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GUIDELINES ON ENROLLMENT FOR SCHOOL YEAR 2021-2022 IN THE CONTEXT
OF THE CONTINUING NATIONAL FUBLIC HEALTH EMERGENCY DUE TO COVID-19

T Undersecretaries
Assistant Secretanies
Miniater, Basic, Higher, and Technical Education, BARMM
Bureau and Service Directors
Regonal Directors
Schools Division Superintendents
Public and Private School Heads
All Dthers Concerned

1. Amid the continuing national public health emergency due to COVID-19, the
Department of Education iDepEd) remains resoived to find wavs to improve the provision of
learning opportunities to all Filipine learners for School Year [SY) 2021 -2027. Taking into
account the challenges and opportunities encouniered, the Basic Education Learning
Continuity Plan (BE-LCP) shall continue to be the blueprint and guidepost of DepEd
continuing efforts ensuring learning continuity.

2, In this light, DepFd issies the enclneed Goidelines on Enmillment for Schoal Year
2021-2022 in the context of the continuing National Public Health Emergency dus to
COVID-19 tc provide schools various options for tnplementing an enhanced enmollment
process that adheres to the guidelines set by the Inter-Agency Task Force on Emerging
Infectious Diseases (IATF-EID), the Office of the Fresident, and the Department of Health
(DOH).

& These guidelines shall guide parents, legal guardians, and teachers in the enrollment
of learmers for 8Y 2021-2022. This policy provides a range of options to facilitate the
enrollment of learners for all public schools in basic education and Alternative Learning
System (ALS) programs nationwide. State Universities and Colleges (SUCs| offering basic
education and private schools in basgic education are encouraged to adapt this policy to their
specilic cuntexis,

4. These guidelines shall govern only the 5Y 2021-2029 enrollment. DepEd Order No. 03,
5. 2018 remains in effect, but its provizions inconsistent with these guidelines are suspended
for 8Y 2021-2022,

o, For more imiormation, picase contact the Education Mronagement and Informaiion
Systems Division-Planning Service, Department of Education Central Office, DepEd
Complex, Meralco Avenue, Pasig City through email at ps.emisdi@deped. gov.ph.

f. Immediate dissemination of and strict compliance with this Order is directad,
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([Enclosure to DepEd Order No. 32, s, 2021}

Guidelines on Enroliment for Bchool Year 2021-2022 in the Context of the Continuing

Watinnsl Buhlie Heplth Emarsaney due to COVID-19
Rationale

The COVID-19 pandemic has engendered massive shifts in the functiomng of
governments and societies around the world. Particularly for the basic education sector

in the Philippines achanle were foread tn shift tn remnte lrarning, thus affecting more
than 27 million Filipino learners in more than 60 thousand schools nationwide.

To facilitate learning continuity in the context of the continuing national public health
emergency, the Basic Education Learning Continuity Plan (BE-LCP) in the Time of
COVID 19, as contained in DepEd Order (DO} No. 012, s. 2020 entitled "Adoption of
the Basic Education Learning Continuity Plan for School Year 2020-2021 in the Light
of the COVID- 19 Public Health Emergency” shall continue to provide guidance on ithe
delivery of basic education for school year [SY) 2021-2022. The health, safety and
wellbeing of all learners, teachers, and non-teaching personnel shall remain as the
utmost priority of the Department.

The enrollment process is one of the key activities of the Department conducted in
preparation for the school year opening. In this light, DepEd issues these Guidelines
on Enrollment for Bchool Year 2021-2022 in the Context of the Continuing
mmmmm»mlgmMmdm@mm&”r

Loy stakeholders in the enroliment procese; to introduce improvements in the reporting
LN ) A N kb B b S by l-""" £ -l SR " — h
mechanisms, the Leamer Enrollment and Survey Form (LESF], and the encoding
procedure in the Learner Information System (LIS); and to address considerations for

vaccinated school personnel.
Bcope

Thit policy shall provide guidance 1o school heads, teachers, and parents/guardians
regarding the new enrollment process for 8Y 2021-2022, which will start on August
16, 3021 and continue until the start of the School Year on Beptember 13, 2021,
considering the health and safety measures required to prevent the spread of COVID
9.

The procedures and policies set forth under these guidelines shall be adopted by all
public schools in basic education, including for Alternative Learning System (ALS)
programe. State Universities and Colleges (SUCs|) offering basic education and private
schools 1n basic education are encouraged lo adapt this policy o ther speciiic
conlexls,

These guidelines shall apply only for SY 2021-2022. DO No. 03, s. 2018 remains in
effect, but its provisions inconsistent with these puidelines are suspended for SY 2021 -

e
Definition of Terms

For the purpose of this policy, the following terms are defined and understood as
follows:
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ALS enrollment form and respond to queries related to ALS.

b. ALS Form 2 (Enrollment Form) - a basic information sheet of individuals who
significd interest to enroll in ALS Program.

c. Ballk-Aral Learner - a learner who went back to school and resumed study
alter year/s of dropping sut or cisconbnuing study,

d.huﬂﬂﬂﬁllhmlhalt—rdmtu;hedmrwhmme
parent/guardian/learner confirmed the enrollment earlier made thru
submission of MLESF or the date when the learmer started to participate in any
learning activities by September 13, 2021 onwards.

¢. Dropbox Enrollment - type of remote enrollment strategy where parents may
jusi drup e accomplished MLESF in the etrviiment drupbox or kiosk / booth,
whichever is appropriate, located in front of the school gate, in front of the
Barangay halls and other strategic locations that are accessible to parents and

ardians.

f. gArldlImth{Mj— personnel assigned to manage and
[acilitate a smooth enrollment precess for specific grade level.

g -mmmmtmummmbm- & tool that will be
used o register learners for the school year and gather information on
household capacity to facilitate the administration of various learning
modalities (i.e., available devices, possible facilitators, etc.),

h. MLESF Summary Matrix Porm - A tabulation template for the selected MLESF
data elements that will be used as reference in encodingfupdating enrollment
quick count in LIS for the period August 16 1o September 13, 2021.

i Remote enrollment - o process of registering learners conducted without face-
to-face interaction.

j. School Enrollment Focal Person (SEFP) = personnel designated by the school
to oversee the overall conduct of enrollment and who shall receive all MLESF
submitted by parents or puardians,

Policy Statement

DepEd adopts these guidelines to Buide parents, legal guardians, schoal heads and
teachers in the enrollment of learners for SY 2021-2022. This policy provides a range
ol uptions relaling w ihe enrviiment of fea ners jor wil public schools in basic educaiion
and ALS programs nationwide.

All learners who elect to enroll in public schools nationwide must he accepted and

enralled upon compliance with DO No, 03, 5. 2018 or the Basic Education Enrollment
Prliry, ae modified b these miidelines far SV 2007 =202

health and safety standards. The learner survey shal) provide the necessary
information to inform planning, resource allocation, paolicy formulation, and
intervention development for improved service delivery throughout the public health
Emergency.

Enrcllment Procedures



teaching personnel of schools who will be assigned to manage the enrollment are
preferably vaccinated. Schools may also implement the dropbox enrollmentmethod

similarly (o last schoolyear.

The school enrollment focal person (SEFP) shall receive all submitted MLESF and tum
them over to grade level coordinators, who shall then distribute them to prospective
advisers. Prospective advisers shall encode the MLESF in the LIS BOSY Facility.

Instroction to Parents/Goardians and Enrclless

2,

For incoming Grdes 1.6, 2-10, & 12 leamers

Parents of incoming Grades 1-6, 8-10 & 12 learners will be contacted by the
achool, preferably through previous advisers for remote enrolilment procedures.
However, parents/puardians may also reach out to their child's adwviser for
enrollment through the contact numbers published by the schoal,

For incoming kindergarten, Griades 78 11

Parents of imcoming kindergarien, Grades 7 & 11 learners shall
communicate /re-affirm their intent to enroll their children to a school of their
chuive vis digiial anid /o I.II!._FH:I;HJ cruuiineni plailionma catabiished By aCiicils,

which is similar procedures during the early registration.

. For transferees

Learners plannine to transfer from one school (*the originating school”) to
another (“the receiving school®) shall directly contact the receiving school
through its published enrollment contact details. Previous adviser is no longer
required to facilitate submission of MLESF of learner that is about to transfer
to anather school.

For Balik-Aral enrollees

All Balik-Aral enrollees shall directly contact their preferred schools for
enroliment. The receiving schools shall register enrollee’s enroliment and survey
data.

For ALS enrollees

ALS enrollees may communicate their intent to enroll via digital and /or physical
enroliment platforms established by schools and barangays with community
lrarning centera ICLCst. Modified ALS Form 2 {Annex A} shall be used for this
purpose, consistent with DO No. 58, 5. 2017. This form will be made available
in digital and physical format.

Protoeol for Enhanced General Enrollment

This section guides teachers and school administrators in determining how to
implement modified general enrollment considering the health risk in their
locality, and provides for procedures under each major stage in this process -
pre-data collection, data collection, and data retrieval,



1. Pre-Data Collection

L=

Designation of 8chool Enrollment Focal Person (SEFP), Grade Level
Earcllment Chair (GLEC) and ALS Enrollment Focal Person [AEFP)

School heads shall designate a School Enrollment Focal Person ISEFR
who will oversee the overall conduct of enrollment in the school. For very
large, large, and medium schools, a Grade Level Enrollment Chair
(GLEC) may be designated by the school head to facilitate the smaath
impiementation of enroliment procedures in their respective grade ieveis,
The GLEC shall receive all MLESF, and turn them over to prospective
class advisers who will then review and summarize the result data using
the MLESF Summary Matrix Form.

Previeus class advisers shall Inform their provicus advisory class of the
need to accomplish the MLESF for SY 2021-2002.

All schools are directed to receive all accomplished ALS enrollment forms
in their locality, School heads may designate AEFP particularly in
schools hosting a achool-based ALS class. The designated AEFP shall
receive all accomplished ALS enrollment forms and shall coordinate with
their Division ALS Coordinater (DALC) in processing the ALS enrollment
Forms.

Establishment nfdlﬂul“djlh’ﬂnltunﬂumtm

SDO= and schools shall make the Modified Learner Enrollment and
Survey Forms (MLESFs) (Anner B) available both in digital and print
format.

Drigiind furmul of e MLSEFs shall be made aviessivic/ dowiiivadabic
from the websites of the Central Office, Regional Offices (ROs), School
Division Offices (SDOs) and Schools. It shall also be made available in
the LIS Support page,

In coordimation with barsngay officigle, schoale may facilitate drophoy
enroliment through setting up booths/kiosks in front of the school, 1n

detaile, as well as retrieve the accomplished MLESFr. The process shall
strictly adhere to the health and safety standards defined by the IATF,

ROs and SDOs shall maintain or activate hetlines that they established
during last vear's enrallment period, or set up other communication lines
that are dedicated for Oplan Balik Eskwela, to disseminate information
and respond to queries on enroliment procedures,

Deferment of deadlines for submiszion of documentary
requirements

in recognition of the difficuities presented Dy the curreni i bt



8. Through previous class advisers

Previous class sdvisers shall contact each learner of parent in their

respective . advisory clags from 3Y 2020-2021 usinmg the coniact
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early regsiration.

Contact shall ag much as possible be done remately, with priority given
o phone calls, 5MS, and &ocial media leg. Facebook Messenger),
whichever is mutually convenient for hoth partes

b. Through the initiative of parents/puardians

Schools shall provide specific instructions on hew parentsfguardians of
proapective enrolleee may contact the school through the designated
SEFPs.

Onee contacted by the parents/guardians of prospective enrollees
designated SEFPs shall facilitate the collection of dava stipulated in these
guicelines though the GLEC.

SEFPa shall accommodate inguiries and facilitate data collection as
remotely @8 poasible, whether via phone cadl, SMS, or social media (o
Facebook Messenger), whichever is mutually convenient for both parties

¢. Throush establiched digital and vhvsical platforms

Sichools shall provide specific instructions to guide the submission of
enrallment and survey farms by the parents/mardians of prospeciize
enrolless, especially transferess, lkindergarten, Balik-Aral and ALS
lcarners who obtained MLESFs from enrollment booths fkiosks

d. Enroliment Quick Count Reporting

There will be a daily reporting of enrollment count and EEmMmary resull

of MLESFs from August 16, 2021 untl September 17, 2032 using the
Quicls Count Faedity in 115, Ingtruction and syerem titnrial mvide will he

-

made available thru LIS support tah,

Fer teachers without laptops and internet connectivity at home, any
physical reporting ta school to encode MLESF data shall strictly adhere
o, the minimum health and safety standards.

¢, LIS Encoding
Enrollment and Tracking in LIS

Fallowing the same process in updating the enrallment starus of fearners at
the Beginming of Scheol Year (BOSY Updating). the enrollment atatus of
learners in a school's registry shall be updated based on their $F-9 (Learner
Progress Report Card)

For this purpose, the prospective class adviser shall encode collected
learner data from the MLESF in the LIS,
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submission of documentary requirements under Section V-A of DO No.
03, s. 2018 shall be deferred to December 31, 2021, This shall apply to
both public and private schools.

Only schools and their personnel shall coordinate the transmission of
learners' records, whether internally (e.g. between a leamer's previous
and incoming class advisers] or externally (i.e. between achools). As such,
ahall not learners their =} to

ren for of school records.

d. Tramsmitital of electronic format/scannesd oopy of credeotial
document for specific grade levels

For Grades 6 and 10 completers who already enrolled in Grade 7 and
Grade 11 respectively, transmittal of scanned copy of Form 137/5F10
together with other supporting or aitached documents to the recelving
school i5 an option, provided that the request shall be made through the
LI5S portal — Tracking/Transfer faclity in accordance with DO No, 54, =,
2016 (Cuidelines on  the Request and Transfer of Leamer's

School Records), and that the sachool official email
{schoolid@depsd.gov.ph} sholl he uzed i sending/receiving by hark
schools.

The option to transmil scanned credentials/documents through official
email instead of sending hard copies of documents is also available for
kinder completers who opted to transfer and enroll to Grade 1 in another
school. ALS mobile teachers may also use this option in sending an
electronic /scanned copy of the Portfolio Assessment Passer Certificate
for Elementary and Junior HS completers who enrolled in Grade 7 and
Grade 11 respectively.

e. Dissemination of information on enrcliment procedures

DepEd shall disseminate information on the enrollment procedures to
the public through print, social media, radio, and television. Schools
shall publish the contact number of schools and /or designated teachers
lor quenes and enrollment procedures.

f. Encouragement of stakeholder participation

Active participation of stakeholders is crucial to the success of the
enrollment procese. DenBd shall sxhansgt all svailable megne o sy
stakeholders from information dissemination to the actual conduct of the
enrollment.

Parents shall be encouraged to proactively communicate with school
authorities during the enrollment period,

4. Data Collection and Reporting

Collection of MLESFs shall be implemented through various means such as
phone _::all. ?hnrt message service (SMS), and online submission to ensure
the satety of all inveived parties. Farents/guardians shali oniy use printed
MLESFS as a last resort for enrolling their child in sehool,



School heads shall ensure that all teachers have the means to encode
MLESF data. School heads shall also extend assistance 1o teachers who
have pre-existing medical conditions and are not permitted to leave their
homes but who are slso unable to aneade i LIS 31 homie,

Public and private schools shall start ther enepding/updatmg of MLESF
deta in the LIS BOSY module on the 2 week of September.

For Learners whoe Transferred Out from Private School with Unsettied
Financial Obligations

For learners who moved / transferred out from Private Bchools but still have
gutstanding financtal oblhigations, the receiving public schood is instructed
Lo aceemmodate the learner and nssist the parent to exécute an alfidawnt of
undertaking as stupulated in DO No, 03, 5, 2018, The originating Private
Schsol, within thirty DO calendar dava Upoi meceipl of sigulidim
notification of transler through (he LIS Portal - Tracking/Tranafer Facihity,
is requested to review the validity of the request and 1o 1ake required action
by confirming the rransfer reguest and clicking the unsettied account check
box to tag/mark 1n the syatem that the learner iz juat Temporanly Enrolled
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which stales that such learners “shall be reguired 1o submit an Affidauwt df
Undertaking, signed by parvent/ guardian m order to be temporanly enrolled .

To ensure timely and accurate reporting of leamers’ movements from one
schonl to another. the Division LTS System Administeator or fhe Tiivigion
Planning Officer 15 remunded to momitor comphiance of private and public
schonls concerned, and (o maintain proper wtilizaton of LIS, particulards
the Tracking Svsiem, which is intended to monitor the physical transfer of
learners.  Any malicious intént /misutilization of LIS Trackang System that
resull i delavs or in pending transier transactions between schooals shall
be reported 1o the Office of the Schoole Division SBuperintendent [or
appropriate action, in relation to DD No. 14, s, 2016,

2. Data retriepal

i i enrsl LinceE LU shall retneve new Oata pertiammng 10 the MLESE from
the LIS and shall process the resulis, ROs and SD0s shall be EIVEN ACCCES T
the LI3 quick count {acility dashboard of their respective gpovernance levels to
allow them ta process thetr respectve snrollment counts

B. Punoctizas and Responsibilitic:

The table below shows the luncdons and responsibilities af each PEWETTIANCE
level during the key stages of the enrollment process:
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ensure the protection of collected personal information. They may use the
resuits of the survey to plan and develop interventions for their respective
jurisdictions consistent with the requirements of the Data Privacy Act.
4. The Planning Service shall process the results of the survey for pelicy and
srogram development purpeses consistent with the requirsmeante of the Data
Privacy Act.

Monitoring and Evaluation

The Planning Service through the Education Management Information System Divigion
(EMISD}, and the Bureau of Human Resource and Organizational Development
School Effectivenesas Division (BHROD-SED) in the Central Office; the Policy, Planning,
and Research Division (PPRED| and Quality Assurance Division ((JAD] in ROse; and the
School Governance Operations Division (SGOD) in SDOs shall conduct momitoring,
provide technical assistance, and gather issues, best practices, and feedback, provided
that thegse actinbes shall be done remaotély.

All stakeholders, particularly parents and guardians, are encouraged o provide
feedback relative to the implementation of these enrollment puidelines to

Effectivity

Theses guidelines shall govern only the 5Y 2021-2022 enrollment and rescind DO No,
08, 5, 2020, D0 Mo, 03, 5. 2018 remains in effect burt its provisions mconsistent with
these guidelines are suspended for SY 2020-2021.

Certified copies of this DepEd Order shall be repistered with the University of the
Philippines Office of the National Administrative Register

Refercnces

DepEd Order No. 08, s. 2020. Guidelines on Enrollment for School Year 2020-2021
in the Context of the Public Health Emergency Due to COVID-19

DepEd Order No. 03, s. 2018 - Basic Education Enroliment Policy
DepEd Order No. 58, a. 2017 - Adoption of New School Forme for Kindergaren, Senior

High Schonl, Alternative Learning Svstem, Health and Nutrition, and Standardization
of Permanent Records

Dﬂ‘FH Order No. B4, 8. 2016 - Guidelines an the l‘;'.'l.'.‘q'.h‘.ﬂ.l arid Transfer of Legrmor e
Boneol Hecords

DepBd Order No:. 14, s. 2016 - Updaning of Learner Profiles for End of Schonl Year
(ECISY) 2015 - 2016 on the Legrner Informiation Svatess [LIS)



the LGU on the and aseistance ¢ Propare regular
canduct of to achools S0 lewe]
roscified erfollment
enroliment updates for
F\_lﬂ'\“p
consumplion
Communication
® Disseminate
information on
e E=nrollment
w Conduct
orientation on the
rrodified
enroflment
procedures
School Suppart and Monstoring Analysis and
assistanoe ‘oo
# Monitor data
» Ensure that all cillection and # AEscss
teachers have encoding in the summary of
farility ard RV restify from
assistance in data the MLESF
collection and LIS ® Asuess how
encodings Technical support these resulis
may affect the
= Provide su PRt EE'EIII'Li.I'IEE
Cogrdination gnd In teachers dethrers
linkages during data & Prepare regular
Eﬂllf‘l:'ﬂm arud :;\-Dmm“njqrr
& Coordinate with encoding enrollment
the LGU on the updates for
conduct of public
modified ConEuTEptian
enroliment
Communication
& Disssminpia
infermation on
the enrallment
eapecially to
parents) muardian
[
VL. Data Privacy

1 Schanks shall nroperly dispose of accomnlished printed enrollment and leamer
survey forms after these are encoded in the LIS,

2. The Data Protection Officer shall ensure
requirements of the Data Privacy Act durin

may 1ssue further guidelines as necessury.
3. Resonal Directors, Schools Division Superintendents, and School Heads shall

act es Data Compliance Officers at their respective levels of govern

the Department’s compliance with the
£ the enrvliment process. He/she
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0. HOUSEHOLD CAPACITY AND ACCESS TO DISTANCE LEARNING
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