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September 25,2018

DIVISION MEIITORANDUM
Dnil No. tSq, s.20{g

2018 PRTNCTPALS',TEST ONLTNE APPLICAT|ON SYSTEM (PTOAS)

To: Public Schools District Supervisors
Elementary and Secondary School Heads
Education Progriam Specialists
Senior Education Prcgram Specialists
TlCs and OlCs
All Goncemed

1. ln preparation for the 2018 Principals' Test, this offioe informs those interested and qualified
applicants in the Principals Test to apply thru Onlire Application System following the schedule below:

Date Activity

September 26 - October 5 Pre-evaluation

October 1 - 12,2018 Online Application

October I - 12,2018

November 5, 2018
Release of the Final List of Examinees and
Assignment of Testing Venues through a
Regional Memorandum

Evaluation and Validation of Application

2. QUALIFIED APPLICANTS

6. flpplicants who have failed to pass the 2015, 2016 and 2017 Principals' Tests are allovred
to take the 2018 Principals'Test.

b. Education Program Specialists and Senior Education Program Specialists are alloupd to take
the Principals'Test provided that they possess the minimum Qualification Strandalds (OS) fur
Principal I position stipulated in DO No. 39, s.2007 entitled "Modified Qualifica$on Stiandards
for the Positions of Head Teachers and Principals."
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As per DepEd Order No. 39, s. 2007 with reference to CSC Resolution

Resolution No. 070520

DepEd - DIVISION OF QUEZON
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3. EXPERIENCE REQUIREMENTS

The following applicants must meet any of the follorving experience requirements as of
October 31, 2018:

a. One yearas Head Teachef or
b. Two years as Teacher-in-Charge; or
c. Two years as Master Teacher; or
d. Five years as Teacher lll or SPED Teacher; or
e. Five yeans as incumbent public-school teacher wfro has five years of managerial and

supervisory experience in a DepEd-recognized private institution or Commission on Higher
Education (C HE D) recognized higher education institution.

4. APPLICATION PROCESS

SrEP l: PREPARAilON AND SUBrrrSSrOl, OF REQUIRED DOCUTTENTS

Applicants must secure the follouling documents for evaluation:

a. Official DepEd Email account, refer to DM 120, s. 2018 for requesting reset of passwotd or
creation of account by Mr. \Mlbert B. Porteza, !.T fficer.

b. Approved lndividua! Performance Commitment and Rating Form (IPCRF) in the last two (2)

consecutive rating periods: June 2A16 - March 2017 and June 2017 - March 2018 with a
rating of at least Very Satisfactory (VS) duly certifid by the ASD$ln-Charge. Document

format can be doamloaded thru link see PTOAS offline version.

Em af, address.' quezo@deped. g ov. ph
Trt HELEN - 09178!n7B.27 (SmartlSunlTaltuTxt) 2327 (Glob aN fil)

Cell No:0917fi24629

DE PE DQ UE ZO N-TM-S D $04-OO9-OOO

Trris dooilm?errt is a foqrty ol SCHOOT-S DIVTSTON OFFTCE - o/,JEz,ON PROVNCE ancl ahe c,/ntenE aro tlc,,ed cfrifrdot dd. Thetdo,?, unilrt qized
rcprcductbn b sfircff prohibited unless offienvse permitted by the Sc/tooils Division $tperintederrt.



DepEd - DIVISION OF QUEZON
Sfrrr, Fori, Brgry. Talipan, Pagfilao, Quezon

Ceil # Ail75824627 or d wvwt,depdquezon-oom.ph
" C reati ng fuss i b i I iti es, I n spi ri ng I n n ovati ons o

c. Teacher in Charge (IlC) and Head Teacher (HT) acting as School Head is required to
secure the Office Performance Commifinent Rating Form (OPCRF) in the last ttyo (2)

mnsecutive nating periods: June 2016 - March 2O17 and June 2017 - March 2018 with a
rating of at least Very Satisfactory (VS) duly signed by the Schools Division Superintendent.
Documentformat can be downloaded thru link see PTOAS ofiline version.

lf applicable, certiftcation of managerial and adminisfrative experience from DepEd

recognized private institution or CHED - recognized higher education institution.

d. Seruice Record duly certified by Ms. Wennie O. Gaela, HRMO.

STEP 2: PRE-EVALUAflON

a. Applicants must submit all documents to the Division Evaluator at the ffice of the perconnel

section for evaluation, and all documents per page must be stamped conecty.

b. Once the evaluated documents are approved, the applicant must scan approved evaluated
documents then proceed to the online registnation. lf for compliance, the applicant should
rcsubmit his/her documents within 5 working days after receiving a notification for non-

compliance.

SrEP 3: ONUNE APTCAflON DRY RUN

Evaluated documents of applicants must undergo trial site to experience logging in before
proceeding to the ofiicial registration site for conechess of data in relation to Cefficate of
Eligibility.

a. https://www.demo.principalstestapplication.deped.qov.ph - online version fortial site

b. https://tinyurl.com lych?zhS.4 - for offline veniion

(after downloading the offline version, select and
double click the icon index to start the program)
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STEP 4: ONUNE REGTSTRAIION

Applicant must create an accountto registerhis/her fficial DepEd Emailaccountthrough the
following steps: (must fill in requined field in rcd asterisk)
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After a successful registration, a Reference Numberwill generate thru the system and shall
serve as the unique identifierfor the applicant throughout the Principals' Test.

A notification of successful registration will be sent to the applicants registeled email address,
containing applicants' information provided during the online registration and the reminders on
the application period, process and documentary requirements.

c. Applicant will receive notifications on the stratus of application through E-mail.
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STEP 5: ONUNE APPUCATION

Using the registered email addrcss, the applicant must log in to the PTOAS to proceed with the
online application and follow the next steps:

a. Applicant must fill out the online application form by providing all the necssary information.
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b. Applicant must upload scanned copies of the "pre-evaluated'documents. Ensure that the
documents are clearly scanned and saved in pdf format wilh nb size not exceeding 10mb per
fib.

c. Discrepancy or wrong entry of data of applicants in registration can be edited here.
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E mail address. : auezon(Ne d. oav. ph
Csnmsts: Txt HELEN - 0977890?fn7 (Smail$unlTallmTxt) 23127 (Gbbe aN W

Catl No: A$75821629
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e. Be reminded that falsifrcation of qualifuations and/or documents shall be subiected to

investigation with grounds.on'gir€nre dishones$as manffied tythe Civil Service Commission
(CSC) rules and reguhtions.

STEP 6: PROGESSING OF APPLIGATION

The EVALUATOR re@ives and verifies the submitted documents of the applicant online by

checking the following :

a. completeness of the application and uploaded attacfiments; and

b. authenticity of the information provkled and documents uploaded and ensuring that the

attachments bearthe stamp "pre-evaluated" and duly signed by the evaluator.

The EVALUATOR ads on thefullowing application whether:

a. Forvard to Regional Ofrice for Review (submitted complete and authentkaH
documentsl

a.l The application shall be fonrvarded to the RegionalOffice for valilation

a.2 An email notiFrcatbn shall be sent tro the applicant regarding the status of the applkzlion

b. For Compliance (submitted inoomplete drcumentsl

b.1 The appticatbn will be retumed to the applicant for further adion.

b.2 An enrail notification will be sent to the applicant indicating the aclbns needed to comply

and/orthe dooments needed to be submitted

c. Disapprove (appliantdid not meetthe qualifiationl
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d. The status of applicants can be vieuled here.
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c.l The applkxtion shallno longermove brward.

c.2 Nt email notfication shall be sent to the applicant detailing he reasons for disapproval.

STEP 7: PROCESSSING OF CERTIFICATE OF ELIGIBILITY (COE) AND EHMINATION FEE

a. The enaluator prints the system{enerated COEs of the applicants approved by sle
RegionalO'ffice.

b. The evaluatorsigns the COE before he approvalof the SDS.

c. The COE is signed by the SDS or the Vce-Chair (i.e., ASDS) in the event that the Chak

is not avaihble.

d. Upon daiming of the COE, the applir:ant must attach ttt'o (2) copies of passport size

(4.5crn x 3.5cnr) lD picture taken within the last ttix (6) months wih tag signature over
pdnted name (lastname, firstname, m.i.) in the spaces provided.

- One (1) copy at the upper portion (Applicant's copy)

- One (1) copy at the lorrrrer portkrn (Regional Offie copy)

e. The applicant shallsign the COE at the designated spaces provided before proceeding to
the nexl steP.

STEP 8: PAYMENT

a. Upon signaturc, the applicant mus{ prcoeed to the Casfihr Sec[bn to pay an emminatftrn

fee of Five Hundred Fifty Pesos (Php 550.00)

b. The examinalion fee of Five Hundrcd Fifty Pesos (Php 550.00) will be utilized to the

following:

b.l Ten Pesos (Php 10.(X)) for Legal Researcfr Fund stipulated in DepEd Order
No. 14, s.2015

b.2 Five Hundred Forty Pesos (Php 540.00) will cover expenses relative to the
prcparatons and adminishation of the Principals Test such as Openalfrrn

Expenses, Travel and Accommodaton Ergenses, Delivery/Shipment of used

Test Booklet back to DepEd Cental Office and Hononaria of all personnel

involved in the conduct of the Principals Tes{.

c. Upon receipt of the payment, the Cashier stamps the COE as "PAD" and afix his/her

signature. An email notiftcation will be sent to the applicant indicating that the application

has been approved and a paymentfurthe examination has been rcceived-
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d. The cashier secures the louer portion of the COE (RO opy) and retum the upper portkm

of the COE (applicants copy) to the applicant

e. The applicants copy strafi serve as the test take/s test permit and should be presented

on the day of the exam together wi$t their valid lD.

5. For updates, inquirbs and technicalassistance, kindly join FB Group: Quezon Principals Test
2018

6. lmmediate and widest dissemination of this lvlemorandum is desired.
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