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Republic of the Philippines 7/
Bepartment of Education

Negros Island Region
DIVISION OF ESCALANTE CITY

May 25, 2026

DIVISION MEMORANDUM
No. ot , 8. 2026

HIRING OF SCHOOL-BASED ADMINISTRATIVE SUPPORT STAFF UNDER CONTRACT
OF SERVICE (CoS) FOR FY 2026

To: Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors/Specialists
Public Elementary and Secondary School Heads
Division HRMPSB and Sub-Committees
All Others Concerned

1. Pursuant to Memorandum No. DM-OUHROD-2026-0095 dated January 16, 20206,
titled “Guidelines on the Renewal and Hiring of School-Based Administrative Support Staff
Under Contract of Service (CoS) for FY 2026,” this Office hereby invites interested and
qualified applicants for the hiring of School-Based Administrative Support Staff under
Contract of Service (CoS) for FY 2026, to be assigned at Paitan Integrated School.

2. In support of the implementation of DepEd initiatives on the removal of
administrative tasks from teachers and to ensure uninterrupted school operations, eligible
schools may renew existing CoS personnel or hire replacements subject to existing rules
and regulations.

s Qualified and interested individuals are invited to submit their applications,
including one (1) complete application folder with clear copies of the required documents, to
MR. FLOYD G. CABUS, Principal I of Paitan Integrated School, not later than 5:00 PM on
June 5, 2026. The following are the required documents:

a. (Original) Letter of intent indicating the position(s) applied for addressed to:

PETER J. GALIMBA
OIC, Schools Division Superintendent

b. Updated and Notarized CSC Form 212 (Revised 2017) with the latest prescribed photo
{Original)

Transcript of Records (Photocopy)

Certificate of Training {if applicable) (Photocopy)

Certificate /s of specialized training (Photocopy)

Birth Certificate issued by the Philippine Statistics Authority (PSA)

BIR Tax Identification No. (TIN])

oo

4. Please ensure that the documents are properly tabbed and labeled for clarity.

5. It is imperative to emphasize that applicants bear full responsibility and
accountability for the authenticity and accuracy of the documents submitted, as indicated
in the Omnibus Sworn Statement. Any submission of false or fraudulent documents will
result in immediate disgualification.

6. In consonance with RA No. 8792 or the “Electronic Commerce Act of 2000,” which
provides that “electronic documents shall have the legal effect, validity, or enforceability as
any other document or legal writing and where the law requires a document to be in writing,
that requirement is met by an electronic document if the said electronic document maintains
its integrity and reliability and can be authenticated to be usable for subsequent reference,”

Barangay Hacienda Fe, Escalante City, Negros Occidental
Telephone Nos. {034) 445 G704 /44

Email Add: escalante.citv00 L deg oh

Deped Tayo Escalante C@ deped.escalantecity.weebly.com
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Republic of the Philippines
Bepartment of Ehucation

Negros Island Region
DIVISION OF ESCALANTE CITY
online submission of electronic copies of the above-enumerated application documents may
be allowed, subject to the submission of the hard copies upon request for purposes of
verification. Clear scanned copies of the application documents indicated in the succeeding

item shall be submitted on or before the deadline to escalante.city001 adeped.qov.ph.

7 In adherence to the Equal Employment Opportunity Policy of the Civil Service
Commission and to the principles of merit, fitness, fairness, and equality in hiring, this office
highly encourages qualified person to apply and open to those with disability (PWD),
members of indigenous communities, and those from any Sexual Orientation and Gender
Identities {(SOGI), political and religious affiliation,

8. Expenses for the meals and snacks of the members of the Human Resource Merit
Promotion and Selection Board (HRMPSB) in relation to the conduct of the recruitment and
selection activities are chargeable to the Division MOOE, subject to availability of funds and
to the usual accounting and auditing rules and regulations.

9. Immediate and wide dissemination of and adherence to the content of this
Memorandum are desired.

PET ALIMBA :
OIC, Schools ision Superintendent w

Reference : as stated
Enclosure : as stated
Allotment : Division Order No. 2, 2015

To be indicated in the perpetual index under the following subjects:

CONTRACT OF SERVICE NON-TEACHING EMPLOYMENT

Barangay Hacienda Fe, Escalante City, Negros Qccidental
Telephone Nos, (034) 445-9704/445-2686
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iI. Terms of Reference
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The —\flrmnmr_raui\'<'- support Statf under the CoS o wagement shall provide

o the school in the deliveny of prevupt and quality administiras

al support in accordance with the Departnient s nolicies
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procedures, The position \'11-1?1 be under the direct supervision of the School
Head, The following are thei rospecific duties and responsibilities:
¢ Pravide overall administrative and clerical siipport o the Schonl Head

and other school personnel in the dailv aperations of the school;
* Assist the School Head in preparing and conducting programs. projecis,
and activities: and

* Pertorm other administrative and clerical ugsistunce as mayv be
determined by the School Head.

The mynmimmom :1‘;:;5‘iﬁr-:'x!im'1~; for the acminisrratioe stipporT st

fosllowe s

* Education: At least Junior High Sch ool graduate
e Training: None Required

* Experience: None Required

* Eligibility: None Required

Other qualifications:

* Ableto prepare templated reporis

o Computer lterate preferably in MS Office Suire

*  Can operate office equipment fe.e., printers, fax machines. photocopiers.
ched

IiI. Funding Source, Downloading, and Use of Additional MOOE

The additional MOOE shall be sourced from any excess hunds or remairing
halances from the downloaded FY 2025 GA 1S-MOOE for the same purpnse
the FY 2026 GMS-MOOE of the Central Office, and/or other funding sources

1 % teay] Farre YA 3y L STL VY ey v ey by s B SR e (e
that the Central Office may idt oty as necessary and applicable. The ficld

offices are insmicted 1o fully utilize the excess [Unds or halances prior to
chdrging any requivements against the FY 2026 flurds 1o be downloaded.

The downivading of additional MOOE shail commence upon approval of rthe
FY 2026 General Appropriation Act (GAAl and issuance of the Nationad
Budget Circular for the Guidelines on the Release of Funds for FY 2026.

Hence, ?hr Cos personnel 1o be renewed or hired shall be advised rhar the
retea f their initial salary mav be affecred by this timeline. Nonetheless.
the ( entral Office shall exhaust all measures to ~xpedite the downloading of

funds.

The funds shall be downloaded to the Revional Othces (ROsE The ROs shall
further download the funds to SDOs based on the Allocation list attached
(s Annex A
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IV COvVering
ne entire duration of the service agreement. including premium of the
Administrative S Support Statt, The use of fun ds herein shall he i

with  existing budgeting. accounting. and  auditing  Joaws,
repialinmns,

C. The additional MOOE shall be usced as payvment of monthly sala

T O l)lu.xr'f&
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BNA separare lsswames shall be rebeased 1o guide the field offices in the

LHZALIoN oF § 20y balances or excess funds frorn the downloaded MOOE.

Renewal of Service Agreement

For incumbents who shall continue to revder their services, the 1ol Howing
;

cuidelines and pracedures shall be observed:

A, The 8DO. in coordination with the cone erned School Heads., shall deteriine
the performance of the Co$S personnel in the accomplishment of school
deliverables that are speciticd 10 their Terms of I\ cterence "l'nlx’} a8 rmay be
reflected in the RPMS IPCRE or otlier esta blished mechanisims decaunting

tor pc;rfhs'rnwu"c'- of perm"’nnel In the absence of un ;,wc‘mmw[si‘.f-(f RPNMS
IPCRE or anv other estabhshed mec AanIsms, an meumbent cannot

£ A8
his /el aery i:‘-c*- aAgreement.

reEnew

B. The School Head shall pre pare and submit the Authority to Renew. Service
Agreement. ToR. nd u.h( rhiring documents tor proc essing by the SO,

C. The SDO - Administrative Unit {Personnel Section) shall review the ACCUTACY
and completeness of E}n- sulmultvu docunents. After 4 thoroush rey i bl
documents shali be forwarded o the Office of the Schools Division
superintendent (SDS) for approval.

D. The SDS shall evaluate and sign the serviee agreement. Onee the servi

e
agreement is approved. the CoS personnel shall be responsible for having

thelr service agreement notavized.

New Hires

In cases where there shall be changes in the incumbents. the foliowing
guidelities and procedures shall be observed 1o facibitate  hiring  for

replacement:

Ao The SDO -~ Human Resource Management Oftice (SDO -HRMO; shall post the
Job vacaney for Administrative Support Staft (CoS) for ar mast 1(
days.

O calendar

B. The Schaol Head. in coordination and consultation with the SDO-HRVO),
shall conduct the assessment process lor quahfied apphicants such as review
of the curricubum vitae, interviews. ete. 1t is also the responsibility of the

School Head to evaluate the results of the HRSCSRITIen!

C. The School Head shall prepare ard <ubmit the toilowing:

I. Aatherite 16 Hire
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The S0 shall ngurdate the cash advarnee for sadary of CoS personne] in
NON-MTHHSMeAING Units i aecordance with existing procedures,
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oAl Regions shall have 4 uniform premium rate of 10%. I

B earaennt il
premun shall be given in tranchies.

as toliows

Premium Payment
January to Jun

Juis to Novern ber Iy

Payment Schedule
cemlie

o Decemibrr ) .M.:‘;‘.;..:‘. ITICNT v eard

F. The premmum shaill be computed as follows:

Premitnn Rare " Monthiy _ Premunm
i i l (D
10% X PhP 20,000 = PhP 2,000

10 salan

VIII.  Monitoring
A. Utilization of Fund

The ROs and SDO shall manitor the utiliza

MOOFE.

B. Deployment of Hired COS Personnel

The SDO-HRMQ shadl apdarve the imformat i of the remewed oF mewiverised
]

COS personnel throueh this link: bit, ly/Scnool DasedCOSMomtonng

IX. Templates

A templates Authority 1o Renew. Authority to Hire, ToR
} .
do ‘\""l"li‘i‘- G e wte
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fe HIRINGPROC 88
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cre be further questions or concers, »

() it P > + )
( R RE” WrmIt@rT Th

through tandhine (021 S633-33

cmail bhrod sedvdeped gov,ph

For immediate dissennnation and appropriate action.

Copy furnished:

Office of the Secretary
Office of the Undersecretary for Finance
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Additional MOOE 1ar the Hiring and Renewat 0! Schnolb: sed ddmimistrarie

Atocation Listand Financial Reguitement By Reyion and S50C 127 6 Monthy
ryapoe
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ESIGunder Cantract of Servine ICOS: Annex A
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