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h. Photocopy of Service Record or Certificate of Employment duly 
signed by Administrative Officer/HRMO/Head of Office or his/her 

Authorized Representative; 

i. Photocopy of Performance Ratings in the last rating period(s) 

covering one (1) year performance prior to the assessment, if 
applicable 

j. Other pertinent documents, if available 

 
2. In consonance with RA No. 8792 or the “Electronic Commerce 

Act of 2000”, online submission of electronic copies of the 
above enumerated application documents may be allowed, 

subject to the submission of the hard copies upon request for 
purposes of verification (item 20, DO No. 12, s. 2022). 
  

3. Interested applicants may also send their application 

documents to sdobaguio.hrmo@gmail.com. 

• Receiving of documentary requirements of teacher 
applicants by the School Heads/School Admin Officers  

 

1. Receiving Officer shall ensure that Teacher applicants have 

registered first online before receiving their documentary 
requirements. 
 

2. Receiving Officer shall accept application documents and 

stamp the date and time received. 
 

3. School Heads shall conduct evaluation to check and verify the 

completeness, authenticity, and veracity of the documents 

submitted using the attached Checklist of Requirements and 
affix name and signature on the Attested part. 

 

4. School Heads may request the submission of the original 

copies for the purposes of verification. 

April 03 to 
05, 2023 

• Submission of application documents from schools to the 

Sub-Committees for Teacher I  
 

1. All application documents shall be submitted to the Sub-

Committees in-charge of each Level/Learning Area/Track. 

Schools and 

Sub-
Committees  

April 06 to 

21, 2023 
• Evaluation of Education, Teaching Experience, LET/PBET 

Rating and Training of teacher applicants 

Teacher 

Applicants 
and Sub-

Committees  

April 24 to 

May 26, 

2023 

• Conduct of Classroom Observations/Demonstration 
Teaching and Teacher Reflection 

 

1. All teacher applicants shall undergo the Demonstration 

Teaching for the PPST-COIs and the Reflection Written 
Examination for the PPST-NCOIs. 
 

2. In the conduct of Demonstration Teaching, the teacher 

applicants shall coordinate closely with the sub-committees 
considering that the lesson to be demonstrated will be the 

lesson for that day. Teacher applicants shall prepare and 
provide a copy of his/her lesson plan to the observers. 

 

3. Sub-committees shall strategically conduct the Demonstration 

teaching and Reflection Written Examination considering no 
disruption of classes. Close coordination shall be made with 

the teacher applicants as regards to the preparation of lesson 
plan considering that the lesson to be demonstrated should be 

the lesson to be taught as scheduled. This is to ensure that 
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while demonstration teaching is conducted, the lesson for that 
day is already delivered by the applicants. 
 

4. In case of application in multiple levels, applicant shall 

undergo Demonstration Teaching and Reflection Written 
Examination in all levels he/she intends to apply to. 

May 29 to 
June 02, 

2023 

• Preparation and submission of Comparative Assessment 
Results (CAR)  
 

1. Sub-committees shall accomplish the Comparative 

Assessment Result (CAR) Form. 
 

2. Electronic copy and duly signed printed copy of the 

Comparative Assessment Results shall be submitted to the 

Division HRMPSB Secretariat together with the minutes of 
deliberation. 

Sub-

Committees 
and HRMPSB 

Secretariat 

June 05 to 

30, 2023 

• Consolidation, review, finalization, and approval of the 

CAR-RQA 
 

1. Division HRMPSB shall consolidate, review, and finalize the 
submitted CARs. 
 

2. Division HRMPSB shall prepare 6 CAR-RQA (1 for Elementary, 

1 for Junior High School and 4 for Senior High School) and 
submit it to the Appointing Authority for approval. 

Division 
HRMPSB, 

Sub-
Committees 

and SDS 

July 03 to 

14, 2023 

• Posting of the approved CAR-RQA  
 

1. HRMO shall post the approved CAR-RQA in three conspicuous 

places including the bulletin board of the Division Office, 

Division Website and SDO-Baguio HRMPSB Facebook page. 

HRMO 

 

3. Applicants will be rated based on the following: 
 

Education Training Experience 
PBET/LET 

Rating 

PPST COIs 

(Classroom 

Observations) 

PPST NCOIs 

(Teacher 

Reflection) 

Total 

10 pts. 10 pts. 10 pts. 10 pts. 35 pts. 25 pts. 100 pts. 

 
4. To better facilitate the process in the evaluation and assessment of 

documents, the applicants are requested to follow the format and color coding of 
folders before submitting to the schools, to wit: 

 

Elementary – White 
 

Junior High School    Senior High School 
Araling Panlipunan – Green       ABM - Blue 
Edukasyon sa Pagpapakatao – Red      HUMSS - Green 

English – Brown         Arts and Design - Orange 
Filipino – Violet         Sports - Peach 

Math – Blue          STEM - Pink 
Science – Pink          TVL - Yellow 

MAPEH – Orange 
TLE – Yellow 
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Enclosure 1: Checklist of Requirements and Omnibus Sworn Statement 
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Enclosure 2: Increment Tables for Education, Training and Experience 
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Enclosure 3: 

Rubrics for Computation of Points for Education, Training and Experience 
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Enclosure 4: Rating Sheet for Classroom Observation 
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Enclosure 5: Rating Sheet for Teacher Reflection 




