SCHOOLS DIVISION OFFICE — EXTERNAL SERVICES

Office of the Schools Division Superintendent

Receiving of Complaints against Teaching Personnel

(Multi-stage Processing)

Administrative complaints may be filed for any of the grounds specified under DepEd Order No. 49, series of 2006,
“Revised Rules of Procedure of the Department of Education in Administrative Cases” or Revised Rules on
Administrative Cases in the Civil Service (RRACCS). This refers to the process of receiving formal complaints against
any DepEd Teaching or Teaching-Related Personnel.

1. Affidavit/Sworn

Records Unit
Legal Unit

Office of the Assistant Schools Division Superintendent
Office of the Schools Division Superintendent

Complex

Government to Government
(G2G)G2C - Government to Client Government to Business (G2B) Entity

ALL

Notarized
Complaint in accordance with Section 4 and 5 of
D.O. 49, s. 2006.

2. Certificate of
notarized.
Note: Pro-forma or template with regard to
Complaint/Affidavit and Certificate of Non-

Statement  or

Non-Forum  Shopping duly

complaint  to
OSDS for
routing.

Forum Shopping Client

3. Supporting/Evidentiary Document/s, if any.

*All requirements must be accomplished in two (2)

original copies, one (1) photocopy and one (1)

additional copy per additional person-complained-

of.

1. Submit the formal | 1.1. Evaluate the None 10 minutes Administrative Aide
complaint, with pertinent complaint and VI or Administrative
documents, any, or attached Officer IV (Records
sealed document/s to evidentiary Unit)
Records Unit document/s,

(Receiving Window) as to its

completeness.

1.2. Stamp 3 minutes
received the
documents
and receiving
copy with
transaction
number.

1.3. Log the 5 minutes
received
document/s to
the Incoming
Logbook.

2. Receive the receiving copy| 2.1.Return client's None 3 minutes Administrative Aide

for reference receiving copy VI or Administrative
Officer IV (Records

Unit)
2.2. Forward the None 10 minutes Administrative Aide

VI or Administrative
Officer IV (Records
Unit)




CLIENT STEPS AGENCY ACTION | FEESTOBE | pROCESSING PERSON
PAID TIME RESPONSI BLE
2.3.Log the | None 10 minutes Administrative Aide
document, with VI or Administrative
attached Assistant IlI
referral slip, to (OSDS)
the appropriate
logbook
1 day
5 minutes

2.4, Evaluate and Schools Division
make Superintendent
necessary (OSDS)
notation and
sign the
routing slip.

2.5. Forward to
Legal Unit, for Administrative Aide
appropriate V| or Administrative
action. Assistant lll

(OSDS)

2.6.Evaluate  the None 1 day Attorney III/
complaint if the Designated Legal
same is Officer
grievable/
mediatable or
not and
prepare
necessary
Communicatio
n,
copy furnished
the client

2.7.Forward to None 1 day Administrative
OSDS the Assistant IIl (Legal)
initialed or Attorney
communication lll/Division Legal

Officer
ASDS
Administrative Aide
VI (ASDS)

2.8. Log the | None 10 minutes Administrative Aide
document, VI or Administrative
with Assistant Il|
attachment/s (OSDS)
to the
appropriate
logbook

5 minutes

2.9. Return signed
communication
to Legal Unit,
for
organization of
documents




FEESTOBE | pROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSI BLE

2.10. Arrange the None 20 minutes Administrative

documents to be Assistant lll (Legal)

forwarded to or

Records Unit.

Attorney Ill/Division

2.11. Forward to 5 minutes Legal Officer

Records Unit, for

releasing

2.12. Stamp None 10 minutes Administrative Aide

Release the VI or

documents and

arrange for Admlr"stratlve

servicing/ sending Officer IV (Records

to addressee Unit)

2.13. Coordinate 30 minutes

with the

Office/Agency and

contact the client
3. Receive and sign the| 3.1. Release the None 5 minutes Administrative Aide
Communication, if with proof | Communication VI or Administrative
of service, sign the proof of Officer IV
service. 3.2. Ifthereis a or

proof of service, designated Liaison

serve and secure a Officer (Records

signed Proof of 10 minutes Unit)

Service.

3 days,
TOTAL None 2 hours,
11

minutes




SCHOOLS DIVISION OFFICE — INTERNAL SERVICES

Office or Division:

Office of the Schools Division Superintendent (OSDS)

Classification:

Simple

Type of Transaction:

Government to Government (G2G)

Who may avail:

DepEd officials and employees meeting the conditions for foreign personal travel as

stated on DOs 043 and 046, s. 2022, specifically

e Requests from schools as recommended by the School Head

e School Heads

e Requests from Division Chiefs and below, including Public Schools District
Supervisors (PSDS), in Schools Division Offices (SDOs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. One (1) original copy of filled out Travel Authority
for Official Travel Form with supporting
documents (see below)

Annex A, DO 043, s. 2022
https://www.deped.gov.ph/wp-
content/uploads/2022/10/DO s2022 043- corrected-copy.pdf

2. One (1) original copy of the signed invitation
addressed to the requesting party

Inviting foreign  government/institution or international

agency/organization

B. One (1) original copy of Itinerary of Travel

4. One (1) original copy of Written justification,
addressed to the Approving Authority, to be
noted by the Recommending Authority,
explaining the minimum conditions for
authorized official travel stated above and why
alternatives to travel such as all forms of
communication, (e.0. teleconferencing/
videoconferencing, submission of briefs/
position papers) are insufficient for the purpose.

Client

5. One (1) original Certificate of No Pending Case

Legal unit with jurisdiction over the client

6. One (1) copy of approved Completed Staff Work
(Csw)

International Cooperation Office / Client

One (1) copy of Estimated Travel Cost

One (1) copy of Work and Financial Plan

Client’s office

Optional requirements:

- If applying for Cash Advance (CA): Original
certification that previous CA has been
liquidated

Accounting unit with jurisdiction over the client

- For Teachers in the Exchange Visitor Program
of the US Government:
a. TA signed by the Secretary
b. Clearance Certificate
c. Copy of the Registration Sticker

Office of the Secretary
Regional Office
Commission on Filipino Overseas

- For Division Chiefs and higher, a draft Office
Order (SO) designating an OIC, if applicable,
so as not to hamper the day-to-day operations
of the office

Signing authority for OO designated by the Secretary

1.1 Issuance of Foreign Official Travel Authority

CLIENT STEPS | AGENCY ACTION FEESTOBE | PROCESSING | pergon RESPONSI BLE
PAID TIME

1. Submit | 1.1 Check the documents None 10 minutes Records Unit

complete received, process for

requirements  to | release to the Personnel

the SDO Unit
1.2 Receive documents None 5 minutes Personnel Unit
and prepare TA for
signature
1.3 Check documents for None 3 hours Personnel Unit
completeness and
accuracy
1.4 Countersign Form and None 15 minutes Personnel Unit
TA and forward documents
1.5 Review and sign the None 4 hours SDS



https://www.deped.gov.ph/wp-content/uploads/2022/10/DO_s2022_043-corrected-copy.pdf
https://www.deped.gov.ph/wp-content/uploads/2022/10/DO_s2022_043-corrected-copy.pdf
https://www.deped.gov.ph/wp-content/uploads/2022/10/DO_s2022_043-corrected-copy.pdf

Form and TA
1.5 Return the documents None 10 minutes OSDS
to the Records Unit
1.5 Receive signed TAand None 1 day Records Unit
other documents, forward
to the Central Office
. Submit complete | 1.6 Receive and process None 5 days Central Office
requirements  to | request; return documents
the SDO to OSDS
. Receive 2.1 Check documents None 20 minutes Records Unit
requested received and process for
document/s from | release; release
the Records | document/s to intended
Section recipient.
Submit post- [ 3.1 Receive the post- None (One —calendar Records Unit
travel report | travel report. returning to the
addressed to the permanent official
Office of the station)
Secretary
TOTAL None 7 days

1.2 Issuance of Foreign Personal Travel Authority

DepEd officials and employees may apply for travel authority (TA) for private trips purely for personal purpose and
undertaken without cost to the government. However, foreign scholarships/trainings sourced and pursued in their
personal capacity need to be brought to the attention of the immediate supervisor or head of office before applying
for TA. Likewise, those who intend to study abroad may be required to comply with the required service obligation

after the period of their leave.

Note that those who have pending administrative case/s, unliquidated / no clearance / non- compliance to reportorial
requirement for any previous travel shall not be granted foreign personal TA.

Office or Division:

Office of the Schools Division Superintendent (OSDS)

Classification: Simple

Type of Transaction:

Government to Government (G2G)

Who may avail:

e School Heads

DepEd officials and employees meeting the conditions for foreign personal travel as
stated on DOs 043 and 046, s. 2022, specifically
e Requests from schools as recommended by the School Head

e Requests from Division Chiefs and below, including Public Schools District
Supervisors (PSDS), in Schools Division Offices (SDOs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One (1) original copy of filled out Travel Authority for
Personal Travel Form with supporting documents
(see below)

Annex D, DO 043, s. 2022
https://www.deped.gov.ph/wp-

content/uploads/2022/10/DO s2022 043- corrected-copy.pdf

One (1) original copy of written manifestation, noted
by the Head of Office, that absence will not hamper
the operational efficiency of the office

Client

Certificate of No Pending Case

Legal unit with jurisdiction over the client

CSC Form No. 6, s. 2020 (Leave Form)

jurisdiction over the client

Civil Service Commission (CSC) / Personnel unit with

Optional requirements:

- Draft Office Order (OO) designating an OIC, if
applicable, so as not to hamper the day-to-day
operations of the office

Signing authority for OO designated by the Secretary

- Study Leave of NTP (up to 6 months): Contract
between the agency head or authorized
representative and the employee concerned

Personnel unit with jurisdiction over the client

- For leaves that exceed one month: CSC Form No.
7, s. 2017 (Clearance Form)

jurisdiction over the client

Civil Service Commission (CSC) / Personnel unit with

route to Personnel Unit

FEESTO |pPROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID e RESPONSI BLE
1. Submit complete | 1.1 Receive the documents None 10 Records Unit
requirements to the SDO and log on the database, minutes



https://www.deped.gov.ph/wp-content/uploads/2022/10/DO_s2022_043-corrected-copy.pdf
https://www.deped.gov.ph/wp-content/uploads/2022/10/DO_s2022_043-corrected-copy.pdf
https://www.deped.gov.ph/wp-content/uploads/2022/10/DO_s2022_043-corrected-copy.pdf

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSI BLE

a. School Head

b. Office of the School Head
— for Teaching and Non-
Teaching Personnel in
Schools

c. Division Chiefs and below,
including PSDS in SDOs

1.2 Check documents for
completeness and accuracy.

If there is no discrepancy in
the documents submitted,
forward to the Legal Unit.
Otherwise, inform the client
of discrepancies and wait
for reply.

None

2 hours

Personnel Unit

1.3 Check if client has
pending case, sign
clearance as applicable,
and return to Personnel Unit

None

2 hours

Legal Unit

1.4 Receive documents
and prepare TA for signature

None

1 hour

Personnel Unit

1.5 Review documents for
signature

None

2 hours

Personnel Unit

1.6 Countersign Form and
TA and forward documents
to OSDS

None

15
minutes

Personnel Unit

1.7 Review and sign the
Form and TA

None

1 day

SDS

1.8 Return the documents
to the Records unit

None

10
minutes

OSDS

1.9 Check the documents
and forward to the Office of
the  Regional Director
(ORD)

None

1 day

Records Unit

1.10 Receive and process
request; return documents
to OSDS

None

2 days

ORD

2. Receive
document
Records Unit

requested
from  the

2.1 Check documents
received and process for
release; release TA to
intended recipient.

None

25
minutes

Records Unit

TOTAL

None

5 days




