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Regublic o the Philigpines
Bepartment of Education

REGION X- NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY

DIVISION MEMORANDUM
No. (A 5. 2021

To: Assistant Schools Division Superintendent
Chief Education Supervisors, CIDD and SGOD

Public, Elementary and Secondary School Heads
This Division

FROM: CTORIA| V. GAZO, PhD, CESO V
chools Divsion Superintendent ﬂv
SUBJECT: VIRTUAL RIENTATION ON DEPED MEMORANDUM NO. 14, S, 2021
RE: INTERIM GUIDELINES ON THE PREPARATION, SUBMISSION,
AND CHECKING OF SCHOOL FORMS FOR THE SY 2020-2021

DATE: Apnl 16, 2021

1. Pursuant to the attached is DepEd Memorandum No. 14, §, 2021 Re: Interim
Guidelines on the Preparation, Submission, and Checking of School Forms for SY 2020-2021,
this Office will conduct a virtual orientation on April 20, 2021 at 9:00 o'clock in the morning
through Google Meet platform.

2. Participant to this activity are the School Heads and are requested to log-in, in
the link an hour before the schedule through: htips:/meet.google. com/h;h-pyty—
ven?hs=122&authuser=0, further you are required to follow the procedures in joining the
virtual orientation:

a. Situate in a location with stable internet connection.

b. Use active DepEd email account and login thirty (30) minutes before the

scheduled activity.

¢. Position yourself in a quiet and well-lit area.

d. Mute your microphone upon joining the meeting and during the discussion.

Only unmute if you are acknowledged to talk.

3. Queries related to this, contact Ria K. Alquiza/SEPS-Planning and Research or
to Novem A. Sescon/Division Planning Officer through 09064709040

Copy Furnished: Records Unit
TO BE POSTED IN THE WEBSITE

Address: Sayre Hi-way, Purok 6, Casisang, Malaybalay City
Telefax No.: 088-314-0094; Telephone No.: 088-813-1246
Website: depedmalaybalay.net

Email Address: malaybalay.city@deped.gov.ph
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26 MAR 2021
DepEd MEMORANDUM

No.(}14s. 2021

INTERIM GUIDELINES ON THE PREPARATION, SUBMISSION, AND CHECKING OF
SCHOOL FORMS FOR THE SCHOOL YEAR 2020-2021

To: Undersecretaries
Assistant Secretaries
Bureau and Service Directors
Regional Directors
Schools Division Superintendents
Public and Private Elementary and Secondary School Heads
All Others Concerned

1. Consistent with the Basic Education-Learning Continuity Plan (BE-LCP) as
stxpulated in DepEd Order (DOj No. 012, s. 2020, the Department of Education (DepEd)
issues the Interim Guidelines on the Preparation, Submission, and Checking of
School Forms for the School Year 2020-2021. This issuance amends certain
provisions of DO Nos. 04, s. 2014 and 58, s. 2017 to reflect the requirements of distance
learning modalities in school forms, as well as to ensure the collection of necessary data
for evidence-based decision-making for School Year (8Y) 2020-2021.

2. In this regard, the following amendments are adopted in the submission and
checking of school forms {see Annex 1 for the complete formsj):

8) Preparation and Submission of School Forms

i) S8chool Form 1 (8F1) School Registry

Additional data elements for Learning Modality shall be added in the
existing SF1. The learning modality shall be updated whenever the
iearner shifts from one learning modality to another. At the end of each
quarter, the updated modality shall be generated through the Learner
Information System (LIS) as official quarterly enrollment count per
modality. The age to be recorded in the form is the learner’s age by
October 31, 2020.

{i) School Form 2 (8F2) Daily Attendance
Given the temporary suspension of face-to-face learning and with the
implementation of different learning modalities, teachers/advisers may
choose an applicable Learner Attendance Conversion Tool (LACT)
(attached herewith as Annex 2} that can be considered In checking the
jearner’s attendance. The chosen norm of attendance checking should
be explained to parents/learners for awareness and transparency.

The SF2 that are already prepared by teachers for the first two quarters
should be adopted without any further modification. Hence, the adoption
of the LACT is only applicable and should only be used for the third and
fourth quarters of 8Y 2020-2021.

Similarly, in the adoption of any LACT for the third and fourth quarters
of SY 2020-2021, teachers are highly encouraged to exercise due
consideration and to reach out to learners. A learner can only be
considered a drop-out or no longer participating in learning activities
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{NLPA)} if he/she and his/her parent voluntarily withdraw from schooling
or if he/she incurs absences of more than 20% of the prescribed number
of class or laboratory periods during the school year or semester as per
DO No. 8, s. 2015, This is equivalent to seven weeks of non-attendance
in his/her online classes and/or non-submission of modules/activity
sheets without any communication/contact efforts being made by the
learner or parent/guardian with the teacher.

Note that contact/communication efforts may vary depending on the
distance learning modality arid may include but are not limited to
electronic/digital communication, using of designated drop/pick up
kiosk /middleman for printed modules, phone calls, text messaging.
handheld CB radio, letter correspondence or attending
classes/meetings, and/or physical interactions between
parent/guardian and adviser within the parameters of the existing
local/national heaith safety protocols of IATF for COVID-19.

Reporting cut-off date for enrollment count is as of October 9, 2020.

1ii) School Form 3 (8F3) Books Issued and Returned
If the school is releasing books and other learning materials to learners,
SF3 may be used. This form can also be utilized to record the distribution
and retrieval of Learning Medules. In using SF3 for the recording and
monitoring of modules, the title of the book shall be replaced with an
appropriate reference code or with the title of the module being issued or
distributed.

iv) S8chool Form 4 (8F4) Monthly Report of Learner Movement and
Attendance
This form is the consolidated report of School Form 2. The adjustments
are as follows:

(a) Instead of a monthly submission to the District/Division Office,
Scheol Form 4 shall only be submitted quarterty.

{b) Replace the Column for Dropout with No Longer Participating in
Learning Activities (NLPA). NLPA is a status of learners whose
parent/guardian or even the learner has failed to communicate
or has not made any efforts to contact the class adviser {or at
least seven consecutive weeks. This status is also appropriate lor
learners who have expressed desire to stop participation in any
learning activity. If the learner is expressing desire to continue
participating in learning activities after seven consecutive weeks
of non-participation, the school head may assess the situation
and decide for the best interest of the learner.

{c} Additional data fields for Mortality/Death

v} School Form 8 {SF8) Basic Health and Nutrition Profile
Parents or guardians may administer the actual measunng of weight and
height {Body Mass Index) and submit a reading result to the class
adviser. For parents or guardians who have limited resources or ability
to make the actual measurement, they may seek the assistance of a
barangay health worker and/or other health professionals. The reading
result may be reported to the class adviser for encoding in LIS.

Updating of SF8 through the LIS facility is highly encouraged for
elementary grade levels but not mandatory except for the learner-
recipient of any program promoting health and nutrition. JHS and SHS
are not required to accomplish SF8 and update BMI in LIS.



vi) School Form 9 (SF9} Progress Report
Instruction and guidelines related to assessment and computation of

grades are available in DO No. 31, s. 2020. The following may also be
considered in the preparation of SF9:

(a} Indicate at the bottom part of each column the learning modality

being adopted in each quarter. Please refer to the sample
iHlustration in Annex 1.

(b} The character traits and core values portions of SF9 are not
required to be accomplished.

vii) School Form 10 {8F10} Permanent Record
SF10 shall be prepared at the end of the school year. The Department
shall also issue further instructions in accomplishing the said form.
Nevertheless, for Grades 5 and 6 who are still using Form 137,
instructions for SFY character traits and core values shall be applied.

b} Checking of School Forms
To minimize physical contact between individuals and thereby to reduce the

possibility of COVID- 19 transmission, the process of checking of forms shall
be simplified.

The division level checking of school forms, which is being conducted by the
Division Checking Committee (DCC} as stipulated in Section V Paragraphs
Al, B2, and C2 of DepEd Order 11 s. 2018, is hereby suspended.

The annual checking of school forms shall only be done at the school level
by the School Checking Committee. The school level checking may be
conducted through online and/or on-site, provided that health and safety
protoceols are being observed. The resull of the checking of forms initiated
by the School Checking Committee is deemed final and can be used by the
school to complete its submission in LIS,

3. The Department shall issue further instructions in accomplishing School Form 5
(SF5) Report on Promotion and Level of Proficiency, and School Form 6 {SF6) Summarized
Report on Promotion and Level of Proficiency at the end of the school year.

4, The adjustments made, which will be posted in and can be accessed through the
Learner Information System (LIS), shall be incorporated in the school forms for SY 2020
2021 in all public and private schools as well as state and local colleges and universities
offering basic education. The regional/schools division offices and even schools are
highly discouraged to introduce localized forms that only duplicate data in these
nationally issued forms.

5. This Memorandum shall only be applicable for SY 2020-2021, unless otherwisc
extended.

6. For more information, please contact the Planning Service-Office of the
Director, Department of Education Central Office, DepEd Complex, Meralco Avenue,
Pasig City, through email: ps.od@deped.gov.ph or at telephone number (02) 8687-2744.

7. Immediate dissemination of and strict compliance with this Memorandum 1s
directed.
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Secretary

Encls.:
As stated

References:
DepEd Order (Nos. 4, s. 2014 and 58, s. 2017)

Teo be indicated in the Perpetual Index
under the following subjects:

AMENDMENT
ATTENDANCE
BASIC EDUCATION
DATA

FORMS

LEARNERS

POLICY

REPORTS
SCHOOLS

SENIOR HIGH SCHOOL
TEACHERS

JOMCSMMAAPA/MPC, DO Amgendment o DO Nos, 004, s 2014 and 58, 5. 2017 for SY 2020-2021
0065 - March 2, 2021




Schooi Form 4 (SF4) Monthly Learner's Movement and Attendance
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{Enclosure to DepEd Memorandum No. 014, s. 2021}
School Form 1 (SF 1) School Register
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School Form 2 (5F2) Daily Attendance Report of Learners
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Schoot Form 3 (§F3) Books Issued and Returned
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SCHOOL FORM 9 PROGRESS REPORT CARD

REPORT ON LEARNING PROGRESS AND ACHIEVEMENT

QUARTER Final
4 2 3 4 Grade | Remarks

Leaming Areas

Filipino

English

| Mathematics

Scence

Araling Panlipunan (AP)
Edukasyon sa Pagpapakatao
{EsP)

Edukasyong Pantahanan at
Pangkabuhayan (EPP)

MAPEH

Music

Arts

PE

Health

General Average
a Q2 Q3 Q4
(Learning Modality 1 | [ [ |




Annex 2. Learner Attendance Conversion Toole (LACTs)

Learner Attendance Description How to Record in 8F 2 Appiicabie Distance
Conversion Tool (LACT} Leaming Modality
LACT 1 Conrwarting presence m online class as Actual racording of number of class days Online
daity class attendance present and absent.
For onkne classes with daily checking of | The learner shall ba considened preseni
attendance using whatever even in the case where he/she was only
electronic/digital platform or applications | able to amler the online lgaming platform for
a few minutes due to inftemat connectivity
issues and as long as thera is notification
vig text/chal from the lsamer / parent /
guardian. No ary form of contacd for the day
maans absear.
LACT 2 Converting comrmunication efforte with Assighed class day equivalency for each AN distance leaming
learmars and/or parents into class day contact affor! by getting the total number of modaltias

attendance as programmed in a weekly
home learming plan

The frequency of contacl or
commuication with the parent/guandian
or avan with the leamer in whatever
approach can be converted into class
day altendance.

MNote that contact/communication effors
may vary depending on the distance
leaming modslity and may include but
not limited to electronic/digitat
communication, using of designated
drop/pick up kiosk/middieman for printed
modules, phone calls, text measaging,
hariheki CB radic, letter
correspondence or attending

contact efforts over the aliotted class days
per weak or month

To ilustrale, in a week schedule of six (6)
class days in a modular leaming approach,
the equivalent class days for distribution is
three (3} and ancther three (3) days for
ratrieval. This i to complete the 6 class-day
per wesk stipuwiated in DepEd Order 30, 5.
2020. Therefore, the weakly schedute for
both distribution and retrieval of modules
may be counted as twa (2) contact afforts.




classes/meetings, and/or physical
appearance of parent/guardian and
adviser within the parameter of the
existing lecal/nationad haatth safaty
prolocols of LATF for COVID-15,

Alterdanca | Number of | Equivalence
Checking Contact inClass
Efforts Attendance

(in days}
Weekly 1contacd | 3 class days
effort for
distribiution
1 contacd | 3 class days
effort for
retrieval
Monthly 4 contact 12 class
efforts for days
distribution
4 conlact 12 class
efforts for days
retnaval

Thus, & the learmer has only made a totaj of
four {4} contact efforts against 8 scheduied
comact efforts, then he/sha wik have 12
class days present and 12 ¢lass days
absent,

The leamer shall ba considered present even
in the delayed or non-submission of a module
as fong as there is communication made
batwean the parsnt/guardian or leamer.

LACT 3

Converting the submission of
culputsimodutes of isamers inlo class
day altendance

Assigned class day equivalency for the
percentags of module/output submission by
getting the number of oudputs/modules

Printed Modular
Digital Modular




The tolat number of submitted
outpuis/madulas regardless of score can
be converted into class day attendance.

submitted over the required
outpuis/modules for the week and muttipled
by the complate weakly attendance
constani.

To ilustrale, the week schedule of six (B}
class days in a modular leaming approach is
the completa attendance (100%). The
number of submitted modules and number of
required modules for the week may vary.

Examplea:

Waekly Cheacking

No. of submittad modules & modules

No. of required modules 9 madules

Complete days of attendance | 6 days

Formula:

Ro.of submirted dul j'- oot days of
nopf required modw! 4

69 = 0,67 or 67% submission for the week

0.67 x 6 days = 4.02 or 4 days preseni for the
wo

Thus. if the laamer has submitied only six
(6) modules against nine (9) required
modules for the weak, ther hefshe will have
4 ciass days present and 2 class days
absent.




