Republic of the Philippines

ZBBI]RI‘UIIBIUI of Ebucation
REGION VIII
SCHOOLS DIVISION OF BILIRAN

February 11, 2026

DIVISION MEMORANDUM
No. (35 s. 2026

WORKSHOP ON THE UPDATING OF THE DIVISION OFFICE CITIZEN’S
CHARTER

To: OIC-ASST. SCHOOLS DIVISION SUPERINTENDENT
CHIEF EDUCATION SUPERVISORS
SELECTED DIVISION OFFICE PERSONNEL
This DIVISION

1. In compliance with FY 2023 Performance-Based Bonus Eligibility
requirements and Agency Accountabilities, this Office thru the Office of the
Schools Division Superintendent shall conduct a workshop on the updating
of the DepEd Citizen’s Charter (CC) and Client Satisfaction Measurement
(CSM) on February 26-27, 2026 at the Division Office Conference Room,
Larrazabal, Naval, Biliran.

2. The workshop aims to revisit and update the SDO Biliran Citizen’s
Charter and streamline office processes from the three functional divisions.

3. The expected participants are the following:

Functional Participants No. of
Division Pax
OSDS Legal Officer, OIC-Division Accountant, ITO, 8

Admin. Officer V (Admin), 4 Admin. Officer IV
(Personnel Section, Supply Section, Cash
Section, Records Section)

CID Chief, 2 EPSs (ALS, LR) 3
SGOD Chief, SEPS for SMME and Planning and| 4
Research, Planning Officer
TOTAL 15
4. Each functional division is expected to present its updated external and

internal services that need to be included in the Division Office Citizen’s

Charter with reference to the attached list of services by functional divisi
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SCHOOLS DIVISION OF BILIRAN

5. To ensure alignment with the DepEd Central Office’s Citizen’s Charter,
the attached list of External and Internal Services may be used as reference

in the crafting of Citizen’s Charter by Functional Divisions including the
sections and units.

6. Lunch and snacks shall be provided for charged to the OSDS MOOE
Fund subject to the usual accounting and auditing rules and regulations.

7. Immediate dissemination of and strict compliance with this
Memorandum are desired.

ROBERTO N. MANGALIMAN PhD, CESO VI

Encl: As stated
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SCHOOLS DIVISION OF BILIRAN

Enclosure to DM s. 2026

(Note: Please refer to DepEd Citizen’s Charter for the details)

Sebracls DVESIon DIMCONEIMBI] SOOI .c.ciiusscianimsinsinimnsssosvisssstisms iSRS 454
SCHOOLS DIVISION OFFICE — EXTERNAL SERVICES ...rvereee et ciercnsssscconssisssss st ssassasssssnssinsssssasssns 455
Office of the Schools Division SUPEFINTENAENt .........cc.ovviveeirer e cree e ces et srens 455
B BBE VRN coconvmmmonsonnnommenensvossnins s ovion o sy e sim s oo ve s 3608 ¥ 73508 4 S SR FESH S AR Py e 455
1. Request for Correction of Entries in SChool RECOTAS ......c.couiiiieiimeseess s 455
B. PEISONNEIUNI. .. it ettt sttt tas s s bes s na s b e saeeb b es s s s ab b en et a b ee 457
1. Acceptance of Employment Application for Initial Evaluation (TeachingPosition) ..........coouviene 457
2. Acceptance of Employment Application for Initial Evaluation (Non-Teachingand Teaching-Related
POsitions both PromOtion AN ENLIY) ......ceeriiererersrersierieerersarnscaias s e asssssssssssisstsssstsarsssanis 459
€. POOPETEY SV SUPEI .cocisvisuisvssisssmiinsiioises semssmss oo asmvis iy s s g sp i paavs s nesspns ko e d SRS A RS SR RIS 460
1. Inspection, Acceptance and Distribution of Textbooks, Supplies andEquipment...........cceenininnee 460
D. RECOTAS UNIt....oiiiiiiiiiiniininresionississrersssinesessesesssssemanssesessasasessssssssasessssissestsssensnsssnesiassaesssansiases 462
1. Issuance of Requested Documents (NON-CTC) ...uccerirerieieencaeirscconimrnsssiarssssnsssssssssesarsssnacnsnesns 462
2. Issuance of Requested Documents (CTC and Photocopy of DOCUMENtS) .....oovereeeemmnceicineciinens 463
3. Certification, Authentication, Verification (CAV)........c..ccuccienvinvisirciorivenrirsssnsemsmenseesessssesasases 464
4. Receiving and Releasing of Communication and other DOCUMENtS.........ccoevuevimirececreieieienee s 467
5. Receiving of Complaints against Non-Teaching Personnel............cccccviriincceniininncinceceienens 468
6. Receiving of Complaints against Teaching Personnel (Multi-stageProcessing) ...........cccoocevrceruenee 470
SAMPLE TEMPLATE FOR COMPLAINT ...occouiimissiimmiimmmssssmssinsssssinimiamsseiasiisessfsmssisasiassisass sossanmascasncan 473
E. Curriculum Implementation DiVISION .......cccoi e reeieeicinee et seet e ae e serer e e ss s e sas e sneenns 476
1. Accessing Available Learning Resources from LRMDS Portal.........ccceocoeeervoniieciiinneese e 476
2. Borrowing of Learning Materials from LiDraries ...t ieeetsnerssesse seesesesssnssesans 478
3. Alternative Learning System (ALS) ENFOIMENT ... ... st 480
F. School Governance and Operation Division - Planning and ResearchSection ............ooovooveeenon, 481
1. Request for Basic Education Data (External Stakeholders) ..........covievvceooeeeeeoeeooos oo 481
G. School Governance and Operation Division - School Management,Monitoring and Evaluation
1 o O S 483
1. Issuance of Government Permit, Renewal, Recognition of Private Schools..........c..coooovovioviii 483
2. Issuance of Special Orders for Graduation of Private School Learners ................ocooooooooi . 486
3. Application for Senior High School (SHS) Additional Track/Strand...........cc.coerveeremoremoe, 488
4. Application of Summer Permit for Private Schools.............cocciiecuiociceiiece e 492
5. Application for NO INCrease in TUItION FEE.....cc.vuccirrinicnrninirieiiintetieeesees e eese e seseess e seess s 494
6. Application for INCrease in TUItION FEE ........vrcvvermmeresrnrinnirinriaressrssessassesssssssssessens SRR AR TS 496
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SCHOOLS DIVISION OF BILIRAN

Enclosure to DM s. 2024

SChoOIs Division OFfiCeINErNal SETVICES ............ccueuiiiceisieesicenissrseses e csessessanssesassssisssassssssiiins
Office of the Schools Division SUPERINTEAAENT .............cc.cooiireeerireeeeceeesca e
1.1 Issuance of Foreign Official Travel AUTROTITY...ccocoeiiriicicveiiiircieime s

1.2 Issuance of Foreign Personal Travel Authority

B BUOGEE BIOHE <...o.cooiomisiiniinreiieamsasmsssisiisssmsassivssnsssssssmyas sasmussssasusnrssnanss
1. Processing of ORS...........occcurimcrncvinsmmmssvssisessmisossssasnsassspesspasarsssssnsans
2. Posting/Updating Of DiShUISE@MENT .....c..ooviiiiiiiaciiiiienriree s s s e e
B. CASh UNIL.....oiiiieirecrnteniicmesseromsenesseresssetenessastonsss asnrasosmsssssassasras sommmstrassnas sesnsssrasintesnmrssseenes
1. Handling Of CAsh AQVANCES .........ouiviuiieereeereeeceeccicibiben s sibss s ne i en s p s s
C. Information and Communications Technology Uit 510
1. User Account Management for Centrally Managed SyStems ... 510
2. Troubleshooting of ICT EQUIPMIENT ..o s s e 512
3. Uploading Of PUDNICAtIONS ..v.vuvirsisreceorsreiemeiraiets st s s s 513
D. LEEBI UNIT .veverierireceerenitereseinsssssrsienessnarses snsenssasabassss sadshsnsanassassssbassssonessatriasassusinss s i bt s annsusasenses 514
1. Issuance of Certificate of NO Pending Case .........oaoiiiiimrimmriionnr ettt 514
E. PerSONNEI UNIt. ... iiiivereereeirresesseseeeesesaras censsssasasssssss osssscasssasisebanas st e e s aansssosssessanbis v 515
1. Application for ERF (Equivalent Record FONIN).... coocssnsmisasasssmsnsssnsensrossennsnnassonsaomssessmessbsioosanss sass ase 515
2. APPICALION fOF LBAVE ....covuemceivemuiiraninnserussas st th e saa s s b 517
3. ApPPlCAtion fOr REHFCIICNT L.oooiiiiiiie ittt st o 519
4. Issuance of Certificate of EMPIOYMENT ...t e eans s ssnssse s ssie g 521
5. 15SUANCE OF SOIVICE RECOTM. . oiiiiiriieriiinieieiicie et s ea st s e s e s e s s et e et et 522
6. Loan Approval and Verification............... as s IvET e iy drnrpms S yvinwniies anhodis mivn b avi Senniimioen neh s ks o 523
7. Processing of Appointment (Original, Reemployment, Reappointment,Promotion and Transfer)
524
8. Processing of Terminal Leave Benefits...... ..ot i 527
9, Request for Correction of Name and Change of Status...........oooiic 529
F. Property and Supply Unit........c.. R AR SRR SIS G SO eR—— AR R ST 530
1. Requisition and Issuance of SUPPHES ..o e 530
2. Property and EQuipment Clearance SIBNINE ........ic v iimieneeaeirercrstesasessseesassassssesses 531
G. Corniculum IMmplemeEntation DIMESIBN ...t siiiiimnsaassrssssssnearass sosssasvossssssesasssossssntassasaorsns 532

1. Program Work Flow of Submission of Contextualized Learning ReSOUrCes......cccrvvriircrvereersennie: 332

2. Quality Assurance of Supplementary Learning RESOUICe .........ovviecoeeiieeieee e esees s 535

C. Schools Governance and Operations Division - Planning and ResearchSection .........cemmviceciicins 537
1. Request for Basic Education Data (Internal Stakeholder)...........co..oovvcvevceiuerceeiieeeneeericeereessseeans 537
2. Request for Data for EBEIS/LIS/NAT and Performance INGIiCators...........ccourmmmmmmiimessssassoess 538
TEDNOOIE EXBOM SERUIUES ..o e romamsnabisspoumssioms i bpintrinsesaens aniboss b bess et s Shes 4 539
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