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DIVISION MEMORANDUM NO. V 'li , s.2020 

TO: 

FROM: 

SUBJECT: 

DATE: 

o·A,E 

Assistant Schools Division Superintendent . ~~ 
Chief Education Supervisor, School Governance and Operations Division 
OIC- Chief Education Supervisor, Curriculum Implementation Division 
Public Schools District supervisors 
Public and Private Elementary and Secondary School Heads 
All others concerned 
This Division 

EDILBERT L. OPLENARIA, CESO V 
Scho Is Di ision Superintendent I 
OBSERVANCE OF- PROPER ETIQUITTE WHEN ENGAGING IN VIDEO 
CONFERENCING 

JUNE 2, 2020 

1. Relative to Regional Memorandum No. 826, s.2020 re: OBSERVANCE OF PROPER 
ETIQUETTE WHEN ENGAGING IN VIDEO CONFERENCING, this office is enjoining 
everyone to observe the attached points regarding proper etiquette in video 
conferencing. 

2. All are likewise enjoined to research on and share available resource materials on 
effective and ethical video conferencing. 

3. Immediate and wide dissemination of this memorandum is directed. 
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RI.GION X- NOP.TH.!P.N MINDANAO 

Office of the Regional Director 

June 1, 2020 

REGIONAL MEMORANDUM 
No. I'ib , s. 2020 

DepBD-X 

REtf;: 
L--- · /FIV-,f/710 

OBSERVANCE OF PROPER ETIQUE'I 1£ WHBN UGAGilfG 
IN VIDEO CONFERENCIJIG 

To: Assistant Regional Director 
Schools Division Superintendents 
Assistant Schools Division Superintendents 
All Other Concerned 

1 . The currem health crisis situation has prompted organizations, 

establishments, and communities to actively engage in \'ldeo conferencing 
for their various activities. 

2 . To maximize this platform in effectively delivering the Department's 

services, aJI are enjoined to observe the attaohed points regarding proper 

eti.quette in video conferencing. 

3 . All are Likewise enjoined to research on and share a\lailable resource 
materials on effective and etJ,ical video conferencing. 

4. Immediate and wide disseminatlon of this M mornndum is direclf!d . 

AfC►I . P,opor Cttqw:ru: in Video Confi:tcll.' tng 
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J\ttnchmcnt to Rq;,onal Mcmornnc.Jum No, /':l;/ ' s. 2020 

Perfect 10 Proper Etiquette In VIilao ConfennoJ.n& 

l. Ce1ut1u- JOIU'Hlf for the activity, En a.ure thnt you arc prepared 

and &l\'8Jlabl!e fo r nctive engagcm«mL 

2. Dnu propuly for the af'falr. Ensur~ thnt you do not look aloppy 

3. Tca,t your Internet Caoilltloa beforo.ha1ul. Ensure thnt your 

m icrophone, speak.era, headphones, am.I Internet connectivity nre in 
place. 

4. Blur your backgrau11d or UH• doceat ane. Emn1rr thar your room 

o r chosen bocicground dOC$ tiot ha .. •e distrac ting (ratures. 

5 . Find • quiet or private apa1:e. Ensul'e that your n~a. ls not 

._,ulne mble to unn~SBar)' r'lo[se. 

6. Olase~ proper euoln& and Umlng. Ensure that you get rhe righ t 

vcrlml nn d nonverbal cucs whe.n requesting to IJe recognized for n 

quemJon or co,n:m~ 1t. 

7. Speak only when reao1nJ.ud. Ensurr. that your microphone and 

mn1er.:i arc turned off urtless n.utho~d. 

8. Demonatrat• ■ctiva •nsa1•m•nt. Ensure thot vou manlfc•l st·tivc 

J.isren lng 11 nd ~ lnnccd communicuuon esp«inll,• during a 

con\/t'rna tlon . 

9. Show rwvennce and appreol■tion ro, th• preMntar. Ernm ra= th at 

~'O u gaw• the prcsc:.nt~r )'OUr fu ll ntt"m lon 

10. Bo 1:ratoM for the opportu.nJly. F.n!\tm~ th.nt }'O~t lmbihe a 

pmutivc •, 1bt- thmughou, 1c n.cu v1ty nnd lJc thnn kfu l for '"·h.ah:: v-e-r 

tn.keawoy yoi.1 nc;,ot o l f t "pcrlt-1\1.. t' 

( . ,.,..,.. -
' . DAYOCOT, CE80 Ill 
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