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Republic of the Philippines
Bepartment of Ehucation
FEGIOE |
SCHOOLS DIVISION OFFICE OF ALAMINOS CITY _ Iy
Office of the Schools Division Superintendent B
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DIVISION MEMORANDUM Lo
DM-2023 -279 - 4
TO : Assistant Schools Division Superintendent

Chief, Curriculum Implementation Division [CID]

Chief, Bchool Governance and Operation Division [(SGOD)
Members of the Division Checking Comrnities

Division Education Program Supervisors

Heads of Public Elementary and Secondary Schools

All others concerned

SUBJECT . GUIDELINES ON THE CHECKING OF S8CHOOL FORMS FOR
SCHOOL YEAR 2022-2023

FROM oo Dffice of the Schools Division Superintendent

DATE v June b, 20023

1, Thig affice hereby issues the guidelines on the preparation and checking of
School Forms for SY 2022-2023 as stipulated in DepEd Memomndum Na, 037
geries 2022 entifled Resumption of Implementation of the Policy on

Checking of School Forms as Prescribed in DepEd Order No.ll series
2018:

a. The Division Checking Committee shall be composed of the following:

Chair: Dr. Orlando I, CGuermero
Viee Chalr: . Arturc B, Viray
Members: Dr. Cynthia B. Tablang

Dr. Ronald B. Radoc

Dr. Miguel G. Gellado Jr.
Dr. Aleta C. Begonla

Mr. Arleen B, Alcantara
Dir. Diana Marie C, Chiguan
Mrs. Marife A, Viray

Mr=. Soledad P, Peralta

b. The Sub-Committess who will act as checkers are the following: )
CLUSTER 1 |

CID SGOD |

| Dr. Aleta C. Begonia " Dr, Dana Marie C, Oiguan

| Mrs. Elnora T. Farooue {Ging Mendez
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Dr. Frelinds Medrano

Mrs. Cherry Sindayen

| Mr. Jimmy Brondial

"Mr. Efrcn A, del Rosario

Mrs. Gladys C. Maizano

| Mr, Bernard Bacolcol

‘Mrs. Belinda Rabanillo
M5, Fita Balgua

Mra. Nancy Bravo

CID

CLUSTER 1

sSGOD

D, Miguel G, Gellado Jr.
Dr. Edna Caserial

Mrs. Marife A. Viray
Mrs. Ma. Elena B, Mender

Mz, Eliza BEanoy

| Mrs. Florence B, Pemogz

Mrs. Genalyn M. Tobias

" Dr. Jinky Ubando

Er'ﬁiixi"ﬁf‘ﬁérﬂsuguun

‘Mra. Diana E. Gerolaguin

Mra. Ii'_vu:lm:n'lﬂﬁc E. Sison

[ Mra. Daisy D, Rausa
Mrs. Emelyn [, Razote

Mr. Dexter G, I'Mmagl.im

Mrs. Jackeline B, Bermundo

Mrﬂ- Digna E. Basobas

B

mm

CID

BGOD

Mr. Arleen Aleantara

| br, Keith V. Garcia

L. Adolfo B, Moedrano

Mr. Mansour Rﬂ]g:ul:-li.ra

Mrs, Maricris Capasen

| Mrs. Amparo D. Reynaldo

Mrs. Leila T, Capitle

hir. Edward Fines

b Junard B. Garcia

Brando Cabatbat

Dr. Monivie Rafanan

Dr. Babert Flores

Dr. Stephanie Ferrer
' Mrs. Fremilyn Rﬁgﬁf]ﬁﬁ

Dr. Sheryl Valdez

CID

SGOD
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LEN printed fn the Completion |
Certificate /Diploma, SF35, SFSB and SF10-8HS |
should be consistent with LEN in the SF1

llm."'-"‘

1, Check the informatdon on enmiment count and leamer movement
_ui Focus Areas for SGCGD as cited in DO No. 11, 5. 2018
8F Type Focus of Validation

For graduating (Grade & and 12} and moving up (kinder atd

Grade 10] grade levels, the SF2 and SFa for the month of

Febroary shall be used during the checking.

Walidate the cumulative number of school learmmers (droped out)
SF4 and leamers who transferred out by checking the SF1 and SF2

of each section or grade level.

Validate the supporting documents for learmers reported 1o have

transferred out to a school abroad, an international school, an

ALS program, or agged as dropped out due o death.

For graduating (Grades 6 and 12} and moving up [(Kinder and
| Grade 10} grade levels the 5F2 and S5F4 for the month of
| February shall be used during the checking.

The total number of leamers per class as recorded in SF1 should
SF5 & be consistent with the total number of learners who actually
EFIﬁ reported o the school as of March 31 as recorded in 3F4, The
breakdown of enrollment by grade level in SF4 must be tallied
with the breakdown of promoted and retained disaggated by
grade level in SF6. For graduating grade levels (Grades & and
12], the S5F4 for the month of February shall be used for the
pripose of checking.
i Fill put the School Forms Checking Report (SFCE1]

k. As per DepEd Order No. 11, £ 2018, the fowchart below illustrates the
standard checking process and LIS adjustments to be made, if necessary.
Also identified are the supporting documents to bz used as reference at
each level of validation;
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REGIOM |
SCHOOLS DIVISION QFFICE OF ALAMINOS CITY

Office of the Schools Division Superintendent il
Dy, Cynthia B, Tablang D, Diana Marie G, Oiguan
“Mr, Aldain Mayo Mrs. Perla . Pascua

Mr, Ricardo I3, Advicnto Mrs. Rowena R. Signey
Mr. Rey B. Pascua . Lornalyn Cerilo

“Dr. Concepcion Caracas | Mrs. Ruby Lee T. Pizon

D, Jose Gerardo B. Garcla

co 1 BGOD
Dr. Ronald B. Radoc

nast

!'r'-.i'[?.' R R
Mr. Elmer John B, Gozales
| Ms. Lavina B. Bentor

Mra, Benedicta Santos

Mrs. Margic Tesoro

—_——

Mra. Noemi Villanueva
: Mrs. Elizabeth Tandec
CLUSTER VI [Private Secondary]
CID sEGOD

l pMr. Bvan V. Mirote

| Mrs. Irene Mejia

Dr. Ronald B. Radoc
Mrs, Benedicta Santos

birs. Soledad P Peralia
| Mrs. Abela Alvez

Mz, Ellen de Ocampo

bMrs. Digna Tugade

BMrs. Lina Buaga

. A Checking Committee shall alse be created at the school level with the
lollowing composition:
Chair: Schoal Head
Vice Chairs: For 145 [ BELS
For Curriculum and Assessment

Members: {2 Teachers/ Advisers)
. Schools with Three (3] or more sections in each grade level may organize

sub-committees composed of the class advisers and the subject teachers.
€. Below is the Summary of Tasks and Belerence Documents at the school
level as clted in DO No. 11, 5. 2018: —
Responsible References
| FPerson /s | [Documents to be Checked) hmt
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| Class Advisers

ﬁﬁﬁpi]c ﬁu.p.ﬁni't[ng

documenis particulary an
the leamers elgibility for
admission, such as:

* P3A Birth
Certificate/ Other
equivalent document

*  5F4 [formerly Form
138]) and SF10
{formerly Form 137,
aor ECCD Checllist,

kindergarten Progoess,

and Certificate of
Completion for Kinder
s PEPT/PVT/ARE
Certificate (if
applicable)

School Heads

| Prepare Summary Heport

using the following
references provided by the
class advisers:
= 5F1- School Register
»  BF2- Learner Daily
Attendance report (for
the months of
February and March
only)

[ BF3- Report on Promotion

and Level of Proficieny
[including SF5-K, SF3A-SHS
and SFSB-SHS for Grade 12
a8 appropriate)

(Reports,/Forms to be

Validated)
Ensure that the
following 3Fs
genorated from the
L15 are correct:

# 3F1- School
Register

# SF2- Learner
[raily
Attendance
report (for the
months of
February and
March only)

# SF53- Report an
Promotion and
Lewel of
Proficieny
fincluding SF5-
K, SFaA-SHS
and BEF5B-5HS
for Grade 12}

“Ensure that the
following SFs
generated from the
L1S are correct:

e  BF4- Monthly
Learner
Movement and
Attendance
Report |[for the
months of
February and
March only]

s SFh-
Summarized
Feport on
promotion and
level c:-IE'

. The SCC shall start the school-level checking immediately after the
tabulation of the 49 guarter examination results for the grade levels that
shall move up / graduate [Kinder, Grades 0, 10 & 12), The checking for
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Office of the Schools Division Su
other grade levels at the school level may start after the 4% Quarter
Examinations until July 14, 2023,

g Awards and certificates of learners in graduating / moving up levels
(Kinder, 6, 10, 12) should be checked against the SF1 [or consistency.

h. The DCC shall conduct the Division Level Checking of Forms for grade
fevels that shall move-up / gradusie (Kinder, Grade &, 10 & 12] for all
schools on June 20-23, 2023 starting ai 8:00 AM onwards to be held
simultaneously at the Division Conference Room and at the Division
Library Hub. The checking for other grade levels for all schools shall he
done simultaneously on Joly 17-21, 2023 which will also begin at 8:00
AM onwards to be held at the Division Conference HEoom and at the
Division Library Hub.

i. As per DepEd Order No. 11, 5. 2018, the followlng shall be abserved:

l.  For schools categorized as Very Small, all classes of priority grade
levels shail undergo the checking of forms, The minimum number
of classes in other grade levels that shall undergo checking shall be
determined through drawing of lots.

ii. For schools categorized as Small, Medium, Large, Very Large, and
Huge, the minimum number of elasses of priority grade levels that
shall undergo the checking of forms shall be determined through
drawing of lots. For other grade levels, the classes that will be
subjected for checking shall also be determined through drawing of
lots as proportioned.

iii, For grade levels with classes less than the required minimum
number, no drawing of lots is necessary. All classes shall undergo
checking of forms.,

iv. The DCC shall ensure that all classes in the 5F6 are also reflected
in the SFCRI signed by the SCC. All classes in all levels shall be
included in the list of classes to be raffled for drawing of lots, The
raffle shall be conducted by the DCC, and must be done in the
presence of the SCC on the actual day of checking, ensuring the
representation of priority and other grade levels. No raffle or drawing
of lots shall be made prior to the day of actual checking,

1. The BCC shall focus on the Tollowing:
Check the availability of supporting documents for entry grade levels

(Kinder, Grade 1, Grade 7, and Grade 1 1] and leamers who transterred in or
moved in for other grade levels
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Office of the Schools Division Superintendent
Supporting Documents for Entry Grade Levels as cited in D0 No. 11, 5. 2018

Grade Level | Supporting Documents
Kinder Birth Certilicate (3 vears old as of October 31)
Grade 1 Kinder Completion Certificates and ECCD
Checklist
Grade 7 Elementary Completion Certificate or 3F10-ES
Grade 11 | JHS Moving Up Cerfificate or SF10-TJHS

Transferred in or |

Moved in to other grade | SF10 with attached Birth Certificate

levels e
For Accelerated [ Deped PEPT/PVT Rating ot ALS ARE Equa!rnt_-,r
Axseasment Passers Certificate

i, Check the correctness of the following schoeol forms and certificates for
Grade 1 and exiting prade levels (Kinder, Grades 6, 10 & 12)

Foeous Areas for CiD as eited in D2 No. 11, 5. 2018

Grade | Credentials Conalstency in 8Fa
The Crandbus Policy on Kindergarten (DO 47, s
2016) or the most recent applicable policies
should be strictly observed,
Kinder
LEN printed in the Completion Certificate and

ECCD Checklist should be consistent with the
| LEN in the SF1

' The cxisting applicable policics on mmnutinn.
. retention, awarding of honors, and acceleration

Information | showuld be strictly ebserved.

Grade & | in the 5F1 is
consistent | LEN printed in the Completion Certificate, SF5,
with what is | and SF10-ES should be consistent with LEN in
written in | the 5F1,

the Birth The existing applicable policies on promotion,
Certiflcate retention, awarding of honors, and acceleration

should be strictly obscrved,

Grade 10
LEN printed in the Moving-Up Certificate, SF3,
and SF10-JHS should be consistent with LEN
in the SF1,
The existing applicable polictes o promotion,
Grade 12 retention, awarding of honors, and acceleration

should be strictly observed,
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For purposes of this checking process, the fellowing are the classifications
of schools:

Flowchart 1. Standard

Process and System .
Validation

Frimas Dooumest

1 LS Gereuted'iF
L Cnmpbad B &
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Dl Bt ey ol Grades
i §F ] e the manthoof Fesoen
and Wgrps
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1. Without prejudice to the national and local government-imposed protocols and
restrictions pertaining to physical reporting to schools and offices, the
checking committees shall perform the physical checking of school forms with
the presence of the class adviser and examine the document vis-a-vis the
Learner Informaton System (L1S] data as appropriate, Below are the allowed
activities during checking depending on [ATF asscssment of alert levels.

Alert Level 1 Alert Lewel 2

Onsite physical checking of school | Combination  of onsite and  online
forms of SCC and DCC as | checking of school forms depending on
prescribed in DO 1 1, 5 2018 Lhe glm'.':l}' ol COVIED- 19 situation in the
o P locality.
DCC is e uired to

2, At the end of the checking activity, the DCC shall ensure that the School Forins
Checking Reports [SFCEI and SFCE 2] are properly prepared and submitted
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to the Office of the Schools Dhvision Superintendent as per DO 1 1, 5. 2018,
Section V., Paragraph C.2.

a. The DCC is also instructed to include in their activity report the
ohserved implementation of the following recently issucd policics
related to school report preparations and LIS updating:

Proper Preparation of SFIC such as but DO 58, 5, 2017 - Adoption of

not limited to: Mo insertion of achool logo  New School Forms for

[public school) i Kindergarten, Senior High

n case of Transferred Oul, transmission School, Alternative Learning System,
iof original copy of SF10 with available Health and Nutrition and
bﬂd"“ﬁ boxes for continuous updating  gandardization of Permanent Records
ffexcept Grades 6 and 10 completers) DO 4, 8 2014 - Adoption of the

Modified School Forms (SFS) for
Pubilic Elementary and Secondary
Sohools Effectve End of School Year

2012-2014

Complianee Monitoring Report shall indicate the following information using
the sugeested format below,

Arcaof | Observed '~ Recommendation/ Remark
| Validation | lm lementation = |
[Sample data) | [Sample data] (Sample data] Need to extend
Kinder Age Cut-off | Stnctly cbserved in most schools continuous Technical
Assistance

All applicable provisions on DM 014, 5. 2021 titled Interim Guidelines on the

Preparation, Submission, and Checking of School Forms for the School Year 2020—

2021 are extended for S5Y 2022—2023 with consideration to Paragraph 2.b.

Checking of School Forms as elaborated in Paragraph 3 of this policy.

For purposes of this checking process, the following are the classifications of
schools:

Alaminos CS VL | Maliga ES VS | Alaminos City NHS | H
Alos ES 5 | Mona ES |5 | Alos NHS M
Amandiego ES | S |PalamisES 78 | Cayucay NHS Ve
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Ve YE | Hdefonso Quimson 5
Amanghangan ES | Pandan E5 CHS
Balangobong ES 5 Pangap:;,?ﬁ |8 | Inerangan NHS 3
Balayang £S VS | Pogo ES S | Pangapisan 18 3
Balevadaan ES VS | Polo ES 5 | Polo NHS S
| Bisocol ES 8 | Popantay ES | 8 | SanVicente NHS | §
| Bolaney ES V8 | Quibuar ES | vs | Telbang NHS ™
[ 5 S Public Senlor High | .o
Burd ES Sahangan ES Schoal el
Cabatuan ES V8 |SanJose ES V8 | Alaminos City NHS H
Cayucay ES ] San REogue ES | Alos NHS
| Dulacae ES V8 | Ban Vicente ES 'S | Cavucay NHS Vs
5 - lidefonso Quimson | VS
Inerangan ES Sta. Maria ES CHS
Landoc ES VS | Tangcarang ES & | Inerangan NHS 8 |
Linmansangan ES | VS | Tawinawin £S VS | Pangapisan IS VS
Longos £5 VS | Telbang ES ‘M | Polo NHS 3
Lucap ES M | Victoria ES S | San Vicente NHS 5
Maawi ES VS | Magsaysay ES 5
—m m m M’ i m lm B =
100 Esland Cowbaoy .
Christian Learning vs |goesioSandoseDe | | Colegio SanJosede | s
Center, [nc. BT Alaminos
Alaminos Adventist Edna’s School of :
o : p Ednas Schaool of
Multigrade School S| Alaminos City, Inc. | V5 | Alaminos T e
Alaminos City Maxim B} '
; The Great Plebeian
Hertage Academy, Ve - “ . Y]
i, College L. Golden West Colleges
With hundred reasons to serve!
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Colegio 3an Jose De

Alaminos, [ne, 5 | BARDCOIREE
Edna®s School of | ;
Alaminos City, Inc. VS | #11 Slamaos
ELR Westvllle | The Greal Plebeian
Integrated School Vs | Ciolleges
FEC Christian School, l
ing. Vs |
| Precious Angels
Christian School, Inc, | V5
Shekinah Grace
School V3
The Great Plebelan
College 5
MO Values Schoof,
Ine. Vs

NUMBER OF OFFICIAL SCHOOL DAYS

_MONTH DAYS
AUGUST 7
SEFTEMBER 22
OCTOBER 21
NOVEMEBER ' B 20
DECEMBER ! 11
JANUARY I 20
FEBRUARY . 14
MARCH i 23
APRIL ! 16
MAY I 22 N
JUNE 20
JULY ) : 5
TOTAL DAYS 201

L As stipulated in DepEd Order No. 11, 8. 2018, at the end of the checking
of forms, the committee's findings shall be consolidated in an observation
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report using the SFCEL The DCC shall prepare an SFCEI in three (3
copies, reflecting only the classes that they reviewed. The entries in the
templates, particularly the level of correctness or accuracy, shall be
discussed by the committee en banc before communicating them to the
SCC.
m, Summary of Forms to be checked ar the Division Level
I. LIS Generated SF-|
Il L18 Generated SF-4 [May 2023
[1l. LIS Generated SF-5
IV, SF-10 (Form 137
V. ECD Checklist for Kinder
W1, Certificate of Completion/Diploma

LT
|||.'_||.'|-‘

r1. Birth Certificate /Equivalent document

. 5F-9 & grades generated form the L18 (affixing the signature of the advisers
B LIS Coordinator

p. SFCRI

. Within five [3) working days after the checking conducted by the DCC, the
school shall submit one duly signed original copy of the SF4, 8F5, and
EFG. No additional report other than what has been stipulated shall be
required from the school for submission to the DOC.

. Expenses o be incurred by the schools during the checking of forms at the

division level may be charged against the school MOOE /local funds subject
to the usual government accouniing and auditing rles and regulations.

g Transporiation expenses incurred by the DOC or of their deputized
represeniatives may be reimbursed against SO unds, subject to the
usual government accounting and auditing rules and regulations,

3. For your information, gunidance and compliance.

VIVIAN LUZ 8. PAL;
Asstatant Schools Daurfs

, CESO VI
. Superinterndent

Brhools Muision Suserntendend

With hundred reasons to servel
Addrasss San fase Drive, Polilacion, Alminos Ciky, Pargasinan

DeDED MATATAG ﬁzﬁ Webdta:sopedsaminoeetycom

L PSRN E )] 18 ML Ea i
: b Frnall Adkdress: aiaminos cirydfsened poy,oh




