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SCHOOLS DIVISION OF BAGUIO CITY

September 23, 2025

DIVISION MEMORANDUM
No. 58 3-2 025

PROTOCOL FOR ROUTING FORMAL CHARGES AND PREVENTIVE
SUSPENSION ORDERS FROM THE REGIONAL OFFICE TO
CONCERNED EMPLOYEES

To:  Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Public School Heads
All Others Concerned

; To ensure a standardized and accountable process for routing formal charges

and preventive suspension orders issued by the Regional Office, all concerned
personnel are directed to strictly observe the official procedure outlined in the el
attached Process Flow (Enclosure 1). Y

2. This procedure facilitates the prompt recording and acknowledgment of
documents received, timely endorsement to the Head of Office or designated
authority, immediate and properly documented notification of the concerned
employee, and effective monitoring of the preventive suspension’s implementation
within the prescribed period.

3. All concerned personnel must be fully familiar with the process flow and
committed to its consistent and accurate application for all formal charges and
preventive suspension orders received from the Regional Office, effective
immediately.

4. For guidance and strict compliance.

SORAYA T. FAC PhD, CESO VI
Schools Division Quperintendent

OSDS/STF/nde

') S
i W @
MATATAG AN -

e R . BAGONG PILPINAS

Address: 82 Military Cutoff Rd, Baguio, Benguet, 2600
Telephone No.: (074) 665-1231

Email Address: baguio.city@deped.gov.ph

n DepEd Tayo Baguio City @ https:/idepedpines.com




PROTOCOL FOR ROUTING FORMAL CHARGES AND PREVENTIVE SUSPENSION ORDERS
FROM THE REGIONAL OFFICE TO CONCERNED EMPLOYEES

|
Enclosure 1 to Division Memorandum No.

START

.

Receipt of copy of Formal Charge
with Order of Preventive
Suspension from the Regional Office

e B
Received by Received by
SDO only SDO and School
<>

Y

School coordination with
SDO Legal Office within 1 day
from receipt of copy of the
Formal Charge

SDO issuance of the Order of Implementation of the Preventive
Suspension to Respondent, Division Personnel Office, and School, within
3 days from the end of the 15-day reglementary period to file a Motion
for Reconsideration (MR) or from the notice of denial of the MR

RESPONDENT IS SDO PERSONNEL OR NON-
INDEPENDENT UNIT SCHOOL PERSONNEL

Division Personnel Office implementation of the (1)
preventive suspension following the effectivity date
stated in the Order, and (2) salary stoppage

-

RESPONDENT IS INDEPENDENT UNIT SCHOOL PERSONNEL

School coordination with the Division Personnel Office if technical

assistance is needed within 1 day from receipt of the Order

et

School implementation of the (1) preventive suspension following the

effectivity date stated in the Order, and (2) salary stoppage

~EE

Receipt of copy of Finality of the
Administrative Case Decision

8-

DECISION: FOR DISMISSAL OF THE CASE

SDO issuance of the Order of Implementation of the Decision
and Payment of the Respondent’s Salary During his/her
Preventive Suspension to SDO Personnel Office and School
within five days from receipt of the Decision

8-

Request for funds and processing of the
Division Personnel Office or School of the
payment of Respondent’s salary during his/her
preventive suspension within 5 days from
receipt of the Order

B

Release of Respondent’s salary within 1 day
from approval

B

DECISION: RESPONDENT WAS FOUND GUILTY

SDO process in implementing the Decision and imposing

the penalty will be followed

END




