before September )9,2A23, 5:00 p.m. Adrlitional
documents shall not be accepted after the said deadline.

a. Letter of intent atlrlressed to our Schot"ris Division Superintendent,
JOHAIIIIA N. GERVACIO PhD, CESO V, SDO Science Citv of Munoz:

b. Duly Accomplished Form 212 {Personal Data Sheet} with Work trxperienr:e
Sheet;

c. Photocopy of valid and updated PRC License/iD, if applicabie;
d. Photocop3r of Certificate of trligibiiiti, fRating, if applicable;
e. Photocop-1u ol scirolastic lacadernic record such as but nol iimited to

Transcript of Records (fOR) and Diploma, inch-rding completion of
graduate and post-graduate unitsl degrees, if applicable ;

f. Photocopv of Certificate/s of Training, if applicable;
g. Frhotocopy of Certiiicate of Employment, Contract of Sei-vice, or du13, signe ci

Service Record, whichever is/are applicable;
h. Photocopv of latest appointment, if applicaLrle;
i. Photocop-y of ttre Performance Rating in the last three consecutive rating

periods;
j. Checklist of Requirements and Omnibus Sworn Statement of the

Certification on t}re Authenticifv and Veracity {CAV} of t}ie documents
submitted and Data Privac-y Consent Form pursuant to RA No. 10173

{Data Priuacg Act of 2012), using the at.tached form {Enclosure No. 1),

notarizecl by authorized official; and
k. Other documents as mav be required by the HRMPSB for comparative

assessment, including but not l"imited to:

Means o1 Verification {MOVs} showing Outstanding Accomplishments,
Application of trrlucation, and Application of karning and Development
reckoned Irom the date of last issuance of appointment; and
Photocopy of the Perforrnance Rating obtained frcm the reievant work
experience, if Perfonnance Rating in Item 3ij) is not relevant to t-he

position to Lre filled, il.applicable.

I

11.

-;1!r # 
'.r
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4. In consonance w'ith RA No. 879'2 or the "Blectronic Comrnerce Act of 2000"
x.hich provides that "electronic docum.ents shail have the legal effect, vaiidity or
enfcrr"ceabilifi as any other clururnent. or legal w-riting and w-here the 1aw rrequires
a document to be in writing, that requirement is met try an electronic docurnent
if the said electr-onic document maintains its integrity and reliatrililv and can be
authenticated so as to be usable for subsequent reference," online suLrmission
of electronic copies of the above enumerated application documents may be
ailow'ed, subject to the submission of the hard copies upon request for purposes
of verification.

5. lndividuals wiro faiied to submit complete mandatory documents {Items 3.a to
3.j) on the set deadline sha1l not be included in tJre pooi of officia-l applicants.

6. i{indlv bring original docurnents on the day of evaluation for verification and
other purposes.

7. The applicant assumes full responsibility
completeness, authenticity, and veracity of
evidenced by the Omnitrus Sworn Statement.
applicant.

B. This Office adheres to Equai trmployment
applicants regardless of gender, civil status,
political aJEliation.

and accountability for the
the documents subrnittecl, as
(item 3.j), duly signed b), the

Opportunity Principle to all
disability, religion, ethniciqy or

9. Immediate and wide dissemination of this Memorandurn is desired.

JOHAITITAIII. GERVACIO PhD, CTSO V
1 Schools Division Superintenaent 

f
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,aap-Yr C
clitEC}{L IST (}r. r{EQUr rrF_}r!1ENTS

Naxe 0f Applicut: .'*_ . " ^ "-. *pplication Code:
Position Ap,plied. Farr **',.-.
OScc of ttre Posltlon ,qpdied For: -'.*** -,,".--*CoEtaqt llrjmber: .^..-"***"*.-
tr?eligior: *--..*^r*--***.-..._,
Ethqicity: 

-

PeBon tritl. Oisabilit]4 Yes ( ) No ( ,
Solo Parentr Y6 { } No ( }

]lttested:

Huagrr Resouee Meagement efiicer

OIIUIIBU5 Sffi{)RI{ STAfEMETT?

CEHf{trlcrlfr(,l' 6F AufHsrflclf? AltD vEl.,+crty
I hereby trrtify tlut all infcmatim above #e true and eorect, ild of ey pemoaal lcrowledge and b61ief, md *:e doclme*ts
$ubaittad h"reBitb tre original ffd/nr certiEed true cogies ttlereoi-

DArA pRMC? eou$&nflr
I l.eteby gret tlie Depafitrent af Education the right t+ collect sd proeeBs my p*sonal infomation ffi atated atlove, f6r pffiIEsEa
rclevffit to the recruitrEent, selection, ffid placefient of pcrsonnel rif the Deirantrncat ed fsr putposes of coftptiece wittr ille
1aws, rule*, ed €gulati,oss being implemeated by the Civil geryiee Commiasica"

Nlme ffi4 Sigftature *f Appliffii

Subsc{it€d ud swsra to bcfor6 ee t}is _ day of _.-_,- , yetr _-*-

l* couffice with R4ub5c &ct H6. 8792 qr t!& 'Els*or$x CqrilqLv M af 2ffiO", lt1*.bodc d@le6ts ihr,U kwa rbc le$d efeL ,a[diry 6r d#€bfrty ae ey ofra,
dmE.ot dr k€d witirag d El (wlke ee 15w t€qE*6 a d@EBcEt 15 be ifl ffiiti4 tl1ar eguirffi.t ii dca hy 4 €ktrnia dftuam! f &c E# el€&.ic d€eBrnl
medna ie hLgitsl and dability sd uEs h Eurhenticad s as !o be u6abte ror €utisqEm{ re't$*qa,

Basic Deumstal:/ Requirement

Status of
$utrmissim

f?, hefiwatlj! *e
qArli@!,;

Ck* if Eabaittult

\/eriticaiion
ro DejadL.d,d ry tu sWO,/Hx <)ffbaJsubemma@)

Status ef,
SubpiBsian

!tu&r if {oapli&}
Rsmarks

I*ttef, 6f istmt addres#d lo the llegd of Office or higfiest
hrma re*ur* offrmr

J it{\

aj.
8-uuffic&*ililished Pef,sonal Data siaeet (PD€i
t<*WE,&"WrZV.ffiB9ea 2*1?l ed Work Experience $treet,
ahpliGbie

rilr P{t*An r+,q}/-!*.ld a{,,itlr!,Dle&rfr{*r$<-t J-, b. zuz
d. Fllatospt, of Certi6cate of Eti$ibnliry/Report of Rati{B, il

arlr{i€ble
photocogy oI sholastic/amd€nie record sch as tru! nct
limited to 1:rflsrript of Recorde {'fARl ed Diplma, including
coepletiofi af gra*Eate ed pGt-graduata unite/dcgrees, if
a%ilable

I Photocopy of C*rdJi€atels of Tr&iaiae, if aaplisbte
FhoteoFy of Certificate of Employment: Co!ffact of Seruice, or
dulr siAned Seni* Record. whichever isiare a$fi1i.6?rle
Pl$toesp$ of latest arrp&ifi!rcent. il applicatrle
Fhntcapy of tlre Perfixmmce Ratiags in tl.e l&sl ratiEg
period{sJ eovsrin[! 6ne {1} y€tr I}erfsffiffie prior to the dead]ine
qf aubmisaioa, if epclicable

.i. Ctleckli3t 6{ {lsquir€{entc ed Omeibus S€om Statemert on
itle Certi-Ecs.tion ffi ttre Authenticiq!, ud Veracity (CAV) ol ttr€
dtruEenls subflitted and Data privtrv Ceneent F'orm
Other dxumeats as may be required. f6t @mptrat.ive
a$sessmef,t. aucl. as but not liiliie.l ie:
l!,temo of Vari{ietio! {Mc1rsl s}rowing Ouratffidlng
AnomplishqEBts, Appli€tios of Educaticn= ed Alrp1i*tion of
Icamiag ad Bevelopeent reckoned frcm the dare of last
issudce 6, atJ$ciqtsent
photocopy of Ferfommcc ,RatinS abtained fforn the reltrffit
wo.k *lErienee, if perfom@ce rating in ttem {i} i3 frot relevet
to the FGitim to be fiiled

-i


