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PREPARATORY & DOCUMENTARY REQUIREMENTS 

Takers of the National Assessment for School Heads Batch 2 may refer to and be 
guided by the following preparatory and documentary requirements: 

I. DepEd email account 
 
Ensure that your DepEd email account is active, as it will be used for accessing 
the application and assessment portals.  For any access issues, please coordinate 
with your respective Schools Division Information Technology Officer (SDITO) for 
technical assistance. 
 

II. Familiarity with the PPSSH 
 
As recommended in Item no. 13 of DM No. 69, s. 2025, prospective takers are 
encouraged to prepare themselves for the assessment by actively participating in 
coaching and mentoring sessions with experienced and proficient school 
principals to gain valuable insights into how the competencies outlined in the 
Philippine Professional Standards for School Heads (PPSSH) are demonstrated 
in practice. 
 

III. Documentary requirements preparations 
 
A. Ensure that you have SAVED IN PDF FORMAT A CLEAR SCANNED COPY 

of the following documentary requirements: 
 

1. Approved Results-Based Performance Management System (RPMS) 
Individual Performance Commitment and Rating Form (IPCRF) with a 
rating of at least Very Satisfactory (VS) in the last two (2) consecutive rating 
periods duly certified by the authorized personnel in the SDO, as follows: 

 
o SY 2023-24 & SY 2024-25 for School-Based performance rating   
o FY 2023 & FY 2024 for Non School-Based performance rating 

 
2. Service Record duly certified by the Administrative Officer V of the 

Schools Division Office (SDO). 
 

3. Certificate of Employment for applicants with prior teaching experience 
in a private school.  The certificate should clearly state the position held 
and subject taught, the inclusive dates of service, employment status (full-
time or part-time), and must bear the signature of the school head along 
with the official seal. 
 

4. Certification(s) signed by the Schools Division Superintendent or 
School Head, indicating experience in any of the following areas: learning 
area coordination, subject area supervision, school management and 
operations, or instructional supervision 
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5. Transcript of Records or Diploma verifying completion of a relevant 
master's degree or a certification from the school confirming completion 
of the MAEd program for graduates of the Master of Arts in Education 
(MAEd) program whose Special Order (S.O.) from CHED is still pending 
(i.e., no S.O. number indicated on the TOR), must be secured for purposes 
of the NASH application. 
 

6. Certificate(s) of participation in training related to any or a cumulative 
of the following areas acquired within the last 5 years: Curriculum, 
Pedagogy, School Management and Operations, and Instructional 
Leadership. Certificates acquired through participation in Learning 
Action Cell (LAC) sessions and In-Service Training (INSET) duly signed 
by the Schools Division Superintendent or School Head are considered 
valid. 
 

7. Valid and updated PRC License or Certificate of Eligibility / Rating. 
 

8. For applicants who are Teachers-In-Charge (TICs), Officers-In-Charge, or 
Head Teachers (HTs) acting as School Heads, the following documents are 
also required: 

 
o Office Performance Commitment and Rating Form (OPCRF)  
o Designation or Special Order as School Head or TIC/OIC of a 

public school duly signed by the Schools Division Superintendent. 
 
B. To ensure the quality and acceptability of submitted documents, please 

be guided by the following in the document scanning: 
 
• Use a scanner or mobile scanning application (e.g., Adobe Scan, Microsoft 

Lens, Cam Scanner); 
• Scan documents at a minimum resolution of 300 DPI; 
• Ensure documents are flat, well-lit, and free from shadow or glare; 
• Save each document as a separate PDF file with clear filenames (e.g., 

IPCRF_SY2023-2024.pdf); 
• Verify that all texts are legible, complete, and not cropped or blurred. 

 
C. As a precaution, please be reminded that falsifying qualifications or 

submitting fake documents is a serious offense under Civil Service 
Commission (CSC) Resolution No. 2100079, Section 3, classified as 
Serious Dishonesty.  This violation can result in dismissal from service, 
cancellation of civil service eligibility, perpetual disqualification from public 
office, forfeiture of retirement benefits, and a ban on taking civil service 
examinations. Always ensure that all information and documents you 
provide are accurate and authentic. 

 


