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Republic of the Philippines

Department of Education
NATIONAL CAPITAL REGION
SCHOOLS DIVISION OFFICE OF MUNTINLUPA CITY

Office of the Schools Division

Superintendent U UN 0 4 2025

MEMORANDUM
No. 256 , 8. 2025

HIRING OF TECHNICAL ASSISTANT AND FEEDING ASSISTANTS UNDER CONTRACT OF
SERVICE (COS) FOR THE SCHOOL-BASED FEEDING PROGRAM (SBFP),
WATER, SANITATION AND HYGIENE IN SCHOOLS (WinS) AND
NUTRITION SENSITIVE PROGRAM (NSP)

To: OIC-Assistant Schools Division Superintendent
Chief Education Supervisor, Curriculum Implementation Division
OIC-Chief Education Supervisor, School Governance and Operations Division
Public Elementary and Secondary School Heads
Administrative Officer V
All Others Concerned

L Attached is Regional Memorandum No. 335, s. 2025, titled, Corrigendum for
the Guidelines on the Hiring of Technical Assistants and Feeding Assistants Under
Contract of Service (COS) for the School-Based Feeding Program (SBFP), Water,
Sanitation and Hygiene in Schools (WinS) and Nutrition Sensitive Programs (NSP)
dated March 24, 2025, on the above-captioned title, the contents of which are self-
explanatory, for the information and guidance of all concerned.

D Relative to the Regional Memorandum, this Office informs the field of the
acceptance of applications for Technical Assistant [ position.

8. Please see the following enclosure for reference.
e Enclosure No. 1 — Terms of Reference
e Enclosure No. 2 — Qualifications
e Enclosure No. 3 — Timeline of Activities and Subcommittees
e Enclosure No. 4 — Regional Memorandum No. 335 s. 2025

4. Immediate and wide dissemination of the Memorandum is earnestly desired.

Assistant Schools Division Superintendent
Officer-in-Charge
Office of the Schools Division Superintendent

Encl: As stated

Reference: As stated

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

CONTRACT OF SERVICE

AMF/DM — HIRING OF TECHNICAL ASSISTANT AND FEEDING ASSISTANTS UNDER CONTRACT OF SERVICE (COS) FOR THE SCHOOL-
BASED FEEDING PROGRAM (SBFP), WATER, SANITATION AND HYGIENE IN SCHOOLS (WinS) AND NUTRITION SENSITIVE PROGRAM
(NSP) r

;256 /June 2, 2025 ",.’ L7

NUM-2025-256
DepED

A" Student Center for Life Skills Bldg., Centennial Ave, Brgy. Tunasan, Muntinlupa City
& 84237560, 84237561, 84237562
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Republic of the Philippines
Department of Education
NATIONAL CAPITAL REGION
SCHOOLS DIVISION OFFICE OF MUNTINLUPA CITY

Enclosure 1:

Terms of Reference

The proposed COS to be hired for the SDOs shall have the following terms of reference
for the position of Technical Assistant I

1. Provides technical and administrative support to cluster of schools in delivering
efficient and effective plans and activities School-Based Feeding Program (SBFP)
Nutrition Sensitive Programs (Gulayan sa Paaralan, Integrated School Nutrition
Model, and Food Safety) and Water, Sanitation, and Hygiene in Schools (Win$S).

2.  Oversees the Implementation of School-Based Feeding Program, Nutrition Sensitive
Program and WinS in the school.

3.  For School-Based Feeding Program (SBFP)
a. Provides technical support to schools in the implementation of the SBFP.
b. Conducts regular on-site visits to schools to monitor the SBFP implementation;
c. Ensures conduct of and maintenance of baseline and end line nutritional
assessment;
d. Coordinates with the School Head and the Project Development Officer I (PDO) in
for the establishment and operation of a School Core Group;

e. Monitors deliveries of food commodities in drop-off points;

f. Coordinates with the School Heads that storage areas are clean, safe, pest-free,
secured, and well ventilated;

g. Ensures the readiness of the schools to start the feeding activity according to the
prescribed timeliness;

h. Monitors the conduct of the feeding activity or food distribution;

i. Conducts random inspection and counting of stored food commodities;

J. Ensures that food safety standards in schools are in place and address food safety-

related incidents in school; and

k. Monitors and validates SBFP records and forms by schools and ensure timely
submission to the SDO.

4.  For Water, Sanitation and Hygiene in Schools (WinS)

a. Provides technical support to schools in the implementation of the WinS Program:;

b. Conducts regular on-site visits to schools to monitor the implementation of the
WinS Program,;

c. Using the Online Monitoring System (e-OMS), checks the schools’ compliance to
the WinS standards, including the Three-Star Approach;

d. Coordinates with the SDO WinS Coordinators, school heads, local government
units, and other stakeholders to ensure a collaborative approach to the
implementation of WinS activities;

e. Coordinates with the School Head and the PDO 1 for the establishment and
operation of a School Core Group to manage WASH activities;

f.  Check records and date on WinS; and
Assist in addressing concerns during the program implementation, especially
when it comes to e-OMS.
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DEPARTMENT _’(" EDUCATION

#' Student Center for Life Skills Bldg., Centennial Ave, Brgy. Tunasan, Muntinlupa City
; & 84237560, 84237561,84237562
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Republic of the Philippines

Department of Education
NATIONAL CAPITAL REGION
SCHOOLS DIVISION OFFICE OF MUNTINLUPA Clty

5.  For Nutrition Sensitive Program (NSP)

a. Provides technical support to schools in the implementation of NSP components,
particularly the Integrated School Nutrition Model (ISNM), Gulayan sa Paaralan
(GPP), and Food Safety;

b. Conducts regular on-site visits to schools to monitor the implementation of the
NSP;

c. Coordinates with the School Head and the PDO 1 for the establishment and
operation of a School Core Group to manage GPP or ISNM;

d. Coordinates with the School Heads and PDO I on the maintenance of records of
NSP activities, including data on school gardens, ISNM, and food safety;

e. Supports the organization and facilitation of training sessions for schools on NSP-
related activities such as sustainable gardening, food safety practices, and
nutrition education; and

f. Assist in the preparation of reports related to NSP.

6. For Central Kitchen

a. Coordinates with the Central Kitchen Focal Person and monitors if the target
beneficiaries are finalized and approved and if the documents for the start of
feeding such as Cycle Menu, Work and Financial Plan (WFP), Project Procurement
Management Plan (PPMP) and other necessary documents are accomplished and
ready for submission to SDO;

b. Ensures that in the Central Kitchen, there is an established School Core Group
and there will be sufficient parents/volunteers who sall help in the whole duration
of the Program; Assist in the orientation of SBFP Implementing guidelines at the
school level; and

c. Regularly checks the kitchen workflow and ensure completeness of the
administrative documents in the central kitchen such as liquidation, recording
and reporting of SBFP forms.

T Performs other functions as may be deemed necessary.

The COS shall be allowed to enjoy flexi-time arrangements and claim reimbursements of
transportation expenses for SBFP-related activities.
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Republic of the Philippines

Department of Education
NATIONAL CAPITAL REGION
SCHOOLS DIVISION OFFICE OF MUNTINLUPA CITY

Enclosure 2:

Qualifications
Work No. | Compensation | Education Competency | Place of Assignment
Category of (if
COos applicable)
Technical 2 Base Bachelor’s Physically The School-Based Feeding
Assistant Salary: degree fit; Non Program (SBFP) shall report
[ (COS) P28,000.00 relevant to Passer to the SDO on designated
the job; days to coordinate with the
Premium: Graduate of SDO SBFP Focal Persons
P2,800.00 Nutrition and under the SGOD-School

Diabetics is
an advantage

Health and Nutrition Unit
(SGOD-SHNU) but are
expected to report to the
schools assigned to them to
oversee the implementation
of SBFP, NSP and WinS§S.
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Republic of the Philippines

Department of Education

NATIONAL CAPITAL REGION

SCHOOLS DIVISION OFFICE OF MUNTINLUPA CITY

Enclosure 3:

TIMELINE OF ACTIVITIES

DATE/ TIME/ VENUE

ACTIVITIES

PERSON/COMMITTEE
RESPONSIBLE

June 3, 2025

Publication and Posting of
Vacancies for COS

Personnel Unit
Records Unit

June 3-13, 2025

Acceptance of Application

Records Unit

2025

On of before June 13,

Submission of Application to the
Division Record Unit

Applicant
Records Unit

June 16-18, 2025
8:00 AM - 5:00 PM

Stamping and forwarding of
Applicant’s pertinent documents
from the OSDS to the Personnel
Unit

OSDS

June 18-19, 2025
8:00 AM - 5:00 PM

Initial Evaluation of Documents
vis-a-vis qualification standards

HR Personnel
Subcommittees

June 20, 2025
5:00 PM

Shortlisted applicants for
interview will be informed via
email

HR Personnel

June 23, 2025

Interview of Qualified Applicants

Applicants
SGOD Chief
Health Section, Unit Head
SDO Dentist
HRMPSB Secretariat

DeDED
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Republic of the Philippines
Bepartment of Education

NATIONAL CAPITAL REGION

March 24, 2025

——
REGIONAL MEMORANDUM SDO M
it « 238 5. 2025 Personnej (%{YT NLUPA

To: Schools Division Superintendents Date & Tl'me; Y -
All Others Concerned =

CORRIGENDUM FOR THE GUIDELINES ON THE HIRING OF TECHNICAL

ASSISTANTS AND FEEDING ASSISTANTS UNDER CONTRACT OF SERVICE
(COS) FOR THE SCHOOL-BASED FEEDING PROGRAM (SBFP), WATER,
SANITATION AND HYGIENE IN SCHOOLS (WinS) AND NUTRITION
SENSITIVE PROGRAMS (NSP)

1. Retative to OUOPS Memorandum No. 2024-08-01153, this Office, through the
School Health and Nutrition Unit of the Education Support Services Division, hereby
relavs the Corrigenduim for the Guidelines on the Hhiring of Technical Assistants and
Feeding Assistants Under Contract of Service (COS) for the School-Based Feeding
Program (SBIFP), Walter, Sanitation and Hygiene in Schools (Win8) and Nutrition
Sensitive Programs (NSP).

&, In view of this, SDOs are advised to process the hiring of Technical Assistants
1 their respective SDOs in accordance with the abovementioned memoranduim and
the Guidelines for Hiring stated in QUOPS Memorandum No. 2023-09-10207
released last December 03, 2024, Funds shall be downloaded to the SDOs in a
separate SARQ.

3 For inquiries, please contact Dr. Connie P. Gepanavao, MDD, FI’PS, Medical
Officer IV/Head ol SHNU or Ms. Jennifer V. Belleza, Nutritionist-Dictitian 11 at email
address

4. Immediate dissemination ol and compliance with this memorandum is desired.

JOCELYN DR ANDAYA
Regional Director. NCR
Concurrent Officer-In-Charge, Office ol the
Assistant Secretary for Operations

Address: 6 Misamis St., Bago Bantay, Quezon City
Email address: nacr@deped.gov.ph
Website: depedncr.com.ph
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Bepartment of Ehucation
OFFICE OF THE UNDERSECRETARY FOR OPERATIONS

e wienT OF EDUCATION
MEMORANDUM 2 ol 1 \ THE URBECRETARV R OPERATIONS
OM-OUOPS-2024-02., 0US3 A E—

foot

FOR : Regional Directors Br
Assistant Regional Directors MALCOLYM 8. GARMA
Schools Division Superintendents Assistant Secretary, Officer-In-Charge,
Office of the Undersecretary for Operurions
1@ V. -~
FROM 2 COLM S. GARMA

Assistant Secretary for Operations
Officer-in-Charge, Office of the Undersecretary for Operations

SUBJECT : CORRIGENDUM FOR THE GUIDELINES ON THE HIRING OF
TECHNICAL ASSISTANTS AND FEEDING ASSISTANTS UNDER
CONTRACT OF SERVICE (COS] FOR THE SCHOOL-BASED
FEEDING PROGRAM (SBFP), WATER, SANITATION, AND
HYGIENE IN SCHOOLS (WinS) AND NUTRITION SENSITIVE
PROGRAMS (NSP)

DATE : PFebruary 25, 2025

In reference to the issued O0-OSEC-2024-306 titled, Amendments to Office Order
O0-0OSEC-2023-023, signed by Secretary Sonny Angara dated December 16, 2024,
please be guided by the following new rates for the hiring of SBFP Feeding
Coordinators under COS for the School-Based Feeding Program:

Total Amount
- Compensation | Mazximum no. of CoS No. of | for th%fging R
Items Perzonnel 3 Ros/8D0s/Schools (Ianuary to
December 2025)
Technical 1 perRegional 30,800.00 All SDOs/ i58,232,000.00
Assistant 1 Office {RO
M o (R 420 CoS chargeable
. 1 per smali SDO against
Sone Salay; ) downloaded
AR 2 per medium funds from BLSS-
Spo SHD-SBFP or
SDO PSF
ey Room 101, Rizal Bullding, DepEd Coraplex, Metzico Averme, Pasig City 1600
Telephone Nos.: {02} 8633-5313; (02} 8631-8492 : I
ﬁfﬁg Email Address: aure@deped.gov.ph | Website: www.deped gov.ph Doc. Ret. Coda mggggs! Rev '132' Y

TR ALOONS PRIPISEE

VAL ..ol




Total Amount
| Compensation | Maximum no. of | . o Salazy | No. of T thecloish gl
Ttems Personnel Ros/8D0s/Schools (Jam to
December 2025}
| ‘Premium: 3 per large or
2,800.00 very large SDO
*Request for
additional COS
shall be approved
by the
Undersecretary
for Operations
Administrative 1 or more per 24,200.00 All SDOs 8,175,600.00
SupportII SDO depending
UPpo on the av’;ﬂabm%y _ - downloaded
of funds and size funds from BLSS-
of SDO SHD-SBFP or
Base Salary: SDO PSF
| 22,000.00 *Additional PSF
‘ will be
‘ downloaded to 26 |
Premiun: SDOs with
| i insufficient funds
'2,200.00
School Feeding | At least 1 per 100 | P500.00 per approximately
Assistant beneficiaries per | feeding day P500 = 175 days
i ~ School or school | per school = P37,500 per
Bt walaxy: - cluster {for those sehool
' PS00.00 per under central | Note:
feeding day kitchens) 1 Schools may 32,927 Chargeable
; use lower against Schiool
{ rates subject Operational
to availability | Expenses or SDO |
of funds PSF
Note; Schools
may hire on
selected days
only and not for
the full _17_5 days

For immediate implementation and dissemination.

Thank you very much.
m . ¥ e Room 101, Rizai Building, DepEd Complex, Meralco Avenue, Pasig City 1600
@ o Telephosie Nos.: (02) 8633-5313; {02} 8631-8492 e
MA'IETAG w Email Address: oure@deped.gov.ph | Website: www.deped.gov.ph %{ ngzggs
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QUOPS No. 2023- 1 - 97
MEMORANTIUNL

T : Regional Directo
Assistant Regionai Dizectors

Schouvls Diviszn uperintendents
FROM T WILFREDO E.C

Undersecretary
Office of the/
Orgamza:tmn :

Undersecrc ary for Human Resource and

Underseéj 'etaxy for Operauonsl,l

SUBJECT : GUIDELINES ON THE HIRING OF TECHNICAL ASSISTANTS
AND FEEDING ASSISTANTS UNDER CONTRACT OF SERVICE
{COS} FOR THE SCHOOL-BASED FEEDING PROGRAM {SBFP),
WATER, SANITATION, AND HYGIENE IN SCHOOLS {WinS),
AND NUTRITION SENSITIVE PROGRAME {KSP)

DATE : December 3, 2024

This. has reference to fhe hiring of additianial Contract of Service {CoS) personnel for
the Schools Division Offices {SDOs) through the School Governance and Operations
(SGOD] - School Health and Nufrition Unit; and School Feeding Assistants [SFAs),
to support in the implementation of the School-Based Feeding Program {SBRF),
Water, sanitatiom, and Hygiene in Schools {WinS), and Nutriton Sensitive Programs
(NSP) starting Calendar Year 2025 chargeable against the downloaded funds to the
Schools Division Offices {SDOs) and Schools Operational Expenses. The COS for
hiring will be: one {1} Technical Assistant {TA) 1 per small SDO, two (2} per medium
SDQ, and three {3] per large or very latge SDO; and at least one (1} School Feeding
Assistant (SFA)} per onehundred beneficiaries per school or cluster of schools subject
to availability of funds.

This guidelines supplements the Memorandum signed by Atty. Michael Wesley Poa
and Atty. Revsee 4. Escobedo titled *Guidelines on the Hixing of Feeding Coordinators
Under Contract of Service {COS} for the School-Based Feeding Program (SBFP)” dated
November 30, 2023.

BLEBSHEY FMN

Grpund Floor, Rizal Building, DepEd Complex, Meralco Avenue Fas;g City 1500

QQ%QB Emaik ours(@deped . goy.ph; Website: www.deped, go\rph
Tel No -IM2L8633-5313- IN2] ARI1-RAGZ

‘ ,;r\




Starting SY 2024-2025, additional TA I and SFAs may be hired chargeable against
the SDO SBFP Program Support Funds (SDO-PSF) subject to availability of funds.

For the SBEP, the most recent development in the National Expenditure Program for
BY 2024 is the doubled budget allocation at P11.7 Billion Pesos io cover all
undernourished Kinder to Grade 6 learners for 175 days.

With the quantum leap expansion of the SBFP, it is greatly necessary to consider the
SBFP as BIG-TICKET program, thus needing additional technical and administrative
support in the SDOs and schools dedicated solely to the program. It is the first time
that SBFP will be implemented year-round, and it entails a strengthened approach
in monitoring the program, maintaining databases, monthly feedbacking of status,
issues and concerns, among others. Moreover, the issnance of DepEd Order No. 2
Hitled “Immediate Removal of Administrative Tasks of Public School Teachers”
became a, big challenge in terms of manpower at the school level.

In order to comply with the abovementioned legal bases and to carry out the
implementation of the 8chool-Based Feeding Program, there must be adequate staff
to handie the worldoad of SBFP at all levels of DepEd staif and personnel (namely
the Ceniral Office, the Regional Offices, School Division Offices, and Schoals).

Currently, the ESSD and SGOD, which serve as the division of the Regional/Schools
Division Offices tasked to carry out all school health and nutrition programs/projects
have glready full workicad. The hiring of Technical Assistants and Feeding Assistants
will augment the cuurent workload of the SBFP Focal Persons in order to ensure that
the program will be implemented according to the implementation arrangements set
by BLSS-SHD and that funds will be obligated and utilized to the highest extent
possible for an efficient and effective implementation of the program.

I, Background

The School-Based Feeding Program (SBFP) is among DepEd’s big ticket programs
with a big annuel budget allocation. With the Department’s agenda, consistent with
the thrusts of the national government embodied in the 8-point Socioeconomic
Agenda and the 2023-2028 Fhilippine Development Plan, through the BEDP 2030,
envisions accessible, equitable, and quality basic education services to ensure
resiliency and well-being of its learners. The budget allocation for SBFP in the
National Expenditure Program for FY 2025 is at P11.7 Billion Pesos to cover
3,398,541 all Kinder and undernourished Grades 1-6 learners.

The need for hiring TAs and SFAs under COS was also brought about during
consultations conducted by the SBFP under the Bureau of Learner Support Services
— School Heslth Division (BLSS-SHD), with Regional Office Coordinators to address
the manpower gap at the school level because of the issuance of DepEd Order No. 2,
8. 2024 titled “Immediate Removal of Adminisirative Tasks of Public School
Teachers”. In view of the foregoing, the following guidelines regarding the hiring of
COS are provided.

page 2 of 24



I, Financial Aspect
a. Funds for the Salary of the SBFP-COS
For the implementation of the hiring of Confract of Service (COS)
personnel, the Bureau of Leamner Support Services - School Health
Division (BLSS-SHD) shall allocate funds from the Fiscal Year 2025
School-Based Feeding Program, fotaling Php 136,600,000.00. This
allocation will be charged against the Program Support Fands of the
respective Schools Division Offices (SDOs] for the hiring of COS personnel
from Jammary to December 2025. The allocation per SDO is detailed in
Annex B.
To ensure the susteinability of the program, the BLSS-SHD shall commit
to allocating funds to SDOs for FY 2025 and in subsequent years.
Budget for COS
Compenssation | Maximum no. | Jamuary | No. of Total Amount for the
\ items of Personnel to ROs/ Hiring of COB and
December | SDOs/ Source of Funds
2025 Schaoaols
TAT 1 per small
SDO
Base salary: 2 per medium
P25,000.00 - SDO P27,500.00 218 138,600,000.00chargeable
3 per large or SDOs/ | against downloaded funds
Premium: very large SDO 420 from BLSS-SHD-SBFP or
P2,500.00 CoS SDO PSF
: *Request for
additional COS
shall be
approved by
the
Undersecretary
for Operations
School At least 1 per
Feeding 100 approximately
Assistant beneficiaries P500 = 175 days =
per School or | PS00 per S P&7,500 per school
. school cluster | feeding day
g"sa—gg'sdom'p - {for those per school Chargeable against School
feeding day und.er cenizal Operational Expenses or
Idichens} Noie: SDO PSF
Schools
may use Note: Schogls may hire
lower rates on selected days only and
subject to not for the full 175 days
availability
of funds

b. Process of Hiring and Downloading of Fuands

page 3 of 24




The hiring of the proposed COS shall be done by the SDOs and Schocls
following the qualifications sitated hereunder. Thus, the payment for the COS
shall be made by the SDOs or schools.

Hiring of 8DO and School COS for the School-Based Feeding Program
a. Place of Assignment

The SBFP-COS (TA I shell report to the SDO on designated days to
coordinate with the SDO SBFP Focal Persons under the SGOD-School
Health and Nutrition Unit (SGOD-SHNU) but are expected to report to the
schoolsamsignedmthmtoomseeﬁmimplmnmtaﬁonofSBFP,NSP,and
WinsS.

While the SFAs shall report to the specific school that hired them.
- Terms of Reference of the Technical Assistant I {TA I}

The proposed COS to be hired for the SDOs shall have the following terms
of reference for the position of Technical Assistant I:

1. Provides technical and administrative support to cluster of schools in
delivering efficient and effective plans and activities of SBFP, Nutrition
Sensiﬁvergams(G!ﬂayansaPaamlan,IntegmﬁedSchoolNutdﬁon
Model, and food Safety) and Water, Sanitation, and Hygiene in Schools

(WinS),

2. Oversees the implementation of SBFP, NSP, and WinS in the schools;
3. For SBFE:

&. Provides technical support to schools in the impiementation of the
SBFP;

b. Conducts regular on-site visits to schools to monitor the SBFP
implementation;

¢. Ensures conduct of and maintenance of school records of baseline
and endline nutritionsal assessment;

d. ComﬂmateswiththeSchoolHeadandtherjectDevelopment
Officer I (PDO) in for the establishment and operation of & School
Core Group;

€. Monitors deliveries of food conmodities in drop-off points;

Courdinaﬁaswithﬂme&hoolﬁaadsﬂmtsﬁomgearmamdean,safe,
pest-free, secured, and weil-ventilated;

£ Ensmeaﬂ:emdin&softbeschmlstostmtthefeedingacﬁvity
according to the prescribed timelines;

h.Moniﬂnsﬂ:ewnductoﬁhefeedingactivityorﬁ:oddisuibuﬁon;

i.Conductsrandominspecﬁonmdmunﬁngofstmadfaod
commodities;

j.Emmesﬂ:atfoodsafetystandardsmschoolsareinplaceand
address food safety-related incidents in schools; and

k.MonitomandvalidatesSBFPrecordzandionnsbyschoolsand
ensure timely submission to the SDO,

page 4 of 2¢



4, For WinS:

a.

b.

Provides fechnical support to schools in the implementation of the
WinS Program;

Conducts regular on-site visits to schools to monitor the
implementation of the WinS Program;
Using the Online Monitoring System (e-OMS), checks the schools’
comaplance to the WinS standards, including the Three-Star
Approach;

. Coordinates with the SDO WinS8 Coordinators, school heads, local

government units, and other stalkeholders to ensure a collaborative
approach to the implementation of WinS activities;

Coordinates with the School Head and the PDC I for the
establishment and operation of a School Core Group to manage
WASH activities;

g. Checks records and data on WinS; and
h. Assisis in addressing concerns during the program implementation,

especially when it comes to e-OMS.

5. For NSP:
a. provides technical support fo schools in the implementation of NSP

components, particularly the Integrated School Nutriion Model
(ISNM), Gulayan sa Paaralan Program (GPP), and Food Safety;
Conducts regular on-site visits to schools to monitor the
implementation of the NSP;

. Coordinaies with the School Head and the PDO I for the

esteblishment and operation of a School Core Group to manage GPP
or ISNM;

. Coordinates with the School Heads and PDO I on the maintenance

of records of NSP activities, including data on school gardens, ISNM,
and food safety;

. Supports the organization and facilitation of fraining sessions for

schools on NSP-related activities such as sustainable gardening,
food safety practices, and nutrition education; and

f. Assists in the preparation of reports related to NSP.

6. For Ceniral Kitchens:
a. Coordinates with the Ceniral Kitchen Focal Person and mmonitors if

the target beneficiaties are finalized and approved and if the
documents for the start of feeding such as Cycle Menu, Work and
Financial Plan (WFF), Project Procurement Management Plan {(PPMP)
and other necessary documents are accomplished and ready for
submission to SDO;

. Ensures that in the Central Kitchens, there is an established School

Core Group and there will be sufficient parents/volunteers who shall
help in the whole duration of the Program

. Assists in the orientation of SBFP Implementing guidelines at the

school level; and

. Regularly checks the kitchen worldflow and ensure completeness of

the administrative documents in the central kitchen such as
liquidation, recording and reporting of SBFP forms.

7. Performs other functions as may be deemed necessary.

page 5 of 24



'IheOoSsmnbeanmedtoenjoyﬂcxi-ﬁmcanangememandclaim
reimbursements of transportation expenses for SBFP-related activities.

QEM&MMMIMMI

In relation to fhe above-mentioned terms of reference, the COS shall have
the following quelifications:

1. Bachelor's degree relevant to the job;

2. Physically fit

3. Graduate of Nutrition and Dietetics is an advantage

Terms of Reference of the School Feeding Assistant

TheproposedCOStobehimdforﬁxeschoolsshaﬂwethefouowingterms

of reference for the position of Feeding Assistanis:

1. Assists in the food preparation and distribution of meals and/or food
commuodities in the school and/or Central Kitchen together with the
school SBFP core group;

2, Maintains the cleanliness and functionality of sl equipment and
facilities used for the feeding activity and progrem, e.g., feeding area,
storagearea.andﬁmdpreparaﬁonamatogetherwiththemboolSBFP
core group;

3. Assists in the conduct of baseline and endline nuiritions] assessment
in schoals;

4. Assists in the collection and consclidation of SBFP forms and records
accomplished at the school level;

5. Assists in maintaining the school garden and checking of WASH
facilities; and

6. Perform other functions as may be deemed necessary

Qualifications of the School Feeding Assistant.

In relation to the above-mentioned terms of reference, the COS shall have
1. Completion of at least Senior High Schooi graduafe

2. Physically fit

issuance of Contzact

The Schools Division Offices and schools shall issue the contract {Service

of the abovementiocned COS snd execute the same in
accordance with the Guidelines on the Hiring of COS issued by the Office
oftheSemMy,tbisDepmhnthivﬂS@rvk:eOQmmission.Conmissicn
on Audit, and Department of Budget and Management.
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Supervision of SBFP-CO8 and School Feeding Assistants

The TA Ishall be under the supervision of the Schools Division Superintendent
through the Chief, School Governance and Operations Division {SGOD) and
the SBFP Focal Persons.

While the SFAs shall be under the supervision of the School Head and the
roviag TA I of the SDO.

The SDOs/Frincipals, shall ensure that the SBFP-COS completes and
performs the tasks enumerated in Chapter 3 through the submission of an
accomplishment report every 15% and 30% day of the month. Further, the
accomplishment reporfs reviewed and approved by the Head or their
designated Official, shall be submitted fo their respective Schools Division
Offices.

Roles and Responsibilities
a. Roles and Responsibilities of the BLES-SHD (Central Office)
The BLSS-SHD shall be responsible for the following:

1., Downloads the funds to the SDOs through the ROs to cover the salaries
for the period of twelve {12} months;

Conducts policy orientation and capacity-building to field offices as
deemed necessary;

Monitors compliance to this policy;

Provides technical assistance to field offices; and

Participate, if needed, in the conduct of screening of applicant SBFP-COS.

Asn B

b. Roles and Responsibilities of the Regional/Schools Divigion Offices

The Regional Offices/Schools Division Offices shall be responsible for the
following:

1. Allocate funding from the SBFP PSF for the salary of the SBFP-COS for
twelve (12} months and ensure timely payments of salaries;

. Conduct screening of the applicants for the SBFP-COS;

Prepare and manage the contract of the SBFP-COS, following the

prescribed service agreement of the SBFP-COS (See Annex A);

Conduct orientation for the SBFP-COS about the activities, programs, and

policies relative to the School-Based Feeding Program;

Supervise the SBFP-COS in performing the tasks according to the TOR;

and

Review and approve the accomplishment report for submission to BLSS-

SHD.

oo s L

c. Roles and Respoasibilities of the Schools

The Schools shall be responsible for the following:
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1. Conduct orientation for the SBFP-COS about the activities, programs, and
policies relative to the School-Based Feeding Program, Nuirition Sensitive
Programs (NSP}, and Water, Sanitation, and Hygiene in Schools (WinS);

2. Supervise the SBFP-COS in performing the.tasks according to the TOR;

3. Reviewand approve the accomplishment report for submission to the SDO;
and

4, Allocate funding from the School Operational Expenses for the salary of
Feeding Assistants for 175 days and ensure timely payment of salaties.

Please see attached Annexes for your reference.
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