Republic of the Philippines
Department of Education
Region 1X, Zamboanga Peninsula
SCHOOLS DIVISION OF ZAMBOANGA DEL NORTE
Capitol Drive, Estaka, Dipolog City 7100
Tel No.: (065) 212-5843 e-mail address: zn.division@dgped,gov.ph

Divisiop Memorandum
No. 51'1‘7. .S. 2021

To: Assistant Schools Division Superintendents
Chief Education Supervisors
Section/Unit Heads
Manukan NHS
Pifian CES
All others concerned

From: MA. L TABILON EdD, CESO V

ivision Superintendent

Subject: Reconstituted SDO-ZN QMS Organizational Structure and Terms of
References per DO 09 s. 2021

Date: September 20, 2021

1. Per DO 09 s. 2021 entitled * Institutionalization of a Quality Management System in
the Department of Education”, this Division informs everyone on the Reconstituted SDO ZN

responsnbllltles of each committee and members (refer to enclosure 2).

2. All previous issuances in conflict with this memorandum are hereby repealed,
superseded and amended.

3; Immediate and widest dissemination of this memorandum is desired.

Enclosure 1. Organizational Structure
Enclosure 2. Terms of Reference
OMSSecekbsl DOY5 202 | ReconQMSOrgandTOR/DM003-2021/0920202 1

A

N-avigating

O-pportunitiesto " <4, Capitol Drive, Estala, Dipolog City, 7100 @ &T"“‘a "Be and. Do Much Rellet Sach Day.
R-eengineer for (i ‘_ [} TelNo. (065) 212-5843 )/ T with-ar
T-ransformation & 7 e-mail address: zn.division@deped.gov.ph Senbe of Ungency”

E-mpowerment




Enclosure | to DM No.

Reconstituted QMS Structure per DO 09 s.

5. 2021

2021

Top Man =n§=,._=_.,.[
SDS Ma. Liza R. Tabilon
ASDS Ma. Judelyn 1. Ramos
ASDS Judith V. Romaguera

Quality Management
Representative

SEPS Wilson FL Inding

PDO Eihyl Kimberly 5.1
PO Latsa Madel M. Cinches

QMS Secretariat

PDO Joseph L. Pantoja

Internal Quality Audit
Head: SEPS Jessic E. Elacan

EPS Arcelita B. Zamoras
EPS Anita D. Subcbe
EPS Lenie Bov G. Billeno
Maric Antonclte A. Barrera
Edwin O. Curam
Aries D. Nugas
Annabelle E. Oracion
Epifanio Gabame E. Piedad
Jocl P. Casalta

Members :SEPS Leonido A. Pampilo Jr

ETHYL KIMBERLY
QWS Seer

LABADAN

|

|

Risk Management

SGOD: Chiel Joy Letran-Singson
CID: Chief Lilia E. Abelio
ADMIN: AQ Helen E. Tangon

Manukan NHS: HT T Epifanio Gabamc
E. Piedad

Pinan CES: Principal Renelda V.
Salatandre

SGOD EPS: Ervic A. Acavlar
DRRM: Eunice D, Janolino
EPS I Nicollete E. Ria

ngon

Quality Workplace

MO I Sonia Y. Uy
Acct HI Arvie M. Ompoy
Engr. HI Dave A. Patigavon
AQ TV Jun Leonard U Romarate

Training and Advocacy

Head: EPS Arcelita B. Zamoras
Ass, Head: EPS Nilda Y. Galaura
Members. EPS Fe G. Jebone
SEPS Robert 1 Poculan 1H
EPS 11 Nicollete E. Ria Tangon
Jed AL Nicves
Hazel J. Ranjith

Noted: -

27 AUG 20N

Recommending Aj

JUDITH V. ROMACUERA, CESE
Assistant Schools Division Superintendent

MA. J
FARTE

SEP 92 2001

Approved:

AMOS, CESE
o S tendent

Knowledge Management

Head: EPS Anita 1. Subebe
Ass. Head:EPS Evelyn C. Labad
Members: EPS Fe G. Jebone
ICTU: Julius ©. Belagantol

Records: Amel C. Masion
Planning; PO 11l Giparel B. Elumba
Rescarch: SEPS Leonido A, Pampilo, Jr.

*EPS I Nicollete E. Ria Tangon

ILON EdD, CESO V
neent
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SCHOOLS DIVISION OF ZAMBOANGA DEL NORTE
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Enclosure 2 to DM No. 5. 2021

TERMS OF REFERENCE

The updated specific roles and responsibilities that each office in the QMS Structure fulfills
are as follows:

| Top Management

1. Lead the establishment, implementation, and monitoring of the QMS at their level;

2. Establish, communicate, and embody the Quality Policy Statement

3. Ensure effectiveness of the QMS using risk-based thinking and risk management;

4. Ensure that quality objectives set are aligned with DepEd's strategic direction,
through the RPMS;

5. Communicate the importance of fulfilling the needs and expectations of all
clients and stakeholders;

6. Determine and provide necessary resources needed to implement and sustain QMS

implementation;
7. Lead and conduct the Management Review (MR) at least every quarter;
8. Ensure that constitutional mandates, statutory, and regulatory

requirements are met; and
9 Deswnate the Quallty Management Representative (QMR).

1 Connnumcate the importance of havmg a QMS within DepEd;

2. Oversee the  implementation and take accountability for the
effectiveness of the QMS;

3. Ensure the conformance of the QMS to the requirements of ISO 9001,

4. Ensure the integrity and effectiveness of the QMS;

5. Ensure that the QPSand DepEd QMS targets and objectives are aligned with the

context and strategic directions of the Top Management;
6. Reports audit results, identified targets, opportunities for improvement, and other
QMS-related matters to the Top Management;
7. Ensure integration of the QMS requirements into DepEd's business processes;
Promote continuous improvement of the QMS and processes of the agency;
9. Engage, direct, and support QMS Teams and its members to contribute to the

effectiveness of the QMS;
10. Oversee the operations of the QMS secretariat including each QMS
Team and report to the Top Management; and
11. Act as liaison of the Department with external parties on matters
: relating to QMS.
' QMS Secretariat
l. Coordinate effective deployment and efficient use of human, financial , and other
| physical resources for the QMS;
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Republic of the Philippines
Department of Education
Region [X, Zamboanga Peninsula
SCHOOLS DIVISION OF ZAMBOANGA DEL NORTE
Capitol Drive, Estaka, Dipolog City 7100

Tel No.: (065) 212-5843 e-mail address: zn.division@deped.gov.ph

2. Provide technical and administrative support to successfully implement the QMS;

Coordinate QMS-related activities in their respective offices;

4. Collaborate with and assist the QMS Teams on their efforts for continuous
improvement of the QMS;

5. Facilitate the delivery of specific outputs in line with the QMS;

6. Assist the QMR in communicating with external parties on QMS-related matters;
and

7. Provide feedback and updates on QMS-related matters to the QMR

o

1. Implement and refer to the latest version of the Document Management Procedure
Document Matrix, and Organizational Knowledge Matrix in the PAWIM;

2. Ensure that the requirements for updating, maintaining, and retaining documented
information are established and implemented,;

3. Organize the operation and administrative records to ensure availability,
completeness, consistent generation, protection, easy retrieval, and proper disposal
of documents;

4. Opversee activities related to managing organizational knowledge and setting
document management standards; and

5. Prv1de feebaek to the QIVIR on the status of the control documents and records.

1. Implement and refer to the latest version of the Internal Quality Audit Procedure
in the PAWIM;

2. Undergo training on ISO 19011 (Guidelines for  Auditing
Management System);

3. Determine conformance of the QMS with planned arrangements and the
requirements of ISO 9001,

4. Determine whether the QMS is effectively implemented and maintained through
the conduct of an internal quality audit;

5. Keep track of the implementation of the corrective and preventive actions to
address the opportunities for improvement, potential non-conformities, and non-
conformities raised during the Internal Quality Audits; and

6. Provide the findings of the IQA through the audit summary report and status
of Request for Action (RFA) to the QMR as an input to the Management
Review.

| Risk Management Team (RMT)

1. Implement and refer to the latest version of the Risk Planning Guidelines and
Handling Client Complaints Procedure in the PAWIM,

11. Ensure reporting, analysis, monitoring and evaluation of Client Satisfaction
results:

Provide technical assistance in the accomplishment of the Risk and Opportunity

Registry per office;
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Department of Education
Region X, Zamboanga Peninsula
SCHOOLS DIVISION OF ZAMBOANGA DEL NORTE
Capitol Drive, Estaka, Dipolog City 7100

Tel No.: (065) 212-5843 e-mail address: zn.division@deped.gov.ph

4. Provide feedback and update to the QMR on the status of risk assessment and
action plans;

5. Perform monitoring and oversight function in ensuring the established action plans
in the Risk and Opportunity Registries are effective and implemented as scheduled:;
and

6. Ensure documentation and clear implementation of quality objectives through the
review of targets and indicators in the OPCRF.

: Quality Workplace Team (QWT) :

1. Ensure consistent implementation of Quality Workplace Standards;

2. Collaborate with concerned office/personnel to ensure a conducive and safe work/
school environment to improve productivity;

3. Monitor and evaluate cleanliness, orderliness, and safety at the school or workplace
in conformance to the Quality Workplace Standards to be issued separately; and

4. Provide feedback and updates to the QMR on the status of workplace management.

1. Orient employees and disseminate information on QMS-related matters, such as
ISO 9001 standards, Organizational Knowledge, QMS Manual, PAWIM, and
Quality Policy;

2. Capacitate employees on the development of their Operations Manuals and
Planning Documents;

| 3. Develop effective training and advocacy materials to enable the successful
implementation and sustainability of the QMS;

4. Plan and coordinate effective deployment and efficient use of QMS training and
materials;

5. Develop and disseminate IEC materials to strengthen awareness on QMS and build
a culture of continuous improvement; and

6. Provide feedback and updates to the QMR on the status of QMS- related training
and awareness.
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