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Republic of the Philippines
Bepartment of Education

Cordillera administrative region

09 December 2022

REGIONALMEMORANDUM
No. .

ESTABLISHMENT OF SOCIAL MEDIA ASSISTANCE, COMPLAINTS HANDLING,
AND FEEDBACK MECHANISM FOR DEPED TAYO FACEBOOK PAGES

To:  Assistant Regional Director
Schools Division Superintendents
Division Information Officers and Alternates
School Information Coordinators
All Schools Division Offices
All Others Concerned

1. Specifically, Section 9 letter “h” of RA No. 11032 (An Act Promoting Ease of
Doing Business and Efficient Delivery of Government Services) states the Access of
Government Services and the Establishment of Public Assistance Complaints Desk.

2. In compliance to this, all DepEd-CAR offices and schools are requested to
establish their Social Media Assistance and Complaints Handling (SMACH) and
Feedback Mechanism to monitor, and record requests, complaints, and queries via
the Inbox of the DepEd Tayo Cordillera Facebook page.

4. All designated Division Information Officers (DIOs) and School Information
Coordinators (SICs) being administrators of their official DepEd Tayo Facebook pages
may develop their own SMACH and Feedback Mechanism or adopt the process in
responding to requests, complaints, and queries as stated in Enclosure 1.

5. The SMACH and Feedback Mechanism format of the Public Affairs Unit may
be contextualized and/or adopted, which can be accessed through

https://bit.ly/CARPACH2022 and https://bit.ly/PACHFeedback2022,
respectively.
6. For deliberation and improvement of service, a quarterly summary of the

requests, inquiries, or complaints, along with the feedback responses, shall be
processed and analyzed for presentation to the management through the Division
MANCOM.
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7. For further queries, please contact Ms. Cyrille Gaye B. Miranda at 0961-141-
4424 or email her at car.pau@deped.gov.ph.

8. Immediate dissemination of and compliance with this Memorandum is desired.

ESTELA P. LEON-CARINO EdD, CESOIII
Director IV /Regional Director

Enclosure 1 as stated.
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Enclosure 1 to RM. No. 599 2022

RESPONSIBILITY PROCESS FLOW

Identifies or receives, request, inquiry, or complaint, :
ADAS | other information Client
Request Information
Inquiry Other important
Complaint matensls Unit
Head/
. - ) PDOHi
ADAS | Fills out the PACH Form and submits to Unit
Head/PDO li together with attachments if any
PDO I/ Reviews request, inquiry, or complaint if it requires
Unit Head immediate feedback or requires action from RODs
or SDOs concermed
. Gives
EDOd 1Il/Unit immediate Yes
eal
feedback Client
L
RESPONSIBILITY PROCESS FLOW INTERFACE
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PDO Refers to office concerned SDO/ROD;
lifUnit RD/ARD
Head ¢
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PAU Staff ‘ cerT
i i SDO or
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RESPONSIBILITY PROCESS FLOW

PAU
Staff Prepares material for social media
posting
Uploads into draft Section of the Social
PAU Media Page the material for final
Staff review
With
PAU Revisions
oD
Without

PAU Revisions {
Staf Publishes and shares material on the

social media page

v
Retains records for filing
RESPONSIBILITY PROCESS FLOW

PAU Revises or includes the suggestions
Staff and changes in the material to be

posted
PAU Publishes and shares material on the
Staff social media page
PAU - -
Staff Retains records for filing
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