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DIGOS CITY DIVISION

Office of tlte Schools Division Superintendent

DlvlsloH REMORArount
OSDS-2023-   0€J

To

Sut,ject

Date

puBLlc scHoors DlsTRICT supBRvlsoRs
ELERENTAHtr AND sEcoHDART scHooL IDADs

suBmssloN oF REQursTs FOR TED AppRovAL ADD / oR
IRA,ERENTATION OF AppROvED EQulvAIBNT REcORD
FORMs (ERFs) AHD RECLAsslHCATIOH OF poslTIOHs FOR Fir
2023

January 26, 2023

In reference to Regional Memorandum ASD-2023-002 dated January 6, 2023 entitled
Ccsubndssion Of Requests f;or the Approval and / or lrxptenerttation Of Approved Equivalent

Record  Forms (ERFs)  and Reclassiifi.cedon Of Positions fior  FY 2023", thi:s ORE+ce is mow
accepting documents for reclassification until Febmary 24, 2023. Processing of the documents
will be on a first come, first-served basis with complete dcoumentary requirements.

The Division timelines for the reclassification of positions are as follows;

No. Activity Timeline
1. S ubmission of Reclassification of positions Documents January       16,       2023       to

from School to Division Office Februn 24, 2023
2. Re-evaluation/Validation      of     Reclassification      of January       16,       2023       to

Position documents at SDO level February 24, 2023
3.I Submission of documents to DepEd RO X]I Friday after the approval ofIthedocuments

Attached are the list of basic documentary requirements for reclassification of
Teaching and School Head Positions.

School Heads  are  requested to fom a committee to review the  completeness of the
documents, wherein all complete pertinent documents of the applicants shall then be indorsed
and forwarded per school to the Division Office on or before the set deadline.

For infomation and strict compliance.                 _/
CRISH C. EPE

Schools Division Superinterfuent{,
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Office Of the Sclioo[s Division Superintendent

Enclosul€  1 to Division Memorandum OSDS-2023-

BAsnc DOcuMrmTARy REQurmRENTs FOR RECLAsslHCATIOH OF
TEAcrm® AND scHooL IDAD poslTlozT

A.  List of Basic Requirements Per Position

1 . "cEmG AnD TBAcltmG-REIATEI) pO8ITIONs (through
ERE'

• Teacher 11 and Ill
• School Librarian 11 and Ill
• Guidance Counselor 11 and Ill
• Special Education Teacher I-Ill
• Head Teacher I-VI (Academic HT)

Legal References:

• Chapter 6 Manual on Position Classification and Compensation
Scheme for Teaching Positions in Elementary and Secondary Schools
• DECS Order No. 5,s.  1998 Reclassification of Regular Teacher and
Principal Items to Special Education (SPED) Teacher and Special
School Principal Items
• Memorandum Circular No.  16, s. 2011  Qualification Standards for
Guidance Counselor Positions in Goverrment Note:

Teacher I to Teacher 11
> Basic FTeparation Level: Bachelor's Degree for Teachers plus 20

graduate units
> Equivalents (BSE+20):

/ Non-teaching Bachelor's Degree with 18 professional education
units plus 20 graduate units

/ Bachelor's Degree for Teachers plus 20 graduate units

Teacher I to Teachef ln
> Basic Preparation Ifvel: Master's Degree in Education

> MA Degree
/ Master of Science/Arts (Full-fledged MA)

> MA Equivalent
/ Bachelor's Degree for Teachers or equivalents with at least 20

graduate units plus 20 years of teaching experience

Address:  Roxas car.  Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396
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Office of the Schools Division Superintendent

Basic Documentary Requirements (Teaching and Teaching-Related Positions)

DOCUMENTARY REQUIRENENTS NO. OF COPIES

t Duly Accomplished Equivalent Record 5 original copies
Form (ERF)

2. Transcript of Records (College, 1  certified copy each
Master's Degree. Doctoral if
applicable)

3. CAV of Master`s degree and/or 1  certified copy each
Doctoral  if aDDlicablo

4. Updated Service Records (within 3 1  origlnal copy
iTronths

5. Duly accomplished CSC Form 212 1  original copy

(PDS) (please be guided with the
tutorial video in the HR FB Page

6. Performance Rating for the last three 1  certified copy each
(3) consecutive years or two (2) years
if ratinqs are both uoutstanding"

7. Latest Appointment 1  certified copy each

8. Renewed PRC License 1  certified copy each

9. Birth Certificate and Marriage 1  copy each
Certificate

10. Omnibus Certification (sworn and 1  original copy
subscribed)

2. MASTER "ACHER POSITIONS

• Master Teacher I, 11 and Ill

Legiv References:
• Chapter 6 Manual on Position Classification and Compensation Scheme for

Teaching Positions in Elementary and Secondary Schools
• MEG Order No.  10, s.  1979 and DECS Order No. 57, series of 1997

(Requisites & qualifiications needed for a candidate to be considered for the MT
position)

• DECS Order No. 70, s.  1988 issued by the DECS with respect to its
"Revised Policy on Master Teachers for Secondary School"

Requisites/ qualifications needed for a candidate to be considered for the Master
Teacher position:  (DECS Order No. S7, series of 1997)

|>J_I

r

Address: Roxas car. Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Mos.: (082) 553-8375; (082) 553-8396
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MASTER TEACHER I

1.   Pemanent Teacher;

2.   Bachelor's degree for teachers or equivalent as provided jn the Magma Carta for
Public School Teachers;

3.    Very Satisfactory performance rating for the last t`ro years;

4.    At least 3 years teaching experience; and

5.    At  least  25  points  in  leadership  and  potential,  or  has  been  a  demonstration
teacher in the distnct level plus 15 points in leadership and potential.

MASTER TEACHER n

I .   Master Teacher I for at least one year;

2.    Very satisfactory rating as MT I;

3.   Bachelor's degree for teachers or equivalent as provided in the Magma Cata for
Teachers, plus completion of academic requirements for Master of Arts; and

4.    At  least  30  points  in  leadership,  potential  and  achievement;  or  has  been  a
demonstration teacher  in  the  division  level  plus  20  points  in  leadership and
potential, provided the activities or accomplishments listed for this purpose had
not been credited or used for similar promotions.

MASTER TEACHER in

1.   MasterTeacher ll

2.    M.A. in education or equivalent

•         Bachelor's degree for teachers or equivalent plus 20 years experience and

at least 20 M.A units;

®

units
Bachelor's degree for teachers or equivalent plus at least 20 graduate

and at least 18 credit allowances.

3.   Very satisfactory perfomance rating as Master Teacher 11; and

4.    At  least  45  points  in  leadership,  potential  and  achievement,  provided  the
activities or accomplishments cited for this purpose had not been credited for
an earlier promotion.

1          <`yr= `--

r

Address: Roxas cor. Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Mos.: (082) 553-8375; (082) 553-8396
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Baslc Documentary Roqulromonts (Master Teacher Posltlons)

DOCUMENTARY REQUIREMENTS NO. OF COPIES

1.    Transcript of records (College, 1  certified copy each
Masteral,  Doctoral)

2.    CAV of Masteral and Dcx=toral 1  certified true copy

3.    Updated Service Records (within 3 1  original copy
months)

4.    Duly Accomplished CSC Form 212 1  original copy
(PDS)

5.    Performance Rating for trio last two 1  certified copy each
(2) consecutive years

6.    Latest Appointment 1  certified true copy

7.    Renewed PRC License 1  certified true copy

8.    Certirication by the School Head

1  certified true copy
certified correct by the PSDS/Plc that
the applicant has a regular load and
advisory.

9.    Latest Approved  Individual Class 1  original copy
Program

10. Certificate of Demonstration teaching

1  certified true copy
and lesson plan evaluation for the last
five (5) schcol years

11. Leadership.  Potential and 1  clear copy each
Accomplishments

12. For lone applicant. waiver regarding

1  original  copy
non-interest in applying for MT
Reclass only those who are qualified
for MT position listed under the
concerned subject area (for
secondary only)

13. School Form (SF) 7 1  original  oopy

14. Birth Certificate and Marriage 1  copy each
Certificate

15. Omnibus Certification (sworn and 1  original copy
subscribed)

3.  SCHOOL HEAD POSITIONS
• Head Teacher I-VI
• School principal I-Iv

gr¥f3ts

r

Address: Roxas car. Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396
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Legal References:

• DepEd Order No. 97,s. 2011 -The Revised Guidelines on the Allocation and
Reclassification of School Head Positions

Ba8lc Documentary R®qulrom®nts (School H®ad Posltlons)

Head Teacher I-Vl

IrocuMENTARy REQuiRENENTs NO. OF COPIES

1.    Transcript of Records (College, 1  certified copy each
Masteral. Doctoralt

2.    CAV of Masteral and Doctoral 1  certified copy

3.   Updated Service Records /with/.n 3 1  original copy
months)

4.    Duly accomplished CSC Form 212 1  original copy
(PDS)

5.   Perfomance Rating for the last three 1  certified copy each
(3) consecutive years or 2 years if
ratincls are both .Outstandincr

6.    Latest Appointment 1  certified true copy

7.    Renewed PRC License 1  certified true copy

8.    Special Order Designated as TIC orOICsignedbvSDS 1  certified true copy

9.    Organizational Chart (duly signed by 1  original  copy
the schcrol head and PSDst

10. SF 7 (Enrolment Data) in the present 1  original  copy
school assignmen( including the
cluster of schools handled, if any

1 1 . Certificates/Proofs of Outstanding 1  certified copy
Accomplishment

12. NEAP Basic Training Course for 1  certified true copy
Schcol Head

13. SBM Level Certification as lo the 1  certified true copy
rating obtained in the internal and
external stakeholder's assessment

Address: Roxas car.  Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396
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14. Division PSB Cerfufication on the 1  certified true copy

points obtained ln Psychological
Attl.ibutes and Personality Traits
Assessment

1 5. Birth Certificate and Marriage 1  copy each
Certificate

16. Omnibus Certifica`ion 1  original copy

17. epsIPOP printout reflecting the 1  certified (rue copy
names of the applicant for
reclassifica(ion and the teachers
under hei./his supervision (only those
Daaes containinci such names)

18. List of teachers under the supervision 1  original copy
of the applicant for reclassification (as
reflected in the epsIPOP

19. Certification of nan-availabilfty of HT 1  original copy
item for the schcol

20. Justification and recommendation for 1  original copy
reclassification of position (sisned by
SDS'

21. Updated Service Record /wffhi.n 3 1  original copy
months)

22. Position Description Form (PDF) 1  original copy

23. Designation Order on the Actual 1  original copy
Duties and Resconsibilities

School Principal lJV

DOCUMENTARY REQUIREMENTS NO. OF COPIES

1.    DulyAccomplished csc Fom 212 1  original copy
(PDS'

2.    Transcript of Records (College, 1  certified copy
Masteral. Doctoral)

3.    CAV Masteral and Doctoral 1  certified true copy

4.    Updated Service Record /wih/.n 3 1  original copy
months)

5.    Performance Rating for the last three 1  copy

(3) consecutive years or 2 years if
ratings are both "Outstanding"

Address: Roxas cor. Lopez Jaena street, Zone ll, Digos city (8002)               `
Telephone Nos.: (082) 553-8375; (082) 553-8396
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6.    Latest Appointment 1  certified (rue copy

7.    Renewed PRC License 1  certified true copy

8.   Certificates/Proofs of outstanding 1  certified true copy
Accomplishment

9.    Position Description Form (PDF) 1  original copy
\
10. NEAP Certirication as to the result of 1  certified true copy

NQEP taken and Basic Training
Course for School Heads attended

1 1 .  Division Level SBM Certjfication as to 1  certified true copy
the rating obtained in the intemal and
external stake holder's assessment

12.  Division  PSB Cerlification on the 1  original copy

points obtained in the Psychologica'
Attributes and Personality Traits
assessment

13. SF 7 (Enrolment Data) in the present 1  original copy
school assignment including the
cluster schools handled, if any

14. Omnibus Certification 1  original copy

15. epsIPOP printout reflecting the 1  certified true copy
names Of the applicant for
reclassification and the teachers          .
under her/his supervision (only those   .'
Daaes containina such names)

16. . List of teachers under the 1  original copy
supervision of the applicant for
reclassification (as reflected in the
epsIPOP)

17. Certification of non-avaifability of 1  original copy
School PrinciDal item for the schcx)I

18. Justification and recommendation for 1  original copy
reclassification Of position (sisned by
SDsl

19. Position Descriptjon Fom (PDF) 1  original copy

20. Designation Order on the Actual 1  original copy
Duties and Responsibilities

C)sos/AI}MIN flINmfo

EEi5H"IRE Address: Roxas cor.  Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Mos.: (082) 553-8375; (082) 553-8396
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To                       ^11 Schools I)ivich{>n siiperintclrdents/ ()lc`-SDS

suhiii{`i:           suBMissioN  OF` REQUF:sirs FOR THE A]JI,ROv^L
.J\ND/ Ore iMPLBMENTA.i`ioN oF APPROVED EQiiivAI,BN'r

i )# I t, :

icacoRD F{)RMs (Ekr.`s) AND RBCLAsslr`icATi()N oF
POSITIONS  h`OR Fl'  2023

Januar}: (J6, 2023

Plcas€ be informt.tl that this Omc`c is now acccp`ing mt|uests on the appr(ival
antl/ tir iTnplementatjon of F,RF`8, Conversion to Mastcr 'rcach.rs, arid Reclassifica u{jii
or School Head Positions from the date of j`qLiuanct. ol' this Mcmtjmn(I Lim tintiJ Haf\ch
03.  20a3.  Processing of lt`qucst`q 9halJ  bc  tlone  oil  a  first-t:omt.,  first-served  basis
with compl(?tt] dorum.ntflry requirements.

It  is  directed  that  the  EL.tools  Division  (}frice  (SDO)  pcrsonTiel  t`onccmcd  to
cvaluafe  and  revtcw  th.  dontimcnts  should  ndhere  to  the  unifotm  guidelines  an(I
shau  upholtl  I-ull  re3ponsitiiLit}. on  the  veracit}' and accurat'.\'  til-the  papers 8s trasts
for subirct rrt.inssiric`ation {]f positions in ac{`ordoncc With lh. t]xisting DepE{l policies
and guitlcLjTic3,

•\`

AIL  rt'{iLiests rccci+'ed  try  tots Offrec are  s3ubduc  to re-{>valuation/validation for
t.nw.and  recommendation  Lo  the  (kpartmcnt  of 13Ltdgct  and  Managrm.nt-Ftox],  ir
rt>und   in  order,   Subj€ct   to  th.-  Hvaihahilit}'  of  funtls  and   the  cxjstinH  t7udgcting,
accoun(ing. and auditing ruJca and regulations.

In view of lh.  RcclassiBcatjon  ol` Positions,  the  items fan  ut`  af)plied  b}'  the
incumtx.nLs `+.ho .iri. qualiricd  for the seid positions,  t{> \`it:

a.    r;tiuivfllcnt Record  Forms (ERr`s)
•     Teacher I toTcacherll/[Il
•     Tcachcr ll toTeQcher ill
•     Tetirher I/11/lil to SPF,T I/11/ill ¢eachers wlrh area o/spea.atizrfuon ori

special echLcatton and are handling `shidertts with special needs for at
least 3 years or Tnore)

•     Spec.ial mut:Hfron Teacher I (SPF,T-I) to SPET-Il/JIl
•     Spr(.iftl Educalinn Teacher ll to SPF,T-IIl
•     Guidamc coimse.hot. t to Guidance counselor ll/Ill
•     Guidance c`ounsetor ll to Guidance couT]selor Ill
•     School  LitiTarian I  to St`hool  Librarian  l]/ITI
•     School Lit7rarian  IT  tci  School I,ibrarian  []1

Add.a...1``.  Tiirlrs` *1.,  t}nvno  Cil}.  (800(I
Tel.pl)®Be  Ice..  (082-I  291    1665;  (082t  221 -®147

]so 9ool:ael5 . C.irtlffod
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•     I]ead l`t.ac.littr I  [o [lead Tt.acheT [T/lil /Dc.partmfnt Hcac] urith af least 6
to 20 teachers superused per subject areci)

•     Ht'fld Tcflchcr  I/{1/Ill  to  li.fid Teacher  IV/V/VI  or Head Teacher lv  to
H€nd Tcticher V |VI /ltepartment Head with at least 21 or rru]re teaches
supervised per subifect area)

•     Tt:achcr  I/11/Ill  to  Head  Tcachcr  I/rl/IIl/IV/V/VI  /str'//  bcised  on  the
mirriber Of teacrutrs supervised)

b.   Conversion lu Master Teacher Jbsitions
•     Tea(`hcr I/ll/Ill  to M8stcr Tt.Ocher I
•     SPE"r I/Il/IJl to Master Tcachfr I
•     MfLstcr Tcachcr I to Mflstcr Tcflchcr l]
•     Master Tcachcr ll to MHsterTciachcr lll

t..    Rct.lassific{ition or School lJcad I.t]sitions
•     .rcaclrer I/Il/Jll  to licad Tcachcr I
•     Head l`eacher I to Head Teachcrll
•     Hea{l Tc8chcr ll to Ht.&d Tcat`hcr Ill
•     Ticad Tcachel. Ill to Head Tt:achcr lv
•     Head Tcachcr lv ro Head Tearhcr v
•     IIcad Te8c.hcrv to []ead Teat`hcrv]
•     Sch{rol Principal I to `i{`hool lmcipaJ 1[
•     Sch{rol Frincipal l[ to school Prinfipel Ill
•     School  Principrl 1[(  io Schtrol  FrincipaJ  IV

rt is advised  to foIJou  the color coding of foldciTi aseif!ncd Lo cash Sr)O for cas``.
tracking of dr>cuments as stated on  F}nclos`ire 2 or Rt.gional Mc.morandum N{}.  017`
s.  `2021,  as  I-t7llo`i's:

~    §t~hodi~Di`'isi6Tn-ochc-c`;

i_I J2er?c!£i_t}. __ .__    __
2   ;  Dav&o dcl

iniad-dilsui
Nortc

4   :  DI]vao de Ore

-:ii::i:::-:-*n=T:#
i -:+Dope:6C=±.- -i_
L-     i.i MLflti tit`L.

lfanabe Cit`'
1`agum Cit,`,

_Sol?I_91I.:Qj±r  _i
I  Brown (Rcguhar)

T¥,:¥p   --  -.__BidJ__-   `_

:-!`:i.F,
11 (`rrecn
itc

_`Tffl`j;€CI  FTnk

i  Ycllo".
TD`aTfrore-eTn

Rt.d

^ddr...:  i.`.1t.rrrs S:,   I)a+-ao  (..tt`. |8000
Tel.phone lco. :  `()8Ji  Jg I -I 665; (082)  22 I I(j 147

tso 9001:2015 . c®rtiried
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of tlie Regional Directer

Furt_her, all SD{)s are obhg..d lo fouo``' the timcltt`cs for the Rccla`esification of
l'osl.tioiis,  a3 9hou`Ti  belou'..

Tiniclincs f{.r the Rcctossirroatjt>n of Fkisitions dt R() I.enrcl:

bmi;s-i-a-noTR=-has-strict;riot;oTpa5iiiori
=NTtT§-ri-bT=ri;=-:-i~oi=E*f:~';Tit±

Dtr.umcnts from S[)a to RO
~Rc-=v~aru-alto-n/ Fa)ia8tj-oi; oT    -

cr,lfL3sification of l'osilion `lor:uments At
0 level

i:3-

Thcll'ne
I Januar}'  16,  2023
to Marl:h 03,

I  2023

`?:ant:=i ::' I.t
\ ve.k oi Mann
i_jQi3  _.  -_ _
I   10 to  15 davs
aftf.r the approvalI  of I,AI`

-; -Z-to -3- deiTs ~ - -

ubmissjon or requests to D[}M  from R0 to

-±~E:=aThi-_qfTNp.¥`4iprELB-o|6-gTo=:

All  HEM()s  from  the   11   SD()a  are  reminded  to  rest-track  the  issuancc  of
^ppt.intmcntg to the pcrsonne] whose jtcms w.ere surt`cssrfully mcha3`tifrod as soon a§
lhc.v   re{`eive   the   N(}SCA.   `Subeetiuontly.   this  Ofhce  cnsurt.a  that  all  dcoumcnts
iri't`ivcd  tr.vond  the.  er,t dt.adLLn€  8ha»  still  bet  pruecssed  aner the cvalufltion  or the
rtrsthan{l dtw:uments covcrt-d  try' the specific timelinf. of submissioii.

Shoultl  tJiere  bc  queries  antl  (`harificatjons,  .\'oii  rna.\7  contflcl  Mr.   Lc{inidcs
Jimmy T. `Jcsuro Ill, Administrative (}fficcr V of the Personnel S.ction, Deptid KO XJ,
through        the        tclephone        number        (08J|        225-08L6        tir       cniail       8t
prrsonncl.rt'gfonll@dcprd`gov.ph.

For ilnmediate disscmin8fron {in<l  strict t`ompliaiice.

Jut,JAV

r]nclt.sod: As statctl.

cO^4/ PS/ ggs

Addf...:  .r-. .I`orT.a St,.  Da`.8o {:it`.  (8000
•;    Tot.pboB. Mco.:  (o82) jgi.ict5: (on2) 22]  I.i47

leo 9001:201§ -C.rtifl.4


