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I. Mandate 

The Department of Education was established through the Education Decree 

of 1863 as the Superior Commission of Primary Instruction under a Chairman. 

The Education agency underwent many reorganization efforts in the 20th 

Century in order to better define its purpose vis a vis the changing 

administrators and charter. The present day, Department of Education was 

eventually mandated through Republic Act 9155, otherwise known as the 

Governance of Basic Education Act of 2001, which establishes the mandate of 

this agency. 

The Department of Education (DepEd) formulates, implements, and 

coordinates policies, plans, programs, and projects in the areas of formal and 

non-formal basic education. It supervises all elementary and secondary 

education institutions, including alternative learning systems both private and 

public and provides for the establishment and maintenance of a complete, 

adequate, and integrated system of basic education relevant to the goals of 

national development.  

 

II. Vision 

We dream of Filipinos who passionately love their country and whose values 

and competencies enable them to realize their full potential and contribute 

meaningfully to building the nation. 

 

As a learner-centered public institution, the Department of Education 

continuously improves itself to better serve its stakeholders. 

 
  

III. Mission 

To protect and promote the right of every Filipino to quality, equitable, culture  

and complete basic education where: Students  learn in a child-friendly, gender-

sensitive, safe and motivating environment. Teachers facilitate learning and 

constantly nurture every learner. Administrator and staff, as steward of the 

institution ensure an enabling and supportive environment for effective learning 

to happen. Family, community and other stakeholders are actively engaged and 

share responsibility for developing life-long learners. 

 

IV. Performance Pledge  

 [Adopted from the Performance Pledge provided in the CSC Citizen’s Charter] 
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WE, the officials, teachers and employees of the Schools Division Office of 

Iriga City, pledge to: 
 

 Serve you promptly, efficiently, and with utmost courtesy; 

 Ensure strict compliance with service standards; 

 Respond to your complaint about services as soon as possible; 

 Value every citizen’s comments, suggestions, and needs; 

 Empower the public through 24/7 access of information on our policies, 

programs, activities and services 

 

All these we pledge Because YOU deserve no less 

. 
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V. List of Services 

 

OFFICE OF THE SCHOOLS DIVISION SUPERINTENDENT (OSDS) 
- FINANCE AND  ADMINISTRATIVE 

Page 
Number 

EXTERNAL SERVICES 5 
Issuance of All Approved Documents 6 

INTERNAL SERVICES 7 
Filing of Administrative Complaints 8 

Provident Fund Loan Application 9 
Provisions of travel expenses to DepEd employees  10 
Application for Change of Status  11 
Application for Terminal Leave Benefits 13 
Issuance of Pay slip 15 
Issuance of Payroll  16 
Issuance of Employee Certifications of Contributions 17 
Issuance of Certificate of Employment, Other Certification and 
Service Record 

18 

Issuance of Certified True Copy/Photocopy of Personal Files 
and Others 

19 

Issuance of Clearance for Travel Abroad 20 
Issuance of Requested Files (Service Record & Service Credits) 21 
Provisions of payment of first salaries of Teachers and 
Employees of DepEd 

22 

Provision on Payment of salaries and Other Remuneration of 
Teachers and Employees 

24 

  
CURRICULUM IMPLEMENTATION DIVISION (CID) 25 

EXTERNAL SERVICES 25 
Enrolment at the DepEd-Alternative Learning System 26 
Issuance of ALS Passers Certification  27 

INTERNAL SERVICES 28 
         A & E Test Registration 29 
  
SCHOOL GOVERNANCE AND OPERATIONS  DIVISION(SGOD)  

EXTERNAL SERVICES 30 
SDO Medical and Dental Services  31 
Issuance of NCAE/PEPT Certificate of Rating (COR) 32 
Issuance of SBM Level of Practice 33 
Payment for application for the Philippine Educational 
Placement Test (PEPT) 

34 

INTERNAL SERVICES 35 
SDO Medical and Dental Services 36 
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1. Issuance of All Approved Documents 
 

Approved Documents by the Schools Division Superintendent are issued to the 

requesting party. 

Office or Division Schools Division Office of Iriga City 
Classification Simple 

Type of Transactions G2G 
Who may avail SDO Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

N/A  

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Look for the documents None 
10 minutes ADAS III 

 2. Release of documents None 
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Office of the Schools Division Superintendent -  

Finance and Administrative  

Internal Services
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1. Filing of Administrative Complaints 
 
Any person may file an administrative complaint against SDO personnel. 

Office or Division 
Schools Division Office of Iriga City/ 
Admin Personnel  

Classification Highly Technical Transaction 
Type of Transactions G2G/G2C 

Who may avail 
Any person may file administrative 
complaint against non-teaching and 
teaching personnel of the SDO 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 –Must be in writing and 
subscribed and sworn to by the 
complainant. Full name and address of 
the person complained of as well as 
his/her position and office of 
employment. A narration of the relevant 
______________  
___________ and materials facts or 
omissions, allegedly committed,  
Document 2 - certified true copy of 
documentary evidence  
Document 3 - affidavit of his/her witness, 
if any;  
Document 4 - certification or statement 
of non-forum shopping duly notarized by 
a commissioned notary public. 

 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Complaint and 
other 
documents 

1. Received the 
complaint and 
other documents 

None  5 mins 
Admin 

Personnel 

2. Get the copy 
of received file 

2. Issue the 
receiving copy of 
the sheet 

None 5 mins 
Admin 

Personnel 
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2. Provident Fund Loan Application 
 

Teaching and Non-Teaching personnel of SDO Iriga City may avail of the Provident Fund 

Loan at the Accounting Office. 

Office or Division 
Schools Division Office of Iriga City/ 
Accounting 

Classification Simple 
Type of Transactions G2G 

Who may avail 
Officers/teachers/employee of SDO Iriga 
City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Accomplished 
application form 

Accounting  

Document 2 – Copy of pay slip  

Document 3 – Letter stating the 
purpose of loan 

 

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
fully filled 
application form 

3. Received the fully filled 
out application form None 5 mins 

Accounting  
Personnel 

 4. Forward the 
application form to the 
personnel/legal/finance 
for actual signing 

None 5 mins 

Accounting 
Personnel 

 5. Prepare the payroll 
(subject to the 
availability of funds) 

None 20  min 
Accounting 
Personnel 

Verify the loan 
as to the 
condition. 

6. Release the proceeds 
of the loan (subject to 
the availability of 
funds) 

None 30 mins 

Accounting 
Personnel 
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4. Provision on Payment of Travel Expenses to DepEd Employees 

Reimbursement of the travelling expenses incurred on official business by SDO 

personnel.  

Office or Division Schools Division Office of Iriga City 

Classification Simple 
Type of Transactions G2G 

Who may avail DepEd Employee 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Approved Itinerary of 
Travel Completed 

SDS Office 

Document 2 – Approved Travel Orders SDS Office 

Document 3 – Memo School E-mail 

Document 4 – Receipt Sponsoring Agency 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit to the 
assign 
personnel 

1. Prepare the FINDES, 
ACIC, ADA, LDDAP or 
CHECK 

None 30 minutes 
MOOE Clerk / 

Authorized 
Personnel 

 2. Signing of ADM, 
DDAP/Check/FINDES by 
the concerned officials 

None 1 working day 
MOOE Clerk / 

Authorized 
Personnel 

 3. Submit the 
ACI/ADMA/LDDAP/Check/ 
FINDES to the bank 

None 1 day Cashier 

Verify from the 
bank the 
released of 
payment 

4. Release of payment 
through ATM 

None 2 days Cashier 
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5. Application for Change of Status 

 
SDO personnel who happen changed the status can apply to the administrative 

section for the Change of Status. 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 
Type of Transactions G2G 

Who may avail SDO Personnel 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Transmittal letter  
Document 2 – PSA Marriage contract if 
married 

 

Document 3 – CSC Form 212  
Document 4 – PDS  

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements to 
the receiving 
officer 

1. Receive the documents 
and forward to the 
authorized employee None 2 minutes 

Authorized 
Personnel 
(Frontliner) 

2. Wait for the 
verification of 
documents as 
to the 
completeness. 

2. Check the birth certificate 
or the marriage contract of 
the requesting person to 
prepare the certification 

None 3 minutes 
Authorized 
Personnel 
(Frontliner) 

 3. Check the completeness 
of requirements None 6 minutes 

Authorized 
Personnel 
(Frontliner) 

 4. Received complete 
documents None 6 minutes 

Authorized 
Personnel 
(Frontliner) 

 5. Forward to the 
concerned personnel in 
charge 

None 6 minutes 
Authorized 
Personnel 
(Frontliner) 

 6. Personnel in-charge 
review documents and 
process application 

None 6 minutes 
Authorized 
Personnel 
(Frontliner) 

 7. Forward concerned 
officers for approval 

None 6 minutes 
Authorized 
Personnel  

Look for the 
documents to 
the concerned 

8. Returned approved 
documents to the 
concerned personnel and 
file documents to 201 files 

None 2 minutes 
Authorized 
Personnel 
(Frontliner) 
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personnel as to 
the condition. 

  



 
 

13 
 

6. Application for Terminal Leave Benefits 

 
Processing of Application for Terminal Leave of  SDO personnel. 

Office or Division 
Schools Division Office of Iriga 
City/ Authorized Personnel / 
Frontliner 

Classification Simple 

Type of Transactions G2G 

Who may avail 
Officers/Teachers/Employees of 
SDO 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Approved retirement form  

Document 2 – Form 6  
Document 3 – Service Records  

Document 4 – NOSA for retirement  
Document 5 – GSIS Voucher  

Document 6 –  Certificate of Savings 
Landbank ATM 

 

Document 7 – Certificate of Vl/SL credits  

Document 8 – Report of Computation  
Document 9 – Cert of last day of service 
(Certificate by school head – teachers; 
certificate by section hear for non-teaching 

 

Document 10 – Teachers Clearance /Division 
Clearance 

 

Document 11 – LAWOP  

Document 12 – Certificate of no pending 
administrative case 

 

Document 13 – RTC Clearance  

Document 14 – Latest SALN  

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements 
to the 
receiving 
officer 

1. Received the duly filled up 
request slip and requirements 
and forward to the authorized 
employee.  

None 
15 

minutes 

Authorized 
Personnel 
(Frontliner) 

 2. Check the completeness of the 
requirements and the records of 
the requesting person for the 
computation of terminal leave 

None 
30 

minutes 
Authorized 
Personnel  

 3. Received the computation for 
terminal leave for checking and 
signature for form 6 

None 
20 

minutes 
AO V 
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 4. Receive the signed clearance 
and forward to the record’s 
section for proper releasing to the 
requesting school/employee 

None 5 minutes 
Authorized 
Personnel  
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7. Issuance of Payslip 

 
Copy of pay slip for every monthly salary is issued to all SDO Personnel for 

Records and reference purposes. 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 
Type of Transactions G2G 

Who may avail Officers/Teachers/Employees of SDO 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

N/A  

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Look for the requested 
payslip 

None  2 minutes ADAS III 

 2. Record and release of 
payslip 

None 2 minutes 
Authorized 
Personnel  
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8. Issuance of Payroll 
 

Issuance of payroll for the release of salary is done regularly and ahead of time. 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 
Type of Transactions G2G 

Who may avail Officers/Teachers/Employees of SDO 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

N/A Administrative Office Personnel 

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Look for the requested 
payroll 

None  2 minutes ADAS III 

 2. Record and release of 
payroll 

None 2 minutes 
Authorized 
Personnel  
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9. Issuance of Employee Certifications of Contributions  

 
Copy of the Certificate of Contribution is being issued to all SDO Personnel. 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 

Type of Transactions G2G/G2C 
Who may avail Officers/Teachers/Employees of SDO 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

N/A ADAS III assigned Personnel 

CLIENT 
STEPS 

AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1, Request to 
the assigned 
personnel for 
the purpose. 

1. Check the record of the 
Requesting party to 
prepare the certification 

None  2 minutes 
AuthorizeADASd 
employee 

 2. Receive the certification  
for signature 

None 2 minutes 
Division 
Accountant 

 3. Release the signed 
certification 

None 2 minutes 
Authorized 
Personnel 
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10. Issuance of Certificate of Employment, Other Certification and 

Service Record 

 
Requesting SDO Personnel can be issued of Certificate of Employment, other 

certification and Service Record. 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 
Type of Transactions G2G 

Who may avail 
Teachers and employees of SDO 
Iriga 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Accomplished request slip ADAS III Assigned Personnel 

Document 2 – Authorization Letter and ID 
of the requesting person (if not able to 
come personally) 

 

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish and 
submit request slip 
(Present an 
authorization letter 
and ID of the 
requesting person 
if not able to come 
personally) 

1. Receive the duly filled 
up request slip and 
forward to the authorized 
employee 

None 15 minutes 
Authorized 
Personnel 
(Frontliner) 

2. Wait while the 
certification/service 
record is being 
processed 

2. Check the record of 
the requesting person as 
to plantilla and print 
certification/service 

None 20 minutes 
Authorized 
Personnel 

3.  3. Receive the 
certification/service 
record for signature 

None 10 minutes 
AO V/Authorized 
Personnel 

4.  4. Forward signed 
certification/service 
record for releasing to 
authorized employee 

None 10 minutes Unit Head 

5. Get the 
certification/service 
record 

5. Release the signed/ 
certification/service 
record 

None 5 minutes 
Authorized 
Personnel 
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11. Issuance of Certified True Copy/Photocopy of Personal Files 

and Others 

 
SDO Personnel can be issued with a certified true copy or photocopy of 

Personal Files and others upon request. 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 
Type of Transactions G2G 

Who may avail 
Office, Teachers, Employees of SDO 
Iriga City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Accomplished request slip ADAS III Assigned Personnel 

Document 2 – Identification Card  

Document 3 – Authorized Special Power 
of Attorney – (if the one requesting is 
another person) 

 

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish and 
submit request 
form 

1. Classify/Prepare the 
requested documents be 
it for photocopy or true 
copy 

None 

60 minutes 

Records 
Officer/ADAS III 

2. Wait while the 
certification/service 
record is being 
processed 

2. Approve, review and 
affix initials each 
actionable document 

None  

3.  3. Stamp release to each 
documents: assigns 
number to original 

None ADAS III 

4. Get the 
document 

4. Release the 
requested document 

None ADAS III 
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12. Issuance of Clearance for Travel Abroad 

 
SDO personnel who will travel abroad either on official business or personal can 

be issued with Clearance as a requirement for Traveling Abroad. 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 
Type of Transactions G2G 

Who may avail 
Officers/Teachers/Employees of SDO 
Iriga City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 SDS Office 
CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Check the record of 
the employee and 
prepare the clearance 

None 

120 minutes 

Admin 
Aide/Authorized 
Personnel 

 2. Forward the clearance 
for signature None 

EPIP 
Staff/Authorized 
Personnel 

 3. Release the Clearance 
None 

Authorized 
Personnel 
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13. Issuance of Requested Files (Service Record & Service Credits) 

 
SDO Personnel, Teaching and Non-Teaching,  can be issued with Service Record 

and Service credits upon request. 

Office or Division 
Schools Division Office of Iriga City/ 
sdAccounting Unit 

Classification Simple 
Type of Transactions G2G 

Who may avail 
Officers/Teachers/Employees of SDO 
Iriga City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Accomplished Request 
Slip 

ADAS III Assigned Personnel 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish 
and submit 
request slip 

1. Received duly filled 
out request slip and 
forward to the authorized 
employee 

None 

30 minutes 

Authorized 
Personnel 
(Frontliner) 

 2. Check the file of the 
employee to prepare the 
requested file for 
signature 

None 
Authorized 
Personnel 

 3. Receive the signed 
clearance and forward to 
the Record’s Section 

None 

Accountant, 
Supply Officer, 
AO V, SDS 

 4. Received the signed 
clearance and forward to 
the Record’s Section 

None 
Authorized 
Personnel 
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14. Provisions of Payment of First Salaries of Teachers and 

Employees of DepEd 

 
Payment of first salaries of SDO newly hired teachers and non-teaching personnel 

is issued upon completion of the requirements.   

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 
Type of Transactions G2G 

Who may avail Newly hired DepEd Employees 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Documents I- Letter Request duly noted 
by the school head 

ADAS III Assigned  Personnel 

Documents II- Photocopy of approved appointment 

Letter request duly noted by the School 
Head 

Sworn Statement of Asset and Liabilities 

Photocopy of approved appointment Photocopy of Pag-IBIG and PhilHealth ID 

Assignment Order / Advice Photocopy of the LandBank ATM / 
Certificate of Account 

Oath of Office Marriage Contract 

CS Form 48 (Daily Time Record) signed by 
the School Head 

Birth Certificate 

Photocopy of Plantilla Birth Certificate of Dependent 

Certificate of first salary paid at the Division 
Office indicating the deductions made 
therefrom signed by the accountant 

Form 212 (Personal Date Sheet) 

BIR 2305  

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Request letter 

1. Receive, check, review 
and verify the submitted 
documents 

None 4 minutes 
Admin 
Aide/Authorized 
Personnel 

 2. Preparation of payroll 

None 5 minutes 

EPIP 
Staff/Authorized 
Personnel 

 3. Check the computation 
of the payroll 

None 5 minutes 
Authorized 
Personnel 

 4. Print Payroll obligation 
request and Status (ORS) 

None 3 minutes 
Authorized 
Personnel 

 5. Encoding of contributions 
on-line, preparation of 
voucher for payment 

None 7 minutes 
Authorized 
Personnel 

 6. Forward payroll for first 
salary and remittances with 

None 3 minutes AO V 



 
 

23 
 

ORS and DV to the AO V 
for Signature 
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15. Provision on Payment of salaries and Other Remuneration of 

Teachers and Employees 

 
Payment of the monthly salaries of all SDO teachers and non-teaching 

personnel.   

 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 
Type of Transactions G2G 

Who may avail 
Officers/Teachers/Employees of SDO 
Iriga City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 ADAS III Assigned Personnel 
CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Request letter 

1. Receive, check, review 
and verify the submitted 
documents 

None 4 minutes 
Admin 
Aide/Authorized 
Personnel 

2. Wait for 
voucher for 
signature 

2. Preparation of payroll 

None 5 minutes 

EPIP 
Staff/Authorized 
Personnel 

 3. Check the computation 
of the payroll 

iiNone 5 minutes 
Authorized 
Personnel 

 4. Print Payroll obligation 
request and Status 
(ORS) 

None 3 minutes 
Authorized 
Personnel 

 5. Encoding of 
contributions on-line, 
preparation of voucher 
for payment 

None 7 minutes 
Authorized 
Personnel 

 6. Forward payroll and 
remittances with ORS 
and DV to the AO V for 
Signature 

None 3 minutes AO V 
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Curriculum Implementation Division 

External Services
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1. Enrolment at the DepEd-Alternative Learning System 

 
Out of School Youth (OSY) and other undergraduate of Elementary or High School 

may now avail of the this DepEd Program,  

 

Office or Division Schools Division Office of Iriga City/ALS 

Classification Simple 
Type of Transactions G2C 

Who may avail 

Out of school youth and adults, 
undergrad of basic education, 13 year – 
Elem, 16 years old – JHS, 19 years old 
– SHS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 –Photocopy of Birth 
Certificate (BC) or Baptismal 
Certificate/PSA 

ALS Office 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Conduct information 
dissemination and 
advocacy efforts 

None Year round 
ALS 

Implementers 

 2. Conduct advocacy 
meeting 

None 
Year round 

ALS 
Implementers 

 3. Records name of 
applicant 

None 
30 minutes 

ALS 
Implementers 

 4. Conduct 
assessment/screening 

None 
30 min 

ALS 
Implementers 

 5. Identify the entry level 
attained and group the 
clientele/learners 
accordingly to the 
literacy level 

None 

20 min 

ALS 
Implementers 

 6. Schedule of sessions None 
2 min 

ALS 
Implementers 
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2. Issuance of ALS Passers Certification 
 

Passer of ALS Accreditation and Equivalency Exam is issued with Certification. 

 

Office or Division 
Schools Division Office of Iriga City/ 
EPS ALS 

Classification Simple 
Type of Transactions G2G 

Who may avail ALS A&E Passers 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 –Claim Stub ALS 

Document 2 –Identification Card  

Document 3 – Authorized or Special 
Power of Attorney – [if the one 
requesting is another person] 

 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents to 
cashier 

1. Receive the 
documents from the 
client 

0 10 minutes EPS ALS 

2. Wait  2. Prepare the 
certification 

0 10 minutes EPS ALS 

3. Receive the 
certification 

3. Signing and release of 
certification 

0 10 minutes EPS ALS 
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Curriculum Implementation Division 

Internal Services
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1. A & E Test Registration 

 
Interested Elementary and Junior High School Level Students may avail of the 

Accreditation and Equivalency Test Registration in the Alternative Learning System 

Center 

 

Office or Division 
Schools Division Office of Iriga City/ ALS 
Implementers  

Classification  

Type of Transactions  

Who may avail 
Completers of A &E Elem. And Junior 
HS Level 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Photocopy of Birth 
Certificate (BC) or Baptismal 
Certificates 

ALS Office 

Document 2 – 1x1 colored ID picture  
Document 3 – Certificate of ALS 
Completers 

 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
A&E Test 
Requirements 

1. Receive requirements 
None 

10 minutes 

ALS 
Implementers 

2. 2. Verification and 
validation of requirements 

None 
Test Registration 

Officer 
3. Fill-up A&E 
Registration 
Forms 

3. Issue A&E Registration 
Form None 

Test Registration 
Officer 

4. Submit A&E 
Registration 
Form 

4. Verification of A&E 
Registration Form None 

Test Registration 
Officer 

 5. Include in the list of 
registrants 

None 
Test Registration 

Officer 
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School Governance and Operations Division 

External Services
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1. SDO Medical and Dental Services  

 

Students from different public schools both in Elementary and  High School are 

enjoying their free Medical and Dental Services. 

Office or Division 
Schools Division Office of Iriga City/ 
Medical and Dental  

Classification Simple 

Type of Transactions G2G 
Who may avail SDO Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Daily Treatment Record Medical and Dental Personnel 

Document 2 – Referral and prescription 
slip 

 

CLIENT 
STEPS 

AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Approach 
the Nurse 
on duty 

1. Nurse on duty will take  
each personnel’s BP 
every Monday 

None 
2 mins per 

patient 
 

2. Follow the 
advice of the 
NOD 

2. Nurse on duty will give 
the necessary medicines 
to personnel seeking 
consult. Monitor 
personnel’s condition if 
necessary, NOD may 
refer to nearby hospital 
for further evaluation 

None 
4 hours per 

patient 
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2. Issuance of NCAE/PEPT CERTIFICATE OF RATING (COR) 
 

Issuance of NCAE/PEPT Certificate of Rating  (COR) is issued to all students 

who took in one those examination. 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 

Type of Transactions G2G 

Who may avail 

Guidance Counselor/Designate from 
SDO Iriga, Teachers/Testing 
Coordinator, Parents, Students, 
School Heads 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

N/A ALS Personnel Assign 

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Check the record of 
requesting party 

None 
5 minutes 

 

 2. Release the COR None  
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3. Issuance of SBM Level of Practice 

 
Schools Heads are issued with SBM  Level of Practice 

Office or Division 
Schools Division Office of Iriga City/ 
Authorized Personnel / Frontliner 

Classification Simple 

Type of Transactions G2G 
Who may avail School Head from SDO Iriga 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1-Result of the SBM Evaluation SGOD Assigned Personnel 

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Request letter 

1. Check the record of 
requesting party 

None 
Within 10 
minutes 

 

 2. Release the SBM level of 
practice certificate 

None  
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4. Payment for the Application for the Philippine Educational 

Placement Test (PEPT) 

 
Out of School Youth (OSY) clients who will avail the Philippine Educational 

Placement Test (PEPT) can pay the registration at the cashier’s office. 

Office or Division Schools Division Office of Iriga City 

Classification Simple 
Type of Transactions G2G 

Who may avail Students 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 –Birth certificate PSA 

Document 2 –Report card or Form 137 School last attended 

Document 3 –Registration fee (Regular 
P 50.00 

Cashier 

  

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents to 
cashier 

1. Receive the 
documents from the 
client 

P 50.00 
5 minutes Cashier 

 2. Release the form 5 minutes  
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School Governance and Operations Division 

Internal Services
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1. SDO Medical and Dental Services 

 
SDO Personnel, Teaching and Non-Teaching, can avail of the free medical and 

Dental Services. 

Office or Division 
Schools Division Office of Iriga City/ 
Medical and Dental  

Classification Simple 
Type of Transactions G2G 

Who may avail SDO Personnel 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document 1 – Daily Treatment Record Medical and Dental Personnel 
Document 2 – Referral and prescription 
slip 

 

CLIENT 
STEPS 

AGENCY ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2. Approach 
the Nurse 
on duty 

3. Nurse on duty will take  
each personnel’s BP 
every Monday 

None 
2 mins per 

patient 
 

2. Follow the 
advice of the 
NOD 

4. Nurse on duty will give 
the necessary medicines 
to personnel seeking 
consult. Monitor 
personnel’s condition if 
necessary, NOD may 
refer to nearby hospital 
for further evaluation 

None 
4 hours per 

patient 
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VI. Feedback and Complaints 

 

 

FEEDBACK AND COMPLAINTS MECHANISM 

How to send a 
feedback? 

 

 Answer the client feedback form and drop it at the 
designated drop box in front located inside the SDO 
premises 

 Using social media account for FB –Deped Tayo Iriga 
City or email iriga.city@deped.gov.ph 

 Contact info: 299-2506 or 299-3156 

How Feedback is 
processes? 

 

 During office hour in the morning, the AO V together 
with the detailed guards open the drop box and 
compile and record all feedback submitted. 

 Feedback requiring answers are forwarded to the 
relevant offices and they are requested to answer 
within three (3) days of the recipient of the feedback. 

 The answer of the office is then relayed to the citizen. 
 For inquiries and follow-ups, client may contact at 

telephone number 299-2506 or 299-3156. 
How to file 
complaints? 
 

 Answer the Client Complaint Form and drop it in the 
designated drop box or submit personally to the 
assign receiving personnel. 

 For inquiries and follow-ups, client may contact at 
telephone number 299-2506 or 299-3156. 

How complaints are 
processed? 
 

 The complaints officer designate opens the 
complaints drop box on a daily basis and evaluate 
each complaint. 

 Upon examination, the complaints officer should start 
the investigation and forward the complaint to the 
relevant office for proper action. 

 The Complaints Officer will create a report after the 
investigation and shall submit it to the legal officer 
designate for appropriate action. 

 The Complaints Officer will give the feedback to the 
client. 

 For inquiries and follow-up, clients may contact the 
following telephone numbers: 299-2506 or 299-3156. 

Contact Information 
SDS Office   
Administrative Office  
FB Account   
E-mail Account 

 
 299-2506 
 299-3156 or CP No. 09954164275 
 Deped Tayo Iriga City 
 iriga.city@deped.gov.ph   

mailto:iriga.city@deped.gov.ph
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VII.  List of Offices 

 

 Office  Address Contact Information 

SDO San Nicolas, Iriga City 299-2526 

ASDS San Nicolas, Iriga City 299-1551 

SGOD San Nicolas, Iriga City 299-4569 

CID San Nicolas, Iriga City 299-2074 

Administrative Office San Nicolas, Iriga City 299-3156 

Planning Office San Nicolas, Iriga City 299-4830 

Accounting Office San Nicolas, Iriga City 299-3163 

Supply Office San Nicolas, Iriga City 299-4829 

Cashier Office San Nicolas, Iriga City 299-4828 

Auditor Office San Nicolas, Iriga City 299-4384 

Budget Office San Nicolas, Iriga City 299-3163 

ICT Office  San Nicolas, Iriga City 299-4828 
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Transparency Seal 
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URL: http://depediriga.ph/ 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://depediriga.ph/
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URL: http://depediriga.ph/transparency.html 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://depediriga.ph/transparency.html
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URL: http://depediriga.ph/transparency.html 
 

 

 

 

 

 

 

 

 

 

 

URL: 

http://depediriga.ph/transparency/7/Citizen%20Charter%20Tarp1.jpg 

 

 

 

 

 

 

 

 

 

 

http://depediriga.ph/transparency.html
http://depediriga.ph/transparency/7/Citizen%20Charter%20Tarp1.jpg
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Signages
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Complaints and Feedback Box



 
 

47 
 

 



 
 

48 
 

 

 

 

 

 

 

 

 

 

 

 

Certificate of Compliance
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Citizen’s  Charter Validation
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Customer Satisfaction Survey
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