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ron s¥ 2o2i-2o22

ro Auirfunt Schoob Diwlllon St[perintendent
SEro Chletr, Section/Unit Heads
Education nqgrazn fuperdaors
pl]blle schoob "rfuct &iperdsors
School Heads
"rfuct/School IC* Coordhator.
All other concerned

1. Ineonsonance with the attached cO UBrfumbcoed Hcmo dated Jdoe 26. 2019, re:
Deaigratlon  of  "rfuct  and  School  lnfomation  and  Oemnnricatlooa  Technology  qcxp
Cndlnaters,SchoolHeadsandPublicSchoolsDistrictSupervisorsareadvisedtosubmittheoffic+iaTial
de8igration Of district and School Icr Coordinators for SY 2021-2022 following the provide template
G\nclosure1)whichisdueonOctcher4,2021.

2.  Further, designated "8trfct/8choed ICT Coordlnatoff are advised to accomplish
this link https: / / tinvurl.com/ ICTCoorprof2021 for D0 updating of ICT Coordinator 1 & 2 profile.

3.  For queries, Technical Assistance and additional infomation, please contact the ICI`
Unit (CP#09291383262) or email at ic`tunit.c`td(iadcoed.sov.Dh.

4.   For infonnation, gLiidance and compliancecj/f
sosAp a. col4^no

Asst. Schools Division Superintendent
OIC-Office of the Schools Division Superintendent

® S=T#J#catand-
Bcatanduanes@deDed.co\^Dh
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DEsicNAiioN OF scHOOLrois"ior INFORRATIOM AND cOINUN[cAT]ON TECHNOLOcy OCT) cOORDiNrmRs

(6nalQJJ"  ,)

Name: Pos-rtion:
NumberofSYdesisnatedaslcTCbordinator/pis.prov/-detheschoalyear/5/:
lT Related TTa.in.ings Attended (pls. use separate sheet if necessary)..
DepEd Email Account:
School lD:

NumberofYrs.inTeaching:

School Name:
DistricvMunicipality:

Designation:

Address:

(      )          DistrictlcTCoordinator
(       )          School lcT Coordinator (Preventive Maintenance of the school's lcT Equipment and be in-charged

of other lcT-related programs and proi.ects)
(       )          School lcT Coordinator (Data Management and Information systems sui)port)

ln the exigency of the service, you are hereby designated as the lnfomatfon and Communication Technology(lcT)
Ccordlnator Of effective immediately for this SY

Youarealsobeingunloadedofyourusualteachingloadtofour(4)hoursdailytofocusandconcentrateonlcTfunctions
and duties in your School/District with specific provislons Of DepEd Memorandum No. 291 s. 2008 and addendum under DepEd
Order No. 53 s. 2003.  (References: RA 1880, CSC 9155, Magma Carta for the Public-School Teachers, Civil Service Code).

QUALIFICATIONS:
•:.     Minimum of 3 years Teaching Experience
•:.     Oriented in Basic computer soft`A/are and Applications

<.     Oriented in Basic soft`rare and Hard`^rare Installations
•s.      Extensive experience in Educational Tectinology
•>     Strong interpersonal, communication, analytical and prol)lemioMng skins

DLITIES AND FUNCTIONS

General Duties:
A.     On lcT systems and school lofrastructure Management

•        Erisure  utilization  and  maintenance  Of  E-classroom  including  ICT  equipment  such  as  laptop,  projectors  and
speakers among others;

•       Report problems and concerns about lcT packages ofschool to the supplier and SDO-lcT unit;
•       Coordinate with ttie school property custodian in the in`/entory of all school lcT equipment; and
•       Assist in the preparation of school Improvement plan of Annual lmplementatlon plan

8.     On lcTprogramsand projects
•       Spearhead in the implementation of lcT literaey via school LAG session;
•       Maintain the effective use of the E{lassroom and monitor the utilization of other lcT equipment such as laptops,

projectors and speakers, among others;
•        Maintain school LIS/BEIs account (usemame and password) and mentor LIS/BEIS online encoding; and
•       Provide assistance and/or facilitate in  the early accompli5riment of dlffeTent  lcT  related  bepEd  Programs  llke

LRMS, e-class Record, DepEd Email Account, eHRIS, I)PDS and the like.

C.     on I.artnershlp and stokenolders Management
•       Forge lcT-related MOU/MOA with private organizations, SUCs, LGUs, and/or public/Private schools.

D.     On lcITechnical Assistance
•       Provide technical assistance among peers,  learners and  school heads with  regard to the positive  use of ICT in

teaching and leaning, and governance; and
•       Coordinate with District lcT Coordinator and Division IT Officer on the monitoring and evaluation of lc'r programs

and projects to cnsore effective feedback and collaboratlon.

Specmc Funct7ons:
a.    Manage  and   maintain  the  Information  and  Communication  Technology(lcT)  Systems  and   lnfrastructiire  of  the

School/I)istrict to support operations;
b.    Manage and implement lcT programs and projects ln the School/District to ensure data va[idfty/privaey and effective

utilization Of the system;
(.    Formulae Dlan§ for the School/Dlulct to ffiemrety alloene the nceescary let resour[es to eLippert divieian, regional

and national strategy, operations, program and projects; and



d.    Participate and communicate with the  Division and other lcT District and School lcT Coordinators with regard to the
implementation/accomplishment of Division/Region/National lcT-related F)rograms.

Recommended by;

Signature over Printed Name

(School Head)

Recommending Approval;

JENNIFER 8. METICA

Information Technology Officer-I

MA LUISA T. DELA ROSA
Asst. Schools Division Superintendent

cONFO"E:

Signature over Pririted Name

/Desfenated District/School lcT Coordinator)

Signature over Printed Name

(Public Schools District Supervisor)

APPROVED:

SUSAIV S. COLLAl`lo

Asst. Schools Division Superintendent
OIC-Office of the Schools Divisicln Superintendent
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a   neventive nrfutcaance of the school'8 Ion Eqtryment and be in-
chngeofotherICT-rchtedprogransandprojocto;and



If the Administrative Assistant/ Registmr is available, the SchcolHeaid has
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whether shall remain enforeed.
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4.       in order to ensue the proper inplementatfon on the destgnatin ty the
School ICT Coordinators, the fouowing guidelines are issued:

)

a  :::eT#rst=ifetged: (#ti:#F2 #rn¥tJ#¥h:#;gift
render services on part-tine basis and Shall remain in the teachers'
leave basis. Any work done within the School premises in excesirof 8
haul.8  during  .the  regular  School  days  sham  be  given  additional
compensation or overtime Pay;

a     When funds are not available for the grant of additional compensaden
or overtime pay, vacation service credits may be granted for services
rendend beyond the required working hours during regular school
dr:3r8, which is elusive of the 15 days limitation under DepEd Order
No. 53, 8. 2003,

a      The specific provision of I)epEd Memorandum No. 291, 8 2008 and
the addendum under DepEd order No. 16. a. 2009 shall b€ enfond
in this regnd, and;

a     Teachers designated on part-time basis ae School ICI` Coordinator
and who are requind to render 8ervic€s during the Summer vacation
to  c"duct  preventive  maintenance  Of  E-Classroom/   Computer
Laboratory and [er Equipment Inventory after the closing and before
the opening Of classes for eeeh 8eme8ter shall moewi8c  be granted
vacation service credits of not more than 15 days, also Of the ckclusive
15 drys' mtation.

5.        The fouowing procedures/ requirements must be observed:

a    The de8ignation of a teacher to perform a8 the school Ion coordinator
whether on part-tine of fun-tine basis Shall be recommended ty the
School  Head  to  the  Schods  Division  Superintendent  (SOS)  for
approval;

Only duly designated School Icr Coordinate.r may be paid additional
compensation or overtime pay or rna:y be granted vacation  service
credits under these guidelines;

The School Head  shall submit to the SDS the  request to grant of
vacation Service credits, clearty indicating the total mmber of days
Served by the desigriated School ler Coordinator duing the 8t-er
vacation together with the duly signed daily tine record (rm)



approval;

d    The discretion to detemine the allowable number Of vacationxpervice
credits that may be allowed i8 ve8ted with the SOS;

eL    The accumulated vacation service credits of teachers shall be tLsed to
offset absences of teachers due to illness.  Subject to evailarfufty Of
funds and approval of the SDS, monetization or payment of the money
value of unused vacation serwlce credits may be allowed,  using the
approved  forlrmha for the  computation,  conversion,  and  receraion
under eri8ting CSC rules and regulations.

Furthermore,   designated  District/School   Icr  CoordinaLtor3 + shall
perfom duties and responsibilities rchted to DcpEd Ion programs
and 8hal! not be treated merely as District/School secretariat.

6.        The     qualifications,     duties,     responsihilitieB,     and     priwheges     of
District/ School ]CT Coordfrotor i8 enclosed.

7.        All  Schools  Divialon  Offices,  thru  the  Dlvi8ion  Information Technology
Officer  in coordimtion with the Ptzbife  Schools District Superviaor8/"Btrict
Coordinating Princtpal8, are directed to e.€chll.A a Dlatrict ten Council to te

IrELtyt:=J2LF=T]dEg=#y#£E#%#¥iFsngin#:`[%
The members Of the District [CT Council shall be the officiary designated School
ICT Coordinators.

8.        For those divisions with no districts, a "wl.l®a ler c®ae Team arty be
ect&t.llche4 to be headed lay the DM.lop ne,

9.        Immediate and wide diseemina:tion of this memorandum i9 desired.
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