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Republic of tbé Philippines
PBepartment of Education

DIGOS CITY DIVISION

Office of the Schools Division Superintendent

DIVISION MEMORANDUM
OSDS-2022-
To Assistant Schools Division Superintendent

Chief Education Supervisors

Public Schools District Supervisors

Education Program Supervisors

Section/Unit Heads

Elementary and Secondary School Heads

Schools Division Office and Teaching and Non-Teaching Personnel

Subject : ADOPTION OF THE PROCESS FLOWS IN THE RECRUITMENT,

Date

SELECTION AND PLACEMENT (RSP) OF THE DIVISION OF DIGOS
CITY

September 05, 2022

Pursuant to the Civil Service Commission issued Memorandum
Circular (MC) No. 14, s. 2018 known as the “2017 Omnibus Rules on
Appointment and Other Human Resource Actions (ORAOHRA), Revised
July 2018” provides in Section 102, Rule IX that “all government agencies
shall submit their Agency Merit Selection Plan (MSP) to the CSC RO
concerned, which shall take effect immediately upon approval.” Section
83 of the said Memorandum Circular provides that the “Merit Selection Plan
(MSP) shall cover position in the first and second level and shall also
include original appointments and other related human resource
actions. There shall be no discrimination in the selection of employees
on account of age, sex, sexual orientation and gender identity, civil
status, disability, religious source actions.”

Further, the Department of Education, in compliance to the
Memorandum Circular, issued DepEd Order No. 019, s. 2022 on 22 April 2022
known as “The Department of Education Merit Selection Plan” provides in item
No. 5 the scope of the MSP that this “policy provides for a systematic
method of selecting employees for appointment to first and second level
positions, including second level executive/managerial positions. It
covers the basic principles, policies, general procedures, and roles that
govern and enable the recruitment, selection, and placement system of
the Department. It encompasses all teaching, school administration,
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related teaching, and non-teaching positions in the Central Office (CO),
Regional Offices (ROs) Schools Division Office (SDOs) and Schools.”

In view of the foregoing rules and regulation, it is hereby directed the
Process Flows in Recruitment, Selection and Placement, name: (1) “Process
Flow in the Recruitment, Selection and Placement of Teacher I
Applicants”, (2) «process Flow in the Recruitment, Selection and
Placement of Reclassification of Teaching Positions in the Division of
Digos City”, (3) «process Flow in the Recruitment, Selection and
Placement of Promotion to Teachers and Master Teachers Positions in
the Division of Digos City”, (4) “Process Flow in the Recruitment,
Selection and Placement of Non-Teaching Positions”, and; (5) “Process
Flow in the Recruitment, Selection and Placement of Application for
Transfer” shall be observe in the hiring activities of the Division of Digos City.

For immediate dissemination and strict compliance.

g

CRISTY C. EP
Schools Division Superfntendent

P

[ivision of Digos City
NECORDS SECTION
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Legal Bases (DepEd Order No 07 s 2016 DepEd Order No. 03.s 2016, DepEd Order No. 19. 5

2 PROCESS FLOW IN THE RECRUITMEN
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IN THE DIVISION OF DIGOS CT1Y

2000 CHC MO No 245 2017 ORAOHRA)

I, SELECTION AND PLACEMENT OF TEACHER L APPLICANTS

o

STEP

ACTIVITY

BRIEF DESCRIPTION

Updating the Schools
Duviston Oftice’s Personal
Senvices ltennzation and

Updating Schools Division Office’s PSIPOP of the Departinent of Budect aned
Munagerient by encoding the promotion, resiznation. wansier and deatl of
personnel to ascertam the vacancy subject for publication

Apphicants

1
Plantilla of Personnel
{PSIPOP)
Reguestimg the Head of A lotter addressed to the Schools Division Supenntendent mdchetime the
Otfice tor Approval to Position Title, Plantidla ftem Number, Name of the Icumbent. Caue ol
~  {pubhsh vacant positions Vacaney and Official Station signed by the Admimstranye Ofheer Voand the
- Asststant Schools Diasion Superintendent shall be forwarded to the Ofhee o
the Schools Diviston Supertendent for approval
Publishmg & Posting of the | The publication of vacant postion is through the submission to the Crial Servee
vacant positions with the Commusston Davao del Sur Field Office (CSC DSFO) the duby accomplinded
Crl Service Commission |CSC Form No- 9 Revised n 2018 The publication 1s posted on the Diveaon of
Dizos  Civ's website. Facebook  page. SO bualletmy howd and - three
conspicuous  places - Digos City The announcement ol alorme 1he
3 Implementmg  Uimits’Schools Dstrict Al apphicants nest complete the job
application google form for the Equal Fmplovment Opportamiy Prm iphe
which 1s also stated and can be tound on the Tower pant of the pablication
matriN
Information-Dissemenation | An apphicant shall submit to the head of clementary o secondany wchool where
Postmg of Informattion and [teacher shortage or vacana preguban and or natneal) vt s nttensapphication
4 submission of Teacher supported by the hist of requirements dociments Avceptanee ol the apphcation

documents for Teacher apphicants of ROA

RESPONSIBLE

PERSON

Vbnnstrateve Ofieer
(AN

Pl Resonoee
NMatawement
Onheer Deswnated
HRAL Personned

Human Resouree
NMoanagement

O hicer Desismated
HRAT Personnel

FORMS 10O USE

NUMBER
OF DAYS

PDF file of the
PSIPOPR

2 davs

Approval Form

5 davs

CSC Form 9 posted m

the (Deped Digos
Website, FB Page.
CSC Job Portal and
SDO. Schools.
Districts Bulletin
Boards), L oghook.
htips “unvurl com/Dep
ed-Digos- Appheation

10 davs

Schools Sereening
Commttee/ Distncets
Commnttee

Division
Memorandum: Logboo

k

15 days




Applicants’ Data Encodmg

i the Onhine Per School

The school shall assign somebody fron the School Screcning Commuttee to be

in-charge 1n the encoding of teachet applecant’s pertinent data through the Link to
be provided by the HRMPSB. one for the clementany and another tor the
The encoded data should be thoroughly reviewed 1o ensure

The School Screenmy Comnuttee shall crsue that perhinent papers of apphicants
are adequately checked as to completeness, VerIcHY  eenney. and authenticity
They should NOT be endorsed 1o the District Office s INCONMPEE T Fhen
after. endorsement of Pertinent Papers ol Teacher Apphicants and other
Betore forwmding o the
Division Secretaniat, the Diviston Screenmy Commnttes avstened for cach
District shall double check and ensure that requited diti ol alt applicants are

Interview of Teacher-Applicants (Onlne or face-to face) depending on the
decision of the Division Screening Commitiees m cach Distiiet whaclf face
to-face. shall always consider strict observance to i heatth and satety
protocols Submisston of Videos for Demonstration Teachmg (through Google
link to be provided:posted by the Dovision Screeming Comnittees awsigned m
INTIN
Demonstration (for Kindergarten. Elementary and Jumor Thih School only)
Fovaluators

Fest Conduet of

forwarded to the Documents

Individual Vahdation of Evaluanon Results and Onhine Mectninge wath Apphicants
on Validation of Evaluation Results (Using 3 different Ik tor elementary and
cach apphent a enud

S secondary.
correctness of data and to wvord possible complants
Frndorsement of Pertinent
Papers of Teacher
Apphceants
documents from District to the Documents £y abuntors,
0o
encoded in the onhine "Teacher-Apphicant Rating Femplate”
Documents Evaluation,
Consolidation of Results of
ROA
7 cach district) Conduc: of English Proficiency
Results shall unmediately  be
Consohdators
Individual Vahdatuon of
Evaluation Results
Junior and Semor level respecinelyy Sends o
8

commumication detaimg, the scores he or she i recened for cach evaluation

criterion as well as the final overall matng sipned by the Chan Pron o the
finalization of the RQA the apphoants we given thiee dins 1o vabidatereetily

the results after being emaled

Schools Screenng
Committee

T -
feacher-Apphicant
Rating Templaie

2 davs

Schools Screenmg Transmittal
Committee/Dhistricts Last: Application
Committee/Districts Documents
Committee’Documents
Foaluators (PSDSEPS)

S davs
Divasion Seleetion Score Sheet  Rating
Comnuttee Documents | Sheet
I valuators'HRMPSB:
Mateo Fleazer

20 days
Division Selection Individual Evaluation
Committee/Documents | Result
Fvaluators

S davs




;

o

Pmahization and Sizamg of
ROA

Postmg of Rewistny of

Oualitficd Appheants (ROA)

Backuround Tnvestigation

(B}

Fialization and subimisaon of the follonwng documents 1o HRMO aRepistry
of Quahticd Appheants (RON) b.Consohdated Results for Blementary and
Secomdary Tevels granking document of @l apphicants e.Apphcation Documents
(Folders) PSS (ROAY Hor
Recommendation to SDS

Conference  and - Seznmg of - Documents

Fhe HRMO shatl post the stzaed and approy ed by the D iston Selection
Committee and the Schoals Division Supenmtendent the Regrstiy ol Quahified
Apphicants tROA) tor Flementary, Secondary. and Seor Haigh Schoob onthe
D rston’s ssebaite and the Human Resource Otficial Facebook page

Phe Background Investization 18 an activ ity (o know the applicants better aside
from knowmg i her during the wterview conducted 1t shall focus on the
performance of the applicants hisher present job. It mcludes inquinng 1nto
the relaonship of the apphicants to lisher Head of Office. Immediate Superior.
Co-worker and peers. Goaod trans and the misdemeanor of the applicants shall
also be one of the scbjects of inquin  The results of the Background
Investigation (B of the top five (5) n the ranking are also attached. wineh may
vary dependmg on the number of vacant ems

|)l\‘|5mlv]- SCicCllml
Commttee ASDS/SDS

Registry of Qualified
Applicants {(RQA)

12

Subntisston of Repoert on
Vacaney and Assignment

The School shall submut to the Human Resource Section the ROVA mdicating
the detzails of the vacant items and ncluding the cause of the vacancy and its
proposed appomtee based on the current School Year Registry of Quahified
Apphicants (RQA) and signed by the School Selection Committee

Encoding i the Google
Sheet and Vahidation of the
ROV A details

The HRMO shall encode the ROVA’s details and vahidate whether the vacaney
was published and posted m the CSC-FO Davao del Sur and shall venfyvan the
HRIS vis a wis PSIPOP f the meumbent s whether reted, deceised.
transferred and o promoted duly recenved and attested appomtment from the
CSC 1 the DBM ssues a NOSCA for new atem allocation. the proponed
appointee m the ROVA must be on the ROA ke lead The propsoeed
appointee will be vahdated by the HRMO bared on RO rankasy and
locahzation betore bemg forwarded tothe Appomtine Authonty

10 days
Drivision Selection Registry of Qualified
Committee ASDS SDS | Appheants (RQA)
{dav
Human Resource Google torms &
Management Background
Otticer Designated Investigation Form
HRM Personnel
5 davs
School Head School  [Report on Vacaney
Selection and Assignment Form
Commiattee HRMO 5
2 davs
Human Resouee Report an Vacaney
Management and Assigoment
OfTicer Desgnated FFormyDocument
HRM Posonnel SDS | racking
System/'Google Sheet 2 days




Sclection of Appomting
Authority of the person to
be apponted

The Appointing Authonty shall venfy on whether or not the appomtee reflected
m the Report of Vacancy and Assignment 15 true and correct based on the
Registry of Qualified Applicants and the existing Hirmg Guidehnes I found m
order. hesshe shall sign and return the document to the Human Resource
Management Office for the preparation of appomtment I so instance. that he
she finds error or discrepancy. within 15 days the said document shatl be
returned for revision to the concerned Office mdicating therem the correction to
be reflected

Preparation and Issuance of
appomtment

The HR personnel shall notity the appomtee of the need to submt the
requitements and prepare the appomtment documents The HR Designated
Personnel shall ensure that the appomtee’s pertinent papers are thoroughh
checked for completeness. veracity. accwacy. and authenueity it they wre
meomplete. they should not be endorsed to the HRMO Before transnttng to
AO V-Admm for signature the HRMO shall review and affix his her mitial
the appomtment documents Following that. endorsement of Docuients to
ASDS. and SDS for signature The appomtment shall then be ssued

16

Oriertation of the newly
appointed Teacher

The appomtee shall undergo into an orentation (vutual or face to fuce) alter
recerving the appointment to be oriented on the the Depariment of Pducation
orders implementing its Viston, Mission. and Devetopmental Goals mcludimg
their duties and responsibilities as stated m thewr Position Desenption Form

On-boarding Activities of
the Newly Appointed
Personnel

The on-beardmg activities shull be undertaken by the newhy apponded Feacher |
for a month with different activines m every week 1o be supervised by the
mmediate superior Fvery week the appomtee should have difterent tasks 1o
perform hke leammg and to understand s her ob desenption, inermahizing
rules and reculation of the Civib Scerviee Commission and Department of
Education, to adopt to the rontmany work of the ava govenment emiplovee
Further. hesshe should underso coaching and mentonmg by s unmediate
superior o that after the onchoand actianies the appomtee will be more
responsible and can be Teft alone 1o perform b her duties and responsimiries

with less superviston ot without superyision

Schools Division
Supermtendent

Reg islr;‘ of ¢
Apphcants (

15 davs

HRMO HRMO
destunated
personnel ASDS'SDS

HRAMO HRMO
designated personned

CS Form 33-A
(Appointment).
Asswnment Order. €S
Form 212 (PDS).
DBM-CSC Form |
(PDF). €S Form 32
(Qath of Oftice). €'S
Form 4 (Certification
of Assumption to
Dutyy

10 davs

Onentation Program

1 day

School Head  School
Principal

Onboarding Program
Report

30 days




Induction Program for An Induction Program 1s a seminar of an orientation on Department of  |Human Resource Teacher Induction
Newly Appointed Personnel | Education Orders implementing 1ts Vision, Mission and Developmental Goals. | Development Program (TIP)

It also ncludes the topies on Admimstrative Disciphnary and Non-Disciphinary  |Section/Human

Cases  The most important part of the induction program 1s the lecture on R A Resource Management

I8 6713 known as the Code of Conduct and Ethical Standards for Pubhc Officials Officer/Designated 2 days
and Employees which 1s the source of the Nomms of Conduct of every [HRM Personnel
employee o be manifested in addressing chents needs and government
officials obligation to the government
Prepared by:
AL 1 J T t ; 2 ‘L_;Z
FRANCI LALC OMENDRAS MYHRRA FAY ANOS N CHERRY ROSSETTE E. OLIVA
A nnistrative Officer V Admunistrative Officer IV Public School District Supervisor
ROM‘YN P NIE\‘%S‘ GERALDINENL RANARA
Educdtion Program Supervisor Administrative Officer 11 Adminiftrative Omcer 1
Reviewed by: - Approved by: /”i/ - B
022 » =
U 2027

CRISTY C.EPE "~
Assistant Schools Division Supennlcndenl Schools Division Superintendent




Republic of the Philippines

Department of Education
REGION XI
SCHOOLS DIVISION OF DIGOS CITY
Digos City

TEACHER 1 PROCESS FLOW

Updating the Schools Division

Office's Personal Services
Itemization and Plantilla of
Personnel (PSIPOP)

(2 days)

Requesting the Head of Office for
Approval to publish vacant
positions

(5 days)

Publishing & Posting of the

vacant positions with the Civil
Service Commission

(10 days)

Information-Dissemenation

/Posting of Informattion and
submission of Teacher Applicants

(15 days)

Address: Roxas Street cor. Lopez Jaena Street, Zone |l, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




Republic of the Philippines
Department of Education

REGION XI

4 4 SCHOOLS DIVISION OF DIGOS CITY
Digos City

Applicants' Data Encoding in

the Online Per School

(2 days)

Endorsement of Pertinent Papers
of Teacher Applicants

(5 days)

Documents Evaluation,
Consolidation of Results of RQA

Individual Validation of
Evaluation Results

(5 days)

(20 days)

Address: Roxas Street cor. Lopez Jaena Street, Zone I, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




SR &, Republic of the Philippines

; $v s ﬁfn .

g § Pepartment of Education
Y ) REGION XI

SCHOOLS DIVISION OF DIGOS CITY
Digos City
Finalization and Signing of
RQA
(10 days)
Posting of Registrv of Qualified
Applicants (RQA)
(1 day)

Background Investigation (BI)

‘E (5 days)

Submission of Report on Vacancy

and Assignment

(2 days)

Address: Roxas Street cor. Lopez Jaena Street, Zone ll, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




SUNC & Republic of the Philippines

S &% ,
3 PBepartment of Ehucation
Ve \*, REGION XI

SCHOOLS DIVISION OF DIGOS CITY
Digos City

Encoding in the Google Sheet
and Validation of the ROVA

details

(2 days)

Selection of Appointing Authority
of the person to be appointed
(15 days)

Preparation and Issuance of

appointment

(10 days)

(102 days total Turn Around
Time from Publication to
Issuance of the Appointment)

Orientation of the newly
appointed Teacher

(1 day)

Address: Roxas Street cor. Lopez Jaena Street, Zone |1, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




'f&\-f‘;ég% Republic of the Philippines
g [ 2 Bepartment of Education

) ' REGION XI

SCHOOLS DIVISION OF DIGOS CITY
Digos City

§ smpiny

On-boarding Activities of the
Newly Appointed Personnel

(30 days)

Induction Program for Newly
Appointed Personnel

(30 days)

-END OF THE PROCESS-

Address: Roxas Street cor. Lopez Jaena Street, Zone I, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




S PROCESS FLOW IN THE RECRUTI MENT, SELECTION AND PLAC FEMENT OF RECLASSIFICATION OF u

’ TEACHING POSITIONS IN THE DIVISION OF DIGOS CITY

[eapal Py Degend Order No 07w 1997 Deped (nder 07 s 0T {lepl o Ouder Noo 1905 200 AMEC Onder B 105 2017 Chapter 6 of M.yl on Positien Classification and Compensation CSC MC No 24, s 2017 ORACIHEA
‘ T \ s I RESPONSIBLE . oy R NUMBER OF
S v BRI L PERSON FORMSTOUSE | nouks
Uipdatimg the Schools Division 1 ‘pdating Schools Divison Office's PSIPOP of the Department of Budget and Download Personal
Otfice's Personal Serviees Management by verifying the Salarv Grade and Step of the Teacher. Services ftemization
fremization and Plantitlaof Administrative and Plantilia Of o
U [Pasonnd (PSIPOP) Officer VIV Personnel (PSIPOP) = days
file.
Announcement of the Preparation and release of Division Memorandum informing the field relative Division
Submission of documents for  |to the documentary requirements and timelines of ERF. Reclassification and  [HRMO/Records Memorandum
2 1:RE. Reclassification of Conversion of items Section Personnel 3 davs
position and Conversion 1o
Master Teacher
Acceptance of Application The Public SchoolsDistrict Supervisior and School Heads shall receive the public School L ogbook
application letter and attached documents from their respective teacher. T .
3 District Supervisor / S days
School Head
Submission of the The School should ensure that all pertinent documents of applicants are Document Tracking
Reclassification Documents to | thoroughly checked for completeness. It they are INCOMPLETE, they should o System (DTS)
the SDO NOT be endorsed to the District Office Following that, the endorsement of SChO()}S/DISII”IC!S/}'[
4 pertinent papers from the District to the Division will double-check the R“,PSB/HRMO Deped Digos City Job 3 davs
documents Designated Application Google
Personnel L ¥
Form
Receive and Evaluate The HRMO together with designated personne! in-charge shall check the Documentary
documents as to completeness  {completeness of the documents submitted. HRMO/ HR Requirements
S |and authenticity Designated 1O das s
’ Personnel




-
1 caduate quatitications off The HRMPSB shall check the qualifications of the applicants on the bass of Equivatent Record i ] -
apphicants on the basis of the criteria under different DepEd Order Forms
6 Lontenonunder difterent Deptid HIRAPSB 10 days
Ohvade Seore Sheets
Preparation of the matrix of The result of the document evaluation and asses.ment shall be forwvarded to DN Forms,
qualified applicants, documents HR Designated Personnel for the preparation of Documentary Requirements Dretaifed PS
and recommendation to Deped Following that, it will be forw arded to the HRMO for verification of the C omputation,
Regional Otfice entries in the DepEd-DBM Forms, The HRMO then drafts the Certificate of  ertification And
Funds Availability and Letter to Regional Director HRMO: HR 1 etter To Regional
P Desi-gated Director Ceruficate 5 davs
Personnel of Funds ' }
Avatlabthity/Docume i
nt Frackme Svstem
(hs)
Signing of Documentary HRMO forwards the Deplid-DBNM Forms with attached Certification of DAL Forms, | T
Requirements Funds Availability signed by AO V and for the Budget Officer to check and o Detded PS
sign. The sianed Centification and Documentary forms are then torwarded to HR;‘\I(.)/?\SI)!\/\I),\ ¢ omputation,
ASDS. who forwards them ta $DS as the tinal signatory / "\fhmmf'l”"'w Certication And
8 ()ﬂj&‘.('l’ V- lljl(ip,cl L etter 1o Regional S days
Oﬂlwr'/""\() v Directon, Cerilicate
ADMIN of Funds Avalablity
B Submission of the Documentary | The documents shall be forwarded by the HRMO to the Liaison Officer for DBM Foims T
Requirements to Deped RO submission to the Deplid RO XFDBM. Detwled PS
XI/DBM HRMO/ HR Computation,
Desienated C ertification And 1
? I’cr_\('ﬁmcl/l,iusnn I etter To Regronal  days )
Officer Director, Certificate
of Funds Availability
— R [ F I S




Release of Notice of Receive duly approved Notice of Organization. Staffing, and Compensation Notice of Organization,
Organizatton Stafl’ Action from Deplid Re Office X1 Staffing, and
& y pric L}I,I()" 1ce -
10 ¢ ompensation Action (NOSCA) HRMO Compensation Action 30 days
from DBM
|’|’gvﬁ£ﬂ.’|llﬂ|\ of th :;‘ibvpmnl»mcnl The HR '|w.|sun.nc| si\ull notify the |p|xuml'<:oitlu. mui 10 suhmlltlm 7 N ( Slmmﬂf\ -
Documents requirements and prepare the appomtment documents. The HR Designated (Appomtment),
Personnel shall ensure that the appointee's pertinent papers are thoroughly Assignment Order, €S
checked as to completeness, veracity, accuracy. authenticity, otherwise they |HRMO/ HR Form 212 (PDS), DBM-
11 shall not be endorsed to the HRMO. The HRMO shall review and affix his/ | Designated CSC Form | (PDF), CS 10 days
her initial in the appointment documents before transmitting to AO V- |Personnel Form 32 (Oath of Office),
Admin for signature. CS Form 4 (Certification
of Assumption to Duty)
Signing and Issuance of Endorsement of Appointment Documents to Administrative Officer V and Notice of Organization, 10 days
Appointment of Reclassified ASDS. The documents shall be forwarded to SDS for signature based on | A V/Asst. Schools Staffing, and ’
A Teachers by the Appointing the DBM Notice of Organization, Staffing. and Compensation Action. |Djyision Compensation Action TS e i
12 Authority Followipg that, the HRMO will release the signed appointment to the Superintendent/Scho from DBM and CS Form | A .sund Time from
Reclassified Teachers. ols Division 33-A, Assignment Order Paihlication i
Superintendent [ssuance of
Appomtiment)
Orientation of the newly The appointee shall undergo nto an orientation (virtual or face to face)
appointed Personnel after receiving the appointment to be oriented on the the Department of )
_ . e e api . HRMO/ HRMO . .
13 Education orders implementing its Vision, Mission, and Developmental designated | Orientation Program 1 day
i Goals including their duties and responsibilities as stated in their Position Esignated personie
0 Description Form.
3}’. )
V-J- . G 18 .2
- FERNARENIRA T. ALDE = CHERRY ROSSETTE E. OLIVA
i Public Sc)(ool Distrigt Sypervisor Public School District Supervisor
Al
GERALDI% RANARA UG 187
Education Program Supersisor Public School District Supervisor Administrative Officer 11 Adminigtrative Officer 11
nm-,.) /2/’/' V

Reviewed by: Approved by: AG 25
CRISTY C.EPE o

Schools Division Superntendent

R e A T R R
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Republic of the Philippines
Bepartment of Education
REGION XI
SCHOOLS DIVISION OF DIGOS CITY
Digos City

Updating the Schools Division
Office's Personal Services

RECLASSIFICATION PROCESS FLOW

Itemization and Plantilla of
Personnel (PSIPOP)

(2 days)

Announcement of the Submission
of documents for ERF,

Reclassification of position and
Conversion to Master Teacher

(3 days)
Acceptance of Application

(5 days)

Submission of the Reclassification
Documents to the SDO

(3 days)

Address: Roxas Street cor. Lopez Jaena Street, Zone |l Digos City 8002

Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




Republic of the Philippines

Pepartment of Education
REGION XI
SCHOOLS DIVISION OF DIGOS CITY
Digos City

Receive and Evaluate

documents as to completeness
and authenticity

(10 days)

Evaluate qualifications of
applicants on the basis of the

criteria under different DepEd
Order

(10 days)

Preparation of the matrix of

qualified applicants, documents
and recommendation to Deped
Regional Office

(5 days)

Signing of Documentary

Requirements

(5 days)

Address: Roxas Street cor. Lopez Jaena Street, Zone 11, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




Republic of the Philippines

Department of Education
REGION XI
SCHOOLS DIVISION OF DIGOS CITY

Digos City
Submission of the

Documentary Requirements to
Deped RO XI/DBM

(4 days)

Release of Notice of Organization

Staff Compensation Action
(NOSCA)

(30 days)

Preparation of the Appointment
Documents

(10 days)

Signing and Issuance of
Appointment of Reclassified
Teachers by the Appointing
Authority

(10 days)
(95 days total Turn Around

Time from Publication to
Issuance of the Appointment)

Orientation of the newly

appointed Personnel

(1 day)

-END OF THE PROCESS-

Address: Roxas Street cor. Lopez Jaena Street, Zone 11, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375
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Ui the Schools

Din oo O e Personal
Servioes Hentzation and
Plantidba of Personmed
(PSHOP)

PROCESS FLOW

POSITIONS IN THE DIVISION OF DIGOS CITY

Vi Ouder e T s, 1970 DECS ORDER. NIRIE

N hvlh/',lf Oreder Ne 106 100 I"'l""' hredeis 1.0 s

IN THE RSP OF PROMOTION TO TEACHERS AND MASTER TEACHERS

%

Do CNE MG o, 24« 2007 ORTOHR |

BRIEF DISCRIPTION

(pdating Schools Division Office's PSIPOP of the Department of Budget and
Management by encoding the promotion, resignation, transfer and death of
personnel to ascertain the vacancy subject for publication

Requesting the Head of
Ofice tos Approval to
publish vacant positions

A letter addressed to the Schools Division Superintendent indicating the

position Title. Plantilla ltem Number. Name of the Incumbent. Canse of
vVacancy and Otticial Station signed by the Administrative Officer V oand the
Assistant Schools Division Superintendent shall be forwarded to the Office of
the Schools Division Superintendent for approval

Publishing & Posting of the

vacant positions with the
Civil Service Commission

The publication of vacant position is through the submission 1o the Cnal
Service Commission Davao del Sur Ficld Office (CSC DSEO) the duly
accomplished CSC Form No 9 Revised in 2008 The publication s posted on
the Division of Digos City's website, Faccbook page. SDO bulletin board and
three conspicuous places in Digos City. The announcement will mform the
Implementing Unit/Schools/District and Division Records
and enjoin himher to begin accepting applications from interested applicants
and the deadline for submission of applications. which with be 10 davs from the
posting of the CSC Job Portal. All applicants must complete the joh application
google form for the Equal Employment Opportunity Principle. which 15 also
slated and can be found on the lower part of the publication matrix

Section personned

Submission of application
documents and Summary
of Assessment by the
DiastnctrSchool/mplementi
e Ut to the SHO

The transmittal list and application documents will be submitted 1o SDO for
the vacant items in the Implementing {
in the District/School/SDO. all application documents will be recetved by the
$DO Records Section for document tracking and forwarded to the SDS Office
the same day. In addition. the District/School/Implementing Unit Selection
Committee’s shall also submit the summary of assessment

init. If a Non-Teaching vacancy exists

RESPONSIBLE
PERSON

Adnuinistiative Oflicer

VAV

Human Resouree
Mianagement

Personned

Human Resource
Management

Personnel

Ohicer/Denpnated HRM

Oftticer/Designated HRM

FORMS TO USE

NUMBER OF
HOURS

PDI file of the
PSIPOP

2 days

Approval Form.

S days

the (Deped Digos
Website, B Page,
CSC Job Portal and
SDO, Schools,
Districts Bulletin
Boards), Logbook,
hitps//inyurl.com/De
ped-Digos-
Application

CSC Form 9 posted in

{0 days

Public Schools District
Supervisor / School

Head/Records Personnel

Document Tracking
System/Assessment
Document

5 days




Forwarding the transmittal
of all application
Documents to HRMO for

The Schools Division Superintendent Office shall consolidate all application
documents and forward to HRMO together with the transmittal list.

Schools Diviston
Superintendent
Secretariat/Human

Transmittal list and

s Application 3 days
pre-assessment of the Resource Management documents iy
documents. Ofticer/Designated HRM

Personnel .
Pre-assessment of The HRMO shall pre-assess applicants' qualifications for the position applied
documents and a meeting  |for, whether or not they are qualified applicants in accordance with the
of the HRMPSB to plan Qualification Standards of the position. Following the completion of the
the First and Second atorementioned activity, the HRMO shall submit the pre-assessment result to
Phases of the Assessment |the HRMPSB. The HRMPSB will determine the date of the examination, open HRMPSB/Designated Pre-assessment
6 Proper. document review, interview, and final evaluation of the applicants. Those who |HRMO Personnel evaluation form 10 days
do not meet the QS of the position applied for will be notitied of their
disqualification prior to the scheduled date of the examination, open document
assessment, and interview.
Posting the notification of The result of the pre-assessment of the HRMO on the qualification of the
the qualified applicants and |applicants shall posted in the SDO bulletin board and website. The qualitied
calling each applicant for |applicants shall be notified thru email or phone call on the scheduled date of
confirmation examination and interview. Failure of the qualified applicant to appear on the |HRMPSB/Designated Division
7 scheduted date of examination and interview shall be construed as a waiver on HRMO Personnel Memorandum 10 days
their part. Those who did not qualify shall be informed in writing indicating the
part of QS where they failed to meet.
First Phase - The examination shall be conducted as scheduled and approved by the members
Written/Online of the Human Resource Merit Promotion and Selection Board (HRMPSB). 1t HRMPSB/Human
Examination shall be administered by the HRMO using the questions crafted by the members jResource Management Written examination
8 of the HRMPSB in a meeting conducted for that purpose preparing questions Officer/Designated HRM Jonline examination | day

appropriate to each position applied for with highlights on competencies. The
examination can be face-to-face or virtual.

Personnel / Microsoft
Ambassador

(google form)




1Y

it

12

13

9 and interview of the

second Phase - Open
Awsessiment of documents

Applicants

I'I he interview shall be conducted atter the examination by the members of the
HRMPSB. The interview can be conducted tace-to-face or virtual

Consolidating of Results of
the Examination, Interview,
and Open Assessment of
Documents

Desipnated  HR
the
sheet o generate the

The HRMPSB /Human Resource Management  Officer
Personnel shall consolidate the numerical results in
examination, open assessment, and interview in a score
ranking of the applicants

wiitten/online

Iﬁhwlrapl;i;;‘ - Background
Investigation (B1)

J— e

Submission of the
Summary of Assessment

Selection of Appointing
Authority of the applicant
to be appointed

The Appointing

The Background Investigation is an activity to know the applicants better aside
from knowing him/her during the interview conducted It shall focus on the
performance of the applicants in his/her present job it includes inquiring into
the relationship of the applicants to his/her Head of Office, Immediate
Superior, Co-worker and peers  Good traits and the misdemeanor ol the
applicants shall aiso be one of the subjects of inquiry Further,
neighbors may also be asked to determine whether or not the candiditte bas
demonstrated behavior compatible to the applied position.

his/her

In the Summary of Assessment, the names of the candidates are listed by rank.
together with the number of points they obtained and duly signed by the
the top five (5) in the ranking are also attached. which may vary depending on
the number of vacant items.

Authority shall put a check mark in
applicant whom he/she chooses to

Assessmient Form on the name of the

appoint and indicate appointee the words

opposite the name of the prospective

.

N

"for appointment issuance” I no applicant is selected within 15 days from the

receipt of the SOA. the vacancy will he re-announced.

Members of the HRMPSB. The results of the Background lnvestigation (B of

the Summary of

HRMPSB/Human
Resoutee Management

Personnel

HRMPSB/Human
Resoutee Management
Otheer/ HRMPSB
Secretanat

HIRMPSH/Human
Resource Management

Personned

HRMPSB Human
Resouree Management

pPersonnel

Schools Division
Superintendent

[ N —

Officer:Designated HRM

OflicerDesignated HRM

OficerDesignated HRM

Open Assessiment and
Interview Sheet for
applicants

Score Sheets / Rating
Sheets

Background
Investigation Form
Email, electronic
messaging and phone

call

Summary of
Assessnient

Sumimary of
Assessment

T T

l dav

S

3 davs

S davs

I dav




e R —

_T Preparation and issuance oﬂ
appointment

The HR personnel shall notify the appointee of the need to submit the
requirements and prepare the appointment documents. The HR Designated
Personnel shall ensure that the appointee’s pertinent papers are thoroughly
checked as to completeness, veracity, aceuracy, authenticity, otherwise they
shall not be endorsed to the HRMO The HRMO shall review and affix his/her

initial in the appointment documents before transmitting to AOQ V-Admin for

CS Form 33-A
(Appointment),
Assignment Order,
CS Form 212 (PDS),
DBM-CSC Form |
(PDF), CS Form 32
(Oath of Office), CS
Form 4 (Certification
of Assumption to
Duty)

HRMO/HRMO
Designated personnel /
ASDS /SDS

14
signature. Following that, endorsement of documents o ASDS, and SDS for
appointment signature. The appointment shall then be issued
Orientation of the newly | After the release of the appointment documents, the appointee shall attend an
appointed personnel orientation (virtual or in person) to be oriented on the Department of Fducation
15 orders implementing its Vision, Mission, and Developmental Goals, as well as

their duties and responsibilities as stated in their Position Description Form

HRMO/ HRMO

. Orientation Program
Designated personnel

s e el [

10 days

(74 days total
f'urn Around
lime trom
Pubhcation &
{ssuance ol the

Appomtment)

I day

Prepared by:

FRANC
Adininistrative Officer V

AU
RONILYN P. MIEVES

Fducdion Program Supervisor

Reviewed by:

AUG 18 12

2 D. ALCOMENDRAS

et et

¥E RNA#EMRX&ﬂKLDE

AUG 1 ¢

Public Schodl District Supervisog Public School District Supervisor
e .” I 1 ¢
i 5 l]:iA GERAL i M. RANARA

Public School District Supervisor

Al

BASILIOP. MANA-AY JR. EdD.
Assistant Schools Division Superintendent

Administrative Officer 11

Approved by: _/i/
AUG
CRISTY C. EPE
Schools Division Superintendent

Ny )
77 CHERRY ROSSET’IbE ¥ OLIVA

25 202

J— g Repw -




g@j;;—f:fo% Republic of the Philippines
£ Bepartment of Education
o8 . e REGION XI
SCHOOLS DIVISION OF DIGOS CITY

PROMOTION TO TEACHER AND MASTER TEACHER

Updating the Schools Division
Office's Personal Services
Itemization and Plantilla of
Personnel (PSIPOP)

(2 days)

PROCESS FLOW

Requesting the Head of Office for
Approval to publish vacant
positions

(5 days)

Publishing & Posting of the
vacant positions with the Civil
Service Commission

(10 days)

Submission of application

documents and summary of
assessment form by the
Implementing Unit/District/
School to the SDO
(5 days)

Address: Roxas Street cor. Lopez Jaena Street, Zone lI, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




Republic of the Philippines
Pepartment of Ehucation

sv & ) )
o @ REGION XI
aamr” SCHOOLS DIVISION OF DIGOS CITY
Digos City

Forwarding the transmittal of
all application Documents to

HRMO for pre-assessment of
the documents.

(3 days)

Pre-assessment of documents and
a meeting of the HRMPSB to

plan the First and Second Phase
of the Assessment Proper.

(10 days)

Posting the notification of the
qualified applicants and calling
each applicant for confirmation

First Phase - Written/Online
Examination

(1 day)

(10 days)

eet, Zone I, Digos City 8002
8376 | (082) 553-9170 | (082) 553-8375

Address: Roxas Street cor. Lopez Jaena Str
Telephone No:(082) 553-8396 | (082) 553-




Republic of the Philippines

Department of Education
REGION XI
SCHOOLS DIVISION OF DIGOS CITY
Digos City

Second Phase - Open
Assessment of documents and
interview of the Applicants

(1 day)

Consolidating of Results of the

Written Examination, Interview,
and Open Assessment of

Documents
(3 days)
Third Phase - Background
Investigation (BI)
(5 days)

Submission of the Summary of

Assessment duly signed by the
Members of the HRMPSB to the
Appointing Authority

(1 day)

Address: Roxas Street cor. Lopez Jaena Street, Zone ll, Digos City 8002

Telephone No:(082) 553-8396 | (082)553-8376 | (082) 553-9170 | (082) 553-8375




Republic of the Philippines
PDepartment of Ehucation

; $"0‘§:§;"§°".’r,¢ ‘
IS /< REGION XI
SCHOOLS DIVISION OF DIGOS CITY
Digos City

Selection of Appointing

Authority of the person to be
appointed

(15 days)

Preparation and issuance
of appointment

(10 days)
(74 days total Turn Around
Time from Publication to
Issuance of the Appointment)

Orientation of the newly
appointed personnel

(1 day)

-END OF PROCESS-

Address: Roxas Street cor. Lopez Jaena Street, Zone Il, Digos City 8002
No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375

Telephone




[ ogal Hases (Deptd

IN THE DIVISION OF DIGOS CITY

Order No. 66, s. 2007: DepEd Order No. 19, 5. 2022, CSC MC No. 24, 5. 2017 ORAOHRA)

PROCESS FLOW IN THE RECRUITMENT, SELECTION AND PLACEMENT OF NON-TEACHING POSITIONS

STEP

ACTIVITY

BRIEF DESCRIPTION

RESPONSIBLE

FORMS TO USE

NUMBER OF

Updating the Schools Dviston
Office's Personal Services
femization and Plantilla Of
personnel (PSIPOP)
Requesting the Head of Office
for approval to publish vacant
positions

Updating Schools Divison Office's PSIPOP of the Department of Budget and
Management by encoding the promotion, resignation, transfer and death of
personnel in order to ascertain the vacancy subject for publication

A letter addressed to the Schools Division Supermtendent indicating the
position Title, Plantilla ltem Number. Name of the Incumbent. Cause of
Vacancy and Official Station signed by the Administrative Officer V and the
Assistant Schools Division Superintendent shall be forwarded to the Office of
the Schools Division Superintendent for approval.

publishing & Posting of the
vacant positions with the Cwil
Service Commission

Submuston of apphication
Jdoctment nd sonmmary of
Senceoament fornn by the
Bnplementine Vignt Reveondds

YRR ALT

The publication of vacant position is through the submission to the Civil
Service Commission Davao del Sur Field Office (CSC DSFO) the duly
accomplished € SC Form No. 9 Revised in 2018 The publication 1s posted on
the Division of Digos City's website. Facebook page, SDO bulletin board and
three conspicuous places Digos City. The announcement will inform the
Implementing Unit and Division Records Section personnel and enjoin him!
her to begin accepting applications  from interested appheants and the
deadline for submission of applications, which will be 16 davs from the
posting of the CSC Job Portal Al apphicant.
form for the Equal Emplovinent Oppottunity Ponaiple

mot complete the gob
apphcation google
which 1s also stated and can be found on the
matrn

fower pant of the publication

Phe tramstntial bt and applhcation documents will be subimited 0 5DO fot
the vaeant dene. i the Topleacnting Unut 11 Non-Teaching vacaney exists
i the Dot S
SHO Pevond
[(RIRITHS

te b tron G ontie

ool SOl apphcation documents will be recenved by the
v ton dor docment tracking and forwarded o the SDS

e e i I addon the District' School dmplementng - Unit

©hl] bt alho the summaary of assessment

PERSON HOURS
Download Personal
Admimstrative Services lemization and > day
. L x . i 2 days
Officer V/V Plantilla Of Personnel :
(PSIPOP) tile.
Human Resource
Management
. Approval Form, S davs
Officer/Designated App ’
HRM Personnel
CSC Form 9 posted m
Human Resource the (Deped Digos
Management Websie U Page, OSC
Officer Designated — [Job Portal and SDO,
RN Personnel/ School, Denicts 10 davs
Desipnated Divaon Bulletin Bouds)
Records Secthion I oebook
Perwonned htps - tnvurd comDep
ed- Dhigos- Appheation
I S
huplementmg Unit
Personnicl
: , Document Trackmg <
Section/Records ) N 3 days

Personnet’ SDS

Secretariat

System




D onss o dimge the ansnnttal of allj The Sehoots Division Supermtendent Oftice shall consolidate all application i R
- ‘ : 1an Resource
appsln aton Documents 1o documents and forward to HRMO together with the transmittal hst Uit ReseUree
: . - Management
PHEALCY Tor pre-assessiment of N
Ofticer'Schools - ,
the docnments Pranstttal hst and
5 Division 3 days
- Apphication documents .
Supermtendent
Secretanat/Designate
d HRM Personnel
Pre-assessment of documents  {The HRMO shall pre-assess apphcants’ gualifications for the position applied
and a meeting of the HRMPSB | for. whether or not they are qualified apphicants in accordance with the
to plan the First and Second Qualification Standards of the position. Followng the completion of the
Phases of the Assessment aforementioned activity. the HRMO shall submit the pre-assessment result 10
Proper. the HRMPSB. The HRMPSB will determine the date of the examination. |HRMPSB/Designated | Pre-assessment 10 ds
6 open decument review. interview, and final evaluation of the applicants. |HRMO Personnel evaluatton form 8 days
Those who do not meet the QS of the position applied for will be notitied of
thew disqualification prior to the scheduled date of the examnation, open
document assessment_ and interview.
Posting the notification of the |The result of the pre-assessment of the HRMO on the qualification of the
quahtied appheants and calling |applicants shall posted in the SDO bulletin board and website. The qualified
cach applicant for confimmation applicants shall be notified thru email or phone call on the scheduled date of
examination and mterview. Failure of the quabified applicant to appear on HRMPSB/ Desanated
7 . e S ) S : Diviston Memorandum 10 days
the scheduled date of examination and interview shall be construed as a  [HRMO Personnel :
watver on their part. These who did not qualify shall be informed m writing
indicating the part of QS where they failed to meet.
First Phase - Written’Onhne The exarmnation shall be conducted as seheduled and approved by the T
Examination members of the Human Resource Ment Promation and Selection Board N o v
(HRMPSB) 1t shall be admmistered by the HRMO weang the questions ‘\1\ e W
N - . - Nonaeement 23 SN W1 ALTQ
crafted by the members of the HRMPSE o meeting conducted o that e e _ bitlen exammation
8 , , : , . Officer Desizuated ‘onhine exammation I day
PUIPOSE Preparing guestons appropriate o cach positiorn apphied for with HRALP | o £ ’
- . B e I’ cOOeie Torn
prehlichts on competencies e evammation cin be face-to-tace o virtual craenne (google form)
Microsott
Ambassador
Gecond Phae Open Phe nfery o Judl be conducted after the examination by the members of THRMPSB/Human . _ )
L Open Assessment and
. Vet of dosnentoand e HiAHSH Ihe mterview and assessment of documents can be |Resource " 3 ,
d Interview Sheet for ! day
witets o ol the Appheai yordocted e o e o vittual Management applicants
o Officer Desiznated pprea™. _,L i




SR ST AR

§ o ohbatig ot Kenults of the
Woatten boamnntion lifenview,

Ihe HRMPSE JHtuman Resource Management Olfficer © Designated HR
results m the witten/onhne

Personnel shall consohdate the numenical
examnaton, open assessment, and interview m a score sheet to generate the

The Background Investigation 1s an activity to know the apphicants better
1t shall focus on
the performance of the applicants in histher present job. It includes MQuiTing
into the relatonship of the apphcants to his‘her Head of Office. Immediate
Good traits and the misdemeanor of the
Further. his'her
neighbors may also be asked to determine whether or not the candidate has

HRMPSB/Human
Resource
Management
Ofticer/Designated
HRM Personnel

HRMPSB/Human
Resaotiree
Muanageiment
Ofticer/ HRMPSH
Secretanat

Sheets

Background
Investigation Form
Email, electronic

call

In the Summary of Assessment, the names of the candidates are histed by
rank. together with the number of points they obtamed and duly signed by the
Members of the HRMPSB. The results of the Background Investigation (BH
of the top five (5) in the ranking are also attached. which may vary dependimg

HRMPSB/Human
Resource
Management
Officer/Designated
HRM Personnel

Summary ot
Assessment

The Appointing Authority shall put a check mark n the Summary of
Assessment Form on the name of the applicant whom he'she chiooses o
appoint and indicate opposite the name of the prospective appontec the
If no apphicant s selected within 15 davs

The HR Designated Personnel shall ensure that the appomted’s pertinent

SETACHY, Aacaiiacy,
authenticity, otherwise they shall not be endorsed to the HTRMO The HR MO
shall review and affix histher mtal the appamtment Jocuments hetore

Followmg that. endorsement of

0 Laosd Opens Aessment of
o tnents ranking of the applicants.
Lhad Phase - Background
I estieation (B aside from knowing him/her during the mterview conducted
1 Superior, Co-worker and peers
applicants shall also be one of the subjects of mgquiry.
demonstrated behavior compatible with the desired position
Subnussion of the Summary of
Assessment
12
on the number of vacant items
Selection of Appomting
Authorty of the applicant to be
appointed
13 words "for appointment issuance”
from the receipt of the SOA. the vacancy will be re-announced
Preparation and tssuance of
appoitment papers are thoroughly checked as to completeness.
transmitting o AQ V-Admm for sagatuie
14

documents 1o ASDS and SPS far appointment signature The appomtment

shall then be rened

Schools Division
Superintendent

HRMOHRMO

ASDS /SDs

designated personnet /

Summary of
Assessment

C'S Form 33-A
{Appomtment),
Assinment Order, CS
Form 212 (PDS), DBM-
CSC Form 1 (PDF), €S
Form 32 (Oath of
Oftfice). CS Form 4
{Certification of
Assumption to Duty)

e
Score Sheets 7 Ratimg,
3 days
5 days
messagng and phone
1 day
RS FEDUIUUIEE—————
15 davs
10 days




Orientation of the newly After the release of the appointment documents, the appointee shall attend an |
appomnted personnel orientation (virtual or in person) to be oriented on the Department of
5 Education orders implemgnting its V isiqnj Mission, and l)evelopmqnml HRMO/ HRMO Orientation Program | dav
Goals. as well as their duties and responsibilities as stated m their Position |designated personnel ’
Description Form.
On-boarding Activities of the | The on-boarding activities shall be undertaken by the personnel with original
Newly Appointed Personnel and transfer nature of appointment for a month with different activities it
every week to be supervised by the immediate superior. Every week the
appointee should have different tasks to perform like learning and to | Administrative
understand his/her job description, internalizing rules and regulation of the |Officer V/Human
Civil Service Commission and Department of Education, to adopt to the |Resource » .
16 routinary work of the as a government employee. Further, he/she should | Management On boarding Report 30 days
undergo coaching and mentoring by his immediate superior so that after the |Officer/Designated
on-board activities the appointee will be more responsible and can be left |HRM Personnel
alone to perform his/her duties and responsibilities with less supervision or
without supervision.

(;PLR;\I,I)I%R;\NARA

b

CHERR
public School District Supervisor

Educdtion Program Supervisor

Reviewed by:
BASILIOIP. MANA-AY JR. EdD.
Assistant Schéols Division Superintendent

Admunistrative Officer 11

Adminisfrative Officer Il

Approved by:

S5 15 "M

CRISTY C. EPE

- ——

Schools Division Superintendent




Republic of the Philippines

%05,
¥ =R h
g ﬂ Department of Education
@ REGION XI
et SCHOOLS DIVISION OF DIGOS CITY
Digos City

NON-TEACHING PROCESS FLOW

Updating the Schools Division
Office's Personal Services
Itemization and Plantilla of

Personnel (PSIPOP)
(2 days) J

Requesting the Head of Office for

Approval to publish vacant
positions

(5 days)

Publishing & Posting of the
Service Commission

(10 days)

vacant positions with the Civil

Submission of application
documents and summary of
assessment form by the
Implementing Unit/ Records
Section

(5 days)

Address: Roxas Street cor. Lopez
Telephone No:(082) 553-8396 |

Jaena Street, Zone ll, Digos City 8002
(082) 553-8376 | (082) 553-9170 | (082) 553-8375




W g Republic of the Philippines

£ty ,
¢l Bepactment of Education
E . REGION XI
v SCHOOLS DIVISION OF DIGOS CITY
Digos City
Forwarding the transmittal of
all application Documents to
HRMO for pre-assessment of
the documents.
(3 days)
Pre-assessment of documents and
a meeting of the HRMPSB to plan
the First and Second Phases of the
Assessment Proper.
(10 days)

Posting the notification of the
qualified applicants and calling
each applicant for confirmation.

(10 days)

First Phase - Written/Online
Examination

(1 day)

Address: Roxas Street cor. Lopez Jaena Street, Zone ll, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




Republic of the Philippines

) _*vq};\z:i;‘fo?@
£l 3 Pepartment of Education ‘
o o IS REGION XI RN 8
SCHOOLS DIVISION OF DIGOS CITY
Digos City

(1 day)

Second Phase - Open
Assessment of documents and
interview of the Applicants

Consolidating of Results of the
Written Examination, Interview,

and Open Assessment of
Documents.

(3 days)

Background Investigation (BI)
Submission of the Summary of
Assessment duly signed by the

Members of the HRMPSB to the

(5 days)

Appointing Authority

(1 day)

Jaena Street, Zone |l, Digos City 8002

Address: Roxas Street cor. Lopez
Telephone No:(082) 553-8396 |

(082) 553-8376 | (082) 553-9170 | (082) 553-8375




et Republic of the Philippines
3 Pepartment of Education
B " 08 REGION XI '
ez SCHOOLS DIVISION OF DIGOS CITY o o
Digos City

Selection of Appointing
Authority of the person to be

appointed

(15 days)

Preparation and issuance of
appointment

(10 days)

(74 days total Turn Around
Time from Publication to

ce of the Appointment)

I

Orientation of the newly
appointed Teacher

(1 day)

On-boarding Activities of the
Newly Appointed Personnel

(30 days)

-END OF THE PROCESS-

Address: Rox

as Street cor. Lopez Jaena Street, Zone (1, Digos City 8002
Telephone No:(082) 553-8396 | (082

) 553-8376 | (082) 553-9170 | (082) 553-8375




i
.

.

e

K PROCESS FLOW IN THE RECRUITMENT, SELECTION

B

IN THE DIVISION OF DIGOS CITY

1 eond Linses. ¢ Deplid Orde No, 22, 5. 2013 Deplid Order No, 14, x 20220 CSOVE N 2os. 20T ORAOHIR 1)

AND PLACEMENT OF APPLICATION FOR TRANSFER @

STEp

ACTIVITY

BRIEF DESCRIPTION

Updating the Schools
Division Office's Personal
Services Itemization and
Plantilla of Personnel

{(PSIPOP)

Updating Schools Division Office's PSIPOP of the Department of Buduet and
Management by encoding the promotion. resignation. transter and death of

personnel to ascertam the vacancy subject for publication

Requesting the Head of
Office for Approval to
publish vacant positions

A letter addressed to the Schools Division Superntendent indicanne the
Position Title, Plantilla ltem Number,
Vacaney and Official Station signed by the Administrative Otficer \
Assistant Schools Division Superintendent <hall be forwarded to the Office ol
the Schools Division Superntendent for approval.

Name of the Incumbent. Cause ol

aned the

the Civil Service
Commission

Publishing & Posting of
the vacant posttions with

The publication of vacant posiuon 1s through the submission to the Cral
Service Commission Davao del Sur Freld Office (CSC DSFO) the duly
accomplished CSC Form No. 9 Revised m 2018, The publication 1s posted on
the Division of Digos City's website. Facebook page. SDO bulletin board and
three conspicuous places i Digos City The
Implementing Unit'Schools/District and Division Records Section petsonnvl

announcement will inform the

and enjoin himv/her to begin accepting applications from interested apphicants
and the deadline for submission of apphications, which will be 10 days o the
posting of the C'SC Job Portal. All applicants must complete the job application
google form for the Equal Employment Opportunity Principle. which s also
stated and can be found on the fower part of the publication matris

Submisston of

the SDO

The apphcant will submit misher applicabon documents addiessed o the

Application Documents o Superintendent of the Schools Division of Digos City. which will be recerved

by the Records Section for document tracking and will be forwarded to the
office of SDS Office. After SDS perusal hefshe shall route the application
documents to the ASDS for ranking,.

RESPONSIBLE ) NUMBER
FORMS TO USE < o

person | TORMSTOTEE | ok HoURS

Adnnmstratinve PDY tile of the ~ davs

Ofticer V7V PSIPOP -

Hunman Resourcee

Nanagsement -

' : al For S davs
OfTieer Desenated Approval Form aavs
FIRAT Personndd

CSClromoposted | T

m the (Deped Digos

Website. FB Page,

C'SC Job Portal and

SHQO), Schools.
Huoman Resouice Districts Bulletin
1\1“'_‘“‘?"‘9”“‘"'[ Boards). Logbook. 10 davs
()Ihcm;l)cmgnmtcd htps./Atinyurl con/D
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pre

Romb g of the Franste

Apphicants

The Conduct of
Backuround Im estigation

‘The HIRMPSB Chanrperson shall route the documents of the applicants for

e

i N

Sybmuission of'the
Ranking of the Apphicant
for Transfer 10 the
Schools Division
Superintendent

Selection of Appowmnting
Authority

Draft Accomodation

ROVA

Letter and Submussion of

bearing the name of the applhicant to be uansterred as proposed appomtece shall

be forwarded for SDS approval

transfer 1o the AQ V-Admin for Elementary Grades and to public Schools ’f‘Sl)S”)SI)S
District Supervisor for the Secondary Grades for assessment and ranking Secondary _ {Ranking List 20 days
purposes They shall submit to the HRMPSB Chair thereafter the ranking hist tor Grades/ Admustrati ) '
review before transmitting to SDS. ve Oflicer ¥
The purpose of the background investigation is to learn more about the i
applicants The investigation must focus on the applicant’s performance in his or
her current job. 1t includes inquiring nto the relationship of the applicants 10 |Human Resource Backg,rmmd ]
his/her Head of Office, Immediate Superior. Co-worker and peers. Good traits | Management Investigation Form
and the misdemeanor of the applicants shall also be one of the subjects of Officer/Designated Email. electronic 5 days
inquiry. Further, nisther neighbors may also be asked to determine whether or |HRM Persox;ncl messaging and
not the candidate has demonstrated behavior compatible to the applied position. phone call
The Schools Division Superintendent receives a duly signed ranking list of
apphcants for transfer from the Fyaluators via the Secretanes for approval. The . . _ )
results of the Background Investigation (BI) of the top five (S)in the ranking are ASDS ar‘\d SDS r‘\pph'cant Iranster 5 davs
also attached. Secretariat Ranking List ’
The Schools Division Superintendent shall check the submitted list/ranking of
applicants for wransfer. and shall sign if found n order However, appointment
<hall be based on the Revised Guidelmes on the Transfer of Teachers and the |Schools Division Apphcant Transter <

N C . . - . ‘ 15 days
Adaptive Measures on Priontizing Application for Transfer and the vacancy per Supcerintendent Ranking List :
Plantilla of Personnel to accommodate such applhication
IR Destgnated Personnel shall drzft an accommodation letter to the concerned T o
Diviston Oftice iforming that the yransfer request can be accommodated which
<hatl be reviewed by the HRMO znd aftix sher nital before transmitting 10
the AO V-Admin. Likewise the Report of Vacancey and Assignment (ROVA) HR \1,0’,':\0 ViAQ Accomodation 15 days

) IV/SDS jetter & ROVA
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Educatibn Program Supervisor

Reviewed by:

Af I
. i AUD

MYHRRA FAYE 4L ISANOS FERNA zamm T.ALDE
Admumsﬁam‘;‘{ fficer IV Public School Distngt/Superviso

L —— -
FLY CCATALUNA

\ & 4
Pblic School District Supervisot

. GERALDIN . R
Administrative Officer 11

AUG 22 2022

P. MANA-AY JR. EdD.
Assistant Schools Division Superintendent

Releasmy of Signed The Records Personnel shall release the signed and approved accommodation
Accommodation Letter — [letter to the transfer applicant addressed to the Head of Agency of the concerned Accomodation
10 Division Office Likewise he/she shall comply all the requirements list for the |Records Personnel |, 10 days
processing of transfer appomtment.
] Preparation and 1ssuance | The HR Designated Personnel shall ensure that the appointee's pertinent papers CS Form 33-A 15 days
of appomtment are thoroughly checked as to completeness, veracity, accuracy. authenticity, (Appointment),
otherwise they shall not be endorsed to the HRMO. The HRMO shall review Assignment Order,
and affix his/her imitial in the appointment documents before transmitting to AO CS Form 212(PDS),| 1
V-Admin for signature. Following that. endorsement of documents to ASDS. |HRMO/HRMO DBM-CSC Form | total 1
11 and SDS for appomntment signature. The appointment shall then be 1ssued. designated personnel (PDF), CS Form 32 | “yound |
/ ASDS / SDS (Oath of Office), CS fron
Form 4 u 1
(Certification of [ssuance o
Assumption to Duty) he
Ortentation of the newly | The appointee shall undergo into an orientation (virtual or face to face) after
appointed Personnel recerving the appointment to be oriented on the Department of Education orders | irRMO/ HRMO A
12 implementing 1ts Vision, Mission, and .Devel.o-pmental anls including therr designated personnel Orientation Program I day
duties and responsibilities as stated in their Position Description Form.
2
Prepared b

0
: CHERRY ROSSETTE E. OLIVA
r Public School District Supervisor
RAMEL M. AYOI
Administrgtive Officer 11
Approved by: /’2/

CRISTY eetlG 25 20

Schools Division Superintendent




Republic of the Philippines

Department of Education
REGION XI
SCHOOLS DIVISION OF DIGOS CITY
Digos City

TRANSFER PROCESS FLOW

Updating the Schools Division
Office's Personal Services
Itemization and Plantilla of
Personnel (PSIPOP)

(2 days)

Requesting the Head of Office for

Approval to publish vacant
positions

(5 days)

Publishing & Posting of the

vacant positions with the Civil
Service Commission

(10 days)

Submission of application
documents of Personnel to the
SDO

(5 days)

Address: Roxas Street cor. Lopez Jaena Street, Zone ll, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




Republic of the Philippines
Department of Education

REGION XI
SCHOOLS DIVISION OF DIGOS CITY
Digos City
Ranking of the Transfer

Applicants
(20 days)

The Conduct of Background

Investigation
(5 days)

Submission of the Ranking of the
Applicant for Transfer to the
Schools Division Superintendent

(5 days)

Selection of Appointing Authority

(15 days)

Address: Roxas Street cor. Lopez Jaena Street, Zone I, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




Republic of the Philippines

Bepartment of Education
REGION XI
SCHOOLS DIVISION OF DIGOS CITY
Digos City

Draft Accomodation Letter

(15 days)

Preparation and issuance of

appointment
(10 days)
(85 days total Turn Around

Time from Publication to
Issuance of the Appointment)

Orientation of the newly

appointed Personnel

(1 day)

-END OF THE PROCESS-

Address: Roxas Street cor. Lopez Jaena Street, Zone li, Digos City 8002
Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375




