Republic of the Philippines
Depantment of Education
REGION VII - CENTRAL VISAYAS
Schools Division of CEBU PROVINCE

OFFICE OF THE SCHOOLS DIVISION SUPERINTENDENT

March 3, 2020

DIVISION MEMORANDUM

No. (Zﬁ :I_' ,s. 2020

ANNOUNCING THE SEARCH FOR BEST 5S DISTRICT OFFICE
OF DEPED CEBU PROVINCE FOR CY 2020

TO:  Assistant Schools Division Superintendents
Chiefs, Functional Divisions
Education Program Supervisors/Coordinators
Public Schools Division Supervisors (PSDSs)/District Caretakers/OICs
Principal/Heads of Elementary and Secondary Schools
All Others Concerned

1. For the information and guidance of all concerned, this office is announcing the search for
theBest §S DistrictOffice 2020 of this Division pursuant to Deped Order 9,s. 2002 or Programs
on Awards and Incentives for Service Excellence (PRAISE) ofDepEd and CSC Memorandum
Circular no. 01, s. 2001.

2. This is a separate search from the inter-unit competition in the Division Office, thus all 58 District
Offices within the jurisdiction of DepEd Cebu Province are expected to participate. Everybody is
directed to refer and abide to the criteria set and standards for BETTER RATING in this
competition and eventually for the improvement of the District Offices, thus, fostering a 58
compliant environment.

3. Avrevised assessment tool/checklist aligned with CSC 5S Checklistwill be used for the evaluation
of this search. For the description of the 5S’s tool/checklist, kindly refer to the herein attached
Assessment Checklist.

4. Please observe the following schedule:

Quarter Schedule of Evaluation 5S Criterion to focus on
| 1% Quarter of 2020 Within April 2-3, 2020 Al 58
| 2" Quarter of 2020 Within July 2-3, 2020 Al 5
3™ Quarter of 2020 Within October 1-2, 2020 All 58
"4™ Quarter of 2020 Within December 2-3, 2020 Al 5
5. Note that the specific dates of evaluation will be identified by the judges/evaluators/CFTAT (Core

Field Technical Assistance Team) according to the given dates above. District Offices are
expected to make necessary preparations in line with the 5S criteria.

Your participation and cooperation is highly appreciated.

Immediate dissemination of this Memorandum is hereby directed.

MARIL DALES, Ed.D., CESO V
“Sc vision Superintendent




CRITERIA FOR BEST 5S’s UNIT
SORT- (organization)

- Sorting of documents at work

- Segregate unwanted material from the workplace
- Make work easier by eliminating obstacles.

- Throw away rubbish

SET IN ORDER- (neatness)

-Prevent loss and waste of time by arranging work station in such a way that all tooling/files are in
close proximity

-Make it easy to find and pick-up necessary items

-Make workflow smooth and easy

-Ensure FIFO (first-in-first-out) basis

-30 second-retrieval of documents

SHINE/SWEEPING- (Cleaning)

-Clean your workplace on daily basis completely or set cleaning frequency time to time.
-Prevent machinery or equipment deterioration

-Keep workplace clean, safe and pleasing to work in.

-Individual cleaning responsibility

STANDARDIZE- {Standardization)

-Establish procedures and schedules to ensure consistency

-Develop work structure that will support new practices and part of daily routine
-Ensure everyone knows their responsibilities of performing the first 3 §’s practice
-Transparency of storage

SUSTAIN- (Self-discipline)

-Do without being told

-Initiate work

-Training is goal-directed (must have resulting feedback monthly)
-Self-discipline results to workplace discipline

-Follow the process, but also be open to change and improvement
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