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GUIDELINES ON THE CONDUCT OF ONBOARDING FOR NEWL Y MMRED PERSONNEL

To Chiet Eduosfion Program Supervieors
Education Program Supervieors
Education Program Specialiste
Al Other Schools Division Offios Parsonned
Public Elementary and Secondary Non-feaching Personmel

Pursuant to Division Memorandum 371 s 2021 - SDO Abra Contextualized Guidelines on Lasrning snd

WWMWanhhman“
This is 1o ensure their smooth integration and adjustment o the organization and ' be crierted on ob fclions

establiah role ciarity job satistaction and organizational commitment
3 The Tollowing committee and personnel shall be in-charged of the onboarding program. with el specific

functions, 1o wit:

(COMMITTEE =~~~ PERSONS IN-CHARGE 1’ERMSOF REFERENCE

| Consuant SOS Benilda M. Daytaca " Approves gudeines/polices, AR PR and memorands e

| the conduct of he whoie cycle of Te Srdcarsng

| activities.

Parsonnel - Asst. Schools Division *  Oversees the over all conduct of he ontoarding

- Develapment Supenntendent activities.

- Committee (PDC

, Chairperson) AT : 7

- Over all Chaipersons  Eden T. Adriatico *  Leads in he recommendation and contextuaiasion of

i | SEPS - HRD policies in the IMpleMentation of Me NALCION AN on

” boarding actvites.

| Janet B. Pascus * Leads in he planning and crganaing e NoLCTon and

| AO V for Administrative onboarding actvites
Services . mmmnmmh

RS | ; ) the conduct of he nduction .

Facilitators Agmurustrative Officers (V- +  Conducts the crientation and assist I e Tafing of he
immediate Supervisors of IPCRF of the newly-hirec NTP }7
the newly-hired NTP e ‘

| Janet B Pascua s Submits compietion report of e CONMCING TROCITING

v actn tes

TPortiole/Output T Adnatco + Checas the compisteness of INe porttacouuts ster

Checkers/valigalors | HRD SEPS e onboarding program ‘
nnuu-m o Conducts nternview Conference 4 feeded. Dased o Te
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All personnel involved in the onboarding activities shall be guided by the following process flow:

RESPONSIBLE ACTIVITYITASK CLIENT TIME
FRAME
PERSON
ADAS In Charge Provides list of newly-appointed } AQ V for Administrative Services 1 day
non-teaching personnel | and SEPS HRD
& v
SEPS HRD, Leaming 1 Provides list of newly-appointed | Newly -appointed non-teaching 2 days
fadiitators /Resource | non-te.admgpetxso«m E personnel
persons : .
v
AQ V for Admin. | Newly -appointed non-teaching 3 days
4 Coordinates and facilitates the | e
Fcas conduct of on-boarding activiies | Personnel
v
AO V for Admin. TR Newly -appointed non-teaching 2 weeks (o
S Conduct on-boarding activities ) nchude
Finalization
v of IPCRFs)
Newly-appointed non- Complies to on-boarding
Teaching personnel activities/on the jod
| pradm;m/’:mwng
"‘
Newly-appointed non- Records and documents
Teaching personnel proceedings of the on-boarding
activities through a portiolio
. v
Newly-appointed non-
Teaching personnel Prepares the on-boarding portfolio
AO V for Admin. Assists new personnel on the Newly -appointed non-teaching
Services and crafting of their IPCRF integrating | personnel
Immediate supervisors the prepared portiolio
v
Newly-appointed non- Crafts hisiher IPCRF for AQ V for Admin. Services and
Teaching personnel submission concemed personnel
AO V for Admin Checks the IPCRF, return for Newly -appointed non-teaching
Services and other improvement as necessary and personnel
Concemed personnel finalize
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Newiyv-appointed non- |
- Submits portfolic and final f
Teaching personnel o !PC;F s AQ V for Admin. Services
v
AQ V for Admin. , ]
Services Submits completion report of the | HRD SEPS/EPS Ii
[ onboarding {
i .
v
Checks compliance and
HRD SEPSERPS I completeness of the portfolio and | 2 days
' completion report
v
e Deploy the new personnel to their - -
AQ IV — Personnel assigned stations (with reference to Newly -appointed non-teaching personnel
Ssecton the Assignment Order and duly
signed Appointment)
v
End of
Process

4 The onboarding outputs shall be presented in a portiolio type containing the following:
a) Coverpage
b) Biographical Sketch of the personnel
c) Appointment
d) Position Description Form
e) Wirite-up of the onboarding proceedings
f) Reflections as a neophyte personnel of the Department of Education

g) Pictorials
-~ Eor widest dissemination and immediate compliance.
Encis " As stated
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