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Address: Brgy. Potol, Tayabas City  
Telephone No.: (042) 785-9615  
Email Address: tayabas.city@deped.gov.ph 
Website: https://www.sdotayabascity.ph 
 

DIVISION MEMORANDUM  
No. ______________ s. 2025 
 

Enclosure 1 
 

CHECKLIST OF REQUIREMENTS FOR SCHOOL HEAD 
(As per DepEd Order No. 007, s. 2023 and DepEd Order No. 024, s. 2025) 

 
Mandatory requirements 

 
1. Two (2) original copies of the duly accomplished Checklist of Requirements and 

Omnibus Sworn Statement, sworn before any public officer authorized to administer 

oaths (e.g., Barangay Captain). Notarization will no longer be required to relieve 

applicants of unnecessary costs. 

Note: The form can be downloaded from this link: 

https://tinyurl.com/Annex-C-2-ReclassOmnibusSworn   
 

2. Letter of intent addressed to the Schools Division Superintendent containing the 
position title you are applying for; 
             

CELEDONIO B. BALDERAS JR. 
Schools Division Superintendent 

 

3. Fully accomplished Personal Data Sheet (PDS) (CS Form No. 212, Revised 2025)  
with recent passport-sized picture with attached Work Experience Sheet which can 
be downloaded at www.csc.gov.ph; 
  
4. Photocopy of valid and updated PRC ID License; 
 

5. Certificate of Competency level issued by authorized body (if applicable); 
Note: Applicable only upon establishment of a system of recognition affirming the career stages 

achieved by teachers and school leaders to be issued by Teacher Education Council (TEC) pursuant to 

Section 8(f) of RA 11713 'Excellence in Teacher Education Act'. 
  
6. Photocopy of Certified True Copy of the following documents issued by the School 

Registrar: 

a.) Certified True Copy of Transcript of Records (TOR) for: 
i. Bachelor’s Degree (required)  
ii. Professional Education (18 units) (if applicable) 
iii. Master’s or Doctoral Degree (if applicable) 

b.) Certification of Units Earned (if not yet graduated) issued by the 
School Registrar for: 

i. Master’s Degree (if applicable)  
ii. Doctoral Degree (if applicable) 

(Note: Copies of grades, class cards, registration forms, or diplomas alone will not be accepted)  
 

7. Updated and duly signed Service Record; 
Note: Please do not submit a Service Record with a “Request” annotation. Applicants 
must secure their Service Record in advance (duly updated and signed) prior to the 
submission of their reclassification application.  

         

8. Photocopy of latest appointment; 
  
9. Certificate(s) of relevant training in relation to Curriculum, Pedagogy, School 
Management and Operations, and Instructional Leadership and certificates of 
attendance to seminars (Basic Training Course for School Heads from NEAP attended 
within the last five years, acquired after the last date of promotion; 
          

https://tinyurl.com/Annex-C-2-ReclassOmnibusSworn
http://www.csc.gov.ph/
689










