Republic of the Philippines

Department of Cducation

Region VII — Central Visayas
Schools Division of CEBU PROVINCE

Office of the Schools Division
Superintendent

November 11, 2021

DIVISION MEMORANDUM

No.

485 ,s. 2021

SEMINAR -WORKSHOP ON WORKPLACE ETHICS AND INDUCTION PROGRAM FOR

To:

1.

NON- TEACHING PERSONNEL/ STAFFS (WINS 2021)

Assistant Schools Division Superintendents
Chiefs, CID and SGOD

Public Schools District Supervisors/OICs
Elementary and Secondary School Heads
All Others Concerned

This Office informs the field on the conduct of the Three- Day Seminar ~-Workshop

on Workplace Ethics on November 22-25, 2021 at Ecotech Center, Lahug Cebu City.

2.

This orientation-workshop.aims to equip the participants with the necessary skills,

knowledge, values and competencies needed in carrying out their respective duties and
responsibilities in the workplace.

3.

4.

Furthermore, this activity specifically aims to:

a. demonstrates good work ethics;

b. discuss the six pillars of character in the workplace and their application in the
workplace;

c. perform tasks based on their key result areas and identify issues/concerns in the
respective offices and assigned duties and responsibilities;

d. equip the participants with the necessary cognition, skills, values and attitudes to
become effective and efficient in the performance of their duties and responsibilities;
and

e. apply practices in their field of work.

Participants to this activity are the newly-hired Non -Teaching Personnel

(Administrative Officers II) and the Members of the Program Management Team (PMT).
Please refer to enclosure A for the identified participants.

5.

Public Schools District Supervisors and school heads are directed to inform the

participants to ensure 100 percent attendance of the identified Non- Teaching Personnel.
Participants are directed to bring Laptop and Wifi Modem for use during the workshop.
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6. Furthermore, the Division Medical Team through Dr. Virgilio Tantuico and Dr.
Asterterie Bernales are requested to assign/deploy Division Nurse (at least 2 nurses) during
the entire duration of the seminar-workshop.

7. In compliance with the IATF guidelines, Division PMT should see to it that all
participants strictly follow and observe health protocols standards. All personnel involved
MUST wear facemasks and face shields and must observed social distancing at least one
(1) meter apart;

8. Participants and the Members of the Division PMT shall be provided with
accommodation afternoon snacks and dinner on Day Zero, on November 22, 2021 and
charged against the HRTD Support Funds. Last meal will be dinner on November 25, 2021.

9. Attendance of participants on Day Zero, November 22, 2021 is COMPULSORY for
the conduct of the Antigen Test at 1:00 pm and the opening program at 3:30 pm. Please
bring along with you your COVID-Vaccination Card. Only fully-vaccinated personnel are
allowed to join in the said activity.

11. Check-in date of all identified participants will be on November 22, 2021. Once
checked-in, participants are not anymore allowed to go out of the venue.

12. Since this is a live-in seminar workshop, all participants are expected to be at the
venue at 7:30 AM for the morning session and at 12:45 pm for the afternoon session.
Punctuality in reporting to the venue is a MUST.

13. Please see enclosures of the Division Memorandum for your reference, to wit:

= Enclosure A - List of Participants
» Enclosure B - Training Matrix
= Enclosure C - Working Committee

14. Travel expenses, per diem and other incidental expenses incurred by the participants
from the schools’ district offices shall be charged against local/School MOOE, while meals,
accommodation, venue rentals, materials, shall be charged against Division HRTD
Support Funds.

15. Meals and accommodation of the Divison Personnel involved for the entire duration
of the activity shall be charged to the HRTD Support Funds subject to the usual accounting
and auditing rules and regulations.

16. This Memorandum serves as Authority to Travel of the
participants and the training support personnel/medical as well as the other members of
the training /management team.

17. Immediate dissemination of and compliance with this Memorandum is desired.

MARIL ALES EdD, CESO V
Schools ision Superintendent

MSA/FCL/AAB/LMD/SGOD/VAY/Soc
November 11,2021
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Republic u-f tl;e Philippines

Department of Education

Region VII-Central Visayas
DIVISION OF CEBU PROVINCE

TRAINING MATRIX

SEMINAR -WORKSHOP ON WORKPLACE ETHICS AND INDUCTION PROGRAM
FOR NON-TEACHING PERSONNEL/STAFFS

Ecotech Center, Lahug Cebu City
November 22-25, 2021

DAY 1- November 22, 2021 (MONDAY)

Time

Activity

Assigned Personnel/ Resource
Speaker/Facilitator

1:00-3:30 PM

Antigen Test

Medical Team (Mrs. Namue dela Torre)

3:30- 5:00 PM

Opening Program

National Anthem
Prayer
Sugbo Hymn

Welcome Remarks

Presentation of Participants

Rationale and Statement of
Purpose

Inspirational Message

Mr. Chaney A. Gulfan
SREPS- Social Mobilization
Host

Canned

Canned
Canned

Dr. Lorenzo M. Dizon
Assistant Schools Division Superintendent

Dr. Victor A. Ybanez
Chief, SGOD

Dr. Anelito A. Bongcawil

-Assistant Schools Division Superintendent

Dr. Marilyn S. Andales CESO V
Schools Division Superintendent
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House Rules Mrs. Maria Socorro N. Relacion
Introduction of Members of SREPS — Human Resource and

the PMT and Resource Development

DAY 2- November 23, 2021 (TUESDAY)

7:30-8:30 AM

Registration Miss Mary Ann Celino ~ADAS- SGOD
Miss Decebel Sungayan —~ ADAS -SGOD

8:31-10:00 AM
Session 1

The Schools Division of Dr. Lorenzo M. Dizon
Cebu Province Assistant Schools Division Superintendent

1.The DepEd Vision, Mission
and Goals

2.History of the Schools
Division of Cebu Province

3.0rganizational Structure of
the Division

10:01-12:00 NN
Session 2

Compendium for Non- SARAH MONINA POMAREJOS
Teaching Staff Division HRMO

Review on the Duties and
Responsibilities of an
Administrative Officer II.

12:00-12:59 NN LUNCH
Compendium for Non- SARAH MONINA POMAREJOS
1:00-3:00 PM Teaching Staff Division HRMO
Session 3 Review on the Duties and
Responsibilities of an
Administrative Officer II.
WORKSHOP PROPER
3:01-5:00 PM HR Benefits/Leave /Salary MRS. DESIREE RAMOS
Session 4 Administration Accountant III

Officer of the Day

Mr. Chaney A. Gulfan
SREPS- Social Mobilization
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Resource Manager /s

Mary Ann Celino
Decebel Sungayan

Daily On-Line
Evaluation

Dr. Roderic Goles —~SREPS -Monitoring & Evaluation

Process Observer

Dr. Margarita A. Nierra
SREPS- Planning and Research

DAY 3 - November 24, 2021 (WEDNESDAY)

7:30-8:00AM

Mr. Louie Monteroso
EPS 2- Human Resource and

Management of Learning

Development
8:00-12:00 NN Workplace Ethics/ The Six Dr. Victor A. Ybanez
Session 1 Pillars of Character in the Chief, SGOD

Workplace
12:00-12:59 NN LUNCH
1:00-4:30PM RA 9184: Dr. Fay C. Luarez

Session 2

Government Procurement Assistant Schools Division Superintendent

Daily On-Line
Evaluation

Dr. Roderic Goles
SREPS Monitoring & Evaluation

Officer of the Day

Mr. Louie Monteroso
EPS 2- Human Resource and Development

Resource Manager/s

Mary Ann Celino
Decebel Sungayan

Process Observer

Dr. Margarita A. Nierra
SREPS- Planning and Research

DAY 4 - November 25, 2021 (THURSDAY)

7:30-8:00AM

Mr. Louie Monteroso
EPS 2- Human Resource and

Management of Learning

Development

Host
8:00-10:00 AM Code of Ethics and Ethical Dr. Mary Ann P. Flores
Session 1 Standards for Public Officials | Chief, CID

and Employees
/Personnel Policies, Rules
and Procedure integrated
with 2017 ORAOHRA

10:01- 12:00 NN
Session 2

Administrative Discipline &
Grievance Machinery/ Case
Studies/Issues in the Office
-Absenteeism &Tardiness
-Disciplinary Authorities and
Actions

Mr. Jeremy C. Denampo
Administrative Officer V
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Revised Rules and

Order No. 49, s. 2006)

Procedures of DepEd (DepEd

12:00- 1:00 PM

LUNCH

1:00 - 2:00 PM

Personal and Professional

Dr. Anelito A. Bongcawil, CESO VI

Session 3 Commitment Assistant Schools Division Superintendent
2:01 -3:30 PM Leadership Journey Dr. Marilyn S. Andales, CESO V
Session 4 Schools Division Superintendent
3:31- 4:00 PM WRAP-UP MR. LOIUE MONTEROSO
EPS II- HRD

4:00-4:30 PM

Closing Program

1.Prayer Canned

2.Nationalistic Song Canned

3.Inspirational Message

4.Giving of Challenge

5.Impression /Response

of Participation

6.Closing Remarks

6. Distribution of Certificates

Dr. Marilyn S. Andales CESO V

Dr. Anelito A. Bongcawil CESO VI

Selected Participants

Dr. Lorenzo M. Dizon, CESO VI
Fay C. Luarez TM, EdD, PhD
Victor A. Ybanez, MD, EADD, PhD
Dr. Mary Ann P. Flores

Dr. Fay C. Luarez
Assistant Schools Division Superintendent

...HOME SWEET HOME...
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WORKING COMMITEES

Program and Invitation Mr. Chaney A. Gulfan
SREPS- Soc. Mob

Decebel Sungayan

Registration and Attendance ADAS 2

Training Evaluation Dr. Roderic Goles
SEPS-M & E

Physical Arrangement/Labelling Glynn Deabanico

EPS II- SOC.MOB

Tarp/ Certificates (Appearance, Participation, Mr. Louie Monteroso
Recognition) EPS II- HRD
Accommodation Margarita A. Nierra
SEPS- P & R
Training Materials Louie Monteroso

Decebelle Sungayan
Elisa Ybanez
Mary Ann Celino

Token/Food Miss. Ma. Teresa Peralta
Mrs. Desiree Ramos
Mrs. Maxima Truya
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Republic of the Philippines
DEPARTMENT OF EDUCATION
Central Office - Region VIl
SCHOOLS DIVISION OF CEBU PROVINCE

Sudlon, Lahug, Cebu City

LIST OF APPOINTED ADMINISTRATIVE OFFICER 1f {Batch I}

No. Name of Administrative Officer il Hired AREA OF ASSIGNMENT Status
- School ID School/Office District
Surname First Name M.L.

1 (JUMAQ-AS RHEA MAE N DIVISION OFFICE Internal
2 |MANSANADEZ ARLENE T DIVISION OFFICE Internal
3 |LAS PINAS CHERYL C. DIVISION OFFICE Internal
4 1ALVARADO SUZETTE A DIVISION OFFICE Internal
5 |ALMAZAN RONNA FE C 118900 ALOGUINSAN CES Internal
6 |NAZARENO ELDENITA A 119538 OSLOB CES Internal
7 |ABRIOL IMEE ROSE C. 119190 DAWIS ES internal
8 |OPRIASA MERCEDITA M 500042 CATMON IS internal
9 |DELOS SANTOS BETTY S 119234 |BAGONG LIPUNAN ES Internal
10 {LOQUIAS MICHAEL 119250 TUGBONGAN ES Internal
11 |PAULO MECHELL A 119237  |CASILIES Internal
12 {JARON JOVELINE A 119238 CONSOLACION CES Internal
13 |MENDOZA MITCHELLE S 119244 |NANGKA ES Internal
14 |opPO ROMMEL P 119248 |TAYUDES Internal
15 |TIBOR MARY CANDICE T 119236 |CANSAGAES Internal
16 |LASAY MARIA JOSEFA B 119412 |JUBAYES Internal
17 |CONDINO CZARNE GRACE C. 119266 |DAANBANTAYAN CES internal
18 |TAN CHONA LEE Y4 119477 MINGLANILLA CES internal
19 |ALCONTIN LOVELY JOY L 119478 TUNGKOP ES Internal
20 |GARZON SHARON B 119474 CALAJOAN ES internal
21 {CANADA ELENITA R 119488 TUNGKIL ES Internal
22 |ORTILLANO CHIQUI L 119487 TUBOD ES Internal
23 |RESTAURO RONEL A 118904 BONBON IS Internal
24 |FERROLINO RHEA GRACE B 118994 BADIAN CES Internal
25 |ALPAS ARTEMIO F 119073 BARILI CES Internal
26 JARNAIZ JOVET L 119377 DUMANIJUG CES Internal
27 |PADIZ ROSEMARIE G 500894 GINATILAN IS Internal
28 |RABUYA GERALDINE G 119498 MOALBOAL CES internal
29 |BAYONAS LIGAYA H 119492 BASDIOT ES internal
30 |GENERALE CIELO MARIE J 119018 BALAMBAN CES Internal
31 [LAO PEARL ANGELIE P 119566 PINAMUNGAJAN CES Internal
32 }ARIAS ANGELICA ANNE v 118872 ALCOY CES internat
33 |OSORIO MARY CHERRYLYN B 118875 GUIWANG ES Internatl
34 |TOLENTINO CELESTE L 118917 ARGAO CES Internal
35 |MAGSAYO MELJORIE o] 118962 TALOOT CES Internal
36 |URACA BETHANY B 119128 BOLJOON CES Internal
37 |LIMBAGA JOSEPHINE M 119314 DALAGUETE CES internal
38 |BERINGUEL ANECITA L 119305 MANTALONGON ES Internal
39 |CABANLIT ANGELICA B 119537 NUEVA CACERES ES Internal
40 [PEREZ HAYDEE M 119722 SIBONGA CES Internal
41 [LUMONGSOD JUNREX D 119141 BORBON CES Internal
42 [DELOS REYES GRAZIEL E 119145 |DON GREGORIO ANTIGUA ES Internal
43 |ESPOLITA ANDRES M 119187 CARMEN CES Internal
44 |PINONGAN GERALYN G 118887 COMPOSTELA ES internal
45 {PARADIANG MA. FE CONSUELO B 119228 ESTACAES Internal
46 |GIPGANO SHIONY T 119242 LAMACIS Internal
47 |PALMA JOAN KIM R 119241 JUGAN ES internal
48 |TUBAY MARGIE G 187025 CATARMAN PS Internal
49 |DELA TORRE LUCHE P 119414 LILOAN ES Internal
50 |REGISTRADO ROMELYN D 119423 YATI ES Internal
51 |GOMEZ JUDITH B 119421 |TAYUDES internai
52 |APLICADOR MELISSA S 119417 SIMEON AYUDA ES Internal
53 |MALACAT AMORLINDA D 119650 SAN FRANCISCO CES Internal




54 |ABELLO DELIA S 119048 BANTAYAN CES Internal
55 |[RIBO GINA T 119068 SAN JOSE ES Internal
56 |GOMEZ KRISAMAE F 119430 MALBAGO ES Internal
57 |OTTO CHUCHIE } 119263 BATERIA ES Internal
58 |TORING CHARISSE M 119289 TAPILON CES Internal
59 |MARFA ELIOMAR M 119284 MAYA ES Internal
60 |SINADIJAN MARIVIC E 119823 TOMINIAO ES Internal
61 |TORING EDGARDO V' 119277 AGUJO ES Internal
62 |DAYUHA FLORDELES S 119463 KAWIT ES Internal
63 |ARRIESGA AGNES R 119826 ANTIPOLO IS Internal
64 {OQUINA MAE ANN M 119669 SAN REMEGIO CES Internal
65 [GULLIMAS WINMAR REY T 119663 HAGNAYAIS Internal
66 |SINILONG JESSICA A 119667 MARNO IS Internal
67 |HORTELLANO MILA S 119694 |SANTA FE CES Internal
68 |MOIJEDO MYLENE F 119688 HILANTAGAAN ES Internal
69 |MONTEBON FLORDELUNA C 119824 |TUBURAN CES internal
70 |SANCHEZ BRENDA P 119071 VITO ES Internal
71 {MALAZARTE GOLDIE B 4648303 |UPPER TUNGHAAN ES Internal
72 |{SARITA HYRIEL E 119629 NORTH CES Internal
73 [DAYUIA ANALENE A 119628 PITALO ES Internal
74 |DUMARAN ALFIE M 119632 SANGAT ES Internal
75 |DIOLAN ARCHIEL S 119411 CATARMAN ES Internal
76 |TALISIC MATT GERSHOM M 303092 CALERO IS Internal
77 |FERROLINO MARIA CAROLYN A 118881 ALEGRIA CS internal
78 |[LOBERANES ADRIAN LEO M 119766 TABOGON CES Interna!l
79 {GESIM JAKE B 119485 LIPATA CES Internal
80 [LAMPASO RHEA JANE N 119384 BITOON CES Internal
81 |AMBE LIZA F 119256 |DAY-ASES Internal
82 |BORBON KAROL L 119630 SOUTH POBLACION ES Internal
83 |DICO RHEA B 119255 jCORDOVA CES Internal
84 |[LAVADOR EMMANUEL M 119196 LUYANG ES Internal
85 |VERALLO CHRISTIAN REAL C 119468 MEDELLIN CES Internal
86 |QUINO ALCHER C 119422 [TILTILON ES Internal
87 |CALO SANTIAGO (o] 119751 |ILIHANIS Internal
88 |TAPALES REMEDIOS B 118866 ALCANTARA ES Internal
89 |WENCESLAO JEZER T 119472 BACAY ES Internal
90 |BENIGAY MARISA T 119572 TAJAOQ CS Internal
91 |LOYOLA CARMELLE MARIE M 119191 ELPIDIO |. DE DIOS ES Internal
92 |BATAYOLA RAMELO B 119475 |[GUINDARUHAN ES Internal
93 {BAYLOSIS VEE ANN S 119601 [RONDA CES internal
94 |DURAN DAVE F 119076 |DAKIT ES internal
95 |ALCORDO JANE T 119568 |RIZALES Internal
96 |SANIEL JAMES SCOTT v 119722 |SIBONGA CES Internal
97 |ITO RUTHSHELYN P 119230 |MAGAY ES New

98 |OMANG HEIDI F 119024 |JOSE CHONA JO ES New

99 |ESPINOSA LEVI I 119429 |MADRIDEJOS CES New

100 JIMPERIAL JANICA P 119092 |GUIBUANGAN CES New

101 |PORNASDORO LOURDES N 119742 SOGOD CES New

102 |GILLERA RHEA C 118988 STA. LUCIA ES New

103 |VERALLO SELWIN A 119781 TABUELAN ES New

104 |VIGAN REGEAN NICA L 119040 CORNELLO C. MELGARES New

105 {CATAQUEZ JiMMyY P 119658 |UNIONES New

106 |DOSDOS RIZZEL KIM R 119654 STA. CRUZ ES New

107 |ZAMORA ARNOLD G 119031 ARPILIES New

108 |FLORITA JEORGE IAN ) 119692 OKOY ES New

109 |ANDO WELAH D 119582 ESPERANZA ES New

KRISTELLE LOEE

110 JAUSTRIA NINA L 119426 KAONGKOD ES New

111 |[MOLIT CRIS MARK A 119742 POBLACION ES New

112 {DICO SARAH JANE A 119260 PILIPOG ES New






