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Republic of the Philippines
Department of Education

REGION 11 — CAGAYAN VALLEY
SCHOOLS DIVISION OF NUEVA VIZCAYA

June 23, 2025

DIVISION MEMORANDUM
No. 269 ,s. 2025

COMPLETION OF DOCUMENTARY REQUIREMENTS FOR THE

RECLASSIFICATION OF QUALIFIED PERSONNEL TO SCHOOL PRINCIPAL I

POSITION

To:  Assistant Schools Division Superintendent
Chief Education Program Supervisor, SGOD
Chief Education Program Supervisor, CID
Education Program Supervisors
Public Schools District Supervisors/District-In-Charge
Elementary and Secondary School Heads
All Others Concerned

1. Relevant to Memorandum DM-OUHROD-2025-1331 titled, Reclassification
of Qualified Personnel to School Principal I Position, this office would like
to inform the following School Heads as provided in the list below (Attachment
1), to submit the following documents until June 26, 2025 for submission at
the Regional Office for reclassification and retitling of positions to
appropriate School Principal positions to wit:

a.
b.

Qe o

=

Reclassification Form for School Principal Positions (RFSPP)
Letter of intent addressed to the SDS containing the following information:
e Statement of Purpose/ Expression of interest
e Positoin Applied for
Duly accomplished PDS (CSC Form 212, Revised 2017) with Work
Experience Sheet
Photocopy of Voter’s ID and/or any proof of residency;
Photocopy of valid and updated PRC Licens/ID
Certificate of Competency Level issued by Authorized body (if applicable)
Photocoppy of scholastic/academic record (L.E. Special Orders, Transcript
of Records (TOR) and Diploma, including completion of graduate and post-
graduate units/degrees, if available)
Photocopy of duly signed Service Record
Photocopy of certificate/s of relevant training (acquired within the last 5
years)

j. Photocopy of the Certificate of Rating (COR) in the School Head Assessment
(National Qualifying Examination for School Heads (NQESH) or Principal’s
Test)
k. Photocopy of the Performance Rating;:
¢ Performance rating of at least Very Satisfactory in the last rating
period covering one (1) performance cycle in the current position;
T e Address: Quezon St., Don Domingo Maddela, Bayombong, Nueva Vizcaya, 3700
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. Checklist of Requirements and Omnibus Sworn Statement on the
Certification on the Authenticity and Veracity (CAV) of the documents
submitted and Data Privancy Consent Form pursuant to RA No. 10173
(Data Privacy Act of 20121), using the attached form (Annex G); and

m. Other documents as may be required by the Human Resource Merit and
Promotion Selection Board (HRMPSB) for the Comparative Assessment,
including but not limited to:

» Means of  Verification (MOVs) showing QOutstanding
Accomplishments, Application of Education, Application of Learning
and Development reckoned from the date of last issuance of
appointment.

4. For all applicants, result of the pre-assessment is made available through the
Records Section for your information.

5. For information, guidance and wide dissemination.

ORLANDO MANUEL PhD, CESOV
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