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Scllools Division of Cebu Province

Office of the Schools Division
Superintendent September 8, 2023
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REsCINDING DrvlsloRT MEMo No. 318 s. 2o23 REGARDING THE
PROCESSIHG OF TIRE EMPLOREES' (HEWLY EHRED)

F© SALART

TO:    Assistant schools Division superintendents
Division Chiefs
Education FTogram Supervisors
Public Schools District Supervisors /District Caretakers,
Elementary and Secondary School Heads
All Others Concerned

1. The field is hereby informed that am newly hired employees both teaching and
nonteaching  |personnel)  can  report  to  schools  or  offices  upon  receipt  of their
(his/her) appointment documents duly signed by the appointing officer or authority
without walting for the attestation from the Civil Service Commission. This is in
accordance with the provision of the 2017 0RAOHRA as amended (to quote):

`'If the appointee has taken his/her oath of office and assumed the duties
of the  position,  he/she  shall be  entitled to  receive  his/her salary at once
without  awaiting  the  approwh/validation  of  his/her  appointment  by  the
Commission".

2.  However,  the processing of the  employee's  (newly hired)  first salary must be
supported by duly attested appointment from 'the Civil Service Cc}mmission, as
stipulated in the latest COA Circular No. 2023-004 dated 14 July 2023, stating the
fonorfug:

4. 1. 1 First salay
Rechlar Empldyees

I   Certificate of Appointment duly attested by the Civil Service Commission
(csc) or its equivalent;                                                                 fu

3. In this regard, all newly hired senior high school teachers and nonteaching
personnel who already received their appointments but still not reporting to
schools or offices (still waiting for their attested appointments from CSC) are
hereby directed to report to schools or offices on Monday, September 11, 2023.
School heads must issue the fist day of service/assumption to duty consistent with
the oath of office {same date) sigried by the barangay captain, municipal mayor, or
any  notary  public  in  the  locality.  School  heads  (or  ADAS)  must  submit  these
documents to the HR Unit for record purposes.
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4. In case of disapproval of the appointments issued, the employees who reported for
work without the duly attested appointment can still claim their salaries based on
the principle  of "services  rendered"  and not a fiabmty to  the  HRMPSB  or the
appointing officer who exercised due diligence and good faith in the issuance of those
appointments.

5.  The  Division  Office  is  thanlrful to  COA personnel who  granted the  Division's
request for harmonization and consistency in the implementation of the confficting
policies of the CSC and COA but with complementary roles in ensuring the effective,
efficient, and sound delivery of services to the pubfic.

6. This Memorandum shall take effect immediately upon uploading at the Division's
website or posting on the HRMPSB's bulletin board.

7. Widest dissemination of this Memorandum is hereby directed/desired.

SENEN RIffi.PAULIN,cEsov
ools Division superintendent       -

P/

eds|ands3|virF!g|ELNftR,
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Schools Division of Cebu Province

Office Of the` S€hcol§ Djvisi®n
SHparimendent August 11, .2023

DaEvlsIORT rmEFTORARTDURE
Np-±t=8_ a. 2023

OBsmR:vEN€E OF cod clRc:ULAR RTO. 2023-o04 DATED .14 du"E 2Oae
RE;iAZ::u}ING "RE pFaoGessING oF TEE EREmRErs* Fffisff sanAR¥

TO:    Assisfaat schools Dfrosion superintendsffits
Divisiofi Chiefs
Erfucatiori Program Sixpervisors
PuhHcSchootsDisthctSupervisors/DistrictCaretakers
Hlememi:ar:}r a:nd Secondary School Heads`  AIL Others Coflcermed

i. As stipulated in COA Cfrourfu H®. 20as-004 dated 14 Jrme 2023. partiouiarky
page7OfJhaexA,theclainofffstsala;ry{indiwidralclains}shalifiowbe"ppurted
ty the  CSC  attested  appoint:ment  docurnem:t  {Certificg[te  Of Appointheut  duly
afiested ky the Ciwh Scndce Commission), in this regard, the field is hereby nedfied
that the folfowing mtlst foe ohserved:

I.1 RTewfty fiir©d fi®nteashing perSonneE should orfuy repcut to work {1st dasr
Qf sewice} at the tine that his/her appointment paper ®r deourfuent has atready
been attested ty the €SC Cebu Cfty RTortli Field Office; the ermpleyee ccmcemed
needs to submit a modified/revised and/or filled up oaLth Of ®ffloe and first day
Of serwlce (1ds day Of assumption to dHty| documents consistently da;ted ou the
date of #ecefpe af his/her duty attestetl appoinfroent dooume"t from the Girl
Serfece commission;                                                                                      ` I

1.2 evenly hired teachers from kindergarten to junies high §chaof may
report  to  schods  upon  receipt  Of  the  appQinfrormt  document  (certifica;ts  Of
appointment)  dtry signed ty the  schads  division. superintendent,  however, the
processing Of thdr first salar:y shaH ®nty be done once they aiready reeeived the
a[ttegted appoinfroemt paper/deeu"ede from the CSC Cebu caty Horfu ffichd
®ffiae;                                                                                                                             A

1.3 Avow±y hired senior higqL school teachers as wem as spe-clad edmcatien
±eaehers {incrqd±ng the pmvistoml teachers, except DOST scholar-eecip±ents}
should orfty report to work {1gt day of service in scfrools) at the time that his/her
appointment paper or do€ii:tment has aiready been attested try the CSC derfu
ffityENorthffididOffice5theteacherconcemedfleedstosubmifeamodifled/sevi§ed
and/or ffimed xp Oath of office and the flrst day of service list thy of assunpfion
€® rfuty) dceunents consigtentry dated on ths dgrte Of receipt of his/her duty
attested appQinfuent d®cunneut from the Civil Service Commission;

Address: ipH0 B!dg., Sudlon, Lahug, Cebu Cfty
Telepltone Nos.: {83Zi 255fi405
EmailndLE±ES=3.ff.bL¥:EEgvince@deped.goo.ph



-.:ys   r`qu--      pr,S

-.  ,h'-                           i

-i,`             :I

I.4TcachingandmontcachingpersenneliRTheaeredipientsOfpromotional
a:ppoinfuen±smgHyreporitoworkinediat©ky{1stdeFOfserviceOftheflewp®sifien}
upon receipt of the prormotioflal appointhefit docmmeut chtry sigried bar the scfrods
diwisien   sxperfurfudsut;   the  processing  of  salay  atljust"eut  c!an  foe   done
froediatalgr irfethe"t ura£±£ng F®£ ±ifee  esc! attested promutienal app8infmeife
{cerfficgrfe fir appointhent}; if the` profflofromal appoin±ffient is disappanved try tag
CSC,theenpleyaeconcemedwhlgrbaclt®rshallfoemewertedtoELs/herprevious
poaiftfon; the serdees refldered are to be considered vaifd/in order and ke/she is
entitled fo the salaries and other monetary befiefits attached to the positiorL during
the ting!, as a cg€jTeefo o#eer {serieea rendered);

2,.  S€ctioH  18  Of the 2017  0mrihngs REes on Appoinrfuents anti Other HREan
Reseur¢e  Adioas  {ORAOHRA!  as  am€fldsd,  Clearly  stipula:ted:  {to  quote}  `CThS
§erwices Eendeaed after the rejection {disapproval Of appointheat} shall andi bs
c®medeqed#®ircamrmeae€serd¢¢andth¢papr®"t®fsrfuries§hambetfreELJiffifgr
®f the apH®inthg qffreer/ee"thtprity" {effors en app®inrfuents/disapproval Sfian
now foe the personal ifeff±ty cf the appeinthg tiffi#er as te pa5zmffit cf sedarias and
othef"enetaryfeensfitsormlofigercomsideredanerfficeorgovermrmfftexpense}9{fodid
charatgters sxppfiedj.

a. 'rmis MenoFandmm shall take effect immedigLtefy xpon xplo&ding at the Diwisirm's
webst±g or posting en:i the HErmpsB's bulletin board.

4. Widiest dissemin&tien of i:his Memorand:urn is hereby direeteti/desired.

ERIffithELEN,GH3SO V
Division SuperfuEendesr£
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4.0    Salary

4.1   IndiriduEal claims

4.I.1      Firstsalary

arEm

Cedificate ef App oinine
Ctormission (CSG} or its
Assigrmenifee-A§sigrm'

Srfuce

CcarifledcopyofOathOfoffice
CerdficateofAssumption
Statement of Assets, Lidsilities and Net Wrfu
Appmved Dally Time Record (DTRj
Bureau of hatemal Revenue ®IR} witholding cerdficate
Paprofi  haformation  on  New  Empleyee a?INE} or any equivalent
decunent

H       Authority from the clainat and identification documents, if clained
bypersonotherthanthepayee

&d¢£i!ig!aalj±sglai±±sm±gn€s..fi}r..."a±an±af§Hae=..{ifem±asrsg:±zsE¥mse£.aanc±±£q
ffREffl

E       €learanee from rmoney, proputy and legal aceouffitabfiities from th#
previous office

I       Certified copy of paid distursement voucher oflast salary received
and/orCerfeficgrtionbytheChiofAceountanfforthebreckdoirmOf
lastshar.yrsceivedandremittanceOfstatHtorydedecfronsfrom
previous office

E        Cerfuficate of leave credits
B        Service Records
H       Bin cerfuficate of compensation pa3rmentfTax withheld
H       Approved/paid Home Development Mrfual Fnd quDMF) and

PhilHcalth Forms

Forco#traQtofserviqQ_an¢JdeorderiHJg#ggg&

I       Approved contract for contract ofservise and Jab order worker
H       CffiifeateofAssunption
H       App"vedDTR
B       Bin withholding certificate

4.1£ Sahary {ff Deleted from ffle PaFTollj

Approved DTR
NoticeofAssumption
Approved Application for I,€a:veg and

%caowreTfrvedaysoT"aeanddsar

cat Cefiifi
if on leave

8


