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SUBJECT : INTERNAL GUIDELINES IN THE APPOINTMENT AND
PROMOTIONS OF TEACHING, TEACHING RELATED, AND
NON-TEACHING POSITIONS

DATE : 4 October 2021

1. Inview of the Department of Education Order No. 66, series of 2007, entitled
Revised Guidelines on the Appointment and Promotion of Teaching,
Teaching Related, and Non-Teaching Positions. Thus, the Ministry hereby
adopts the said guidelines with modifications to fit the needs of the Ministry.

2. Said guidelines aim to further achieve the principles of merit and fitness;
objectivity and uniformity in evaluation; and strengthening of the selection
process for other teaching, related teaching and non-teaching personnel.

3. All qualified applicants shall have equal opportunity.

4. Kindly see attached copy of the said Order for further details.

5. For immediate dissemination and compliance.

Regional Office, 2™ floor RELC Bldg. Bangsamoro Peoples” Compound, Rosary Heights 7, Cotabato City
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SUBJECT : INTERNAL GUIDELINES IN THE APPOINTMENT AND PROMOTIONS OF
TEACHING, TEACHING RELATED, AND NON-TEACHING POSITIONS
DATE 4 QOctober 2021

1. Inview of the Department of Education Order No. 64, Series of 2007, entitled
Revised Guidelines on the Appointment and Promotion of Teaching, Teaching
Related, and Non-Teaching Positions. Thus, the Ministry hereby adopts the said
guidelines with maodifications to fit the needs of the Ministry.

2. Said guidelines aim to further achieve the principles of merit and fitness;
objectivity and uniformity in evaluation; and strengthening of the selection
process for other teaching, related teaching and non-teaching personnel.

3. All qualified applicants shall have equal opportunity.

4. Kindly see attached copy of the said Order for further details.

5. Forimmediate dissemination and compliance.
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PROMOTIONS OF TEACHING, TEACHING RELATED, AND
NON-TEACHING POSITIONS

DATE : 4 October 2021

1. Inview of the Department of Education Order No. 66, series of 2007, entitled
Revised Guidelines on the Appointment and Promotion of Teaching,
Teaching Related, and Non-Teaching Positions. Thus, the Ministry hereby
adopts the said guidelines with modifications to fit the needs of the Ministry.

2. Said guidelines aim to further achieve the principles of merit and fitness:
objectivity and uniformity in evaluation; and strengthening of the selection
process for other teaching, related teaching and non-teaching personnel.

3. All qualified applicants shall have equal opportunity.

4. Kindly see attached copy of the said Order for further details.

5. Forimmediate dissemination and compliance.
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DEPEDORDER
No. 66 s. 2007

REVISED GUIDELINES ON THE APPOINTMENT AND PROMOTION OF OTI IZR
TEACHING, RELATED TEACHING AND NON-TEACHING POSITIONS

To: Undersecretaries
Assistant Secretaries
Burecau/Regional Directors
Schools Division Superintendents
Pubhc Elementary and Sccondary School Heads

I The Guidelines on the Appointment and Promotion of Other Teaching,

Related Teaching and Non-Teaching Positions were promulgated under DepED
Order No. 54, scries of 1993 entitled “The DECS System of Ranking Positions

and Employees”,

A4 To further achieve the principles of merit and fitness; objectivity and
mmformity in evaluation; and strengthening of the selection process for other
tcaching, related teaching and non-tecaching personncl in the Department,
sig ulicant revisions are hercby adopted.

3. Immediate dissemination of and compliance with this Order is directed.

Knel: As stated

Reference: DeplD Order: (No. 54, s. 1993)

Allotment: 1—(D.0. 50-97)

To be indicated in the Per tual Index
under the following subjects:

APPOINTMENT, EMPLOYMENT
EMPLOYEES

OFFICIALS

POLICY

PROMOTION

QUALIFICATION

TEACHERS

Depkd ¢ ;
ek Complex, M"""EI“' "™ Pasig City 1600 % 635-7208;633-7228,632-1361 B 6 36-4876,637-6209 Website. www.deped.gov.ph




(Enclosure to DepED Qrder No. 66 s. 2007)

GUIDELINES ON THE APPOINTMENT AND PROMOTION OF
OTHER TEACHING, RELATED TEACHING AND
NON-TEACHING POSITIONS

These guidelines shall apply to the appointment and promotion of Teaching and
Related Teaching Group such as: Teacher II and III; Education Supervisor I, II and III;
Chief Education Supervisor, Education Program Specialist I and II, Senior Education
Program Specialist, Chief Education Program Specialist, Guidance Counselors, Guidance
Coordinators and other teaching and related teaching positions indicated in the Magna
Carta for Public Schools Teachers, except School Heads — Principals and Head Teachers;
and all Non-Teaching Group.

' 7 PROCEDURE
The HRMO/In-Charge of Personnel shall:

1. Publish vacant position/s in the Civil Service Commission (CSC) Bulletin of
Vacancies or through other modes of publication pursuant to RA 7041
(Requiring the Regular Publication of Existing Vacant Positions in Government
Officers)

2. Announce vacant position/s to be filled and post in at least three (3)
conspicuous places in the DepED offices/schools concerned for at least fifteen
(15) working days.

3. List applicants for the vacant position/s, both from inside and outside of DepED
offices/schools.

4. Conduct preliminary evaluation of the qualifications of all applicants.

Require original candidates/appointees to undergo Psychological tests done by
accredited institution, or as may be necessary.

5. Prepare selection line-up which shall reflect the qualifications of candidates.

6. Post in three (3) conspicuous places in DepED offices/schools for at least
fifteen (15) calendar days. The date of posting shali be indicated in the notice.

7. Notify all applicants of the outcome of the preliminary evaluation.

8. Submit the selection line up to the PSB/C for deliberation en banc.

The Personnel Selection Board (PSB) shall:

9. Evaluate and deliberate the qualifications of those listed in the selection line up.
en banc.

10. Make a systematic assessment of the qualifications and competence of
candidates for appointment to the vacant position.

11. Conduct further assessment such as: written examination, skills tests, interview
and others of qualified candidates.



12. Submit to the appointing authority the short list of five ranking candidates,
whenever possible, whose over-all point scores are comparatively at par with
each other based on the comparative assessment of the determinant factors
cited herein in II item 5.

The Appointing Official shall:

II1.

13. Assess the list of top five candidates for appointment submitted by the PSB/C.

14, Select from among the top five candidates the one deemed most qualified for
appointment to the vacant position.

15. Issue appointment in accordance with existing Civil Service rules and
regulations.

The Personnel Office shall post the appointment a day after its issuance for
fifteen (15) calendar days in at least three (3) conspicuous places in the DepED
offices/schools concerned. The date of posting should be indicated in the
notice.

COMPOSITION OF THE PERSONNEL SELECTION BOARD (PSB)

The PSB shall be composed of the following:
1. In the Central Office:

Chairperson: Undersecretary
Vice-Chairperson: Assistant Secretary
Members:
Head of Office where the vacancy exists
Chief, Personnel Division
One (1) representative of the DepED Employees’ Union,
either for the first or second level, as the case may be

2. In the Regional Office:

Chairperson: Assistant Regional Director
Members:
Chief of the Division/Unit where the vacancy exists
Chief, Administrative Division
Chief Administrative Officer V (HRMO III)
One (1) representative of the DepED Employees’ Union,
either for the first or second level, as the case may be

3. In the Schools Division:

Chairperson: Assistant Schools Division Superintendent
Members:
Head of the school where the vacancy exists
Administrative Officer V
Administrative Officer II (HRMO I)
President of the Division DepED Employees’ Union/Non-
Teaching Association/Faculty Association, as the case may be
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4. In the School:

4.1 Central elementary schools and non-central elementary schools:
Chairperson: Principal/School Head
Members: Four (4) members from among the Grade Level Chairpersons

4.2 Elementary schools with no school head:

The SDS shall identify the committee of five (5) to take care of the
entire group of schools of this type. Contiguous or proximate schools
shall be clustered to complete the group of five.

4.3 Secondary schools with existing department heads:
4.3.1 Teaching Positions

Chairperson: Principal/School Head

Members: Department Head where vacancy exists
Department Head
Administrative Officer
President of Teachers’ Association

For secondary schools with no existing department heads, the schoal
head shall designate the members of the committee from among the faculty
on the basis of qualification and demonstrated creditable competence.

4.3.2 Non-Teaching Positions

Chairperson:  Principal/School Head

Members: Two (2) Department Heads
Administrative Officer
President of Employees’ Union/President of
Non-Teaching Association

III. COMPUTATION OF POINTS

The Personnel Selection Board / Committee (PSB/C) shall evaluate the candidates
for promotion using the table as indicated for specific positions and assign points for the
sub-items under a particular criterion. Such point assignments indicated in “Annex A” shall
be uniformly applied and implemented for all promotions in the Central, Region and
Division offices.

TEACHING AND RELATED TEACHING GROUP

CRITERIA __POINTS

Performance 35
Experience 5
Qutstanding Accomplishments 20
(Meritorious Accomplishments)

Education 25

Training 5
Psycho-social attributes 5

_Potential 5 -

TOTAL 100
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M. Modified Computation of Points

Teaching and Related Teaching Group

CRITERIA POINTS
Performance 25
Experience 5
Outstanding Accomplishment 10

(Meritorious Accomplishment)
Education 25
Training 5
Interview 20
Essay 10
TOTAL 100
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