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Republic of the Philippines

Bepartment of Education
Region XI
SCHOOLS DIVISION OF PANABO CITY

Office of the Schools Division Superintendent
August 20, 2024

DIVISON MEMORANDUM
No0l55 s. 2024

224 ROUND - CALL FOR SUBMISSION OF PERTINENT DOCUMENTS
FOR SHS TEACHER APPLICANTS SY 2024-2025 AND THE TIMELINES
OF THE HIRING PROCESS

To : Assistant Schools Division Superintendent
Chief of the Schools Governance and Operations Division
Chief of the Curriculum Implementation Division
Public Schools District Supervisors
Education Program Supervisors
Public Elementary and Secondary School Administrators
Members of the School Screening Committee
Members and Secretariat of Human Resource Merit and Promotion
Board Sub Committee Members
Teacher Applicants for SHS SY 2024-2025
All concerned

1. Please be informed that DepEd Panabo City is now accepting pertinent documents
for the 2nd round of SHS Teacher Applicants SY 2024-2025. The deadline of submission
of the electronic documents in the Panabo City E-Recruitment System (PACERS) shall
be on September 4, 2024. As such, an orientation for teachers’ applicants shall be on
August 27, 2024 @ 9:00 o’clock in the morning via Microsoft Team with this link:
https:/ /bit.ly/2SHSOrientation2024.

2. Below are the timelines of activities:

Date Activity

August 27, 2024 | Orientation of Teacher-Applicants
Via Microsoft Teams @ 9:00 o’clock in the morning
With this link: https:/ /bit.ly/28HSOrientation2024
August 27, 2924 - | Submission/Uploading of documents by the teacher
September 4, 2024 | applicants on PACERS

August 28, 2024 | Orientation of the School Screening Committee (SSC)
@ 10:00 AM via Google Meet
With this link: https://meet.google.com/rww-abzc-

twp
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Bepartment of Education
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SCHOOLS DIVISION OF PANABO CITY

3.

September 4, 2024

Deadline for the submission/uploading of documents by
the teacher applicants on PACERS (Until 12:00
midnight)

August 28 -
September 8, 2024

Submission of lesson plan

with this link: https:/ /bit.ly/2RLPlanSHS2024

The teacher-applicants are requested to follow DepEd
Order No. 42 s, 2016 entitled Policy Guidelines on Daily
Lesson Preparation for the K to 12 Basic Education
Program in the crafting of the detailed lesson plan. Each
applicant shall be given a maximum of 30 minutes
teaching demonstration.

September 5, 2024

Deadline for the submission of the original documents of
teacher-applicants to the SSC (Until 4:00 P.M. Only)

September 10, 2024

Endorsement of application documents thru PACERS by
SSC

September 13, 2024

Deadline of the Schools Screening Committee (SSC) in |
forwarding the documents to the HRMPSB Sub-
Committee thru PACERS (until 12 noon only)

September 16, 2024

Submission by the SSC of Certificate of Validation (hard
copy) of the teacher-applicants documents to Division |
HRMO. (Attached is the Initial Evaluation Result
(IER) of Teacher-applicants for SY 2024-2025
marked as Annex B.

September 16 - 20,

Validation of documents by the Division Selection

2024 Cominittee .
September 23-25, | DEMO Teaching and Teacher Reflection (Face to Face)
2024

September 27, 2024

Deadline submission of Demo and teacher reflection
rating to the secretariat

September 30, 2024

Consolidation of ratings by the Secretariat

October 1, 2024

Confirmation of ratings by the teacher applicants SY
2023-2024

October 3, 2024

Submission of RQA to the Office of the Schools Division
Superintendent for approval

October 4, 2024

Posting of RQA at the conspicuous places

The following are the pertinent documents of teacher applicants to be submitted

in a green long expanded folder:

a. Letter of intent addressed to the Head of Office;

b. Duly accomplished PDS (CSC Form 212 (Revised 2017) with Work
Experiences in two copies with the latest 2X2 ID picture and it should be
notarized.
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SCHOOLS DIVISION OF PANABO CITY

c. Certified photocopy of valid and updated PRC Professional ID card or a PRC
certification showing the teacher’s name, LET Rating and other information
recorded in the PRC Office, if applicable

d. Certified photocopy of ratings obtained in the LET/PBET, if applicable

Certified 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/degree, if available.

Photocopy of certificate/s of training, if applicable.

Photocopy of certificate of employment, contract of service, or duly signed

service records, whichever is/are applicable.

Photocopies 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.

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 pursuant to RA No. 10173 (Data Privacy Act of 2012),
usitig the attached forin (Annex C), notarizéd by authorized official.
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4. The Division Information Technology Officer will facilitate the management of the
PACERS during the hiring process.

5. For guidance, attached is the DepEd Panabo City E-Recruitment System
(PACERS) Flow Chart marked as Annex A.

6. With regards to the confirmation of ratings by the teacher-applicants, all
applicants are requested to confirm their applicants rating in the Panabo City E-
Recruitment System (PACERS) and log-in using the existing username and password.
The PACERS can be accessed at the DepEd Panabo City Division Website with this link:
https:/ /www.depedpanabocity.com.

7. DepEd Panabo City also adheres to the policy to create equal opportunities for
employment to all who are qualified to enter government service and for career
advancement in the DepEd, regardless of gender, civil status, disability, religion,
ethnicity or political affiliation, pursuant to DepEd Order No. 29, s. 2002 re: Merit
Selection Plan of DepEd.

8. For further clarification and guidance, you may coordinate with Ms. Dearly Mae
Cabote, HRMPSB Sub Committee Secretariat with cell phone number 0930-008-3526.

9. All expenses incurred by the schools are chargeable against School MOOE /Local
Funds while expenses on meals and snacks and other incidental expenses incurred by
the division are chargeable against Division MOOE/other funds subject to the usual
accounting and auditing rules and regulations.
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Bepartment of Education
Region XI
SCHOOLS DIVISION OF PANABO CITY

10. Immediate and widest dissemination of this memorandum to all concern is
desired.

11. For strict implementation and widest dissemination.

PhD, CESO VI

Office of the Schools Division Superintendent
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Enclosure No. 1 of Division Memorandum No. __s. 2024

Annex A
DepEd Panabo City E-Recruitment System (PACERS) Flow Chart
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Enclosure No. 2 of Division Memorandum No.___s. 2024

Annex B

INITIAL EVALUATION RESULT (IER)
Position: . - — I
Salary Grade and Monthly Satary:
Qualification Standards:
E

Bxperience e

Eligbility i R R

e e : Fersonsl lnformation T Aainlg T Ewperienee | Sy
{ T ! ! 1
We. | | Memesor | | civil | | | i
| Cede - Addross | Age Sex s" [Religion Disability | o Emall Address | Cantact ¥o. | Disqualifiod)
1

This is to certify that the teacher-applicants’ documents uploaded in the PACERS (Panabo
City E-Recruitment System) have been validated vis-a-vis to the original documents.

This is to certify further that upon careful checking and validation, all uploaded
documents are found to be congruent with the uploaded documents.

This certification is issued to support the endorsement of the applicants’ documents
through the PACERS.

Done this of September 2024 at

School Screening Committee:

Nartic and Sighaturc of SSC Namic and Sighaturc of SSC
Date: Date:

School Head Name and Signature
Date:
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Enclosure No. 3 of Division Memorandum No.___s. 2024

Annex C

CHECKLIST OF REQUIREMENTS
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