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REGION XI

SCHOOLS DIVISION OF DIGOS CITY
Office of the Schools Division Superintendent
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To

Subject:

Date     :

Elementary and Secondary School Heads
Human Resource Management Office
Planning Officer
All others concerned

INTERIM PROCESS FOR REQUESTING SCHOOL-BASED
PERSONNEL ITEMS

September 20, 2023

Herewith is  Regional  Memorandum AD-2023-191  dated  September  14,  2023,  advising
all concerned personnel to observed the Interim Process for Requesting School-based Personnel
Items which shall be effective until otherwise repealed or withdrawn further Deped issuances.

Anent to this, you are hereby instructed to comply the requisites stipulated in the said
memorandum.

For compliance.

For and in the absence of the
Schools Division Superintendent

ysoN c. sENjmLOs
Senior cation Program Specialist

Officer-In-Chaie4
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AD-2023- 191

To       :           A8ri8tant Regional Director
.           Schools Division supcrfutendents

Subject:         INTERIM FROCErss FOR REQUEsrLNG SCHOOL-BASED
PERSONNEL ITEMS

Date   :          Septenbcr 14, 2ae3

Herewith  iB  Memorandum  DMrouHFroD-2023-1240  dated  September  12,
2023,  informing all  the  conclerned  personnel  to obsenrc  the  Interim  Ptoccos fu
Requc8ting School~based  Personnel ltrm8 `which Shall be eifeedve untl otherwise
repealed or reschded throuch stibeequcnt DepEd ianancc8.

Anent  to  this,  Schools  ZHvisfon  Superintcndent8  arc  heredy  directed  to
carefully assces the need for personnel items and comply with the requisites of the
undcrtrfug with corresponding timeline.

For information and Strict crmpliancc.

Enclo.ed: A8 stated.
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To                         :    REGloNALL DiRECTors
SCHOOL,s DlvlsloH supBRlmE»DBms
punt,Ic SCHOOL n£^Ds
AIL O`rHER8 cOHCBRmaD

FROM GLORA•w,+TifflEZRE
undersecTetang for Human Resouroe and Qnganl=ational Development

suELjBCIT           :    Imrmn. rmocEae ron REQVIBarmo SCHOOL-BASED pmsoimBL
rrms

*
DATE 12 Scptcmber 20£3

The Department or Education {DepEd)  recqgniacs the importance of tcachcrs a8 hacilhators
or  leaning  and   school-based   rum-teaching  personnel  a3  esacntiaJ  compEemont   to  the
teaching and lcaming proccgs, Through the Bureau or Human Resource and Organizational
Dcvclepmcnt (BHROD|. the Depfd commjt8 to provide schools with adequate u'orlcforc€ and
Lo continuouady gt.i^e st+pporf to 6eBchers to fcach bet!cr.

~

A clear prcoc.e for requc8ting school-based personnel items is crucial to the creation and
deployment Of Items,  and  management Of the  etaffing r¢quiremcnts of puchc  schools.  To
cn9ur€ that the provision of teaching and nan-teaching persormel is con8ultativc end data-
drivcT`, all coneemed ofrices acroee bepEd govcmance le`rel8 shall be actively ¢ngnged.

Further,  to  enhance  the  cfficierxpr  Of  eehool-based  `rorkforcc  management,  a«  Regional
Offices,  Schools  Division  Officca,  and  Publie  Schools are enjoined  (o observe the Interim

:#:::-:ruti=:::::::re¥:=l¥T=#E:lu£¥#r#i#fit¥+c:Sra»be
For  clarification  rcgardmg  this  interim  process,  you  Tnny  contact  the  BUTcau  of  Human
Rcsourcc and Organintional Dcvelqpmcnt - School Eifectivcncsa Division (BHROD-SED| at
tclephonc number (02| e633-5397 or st cTmil address EE=gdr?gd@4eee4.zoo.eh.

For immcdintc dise€minatinn and oomplinnc¢.

L=

Room &02. Riz]l ei+iunat. Depfd Comalez, Meo4co Aw,, lady ct¥ 1€cO
Teiaj;heaa ltm.: {rf32| 8&33730e, (tl3Z| 3€3ie4tt, I ut32} 3B!€.S*9
Em®II AddrH5 : utechrode eeped.eo`rph I W.edy: \^rmv.depee.iqu]h



Jhaex A

Iat¢rin froceco for fequefthf B¢hcol4dEed Petoonnel lteDf

The Department of Bducatfon (DapEd| shall collaboratively identif.v, dctcrmin¢, and prioritize
on a ~`'carly baais. the creation Of qBching and lcc}' non~teaching po8itien8 for schools, anbjcet
to the availabiHty of funds and in rmronance w.ith the commitments of the Department.

All governance leveh Of the DepertEbmt are &dviaed to adhcrc to the inplemcntatton Of this
I.utrfu processL Thtis, picceme&l rtxpzest8 for eehool-baaed pcraonncl itons that are received
through other channefa 8hdrl bc rrfued back to the Standard procedure for the purpose Of
cfrlcicnc}. in the tiianagefnent of aN:hoot-hascd vrorkfoTce.i- G€hrfu pB~ Regivul5Ei=     i      a.-dfroOho (an trol leo)

; at., I sep3 St.p 6 3 sop a
i Cbnducts a Consolidatcg acholol- Con solid&tcs Divieioo- Proc¢seea, revieve, and
;  SituatiorLal ]cvel 9ubmisdrerta into le`rel 9ubmissiona into anaky8 all
j  anal-`,Sis to Division-lev€] data on Regional -level data on consolidated Rcgfond-t detcT"inc its achcol,baged echool-baeed worifforoe bevel 8ubmi3sions

eehcol percormctTleds\ Tequircmcnto rqulrcmente

Stop 4 sep7
Conducts a tthririon- Foiwards the Tesulte of
knel 8ituatnd the rinalird 8ituatfonal
-ly8is to anal,v8i3 to the Office or
shortagr& aftd c*ceaees the Undergecretary for
jn tearhiing end nob- Iluznan Resource and
taehing perrmnel Ouniantinnd
itcm3 Devclopznent|OUHROD|i

r8tep 2 atop 8
i  Foru.ndg the FOTward8 the rt±eultB of
;'  result of the the finalied rfu4atinnal

situational analydr8 ro its Regional
analy8ie to its SDO Ofrce

t.npllfe.caalle.eco-.I-.4froath.llho:
For the Teacher Requircmcnt Anafyri8 rrRA): bltlr/"_t.Bphto
For the Report on the Status of Key New-teaching Positions: utt.Ir/Schoo|m_topp]|t.

I.8-
("mebae:Jbly~1-oee[Ofaepegr_!er)
a.   The School Head initiatee. beeda, end conducts the 8ituational analysiS.

b.   The  School  Head,  together ulth  school  9talceholders,  refers  to and  accofbp]ichc3 the
Tcachcr  Requi]rmcnt  AnaElgrie rrR^|  tinpLate  for  its  teaching  pcrsormel  needs.  The
School Htid also dctemiaea the &wihabhity or priority nan-teaching items,

a.    In the sitLi&tioftal analyede, the School Head Shall consider the following infoirimtion:

c. I . Teaching wrorkloed di8tributim in the e]cctrmic School Form 7 tesF7|;
c.2. ReBu ll or Worklond Balancing Tool ftyhertouer qzzpdr.oc[cteJ,
c.3. L&tect airaihablc data orl achcol cnrol]mcnt; and
c,4. Ldte8t teacher 8p¢ctalicatinn lbventory and pr€eencc or absence Of now.teaching items.
a.S. Other rctevant data

Ram 102, deal ®ulldifty DepEj Ccmplei, Meeato A@.e„fry Cfty lco
rtriephanr ito3.: I+632| esa37aoe, (tsae) ecole.94, (rf$3} a&)66S4.
Eflall ^ed.est; LIsec`hiiod®de|.ed,tow ph I Webeite: wmf.A.pd4erj)h



d.   The School Head/ae8igned non< teaching personnc] 3han oubmjt the following to its ScO
not ht.I th.zi t]e fhot ve.I Of tort.bb.I:

d. I . Accrmpli.hed TEA tempintf eecounting for the cehcolb teacher needs; end
•Bditable MS E]tceL fik
-PDF file bearing the 8ignaflire of the School Head

d.2. Report on the status of its eehael-baaed nan-teaching nguircment8.
-Edit&blc MS Excel nk
-PDF fde bearing the signature of the School Head

2.   8choal. Dted®a Offlc. (&DO!
(TlmellBe: ^npct - 3rf -e.I Of ca®b..I
The Once of the Division Superintendent i3 mandated  to plan and trmcage the -cffochve
and cfncic'nt use of all perconBel,* together with other resources within ite Division in the
deliver}' of qqulit}' basic education ae expressed in RA 9155. Based on the unique conditions
and needs of schools within its jurisdiction, the SDO 8ha]l cxcrdse its authority to dedd€
on the cfTeetive and efficient roallocation of its school-based human and other rcsoulic#8.

a.   The   OfTicc   of  the   D€vieion   Supcrintcndcnt   rec€ive3   al)   sehool   submisotons   for
consotidatfon  and  ofr]ciafty  acknowledges  them  through  emall  communication,  AJl
sobmissions from choofa or from stckcholder8 beyond the de3igr`®ted dcadlinc Shall be
considered in the next eycle Of requcste roT' school-hased pcTsonnel itcmB.

b,   The Supcrintcndent initiateg leede, and conducts the Division-tevel altu&tional &naly3is
of its oveull teacher and echodl-based nan-teaching personnel gequtrtments.

c.    Based on the result of the Division-level situatienal analysis. the Superintcndcnt deeidcs
which school-level 8ubmie3i®ns Bhall be conridened for rurthcr endorsement to the RO
relative to the statue or teacher caoesecs and shoTtagea, as wiell as the availability or
school-bescd nob-tcachin€ items.

d.   The Superintendent,  togetfror with the conccmed SDO units and  personnel, refers to
and accompLiche8 the Teacher fiequirunent Anatyai8 q`RA) template for its cor]eolichted
teaching pcrsonncL nced8. The Superintendent alas provides data on the aceTall etafu8
of availahi]it.v of school-band f]on-teaching items.

e.   In the sifuatienal analyeiet the Supchntendent Shall con3idcr the following information:

a. I . Report. from sehool® within the Division;
e.2. Data from the Personal Scnricee ltcmization Plantilla or PercoTmcl (PS[-POP|;
c.3.  Data on excess teacher i€one in ochool3 in rcfation to teacher shortage within the
Divifron;
c.4. Data on 8pccinlimtion nede Of achoole with Shortage in rehtion to the epectaJiaation
of cxccs8 hachers from other chool8 within the DiviaioTt;
e.S. Data on unfilled teaching and eehool-hascd nob-teaching items:
e.6. Data oi] the T€tum to achaol Of all non -teaching items created for the pufpcoc or eehool
a58ignmcnt;
e,7.  Data oTi  the dictancc ar 9¢haole within the  Division  /halouan! I-n the nco4locab.orL a/
eness= schoolbased personne|k. and
€.8. Other ttlevant data.

f.    The Omoc or the Division Superintcnde'nt Shall 8ut]mit the following to its RO apt I.*er
th.a tl]e thlrd r\ec[ or caa=er:

r. I. Accompli3h¢d TRA tcmplatc &coounting for the consolidated teacher nced3; and
-Ek)itable Ms Ehet rile
-PDF file l}caring the sigFiatur€ of the Supchntendcnt

I.'2, Report on the Divicton-level staitu3 or its sehcol-based nan-teaching requiriemente.

ftoolT` 102, "zal &Aldinb Odd Comple.i &lenlco ^`oErty frodt Car lan
Teie.hone Alas. : (rf32) e63$7206, |rf32) 8cal&491. (+€ae| aE3ee#9
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-Editable MS E]recl rJc
~PDF fu€ bearing the sipatrr¢ of the SupcTintodent

3-  RcgivDal OBee |fro|
|Tin®lin.: *tl -..I ®f Oueb.I - ap ve.I Of Pop.nber|

a.   The Ofricc of the Regional Director tieoeive3 all 8ubmjasiona from SDOs for consolidatinri
and otricinlly acknou'Iedees thegn througiv cmail communication.  AII SDO sotrmi®Ofous
be}.ond  the desigrtated  dead]inc  Shall  bc con3idcried  in  the nest eycl€ or requcste for
school-haacd personnel items.

b.   The  Rcgiona)  L}inector  initiates,  }ende,  and  conchicts  the  andy'si8  and  rurl.cw  Of  all
Division-lev\el submieaion8 for ve!idation.

c.   The Rcginnal Director decides evhieh Division-level 3ul]minsion8 Shall bc conaided for
further cT`dorcemcnt to the OUHFroD relative to c*iedng planning paLrandere on cehoot-
based pceonncl items.

d.   The Regioml "rector.  together vpith conceT'nad RO units and  pcrsonncl.  refers to and
aecomp]isheG  the  TR^  tcfttplfLte  for  its  consolidated  teaching  personnel  needs.  The
Regional Director also verifiee the overall Status or the availability ol aehool-based Tpn-
teaching it-

c.   The  Once  of the  Regional  DiTeetor  ahal]  submit  the  following  to  the  Ofricc  of the
Undcrsecrctary for Hutnan Recourse and Ortyniational Dcoelopmcnt (OUHROD| lot
hfer tbn the thud -eel ef €=ber:

e. I . Aiceofnpljahod TEA teTnphate &eeounting for the consolidated teacher needs; and
•Editable MS tkcc] GJc
-PDF rilc bearing the &igpatuF€ Of the F!cgional Director

c.2. Report on the Regional-led acatun Of its school-based nob-teaching rquuirrmont8.
•Ediublc Ms E*cci file
-PDF ritc bearing the eigratur€ Of the Regional DirEstor

4.  Centnl Odee |cO|
("nellac:novenb.I-Ce===__=rty
a.    OUHROD   official|v   receives   and   acknowledges   the   Submi3rion8   of  consolidated

RegivT`al-]cvel 8ituatfona] analyse.. All RO 8ubmio8iona beyond the dcaignated deadline
shall bc considered in the net qrele of rsqucst9 for school-based pcreonne] itefn8. Onl}'
the rLnal &ssesarmcn( reporte Shall be Submitted to DapEd Central Ofrice. AI) Supporting
dacumcnt8 shall be managed b!r the Geld offioce.

b.   OuHROD endorses Rcgivnut-lccel eLitmission3 to the Bureau or Human Rcaiourcc and
Ofmnizational Develop.tztcnt - School Effeetivenees Dhriainn (BHfroD-SED|.

c.    BHROD-8BD and}ee8 and craluute8 tit cndoreod Regional-tcvel 8ubmisedone»

d.   BHROD-SBD  pxparc8 official  reaponses  to  the  requcst3  for eehool-based  peranTreL
items for approval and rigning Of the OUtJFroD.

e.    OUHROD transmits ofrieial reaponac3 to all Rcgiocal Offices ¢onccmed.-ryPr-a
F'or Fiscal Year 2023, the cehoole ahall be allowed to Submit reports to their SDOs until the
fad  ve.I ®r Ou®ber.    "metines  indicesed  in  the  jnteTim  process  Shall  be obecrved  ae
pl"rided  in  the  8uccceding  riacat  peare  until  othtpeise  reecinded  by  eubcequcnt  DcpEd
i.irsuancc8.

Boom lot, Alzal 8aiilding DepE1) Gort`|)ldt. hlerzlee A*.. 8..i. Cit`/ 1€00
Telephone ilea . lch32) es337m, (tl}2) ®6318191, (+caz| !±ee4e
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