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Republic of the Philippines

Department of Education

REGION V

CHOOLS DIVISION OFFICE OF CATANDUANES

DIVISION MEMORANDUM

No. {& s. 2023

TO

6 November 2023

RE-OPENING OF VACANCY

Chief Education Supervisors
Human Resource Merit Promotion & Selection Board
Public Schools District Supervisors

Elementary & Secondary School Heads

All Others Concerned

Asst. Schools Division Superintendent

1. This Office re-opens the vacancy for Special Education Teacher L. All interested
qualified applicants are advised to submit their pertinent documents for evaluation in
accordance with the criteria as provided in DepEd Order No. 7, s. 2023.

v : Salary . Deadline of
Position Title Grade Monthly Salary | Place of Assignment Submission
Seriil Not later
Education 14 33,843.00 e Elementary ;h L, 5PN of
ovember
Teacher (SPET) I 16. 2023
]

2. Applicants shall submit documents in a folder (with tabbing and name of
document, following the arrangement of the requirements as listed in 5.6) and should be
stamped “received” at the Records Section.

3. Applicants who failed to submit complete mandatory documents (Enclosure
5.6 A to J) on the set deadline shall not be included in the pool of official applicants.
Further, no additional documents shall be accepted after the set deadline.

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 (Enclosure 5.6 J),

duly signed by the applicant. Any false

and fraudulent document submitted shall be grounds for disqualification.

S. Enclosed to this Memorandum are the following:

5.1 Qualification Standards for the vacant positions
5.2 List of documents to be submitted

5.3 Additional Qualifications for SPET I

2.4 Criteria & Point System for Promotion to SPET I
5.5 Job Description of the vacant positions

5.6 Checklist of Requirements (Annex C) with link bit.ly/Annex C

6. Schedule of evaluation will be announced in a separate memorandum.
Applicants are advised to bring their original documents on the day of evaluation.

7. This Office upholds Equal Employment Opportunity Principle: “that there shall
be no discrimination in selection of employees on account of age, school, gender, civil
status, disability, religion, ethnicity, social status, income class, paternity and filiation,
political affiliation, and those from any sexual orientation and gender identities and
expression (SOGIE) or other similar factors/personal circumstances which run counter
to the principle of merit, fitness for the job and equal opportunity.”
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SCHOOLS DIVISION OFFICE OF CATANDUANES

8. Persons with Disability applicants in need of assistance should notify the
Human Resource Management Office prior to scheduled date of evaluation.

9. For wide dissemination, guidance and strict compliance.

SOCORRO V. DEBA ROSA, CESO V
Schools Division Superintendent

Encl.: As stated
Reference: DepEd Order No. 7, s. 2023, DepEd Order No. 66 s. 2007, DECS Qualification

Standards for Unique Positions — Revised 1995

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

EVALUATION EMPLOYMENT
HIRING

MBL/DM- Re-opening of Vacancy
024 /November 6, 2023

Q SanRoque, Virae, Catanduanes
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Republic of the Philippines

Department of Education

REGION V

N OFFICE OF CATANDUANES

Enclosure No. 5.1

QUALIFICATION STANDARDS FOR THE VACANT POSITIONS

(Reference: DepEd QS Manual for Unique Positions - Revised 1995)
D -
Position %ﬁg Level Education qup(i:ricnc Training | Eligibility
E_\\
. Bachelor’s degree
Special Education 14 | o | inEducation with None None RA 1080
Teacher I ' specialization in Required | Required | (Teacher)
special education
9 San Reque, Virae, Catanduanes
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Bepublit of the Philippines

Bepartment of Cducation

REGION V
SCHOOLS DIVISION OFFICE OF CATANDUANES

Enelosure No. 5.2

sae

mE R

LIST OF DOCUMEN TS TO BE SUBMITTED

Ilseutltcraof Inten't addressed to the Head of Office
ot ﬂ{ m(;C%IJllphshed Personal Data Sheet (CS Form 212, Revised 2017) together
bit.1 ork Experience Sheet (if applicable), you may download the form at
-ly/F212_pps & bit.ly/WES_PDs
g l}:omCOPy of valic! and updated PRC License/ID, if applicable;
phOtOCOPy of Certificate of Eligibility/ Rating, if applicable;
otocopy of scholastic/academic record such as but not limited to Transcript of
RC?OTdS (TOR) and Diploma, including completion of graduate and post-graduate
units/degrees, if available;
Photocopy of Certificate/s of Training, if applicable;
Photocopy of Certificate of Employment, Contract of Service, or duly signed Service
Record, whichever is/are applicable;
Photocopy of latest appointment, if applicable;
Photocopy of the Performance Rating in the last rating period(s) covering one (1)
year performance in the current/latest position prior to the deadline of

submission, if applicable L T ) .
Chetklist of Requirements and Omnibus Sworn Statement on’fie Certification on

the Authenticity and Veracity (CAV) of the documents submitted and Data Privacy

Consent Form (Annex C) bit.ly/Annex_C

Other documents but not limited to (Means of Verification (MOVs) showing
Outstanding Accomplishments, Application of Education, and Application of
Learning & Development reckoned from the date of last issuance of appointment
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Republic of the Philippines

Department of Education

REGION V
— SCHOOLS DIVISION OFFICE OF CATANDUANES

Enclosure N 0. 5.3

ADDITIONAL REQUIREMENTS FOR SPET I

B SPET I
 An applicant must possess any of the following:
Educational Qualification Requirement
BSEEd- BS Special With Specialization in SPED-Undergrad
Education
BSEEd/BSSPEd With 18 units MA-SPED and 3 years actual teaching in SPED

VS Performance Rating
BSEEd/BSSPEd With 12 units MA-SPED and 4 years actual teaching in SPED

VS Performance Rating
BSEEd/BSSPEd With 12 units MA-SPED and 5 years actual teaching in SPED

VS Performance Rating
BSEEd/BSE With 9 units MA-SPED and 6 years actual teaching in SPED

VS Performance Rating

BSEEd/BSSPEd/BSE With teaching experience in SPED or Inclusive Setting
VS Performance Rating

In cases where applicants do not have the appropriate educational qualifications for
SPED, they may still be evaluated but shall be categorized separately from those who

have met the said requirements
a. He/she must have at least three (3) years of experience in providing educational

services to any of the categories of children with special needs. This is to be
verified by a certification from the Principal to be submitted as part of the

application.
b. A certification from the Principal that the applicants has had a Very Satisfactory
performance rating for the last three (3) years to be submitted as part of the

application.

Q SonRoque, Virao, Catanduanes
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Republic of thye Philippines
Department of Education

i REGION V
SCI 10018 DIVISION OFFICE OF CATANDUANIS

Enclosure No, 54

CRITERIA AND POINT SYSTEM FOR PROMOTION TO SBPET I
(DepEd .Ol‘der No. 66, s, 2007 and Customized Policy Manual on
Recrultmcnt, Selection and Placement of SDO-Catanduanes.)

" Thg Personnel Selection Board / Committee (PSB/C) shall evaluate the candidates
or Promotion using the table as indicated for specific positions and assign points for the
Sub-items under a Particular criterion. Such paint assignments indicated in “Annex A" shall

bg.uniformly applied and Implemented for all promotions In the Central, Region and
Division offices,

TEACHING AND RELATED TEACHING GROUP

CRITERIA

POINTS =

ﬁl—’he'ri‘ormance
Experience
Outstanding Accomplishments

35
5

20

(Meritorious Accomplishments)
Education 25
Training 5
Psycho-social attributes 5
_Potential SR - N
TOTAL 100

NON-TEACHING GROUP

CRITERIA _levell  Level2
Performance 35 30
Experience 1 10
Outstanding Accomplishments 5 20
(Meritorious Accomplishments)

Education 10 15
Training 10 10
Potential 15 5
Psycho-social attributes 20 10
TOTAL 100 100

A. Performance Rating

The performance rating of the candidate for the last three (3) rating
periods prior to screening should be at least Very Satisfactory.

B. Experience

Experience must be relevant to the duties and functions of the position to
be filled,

9 Son Reque, Virae, Catanduanes
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Republic of the Philippines

Department of Education

REGION V

_SCHoOLS DIVISION OFFICE OF CATAN DUANES

C. Outstandlng Accomplishments

a. Outstanding Employee Award

* Awardee in the school
Nomination in the division/awardee in the district
Nomination in the region/awardee in the division
Nomination in the Department/awardee in the region
National awardee

® o o o

b. Innovations
Innovative work plan properly documented, approved by
immediate chief and attested by authorized regional/division official:
* Conceptualized
Started the implementation
Fully implemented in the school
Adopted in the district
Adopted in the division

C. Research and Development Projects
* Action research conducted in the school level
* Action research conducted in the district level
* Action research conducted in the division level

d. Publication/Authorship
e Articles published in a journal/newspaper/magazine
of wide circulation
* Co-authorship of a book .
(shall be divided by the number of authors)
* Sole authorship of a book

e. Consultant/Resource Speaker in Trainings/Seminars/
Workshops/Symposia

District level

Division level

Regional level

National level

International level

® @ o ¢ o

D. Education and Training

a. Education

» Complete Academic Requirements for Master’s Degree
¢ Master’s Degree
¢ Complete Academic Requirements for Doctoral Degree
¢ Doctoral Degree

T Nt 9 Son Roque, Virae, Gatanduanes
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Republic of the Philippines
Department of Education

. REGION V
SCHOOLS DIVISION OFFICE OF CATAN DUANES

b. Training

Participant in a specialized training
€.9. Scholarship Programs, Short Courses, Study Grants

Participant in three (3) or more training activities in each level
conducted for at least three (3) days not credited during the last
promotions;

* District Level

* Division Level

» Regional Level

Participant in one (1) training conducted for at least three (3) days
not credited during the last promotions:

* National Leve|

» International Level

Chair/Co-chair in a technical/planning committee
* District Level

Division Level

Regional Level

National Level

International Level

E. Potential

This refers to the capacity and ability of a candidate to assume the duties of
the position to be filled up and those of higher level.

The Personnel Selection Board/Committee (PSB/C) shall determine the
potentials of the candidate based on each of the following components:

1. Communication Skills
Speaks and writes effectively in Filipino and English.

2. Ability to Present Ideas
Presents well-organized and precise ideas with
marked command of the language used.

3. Alertness
Manifests presence of mind and awareness of the environment.
4. Judgment

Demonstrates sound judgment.
5. Leadership Ability
Influences others to do the tasks for him.

Q@ SonRoque, Viras, Catanduanes
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Republic of the Philippines

Department of Education

REGION V
SCHOOLS DIVISION OFFICE OF CATANDUANES

F. Psychosocial Attributes and Personality Traits

- This factor incluces human relations, stress tolerance and decisiveness,
Wh"h wouid indicate the Capabiity cf the candidate to be assets to the entire
Service system and utilize his/her talents and expertise to the maximum,

d. Human Relations

1. Adjusts to the variety of personalities, ranks and
informal groups present in the organ:zation

2. Internalizes work changes with ease and vigor

3. Accepts constructive criticisms objectively whether
from his subordinates, peers or superiors

4. Observes proper decorum in relating with
superiors and peers

5. Takes the initiative to organize work groups, adopt
procedures and standards in his own level

b. Decisiveness

L. Thinks logically and acts accordingly
2. Considers alternatives and recommends

solutions when faced with problem situations
3. Gives convincing recommendations and suggestions
4. Acts quickly and makes the best decision possible
5. Exercises flexibility

C. Stress Tolerance
1. Exercises high degree of tolerance for tensicn

resulting from increasing volume cf work,
organizational change, environmental conflicts, etc.
2. Uses coping mechanisms to handle creatively
tensions resulting from one’s work.
3. Centrols negative manifestations of emotions.
4. Performs satisfactorily his duties and functions
In 3 tension-laden situation,
5. Channels negative emations to positive and
constructive endeavors.
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Department of Education

sC REGION V
HOOLS DIvVIsION OFFICE OF CATANDUANES

Enclosure No. 5.5

JOB DESCRIPTION OF THE VACANT POSITIONS

gle’::i"::idncation * Assesses children/youths with special needs together with &
multidisciplinary assessment team

* Recommends proper educational placement of children/youth with

special needs

Modifies the curriculum to address the needs of children/youth

with special needs

* Teaches children/youths with special needs

Uses instructional materials/assistive devices appropriate for

children with special needs
Conducts case studies/researches of children/youths with special

needs
Implements Individual Educational Plan (IEP) for children/youth

with special needs in consultation with parents, confers with
parents, principal, medical specialists, social workers, professional
and other stakeholders

Coordinates placement of children/youth with special needs for
regular classroom inclusion

Ensures that regular and receiving teachers adhere to inclusive

education policies
Serves as a SPED focal person in the division/or a resource room

teacher in the SPED Center of the school
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Republic of the Phitippines
Department of Education

i i REGION V
SCHOOLS DIVISION OFFICE OF CATANDUANES

Enclosure No. 5.6

CHECKLIST OF REQUIREMENTS

Name nf-\pplk;.ng;
Poaltion Applied Fopy Applicativn Cude:
Ofiice: ——

Person with Disability; veq N
Purent: Yea{ ) No|( (l' "t

Verification
hStn“';. of mbm“*ﬁM’.ﬂMﬂm
Basic Documentary Requirement y-mo
' the of
70 ba fBod st by Statue Remaris

Al Submission
Check {f aubmitind) vk § compted]

a. tftter of Intent addressed to the Head of OMce, or to the

highest human resource oflicer
b. |Duly accomplished Perasnaf Data Sheet (PDS)
(CS Form

F No. 212, Revised 2017) and Work Experience Shect, If
applicable
Photocopy of valid wid updated PRC License/ID, Il applicable
Phntpcopy of Certificate of Eligibility/ Report of Rating, if
applicable
€. |Photocopy of echolastic/academic record such ag but not
limited to Transcript of Records (TOR) and Diploma, inchuding
completion of graduate and post-graduate units/degrees, it
available
Photocopy of Certificate /s of Training, if applicable
. |Phatacopy of Certificate of Employment, Contract of Service, ar
dul ed Servige R, whichever is jcable
Photecopy of latest appointment, if applicable
Photocopy of the Performance Ratings in the last rating
period(s) covering one (1) year performance prior to Lthe
assessment, if applicable
J. |Checklist of Requirementa 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
agsessment;
Mcans of Verification (MOVs) showing Outstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last
issuance qf.JEQinUHin
Photocopy of Perfarmance Rating obtained trom the relevant
work experience, If performance rating in Item (i) is not relevant
to the position to be filled

L i

=l m|=

Attested:

Human Resource Nanagement Officer
OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY
1 hereby certify that all information above are true and correct, and of
submitted hercwith are original and/or certified true coples thereaf.

my personal knowledge and belief, and the documents

DATA PRIVACY CONSENT
[ 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 placemient of personnel of the Department and for purpodes of compliance with the
lawa, rules, and regulations being Implemented by the Civil Service Commission.

Name and Signature of Applicant

Subscribed and aworn to before me this day of year .

Pergon Administering Oath

Q Sanmeque, Viras, Catandvanes
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