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Republic of the Philippines

Department of Education
REGION IX, ZAMBOANGA PENINSULA
SCHOOLS DIVISION OF DAPITAN CITY

DIV Ing MEMORANDUM
No. 8. 2022

To: OIC, Assistant Schools Division Superintendent
Chief Education Supervisors, CID & SGOD
Public Schools District Supervisors
Public Elementary & Secondary School Heads
All Others Concerned

From: FE m A. BULO, CESOV

Schools Division Superintendent

Subject: CONDUCT OF THE 1 NATIONAL QUALIFYING EXAMINATION FOR
SCHOOL HEADS
Date: APRIL 27, 2022

Pursuant to DepEd Memorandum No.165, s. 2022 dated April 20, 2022, the 2021 National
Qualifying Examination for School Heads (NQESH) shall be administered on June 21, 2022 by the
DepEd-Bureau of Human Resource and Organizational Development (BHROD) through a secured
online platform.

Aspiring school heads, regardless of their current positions, are qualified to take the NQESH,
provided that the applicants meet the qualification requirements and has acquired any of the
following experience requirements as of March 31, 2022:

a. One year as Head Teacher, or

b. Two years as Teacher-in-Charge, or

c. Two years as Master Teacher, or

d. Teaching experience for 5 years as follows:

i. Teacher III or other Teacher positions with same salary grade; or

ii. Incumbent public school teacher who has managerial and supervisory
experience in a DepEd recognized private institution or Commission on
Higher Education (CHED) recognized higher education institution; or

iii. Aggregate experience as Head Teacher, Teacher-in-charge (TIC), Master
Teacher, and Teacher I11.

DepEd Regional office is providing our division with fifty (50) slots. Thus, the following
order of priority shall be considered in the selection of the examinees:
a. Incumbent TICs for at least 2 years or Head Teacher for at least 1 year of a public
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Republic of t'l'jieriﬁhilippines

Department of Education
REGION IX, ZAMBOANGA PENINSULA
SCHOOLS DIVISION OF DAPITAN CITY

elementary or secondary school with designation or Special order duly signed and
issued by the Schools Division Superintendent;
b. In case of remaining slots after considering Item 4.a of DepEd Memorandum No. 033, s.
2022, only then that the applications
of the following may be accommodated:
i. Qualified applicants under Item 3 of this Memorandum, and
ii. Incumbent OICs/ Tics not meeting the required experience.

The head teachers who are handling subject areas in the secondary schools are also qualified
to take the test.

An Examination Fee of Three Hundred Fifty Pesos (Php 350.00) shall be paid by the
applicants upon approval of their online applications.

Applicants for the 2021 NQESH must prepare the following documents (hard and scanned
copies saved in PDF format) upon registration:

1. Original copies of the approved Performance Rating with at least Very Satisfactory
(VS) performance in the last 2 consecutive rating periods signed by AO
Geordito T. Olario;

2. Service Record duly certified by the SDO;

3. Designation or Special Order as School Head or TIC/OIC of a public elementary
or secondary school duly signed by the SDS; and

4. 2 pieces latest (at least 6 months) passport size picture with name and signature of
the applicant at the back.

The following schedule of the online application through the NQES online Application
System shall be observed:

a. For qualified applicants under 4.a of DepEd Memorandum No. 033, s. 2022
April 25-29, 2022 - Online Application
April 25-May 2, 2022 - SDO Evaluation

b. For applicants under 4.b of DepEd Memorandum No. 033, s. 2022
May 5-7, 2022 - Online Application
May 5-8, 2022 - SDO Evaluation

The applicants are advised to create an account in the NQESH Online Application System
(NQESH-OAS)  through  this link  using  official DepEd email account:
http:/ /www.ngesh.deped.gov.ph.

An order of merit will be used to determine who will qualify for the next stage of the
selection process for a Principal I position. The procedure will not employ usual pass or fail scores
rather will identify ranking of the examinees based on their ability level vis a vis the difficulty level
of the test items.
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Department of Education
REGION IX, ZAMBOANGA PENINSULA
SCHOOLS DIVISION OF DAPITAN CITY

An Orientation on the Conduct of the 2021 NQESH shall be conducted on Thursday, April

28, 2022 at 1:00 PM through Google Meet platform. Identified school heads and head teachers are
requested to attend in the orientation based on the attached list of participants. Other teachers who

are interested to take the FY 2021 NQESH are also encouraged to attend in the orientation.

Enclosed herewith are the following for your ready reference:
1. FY 2021 NQESH Online Application Process

2. FY 2021 NQESH-OAS User Guide for Applicants
3. FY 2021 NQESH Processing of Application and Certificate of Eligibility.

For more information, you may contact CES Sherlito E. Sagapsapan through CP Number

09462274355.
Immediate dissemination of this memorandum is desired.

@ Sunset Boulevard, Dawo, Dapitan City
#58 (065)917-5113 bl dapitancity@deped.gov.ph
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Republic of the Philippines

Department of Education
REGION IX, ZAMBOANGA PENINSULA
SCHOOLS DIVISION OF DAPITAN CITY

POOL OF PROSPECTIVE FY 2021 NQESH APPLICANTS

(As of April 27, 2022)
1. Love Jurilla-Abello Ba-ao ES
2. Glenda B. Paguia Hilltop ES
3. Elbert A. Pon Maria Uray ES
4. Ofelia A. Cabanlit Tamion ES
5. Riza B. Galanido Carang ES
6. Jezebel S. Boquida Daro ES
7. Menvilou A. Tinnae Napo ES
8. Wenchor P. Agum Oro ES
9. Joel Q. Ruiz Sinonoc ES
10. Macaria A. Manuta Aseniero ES
11. Belmor A. Debaloy Dampalan ES
12. Mary Jean S. Lacay Masidlakon ES
13. Marilou S. Cagbabanua Sigayan ES
14. Felix G. Solatorio Antipolo ES
15. Marilyn C. Sarabia Liyang ES
16. Caroline D. Osorio Owaon ES
17. Isagani M. Recamara San Vicente ES
18. Libery L. Enjambre Aliguay IS
19. Mirason S. Omilig Selinog IS
20. Pacita E. Balladares Sto. Nino ES
21. Alex C. Sapuan Tag-ulo ES
22. Joseph D. Quimiguing Barcelona NHS
23. Clarencio A. Elumba IV llaya NHS
24. Wevina A. Quizo Oro NHS
25. Allan D. Bendano Potungan NHS
26. Genevieve S. Adiong Sulangon NHS
27. Anna Enrile C. Adrias Sulangon NHS
28. Vina S. Baes Dapitan City NHS
29. Erico S. Carreon Dapitan City Central School
30. Edna Q. Elopre Sulangon NHS
31. Moises E. Eucogco Dapitan City NHS
32. Divina Gracia C. Ferraren Sulangon NHS
33. Maria Roneza T. Hamoy Dapitan City NHS
34. Rey L. Jatico Dapitan City NHS
35. Lydia I. Kilapkilap Dapitan City NHS
36. Marilou B. Monding Dapitan City NHS
37. Jennie T. Navaja Dapitan City NHS
38. Arthur D. Pangilinan Sulangon NHS
39. Juvy S. Pestanas Dapitan City NHS
40. Eva Luna P. Recamara Sulangon NHS

Sunset Boulevard, Dawo, Dapitan City
@5 (065)917-5113
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Department of Education
REGION IX, ZAMBOANGA PENINSULA
SCHOOLS DIVISION OF DAPITAN CITY

41. Raquel B. Sodoso Sulangon NHS
42. Sherrie Mae Fernandez Dapitan City NHS
43. Analisa A. Bagarinao San Nicolas ES

44. Irene B. Cimafranca Antipolo ES

45. Janet O. Cadano Capucao ES

46. Mary Ann Z. Cagatan Banbanan ES
Prepared by:

SHERLIT@ E. SAGAPSAPAN
CES (SGOD)

@ Sunset Boulevard, Dawo, Dapitan City
88 (065)917-5113 i4 dapitancity@deped.gov.ph
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' (Enclosu"rel No. 3 to DepEd Memorandum No. () 3 3, s. 2022)

NATIONAL QUALIFYING EXAMINATION FOR SCHOOL HEADS (NQESH)

FY 2021 ONLINE APPLICATION PROCESS

1. Prepare the documentary requirements

A.

B.

Applicants for the 2021 National Qualifying Examination for School Heads
must prepare the following upon registration:

i Original copies of the approved Performance Rating with at least Very
Satisfactory (VS) performance in the last two (2) consecutive rating
periods;

i1 Service Record duly certified by the SDO; and
m Designation or Special Order as School Head or TIC/OIC of a public
elementary or secondary school duly signed by the Schools Division

Superintendent

Applicants must ensure that the documents are scanned in clear copies and
saved in PDF format.

2. Create an account in the NQESH Online Application System

A.

An Applicant must first create an account in the NQESH Online Application
System (NQESH-OAS) using official DepEd email account following the steps
specified in the NQESH-OAS APPLICANT USER GUIDE (see Annex 4). The
NQESH-OAS may be accessed through this link:
http://www.nqgesh.deped.gov.ph/

Applicants must ensure that all information provided are accurate. Changes
are not allowed after creating the account.

Once an account has been created, an email notification will be sent to the
applicant’s official DepEd email address.

3. Submit application online

A.

The applicant must submit the required documents online through the
NQESH-OAS following the steps specified in the NQESH-OAS APPLICANT
USER GUIDE (see Annex 4).

Applicants are reminded that falsification of documents shall be subjected to
investigation with grounds on grave dishonesty as stated in the Civil Service
Commission (CSC) rules and regulations and may be banned from taking the
NQESH.

4. Monitor the status of application

A.

The applicant shall be updated on the status of the application through email
notification and the NQESH-OAS application status page which is discussed
in detail in the NQESH-OAS Applicant User Guide (Annex 4).



* (Enclosure No.' 4 to DepEd Memorandum No. 033, s. 2022)

Republic of the Plippines

Department of Education

INFORMATION AND COMMUNICATIONS TECHNOLOGY SERVICE
User Support Division

NQESH

National Qualifying Examination for School Heads

ONLINE APPLICATION SYSTEM

NATIONAL QUALIFYING
EXAMINATION FOR SCHOOL
HEADS - ONLINE APPLICATION
SYSTEM (NQESH-OAS) 2022

USER GUIDE FOR APPLICANTS

National Qualifying Examination for School Heads - Online Application System (NQESH-0AS)



I. Creating Your Account

You must have your own NQESH-OAS account that enables you to submit your application

and view your applicationstatus.

I. Access https://ngesh.deped.gov.ph/ in your web browser.

@NQESH

National Qualitying Examination for School Heads
ONLINE APPLICATION SYSTEM

ogen

g “

2. Inthelogin page, click Create Account.
a. Youwill be directed to the Privacy Notice page.
3. Read the Privacy Notice very well.

4. Ifyou have read and agreed to its terms, click the Click here to indicate that you have
read and agree to the Privacy Notice, then you will proceed to the Create Account

page.

Privacy Notice
This privacy notice discloses the privacy practices for the NQESH Online Application System. This notice applies solely to

| information collected by this website.

The information collected in this site will be used to direct your application to your respective Schools Division/Regional
Office.

It will also be used to process and update you on the status of your application.
It will be permanently stored in the NQESH takers database.

We take precautions to protect your information. When you submit sensitive information via the website, your information
1s protected both online and offline.

Only authorized DepEd Personnel who administer to and analyze the NQESH are granted access to personally identifiable
information, the exchange of which be facilitated through email and web application. The computers/servers in which we
store personally identifiable information are kept in a secure environment.

You have the right to ask for a copy of any personal information DepEd holds about you, as well as the right for its
correction.

it found erroneous on reasonable grounds, you may contact bhrod.hrdd@deped.gov.ph

i
r

National Qualifying Examination for School Heads — Online Application System (NQESH-0AS)



5. Fill out the fields under:

Login Information

a.

Enter your DepEd Email
Address.

Enter yourdesired

Password. (Minimum of 8
characters)

Retype your password in the
Confirm Password textbox

Applicant Information

a.

Enter your First Name,
Middle Name (Type NA if
not applicable), and Last
Name.

Enter your Name Extension
(Ifapplicable).

Select the year, month, and day
of your Date of Birth in the
dropdown list.

Select your Sex in the
dropdown list.

Enter your Mobile Number

using this format:
O9XXXXXXXXX.,
Enter your Landline

Number (If available; include
the area code).

Select your answer in the
dropdown for the question of
“Do You have Stable
Internet Connection?”
Enter your Reason For
Taking Exam in the textbox
Enter the Number of
Times Test Was Taken:
Input 0 if first-time taker.
Enter Years Taken (If you
entered a number of | and
above in the previous
question, enter the year/s
when you took the examin the
textbox/es labeled |st take,
2nd take,and so on.)

Create Account

LOGIN INFORMATION

*Email:

*Password(minimum of 8
characters):

*Confirm Password:

APPLICANT INFORMATION

*First Name

*Middle Name

*Last Name

Name Extension

*Date of Birth

ad/mm/yyyy
o Select Type
*Mobile Number
Landline Numbertif applicahley
*Do You Have Stable Internet Golacii
Connection?

Reason For Taking Fxam

*Number of times test was

taken{Zero(0) if first time taker

*Years taken

National Qualifying Examination for School Heads - Online Application System (NQESH-OAS)




Work Information

Enter Current Position in the text box.

Enter Designation in the text box.

Select Governance Level; If Central Office is selected, type the Office Name; If
Regional Office, select the Region and type the Office Name; If Division Office,
select the Region, Division and type the Office Name; If School, select the Region,
Division, and type the School Name.

WORK INFORMATION

ELINE LBV Select | evel v

Home Address

a.

T anoT

Fill out the fields under Home Address; Enter your complete Home Address using the
following format: House No. /Block No./Lot No./Street/Subdivision/Village/Barangay.

Enter your City/Municipality.

Enter your Province.

Click the Create button to submit account registration.

A message will pop up, if you have reviewed your information and have verified it as accurate,
click OK on the popup to confirm.

Another message will pop up, Click the OK button to redirect to the Login page.

HOME ADDRESS

sHame Address
*City/Municipality

Province

l REMINDER:PLEASE MAKE SURE THAT ALL INFORMATION PROVIDED
ARE ACCURATE AND CORRECT. CHANGES IS NOT ALLOWED AFTER
CREATING YOUR ACCOUNT.

Succesfully Registered.

National Qualifying Examination for School Heads — Online Application System (NQESH-OAS)



g Once done, an email will be sent to the email address you provided as confirmation that your
account has been created.
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Il. Loggingin

After creating your account, you may log in to NQESH-OAS to access its facilities and
process your application.

I. Access https://nqgesh.deped.gov.ph/in your web browser.

e

Enter your DepEd Email Address and your Password.
Click Login to input your credentials and be redirected to the home page.

o

lll.  Filling Out the Application Form

To facilitate a smooth application process, you are expected to fill out all required
information in the Application Form accurately.

I. Click + Apply to proceed to the Application Form.
2. Fill out the fields under Applying Form.
a. Select Region/Bureau/Service from the dropdown list.
b. Select Division from the dropdown list.
3. Upload soft copies (preferably scanned copies) of required documents as stated under
Supporting Documents:
a. Performance Rating for the last two (2) ratings.
b. Signed Service Record.
c. Designation as Teacher in Charge/Officer in Charge Signed by SDS (if applicable); and

National Qualifying Examination for School Heads — Online Application System (NQESH-OAS)



d. Certification of Managerial and Administrative Experience (if applicable)

e P -
% =
oo -, s
L T w) -
4 g =
| pee L2 :
| s
| {
| 4+ Apply |
Anplication I I
v My Application :
| & Change Password ‘Region |
| Regior Select Regian -4 !
|
& oqgout I
*Dnvision S !
Select Division i |
*Performance Rating for the ast .z ¥ i
E Choose File No file chosen
ratings

Signed Senace Record cl FIIé No file ¢}

. [
Designation as Teacher in Charge e "

PeSIBRItoN s 1eacher in Lharge Choose Flie No file chosen |
Officer in Charge Signed by SDS(f [

Applhicable)

Cartificatinn of Aa y el T
ertification of Managerial and Choose Fila No file chosen |
I Administrative Expenence(if J

Apphicable)

Subimi ication l

Note: Maximum of 5 MB per PDF document.

g f:?i:zet::giz'::ﬁ ?;;:}Z:::; |[ Do you confirm that the data you will submit is correct?
button. ! E
5. If you have reviewed your “ i _
information and have verified it | :
as accurate, click OK on the 1
popup to confirm. !
6. You will be prompted that Your [
application has been saved n
successfully; click OK to confirm. j
7. Once application is submitted,
an email notification will be sent to the applicant’s official DepEd email address. The
“For SDO Review" status is reflected in the NQESH-OAS

Successfully submitted your application.

IV. Checking Your Application Status

Once you have finished submitting your application, you will be redirected to the Application
Status page, which indicates what level your application is at and what its details are.

You will also receive notifications through your email as soon as the status of your application is
changed or updated.

Please take note of the following application statuses:

National Qualifying Examination for School Heads - Online Application System (NQESH-0AS)



Application Number

For SDO Review

This will appear as the status once you complete the Application Form, indicating that your
application has been routed to the Schools Division Office (SDO) where you filed your

application.

The designated SDO evaluator will receive and assess the submitted documents and shall act

on the application accordingly

Status on your Dashboard

Applicant Name

Status
2022-71-525701 For SDO Review
Email Notification
! @  OepEd NOESH i
o i
| |
Dear JUAN DELA CRUZ. ’
ou have successhully submittec vour appécation for the 2321 National Qualifying Examination tor Schaol Heads INQESH) with apolication no 2722-106-405145

Plaass be informad that the documents you submittad shall be subject 1o EVALUATION and VERIFICATION by your

You may check the status of your appiicaton by logging m 1o your NQESH Online Application System account
Thank you and stay safs
NOF SH Naiena! Technical Working Grour

3 3 an uir-gereated emar Fegse 4

FOr 87y QU8ShONS OF CONCE™S yOU MBy £BY yOur respactve Seavols Dwvison OFce or Regans’ OFce
. WUREAU OF HUMAN RESOURCTS £, NQESH
Ao oRgANZATIONAL DeviOPmENT ()0

NQESH Schools Division Techmical Working Group(SDTWG

Forwarded to RO for Validation

This will appear as the status once the SDO evaluator has forwarded your application to the
RO, who shall review your application and approve it prior to payment.

Status on your Dashboard

“Dﬂ!uthumbor Applicant Name

|
|

National Qualifying Examination for School Heads - Online Application System (NQESH-0OAS)



Email Notification

DepFd NOFSH

Dear JUAN DELA CRUZ

Pinane be ertormed That your docuenants wih NOE SH Apphcaton Ne 7022 106-205 M5 has been formarded 1o the NGESH Regonsl Technical Worling Group (RTWG) tor kurthee REVIE'W and VALIDATION

You may chack The status of your spoication by egging @ fo your SOESH Onine Apphcation System account

Thaak jou and sy sale
Vowirs ty
NOESH Nasonal Tacheecal Working Geoup

%3 8% pA-Qenepied e Teese 30 POt e

Eor ey QUSRI w3 yOu Ty o o esoect e Schoal Dvsan O

DebeD o Mo mamimons = 4 NQESH

or Regrora Offce

|

Qualified

At this juncture, you will be asked to proceed to the SDO to pay for the examination
fee and will be issued an examination permit.

Status on your Dashboard

Application Number

Email Notification
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TR % i,y S M rquiaing o SIComeY yu dew SUALT TD) 3 ke e 11 Narsonat Cuaifing Examinatoms S Schecs Mbats SOESH] Yax may now procesd i3 e
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Copy of Certificate of Eligibility (COE)

DEPARTMENT OF EDUCATION

1
|
i
|
|
| Division of Valenruels City

Wepihic of the P lppmcs !
|
Certificate of Eligibility |

|

Thas 1t comy that the apphcant has met all the requirements for the 2021 Nanonal Quakifying
Fxamusanon for Schanl Headh pnd hae NO pewding sdemmistrative case

Framnce No. Oliids1T? |
¥ rrat Namme AN
Mukile Name  NVA

! Latest passpart || g0t Neme DELA CRUZ

| stre ID peture |y Posstion: THACHER |

‘ | Diesymation OHC PRINCEPAL

J Scheml Office VALFNZUFLA NHS

| I — |

This corficataen abso serves a¢ hinher tost permnt 10 be presemed # the tes! venue

[Veritied hard copy by Date: ' Payment received by Date:

1 hereby certefy il documaonts subruied through the Onlame Application Svitem sre scacmed
coies from She angmal documents | comfy to the corvectnems and suthenncty of these documents

Euammer No  0L30.048777

First Name FUAN

Muddfhe Nama WA

1ant Namw DELA MUY

Current Poation. TEACHFR |

Deagranon. O PRINCTPAL |

Schwal 00w VALFNZUELA NHS

Sigmatare J

[Verified hard copy by Date {Payment received by Date:

Approved

You have successfully completed the application process and will be included in the initial
list of examinees.

You are now set to take this year's National Qualifying Examination for School Heads
(NQESH) through a secured online platform which uses special remote proctoring. Refer
to the memo for the instructions relative to the secured online platform.

Status on your Dashboard

Application Number Apphcant Name Status

National Qualifying Examination for School Heads - Online Application System (NQESH-0AS)



Email Notification

Dear JUAN DELA CRUZ,
This is to confirm receipt of your payment.

You are now set 1o take this year's National Qualifying Examination for School Heads (NQESH) through a secured onfine platform which uses special remote proctoring,

Relative to this, you need to secure a desktop or laptop computer with EITHER a WINDOWS 10 (or higher}, or an APPLE MACINTOSH (MAC OS5 11.1 or higher)
Mobile devices are not allowed. Prior the examination, ensure that:

1. your computer has a working webcam and microphone
2. you have the nghts to install computer applications
3. you have installed the Locked-down web browser on the computer

The Locked-down web browser application can be downloaded through this link: bitps://s3 amazonaws.com/cfmedia-hravatar-com/wab/misc/seb/SEB 332 413 SetupBundle exe

Thank you and stay safe.
Yours truly, |
NQESH National Technical Working Group

This is on outomatically generated email. Please do not reply to this messoge.
For any questians or concerns, you may colf your respective Schools Division Office or Regional Office

D'?)ED *.mm f?@b‘_ﬁisﬂ

Re-Apply

This will appear as the status once the SDO evaluator or RO validator reviewed your
application and finds invalid or lacking documents that you need to address.

Status on your Dashboard

Apphication Number Applicant Name Status

Email Notification
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Disapproved

This will appear as the status once your application has been rejected or disqualified,
along with a specified reason.

Status on your Dashboard

National Qualifying Examination for School Heads — Online Application System (NQESH-0AS)
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Email Notification

2 DepEd NOESH

| @ - |
Dear JUAN DELA CRUZ! |
Ths s to inform you that after reviewing the documents vou upioaded you DID NOT QUALIFY 1o take the 2021 National Qualitying E xaminations for Schools Heads (NQESH l

i Plaase log in 1o your NGESH Online Application Systemn Account. 1o check for the reason for diequaification
Thank you and stay safe

|

This s an sufo-geneated emar Peass do not reply
For any qUeSHons OF CONCENE you May ca'l your respectve Schodis Dnason Office or Regrons OFce

{ m . BURLA OF WIAK REOURCEY %NQESH

' 7 AND ORGANTZATIONAL DevELOPMENT () T

[

V. Forgot Password

I In the log in page, select the Forgot Password link under the log in button.

A, NQESH

.
|

National Qualitying Examination for School Heads

| - |
|
| e |

E | Add !
2. Enter your DepEd Email address. A Pmae s yau Comh Agdress r
temporary password will be sent to your | j \
email. l \
| ‘
3. Go back to the log in page, enter | =  [eokdNOESH o vs. oo oomesin =mmnns ot on
your DepEd email address and your 8 o me

temporary password. NOTE: DO NOT

COPY the quotation marks. FANTON s irmmat

Ths & your new password (R Fcase do not gve this 1o others

Thank you!
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VI. Change Password

I After logging in, click the Change Password button in the left side of the screen.

JUAN DELA CRUZ

applicant@deped.gov.ph

+ Apply

v My Application

|
|
L
F & Change Password

‘ & Logout

2. Enter your new password. The password must be a minimum of eight (8) characters.

Please enter your new password:
“ e !
|
|

3 An email will be sent to you confirming that you have successfully changed your password.
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. DepEd NQESH <noreply principalstest00@deped gov ph

Change Password

| This is your new password "l F'ease do not give this to others |

|
!
Thank you! '
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. (Eﬁclosu're No. 5 to DepEd Memorandum No. () 33, s. 2022)

NATIONAL QUALIFYING EXAMINATION FOR SCHOOL HEADS (NQESH)
PROCESSING OF APPLICATION and CERTIFICATE OF ELIGIBILITY

1. GENERATION OF LIST OF QUALIFIED APPLICANTS
A. All SDOs are advised to generate a master list of Qualified Applicants, copy
furnished the Regional Office, based on order of priority as stated in item 4.1
of the policy cover of this memorandum.

B. The list shall serve as reference for the SDO Evaluators and RO Validators in
prioritizing review of applications.

2. PROCESSING OF APPLICATION
A. Schools Division Office Review (SDO Review)

A 1. Through the NQESH-OAS, the designated Schools Division Office (SDO)
Evaluator shall receive and assess the application based on the
following:

a. the order of priority for 2021 NQESH as stipulated under item 4 of
the policy cover of this memorandum

b. the authenticity and completeness of the uploaded documents
through the NQESH-0OAS.

A.2. SDO Evaluator/s shall act on the application whether:

a FOR RO REVIEW
* The applicant passed the SDO level review, thus his/her
documents are forwarded to the Region for further validation.

b. RE-APPLY
* For applicants who are not included in the priority in item 4.1 of
the policy cover of this memorandum, he/she will be instructed
to wait for the application schedule for batch 2 before re-
applying.

* If there are invalid or lacking documents which needs to be
addressed by the applicant, he/she will be instructed to re-apply
and complete the required documents which are indicated in the
NQESH-OAS status.

c. DISAPPROVED
* The applicant is not yet qualified to take the NQESH. The reason
on the disqualification is reflected in the NQESH-OAS.

B. Regional Office Review (RO Review)

B. 1. Through the NQESH-OAS, the designated Regional Office (RO) Validator
shall validate the following:



v

a. the applicant is qualified based on the order of priority for 2021
NQESH as stipulated in item 4.1 of the policy cover of this
memorandum.

b. the documents submitted are complete
B.2. The RO Evaluator shall act on the application whether:

a. QUALIFIED

e The applicant is qualified based on the order of priority for 2021
NQESH as stipulated in item 4.1 of the policy cover of this
memorandum and the submitted documents are complete.

b. RE-APPLY
» For applicants who are not included in the priority in item 4.1 of
the policy cover of this memorandum, he/she will be instructed
to wait for the application schedule for batch 2 before re-
applyving.

e If there are invalid or lacking documents which needs to be
addressed by the applicant, he/she will be instructed to re-apply
and complete the required documents which are indicated in the
NQESH-0AS status.

c¢. DISAPPROVED
¢ The applicant is not yet qualified to take the NQESH. The reason
on the disqualification is reflected in the NQESH-0OAS.

3. PROCESSING OF CERTIFICATE OF ELIGIBILITY

A.

Once the applicant is qualified, his/her application will be returned to the
SDO evaluator for the processing of the Certificate of eligibility and approval
of application.

The applicant proceeds to the SDO for verification of submitted documents.
He/she must bring the following:

B.1. Hard copy of the uploaded documents

B.2. (2 pcs) latest (at least 6 months) passport size picture with name and
signature of the applicant at the back

B.3. Payment for the Examination fee amounting to Php 350.00

The SDO evaluator reviews/checks the hard copy of the documents
uploaded/submitted by the applicant.

After verification the SDO evaluator shall affix his/her signature on the COE
of the applicant and attach the ID pictures submitted by the applicant.

The SDO evaluator then releases the COE to the applicant.
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. Upon receipt of the COE, the applicant is required to sign the COE at the
designated space then proceed to the SDO Cashier Section to pay the
examination fee

. Upon payment of the applicant, the SDO Cashier shall then provide payment
details and affix his/her signature on the COE of the applicant.

. For the approval of the application, the applicant must return the lower
portion (RO copy) of the COE to the SDO evaluator for the approval of
application.

The SDO evaluator shall submit to:

L 1. RO-QAD, the copy of the COEs with the initial list of examinees, and
L 2. RO-Cashier, the payment and master list of paid examinees
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