Republic of the Philippines

Bepartment of Education
! Region III
SCHOOLS DIVISION OF BULACAN

DIVISION MEMORANDUM
No. |TF+ s. 2023

To : Assistant Schools Division Superintendents
SGOD and CID Chiefs
Education Program Supervisors
HRMPSB Members
Public Schools District Supervisors
Elementary, JHS and SHS Principals/OICs
All Others Concerned

IMPLEMENTATION OF THE NEW RECRUITMENT, SELECTION AND APPOINTMENT
OF SDO BULACAN

1. This Office informs all concerned that the new guidelines on Recruitment,
Selection and Appointment is now in effect and being implemented following the
15 days after publication of DepEd Order No. 007, s. 2023. Attached are the
issuances for reference and guidance. »

2. This further informs that the existing promotion and reclassification guidelines to
higher teaching positions in the Elementary and Secondary levels, including SHS,
shall remain in effect, unless otherwise modified or amended by subsequent
policies. (Sec. 78 of D.O. No. 007, s. 2023)

3. Likewise, seminar-workshops will be conducted soon.

4, Immediate dissemination of this Memorandum is desired.

NORMA P/ ESTEBAN, EdD, CESO V _
/Schoo s Division Superintendent

April 18, 2023
HR/hrmo

k 7incial Capitol Compound, Brgy. Guinhawa, City of Malolos, Bulacan
isite: https://bulacandeped.com  email. bulacan@deped.gov.ph
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r. D022, s. 2015, Hiring Guidelines for the Remaining Teaching Positions
Effective School Year (SY) 2015-2016;

s. DO 3, s. 2016, Hiring Guidelines for Senior High School (SHS) Teaching
Positions Effective School Year {8Y) 2016-2017;

t DO 9, s. 2016, Reinforcement of Depld Order Nos. 7 and 22, s. 2015
as the Hiring Guidelines for Kindergarten to Grade 10 Teaching
Positions;

u. DO 32, s. 2016, Addendum to DepEd Order No. 3, s. 2016 {Hiring
Guidelines for Senior High School [SHS] Teaching Positions Effective
School Year [SY] 2016-2017);

v. D049, s. 2016, Guidelines on the Hiring of Contractual (Full-Time and
Part-Time) Teachers in Senior High School;

w. DO 50, s. 2017, Amendment and Additional Information to DepEd
Order Nos. 58 and 59, s. 20 12 (Revised Implementing Guidelines on the
Provision of Teaching Aid and Transportation Allowances to ALS Mobile
Teachers and District Alternative Learning System Coordinators
[DALSCs}, and Revised mplenienting Guidelinies. on the Selection and

Hiring of Alternative Learning Systex [ALS] Literacy Volunteers}; and

%. DO 581, s. 2017, Amendéd Qualiﬁcation Standards for Senior High
" School Teaching Positions:in theT ~hniéal~Vocaﬁona1=~Livelihoo& Track
and Other Clarifications on the Hiring Guidelines.

5. This Order and its subsequent amendments, if any, shall take effect 15 calendar
days upon its approval, issuance, and publication. on the Deplid wehbsite.
Certified copies of this Ordex shall be registered with the University of the
Philippines Law Center-Office of the National Administrative Register {UP LC-
ONAR), UP Dilimait, Quezon City.

6. For more information, please contact the Burean of Human Rescurce and
Organizational Development (BHROD), 4th Floor, Mabini Building, Department
of Education Central Office, DepEd Complex, Meraleo Avenue, Pasig City,
through ‘email at bhrod.hrdd@deped,gov.ph or telephone number (02) 8470-
6630.

7.  Immediate dissemination of and strict compliance with this Order is divected.

)

Vicd President of the Repubtic of the Philippines
Secretary of the Department of Education.

Encls.:
As stated

Referenices:
. As stated:
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{(Enclosure No. 1 to DepEd Order No.( Q7 s. 2023) G DGPEDORECAToD

GUIDELINES ON RECRUITMENT, SELECTION, AND APPOINTMENT
IN THE DEPARTMENT OF EDUCATION

1. Rationale

1. Section 2(2), Article IX(B) of the 1087 Constitution of the Republic of the Philippines
provides that “appointments in the Civil Service shall be made only according to merit and
fitness.” Moreover, Section 2, Subtitle A, Title I, Book V of Executive Order {(EQ) No. 292,
otherwise known as the Administrative Code of 1987, provides under Recruitment and
Selection of Employees that “opportunity for government employment shall be open to all
qualified citizens and positive efforts shall be exerted to attract the best qualified to enter the
service. Employees shall be selected on the basis of fitness to perform the duties and assume
the responsibilities of the positions.”

2. The Civil Sérvice Cominission (CSC), as the central petsonnel agency of the Philippine
Governtnent, issued Metnorandum Circular (MC) No. 14, s, 2018 titled, 2017 Omnibus Rules
on Appointments and Other Human Resourcé Actions, Revised. July 2018, governing the
preparation, subission of, and actions to be faken onx appointments and other human
resource movéments in the Philippine government.

3. The Department -of Education: (DepEd) recently issued the CSC-approved Merit
Selection Plan of the Department of Education as DepEd Order (DO} No. 019, 8. 2022 which
aligns the Department’s internal system on recruitment, selection, and placement with the -
provisions of the 2017 Omnibus Rules on Appointment and Other Human Resource Actions
(ORAOHRA), Revised July 2018:per CSCMC No. 14, s. 2018, and reinforces the Depertment’s
commitment with the Program. to Institutionialize Meritocracy and Excellence i Human
Résource Management (PRIME-HRM) per CSC MC No. 3, s. 2012. It is grounded on.the policy
of the Department to strictly adhere to the principles of Merit, Competence, Fitness,
Accountability, Transparency, and Equal Opportunity in the process of recruitment, selection,

and placement of personrel to positions in the organization.

& TFaithful to the merit and fitness principle of the Civil Service Doctrine of the
Constitutioh, and the DepEd’s thrust to better seive its learhers and stakeholders by
continuously improving -itself and maintaining organizational performance and health, the
Department hereby issues the Guidelines on Recruitment, Selection, and Appointment
in the Department of Education. This policy provides for a systematic process of
recruitment, selection, and appointment of personne] to positions in the First and Second
levels based on their relative qualifications and competence to perform the duties and
responsibilities of the positions. It upholds the Department’s policy on the Promotion of
Professionalism. in the Implementation. and Delivery of Basic Education Programs and Services
as stipulated in DO 047, s. 2022, as amended, which mandates that all DepEd programs and
setvices, including its tecruitment, selection, and placement processes, shall be free from any
forim of partisan activities. Ultimatély, this ‘policy is aimed at ensuring that the organization
and its workforce are able to respond to challenges and opportiinities of the 2 1st century with
focus on the delivery of quality, aceessible, relevant, and liberating basic education.

)18 Scope

5. This poli¢y provides guidance to Human Resoutrce Managemetit Officers HRMOs),
Human Resource Merit Promotion and Selection. Board (HRMPSB), Appointing
Authotities/ Officers, applicants, and other stakeholdérs at the Central Office (CO}, Regional
Offices:(ROs), Schools Division Offices (SDOs), and schools and community learnitig centers
{(CLCs) in the hiring and promotion of personnel to positions. in the First and Second levels,
including ‘Second level executive/managerial positions. It stipulates the basic principles,
general policies, and specific guidelines, procedures, and criteria in the recruitment,
selection, and appointment of personnel to the following positions in the Department:
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G.

Bona Fide Resident refers to an applicant who is a resident for at least six (6)
inonths of a batangay, municipality, city, or province, -in that order, where the
vacancy exists, as evidenced by the applicant’s PDS and Voter’s ID or any proof of
residency.

Comparative Assessment refers to the procedure or method of determining the
top candidates for possible appointment. It involves the use of multiple evaluation
techiniques to evaluate the competencies of a qualified applicant vis-d-vis the
competencies required by the positiofi to be filled.

Comparative Assessment Result refers to the report prepared by the Human
Résource Merit Promotion and Selection Board (HRMPSB) that shall guide the
appointihg authority/ officer, in the exercise of sound discretion, in selecting,
insofar as practicable, the candidate deermed most qualified for appointment. It
shall cofitain the complete list of all candidates for appointment, highlighting the
top fivé (5) ranking candidates based on the total scores obtairied from the
evalugtive assessments.

Comparative Asséssinent Result of the Registry of Qualified Applicants.refers
to the CAR for teaching positions, containing only the candidates who have met the
cut-off score.

Competence refers to the ability to perform tasks efficiently and effectively by
exhibiting behaviours that demonstrate the necessary knowledge, skills, and
attitude.

Compétencies refer to knowledge, skills, attitudes, and key behaviours that are
necessary for the efficient and effective performance of the duties and
responsibilities of a position.

Bducation refers to the formal or non-formal academic, technical, or vocatiohal
studies that enable an applicant to successfully perform the duties and
respongibilities of a position.

Eligibility refers to the result of passing a merit and fithess test which may be
determined as far as practicable by competitive examination, or based on highly
technical qualifications or other tests of merit and fitness conducted by the Civil
Segvice Comymission, or other examinations jointly designed and coordinated by
the departments or agencies with the assistance of or in coordination with the CsC,
and other examinations such as the Professional Regulation Cominission~
conducted board examinations, the Supreme Court-conducted bar examinations
ot the Career Executive Setvice Boatd-coniducted examinations.

Equal Opportunity refers to the non-discrifiifhation principle that al'ows any
applicant within or outside DepEd to apply for & position, irfespective of age, sexX,
sexual ofieatation and gender identity, civil status, disability, religion, ethnicity, ot
political beliefs.

Evaluative Assessment refers to the multiple evaluation techniques in the
determination of competencies of an applicant vis-a-vis the required competencies
of the position to be filled.

Executive /Managerial Position refers to a second level position whose functions
involve exercising management over people, respurce, and/or policy, as well as
planning, organizing, directing, coordinating, controlling, and overseeing thie
activities of an organization, unit thereof or of a group; and requires some degree
of professional, technical, or scientific knowledge and experience.
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dd.

ee,

ff.

g8

hh.

kk.

1.

nn.

Merit refef's to the niecessary gualifications and competéncies to perform the duties
and responsibilities of the position to be filled.

Next-in-Rank Position refers to a position which, by reason: of the hierarchical
arrangement of positions in the agency, is determined to be in the nearest degree
of relationship to a higher position as contained in the agency’s System of Ranking
Positions.

Non-Teaching Position refers to a position whose primary duties and

Jres’ponsibili,tiés contribute. to the delivery of basic education: services and

achievement of agency outcomes, but do not involve nor directly support the actual
conduct of teaching or delivery of ingtruction.

Opén Ranking System refers to the transparent, participative coaduct of
comparative assessment and evaluation, where applicants are made aware of the
processes and cofregponding results.

Outstanding Accomplishments refer to mertitorious contributions of an applicant,
such as ideas, invention, or discovery, duly fecognized by an authorized body; that
have a direct link to the Key Result Areas {KRA) of the applicant’s current or
previous position; and have led to positive results in their workplace through
efficiency in operation, increased production, improved working standards, and/or
savings in government spending.

Parenthetical Title refers to the position title based on the actual duties and

responsibilities in the Position Description Form and shall be the basis for the
qualification standards (CSC Memorandum Circular No. 14, s. 2018 CSC
ORAOHRA).

Perforinance refers to the assessment of how tasks, duties, and respornsibilities

are carried out or accorhplishied as evidenced by performance rating document or
other means of verification.

Placement refers to the process of assigning a successful candidate to specific
unit, location, or workplace.

Provisional refers to an appointment issued to an appointee who meets all the
requiremnents of the position except the Eligibility, but only in the absence of a
qualified  eligible actually available who is willing to accept the appointment, as
certified by the Schools Divisionn Superintendent (SDS). It shall not be effective
beyond theé schoeol year during which it was issued. The appointment may. be
subject to reappointmeént (or renewal). :

Policy-Determining Position refers to a position which vests in the incumbent the
power to formulate policies for the governmentof any of its agencies, subdivisions,
or instrumentalities, like that of the inefnber of the cabinet, as may be determined
by the CSC.

. Potential refers the capacity and ability of an applicant to assume the duties and

responsibilities of the position to be filled, and those higher positions that are more
technical ih nature; measured through Behavioural Events Interview (BEI), Written
Exatinations (WE), Skills or Work Sample Tests (S/WS8T), or other measures
deemed necessary by the HRMPSB.

Primiafily Confidéntial Position refers to a position, determined by law or
declared by the CSC, duties and responsibilities of which imply not only confidence
in the aptitude of the __appointees but primarily close intithacy which ensures
freedom of discussion, delegation and reporting without embarassment or freedom
from misgivings or betrayals of personal trust.
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bbb. Teaching Position vefers to a position that is diréctly engaged in téaching or in the
delivery of instfuction in the elementary and secondary levels {junior high school
and senior high schoeolj, whether on full-timé. or part-time basis, in schools
and CECs. ’

cce. Transparency refers to the availability to the public of relevant, reliable, and timely
information on recruitment, selection, and placement.

9. The following acronyms shall be used throughout this Order to mean:

a. BEI - Bihavioral Events Interview

b. Bl - Background Investigation

c. BHROD = Burean of Human Resource and
Organizational Developmetit

d. GAR - Compaiative Assessment Result

¢. CAR-RQA: - CAR-Registry of Qualified Applicants

f. CLCs - Community Learning Centers

g CO - Central Office

h. C8C - Civil Service Commission

i. C8CFC - Civil Service Commission Field Office

j. HR « Human Resource

k. HRD - Human Resource Development

1. HRMO - Human Resource Management Officer

. HRMPSB - Hutnan Resource Merit Promotion and Selection Board

f1. IER - Initial Evaluation Results

o. IES & Individual Evaluation Sheet

p. KRA - Key Result Areds

g. L&D - Learning and Development

r. MOV - Means of Verification

s, MBP - Metrit Selection Plan

t. ORS - Open Ranking Systetn

u. ORAOHRA - Omnibus Rules on Appointments and Other Human
Resource Actions

v. PDS - Perscnal Data Sheet

w. PDF - Position Description Form

% QS - Qualification Standards

¥. RO - Regional Office

7. SDO - Schools Division Office

da. -SG - Sulary Grade

Iv. Policy Statement

10. It is the policy of the Department to uphold the principles of Merit, Competence,
Fitness, Accountability, Transparency, and Egual Opportunity in the recruitment, selection,
and appointment of personnel in the Department. Faithful to the DepEd’s thriist to
continuously improve itself and better serve its learners and stakeholders, this policy shall
provide for a systematic process of hiring and promotion that shall ensure the placement of
the Fight people for the dght job at the right time. Counsistent with the relevant C8C policies
as adopted by DepEd ifi its Agéncy Merit Selection Plan, these guidelines shall govern the
recruitment, selectioni, and appointment of personnél to Teacher 1 positions in all levels
{including SHS), and school administration, related-teaching, and non-teaching positions in
all governance levels. It is aimed at ensuting that thé organization and its human regources
are able to respond to challenges and opportunities of the 21 ceritury with focus on the
delivery of gquality, accessible, relevant, and liberating basic education.
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h. Deadline of Subthission of Documentary Requirethefits;

Timeline/Schedule of Activities, including préescribed numbet of days on the release

of evaluation results, and Other Jastructions; and

j.  Protocols and procedures on the adoption of remote tmodalities on recruitinent and
selectiofi, as deemed practicable and applicable.

é;-‘

17. The weckoning date of publication or posting, regardless of the mode, shall be the
publication or re-publication date reflected in the CSC website. The publication of a
particular vacant position shall be valid until filled, but not to extend beyond nine (9)months,
reckoned from the date of publication or re-publication in the CSC website. Should no
appointment be issued within the nine-month period, the HRMO, shall automatically cause
the re-publication and re-posting of the vacant position.

18. For teacheér hiring, the following specific provisions shall apply:

a. The Schools Division Office {SDOj shall be allowed to anpounce a Call for
Applications ptior to the actual vacancy or cregation of a teaching position and
the official publication of said position. This is in accordance with the one (1) year
validity of the Comparative Assessinent Results — Registry of Qualified Applicants
(CAR-RQA) pursuant to Part V(D)item 57 of the DepEd Mexit Selection Plan which
states that the CAR-RQA for teachers intenhded for a specific school year shall be
valid only for the duration of the school year for which it was prepared, and shall
e utilized in filling up of positions that afe created or vacafed within the school
year; provided, that the HRMPSB shall reconvene to déliberate, and update the
CAR-RQA by identifying the candidates who were already appbinted.

b. An official issuance of a memorandum on the Call for Applications duly signed
by SDS shall be required for this purpose. The procedure for posting and content
of the Call of Application shall follow the provisions of this Order.

c. Notwithstanding the prior establishment of the CAR-RQA, an official publication of
vacancy shall be required whenever a teaching position is vacated or created,
subject to applicable provisions under Part V(A) of this Order.

d. For Senior High School (SHS) teaching positions, the publication shall include the
QS for the track or tracks in each item number depénding on thé need of the
Schools Divisior:

Mustrative examples:

Teacher T (SeiiorE S - / e ' ippitcants fora Weginning Lovelon  ESHS ~
{5¢hpol - Actidermic SRRy ’ sermanent Jthe follovsng PO Guimaras: §
Hyack) ointment; RA fomptencies.bosed E

iApplicaninfor a

Ipermanent
appointment: RA npetencies
1080 (Teacher) if notbosed on PPS

1RA 1080 ehpible, ’
‘%dle'y‘must pass the

LET withinithe five

1151 years after the
-gda(e of firSt urin
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ii. Photocopy of the Performance Rating obtained from the relevant work
experience, if Performance Rating in Item 20(i) is not relevant to the position
o befilled, if applicable.

In consonance with RA No. 8792 or the “Electrofiic Commierce Act of 20007 which provides
that “(e)lectrohic docuinents shall have the legal effect, validity ot énforceability as any other
document or legal writing and (w)here the law requires a document to be in writing, that
requirement is met by an electronic document if the said électronic document maintains its
integrity and reliability and can be authenticated so as o bé usable for subsequent reference,”
online subthissiot of electronic copies of the above enumerated application doowments may
be allowed, subject to the submission of the hard copies upon request for purposes of
verification. ‘

21. Individuals who failed to submit complete mandatory decuments: (Items 20.a to 20.j)
on the set deadline indicated in the official memorandum shall not be included in the pool of
official applicants. However, non-submission of the additional documentary reguirements or
those that may be required by the HRMPSB (item 20.k) shall not warrant exclusion from the
pool of official applicatits.

29. No additional documents shall be accepted after the set deadline, as indicated in the
official memorandun.

23. All official applicants in the pool shallibe assigned with application code to ensure
objectivity and integrity of the process and to protect the identity of the applicants when
posting the results. '

24, For teacher hiring, individuals who will submit application documents after the official
publication in the CSC website shall be accepted but will be accommodated in the next round
of agsessments.

25, The applicant assumes full responsibility and accountapility. for the completeness,
authenticity, and veracity of the documenits submitted, as evidenced by the Omnibus Sworn
Statemerit (Item 20.j), duly signed by-the applicant: The HRMO and/or sub-committee shall
check and verify the completeness, authenticity, and veracity of the documeénts subtditted.
Any false and fraudulent documert submitted shall be grounds for disqualification.

06, Ari internal applicart occupying a position cofisidered mnekt-ifi-rank shall riot be
automatically included: in the pool of official applicants, and shall not be exempted from the
submission of documentary requirements listed in.Item 20.

27. Based on the recommendation of the HRMO, the head of office may designate sub-
committee/s in the:schools, districts, or offices, as deemed practicable, to assist in the receipt
of applications and verification as to the completeness, authenticity, and veracity of the
documents submitted.

C. Initial Evaluation of the Qualifications of Applicants

28. Upon.receipt of the applications, an initial evaluation of theapplicants’ qualifications
vis-a-vis the CSC-approved QS of the position:to be filled shall be conducted by the HRMO.
Specifically, the HRMO shall assess whether the applicants meet the minimum qualifications
in terms of Education, Expérience, Training, Eligibility, and Competency {if applicable)
requirements. ‘ "

99, The HRMO shall prepare and submiit a duly signed Tfiitial Bvaluation Results (IER)
(see prescribed template in Annex D) to the HRMPSB for deliberation. The IER shall contain,
atnong othérs, the basic information of the applicants, actual qualifications based on
submitted credéntials, and a temark on whether the applicants. meet the minimum
qualifications petr CSC-approved QS. The 1ER shall be comprised of two (2) lists of applicants:
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b. evaluate the Education, Training (in hours), Experience {in yedars) (ETE),
PBET/LET/LEPT rating (for teachers), and Performance (if applicable) of applicants
using the rubrics provided:in this Order; :

c. assess, deliberate, and rate the applicants’ qualifications and competéncies in
terms of Application of Education, Application of Leathing and Development, and
Outstanding Accomplishments, using the rubrics provided in this Order;

d. for teéacher hiring, assess, deliberate, and rate the applicants’ competencies on
Classroom Observable Strands/Indicators through classroom observation or
demonstration teaching; and Non-Classtoom Observable Strands /Indicators based
on the teacher’s demonstration and/or understanding of the indicators through
narratives and reflections following the rubrics: and protocols provided in this
Order;

e. assess the potential, characteristics or traits, and fitness (i.e., Job Fit, Location Fit,
and Organizational Fit) of the applicants through the conduct of other appropriate
evaluative assessments, such as but not limited to Behavioural Events Interview
(BEL), Written Examinations (WE), Skills or Work Sample Tests (S/WST);

f, adopt the use of online platforms and other remote modalities and alternative
strategies in the conduct of paper evaluation, demonstration teaching,
administration of the tests and examinations, BEL meetings and deliberations,
among othefs, as may be necessarny; ' '

g. inform thé individual applicant of the results of the deliberation using the
préscribed template of the 1ES, whetein the applicant affixes their signature to
signify their knowledge of and confortity to the process undertaken and the points
given to them; and

H. prepare and submit duly signed CAR/ CAR-ROA to the appointing authority within
seven (7) calendar days after all the applicants have beeh assessed.

36. The provisions under Part V(@) Institutional Arrangement of the Merit Selection Plan
on the composition and functions of the HRMPSB shall apply. A majority of the HRMPSB
shall constitute a quorum, provided that the Chairperson is present.

37. Consistent with the CSC ORAOHRA, the deliberation of the HRMPSB shall not be
made earlier than 10 calendar days reckoned from the date of publication or re-publication
on the CSC website. '

38. Fot teacher hiring where the Call for Application, initial evaluation, and comparative
assesstent may be done prior to the actual vacancy considerinig the one (1) year validity of
the CAR-RQA, the HRMPSB shall re-convene and deliberate the qualifications of the
applicants vis-a-vis the teacher needs assessmieént, required learning area specialization of
schools, pricrities pursuaint to national laws and policies, atiiong others. It case the vacaticy
occurs within the school year and there are still remaining applicants in the CAR-RQA,
the HRMPSB deliberation shall also include the updating of CAR-RQA and. removing the
names of all applicants who have already been appointed and hired:

39. An Open Ranking System shall be adopted to ensure transparency in the process and
results of the comparative assessment wherein applicants or subset of applicants are present
to witness the actual evaluation for which the scores of all applicants present thereat shall
be disclosed to all attendees. Each applicant shall also be .given an opportunity to ask
questions and seek clarificatioris on the results of their individual assessment and
acknowledge their individual résults during the open ranking. Upon acknowledgement of the
individual results, applicants shall be required to affix their signature on their Individual
Evaluation Sheet (IES) (see prescribed temmplate in Annex G and Arfiex G-1).

The duly signed IES shall serve as acknowledgement that the applicant has usiidergone the
application and assessment process based oti these guideliries and that the results of the
individual assessment have been discussed with the concerned applicant. The IES shall not,
in any case, preclude the applicant from filing a protest once the final decision on the
appointment has been rendered by the appointing officer/ au.thofityg
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Other evaluative assessments may include but not limited to Ethics-Oriented and
Personality Development Test (modelled. with CSC MC No. 6, s. 2017), results of which may
beé used by the appointing officer/authority in selecting the most gqualified candidate for
appointment.

A Background Investigation (Bl) or the conduct of verification of applicant’s credentials,
behaviours, and previous performance, if any, by contacting the applicant’s identified
reference persons in his/her school/s attended, and previous or current wotkplace, may
likewise be required by the appointing officer/authority, when deeined necessary.

Comparative Assessment Result

47. ‘After a judicious and objective assessment of the gualified candidates, the HRMPSB
shall prepare and submit to the appointing officer/authority a duly signed CAR/CAR-RQA
within seven (7) calendar days after all the applicants have been assessed. The CAR shall
contain a complete list of all candidates for appointment whose: total scores obtained from
the evaluative assessments are ranked from highest to lowest, ‘highlighting the top five (5)
ranking candidates.

48, For multiple viacancies of the same position title, the HRMPSB shall determine and
highlight the total number of top-ranking candidates in the CAR/CAR-RQA, computed by

multiplyirig the number of vacant plantilla items by a factor of five (5) as follows:
Total nusaber of top-ranking candidates = number of vacantitems x 8

49. For Teacher | hirifig, two (2) sets of feports of comparative assessment shall be
prepared-and submitted to the appointing officer /authority, as follows:

a. CAR (Annex I It shall contain the comparative assessment result of all candidates
for appointment; and

b. CAR of the Registry of Qualified Applicants (CAR-RQA) (Annex E1j 1t shall
contain only the candidates who have met the cut-off score of 50 points.

50. Only the CAR-RQA shall be submitted to the appointing officer/ authority for reference
in. appointment to Teacher I positions and shall be used as basis for posting of the results in
at least thtee (3) conspicuous placés and through other modes.

to the following:

a. Kindergarten and Elementary (K-6);
b. Junior High School (JHS) labelled per learning area;
c. SHS Track 1 categorized per track:
i.  Academic Track and Core Subjects;
#i, Technical Vocational Livelihood Track;
#i.  Arts and Design; aid
iv. Sports.

52. The HRMPSB shall indicate in the ‘Remarks’ column all other relevant information
about the individual applicants that shall sefve as guide to the appointing officer/authority
in the seléction of possible appointee/s. Specific information that may Be supplied in the
Refmarks’ column includes but not limited to the HRMPSB’s hotes on the afiplicant’s
potential, job fitriess; organization fitness, and location fitness.

The reguired competencies to effectively deliver the relevant content in the appropriate key
stages shall be the primary consideration in the appointment to teacher positions, For
teaching positions, the ‘Remarks’ column of the CAR-RQA shall contain the teacher
applicant’s information and qualifications on the following:
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a. Merit and fitness as provided for in the 1987 Philippine Constitution and EO No.
292, otherwise known as the Administrative Code of 1987.

i. Learning Area Specialization. Appointment may bé valid when the candidatés
belonging to the top five {5) ot top-ranking candidates do not possess the
necessary learhing area specialization (e.g. Kindergarten; Math, Science, and
other subject areas for Secondary Level) required by the position to be filled,
or the-candidates belonging to the top five (5) or top-ranking candidates whe
possess the necessary learning area specializatior: required by the position
to be filled have already been appointed and there are still vacant positions
to be filled.

ii. PBET/LET/LEPT For SHS Teacher 1 positions, priority shall be given to
applicants who are PBET/LET/LEPT (Secondairy) passers. The hiring of
teachers on provisional status may be allowed only in the absence of
applicants who possess the appropriate Eligibility who is available and
willing'to accept the appointment, as cettified by the SDS.

b. Localization Law

RA No. 8190, otherwise known as the Lecalization Law, grants priority i the
appointrnent or assignment of teachers to public elementary or secopdary schools
to bona fide residents of the barangay, municipality, city or province, in that ordet,
where the school is located; provided, that the teacher possesses all the minimum
qualifications for the position as required by law.

By virtue of Sec. 3 of the Localization Law, which grants authority to the
Department to prescribe rules and regulations in the implementation of the said
Act, and in ordér to clarify the operationalization of the Law, the order of priority
shall be further defined from highest to least priority such thet bond fide residents
of the barangay, musicipality, city, or provitice, in that order, shall be given priority
in the appointment of teachers. Purthermore, the definition of bona fide resident
shall be expandéd to include a teacher applicant who has taught for at'least one
(1) school year in a DepEd public school located iti the barangay, municipality, city,
or province, in that order, where the school whete the vacancy exists is located, to
be validated by & service record.

¢. Other laws or provisions of the law, national policy, and/or agreement entered
into by DepEd with other government agencies and/or non=government
institutions which grants priority in the appointment. It is reiterated that the
priority in the appointment given to beneficiaries of such laws, nationa’ policies,
and/or agreements shall only apply to teacher applicants listed in the CAR-RQA,

59. Only when deeméd mecessary, the appointing officer/authority may request for
background investigation of select candidates to be conducted by the HRMO or other
personnel identified by the HRMO.

60. The decision to appoint shall be rendered by the appointing officer/authority, and
conferred to the HRMO through the CAR, in which the appointing officer /autho¥ity shall
signify their choice of appointee/s. The same shall be the basis of the HRMO in the
preparation and submission of appointment papers and documentary requirements to the
CSC FO in accordance with the specific provisions of the ORAOHRA.

61, The approval of the appointment of the successful candidate /s shall be effected only

by the appointing officer/authority, effectivity of 'which shall be in accordance with the
spécific provisions as provided for in the ORAOHRA.
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68. All other provisions on appointment stipulated in Part V{E) Appointrent of the DepHd
Merit Selection Plan and rules and regulations as provided for in CSC W(C No. 14, s, 2018
(ORAOHRA), as applicable, shall strictly be adhered to.

Vi, Monitoring: and Evaluation

69. The Head of Office shall emsure that all HRMPSB members, sub-committees, and
other stakeholders are provided with adeguate capability building intefventions to ensure
smooth implementation of this Otder. They shall regularly monitot strict adherence to these
guidelines. They shall establish- a systematic feedback mechanisfn; and évaluate;, address,
and report implefnentation #nd policy issues that may arise.

'70. Issues 'ay;d concerns in telation to récruitment, gelection, and aﬁpoin:‘c‘r’nent shall be
officially documented and tesolved accordingly, subject to the applicable CSC rules and
regulations. The appointing officer /authority shall be guided on the decision on appointmetits
by Rules 17 and 18 of CSC Resolution No. 1701077 dated July 3, 2017 '(Rules on
Administrative Cases in the Civil Service [2017 RACCS]). Furthermore, the HRMPSh shall be
responsible for responding te queties and appeals related to the comparative assessment,
while the HRMO shall be responsible for addressing concerns on publication-and posting of

vacant pesitions, receipt of applications, andl the initialevaluation process vis-a-vis the Q8.

71. The Human Resource Development Division of the Bureau, of Huwman Resource and
Organizational Development (BHROD-HRDD), together with the RO HRDD and HRD under
School Govérnance and Operations Division (SGOD) in the SDO, shall regularly mouniter and
evaluate existing policies, guidelines, rules, and regulatiotis on hiring and promotion. In
addition, both RO and SDO HRMPSBs may also submit their policy recommendations
whenever deemed hecessary.

79 The result of the evaluation and consolidated recommendations from HRMPSB at each
governance level shall.be consulted with the CSC and other government agencies concerned.

%3 The BHROD-HRDD shall recommend policy actions on HR management rules and

regulations to the Office of the:Secretaty that will serve the best interest of the Department.

VII. References

74. This Order is formuiated on the basis of provisions stipulated in the following
issuances:

a. Republic Act No. 4670, dated 18 June 1966, “Magna Carta for Public School
Teachers” _

b. Executive Order No. 292, “Instituting the Administrative Code of 1987

c. ‘CSC Memorandum Circular No. 3; s. 2012, “Program to Institutionalize Meritocracy
and Excellence in Human Resource Management (PRIME-HRM)

d. DepEd Order No. 42, s. 20 17, “National Adoption and Implerentation of the
Philippine Professional Standards for Teachers”

e. CSC Resolution No. 1701077 promulgated 08 July 20 17, *2017 Rules on
Administrative Cases in'the Civil Service (2017 RACCS)

f  CSC Memorandum Circular No. 14, s. 2018, “001 7 Omnibus Rules on Appointments
and Other Human Resource Actions, Revised July 2018”

g. DepEd Order No. 19, s. 2022, “The Department of Bducation ‘Merit Selection Plan”
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X, Sepatability Clause

76. If any provisien of this pelicy of thé:application-of such provision to any person or
citcumstance is declared jnvalid, the refhainder of the policy or the application of such
provision to other persons or circumstances shall not be affected by such declaration.

X. Transitory Provisions

77. Deplid Memorandum: (DM} No. 041, s. 2022 or the Transitory Measures on the
Fnplementation of DepEd Order No. 019, s. 2022 (The Department of Education Merit Selection
Plar) required the usidertakifig of the following critical activities that shall guide Dephd
personngl and stakeholdefs in preparifig and setting up the necessary structural and
technological mechanisms to transition to the new system of sélection, hiring, appoifitment,
and promotion of personinel in across all governance levels of DepEd:

a. Guided by Part V(Q) Institutional Arrangements, Items 81, 82, and 83 of the Depld
MSP, all appointing officers/authorities in the central, regional, and schools
division offices shall establish their respective Human Resource :Merit Promotion
and Selection Board {HRMPSB) for the following:

i, First level positions; »

ii. Second level positions, including second level executive/manugerial positions;
il Specialized and highly technical positions; and/ox
iv. Other purposes, as deemed necessary.

This shall be done through the isswance of am: Office Order specifying the
mémbership of the HRMPSB and their roles and responsibilities. Further, upon the
recommendation of HRMOs and HRMPSBs, the appointing suthorities shall
designate sub-committees, insofar as practicable, to assist in the réceipt of
applications, initial evaluation, and comparative assessment of applicants. The
designation shall bear the specific duties and responsibilities to be performed by
the sub-committee/s. Existing HRMPSBs and sub-committees in the Department
shall be reorganized and re-established pursuant to applicable MSP provisions.

b. Capability building of DepEd personnel, HRMOs, HRMPSBs, appointing
officers/ authorities, and other stakeholders shall be led by the BHROD in the CO,
the HRDD in the RO, and SGOD-HRD in the SDO. Moreover, they shall develop
and implement a communication plan to include dissemination of information,
education, and communication (IEC) matetials for the RSP initiatives of the
Depattment pursuant toltem 102, Part VII Transitofy Provision of the DapEd MSP.

78. The existing promotioh and teclassification guidelines to higher teaching positions in
the Elénisntary and Scootidary lévéls, including SHS, shallrefnain in effect, unless otherwise
modified or amended by subsequent policies.

X1, Effectivity

79. This DepBid Order shall take effect 15 calendar days after its publication and shall be
registered with the Office of the National Administrative Register (ONAR).

80. This DepEd Order shall apply to all positions that will be published and posted upon
its effectivity date.

All ongoing recruitment, assessment, and selection processes based on prior publication
and posting shall continue to be:governed by existing guidelines, as applicable; provided that
the appointments in rélation thereto are issued within the 15-day grace period prior to the
effectivity of this DepBEd Order. Otherwise, the HRMPSB shall reassess and re-deliberate the
applications based on the criteria and poifit system as stipulated in these guidelines.
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007, s. 2023)

{Enclosure No. 2 to DepEd Order No.

CRITERIA AND POINT SYSTEM FOR HIRING TO TEACHER I POSITIONS

1. These criteria and point system shall cover the selection and hiring of teacher
applicants to Teacher I positions in the Kindergarten, Elementary, Jumnior High School
{JHS), and Senior High School {SHS). For SHS, the same ctiteria shall*apply in hifihg
teacher applicants under perimanent, provisional, or contractual status.

2. The comparative assessment for Teachier [ shall be based on thefollowing criteria:

a. Bducation units and/or degree relevant to the position to be filled (i.e.
Kindergarten, Elementary, JHS, and SHS), that exceed the minimum
requirements as defined in the CSC-approved QS;

b. Training hours in Curriculum and Instruction and/or other specialized
training for skills development in fields related to the work, duties, and
responsibilities for Teacher I, that exceed the minimum requirements as
defined in the CSCrapproved QS, acquired in the last five (5) years. For SHS,
training may ‘be those relevant to the learning area, specialization, or strand;

c. Experience in Teaching exceeding the minimum requirements as defined in
thé CSC-approved Q8. For SHS, relevant industry and/or work experienice
may be considered; ' '

d. Professional Board BExamination for Teachers (PBET), Licensure
Examination for Tedchers (LET), or Licenmsure Esamination for
Professional Teachers (LEPT) Rating;

e. PPST Classroom Observable Indicators {(COI) measured through Classroom
Observatioh /Démonstration Teaching; and

f. PPST Non-Classroom Observable Indicators (NCOI) measured through the

- Teacher Reflection Form (TRF}.

3. 'The weight allocation or point system for each criterion is detailed in Tahle 1.

Table 1. Point System for Comparative Assessment: Teacher I Positions

Edu

a on

b. Training 1 10

c¢. Ezxperience ’ 10

d. PBET/LET/LEPT Rating 10

é. PPST COls (Clagsroom Obsetvation/Demonstration Teaching) | 35

£ PPST NCOIs (Teacher Reflectiont R 25
Total 100

Rubrics for Computation of Points per Criterion

4. Bducation, Training, and Experience (ETE). The points for ETE, corresponding
to the applicant’s qualifications exceeding the QS, shall be computed using the
Increments Table (Table 2.a, 2.b, 2.c) and the Rubrics for Computation of Points for
ETE (Table 3). Only those gualifications that are relevant to the pesition to be filled shall
be given poifits.
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Table 2.b, Increments Table - Training

Lesy than 32 hours

T e than 40 Rours

“64 Hours

72 oty

80 hours

88 Houts

155 hours

T80 Hours ¥

Legs than 224 hours

Table Z.c. Increments Table — Experience

) 5 monthg

s than T year

" Less t.hanZyears -

e D DONEHS,

e thati @ yeare

“Dyears

O mornths:

.Le"s thaa 3 years -

Jyeats

““fess than 3 yoars

. Omonths .1

7 years

e G than 11 years

Less than 11 yearsvw

6 rhoriths...oooo

Less than 12 years

T Ty v
ont]
“than 13 years

wss ':th\a__n eyt
6 ronths

e than 14 years

Less than 14 ye?:s :
6 monthe
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Mustrative example:

Computation of increments based o actiial Education Quah'ﬁcazioﬁ of Applicafit A:

- Ba i Usirg Tablé' 2.4, !
- Hducation {B8Ed} (18 units for a:Master's degree n Educanon) is at Lewel 11.
18 units fora Master's : T number of ingrememns for Applwant A’s Bducation qualifications shall be

degree:in.Education 3 eomputed by;si trecting the minimum Q8 lkevel {Level 6} from the applicant’s
f 7 (evel 2 1) as Hustrated below:

Apptwamsi:dur legel ~Q8 levelsdncrement
11 - 6 = Sinoremeiits

32 hour fraining on ng,
“irrciiuin contextualization | 168t 3 Yedrs, shallbe considéredfor Hhe oouiiting of mcrements
or lacdlization and lesson |
pltmmng {Janumy D6 to 29, In the Gase of Applicart A, this:2q hours triiting/ LD on curricution
4 2021 uonmxtualwutwn or localgativitand lesson plarmzng ure songiderad relevant to;

the Tedher I position. Using Table:2:b, the correst g level of ApplicantA’s
Trainisg alification (24 Fours) ia.a’t:.r;'euet o,

The mumber of tnes fi ticant:A’s Training qualificati hall:be
1 by ,e: mlrumum OS:levelflevel 1} from the uppleant’s:
gised] ﬁcatwn level{level ), asiltustrated belowy

Applzmm 'siPratning level — Q8 level = hierement
giu pEerenvents

Assomate -
mbeﬁl

" Qe of ﬁrst duy af SeHise.

. In the chsi of Appln.ant A the relevant édperience Juste 1, 201810 preserit fdute
of ussessnient; September 20, 2022)) 1574 yeais and 3 months, Uslng Table%.c,

. thie mm’qpundmg ledél of Applicant A’s Expenence qualzﬁcatxon @ years and 3
months}is at Level 9.

e Avmber BFtacrEmants for Apphwnt A’s Ekperignie qualificdtions shall be
puted by bt icting the riintinum QS leiél f&bel 1) Frofiithe applivant’s
ualxﬁcanon level.{level 9), as Hustidted bélows

Applicant’s Bxperienge level - Q5 level = Increment
9. 1 = Sincrements

1 Nite: The date bEERN G Rankid

j: Bepteriier 20, 2087

c. Aftef computing the number of increments from the minimum (baseline)
QS requirement, the corresponding points earned by the applicant for ETE
shall be determined using Table 3 (Rubrics for Computation of Points for
Education, Training, and. Experience).

NMustrative example:

Using Table 3 and based on the number of increments earned by Applicant A, the
computation of poirits for ETE is as follows:
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5. PBET/LET/LEPT Rating. Points for the PBET/LET/LEPT rating shall be
computed using the formula below. This formula shall likewise apply to SHS
applicants who may not have passed the PBET/LET/LEPT but may be appointed.
under provisional status; provided the applicant submits a Certificate of Rating.

x  WApesrperirety

Pointspigrnetisrs

lustrative example:
= 82,75
WA = 10

Pointsipsiristaeryi = %—? x 10 = 8.275 points

6. PPST Classroom Observable Indicators (COIs). The teachers’ demonstration
of PPST COlIs shall be assessed through the conduct of the classroom
observation/demonstration teaching using the Classroom Observation Tool for
Recruitment, Selection, and Placement (COT-RSP), focusing on Levels 2 to & of the
COT Rubric to capture good performance in the Beginning towards Proficient career
stage.

a. The Classroom Observable Strands/ Indicators. The selected COls indicated
in this Order shall constitute the classfoom obsérvable objectives for hiring
entry level teachers, unless otherwise modified by subsequent issuances.

Tablé 4.a. PPST Classroom Observable Strands/Indicators for Hiring of Teacher |

Apply Frnowledge of content within and across curriculum teaching |
areas. p

Use a range of teaching strategies that enhance learner achieveme

in literacy and numeracy skills.
“Apply @ range of teaching strategies to develop critical and creative |
thinking, as well as other higher-order thinking skills.

Pian, manage and implement developmentally sequenced teaching |
and learning processes to meet curriculum requirements and varied |
teaching contexts. '
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Furthermore, sub-coimittee/s shall include subject matter experts
on the specialization of the position to be filled.

ii. Two (2) to three (3) observers shall participate in the classroom
observation.

i, Observer/s must not be related to the applicant within the third
degree of consanguinity or affinity.

iv.  Observer/s must review the COT-RSP Rubric and the forims to be
accomplished in the process of observation {i.e., Observation Notes
Forin, Rating Sheet, and/or Inter-Obsérver Agreement Form) prior to
the actual conduct of the

V. classroom observation. Only the Observation Notes Form must be
brought and accomplished by the observer/s during the actual
observation.

i Classroom observations shall be done in an actual classroom setting

with learners.

vii. It is highly recommended that the teacher applicants be observed for
the éntire class dufation {45 minutes to ene (1) hour), However, when
difficult circumstances do not allow for the ideal duration for
classroom. observation, such as challenges in logistics, large volume
of applicants, availability of l€arners and observers, a minimum of 15~
minute observation shall be allowed.

viii. In the event when a face~to-face conduct of the classroom observation
is not feasible, the conduct of an online obsérvation may be allowed,
as deemed necessary, provided that the protocols in Item 6.c.iv are
observed.

i%. The Rating Sheet shall be accomplished individually by each observer
after the actual observation.

%.  An Inter-Obsetver Agreement Exercise shall be done whereby all
observers, after accomplishing the Rating Sheet individually, meet to
discuss the teacher applicant’s rating in each indicator, and arrive at
a collegial final rating. The final rating is not an average of each
observer’s ratings. It shall be based on objective, reasoned, and
consensual judgment. '

d. The péints for the PPST COls shall be computed as follows:

Pointscop =

Where:

I COT rating = Applicant’s final rating obtained in the demonstration of COIs as reflected
: in the COT-RSP Rating Sheet or COT-RSP Inter-Observer Agreement Form
' 30 = Highest possible score in COT

Hustrative example:
i COTrating = 20
3 WA=35

Pointsiop = »"g»g x 35 = 23.333 points
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ii.
iii.
iv.

vi.

vii.

viii.

sub-committee/s shall include subject matter experts on the
specialization of the position to be filled.

Two (2) to three (3) TRF evaluators shall rate the accomplished TRFs. -
TRF evaluator/s must not be related to the applicant within the third
degree of consanguinity or affinity.

The TRF shall be accomplished on the spot.

Teacher applicants shall be given 45 minutes to one (1) hour to
accomplish the complete set of the TRFs.

The HRMPSB shall identify a designated location, preferably a room,
for teacher applicants to answer the TRF. A proctor shall be assigned
to discuss the instructions and oversee the process.

In the event when a face-to-face administration of the TRF is not
feasible, the TRF may be administered online or through other
platforms, as deemed necessary. The following protocols shall apply:

1. Applicants shall be scheduled for an online platform meeting
{Zoom, Google Meet, etc.)

2. All applicants shall be required to keep their video/camera
turned on at all times to allow the proctor to monitor the
answering of the TRF.

3. The TRPF may be distributed through email. Applicants may
submit the accomplished TRF to a des:tgnated email address.

#. The TRF may likewise be administered using online forms such
as Google Form fot easier collection and organization of
answers; provided that the security and confidentialivy of the
applicants’ answers are ensured and protected When using
Google Form, the ‘Locked Mode’ shall be enabled to prevent the
apphcants from opening tabs or other applications while
answering the TRE.

5. The TRF may also be administered using individual Google
Word files prepared for each. applicant. Links to the individual
docuineit shall bé managed and sent individually to
applicants. Download, print, and copy options shall:be disabled
to keep document confidentiality.

Each TRF evaluator shall individually assess the teacher applicant’s
demonstration and/or understanding of the indicator based on the
narrative and responses. They shall focus on the content and not on
the quantity of narratives or experiences. Long answers do not
necessarily merit an Exemplary rating.

TRF evaluators shall use the portion ‘Comments from the Evaluator’
to write down statement/s that support the given rating.

An Inter-Evaluator Agreement Exercise shall be done whereby all
evaluators, after rating the TRFs individually, meet to discuss the
teacher applicant’s rating in each indicator, and arrive at a collegial
final rating. The final rating is not at. average of each evaluators’
ratings. It shall be based on objective, reasoned, and consensual
judgment.
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{Enclosure No. 3 to DepBd Order No. 0 07, 8. 2023)

CRITERJA AND POINT SYSTEM FOR HIRING AND PROMOTION TO
SCHOOL ADMINISTRATION POSITIONS

1. The assessment for School Administration positions shail be based on the
following criteria:

a. Education units and/or degree relevant to the position to be filled,
exceeding the minimum requirements as defined in the CSC-approved QS;

b. Training hours relevant to the position to be filled, exceeding theminimum
requiréments as defined in the CSC-approved QS, acquired after the last
promiotion but'within the last five (5) years;

c. Experience relevant to the position to be filled, exceeding the minimum
requirements as defined in the CSC-approved QS;

d. Performance based on submitted performance rating covermg one (1) year
or 12 months performance in the current or previous job or position
relevant to‘the position to be filled;

¢. Outstanding Accomplishments acquired after the last promonon,

f. Application of Educationacquired after the last promotion;

g. Application of Learning and: Development acquired after the last

h

promotion; and
Potential measured using other evaluative assessments.
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Table 2.b. Increments Table - Training “Table 2.c. Incteinents Table - Experience

i

s hon 1 yeat

"~ i than 1 year 6 mionths |

e
Gwonths

39 than 50 hours. '

“Tess Than B4 Hors | 7
- s ; : 6 fonthd

+Lpas than™ 7 v
6 months
120 hours

T RO

manm . |
Honths.

200 hours

~ 208 hours

TDY6 hotrs _ ‘ U8 years “Lags thar 14 years

224!10‘"8

Less t'_han" 15years

OF In0re
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Only qualifications that are relevant to the position to be filled and which
exceed the minimimn (baseline) QS requirements of the position shall be
given corresponding points in the computation of inerements.

For positions with multiple Q8 regquirement for Experience (¢.g. HT for 1 year;
MTfor 2 years, TIC for 2 yedrs, ’i‘eacher for 5 years), the HRMPSB shall identify
the relevant eéxperience with the kighest inérement incurred. This shall be
the basis in determining the final score of the applicant for the Experience
coiponent,

Mustrative exariple:

Computation of increments based on actugl Education, quali

Us&tgm_ j
;wm’sdmemmb

 The viunib df erenentaor At A1 mmnquamm shaitfie.
: computad by Subtraciing the mintmiom @S epel fLe
| quialyiccitisn el {Levdl 21), 45 llustyated helaw

2021 &t hrs & assessment SHEM be considend for thze oountlug o Mcmments

1 Capobiliy Buildiy 4 , of Appiicant A, all training/ L&D interyentions declared inhis PDS are
Programfor Teachers and i cmsldwed mievant to trw School Principai; Iposihon. Howeuer; the “Nationol
Sthool Heads omcmm,hy i Leading

i Divisioh Training oh the ; ! aprpﬁmMA s Trainlity quailﬁcatian {1 82 hours Is vW! 20,

4 canduet of Researdh -

| (Devermber 7-10,2020) 32 | e pumber of ince  for-Appik s Fratntngguullfioationsshnlthe
3 hours . wmputsd by subtracting the mmimum os lavel flevel ) from the-applicant’s
i quidlification et Level 20), us Hiustrated below:

4 DiuisionRefiout of PPST- 3

i RPMS for Teuchers (Rugust

516, 2028) 16 tours

Natioral Asseniply of

. Note: Applicant A’s last pmmntxm as Hevd Yedchar B annr 28, 2018
| T4 dale of}!Rm’SB dssdssmenty Gpen Rankmg Buptambes 30, 2022

da!‘eoffmdayufsemme

Htid Teacher LIMAFA05,
201305kt 37;:4019) mithecuse oprptmntA the refevint experiences wrethefollowing:
; a  Heoid Teacher: 0 from August 01, 2019 t0:presentt)is dyears
gznﬁ_,mlk

b. Tudchor tmv.mxwmh Qb 2023 to July 82, 2019 is 7

sing Tabilé 2.0, the corhsspaniiviyy lvel of AppIant A's Experience gunliftiation. 3
exelusiiely ws Hecd Toncker (10 gearsand § monthspis b level 21 :

3 The number: oftncremsntc for Applicont &’s Bxperience qualifications shall be.
1 vomputed by qibtracting: the minimum Q8 oet of 1 year as Head Teacher ﬂ,ewl
i g fromthé applivant’s qualification level {val 14, as ilfustrated below

Applicant's Expierierie 1ee] - OS et & Ingrement
21
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i.

iv.

~ ~

BEducation units and/or degrees in multiple or different majors may
be given corresponding points on a cumulative basis; provided, that
the units and/or degrees earned are relevant to the position applied.
for; provided further, that the subjécts . completed are not duplicated.

Consistent with the provisions of the CSC ORAOHRA, units and/or
degrees of Dector of Medicine from a CHED-recognized institution
may be considered master’s units -and/or degree for purposes of

giving points, except. for positions that involve practice of profession.

covered by board laws.

Congistent with Legal Education Board (LEB) Resolution No. 406, s.
2019, Bachelor of Laws (LLB.) or Jutis Dector (J.D.J units and/or
degree earned from law schools recOnged of supetvised by the LEB
and its predecessor regulatory agencies shall be considered as
equivalent to professional doctorate units / degrees in other non-law
academic disciplines for purposes of giving points;, except for
positions that involve practice of profession covered by the rules

-governing the bar, subject ‘to further clarificatory guidelines as may

be issued by the LEB.

Relevant training hours earned from digital/virtual/online leammg
may be considered, subject to the conditions prescribed in CSC
Memorandum Circular (MC) No. 3, 8. 2021 (General Guidelines on
Digitdly Online Learning in the Public Sector).

Rélevant expérience gained from part-time work of at least four (4)
hours per day inay be considered; provided, that the appropriate
Certificate of Employment is subnutted with details on the actual
number of hours rendered. For purposes-of giving points, the months
or years of relevant experience submitted shall be transmuted to the
equivalent months oy years of experience based on the CSC-required
eight (8)-hour per day workday.

Relevant Experience gained from abroad or outside the Philippines
may be considered-provided that the applicant submits a-Certificate
of Employment. Those documentary requirements written in
lariguages other than English or Fxhpino shall be gccompanied by a
compléte English tratislation.

Applicable provisions. under Rule VIII Part I to IV of the C8C ORAOHRA
shall apply in the appreciation of relevant Education, Training, and
Experience qualifications and giving of points to ETE credentials.

4, Performance. Performance refers to the assessment of how tasks, duties, and
responmblhtws are camed out or accomphshcd by the apphcant as evxdenced by

obtained:in the cuxrent or prevmus Job of posm(m that is relevant to the posmon to
be filled shall be used for purposes of giving points for performarnce.
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1.600-2.49

Poor
Below 1.499

Hustrative example:

|| Vaednt position: -

i :School Principall - SG 19

o Adjevtivid Perforiuyice Reting Svale irvthie previous job:

[ Below Expectation; Needs Improvement; Good; Strong; Role Model

Pesformanee rating of the applicant: Strong

| x = RPIS midlpoint value (Very Satisfactory) egitivalent to Performarive Rating  3.995
i1 WA =25

;:gi"mmwomw?‘*f&*995/5 * 25 = 19.975

For external applicants whose performance iy measured using other
nuttierical or adjectival rating systems with scales that are not alignied with
the five (5)-poifit” fating Scale of the RPMS, the HRMPSB shall develop a
systein that tfansmutes the performance rating to the corresponding points
comparable to the existing rubrics of the RPMS. '

External applicant/s to vacafit positions with experience requirement shall
submit performance rating/s from previous work that is relevant to the
position to be filled. Non-submissioni of performance rating/s for any reason
gets a zero score for Performance criterion. No proxy measure shall be
considered in the absence of the applicable performance rating.

5. Outstanding Accomplishments. Outstanding Accomplishments refer to

which were duly recognized by an-authorized body. These must have a direct link to
the KRAs of the applicant’s current or previous position. Outstanding
accomplishments must have led to positive results: in their workplace through
efficiency in operation, increased production, improved working standards, and/or
savings in government spending. '

Tablé 5 below envimerates the components of Outstanding Accomplishiments and
the corresponding mnaximum points for each cofmponient.
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mncmts ftom schools
S Division Level Soare T

Meéans of verificatiof:

A. Any issuance or memorandum designating the applicant as
tramer/coach and

B. Certificate of Recognition/Appreciation -as: Trainer/Coech of a
Winning Contestant/Event/Activity.

Rubrics:

‘,D‘V‘s“m. :1:"""“”‘3““,1*""“’1 s ——————————— I

For multiple awards received from the same award gmng body and/or
award category that are conducted in series or progresswe manner, only
the highest-level award shall be considered (e.g. NSPC winning coach at the
dmsmn, reglonal nauonal level) Sxmﬂarly, only the hxghest award shall be

different award g:tv;;}g bodies.
b. Research and Innovation
Means of verification:

A, Proposal duly approved: by the Head of Office or the designated
Research Committee per DO No. 16, s. 2017

B, Adcomplishsient Report verified by the Head of Office

C. Certification of'utilization of thé infiovation or résedrch, within
the school/office dily signed by the Head. of Office

D. Certification of adoption of the innovation or research by
another school /office duly signed by the Head of Office’

E. Proof of citation by other researchers {whose study/research,
whether published or unpublished, is likewise approved by
authorized body) of the coneépt/s developed in the research.

Rubrics:
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¢. NEAP Accredited Learning Facilitator. This shall apply to aﬁp*ieants
who have been given accreditation asLearning Facilitator by the National

- Educator Academy of the Philippines (NEAF).

Means of verification:

A. Certificate of Recognition as Learning Facilitatot issued by

NEAP Regional Office

B. Certificate of Recognition as Learnmg Facilitator issued. by

NEAP Central Office

Rubrics:

Hlustrative example:

Applicant: Chico is applying for a School Principal I {$6-19) within-SDO Haguio City. He is
surreridliy & Moster Teachiey Lin Bagitio City Nationdal High Sthool appeinted in'October 2013.

For the purpose of computing his Outstaruding Accomplishments; he submitted: the. fol!awzng
MCOVs:

1 Outstanding Employee Awords 2017 in Baguio 2 point Not credited due to
i Ndtishal High School (fie MOVs subinitted) 1 npfi-subriission of
i |, required:MOVs
Winining Coach (1¢ Prize Photojournalism) in 2015 | 2points |  Credited
RSPC {complete MOVs:submitted) i
! wmnmg Coach (Ist Prize Sayawzt) in.2016 lpoint | Credited

Certificate of Recognition as Resaurce Spetkérin | point | Credited
E 2018 Divigion Training on Broadcasting :
: (complete MOVs submztted}

Applicant Chico gets three (8) points for hisifwards as Trainer/ Codeh earfied:in 2015 and
2016, and one (1) poiit for his Resource Speakership in 2018; Howevér, zero [0} or no point

@ to nonssubmission of the reguired MOVs:
Chico gets a total of four (4} pmnts in: Outstariding Accomplishiments.

6. Application of Education. Application of éducation is the contribution made

by an applicant to their workplace as a result of their learnings from their education
degree/s or units earned, such as but not limited to applied concepts, processes,
and skills that are relevant to the position to be filled. Points shall be given to an
applicant who has successfully applied the learnings gained from said higher
education units or degrée/s earned. The application of education must have led to

significant positive results in the applicant’s current or prévious work.
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D. Accomplishment Report together with a General Certification
that the L&D intervention was used/adoptcd by a different
office at the local/higher level:

Rubrics:

8. Potential. Potential reférs to the capacity atid' ability of afi applicafit to
assume the duties and responsxbﬂmes of the position to be filled, and those higher
positions that are more technical in nature. It may ‘be easured through any or all
of the following:

a. Written Examination refers to the standardized ‘examination which
measures the knowledge, language proficiency, ability to present ideas,
judgment and leadership ability of the applicant. The test and evaluation
rubncs appropnate to the school adnumstratton posmons must be
matter: experts ret‘er to. mdmduals internal ot external to the school where
the vacancy exists, or to the Department, those Wwho have working
knowledge of the specxﬁc competenmes requ.lred by the position 1o be filled.

Pointswg = x/TI * WAws

| Where:

 x = Score/rating in wrilten examination in pércéntage scale
- 11 = Total number of test items:or Righest possible score

| WA = Weighit Allocation for WE

For the purpose of hiring and appointinent to entry-level school pritcipal
positions!, the applicant’s score in the Principal’'s Test / National
Qualifying Examination for School Heads (NQESH) or a similar
standardized examination nationally adminisﬁéi'ed‘ by DéijEd sha}.’{ be the

1gniry-Jevél schoot pringipal positions include Sclivo!l Principal L (SP 1), Special School Princiysl 1 (S8P 1) in Blewentary, Junior
High Schoot, and Senjor High School lévels, including Assistant School Principal L (ABP 2),
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(Buclosure No. 4 to DepEd Order No. 007, 2023)

BEPEG.GSES.418150

CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO
RELATED-TEACHING POSITIONS

1; The assessment for related-teaching positions shall be based on the following
criteria:

a. Bducation units and/or degree relevant to the position to be filled,
exceeding the minimum qualifications requirements as defined in the CSC-
approved QS;

b. Training hours relevant to the position to be filled, excéeding the minimum
qualification requirements as defined in the CSC-approved QS, acquired
after the last promotion but within the last five (5} years;

C. Experience relevant to the position to be filled, exceeding the minimum,

alification reguirements ag defined in the C8C-approved QS;

wice based on submitted performance rating covering ohe (1) year

or 12 months pérforinance in the currént or prevmus job or position

rélevant to the position to be filled;

Outstanding Accomplishments acquired aftcr the last promotion;

Application of Education acquired after the last promotion;

Application of Learning and Development (L&D) acquired after che last
pmmouon, and

g mmo

2. The point system for evaluative assessment is detailed in Table 1. The: point
system shall vary based on the level and salary range of the posmon Points asszgned
to each criterion shall vary from one salary range to another, giving premium to

specific criteria that are more relevant to the position to be filled.

Table 1. Point System for Evaluative Assessment: Related-Teaching Positions
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Table 2.b: Increments Table - Training

136 hours

52 Fours

Tes Than 4 Jears
6 months

Tess
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ey

- es8 than 10 years

han 10 years:
& menths

than 9 years ™ .
6months: o E

i K e e |

“Tése than 11 years |
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Only qualifications that are relevant to the position to be filled and which
exceed the minimum (baseline) QS require‘me‘nts of the position shall be

For positions with. multiple Q8 requirément for Experience (€.g. 2 years-as
Prinicipal or 2 yeats as Head Teacher or 2 years as Master Teacher), the
HRMPSB shall identify the relevant experience with the highest
increment inourred. This shall bethe basis in determining the final score
of the: applicantfor the Experience component,

Tustrative example:

Computation of increments based-on actual Education qudlification of Applicant A:

‘A isa)navalﬂ!’

| 7ite numbser of inorementsifor Applicant A's Education quelifinations sl be
5 computed:by:sublracting theminimum QS level flevel 21}, fromtheupplioant’s
1 qualification level flevel 25}, us iustrated beloun

Amliu"m 1 QS level = Iret
A% - lesiamemntn

E:tz~11houﬁ¢: aiviing

i :
within the lnst Syem's reckoned fronithe duie of HRMPSB

Manuary 27 1029, 2024]

5% hout trdting oh
" Inclusive Bdueation

| 16 Hourstraintig o
ricubian contedds

: assessment, shall be considered.for the counting.of Micrements,

'} i the caselof Applisint A, the 3¢ hioitrs tatiing b schivglsupervision ana
: dur 1§ leqdérship anid 24 hours trabiing on Incisive
. [Septetnbigr 16 o 18, 000}

i credited for compuitation ofincs

am constdgred: mlamnt

to the demm Progravi Superuisor (MAPEH) position. The 16 Murstmbung o
irricitine contextitaantion or losalizition ars deemed reﬁevth - gLy, Rot

iy shive & was.¢ d more thun 8§ years. i

koned from thedute of HRMPSB assessment. Apglicantz\'s cunedative hours &

ot tocalistion [0 2

traininy-shall be48:hours. Using Table:2:b, the correspondingleveldf

' v0:22, 2015]

. 8 hours thitlhing ot
i lnyutdazim caah ddvaiices
¢ [Febraary 28, 20131

i ey
; Appbmnm s Training qualification (48 hours) {50t Level 7.
; Fernumber of ingremonts Yor Appitieant A°S Tralning gtalificatisns shall be

eomputed By Sublractinig the minimuii QG leve! {Lewel 2) from the qpp&xmz &l
quawioattm Tl (Level ), as illustmted m:w

Applicint's ?Yamiug lewl QS Iewl s lporeight

Wete: Applivant A’s Xist prontotion as ADASE Juriarys, 2016 "
Thi date of HRMPSE assessmem/()pen Rzmkfng System September 30 2022 3

Computation of Increments based 6‘n.:actual. Fxberience qualification of Applicant A:

i ﬁ'omeIg 31,:2021 to
1 pregent

| Mister Todingr s (MAPEE)
ﬁmJauuary 3, 40366
it 30, 2001

1 Taacher 1t (MAFEH) From:
i January:02, 2013 to
: Jaryary 02, 2016

i Mas Te«r)wr)lmr’m) i

Onhy those experie pa
the:.commantion of merements, Relevant experieme shalt !ze reckoried fmmihc
date of first day. afmwe

In the casé of Applisint 4, tie réfevdnt experigrice {January 8, 201610 July 30,
2001 ag Master Tédcticr Lfor MAPEH and: Jily 31,2021 1/ presertt fdete uf:
aisessment’ Septetiber 30, 2022] us Master Tedcrer il for MAPEN) is 6 gowrs
atid sriths. The vy s Teoher T is not deaimed valevant tothe:
Behucation:Preqram: Superuisor {MAPER) position per CSC-upproved 08, Using
Tuble 2.0, thexorresponding:level of Applicant A'S Experience ai;maﬂon as
Mastér Teacher Tand Master Poacher If {G.yenrs and 8§ monthig) 16 at Level 14,

The number of inereitgnts Jor Applisatt A% Experience quabfications shiall be
compuited by sub#uding the ininiruiin QS:ienel {Léviet S} from thi appﬁmm's
qml{f‘ mtkm Tt {Level 14), tis Hustrited belbiv:

Applicant’s tl‘rmmng !ewl - 08 level s mcyamient
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iii, Consistent with Legal Education Board (LEB) Resolution No. 406, s.
2019, Bachelor of Laws (LLB.) or Juris Doctor {J.D.} units and/or
degree ea:med fmm law school$ recogmzed or supemsed by the LEB

equxvalent to profassmnal doctorate umts /degrees in other non—law
academic disciplines for purposes of giving points, except for
posmons that mvolve prac’ace of professxon covered by the rules

:be 1ssued by the LEB,

iv. vvRelcvant trmmng hours* egmed from mgltal / vxrtual/ online leaming
%Memorandum Clmular (MC} No. 3 s. 2(}21 {General Gwdelzms on
Digital/Online Learning in.the Public Sectar)

v. Relevant experience gained from part-time work of at least four (4)
hours per day may be considered; provided, that the apprpriate
Certificate of Brmployment is submitted with details on the actual
riumber of hours rendered. For purposes of giving points, the months
-or years of relevant experience supmxttcd shall be transmuted to the
equivalent months or years of experience based on the CSC-required
eight (8)-hour per day workday.

vi: Relevant Experience gained from abroad or outside the Philippines
may be considered provided that the applicant submits a Certificate
of Employment. Those documentaty requirements written in
languages other than English or Filipino shall be accompanied by a
complete English translation.

f. Apphcable provisions under Rule VIII Part I to IV of the CSC ORAOHRA

shall apply in the appreciation of relevant Education, Training, and
Experience qualifications and giving of points to ETE credentials.

4, Performunce. Performance refers to the assessment ef hew tasks, dutles ancl

respongibilitiey are carried out or accomphshed by
performance rating document or other means of verif

obtained in the current or previous job or position that is: relevant te the posmon to
be filled shall be used for purposes of giving points for performance.

a. Positions with experience requirement. Applicants to posmmxs that
require experience must submit latest performance rating/s covering one
{1) year pérformance in the current and previous job or position that is
relevant to the position to be filled. Cottiputation of points for performance
shall be as follows

Pointspiormance) = X/5 * Wl performance)

X = Perj‘onnance Rating

'+ 5= Highest Possible PR in DepEd RPMS

' WA & Weight Allocation for Perforfivanice

i (20 points for SG 11-15, 8G 16-23 and SG'27; 25 points for $G 24)
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Iustrative example:

| Vacanit position:

| Beucation Program Spectaiist i .86 16

| Adjectival Peiformance Rating Scale i the previous job:
. Betow Bxpéctation; Nedds Inprovement; Good; Strong; Role Model

- Performance rating of the applicant: Strong

x= REMSmidpoint wdiue (Very Satisfactory) equi'ualent to Performéinee Rating = 3.995
WA 20 . ’ '

|| Potntapupmics = 3.995/5 » 20 = 15.98

For external applicants whose petformance is measured using other
numerical or adjectival rating systems with scales that are-not aligned with
the five (5)-point rating scale of the RPMS, the HRMPSB shall develop a
system that transmutes the perfortaance rating to the cofresponding points
cotparable to thie existing fubrics of the RPMS.

External applicant/s to vacant positions with experience fequirement shall
submit performance rating/s ffom current or previous work that is felevant
to the position to be filled. Non-submission of performance rating/s for any
reason gets a zero score for Performance criterion. No proxy measure shall

be considered in the-absence of the applicable performance rating.

b. Positions with no experience requirement. Applicants to positions that
do not require previous experience must submit the board examination or
Career Service Eligibility ratings. Computation of points for performance

shall be as follows:

Pointsperformance = %/100 * WAiperformance)

| Where:
% = Board Exam/ CS Eligibility rating
- WA = Weight Allocation for Performance

Vacant Pogition:
| Bducation Program Speciailst Il - S6 16

| x=82.75
| wa =20

| Potntspasormancy = 82.75/100* 20'= 16,55

For homor graduates covered by Presidential Decree (PD) 907 titled,
Granting Civil Service Eligibility to College Honor Graduates, as well as the
Foreign School Honor Graduate Eligibility (FSHGE) as stipulated under
CSC Resolution No. 1302714, the following rubric¢ shall apply.
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The following MOVs and rubrics shall be used in determining points for
Awards and Recognition.

Means of verification:

A. Academic or inter-school award; or

B. Certification or any document showing top-tiotching a Board
Exatnination; or

C. Certificate of any document showing TOSP Award.

Rubrics:;

SO Bonen :
t least three (3) academic or inter-school 2 points
wards or TOSP Award or Top-10 in
| Board /CS Eligibility Examination .
At least two (2) academic or inter-school i 1 point
| awards .

0.2, Outstanding Employee Award, This shall apply to applicants with
previous work experience, or those applying to positions with experience
requirement.

Means of verification:
A. Any issudnce, memorandum or document showing the Criteria

for the Séarch; and
B. Certificate of Recognition/Merit.

Rubrics:

For multiple awards received from the same award giving body and/or
award category that are conducted in series or progressive manner, only
the highest-level award shall be considered {e.g. NSCP winning coach at the
division, regional, national level). Similarly, only the highest award shall be
given points in cases where applicants submit multiple awards from
different award giving bodies.
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Learning Facilitator in seminars, training programs, conferences,
convention, congress, forums, learning action cells (LAC) sessions, ete.

Means of verification (All listed MOVs shall be submitted):

A. Issuance/Memorandum/Invitation/ Training Matrix;
B. Gertificate of Recognition/Merit/ Commendation/Appreciation;

and
C. Slide deck/s used and/or Session guide/s.
Rubrics:

NEAP Accredited Learning Facilitator: This shall apply to applicants
who have been given acereditation as Learning Facilitator by the National
Educator Academy of the Philippines (NEAP).

‘Means of verification:

A. Certificate of Recogtiition: as Learning Facilitator issued by

NEAP Regional Office :
B. Certificate of Recognition as Learning Facilitator jssaed by
NEAP Central Office.
Rubrics:
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If the intefvention made by the applicant does not meet the criteria to be
Relevant, then said intervention shall be considered and be :given

corresponding points-using the rubries for Not Relevant
Means of verification:

A. Action Plan approved, by the Head of Office

B. Accomplishment Report verifiedby the Head of Office

C. Certification of the utilization/adoption signéd by the Head of
Office

Rubrics: (SG 11-15 and SG 24}

b. Positions with no experiénce requirément. Applicants to positions that
do not require previous work experience must submit the GWA in the

highest academic/grade level ecarned as evidenced by Transeript of
Records/ Certificate of GWA/Diploma/Special Order from the Commission

on Higher Education (CHED) or other certifications. The HRMPSB must
develop a systém that transmutes the GWA to a peércentage ‘scale.
Computation of points. for Application of Education shall be as follows:

Where:

| % = GWA transmuted to percentage scale

| WA = Weight Allocation for Application of Education
: {10 points for SG 11-15 & SG 24; 15 points for SG 16-23.& SG 27)

Vacant posttion:
| Educdtion Progrant Specialigt I - BG 16

§ = 82.75
lwa=15
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individuals internal or external to the office where the vacancy exists, or to the
Department, who have working knowledge of the specific competencies
required by the position to be filled. L

G RR 2

Pointsiws = x/100 * WhAmwr

| x= Score/ rating in written examination in peroentage scale
| WA = Weight Allocation for WE

Nustrative example:

 Vacant positions, o |
. Education Program Spectalist If ~ 8G 16
'; = 85 ’
 WA=S5

| Pointsn =85/100* 5 = 4.25

b. Skills or Work Sample Test refers to the test that may be adminidtered to
‘evaluate the application of skills relevant to the requireinent of the position to
be filled. The test and evaluation rubrics must be designed by subject matter
experts as requested by the HRMPSB depending on the type of skills test
required by the position to be filled.

Pointsmws = x/100 * WAg/wsn

- Where:

| % = Score/ rating in.the S/ WST in percéntage scale

. WA = Weight Allocation for S/ WST ,

(10 points for'SG 11-15, SG 16-23, SG 27; & points for SG 24)

Ntustrative example:

] Vavant position:
| Bducation Program Specialist I - 8G 16

4 %= 85
WA = 10

Polntsgmwen 887100 %10 = 8.5

Behavioural Bvents Titerview (BEJ) réfers to the conduct of direct inguiry
with the applicant, focusing on their display of desired behaviour/s when
subjected to specific situations or conditions in their previous and/or current
workplace. BE] is based on the principle that past beliaviour predicts future
performance. It uses the STAR appreach to validate whether tae key
behaviours-that are linked to the required competencies have been exhibited
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Enclosure No. 5 to DepEd Order No. 007, s. 2023) i

M ™

Trnhor o
desseviNaBene DEHEDOBEC4TSI30

CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO

NON-TEACHING POSITIONS :

1. The assessment for Non-Teaching positions shall be based on the fbﬂowing

criteria:

a.

¢
f.
g
h

Education units and/or degree relevant to the pesition to be filled,
exceeding the minimum qualification requirements as defined in the CSC-
approved QS;

Training hours rélevant to the position to be filled, exceeding the minimum
qualification requirements as defined in the CSC-approved QS, acquired
after the last promotion but within the last five (5) years;

Experience relevant to the position to be filled, exceeding the minirum
gualification requirernents as defined in the CSC-approved QS;
Pesforinance based oit-submitted performance rating covering on€ (1) year
or 12 months performance in the current or previous job or position
relevant to the position to be filled;

Outstanding Accomplishments acquired after the last promotion;
Application of Education acquired after the last promotion;

Application of Learning and Development (L&D) acquired after the last
promotion; and

Potential measured using other evaluative assessments.

9. The point system for evaluative assessment is detailed in Table 1. Points
assigned to each criterion shall vary from one salary range to another, giving
premium to specific criteria that are more relevant to the position to be filed. As
such, for General Sefvices positions, higher premium is given to Potential (35 points)
and Experience (20 points) than-the other criteria. Similarly, ‘Chief positions {SG-24)
give more focus on previous Performance (20 poisits), Potential (20 points), and
Experience (15 points).

la Bducation oo b

Table 1. Point System for Evaluative Assessment: Non-Teaching Positions

b. Training
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Table 2.b, Increments Table ~ Training Table 2.c. Incréments Table~ Experience

n 10 ye
o S AROTEDS
Toas than 11 years

T84 Rours 1 Lens thai 192 hours:

g P4 i
19%hours Lesw than 200 hours
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a. Based on the minimum QS of the position to be filled, the HRMPSB shall
determine the baseline level for computing the points for ETE using the
Increments Table as ‘

own in Table 2.4, 2.b, and 2.c.

b. After determining the baseline level, the HRMPSB shall compute for the
increments of the applicant’s actual qualifications based on the submitted
docutnentary requireerits. Increment shall refer to the difference between
the applicant’s actual qualification level and the corresponding level of the
minimum (baseline) QS requirement of the position. to be filled.

Only qualifications that are tclevant to the position to be filled and which
exceed the minirhum (baséline) QS requirements of the position shall be
givén corresponding points-in the computation of incréments.

HMustrative example:

Gomputation of increments based on actual Bdugéation qualification of Applicant A:

e LT
g . finant A's BducAto
: (I8 units-earned for o Master's degrse : ¥ 1L,

Bachelor's-degree

: he fiumber of incrémints for ApplitantiA% Biiikation qualificolions shiithe

omputecd by subtracsing the minimiin OS tevel {Level 5} Jrom thi applicant's
- qualificdtion Bapel {Level: 1), asiliustrated Gelow:

Applicant's-fiduclevel ~ 98 level = Jncrement

e yewrs
B uggeééméht, sHall b vonsideréd fort

feurs 0 i from th

he courdinif'of Hivemeils,
24 Mot trainlig o T Inthecaseof Applicent A; the 24 Huws tridintng/ L&D on:bredget prepariticn and

1 nutomatic payroll deduction 't 24-hourstraining on antomaticpayroll: deduction are considered relevant to the:

4 {September 16 to 18,2020f" © isbursd position. The 8 hours training on iquidation f cash.
: redited for cormputation of :
54 reckoned from the duts of
urs of relevdnit theining/ L&D
ing tevel of Applicant A%

6 howstrdiningon
Ry g e
Oetabier 1740 18, 2020}

hottrs traininigion

uidution;:of vash

vances February 28,
/)

E |t mumber oﬁinm‘emem'fér Applicant A's‘i‘minfgag x;ua{q'};iéutipns shall be
. computed by aublracting theminimum QS lave? Level 1) [yomithe applicant’s
1 quatification lsvel fLevel 7, ds Dlusirated Lalvur

Appliding’s Trawiig level - QS lavel's Inciement
i ¢ ¥~ 1 =6 increments
1 Nite: Apiplicant ‘s it promiatiol a8 ADES I Januery 3, 2018

4 Theditte of MSB'ﬂssassmh{/ Open Ranking System Oitobier 03, 2032
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giving points, except for positions that involve practice of profession
covered by board:laws.

#ii. Consistent with Legal Education Board (LEB) Resolution No. 406, s.
2019, Bachelor of Laws (LLB.) ot Jufis Doctor (J:D.} units. ahdfor
degree earned from law schools recognized or supetvised by the LEB
and its predecessor regulatory agencies shall be considered as
equivalent to professional doctorate units/degrees in other non-law
academic disciplines for purposes of giving points, except for
positions that involve practice of profession covered by the rules
governing the bar, subject to farther clatificatory guidélings ds may
be issuéd by the LEB,

iv. Relevant training hours earned from digital/virtual/online learning
may be considered, subject to the conditions prescribed in CSC
Memorandum Circular (MC) No. 38, s. 2021 (General Guidelines on.
Digital/ Online Learning in the Public Sector).

v. Relevant experience gained from part-time work of at least four (4)
hours per day rhay be considered; provided, that the apptopriate
Certificate of Employmient is submitted with details on the actual
number of hours rendered. For ‘purpeses of giving points, the ronths
or years of relevant experience submitted shall be transmuted to the
equivalent months or years of experience based on the CSCirequired
‘eight (8)-hour per day workday.

vi. Relevant Experience gained from abroad or outside the Philippinés
may be considered provided that the applicant subtiits a Ceértificate
of Employment. Those documentary requirements written  in
languages other than English or Filipino shall be accompanied by a
complete English translation.

f, Applicable provisions under Rule VIIL Part 1 to IV of the CSC ORAOHRA
shall apply in the appreciation of rélevant Education, Training, and
Experience qualifications and giving of points to ETE credentials.

4. Performance. Performance refers to the assessment of how tasks, duties, and
responsibilities are carried out or accomplished by the applicant as evidenced by
performance rating document or other means of verification. The performance rating
obtained in the current of previous job or position that is relevant to the position to
be filled shall be used for purposés of giving points for performance.

a. Positions with experience requirémerit. Applicants to positionts: that
requite experience must subshit latest perfofmance rating/s covering one
(1) year performance in the current and previous job or position that is
relevant to the position to be filled. Computation of points for performance
shall Be as follows:

Page 7 of 18



Mustrative exawmp :

 3500:4.499 |
*Satistactory

| Vacant position: ~_ -
i dnanmmmmmn{mmm Officer )~ SG &
. (oter groups o, ssitions/ Salary Grades)

| Adjestival Pétformance Rating Scaledn the prévious job;

| Below Bxpe sotetioig Needs Tnprovement: Good; Strony; Role Motdel
| Perormdned vating.of the dpplicant: Strong

 x= RPMS midpeint vilue (Very Satisfactory) equivalent to Performange Rating =3.995
- WA = 20 i

For éxterrial applicants whose performance is measured using other
nuinerical of adjectival rating systems with scales that are not aligned with
the five (5)-point rating scale of the RPMS, the HRMPSB: shall develop a
system that transmutes the performance rating tothe corresponding points
comparable to the existing rubrics of the RPMS.

External applicant/s to vacant positions with experience requirement shall
submit performance rating/s from carrent or previgus work that is relevant
to the position to be filled. Non-subrmission of performance rating/s for any
reason gets a zeto scote for Perfortharice critérion. No proxy measure shall
be considered in the absence of the applicable performance rating.

Positions with no experience requirement. Applicants to positions that
do. riot require previous experience must submit the board examination or
Career Service Eligibility ratings. For General Services'positions that do not
have Eligibility fequirement, the Genéral Weighted Average (GWA) in the
‘highest academic/grade level earned shall be requited. The HRMPSB:-must
develop a system that transmutes the GWA to a percentage scale.
Computation of points for performance shall be as follows:

.POintS(Per_fbmnoe) = XI 100 * WA{mﬂ'mnce)

x = Board Exam/CS Eligibitity rating/ GWA transmuted v percentaye scule
WA = Weight Allocation for Performance _

{10 points for General Services; 20 points for Other Groups of Positions/ Salary Grades)
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‘Only those outstanding accomplishments acquired or earned after the last
promotion shall be considered eligible to be given points.

National level individual awards acquired from & thorough search process and
given by reputable award giving bodies, such as CSC, ‘Metrobank, National Ecohomic
Development Authiority (NEDA), Development Acaderay of thé Philippines (DAP),
DépEd, etc., shall be given maximum points in Outstanding Accomplishments (i.e.
five (5) points for General Services positions and 10 points for other groups of
position/salary grade). -

The: details of each component of Outstanding Accomplishnents, including the
MOVS réquited and rubrics for giving points, are as follows:

a. Awards.and Recognition. This may fefer to-citations of commendations,
academic or intér-school awards, or eutstanding employee awards.

a.1. Citation or Commendation. This shall apply only to applicants for
General Services positions.

Means of verification: Letter of Citation or Commendation from previous
employer

Rubrics:

a.2. Academic or Inter-School Awards. This shall apply only to applicants:
with no or less than one (1) year work experience (e.g., fresh graduates).
The following MOVs and rubrics shall be used in determining points for
Awards and Recognition.

Means of verification:

A. Acaderhnic or inter-school award; or

B. Ten Outstanding Stiidents.of the Philippines:(TOSP) Award; or

C. Certification or any document that the applicant belongs to the
Top- 10 in the Board or Civil Service Eligibility Examination.

Rubrics:

At least three (3) academic or inter-scho
| awards.or TOSP Awar,
‘ #4 igibility

a.3. Outstanding Employee Award. This shall apply to applicants with
previous work éxperience, or those applying to positions with expetience
requirement.

Page 31 0of 18



Rubrics:

For collatiorative research studies/innovation, the total points shall be
divided by the number of author§/reséarchers indicated in the
copyright page.

Subject Matter Expert / Membership in National TWGs or Committees.
This:shall apply to applicants who have been chosen and requested to use
their technical knowledge, skills, and experience to develop an output, or
work towards @ outcome in the nationial level This may include but not
litited to the development and/or validation of framework, modéls,
policies, and learning mateérials. Subject'mattet expertise or membership in
NTWGs or Committees must, however, be relevant to the position being
applied for in order to be given points.

‘Means of verification:

A. Issuarice of Memorandum showing the membership in NTWG
or Committee; ' )

B. Certificate of Patticipation or Attendance; and
¢. Output/Adoption by the organization/DepEd.

Rubftics:

Resource Speakership / Learning Facilitution. This shall appily to
applicants wWho Hiave beén requésted anid invited to share their knoWwledge
and expertise on specific subject matter/s. This may include applicants
who served as a Resource Speaker, Resource Person, Trainer, and/or
Learning Facilitator in seminars, training programs, conferences,
conwention, congress, forums, learning action cells (LAC) sessions, etc. .

Means of verification {All listed MOVs shall be submitted):
A. Issuance/Memorandum/Invitation /Training Matrix;

B. Certificate of Recognition/Mefit/Commendation/Appreciation;
C. Slide deck/s used and/or Session guide/s.

Rubrics

WP’aée 130f 18



6. Application of Education. Application of education is the contribution made
by an applicant to their workplace as a result of their learnings from highereducation
units or degree/s earnied, such. as but.not limited to applied concepts, processes,-
and skills that are relevant to thé position to be filled. Points shall be given to an
applicant who has successfully applied the learnings: gained from said higher
education units or degree/s earned. The application of education must have led to
significant positive results in the applicant’s current or previous work.

a. Positions with experience requirement. Application of education is the
contributions ‘made by the applicarit to thelr workplace as 4 result of their
learnings from their education degrees or units ‘earned, such as but not
limited to applied concepts, procésses, and skills that are relevant to the
position to be filled.

Higher premium shall be given to an application. of education or
interverition made by the applicant that is relevant and applicable to the
position to be filled.

Relevant intervention is described as the intervention that is directly
applicable to the functional unit where the position applied for is lodged.
An intervention is described to be applicable if it can be used in the
operations of the functional unit based on its office mandates in the official
DéepEd Officé Functions or Office Orders for the creation of the furictional
unit. '

If the intervention made by the applicant does not inget the criteria to be
Relevant, then said intervention shall be considered and be given
corresponding points using the rubrics for Not Relevant.

Means of verification:,

A, Action Plan approved by the Head:of Office

B. Acconiplishment Report verified by the Head of Office

C. Cértification of the utilization/adoption signed by the Head of
Office '

Rubrics:

b. Positions with no experience requirement. Applicants to positions that do
ot require previous work experience must submit the GWA in the highest
academic/grade level earned as evidenced by Transcript of Records/
Certificate of GWA/Diploma/Special Order from the Comimission. on Highier
Education (CHED) or other certifications. The HRMPSB must develop a system
that transmutes the GWA to a percentage scale. Computation of points for
Application of Education shall be as follows: ~

Page 15 of 18
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8. Potential. Potential refers to the capacity and ability of an applicant to
assume the duties and responsibilities of the position to be filled, and those higher

positions that are more technical in nature. it ray be measured through any or all. . -
of the following:

In case the above me pl
positions, the HRMPSB may design other evaluative assessment strategies that are
appropriate and specific for themt in order to. assess their potential, provided that.it
follows. the ceiling points (55 points) set in Table 1.

a. Written Exartination refers to the standardized examination which
measures the knowledge, language proficiency, ability to present ideas,
judgment and leadership ability of the applicant. The test and evaluation
rubrics appropriate to the position to be filled must be developed by subject
atter expefts as requested by the HRMPSB. Subject matter experts refer to
individuals-intérnal of external to the office where the vacancy exists, or to
the Department, who have working knowledge of the specific competencies
required by the position to be filled.

Pointsuz = /100 *

- Where:

x = Score/ rating in written examination in percentage scule
WA = Weight Allogation for WE »

5 points for Other Groups of Positions/ Salary Grades)

| Vacant position: ‘
Administrative Assistant I (Disbursing Officer Il) - SG 8
| {Other groups of positions/ Salary Grades)

ix=85
| wa=s

Potntsws = 85/100 * 5 =4.25

b. Skills or Work Sample Test refers to the test that may be administered
to evaluate the application of skills refevant to the requirement of the
position £6 be filled. The test and evaluation rubrics must be designed by
subject matter experts-as requested by the HRMPSE depénding on the type
of skills test required by the position to be filled. ’ ”

- Where:
x = Score/ rating in the S/ WST in percentage scale
| WA = Weight Allocation for S/ WST
|f10 points for Other Groups of Positions/ Salarij Grades), .
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Annéx A

LIST OF DEPED AUTHORIZED POSITIONS
Teaching Positions
Note: ! Based fromthe DepBd GMIS and BHROD Classification.tis of Fébrugry, 15, 2021
2 Omly those covered by this DepBd Order per Scope of the Policy




Annex A

LIST OF DEPED AUTHORIZED POSITIONS
Related Teaching Positions
Note: Bused from the DepEd GMIS and BHROD Classification as of February 15, 2021

[Ecience Resea

ssi&téht 11

rator

C
School Farm Demons




Annex A
LIST OF DEPED AUTHORIZED POSITIONS
Non-Teaching Positions
Note: Baséd from the DepBd, GMIS and BHROD C_lasszﬁcaﬂog; gs of Febryary 15, 2021

{tHuman Resource M a&e
{Internal Auditor il
tLibrarian I




LIST OF DEPED AUTHORIZED POSITION S
‘Non-Teaching Positions
Note: Based from the DepFd GMIS dhd BHROD Classification as of February 15, 2021




Important things to remember before accomplishing the form:

_ Rows 110 17 of the Sheet? must remain intact and NO row insertions are allowed.

. Do not rename the fabel of the sheet tabs ("Sheet1", "Sheet2"”, and "Instructions”).

. Do not delete any of the sheets. :

. Do rot délate the first row of Sheet2. This will serve as the column headers of {hie data.

. Do not make changes in the column headers of Sheet2.

Do not réfmové the "Génerate Sheet2! colfiimand bitton in Sheett. This will bet used I capturing
the data from Sheet? to Sheet2. Thie comand button'is not printable.

7. You may insert as many rows as required from row 18 to fist down all the job vacancies. But, make

sure that an empty row is in-between the last item of the list and the row containing the "Interésted...”

statement.

o oD OB

8. The statement following the list of the job vacancies, which contains the words "not later than...”
must strictly follow this format: "Interested:.. not later than <spade> <closifg date> (e.g. December
29, 2019)". Space in=between the words "not later than” and the closing date is very much critical.

Closing date must be in this pattern: Month DD, Y¥Y -

9. Merged cells should NOT be unimerged.

10.Do not enter multiple positions in one (1) row. Each row corresponds to ONLY: one position.

11.For the Salary Grade, please do riot include the acronym "$G", enter the 8G humber ONLY.

12 For the Monthly Salary, do notput any characters other than numbers (e.g. peso sign and comma).

How:to accomplish the form:

1. in row 4, select the name of the agency from the dropdown list. The name of the agency that you
selected is automatically inserted in row 9. Thus, NO need to make changes incrow 9.
Eill in the "HRMO" in row 11 and the "Date" of request in row 14.
From row 18, enter the list of job vacancies following the column-headers. One position per row.
4. ‘Make necesésary changes:in the closing date. Htis found'in the statement cohitaining the "Interested...”
anid "riot later than” words. Please take note of the No. 8:-reminder above.
5. Accomplish the four (4) rows below the statement “QUALIFIED APPLICANTS..." accordingly:
- st row: name of the designated person to wiiom the documents must be sent;
- 2tid row; Position of the designated person;
- Brd.row: Address of the Agency; and
- 4th row. Agency's email address.
8. Insert rows for the list of job vacancies, if needed. ‘Delete unused rows in the list.

w

After accomplishing the form:

When all eritries are done and no révisions are needed, that is the only, time to click the "Generate Sheef2"
command button. This will execute the VBA codé that will generate the data to be uploaded in the CSC Job
Portal database.

After the command. button’has been clicked, select Sheet2 and check if the correct data has been captured.

Having Sheet2 as the active sheet, save the file as a CSV file (Comma Delimited). This CSC file will then be
uploaded to the Job Portal database.
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Republic of the Poilippies
Bepartment of Education
(INSERT DEPED OFFICE/GOVERNANCE LEVEL)
PERSONNEL DIVISION

{Insert Date Here] =

[INSERT NAME OF APPLICANT]
[Address Line 1]
[Address Line 2]

Dear [Applicant],

Please bé inforrhed of the results of the initial evaluation of your qualifications vis-a-vis
the Civil Service Comtnission (CSC) approved-Qualification Standards (QS) of finsert

position applied for] position under [insert specific office], as follows:

necation:
Baclelor’s Degree

BS Nursing - Not qualified

‘ Administrative Officer
V (Human Resource

: - Experience: One (1) , . : ;
anagement Officer 1} | o Nursing Assistant . i
- year r‘eieyant (Jan - Dec 2017) i Not qualified
| OSEC-DECSB- cxperience . | - '

S D dots [ e
Trajning: Four (4 | 54 4 50rs of Practical Nussing | Not quelified |

(Inseit spécific | hours of relevant

plantilla itew s Assessment Coursé

number)

] - Eligibility: Career

"sample only Service (Profeéssional) LRA 1080 (Registered Nurse) Qualified

- 8¢cond Eligibility

i i

While your qualifications made a favorable impression, we regret to ifiform you that you
did not meet thie mihimufn QS sét for [insert position applied for] position. You may,
however, continue to submit job applications in response to other vacancy
announcements that we publish at www.cs phicareers, DepEd bulletin boards,
and official website (yon may insert onlin )

%

r job portals, if necessary).

The results of the initial evaluation shall be released and posted for transparency
purposes. You may refer to your assighed application code [ingert application code] in
the official posting of the results. '

Very truly yours,

[Insert Name of the HRMO]
[Insert Position/Designation]

{insert Office Address
(tnsest Telephone Nos.):(02) 0000:0000 fnsert Bmail Address: petsotinel000@deped gov.ph




INDIVIDUAL EVALUATION SHEET [IES)

Name of Applicant: ;.. Application code! e
Position Applied FOr

Schools DIVISION OBICE: o st

Contact Number:,

J Job Group/ SG-Level:

IEducation

Temonstration ‘Teaching
s COT-RSE)

PST Non-Classroom
1Observable Indicators
Teacher Reflection)

25

I hereby atiest to the conduct of the application and assessment process in accordance with the s
applicable guidelines; and acknowletige, upon discussion with the Human Régource Merit Plomotion.and |
Seléctionl Boatd (HRVPSB), tHé results of the comparative assesstient and the points given to me based “
ot sty qualifications and subthitted documentary requirements for the {insert position] under finsert
office where the vacancy exists].

TFrurthettnore, I héreby affuc my signature in this Form to attest to the objective and;judicious conduct of
the HRMPSB evaluation through Open Ranking System. ’

Attested:

HRMPSB Ch
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OBSERVER! ;e N T,
APPLICATION CODE OF THE APPLICANT OBSERVED:
SUBJECT & GRADE LEVEL TAUGHT: s

DIRECTIONS FOR THE OBSERVERS:

1. Rate each item on the chockiist acoording to how well the teacher performed during the observation. Mark the
appropriate column with @ (V) symbel.

2. Eadh indicater is assessed on an ndividual basis, regardiess of its relationship to other indicators.

3. Attach your accomplishied Observation Netes Form to thie. completed Rating Sheet.

literacy and/or numeracy S ills

egies to develop critical and creative
_thinking, as well as other higher-order skils

3 Apply a range of teaching strat

4. Plan, manage and implement developmentally sequenced teaching and
: learning processes to meet curriculum requirements apd varigd teaching
contexts i

. Design, select, orgatize and use d_i'agnbs,ti rﬁéﬁi}e énd sumvhiéﬁ"véw
assessment strategies consistent with curricyium requirements
{OTHER COMMENTS: ~ ~

Signat

the Observer

*NO stands for Not Observed which automatically gets @ rating of2.

Ths f) was developed throughithe PhiliapineNational Australian
Research Center for Teacher Quality {RETQ) withsupport ﬁiﬂ s :
from the Australlan Government. s




COT-RSP

INTER-OBSERVER AGREEMENT FORM

OBSERVER 1o R APPLICATION CODE OF APPLICANT:
OBSERVER3: .. S SUBJECT & GRADE LEVEL TAUGHT:
DATE:

DIRECTIONS FOR THE OBSERVERS:

Discuss with the other observers your reason/s for rating in each indicator. in case of different ratings, ¢

ome up with afinal
rating, The final rating is NOT an average; it is a rating based on a reasoned and congensual judgment. Indicate this

rating: on the doluin “Final Rating?. Add the final rating per indicator to get the total then compute for the Rating for
Classroom Observation using the formula

below. (Note: Weight allocation for Classroom Observation is at 35 points.)

Note that if the applicant gets NO (Not Observed) in an indicator, write 2 as the final rating.

1. Apply knowledge of contentwithin and across-curficulum teaching areas

2. Use a range of te_achihémslffétégiég“thét enhance [arner a,c‘hiéiie'méﬁﬁﬁ ﬁéfééi’éh&?&r

i

a) and creative thinking, as well as othér

ching and learning processes to

P

Signature over Printed Name Signature over Printed Name
of Obsetver 1 of Observer 2 of Observer 3

e S

Sigriature over Printed Narvie of the Apglicarit

“This tosl Was daveloped through the Phillppiné Natiorial Australian
Restirch Cénter for Tedchiir Quality] (RETQ) with support Aid .
from the Australian Government.
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