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REGIONAL MEMORANDUM NO. 52 S. 2026 
GUIDELINES ON THE RENEWAL AND HIRING OF 

SCHOOL-BASED ADMINISTRATIVE SUPPORT STAFF UNDER 
CONTRACT OF SERVICE (COS) FOR FY 2026 

  
To:  OIC- Assistant Schools Division Superintendent 

OIC- CID Chief Education Supervisor 
OIC- SGOD Chief Education Supervisor 
School Heads (Public Schools) 
All Others Concerned 

  
1. Attached is Regional Memorandum No. 52, s. 2026 (dated 22 January 
2026), providing the updated renewal and hiring rules for Contract of Service (COS) 
administrative support staff for FY 2026. 
 

2. The Regional Memorandum disseminates Memorandum 

DM-OUHROD-2026-0095, which outlines guidelines for hiring and renewing renewal 

COS administrative support personnel in schools. 

3. As stated in the Regional Memorandum, only previously identified eligible 

schools with existing COS personnel whose contracts were effective until December 

31, 2025, may renew contracts or hire replacements, in accordance with 

CSC-COA-DBM Joint Circular No. 1, s. 2025. Eligible schools are listed at the 

Regional Office link. 

4. COS personnel shall provide administrative and clerical support under the 

direct supervision of the School Head. Minimum qualifications include a Junior High 

School diploma, with no prior work experience, specific training, or civil service 

eligibility required. 

5. Contract renewal is based on performance evaluation aligned with the Terms 

of Reference (ToR) and supporting performance documents of RPMS-IPCRF or 

equivalent documents. Renewal will not proceed without these. Hiring must strictly 

follow the prescribed procedures for posting, assessment, documentation, and 

approval. 
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6.  You can access the templates for Authority to Renew, Authority to Hire, ToR, 

Service Agreement, and other necessary documents through the links in the Regional 

Memorandum. 

7. For guidance and immediate dissemination. 

 
 
 
 
 
 
 

HOMER N. MENDOZA 
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 subject: 
                 SALN 
 
asu/rby/mancom 
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