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DIVISION OF MALAYBALAY CITY TZUZT
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Division MEMORANDUM
TO: Assistant Schools Division Superintendent
Chief Education Supervisor, SGOD and CID
All Others Concerned
FROM: -
intendent
DATE: August 12, 2021
SUBJECT: OPERATIONALIZATION OF OFFICE SAFETY CHECKLIST
1. It shall be a policy in this Division to make the Office Safety Checklist

functional by requiring all unit heads to schedule and assign their personnel as room
checkers to check the rooms before leaving the office.

2. There shall be an online form accessible through
https:/ /tinyurl.com/drrm-osc or through scanning the QR Code in the posted checklist
that must be accomplished by the room checkers.

3. Accomplish the blank schedule below and submit it to this Office through
the Division DRRM Coordinator on August 17, 2021 (Tuesday). The management and
organization of the schedule of personnel shall be the responsibility of the unit heads.

4, Shouid there be queries, contact Jimdandy 8. Lucine, Project Development
Officer II {DRRM}), through 09171156864.

5. For compliance.

Encl: As stated

Copy Furnished: Records Unit | DRRM

Address: Sayre Highway, Purok 6, Casisang, Malayhalay City
Telefux: (088) 314 - 0094
Email Address: malaybalay. city@deped.gov.ph




SCHEDULING OF PERSONNEL AS ROOM CHECKERS

DIVISION /SECTION:
NO. NAME OF PERSONNEL ASSIGNED ROOM SCHEDULE
TO CHECK
Note:

e ‘The schedule can be daily, weekly, or monthly. Examples are “every first week
of the month” and “every Tuesday”

o In case that the assigned personnel as room checker is on leave or absent, it
shall be the responsibility of the Unit Heads or the direct superior to make
arrangements with other personnel



