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No. 34 , 5. 2023
TO: Assistant Schools Division Superintendent
Division Chief and Unit Heads

Public Schools District Supervisors

Public Elementary and Secondary School Heads
Teacher and Non- Teaching Personnel

All Others Concerned
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s
FROM: CHERRY L[géO-REYES
/QSchoolsDi sion Su rintendent.t

SUBJECT: DISSEMINATION OF PROTOCOLS AND GUIDELINES ON THE
SUBMISSION, RECEIPT, AND PROCESSING OF REQUESTS
RELATED TO THE SCHOOL BUILDING PROGRAM

DATE: September 20, 2023

1. In consonance with the issued DepED Order No. 36, 5. 2022, this Office hereby directs
all elementary and secondary public schools on Protocols and Guidelines on the Submission,
Receipt, and Processing of Requests Related to the School Building Program (SBP). Thus,

2. In submitting of the said request, a complete staff work is required in compliance for
inclusion to the proposed School Building Program list for budget allocation;

a. The proponent shall comply with the following documentary requirements endorsed
by the schools division superintendent (SDS), and

b. For requests coursed through elected government officials where the schools are
situated and/or other external to DepED proponents, the following have to be
complied with signed request from the School Head and recommended for approval
by the schools division superintendent (SDS).

3. Furthermore, please find attached DepED Order No. 36, s. 2022 and checklist for your
reference and guidance.
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Republic of the Philippines
Bepartment of Education

REGION X - NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY

:

4. For strict compliance with this Order is directed.

2. Queries and updates related to school building construction projects please refer to
Leslie T. Fontanilla- Division Engineer 111 at 0927 690 5647 or 0908 919 8867.

TO 8E POSTED IN THE WEBSITE
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DepEd ORDER
No. [)36 , 8. 2022

PROTOCOLS AND GUIDELINES ON THE SUBMISSION, RECEIPT,
AND PROCESSING OF REQUESTS RELATED
TO THE SCHOOL BUILDING PROGRAM

To:  Undersecretaries
Assistant Secretaries
Minister, Basic, Higher and Technical Education, BARMM
Bureau and Service Directors
Regional Directors
Schools Division Superintendents
Public Elementary and Secondary School Heads
All Others Concerned

1, The Department of Education (DepEd) issues the Protocols and Guidelines
on the Submiassion, Receipt, and Processing of Requests Related to the School
Building Program (SBP) to guide external and internal proponents submitting
requests for funding and/or inclusion to the list to be funded under the SBP for
public elementary and secondary schools nationwide.

2. In submitting the said requests, a complete staff work is expected from the
proponent. This includes the rationale/reason for the said request, as well as, the
following requirements as validated and endorsed by the schools division
superintendent (SDS):

a. In submitting requests related to SBP, the proponent shall
comply with the following documentary requirements:

i. Needs analysis reflecting the total enrollment, existing
number of usable classrooms, current classroom ratio
and ideal classroom ratioc based on the standard
parameters of the Department as certified by the SDS;

ii. Copy of valid site ownership documents.

ili. Actual Site Validation and Assessment Report signed by
the Division Engineer with recommendation on the type
of school building that can be constructed on the
available space within the school OR the scope of
repair/rehabilitation to be made on the subject school
building;

iv. Complete Pre-Detailed Engineering Analysis such as the
result of Soil Tests conducted;

v. Complete Detailed Engineering Designs and Estimates
prepared by the Division Engineer and approved by the
SDS; and

vi. Signed endorsement of the request from the SDS.
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b. For requests coursed through elected government officials
where the schools are sitnated and/or other external to DepEd
proponents, the following have to be complied with:

i. Signed request from the School Head containing the
following documents:

1) Needs analysis reflecting the total enrollment,
existing number of usable classrooms, current
classroom ratio, and ideal classroom ratio based on
the standard parameters of the Department as
certified by the SDS;

2) Copy of valid site ownership documents;

3) Actual Site Validation and Assessment Report signed
by the Division Engineer with recommendation on
the type of school building that can be constructed
on the available space within the school OR the scope
of repair/rehabilitation to be made on the subject
school building;

4) Complete Pre-Detailed Engineering Analysis such as
the result of Soil Tests conducted; and

5) Complete Detailed Engineering Designs and
Estimates prepared by the Division Engineer as
approved by the SDS.

ii. Said request/s should be recommended for approval by
the SDS.

3. Request for School Buildings and other school facilities improvement projects
shall be based on the following priorities:

Replacement of old and dilapidated structures,

Replacement or repair of calamity-damaged structures,

Classroom needs due to increase in enroliment, and

Improvement of school facilities and premises to mitigate hazards.

o op

4. All requests related to SBP should have attachments/annexes enumerated
under Items 2.a or 2.b, and compliant with Item 3 of this policy. Otherwise, the
request shall be immediately returned to concerned proponents.

5. This Order shall take effect immediately upon its approval. Its certified copies
shall be filed with the University of the Philippines Law Center Office of the
Administrative Register (UP LC-ONAR]), UP Diliman, Quezon City.

6, All DepEd Orders, Memoranda, and other related issuances, rules,
regulations, and provisions which are inconsistent with these guidelines are
repealed, rescinded, or modified accordingly.

7. For inquiries and/or clarifications relative to the enclosure, please
contact the Education Facilities Division-Administrative Service (EFD-AS),
Department of Education Central Office, DepEd Complex, Meralco Avenue, Pasig
City through email at as.efd@deped.gov.ph or telephone numbers (02)
8633-7263, 8638-7110, and 8636-4877.



8. Immediate dissemination of and strict compliance with this Order is directed.

Encl.:
As stated

Reference:
None

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

FUNDS

OFFICIALS

POLICY
PROGRAMS
PROJECTS

REPAIR
REQUIREMENTS
SCHOOL BUILDING

JDMC, APA, MPC DO Protocols and Guidelines oo the Submission of Regquests related to the SBP
0202 - July 30, 2022
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PROTOCOLS AND GUIDELINES ON THE SUBMISSION, RECEIPT, AND
PROCESSING OF REQUESTS RELATED TO THE SCHOOL BUILDING
PROGRAM

I. Rationale

The Department of Education (DepEd) has been receiving various
requests from internal stakeholders (school heads and division
superintendents) and external stakeholders (officials from barangays
and local government unit executives from the municipalities and
provinces, and legislatars) for school buildings and other school
facilities improvement (ie, construction, replacement, repair and
rehabilitation of school buildings, covered courts, and other school site
improvement projects such as slope protection, drainage system,
electrification, fencing and others}.

While requests for these school facilities are valid as these are necessary
for the improvement of their respective schools or schools within their
area of jurisdiction, proper procedures should be observed and proper
channels should not be bypassed. The evaluation of requests should be
determined through the submission of a complete staff work endorsed
and validated by the Schools Division Office through its Planning
Officers and Division Engineers prior te the submission to the Office of
the Secretary or other Executive Committee members of the
Department.

Given the perennial problem of inadequate classrooms as a result of the
annual increase in enrolment, coupled with limited budget to address
the school facilities requirements of all public elementary and
secondary schools, it is necessary that the funding and programming
of school facilities are based on sound analysis on the actual needs of
the schools. By institutionalizing the standards and specifications for
compliance by the schools prior to construction, thorough and cbjective
evaluation of requests would materialize. As such, the issue of
inequality due to policization would be avoided.

It is in this spirit that this Order is being issued pursuant to the policy
of the state to ensure that all resources of the government are managed,
expended, or utilized in accordance with law and regulations, and
safeguarded against loss or wastage through illegal or improper
disposition, with a view of ensuring efficiency, economy, and
effectiveness in the operations of government.



Scope

This Order covers the protocols and guidelines to be followed in the
submission, receipt and processing of requests related to the school
building program and other school facilities improvement projects.

Policy Statement

Determining the school facilities requirements of each public
elementary and secondary schools is a function of the Schools Division
Offices through its Planning Officers and Division Engineers. The
Division Engineer shall prepare a Comprehensive School Facilities
Development Plan (CSFDP) reflecting the short, medium or long term
plan for the construction and/or improvement of school facilities.

Specifically, for the construction of school buildings, prioritization of
schools in the CSFDP must be based on the analysis of classroom
requirements as determined by the School Head and validated by the
Division Planning Officer, the availability of sufficient buildable spaces,
and the validity of site ownership documents - schools shall be owned
by the department or under Usufruct Agreement with the LGUs.

Guidelines for Requesting School Buildings

A. Requests for School Buildings and other school facilities
improvement projects shall be based on the Comprehensive School
Facilities Development Plan {CSFDP) of the Division and in accordance
with the following priorities:

i. Classroom needs due to increase in enrolment;
ii. Replacement of old and dilapidated structures;
ili. Replacement or Repair of calamity damaged structures;
iv. Improvement of school facilities and premises to mitigate
hazards.

B. In submitting request for school buildings, the proponent shall
comply with the following documentary requirements:

i. Needs analysis reflecting the total enrolment, existing number
of usable classrooms, current classroom ratio and ideal



classroom ration based on the standard parameters of the
department as certified by the Division Superintendent;

ii. Copy of valid site ownership documents;

iti.  Actual Site Validation and Assessment Report signed by the
by the Division Engineer with recommendation on the type of
school building that can be constructed on the available space
within the school OR the scope of repair/rehabilitation to be
made on the subject school building;

iv. Complete Pre-Detailed Engineering Analysis such as the result
of Soil Tests conducted;

v. Complete Detailed Engineering Designs and Estimates
prepared by the Division Engineer and Approved by the
Schools Division Superintendents;

vi. Signed endorsement of the request from the Schools Division
Superintendent.

C. For requests coursed through local chief executives where the
schools are situated the following have to be complied with:

i. Signed request from the School Head containing the following
documents:

a. Needs analysis reflecting the total enrolment, existing
number of usable classrooms, current classroom ratio and
ideal classroom ratio based on the standard parameters of
the department as certified by the Division Superintendent;

b. Copy of valid site ownership documents;

c. Actual Site Validation and Assessment Report signed by the
by the Division Engineer with recommendation on the type
of school building that can be constructed on the available
space within the school OR the scope of
repair/rehabilitation to be made on the subject school
building;

d. Complete Pre-Detailed Engineering Analysis such as the
result of Soil Tests conducted.

e. Complete Detailed Engineering Designs and Estimates
prepared by the Division Engineer and Approved by the
Schools Division Superintendents;



Said request should be recommended for approval of the Schools
Division Superintendent.

Monitoring and Evaluation

. The Education Facilities Division (EFD) of the Central Office shall

consolidate all requests submitted to the Office of the Secretary and
members of the Executive Committee.

. In the programming of the Basic Education Facilities Fund (BEFF), the

requests shall be considered based on the prioritization criteria and
complete compliance of the technical requirements.

The Division Offices thru the Planning Officer and the Division Engineer
shall regularly update its Comprehensive School Facilities Development
Plan (CSFDP) reflecting the programmed projects in the annual BEFF
to evaluate if requirements have already been addressed.

Reference

DepEd Educational Facilities Manual

Repealing Clause

All DepEd orders, memoranda, and other related issuances, rules,
regulations and provisions, which are inconsistent with these
guidelines are repealed, rescinded, or modified accordingly.

Effectivity/Transitory Provision

This Order shall take effect immediately upon its approval. Provisions
and other previous issuances which are inconsistent with this Order
are hereby repealed.

Certified copies of this issuance will be filled with the University of the
Philippines-Office of the National Administrative Register (UP-ONAR).



Republic of the Philippines

Bepartment of Education

REGION X- NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY

Annex "A”
DEPARTMENT ORDER NO. (036, s. 2022
CHECKLIST
NAME OF SCHOOL
LOCATION
DATE
Proponent/ Internal Request

ACTION REQUIRED

CERTIFICATION OF CLASSROOM NEEDS

Needs analysis reflecting the ot enroliment,
existing number of usable dessrooms, curment
classroom ratio and ideaf dassroom ratio
based on the standard parameters of the
Department as certified by the SDS

CERTIFICATION OF VALID SITE OWNERSHIP

Copy of vatid site ownership documents,

ACTUAL SITE VALIDATION AND ASSESSMENT
REPORT

Actual Site Validation and Assessment Report
signed by the Division Engineer with
recommendation on the type of school
building that can be constructed on the
available space within the school OR the scope
of repair/ rehabilitation to be made on the
subject school building;

SOIL TESTING RESULT

Complete Pre-Detaited Enginecring Analysls
such as the result of Soil Tests conducted;

APPROVED DESIGN PLANS AND PROGRAM OF
WORKS

Complete Detailed Engineering Designs and
Estimates prepared by the Division Engineer
and approved by the S5DS; and

ENDORSEMENT LETTER

Signert endorsement of the request from the
505

NOTE: Regurast for School Buiidings and othwr school facilities improvernent projects shall be based on the following priorities.

facilites arxd premises to mitigate
hazrands,

Please mark check () balow.
Replacement of old and Replacement or repair of Oasgroom nesds due I
dilapidated struchures calamity-damaged structures, increase in envollment, and
Remarks:
Improvernent of school

Validated by:

LESLIE T. FONTANILLA, CE
Division Engineer

Reviewed and Noted by:

LORENZO O. CAPACIO, EdD
Chief, School Governance and Operations Division

Address: Sayre Hi-way, Purok 6, Casisang, Malaybalay City
Telefax No.: 088-314-0094; Telephone No.: 088-813-1246
Email Address: rmalaybgelay city@deped gov.ph

21 93 0060




Bepartment of Education

REGION X- NORTHERN MINDANAO

DIVISION OF MALAYBALAY CITY
Annex "B”
DEPARTMENT ORDER NO. (36, s. 2022
CHECKLIST
NAME OF SCHOOL
LOCATION
DATE
Elected Government Officials and/or other External Request
ACTION REQUIRED :

SIGNED REQUEST LETTER OF THE SCHOOL HEAD COINTANING THE FF. DOCUUMENTS.

CERTIFICATION OF CLASSROOM NEEDS

Needs analysis reflecting the totad enroliment,
existing number of usable dassrooms, cument
dassroom ratio and ideal dassroom ratic
based on the standard parameters of the
Departrnent as certified by the SDS

CERTIFICATION OF VALID SITE QWNERSHIP

Copy of valid site ownership documents.

ACTUAL SITE VALIDATION AND ASSESSMENT
REPORT

Actuat Site Validation and Assessment Report
signed by the Division Engineer with
recommendation on the type of school
building that can be constructed on the
available spaoe within the school OR the scope
of repair{ rehabilitation to be made on the
subject school building;

SOIL TESTING RESULT

such as the result of Soil Tests conduched;

APPROVED DESIGN PLANS AND PROGRAM OF
WORKS

Complete Detailed Enginecring Designs and
Estimates prepared by the Division Engineer
and approved by the SDS; and

RECOMMENDATION LETTER

Requestfs should be recommended for
approval by the SDS.

NOTE: Reguast for School Bulldings and
Please mark check (V) below,

othar school facilitias improvement projects

shall be based on the following priovities.

Reptacemesnt of old and Replacement or repair of Classroom needs due o
dilapidated struchures calamity-damagad structures, increase in erwoliment, and
Rermarks:
Emprovement of school
facilities and premises to mitigate
hazands,
Validated by: Reviewed and Noted by:

LESLIE T. FONTANILLA, CE

Division Engineer

LORENZO 0. CAPACIO, EdD

Chief, School Governance and Operations Division
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Address: Sayre Hi-way, Purck 6, Casisang, Malaybalay City
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