Republic of the Philippines.

Department of Education DQ ED

Region XVIII, Negros Island Region crmmexrlon mucmon
DIVISION OF NEGROS ORIENTAL
Dumaguete City

July 21, 2016

DIVISION MEMORANDUM
No. 438 , S 2016

ANNOUNCING THE CREATION OF NEW ITEMS FOR
NON-TEACHING POSITIONS FOR SENIOR HIGH SCHOOLS

TO : Asst. Schools Division Superintendent
Chiefs, Education Supervisors
Education Program Supervisors/Cootdinators
Public Schools District Supervisors/Disttict -In-Charge
Public Elem./Secondaty Schools Administrators
Teaching/Non-Teaching Personnel

1. This is to announce to the field that new items for non-teaching positions have been
created to be deployed to senior high schools in this division, categorized as follows:

Position Salary
No. Title Grade School/ Office

11 | Administrative Officer II 11 | Jose B. Cardenas MHS

11 | Registrar 1 11 La Libertad Tech-Voc HS
Demetrio 1. Alvicla MNHS
Ayungon NHS

Manjuyod NHS
Jimalalud NHS

Mabinay NHS

Negros Oriental HS
Dauin NHS

Siaton NHS

Sta. Catalina NHS

3 Project Development 11 | Division Office
Officer 1

113 | Administrative Assistant IT 8 All senior high schools
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2. Interested applicants are requested to submit written applications supported by
certified copies of the following papers to thegChairperson, Division Personnel Selection
Board, in one (1) folder, on or before August 10, 2016:

1. Report of Rating/Eligibility
2. Pertormance Rating (for the last 3 years)
3. Service Record/Certification from employer
as to relevant experience
4. Certificate of Relevant Trainings/Seminars Attended
5. Certificate of Qustanding/Meritorious Accomplishments

3. Enclosed are Senior High School (SHS) Qualification Standards (QS) for Non-
Teaching Positions as per 1997 CSC Qualifications Standards and DepEd Order No. 66, s.
2007, for your information and guidance. These documents shall be the basis in the
evaluation of pertinent papers of applicants.

3. It is desired that this Memorandum be given widest dissemination.

 AELANIE T. CABRERA, CESE
Aséistant Schoolp Division Superintendent
Officer-In-Charge

Incl: As stated.
/ bpsar.



SENIOR HIGH SCHOOL (SHS) QUALIFICATION STANDARDS (QS)
FOR NON-TEACHING POSITIONS

4. Administrative

Position Education Experience Training Eligibility
Title Requirements|{ Requirements | Requirements | Requirements
1. Administrative Bachelot's 1 year of relevant |4 hours of Career Service
Officer IT (SG 11) | Degree Experience relevant training | Professional

Second Level
2. Registrar I (SG 11)  |Bachelor’s None required None required  [Career Setvice

3. Project Development |Bachelor's

Officer T (SG 11)

Assistant II (SG 8)

Degree

Degree relevant
to the job

Completion of
2 years studies
in college

None required

1 year of relevant
experience

Second Level

Professional

None requ.ired

4 hours of
relevant training

Career Service

Second Level

Career Service

First Level

Professional

Sub-professional
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DEPEPORDER
66 & 2007

REVISED GUINELINES ON T HE APPOINTMEN'I' AND PROMOTION OF OTHIER
TEACHING, RELATED IDJ\CHING AND NON-TEACHING POSITIONS

To 1 Uaderscorctaries
Assistant Scorctarics
Burcau/Regional Direclors
Schools Division Superintendents
Public Eleinentary and Sceondary School Heads

! The Guidelines on live Appoinlment and Promotion of Uiher Teaching,
Relted Teachingg and Non-Teaching Positions were promulgated under Deplild
vrder No. 54, series of 1993 entitled “The DECS Systemr of R2anidng Positions
angd Employees”

uniformity in cvaluation; and strengthening of the sclection process for other
teaching, related teaching and non-teaching personncl in the Department,
sighificant revisions are hereby adopled.

2 To further achicye. the principles of meril and [ithess; objeclivity and

3. Immediale dissemination of and compliance wilh this Order is directed.

Fel.: As staded

Reference: Depiil) Order: (No, .14 $. 1993)

Alliment: 1—(1.0, 50-97)

Tabe indicated in the Perpeluai Index
unsler the filowing sulbjects:

APPOINTIMENT, LMPLUYMEN’I‘
EMPLOYDES .

OFFICIALS _

rOLICY ~
PROMOTON : \
QUALIFICATION

TEACHERS

"Lymplex, Mo o
piew. n'lrln “oe, Fasig City 1000 ¥ 63°5.7208;633-7220;612-1361 W 6 16-4076;637-6209 Website: www.deped.gov.ph




(Enclosure to DepED Order No. 66 s. 2007) -

GUIDELINES ON THE APPOINTMENT AND PROMOTION OF
OTHER TEACHING, RELATED TEACHING AND
NON-TEACHING POSITIONS

'Ihese guidelines shali apply to the appointment and promctlon of Teaching and’ -
Related Teaching Group such as:i Teacher Il-and III; Education Supervisor [, It and III; + -
Chief Education Supervisor, 'Education Program Speciallst I and: I, Senior Education
Program Spacialist, Chief Education Program Speciaiist, Guidance. Counselors, Guidance -

Coordinators and othey teaching and related teachlng paositions indicated in the Magna
Carta for Public Schools Teachers, except School Heads — Prmcrpals and Head Teachel 5;
and alt Non-Teaching Guoup

& PROCEDURE

The HkMO}In-Charge of Persnnnel shall:

1. Publish vacant posltlon!s in the Civil Service Commisslon (CSC) Bulletin of
Vacancies or through other modes of publication pursuant to RA 7041
(Requiring the Regular Publication of Existing Vacant POSltlons in Government
Officers) -

2. Announce vacant pos:tlon/s to be 'ﬂiled and post in’at least three (J)

-4+ conspicuous places in the DepED offlces/schools concerned for at: least. fifteen ‘

(15) working days, -

3. List applicants for the vacant posntltm/s, bath from Inside and out5|de of DepED '

cfﬁce;js._hoo!.-.

4 Conduct prellminary evaluatlan of the qualifications of all applicants

. .. Reguire, original candadates/appmntpes to underga Psychologlcal tests dqne by

.. accredited mstltutlon, or.as may be necassary, ]
. ' !
T epare selection lme—up whlch shail reflect the qualnﬂcalioqs of candldatcs

6. Post in three (3) conspicuous places in DepED ofﬂces/schouls for ap Ieast.'

fifteen (15) calendardays. The date of postmg shall be Indicated in the notice
7. Notlfy all appllcants of lhe oul:come of the pl'E||mInde evafuatlon
8. Submlt the selectfon line up to the PSB/C for deliberatnon en banc

The Pen-onuel Seh.ctiou Board (Psn) shall . B : e

9. Evaluate and deliberate the quallﬂcatlons of those listed in the se-Jectmn ime upi

ern bdnc

10. Make a Systematic assessment of the qualifications and competence of
candidates for appolntment 1o the vacant position. :

11. Conduct further assessrnent such as: written examlnatlon, skllls tests, mterview
and others of gualified catididates.

-
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' 4. In Lhe Su uol

4 1 Central elementary sd mois and non -central eiementary schools
3 _Chalrpersen PrInCIpal/School Head ‘
Members Four (4) mr-mbers from among the Grad(. \ evel Chalrpersons

4.2 Elementary scl w 2l w1th ne schoo! head: ) _
‘ ~The- SE}S shall u:,lenufy the commiltee of fwe (5) to take care of the
entire group: of schools of this bype. C.ontiguous or proximate schools
shall be clusterért to complete the group of fi ve,.

4.3 Secondary s¢hools w:th exlsting department hqu:ls:

4.3.1 Teaching Positions » ._
Chatrperson. Prlncipal/School Head
Members; Department Head where vacancy exists
| Department Head .
Administrative Officer )
President of Teachers' Assuaatlon

‘For secondary schools. with no exlstmg departrnent heads, the school

head shall deslgnate the members of the commiltee from among the faculty - '

onthe basns of qualification and demonstrated credttab}e competence
432 Non-Teadhing Positions "

Chalrperson:  Princlpal{School Head ¢

Members: Two (2) Department Heads .
Administrative Officer 2
President  of Employees Unlon/Presldent of
Non-Teaching Assuqatlon

III, COMPUTATION OF POINTS

The Personnel Selection Board / Comimittee (PSB/C) shall evaluate the candidates
for promation using the table as indicated for specific positions and- assign points for the
sub-items under a particular criterion. Such point assignments indicated in “Annex A" shall
be uniformly applied and rmplemented for ail promotlons in the Lentrai Region and
Division offices. : -

o

TEACHING AND RELATED T_EACHING GRO_UP

CRITERIA POINTS !
Performance ' 35 S
Experience _ 5
Outstanding Accomplishments
(Meritorlous Accompiishments) X
Education- 25
Training ' 5
Psycho-sacial attnbutes ‘ ‘g5
Potential ) 5
TOTAL o 100

. Page 3of 7
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12,

Submit to the appainting authority the short list of five ranking candidates,
whenever possible, whose over-all point scores arg comparatively at par with .

each other based an the comparative assessment of the determinant factors
cited herein In II item 5. :

The Appolnting Ol‘ﬂcial shall'

Ii.

13.

14,

15.

Assess the list of top five candldates for apponntment submlttEd by the PSB/C.

Select from ameng the top ﬂve candidates the one. deemed most qualified for
appointment to the vacant position, .

Issue appointment in accordance with exlstlng Clvll Sewlce ruies and

regulations. o

“The Personnel Office shall post the appolntrﬁerit a aav aﬂ:er its Isspance for

fifteen-(15) calendar days in at least three (3) conspicuous places In the DepED

offices/schools concerned.. The date of postlng shquid be indicated in the
notice, T

COMPOSITION OF THE PERSONNEL bELECTIDN BOARD (PSB)

1,

3

.. In the Schools Dstaon. R RS ST

* The PSB shail be composed of the fallowing:

In the Central Off ica: v

Chanrperson Undersecretaw o
Vice-Chairperson: Assistant 5ecretary I
. Members: : o
Head of Office where the vacancy exists
Chief, Personnel Division
One (1) representative of the DepED Employees Unlon,
eather ror the ﬂrst or second level, as the case may be

Inthe Reglonal Ofﬂca Do

T
)

Chalrperson “Assistant Regional Director AT !
Members: K ]

Chief of the Division/Unit where the vacancy exlsl;s
Chief, Administrative Division
Chlef Administrative Officer V (HRMO 111} - ¥
- One (1) representative of the DepED Empioyees Unlon
e]ther for the ﬂrst ar second levei, as the case may be

* Chalrperson: Asgistant Schoois Divisian Supermtendenl:
Members.

" Head of the schaol where the vacancy exists

Administrative Officer V :

- Administrative Officer I1 (HRMO 1) o

. President of the Division DepED Empioyees’ UnlonlNon- !
Teaching Assoclatlon/famlty Association, as the case may be.
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CRITERIA Level 1

Levelz
Performance 35 130
Experience 5 ;10
QOutstanding Accompllshments - 20
{Meritorious Accomplishments) A
Education 10 15
Tralning 10 10
Potentlat . 15 n B
Psycho-soclal attributes  © ) 20 10
TOTAL

A, Performance Rating

The performance ratlng'of the candidate for the last three (3) rating

100 - 100

periods prior to screening should be at least Very Satisfactory.

B. Experlence

be filled. _
C. Qutstanding Accomplishments _

a. Qutstanding Employee Award
o Awardee in the school

L 3
a
[ ]
s National awardee

b. Innavations '

‘Innovative work plan properly "doeumented, approved by
immediate chief and attested by authorized regnonal/dwisnon ofﬂcral'

+ Conceptualized

Started the Implementation
Fully implemented in the school
Adopted in the district

Adopted in the division

* s 8.

¢. Research and Development Projects

» * Action research conducted Ip the schbol level

» Action research conducted In the district level

d. Publicationf/Authorship
i @

of wlde circulation
» Co-authorship of a book

Action research conducted in the division fevel

(shall be divided by the number of authors)

 Sole authorship of a book

Page dof 7

Experience must be relevant to the dutles and functlons of the position fo

Nomination In the divislonfawardee In the district
Nomination in the region/awardee In the division
Nomination in the Department/awardee in the region

Articles published in a Journallnewspaper/magazine '

|
|
|
|

M



. usultanthesuurce Speaker in Tminlngs/SF‘mlnarSl
. Workshops/Symposia

District level

Division level
» Reglonal level

National lavel

Intemational Ievel

s * 2 % B

D. Education and Trainlng

a. Education ‘

e Complete Academic Requlrements for. Master s Degree .
s Master's Degree
- s Complete Academic Requlrements for. Doctoral Degree:
» Doctoral Degree g

b. Tralnlng =
Participant In a speaallz&d training
e.g. Scholarshlp Programs, Short Courses, Study Grants

Particlpant in three (3) or more trainlng actwities in each level
conducted for at-least three (3) days not cred;led during the Iast
praimotions: .

" District Level

« Division Level

. Reglonal [..evel

Pa:tlclpant in one (1) tralning wnducted for at least three' (3) days -
 not credited dufing the last promotions: . _
« ' Nationial Level '~ L
» Iuternatlonal Level

ChairfCo-chalr ina techmcal/plannlng commlttee
s  District Level
" Divislon Level ~
" Regleonal Level
Mational Level |
International Level

E. Potential D )
_This refers to the capaclw and ability of a candidate to assume: the duhes of .
the position to be ﬁlled up and those of higher Ievel :

The Personnel Selection Board/Committee (PSB/C) shall: determine the =
potentials of the candidate based on each of the following components:
1.. Communication Skills |

"Speaks and writes effectively in Filipino and Engllsh
2. Abllity to Present Ideas _
Presents well-organized and precise ideas thh
- marked command of the language used.

- S . PageSor7
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3. Alertness -
Manifests presence of mind and awareness of the environment,

4,  Judgment
Denionstrates sound judgment,

5. - Leadership Ability . Tk
Influences others to do the tasks for him. . _

F. Psychosocial Attributes and Personaiity Traits

This factor includes human relations, stress tolerance and deCisweness,
which would indicate the capabiiity of the candidate to-be assets to the entire
‘service system and utiiize his/her talents and expertise to the maximum.

a. Human Relations

1. Adjusts to the variety of personalities, ranks and
informal groups present in the organization
- 2. Internalizes work changes with ease and vigor ..
3. Acepts canstructive criticisms objectively whether ©
from his subordinates, peers or superiors
~ 4. Observes proper decorum In relating with
superiors and peers -
5. Takes the initiative to organize work groups, adopt
- procedures and standards in his own level

b. Declsiveness

1. Thinks logically and acts accordingly
2. Conslders alternatives and recommends
solutions when faced with problem situations
3. Gives convincing recommendations and suggestions
4. Acts quickly and makes the best decision poss:ble ; i
5. Exercises flexibility :

c. Stress Tolerance

1. Exerclses high degree of tolerance for tension . ‘
resulting from increasing volume of work, |
organizational change, environmental"conﬂicts, etc, i

- 2. Uses coping mechanisms to handle creatively ' ‘

tensions resulting from one’s work.

3. Controls negative manifestations of emotions: ~ .

4, Performs satisfactorily his duties and functions -
in @ tenslon-faden situation,

5. Channels negative emotions to posltlve and
constructive endeavors.

IV, ~ REPEALING CLAUSE

All rules, regulat:ons and issuances, which are inconsistent with these gundehnes are
hereby repealed or modifled accordlngly

o
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V. SANCTIONS | |

Anyone found guilty of violating the provisions of this MSP and the enclosed
guldelines or parts thereof shall. be dealt wtth accordlng!y .

kY

VI. EFFECTIVITY ‘ .

The provisions of this Order shall take effect irhmediately._-_
bty

. | i Y 1 [T
1] ‘i_ " - .
b Yy | '
i
|
i
|
}-
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“Annex A" 66

Enclasure to-DepED OrderNo. __—__ &, 2007
© Pagetlof2 '
SPECIFICZNUMﬂgR OF POINT /S ASSIGNED TO EACH CR.}TERION
TEACHING AND ‘ NDN—TEACHING GROUP
| CRIVERIA e Tléil'cﬁl fr?g uval 1 - Lavel 2
pPerformance Rating .35 as 30
Performance rating for the last 3 mmg " Average of the Average of the Average of the
periods  should  be  at  least q/ery numerical ratings numerical ratings | . numerical ratings |
© Satisfactory / - muitiplied by 35% |- multiplied by 35% | - utiplied by 30%
O ) R o . i
B. Experlence - 5 5 10 |
Experience must be reievant 1o me duties | Every year given a | Every year given a | Every year'given a
_ and functions of the position to be.filled. | point but not to point but not to - |- paint but not to
exceed five (3) exceed five (5) exceed ten (10)
| _ points points points
» C. Outstanding Accomplishments 20 5 20 s
+ {(Mertorious Accomplishments) ‘ |
a. Outstanding Emplayee Award Y 17 4 ;
b, Iniovations ‘ 4 F q :
. ¢ Research & Development ' : :
. Projects . 4 F IO q
\'a publication/Authership .4 15 4
| e Consultant/Resource Speaker ; i S
i In Trainings/Seminars 4’ 1 4
i . o
. D, Educatlon 25 10 15
" e Complete Academic Reqwremenﬁmr T R ' .
Master’s Degrea . 10 « & 7 -
« Master’s Degree’ ' 15 7 10 '
« Complete Academic Requfremenls for '
Doctoral Degree 20 [ 13
« Docioral Degree 25 10 15
* Training 5 10 : 10 J
Participant in a specialized training, e.g. | One point for every One point-for every Oﬂepﬂmf for EVF—"T
Scholarsiyp - Programs, Short cnurses monthof month of month of :
Stud): Grants altendance but not | attendance but not altendance but not
. lo exceed five (5) | to evceed ten (10) | tg exceed ten (10)
- points poirits . poaints
Particigant in three (3) or more training
activities in each level conducted for at |
least three (3) days not credited during : P
the last promolions: : o
. District Level - 1 2 4
. Division Level 2 4. 4
* . Regional Level 3 3 6 !
Participant in one (1) traiving conducted | . : i g
for at least three (3) days not credited L
duwing the last promotions: ’ . [
. Natioaal Level 4 8" 8
. International Level V] «]Q« ia I
L ) N - e
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' "Annex A" 6
‘Enclosure fo DepER Order No, 6 e B, 2007
Page2of2 -
{ ChalryCo-clair in a tedmicab’plamrmy . _ ' .
. committee . ) o . .
. District Level 1 2 it 2
. Division Level 2 S + |
. Regional Level B 6 . = ‘6
. National Level . -, 4 -8 8
A . International Level 5 10 10
- "E Potential 5 (20] 7~ i0
P Communication Skils 1 A 2
V2 Abilty to Preseandeas L 1. AR 2l i
3 Alertness, b 4 2!
4 Judgment ! -4 ; 2
5 Leadership Abiity 1 4 2 .
] : vt .
' P
. F. Psycho-soclal attributes 5 ;15 /° 5
- ia Human Relations 2 CNE 2
v b Decisiveness 2 5 2
= Stress Tolerance 1 4 1 .
TOTAL 100 100 © |- 100
Mo 02 | S . |
) ' R ., . ! . “
ff alngfyr e v o ! ‘ _ I "
V{L\\.Lf_ . l‘-q“““l ‘iw Tr""} B 5 .
\
. - Lo . . ! ‘
Fapeaonst - (% fl i " } : k
: e | i
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