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Subject;
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Chief Education Sup€rvisors and Staff, CID and SGOD
Elementary and Secondary School
All others concemed
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DISSEiIINATION OF DEPED ORDER NO. 
'I, 

S.2018, RE:
GUIDELINES ON THE PREPARATION AND CHECXING OF
SCHOOL FORMS

1. For inicrmation and gu of all concemed, this Office hereby disseminates
20'18, Re: Guidelin$ on the Preparalion and

L. OP+ENARTA, CESO vl
on Sufrintendent

I
2. ln line with this, an orientalion with the Elementary and Secondary School
Heads will be conducted tomorro/v, March 13, 2018 by the OlCAssistant Schools
Division Superintendent, Sunny Ray F. Amit, at 'l:00 O'clock in the afternoon, LPT
Hall, Bukidnon National High School, Malaybalay City.

3. For widest dissemination a compliance.

Enclosure:
As stated

Copy fumished:
Records Unit
ASDS
HRD

I

To be posted in the website



DepEd ORDER
No. lf , s. 2Or8

3ep .ott ? PrilippiM

DEp! of @iucation

07 raq ?0:E

AITD CIIDCIIIIG OF ACA(X'L NORTSGI'IDTIJtrEA OIT TIIE

Pr.p.ratlo! a.d ChGcHlg ofschool otnr for thc preparation, updating and €valuation
of school forms in basic education end of School Year 2017-2018

2. The mechanisms and procedures prescribed by these guidelines a.re
tability, accuracy and reliability of data, andalchored on thc principles of

elfrciency. They sh6ll reduce thc tir:rle €ffort of school trrcrsonnel spent for clerical tasks
and records manageEent without clm
and quality of school forms.

the accuracy of tlle learners'inforEation

3. All existing Orders, Memoranda, gnd reLated issuaaces inconsisteatvrith this Order
ate hereby rcpealed, rescinded, or modified accordingty.

4. Immediate disseoination ofand compliaace with this oider is dirccted.

BRIOIIES
Sccretary

To: Unders€cretsries
Assistant Secretaiies
fhrreau arrd Service Directors
Regional Secretary, ARMM
Regional Directori 

i
Schools Division Superintendenf s
Public a.rrd Private Elemerrtarj/ +d Secotrdary School Heads
All Otiers Concerned 

I

1. lhe Department of Education lDepEdl issues thc enclosed GoldGUaG. o! the

Encl: As stated
Refetrnces: DepEd Order: Nos. 33, s. 2O1; 34, s. 2014; 36, s. 2016; and 58, s. 2017
To be indicated in tbe Perp€tual Index

urrdcr th" folo*irrgirbji"G-
BASIC EDUCATION
DATA
FORMS

LEARNERS
POLICIY
scHools

APA/DO- Guid.liEs oo tb. Prlparstion and Che.-ki@ of S.rml Flrms
Oo3s/January 13/2-6, mla



{Enclqsure to DcpEd Order No. 11, s. 2018)

Guidclin6 on lhe .nd Chocklne ot School ForrE

l. Ratlonale

The pGparation and checkirE of sdrool formE, undertaken to ensure llE quality and
consistency of learner inlormation, aI€ among the ditical aciivities corducled at the rnd
o, e!,ery S{fiool Y6ar (SY)- Prior to lhe is3uanc8 of OepEd frsr (DO) No. 4, s. 2014
entitled "Adodion of the Moditied pctrool Foms (SFs) for Public Elem6ntary and
Secondary Schools Efiecti\re End of lschool Year 20'1120'14', the p.eperation of fo ls
was tedious and took up a significan{ amount of time and efiort on the pan ot teach€rs.
This burden was subciantally leasqned with the issuance of the said policy wtrich
rBplaced th6 manual pGparation ol forms with tie introdudion of streamlined ed
ebctronic school foms made availhble for dorvnload from tho Learner lnlormation
SFtem (LlS). Since the eMo.rb achool foms utilized an all sctools nationwire ere
pra-loaded with auto-gene.ated b6ed on the mo6t recent available records
and are not to be modificd or €dited outslre trlc sygem or thmugh a sp.ea&heet, the
consist€ncl and accuracy of school data u€rs signitlcantly improved

Using the systsm{enerated foms in
whidr inrrolws manual r€adirE and
likewise standardize and simplify lhe

lhe pGparalion and cheding of school forms,
ctEcking ot encoded leam€/s infomation, shall

The findings frorn these adivities sudl as
enoE in prior input of learner shall abo guide the entry ot updstes in the Lls.
This enaures tlte consistency ard o, the sysiem in ger€rating forms whidr
contain irformelion thet is updeH, and uBeful fo. avidenca-based
aGsessment, plannang, ard allocation iE6arltoaa.

ll. Statament of $. Pollcy

Th6 Department of Education (DepEd) h6reby prescribes the standard procass and
protocob in the geparation, evaluatiolr, and updAing of school forms conducled at the
end of avery school year to provi{e a reliable assurance machanism of learEr
infomation, €nsure lhe quality andltim€liness ot school reports, and r6duce the
resourcss spent tor derical and .eqo.* management. This Policy adheras to the
Departmont's vision, misaion, and c0re values, and subscribes to the principlee of
aeuracy and .eliability of data, etficienfy, and accountaulity.

lll. Scope ot th. Poli.ry
l

This Policy shall guile personnol invoh in the preparatbn, checking, and updating of
srhool forms through lh6 LIS in D€pEd oftces across govemance levels, public and
private sdrcols, ard state and local universities ard coll€ges (SuCdLUCa) otredng bsic
education.

This Policy also provides an asauranca mochanBm to ensure that data end informatioo
baiE managod and generated lhrough lha LIS are updd€d and validated at both tho
School and Division bvels.
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lV. Dsfinlllon ot Terms

For purposes of this Policy, the tem6 are delined and underslood as folloirs:

1. Enhanced Besic Educalion lniomalon Sysr€m GBEIS) - The offcial wEbeih
and po.tal of DepEd lhat mair{ains a @tabase of €ducalion statistics, ssc{or
peformance indicators and plofib of public and privat8 scr|ools, leaming centers
and other education solice

2. Leamsr lnformation System (LlS) - A ln€b-basEd system for r€gistering,
enrolling, trackirE, and ning data on learErs in formal and non-formal
systems o, basic €ducalion

3. Leamor Rgference Number * A unhue ttvelvedigit identificalion number
geneaated from the LIS and assigned to a leamer to keep feck of hisnEr
progr6ss thrcugh the basic qducalion cycle, rega.dless of transfer to anolher
school or leaming center in tht public o, private secio. and promotion/moving Lp
ftom the elementary to tre seQndsry bt/el

4. Trsnsierr€d in - L€amers fror1 a diffareni school enrolling into the school within
the scr|ool lear I

5. Transfened out - Learners fr4n the sctrool enrolling into a diffarent s{fioolwithin
the schoolyear I

6. Mowd in -
school years

Leamers trcm afother school enrolling into th6 school beh.,e€n

7. Moved ou{ - Leamers from
school yeaG

school enrolling into a difrerenl sdrool botti€en

8. Temporarily enrolled - Les who are not offtcially €nrolled du6 to dcficicncics
in submission of doqJmentary iremeds

9. School Form 1 (SFt) School Regisler - A list of leamers who are offcidy
enrolled and atterding classes

10. School Form 2 (SF2) Daily
daily etendance

nce Repo{t of Leamer - A list of tha learn€rs'

1'1. School Form 3 (SF3) Books and Retumed - A list of books and other
reading materials issu€d to the , and r€dumed to the issuing authodty

12. School Form 4 (SF4) Monthly Movement and Attendance - A summary
number of leamers wfio transiafed in/out aM dropped oul durir€ the month and
cumulalive count ftom pGvious Forths

1 3. School Fom 5 (SF5) Report onl Promotion and Level of Proficbncy - A list of the
leamers' acadernic performan€ and resull of a8sessmgri by the 6nd of the
school y€ar

1,1. School Form 5K (SFsK) Repon on Promotion and Leval of Proficisncy tor Kind€r

- A list of th€ leame6' result qf assossment by lhe 6nd of the school ysar for
Kin&Iganen

15. School Form 6 (SFG) Summad+d Report on Pro.notion and Levelol Proiiciency

- A summary number of learner slatus by the end of the s€mester and/or scllool
year

16. School Form 10 (SF10) Leame/s Pormaner{ Academic Record (fomerly Form
'137) - The dcid r3cod d an indivifual leame/s academic adrievement as he
or she progrBses through the basic educatioo cycle

17. Schools Division Otfice (SDO) - The govemance unit accountable tor supervising
tt|s operatiom of all public and paivaie olementary, secondary and intagrat€d
schools, and leaming c€nters at lh6 division level

'18. Division Checking Comminee (DCC) - The committee at the Sdrools Divisbn
Office ,esponsible for the codud ol the annual crEckirE ot foms to ensure the
consBtency and quality of school lorms
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19. School Checking (SCC) - The committee at the scfiool level
preparation of learne6' recorda in preparation torresponsible for lh€ review a

the annual chec*ing of fo.ms by the OCC
20. School Foms Checking port (SFCR) - A report in a mafix toflnat

summarizing the rssults of the ctt€ckirE activity at ttE sdlool, di8trici, and divbbn
lerrels

2l.lndividual Performance Commitm6nl and Review Form (IPCRF) - The fo.m that
shall r6fled the individual qommitments and perfonnance, which shell be
accomplished by individual erPloyess

v Procedurcs

A. Botoru Cl|.cking of Foms

l. At th. Olvirion L.ovel

l.l Cornpo3ition ol tha Ch.cking Commlttee (OCC)

To facilitate the timely,
Schoob Divisbo Officas
the following:

ard quality cn€d{ng d sdrool forms, d
Bhall create a oCC wtlirt shall be composed of

ol tl?E DCC1

The PSDS can b. as vice chair only to his/tler assigned School
Di6trict. There is no need foi an additional vic6 chair if the distrid is not boing
supervised by a PSDS.

The CID and SGOD may den.{ize school personnel 6 rspr€sentatires to cowr
all s{fiools in their Division wttin the given schedule.

1 .2 Rolca and Funcdons of tho OCC

The CID shall focus on the aFas of enrollmenl oligitility and assessment which
indu(b pro.ndion/rBtention Dr accaleration to snsure lhat the mod reca
poli:i6s are sbictly obsen€d.

The SGOD shall validate the enrollment counl, number of school leawrs
(dropp€d od), number of leamers who transfen€d ary'out, lrverE

promot€d/retained a]ld other enolment-related indi€tots. Th€ SCiOD shall aho
co.duct spot checks or head counts of learn€rs vis-a-vis the SFI and SF5 as
neces8ary. The Division SFtem Administrato( who may b€ the Planning
Officar or the Senior Education Program Sp€cialist for Planning and R$€arch,

Chair: Chbf of CuEi rllum lmpbrnentation Oivbion (ClD)

Mce Chairs: Chief of Scho
Public Schoo

ol Gowmance and OpeBlions Dvision (SGOD) and
s District SupeMsor (PSDS)

Members Educatioo Pn
Senior Educ
(s@D)
Division Plani
Other Divisio
Vice Chair

Eram Supervisors (ClD) to be irenlified by the Chair
rtion Prcgram Sp3cia[sf tor Planning and Researcjr

ing Otrcar (SGOD)
r or School PerBonnel lo be klentifed by the Chair and

PaSe :t of l5



shall validale th€ presented
school in the LlS.

I and SFs with the aclual online record of the

There will be no clEcking ot iomt .t the Dllirict Lcvcl. Bd it lhc Distri, has
a PSDS, he/she shall provide tschnical assistanco lo all schools within his/her

the checkirE activity at the School Level.
the PSDS with th6 area, the PSDS shall be
)hair of the OCC in his/her place of assignment
bout th€ scrlools and coordinate the adivity wih

I .3 lnhi.l Ta3ks ol th. DCC

The DCC shall conv€ne to agre on lhe specific tasks of each momber and the
sctEdule ot checking of follns. The schedule of checking should be
communicated ofiicially .!ot f9sl than frfreen &ys (15) days prior to th€ aclual
ched(ing schedul€.

The schedule of quarterly exfmination as stipulated in the annual school
calendar shall bo strictly o{sarvea. m inbmal advance sch€dule of
examination shall be given for q€duating/movirE up laveb (Grada 6 and Grade
10) as the haditbnal practice ofr ranking of honors, pa icularly lhe instrucrion to
announce the lBt of honors 1

and deemed unnccessaly as
36, s. 2016.

5 deys pdor to graduatbn is no longer apdicable
a jcomequeoce of tha impbmer{ation of DO No.

jurisdiction without duplicatind
Because of the tamiliadty o, ]

assigned 6 povisionary Mca (
to provide general ir{ormation C
th€ sdool he8d8.

2. At ths Sclrool Lewl

lnilial Tasl<s of the Class Adviser

At the beginnirE of the sdlool ttsar, lhe d*s adviser shall colled supporling
documeob to estauish lhe identily of eacfi leafl€r a$igned to his/h€r advisory
class. Supporting documei s or rtfer€nces may indude bul are not limited to the
PSA Birth Certificate, Baptismal Cerlificate or any equivalent document. lf the
leamer came fro.n another school, the class advisar shall coordinale ths lransfer
o, the Learnefs PermarEnt AcadBmic Record and validatg its adhsnfcity- The
guk elir6 for lhe transfur d the leame/s academic tacorda as provir€d in OO
No. 34, s. 2016 shall be propedy ob6en ed. The dass adviser shall obs€rve due
diligence in encoding the leame/f basic informAion into the LIS to avoid issues
in data accuracy and rBliability. TtE loame/s academic records shall be the basis
ol the adviser for enrolling or validating the said leamer in the LlS.

Afrar encoding ell leamer infomiion in the LlS, the dass adviser can g€nerate
SFI using hisrlEr srrtem accourt Thh shdl becom€ the official enrollment list d
his/her dass and shall be used a! r€ference in any othff reportirE that requires
the list of officially enrolhd leamera.

The class advFer shall also dowdlosd SF2 from the LIS with pre.loaded names
of leamers- This Lean€r Daily Attendance Report shall be forwatdad to the
sdlool head tor assss$Ent and consolidation, and lo serve 6 reb€nce for the
consolirated report on montliy movrments of learners as rEquiGd in SF,l or the
Monthly Learner Movement and Altendence Report.

At the end of thc achool year, once the computation of final rating for each
leaming area is done, the class dvissr shall transisr these grades from his/her
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class aecord irto SF10. Nol6 SFto ahould not ba prcprrad quarbrly lo
arroii erasuca in the by ensurhg that only Rnal qrad68 are rEcoded.

the ba8E for updating each l6amefs statusTtE valideled SF10 will be
(promoted, coMitbnally promotsd or rstained) in the LIS aB of €nd of school
year. Prorrisions stipulated in DepEd Order tlo. 58, B. 2017 Sedion lV,
paragraphs D & E and DepEd Order No. 69, s. 2016 Section lV, paragrsph B
shall be striclly ob€erved. SFs SF6 or the Repo.t on Pmmotion and Le\rel of
Proftciency and the Repod on Promotix and Level o{ Profcbncy,
respcctilrely, ior eacfi dass
a@esa ac@unls.

be generated from the LIS usirE th6 s(,lool lsel

The SFSK shall be usod for Kinderganen as validded by the Ea.ly Ctildhood
CarE end Dsr/elopmont (ECCq CheckIsl post-test rBsult and lhc Kind€rgarten
Progroas Report Cl8ss advisqrs in Kindergarlan are not equirsd to prepars
SFIGES (fom€dy Fo(m 137). I

Th6c tour (4) SFs (SF1, SF4-F6bruary & March, SFs and SF6) gcnerated from
the LIS sh8ll be the ,ooJs qf cfrecking and sho.Jld be supported by the
appropdate docrnnents. 

I

I

For greduating/moving up levela (Kind6r, Grades 6, 10, & 12), the dcs adviser
shall abo pGpare a{vads andrbr cerlifus in acco{dance with DO No. 36, s.
2016 or the most recont appli€ble guidelines. The leamer informatior on these
awards and cerlificates shodd ble ctEckod agaimt the SFl for consistency.

2.1 Compos&lon of lhc &lrcd ne Connltba (SCCI

A cheddng committ€e shall be crBated at the school b!€l with the school
head as ths Chair As
membeEhip of the SCC.

Chair, the sdrool hoad shall dctermh€ the
will be tu,o (2) vice chairs at the scc. The lcT

Coordinator or the S.hml Administrator,/s for LIS,/EBEIS shall scrvo ag
the Mce Chair fo. Enrollment and LeanEr Profib. The school h€8d shall
also appoint the most capablc school personn€l as VrcE Chair ior Cufrictllum
and Assessment. The Mce Cheir for Enrollment Count and Leam€r Profile will
tocus on LIS-ndd€d issr.Es a[d sdod Eport gEnerdion ut l€ th€ Vrce Cha-r
for Curi um and Ass€asmenl will eNure that the conisnt of sdloolfoIms ar|d
reports are compliant with the policbs relatBd to eflro ment eligibility,
cunicutum, promotion, and Btantion.

There is an advantea if tho school Monitoring and Eveluation (M&E) team (if
alraady frrnctional) shall be incbded in the msmbetship of the SCC.

Safiools vuith thr€o (3) or mor€ sedions in eacfi grado level may organize Euts
committees comprbad of the cla€s advis€G and other subje€t teachers.

2.2 Roba and FunctiorB ot d|. SC

The SCC is oxpected to conducl a prB.hecking activity involving the thorcugh
revi6x. of all leame/s record8 ior all dasses in prep*ation for the sd€dulod
chccking of forns with the DCC.

The Sm is abo tckod to communicaG with lt|e tlCC regarding the schedule
br th6 dl€cking of forms an4 dEr neessary arrangemerrts. lt is alSo the
respoositrility of the SCC to difcuss tho result end findings of the DCC during
the ded(ing. I
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&irrnc
(Doeuilidr b !. Clxts d)

Ounrr
l4oItrJrod3tr'{ruild.td,

Class Adviserg

Comfile supportim laoormenf
panhhdy on lhe leane/s +igibility for
admissbn. sucrr c:
. PSA Birth Certiricate/olhef equivalent

document
.SFg (formerly Fqm 138) rand SF10
(fom€rly FoIm I 37), U ECCD
Cheddist, KlxleEarien Progress
Repon, and Ce ific8ls of Compkrbn
tor Kinder

rPEPT/FVT/A&E Ce fiqate (if
applicable) |

Ensure that th€ folloring SFs g€nerated
Irorn the LIS da cofl€ct:
r SF1 - Sdrool Regisier
. SF2 - Leamar Daily Atrendance Repod

(tor the months of February and March
only)

.SFs - Repod on Promotion and Level
of Profc*ncl
(induding SF$K, SFsA-SHS and
SFsB-SHS for Grade 1 2)

Sdrool lteadE

PrBpare Summary Repod
iollowing r*1encE6 provired
advisers:
. SF1 - School Register
. SF2 - Leamer Oaily Att€nda|ce Repo

(for the mor hs of Febauary
only)

12,

and

Jusing the

l*'"*
March

Lev€l

and
ea

.SFs - Repo.t on
of Prolici6ncy
(including SFSK,

tor GradesFsa-sHs
appropride)

En$.re lhal the ioll ing SFs ganerated
torn the LIS ar3 cofiEct:
.SF4 - ilonthly L€anrer }lor€ment and

Atterdance Repod (for tho months of
February and Marcfi only)

.SF6 - Sunmarized Rapod on
Promotbn and Larel of MdEncy

Upon completion of all req and rebvant dodJrnents, class advisers
and scllool heads shall the folloring:

Table 2. d T*l$ a,rt Refercrce D&w7F.?[s at the $t@l Lewl

B. Ouring Rerdlng rnd Chleklng otFonns

'1. Ai the School LoYel

lmmediately der the tabubtion oI 4n quarier examinalion t€sults for grade lelBb
that shall move uCgBduate (londer, Gre.bs 6, 10, & 12) has been proc$sed
and recordsd in th€ apFopriate forms, 0)e SCC shall stert the school-level
checking. This may be don€ through sub-committees por grade level in large
gcfioob or whaterrer strudure daeaned effciant in small Schools.

The revbw shall focrrs on lha aoEracy of the leamer plofiles ard enrcllm€r
elEititU using reliable Eia6nces sucfi s but not fm ed to the Bitth Cortiticde,
Leamer's Psrmanent AcademictRecord (SFl0 fomedy Form 137), or appropdale
certilicaliona.

The firdings ol the SCC ahould be communarxed to tho concerned desa adviser
in order to imp.o!€ his oa h€r prBpardion of rBpo.b. Comnonddbn 3hould ako
be gi\ren v,hen it b due.
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Eledronic foms pae-loaded v
downloadable from tt|e LIS an

/lth leamer informataon and their g€n6ral averag68
t nd suuect for €diting manudly or oubire the LlS.

Any coredioo shall be done in trE SFI and cventually in the Leamq's Mla
module in th€ LlS. Print laput, order or arangement of the lBt of learlt3/6
names should liks.rise not be 6dted- Th6 format end conler ot syst€m-
g€nerated SFs ae conslrercd linal and oftcial. Goman.fcldLad ebcEonk
rchool form as mefitionef in DO No. 58, s. 2017 Seclion Vll (Special
Provision), rhall not b" lEcognEad nor accapbd. To ensure that only SFs
generated trom the LIS are {eing present€d during the checking of forms, the
designat€d LIS or ICT CoordirF(or b requirsd to siln or initial each SF.

l

SF10 and SFg (fomerly ForFs 137 ald '138, respectir€ly) shall be manually
updated and must be consi+nt with the SFs and other doormenta. For sa8y
reference and c.oss-ch€cking, b€ginning SY 2018-2019, the anaruemer of
lsarners' nam€s in the SF9 (fdmerly Form 138) shorH be wtittefl tho way it wa
g€nerat€d in the SFs. Curently, fi€ systeDgenerated SFs p.int the nam€ of
learners in this order lael name, tirBt name, name extension, and middle nam6.
For uniformity and cofisd ing, the sxlension name (if eny), must be
encoded in LIS in the
o.der in s,hl$ it appea€d in

deta fieb for 6)deosbn naflte regardless of lho
Birlh Cartificais or oth6r r€lated &ofircnt.

Awerds snd certificetes for in gradueting/moving up levels (Kind€r,
Grades 6, 10, I 12) shouu bephecked agaiGt tE SF1 for consistoncy.

Once the SCC has compbte( th€ MdrE of forms tor all dassas in all grado
levels, the SCC shell accomdish the School Forms Chccking Repon (SFCRI)
ettacfied as Annex 1a. The Qta elem€nls (bscription is attadled as Annex 2.
EnoG and inconsisierchs otl6erv€d by lhe SCc strould be commur*at€d to
class advis€rs ior adiusbner[ h tne LlS. Effacfive SY 20t&z)19, the SFCR of
th6 previous School Year ca4 bo used as tsfsrence to determine progrBsE or
improvement of the cxJnent Sctool Ysar.

The results of the dcddrE as obtairEd lrom lfE SFCR may be used eg
roference or means of verification (iilov), whn€ver appmpiate, in
accomplishing relevant inronrEtion in the lndivilual P6fomancc Commitmcnt
8rd Revbw Fsm (IPCRR of tadters.

2. At the Divblon Lov.l

2.1 S.lcctioo oa Class.. tor C[ed(lm o[ Fom.

The DCC shall condud the flvision Level Chocking of Forms for grada le\ral8
that shall move udgraduate (Kird6r, Grades 6, 10, & 12) pIbr lo the school'6
sdEdub for the moving up caremmy/comm€ncemenl 6xorcise6. If|e cftecking
io. ofler grede hveb may stsn aier lhe ,16 quartea examindion un$ tl€ 2"d

ursek of Afril. The DCC shouldlalso notify th6 SCC of this scfiedule.

Kin&r, Grade 1, Gred6 6, O."b Z, Craa. 10, Grade 'l'1, and Grada 12 shall be
the pdo.ity grade levels io( crEckir€. Tlxls, more sedior€ io tlt6e grade levlb
shell be suuocled to tho ctEcking of forms. Tabls 3 below provid$ a guide on
ho.v to dstsrmine the number of 3gciions that shall be checked for sach sdlool
type:
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Sb d 8.$oof
**donwnM e &p,tt'ie/irrytalfys'*tfuE

?tfoilft Gt .lr l.ou6
Oel.r Gra&lrv.b

lrhihm iro. of CJassturEl,r@Q
L

Effi:bhtimrn
,rro. d Cilassas

Very Small (99 ard bshv) rm96 all 2

Small (100 to 299) flA 4 2

il€dium (3OO to /199) 30% 1 5 2

Large (50O ro 799) 2M 6 3

Very Large (800 to 999) 1Of/o 7 I
Huge (1,000 and above) 5% 8 5

GtsdE 1 aN G.E,de 6 lot Ele7ne ary W. Fq Junior Hilh School, n is the @,nbircd
enro ment d Grade 7 and Grade 10. Fot $enkn High Schcr/l il is the @mbined e ollment
ot Gtde 1 1 aN G,adF- ,2 7he scrlod da+sficatbn *tud in this Niq is ,rlter,& sololy
lor the g,ouping d schds fot the annual clecking activw and shall nd atrecl other existiry
s€ltool des^gifics,tio,t ctiteda 

I

For schools categorized as Very Small, all cla8ses ot priority grsde levels shall
urxbeo the crrddrE d foms. iThe minimum number of da3ses in ottEr gradG
levals that shall underso cfieckirf shall be determined through drawing o, lots.

l

For schools catogorid as SmFll, Ivledium, Large, Vsry Large, and Huge, the
minimum numbei of classas { priodty grade lev6b lhat 8hall undsrgo the

raoo s. scrcl Size S8[npli,tg Guide

'The paranl€t€/ ufid for lhis *hd is t,l€ co tbi,Ed enrollnlf,nt ot Kin&r,

ct|€cking ot fo.ms shall be through drawing of lots. For other grade
le\/61s, the classes that will for checking shall also b€ dotsrmined
through dEwing of lo(3 as

For grade level8 with classes
&awing of h[s i3 necessary. All

h€3 than the requirsd minimum number, no
shafl undergo ctEddrE of fo(ms.

Pro,€durc fu Dm ing o{ Lots

The occ ahall 6nsure thet all d6s€s in the sF6 are also reieded in the sFcRl
signed by the SCC. All dasse8 in all le|€b thall be irduded in tlE list of classas
to ba raffled for drawing of lots. Thc rafie shall be conducted by the DCC, and
must be done in lhe presenca of ltt€ SCC on the ac'tual day of checkiB, €nsuring
lhe representation of priority and othe. grede lo\€ls as provired an Table 3. No
rame or drawirE ot lots shall b6 rlEde pdor to tha day o( aclual c]lecting.

2.2 Paramount Gon3idcrations in tha Chcckino ol School Forms

Since only the L|S{enorated sctiool loms shall be preseflt€d, il b unnecessary
to ,€type/Efoond the neme of learnsrs. The fotmat and ordor ol le8me6' mm63
in the LIS{e erated sdrcd foms are conslrsGd final and orfficial. The system
shall also detemine the margirE, font name, font size and dacement of the
extension name if any, Modifications sudr s the insertion of additional columnls
is/are not allotwd.
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For ginting. A4 (8.27" x 'l 1 -69
may be u8ed dopending on il
u8ing black ink.

r") or LorE Folb (8.5" x 13") siz6 sfiite bo d p.p.r
availability in th6 school- Foms shall bc printed

The DCC need not be particular on the6e 'cosmetic' aspecls, but should focus
instead on the accuracy and @mistency of leamer information across all reports
and agairEt rebvant documents.

The DCC shail ,ocus on the

i. Ch€ck the avaalability of supporting documenB for entry grade lsvcls
(Kin&r, Grade 1, Grade 7, and Grade ll) and l€arneB who transfefi€d in
or morred in for other g brrels

Tabb 4. fu 6rade leve/s

ii. Check U|e corecfrEss 4 the bllotrirE sriool blms and cerlificates br
Grade 1 and exiting lev€ls (Kinder, Grades 6, 10, & '12)

Tabb 5. Arcas fu CID

Kinder Birth Cqtk (5 yeaG old as ot August 31)

Grsde I Kinder qompletion Certificate and ECCD Checklist

Gra& 7 EbrnenFry Comdetirn Certific E or SFiGES

Grade 11 JHS Mofing Up C€dificsts or SFIGJHS

Transfefl€d ln or Moved ln to
othgr grade levels

SFro wlh atta# Bidi Certificate

For Accelerated/DspEd
Aasessmar Pa$efs PEPT/F,II Raing orALS A&E Equivabncy C€rtificate

.gFd. Ltrril qrlF.id€ i'' lcrril{aFra& :'i.,

Kinder

The Omriblla Policy on KindergarGn (DO 47, s.
2016) or lhe mo6t rscer apdicabb policias should
be sficfly ob6en/ed.

mntsd in th€ Complelion Certificate and
D Cheddist should be consislsnt with fE LRN

LRilr
Ecb
in lle SFI

Gra& 6

Tha exisling applicabb policias on pmmotion,
Etdrtion, awading of honors, and acceleration
sh(rJld be stricfly ob8erEd.

LRN pdrfed in the Cornpblbn Cedifcate, SFs,
and SFIGES should be consistBrf with tho LRN in
the SFl.

Tho eisting appli:able policies on pmmotjon,
retd ion, awarding of honors. and acceleration
should be 9dcdy ob€erved.

Gra& lO

lnformation in the
SFI is consEterd
with shat i8 written
in tho Binh
C€rt'ficate.
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Gnda Ltlrd Crtdeo$alr coBl3fnc? ln SF3

LRi.l pdnted in t|e Moving-Up kificate, SFs, and
SFIGJHS should be corEastsnt with the LRN in
ths SF1.

Gt*12

Tho existing applicable policires on Eomotion,
retantion, awardim of honoB, atrd accebration
skiJld be sfi:tly obserred.

LRN pdr ed in tie Completioo Certificete/Didoma,
SFiA, SFsB, and SFIGSHS should be consistent
wiul the LRN in the SFI .

Be rBminded tr|at fE Lklt ot Gr.du.tla rnd documentd.rportt in
r€Llion to ths ranling oi holto.! elt no longJ ]rqui]rd.

Should theIe be in ttE lea{rE/s prcfib (e.e. Bfrth CetlilicaE
vis-a-vis the SFI), the
adviser/Scfiool System

adjustments musl be made by the class
in thc US. lf lheE ere disca€pancie8

between the SF5 and the F10, ths Class Record ot th€ cla$ adviser rnay
be pr8sefltsd for
Coordinstor or Sctrool
all discrepancies found the ctEddng are rgconciled and that the
conBspording edj are appLed in the LlS.

iii. Chock lhe informetbn on onrollmer count ard leem€r movemer .

T*le 6 Areas ,or SGOD

As the Vrce Chair of the SCC, lhe ICT
AdminBtrator for LIS/EBEIS shall 6nsuE ttlal

sEripi Fda.4S.Sna ii .1

sF,l

For graduating (GEdes 6 ard 12) qnd movir€ up (Kirxbr and Gradc 10) gra(b le!c18,
the SF2 and SF4 for the mooth of Fbbruary shall be used during the crEcking.

Valirate th6 cumulati\re number of school leavers (dropped out) and loatnors who
Fansbred out by checking the SFl,and SF2 of eacfi sedioo or grade level.

I

Validate the supporling dodrmenb |tor leamerB ]eported to have trenaianed out lo a
school abroad, an inbrmtbnal sdrdol, an ALS p.ogan, or tagg€d as dropped out due
to death-

SFs &
sF6

For graduating (Grades 6 and 12) d moving up (Kind6r and Grade 10) grada le\€b,
the SF2 ard SF,l br the month of Fabruary shell be used dudng the c,l€ddng-

The total numbgr ot leamers per class as rEcorded in SF'l should be consBtsnt with
ttl3 total numbar ot bamers who actually r€portod lo school as of March 3'l as
record€d in SFil. The breakdown ot enrofiment by grade level in sF,l must ba lalied
with tfie braakdoxn of pomot€d anq rdained, disagEf€gated by grade bt/€l in SF6.
For graduatiq grade level6 (Gra(bs'6 and l2), the SF4 for the month d February shall
be used for the grpose d drecking-
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Dlagram 1. Foc s Areas of
and Meam of Vblidation

A SdEol f.rd Crr.ddrf,
Allclass€s lor a[ grade l3El5

3. DMdon L{el Ch.d.int
't'aioritv G6de Le!/Els

Al the end of the
consolidated in an
Prepare an SFCRI in

s6OO Foor3

{tnrollna|rt Coum, \,

trrnsftrred in/out, I

firYlbarof :
p.oaioted

/rctlined)

I

OD ffiJ3
(tn 01rrl.r .lEblltty
ard as!€asmant
comcidica dtat
iidrxlca promoraon/
reGrrtidt oa
acceleradon)

' ilndonv.clecLd Grc.d br !r.ry 3m.ll !.riool

iv. Fill out the School Formg Repod (SFCRI).

of foms, the committee's findings 8hall be
repo using tte SFCRI. Tho DCC thell

(3) copi6s, reflectirE ont the dasss that tley
templaGs, pa icriarly the level of cofiedrEssrevbred- The entrGs in

or accuracy, shalt be
communi(ring them to
Iocus on the iollot ing:

by the committee en banc before
SCC. The srmmary repod shall subsiartially

1. Number of Leame/8 R6co.dg

o no. of leaJrE/s r€co(ds examinedfevieryed
o no. ol leaTe/s records with inconsistent irformation in on€

or more School fom8 oa reference documenta
a no. of b+neds records without me or more I€f€ronce

documents such as the Birth Certificate and SF10 (formorly
Form 137) from public schools

Nole that Temporarily Enrolled learners e.g. haw ponding
transtor of SF10 (fomerly Form 137) should not be indud€d in
Tabbs 'l and 2 of the SFCR1.
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For mn]run"arr*"0 tn:

o no. qf hamers ryith SF10 rBceived within 30 days upoil
endlner ot the learner

E m. 4 le€rnoB wi0lod SF10 from the olilinatim s.fiool,
indl4ing tho reason Io. the pendraE transGr of lhe sail
docu[Ent and the name of 0le s{rl@l

AI who transfgnod,/moved in shall be recorded in
4 of the SFCRI.Noto that PEPT/PVT or ALS-A&ETabl€s 3

holder8 shall nol be includ€d in lhe count

2, Etrstit€ &2019, the SFCR prcpared and sirned by tne DCC
o, Ale Sd|ool Year can be used as referEoce dudng
cheddr€ to
School Year

ne paogress o( implov€lrEr{ of th€ cuneit

3. Specific Tech4ical Assistanc€ provided by the DCC

The DCC is ired to provire technirl assistance to schools wfi
diffidrltiris enslre lhat all concemed scrr@l personrEl are rell
info,rned of devebprnent r"Hive to the prEparation of school
foflls. As rhe cooterd oa the ,epo.l shodd be diroJssed by rhe
DCC with fie and thc cooce.ned das adviser8 as pad of the
cheddng A copy o, the SFCRI preoarld ard siled by the
rcC shall be io tie school and .noth€. copy to lhe PSDS

4. Summary of Fitdings ard Re@mmendatrons

The DCC shoub preparg a narrdive repod of the fndings obGerved
in all s.rrools as suppoded b, figuEs/slEHi:s record€d in the
SFCRI issu6 eocount€red sucrl as hn not linited b m
or incornpbb of supportjng do.rn€o1s, lranBfu. o, SFI 0
(fom€dy Form
provisbn of

37), chalteflges or confusixl caus€d by a specific
polio/ .elated to enrcltneot, aasesslEnt or

curdculum, of comme.cialized and unauthorizsd el€crronh
school forms,
prcsented witl

any, are to be hilhlighted. The bsu6 shall be
ftom the commitbe on hov to

mrmage or
the specirn

the obGerved challeng,es. tloo-cornpliance wi0r
ol Deped Order 58,s.2017 (Co.nmercialized

Elecironic FoflB) shal also induded in thb report f good

fadicedstrategle6 prorrei efiec{irre in ono or mqe sdlools are
oh€e.ved, tn€se should dso be includ€d in thb repod. Ihe SCC and
lhe PSDS shall dso be given a c@y of rhe repod.
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The flowchaat b6lory illustrates the
madc, if necessary. Also
referenca at e.ch la€l of valiralbn

Flowchaft l. Standsrd
Procesr and SFtem
lhlidetion

checkirE proc€8s aM LIS adiustmcnb io be
are the supporting documenls to be ustd es

:1. 5tabrt,l.mndrd.F.f,.{,y

5. Ec@Chcdl.rr &. ri,a.d
6. C.rrituot(arLdd/Di0Ld
,. ortiaa.dfd6n ora@r|mla

5qo.it ry^.,pF.tq0oom't
L Orbc..dtat /6!t l-t

1 clB*.6.d/i,6.ryCe.d6
4. sa ! lor 6. fu.drof s.6ury

\afid.ddt P.th -'

YE5

YEs

€

tt is important fo( the DCC to e.Eure $at the cfiecking of to.ms do6a nd po8e additional
burden to teechers, but instead enebles them to produca quality reporb. The SFCR
prepared ald signed by DCC shall bg discussed with the SCC. As thc SCC Chair, the
scfiool head shdl affix hE/her signatuQ to signiry his/her agreement with f|e repod.

I

C. Po3t Chocklno I

I1 At th6 School Level I

Findings, ob8eryatbns, and recommerdalbrB from the DCC recordad in lt€
SFCRI may be included in the agenda for the no)d school-based Leaming A.tion
Cell (LAC) se8sion.

The s{hool head. with the lechnicsl aasbtance of the Scfiool SystBm
Administrator, shall ensure the a[ adiustrncnts made during the chockirE a]e
r€flecled in the LlS.

Wthin five (5) working days ds the cfiecking conductsd by lhe DCC, the scnool
shall submit one duly silned oririnal copy of thB SF.l, SFs, and SF6. No
sdditional report oth6r than shqt has been stipulatod shall be Gquired from the
sdrool fo. sutrnission to the DCC-

2. At tho Division Level

The PSDS shall consolirate th6 SFCRI of all s.hools in his/her School Distdd
and compute the Oiskict Acqiracy Lsvel to be recorded in TaUe , of the
Consolidated District School Foms Checking Report (SFCR2) atle.rEd s
Annex lb. For Sdrool Dbtricts with no PSOS, the DCC sha{ pr3para tie
SFCR2. The SFCR2 mr.st be signed by lhe Chair and members of the DCC.
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The SFCR2 fo. all Oistricts sh€ll th6n be consolirated by the DCC. This shall be
the basis for computation of the Division Acdlracy Lsrel to be recorded in Table
I ol the CoGolidated Division Forms Chocking Report (SFCR3) atta.fi€d
as Annex 1c. This may be used as reforence in asisegsmont repo6 pedaining to
school data manage{nent and
school and the SOO. TIle OCC

BEIS houseke€dm peformance of th€
submit the SFCR3 with tle offcial r€pod of

findings and rscomrnendations to th6 offce of the Schmls Division
second Monday of May at the ond of eacrrSuperirtendent not lal€r than the

school yesr

Vl. Otfier PloYblon3

1. Simple food or refeshrnenE served dwirE the dred(ing of fo.ms by the OCC may be
charged against sdrool Maintenancatand Oth€r Operating Exp6nses (MOOE) or
school canteen fuirds, subi€d fo the ufual govotrmant accounting and alditing rul€s
and regulalions. Und€r no circumstarlces shall the checking of forms place undue
financial bu.den on th€ teacrErs or leq.rErB, ard no contdhnion in any fofm Ehall be
collectod from them.

2, Transportation expenses incur€d by the DCC or of thear deMized reprEsentativ6s
may be reimbutsed agakrsl SDO fun6, sutied to the usual goEmmeri accounting
and auditing rules and regulations.

3. The SCC and DCC should OT rEqufe the class adviser to prepare and submit the
follo ing school iorms:

a. Obaole{e Sdlool Forms

b.

Foms that vvere radeced by modified sdrool foms through DO l,lo. 4, s. 2014
are no longer requiEd to be plepared at the school lovel, such es but not limit€d
to lhe List of Graduatss, Form [8 (Report on Promotion), Form 3 (Principal
Report of Enrollmerd & Attendan+), FoIm 19 (Assignment List of TeadErs), and
Fo]m 29 (Teache/s Prooram). l

Local Foms for Rankino of Honort

The SFs upon validatbn against lhe SF10, and if nec€ssary, cro6sthedcd with
the dass recod, can be used to evaluate 8nd determine the learn€r3 who are
candtulatas for honors and ottler citations. Schools aro not requiGd to ptepare
addfional local iorms for the ranldng of hono6 since, as pleviously mentiond,
the traditional practice of ranking has not bcen applicable since sY 201s2017.
The provisions stiFrlat€d in DO No. 36, s. 20'16 or in existir€ applicabb
guidelines should be obeerv€d.

c. AdditionelReouiGments

Locally dcveloped forms with similar data elements to phased out toms thould
not be r€quilEd for Feparalion and $5.ni8sion. Any Equirements not staH in
this Policy shall tirst ba su&nitod to the Regional Office - Cuniculum and
Learning Management Divbion (RO€LMD) ar|d to the Policy, Planning, atd
Resoarch Division (Ro.PPRD) wt ch shall communicate thsir rocommendation to
the Planning Service al the Cenfd O'frce for dearance.
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4. Tho definition of Moved ln/Out stated in OO lto. 3, 3. 2018 Basic Education

vlt.

Vlll. Eftctlrlty
L

rtng SY 20'17-2018 immodiatEly upon publicalion inThis policy shall take efiect bogin
the DepEd ofhcial u.eb8ite and
IepeaH, amend€d, or r€scirded

remain in force and sfu, unle63 s@rler

lX. Rd8]lnce3

DepEd fuer No. 3, s. 2018, BasioEducation Enrollm€nt Policy

DepEd fuer tlo. 58, s. 2017, Adodion of New School Forms for Xindeearten,
Senior High School, Altemativel Leaminq Syslem, Hoalth and Nutrition and
Standadizatbn of Pemanent Re,crqds

DepEd Ord€r No. 54, s. 2016, G
Sdrool Reco.ds

,ifain"" on the Requed ard Transfer of Leame/s

DepEd Oder No. 36, s. 2016, Policy Guidelin6 on A{6rds and Recognition tor the K
to 12 Be6ic Educalion Ptogram

I

DepEd Ord6r No. 8, s. 20't5. Poliq GuiJ6li.E6 on Classroorn Assassm€nt io. ttte K
to 12 Basic Education Proq.am I

I

DepEd Order No. 4, s. 2014, Adoptlon of the Modifed Scfrool Foms (SFs) fo( Public
Elemer ary and Secondary Sdrools Etrective End of Urool Year 20192014

DepEd Order No. 33, s. 2013, Leamer lnfomation Systsm (LlS) Data Housekeeping
ard lmpbmertation tor School YEar (S, 201$201,1

Enrollment Polic] S6€tbn lV Mnfion ol Tems (item8 E & F) b being derifi€d to
reler to migratbn d barners in ald out d the school betr,,een school years.

I

lrooitorlne rnd Eval[et on

Stric, comdiance with this Policy and othc. approp,iate provisions in OO No. /4, s.
2014 and with the existing applhable guilolines on sctlool fo{n|s shall be joinuy
monitoGd by tll€ SGOD - Scho4 Mamgfflent M&E Unit and the CID of all SOOS
nalbnwide. The Policy, Planning and Researdl Oivision (PPRD) at the R€gbnal
offce Bhall also conduct poliby comF[iance monitoring and address policy
implermntalion issues- Afl ufi€sotr€d issues on the provisions of this Polica shall be
elevated to lhe PlanninE Service 4 the Conlral Office.

f*-
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Repo,r Code: SFCRl

SCHOOINAME:

Annex 1

SCHOOL FORMS CHECI(ING REPORT

SCHOOL ID: otstRrcT:

Tabb 1. Laarna. R.cord3 Erl

school Tot l

No. wlth ln.onslstency or lncomplete
SuDportinB Documents

No. of Examln€d/Revlewed'Grade
Level

Oate Checked

Male Female Total Male Female Tolal
Section Name ofAdviser %Accuracyr'

Tabh a laari.r Rccoidi rlth I or Emtnl

DCC Observatlor/Comment ot Te.hnlcal
Assistance Provided

of Rec-r s perNature of Error'

G.ade
Level

se(tlon Name of Advls€r Wlth lncomplete
Suppofilng oocumentr

wtth
lnconslstency/Error

Total

'Dit hot lnalude fempom ly Enrcllaal Leonet os alafincd ia O.ped Odar No, 3, s, 2018,

" ccurocy rctars to the pcrcentoea oJ cotecVcutslstant recods ovct toaol rccords emmlned ot ftvtel*cd



Repurt Code: SFCnI

T.ble 3. For Transrc.r€d ln/Moved ln

Annex 1

DCC Observatlon/Comment or Technlcal
A$istance Provid€d

Transfer ofSF10 (fomerly Form 137)

wlth sF10
Without SF10*'r

(For Temporarilv Enrolled)

From Publlc

Schoo/sUC/tUC

crade
Level

Se.tion Name ofAdvis€r
Received w/in

30 days

Recelved beyond
30 days

From Private
School

.aroo not lnclude PEPf/Pw ot ALs-a&E aftflcot. hold.ts.

School lD
Grade
L.vel

Sectlon Name of Advisea LRN Neme of Leerner N6me of Orltl.ating School

T.bl. 4. lor Ti.i.frrr.d

Preparcd by:

ln L.ern 13 Whhout sF 10 Foan

TVpe of Che.klng Committee: _ School Checklng Commlttee (SCC) _ Olvision Checking Commltte€ (DCC)

0lvlsion/ Retlon

conforme:

Chair

School Head/Scc Chair Date Comphted (Oivlsion Level)

Vlce Chairs Member Member Member

------All ful& below otc solely lor the use ol the Olvlslon CheckinC CofimltEe IDCC) ----------



Reporr Code: SFCR2

OISIRICT AMC!

AnnexlI

CONSOLIDATED DISTRICT SCHOOT FORMS CHECKING REPORT

PSDSr otvrsro :

T.bh ,,, le.rn , Records Ex.mlned/Revlcw€d

No. of Examlned/Revlewed*
No. wlth lnconsistency or

lncomplete Supportlng Documentr
Male Female Totrl

School Name school lD
Name ofSchool

Head
0ate

Completed
Male Female Total

% Accuracy+'

Dktrl.t Tot.l

- *.bLffi. orttat
DCC Obrervatlon/Commcnt or lechnical

Asslitance Provlded

No. of Recoads p€r Nature ofError'

School ilame School lD Neme of schoolHead
With lncomplete

Supportlng
Documants

With
lnconslstency/

Ettot
Totrl

.Do not lnclude fempo4tlly Enrolled Leone6 os atellned in D.Nd Otd.t tlo. 3, s. 2078.
tt ccutocy rele6 to tha petccntoge ol aofiect/conslstena ecords over aotol records erdmlned or reviewed



Report Code: SFCR2

TaU!3. Fo?Tran Grr€d

Ann€x1

Movcd ln

111 Do not lnclud. pEPT/Pw ot ALS-A&E ceftilicatc holde6,

DCC Obse.vation/Comment or
Te.hnica I Assistance Providad

Transfer of St10 (formerlv Form 137)

Without 5F10*'*
(Temporarlly Enrolled)

with sF10
SchoolName School lD

Name of School
Head

Received w/in
30 dav5

Received
b€vond 30 days

From Prlvate
School

F.om Public

SchoofsUqLUC

Tablr 4. Forlr.nrt rrcd ln b.m.n Wlthout 5F t0 Foatlr

Oivlsio

--All fielatt bclow ote only lot the use ol the Dlvlslon Checklng bmmlltee (DCC)

Prrpar€d by:

School lDSchool Name School lD LRI{ Name of[earner Name of orlSlnatioS School

chalr Vice Chai, Member Member Member

verltled by:

Vi.e Chair (PSOS) Date Completed (Dlstrlct L€vel)



Report Code: 5FCR2

Trblc 3. For fraGler.cd ln

r 1r Do rot lncludc PEPT/PW ot ALS-A&E cetttbate hode6.

Tablc 4. For Tranrfcrd lnlMovcd ln l!r.ncf! IMthost SF 10

TransferofSFlo

From

Nar

I

Scl

Form 13,

---All lElds below orc ofiU lor the use ol th. Dlvlslon Chacklng Com

Prepared byr

Chair Vice Chalr Member

wtth sF10
school Name School lO

Name of School
Hard

Received w/ln
30 days

Received

beyond 30 dayt

school Name School lD tRit Name of Leam€r

verlfied by:

Vice Chair (PSDS) Dat



Report Code: SFCR3

Dtvtstot{

Tlble 1. L.rrncr Rcco.da Eradln€d/RGvlrwad

CONSOUDATED DIVISION SCHOOT FORMS CHECXING REPORT

Annex I

sDs REGIO :

Ng. of Examincd/Revlewed'
No. with lnconsistency or lncomplete

Sugponing DocumentsDlstrlct Name / Cluster Name of Psos/ln-chargc Date Completed

Male Female Tot.l M.le Female Total

% Accuracy*'

Dlvbloh Tot l

Iablc 2, Lr.mtr Racordr wlth lncgml tulcv/l6 or Et o.

No. ot Recordr per Nature of Errcr

oirtrld l{ame / Cluster t{ame of PSOS/In-charge With lncomplete
Supportlng Documents

wth
lnconslstency/Errot

Total

DCC Obs€rvation/Comment or Technica I Assistance
Provlded

'Do not lnaluala fcfipototily Enrolhd Leome6 os dallned in DapEd O.det No. 3, t 2078.
ta%Acautocy rcfe6 to thc percenloge ol cotracvconsistant rccotds ovct totdl tacotds exo,ninaal ot /evbweal



Report Code: SFCR3

Tablc 3. For Trafft rr.d ln/Movcd ln

Annex 1

Tranrfer ofSF10 (iormerly Form 137)

with sF10
Without SF10t'*

{Temporarlly EnrolledlDlstrlct Name / Cluster Name of PS0S/ln-.harge

Received w/ln 30 days
Recelved b€yond 30

days

From Private
S.hool

From Publlc

SchooYsuc/tuC

oCC Observation/Comment or
Technical Asslstanae P,ovlded

,.rDo hot include PE ot ALS-A&E Carttlcdte holde$.

Tabl! a For Tr.n.tsrrad I ln L..rn rr Wllhout SF 10 Forn
School Name

----4ll llalals balow ore only lot tha usa ol the Avision Ch.cking Comnlttea (DCC)

oate Completed (Dlvlslon Level): I

vice Chalr^ Member Member

Assistant Schools Oivlslon Superlntendent oate Submitted to the Offlce of the SOs

lmNttont: @oalllne ol submission to the olfic. of th. SDS is on ot beloe ahe second Mondoy ol Moy ol eoch SY

Divisio

Prepa.ed by:

Chairp€rson M€mber

Schooll0 LRN Namc of L€amer Name ot Orlglnating School School lD

Endoned by:



scHool F(
Data E

IRMSCHECXING REPORT

l€mant D6crlptions

code:

Schedule:

lnstructions:

SFCR1 ior School, SFCR2 for pistrict and SFCR3 for Dtvtsion

End of School Yeat

1. This lorm must b€ accOnplished by the cheding committee durin8 or after the
checkiry of rchool fo..rf.

2. For Table l and Table 1, do not include leamers who are tempo,a,ily enrolled
e.g. with pendlng tr.nsF. requests of the SF10 (formerly Form 137).

3. For Table 3 and Tabh 4,ldo not include PEPT/PVT or A6-A&E Clrtificate holders.
4. For Table 3, indicate t+e number of temporarilv enrolled learne,s frcm both

public and private scfiools. Us€ an addltionalsh€et f needed.
5. For Tabh 4, list all tempoiarily enrolled harners without SFlo.
6. The results of the checlCn8 as obtained from th€ SfCR m.y be used as rclerence

or means of verificatlon {MOV), whenever approprtate, in accomplishin8
relevant information id the lndividual Perfomaace Commitment and Rcviev{

Anner 2

Fo.m (lPCRf)of
7. The PSDS shall consol the SFCR1 of all schools in his/her School Oistrict and

compute the District Level to be re@rded ln Table 1 of the
consolklated Oirtrict Sctool Forms Checking R.pon (SFCR2) attach€d as Annex
lb. Fo. School Districts yith no PSDS, the DCC shall prepare th€ SFCR2,

8. The SrcR2 for all Disficts shall rhen be consolidated by the DCC. Ihis shall b€

the basis foa computatlon of the Division Accu.acy Level to be rEcorded in
Table 1 of the Coneqldated Divisbn School Forms Chcclir8 Report (SFCR3)

attaclEd as Annex 1F, The duv sign€d SFCki along whh the Summary of
FlndinSs and ons (na..ative rcpo.t) murt be submltted to the
office of the Division Supe.intendant not latea than ttE second

end of each sahool year.Monday oI May at

o TA.AIIE! l: DE*'llOar
I Name oI School ofFrial name of sclDol as cgistered with OepEd a,rd reflected in the

EEEIS

7 s.hool lD A sL (6) digit-number assitned to a school recognlzed in the EBIIS

:1 P$)s Nanre of thc Puuic schools Dlstrict Supervisot

4 District Nane of the Public sdlools District where the school is located as

c.eated by DepEd, and in mo6t 6et bcing sup€rvis€d by a Public

sctlools District Supe.visol

5 Grade Level A dcgree/state of a leamer classified ac.ording to age and progress

6 S€ction A troup of pupiltstudents conrr€ned to tecliv€ instructbn in
a gYen course oa subiect

The pe.son in the school assEned to supervise, guidg and dire.t a

speciftc dass and @.duct actual teachirE to hivher assi$ed class

and other dass€s, if there are any.

7 Name of Advier

l,lumb€r of Examined/Reviewed The number of male, tumal€, .nd total leameB examined/reviewed
based on the EOSY counr of Sfs.

I
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Annex 2

DATA Agg{T Del(ntPlto

9 With lnconsistencv/Error TrL number of male, female, arld total lea,ners whose ,ecords werc
iolnd to har€ inconsistencievea,ors

10 X Acorracy ThF rate o, p.ecisbn ot the records b€ing examined as computed
uslng th€ formula:

X Accuncy =

No. of records
examined

No. ol records with
inconsinency/e,ror

No. of rerords examined
x1@

11 ,lo. with lnconsistency or
lncomplete Supponin8 tlocuments

AuFntity of learn€. reco.ds that hav€ insutfrciem supponing
d4umcnrs and inconsistent and/o, €roneous info.matbn

12 No. ofRecordi per atuae of E ror
- With lncomplete Supponing
Document3

Quanttty of leamer rccords that hav€ insumcient supportin8
doqtments

13 No. of Records per Natu,e of Eno,

- Wlth lncompl€te Supponing
Documents - With
lnconsistency/Error

Quantity of learner rcco.ds that have inconsistent and/or erroneous

14 DCC or SCC Obs€rvdtbn/Comm€nt
o, Technkal Argistance Provided

A narratire of th€ ch€alir8 committee's ob6ervationt comments, or
tcchnical assirtance pro/id€d

15 Received w/in 30 days Qualfiity of SF10 that were ,oJwarded to the ]Eceivii€ school whhin
30 dFys upon th€ enrollment of the leanre,

15 Received beyond 30 days Qualtity of SF10 that werE forwarded to the recelving school

bewFd 30 days upon theenrollment ofthe learner

17 From Private Saiool of tGnsferred in or morred In shhout Sf10 tom originating
school i.e. leamers wllo are temporarily enrolH

18 From Public School or SUC/LUC Quarttity of transfened in or morred in whhout SF1O from o,iginating
publif school or SUC/tUc

19 L€arne/s R€terence l{umber (IRN) UniqJe twelveiitit identification number assiSned to a learner to
keep track of hlvher proSress th,ough the bask education cycle,

reSardless of transfer to another sahool or lea,nint cemer in the
publk or private sectoi and promotiony'moving up from the
elemantaty to the secondary lerrel

20 ilame of [aarne] [ea,na/s name as reflectd in the bi th certillcate ir cd by the
i{SO/PSA or any equivalent dodment recotoired by DepEd

2! Name of Ori8inating School Otficial nafiE of the school whcre the hamet came iofi a.
registared with oepEd and ref,ected in th€ EBEIS

72 Division/Re8ion Name of the Schools Division Office/Retional office where the
learm/s o.tinating s.hool is located

23 Chait t{ame of tlE offrcial who heads the checkiiB committee

24 Vice Chair^ Name of the checling committe€ vice chai6. For thc SCC, vice chairs

a.e thr Schoot System Administrdtor of the LIyEBEIS and the most

capablc ..tpl personnel assErEd by the chait who has the
manery/erpenie in cur.iclrlum- and asselsrn€nt_r€lated polki€s.
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DATA E.f,TIIC'{T D€SCOPII

rol the IrC, vicc chai6 are the chief of the SGOD and the PSDS

suiervisinS the School Distrh that is beir€ checked. The PSDS can
be appointed as vke chair only to hiyher .ssitned Sdlool District.
Thcre is no need to. an additional vkr .hair lf the distrid is not
belrt supe,vised by a PSIE

2S Memb€r tlame of a checki € co.ririne€ nEmber

26 thool tlead Name ofihe schoolhead

27 Date of CheckinS of Forms Dafe when the foims arc decked

2A Date C-ompl€t€d h{e *,hen the chccking activity Yf.s completed in th€ s.hool or in
thd entire School District

Aan€r 2
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