Republit of the Philippines
Bepartment of Education
REGION VIII - EASTERN VISAYAS

June 26, 2026

REGIONAL MEMORANDUM

No. 809 s. 2026

DEPLOYMENT GUIDELINES OF NEW SCHOOL-BASED
NON-TEACHING PERSONNEL FOR FY 2026

To:  Schools Division Superintendents
Human Resource Merit Promotion and Selection Board

Human Resource Management Officers
All Others Concerned

1. Attached is Memorandum DM-OUHRODI-2026-1994 dated June 17, 2026 with
the subject: Deployment Guidelines of New School-Based Non-Teaching Personnel for
FY 2026.

2. Relative thereto, the Schools Division Superintendents are instructed to expedite
the hiring process and ensure 100% filling-up rate of these newly created non-teaching
positions not later than September 2026.

3. Immediate dissemination of and strict compliance with this Memorandum are

desired.

SALUSTIANO T. JIMENEZ JD, EdD, CESO
Regional Director S /\/

Enclosure: As stated
Reference: As stated
To be indicated in the Perpetual Index under the following subjects:
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MEMORANDUM
DM-OUHRODI-2026-(144

TO . REGIONAL DIRECTO
SCHOOLS DIVISION S
SCHOOL HEADS loyar ot
ALL OTHERS CONCERNED —'——

ATTENTION : REGIONAL AND SCHOOLS DIVISION HUMAN RESOURCE
MANAGEMENT OFF]CERS (HRMOs)

FROM : WILFREDO E. i )
Undersecretary for Human Resm%ce and
Organizational Development and Infrastructure

SUBJECT : DEPLOYMENT GUIDELINES OF NEW SCHOOL-BASED NON-
TEACHING PERSONNEL FOR FY 2026
DATE : June 17, 2026

The Department of Education (DepEd), through its Five-Point Agenda, remains
committed to strengthening governance structures and ensuring an efficient and
supportive education system. Central to this commitment is addressing
organizational and staffing challenges in schools as the primary delivery units of
basic education services.

Accordingly, under the Special Provision (SP) No. 24 of the General Appropriations
Act (GAA) for Fiscal Year (FY) 2026, DepEd is authorized to create, recruit, and
appoint school-based non-teaching personnel in elementary and secondary schools
to provide the necessary administrative and operational support for school
operations and the implementation of school-based programs and projects.

In this regard, DepEd, in coordination with the Department of Budget and
Management (DBM), shall deploy the following additional school-based non-
teaching positions for FY 2026, subject to applicable recruitment, selection, and
appointment policies of the Department and the rules and regulations of the Civil
Service Commission (CSC):

L Position Number of Items for Creation

| School Principal I (SP I) - SG 19 6,000
Administrative Officer II (AOII) - SG 11 11,268 x
Project Development Officer I (PDO 1) - SG 11 5,000 \
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To effectively facilitate the deployment of the abovementioned items, the following
information is provided to the Regional Offices (RO) and Schools Division Offices
(SDO) for their guidance and compliance.

L

ALLOCATION OF NEW ITEMS

In the allocation of new items, the following procedures were undertaken:

1.

In accordance with the agreements during the conduct of preparatory
activities for the deployment of FY 2026 new school-based non-teaching
positions under DM-OUHROD-2026-3536, Request for the Accomplishment
of the Preparatory Activities for the Deployment of FY 2026 New School-
Based Non-Teaching Positions, dated January 13, 2026, SDOs were
directed to update the School Heads Inventory, AO Il Deployment Report
(including items created prior to FY 2020}, and PDO | Deployment Report
to establish the current deployment status and identify schools without
assigned positions.

Based on the updated reports and other relevant data sources, shortages
of items per RO and SDO were identified, and schools were prioritized for
allocation in accordance with the deployment parameters prescribed for
each position.

. The indicative allocation list was submitted to the field offices for validation

through DM-OUHROD-2026-0521, Validation of Indicative Deployment List
of FY 2026 New School-Based Non-Teaching Positions, dated February 23,
2026. The validated list was officially submitted through a signed
certification and served as the basis for the final allocation.

DEPLOYMENT GUIDELINES

The deployment of school-based non-teaching personnel shall adhere to the
following general guidelines:

1.

For Elementary Schools (ES) and Senior High Schools (SHS), indicative
school assignments are provided in Annex A. However, SDOs shall review
and finalize the school assignments of all items based on actual school
requirements and updated deployment or cluster reports.

For Junior High Schools (JHS), the school assignments of new positions
shall follow the Deployment List provided in Annex B.

. In cases where a school has more than the prescribed number of items for

a position, including items deployed in previous fiscal years, the SDO shall
undertake the necessary reassignment of excess items to schools without
such positions, subject to applicable CSC, and DepEd policies, rules and
regulations.

Clustering arrangements, when applicable and deemed necessary as
allowed under these guidelines, shall adhere to the following conditions:

a. A cluster shall consist of a maximum of three (3) schools;
b. Schools within a cluster must be geographically adjacent; and
c. Schools within a cluster must belong to the same district.

DehED
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In exceptional and duly justified cases, schools with different curricular
offerings, size typologies, or districts may be clustered, subject to
operational feasibility. The SDO HRMO shall prepare and justify the
proposed arrangement in the deployment report for approval by the
Schools Division Superintendent (SDS) and Regional Director (RD).

The SDO and RO shall be accountable for ensuring that all clustering
arrangements comply with these Guidelines and do not compromise
service delivery.

Items for ES and SHS are lodged at the SDO level, while items for JHS are
lodged at the specific school level, in accordance with Annex B of this
Memorandum. Accordingly:

a. Items under Operations of School-Elementary (Kindergarten to
Grade 6) shall be deployed only to elementary schools;

b. Items under Operations of School-Junior High School (Grades 7-
10) shall be deployed only to Junior High Schools or Integrated
Schools, consistent with the approved deployment list; and

c. Items categorized under Operations of School-Senior High School
shall be deployed only to Senior High Schools.

In addition to the general deployment guidelines above, the following shall also
be followed for each position:

A.

SCHOOL PRINCIPAL I (SP I)

1. As a general rule, SP I items shall be deployed to schools without an
existing SP | item. In cases where deployment deviates from Annex A
due to circumstances such as newly reclassified School Principal
positions, priority shall be given to the following:

a. Schools currently managed by a Teacher-in-Charge (TIC) who did
not apply for reclassification to a School Principal position under
the Expanded Career Progression (ECP); and

b. Schools where the incumbent TIC either did not apply for retitling
or applied for retitling but does not intend to retain school head
functions.

2. The clustering of newly created SP I items shall only be permitted in
cases of exigency of service, such as when a school is temporarily
without a school head due to leave, retirement, reassignment, vacancy,
or other circumstances requiring the assumption of school leadership
functions, including the management of financial and administrative
processes.

ADMINISTRATIVE OFFICER II (AO II)

1. Each unique School ID shall have one (1) AO Il item, regardless of
school size or curricular offering. Hence, SDOs shall undertake the
necessary reassignment of excess items to schools without an AO II to
achieve a one (1) AO II per school (1:1) deployment ratio.
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2. Existing AO Il items may only be subjected to clustering arrangements

for purposes of serving newly created, established, or legislated schools
for SY 2025-2026 that were not included in the FY 2026 allocation.

C. PROJECT DEVELOPMENT OFFICER I (PDO 1)

1.

The long-term objective is to provide one (1) PDO I item for every unique
school ID. However, pending the availability of sufficient items, SDOs
shall prioritize the provision of at least one (1) PDO I item per school
district. To maximize the coverage of schools, PDO I items, including
those deployed in FY 2023, may be assigned through clustering
arrangements in accordance with Section I1.4 of these Guidelines.

Notwithstanding the foregoing, schools with an enrollment of 3,301
and above (Very Large to Mega Schools) shall be prioritized for the
assignment of a dedicated PDO I item and shall not be covered by
clustering arrangements.

SDOs shall review the deployment of all PDO I items and make the
necessary reassignments, where applicable, to ensure that no school
shall be allocated more than one (1) PDO I item.

III. DEPLOYMENT PROCEDURES

1. DEPLOYMENT REPORT

a. The Administrative Division-Administrative Officer V (AO V) and

Administrative Officer IV (HRMO) are directed to review and finalize
the school assignments of items for ES and SHS. They shall be
supported by the School Governance and Operations Division
(SGOD)-Planning Officer for purposes of clustering or updated data on
the list of schools and school IDs.

Such review shall be based on the indicative school assignments in
Annex A, updated deployment or clustering reports of existing items,
and actual school requirements.

Since the deployment of items for JHS is school-specific, deviations from
Annex B shall not be allowed.

The final school assignments of iterns must be reported through a
deployment report to be submitted to this Office. Further information
on the format, submission mode, and deadline shall be provided
through separate guidelines.

2. ISSUANCE OF NOTICE OF ORGANIZATION, STAFFING, AND
COMPENSATION ACTION (NOSCA)

a.

Consistent with the existing procedures of DBM on the creation of non-
teaching positions for DepEd, the DBM ROs shall issue the
corresponding NOSCA directly to DepEd SDOs or Implementing
Units (IUs).
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b. Once the NOSCA has been issued, the SDO-HRMOs must
immediately check for any discrepancies in the number of items in
the NOSCA vis-a-vis allocation list. Any discrepancy must be
immediately reported to the RO-HRMO and DBM-Regional Office.

c. Upon receipt of the NOSCA, the SDO-HRMOs must submit a copy of
the NOSCA and its cover letter through the application “InsightED”.
Through the said application, HRMOs shall upload copies of the
NOSCAs received and indicate the corresponding number of non-
teaching items by position and by level of education covered by the
issued NOSCAs for monitoring and validation purposes.

3. FILLING-UP OF ITEMS

Upon receipt of the NOSCA, all SDOs shall immediately commence with
the publication and posting of vacancies, initial evaluation,
comparative assessment, and selection of qualified applicants. All
SDOs are directed to strictly adhere to the prescribed process, criteria,
and point system stipulated under DO No. 007 s. 2023 titled
“Guidelines on Recruitment, Selection, and Appointment in the
Department of Education” and DO No. 021, s. 2024 titled "Amendments
to DepEd Order No. 007, s. 2023." The Qualification Standards (QS)
shall be in accordance with CSC’s approved qualification requirements
for the non-teaching positions.

4. MONITORING OF FILLING-UP OF NEWLY CREATED ITEMS

a. The FY 2026 accomplishment of the ROs/SDOs in terms of filling-up of
items will be monitored through the Program Management Information
System (PMIS). Hence, the SDOs shall immediately access and
update the system at pmis.deped.gov.ph once the SDS signs the
appointment paper of the newly hired non-teaching personnel.

b. The SDOs are also reminded to update the Personal Services
Itemization and Plantilla of Personnel (PSIPOP) monthly based on
issued appointments in accordance with the National Budget Circular
No. 549 dated 21 October 2013.

5. ONLINE ORIENTATION OF DEPLOYMENT GUIDELINES
An Online Orientation shall be conducted to discuss the guidelines
provided herein and to extend technical assistance to the field offices. The

details of the orientation are as follows:

Target Participants

Governance Level Target Participants
Central Office « All Divisions under Bureau of Human Resource and
Organizational Development (BHROD)

Regional Offices » Regional Office HRMO
Schools Division |« Administrative Division-AO V |
Offices » SDO HRMO ‘
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All  target participants must confirm their attendance at
tinyurl.com /NTP260rientation-Reg on or before June 19, 2026.

Schedule and Administrative Details

Date June 22, 2026 (Monday)
Time 9:00 AM-12:00 NN
Link tinyurl.com/NTP260rientation

For easy reference, kindly access this link for all relevant resources: bit.ly/DepEd-
NSPP-Links.

Should there be further questions or concerns, please contact Ms. Ina Marie Claire
E. Mallari of BHROD-SED through landline (02) 8633-5397 or email at
bhrod.sedudeped.gov.ph.

For your information, strict compliance, and appropriate action.

Copy furnished:

Office of the Secretary

Office of the Undersecretary for Strategic Management
Office of the Undersecretary for Finance

Office of the Undersecretary for Field Operations
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