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DISSEMNAnON OF DEPEID ORDERS NO. ll and 12, 5. 2018 ENTITITD
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l. For informatton and guidan4 of all concemed, thls Office herpby dissemlnatej

the endosed DepED Order Np. ll, r. 2018 entitled Guidelines on the Pr€paration

and Che*lng of fthool Fon4r which articulates the preicribed mechanirms and

simplified procedures that will facilitate the timely, consistent, and quality
checking of school formJ in the baric edu@tion startinS end of School Year 2Ol7-

2ol8 and DepED Order No. 12. s. 2Ol8 entitled Re\risionr to DepED order No.
6, s.20l8 $chool Year 2Ol7-2O18 K to 12 Eatic Education Prognm End of kh@t
Year Ntei which contain5 the revised templates for Kindergarten Certificate and

Grade 6 Elementary Certificate.

2. ln carrying out the rolet and functions of the Division Checking Committee
(DCC) which composed of Eduetion Program Supervisor (EPS{ and Publi<

Schools Dinrid Supervisors (P5D5s) in ensurinS that the most recent policiej

particularly on the checking of school formr, validation of enrollment eliSibility

and assessment ofdocuments which include promotiony'retention or acceleration

are ttrictly obrerved, the following mandated activities rhall be nrictly complied

with:



Date Percons R€sponsibld
lnvolved

,\4ardl 19 - 21,
2018

School-level checldng of forms (pefer
to te.tion V letter 8) cum Ch(d(irg of
Celtlficatey Diplqna for leamers in
$lduatiny movitu up larelj
(Kinder, Grades 6, 10. & f2) aSainst
the School Form 6F) I for
condstency.

For the pr€p.ration of Certificrter/
Dlploma for lmn:rs ln graduatiny
movlng up lanels (Kinder, Grades 6,

leaven (dropped out), number of
leamer5 who tranrferred ivout,
were promoted/retained and oth€r
enrolment-related indicatoE. The

number of schoolenrollment count,

DePED
8 murt be

tHctly folloured.
(EPS/6D' @ncem
name ofthe tDt checkine)

SGOD shall also nduct spot check

of the xc)

The SGOD rhall li validate the

10, & 12) of the
Oder No. 12, r.

learners vis-a-viJ
necessary, (Section

or head count5
the SFI and SF5

V, 1,2 Rolet and

School Checking
Committeer (SCC)

and Divirion
Checking
Committeer
(Education Program
5upervisors and
Public Schools
Dinrict Supervisorj
of the asrigned
di5trictr.

School Governance
and Operations
Division Staff/
Personnel

Mattl 23, 2Ol8 All verified and dec&ed
Cefiiffcater/Diploma muJt be Et the
Offfc€ of th€ School Dtukion
Superlntendent for shnature.

Division Checking
Committee/s (DCC)

Division CheckinS
Committee,/s and
SGOD naff

MarEh 26 - 28,
20t8

CheckinS the availability of
rupporting documentr for entry
grade lewls (Kinder, Grade I, Grade
7, and 6mde l'l) and leamers who
transferred in or moved in for other
grade levels. Tabbs 4 and 5 are
Focus Areas for CID and Table 6 is
the Focus Arear for 56OD).

Prepare in three (3) copies the
consolidated report using the School
Forms Checking Report (SFCRI)

Annex I alter the checking of forms
for all classes in all grade levels.



Refer to pages llll3 of the endosed
Suidelines.

April2-6,2018 Moving up/ Gra{uation Ceremonies
6ul, the SFCR pBpared and Jigned
bry DCC shall be discussed with the
sCC. A5 the SCC Chair. the school
head shall affix hls,/her Jignature to
tigni6/ hir/her agreement with the
report.

DCC and SCC

April lO - 13.
2018

The khool shall rubmit one duly
rigned original cqpy of the 5F4, 5F5,
and 5F6 to the DCC.

SCC and DCC

The PSDS rhall cqnsolidate the SFCRI
of all Jchools in hk/her School
Dinrict and com ute the Dinrict
Accuracy Level to be recorded in
Table I of the Cdnsolidated District
khool Forms Clpcking Report
(5FCR2) attached as Annex lb.

P5D5 / DCCApril 16 - 20,
2018

The 5FCR2 for al Districtt shall then
be conrolidated rnd accomplish the
Consolidated Division School Formt
Checking Report (5FCR3) attached as

Annex lc.

PSDS / DCCApril23 - 27,
20t8

sCCl sDOAp l 30, 2Ot8 -
May 4, 2ol8

School data manaSement and
LIS/EBEIS housek€eping performance
of the school and the SDO.

DCCSubmission of SFCR3 with the official
report of findings and
recommendations to the office of
the Schools Dividon Superintendent.

May 4 2OtB

of thls guid

Memora

3. lt i5 futher advired that s€ction Vl - Other

appropriately observed,

4. Immediate diJsemination and strid

must b€

um is direaed.

AR|A CE5O Vl
sion Superintendent I



aewuir of tr! frilip$inet

Department of @Duntion

07llAR ?010
DepEd ORDER
No. tl , s. 2018

GI'IDELITEA OI{ THE PREPARATIOIT AIID CErcXII{G OT ACIIOOL FOnIS

To: Undeasecretaries
Assiata[t Secretaries
Buregu arid Service Directors
Regional S€cretary, ARMM
Regional Directors
Schools Division Superintefl denls
Public and kiv'atc Elementary +d Sec@dary School Heads
All Others Concerned

1. The Departmeat of Education (DepEd) issues the enclosed OuldcIhc. on tlc
Prcp.tagon altd ChccHlg of School torBr for thc preparation, updating and evaluauon
of school forEs in basic education stading end of School Year 2017-2018.

2. T\e mechanisbs and sinlplified procedures prescribed by thcse guidelines are
anchored on the prinqiples of accountability, accuracy ald reliability of data, and
eltrciency. They shall reduce the t-irrle srrd efiort of school personnel spent for clerical tasks
and recorda managemeart without compromising the accuracy of the lea.Erers' inlorBation
arrd quality of school forhs.

3. Al1 existing Orders, Meoora[da, and related issuarlces inconsistcnt with this O.der
are hereby repealed, rescinded, or modified accordingly.

4. Immediate disseEi[ation of and str-ict coapliance wit]r t]tia Order is diiccted.

BRIOXES
Secreta4a

Encl: As stated
References: DepEd Order: Nos.33, s.201;34, s.2014;36, s.2016; and 58, s.2OI7
To be indicated in the Pcrpetual Indsx

under the following subjects:

BASICEDUCATION LEARNERS
DATA POLICY
FORMS SCHOOLS

APA/Do- Gui.n ufts on th. Prddation dd Cbeckinrtol s.rml Flmr
oo3s/Juuay 13/2-6, 20l8

DcpEd cMpkr, rr..eLo Aru., htig Ciry 1600 Pu""- 1633-7 1632-\6\* *u-..rur*ra- ll w.d.pcd.rov.ph



(Enclosure to DepEd Order No. 11, s ?018)
I

Guldolin€a on dl. Ploper.ton and Chccking d School Fonn

l. Rdi,omlc

The preparation end checking of scrrool forms, underlaken to onsure the quality ard
comistency of leamar information, arB amoflg the ditical aclivilie3 conducied at thc erd
of 6v6ry School Year (SY). Prbr to ttE is-suance of DspEd tuEr (DO) No. 4, 8. 2014
snti{ed 'Adoption ol the Modmed Sdrool Forms (SFs) for Public Elementary and
Sscondary Schools Effective End of Sdrool Yeet 2013-2014', th6 prep€ratiofl of forms
was tedious and took up a signifi€nt amou of time and efiort on the pert ot leachars.
Thb burden was suhtantially lesserEd with lh€ isauance ot the said policy which
rsplaced the manual preparation of forms with the introduction ot strBamlin€d and
sloctronic School toms made available tor dovnload ,rom the Learnor lrformation
System (LlS)- Sinca the ebcfonic adrool foms utilized in all sahools nationwide a€
pre-loaded with auto{ene.sted iniormation b6ad or th6 mosl r6cent aveihble r6cords
and are nol to be modified or edit€d o.rtsjde th6 system or throt8h a spraadshe6t, the
consistEncy and ac{u.acy ot rapod*E Echool dda rer€ Bignificar{ly improwd.

Using the syatem{enerated forms in both the prBparatbn and cieckirE of school forms,
which involvss manual reading aM drecking of encoded leam€/s information, shall
likeuise standardizs and simdify $e ppcess. The fmdings ,rom these aciivities such as
erors in prior input of leamer information shall abo guide the entry of updatG in the LlS.
This ensurea the consislency and relbbility of the system in g€nerating toms whldr
contain irfomation lhat is accuratsr, updded, and us€fu| lor 6virenc$bssed
ir6sossm€rt, planning, and allocation of resoirca8.

ll. St tsment ot tha Policy

The Oepartment of Education (OepEd) hereby prescribes the standard proc$s and
protocob in the prepa6ton, evaluatiofl, and updating of school forms conduded d the
end of ewry school year to providc a retable assurance mEchanism o, lcarn€t
information, ensuro the quality and timelines8 of school reporls, and reduco the
r€3o{ffces sp€r{ fua cbrical and recods manag€in€fli. This Policy adtE es to the
D€partment's vision, mbsion, ard corB valuea, and subscrib$ to the principl63 of
aGuracy and reliability ot data, €fficienq, and aocountability.

lll. Scope of the Pollcy

This Policl shall guide peBonnel invoh,Ed in th€ peparalion, chscking, and updating ot
sarrool forms through the LIS in DepEd oficaa across govemance levab, public and
private schools, and 6ta!o and locel uniwrsities snd collsggs (SUCa/LUC8) offering besic
education.

This Polica elso provides an assurancs mechanism to ensura thal data and information
being managed and generstod through the LIS are updat€d and validated at bolh the
School and Division levels.
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lV. D.finifoa ot Tefini

For purposes of this Policy, the tdlo/ing tenns are defined and undoBtood as follorB

1. Enhancsd Basic Education ln ormalion Sy8t6m (EBEIS) - The official wBbsite
and portal ot DepEd thal mair airl3 a databass ot Education statistic€, 8€clor
parformance indic€torE ard proil€ of public and privale schoob, leaming cente6
and other €ducation seMca providers

2. Loarner lrformation Syslem (LlS) - A $,sb-bassd system for registering,
enrolling, tracking, snd msintaining data on leameG in fomel and non-tomal
sysiems of basic education

3. Lesmsr Referenc€ Numbsr (LRN) - A unique twelveiigit identification numb€r
gefl6rat6d from lhe LIS aM assigned to a l€arner to k€ep t"ack of hidhor
progress throlgh the basb €ducation cycls, regardbss of transiBr to anothor
school or leamir€ center in the puuic or privat€ Eedor and promotion/moving up
fmrn tl|e €lsnentary lo the $condary bvel

4. Transfefl€d in - Leamers from a difisrsnt sdrool enrolling into the schoolwithin
th€ school year

5. TraNfe{red out - Learners fiom ths school enrolling into a difierent schooi trithin
the scfiool year

6. Movod in - LearnerE from anothsr school enrolling inlo the school betwlen
sdrool )€ara

7. Mov€d out - Leamers from the school €nrolling into e ditrerBnt scfiool betw$n
school year8

8. Temporarily enrollod - Le€flters who arB not oficially enrolled du€ lo dsficienciG
in submission of documentary requiremer{s

9. School Fom 1 (SF'l) Schqol Registcr - A list of leam€B who ar€ offcially
enrolled and att€nding classla

10. School Fom 2 (SF2) Daily 4tterdanca Repo( of Leamer - A list of the learnors'
daily dtendance

1l. Sdrool Form 3 (SF3) Books lssued and Rsturned - A lBt of books and other
regdirE matoriats issued to the learners, and retumed to th€ issuing authority

I 2. Sclool Form 4 (SF4) Monthly Lsrn€/s Movernsnt and Attendance - A 8umm8ry
number of laamers wtro tranlEned idout and droppod oul during thc month ald
cumulative colnt iom prBvious months

1 3. School Form 5 (SF5) Report on Promotion and Level of Proficbncy - A lbt of the
learners' academic perfurmtrce and rssult of a3sossmert by ths end of the
Scfiool year

14. Sdlool Form 5K (SFsK) Report on Promotion and LEwl of Proliciency tor Kind€r

- A list q{ the l€amer3' result ot ass€sament by th6 €nd of the school year for
Kindergarten

15. School Form 6 (SF6) Summa,ized R€port on Pro olion and Level ot Proficiency

- A summery number of learrEr status by lhe end of lhe semester andor school
yeat

16. School Form 10 (SF10) Learn€fs Permanent Acadsmic Recod (tormerly Fofln
137) - The official r€cord o, an indMdual loame/s academic actiewment als he

or sh€ pro0rEsses thmwh the basic educstion cycle
1 7. Sdlools Oivbion Ofhce (SDO) - The gor€mEnca unit accounlabla for supervising

ths operations of all public and private elemertary, secondary and integreted
schools, and lesming certers d the division l€vel

18. Division Checking Committe€ (OCC) - The committee at lhe Schools Dvisbn
Offca rcsponsible for th6 condJct of the annual afieclfig ot fotms to en€ rB thc
consistency and quality of school torms
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19. School Checking Committee (SCC) - The committee at the school level
r66ponsible for ths r(,vi€u and prsparalion of leameG' records in prBparalion for
th6 annual checking of foms conducted by the DCC

20. School Forms Checking Report (SFCR) - A rBporl in a matrb( tomal
summarizing the results c, the checking adivity at the Bctool, district, and dMsion
levels

2'1. Individual Performance Commilrn6Jt and Revi€w Form (IPCRF) - The form that
shall relkct the individual commiin€nts end periomance, which shal bs
accomplished by individual employess

Procadult!

A. Boion Chscking ot Forms

I . At tie OMElon Llvol

l.l Compooitlon of the lrivblon Chocking Commltt !(DCC)

To facilitate lhe timely, consBtsnl, ard quality cfi€ding of scfiooi ,orms, dl
S{fiools Divisioo Oftces (SDO) shal craat€ a DCC whidr shall be composod ot
the follolirE:

TaUe 1 cftra DCC

The PSDS can be appointed as vice chsir only to hb/her 6$ign€d School
District. TheG is no need for an additional vice dsir if the districl b not baing
supervisd by a PSDS.

The CID and SGoD may depulize scfiool pcrsonnel a8 rspresariativea lo cover
all schools in th6ir Divi8ion within the given 8chedul6.

I .2 Roler .nd FunctioB of tlf, DCC

Ths CID Ehall fodrs on the ar66 ot enrollmenl eligibility and assessmsnt whicrl
indude promotioo/Btertim o{ accsleratirr to ensure lhat the most tecent
polioies ara stris{y oberved.

the SGOD shall valirate trie enrollmer{ corJr{, number of sd)ool leawr8
(dropped oul), number of learners who transfefl€d in/oul, wqe
promoted/Gtained and other enrolment-rBlated indbators. The SGOD thall abo
conducl spot 6e&s or heed counts o, leam€rs vis-e-vis the SF1 end SFs a8
nscEssary. The DiviBion System Administrator, who may be the Planning
Offcar or th€ Senior Educaton Program Speciali8l for Planning and Researdr,

Page 3 of 15
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Chair: Chief of Cuniculum lmplomsntation Division (ClD)

Vice Ch8ir8: Chief of School Govemance and Opardions Division (SGOD) and
Publi€ Scrpob Didnd Sup€rvi8or (PSDS)

M6mbers Education Program Sup€rvisors (ClD) to be identified by the Chair
Senior Educalion Prcgram Specialist for Planning and Rslearch
(sGoo)
DMsion PlannirE Offcer (SGOD)
Other Diviaion or School Personnel to be kbnlified by th3 Chair and
Vice Chrir



slla valkiate the preseded SFI and SFs wflh the adusl online ,ecord ol the
sciool in the LlS.

Ther€ willbe no chocliog of form! .t thr DLtrict Lrvel. But if the District has
a PSDS, hoEhe sh€l provide technical assistancs to all schools wfiin hirhr.
jurisdiction without duCicating the checking activity at th! School Levcl.
Because of the familiadty of ttE PSDS with he ar€a, the PSDS shal be
assigned as provisionary Mce Chai. of the DCC in his/her dace of essignm€nt
to proviire general informrtron about th€ srhools and coordinatr the activity wifi
the school head8.

1.3 lnlti.l Tl3ks ot lha DCC

The OCC shall convene b agrse on lhE spocific taskE of each mEmber and the
sch€dule of checking of forms. The sciedule ol checking sho{rld be
communjcatad oficially rbt less than frneso days (15) deys prior to the aclual
chscking 8ch6dule.

The sd|edule of quartsrly examinalion as Btipulatad in th€ annual sdlool
calendar 8hall be stridly ob6erv€d. tlo intemal advance #ule of
examinstion shall be given ,or graduatirE/movi.lg up laveb (Gradc 6 end Grade
10) as ttE taditinal praclice of ranking rf horors, paribuh y the instrucfion to
announce the list ot honors 15 days pior to gradualion is no longer apdicable
and de€m€d unnecesaary as a consequenc€ ol th€ implementalion of DO No.
3t), s.2016. 

I

I

2. At the School Leval

lnitiel Tdsks d the Class Adyiset

At the b€ginning of the school t'ear, the class adviser shall collect supporting
documents to €stablish lhs ijentity of eacft leamer assign€d to his/hor advbory
dess. SuppodirE docu(€nls or r€trIgncos rnay indu& bd are not limited lo the
PSA Birth Cenificate, Baptirmal Cst'ticate oI any equivalont docurnent. lf the
learrer carne from another school, the dass advFor shall coo.dinate the tlensfer
cf the Leam€fs Permanent Academic Record and valadate iG adhenticity. Ths
guidelin6 for the tl"anstsr of lhe teEme/s academic Gcords 8s pmviffi in DO
No. 54, s. 2016 shall bs propsrly obsarvcd. The clas8 advissr shall observo duo
dilbence in encodiru ths leamefs basic irfomatiofl into the LIS to avoid issu€8
in dsta accurac, and reliability. The hameis acad€mic reco.d8 shall bc tho b88i8
ot fie advkar for snrolling or validating thr sai,l hem€r in the LlS.

Aftsr encoding all leamor information in the LlS, the clase adviger can genarate
SF1 using his,/her system account. Thb shall b€com6 the official enrollment list ol
his/her clsss and shall be usad as IaErence in any other reporting that requiros
the list of ofhcially enrolled le n€I3.

The clase adviser shall also &wnload SF2 from the LIS with pre-loaded names
of learners. This Leemer Daily Attendanc€ Report shall bo iorwarded to the
school h€ad for asso3smsr{ rrd consolirrstior, and lo Serve as re rrBnce for the
consolidated rsport on monthly movemeris of leamers as requited in SF4 or tha
Monltrly Learner lrrlo€monl ad AtErdence Report.

At the end of th6 school yes, oncs the computalion of liml raiing for eadr
lcaming area is done, ths class edvisar shall fansier ttl€6e grades ,rom his/tr€r
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ns to (4) SFs (SFr, lFl+!b.r!y & flald|. SFs and SF8) g..rit!, toflr,
fic LE rhsl bc urc ftrirr d d|.ddng atd $ouH ba erpporH b, ltta
.99rwie do€unq{r.

i

rb rW hb 6FlO. I fdr rna sFlo .hould not be prapersd qu.rbrly to
avoil erasuGs in th6 dcument by ensuring that only linal glade3 ar6 record€d.
The validated SF'10 wlll be the basi6 for updating each leama/3 ststus
(promoted, conditionally promoted ol r€tained) in the US as ot end of school
year. Provisions stipuLed in DepEd frer No. 58, s. 201 7 Seclion lV,
paragEphe D & E and DepEd frsr No- 69, s. 20'16 Section lV, paraoreph B
shall be Btrictly observed. SF5 and SF6 or the Rapo( on Promolbn and L€vel of
Proficioncy and the Surmarized Report on Promotion arld Level o, Profrcbncy,
respeclively, for each clara can be generated from th€ LIS using thB school leval
acaesg a@ounE.

The SFsK shall b€ us€d for Kind€rgarten as validated by the Eedy Chldhood
Care and Developmgnt (ECCD) ChocklEt post-test result and the Kind€rgarlen
Progi6$ Repo.l. Class adviserE in Kindergarten aIB not requir6d to preparE
SFlGES (formsrly Form '137).

Fcr gnd+lgtho,hg rp
ahd -o la€pa€ amr*
2016 or tl. md rs*
ryd8 ard cortficates be

2.1 Compo3t0on of the School Ch.ctlng Commltteo (SCC)

A chocking committee shall also be creatsd at the school level with the 8chool
head as the Chair A8 SCC Chair, ths school head shall d€termine th€
membership ol the SCC. Ther€ will be two (2) Mce Chairs et th€ SCC. Thr ICT
Coordinator or the School Fystem Administrator/s for LIS/EBEIS Ehall asrvs as
the Mce Chair for Enrollm+t Counts and Leamer Profle. The school head shall
also appoint the mosl caphue school Dersonnel as Mce Chair for Cuniculum
and Assessment. The Mct ChEir tor Enrollment Count and Lsamer Profilo will
focus on Lls"related i$uea ard sdrool report gansration while the Vice Chair
for Cuniculum and A3s€s8ment will emure thd the cor ert ot school foms and
reports are compliant wlh the policies related to enollment eliJitility,
cunic lum, promotion, and ret€nlion.

Thsre is an edvantage if tlB school Monitoring and Eveluation (M&E) team (if
already functional) shall bc hcluded h the membership of the SCC.

Sdlools with three (3) or moro sectiofls in eacfi grad€ bvel may organize 3ub
clmmittees comprEed of lha cless advisars ard other 6ubied teachers.

2.2 Rol€a .nd Fuoction3 ot lht SCC

The SCC is expectcd to corduct a p.e-€hecking ac{ivity invohing the thorough
review of all leame/s .9@rds for all classes in prsparation for the scheduM
checking of forms nith the DCC.

The SCC is also lasked to communicate rvith the DCC regardirE tho schedule
for the checking ot roms and oth€r n€c6ssary anang€m$tE. lt b 8bo the
r$poflEitility ot lhe SCC to di8cuss th6 rB3ult and finding8 ot the OCC during
ths dtackirE.

Page 5 of 15

I



Raspoo.bb
P.rtprrs

:Fatarurcra
(Docet lttt b !..ollGi.dl

o{Etr,
(RrDo.tlrFfitl io b. va{drld}

Class Advi8ers

Comfrile supporting dodrment8
particularly on the leame/s eligibility for
admission, such as:
o PSA Birth Cartificat€/other equival€nt

doqJmeril
. SFg (fom6rly Fo.m 1 :18) and SF1 0
(fomody Fom 137), or ECCD
CheckIst, Kindargartdl Progre6s
R€port, aM Csnificate 0f Compl€dion
for Kinder

r PEPT/PWA&E Certificate (if
applicable)

EBur6 lhat the follofling SFs gen€rated
from the LIS are correcl:
. SFI - School Registar
. SF2 - Learner Daily Attandanca Report

(tor the month of Fabruary and March
onlY)

.SF5 - Report on Promotion and Level
of Proilchncy
(including SF$K, SFsA-SHS and
SFsB-SHS for Grade '12)

Ensure thel the ,olloxing SFs gpnorated
ftom the LIS are coned:
.SF4 - Monthly Leamer Movement and

Attendanca Raport (tor tho morihs ot
February aM MarEh only)

.SFG - Summarized Report or
Promolion and Level of ProficiencySchool Heads

Preparc Sunmary Rcpod using tho
follo ,ing r6fsrences Fovid€d by lhe class
adviBefg:
.SF1 - School Register
. SF2 - Leame, Daily Atterdanoe R.port

(for lhe month of Februty and March
only)

.SFs - Report on Promotion and Lewl
of Proficiency
(includino SF K, SFSA-SHS and
SFs&SHS ,or Grado 12, as
appropiate)

Upon completion of all Equirgments and relevant documents, class advis€ra
and scl|ool heads shail parform the folloling:

Table 2. of lesks ard Retaruce Documenls at lhe School Level

B. During Re.ding rnd Ci8cking ot Forma

l. At th. School Lovel

lmmediately affer the tabulauon of 4h quartsr examination r€sllls for g.ade levels
that shall move up/graduats (Kinder, Gradss 6, 10, & 12) has baen proc$8€d
and record€d in the appropriat€ fo(ms, the SCC shall sta tho schoollevel
checking. This may be done lhmwh sub-committeos per gEde level in large
schools or h,tlatevgr structur€ d€arfled e{ici6nt in smal schools.

The review shall locus on th3 accurecy of th6 l€amer profiles and onrollmer{
eligibilily u6ing reliabb rsfererces such es but nol limitsd to th€ Bitth Certificat€,
Learne/s Pemanenl Aca&mic R€cod (SF1O fotmerly Fotm 137), or appropriate
c6rtficalions.

The findings of the SCC ahould be communicaled to the concEmed cla83 adviser
in order lo improve his or her pBparation o, reports. Comm€ndation should abo
b€ given wtlen it E due.
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Eledronic fofms pr€-loaded with laenler irt'ormatbn and their gBneral averages
downloadable from thE LIS are not subject for €diting manually or outside ths LlS.
Any co.rectioo shall be &ne in the SF1 and et efitually in the Lsarn€ds P.dl6
modul€ in the LlS. Print layout, ordor or arang€ment of the list of leame/s
names should likflise not bc edt6{. Th€ furmal and content of sy8En-
generated SFs arB consi&Ed final and official. Commerciallzod olectsonlc
rchool torms as mentiooed in DO No. 58, s. 2017 Section Vll (Sp€ci8l
Povision), lhall not Do ocolrizrd ror acceptod. To en8ur6 thet only SFs
generated from the LIS ara being pr8sented during tho chocking of fomr, lhc
designated LIS or ICT Coordinator is required to sign or initial each SF.

SF10 and SFg (fomerly Forms 137 and 138, rsspectively) shall b6 manually
updated and must b6 condster with the SFs and otl€r dodimonE. For easy
rrterence and cfoss-ciecking, boginning SY 201&2019, the arrang€m6nt of
laarrerE'names in lhe SFg (romedy Fom 138) Ehould be ffittan the ray it uras
generated in the SFs. Curcntly, the system-gansraGd SF8 prid the name of
leamsra in lhis ordor bgt lEme, tirat name, narng exlension, and middle nemc.
For uniiormity and co.red recoding, the sxtension namc (if 8ny), mu3t b6
ancoded in LIS in the ssFrate data field for odsnsion name r€gardless of the
order in whidr it ap06ared in the E irth Cerlific€to or other rela6 documer{.

lE d car&C- (rs3.
Gr.d.s 6, 1D, &rC'.iEfi

Once the SCC has completod the checting of forms for all classes in all grade
lsvels, the SCC shall accomplish the School Forms Ch€d(ng R€pod (SFCRI)
ettachod a6 Annex 1a. The dala elem€nts desqiption is atlachad as Annex 2.
EnorE and incorisistancies obeen.€d by the SCC should b€ communhat€d to
class advBers for adiustment in thg US. Etrsciivo SY 2018-2019, th€ SFCR of
ths pGvious School Year can be us€d s rBfursnca to dst€mine fiogrBss or
improvement of the cunent School Yoar.

The r€8ults of the cfiecking as obtaired from the SFCR may be usod as
reterence or meanB of varificstion (MOV), whenewr apprgprialr, in
sccomplishing rabvant info.metion in ths lndividual Pdbmancc Committlt€r
and Roview Form (IPCRF) oft€achers.

Z At ttc Divltion Lovll

2.1 Selection d Cl$t€. for Ched(ing of Forms

Tha DCC shall condud the
Uut llld lltof,

5

*h€drrb fu lha mtbg rp
lor olher grad6 levels may ihs
week of April. The DCC should also notfy the SCC of thB sd€dule.

Kinder, Grade 1, Grad€ 6, Grede 7, Grade 10, Grade 11, and Grad€ 12 shell be
the priority grade tsvels br ciecking. Thus, more sec{ions in th€se grade lowb
shall be subiesl€d to the cheddng of forms. Tabl€ 3 b6low provid6 a guide on
how to detsrmine th€ number of seciions thal shall be checked for cach sdrool
type: L

I
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trbrl(y Gr.& L3Td.8t oasarloof
fu.*don ognt*Bd e dknefi

in UE Niuiry gt8& levelg Pa(@ dgp Edtndd rtktiflun
1,,o. o, Cresses

O0lcr Gnda lr,tl
,rnii ,n l&.. d Cl*ss

all 2Very Small (99 8nd b€lo,v) 100%

Small (100 to 299) 5o% 4

Medium (3@ to 499) 30% 5 2

20% 6 3Larye (500 to 799)

7 4Very Laro€ (800 to 999) 10%

Hug€ ( 1,000 and above) 596 I 5

Tdblo 3. School Size Sa',l/dry Gukle

p8rameler us€d fu lhis s{,tcd dassiflcatum is the cotnbined entc,/,/,,ent ot Kinder,
G,€de 1 end G,ade 6 fot Elermnla.y School. For Junior Hi!]h S6noor, i is the cotnbiBd
enrollrtsnl of Grade 7 atd Grade 10. For Senfu High Scllool it is the cornbiBd enrdnent
of Gl€d€ 11 aN G.ade 12. TI?€ sM das{l/it?[b,t eM in thb Niry is i end€d #y
lor the gruling ot sch@ls lN the annual ched<W ddivity ad shal ,nl afred othet exiding
schml classifrcatbn criteria.

For schools catsgorized at very Small, all dasses of priorily grade lcwE Eh8f,
undergo the checking of forms. The minimum .umbcr of class€6 in olher grsde
levals that shsll undsrgo chacking shall be determined through drayving of lots.

For schools cat€godzd aa Smdl, llodium, LaOe, Very Large, and Huge, the
minimum number of cla$es of pdority grade levels lhat 3hall undergo tho
crrsckirE of forms shall be determined throLlgh drawing of loE. For other grsde
levels, the dasses thd will be subjeded for checking shall also be detetmined
through drawing d lots a8 propodioned.

For grad6 leveb with clarses le3s than the required minimum number, no
drav/ing of lots is necessary. All dass€s shali undergo $ed(ing of foms.

Wure fu Drdwing d Lds

The DCC ahall ensurB lhat all dasses in tl|e SFO are also r€fieded in tie SFCRT
signed by th€ SCC. All cle$es in all levels thall bE included in tlle lisl of cla886s
to be ramed for dEwing of lots. The reffe shall be coMuci€d by the DCC, 8nd
mwt be dons in the prEsenqe of th6 SCC on lhe actual day of checking, ercuring
lhe rep{esentation of p.iority and other gredc lewls as providgd in Table 3. t{o
raffle or drawing of lots shall b€ made prior to the day of adual checking.

2.2 P.r.mourfi Corsidrr.dor3 ln the Chccklng of School Fom!

Sinca only tha LIs{en€raf.d sdrool torms shel be Eesented, it i8 unnscessary
to retype/reformat th€ namo of leamers. The format and oder of leamgrs' nam€s
in the L|S-gsnerated s€lrcol ,oms aro consk el€d final aM oficial. Th€ sFtom
shell aho delermino th6 mrgins, fonl name, iont sizs and placement oI the
extension name if any. trdifications such as lhs insertion of additional colrrmn/s
is/aG not allor€d.
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For printing, A4 (8.27" x 1 1.69") or Long/Folio (8.5" x 13') size white bond paper
may ba ussd depsnding oo its availability in tha school. Forms shall bo printad
using black ink.

The DCC n€ed not be parti:ular on thess 'cosmelic' 6pects, hJt shouH bcrrs
instead on the accuracy ard consBbocy of leamer irfomation across all reports
and against rebvant referBnce doo/ments.

The DCC ahall focus on the lollowing:

Check [le availability of supporling docume.f8 for entry grade lovols
(Kirder, Gradc I, Grad€ 7, ard Grade 11) and learnors who tranEfer€d in
or moved in for other glade lewls.

fable 4 lor Gnde Levels

ii. Check the corectness of the iollowing sdrool forms and certificates br
Grade 1 and exiting grade,evals (Kinder, Gradss 6, 10, & 12).

Table 5. tueas lot CID

srafxthgqocilhrr
Kind6r Bi h dedilicate (5 yeaE old as ofAugust 31)

Grade 1 Kinde( Completion Certifrcate and ECCD Checklist

Gre& 7 Elom.ntary Compl€tbn Cefiifilats or SF1GES

Grade 11 JHS MovirE Up Cadificate or SFIGJHS

Tmnst€fiEd ln or Mowd ln to
other grade l€vols

SF10 With attadsd Bidh Cerlificete

For Acc.lerated/D€pEd
A$essment Passers

PEPTiPVT Rating or ALS A&E Equivsl€ncy Cerlificale

€tr&irL.vd crt(h.t b Cottecy fr.Sfr f

Kinder

The omnibus Policy on KindeEarlen (DO 47, s.
2016) or the mct recsr 8pplicable polici€s 8ho{ld
bc sfidly obssNed.

LRN printed in the Completion Csrtificat€ and
ECCD Checklist should bs consbter with the LRN
in the SF1.

Grade 6

The exbting applicable dicies on Eomolion,
r€tention, awerding ot honors, and acc€leration
should be stridly obssn€d.

LRN pdnted in th6 Completion certificato, SFs,
and SF1GES shouH be consist€nt vyith the LRN in
the SFl.

The existing appli€ble policiss on promotim,
r6t€ntion, a$nrding of hono6, ald accal€ration
should be stric-tly ob6erved.crade 10

lnformation in the
SFI is consistent
with what ie written
in the Bidh
Certificate.
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Grtdr Lard C'liffiab Oon ffilcJ ln gF3

LRN print€d in the Moving-Up C€rlificate, SFs, and
SF1GJHS should bs consistent wilh the LRN in
the SF1.

Grade '12

Th€ existing applicable policies on promotion,
retertion, awarding ol honors, and ecceleration
should b3 stridly observed.

LRN pdnt€d in tlle Colnpletirn Ce.tific.t6/Diplome,
SFsA, SFsB, and SFIGSHS should be consistant
with fie LRN in fie SF1.

Be reminded that thc Llat ot Grdo.tss .nd documontalEpottt in
rcLtlor to tho rankino ol honors atr ro longor ]lquirld.

Should there be discrBp'ancbs in tfie leame/s profla (a.9. Eirln Certificate
vis-e-vb the SFl), tha nec€ssary adjustmenE mu6t be made by the class
advi8e./School SFtem Admini8llabr in the US. lf ther€ ar€ discrepancbs
b€trr,6en the SF5 and the SF10, the Cla3s Record ot thc cla8E advber may
be presfft€d for validalioo. As tho Vice Chair ot lhe SCC, the ICT
Coo.dinstor or School System Administrator for LIS,/EBEIS shall onsurc that
all dbsepancies foutd durirE lhe cheddng aIe r€conciled and that ttre
conesponding adjust n6nts are applied in the LlS.

iii. Ch€ck lhe intormation on enrollment counl and leamer movement

Table 6. F@us A,"as for SCOD

sF4

For graduating (Grades 6 and 12) and moving up (Kinder and Grads 10) grad6 lewls,
the SF2 and SF4 for the month of Fobruary shafl be usad during the checkirE.

Validate th6 cumulalive numbtr of scfiool l6avers (dropp€d out) and learncra who
transfered out by checking the SFl and SF2 of each sedion or grade lev€|.

Validat€ ths supportirE docurEnts for leamers reportsd to have transfoned out lo a
school ab{o8d, an int6rnatirnal s{fiool, an ALS program, or t.gg€d as dropped out due
to death.

SFs &
SF6

For graduating (Grad6s 6 and 12) and moving up (Kinder and Grade 10) grads lEwls,
thc SF2 and SF4 for the month of February shal be ussd durirE the cfieckirE.

The tolal number of leamsrs par class as rBcoded in SFI should be consistor with
ths total numbsr ol leamerB who aclualty reported to school as ot March 31 as
recoded in SF4. Thc brBakdoyn of enrollmed by grade level in SF4 must bc talli€d
with th3 ksakdor n of promotod and retained, disaggr6gated by grade lewl in SF6.
For graduating gradB levol8 (Grrde8 6 and 12), the SF,l for the monih of F€bruary shafl
b€ us€d for the puDose of cfiecking.
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Diagram 1. Foc-us Areas of Cheddng
and Means of lblidatlon

A Sd|ool t v.l OrddnS
Allclassas br aU Brade levels

& Dirrido! Lrr.l(t dd.t
'Ptlottty 6rada Levds

SGOO focns
(Enrolm.nt Count, \.
dropped out,
tnnsftnrd ln/out,
number a,
pronlotd

'1 -

/r.talnedl

I

OD fodrs
(Enrdmlnr €lttlblllry
ahd sscssmeit
comdlanca that
lEiud€6 Fomotlon/
rctantirn or
accelarationl

' R.ndomly t l..t!d olc.tt 6r v.ry !m.ll r.hool

Fill out th€ Sctpol Fomi Checking Repod (SFCRI).

I

At ths end of ths chedkirE of iorms, the commitbe'a finding3 shell be
consolidatsd in an obscrvattun roport using th3 SFCR1. The DCC shell
prepare an SFCR1 in thrBs (3) copies, refleding only the classes that tlley
r€vbusd. Ths €ntries in the lernplaiB, particd.rly the l6vel of corech€8s
or accuracy, shall b3 di8cussed by tho committee en banc befoG
communicsting lll6m to lhe SCC. Ths sumrEry rrpod shall sub6lantially
,ocus on th€ follorving:

1. Numbsr of Leam€/8 Rards

o no. of l€am€is recoads examined/revieured
E no. d loarEas recods with incoosisient intomation in oIt

or more Sdrool fomS 0r rebrgnca documonls
tr no. of leatlleis r€cords without ooo or mo(s reierence

documenB Buch as lhe Birth Certiticate and SF10 (fomerly
Form 137) trom puuic sdrools

Note lhat Ternporarily Enrolled leamers s.g. have pondirE
transfer of SF10 (formedy Form 137) should not be induded in
Tabl6 1 and 2 of tha SFCR1.

H

ffi

ffiffi
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For tla.3br6d/mov6d in:

o no. of le{ner3 wilh SF10 received wihin 30 days upoir
enrdbner{ of lhe lrarne.

o no. ot lean€,8 without SF10 tro.n th€ orEinating sdrool,
indi(ring tho l€son for thE pendiru t'ansfrtr of th€ saii
documer[ and the nam6 of the Bdtod

All lesn€is stlo tr€nsfenedrno/ed in shall be r€cord€d in
Tabhs 3 and ,a of t|e SFCR1.Note that PEPT/PVT or AL9A&E
Cenificate holdeB thall not be included in lhe counl.

,1. Summary of Findi

The DCC should

2. Etreclive SY2018{0r9, hs SFCR prepaied and sEned by ths DCC
of the pravious &hool Year can bo used as refeEnce during
checking to dst€min€ progress or improv€ment gt lhe cunent
SchoolYear.

3. Specifr T€chnical Assbtance provided by the DCC

The DCC b requiEd to prwide technical assis,iance to schools ryith
diffiqJlties and eraur9 that all concemed sciool personncl sre wgll
inforned of any develop.nent Glative to tre pl€paratim of school
foms. As sudr, thg content d the r€pqt *|qld be disctrs8€d by the
DCC tlrlh ti€
checking ac{ivity

ard tho concsDed das adrilers a6 pan of the
copy of the SFCRI prepared and *n€d by the

DCC shall bo to the 8chool ard another copy to ths PSOS.

and Rgcornrnenda{ions

a narEtive report of the findings obs€fv€d
in all schools a8 supporfod by figurEs/stati8tics recorded in tho

iaau6s encounlered such as but not nmitsd to letgSFCRI
or incomplete subniEsion of supporting documenb, trangfer of SFl0
(formerly Form 13/), chsll€flges or confusbn caused by a spccifrc
provision of a policy Gl8t6d to enrolkEnt, asaEaar!€nt or
qrn'lculum, ulilization of comrnercia[zed and unautho.ized elecuonic
schod forms, it any, ars to bs highlighted. The bsu6 sha[ be
p.Geflted widl r@.nrlendatbna trom thg corrynitb€ on how to
manago or addras tho obso,ved challenge6. Non-corndiance wifl
Itte spedal provilion of D6p€d Oder 58,3.2017 (Cornrn€rchlized
Electoflic Forn6) shall ako included in thk report. lf good
paqlicss/atategirs pro\€a freciive in one or mo.e sclEol8 a,E
ob6enEd, thess shoold also bo included in this Gport. The SCC and
the PSDS shan de be given a cop,y oflhe report.
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The nowchart belo!'v illu3tratos the slandard ctlecking proc€a8 end LIS adiustm€nt8 to be
made, if neceseary. Also identified are the supponing dooJments to b€ used I
.eterencs at each level ol validation:

Flowchart 1. Standard
Process rnd Sys{em
vslidation

\al6.tion ent -+
3. st a tor rt @nirE.t .a.bMw

5. aCCoChBUu 16. kind.rl
6. Cdtnob.lc.rir'Lti6/Odotr.
7. Otif c.dno.d.n .rd@Mt.,

s@'!rt ryllor..rihiocu6t:
L &,6C.rraor./.q.if,5ii

3. Cr.ai6d {ihryolcndd
4 Sf 2 bi dt. 'Mrilof L!tu ry

Yts

lEs

€

It is important for the DCC to ensure th€l th6 ciec*ing of iorm8 does not pose additioral
burden to teachels, but instead enablas them to produc€ quality rBports. The SFCR
prBparBd and signed by OCC shall be {iscussed with tl€ SCC. As the SCC Chair, the
scfiool h8ad shall afix hb/her signature lo 8ignity hb/her agraament with the rgport

C. Po.t Ch.cking

1. At the School Lsv€l

Findings, obs€rvatbns, arld recomm€nddions lrom lhe DCC tecordod in the
SFCRI may be included in the aganda lor the next school-tased Lraming Adion
Coll (LAC) sesrion.

Tho school head, with the technical a$i8tanc€ ot tlle School System
Administrator, shall ensure that ell adjuslments mad6 during the chocking are
t3lMed in th€ LlS.

Wfrin nvB (5) working days afrer tra drec|(ing conduct€d by tho I)cC, $e school
shall submit one duly silned qEinsl cogy of fle SF4, SFs, and SF6. No
Sdd,tional report oth€r than what has b€en stipul8tsd shall be rcquired iom the
school for sut niasion to the DCC.

2. At the DivBion L€wl
l

The PSOS shall consofdate the SFCRI of all schools in hisrher School Disttict
and compute th€ Distu Accuracy Level to be racodsd in Table I of the
Consolidated Dbtricl School Foms Checking Repod (SFCR2) atlsched 6
Annex lb. For School Distric$ with no PSDS, ths DCC shell prspare lhe
SFCR2. The SFCR2 ml]st be s(rn€d by the Chair and msmbar3 of th€ DCC.
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The SFCR2 for all Districts shall then be consolidat€d by the DCC. ThE shall be
the basis for computatioo of tle Divbion Ac€(rlacy Lewl to be recorded in Table
I of the Consolidatod Division School Forms Ch8cking Report (SFCR3) attached
aE Annex lc. This may be us€d as rBbrence in a6s€asmer* reportt pertaining to
school data manag€ment d LIS/EBEIS housekoeping performance of the
school and the SOO. The DCD must submit ths SFCR3 with the olticial report of
,indings and recommendalons to the oftca of the Sc+rools DMsion
Sup€rintandcr{ not lder lhan tt|g second Mondsy of May at the end of eacrr
school yeer-

Vl. Odler Provl.lons

1. Simple food or rofrsshments servod during the chsc*ing of forms by lh€ DCC may b€
dla€ed agoinst school Maint€nance and other Operdir€ Expsns8s (MOOE) or
school canteen tunds, sutjed to the usual govemment accounting and auditing rule8
and rBguldions. Under no circumstanc$ shall the ch€cking of forms place undue
financial burden on th€ teacherg q lesmers, and no coatribution in eny form shall b€
co oaied from them.

2. Transportation oxp€ns€B inqnred by the DCC or of th6ir dEputizod rsprssentatiws
may be reimbuBed against SDO funds, subFd to the uEual govemms.* eccounting
and auditing rul6s and regulalions.

3. The SCC and DCC should NOT rQquire the olass adviser to pr3pare and submit ths
Jollodng school forms:

a. gEeleE-sslgglEe4s

Forms that t ere Gplaced by modified sohool foms throqh DO No. 4, s. 201,1
are no lorEsr rsquired to bs prrpared at the school level, such 8s but not limited
to the List of Gradud6, Form 18 (Refprt oo Promotbn), Fom 3 (Principal
Report of Enrollment & AtteMalca), Form 19 (Assignmed List ot Teachers), end
Form 29 (Teacho/s Program).

I

b. Local Forms for Rankim of Horbrs

The SF5 upon validation against the SFlo, and if nscessary, cross-checked with
the da$ r"cord, can be used to evaluate and detcrmine the learneG wtlo a,B
candidates for honoG and dtl6r citations. S{*rcols are nol Gquired to gepare
additional local torms lor the raking of honors sincs, as previously mer*ioned,
the traditionel practice of rankirE has nol b€en applicable sincs SY 20'l&2017
The provisions stipulat€d in DO No.36, s.2016 or in sxisting apPlicable
guidelines should b€ ob6srved.

c. AOdlt!9lalBsr.cu9tr9!ts

Locally developed forms with similar data elements to phased out fotms should
not be required for pr€paratioo and submission. Any r€+ remer$ nol Eteted in

this Poliiry shall lirst be submlted to the Regional Ofiice - Curiculum 8nd

Leaming Managernent DivBion (ROCLMD) and to the Pdicy' Planning, ard
Resesr;h Division (RO-PPRD) which 3hall communicale their re@mmeMation to
the Pianning Sorvice at the C€aItFl Offce for clgarance.
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4. The definition of Moved ln/OJt as stated in DO No. 3, s. 2018 Basic Education
Enrollment Policy Seclion lV Dofinition of Tems (items E & F) b beirE darified to
refer to migration of l€amers in and out ofthe school between school y€ars.

vll. 
'.onitoring 

and Evaluadon

Stricl coopliance with this PoIcy and other approprist€ provisions in DO No. 4, s.
2014 and with the existing applicablo guidelines on school forms shall be jointly
monitored by the SGOD - Scfiool Mana$msr{ MEE Unit and the CID of all SDOS
nationwide. The Policy, Phnnhg, and Rssearch Division (PPRO) at th€ R8gional
Office shall also conduct policy comdiance monitoring and addre8s policy
implems ation is3ues. All unrGdwd i8suos on the provisions of this Policy shall be
€bvat€d to ths Planning Servica at the Cent"al Ofiice.

Vlll, Eff.ctiYity

Thb policy shalltake efbct beghning SY 2017-2018 immEdiately upon publication in
the DepEd oficial wsbsite and shall remain in force end efiecl, unls8s sooner
repsaled, amend€d, or rs6cin&d.

lx. RetaEnc..

DepEd Order No. 3, s. 2018, Batic Education Enrollment Policy

DepEd frer No. 58, s. 2017, Adodion of New Srod Fofms for Kindergatten,
Senior High School, Altemative LeemirE Syslem, Health and Nutrition and
Standardizetion of Permanent Racords

DepEd Order No. 54, s.2016, quE€lines on the Requert and Tramfer of L6arn€/8
Srool Records

OepEd frer No. 36, 6. 2016, Policy Guid€line8 on Awads and R€cognition for tho K
to 12 Bssic Education Program

DepEd Order No. 8, s. 2015, Polcy Guid€linos on Classroom Ass€ssment for th6 K
lo 12 Basic EducAion Program

OepEd Order No. 4, s. 2014, Adetion of lhe Modified Scfiool Forms (SFs) for Public
Elemeriary and Secondary Schools Effac{ive End of Sctrool Y€ar 201}m14

DepEd frer No.33, s.2013, Lesrner lnfomdion System (LlS) ha HousekeeF*E
and lmplementalion for School Yoar (SY) 20112014
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Repo' t Code:'SFCR1

stfloor trAME:

Annex 1a

SCH(X)L FORMS CHECXING REPORT

scflooa lD: DEfRlcIT

lable 1. L.ar6er RGcod3 Eramln d/Rovl€wed

Grade
Level

Section Nama ofAdviser Date che.ked
No. o, Examlned/Reviewed'

No. with Inconsistency or lncomplete
S!ppoting Documents

Male Female Total Male Female Total

School Totll

Trbl. 2. L..rnrr R.cords hrlth lnconabta ol EmoB

No. of Records per Nature of Efior.
DCC Observation/Comment or ?echnical

Arsistonc€ ProvldedWith lncomplete
Supportlng Oocuments

with
lnconslstency/Error

Total
Grade
tevel

Section Name of Adviser

.Do not include Tempoadly En|Dlkd L.ome6 os dcfincd ln DeWd Net No. 3, t. 20t8.

..t6Accutocy rcle6 lo te Frcentoge ol conec:t/consistent Qcotds ov€t totol rccofils exomlned or l?vicwd,



Repun Code:sFCR1

?abh 3. Flr Tr.nsrentd ln/Mov.d ln

Annex 1a

Grade
Level

sectlon Name of Adviser

Transfer of SF10 (rormo,ly Fo.m 137)
DCC Observation/Comment or Technlcal

fusistana6 Providedwith sF10
wirhout sF10...

(For Tempor..ily Enrolled)
Received w/ln

30 days
Received beyond

30 days
From P.ivate

school
From Public

schoofSUC/LUC

"'Do not lnclude PEPT/PW or AIS-a&E Cerdflcote holdets.

t th a. 5e. T.a..r.n d hy'$otrad h fa.rn$r ly.thost SF 10 (ro.n .ly FoIm 134
Grade
Le!el

S€ctioh tLme o, Adviser LRN Name of Leamea ame of OrlglnatinA School School lD Division/ Retion

Type of Checking Commlttee: _ School ChectinS Commltte€ (SCC) _ Division ChectinS Committee (oCC)

Prepared by:

chalr vice chalrs Member Member

fclrls below ore sokly tor the use of the Dlvlslon Checking Commlttee IOCC) --

Member

School Head/SCC Chair Date Completed (Divlsion l"evel)



Report code:5FCR2'

DlSlilCT IAMEr

Annexlb

CONSOTIDATED DISTRICT SCHOOL FORMS CHECI(ING REPORT

PSDS: Dlvlslo :

Tabla l. l,€.m.r Racords Examln.d/RaviawGd

School Name School lD
Name of School

Head
Date

Completed
o. of Examined/Revlewed'

No. with lnconristency or
lncomglete Suppoting Documents % Accuracy'*

Male Female Total Male Female Total

Dl5tri.t lotal

Trbl.2, L..rn.r R.aord! whh or Eltoa
No. of Records per ltature of [,ror'

DCC obs€rvatlon/Comment or Technical
Assistance Provided

TotalSchool lD Name ofSchool Head
With lncomplete

supportint
Documents

wlth
lnconsistenay/

Enor

School Name

.Do not lnclude fempototlly Fn olle.l bome6 os.kffn d ln oaQd Orde. No. 3, s.2078.

."gccuroay EleB to the Perccatoge ol cotrccVcottslstent rccolds ovca totol recotds exdfiincd or rcviewed.



Report code:sFcRz
Tabl. 3. For T.atrsianld

Annexlb
lr

. * a Oo not ln.lude PEP\/PW ot ALS-A&E Certificok holde6.

T.ansfer of SFlo (formerly Form 137)
DCC Observation/Comment or
Technlcal Assistance P.ovldedwith sF10

Without SF10"*
(Tempor.rily tnrolled)

Received w/in
30 days

Received

bevond 30 days
From Prlvate

School

School lD
Name of School

Head
From Publir

schooysuC/LUC

school Name

T.blc 4. For Tr.ntLned ln L!.rn.Jt Wthout SF l0 form t37l
school Name school lD LRN Name of Learner Name of OrisinatlnB School SchoollD Dlvislon/Regio n

llelds bclow ore only lor the use ol the Avlslon Ch.cung CommltEe IDCC) .------

Prcpa.ed by

Chair Vice Chair Member Membe. Memter

Verified by:

Vlce Ch.ir (PSDSI Date completed (Distrid l"!vel)



Report Code:.SFcR3

Dlvlslol{ |

Tabte !. taamcr Raaord3 Examlnrd/RrvLtt €d

CONSOLIDATED DIVISION SCHOOT FORMS CHECXING REPORT

sDs:

Annex 1c

REGIO :

District Name/ Cluster Name of PsDs/ln-cha'ge Date completed
No. of Examined/Reviewed'

No. with lnconsistency oa lncomplete
Supponint ogcuhents

96 Accuracy+*

Male Female Total Mal€ Female Total

Dlul.lon Tot l

fauc 2. tcarnar Racordr whh lftooslttatrallcs ot Erto.

oistrict Name/ Cluster Name ofPSDS/ln-chaGe

No. of Records per Nature of E.roa DCC Observatioh/Comment or Technlca I Aslistance
Provided

Wlth lncomplete
SupportinS Oocuments

wrh
lnconsistency/E.ror

Total

.Do noa lacM. fempomtlly En/olled Leome6 os d"fuEd in EpEd Oder llo- i, s, mtE.

'. ccutocl releB to lha Nrcenloge ol cofie cotttlstant Ecordt over tolol recotds emminett ot leview*t.



Reportcode:'5FCR3

TEbl€ 3. ForYr.n3frr€d ln/Moved ln

Annex 1c

District N.me/ Clutter N.me ot PSDYh-chaBe

Transfer ofSF10 (formerly Form 137) DCC Obs€rvation/Comment or
Technical Assistance Provided

wtrh sF10
Without SFIO"'

(Tempo,arllV Enrolled)

Received w/in 30 days
Recelved beyond 30

days
From Private

School
troln Publlc

schooTsudLUc

...Do not include PEPf/Pw ot ALS-A&E czttticote holdeR.

fablc {, For Tr.nstctrtd ln La ncr3 ffthout sF 10 toin

--------All fiads bl!/ow orc only ht the use ol thc Division CJ,€cking Con.nlttee (OCC) -----.--*-------
Prepared bV: Date Completed (Oivision Level):

school Name School lD tRN Name of Leemer Name of OrlginatinB S.hool S.hool lD Dlvitlon/Reglon

Chairperson Vlce ChEirA Member Member Member

Endo.s€d by:

Assistant Schools oivislon Superintendent Date Submltt€d to the Off,.e of the S0S

tmpottona: Deod nc ol submlsslon to the olffce ol the SDS is on or behft the second Mondoy oJ Moy ol eoch SY



Anner 2

SCHOOL FORMS CHECXII{G REPOR'
Oata ElanBnt Oescrlrtions

code:

Schedule:

lnstructions:

SFCR1 tor School, SrcR2 tor Distdct, and SFCR3 for Division

End of School Year

1. This fo.m mun be accomplished by the .hectint clmmittee durint or after tlle
checking of school forms-

2. For Table l and Table 2, do not lnclude learnars who arc tempordrily enrolled
e.8. with pendlllt t.ansbr reguests of the SF10 (io.merly Form 137).

3. For Table 3 and Table 4, do not include PEPTIPVT or ALS-A&E Certificate holders.
4. For Table 3, indicate the numb€, of tempora,ity enrolled learners ftom both

public and p,ivate sdroolt. Use an additional sheet if needed.
5, For Table 4 llst all temporarily enrolhd learmrs without SF1O.

5. The results of the chedirg as obtained from the SFCR may be used as rcftrenac
or means of verification (MOV), whenever appropdate, in accomplishlhg
rehvant infofitlatk n ln lhe lndividual Perfomaflce CommitnEnt and neview
Form (IPCRF) of teach€rs.

7. The PSDS shall consolidatc the SFCRI of all schools in his/her School District and
compute the oistdct Accur.cy Level to be recorded in Table 1 of the
Consolidated District School Fo,ms Checking Report (SFCR2) attached as Annex
1b. For School Oistricts with no ISD' the DCC shall prepare the SrcR2,

8. the SFCR2 fo. .ll Dlstrirts shall then b€ consolidated by the DCC. This shall be
tte basis fua compstatioo of the Divilion Accuracy level to be aecoaded in
Table 1 of the Conolidated oivision school forms Checking Report (SFCR3)

attached as Annex 1c. Ihe duly si8n€d SFCR3 rlong whh the Slmmary of
Findin8s and Recomm€odations {narrative raport) must bc submitted to the
Office of the Schools Division Superintendent not later than the second
Monday of May at the rnd ofeach school year.

ITATAETEIE 
''

DErcrgndt

1 t{ame of School otfical name of school a5 redstered with ocpEd and ref,ected in the
EEEIS

School lD A six {5) digit-number assiSned to a school recognized in the EBEIS

3 PSDS Name ofthe Public Schools Dist.ict Supervisor

4 Dist.id Name of the Public &hools District where the school ls loc.ted .s
created by oepEd, and in most cases, beinS supewised by a Public

Schoob District Supe,viso.

5 Grade Le{el A degEe/stage ofa learner claisified accordinS to age and pnotress

6 saction A trow of pupils/students convened to receive instflrctlon in
a Biven cours€ or subjed

7 Name of Adviser The person in the school assiSned to supervite, 8uire, and direct a

specillc class and .ondlct actual teachinS to hivh€. asslSncd class

and otller classet if there are anY.

8 Numb€, of Elamined/Reviewed fhe nunb€r of male, female, and total hameas examined/revhwed
based on the EoSY count of Sfs.

Pate I of 3



Anner 2

DATA B.E rIfT DCsCf,rmoit

9 With lnconsistency/Error Tha number of male, female, and total lea.nals whose records weae

found to have incondstencies^rro.s

10 % Aacuracy Th€ rate of precision of the records being examined as computed
usln8thefolmula:

No. of records
elamined

No. of .ecords with
inconsistenc/earoa

9( Accuraqr = No. of records examined
r1m

11 l{o. with lnconsistency ot
lncomplete Supponim Documents

Quantity of learne, records that have lnsufficient suppoating

documents and inconsislent and/or erroneous inioamation

12 o. of Records per t{ature of Erroa

- With lncomplete Suppo,ting
Documents

QEntity of leamer ,e@rds that have insufficient suppo.tinS

documants

13 No. ot Records pe, Naturc of E.ro.

- With lncomplete SupportinS
Oocuments - With
lnconslitency/Ermr

Ouantity of Larner reco.ds that have inconsistent and/or erroneous
infomation

DCC or SCC Ob€rvatbn/Comment
or Technical Assistance Provided

A nanatt!/e of th€ checkint committee's obs€ryationr, comments, ot
teclmical assistance provifu

15 Received w/in 30 days quantity of SF10 that were forwarded lo the receivirE school within
30 days upon the enrollment ofthe leamer

16 Received b€yond 30 days quantity ot SF10 that w€re forwarded to the receiving school

beyo.d 30 days upon the enrollm€nt of the learnei

17 From Private School qurntity of transferred in or moved in without SF10 f.om originatint
privote school i.e. learneE who arE temporarlly enrolbd

18 From Publk School or SUC/LUC Ouantiv of transfened in or moved in withoul SF10 from oriSinating
puuic school or SUC/LUC

19 Learne/s Reference Number (tR ) Unique tweh/e.di8lt identlfication number asiigned to e lcamer to
keep track of his/her prog.ess throuSh the basic education cycle,

retardleis of tGnsier to another school or learnlng center in the
puuic or private sedor and promotion/movinB up from the
elementary to the t€condary level

20 Name of leamer Learlte/s name as refected in the blrth @rtlffcate issu.d by the
NSO/PSA or any equivalent doclment tecotnhed by DepEd

2t t{ame of OrigihatinS School offichl mme of the school wherc the hame, came ftom as

regiltered wlth OepEd and reflected in the €BtlS

22 0ivision/Reglon Name of the Schools Divlsion Office/ReSignal Office where the
harne/! o.igimtinS s.hool is located

23 Chair NanE of the official who heads the checliot commlttee

24 Vic€ Chair^ Name of th€ checking committee vice chairs. For the SCC, vke chairs

are the school system Administrato. o, the Lls/EBEls end th€ most
cap*le school pers{rnnel assrgned by the chair who has the
maslery/expenise in curiculum- and ait€ssment-rclaled policies.

Pate 2 of 3



Anner 2

DA?A CI.CI,IEiII DESCNTDfiO

For rfie oCC, vi@ chairs are the chief of the SGOD and the PSoS

sup€ivising the &hool Dinrict that is being checked. Ihe PSDS can
be appointed as vice chair only to hivher assitned khool District.
Thera i5 no rped for an additkxral vke chair lf th€ district is not
beiry sup€rvised by a PSDS.

2S Member Nama ofa checkint commlnee member

26 School Head Hamc of lhe school head

27 Date of Checling of Forms Date wllen the fofins aa€ checked

2A Date completed Dat. when the che.liq activity was completed in the school or in
the entire School oirtricl

Page 3 of 3



.**5k-

',ui
i&spubli. ot tD. SlriliD$in.,

@epurtment of @butstion

DepEd ORDER
No.0l2 , s. 2018

,15 HAR 20:8

REVISTOTS rO DEPDD OnDI:R XO. 6, & 2018
(School Year 20r7 20la X to 12 Basic EducatioD Program End orSchool Ycd RitB)

To: Undersecretaries
Assistant SecreBiies
Bureau and Service Directons
Regional S€qetary, ARMM
Regio.al Directo.s
Schools Division Superintcnden ts
Public and Private Elementa.ly and Secondary School Heads
AI Others Concerned

l. The Deparhent of Educatidr (DepEd) issued DepEd Order (DO) No. 6, s. 2018
entitlcd Sdrool Year 2Ol7-2O18 K to 12 Basic Educatioo Program End of School Yeai
Rites. However, rcvisions have bqen made in the following enclosures:

2

3

Enclosure No- I
EndosurE No- 2

for KindergBrten Cenifcate, aDd
for Grade 6 EleBenta4. C€rtificate

All provisions statcd itt DO 6, s. 2018 shall rcrnain in force.

Immediate dissemination of drd strict compliance with this ordcr is dirccted.

anlorEs
S€cretary

Encl.: As stated

Referenc!:
DepEd Order: (No. 6, s.2018)

To be indicated in the Perpetual Index
under the follo{,ing subjects:

TeSelate
Tefplate

BASTC EDUCATION
CERTIF'ICATE
CIIANGE
DIPI,OMA

GRADUATION
KINDERGARTEN EDUCATION
LEARNERS
POLICY

AP /Dg:8sa!io!!lsD!!-Ea!-0!a!rlNe.,0..5.2!.1€
0196/Mach 3/9. 20la

DcpEd c@pra, M.'.ro 
^'mu.. 

hig ciry 1600 P *r1*,nu-r*,*r-,*, I uru-.rrur*r"zoo I tw.acpca.eov.pt



(Enclosure No. I to DepEd Order No. 012, s. 2018)

AAtrIPLE TEUPT,IITE FOR KIITDER,GARTEN CERTIFICATE

l&epllblahd u Pilwanrd
A4,nrlti ol ttc,t tgtdcr

&ogaboran tg @luhMpon
*N dfit ol C r@non

REEryOI{ 
'qXaloplvtEa

aarroaY llo x:arxk:ocx
atvlDlrqr tlDlll&l

PUROI( I{O XBx*
,,l7'.E&? atn Urrurztx

,CxIOOO( EI.EUEITTARY SCHOOL

Pinatutunayen nito na ai
THs crnifb, ttu4

JUAN A. DELA CRUZ
l,cafncr Rdcrcncc Numbcr (LRl0i xffirq

ay kapiya-siy6n8 nalatupad .a !rya kinakailan8ian aa l(indarlartlrrgra itinaHa
has sddlloaoflU cohrletedthe tuylft'ru s lot KnAdqanen ot pt scdbd

ng Ka8awa.ran ug Edukasyon, kaya pinagkatooban Eiya nitonS
bst E Depon n nt ot Edudlon and istheftJoB aunrAedthis

I(ATUNAYAIT
CDRTIN'CA7A

Nilagdaan sa )troooo<n<, Prlipinas nitong ika-- ng Abril 2018.
Sis ed in x,xw<roe Philiprines on ttl€ _L\ daC ol Aptil 2018.

DIYISION
LOGO

ma:qot
PunonE-Gu!o

,moooaeq
Psn8aDary na Tsaapan0anihala ng mga Paaralan

Sat@ls Ditiai@ S\pabte^lt tt



(Enclosurc No. 2 to DepEd Order No.0f2, s. 2018)

AAIPI,E TEIPI"ATE TIOR GRADE 6 ELEUEI(TARY CERTIFICATE

l&epuhlihr Ig Sitipina,
Urtsblttol tt Utlli4,in r

lfiaqaboran ng @luhlryor
,ctr lt,att oI Grttttlio,t

RIHIYOIi X'o.
reDlvplf,

SANO Y ItO rOOOlxrEf,
arErqrot.E!.Erl

PUROX I{O XraXrOtX,-rtrprearffi

,OOOOO( ELD EITTARY SCHOOL

Pinatutunayan nito na Bi
ftds cefttbs tM

JUAIT A. DEI,A CRUZ
l.€alncr Rcfarcncc Nuftbc! (LRN): ,o(xr.Doo(mr

ay kaaiya-eiyang naketupad 6a llta kinakailangan 3a PaaJalang EleEentarJra na itlnakda
haB sadghdoflg enpldcd ttu raqi.moni3 lor Elafieitnty gclrool os prcscdbed

n8 KaSawaran ng Edukagyon, kay6 pinsgkalooban aijra nitong
bat a DepablentoJ ucdion and k thrr.Jore a& edthis

KATUITAYAN
cERrrrtcelt

Nilagdaan sa Xnrxom, Pilipinas nitong ika-- ng Abril 2018.
Ststl,d in )/&tfix',a PWpAes oA the _h daS af April 2016.

,uooooDor:ax
Panaangay na Tagapama.dh€la ag mga Pa.sralan

s.hbols DiuisiLm tupati rftlqt

DIVIEION
l-oGo

:tx:ag:ar:Ea
Punong-Guro




