
 
Republic of the Philippines 

Department of Education 
REGION XI 

SCHOOLS DIVISION OF DIGOS CITY 

 

 
                          Address: Roxas Street cor. Lopez Jaena Street, Zone II, Digos City 8002 
                          Telephone No:(082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375 
 

OFFICE OF THE SCHOOLS DIVISION SUPERINTENDENT 

DIVISION MEMORANDUM 

No.____, s. 2022 

 

April 12, 2022 

ESTABLISHMENT OF ELECTION TASK FORCE (ETF) IN SDO DIGOS CITY  

FOR THE MAY 9, 2022 NATIONAL AND LOCAL ELECTIONS 
 

To: Asst. Schools Division Superintendent 

CID/SGOD Chiefs, Supervisors and Personnel 

OSDS Unit Heads and Personnel 

Public Elementary and Secondary School Heads 

All Other Concerned 

 

1. In connection with the DepEd Memorandum No. 10, s. 2022 “Establishment of the 2022 

DepEd Election Task Force and Its Operation and Monitoring Center in the Central, 

Regional and Schools/City Division Offices in Connection with the May 09, 2022 

National and Local Elections”, this Office informs the field that the following are 

designated members of DepEd Digos City Election Task Force: 

 

 Chairperson:  Gervasio R. Salinas, Jr. - EPS 

 Vice Chairperson: Clarence S. Pillerin  - PSDS 

 Members:  Atty. Clarisse Joy C. Llaban - Legal Officer 

    Xavier Fuentes  - SEPS 

    Jerwin L. Granada  - Teachers’ Representative 

    Qumran Loyola  - Admin Officer II 

    Renil Concoles  - Driver 

 

2. The functions of the EFT members include, but are not limited to the following: 

a. Maintain an Operation and Monitoring Center to document and report all teacher 

and school-related issues and concerns before, during and after the Elections; 

b. Ensure that teachers are provided with and/or referred to adequate information, 

technical and legal assistance in the course of the performance of their duties as 

members of the Electoral Board; 

c. Serve as DepEd institutional link to volunteer organizations and individuals; 

d. Provide close horizontal and vertical coordination and consultation among 

DepEd, COMELEC and partner agencies involved in the 2022 NLE; and 

e. Complement the other government agencies’ efforts for an honest, orderly and 

peaceful election. 

 

3. The Division ETF Operation and Monitoring Center shall be operational from 1:00 PM 

of May 8, 2022 until 5:00 PM of May 10, 2022. 

4. The grant of honoraria to officials and personnel who will render services to the ETF 

shall be subject to existing rules and regulations of the Commission on Audit and relative 

to the issuances of the Department of Budget and Management.  
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5. Payment of overtime pay or grant of compensatory time-off to qualified personnel are 

authorized, subject to the availability of funds and existing auditing rules and regulations 

as well as pertinent Civil Service laws. 

6. Immediate dissemination and compliance to this Memorandum is desired. 

 

 

 

 CRISTY C. EPE 

 Schools Division Superintendent 

 



Annex 1 

 

TERMS OF REFERENCE  

OF THE ELECTION TASK FORCE MEMBERS 

 

A. Chairperson 

 Being the leader of the team, the following are his/her roles: 

1. Oversees the operation of the ETF. 

2. Leads in the development of the plan and preparation of timelines. 

3. Convenes with members on how to monitor, response, and make reports. 

4. Mobilize resources in the operation and monitoring of all teacher and school-related issues 

and concerns before, during and after the elections. 

5. Provides feedback to the members. 

6. Ensures the monitoring of activities. 

7. Gather evidences of reported issues or concerns. 

8. Coordinates with DepEd higher offices or other agencies on election-related concerns. 

9. Submits reports to the regional ETF or other concerned offices. 

 

B. Assistant Chairperson 

  As the second highest in position, the assistant chairperson shall automatically take over the 

responsibilities of the team leader if for any reason he/she cannot perform the duties mentioned above. 

The following are also part of his/her functions: 

1. Assist the chairperson in the planning, monitoring, and provision of feedback or reports. 

2. Serves as resource person and provides technical assistance on election related concerns. 

3. Reports to the team incidents or issues gathered from the field. 

4. Coordinates with other team members for plan of actions.  

5. Provides the team leader with evidences of reported issues or concerns.   

 

C. Members 

 Five support team members shall perform specific tasks during the operation and monitoring of 

activities. These are their functions: 

 LEGAL OFFICER 

1. Evaluate submitted documents, complaints or issues. 

2. Conduct preliminary or fact-finding investigation. 

3. Prepare resolution, formal charge, decision, comments for teacher and school-related 

issues and concerns on elections. 

4. Provides legal services on election related concerns. 

5. Coordinate with members and appropriate authorities for issues/concerns. 

 PRME FOCAL/SEPS 

1. Design a mechanism in gathering data and establish the communication lines among 

DepEd personnel who will serve the elections, the COMELEC and other partners or 

agencies. 

2. Provides technical assistance on election related concerns. 

3. Document the systems and processes used by the team. 

4. Submits reports of complaints and coordinates with the team for possible action. 

 TEACHER REPRESENTATIVE.  

1. Serves as resource person and provides technical assistance on election related concerns. 

2. Receives reports of issues/concerns and submits them to the team for resolution. 

3. Coordinates with members and appropriate authorities for issues/concerns. 

 ADMINISTRATIVE OFFICER 

1. Documents all ETF activities. 

2. Records minutes, resolutions, and prepare missives. 

3. Coordinates with other team members. 

 DRIVER.  

1. Provide transport service to members of the team to monitor or respond on election-

related activities, needed supplies and other materials.  

2. Coordinates with other team members. 



 

Annex 2 

 

TIMELINE OF ACTIVITIES 

 

Schedule Activity Persons Involved 

March 16-18, 2022 COMELEC Orientation 

Division ETF, PSDS President, 

and Teachers Federation 

Representative 

April 11-12, 2022 Organizing the ETF Members Division ETF Members 

April 13-15, 2022 Planning of Activities Division ETF 

April 22, 2022 

Orientation on DepEd’s 

Participation and Preparations 

for the 2022 National and Local 

Elections 

Division ETF Members, 

Speakers, DepEd Personnel who 

will serve the elections 

May 8-10, 2022 Operation and Monitoring Division ETF 

 







 


