DIVISION MEMORANDUM
No._ 34€:_S.2013

TO

FROM

DATE

SUBJECT

DEPARTMENT OF EDUCATION

DIVISION OF MALAYBALAY CITY

" Corner Don Carlos-Guingona St City of Malaybalay
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All Education Program Supervisors /Coordinators
Schools District Supervisors

Principals & School Heads .Secondary and Elementary Schools

This Division

7
EDILBERTO L. OPLENARIA
Schools Diivision Superintendent:

November 28, 2013

D MINATION OF UNNUMBERED DEPED
MEMORANDUM DATED NOVEMBER 5, 2013

(Request Data on The Non-Teaching Functions and Personnel of

School)

Enclosed is Unnumbered DepEd Memorandum dated November 5, 2013 the content

of which is self-explanatory.

The Division deadline of this Data will be on Friday November 29, 2013.

For immediate wide dissemination and immediate action.
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REGIONAL ADVISORY

27 November 2013

TO . THE SCHOOLS DIVISION SUPERINTENDENT
All Divisions
This Region
Attn: The HRMO/designate

FROM : ATTY IRLEY O. CHATTO
Chief Administrative Officer for Administratve/Budget and Finance
Division

SUBJECT : REQUEST DATA ON THE NON-TEACHING FUNCTIONS AND
PERSONNEL OF SCHOOLS

Please be reminded of the submission of the Report on the Data of the Non-
teaching Functions and Personne! of Schools using the Tempiates of Annexes 1 and 2
for Schools and Divisions respectively as contained in the enclosed Unnumbered
Memorandum dated November 5, 2013, for immediate compiance and submission of
the same through this Office.

Deadline of submission is on November 29, 2013. Send hardcopy through this

Office and soft copy through email address: deped10_personne:@hotmail.com.

woesiite www.depedregionif.com




Republic of the Dhilippury
Bepartment of Education

Tanggapan ng Kawalsing Kalihim e vl . R840
Office ef die Assizxtaus Secretary Direet § ine D OR3RTINN
MEMORANDUM
{'OR . REGIONAL THRECTORS

REGIONAL SECBETARY, DFPED ARRS
STHODLA THVISION SUPERINT! HDEN |
SCHOOGL 1TEAD®

FROM : JESUSL. R, MATEO

Asmstant Spemptars for Flavmsg and Peoslopmient

SUBJECT : REQUEST DATA ON THE MON- FEACHHNG FUNUTIONS AND PERSONNEL OF
SCHOULS

NATE g OO November 20101

As part of the efferts of the department Gy ensare the efficeron sd effechwerese of schonl opvrations, o
strategic review af the typology, structure and stafting pattern of public schenls s heing conducted

In this regard, all schools are directed to pravide data on the non-teaching functions performed
hy the schools and the corresponding staff that accomplish the worl. Please check the attached
tempiate for reference.

Submission process shail be as foillows:

1. Schiuols submit the acvomplished report wang the g o ponplate to oe Schends Pivien
Office un or before November 15, 2013,

2. The Schools Division Office (SDO) shall review and consolidate all the schools data and submit
the schools division-wide summary report to the regivnal office on or before November 22,
2013 '

3. The Regional Office (RO) shall validate the reports and submit the region-wide summary
report to mancom.secretariat@gmail.com on or before November 27, 2013.

For smoother consolidation and validation of data, the reports should be submitted in MS Excel
Format (e-copy) and the attested printed copy by the respective schools division superintendent for
the SDO and the regional director for the RQ. Please make sure to follow the prescribed format
attached in Annexes 1 and 2.

3 HH H P Y P70 veegsy ot gd o B L T
if there are clarifications or gqueshons, please conart the R U0 wecreiapad it {4 B4 2208 o

mancam.secretanat@gmartoom
For your immediate attenoton amd guidance.

Thank you.



HON-TEACHING TASKS AND PERSONNEL

ANNEX § - Tompiate for Sehgals

iNameof Schoot: 1 _ B
, Schools Division; P o _ Region: - |

- Name of Schoo! Head: | - L,
CEmajladdress: MobileNo.
No, of enrolees: Na. of teachers

Please list down the nen-teaching related tasks and activifies currently being done by the |
! ‘schp(_)] and its staff.
|80 BUoet preparatioe, Jiunsations, record:-keeping, pregarng rports, etc, Bt 1|

- Who-among the sehool staff are currently doing these tasks and activities? !

| ____Posmmion | QUANTITY | ___ WORK ASSIGNMENTS

e e i
€@ Tearfwr | S6M foca! iwxyon  Charge of SIF Pannng & sakes sure
. e, WSIP 5 submnet 1o OO |
L0g Awiteove Al | 2___ | Prepares tuaget and ather fnancasl ]
i

- — 1 — RN ¢ |

 In order of priodty, list down the top three (3) non-teaching refated tasks that the schouy |
_Teeds assistance in to perform more efficiently. ‘ -
1.

2. o
e g e =
3. i ) e e

Name and Signature of School Head



NON-TEACHING TASKS AND PERSONNEL

ANNEX 2 — Tempiate for Schools Divisions and Regions

Sdowedilon: | T T megem

Position: !
Mobite No, :

Summary of Submitted School Data

1. Non-Teaching Tasks ang Atnabes

! LFREQ!JENCY OF OCCURRENCE (taily) e
,NON ~TEACHING TASKS/ACTIVITIES ¢ {Biementery 5crovsSecongary Schout Yotal Tally f
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il. List of Personnel performing non-teaciing tasks

v | FREQUENCY OF OCCURRENCE  (tally) : i
{mm TEACHIHGTASKSIAG‘NITIES e ~ " Sacondlary Schools | TOIR Tally |
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11 List of Prionty Non-Teachug Tasks

FREQUENCY OF OCCURRENCE (tally)
Non‘mc:ﬂms TASKS/ACTIVITIES 5 Elementary Schouts | Secondary Sehoofe | TOt8! Tally
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Certified Correct by:
Date: n




