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March 14, 2024

DTVISIONMEMORTNDI'M
No. , s.2O24

AIINOI,]NCEMENT ON TITE ST]BMISSION OF PERTIITENT DOCUMENTS FOR
ELEMENTARY SCHOOL PRINCIPAL II RECLASSIFICATION

TO PRINCIPAL III

To Assistant Schools Division Superintendent
Chief Education Prog,ram Supewisors, SGOD and CID
AII Pr.rblic Elementary and Secondary Scltool Heads
Nl Others Concerned
This Division

l. firis is to inform the field of the submission of pertinent documents for
Elementary School kincipal II reclassGcation to Principd IIL Applicants should
meet the herein qualifisstion standards and follow the guidelines as embodied in
DepEd Order No, 9?, s.20ll.

2. All interested applicants are requested to follow and observe the timeline of
the application process, as follows:

2.1. Interested and Qualified applicants are required to register on the
profrling link to generate their Unique Application Code which shall be
used tluoughout the hiring process.

bitly/SP3-ELEM-2024

2.2. Indicate in the letter of intent the Unique Application Code
preferably on the IIPPER RIGIIT HAND CORNER and in body of your
letter.

2.3. Submit complete set of application docrunents together with your
letter of intent to the Division OEice from March 13, 202t1 to March 26,
2024.

4. Interested applicants are required to submit photocopies of the
following pertinent docurnents, ag follows:

a. l€tter of intent addresses to the Head of Offce;
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Address: Sayre Hi-way, Purok 6, Casisang, Malaybalay City
Telefax No.: 088-31/HO94; Telephone No.: 08&813-1245
Email Address: malavbalay.ciw@deoed.rov.oh C?t';
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b. DuIy accomplished PDS (GS Form No. 212, Revised 2017 with
Work E:<perience Sheet, if applicable;

c. Photocopy of valid and updated PRC LicenseAD;
d. Photocopy of Certificate of Etig:ibiUty/Rating;
e. Photocopy of scholastic/academic record such as but not limited

to Transaipt of Records (fOR) and Diploma, including completion
of gxaduate and post-gEaduate units/degtees;

f. Photocopy of Certificate/s of Ttaining/s relevant to the position to
be filled, acquired after the Iast promotion; but within the last five
(5) years;

g. Photocopy of updated Service Record; Erperience must be
relevant to the to the position to be filled;

h. Photocopy of latest appointsnent;
i. Photocopy of the Performance Rating in the last rating period(s)

covering one (l) year performance in the ctrrent or previous job
or position relevant to the position to be filled;

j. Photocopy of proof of outstanding accomplishment:
j.l. Awards and Recogmition
j.2. Research and Irurovation
j.3. Subject Matter Eqrert/Membership in National TWG or

Committees
j.4. Resource Speakership / Learning Facilitation
j.5. NEIP Accredited Learning Facilitator

k. Application to Education acguired after the last promotion;
1. Application to l,earning and Development (L&D) acquired after

the last promotion;
m. Checklist of reguirements and Omnibus Sworn Statement on

the Certifica6on on the Authenticity and Veracity (CAV) of the
doeuments submitted and Data Privacy Consent Porm pursuant to
RA No. 10173 @ata Priracy Act of 2012), using the attached form
(Enclostre No.2 / Annex C), notarized by authorized official (to be
placed on top of application documents

6. Applicants are required to bring the original copies of the pertinent
documents and to present the HRMPSB when necessary for verification.
7. Documents shall be submitted with TABLE of COIiI'IENTS in
accordance with letters a to I of the pertinent documentr stated in item,
no 4. All certificates of training attended must be enunerated and
arrange cluonologically (date).

3. ApplicanB as$une the firll responsibility and accountability for the
authenticity and veracity of the documents submitted as evidenced by the duly
signed Omnibus Sworn Statement, Any false and fraudulent documents submitted
shall be ground for disgualification.

Address; Sayre Hi-way, Purok 6, Casisan& Malaybalay City
Telefax No.: 08&314-O(x)4; Telephone No.: 08&813-1246
Email Address: malavbalav.ciw@deped.tov,ph @
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4. No additonal documents shall be accepted after the deadline. Applicants
who failed to submit the documentary requirements on the set deadline shall not
be included in the pool of ofrcid applicants.

8. See attached documents as to the folloring:

Annex A: Qualification Standards
Annex B : Criteria and the Point System Consistent with DO ? s.

2023
Annex C: Composition of the HRMPSB

9. This OEice adheres to the Principles of Merit and Fihess and to the Egual
Employment Opportunity Principle (EEOP). It ensures no diEsrimination in the
selection of its employees provided Qualification Standards set by the CSC are met
and DepED guidelines are followed. Thus, all applications regardless of
applicant's age, sex, sexual orientation, gender identity, sivil status, ethnicity,
religion, disability, or political afriliation are treated with respect and equity.

10. QuerieE relative to this memorandum can be channeled to the Personnel Unit.

I l. lmmediate disEemination of this Memorandum is enjoined.

CIIERRY
Schools Di Su nt

IncL as stated

Copy furnished:
Records Unit
Persorurel Unit

TO BEPOSTD ON OURWEBSTTE

Address: SaYre Hiway, Puro k 6, Gsisan& MalaybalaY CitY

Teletax No.: 08&314{094; Telephone No.: 08&813-1246 <?
Email Add ress: malavbalav.ciw@deDed'gov'ph
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AnnexA

QUf,I,IDICf,TION STf,NDIRI'3

Position: Principallll

Education: MaEter's degree in the fields of administsation, supewision,

Ieadership or management plus 12 doctoral urrits

ltaining 56 hours of relevant tsaining initiated, sanctioned, approved /
recognized by DepEd not used in the immediate previous

promotion

Experience: I\ro (2) years as Principal II

Address: Sayre Hi-way, purok E, Casisang, Malaybalay City
Telefax No.: 088-314-(rc94; Telephone No.: O8g-813-1246
Email Address: malavbalav.citv@deoed.qov.ph C?
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a. Education

b. Training

c. E:rperience

d. Performance Rating

e. Outstanding Accomplishment

f. Application of Education

g. Application of Learning and Development

h. Potential (written F.xam, BEI)

CRIIERIE IND POMT SYSTEM EOR SCEOOIJ
ADMIMSTRf,TORPOSITIONII

Annex B

I0 points

l0 points

10 points

25 points

l0 points

I0 points

l0 points

15 points

TOTTIJ IOO POIIiITS

@ Email Address: malavbalav .ciW@deDed.sov .Ph

Address: Sa

Telefax No.

yre Hi-way, Purok G, Casisan& Malaybalay City
: 088-314{094; Telephone No.: 08&813_1246 @



ffir
arpblit ottlr ptflmtrcd

trBesertment of €Dutation
REGION X- NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY

Arnex C

Members:

Dlvlslon IIRMPSB for School Edmlaistralotg

Chairman: Aliena S. Dajay, PhD. CESE

Lorenzo O. Capacio, EdD, Chief SGOD

Manuel D. Dinlayan, II, DPA, Admin. Oficer V

Guia Ma G. Villahermosa, Admin. OEcer IVIHRI\4O

(Representative)

Secretariat: Gwendolyn G. Quirong, ADAS III

Glaive May Mulawan, ADA.S Il

@ EmailAddress: malaYbalav.c ph @
Address: Sayre Hi-way, Purok 6, Casisan& Malaybalay City

Telefax No.: 088-31/HD94; Telephone No.: 088-813-1246



Name of Applicart

CEECXLIBT OT NEQUIRE EIITA

Application Code:
Position Applied For: Teacher I
Olfice: N/A
Contact Number:
Religion:
Ethnicity
Person with Disability: Yes ( ) No ( )
Solo Parent: Yes ( ) No ( )

Attested

GI'IA XA. O. VIL[TIIERIOAA
man Resource Malragelnent Officer

OXrIBUA AWORT STATF;UEITT

CERTIFICATIOT{ OF AITTHEI{TICIIY AIf D VERAC1rY
I hereby certify tiat all information above are true and corrEct, and ofmy personal knowledge and belief, and the documents submitted
herewith a-re original and/or ccrtified true copies thereoL

DATA PRIVACY OOf,SEIfT
t hereby Srant the Depa-rtment of Educalion the right to collect and proces$ my personal information as stated above, for purposes
relevant to the recruitment, selectiicn, snd placement of personnel of the Depaitment and for puryroses of compliance with the laws,
nrles, and regulations b€ing implemented by the Civil Service Commission.

Naute ajrd Sigtature of Applicant

Subscribed and swom to before 6e this _ day of , yerr _,

Basic Documenta-ry Requirement

Status of
Submission

(fo b. flbnat bs tt-

Verfication
(to bel dantbVt EHRMo/HR QIfrd/flb@db.)

Status of
submission ReEarks

a- l€tter of intent addressed to the Head of ofEce, o! to the highest
huDsn resource ofEcer

b. Duly accomplished Personal Data Sheet (PDS)

c Photocopy of va.tid and updated PRC ticense/ID, if applicable
d Photocopy of Certificate of Eligibility/ Report of Rating, if applicable

Photocopy of scholastlc/academic record such as but not limited to
Transcript of Records (fOR) and Dploma, including completion of
Faduate and post-graduate units/degrees, if availabte

t Photocopy of C€rtificate/s of Ttaining, if applicable
c. Photocopy of Certificate of Employment, Contract of Service, or duly

signed S€rvice Record, whichever is/ar€ applicable
h Photocopy of latest appointment, if aDplicable
t. Photocopy of the Performance Ratings in the last rating period(s)

coverinS one (I) year F,erformance prior to the assessment, if applicable

I Checklist of Requirements and Omnibus Swom Statehent on the
Certification on the Authenticity and Veracity (CAU of the documents
submitted and Data Privacy Consent Form

k Other docurnents as may be required for comparative assessment

MeEns ol Verification (MOVS) shos.ing Outstanding AccoEplishEents,
Appiication of Education, sIId Application of Les.rning and Developrnent
rEckorred froE the date ofl,ast issuance of appointment

Ptotocopy of Performance Rating obtained from the rclevant work
experience, if performance mting in Item (i) is no1 relevant to the
position to be flled
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