Republic of the Philippines

Department of Education

REGION X — NORTHERN MINDANAO
SCHOOLS DIVISION OF EL SALVADOR CITY

03 August 2023

DIVISION MEMORANDUM
No. %29 ,s. 2023

IMPLEMENTATION OF THE DEPED COMPUTERIZATION PROGRAM
(DCP)

To: Assistant Schools Division Superintendent
Chief Education Supervisor, CID
Chief Education Supervisor, SGOD
Public Elementary and Secondary School Heads
Schools ICT Coordinators
School Property Custodian
All Others Concerned
This Division

1. This memorandum emphasizes the maintenance and utilization of the DepEd
Computerization Program (DCP) packages delivered to the schools to ensure
longevity and maximize the use of the packages to improve the teaching and
learning process of the learners.

2. In maintaining the packages, the schools must ensure a good physical
environment for the devices. The school may refer to the checklist below as
basis of the preventive maintenance that needs to be done.

Areas to be | Schedule of

Maintained Details of the Maintenance Cleaning
Ceiling The area must be free from cobwebs and dust. Monthly
Walls \ The walls must be free from cobwebs and dust. Monthly
Windows  The windows must be free from cobwebs and dust. Monthly

Floor The floor must be free from dust. Daily
Cabinets I The cabinets must be free from cobwebs and dust. Monthly
Tables | The tables must be free from dust. Monthly

| Devices | The devices must be free fromdust.t. =~~~ | Weekly
Clean the trash can and place the trash can far
Trash Can | from the devices or place it outside the laboratory. Daily

3. The school ICT Coordinator in-charge with the DCP packages shall facilitate
the accomplishment of the preventive maintenance and shall mobilize the
learners or anyone to conduct the cleaning.
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4. To ensure that there are materials needed to conduct the maintenance and
protect the devices, the listed materials below shall be included in the APP of
the school for SY 2023-2024.

Item Sample Picture

Adjustable Broom,
Long Broom
Microfiber Duster
Long, or
Extendable Plastic
Broom

Microfiber Rag

Broom for the floor

Dustpan

Address: Zone 3, Poblacion, El Salvador City . 5
Telephone No: (088) 882.6326 Transforming Schools,
Website: www depedelsalvadorcity. net Forging Partners
Email Address: elsalvador.city@deped.gov.ph u




G NG &
L ;

.—. e

s o

Republic of the fbi[imn’ms

Department of Eoucation

REGION X — NORTHERN MINDANAO
SCHOOLS DIVISION OF EL SALVADOR CITY

Double drive Elution uni

Spin Mop with
Spinner and
Bucket Magic
Tornado Mop 360
Easy Rotating
Floor Cleaning
Mop Hand

no hand was!

System Unit,
Monitor, Mouse
and Keyboard
Cover

Trash Can with

Cover

For schools with available Internet Service Provider and e-classroom, it is
necessary to subscribed to Internet connection for instruction and have it
setup in the e-classroom to facilitate classroom instruction and activities of
the learners that requires Internet connection.

. The user of the e-classroom and the devices must be recorded via loghooks.

The School ICT Coordinator in-charge must facilitate the recording. Sce
attached DM No. 2019-07-156 as reference.

. For devices included in the DCP package that are not functional and cannot
be repaired, the School ICT Coordinator in-charge shall communicate with the
School Property Custodian and Division IT Officer to process waste disposal.

[tis also important to allocate budget for repairs of ICT equipment. If possible,
the school can allocate at least P5,000 to 10,000 pesos from MOOE or other
source of funds every year.
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9. For any inquiries and clarification, feel free to contact the Division IT Officer
at sherrie.dungogi@deped.gov.ph

10.This memorandum shall adhere to the Equal Opportunity Principle (EOP)
wherein there is no discrimination on the account of age, gender, identity,
sexual orientation, civil status, disability, religion, ethnicity, or political
affiliation.

11.Immediate and wide dissemination of this memorandum is desired.

DOLPH B. TORTOLA
Schools Division Superintendent

ATCH.:
As stated

Reference:
DM No. 2021-02-043
DM No. 2019-07-156

To be indicated in the Perpetual Index
under the following subjects:

EQUIPMENT
FACILITIES

INFORMATION TECHNOLOGY
REPAIR

OSDs/SRD
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DIVISION MEMORANDUM

No. Itk 52019
To: Education Program Supervisors

Informauon Technology Officer

All Public Elementary School Heads
All Public Secondarv School Heads
Schools ICT Coordinators

All Concerned Personnef

This Division /

From: JESNAR DEMRAR. RRES, Ph.D., CESE
Assistant SchoglsiDivigion Superintendent

OIC. Office of the Schools Division Superiftendent
Subject: Guidelines on'the Jse of E-Classroom and ICT Equipment

Date: July 19. 2019

I In reference to Regional Memorandum No. 291, 8.2019 Re: Gurdelines on the & se of

F-Classroom and 1CT Eguipment, all concerned are hereby directed to follow the
enclosed guidelines.

2. Monitoring and Evaluation on the complance of the gurdelines will be on or before
August 16, 2019,
3

For inguiries, feel free to contact the Division ITO Ofticer at 09177154632

4. Immediate and widest dissemination of this Memorandum is hereby enjoined

U gycelen
— - ‘olvd('ll s E\HE\
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REGIONAL MEMORANDUM

GUIDELINES ON THE USE OF E-CLASSROOM
AND 10T EQUIPMENT

Schools D:wsion Superintendents

"‘l(

8

Kegarding DO, 78, s, 2010  entitled  Guidelines on the

| 4
l.
Implementation of the DepEd Computerization Program (DCP)

the Lepartment of Education Region X, through the Intormation and

Communications Techinology Unit (ICTU}, mandares a
(SN0Os). through the ICT Unit, te lead the
guidelines on the use ol e-

all the Schools

Division  Offices

implementation of the policies and

ciassroom and ICT equipment.
2. Concerning DO 33, s. 2016 entitled The Learning Action Cell as a K
to 12 Basic Education Program School-Based Continuing
Professional Development Strategy for the Improvement of
Teaching and Learning, the Curriculum Implementation Division
(CID) 1s responsible for integrating ICT in the teaching and learning
process and the Divisional Information Technology Officer (DITO} shall
provide technical assistance.

3. The DITO shall ensure thal E-classroom and ICT Equipment are
utihzed within the attached policies and guidelines.

1. Enclosed is the Guidelines for reference.

J1

Immediate and wide dissemination of Iyi—‘f‘l‘ﬁ?ﬁ%rajulun] is desired.
e

DR. ARTUR Hf AYOCOT, CESQ V
7_.,gi,o‘na1 Directar

AT As wiglee]

LMD elson
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GUIDELINES ON THE USE OF E CLASSROOM
AND ICT EQUIPMENT

1 Introduction
1o byogth elemerntar

. Vet frovvant o Daloretuan i"""“l""! CarnpuEte e Lo ]
' 2 PTTa B i & 4 11t YeAY PR
ui secornbasy pable scoiwols where o recpren strhnels seoun ! '
' A 3 et ve =t i 1 Flit sttt plat
el 0 el Tev gt GOt OEerpart Fe e Er e e ey, pprdie st el 1 i

ssocheckbist form

conduc ting dlasses. or

fie e oclassionm provides  compatinge  facithties  lor Yo
Hevwise, are apenedt toall stuadenis, teaching, aned e teachug persannel l
N T T ] ork relatedd
fiond Yoo teachms personne] will only bhe allowed lor administrative Work reialed

| : . e-rlassroom
Fhe nilowang naliey wl puidelmes, which govern the use of the e-classroo

fromn e 1o ime be amerided 48 necessary

fav ilines. miay

2. Opening Hours
o g
e apeniog houss tor the e-classroom are Mandays to Fridavs from 07.30 am. to

450 pum except public holidavs.

3. Usage Rules _
t 1 Ahlwavs keep the e-classroom environment clean. Users should not litter. or

bring any food and/or beverages into anv computer room and should rlear up all

thewr belongings after using the taciities,
4 7 Smoking, eanng. and/or drinking are strictly prohibited in the e-classroom at

all umes.
+..3. Refrain from disturbing other users.

+.4. Do not delete or tamper with the programme/darta files of other users.

+4.5. Do not change any configurarion of the devices.

46 Upon transition of ICT Designation, there should be proper turn-over and
onentation on the use of ICT equipment and its login credentials by the outgoing
ICT Coordinator to the incoming ICT Coordinator.

1.7, Do not run any software or print anv job that is not for academic purposes.
4.8 Students are prohibited te enter the e-classroom unless authorzed by the
teacher

+.%. The subject teacher should orie
usage of the laboratory and give reminders every start of the class.

nt the first-time users on the policies on the

5. Use of Equipment

5 1 Users should take good care in using the equipment
the correct operating procedures are properly followed.

not move any equipment, sockets, and/or cables from their original

and should ensure that

3.2 Do

lncations
oA dn case of any malfunction of any equipment, users should inform the School

[CT Coordinator immediately. Under no arcumstances should users atiempt to

repair any equipment themselves.

D
: MA - The LEARNER: The heart of DepEd Region X.
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coprrter shinuhb ands beoesed o ety jabes tor acadenne parjiohens o
VORI e, ol du not oo itpin thie prtrgter boar miore thiarr 1 o ttodnafriess W hien
e b isees watthinge (o ormake use of it
. Y . 11 e
P Users e remiinded that the use of anhoensed soltware, as well as e
Santpensed caphing ol solfwiwe s stewctly prohibited on school equupnuent User
et sinledy
thien

responsibic for sy and all unhoensed  software and documentation in

PSSO SN0
Fe The teacher in-charge of the [CT laboratory during the use of the tomputers

stictidd make sure thar 1S flash drives/CDs are virus {ree before using them in

Phied ¢ lassroom

21T Users are probibited 1a acoess any mappropriate sites (e g violence, nudie

and parnngraphic websites) or plaving unauthorized videos and appheations in the

computers

6. E-classroomCharts, Posters, Schedule and Logbook Requirement
S 1Al DCP recipients’ schools are requnred to place the suggested charts and
posters inside the e-classroom that can be downloaded through the link

provided
Link: tinv url/roxeclassroomresources20 16

6.2The School shall create a vear-round e-classroom schedule of classes. [
should be noted that each section should have at least 1 hour per week
access to the e-classroom For schools with many sections. prioriy should
be given to subjects thai requires manipulation and visualization such as
EPP, TLE-ICT, English, Science and Mathematics. Refer 1o enclosure i a for
the sample e-classroom schedule.

6 3The School shall prepare 3 loghooks for (1) Use of the E-classroom per
section. Refer to Annex A: E-classroom Logbook Template; (2} Borrowers of
k-3 package (DLP. Laptop and Multimedia Speaker). Refer to Annex I3
Borrower’s Template and {3} Walk-in Laboratory Users (e.g. non Tegular
users of the e-classroom). Refer to Annex C: Walk-In Laboratory Template.

- The | EARNER: The heart of Deplid Region X.
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Annex A

LABORATORY LOGBOOK

Signaturc:

Name of Teacher:
Grade Level:

Subject:
Topic: Section:
Date: Time Start: Time End:

Learning Competency Code:

Learners

Name Station No.

S i NI A

et
g

Note: Teacher should fill up the form before going to the laboratory.

= - The LIARNER. The heart of Depld Regron X -
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BORROWER'S LOGBOOK (for ICT Equipment borrowed and
uscd outside laboratory)

Nume of Teacher: Signature:
Subject: Grade Level:

Topic: Section:

Date Borrowed: Date Returned: Certified
by:

Equipment:

L.

2.

3.

e

5.
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Annex C

WALK-IN'S LOGBOOK

DATE & NAME |

—

_PURPOSE  SIGNATURE | TIMEIN  TIME-OUT

——. e b —— e e e i
| |
= I 2 == |
I
| ' ) {
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