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Sudion, Lahug, Cebu City

DIVISION MEMORANDUM
No. 10 5. 2015

GUIDELINES ON THE RECRUITMENT, SELECTION AND PLACEMENT
OF PERSONNEL PURSUANT TO THE DEPED RATIONALIZATION
PROGRAM UNDER EXECUTIVE ORDER 366 S. 2004

To: Assistant Superintendent
Education Supervisors/Coordinators
District Supervisors/OICs/Caretakers
Elementary and Secondary School Heads

1. Attached herewith is DepEd Order No. 50, s. 2014, entitled, "Guideiines on the
Recruitment, Selection and Placement of Personnel Pursuant to the depEd Rationalization
Program under Executive Order No. 366, s. 2014". for the information of all concerned.

2. Special attention is directed to Section B6. D. E. F and G189 of the said Order.

3. Immediate dissemination of and compliance with this Memorandum is directed.
A?g{N MONISIT, ED.D.
Schools Division Superintendent

ADM/rng15

Telephone Numbers: Website: www depedcebuprovince.com
Schoois Division Superintendent: (032} 255-6405 E-mail Add: depedcebuprovince@yahoo.com
Asst. Schools Division Superintendent: (032} 520-3216 loc 104

(032) 520-3216 loc 102 or Fax /tel. no. 236-46828 (Mr. Roselier Gelig)

(

(

(

Accounting Section
Disbursing Section:
Admin/Legat:

)
(32) 254-2632 {Mrs. Gervacia Sanchez)
032) 255-4401 (Ms. Ma. Teresa Peralta)
032) 253-7847 (Mr. Jeremy Denampa)



L epublic of the Phalippines
Department of Education

Deptd ORDER

19 0EF 2044

No. 50, s 2014

Ter

GUIDELINES ON THE RECRUITMENT, SELECTION AND PLACEMENT
OF PERSONNEL PURSUANT TO THE DEPED RATIONALIZATION
PROGRAM UNDER EXECUTIVE ORDER 366 s. 2004

Undersecreiaries

Assistant Secretaries

Regional Directors

Schools Division Supenntendents

Directors of Bureaus. Services, Centers and Heads of Units
Heads of Elemcentany and Secondary Schools

Al Uthers Concerned

A Backgrournd

A

Ter

On November 15, 2013, the Rationalization Plan (RP) of the Deparument of
Education was approved by the Department of Budget and Management
{DBM). The upproval included the rationalized structure and stalling pattern of
offices in the Central, Regional and Schools Division Levels.

As provided in the approval. personnel whose plantlia items were atfected by
the ratinnalization had the following eptions:

4. Remam in government service through converting their respective 1tem/’s
from regular 1o Co terminus with the incumbent (CTH status. cither n
DepEd meluding schools or other agencies: or

ho Avail of retirement Sseparation package with the applicable incentives:

Personnel whose itens were affected and were considered for placement te the
same or comparable position/s had to undergo the set critena and provisions
stated in DepEd Order Nos, 53 s, 2013 and 27 s, 201+,

Last June 13, 2G14. the decisions on placement of personnel and plantlla
positions as reflected in the comparative matnces and corresponding annexes
were submitted to the DBM. The submission to DBM reflecied the following
staffing actions:

L Position items. whether filled or vacant, that wiil be retained the
Rationahized Staffing Pattern (RSP

b Position items that will be converted to Co-terminous with the
Incumbent (CTI) status;

¢ Positinn items that wili be transferred to other offices within or outside the
department:



d.

Position items that will be abolished since these positions were not
approved in the RSP and were not filled up. vacated by the incumbents who
chose the retirement/ separation option or vacated by incumbents who were
placed in comparable positions;

Position items that wall still be ereated and given unique plantidla ttem
numbers upon the issuance of the Notice of Organization, Stalfing and
Compensation Action (NOQSCA).

B. Ralionule and Purpose

4.

n

While waiting for the issuance of the NOSCA by the DBM, the Department
recognizes the need to hire the manpower necessary to perform the functions
and services. Hence, these guidelines are bemg issued to facilitate the process
of personnel placements and transfers, and filling up of vacant positions in the
Rationalized Staffing Pattern (RSP).

Legal bases. These are supported by the following pertinent policy directions
trom the DBM and Civil Service Commission {CSC):

by,

states that the Departments with approved RP are no longer covered by the
moratorium on the filling of positions or hiring of personnei, and prior
authorization for the purpose from the DBM is no longer necessary.

[tem No. 3 in the Civil Service Commission (CSC) Memorandum Circular
(MC) No. 03 s. 2014 dated 06 February 2014 on the Clarification on lhe
Guidelines on the Placement of Personnel Relative to the Implementation of
Approved Rationalization Plans of Agencies. states that:

b.1 “Reqular recruitment and placement shall commence when all
incumbents are placed to the same or comparable positions in the
approved rationalized staffing pattern™;

1.2 “The agency may perform the preliminary processes of screening and
assessment prior to the issuance of the NOSCA by the DBM. The
ugency shall use the indicative staffing pattern included i the
approved RP as reference for placement of personnel to comparahle
posttions”: and

b.3 “The agency may also conduct the screening and assessment
processes  for residual rvacant  positions  after placement 1o
comparable positions. However, the uagency shall wait for the
issuance of the NOSCA by the DBM prior to the issuance of
appointment for said positions”.

Types of Vacant Positions. There are two {2) types of vacant positions in the
rationahized staffing pattern:

a. Existing vacant positions. Thesc are the vacant positions with exIsiing

plantilla item numbers that are retained and reflected in the Rationahzed
Staffing Pattern: and

b. New positions. These are the newly created positions in the RSP wherein

the plantilla ttem numbers will be provided upon the issuance of the



Magor Promisions

Ciiven these guidelines from CSC and DBM, these provisions should he followed:

/.

G,

i0.

0.

In

The recruttment and selection process for the vacant positions. whether
existing vacant or new, shall follow the provisions and criteria in DepEd Order
No. 66 s. 2007 entitied “Guidelines on the Appointment and Promotion of Other
Teuching. Related Teuching und Non-Teuching Personnel” and DepEd Order No.
29 5. 2002 entitled "AMerit Selection Plan of the Department of Education™;

For the existing vacant positions. the DepEd Central Office (COY. Regional
Offices {RO), and Schools Division Offices {SDO) may conduct the complete
recruitment and selection process up to and including the issuance of
appointments (DepEd Order No. 66 s. 2007, Section 1, Item Nos. 1-15)

For the new positions, the DepEd CO. ROs and 3DOs may conduct the
preliminary processes of screening and assessment of personnel up to and
including the submission of the resolution of the Personnel Selection Board
(PSB) 10 the respective appointing authoritics prior to the tssuance of the
NOSCA (DepEd Order No. 66 5. 2007, Section I, ftem Nos. 1-1.0).

However, no appointments shall be issued before the NOSCA is issued by
the DBM; and

Upon the issuance of the NOSCA. the DepEd offices shall ensure that the
appropriate appointments and notices based on the placement to the same or
comparable  positions  are  completed  and  issued first before issumg
appointments related to filling up of vacuncics or promotuons,

Filling-up of Positions tn the RSP

addition. the following reminders and guidelines arc hereby provided 1n the

application of Depk.d Order No. 66 s. 2007:

—_—

2

The vacant positions shall be open to all gqualfied and interested applicants
from within and external to DepEd;

The Indicative Staffing Pattern included in the approved Depld RP shall be
used as reference i the publication of existing vacant and newly-created
positions. in compliance with R.A. 7041 *Requiring the Publication of Vacunt
Positions 1 Government Offices” and DepEd Order No. 66 s. 2007:

a. For new positions, indicate "NEW” in lieu of the plantilla item number:

h. Approved positions in the RSP where personnel have been placed m the
same or comparable positions are not considered vacant and should not be
included in the publication and posting of vacancies. The placed personnel
shall fill up these positions:

Upon clarificution from the CSC. the mmimum requirements indicated in the
CSC Qualification Standards Manual (1997) are to be followed for apphcants
1o be eligible for the vacant positions;

a. For positions unique to DepFd. please refer to the 1995 Qualification



b4,

.

Emplovees that have been placed to the same or comparable posttions may
still vie for promotion to higher positions, provided they mecet the
qualification requirements. The results of their latest performance rating
shall be used as one of the references.

The composition of the Personnel Selection Board (PSB) shall be retained for
the Central. Regronal and Schools Division offices.

a.

!

n the event that the CO/RO/SDO does not have an appointed/designated
official to serve as chairperson of the PSB, the appomting authority shall
designate the next highest official responsible for personnel management to
be the chairperson of the PSB!

The appointing authority shall designate competent and gqualified personncl
to serve as members of the PSB only in cases when there are no
appointed /designated personnel holding positions identificd to be members
of the PSB as stated n Depld Order No. 66 5. 2007:

In the event that a PSB member is also a candidate for a specific vacant
position, the appointing authority shall designate another competent
member to replace the concerned member during the deliberations of the
specific position:

Additional members may be designated by the appointing authority,
consistent with the composition of members stated in the guideiines set by
the CSC, DepEd Order No. 29 s, 2002 and DepEd Order No. 66 5. 2007

Upon receipt of the NOSCA from the DBM. the Depkd offices may conduct
recruitment and selection procedures for new positions as stipulated in Section
1 of DepEd Order No. 66 5. 2007,

.

Appomntments shall first be issued to incumbents placed to the same or
comparable positions. which may have different position titles and/or
plantilla item numbers than the previous items held:

The officer  in charge of personnel matters shall indicate  on the
appuintment paper (CSC Form 33): “REAPPOINTMENT PURSUANT TO EO
366 5. 20047 and

For emplovees whose plantilla item numbers were retained and converted
to CTIL. a plantilla-tvpe of Notice mav be prepared instead of individual
notices(Reter to Annex B for the template). A copy of the Notice shall be
submitted to the Central Office Personnel Division and the respective CSC
Field Office for record purposes (par. 5. item 1 of CSC MC No. 03, s. 2014

After appointments or notices have been issued to the placed personnel,
only then shall the appointing authority decide on the rank list/selection
line up submitted by the PSB for appointment/promotion o vacant new
postlions.

For offices which have conducted preliminary recruitment and selection
procedures as provided by Item no. 09 of this Order. succeeding procedures
(ltern Nos. 13-15) of DepEd Order No. 66 s. 2007 mav be conducted upon



L.

¢. Placed personnel who qualify during the regular selection process shall be
issued reappointment for promotion. The vacated position shall be declared
vacant.

Filling-up of Posttions at the School Level

Existing vacant non-teaching positions at the schoot level may now be filled
up. without waiting for the release of the NOSCA. following the guidelines
under DepEd Order No. 29 s. 2002 and DepEd Order No. 66 s. 2007, provided
that:

a. Vacant positions are included in the 1997 Organization and Staffing
Standards for Elementary and Secondary Schools: and

b. Vacant positions are not included in the functions or services
recommended  for outsourcing  fe.g. utility, building and grounds
meaintenance. messengerial, security and transportation/mobulity).

Services to be Quitsourced

Following DiBM Circular Letter 2013-3 and in lieu of filing up vacant items,
certain services at the Central Office. Regional Offices. and Schools Division
offices as well as in the schools may be outsourced on a need basis. through
the hiring of consultants/job order/contract of service personnel. where no

- emplover-cmplovee relationship exists, subject to the availability of funds for

MOOE, and provided it is consistent with the following:

a. Overall policy under the approved RP on services/arcas. which can be
outsourced {e.g.. utility. building and grounds maintenance, messengerial.
securnity. transportation/ mobility. and information technology): and

b. Pertinent budgetary. civil service. accounting and auditing rules and
regulations.

To maximize utilization of existing manpower, DepEd Offices/Units with
personnei holding CTl items are not authorized to hire personnel under
Contract Of Service /Joh Order who will perform similar functions as those
being performed by the personncel with CTI items (Item No. 2.3.2 of the DBM
Cireular Letter 2013-5 dated July 22, 2013):

G. Rehiring of Retired; Sepurated Personnel

19,

As a reiteration of Section 17 of the IRR of EO 366 s. 2004 and tem No. 2.4 of
the DBM Cl 2013 5. emplovees who chese the retirement/separation option
cannot be “appointed or hired as casuals or contractuals in any agency of the
Exccutive Branch, including GOCCs/ GFIs. within a period of five (5] years”.
wherein reemployment will be considered as new entry to civil service.

4. Retired/Separated personnel may be appointed as teaching or medical staff
in cducational institutions and hospitals.

b, Depkd regular/permanent personnel who avalled of the
retirement/separation option under EOQ 366 s. 2004 cannot be rehired
under contract of service /.Jdob Order arrangement.



c. On a need basis, DepED offices may continue to engage the services of
casual personnel under Contract of Service {(COS) or Job Order {(JJOI status
with the following provisions:

¢.1 There should be a justified need for the continued services to the
department;

¢.2 For agencv-type functions such as utility. building and grounds
maintenance. messengerial, securitv and transportation/mobility.
the COS/JO staff mav be pooled together and considered as
shared services of offices:

o]

Far functions identified to be performed by regular plantilla
items, COS/JO personnel may be allowed to perform the
functions. However. heads of offices will not be allowed to fill up
the regular plantilla items:

¢+ Hiring under COS$/JO arrangement shall be subject to the
availability of existing MOOE funds and to existing government
budgeting, accounting and auditing rules and regulations: and

c.5 Service contract shall follow the existing guidelines on hiring COS
and JO emplovees. i.e. “no work, no pay” basis. no employer-

cmpiovee relationship.

20. Inmediate dissemination of and compliance with this Ordgr is directed.

BR. ARMIN A."LUISTRO FSC
Secretary

Encl.:
As stated

References:
DepEd Order: Nos.: 27, s, 2014: 53, 5. 2013 66 s. 2007, 29 5.2002;
DepEd Memorandum: Nos.: 271, 5. 20110 224, 5. 201 12 451 and 469, 5. 2004

To be indicated in the Perpetual Index
under the following subjects:

BUREAUS & OFFICES
EMPLOYEES

OFFICIALS
QUALIFICATIONS
RECRUITMENT
RATIONALIZATION
RULLES & REGULATIONS
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