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31 July 2026 

 
DIVISION MEMORANDUM  
No. ______________ s. 2026 
  

OPERATIONAL GUIDELINES FOR SCHOOLS ON DESIGNATING TEACHING-
RELATED ASSIGNMENTS TO TEACHERS 

 
To: Assistant Schools Division Superintendent 

Chief Education Supervisors 
Heads, Public Elementary and Secondary Schools 
Heads, Unit/Section 
All Others Concerned 

  
1.  In reference to DepEd Order No. 005, s. 2024, titled Rationalization of 
Teachers’ Workload in Public Schools and Payment of Teaching Overload, this 
Office provides operational guidelines for schools on designating teaching-related 
assignments to teachers. 
 
2.  Teaching-Related Assignments are school-based functions designated to 
teachers, in addition to their teaching load and ancillary tasks, such as serving as 
school coordinators, trainers/advisers, and chairpersons of grade levels or learning 
areas, in accordance with DepEd Order No. 005, s. 2024. 
 
3. Under the provisions of DepEd Order No. 005, s. 2024, only the following 
teaching-related assignments may be designated to teachers: 

 
School Coordinators 

o Reading/Literacy and Numeracy 
o Research 
o Special Needs Education (SNED) 
o Information and Communications Technology (ICT) 
o Guidance and Advocacy 
o Inclusive Education (as applicable) 

 
Trainer/Adviser 

o School Paper 
o Sports Development Programs 
o SELG/SSLG 

 
Chairmanship 

o Grade Level 
o Learning Area 

 
4.  Please be guided by the following teaching-related assignments and shall be 
assigned to teachers depending on the available human resources and applicable 
curricular offering: 
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Major 
Category Sub-Category General Task 

Description 
Specific Teaching-

Related 
Assignments 

School 
Coordinator 

Reading/Literacy 
and Numeracy 

Leads the planning, 
implementation, 
monitoring, and 
evaluation of school-
based programs, 
projects, and 
activities aimed at 
improving learners' 
literacy and 
numeracy outcomes.  

Reading ARAL 
ARAL Math 
ELLN 
School Assessment 
Learning 
Resources 

Research 

Leads and 
coordinates the 
school's research 
initiatives, provide 
technical assistance 
in the conduct of 
research, facilitate 
the utilization of 
research findings, to 
improve teaching 
practices, school 
performance, and 
learner outcomes. 

School Research 
LAC/COP 
School Assessment 

Special Needs 
Education (SNED) 

Coordinates, 
monitors, and 
supports the 
implementation of 
Special Needs 
Education (SNED) 
programs and 
services to ensure 
inclusive, equitable, 
and quality learning 
opportunities for 
learners with special 
educational needs. 

Note: If there are 2 
or more SPED 
teachers 

Information, 
Communication 
and Technology 
(ICT) 

Coordinates the 
planning, 
implementation, 
maintenance, and 
monitoring of 
information and 
communications 
technology (ICT) 
programs, systems, 
and resources to 
support teaching and 
learning. 

 

Guidance and 
Advocacy 

Promotes learner 
well-being and 
development through 
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the planning, 
implementation, and 
advocacy of 
programs and 
services related to 
guidance, referral to 
counseling, safe 
spaces, referrals, 
career development, 
and positive behavior 
support. 

Inclusive 
Education 

Promotes and 
coordinates the 
implementation of 
Inclusive Education 
programs and 
policies to ensure 
equitable access, 
participation, and 
learning success for 
all learners, 
particularly those 
from diverse, 
disadvantaged, and 
marginalized groups. 

ALS 
Alternative Delivery 
Modalities 
(ADM)/Flexible 
Learning Program 
 
Note: If applicable 
only 

Trainer/Adviser 

School Paper 

Advises and mentors 
students in campus 
journalism and 
publication activities, 
fostering responsible 
journalism, 
communication 
skills, and active 
participation in 
school and 
community media 
engagements. 

 

Sports 
Development 
Programs 

Leads and 
coordinates school 
sports development 
programs, promoting 
physical fitness, 
sportsmanship, and 
excellence by 
organizing training 
activities, coaching 
student-athletes, and 
overseeing 
participation in 
school-level and 
inter-school sports 
competitions. 

 

Supreme 
Elementary 

Serves as adviser, 
provide guidance and  
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Learner 
Government 
(SELG)/ Supreme 
Secondary 
Learner 
Government 
(SSLG) 

support in 
developing student 
leadership, fostering 
civic engagement, 
and implementing 
learner-led programs 
and activities. 

Chairmanship 

Grade Level 

Preferably a 
proficient teacher 
who serves as the 
focal person for a 
specific grade level, 
spearheading 
coordination and 
planning, as well as 
assisting in coaching 
and mentoring 
teachers to improve 
learning outcomes 
throughout the 
school year. 

Note: Not 
applicable for those 
with department 
head designation 
and assistant 
principal. 

Learning Area 

Preferably a 
proficient teacher 
who serves as a 
coach and mentor in 
a specific learning 
area, assists in 
monitoring teachers' 
lessons vis-à-vis the 
curriculum, and 
manages various 
programs related to 
the learning area, 
including co-
curricular activities. 

Note: Not 
applicable for those 
with department 
head designation 

 
5.  In the designation of chairmanship for Grade Level and Learning Area, 
please be guided by the following: 

 
The designation of Grade Level Chairperson and Learning Area 

Chairperson is not applicable in multigrade schools. 
 

For schools with one (1) to three (3) class advisers per grade level, 
the designation of Grade Level Chairpersons shall be based on the Key Stage 
structure: 

• Key Stage 1 – Kindergarten to Grade 3 
• Key Stage 2 – Grade 4 to Grade 6 
• Key Stage 3 – Grade 7 to Grade 10 
• Key Stage 4 – Grade 11 to Grade 12 

 
For schools with four (4) or more class advisers per grade level, the 

School Head may designate one (1) Grade Level Chairperson for each grade 
level or for a combination of grade levels, considering enrollment size, 
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organizational structure, workload distribution among teachers and 
availability of personnel. 

 
The designation of Learning Area Chairpersons shall be based on the 

number of teachers assigned to a specific learning area. Schools with four (4) 
or more teachers in a learning area may designate one (1) Learning Area 
Chairperson to lead curriculum implementation, instructional supervision 
support, learning action cell (LAC) coordination, and other learning area-
related functions. The School Head shall consider the specialization, 
competence, and current workload of teachers prior to designation. Teachers 
with less than six (6) hours of actual classroom teaching load shall be 
prioritized for such assignments, consistent with DepEd Order No. 005, s. 
2024. 

 
6. In the designation of teaching-related assignments, School Heads shall be 
guided by the following measures: 
 

a. Consider teachers’ areas of specialization, existing workloads, and the 
guidelines and requirements of the teaching-related assignment in 
accordance with existing policies. As much as practicable, teaching-
related assignments should be limited to a maximum of two (2) per 
teacher to ensure the effective performance of their duties. 

b. Teachers with fewer than six (6) hours of teaching load shall be given 
priority when assigning teaching-related responsibilities. 

c. The designation shall be formalized through a Designation Order issued 
by the School Head and concurred in by the teacher concerned. The 
order must clearly specify the duties and responsibilities and duration 
of the assignment, and no designation shall be made without the 
teacher’s concurrence. The Designation Order shall take effect only 
upon approval by the Schools Division Superintendent. 

d. Teaching-related assignments must be reflected in the electronic 
School Form 7 (eSF7).  

e. Teachers who perform teaching-related assignments, duties, and 
responsibilities beyond regular working hours, whether within or 
outside the school premises, shall be entitled to Vacation Service 
Credits (VSC), subject to the provisions of DepEd Order No. 005, s. 
2024, and other applicable DepEd issuances. 

 
7. Program Management is classified as an administrative function and should 
not be designated as a teaching-related assignment under DepEd Order No. 005, s. 
2024. 
 
8. Attached is the Regional Memorandum No. 363 s. 2026 for your reference. 
 
9.  Immediate dissemination of this Memorandum is desired.  
 
 
    
 

CELEDONIO B. BALDERAS JR.  
Schools Division Superintendent 
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Encl.: As stated 
References: DepEd Order No. 005, s. 2024  
         Regional Memorandum No. 363 s. 2026 
To be indicated in the Perpetual Index  

under the following subjects: 
 

TEACHING LOAD 
TEACHERS 

 
SGOD- operational guidelines for schools on designating teaching-related assignments to teachers 
SGOP76PL-005310/July 31, 2026 
 

515






































