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Republic of the Philippines

Department of Education
REGION VI — WESTERN VISAYAS
SCHOOLS DIVISION OF AKLAN

November 6, 2024

DIVISION MEMORANDUM
No. , 5. 2024

To:

SUBMISSION OF APPLICATION FOR VACANT MASTER TEACHER POSITION

Assistant Schools Division Superintendent

Chief Education Supervisors

Education Program Supervisors

Public Schools District Supervisors

Principals/Head Teacher-In-Charge of the District

Heads of Public Elementary, Secondary and Integrated Schools
All Others Concerned

. Pursuant to DepEd Order No. 19, s. 2022 titled “The Department of Education Merit

Selection Plan”, this Office announces the submission of application for the vacant
Master Teacher II position listed below:

District Positio SG Salar Qualification Standard
n y Education Training | Experience | Eligibility
District of | Master | 19 | 53873 | Bachelor of Elementary | 4 hours | 1 year as RA 1080
Malay Teacher Education (BEEd) or relevant | Master (Teacher)
(1 item) II bachelor's degree plus | Faining IeaCher Lor
18 professional units in Te};ec a;:raﬁl
(Elem) Education and 24 units
for a Master's degree in
Education or its
equivalent

2. Espousing the principles of merit, fitness, and equal opportunity, all interested

qualified applicants regardless of age, gender, civil status, disability, ethnicity, social
status, religion, and political affiliation are advised to submit their application
documents to the District Sub-Committee for authentication of the documents and
endorsement to the Division Office not later than November 20, 2024 (Wednesday), until
5:00 p.m. only.

Applicants who failed to submit complete documentary requirements on the set deadline
shall not be included in the pool of official applicants. No additional documents shall be
accepted after the set deadline.

. Applicants must submit their application letter with complete documentary requirements

which must be arranged and properly labeled with dog-ears/side tabbing. The following are
the documents to be submitted:

Letter of intent addressed to the Schools Division Superintendent;

Duly accomplished PDS (CS Form No. 212, Revised 2017 ) with Work Experience Sheet;
Photocopy of valid /updated PRC License/ID;

Photocopy of certificate of PBET/LET/LEPT Rating;

Photocopy of Transcript of Records (TOR), including completion of graduate and post-
graduate units/ degrees;
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Republic of the Philippines

Bepartment of Education
REGION VI - WESTERN VISAYAS
SCHOOLS DIVISION OF AKLAN

“noxsdT

Duly signed Service Record;

Photocopy of latest appointment;

Photocopy of the Performance Rating in the last 3 rating periods;

Checklist of Requirements and Omnibus Sworn Statement on the Certification on the
Authenticity and Veracity (CAV) of the documents submitted and Data Privacy Consent
Form pursuant to RA No. 10173 (Data Privacy Act of 20 12), using the attached form,
notarized by authorized official.

B S

j- Applicants must submit other required documents indicated in MEC
Order No. 10 s. 1979 and Regional Memorandum No. 73 s. 1985, if
available, as basis for the comparative assessment.

4. The applicant assumes full responsibility and accountability for the completeness,
authenticity, and veracity of the documents submitted, as evidenced by the Omnibus
Sworn Statement, duly signed by the applicant. Any false and fraudulent document
submitted shall be grounds for disqualification.

5. Expenses of the HRMPSB relative to the evaluation of documents, deliberation, and
preparation of Comparative Assessment Result (CAR), shall be charged against the local
funds, subject to the usual budgeting, accounting, and auditing rules and regulations.

6. Immediate and wide dissemination of this Memorandum is desired.

FOR THE SCHOQLS DIVISION SUPERINTENDENT:

1Z
Chief Equcation gervisor

L T.
School Governande and Operations Division
In-Charge of the Division

4_04

Reference: As stated

Encl.: As stated

To be indicated in the Perpetual Index
under the following subjects:

EMPLOYEES HIRING RECRUITMENT TEACHERS

RFD/mtb
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TRFAEMENTING. 0TS’ AND REGULATIONS FOR THE SYSTEM
0¥ CARKER, Rﬁocimasxm BOR PUBLIC SCHOOL TEACHERS

Tnvwsu#uam*m&pmnaors S -
, Regional Directors ,
Sehon&a Superintendsants

1, . Inclosed are the rules and regulationq for the
1mwlemahtntion of Executive Ordeyr No, 500 of the President
dated March 21, 1978, entitled "Es,aabnshing a New System
of Career Progreaaion for Publie Scehool Teachers'", as prao-
mulsated by the Clvil Service ien, the Budget Ccmmisw
.#lon ‘and this Office. - . -

2. - - -&F 1s desirTed that, 1mmedetaluwupcn receiphknf ,f‘"
thia MES Order, schools divisied. duperdgtendents cregiihg ;
selpation committee 1n the divigion office, and a s}
eoamittae in aash. distriet, for“"ﬁ‘qrpoaes of sdiewrs
- .didates and deteryminhing those Wwho: shoulé'be_appo N
Na§fer Teacher I position. The «.?@ﬁmaws shouldi¥
mined before March 1, 19?9. Cow y

L3

. : Inibially, since there Ave 15, 000 -

Sble, the "humber of Master Teacher I positi-

each: diatrict may bé eetimated by multlply i
. L5 8 Ain- the distrigt by .05. 7 This OfML
vimion. the final ‘number nf Mante
TR & (- W-eec".h aibgtriot. It must be
e not ftew poeitions "and. sherefore no
The numbsr of teschers in a Jdlstrict e
T ted Master Teachers cnlema-
'ng ret Ing their uaual itemas ;1

. T
¥ ”m”“ﬁf”“m“TVT

e E%e followiqg procadu
: sﬂahJcauamdntaae

. i
aa ﬁiﬂaipub¢icity should b~'
i h e aTw kg €0 the M
-gulagions, . parﬁign;ﬁr

) -Teimgrs.w.
L h



‘b, School prinecipsals gnd dlvision supervisors.
’ should be asked td subhmit to the district com-

mittee the names” of candidates fox Master
Teacher together with all supperting papers
in accordance wilth the.aforementioned criteria.

The tentative list of Magter Teacher candidates

in the*district should bé posted in all schools

so th&t any teacher who feels she Qeserves to.

be on the list but hss not been Included, may .
request inclusion gof her naeme provided she can T
present supporting ‘papers to Justify her claim.
To ehbviate the possihility of deserving teachers
being by-passed by the Distrilct Melection Gom-
mittee, & tencher who feels that her Justifiea -
request had been.ignored, may bring her case .
direct to the diviuigp selection commlttee,

tiaﬂ Committee shall gc over s
, ' hqandidates and submlt to the :
2 Diviaion the names ol those recommended

A - for Mastes r v:.os:!.i:ion, listing. the names

accordlng Toug .'-'

- &+ : = hietrict ‘vmmittee shall review =all _the
heommen dafToms for the districet, carefully
ol ing shethrow =Tl -the candidates meet the
\\\5 ¢ rle wpecified.. It shall certify that the
S 4bﬂnﬁﬂr=te=pmngt the; requirements and the sup-
Tt SR ‘-_dmcuuuntt-a e authentic. L

1

d. The District:-
the papePrs of th

conngptee will rank all candidates

“ahQ snall recommend to the e
e néminees in accordance wlth
ted . The superintendent shall ¥ Badin.
Al Trecommendatlon to the Regionall

-nmnutc the zppointments for tha

% Director shall create s speclal .
*qrt:dmmandathns of the divisions
.eeision on who should be issued

211 Bhat Regionai’viréctnrs sna;l
Wy -trregularity in the appolntment
| : :
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unmcat-ﬁare Jiehfrness 1A making such appointments |

ﬁlq‘titutinz che ring measures down to school 1eve1.,

7. Tl.‘ra aahools division superintendent shall dihect
principels , ‘diatriect supervisors, and division supervisors
to see to ‘t that mazimum and .optimum-use 1s made of the ™

Maater Teach ers, .
BQS}O direetcrsishall furniah the Mini@try of

To be indicated in the Pe
under the fcellowing su

J&ﬁmmmm, EMPLomENT, me:m'mimw -
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af‘e- therefure enjolhed to observe

Edﬁca Ton tura with a [List, E’y fivisiohs and by
_ districba ci‘ all those to be 1ssueg app;n:[‘ptmants as’ Master-_,____
Teg.oh r I ' .
L] /
gbn .) JHM‘ L rmmm. o
Minister of E&uuation and Gulture- .
Inel, v - _ -
As stated : o
Reference: N on-e - ! LT
‘Allotment: 1-2--(D.O. 1-76.)““ ikt
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i (To oifset dafirirnoy in sduontional preparation or
years of gervice requirement for’ purnoaes of detor“
mining MA equiva1ﬂnt)

NQTE: Any activity or arcompizrhment ‘already nsed for an
earlier promotion mey noi be ueed for the noxt |
pronotion. For erample: Lf & scholarghip of one '
year in 1675 hag & 2n e ted fox Hastex
Taacher I, fthe same may not be ¢redited for .
pirposes of promotion to Mapgter Teacher IX.

" A. Scholarshipe/Training grants withont academic credita, in
educational flelds :

1 year scholarship, Lot

5 units -
10 montha scholarshnn/fralning -3 - n
6“9 men. oo - ? ) 1"
2~5 mor. " " ) unit _
" 1 month and helow ¥ o - L.S'unit-

Be Awards/commendations (for excellence in any aspect of
edurat;on) g;ven by MEC officials

o

Natzonal ﬂward- -~ 5 unite g e e
+  Regional hward -~ h units " Lo
Divigion Award ~ 2 units .
- X uhit

District Award -

C. Official eéducational %vavel outasida the country:
every travel sbroad nf at Aﬁaet 1 week ~ L unit;
2 weeks or moro - 2 unive S
In-wervice Trn*ning-w_aeminara, vorkehops
Seminare on reiavnnf aun bgau*-~' S
. ayeas -~ L unit for evexy 15~hcura
Workshop on relevant subiect
pranfn. = 5 unit for. every 15 houre
) York Confarencos on relevant . -
i R auuieut ereaz -l udldfor evary 15 hours
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"‘"’/(Note. A candldate must poaseaa 811 the qualmi‘n.cations ‘ L 1
A indicated to be considered fér the Hnéter _ o 2 1Y
Teacher p')altlon.) ' e o A o

Haster Teacher I L e o
I. Permanent teachar. : ] EEM '_ ; _ - F
2, Bachelofr's degreer for teachers or aqm.vulent as prov:.ded - "
_f‘ in Hagna. Caxrta for Taachere. SR e : -
; H e
,,’r. Very aatisfactory perfnmance rating for ths '.Last two IR
i .ﬁﬁréara (at least 33 pte.) J AR ' [

t".' At least three yearssxperience. = .0 e R na

5._ At laaet 25 polinte in 1eadership and potentlab (Beé J‘!11:- S
, tached, tsblas or hasg been a demonstration teacher, on the rb v

*d:l.at:z"ict Level plus 15 pointe in;,ﬁeadershlp and poteﬂ%i&l.
h ’l'l ' ; ! “.l ‘_ N . ’ _‘-'..':"
Hastur Il‘eachar IT . S Sk ,. ? ‘ ,' a, ,;% ‘i".
|' - ] ‘.. . ‘Aﬂ .i:‘
L u- \ il ;’

1¢ Haster Teacher I (or ESP I) for) at 1east one year. -.__.r.:--;.s-' F

- '-:‘l
2o Very sat:.sfactory ratlng (at least 33 ptﬂ-)éaﬂ Hastei‘

. Pgacher I (or ESP I). . " '-“‘li.' q. " ,@?
»

%3, Bachelor's degrea fof teacheds or equ:.valéﬁ# wdvlded . |
in Magpa Sprta for Teaphsrs, plua oomplatioh of ﬁacademio N

crsquirementa for M.a, Mg _aﬁk

t X Coe .t)’ : Ay, ",f__,r'.,.'
'l'*ﬂl-" At legst 30 points in 1eadarsh113. otan"c:.al ‘ana athiey
—— _tment, -owdémehgtration teacher or thﬁ'divism Tlevel piﬂaﬁ‘d- aﬁ
‘ ’*‘, ¢ ;20 points, ih"t hdership Yand notenti@:lhprov‘lda -thg ac~ ',';ut-
‘tivities 0 Ebﬁ 11ighments listed fol-thd s nrpose{#i d
not bken credite %Qz*’used far’ sa;har pFomthQnau' % * , ’1

[P SRR _ P "l"“*
"'I'anher ‘III e RETTY :" . », Kk ',' ~d
: T, e te et a T .w
1. Haa ' Teacher F RS 2T Y SRVEI I
% - H\. . .._:.ff_,e\‘.:l“.xl_f PR J r’ .; I AR
2. H.A. in’ d‘ ;_qﬂi-",o:n_'_‘gq'l.z:t%i&hfm”-:- RTINS 5.
1A t Do ' S g ST oo agh
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S I »
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;...-. ; " h ti‘F A » r-
b L SECE
. Tha follouiﬁgvara considered M h. equivalent
] . 'i*
'fﬂ .. as Bachelor's degree for teacher . or equivalent .

. plus 20 years axperience and at least 20 -

§f1¢"' | . unita for Maha

SN : . S5
) . b Banhelnr 'a ‘degree for teacher or equiﬂalent .
N .. plus at least 20 graduate units and at least

B v .-18 credit allowances (See table of credit
b ﬂllouancasnl . o L

.;Tﬁﬁ;'jo Very aatiafactory performance ratlng (at 1east 35
Do L pied) ae Haatar Teacher IXI, e

rl‘

v

r

o 'le;‘h WAL, 15-&31: 4y poin'tﬂ J.n 1eadersh:.p, pntentla}. and ..
o dchiovement provided: the' activities or hcoomplikhia < &

ments eited for thisg purpose had not bean craditeé

[t”"w&
hu !hf-- -.-fcz ah darlder promotion. _ s
Had%di Tsacher IV L ) ‘ :
: P S
I“”“H“tt&r Teacher III . | _ e
At 1gaat’ﬁdn H.A, din Education, MAT, or M.Ed.
Cow- : i‘- \ N i
: Outstaﬁd1ns perfnrmanca ratifds ae Haotar “ RS
. Womohet: IXT. ¢

Ab leaattﬁo pointa in 1eadership, potaqt;&l, and R

'uachie ements. pnovided the aceomplishménts and “;f

‘v '3k, - achigy gﬁnts ofted for this purpose, b d nnt _5';_
l . ,Jihegn oy ditaﬁ for ag.earlier. promqtip o :f«
' ‘-Eﬂi';?“' m'- ' ;;;h“””“: A L f “_EL
' r“','-.-‘" A ." Lo .- ' LT Fae s LT
ol : 3

s C .:r.... Git ‘ i- “ AR T A
’ | - . ¥
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:  Inolpsﬁro to MEC Ordex No. 10, B. 19?9)?

RULEB 'AND REGULAPIONS POR'THE IMPLEMENTATION OF -THE
. SYSTEM OF CARKER PROGRESSION FOR PUBLIG SCHOOL
b - TEACHERS

le .0 Hxhosa who are actually teaching" shall bo considered .-
for ater Teathér position. This incliudes tenchoras who

besides providing apecial services have regular teachiﬁg _
D loads. . . '

~p;a. Master taachera shall be sﬂleotéd-on the hagis of the in-
tlosed oriteria. ‘It ig stressed that a candidatoe must
posasess all the qualaficatlona dpecifisd. Unloss other-
- wise 1indicated, no suhat1tutions for .the qualiflcatlons
e T reqpired shall be allowed. - - ,

3.a chitigna for Maatar Teacher shall be allotted by diviaiona
~-~+ proportionally on thé basis of number of teachers. .The a?

¢ L ir pumber of positions for the division shall likewigo be . - T
' ﬂistrtbutad proportionally among all diatriota._ L
f
o1
i

» ),

4. If the imumber of qualified candidates in the division '
nodsexoeedn ‘the number of pogitione allotted, all quu11f1ed
’ ‘candidates shall be rankedyaand the positions awarded od
- the basisg of the ranking. GQualified candidateg who camy
.; . bo iesusd-appointments as Master. Te¢ch&n Ffor: reasons of
. -unavailabiiity of position, shall avtomatically be ranka
~ with ocandaidates for the next suceeeding year. Lo T

-

-1 XER S A there are not anocugh qualified teachers in the dlstrict
% &g £411:the rumber of Master Teacher positions allotted
to it, the positioramay be filled by qualified teachers
from other dlaetriots provided however that such «toachera
‘shall ‘sexrve in.the district where the Master Teacher po-;:
‘ T ,-:usitiona hava hoan nllotud. SRR . L T

er»fH&BQt$aIagohera 5ha11 have regulnr teaohlng 1oada. Ih
! - a4 théy-are expected to assist odher teache
t.. . the sohool: or dietrxetd&gyard improving thelr comp
take ‘the. leadership in . the prapar&%tonﬂﬁtxinatruo;&

DY S

- and other materials or perform suth other funckio
. mensurate with their oapabilities, as the prinelpq hnyua

assign. Master Teacherm may also be required to sdPWa. X
xdamonatration teachers or- teacheruconsultanta 1n—otheqﬂ@$
sohools 1n the d;strict. LT e AN
R :--'}.‘ R e i 3 : "_?‘ ¥ o

—_—tamn -— H . o BT




.j._:? - 1';/ s omee |
7+ ALl Haater Teachers: shall be: adﬂipiatqgtlvaly under the . .
schoolrhead/s where]they are ass{gned*notwlthatnnding thalr
-wgrank and aalary. j SR .
8. Thé.rates;of. oompensatlon of the diffarent levels et Haater
' Teachexr positiona shall corxeqund to hhose in the gdﬁinia- '
trﬁtive group as fo lows.u.p . .

Maéter Teacher I - Principal I_
. Maater_Teacher_II ' = Principal’II . L
'”'ﬁ “Madter Teachor IXIX - Principal- III T T -r%&&gﬁﬁ>
i'HaBter Teacher IV . e Principal IV .'b:-- : R

. e i ‘. ru'_ F oy, J¢"

Q. AE° indidated in Executlva Order No. 500, there shall ba no
- ‘switching from one oaraer line tn ‘another unlees it .ig-

oo olearly demonstrated that the 1nd1vidual _rossesnos the neces~
Jiod T ‘gayy qualifications :for ‘the otheér ‘careeriline and ‘suéh quali-
o .. fiocatiéns exéeed those -6f-individuals in thd caree¥. line who
© <. may alée b conaidered. for any existing ‘vecancys. -FormamamPle,
" & Magtor Teacher I who desires to switch to the: Adminiatrative

... Grotp may .be considered for promotion to Prinmcipal II if he
poaaddées ‘81l ths qualiinationé £6r -Principal II Andiis oute
r&nks all the Princ¢ipals I who are aspiring for the-ppeition.
’ &- Pridaipgal “IIT. méy switoh-to Master: Teachar IV only
agses &1l the fealifications fdr Master;Teaghst IV,
and'ﬁtidh ga e ohzwxcatd those-of Master Teachers LTI
1n" fhé"d1v:sion Uh aré cﬂndidatas'for Master Tenchar.; IV po- g
mitiona. ) ﬁ_ G e A w_ :

lbafﬂaster Ténchers IV hay: behconslderad, tbgethar wuth;di%tr gt,i
bbrbritors;  £or, prémdtion to'higher. pos1tione'pr0vidsd4ﬁ'qy

Bubaaly A1l thb reqpirembhts fbr?theﬁpbhitzon¢dJ ¢f¢~¢k*
ran s r L 3g L SRR PSR I TS SRS EE L S SNEOe . 1% O oz WED o re - i 3 .?f*
uﬂh:.tlhllﬁ.hthere shéil 'be‘flJ.Ei,OOO positibnsi‘ fowMas‘t:b:{ﬂ'a' her
“fox elementary gchbol teachers.. " Pogitions furfﬁaathhhfaanhars
II, III .and uill aubSEquantly be created Sl g

‘ - .'..; ."_ - ﬂ%"ﬂ' 1, .g.L ’Y-ﬂ"f TR ':t:"_
-éiﬁiOhe for H&ster Teaéhers in the ﬁeﬁﬂndary,lehﬂlsmay be
Feated by the local governmente or 'schoels: éoncernsd providad
;y'nra gi?eh cn tnv\ggq;ﬁ'of tha criteria"ﬁpecifiedu

; ‘fh;*l : R T SR ORI PP X5
ZJ- -ﬁ?? S | 4'!& nd *JWu“
FE 1 1 Tl e A :' ': oy ,J-"f .y o.‘l p-
B thL % 3» EN f (SGD-J JhcoRrd O ?GMVE
_Hin4stsr f Eﬂu tiom | L. 050 Chairmant.Civil Service

an Cnltupe ommission and Prea;dential -
ﬂ e
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OREDIT POINTS FOR LEADERSHIR, PO&EHTIAL AND
RCCOM?LISHHEHTS

b

d.; Initiatad or . headed an-educational research
1-'1

. regular teaching load

| 1nduatr1al _

t Maximun Humber
of'Pqi'ntﬂ '

20 points for

‘any ong of -0

Int?pdpoaﬂlaéy aof the followingzwhiuh hag been
adopted ‘er used by the school or district

LN TR 'u -

e

.« Curriculum or instrudtional materials . d/ : the 1tam§\

Effactive teaching techniques or strategies:

‘8implification of york as in reporting system,

' record Kesping, etc., or procedures that
rggulted in cest reduction - ' _

A vortbwhile income generating rroject for
rupils glven recognition by higher of—:-
ficiale in the dmvzaxon -

LT T ]

13

"y ae W b up

l

-ﬂervad -3 aubjeot coordinntor or grade chaire 4
mah for at least one yeari or #a advieer of .. (I
mohool publication or any special school or- - .
ganization like dramatie club, glee .club, el
science olnb, etc. and discharged auch,&eaign £

ment satisfeotorily for at least two yeara .
provided such aseignments or services are in
addition to, end not oonsidersd part of, the

Earvad as chairman of a special committee,”éﬁoh' _
as currioulum study committee; committeg to pres i
‘pare. instructional materinls; committee to pre-: :
‘pare :gchogl pxogram, and dmachargeﬂ the work Loy
eftioienhly e

——_ -

-a-ii@ity “ddly approved by educational author- 'aﬁg_iff

ﬂbordinatnruof community project or acfftity

ﬂr' of a program of another agendy or ooordinatoy/ 3

~0f & rural service improvement activity &n ; :
T - domtrunity - suoh~aau£eed¢hg, amtrition, agr



‘_4. . e ¥ By e ,.I.,..I“._...._f.-. ,!-.I-!- (? pbints)

- ?gprganized/hanaged an_;u-servzoo autivity oy -
g r¢othar similax activit1ea at lesst on the
"sthool level SR o . e
g' €l JJFJ&Q L v ' k e S
3 .Crﬁgited'with meritoriﬁre achiovemgnts suoh as
e ryuﬂ Do P
- {1) Trainor.of or egach to ‘contestants who ™
. pooedve priges, oommendationa or any form,
df facagnitionz ro T

RN I

National winter - 10 pté. o

e ‘Regional winner 'S ptaa
Divismon winser . .3 pts.

. k'- R

hthlat;o ooach of athletea or teams whc won

.prizas ag follows-

h'lt..' - .t

: Hational Jevel clopts. T

wel jsvpté; G e R
Aeval 5‘ptﬂ} SR o

o5 BXTN "
..Goréina or of Bay cout or Gird) Scaut o
- aoti?ihies: :_* 1&.

% el ‘1'-"‘t' e L

" Regiopal level - 5 pias

o i""*’P-I.“t:l'ﬁrirm:i..slfl. level . w3 ptae ::+ L N

on eduont:.-'_. )

“ %
B ) ) i 2 - o ALy -
I - - .- _- . Bl . " W .
’ P , - . -
4 1 4 t

For particip&tion as memher of such actzvity»_;-

lptac ;?}jf*~

‘Matiohal level. ¢ 10 péa. ';Jkl'fffﬁ-’“f‘%

e
E
. _
i
‘12 points
: T .
i, 10 points
= " , . I L
T
t
: ,'. II_..
-’ N
Ry .-
vrepml 5
) w4
e
1= .

:-and l polnt ror each:&ﬁﬂh&
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. Ministry of,EduEgtibn; Culture and Sports
REGION VI - WESTERN VISAYAS,
La Paz, Iloilo City i 1=

- July 29, 1985

‘REGIONAL MEMORANDUM
Noe 73, Se 1985

REVIJED PROCEDURE ON THE PROCESSING AND EVALUATION OF
PAPERS FOR PROMOTION/RECLiSSIFICATION TO MASTER
.IEACHER POSITIONS

To: All Schools Divisioen Superintendents/

Principals/Administrators of National/
Comprehensive/Brgy. High Schools — .. .-

1a Comformably to MECS Order No. 37 s. 1985, and in order to
fagilitate prompt action on the papers of candidates for reclassifi-
cation or promotion to master teacher positions, the following revised
procedure on the processing and evaluation of said papers are hereby
jssued for the guidance of all concerned.

a, To avoid undue delays in.the evaluation of papers of

! candidates for master teacher, all claims for point
credits under Basic Qualification and Leadership,
Potential and Accomplishments should be supported
by ;aild. pertinent documents. As a guide to the
field as to what specific documente should bé spbmitted
in support of each claim there is enclosed a listing
of papers required, for the information and guidance of
the candédates. No point shall be credited to a candi=
date without the corresponding document.

eyt

b. The initial screening of candidates for master teachers
to determine those qualified shall be done by the
District Selection Committee in the ‘case of elementary
grodes teachers, and by the School Selection Committee
in the case of secondary school teachers. In this
connection, attention is invited to paragraph 4 of MEC
Order No. 10, s. 1979, as follows:

"e, The tentative list of Master Teacher candidates
in the district should be posted in all schools S0
that any teacher who feels she deserves to be on
the list but has not been included, may request
inclusion of her name provided she can present
supportfng papers to justify her claim. To obviate
the possibility of deserving teachers being bypassed

by the Distrigt Selection Committee, 2 teacher who
feels that her justified request has been ignored,
may bring her case direct to the Division Selection
Committee." R
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c. The District/School Selection Committee shall submit the District/
School rank listy together with the pertinent papers and supporting
documents of all the candidates, to the Division Office or the
Regional Office in the case of .Secondary schools directly supervised
by the Regional Office, not later than July 15 of the school yeare.

) The cut=off period for all claims for credit. points shall be the

close of the Tong vacation of the preceding school year.

de The Division Selection Committee shall review the evaluation made
by the District/School Selection Committee, particularly with
respect to the validity of documents submitted in support of point
credits of candidates and affirmor revise the district rank liste
It shall consider all appeals or protests made in consonance with
the procedures mentioned above. The ranking.as finally determined
by the Division Selection Committee shall be considered the per=
petual rank list for that particular school year, conformably to
MECS Order No. 37, 8. 1985, and should ba made public and open to
all candidatese

es The rank list for each district or secondary school shall be submit~
ted to the Regional Office, together with the papers of the most
ranking candidates being recommended to fill the available or vacant
slotse Thus, if there are two vaggnt slots in the districty only
the papers of the first two most ranking candidates shall be forwards=
ed to the Regional Office for review and action. If at any time
during the year, any other vacancy occurs or additional slots allot-
ted to the district, only the paper/s of the next ranking cane=
didate/s shall be forwarded to the Regional Office.

f. The Regional Selection Committee shall evaluate the papers of the
candidates recommended for reclassification or promotion to master
teacher positions to determine if they meet the basic qualifications
and, unless a formal protest is made by an aggrieved candidates in
consonance with regulations, shall give due course to their appoint=-
ments., If the Committee determines that any candidate recommended
for promotion is not qualified on the basis of the minimum criteria
for the position, it shall return said papers to the Division Office.

¢

ges The other pertinent provisions bf MECS Order No. 37, s. 1985 should
be observede

2. ' Immediate compliance with this Memorandum is enjoinede

ANTONIQ/ V. TANCHUAN, C.E.S.O. I
Regional Director
Incl.: As stated ’
Reference: MECS Order No. 62, s. 1983
MECS Order No, 37, 5. 1985
Regional Order No. 13, s. 1984
MEC Order No., 10, s. 1979
MECS Order No, 29, s. 1979
Allotment 3 1-2=3 (D.O, 1-76) ‘
To be indicated in the Perpetual Index under the following subjects

APPOINTMENT OFFICIAL PROMOTION RULES AND REGULATIONS TEACHERS




I. “asic “walification /%ne-. / Doguments To By Sypmitted

A, ¥ermanent Yeacher A, Certified xerox copy of appointment as

permanent teacher.

B, Baghelor's Degree B, Cgrtified xerox copy of tramscript of .« a

. eatings (and special order as the case
may be),

C, At least VS performance C, Vertified xerox copy of performance rating
rating for the last two for the last two years immediately prior
years., to the selection process or to the date the

. . natural vacancy occured.
D, At least 3 years experience D, Service Record duly aigned
B, Actually teaching at the j E, “opy of Tyachers Program (not classroom prog-
“ time the vacancy occurs, : ram) ghowin€& Pumber of minutes of regular

teaching load at the time the wacancy occured.

Regular ‘eaching Load:

o B e _ At least 200 minutes - Required for
: . teachers including property cus-
2 todian.
o S At 1eg8t 80 minutes ~ Required for:
/, i , district subject Coorqinator,
e Y AT special teachers or teachers-in-
" ' charge of a school,

/S ArmS o vy

II. Lgadership, Potcnti‘ls. Accomplishments

introduced:

P ———
A-1 Cwrrioculum or jvstructional  A-1.1 Copy of materials prepared /., (./ ./ s .
materials 1.2 Certification signed by a—committee

in - the-divisiong—office thay such
, ; candidate prepared the materials and was
utilized by the teachers culum. :

(Example: Curr. materials in English
to be signed by Dyvision English
Supervisor, District Supervisor and
Division Superintendentg.
1.3 Certificate of recognition signed by a
" sommittee in the division office imcly-

ding the superintendent.

A=-2 Sygplificatiom of work A-2,1 Proof Showing simplification of work

duly signed by the district superviso:f“

22 —Certification-signed by the district
supervisor that such candidate introduced

2.2 simplification-of work.

2.3 ~Certificate of recognition for the sim-
plification of work signed by the
Divigion Office Committee.

A-3 ¥o.irwhile income-generating  A-3,1 -Certificate of recognition/citatien
project \ ' signed by a Committee in the division

office including the school's superin-
tendent,

3,2 Narrative report on this income-generating
project duly attested bY achool head and
district supervisor,

3.3 Income Statement duly attested correet

SaBen /ey e . 48 SEo s L RS L R = B o



B, Served as:

SER—_——_

Qe

34

355 Copy of project proposal approved by
tgz disgrict supervisor and the person
in-charge in the divisbn office, '

Hotes An income-generating project on green
revolution not recognized by the
Division Office but with other suppor-
ting papers maybe credited in letter C
for 12 points, .

B-1 District Sybject Coordinator B~1e1 JLemignation signed by district supervisor

(for at least 1 year)

B-2 Ag Grade Chairman (Witp
at least 6 members amd a¢
least 1 year)

B_3 As club adviser (For at
least 2 years)

C.,. Served as:

1.2 Report of accomplishments attested by
district supervisor/: : 7':j/'_

1.3 Clertification as district/coordinatér
stating inclusive date of service signed
by district supervisog/ bender, St L

£

B_2,1 Copy of desigmation signed by district

supervisor/g?iw-~‘t' - sy

2,2 "eport of accomplishment: and duties
attested by district supervisor,/fics ¢

2.3 Certification ae grade chairman stating
inclusive date of service signed by
district aupervisor/ﬂf wolsy [Aod/ Finy

2.4 "“ist of members under her chairmanship

2e5—

B-3.1 Copy of designation signed by the school
head
3.2 “eport of accomplishments and-duties attes—
ted by the school head .
33 Certification as club adviger signed by
' the school head stating inclusive date
of service. ,
3.4 List of officers of the club p G
}i5-0thormoutpuismuhich-villvaupporwrolain~-«

_,_‘j‘*‘”‘,‘, A -t .,.;*_.r e —
TV 1
¢
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C-1 Chairman of Special Committee C-1,1 Designation signed by schooi/diatrict

3 to Prepare Instructional
faterials (For particiga-
tion as member, 7 points)

~2 Chairman to prepare Ipter-
mediate School Progranm
(Schedule of intermediate
cla..el)/bistrict Action

=3 Chajragn of District “es-
~ ting Committee

.. ’

supervisor. '

1.2 “ertification as club-adviser stating
inclusive date of service sigmed by
school head/district supervisor,

1.3 List of members of the compuittee duly
certified.

1.4 ®ample of instructional materials prepared.

C-2.1 Designation signed by school head/district
: supervisor,
2.2 Copy of school program/action progranm
prepared.cl .y, clilt:Tcd, ,
3 List of members of the committee .-
<4 Certification as chairman signed by
school head/district supervisor.

1 JVesignation signed by district supervisor

3.2 “opy of test prepared ;

3.3 Teport of findings or analysis of the
test conducted, 4

3.4 Copducted Certification as chairman signed

by district superviso;/} ‘ )



=2 Chairman to prepare Inter= (C-2,1
mediate School Program
(Schedule of intermediate %
classes)/District Action

Program, 2e>
2.4

=3 Chairman of District Testing ¢-3,1
Committee a7

3.2

3e3

3.k

D, Initiated/Headed an Education- p.1
al Research including Action
Research (For participation as 20
member, 7 points).

.Ee Coordinator of a Community E=1
Project, for at least 2 years
(For participation as member,-

1.3 List of members of the committee
- duly certified

1.4 Sample of instructional-materials

prepared. '

Designation signed by school head/

district supervisor

Copy of school program/action pro-

gram prepared duly attested,

List of members of the committee

duly attested

Certification as chairman signed by

school head/district supervisor.

Designation signed by district super-
visor/secondary school head

Copy of test prepared

Report of findings or analysis of
the test conducted.

Certification as chairman signed
by district supervisor/secondary
school "head.

Copy of research proposal duly
approved by Division Office.

Copy of the completed research work
duly approved by MECS Regional
Officee

Certification as coordinator of a
community project indicating in-
clusive years signed by barangay

7 points).

NOTE: Community projects are 2
accomplished for the bene-
fit of the community.
(purok, barangay or town 3
and not for the school).

F. Organized/Managed an In=-Service -F'1
Activity

or head of agency and attested by
district supervisor or principal.

Report of accomplishments attested
by barangay captain and district
supervisor or school head.

List of officials

Designation to conduct an in-service -
training in school,

-2 Certificate of attendance to a

NOTE: 1. Boy and Girl
e Scout training pro-

grams are not credit-
ed.

seminar or training prior to the
school seminar conducted by MECS
only (If not conducted by MECS,
submit authority to attend).

2+ EDPITAF or TBS Mass -3 Program of activities showing role

training program
conducted are not
credited,

3. "In-depth Study
Session in Pilipino"
may be credited if it
meets the requirements
as stated.

L ]
G~1 Trainor or Coach G=1,
flin

National Winner 10 points
Regional Winner - 5 points 1.3
Division Winner - ~ 3 points
District Winner no credit

of candidate (Facilitator receives
no credit).

Designation as coach/trainor

Copy of awards or proof of awards
received by contestante.
Certification as trainor with the
name of the contestant, level of
contest, date, venue and prize
received, Whether 1st, 2nd or Jrd.

signed by school authorities
nnnnnnnn P!
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1=2 Awards G-241 Copy of award received by the can=

~:Ha,

I.

didate or certification signed by

National Award ‘= 10 pts. proper school officials.

Regional Award - 5 ptse
Division Award = 3 ptse.

NOTE: _
1. Certificates of appre-
ciation or recognition
for .service of shoirt.
tinc duration such as
those received for service
rendered in in-service train-
ing programs are NOT credited.
2. RATE Award is credited 5
Points each.
3, All awards in scouting are
' NOT credited but may serve
as document to support :
accomplishments as District
Boy/Girl Scout Coordinator.
Authorship ) . ¥ H-1 Certification that school can-
' . et ‘ . didate wrote the article in a
A S e certain magazine, date of issue,
page it appeared
2. Copy of magazine where article
‘appeared.
Demonstration Teacher - I-41 Certification as demonstration
teacher

2 Copy of lesson plan duly attested



CHECKLIST OF REQUIREMENTS

Name of Applicant: Application Code:

Annex C

Position Applied For:
Office of the Position Applied For:
Contact Number:

Religion:
Ethnicity:
Person with Disability: Yes ( )
Solo Parent: Yes( ) No( )

No ()

Status of
Submission
(To be filled-out by the
applicant;
Check if submitted)

Basic Documentary Requirement

Verification
(To be filled-out by the HRMO/ HR Office/ sub-committee)

Status of
Submission
(Check if complied)

Remarks

a. |Letter of intent addressed to the Head of Office or highest
human resource officer

b. |Duly accomplished Personal Data Sheet (PDS)
(CS Form No. 212, Revised 2017) and Work Experience Sheet, if|
applicable

c. |Photocopy of valid and updated PRC License/ID, if applicable

d. |Photocopy of Certificate of Eligibility/Report of Rating, if
applicable

e. |Photocopy of scholastic/academic record such as but not
limited to Transcript of Records (TOR) and Diploma, including
completion of graduate and post-graduate units/degrees, if
available

f. [Photocopy of Certificate/s of Training, if applicable

g. |Photocopy of Certificate of Employment, Contract of Service, or
duly signed Service Record, whichever is/are applicable

h. |Photocopy of latest appointment, if applicable

i. |Photocopy of the Performance Ratings in the last rating

period(s) covering one (1) year performance prior to the deadline
of submission, if applicable

j- |Checklist of Requirements and Omnibus Sworn Statement on
the Certification on the Authenticity and Veracity (CAV) of the
documents submitted and Data Privacy Consent Form

k. |Other documents as may be required for comparative
assessment, such as but not limited to:

Means of Verification (MOVs) showing Outstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last
issuance of appointment

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

Attested:

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

I hereby certify that all information above are true and correct, and of my personal knowledge and belief, and the documents

submitted herewith are original and/or certified true copies thereof.

DATA PRIVACY CONSENT

I hereby grant the Department of Education the right to collect and process my personal information as stated above, for purposes
relevant to the recruitment, selection, and placement of personnel of the Department and for purposes of compliance with the

laws, rules, and regulations being implemented by the Civil Service Commission.

Subscribed and sworn to before me this day of , year

Name and Signature of Applicant

Person Administering Oath

In consonance with Republic Act No. 8792 or the "Electronic Commerce Act of 2000", (e)lectronic documents shall have the legal effect, validity or enforceability as any other
document or legal writing and a) (w)here the law requires a document to be in writing, that requirement is met by an electronic document if the said electronic document

maintains its integrity and reliability and can be authenticated so as to be usable for subsequent reference.
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