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March 14, 2024

DTVISIONMEMORf,NDIIM
No [0 s.2O24

AIINOI]NCEMENT ON THE SUBMISSION OF PERTINENT DOCUMENTS FOR
JUNOR HIGH SCEOOL PRINCIPAL II RECLASSIFICATION

TO PRINCIPAL III

To: Assistant Schools Division Superintendent
Chief Education Program Supervisors, SGOD and CID
AIl Public Elementary and Secondary School Heads
AII Others Concerned
Ttris Division

I. Ihis is to inform the 6eld of the submission of pertinent documents for
Elementary School kincipal II reclassification to Principal III. Applicants should
meet the herein qualification standar& and follow the guidelines as embodied in
DepEd Order No. 9?, s. 20I I.

2. All interested applicants are reguested to follow and observe the timeline of
the application prooess, as follotrs:

2.1. Interested and Qualified applicants are required to regdster on the
profiling link to generate their Unique Application Code which shall be
used throughout the hiring process.

bitly/SP3-JHS-2024

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

2.3. Submit complete set of application docurnents together with your
letter of intent to the Division OEce from March 13, 2024 to March 26,
2024.

4. Interested applicants are required to gubmit photocopies of the
following pertinent doaments, as follows:

a. letter of intent addresses to the Head of Ot6ce;

Address: Sayre Hi-way, Purok 6, Casisang, Malaybalay City
Telelax No.: 088-314-0@4; Telephone No.: 088-813-1246
Email Address: malavbalav,ciW@deDed.pov.Dh e



ffi
Sr[[tti. ot tt? D!flimiru,

Depeffment of GDuation
REGION X. NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY

b. Duly accomplistred PDS (CS Form No' 212, Revised 2017 with
Work Experience Sheet, if applicable;

c. Photocopy of valid and updated PRC LicenseAD;
d. Photocopy of Certi6cate of EugibiUty/Xating;
e. Photocopy of scholastic/academic record such as but not limited

to Transcript of Records (TOR) and Diploma, including completion
of graduate and post-gtaduate units/degrrees;

f. Photocopy of Certificate/s of Training/s relevant to the Position to
be filled, acquired after the last Promotion; but within the last five
(5) years;

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

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

covering one (l) year periormance in the current or prerious job
or position relevant to the position to be filled;

j. Photocopy of proof of outstanding accomplishment:
j.I. Awards and Recognition
j.2. Research and Innovation
j.3. Subject Matter Ercpert/Membership in National Tlll/G or

Committees
j.4. Resor:rce Speakership / l,earning Facilitation
j.5. NEAP Acaedited l,earning Facilitator

k. Application to Education acquired after the last promotion;
I. Application to Learning and Development (I*D) acquired after

the last promotion;
m. Checklist of requirements and Omnibug Swom Statement on

the Certification on the Authenticity and Veracity (CAV) of the
doeuments zubmifted and Data Privacy Consent Form pursuant to
RA No. I0173 (Data Privacy Act of.2012), using the attached form
(Enclosure No.Z / 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. Dosurnents shall be submitted with TABIiE of collmilTS in
accordance with letters a to I of the pertinent documents stated in item,
no 4. AII certiEcates of training attended must be enumerated and
arrange cluonologically (date).

3. Applicants as$une the fuJl 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 doeuments submitted
shdl be ground for disqualiEcation.

Address: Sayre Hi-way, Purok 6, Casisan& Malaybalay City
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4. No additional documents shdl be accepted after the deadline. Applicants
who failed to submit the doeumentary requirements on the set deadline shdl not
be included in the pool of offrcial applicants.

8. See attached documents as to the following:

AnnexA:
Annex B :

Annex C:

Quditrcation Standards
Criteria and the Point System Consistent rrith DO 7 s.
2023
Composition of the HRMPSB

9. Ittis Ofrice adheres to the kinciples of Merit and Fitness and to the Egual
Employment Opportunity Principle (fOP). It ensures no discimination in the
selection of its employees provided Qualification Standards set by the CSC are met
and DepED guidelines are followed. Ttrus, all applications regardless of
applicant's age, sexr sexual orientation, gender identity, civil stahrs, ethnicity,
religion, disability, or political affiliation are treated with respect and equity.

I0. Queries relative to this memorandum can be channeled to the Personnel Unit.

I l. tmmediate dissemination of this Memorandum is enjoined.

CHERRY
Schools

Incl. as stated

Copy furnished:
Records Unit
Personnel Unit

TO BE POSIED ON OI'R WEBSrIE

eAddress: Sayre Hi-way, Purok 6, Casisan& MalaYbalay citv

i"f"i.- *".' Og"3ro"*4;Telephone No': 088-813-12/16

g..iilOor"", malaYbalaY'ciw@deped'sov Dh
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AnnexA

QUf,I.IfIGf,TION STINDTRDS

Position: Principallll

Education: Master's degree in the 6elds of adminisEadon, supewision,

leadership or managrement plus 12 doctoral units

Training: 56 hours of relevant Eaining initiated, sanctioned, approved /
recognized by DepEd not used in the irnmediate previous

promotion

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

Address: Sayre Hi-way, Purok 6, Casisan& Malaybatay City
Telefax No.: 088-3lrH)O94; Telephone No.: O8&813-1246
Email Address: malavbalav.ciW@deped.rov.Dh e
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a, Education

b. Training

c. E:q>erience

d. Performance Rating

e. Outstanding Accomplishment

f. Application of Education

g. Application of l,earning and Development

h. Potential (written Exam, BEt)

CRTIERIATND POIIIT SYSTEM POR SCHOOI,
ADMINISTN.f,TOR POSITIONS

Annex B

l0 points

I0 points

l0 points

25 points

l0 points

l0 points

I0 points

l5 points

TOTAL IOO POIIITS

Address: sayre Hi-way, Purok 6, casisan& Malaybalay city
Telefax No.: 088-314{XD4; Telephone No.: 08&813-1246

Email Address: malaybalav.ciw@deoed'rov'Dh @
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Annex C

Members:

Dlvlslon ERMPSB for School Adrnlrrirtrators

Chairman: Aliena S. Dajay, PhD. CESE

Lorenzo O. Capacio, EdD, Chief SGOD

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

Guia Ma G. Villahermoga, Admin. OEcer IVIHRMO

@epresentative)

Sesretariat: Gwendolyn G. Quirong, ADAS III

Glaive May Mulawan, ADAIi III

@ Email Address: malaYbalav.citv @deped.cov.Dh @
Address: Sayre Hi-wa% Purok 6, Casisan& Malaybalay City
Telefax No.: 088-314-0094; Telephone No.: 08&813-1246



Name of Applicant:

CEECXLTST OE REQITTRE EIrTS

Application Code:

Position Applied For: Teacher I

Oflice: N/A
Contact Number:
Rcligion:
Ethnicity
Person with Disability: Yes ( ) No ( )
Solo turent: Yes ( ) No ( )

Attested

OI'IA fA. G. VILLAIIERTOSA
Human Resource Maiagement Officer

Of,rIBI'S SEOBIi ATATT.ETT

CERTIFICATIOX OF AUTIIEITICITY AXD VERACTTY
I hereby certiry that all information above are true ard correct, ard of rny personal txrowledge 6nd belief, and the documents submitted
herewith sre original and/or certilied tru€ copies thereof.

DATA PRIVACY @IlAEf,T
I hereby Srant the Department of Education the right to cotlect and process my personal inforEration as stated above, for purposes
relevant to the recruitment, selection, and plaaement oI personn€l of the Depanment and for purposes oI compliance with the laws,
rules, and rcgulations being implemented by the Civil Service Commission.

Name and Signature of Applicant

Subscribed and swom to before ae this _ day of , yezr _,

Oarh

Elagic Documentary Requirement

Status of
Submiasion

Co bfllddtbgtle

verilication
Oo bflautag E HRllo/HR qt@/ bffitua)

Status of
SubEission ReEarks

a. L€tter of intent addressed to the Head of OfEce, or to the highest
huEsrl resource ofEcer

b Dulv accooplished Personal Data Sheet (PDSI

c Photocopy of valid and updated PRC License/lD, if applicable
d Photocopy of Certificate of Eligibility/Report of Rating, if applicable

Photocopy of scholastic/academic record such a8 but not limited to
Transcript oI Records (TOR) and Dploma, including completion of
E aduate and post-graduate units/degrees, if aveilable

f PhotocoDv of Certilicate / s of Trainins. if aDplicable
E' Photocopy of C€rtificate of Emplolrment, Contract of Service, or duly

sigled Service Record, whichever is/are applicabl€
h Photocopy of latest aDpointlnent, if applicable
i Photocopy of the Performance Ratings in the last rating period(s)

covering one (1) year performance prior to the assessment, if applicable

) Checklist of Requirements and Omnibus Swom Statement on the
Certilication on the Authenticity and Veracity (CAV) of the documenta
submitted and Data Privacy Consent Forln

k Other docurneDts as may be required for comlxrrative assesiment:

Mesns of Verifrcation (MOVS) showing Outstanding Accomptish.Eeots,
Application of Education, and Application of Le€rning ond Development
reckoned Eo1rt the date oI Iast issuance of appointment

Photocopy of Performance Rating obtained from the relevant work
experience, if performance rating in ltem (i) is not relevant to the
position to be hlled
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