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Republic of the Philippines
Pepartment of Education
Region IV-A

SCHOOLS DIVISION OF QUEZON PROVINCE

23 September 2024

DIVISION MEMORANDUM
DM No. 778 , s. 2024

To:

COMPOSITION OF DIVISION PUBLIC AFFAIRS MANAGEMENT COMMITTEE

Assistant Schools Division Superintendent
Division Chiefs

Public Schools District Supervisors
Elementary & Secondary School Heads
Division Information Officer

Division Public Assistance Center

Division Social Mobilization Focal Person
All Others Concerned

. In reference to Division Memorandum No. 327, s. 2024 dated April 11, 2024, re:

Designation of Wilbert B. Porteza as Division Information Officer, this division

constitutes the persons involved on the Public Affairs Management Committe and their

functions:

MEDIA RELATIONS

Persons Involved Responsibilities

communicate with the mass media practitioners on the

DIO/SOCMOB relevant information received

seek approval from the Top Management on the information
DIO/SOCMOB shared by the mass media

TOP MANAGEMENT | approve or disapprove the information presented by the DIO

DIO share relevant information to the public
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Republic of the Philippines
Pepartment of Education

Region IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

INFORMATION MANAGEMENT AND DISSEMINATION
approve or disapprove on the shared post presented by the
Top Management i
Share post to DepEd Tayo Quezon FB Page from official
e sources
MATERIALS PRODUCTION

Partners/LGU/SDO Draft publication/article, promotional materials (e.g. video,
Offices poster, picture, etc.)
Evaluators Quality assure the drafted publication/promotional

materials
DIO Publish accordingly to DepEd Tayo FB Page

Here’ the link for the news writing template:

https:/ /www.depedquezon.com.ph /link /NewsWritingTemplate

PUBLIC RELATIONS AND ASSISTANCE

Client Gather full details of concerns/queries
DIO/DPAC Validate concerns/queries of the client

Address the issues/concerns of the clients

DIO/DPAC Inform the concerned clients on the actions taken by the

concerned employee

2. See attached Division Memorandum No. 238, s. 2020 for reference.

3. Immediate and widest dissemination of this memorandum is desired.

ROMMEL C. BAUTISTA, CESO V

Schools Division Superintendent 4

|
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SCHOOLS DIVISION OF QUEZON PROVINCE

11 April 2024

DIVISION MEMORANDUM
DM No. 327 ,s. 2024

DESIGNATION OF WILBERT B. PORTEZA AS DIVISION INFORMATION OFFICER

To: Assistant Schools Division Superintendents
Division Chiefs
Public Schools District Supervisors
Elementary and Secondary School Heads
All Others Concerned

1. Anent to Regional Memorandum No. 260, s. 2023, this Office informs all field and
Division Office personnel of the designation of Information Technology Officer (ITO)
Wilbert B. Porteza as the Division Information Officer (DIO), effective immediately.

2. As such, ITO Porteza is expected to perform the duties and responsibilities stated in the
attached Memorandum. He may also call for meetings, lead the training, provide
assistance on the management of DepEd Tayo pages, and designate members of the Press
Release and Field Correspondents (PREFIC) Team, including School/District Information
Coordinators (SICs/DICs), teacher-journalists or other capable personnel from the field
or Division Office to cover Regional and Division activities when needed.

3. Further, as per DepEd Order No. 009, s. 2021 (Institutionalization of a Quality

the DIO shall lead the
implementation of the Quality Control Plan (QCP) enumerated below:

Management System in the Department of Education),

a.
b.
C.
d.

Information Management and Dissemination,
Materials Production,
Media Relations, and

Public Relations and Assistance.

4. For immediate and widest dissemination.

parord/04/11/2024

ROMMEL C. BAUTISTA, CES
Schools Division Su;o)frintend
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12 May 2023

Regional Memorandum
No. 260, s.2023

DESIGNATION OF DIVISION INFORMATION OFFICERS

f o Schools Division Superintendents

| The Public Affairs Unit (PAU)} of the Regional Office serves as the
communication office responsible for the management of the
communication system, delivery of direct communication support, and
promotion of the accomplishments and best practices of the region,
including those of the Schools Division Offices (SDOS) in CALABARZON.

0

This Office through the Public Affairs Unit (PAU) requests all Schools
Division Offices to designate their own Division Information Officer (DIO)
who will be the counterpart of PAU in the Division.

3. The issuance of this memorandum shall replace Regional Memorandum
No. 734, s. 2018 titled Designation of Division Information and Action
Officers.

4. As the Division Information Officer, the designated personnel are expected
to perform the following:

a. Designate writers the can cover Regional and Division activities
happening in their Division;

1 AT b. Help promote DepEd-initiated activities in their official SDO media
f g‘y,: plattorms;

i X“T“ENUE::‘ . ¢. Assist the RO and their SDO in handling issues and concerns
| MR coming from the Central Office or from the field:

RNOWNLOADED 4

i ;
I : yivi . . , v

‘ DaterTime ﬂY 1_(}__“‘_4 ’ inform the Regional Information Office (RIO} and submit significant
|8y oo 8.57 Am_ incident reports as stipulated in Regional Memorandum No. 736, s.
e, s 2022: and

Assist the RO and their SDO during crisis management, if needed;

o

f. Assistin the conduct of DepEd-initiated events (such as Oplan Balik
Eskwela, Press Conference, etc.) where the Division Information
Officer is needed.

5. Each designated DIO is advised to secure a designation memorandum
signed by the Schools Division Superintendent.
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All designated ofﬁcers are requested to fill out the online directory form at
Leppoiniio 00 and upload a scanned copy of their
dcs1gnanon.

If a DIO shall be replaced, it is advised that the RIO be immediately
informed and the new DIO shall accomplish the online form.

Strict compliance with this memorandum is desired.

ATTY. ALBERTé T. ESCOBQ"E, CESO II

- Regional Director
Us
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Republic of the Philippines

Department of Education

Region IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

September 7, 2020

DIVISION MEMORANDUM
DM No. _238 | s, 2020

To:

PRESS RELEASE AND PUBLIC INFORMATION MANAGEMENT

OIC-Assistant Schools Division Superintendents, CID and SGOD Chiefs, Education Program
Supervisors, Education Program Specialists, Section/Unit Heads, Public Schools District
Supervisors, Elementary and Secondary School Heads, Teaching and Non-teaching Personnel,
and Others Concerned

. With reference to the Regional Memorandum No. 809, s. 2018 (General Guidelines in

Submitting Articles for Publication in TEAnig ng CALABARZON), the Schools Division Office
(SDO) of Quezon province encourages the Press Release (PR) focal persons of the schools,
the district offices, and the division’s functional section/unit to submit a news article to the

regional Public Assistance Unit (PAU) through the Division Information and Action Officer
(DIAO).

. The PR shall be hereby understood as a compelling news story, written by a designated public

relations/information officer, which communicates brief information about an event,
project/program launch, announcement, or an official statement. News and feature articles

written by students, teaching, teaching-related and non-teaching personnel may be submitted.

For purposes of e-publication in the regional website, submitters shall use the prescribed
template in the Regional Memorandum No. 137, s. 2020 (New Template in Submitting Articles
for Publication in TEAnig ng CALABARZON), which can be downloaded from
depedcalabarzon.ph under Downloads > Forms > General Form. See attached Article

Submission Form. m
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Bepublic of the Philippines
Bepartment of Education

Region IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

4. Please be guided by the following:

a. No editing or reformatting shall be done to the regional template.

b. No objects, such as photos, shapes, tables, bullets and text boxes, shall be inserted to
the template.
Narrative reports which are not newsworthy shall not be accepted for e-publication.

d. Articles dated more than four (4) weeks old shall be denied.

e. Articles shall be accompanied by atleast one (1) to a maximum of four (4) high-resolution
photos in PNG or JPEG format.

f. Photos should not be added to the article template, but should be sent as an email
Attachment.

g. To facilitate quality, control and recording of article submissions to the regional PAU,
“direct submission” from the field is highly discouraged.

h. The DIAO shall be the primary responsible in sending articles from the field to the
regional PAU in behalf of the original writers.

i. Saved in MS Word format, all articles shall be uploaded by the designated Information
Officer (in case of schools/districts), or Program Proponent (in case of the SDO) through
this link: tinyurl.com/TEANIGquezonreview.

5. For purposes of having featured in the SDO's official website and/or Social Media (SocMed)
platforms, submitters from the field may use their school or district template for news
articles/features. On the other hand, submitters from the different functional units/sections of the
Division Office are requested to use the Quezonette template from the Information
Communication and Technology (ICT) section. Saved in PDF, all articles should be uploaded
by the designated Information Officer (in case of schools/districts), or Program Proponent (in
case of the SDO) through this link: tinyurl.com/forSDOfeature.

6. At the Division level, the PR/ Information Officer shall be duly designated by the Schools
Division Superintendent (SDS), whereas at the district and school levels shall be duly
designated by the Public Schools District Supervisor (PSDS) and the school head, respectively.

They would be responsible for the management of the communication system, delivery of direct
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Republic of the Philippines

Bepartment of Education
Region IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

communication support, and promotion of the accomplishments and best practices of the SDO,

the district office, and the school.

7. The PR/ Information Officers are advised to secure from their respective SDS, PSDS and

school head a designation paper with attached Terms of Reference (TOR) patterned after the
Regional Memorandum No. 734, s. 2018 (Designation of DIAO) and Regional Memcrandum
No. 51, s. 2020 (Addendum to RM No. 734, s. 2018). Preferrably, they should have background

in journalism, are computer literate, and have commendable communicative and social skills.

8. Specifically, the DIAQC is expected to perform the following:

a.

Cover or write articles relative to the conduct of activities initiated by the Office of the
SDS/ ASDS (OSDS/OASDS);

Request the Program Proponents of the functional units/sections of the division, or the
district/school Information Officers, to submit news articles/ PRs relative to a recently
conducted program or professional development activity;

Collect, review and email news articles/ PRs to the regional PAU for “potential” virtual
publication in the TEAnig ng CALABARZON, as well as “potential” posting in the official
website and SocMed platforms of the SDO:

Promote the Department of Education (DepEd) and the SDO’s activities through the
management of the DepEd Tayo Quezon Facebook Page and coordinate with the
DepEd Tayo page administrators in the schools and districts;

Coordinate with the Information Technology Officer (ITO) for other information-related

concerns,

Assist the Regional Office (RO) in handling issues and concerns from the Central Office
(CO) or from the field;
Assist the RO during the conduct of press conferences and crisis management, if

necessary; and

Disseminate public information from the RO/CO received via email or official SocMed
and closed groups.
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Republic of the Philippines

BDepartment of Education
RegionIV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

9. To establish the registry of designated District Information Officers (DislO), they are
requested to fill out the online form through: tinyurl.com/DistrictiOquezon.

10. The DislOs are aiso encouraged to create their online registry of School information Officers
(S10s) for reference purposes.

11. Immediate dissemination of and strict compliance to this Memorandum is desired.
A
ELIAS A. ALICAYA, JR,, Ed,
Assistant Schools Division Supe ndent

Officer-in-Charge
Office of the Schools Division Superintendent

smeord09/07/2020
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General Directions. Please fillin all appropriate fields in this form. Flename should be Title
of Article.docx/.doc (ie SDO Rizal conducts training in ALS.doc.) Email all articies to

. Only submissions using this form and in MS Word format
will be reviewed. No alterations or formatting should be done on this form.

Kindly refer fo Regional Memorandum No. 809 s, 2018 titled General Guidelines in
Submitting Arlicies for Publication in TEAnig ng CALABARZON for other instructions.
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