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DTVISION MEMORANDUM
No. , s.2o26

GUIDELINES ON ENSURING EFFEICTTVE MAITAGEMTNT OF NEAP
SCHOLARSHIP PROCESSDS

To Assistant Schools Division Superintendent
Chief Education Supervisors
Public Elementary and Secondary School Heads
A11 Others Concerned

1. Please be informed of the attached DM-OULS-2O26-O 18 titled "Guidelines on
Ensuring Effective Management of NEAP Scholarship Processes".

2. In line with this, to ensure the transparency in the implementation of
professional

development programs, and support continuing education opportunities for
personnel, this Office hereby establishes the Schools Division Scholarship
Committee (SDSC).

Chairperson: Amando C. Yutuc PhD
Chief -SGOD

n*fuEDV

Caroline s. Montes
Personnel

Secretariat Arcely G. Garcia
Edna S. Canlas

3. For reference and guidance

EPS - English
EPS - Math
EPS - Filipino
EPS - Araling Panlipunan
EPS - ESP
EPS - TLE
EPS - MAPEH
EPS - Kinder
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Vice Chairperson: Atty. Paul Nikon Alcyro
Legal Officer

Members:
Subject Are Supervisors

Adrian P. Tamayo PhD
Maria Esperanza S. Malang PhD
Rochella C. David
Ramil D. Dacanay-
Edgardo S. Nunag
Josephine G. Figuerroa Phd
Jeannieffer R. David
Reynaldo G. Cabrera

SEPS _ HRD
Administrative IV- Records



ftepubltr ot tlre mlritippines

TBeBsrtment of @bucutton
REGION III

ScHooTs DIVISIoN OFFICE oF ANGELES CITY

ED

Encl: As stated
Refl As stated
To be indicated in the Perpetual Index

under the following subjects:
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Engr. EDGARD C. DOMIITGO PhD, CESO V
Schools Division Superintendent t y
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MEMORANDUM
DM-OULS-ZOZA- Sl9-.

TO Regloaal Directors
Schools Division Superiatendents
School Heads
All Others Conceraed

Camrlaroua;rrv
FROM CARMELA C. ORACIOIY

Assistant Secretary
Officer-in-Charge
Office of the Undersecretary for Learning Systems

SUBJECT GUIDELITTES ON ENSIIRING EFFE TIVE MANAGEMEITT OF NEAP
SCHOLARSHIP PROCESSES

DATE 19 January 2O26

1. In line with the commitment of the Department of Education (DepEd) to supporting the
professional development of all its personnel as a key foundation for the advancement
of basic education quality, the National Educators Academy of the Philippines (NEAP)

aims to streamline and improve the scholarship management process, ensure equitable
access to all scholarship opportunities, and respond promptly to Calls for Applications.

2. Accordingly, NEAP hereby issues the guidelines on ensuring eflective management of
scholarship processes which specifically aim to:

2.1 provide the roles and responsibilities of Personnel Development Committees
(PDCs) across goverrr€rnce levels;

2.2 establish the composition and roles and responsibilities of Scholarship
Committees across governance levels;

2-3 determine Scholarship Application and Management Processes; and
2.4 establish Pool of Potential Scholars.

3. Enclosed with this Memorandum are the following documents

Enclosure 7 Guidelines on Ensuring Effective Management of NEAP Scholarship
Processes

Enclosure 2

Enclosure 3

Template on the Composition of Personnel Development Committees
and Scholarship Committees

Template for the Pool of Potential Scholars Database

v 1/F Bonifacio Building DepEd Complex, Meralco Avenue, Pasig City

DirectLine:(632)8633-72o2l8687-4146E-mail:.uetrrP
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: ln this connection, all Regional Offices (ROs) shall submit the following documents
through bttps:/ /tinrnrrl.com/47umde9k on or before 16 Februaty 2026:

a. Composition of Personnel Development Committees and Scholarship
Committees

b. Copies of Regional and Schools Division Memoranda establishing the
composition of the PDCs and SCs, merged in PDF file.

5. Furthermore, each Region is directed to submit via email its Pool of Potential
Scholars Database to NEAP at : {br verihcation and
validation, using the subject line: R- Poot of Potentiol Scholars, or or before O2

March 2026.

6. For aly questions and concerns, please contact the NEAP Scholarships Secretariat
through qlllolarshi p strde pcri . gov. t-; ir and/ or landline (O2) 87 1 5-99 I 9

7. For immediate dissemination and appropriate action.
W

1/F Bonifacio Building, DepEd Complex, Meralco Avenue, Pasig City

Direct Line: (632) 8533-72O2t8687-4146 E-mail: '.,;; . . t.': | , ; Website: www.deped.gov.phDefifD _w"
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Enclosure 7

GUIDELINES ON ENSURING EFFT TTVI MANAGEMEITT OF SCHOL/IRSHIP
PROCTSSES

I. RATIONALE

Pursuant to Civil Service Commission (CSC) Memorandum Circular No. 10, s. 1989,
which mandates the establishment of a Personnel Development Committee (PDC) in all
govemment agencies to plan, manage, and oversee personnel development programs,
the Department of Education (DepEd) Central Offrce, through the Bureau of Human
Resource and Organizatronal Development (BHROD) in coordination with the National
Educators Academy of tJ:e Philippines (NEAP), issued Office Order No. OO-OSEC-2O21-
045 dated 09 December 2021, prescribing the composition of the PDC at the Central
Office level.

However, the PDC established under the said Oflice Order applies only to the Central
Office. To ensure consistency, coherence, and effective implementation of personnel
development initiatives across all governance levels, there is a need to require all
Regional Oflices and Schools Division Offices to establish and submit the structure
and composition of their respective PDCs.

At every level of governance, the PDC shall be organized to serve as the review and
recommending body responsible for examining and anaJyzing proposed policies,
guidelines, plans, and other outputs of t1le Learning and Development (L&D) System.
It shall also recommend improvements and endorse such outputs to the head of of{ice
for approval. Scholarship Committees, constituted as subcommittees of the PDC, shall
assist in facilitating a transparent, systematic, and merit-based selection of the most
qualified personnel for scholarship opportunities.

Further, pursuant to DepEd Order No.011, s.2019, titled "Implementation of the
NEAP Transformation," as reiterated in OO-OSEC-2O21-O45, the oversight of
professional development for DepEd personnel is clearly delineated. The BHROD shall
oversee professional development progr€rms for non-teaching personnel, while the
NEAP shall oversee and mErnage professional development interventions for public
school elementar5r, secondaqr, and senior high school teachers, as well as education
leaders nationwide.

Moreover, there is a need to institutionalize a standardized scholarship management
process across all levels of governance to ensure the effective administration,
monitoring, and evaluation of scholarship programs. A clearly defined process shall
provide guidance on the identification, selection, endorsement, monitoring, and

2nd Floor Mabini Building, DepEd Complex, Meralco Ave., Pasig City 1600
Telefax No.: (+632) 8638-8638
Email Address: neap.od@deped.gov.ph
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completion of scholars, including the delineation of roles and responsibilities of the
PDCs and their Scholarship Committees.

Accordingly, each Schools Division PDC (SDPDC) shall recommend and maintain a
Pool of Potential Scholars, which shall be consolidated by the Regional Office PDC
(ROPDC) into a unified regional database. This pool shall serve as an immediate
reference for the nomination and selection of scholars under various circumstances,
ensuring quality nominations while upholding established standards and principles of
equity, transparency, and excellence. Below are the core functions of the PDCs in all
govemance levels.

II. OBJECTIVES

These guidelines aim to ensure a systematic, transparent, and harmonized
implementation of scholarship programs that support the professional development of
teaching and teaching-related personnel across all governance levels.

Specifically, these also aim to

a. provide the roles and responsibilities of Personnel Development Committees
(PDCs) across goverrrance levels;

b. establish the composition and roles and responsibilities of Scholarship
Committees across governance levels;

c. determine the scholarship application and its management processes; and
d. provide guidance on the establishment of Pool of Potential Scholars.

UI. ROLES AND
COMMITTEES

RESPONSIBILITIES OF PERSONNEL DEVELOPMENT

The roles and responsibilities of the PDCs at the Central Office, Regional Office, and
Schools Division Office levels are defined to ensure clear accountabilit5r, effective
coordination, and the eflicient implementation of learning and development and
scholarship programs across all levels of governance.

l.lCentral Office PDC (COPDCI
a. Ensures alignment of CO l,&D process with DepEd strategic goals

and objectives;

b. Provides L&D strategies and recommended directions to CO
implementing units, based on needs assessment, performance
evaluation results, and emerging internal and extemal mandates;

A-f/
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c. Ensures utilization of CO-wide competency-based Learning Needs
Assessment report prepared by tlle secretariat as part of the CO t &D
master plan and office learning plans;

d. Approves CO L&D master plans and ensure that L&D targets are
aligned with the agency's budget;

e. Recommends availment of invitations from external conventions,
conferences, syrnposia, and fora offered to CO employees;

f. Approves criteria in selecting external service providers in
conducting in-house CO learning and Development Programs
(coLDP);

g. Approves recommended nominees in CO for local and international
training and scholarship grants;

h. Monitors L&D accomplishments of CO implementing units; and

i. Approves annual L&D accomplishment report prepared by the
Secretariat.

1.2. Regional Oflice PDC- IROPDCI

a. Leads in the review, analysis, and recommendation of proposed
policies, guidelines, plans, and other outputs related to the Human
Resource Development (HRD) system, improvements, and then
endorses them to the Regional Director for approval;

b. Evaluates and recommends L&D programs for DepEd personnel
based on the L&D Plan, individual development plans, identilied
competencies, and other strategic considerations;

c. Facilitates the selection of the best-qualified employees for
scholarship programs and other L&,D opportunities;

d. Ensures performance monitoring, rewards, and recognition systems
are properly applied within the office;

e Helps develop internal policy guidelines in accordance with existing
relevant guidelines related to the L&D of personnel; and

Doc. Ref, Code PAWIM-F{26 Rev 00
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f. Submits required reports to the head of the office regarding L&D
activities and accomplishments.

1.3. Schools Division PDC (SDPDCI

a. Leads in the review, analysis, and recommendation of proposed
policies, guidelines, plans, and other outputs related to the Human
Resource Development (HRD) system, improvements, and then
endorses them to the Schools Division Superintendent for approval;

b. Evaluates and recommends l,&D programs for DepEd personnel
based on the L&D Plan, individual development plans, identified
competencies, and otleer strategic considerations ;

c. Facilitates the selection of the best-qualified employees for
scholarship programs and other L&D opportunities;

d. Reviews applications for study leave and recommends appropriate
action to the head of the offrce;

e. Ensures performance monitoring, rewards, and recognition systems
are properly applied within the oflice;

f. Helps develop internal policy guidelines in accordance with existing
relevant guidelines related to the L&D of personnel; and

g. Submits required reports to the head of the office regarding L&D
activities.

Additionally, the PDCs across governance levels shall monitor the progress of the
scholars and provide technical assistance, as needed. The SDPDC shall prepare and
submit a quarterly report to the ROPDC who will then compile a consolidated report
for the COPDC.

IV. COMPOSITION OF ROLES AND RESPONSIBILITIES OF SCHOLIIRSHIP
COMMITTEES

To ensure that all scholarship programs for DepEd personnel are accessible, equitable,
relevant, and effective, DepEd Scholarship Committees (DSCs) at all govern€mce levels
are hereby created as subcommittees of the PDCs. These committees shall be
responsible for the systematic administration, screening, selection, endorsement,
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monitoring, and evaluation of scholarship programs in accordance with DepBd policies
and the requirements of sponsoring agencies.

1. DepEd Central Oflice Scholarship Committee (COSCI

Chairperson NEAP Directors
Vice-Chairperson NEAP Assistant Directors
Members NEAP Division Chiefs

Admin Oflicers IV
Secretariat: Representative from NEAP for Teaching and

Related- Teaching Personnel

The COSC, as the primar5r responsible for the irnplementation of these Guidelines, sha-ll
perform the following duties and responsibilities:

a. Support the Secretary on tJle Agency-wide capability development through
a strategic review and endorsement of the following:

i. Nominees for DepEd funded/externally sponsored, local and international
scholarships

ii. Policy recommendations from all govern€rnce level

b. Serve as the clearing house for scholarship programs offered by DepEd
and I or sponsoring agencies.

c. Manage and facilitate the application process for DepEd-funded and
externally sponsored scholarship programs.

d. Conduct final screening and evaluation of the applicants based on the
qualifications of DepEd and/or the sponsoring agenry.

e. Recommend a list of nominee/s for the approval of the COPDC.

f. Assist the nominee/s in the accomplishment and submission of the
requirements of DepEd and/or the sponsoring agencies.

g. Monitor the compliance of the grantees with the following after
attending the scholarship:

i. Scholarship Report

ii. Implementation of the WAP

iii. Service Obligation

ooilso!l"
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