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Republic of the Philippines
Bepartment of Education

REGION XI
SCHOOLS DIVISION OF DAVAO DE ORO
Office of the Schools Division
Superintendent v g e
’ RECORDS SECTION
OFFICE MEMORANDUM . o2
No. 735 s.2024 1 2 APR 2024
3 g [)2s
TO : RENALYN JEAN B. BALONG REL(® """
Civil Engineer Il -
SUBJECT : DESIGNATION AS OFFICER-IN-CHARGE - ENGINEERING
SECTION
DATE : April 8, 2024

1. In exigency of the service and for smooth and orderly operation of the Office,
you are hereby informed of your designation as Officer-In-Charge of the
Engineering Section effective April 8, 2024.

2. In addition to the usual functions attached to the position, the designated
Officer-In-Charge (OIC) shall perform the following functions:

A. Site Inspection

a) Conduct site inspection and appraisal through ocular inspection
and assessment against standards, to determine the topography and
availability of buildable space and volume of cut and fill to be included in
the program of work.

b) Conduct site inspection of areas affected by disasters to determine
the extent of damage and repair needed.

¢} Prepare school site appraisal reports on

- new construction, and repair of educational facilities

- preservation of heritage school buildings
d) Inventory of existing school buildings for planning and budgeting

purposes.
B. BAC Procurement Activities
a. Examine the accuracy of the technical documents to

determine the lowest bidder by calculating the amount of bids using the
program of works and specifications.

b. Conduct a pre-construction conference to all the contractors and
school heads to iron out problems that may arise in the implementation
stage.

c. Provide Technical Assistance to the School Heads in the
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procurement process of School Based Repair and Maintenance

Scheme by providing the Program of Works as guide in the

implementation.

d. Conduct monitoring on the implementation of the SBRMS to recipient
schools through ocular inspection.

C. Construction

a) Conduct “Pre-Construction Conference Orientation” with School Heads
and Contractors

b) Conduct testing of delivered materials to check for adherence to
standards and report to concerned parties to take corrective action as needed.

c} Assess on a periodic basis the progress of construction work and report
to concerned parties to take corrective action as needed to ensure adherence
to program of works, quality standards, and time schedule for completion.

d) Conduct ocular inspection of construction sites to assess compliance to
safety standards and report to concerned parties to take corrective action as
needed.

D. Facilities Repair

a) Prepare program of works for minor facilities repair to guide the
activities and procurement of materials and labor.

b) Guide the procurement of materials and labor for the repair work to
ensure adherence to cost and quality requirements.

c) Evaluate the repair work made and recommend payment upon
completion of work according to work and cost specifications.

E. Final Inspection

a) Conduct punchlist to projects with 95% status of accomplishment
for rectification so that defects can be corrected before issuing the
Certificate of Completion and Turn Over.

b) Issue “Certificate of Completion and Acceptance” on construction
projects that are finished and meet quality standards.

F. Preservation of Heritage Buildings

a) Conduct appraisal and create an inventory of Heritage Buildings
through actual inspection to determine the status of structure for
preservation and required intervention of the Central Office for budgeting
purposes.

b) Document preservation initiatives and prepare progress and
accomplishment reports to inform management of utilization of resources
and additional requirements.

Address: Capitol Complex, Brgy. Cabidianan, Nabunturan, Davao de Oro
Contact No.0951-387-1728 (TNT); 0915-399-7779 (Globe)
Email Address: davaodeoro@deped.gov.ph

Doc. Ref. Code | PAWIM-F-019 | Rev | 00

Website: www.depeddavaodeoro.ph

Effectivity 09.12.22 Page | 20i6




A = b
A g 5
2] %
< )
< =

. .

P 7~

Republic of the Philippines

Bepartment of Education
REGION XI
SCHOOLS DIVISION OF DAVAO DE ORO
Office of the Schools Division

Superintendent
G. Demolition and Condemnation of Education Building

a) Appraise buildings identified for demolition and recommend
demolition of such by submitting a “Building Inspection Report”.

b) Monitor the demolition work and ensure adherence to safety
standards by workers.

c) Prepare and submit demolition documents to the SDS Office and
keep a copy in file for future reference.

H. School Mapping and Inventory of School Buildings and Educational

Facilities

a) Coordinate the drafting of School and Vicinity Maps with technical
staff and check for accuracy to serve as reference for school improvement
plans.

b) Consolidated data on school inspection gathered from site
inspections and ensure accurate encoding into the education data
information system.

c) Gather updated data as requested for planning and implementation
purposes.

d) Identify needs of schools with regards to facilities and input into the
technical assistance plans of the SDO technical assistance teams.

I. Files and Records

a) Create and maintain a databank of all constructed, repaired,
demolished, preserved buildings for inventory purposes and compiling all
bidding documents, program of works, inspection reports, deed of
donations, Titles Certificate of Completion and Acceptance of projects
implemented.

b} Maintain data on educational facilities for DRRMC reference.

¢} Maintain copies of POW, inspection reports and Bidding Documents of
all DepEd projects

d) Maintain duplicate copies of Deed of Donations, Acceptance of
Educational Facilities and other such documents needed for reference in

future building and construction and repair projects.

3. Please be guided accordingly.

s G /

CRISTY C. EPE /
Schools Division Superintender_l,t/f{
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