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DMSION MEMORANDIM
s.2023

To ChiefEducatior Sup€rvisors, CID and SGOD
Public, Elementary and Secodary School Heads
Privste and SUCS Schools AdmhistBtors
Public, hivste and SUCs Schoot BEIS Coordioators
This Division

FROM ALLIE
Assis Sc

No. l,lg

SUBJECT

OIC- OIfice
SrD€rhtendent
Division Sup€rhtetrdent

GRANT OF OVERTIME/SERVICE CREDITS TO PERSONNEL INVOLVED IN
THE OPERATION OF TIIE BEIS FOR SY 2022.2023

DATE: Apfl 11,2023

l. PuNuart to the atlached DepM Order No. 27 s. 2019 rc: Gtdcllncs on thc ycorly
Collection of Dob/Inton don nc$ire,,,ena and Yolidotion Proccss.5, quotes that "all persormel
inolved h th€ LIS and BEIS in all the public schools, distict divisioa, and regional ofEcer are allowed
!o rerder overtim€ services with poy du'ing wcekdays, weekends, a.od holida).s when necessary to nreet
the target schedules.

2. At the school level, tbere overtime s€rvices catr be converted to service credits as provided
in DepEd Ordo no. 58, 2.2008 "Autborizing the Grant of Overtirne Pay aDd Other Benefits to personnel
Involved in the Operation of the Basic Education System" and provided also in DepEd Order oo. 30,
s.2016 "Policies and guidelines on Ovenime and payment h the Departrnent ofEducation".

3. Considering the inprovement in the LIS and BEIS system, weak to tro signal intem€t
coD.trectiol of our schools and some errors in the systEm, it is apparcnt that school LIS and BEIS
coordinator shall work overtime and eve[ in holidays and weekend to beat the deadline. They are hereby
authorized to rcnder overtime service with pay subject to the existing accounting and auditing rules and
regulation. For the school with limited/without funds for this purpose, services credits will b€ giveD.

For those who would avail ofthe service credits, submit the following in 3 copies
a. L€tter Request
b. LIS/BEIS coorditrstu designation signed by the school heads

c. Certification tom the school headJpriocipal for overtine services reodered
d. AccotrplishrEnt report shting tlrc actual task perfom per &y.
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e, Daily Time Record (sigd by the school heads/principals
f. Copy of this mernorandum

5. The service crcdib that will be gnnted must be based on the ach.ral trumber ofdays that
the overtime s€rvices have been rendered which cao be associaled to the number ofleamers emolled per
curriculum offering in the LIS, number of leamer profile rpdated and the submission of school profile in
the BEIS for School YeaI 2022-2023.

6. Queries rehted to this, contact Novem A. Sescon/Division Ptanning officer through
090647090d,0.

Copy FurDish€d:
Records Unit
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R.EGION X- NORTMRN MINDANAO
DIVISION OF MAI,IYEAI,/IY CITY

ALLOWABLE SERVICE CREDITS RENDERED BY THE LISIBEIS
COORDINATORS FOR SY 2022-2023 by Curriculum Offerings

LIS Coordinator BEIS
Coordinrtor

Numbcr of LerDers EtrrolH Crcdia$le Scrvice Crcditrble S€rvice

150 leamers below (42
schools)

I day I day per BEIS
Coordillator

151-350 (39 schools) 2 days

351500 ( 19 schoob) 3 days

601-950 (8 schools) 4 &ys

951-1300 (5 sch@ls) 5 days

l30l-1700 (3 schools) 6 days

1701 - 2250( I school) 7 days

2251-2950 (0 school) 8 days

2951- 3900 (l schoot) 9 days

3901- 5000 ( I school) l0 da]s

5000 above (l school) I I days
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lrprui( ot lh fritiwirre
Department of @lucation

To: Unders€crctarica
Assistant secietaries
Bureau and Scrvice Directors
Regional Dir:ectors
Schools Division Superintcndents
Public and kivate Elementarjr and Secondary School Heads
All Others Conccrned

l. The DepartEent of &lucatioD issues the cnclosed guidelines on the Ycrrv
Coucctlo! of D.tallnforantlo! RcqElrcEclt .!d Vdtdrtloa Proc!..G., toSethcr
\rdth the Data Gathering Forms and Matrix oI Accountability, Escalation Process, and
Data Dictioaary to provide Buidanc€ to all schools in the data collection of basic
education statistics.

2. AI pubuc and private clcmcnta4., junior and senior high schools, statc
universities and colleges (SUCs), local universities and colleges (LUCS) and highcr
education institutions (HEIS) offering Kindergarten to Grade 12 aie directed to register
and update their learners' profile and quick count enrollment in t}re kar_ner
Infomation System (LlS) and update the school's profile and othe! data elements in the
Easic Education lnlormation Syitem (BEIS) through the accomplished data gathering
forms.

3. The LIs a-1d BEIS can b€ acc.sacd on the website http: / /lis.deped.tov.ph.
A single sigr,-on is available, linking in the system.

4. All previous issuances relative to tllis order, which are fourtd inconsistent are
deehed supelseded or tnodified accordingly.

5. Immediate disseminatiorr of a.rrd strict compliance with this Order is directed.

DcoEd ORDER
No:0 2 Z s. 20re

20 s:P 2019

GI'IDEIIIfES Oi IEE YIARLY OOLLESIIOT OE I}ATA/IIIIIOR.f,AflOT
Rf,QI'IREf,EITTS TXD VAIIDATIOI| PR@E88E8

I.AGMLTII BRIOI|EA
Secretary

Encl.: As stated
Reference:None

To be indicated in the &$E!!d.l4!kI
under the following subjects:

BASIC EDUCATION
BUREALTS AND OFFICES
DATA
FORMS

LEARNERS
REQUIREMENTS
RULES AND REGULATIONS
SCHOOI,S

rcN. l8ilrlklrft. olrbllllr]J'-ldhSutlrlr
05?5 . Augu.r IJ. mlg

D.EEd cirEDtcx, M.rei6 Aknu., I,a!U .-ry l6q, F *".'rr*r*"-rr""ru"a-,ra, f **rurorz_czoe I w acoru.ro,.O
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(Enclosure to DepEd Order No. O27, s. 2ol9l

OUTDELIrIA OT TED I-DABLI COII.ECUOI OF
DATA/ITFO ATIOf, RIAOINEEIa AtrD VA!'IDATIOT

?ROCEAAEa

L nrtbartc

Data, information or knowledge has a significant impact in €very
organization. It is measuEd, collect€d, r€ported and analyzed in
various ways to uae in decision-making.

As the largest bureaucracy in the govemment, the DepartrDent of
Educ€,tion regul,arv couects dats or information such as, but not
limited to lcamera, teechers, schools, programs, pmjects and
activities etc.

1he process of collecting data or information is through the
information syatems. The Department of Educ€.tion (DepFd) has
implemented t}l€ lls and BEls to establish an accurate end reliable
registry of leamers, and pro6le of Bch@ls which ar€ vital in its
pl,anning and budgetin& allocation of r€sources, and sefting
operational targets.

The LIS maintains the registry of learners and enable the
establiEhment of a oentralized L€arner Registry where basic learner
information ie captured, stored and accessed through a securd
facility managemenl Further, the LtrS facilitateg the systernatic
tracking of and decieion-making on learners. Meanwhile, the BEIS
is a web-baaed system designed to cnhanc€ information
management at all levels of govemance in the education systerD-
(school, division, rcgion, and national levell.

The collected data and information from dl schools nationwide are
uital in it8 planning and budgeting, allocation ofr€sourc€s to provide
equitable and quality besic educqtion that i8 accessible to all, and
settint operationa.l targets as stipulated in the Philippine
Development Coals and Ambisyon Natin 2040 for Baeic Education.

lL Scop.

These guidelines on data collection and validation of basic education
stati8tics and submission in the Eystems (LlS and BEIS) shall serve
as guide to all persnnel involved at all govemance levels. This
includes the Regional Office (ROl, schoole Division OIfice (SDo), and
all pubLic and private elementary, junior, and senior high sch@ls,



State Univeraities and Coueges (SUC8), Lacal Univeraities and
CoUeBes (LUCS), and Higher Education lnstitutims (HEI8) ofrering
eleqentary, junior, and senior high school.

This Order also prescribes the process of data validation, r€vised
matrix of accluntabilty aqoss govemance levels, and updated data
elements in the data dictionary according to the policies 8rd
issuances of the sEand of Curriculum and Instruction.

IU. Polloy StrtcE at

This DepEd Order prouides guidaDce in conducting collection,
validation and updating data and information in the LtrS and BEIS.
Thesa systems B€rve as mechanism for sharing and collection of data
and arc intended to deliver accuratc and relevant inforDation to
school heads, educetional managers, policy Eal(ers ard various
stalcholders in the educ€.tion systeE that arc integral part of th€
Department's planning, policy and program devetropmcnt.

lV. Proo.dur.

Updating of the BcginninS of t}te Schol-Year (BOSY) effollBent and
other data requfucs proper End of Schml Year (EKTSY) status from
the prwious school year. All schools necd to findize thei ctraescs
and enaure the correctnesa of learner's data to sE@thly start the
encoding for tlris rhool year.

1. EtrtpllD.rt

For Bcginning of School Ycar, the data cou€ction ahall coEmence
with the following guidelinG:

1.1 (lulcl Coust &rollB.at

Quick count enrollm€nt by grade level and scx shall bc collect€d
as of FtRgf ftfB of the Operring of Claases bqE€d on actud
attendance of learners, The quick count enmllm€'nt thall be the
basis for the poBt-planning activities every fiscal year.

Encoding/Uploading of quick count enmllment in the uS shdl
start on the 6r8t day and will end on the mnd (2d) week of the
opening of the cl,aEses. Plea.Ee refer to AttrchD.Et I for the quick
count enrollment teEplate.

1.2 Oltrchl Eorollncnt Coult

The final enrollrnent count for eve4r school year will be based on
thc actual enrolknent as of Juac 30.



For privatc Bchools, LUCa/SUCg, and other sch@lE (i.e.
Philippine Science High School, Philippine High School for the
Arte) ofrering baeic education with diEerent school calendar, the
cut-off date of enrollment count shall be aa of Ary[.t 3 t.

l.a R.lret of OlEolel blollnont Drt lor onry &hool
Yars

The foltrowhg table outli[e8 the dates for the rcl,eae of official
enrcllmcnt data:

The encoding/uploading of effollEent data and other data
clemcnta in thc system shall start on .rrly Ol.

2. L.u.!o. of &hol ID

Each school ie given a School Identification Numbcr which 8€rves
as basis that it is authorized to operate by DepEd. The Regional
Office approves the establishEeart of the school as stipulat€d in
DoPDd Her tlo, r 2(,14 "Establi8tment, M6gint, ConveBion,
Bnd Nsming/Renaming of Public Schols, and Separation of
Public School Annexea in Basic Education'and DcpEd or{.r 8t,
.. 2O1O 'Revised Menua.l of Regul,ations for Private Schools in
Basic Education' and amendments t}erefor.

2.1 The Quality Assurance Division (QAD) shall endor8e to
the Policy, Ptaming and Research Division (PPRD) of the
Regional Office all the approved newly established
schools for generation of School ID in the BEIS.

2.2 The Regional Director shall erdoree the approved
schools with legat basis per school cortEsponding the
crcat€d school lD generat€d by the PPRD to the C€ntral
Office- Education ManageEent lnformation System
Divieion -Planning Service (EMISFPS) for confirmation.

EorollE dt Dste of R.Lar R.rrre
Qd.l Ccrt .rrt 31, DeterEinauon of nccd3

for crucisl r€&urrcs for
FY Post Plandnt
AcliviUcs

Oi!.&l lronEat
PEIfttnary
Enmlknent

&r' sr Determinetion of School
MOOE

2d PrEltminery
Enrollment

Artun 31 IxteEilnatlon of othcr
crucid Eaourcca for
Bud8ct Dclbcration ln
thc ConglsE

Finrl Earollment &ot r 9l CoEputatjoa of
PerfoflDaDc! lndicators



2.3 The EMISDPS shall confirm the ehool ID and inform
thc PPRD and Planning and Reeesrch Section-schoot
Governancc & OperationB Division (PRS-SGOD) through
a memorandum copy furnished Budget Division-
Finance Servic€ and Department of Budget and
Management.

2-4 The PRS-SGOD, upon the receipt of tl1e conlirmstion of
School lD, shall then orient tl.e school or its
representative on the information system and prcvide
BEIS username and pasanord.

2.1 School ID ApDrottl lsooa.

Quality Assuronce
Division {QAD}

-4h;; ;,i; 11",;i.ir*ffimrhriiiiii,i.r;iliji,l. Iach.de in tlre applbatbn
rcquireEcnts tie scbool
profle form. Upon the lsaua-nce of peroit
OAD frrrnhh coB of t}le
docuDents to PPRI)

ilHrft
l-3
!r,orking
days

Folby, PfallnlDg ad
Reearch Divisbrr
(PPRD)

PPtraD Eceivca docutrcnts a-nd

ScrDcratco school ID balcd on
ttre apl,Ioved perEit a.nd
school profle forE
Endorsc the Beaeratcd school
ID to El,flSD-Ptl at thc Ccntral
Offioe for coD.ErEatbn
Endot3e approv€d school
ptoEh and pcrmit to Schools
Divisbo OfEce (SDO)

l-3
c,orking
days

Educatbn
ManageEcnt
Inlormatbn SystcB
Divigion -PlanEing
Scricc (EMISD-P{I)

EMISD-P{I rcceiees Equest
a.Dd co!firIoo the $h@l ID
Noufies PPRD aEd PRS-SGOD
thowh a copy fumished to
Budget Division aDd
DeparlmeDt of Budgct and
Manasement (DBM)

l-3
sorking
days

School Governance
and Operatbns
DiviEbn (SGOD)

PR$SGOD rcceives
docu-roents a[d isauca
usernaoc atd password
(ircluding short orbntetbn on
thc iDforEatioa systeE)
PRS-SOOD calls the school
hcad to 8et approYed Pcrmit,
ch@l ID, account dctails,
a-od cooduct orbtrtatbn

l-3
working
days



2.2 ooD.rrtloo of &Lr.3 Echool tD of Phlupplac Schoolr
OYort r. |PgOl

a. The Bureau of Curriculum Developmeot (BCD) shall endorec
to the EMISD-Planning Service the approv€d PSO for the
isauance of School ID.

b. The EMISD-PS shall generate sch@l ID and orient the duly
authorized representative of the PSO on tl:e functions and
oliectivee of the inforoation syst€E.

c. The PSO shall be given usemame and password for inclusion
of aI data/info requt€ments for BOSY 2O19-2O2O 

^rdonwards.

Ihe creation of schoot ID in the BEIS wiu be open up to October
31, 2019. A[ new schools approv€d a-fter the clGing of the BOSY
2O19-2O2O shall be created before the start of th€ ncxt school
year.

2.O Stra&rdlatlolr of thc auobcrtrg for bue.qce of
School tD

The stendard first digit nurobering for the iesuance of School ID
is ag follows:

TYD. &hool lD llrrt Dlttt
AslrD.Ea!t

Pu blic- DepEd ES 1,2
Public- DepEd SS includinl SHS 3

kivate
Public-Intesated 5

SUC8/LUCS 6
Philippine Schools Overseaa 7

3. Approrrl of icr, Ch.-I.1 ..ttd R.EoYrl of a.nb8 El.! Achool
FrotrrEr

a. the rrquesting school shall determine the new SHS program/s to
be ollered and/or removed/changed.

b. The school submits a lettcr of rcquest to the SDO, addressed to
the Schmls Division Supcrintendent (SDS) , with the
corr€sponding proF)sal a8 contained in DapEd (,ltcr f,o. 51, ..
2OtE entitled 'Gddettes on ttc bnplercnbotion oI tlte sHs
Prqrvm in Exi.stirtg A/Dli. JHSS ond ISs, Eztablishnenr of *otrd-
Alonc htblic SHss, and Conversion oI Existittg Elanentary and
JI{SS in o Stand-Arone SHss'dated October 29, 2015 and DapEd

4



Icuonaduo lo. O+, .. 2014 entitlcd 'Grid€tin€s Oa Tle
Preporotion For Ttc Natbn4l Implenett4tion q The *7rior HUh
*r@l (SHS) Ptogam In Non-Deped *)1ds Fot The *ll@ol Y@r
(SY) 201620)7 And Ounrds'with modification t}at the
approval of the SHS programs will be lodged at the Regional
Office.

c. The SDO r€ceivea and subsequently evaluates the schoolb
submitted lctter rEquest with the coresponding proposal in
compliance with €xi8ting policies.

d. If approved, the rcquest shall be endorsed to the RO

e. However, if the Echool's rEquest is dioapprov€d, the $hool should
couply with the findings and recomrnendations of the SDO and
re-submit to Ole SDO upon completion of the rEquir€ments.

I the RO receivee t}le SDO'g endor8eDent which shall then be
evaluated for apprcval. The Quality Assurance Division (QAD) is
in-charSe of thc eva.luation of both public and private schools. For
the evaluation of curicul,ar matters (apprwal of new curricular
ofrering), thc Curriculum and l€arning Maragem€alt Division
(CLMD) i8 in-charge.

g. If approved , the RO throug[ the PPRD, shall Eake t]re necessary
adjustment in the BEIS.

h. However, if the SDO'S endoraement is disapproved, the SDO
should comply with the findingo and rrcommendations of the RO,
and re-submit to RO upon completion of the r€quirements.

i. For approval of sp€cial prograEs that are not listed in the rcgul,ar
offerings (e.9. Specioli'otion on Msritime) ahall be approved by
the Burcau of Curriculu-@ Derrelopment at the DepEd C€ntral
Offrce.

Please refer to AttrchD.rt II for the Procees Flow for the
approva.l of new, changes/removal of SHS Programe.

4. Dcrctlnrtloa ..[d RarctftltloE ofAcoou8t

The PPRD shall submit to the Education Management lnformation
SysteB Divbion-Pl,enning Service (EMISD-P{I) of the DepEd C€ntr8l
OIEce on the secotrd we€k of June of every year t]re list of schoola
who failed to rcn€w their pcrEit so that thcir accounts will be
deactivated. Howevcr, once the renewal of their perEit s'i[ be
grant€d, the Region Ehall r€quest the reactivation of their accountg
in the syatem.

j



Z. o.a. o.tr.d!g ForDt

Updated data Eathering forEs dBigned for el€ctronic proce$ing
using thc BEIS wil be distdbutcd and impleEented to maintain the
availability of a databaae for €ducetion statisticB, sector performance
indicators and profile of public and privatc schools, Ierrning centcrs
and other educ€.tion service providers.

All schools must update their school information in the BEIS,
particularly all Curricular Ofrering Claaeification (COC) and other
datasets that have implications on the enroLnent of learners in the
LIS and on the approva.l of the Schools Divieion Ofice.

Drtr GcthGrtug ForDr lAttrchrD.at [Ilr
A: Govemment Elementary School Profite (GF,SP)

B: Govemment Junior High School (JHS) Profrle (GJHSB
C: Government Senior High School (SHS) Profile (GSHSfl
D: State and Locel UniversitieE and CoUeges School Prohle

(suc/uJcsB
E: kivate School Profilc (PSD

ir Drtr ElcE !t / ftfdltload Rrqrl!.Ecrtt

The additional d,ata r€qut€ments/data elemerrts in the data
gathering forms have been consulted and deliberat€d with the
difrercnt concerned offices in the Department in order to come up
with a holietic and comprchcnBive data tathering tool which i8 vital
in the collection ofdata Aom the schoolB and field offices to efficiently
render delivery of data/irforEadon to various stakeholders, and for
policy formulations-

For hDllc lrtcarrtod Acl6L, they sha.ll accomplish onty the data
€lements in the GESB GJHSP 8nd GSHSP Forms that arE applicable
and rclevant to t}re school.

Likewis, for SUCs/ruCs and Private Schools they shall only provide
data that ar€ relevant to or applicable to their Curricular Ofrering
Classification.

All schools rlust enaune to have a copy of th€ accomplished forme
submitted to the Schmls Division Office -Planniag and Research
Section for the vdidation of all data elemeatts. Further, schools rray
poBt the accomplished forms on thcir respective bulletin boards.

AJter the isauance of this policy, if there would be any additional/new
information rcquirements, the Planning Sersice will issue a
memorandum inforEing conoernd officcg acroes all governance
levels up to the school level of the new inforEation rcquirements
added to those already existing in the syEteE. No new information



rcqufu€mealta stlall be edded unless it undcrgoca the rcquked
consultation prr"8a with program implementcra /concem€d ofrceo.

6. Drte Dtctloury

The DepEdb data dictionary will communicate a stsndardized
definition of all the data elements in the syst€m for consistency
purposes, and provide common understanding of the terms among
etakeholders within and outside DepEd. This set of information
defining the content, format, ard structur€ of the database s'ill be
orderly mansgcd in details. ?his servca aa a guide ard refer€nce of
personnel for data collection and encoding.

Please refer to Annex V of DepEd d.s .1t, .. 2017 for the
additional, cheng€d/rEvised data elements. Mor€over, t}re samc
definitions of all data elements shall be rctained ae indicated in
DcpEd dcr azt J 2.)16 'Dara cotlcction of tusie M)f,o,tion
Sroristics m tlE l2oqer lnlonnatbn Sgs!4r4r- and, En mned Basb
Urldion Infomtdion System for kgirairq of Sch,f,l Year 2016
2017.'

V. RoL..!d n .DoDdbllt E
l. All public and private eleEenta4r and 8€condaqr Bchools,

learning ccnter8, SUCS Bnd l,t C8 ofrcring elementary and
secondary education muat enaure pmmpt, coEplete ard
accurate accompliahment of IJS and BEIS Form8.

2. Claes advis€rc of public schools and designated school system
administrators/8chol regisfar of private schoob and SUCs
ofrering elementary and secondary education must erBur€ that
a[ le€rners' profilea are updatad. Sch@l Hcads (SHs] must
ensurc the accuraq/ end ctEpletenesa of the shoolb BOSY data.

3. The Schools Division Superintendent (SDS), throuBh the School
Govemance and Operatiqrs Division - PlenninB and Research
Section (SGOD-PRS) and the Information Technologr olficere
(ITOs), ehalljointly provide technical assiatance arrd resource8 ae
necessary to the schoola to ensurc compliance with the guidelines
of the BOSY data collection in the LIS and EBEIS. Particular
atGntion should be given to schools with no or limited accesa to
intemet facilities.

4. The Regional Dircctors (RDs) tlrough the Policy, Plaming and
Research Divbion (PPRD) ahsll monitor the SDO's provision of
technicd aaaiatance and resources to schoolE for BOSY data
collection. I



5. PRS-SGOD in close coordination with the following orficcs/units
shal be responsible for the yrlldrtloo of the identjfr€d data
elementa aa r€fl€cted in the table below:

l. CurriculuE related data on leemcrs (i.e. IP,
MuElim Ed)

2. DRRM and oth€r data rcl,Bt€d activitie8
3. Teaching and Non-Teaching Personnel Deta
4. Computrrs, Intemet and other ICT Equipment
5. lnst'uctional/ Non-ln Btructional RooEg

including clcctricity, water and otlEr
sanitation iacilitieE

6. School Health Nutrition including eolid waste
managcment, tobacco control

7. School location, Tlavel details, including
School sports, $hool govem.ment Fogra-Et
(sscl

Curriculum
Implem€ntation
Division
DRR Focal Ferson
HR / Personnel S€ction
lT Scction / Unit
Engineering Unit

Hea-lth and Nutrition
Unit
School Govemance
and Opcrations
Division

l. Irtsh of Aolrrt bllB/

A Matrix of Accountability iB prot/ided below to clearty speci& the
rcles and r€sponaibilitiea of concerned pcraonnel/unit.

7. ,futurt.,Ii rtlobd

Regional OfEce.QAD

Regional Office-PPRD,
Pl,anning Officer III;
Schools Division Offic€-
SGOD, PRU

Itooc Drtr Aooou*rDlo Ofnoo/
udt

Approval of thc following:
o School permit/r€cognition (for DepEd and

kivat€ Elem, JHS and SHS, SUC8/LUC8)
. Separation of annex and €xt€nsion
. Mergrn8 of Echools
. Renaming of schoolg

Creation and issuance of new School lD Regional Office-PPRD

Confirmation of School lD EMISD-PTi

Cheng€ in Administntive level (Diviaion, District,
Municipalities, Irgislative, and Barargayl

Apprcval of new programs and remova-l/changes of
prcSrams for SHS

Regional Olfice-
QAD- Both Public and
Private



CLMF Curricular
metters (apprcval of new
curricul,ar offering)

Maintain (add, deletc and updatc) rqgistry of special
program offeringe for K to 10 and program olferings
and/or sp€cializations for SHS

Central Office - BLD &
BCD

,.2

School H€ad

SGOD- Planning and
Resarch Unit, Planning
OEcer Ul

Regional Office-PFRD,
Planning Ofrcer III;

Sch@la Division Ofrice-
SGOD, PRU

hochtr AaoourteDb (16o/
udt

iL klrt h &f,Flhonb b tt.Blla
Creation of school profitre for newly established
school irr the EBEIS including auto-generation of
School ID bascd on DO 52 s. 2016- F.
Standadization of thc numbering for issuance of
School lD

Regional Otrce-PPRD

Updating of the fol.lowing school profile:

l. *h@l Level
-Address
-Contact details (tclephone no., paneil adldrcsa,
webaite- if any)
-CLass organization (multigrade, monograde or
combfuration)
-Date $tabtshed

2. Divisbn Lewl
-Curricular Ofrering Classifi cation (COC)
-Reopcnirrg and closing of a rchool
-Updating of integrat€d 8ch@ls
-Renaming of schol
-School classification
-Assign-Eert of School Head, updating of
Plantilla Position- including assitntrrent of user
account and role

Change of C@ i4 Pubtic sclwLs from r@n-integrded.
ta inlegrdd uill utDmdiew be assigned a neut
scttool ID a-s bosed on N 52 s. 2016

3. Regbnal Lewl
-Change of Administrativ€ level
-School Sub-cl,aesifcation and Schml 'Iype



B. frhtrlr Lr.r.[ tt EoA!. b ttc DIs
Creation of leamer rccord with systcm generated
l€amer Reference Numbcr (LRN]

Class Adviser/ Re8istrar/
hincipal

Updating enrolnent date of lcarners Claes Adviser/ Registrar/
Principal

Defining and maintaining claBses for given school
year and cLass adviser'B data in the LIS

Sch@l System Admin/
School Head

C. 8uDDott for Inptrnontlar UA rad BEIS
Users Account Manatement Systcm Admin

Technica.l Assistance

Planning Officer uI end
SEPS for Re*arch/ IT
Oftrcer

UEcr Support Dvision-
IClS

EMISD,PS

Regional Ofrc!-PPRD

SGOD Pl,arning and
Resrch Unit;
lT O6cer

2. Drtr YrlldrtloE

To ensure the accuracy and qudity of data rEportcd by Bchools in
the LIS and BEIS, from school level to rcgional level, a Validating
Team will be organized with the corr€sponding composition and
responsibilities.

2.1 &hool l.v.l
1. Public Schoolg shdl cr€ate a Schol Validating Team (SVfl

compooed of the following members:
- School Head - Chairman
- Master Teacher in charge of Curriculum - Vice Chairman
- LIS Coordinator*
- EBEIS Coordinator *

$ applia.ble

2. The S\/T 8hall b. r€sponsible for conducting orientation to all
school personnel on systema updates baeed on the cur€nt
guidelines including the proper rrporting of data.

3. Grade Level Chairman shall collect supportint documents for LIS
validation.



a. Prcgram/Projects/Activity (PPA) C@rdinator Ehall consolidate
supporting docuraenta rcquir€d for Sch@l Profile or School
Report Card for BEIS validation.

SsDple ofActivtties to be conductcd by the School Val atlDg TeaD

Dlar lNaoacL

DOFA

LRN

Na-Ee

Sex

Birthday

Ase

Mothcr Tonguc

IP (Ethdc Grcup)

Religion

Sortcr Dc{D.ob Cutdmo

Bast EDrollDcnt ForE

SF9, SFIO, SPED Ass.s$rent,
A&E/PEPT, ECCD, CAV, C€rt of
CoEpletion, BrE/. Cert, Health
Card, Afrdavit of Undertaking

June 30 for
Pubtic

Awust 31 for
Hvate

August 31

HouE€ t
StrEet

Sitio/Puok

Barangrv

Munhipafity/City

ProgiIrce

FathcCa NaEc

Motlrct"s Maidc!
Na.Ee

Guadian - NaEe

Guardisr -

Relationship

Contact NuEber
of PaEnt

Reirartg

Strg, SFIO, SPED AseEsneDt,
A&E/PEPT, ECCD, CAY Cctt of
Complctbo, BrS.. Cert, HeaIh
Card, Afiavit of UndertskiDt

August 3l



SaDrph List ofdata clcEcats in thc LIS to bc vajidatcd:.: ,

ActlvltLr Ectool DlvLloD
Lts

Pre-work Activitics. Orie-ntation. Data
Gathering

3d Week ofJune [a8t Week of May

BEIS

Pre-work i{ctivities. Orientation. Data
Gathering

3d Week ofJuly Last W€ek of AuSuat

2.2 Dltr|doo Lv.l
1. Organize, convene and orient division TWG mcabcrs a.nd other

membere as needed.

2. The Division shall isaue a Memorandum informing the sch@18
of the timelines for reporting, and ensurc that shools
accomplishcd the templates ahead of time and th€ on tir:re
r€porting of data in the systefl.

3. Conduct Division Orientation / Workshop two w€Gka after the
isauance of the divi8ion memo such ea pre.work of
accomplishcd teEplatcE and att€rrd€e3 - School Head and LIS
or BEIS Coordinator.

4. Ensur€ the aubmiesion of achools of fnal tcmpletes for division
validation a week after the orientation to Plenning Office.

5. The Dvision validetion Team 8hall adherc to the following
Division Validation prcccaaes:

a. 10oo/o of table validation of submittcd t€mplates by the
program coodinators

b. U8e of Eacking form to monitor progress of division
validation

c. Actual field validation may be coneider€d if n€eded
(for extreme values or errors in encodingl

6. Tte School may start the eubmisaion of Enal template8 for
division validation two weeks after thc orientation to Planning
Office (Iarge and Very krge division may adopt applicable
strateg/ if needed).



7. PRS - SGOD in close coordination with the fotlowing
ofEces/unit slrall be reeponeible for the validation of the
identified data elements a8 reflected in the table below:

H€alth and Nutrition Pca8olln€l

spons c@rdinator

D.t tldot Dffi-to..l Pn @

CurriorluEr r€Iet€d data on
lcamcB (lP, MusliE ED, SPED)

EBitr-chargr of Spccjal PrcgrdEs
( S, SPED, Spons, Madrasah, IPED,
Multi Gradcl

DRRM end other r.lated
actlvitlcs

DRR Coordinator

TcachlnS and Non-Teaching
Rrronncl Data

HR PcEonncl

Coeput€r, Intcmet and othcr
ICt cquipornt

hforEadon Technologr Ofic€r

MOOE Fins.Ece PeIsonncl

lnltrucUoDal/NoE lDstructional
Roorno including clectricity,
watcr and other aanitation
faclllti.B, School Location, Travel
dctallo

School Hedth Nutrition
iacludint $lid eartc
managcrncn t, tob€cto coottol

Educatio, Facitltics FcEonnel/ kga.l
OEcar

School Sports

School GovcmErnt prograrn SPG Coordinator

School Go'rcmtrten t proSram
(Youth Foraauon, SPG, SSCI

Youth Formation Coordinator

E. The Divieion will creatc a Division Validation Tcan compo€ed of
the followin8 membera:

Chairperson; SGOD Chief
vice-Chairperson: Planning OfEcer III

Members:

EPfi- in-Char8e of Spccial Programs
(ALS, SPED, Sports, Madrasah, IPED, Multi Grade)
DRRM Coodinator
HR Personnel
Information TechnoloE/ Pereonnel
Education Facilitiea Personnel
Health and Nutrition Personnel (Nursr/Dcntal/Medicar
Ofricer)



I€gal OfEcer (if applicable)
Finance Personnel
Youth Formation Coordinator

2.2.1 Ll8 Ptooor

1. The Division Plaruring & Research, Monitoring & Evatuation p€rsonnel,
Private School Coordinator and lnfonnation Technolos/ O6cer as LIS
Validation Tesm shall conduct trDdoE LIS Validation. They may also
tap the District/School US/EBEIS Coordinator for assistance.

2. DurinS the ocular inspection, the validating team Bhall compare the
generatcd SFI of the 8chol, SF2 and Manual Head Count.

3. Findings relative to validation shall be rcsolved immediately, be
properly recorded in the Validation Report tool end be rrllected in the
system.

4. Validation shdl be
unannounced.

conductcd year round and if possible,

2.2.2 EEla fiooan

1. Division Table Validation ahall be conducted and will be monitorEd u8ing
the Fescribed tool duly signed by the Divieion Focal Person.

2. The SDS shafl sign t]re rhol's profile.

3. The duly signed validation tool shall be stor€d at the PRS-SGOD.

4. All Validated School Forms/Profile will be r€turned to school subject for
fnalization in the systcm.

5. Findings sttal b€ resolved immedi,ately.

6. Validating t€aE will conduct ocul,ar inspection for facilities, teachera,
learners' data., among othere, and rcview of documeated information
availablc at the school tevel for any inconsiat€ncy.

7. The Divi8ion will monitor the statua of schoola' submission online and
shall easure finalization prior to deadline. Any discr€pancy betw€en the
validated hard copy and upload€d school profle shatl be dealt with
accodingly.

The Division Validating TeaE shall use the monitoring tool templ,ate as
basis for their validation of all the data elementa:



Drtr ILEoat fbdlltl aLat[s. DrtC of
Vrlldrtloa

Curriculum r€lated data
on leamers (lP, Muslim
ED, SPED)

DRRM and other related
activitiee

Teaching and Non-
Teaching Personnel Data

Comput€r, Intemet and
other ICT equipment

MOOE

lnetructiona.l/Non
tnstructional RooES
including electricity,
water and other
sanitation facilities,
School Locgtion, ltavel
details

School Health Nubition
including eolid waste
management, tobacco
control

School Sports

School Government
progrsm

School Government
program (Youth
Formation, SPG, SSG)

2.4. R.tlord Lsvcf

Monilorbq:.

1. Conduct of sFuctured monitoring on the implcmentation of the
different proce8ses at tlle division and school level

2. Use the existing M&E Tool

3. Provide upto.date Status of validation to Divisions to ensure lO(P/o

compliancc



VI. Eclpdcrl Frocoo Fto'

The helpdesk process llow (Please rcfer to Att GhE !t n4 shall 8erve
as guide in reeolving issues, inquiries and rectmmendations in the
system/guidelires.

vIL TLE lh.
The folowing timeline in the conduct of LIS and BEIS activities shall
be obeerved by a[ Public and Private School8 including SUC8/LUC8
offering baaic education prograns:

Encoding of Quick Count EnrollEent ahall be applicable only to atl
public schoolB.

For the succceding ye€ra, the Depqrtment throuth the Educetion
Management lnformation System Division (EMISD) of Ptanning
Service (Pft) will isaue a mcmorandum on thc schedule or timelines
of the data collection informing concemed personnel and oflices
across all gorremance lwels of auch changes.

VllL Ottor Prorrlrloor

a. OvcrtlE B.tYloaa rad PryEcEt

All personnel involved in the LtrS and BEIS in all the public schools,
disEict, division, and regional ofiices, are allowed to render overtime
(OT) scrvices with pay durint weekdays, weekends, and holidays
when n€ceasary to E€et tlte target schedules.

At the school level, theae OT scrvicee can be converted to scrvice
credits as provid€d in D.pEd d.r tro. lt, r. 2OOt 'Aurhorizing thc
Arafi of AEfthnE Pag and Otlur Berufils to Perso|l,l4,l Inwlved in thz
Operutions of the tusic Mletbn S4stenf, D.pEd d.s llo. lO, ..
2o{n "Addcnd..m to DqrH d." IS. 51 .. 2@A (Au @riu b
Grunt A)ertine Pag and Other kncfts to Personnel lnvolved in tle
Aperations of tle tusb Mt@tbn Inf,onnotion System (BEIqf a\d

Actlylt, fiaollar
t.I8
BoSY 20192020
Ouick Count EnrollEent June 05, 2O19- June 2l,2Ol9
Encoding,/ Updating of leamers June 19, 2Ol9 - Octobcr 31, 2019
EITA
BosY 20192020
GESP, GJHSP, GSHSP, PTiP,
SUCs/ruCs Pro6le

July 01,2019- October 31, 2019

Generation of Rcports/
Summary of R€Dorts November ()4, 2019 onwards



I

I€
EE;!

?echnical Assisranc" (TA) :

l. Provision of TA during the conduct of oricntation of $hool heads,
US/BEIS coordinators on the uploading of cducation data in the
systerD.

2. Provision of TA on th€ prEessea, and iesues and concems
encounter€d in the encoding, validation and uploading to ensur€
timelinesa and coEplctencas.

3. Enaurc uniform interpretation ofSchols Division OfEcee and Schoot
Level in the data elemerrts and dcfinitions.

4. Resolution of all issues and rccommendationg ehall be reported to
the Central Ofrce as to policy and Bystcms ooncems

Post Valida.tion Procesa:

1. Monitoring of status of onlinc validation

2. Submhsion of status r€p6t to SDS

3. Check the uploadcd data ageinst the prc-printed form.

4. If coEEct, print the form, if not, cor€ct/update the data then rB.
upload

5. Sig! the form

6. Submit to the Division

HP

-E

Til



D.EEd d.r OO, r. 2016 'futicies and. Atidclin"s on Oveftimc
s€rui.€s and Paynenf in,,re fupart/I.enl ol Mtcdiorf . The concemed
ofiicee (Finance, Budget and Accounting) should ensure that the
overtime aervicea rcndered are duly coEpensated.

b. Clultrcrtloar rld Qr.sLr
Further queries on the data collcction and validadon guidelines may
be dft€cted to Edlcrtlcu IE{@.nt lDforaatbD AFt E-
Phaalnl &rvlor through the fouowing contect detaila:

Landline: +63 2 638 2251
+63 2 635 3958
+63 2 635 3986
pe.emis@eped.gor.ph
2nd Floor, Teodora Nonzo Building, DepEd

Complex, Mera.lco Av€nue, PaEig City

Meanwhile, Ut.t SrDDort DMdo- ICfa shell guide and a8si8t on
the technica.l concrms in the LIS and BEIS and otler relevant
information throuBh:

Landline: +63 2 636 4878
+63 2 633 2658
+63 939 436 1390 (SMARI)Mobile

Teldax:
Dma,il:

Addresg:

E-mail:

Address:

Facebook:

+63 977 771 2285 (Gr.OBE)
supporLebeis- li@eped. gov. ph
icts.uEd@dcpcd.Bov.ph
Oround Floor, Bonifacio Building, DepEd

Complcx, Meralco Avenue, Pasig City
www.f acebok.com/ groups/ lis. helpdesk/

V. foaltodlt rn l DvrlErtlon

The PPRD of the Redonel Ofrces and PRS-SGOD of the Schools
Divhion OfEceE, together with the EMISD-Planning Service of the
Central Ofrce, will conduct structur€d monitoring on the
implementation (e.g. data quality and consistcncy) of the differ€nt
prwesses and guidelince ofthis DepEd Otder at the national, regional,
division and school level.

The PPRD and PRS-SGOD shall primarily monitor the online
submisaion of schoole and quality asaure the data reported in the LIS
and BEIS. At the Central Office level, EMISD-PS shall timely monitor
t}le compliance and participation of schools throuth their regions ard
divisions.



VI. E{f.otlvlty

This Order shall take effect imEediately upon ita approval-

YIL Rrfrruaa

D.DEd d.s tro.40, r. 2Ol4 'E&abushmenr., Merging,
Conversio4 ard Noming/ Reraning oI htbtic *hools, and
*pontion of hbtic *l@ol Annes in Ba.sic Mtation'

D.pEd ()rt.r tro.tt, r. 2OlO "Revised Manual of Regulationg
for Private Schoole in Baaic Education'.

DcpEd Ordrr tro,61, .. 2oll 'ontid"/En";s ontlv lnt lenentation
of tle SHS Prq:mm in Exis,ting tubtic JHSS and ISs,
Estab6shne of Sxurd-Alonc Prbrlic SHSs, and Conaersion of
bisting Elenenr@rg and JHSS intD $ald-Alone SHSS' dated
October 29, 2Ol5

Dcptd LEonndra tro.O4. J 2Ol1 'Otidetin€s On Thc
W)aration For Tlrz Nationel ltlplpnatotion Of T he Senior HQh
Scfl@pl (sHS) Progrutn In Non-Deped. sdtools For The Sdt,ol Year
(SY) 20162017 And Onl,/,ard.s'

DopEd H.rtro.52, r. 2016'Dah Anb('iotl of tusic Mtetb^
s distiqs in the Leanq Womtdion SVstcm and Enlwn@d Baab
Htt@lion Womldion Sgs,f.m for Bqirning oI *r@t Year 2016
2017'

DcpEri dcr tro.5t, 1 20@ 'tutlwizing tlV Cronr of OtEttirrte
fu ondqhq tuta,fifs'oPe7s,owl4lhu,olv€d.intv @io sof
tlE fusic Mrldion Sgstem'

D.pEd dc? tro.lo, r. 2OO9 'Addendum to tu?M Mer No.
58, s. 2@8 (hdorW to O'IIft AHtute Pq and Oths Bencfils
to &rsp,lrc, Inwh.d in tll,s @ions of ale tusb fut@tbn
tnlornatun su stem (ga,s ))'

DcpEd d.r io.3o, 't 2016 'tuIicies and Gl..idelirBs on
A)eribne *ruirs and Pagrnent in the Dqartnent of Huetion'.
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Atlrcbolt tl

Proccdun for 6c approrl of ncr prognror rad
reaorl/chergcr of prognor for SGrbr r gh Schoof lsEgl

School sDo RO

ogtefinincs n. SHS

progrdm/s to b6 ofi..ed
ranored/ch..[cd

Ito l{o

Y.3

M6ke the nacrssary

.diustmeit in th. EBEIS

STANT

ETID

Rcaeivls and 6/aluat i tha
idioofs submittad kltte. of
requ6t

RacGlws and evalu.tcs tli!
SDOa submitH andorscrieft

ADpaored? App,ov!d?

Submits lrttar of Gqucst to
SDO, with th. GorE polldi.t
pro0o6al as contslned in OapEd

frcr o.51s.2015 Sublniti ando,sament to RO

Complic6 witfi th. findirEs .nd
.a@mmandadons of the SDo

.nd ,csubmit to th. SDO upon
coripl.tion ol t ra
raquirtm€nts

Compli.. with thr fihdl.lgs .nd
.ecommandatixrs of tha RO

and submlt to the RO upon
conplctioi of thr
ruquirlrndrts


