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January 4,2024

SCHOOLS DTVISIOil MEMORANDI'M
No. 0lt , s.2O24

\.,-
SUBMISSTON OF APPLICATIOIT, SCRttlttrIG & EVALUATIOITT OF APPLICAIT{IS
FOR RTCLASST3.TCATTOil TO HEAD TTACHER Vr POSTTTOIVS {SECOI{DARY}

To: AssistantSchools DivisionSuperintendent
Chief Education Stpervisors
Public Elementary and Secondary School heads
All Others Concerned

1. With reference to Regional Memorandum No. 059, DepEd Order No. 97, s. 2011
and DepEd Order No. 42, s. 2OO7, as the Appropriate Guidelines in the Ralking of
Head Teacher VI, this Office through the Human Resource Merit Promotion and
Selection Board {HRMPSB} announces the ca-ll for submission of applications,
screening and evaluation of applicants for reclassification of position with the
following details:

HEAD TEACHER Vr (SECOIIDARYI
Salary Grade / Salary: SG 19 - 616, 284.00

Qualitication Staadards

trducation: Bachelor of Secondary trducation (Bstrd); or Bachelor's degree
plus 18 professional trducation Units with appropriate fietd of
specialization.

Experience: Head Teacher for 5 years or Master Teacher for 4 years
Training: 24 hours of relevant training
trligibiliff: LETIPBET
No. of Teachers: 21 teachers under the suttject area

'). The said evaluation has the follow.ing timeline:

January 15-19, 20'24 - Submission and Receipt of Application

Jaauary 24,2024 [::t]iT":.ti"ation orthe euatification
of Applicauts

January '26, 2024, - Comparative Assessment of Applicants
9am onw-ards

'Ianuary 3t' 2024 
::::T.--x.itl:rT#i3:iocornparative
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3. Interested applicants are advised to submit through the SDO Records

Section the following documents on or before January lg, 2A'24,5:00 p.m.
Additional documents shall not be accepted after the said deadline.

a. Letter of intent addressed to our Schools Division Superintendent,
JOHANNA I{. GERVACIO PhD, CESO V, SDO Science Ci[l of Munoz;

b. Duly Accomplished Form 212 (Personal Data Sheet) with Work Experience
Sheetl

c. Photocopy of valid and updated PRC License/ID, if applicabie;
d. Photocop_rr of Cerfficate of trligiilility /Rating, if applicable;
e. Photocoplz of schoiastic /academic record such as but not limited to

Transcript of Records (ToR) and Diploma, including completion of
sra dua te a nd nr-'rst-qrarlr rate r r nif s I d ecrreeq if s nnl ir.ah.le.

f. Photocopy of Certificate/s of Training, if applicable;
g. Photocopy of Certificate of Emplovment, Contract of Service, or duly signed

Service Record, whichever is/are applicable;
h. Photocopy- of latest appointment, if applicable;
i D1.'afaa+nrr ^f fl'o T)+-{+qo+a.. IJ^+j*a nf laaa1 \Ioa- q^+i6f-^+^n. f^- +1.^ 1^-+ii r rrvLvLvy-y ur urC i aiiuaaiaiari!'C i\aLiiiE, til iuiiijl VCi'y rSiii-iSiiiuluii'iili- LirU iai-i-

three consecutive years or Outstanding for the last trvo years from the
effectivity of latest appointment.

j. Checklist of Requirements and Omnibus Sworn Statement of the
Certification on the Authenticity and Veracity (CAV) of the documents
sui;uiitieti atli Daia Frivauy Corrser.r"l Forr.tr. pu-isui.&ui iu iiA i-iu. i0i73
(Data Friuacg Act of 2012), using the attached lorrn {Enclosure No. 1),
notarized by authorized oflicial; and

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

iii. Means of Verification (MOVs) show-ing Outstanding Accomplishments,
Application of Education, and Application of Learning and Development
reckoned frorn the date of last issuance of appointment; and

iv. Photocopy of the Pertbrmance Rating obtained from the reievant work
experience, if Performance Rating in Item 3fi) is not relevant to the
position to be filled, if applicable.

4. In consonance wittr RA No. 879'2 or the "Electronic Commerce Act of 2000"
rn hich provides that "electronic documents shall have the legal effect, validity
or enforceabiliq./ as any other document or legal writing and where the law
requires a document to be in uriting, that requirement is met by an
electronic document if the said electronic document maintains its integrity
and reliabiiilv and can be authenticated so as to be usable for subsequent
reference," online submission of electronic copies of the above enumerated

_ E-_
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application documents may be allowed, subiect to the submission of the
hard copies upon request for purposes of verification.

5. Individuals who failed to submit compiete mandatory documents (Items 3.a
to 3.ji on the set deadline shall not Lre included in the pool of official
applicants.

6. Kindly bring original documents on the day of evaluation for verification and
other pulposes.

7. The applicant assumes ful1 responsibility and accountabilitl. for t]:e
cornpleteness, authenticiW, and veracity of the documents submitted, as
evidenced by the Omnibus Sworn Statement (item 3.j), c1uly signed try the
applicant.

8. This Ofllce adheres to trqual Employment Opportunity Principle to all
applicants regardless of gender, civil status, disabilitv, religion, ethnicity or
politic a1 afflliation.

f . immediate and wide dissemination of t].is Memorandum is desired.

..i.&id flrimm'w

Enci: None
Reference: DepEd Order No. 97 s.2OLl aad Dep[Ed Order No. 42, s.2OOZ
To be indicated in the Perpetual Index

Under the. foliowing subject:

COMPARATIVE ASSESSM ENT

HRMPSB/ CA HEAD TEACHDR W SECONDARY
January 25, 2024

Jfu
JOHAUITA IIt. GERVACIO PhD, CESO V
Schools Division Superintendent 
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Enclosure No. 1 to Schools Division Memorandum No. _, S. 2023

Aftnex C
CHECKLIST OF trLEQUIREMI'I'ITS

Nffie of Applicmt: . . ---- .. Application Code:
Position Applied For;
OIfice of the Fositior Applied For: ,-,...,1-
Contact Number:
Religioa:
Ethniciw:
Pffi wit1. Disabiuty; Y€s ( ) No ( )
5610 Pffint; Y* { ) No ( }

Attested:

Humm ResourcE Maagefrent Officer

OiIIIIBUS SWONII STAfETIEITT

CER?II"ICAfIOI{ (}tr' AI'TIIEIITTCITY AITD 1rSRACITY
I hereby cemily that aI infoffiatiort atfove tr€ true and corect, ad of my personal knowledge trd belief, ud ttre docufieEts
subqitted herewith tr6 ori$in6]. md/or certified true copies thereof'-

DATAPRTVACY C(}ITSE![A
I trereby grant the Depmmcnt of Education the right to coUect dd proces my prrsonal info,matim s stated atrove, for purposes
relevffit tg the recruitment, selection, ed placereat of per$onnel of the Department md for purposes of csmFliffice with the
laws, rules, ffid re&ulations being implenffited by the Ciwil Serie Commiesion-

Nffie ffid $ignature of Applicffit

Subscrited md sworn to before me this 

- 

day of ..- -- ,... .-.. , yetr----

tn sdson&e si& RtFublic &t No. 4792 Dr the "&rerrazic Cer et* M ol 2ffi", iepeeEoaic d*'mdrB sbdt kve SE legal eBct, nlidiry or enttrceabilty as aBy o&d
docum€dtor lcgd6hgsd a) iwlhsc rh.lil quires a&)0e6t (o be toMdng, &at equbsEfrr bact by ffi etetrodc document i(&e sdd ete.@ric dl*um€d
m{intains its inkgity # ellrbiliay 6rd can b eufrendsr€d * asio k us*!e ltr sbsequeor rd€*n e.

Basic Drcuseatary Requirement

Status of
Submisaion

{Ti tu frll@,alu hg he

Ch*k if sbmrild)

11erification
ga betiLad4* bs ttu HRMo/HR o)Fffi/*baammitte)

Status of
Subaissi6n

(dE&iJ@*Ptidj
Reffffks

a. Letter cf intef,t addressed to t-]:re l{ead of Office or higtrest
hrldr- rFA^rirFA 

^ffi,+.
t)- Duly a.ccmplished Pesona-l tlata Sheet (PDSI

(cB ForEl No. 212, Resised rOlT) ild Work Exp€rience Sheet, ii

C, Photocopy of valid md updatcd PRC Liceose/ID, if applicable
d, Photocolry of Certifica-te of Eligibility/RcF,ort of Rating, if

e. Plrotocopy of schoia$ticlacademie record sch as but ngt
lirnited to Tril$cript of Records (ToR) md Diploma, including
:ompletion of graduate ffid post-graduate ]mita/degrces, if

I. Phorocotly of Cerdficate,/ s of Training, il aFrli cable
Photo@py of C€rtificate of Employment, Contracr of Service, or
drll! si,'icd ae*i.a ppcnrd !'.Li-havF. isJ^rF ariili.^hlF

h. rotorecv of latest aDsointment. if aooli(at le
i. Pboto@py of the Performmce Ratings iE the last ratinB

period(sl cov€ring one (1) yetr perfomasce prior tr rhe dsadtine
ia

.,. Ctleqklist of Reqlairements ed OanibEs Swom Statemqt on
the Certi.lication on the Auitrenticity ffid Verscity (CAv) of the
d.r.'rlnF-ic crrhniftFd and nrf, prirra.v Cdhap6+ F6lff

k. O'r]'er deumeats aE aay be required for coDptrative
adsessmefrt- suah es hrrt not limited fo:
Mems of VerifiGtion (Molrsl shwing ()utstading
AccomplishEeBts, ApFlication of Educatian, Md Appli@tian of
Leuning ild Derelopment reckoEad from thc date of last
iesrraara 6f ,nnnlft tmFrt
Ptrotocopy of Perfo.m#c€ Rating obtaiaed from the relcvffit
ryork experience, if perfomece mi:iog iD ltem {i} is not relevffit
t0 tlre losition to he lilled

A .ti! 
aa 6r{
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annex C
CHECI<LIST OF REQUIREIYII'I'ITS

Nffie of Applicmt: . ---- . Application Code:
Poaition Applied For:
Olfire of *re Position Applied For: .
Contact Number:
ReUgioa:
EthDiciw:
Pffi wit1. l}isabiuty; Y€s { } No ( }
Solo Ptrent; Yes { ) No ( }

Attested:

Humtrr Resource Maagement Officer

OIIIIIBIIIi SWOR!5 STAfET'EITT

CER?lf"ICAfIOil (}tr' AI IIIEITTTCITY AITD IISRACITY
I hereby cemily that aI inforuatroft above tre true ed corecl, ad of my personal krowledge ffd beli6f, ud the documeEts
sqbqitted herewith tr6 ori$ir@l md/er certified true copies thereof'-

DATAPRTVACY C(}II$ENA
I trereby grilt the Depmmcnt of Educatim tie rigtrt to collect md proces my prrsonal info]matim s stated above, for purpases
relevst tg the recruitment, selection, ed placemeat of personnel o{the Department md ftr purposcs of csmpliuce with the
laws, rules, ffid regulaiions being implenmted by the Ciwil Seryie Commission-

Nffie ud $ignature of Applicffit

Subscribed md swsrn to before me this 

- 

day of ..-- --- ,... ... , yetr----

ln stson&e si& RdFublic &t h'o. 4792 Dr the "&redrazic Cern e M oJ 2ffi", iepeeEoanr d*'eaiB shdt hve frr legal eErr, Elidiry or aatdrceabfrty as a3y o&d
docum€dtor lcgd6hgsd a) i6)hsc rh.lil ,4bes a&)08st (o 6e hddne, &at equbscfrt baet by s eletrodc deument i(&e sdd e!e.@Dic dlEum€d
ffiintains its int€Sity ad *llsbilj9 6rd car b {ufrerdrar€d s aeio k us*L ltr sbs.quenr rd€*n e.

Basic Drcumeatary Requir€meot

Status of
Submission

{Ti tu liltd,alu lrg he

Ch*k if sbmriled)

verification
$a beiL.das hg ttu HRMo/HR o)fr@/*b<anmitte4

Status of
Subaission

(aE& iJ: @nPtid j
Refftrks

a. Letter cf inteot addressed io t}le I'{ead of Office or higtrest
hrl ft ,- raa.lrrrFA 

^{fi 
,+.

tl- Duly acccmplished Pesona-l pata Sheet (PDSI
(C3 Forrr Na. 2L2, Re!'ised 2017) ild Work Experience Sheet, ij

C, Photocopy of valid md updatcd PRC LiceDse/ID, if applicable
d. PhotoeofD/ of Certifica-te of Etigibility/Rcport of Rating, if

e. Photocopy of schoiaslic/academie record slch as but ngt
lirrited to TrilscriFt of Records (ToR) md Diploma, including
:ompletion of graduate ffid post-graduate units/degrees, if

I. Pl.olocotry of, Cerilficate/s of Training, if apF1icable
Photo@py of C€rtificate of Employment, Contracr of Service, or
drll! sio,red ae*i.a ppenrd t'.Li-havF. isJ^re .'rili.^hlF

h. lotoffiv of latest aDsoiBtrneat. if aooliGtlle
i. Pbotocopy of the Performmce Ratings is the last ratin8

period(sl covering one (1) yetr perfommce prior te the dsadtine
if

.t. Cheqklist of Reqlai.ements md Omnibus Swom Statemqt on
thie Certi.lication on the Auil:re.ticity md Verscity (CAv) of the
d.r.'rlnp-ic crrhtriffFi and nrf, prirra.v CfthFp6+ F6lff

k. O'r]'ef deumeatF aE aay be reqBired for coDptratiye
assesshefrt- srtcll es flDt not limiterl fo:
Mems of Verifiction (Mo\rsl sfrrying Outstading
AccomplistrEeBts, ApFlication of Education, Md Appli@tion oi
Leuning ffid Development reckelsd from ttic date of last
iesrraare df rnnnlnfmFrt
Ftrotocopy of Performfficc Rating obtailed fr6m the relevfft
ryork experience, if perfommce etiag in ltem {i} is not relcrffit
t0 tire losition to h€ Iilled

A . .ti!'frro
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