
Republic of the Philippines 

Department of Education 
Region VII, Central Visayas 

DIVISION OF CEBU PROVINCE 
IPHO Bldg., Sudlon, Lahug, Cebu City 

DIVISION MEMORANDUM 
No. 'f'P.J s, 2018 

October 10, 2018 

RE-OPENING APPLICATIONS FOR SENIOR BOOKKEEPER {ADAS Ill); DISBURSING OFFICER 

(ADAS II) AND GUIDANCE COUNSELOR-SHS OF DEPED CEBU PROVINCE FOR SY 2018-2019 

TO: Assistant Schools Division Superintendents 
Division Chiefs/ Supervisors /Coordinators I Specialists 
District Supervisors /District OIC's/Caretakers 
School Heads, Teachers (Eiem and Sec) 
All Others Concerned 

1. This Office announces the RE-OPENING of applications for Senior Bookkeeper (ADAS Ill); 
Disbursing Officer (ADAS II) and Guidance Counselor- SHS in this Division for SY 2018-2019. Refer 
to attachment for Qualification Standards and Job Description/s. 

2. Interested applicants to the positions listed above may file their application online thru Deped 
Cebu Province website www.depedcebuprovince.ph. You may visit our booth during the 2018 
Government Jobs Fair on October 18-19, 2018 at Cebu Technological University Main Campus. A 
copy of the Confirmation Sheet should be printed upon the completion of the online 
application. Shortlisted applicants will be given further instructions to complete the application 
process. 

3. Only those qualified applicants per shortlist of Qualified Applicants generated in our Online 
Application System will be advised to proceed to interview and documents verification. 

4. Qualified applicants should bring along the original copies of pertinent documents during the 
interview for validation of information provided at the onset of their application. 

5. For information, dissemination and guidance of all concerned. 

IIYilr!•R\1"\· ANGTUD, Ed.D., CESO VI 

ivision Superintendent 

lnfonnation Tnmk line: (032) 520-32 !6 - 520-3217; SDS Office: (032) 255-6405; ASDS Apao: {U32) 2364628 
HR Section: 0933-5196548 I 0906-68861 0 I; Accounting Section: (032) 254-2632; Disbursing Section: (032) 255-440 I 

www.J epedcebuprovince.ph I cebu.province@deped.gov.ph 
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I ./ Right far erasure or blocking 
./ Right to file a complaint 

I 
I 

./ Right to damages 

./ Right to diita portabilihJ 

4 f Is there a document available for ~~blic re~ew-
1 the management of personal data? 

that sets out the Policies for 

I Please identify dornment(s) and provide link where availa 

I 
ble I 

I 
----t-- - ----- - ---

o know what personal data 5ll Are there steps in place to allow an individual t 
it holds about them and its purpose of collection 

----· -------- -·----
, usage and disclosure? 

6 : Are the data subjects aware of the identit}' o 
I controller or the organization/ entity processinv 

f the personal information 

7 their personal data? 

7 Are the data subjects provided iruormation 
organization's Data Protection Officer (DPO)? 

Legitimate Purpose 

1 Is the processing of personal data <..nmpatible w 
purpose which are not contrary to law, morals, 

2 I Is the processing of personal data authorized hy 
I or by the individual through expr~s ~onsent? _ 

Proportionality 

about how to contact the 

I 
I 
I 

-
ith a declared and specified 
or public policy? 1 

a specific law or r~ation, 

f---.,.-----------__. _____ -- - --
l~s the processing of perso~al data adequate, re 

and not excessive in relation to a declared and 
-- ·-----

levant, suitable, necessary 
s~ified purpose? 

I 

o fulfill the purpose of the I 21 Is the processing of personal data necessary .: 
pr_oc_es_s_in_g_~d no_o_th_~_ans_ar~ available? 

! Collection ______ l 
1 i Is the collection of personal data ::'>r a declan..: 

_ _1 purpose? 

2 1 Is individual consent seqred prior to the ~ 

I personal data? 

·d, <pecified and legitimate I 
Alection and processing of 

If no, specify the reason 

I 

3 Is consent time-bound in 
purpose? 

lation to the declar ed, specified and legitimate 

-
Can consent be withdrawn? 

--· -·-- --- -:--~-- . --
Are all the personal data c llected n~1:essary fc 5 

--
me program? I 
-· 

· "ed? I 

the individual? 

1--6-1---Ar_ e the personal data anoJymized or de-identifi 

7 Is the collection of person data directly fron t 
----· 4--- - .. ·-·-·--------+-

Is there authority for collecting pt.rsonal dat:. 
I other sources? 

Is it necessary to assign or collect a m, :que ident 
your organization to carry out the v.-ogram'? 

L - -- -

about the individual from 

·----

i.fter to individuals to enable 

- -

Yes 

Yes 

Yeo 

-

c----

-

No 

-

No, 

NC. 
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(Enclosure to DepED Order No. 66 s. 2007) 

GUIDELINES ON THE APPOINTMENT AND PROMOTION OF 
OTHER TEACHING, RELATED TEACHING AND 

NON-TEACHING POSITIONS 

These guidelines shall apply to the appointment and promotion of Teaching and 
Related Teaching Group such as: Teacher II and III; Education Supervisor I, II and III; 
Chief Education Supervisor, Education Program Specialist I and II, Senior Education 
Program Specialist, Chief Education Program Specialist, Guidance Counselors, Guidance 
Coordinators and other teaching and related teaching pos1t1ons indicated 1n the rv!agna 
carta for Public Schools Teachers, except School Heads - Principals and Head Teachers; 
=md all Non-Teaching Group. 

I. PROCEDURE 

The HRMO/In-Charge of Personnel shall: 

1. Publish vacant position/s in the Civil Service Commission (CSC) Bulletin of 
Vacancies or through other modes of publication pursuant to RA 7041 
(Requiring the Regular Publication of Existing Vacant Positions in Government 
Officers) 

2. Announce vacant position/s to be filled and post in at least three (3) 
conspicuous places in the DepED offices/schools concerned for at least fifteen 
( 15) working days. 

3. List applicants for the vacant position/s, both from inside and outside of DepED 
offices/schools. 

4. Conduct preliminary evaluation of the qualifications of all applicants. 

Require original candidates/appointees to undergo Psychological tests done by 
accredited institution, or as may be necessary . 

5. Prepare selection line-up which shall reflect the qualifications of candidates. 

6. Post in three (3) conspicuous places in DepED offices/schools for at least 
fifteen ( 15) calendar days. The date of posting shall be indicated in the notice. 

7. Notify all applicants of the outcome of the preliminary evaluation. 

8. Submit the selection line up to the PSB/C for deliberation en bane. 

The Personnel Selection Board (PSB) shall: 

9. Evaluate and deliberate the qualifications of those listed 1n the selection lme up 
en bane. · 

10. Make a systematic assessment of the qualifications and competence of 
candidates for appointment to the vacant pos1tion. 

11 . Conduct further assessment such as: written examination, skills tests, interview 
and others of qualified candidates. 



d. Will the initiative require you to cont-act individuals in ways which they may find 
intrusive? 

ONo OYes 
e. Will information about individuals be disclosed to organizations or people who have 

not previously had routine access to the information? 
ONo OYes 

f. Does the initiative involve you using new technology which might be perceived as 
being privacy intrusive (e.g. biometrics cr facial recognition)? 

ONo OYes 
g. Will the initiative result in you making decisions or taking action against individuals 

in ways which can have, ~ significant impact on them? 
ONo OYes 

h. Are the personal data collected prior to August 2016? 
ONo OYes 

III. Stakeholder(s) Engagement 
State all project stakeholders, consulted i11 con .. ~ucting PiA. IdentifiJ which part thetj were involved. (Describe 
how stakeholders were engaged in the PIA process) 

*add additional row if needed 

IV. Personal Data Flows 
IdentifiJ the personal data involved hnd describe the datu jww from collection to disposal by answering the 
following questions below: 

What personal data are being 1 r will be processed by this project/system? 
List all personal dnta (e.g. Pers wl Full Name, address, gender, phone number, etc.,) and state which is/are the 
sensitive personal infonnation (e . . race, et.'midty, marital status, health, genetic, government issued numbers). 

All the information stated ~hove will be in accordance to the next section. 

Collection 

1. State who collected or will be collecting .:he personal information ancVor sensitive 
information. 
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12. Submit to the appointing authority the short list of five ranking candidates, 
whenever possible, whose over-all point scores are comparatively at par with 
each other based on the comparative assessment of the determinant factors 
Cited herein in II item 5. 

The Appointing Official shall: 

13. Assess the list of top five candidates for appointment submitted by the PSB/C. 

14. Select from among the top five candidates the one deemed most qualified for 
appointment to the vacant position. 

15. Issue appointment in accordance with exist1ng Civil Service rules and 
regulations. 

The Personnel Office shall post the appointment a day after its issuance for 
fifteen (15) calendar days in at least three (3) conspicuous places in the DepED 
offices/schools concerned. The date of posting should be indicated in the 
notice. 

II. COMPOSITION OF THE PERSONNEL SELECTION BOARD (PSB) 

The PSB shall be composed of the following : 

1. In the Central Office : 

Chairperson: Undersecretary 
Vice-Chairperson: Assistant Secretary 
Members: 

Head of Office where the vacancy exists 
Chief, Personnel Division 
One (1) representative of the DepED Employees' Union, 

either for the first or second level, as the case may be 

2. In the Regional Office: 

Chairperson: Assistant Regional Director 
Members: 

Chief of the Division/Unit where the vacancy exists 
Chief, Administrative Division 
Chief Administrative Officer 'I (HRMO III) 
One (1) representative of the DepED Employees' Union, 

either for the first or second level, as the case may be 

3. In the Schools Division: 

Chairperson: Assistant Schools Division Superintendent 
Members: 

Head of the school where th ·~ vacancy exists 
Administrative Officer V 
Administrative Officer II (HRMO I) 
President of the Division DepED Employees' Union/Non­

Teaching Association/Faculty Association, as the case may be 
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Risk- "the potential for loss, damage or destruction .• s a result of a threat exploiting a vulnerability"; 

Threat- "a potential cause of an unwanted incident, which may result in harm to a Sljstem or 

-
Impact I 

i.• 

Rating Types Description I 

1 

2 

3 

4 

1 

2 

3 

4 

Negligible 
The data subjects urill either not be affected or may encounter a Jew inconvenielw:s, which 
tl!etj will overcome without any r;. oblem. 

Limited 
The data subject mm; e11counter f;ibnificant inconveniences, whid1 they will be able to 
overcome despite a few :.iljficul!.-. 

Significant 
The dilta :;ubjects m~y encozmte significant inconveniences, which they should be able to 
overcome but with serious diffio '.ies. 

Maximum 
The dilta subjects may enco::,.~a significant inconveniences, or even irreversible, 
conseque11ces, which they may .zot overcome. 

-
Probability 

Unlikely Not expected, but II !ere is a slight possibility it may occur at some time. ,,. 

··-- · 
Possible Casual ot:L11rrence. It might har . ,n at some time. 

Likely Frequent ocotrrerzu:. There is .z sl"!·vng possibility that it might occur. 

Almost Certain Ven; likely. It is .::tpectcd to ocmr i ; most circumstances. 
·---

organzzahon "; 

VulnerabilihJ- "a weakness of an asset o. g,·oup of as~ ets that can be exploited by one or more threats"; 

Impact- severihJ of the injuries that might 'l ri& if ti!' vent does occur (can be ranked from trivial 
injuries to major injuries); and 

ProbabilihJ- chance or probability of somdhing hap,.. 1ting; 

Select tire appropriate level or criteria of impact rznd probability to better assess tire risk. Kindly refer to tire table 
below for tire criteria. 

Note: Try to itemized your risks by designating a rc,'im:ncc m1mbe>. This will be used as a basis on the next sections (VII. 
Recommended Privacy Solutions and Vlll. Sign off a1111. ',cfiull P/...1) .. ';[so, base the risks on the violation of privacy principle$, 
rights ofdilta subjects and confidentiality, i71 tegrity a11d twaiJabilil!-of personal dilta. 

Ref Threats/Vulnerabilities I "!.ill pact Probability 
# 

I 
---~ 

3 4 1 2 3 4 ~~~ -- -! . 
! 1 I ~~ 3 4 1 2 3 4 

---i-

~1 3 4 1 2 3 4 

} I 3 4 1 2 3 4 
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4. In the School: 

4.1 Central elementary schools and non-central elementary schools: 
Chairperson: Principal/School Head 
Members: Four (4) members from among the Grade Level Chairpersons 

4.2 Elementary schools with no school head: 

The SDS shall identify the committee of five (5) to take care of the 
entire group of schools of this type. Contiguous or proximate schools 
shall be clustered to complete the group of five. 

4.3 Secondary schools with existing department heads: 

4.3.1 Teaching Positions 

Chairperson: Principal/School Head 
Members: Depar:ment Head where vacancy exists 

Department Head 
Administrative Offic,er 
President of Teachers' Association 

For secondary schools with no existing department heads, the school 
head shall designate the members of the committee from among the faculty 
on the basis of qualification and demonstrated creditable competence. 

4.3.2 Non-Teaching Positions 

Chairperson : 
Members: 

III. COMPUTATION OF POINTS 

Principal/School Head 
Two U) Department Heads 
Administrative Officer 
President of Employees' Union/President of 
Non-Teaching Association 

The Personnel Selection Board I Committee (PSB/C) shall evaluate the candidates 
For promotion using the table as indicated for specific positions and assign points for the 
sub-items under a particular criterion. Such point assignments indicated in "Annex A" shall 
be uniformly applied and implemented for all promotions in the Central, Region and 
Division offices. 

TEACHING AND RELATED TEACHING GROUP 

Performance 
Experience 

CRITERIA 

Outstanding Accomplishments 
(Meritorious Accomplishments) 
Education 
Training 
Psycho-social attributes 
Potential 
TOTAL 

POINTS 
35 
5 

20 

25 
5 
5 
5 -- ... . ---··-

100 
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t1' Right for erasure or blocking 

" Rightto fik • rompi.W.t ~-
t1' Right to damages 

1 ,/ Right to data portability 

there a document available for public review that sets out the policies for I 4 . Is 
e management of personal data? jth 

IP lease identify document(s) and provide link where available 

I 
I 
--- - --- --- - --

I 

5 jA re there steps in place to allow an individual to know what personal data I 
~olds -~~~t them and i~ purpos:_ o! collection~_ usage and disclosure? J 61: re the data subjects aware of the identity of the personal information I 
on troller or the organization/ entiiy processing their personal data? lc 

I - -· -7fA re the data subjects provided information about how to contact the 
rganization's Data Protection Officer (DPO)? 

--------
tePurpose 

10 

)Legitima 
.J _________ 

1 

1 I Is 
lp 

the processing of personal data compatible with a declared and1 specified 
urpose which are not contrary to law, morals, or public policy? 

----------- -~- ---

2 Is 
0 

the processing of personal data authorized by a specific law or regulation, 
r by the individual throulh expre~ consent~ 

J 

Proporti ·onality 

-- --- ---
s the processing of persorlal data ~dequate, relevant, suitable, necessary 

d not excessive in relati~m to a deciared and s~ified l!urpose? 

I 

the processing of persobi data neces;arY r~ fulfill the purp~se of the 
recessing and no other m~ans are available'? 1 

-- --------.--- --
I 

Yes 

Y~-· 

I 

No 

No. ,. 

r-· --- I ----= ------~---+--~----+· _.·_. __ N_o ---i 

1 1 : Is the collection of personlll data fo1 a declard, specified and legitimate 
[ purpose? 

I

f 2~ Is individu~ conse~t sec~~ed ~rior t~ the ~ullection and procJssing of 
I personal data? 
If no, specify the reason 

3 I Is consent time-bound in I >lation tv the declared, specified and legitimate 
purpose? 

1----1----------------1-- - -
4 Can consent be withdrawr ? 

f----+-

I 

5 Are all the personal data c llected nec_es_s~ io~ th_ e_p_r_o_gr_am __ ? --+-I ------1r-----r-----1 

6 Are the personal data anor ymized or de-identified? .l 
-. ----- --------- ------ -------+---t------T------1 

7 Is the collection of persona data directly from the individual? 
1-----1--------------- - -------------r---7---1----j 

8 Is there authority for collE;cting pc:Isonal data about the individual from 
other sources? 

9 Is it necessary to assign or collect a m Jqut: idu1tifier to individuals to enable 

L your organization to carry out the .~::-rogram? 
--'-------------- -- ---
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NON-TEACHING GROUP 

CRITERIA Level 1 Level 2 
Performance 
Experience 
Outstanding Accomplishments 
(Meritorious Accomplishments) 

----··-------
35 
5 

5 

Education 10 
Training 10 
Potential &O 

30 
10 

20 

15 
10 
10 

_ Psycho-soQ.9.1_ attrib_u_te'-'s ______________ 12_ _ ----- -··---~---
TOTAL 100 100 

A. Perfonnance Rating 

The performance rating of the candidate for the last three (3) rating 
periods prior to screening should be at least Very Satisfactory. 

B. Experience 

Experience must be relevant to the duties and functions of the position to 
be filled. 

C. Outstanding Accomplishments 

a. Outstanding Employee Award 
• Awardee in the school 
• Nomination in the division/awardee in the district 
• Nomination in the region/awardee in the division 
• Nomination in the Department/awardee in the region 
• National awardee 

b. Innovations 
Innovative work plan properly documented, approved by 

immediate chief and attested by authorized regional/division official: 
• Conceptualized 
• Started the implementation 
• Fully implemented in t·he school 
• Adopted in the district. 
• Adopted in the division 

c. Research and Development Projects 
• Action research conducted in the school level 
• Action research conducted in the district level 
• Action research conducted in the division level 

d. Publication/Authorship 
• Articles published in a journal/newspaper/magazine 

of wide circulation 
• Co-authorship of a book 

(shall be divided by the number of authors) 
• Sole authorship of a book 
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Privacy Impact Assessment- Template 

I. Project/System Description 
a. Description 

Describe the program, project, process, measure, system or technologJJ product and its context. Define 
and specify what it intends to achieve Consider the pointers below to help you describe the project. 

• Brief Description of the project/system 
Describe the process of the projects 

- Describe the scope and extent 
- Any links with existing programs or other projects 

• The system/project's overall aims (purpose of th.? project/system) 
- What is the project/system aims to achieve? 
- What are the benefits for the organizations und data subjects? 

• Any related documents to support the projects/system 
Project/System Requirements Specification 
Project/System Design Specification 
Or any related documents 

b. Scope of the PIA 

This section should explain, what part or phase of the program the PIA covers and, where necessan; for 
clarity, what it does not cover. 

• What will the PIA cover? 
• What areas are outside 1cope? 
• Is this just a "desk-top4" information gathering exercise, do I have to gef information from a wide variety 

of sources? 
• Who needs to be invol d and when will they be available? 
• Where does the PIA ne~ to fit in the overall project plan and timelines? 
• Who will make decisio about the issues idenhjied by the PTA? What irzformation do they need and how 

long will it take to get ·gn-off from them? 
Do I need to consult wi h anyone (jar instance the individuals whose personal information the project 
will involve)? When an how should this happen? 

• Are there any third par ,ies involved and how long do 1 need to allow for them to play their part? 

II. Threshold Analysis 
1 

The following questions are intended to hefp you decide whether a tJfA is necessary. Answering 'yes' to any of these questions 
is an indication that a PIA would be a us~j~ul exercise. You can exp;<W on your answers as the project develops if you need 

to. I 

a. 
ONo OYes 

Will the project or 1· stem involve the collection of new information about individuals? 

b. Is the information · bout individuals <;ensitive in nature and likely to raise privacy 
concerns or expec tions e.g. health records, criminal records or other information 
people would cons~der particularly private? 

A · inf \ · OboNo · di 'd alsf OY~. t1 usedf re you usmg oJmation a ut m v1 u or a purpose It IS not curren y or, 
or in a way it is not currently used? 

c. 

ONo OYes 
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e. Consultant/Resource Speaker in Trainings/Seminars/ 
Workshops/Symposia 

• Distnct level 
• Division level 
• Regional level 
• National level 
• International level 

D. Education and Training 

a. Education 
• Complete Academic '~eqwements for Master's Degree 
• Master's Degree 
• Complete Academic Requirements for Doctoral Degree 
• Doctoral Degree 

b. Training 

E. Potential 

Participant in a specialized training 
e.g. Scholarship Programs, Short Courses, Study Grants 

Participant in three (3) or more training activities 1n each level 
conducted for at least three (3) days not credited during the last 
promotions: 

• District Level 
• Division Level 
• Regional Level 

Participant in one (1 ) training conducted for at least three (3) days 
not credited during the last promotions: 

• National Level 
• International Level 

Chair/Co-chair in a technical/planmng committee 
• District Level 
• Division Level 
• Regional Level 
• National Level 
• International Level 

This refers to the capacity and ability of a candidate to assume the dut1es of 
the position to be filled up and those of 1igher level. 

The Personnel Selection Board/Committee (PSB/C) shall determine the 
potentials of the candidate based on each of the following components: 

1. Communication Skills 
Speaks and writes effectively in Filipino and English . 

2. Ability to Present Ideas 
Presents well-organized and precise ideas with 

marked command of the language used. 
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I I 

LL 

r 

2 j Personal data will only be transferred to some.1ne outside of the Philippines 

I
. if any of the following apply: 

a. The inditridual consents to the transfe r 
b. The organization reasonably beliePes that the recipient is subject to laws or a contract 

I 
enforcing information handling principles subsituLtially similar to the DPA of2012 

c. Tire transfer is necessary for the performance of a contract between the individual 
and tire organization 

i-

d. The transfer is necessary us part oft< cuntract in tl..: interest of the individual between 
the organization and a third party 

e. The transfer is for tire benefit of the individual; 

3 The organization has taken reasonable stE.ps so that the information 
transferred will be stored, used, disclosed and otherwise processed 
consistently with the DPA of 2012 

If YES, please describe sleps: 

I _ 

VI. Privacy Risk Management 
For the purpose of tlzis section, a risk refers to t i. ,' potential of .m incident to result in lumn or danger to a dlliiJ 
subject or organization. Risks are tlwse that coui.-1 l.:ad to tl unautlwrized collection, use, disclosure or access to 
personal data. It includes risks that tire confidet.tia!ity, inL6rihJ and auaililbility of personal data wiU not be 
maintained, or the risk that processing will viok : , rigl!ts , > data subjects or privactj principles (transparency, 
legitimacy and proportionalihj). 

The first step in managing risks is to identifiJ tliem, includur .. threats and vulnerabilities, and btj evalWlting its 
impact and probabilihJ. 

Tire following definitions are used in this sectio11 

51 



3. Alertness 
Manifests presence of mind and awareness of the environment. 

4. Judgment 
Demonstrates sound judgment. 

5. Leadership Ability 
Influences others to do the tasks for him. 

F. Psychosocial Attributes and Personality Traits 

This factor includes human relations, stress tolerance and decisiveness, 
which would indicate the capability of the candidate to be assets to the entire 
service system and utilize his/her talents and expert1se to the max1mum. 

a. Human Relat1ons 

1. AdJusts to the variety of personalities, ranks and 
1nformal groups present in the organ1zat1on 

2. Internalizes work changes with ease and vigor 
3. Accepts constructive criticisms ObJectively whether 

from his subordinates, peers or superiors 
4. Observes proper decorum in relating with 

superiors and peers 
5. Takes the initiative to organ1ze work groups, adopt 

procedures and standards in his own level 

b. Decisiveness 

1. Thinks logically and acts accordingly 
2. Considers alternatives and recommends 

solutions when faced with problem situations 
3. G1ves convincing recommendations and suggestions 
4. Acts quickly and makes the best decis1on possible 
5. Exercises flexibility 

c. Stress Tolerance 
1. Exercises high degree of tolerance for tension 

resulting from increasing volume of work, 
organizational change, environmental conflicts, etc. 

2. Uses cop1ng mechanisms to handle creat1vely 
tens1ons resulting from one's work. 

3. Controls negative manifestations of emot1ons. 
4. Performs satisfactorily his duties and funct1ons 

in a tension-laden situation. 
5. Channels negative emotions to positive and 

constructive endeavors. 

IV. REPEALING CLAUSE 

All rules, regulations and issuances, which are 1ncons1stent w1th these guidel1nes are 
hereby repealed or modified accordingly . 

. ; 
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2. The data is being retained by the organization or is it being outsourced? 
);> Specify if the data retention process is being dane in-house or is it handled IJy a service pravider 

Disclosure/Sharing 
1. To whom it is being disclosed to? 

2. Is it being disclosed outside the organization? Why is it being disclosed? 
;.. Specify if the personal informJltion is being shared outside the organiztltion 
J;;> What are the reasons for disclosing the personal information 

Disposa]JDestruction 

1. How will the data be disposed? 
J;;> Describe the process of disposing the personal il<formation 

2. Who will facilitate the destruction o.: the data? 
,. State if the process is being nitlTUlged i11 --house or if·, is a third party 

V. Privacy Impact Anal 
Each program, project or means for llecting p~:rsonal infurmation should be tested for consistency with the 
following Data Privaet; Principles (a identif.ed in Rule • V, ;mplementing Rules and Regulations of Republic 
Act No. 10173, known as the "Data P ·vacy Act ol2012"). Pc..:.pond accordingly with the questions by checking 
either the "Yes" or "No" column an r listing the what tr.e questions may indicate. 
r---------------i--- - --
Transparency No 

r- ---- - --

1 1 I Are data subjects aware of e nature, purpose, and extent of the processing 1 I 
1 ~of his or her personal data_ 1 

1 

1

1

·----2 Are data s~bjects aware f the risks and safegu--ar- ds--in_v_o_l_v_e_._d_ in_ th_e +. ----+- I 
processing of his or her peT~nal da ~? ----1 1'1 Are data subjects aware oflus or h -r rights as ;, data subject and how these I 

1 ' can be exercised? I 
I i Below are the rights of the data s~bjects: 
1 ./ Right to be informed 

./ Right to object 

./ Right to access 

./ Right to correct 
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! .. l 
•add additional row if needed I 

VIII. Sign off and Action Plan 
State the approved solutions based on the stated rc'u tion on tl!e last section. Indicate the person who appraved 
and its completion date. 

Ref# Approved Solution 

.. 
•add additional row if needed 

Signatures 

Program/Process Owner 

Data Protection Officer 

Head of the Organization 

III. Be Accountable: 

- -- --
Approved by 

·- · 

l 
.. --

Signature 

Signatu re 

Signature 

Develop a Privacy Manage~ lent Prob--ram and Privacy Manual 

Privacy Management Program Guide 

Completion 
Date 

Date 

Date 

Date 

The digital age undeniably made the world interconnected. At the same time, it entailed 
extensive use of our personal data in corporate, professional and personal transactions. It may 
have resulted in efficient and optimized pr0eesses but it exposed us to various security risks. 

Over a billion records of personal identifiable information have been stolen in recent years 
worldwide. Organizations incurred an ave- ~ge cost of $4 million due to data breaches in 2016, 
according to an IBM and Ponemon Instil:ute Study. In the Philippines alone, a security breach 
at the Commission on Elections exposed the. personnl information of about 55 million voters. 
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SPECIFIC NUMBER OF POINT /S ASSIGNED TO EACH CRITERION 

- - - / TEACHING AND ~-- ·NoN-TEACHING GROUP j 
CRITERIA RELATED L I 1 I l I 2 . 

j TEACHING _ __ eve I eve ____j 

~~====~~====~==~~ _A~erf~!_mance Rating_ _ ___ __ _ 1 ___ ~ __ ~- _ ~5 _ ---r-=- jo -:=--=: 
Performance ratmg for the last J rating Average of the Average of the Average of the 
penods should be at least Very · numencal ratmgs numencal ratmgs numencal ratmgs 
Satisfactory multiplied by 35% multiplied by 35% multtplted by JO% 

:a.. E-x~le.nce ~~-==: .. _ .. _; _______ 5 _ ______ , ___ --~5 __ -==~~~~~~iQ.~=-=-! 
Expenence must be relevant to the dutJes Every year g1ven a 
and functions of the posmon to be filled. pomt but not to 

, exceed five (5) 
I pomts 

Every year gwen a 
pomt but not to 
e l(ceed five (5) 

pomts 
I 

-I 

Every year gwen a 
pomt but not to 
exceed ten (1 0) 

pomts 

· c.·out:Standing Accomplishments I 
20

- ---- -~-
5 

20 

~eritorious Accomplishmentsj_ __ fi _ ___ _ ·---f.--·-·· _____ _____ ---'-----------------~ 
a. Outstanding Employee A ward 4 : 1 4 
b. Ir.novatJOns . 4 , 1 4 
c. Research & Development 

ProJects , 
d. Publication/Authorship 

' e. Consultant/ Resource Speaker 1 
m Trammgs/Seminars 

~--o~-educa-tron·-· ·--- ·- ·-----~ ---
• Complete Academtc Reqwrements for 

Master's Degree 
• Master 's Degree 
• Complete Academtc Reqwrements for 

Doctoral Degree 
• Doctoral Degree 

4 
I 

4 

I 
4 

----~ 
25 

10 
15 

20 
25 

1 
1 

1 I 
--------'--· 

10 

6 
7 

9 
10 

!--
1 

4 
4 

4 

15 

7 
10 

JJ 
15 

----.1 
' 

- I 

~-------·----·--·-- _. ___ i ___ _ --
I!'_!ining _____ _ __ _ 
Participant in a speoalized trammg, e.g. ; 
Scholarship Programs, Short courses, 
Stud; · Grants 

5 I 

One pomt for every 
month of i 

attendance but not · 
to exceed five (5) , 

pomts I 

10 10 --- - - -· --- -- - -
One pomt for every One pomt tor every 

month of month of 
attendance but not attendance but not 
to exceed ten (10) to e.~ceed ten (10) 

pomts points 

- -------------------- --+---- -----·- ·--- ----- ·-· ·-· --- - -
PartiCipant in three (J) or more training 1 I 
activttJes m each level conducted for at 
least three (3) days not credtted during , 
tl1e last promotions: j 
• Dtstnct Level I 1 
• DIVISion Level I 2 
• Regional Level J 

PartiCipant in one (1) trammg conducted 
1 

for at least three (J) days not credited i 
during the last promotiOns: i 
• NattQf)al Level j 

IntematJOnal Level 

·- -- j__ 

4 
5 

2 
4 
6 

8 
10 

2 
4 
6 

8 
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t 
I 
I 

- Are the users/ staffs that will process personal data through this 
project/ system under strict confidentiality if the personal data are not 
intended for public disclosure? 

- If the processing is delegated to a Personal Information Processor 
Have you review the contract with the personal information priOCE~S<)rl 

- Are there policies and procedures to monitor and limit the aocess to this 
project/ system? 

- Are the duties, responsibilities and schedule of the individuals that will 
handle the personal data processing clearly defined? 

-----
- Are there policies and procedures to prevent destruction of files 

generated by this project/ system? 

- Is there a security policy with respect to the proc55ing of personal data? 

- Do you have policies and procedures to restore the availability and 
access to personal data when an incident happens? 

----------------+---~--~ 
- Do/Will you regularly test, assess and evaluate the effectiveness of the 

security measures of this project/ system? 

- Are the personal data processed by this project/ system encrypted while 
in transit or at rest? 

2 1 The program has taken reasonable steps to protect the personal data it holds 1 

from misuse and loss and from unauthor; 7 .ed acc55, modification or 
I disclosure? 1 
L: - , -

3 
1 
If yes, which of the following has the prce/am undertaken to protect 
personal data across the in:formativn lifecycle: 

---+ 
- Identifying and understanding informabo,l types 

- - --------~----~---+--~ 

3.1 
t 

3.2 I - Assessing and determining the value of ~- ,e information 
j - - ' --

1--3.3 t _ :_ I~:ntifying the s~uri'jY ~sks ~o the inform_a_ti_o_n ______ _.__ ___ -+----+----i 
3.4 1 - Applying security measures to protect the information 

Disposal Yes Nc 
3.5 f - M;;,.gmg the Wol tion '''~ --- ~-

------- -- -- ---- - _ ____ __,_ ___ --t----+-------1 
1 I The program will take re?fonable steps to de• . ..roy or de-identify personal 

I data if it is no longer need~d for any purpose. 
If YES, please list the sfeps · 

I 
l 

1 I The program will transfer personal data tv . un organization or person I 
outside of the Philippines 

' If YES, please describe: ' 

---'------'-----' 
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---~-·-------,-~.,.-:---~-...,..-------------1- -----
Chair/ Co-chair in a technical/planning i 

; 

committee 
• Distnct Level 1 
• Division Level I 2 

2 2 
4 .; 

• Reg10nal Level 1 3 
• National Level 4 
• International Level I 5 

6 6 
8 8 
10 10 

"'e-: Potential ·- -- -- - -- -- --1~- - -- 5-- ---· -i -
·1~- --commi)nicationSk!ITs-·- - -----~ ----·1' ------- -· -- ·-

... 

20 
~- "''1 10 -- ---, J 

4 2 
2. Ability to Present Ideas 1 4 2 
J. Alertness 1 4 2 
4. Judgment 1 4 2 
5. Leadership Ability 1 4 2 

' 
F. Psycho-social attributes f- - 5--.-- .i 15 - -1--- --· S - ---- -1 

. --~--·----------- - _________ j 
a. 

' b. 
c. 

Human Relations 2 6 ! 2 l 
Decistveness 2 5 2 I 
Stress Tolerance I 1 . 4 1 

1 I , . 
-·- ----·----~--------------------- j_ --- --~--··-·---' 

TOTAL I 100 I 100 100 I 
. -- -·-- ---~ - -- -· - -- -- --- -- _.t __ -- -- --- --~-'-- ____ ___ .J_ - - .. -- I 

! 



2. How the personal information/sensitive perso .. al information is cc-llected and from whom 
it was collected? 
~ If personal information is collected fro m some source other than the individual? 

3. What is/are the purpose(s) of collecting the p~ .. onal data? 
,.. Be clear about the purpose of collecting the i;rformanun 
,. Are you collecting what you only need? 

4. How was or will the consent be obtained? 

1. 

2. 

3. 

.J.· Do individuals have the opportunity and/or right to decline to provide data ? 
~ What happen if they decline? 

Where is it currently being stored? 
;.. Is it being stored in a pl1ysical serur:r or in thr> .. oud? 

Is it being stored in other country'? 
; ~fit is subject to a cross-border transf:r, speci(, what countnj or countries. 

Is the storage of data bein~-outsourced? 
_., Specifij if the storing prof ss is being done in-house or is it handled l:!y a service provider 

Usage 

1. How will the data being u t ed or what is the pt...rpose of its processing? 
;... Describe how the collected information is being usca or will be used 
;... Specify the processing actilrihes whetr: the personal information is being used. 

Retention 

1. How long are the data. being retah:.ed? An d ' ; hy? 
)- State the lwgth of period the data is beirtg retainec .' 
r What is the basis of retaining the data that long? SpecifiJ the reason(s) 
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QUALIFICATION STANDARDS (QS) FOR NON-TEACHING POSITIONS 

POSITION 
SALARY 
GRADE 

QUALIFICATION STANDARDS JOB DESCRIPTION 

- Provides orientation to students in all year levels 

- Formulates guidance and counseling forms including individual inventory, 

agreement forms 

Education: - Administers and interprets individual and groups psychological and projective tests 

- Bachelor's degree in Guidance and Counseling or in any allied discipline - Provides effective individual and group counseling 

Experience: - Holds parent-teacher conferences 

GUIDANCE COUNSELOR II SG 12 
- One (1) year relevant experience - Designs and manages teachers' training on guidance-related topics enhancing their 

Eligibility: skills in effective pupil management 

- RA 1080 (Guidance Counselor) - Identifies student's need and problems 

Training: - Makes an action research based on the result of the identification of students' needs 

- 4 hours of relevant training and problems 

- Makes referral to other gov't agencies 

- Provides career counseling and scholarship programs to students 

- Coordinates with the community, NGO's and GO's for program support 

Education: 
- Completion of 2 years in college 

Experience: To maintain and safeguard the books, records and supporting schedules of the 

ADMINISTRATIVE ASSISTANT Ill (BOOKKEEPER) SG9 
- One (1) year relevant experience Division Office by keeping track of account, and verifying the accuracy of procedures 

Eligibility: used for recording financial data that are necessary for the preparation of timely and 

- Career Service Professional (1st Level Eligibility) rea liable reports which will aid the management in making informed decisions. 

Trainings: 
- 4 hours of relevant training 

Education: 
- Completion of 2 years in college 

Experience: 

ADMINISTRATIVE ASSISTANT II (DISBURSING OFFICER) SG 8 
- One (1) year relevant experience To support accounting operations by filling documents, reconciling statements, 

Eligibility: running software programs. 

- Career Service Professional (1st Level Eligibility) 

Training: 
- 4 hours of relevant training 
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