Republic of the Philippines
DEPARTMENT OF EDUCATION

Region X1
CITY SCHOOLS DIVISION OF DIGOS CITY
Digos City
Office of the City Schools Division Tel. No. (082) 553-8375; 553-8376; 553-8396

Superintendent

Division Memorandum No. ©18 52017

TO : SGOD Chief
CID Chief
Senior High School Coordinator
Private School Principals/Administrators
All Others Concerned

FROM : DEE D. SILVA, DPA, CESO VI
Schools Division Superintendent

For and in the absence of the SDS:
%ﬁum

Chief, Schools Governance and Operation
Officer-In-Charge

SUBJECT : Regional Memorandum No. 011, s. 2017
RE: Guidelines for the Submission of Documentary Requirements
of Private Educational Institutions Applying for Government
Authority to Operate Senior High School Program

DATE : January 10, 2017

1. In connection with the intention of the concerned private schools to apply renewal of
provisional permit for Grade 11 or new application for Grade 11 and Grade 12, hereto
attached is the Regional Memorandum numbered 011, s. 2017, which stipulates the
“Guidelines for the Submission of Documentary Requirements of Private Educational
Institutions Applying for Government Authority to Operate Senior High School
Program”.

2. Together with the said Regional Memorandum are the following forms/documents:

a) Flowchart/Procedure in Filing New Application for Grade 11 Senior High School
(SHS) Program

b) Flowchart/Procedure in Filing Application for Renewal of Provisional Permit to
Operate Grade 11 and Application for Grade 12

¢) QAD Form No. 5 (3 pages)

d) QAD Form No. 5.a (1page)

¢) QAD Form No. 5.b/ Annex A (1 page) UepEd Schools Division of Diges

f) QAD Form No. 5.c/ Annex B (1 page) - m@
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g) QAD Form No. 6 (4 pages)

3. For information and guidance of all concerned.
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GUIDELINES FOR THE SUBMISSION OF DOCUMENTARY REQUREMENTS
OF PRIVATE EDUCATIONAL INSTITUTIONS APPLYING FOR
GOVERNMENT AUTHORITY TO OPERATE
SENIOR HIGH SCHOOL PROGRAM B
Sepgarinent O Educsne

TO : Schools Division Superintendents Regional Office X
Schools Division Office Private Schools Focal Persong# L
Private School Principals/Administrators
All Others Concerned

'8

1. This Office hereby announces the regulations andsprocess flow in_the
submission of documentary requirements for private schools to operate a new school
for Grade 11, renewal of provisional permit for Grade 11, and new grade level for
Grade 12 for the Senior High School Program (SHS) within the following categories:

Category A- Private schools, which have heen granted at least Level !l
accreditation by any of the accrediting agencies under the federation
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Category B- Non-DepED, which have been issued a permit or government
recognition by Commission on Higher Ediication (CHED) to offer any
higher education program;

Category C- Private Schools, which have been granted recognition by the
DepED to offer secondary education (Years 1-1V/ Grades 7-10); and

Category D- Non-DepED, which have been issued a permit or recognition
by Technical Educational and Skills Development Authority (TESDA)
to offer any training course, and ofher individuals, corporations,
foundations or organization duly recognized by the Securities and
Exchange Commission (SEC).
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regulations shall be observed:

a. All documentary requirements for the renewal of provisional permit {C
operate Grade 11 and new grade level for Grade 12 shall be submiiied
to the concerned Schools Division Office.



b. Schools Division Offices (SDOs) are tasked to evaluate all applications
for the renewal of provisional permit for Grade 11 and new grade level
for Grade 12. Strictly following the herein timeline, said SDO shall
submit a narrative report to the Office of the Regional Director, attn.:
Quality Assurance Division, detailing therein the findings on the
completeness and authenticity of documents, evaluation on the school
site, facilites and human resource and other requirements. The
narrative report must include a recommendation to the Regional
Director as regards its course of action to the application. Each SDO

shall create a Division Task Force (DTF) composed of the following:

Team leader- CID Chief

Members:

1. Private Schools Coordinator
2. Senior High School Coordinator

3. TVLLE

Supervisor

4. One learning area supervisor

c. All new applications to offer Grade 11 shall be emailed thru
kto12@deped.gov.ph or directly submitted to the DepED Central Office

SHS Task Force, copy furnished the Regional Office and SDO. The said
application must contain all the needed requirements as reflected in the

attachment.

___d. Ocular inspection and evaluation of facilities, school site, human
7 resource and other non-documentary requirements for applications
cited in the preceding item shall be the duty of the SHS- National Task
Force, the Regional Office headed by the QAD with CLMD as member,

with the participation however of the concerned SDO Task Force.

e. Documentary requirements must be properly arranged foliowing the
checklist of requirements. The Regionat Office- QAD shall evaluate the
correctness, completeness and authenticity of documents. if there are
deficiencies, notice shall be issued to concerned school- applicant, copy

furnished the concerned Schools Division Office.

Timeline for the submission of documentary requirements:
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§ pplication for New
; School for Grade 11

H

ek A

. . . i
nd Neow Agplication !

| year
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|

|

"On or before | On or before |
August 3C of | January 30
the preceding ;

Application Applicant’s Ocular SDO deadline
Deadline of Inspection of
Submission Submission
t RC
Renewai 0f Provisional | On or before 1 On or before 1 On or before
Permit for Grade 111 lanuary 15 Fabhruary 28 | March 30
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Republika ng Pilipinas
KAGAWARAN NG EDUKASYON
TANGGAPANG PANREHIYON X1

Lungsod ng Dabaw

Address: F. Torres Street, Davao City {8000) website address:http:// www..regionli,éepfd,gov‘;}h
Telefax Mos. (082) 204-1665, 227-1102, 225 0816 2270041 225.8495, 2011738, 222-2653, 224-0468, 224-0740: 221.7641, 224-0751; 221-6447 (Fax)

QAD FORM No. _5

—————t—

SENIOR HIGH SCHOOL - QUALITATIVE EVALUATION PROCESSING SHEET
(Private Schools, HEIs, SUCs, LUCs, and TESDA)

Division: School/Organization:

Contact Person: Address:

Designation: Contact No. / E-mail:

Date of Application: SY (Proposed Operation): Category:__A__B__C__D

ﬁ Category A — Private schools, which have been granted at least Level Il accreditation by any of the accrediting
7 agencies under the Federation of Accrediting Agencies in the Philippines (FAAP).

C:] Category B — Non-DepED, which have been issued a permit or government recognition by Commission on
Higher Education (CHED) to offer any higher education program.

(Jcategory € - Private Schools, which have been granted recognition by the DepEd to offer secondary education
(Years I-IV / Grades 7 to 10).

C__—J Category D — Non-DepED, which have been issued a permit or recognition by Technical Education and Skills

Development Authority (TESDA) to offer any training course, and other individuals, corporations,

foundations or organization duly recognized by the Se,c'urities and Exchange Commission

(SEC). . LS .

 CHECKLIST OF REQUIREMENTS

I

s s _Description of Documen Remark
Letter of Intent ]
" | “(pecifically cited the tracks, strands, and specializations to offer and the School Year of intended
operation)
Lz Notarized Board Resociution certified by the secretary and approved by the Board of i
| Directors | Board of Trustees §

2.1 Purpose (Specific Track, Strand and Specialization o Offes;
22 School Year of intended operation

o

12.3  SHS Cuincdiun fus the backss and sitand/s io e ofiered

R E) Certificate of Recognition ( State specific Number of the issued certificate e.g. Government

4

Rgcognition N¢. 2, 8. 197

3.1 Secondary Education Program — DepED
32 Training Program — TESDA |
3.3 Higher Education Program-CHED i
___} 3.4 Others.

_J 3.4.1 FAAP recognized accrediting agencies
3.4 2 Asia Pacific Accreditation and Cenrification Commission (APACC)

] ?mposéa‘mi‘ij/itien fee and other Fees ( Reflect the total whole year fae) |
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3 Teaching oad
5 Cerithicalion fiom recognized fantonal / MIsrmatonal agenciss (Lo DLA ABA and tihiers]
£ License (LET)

7 Teaching Exparience (Training relavant i the subjects handied)
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1T 7.3 ARTS AND DESIGN TRACK

Curriculum Offering (with Class Programs/Schedule per Track, Strand and /or Specialization
and with subjects offered following the Regional Memo No. 124, s. 2015) Recommended with
half-tone/background in Microsoft Excel Format : Core Subjects (Green Color), Applied Subjects
(Yellow Color), & Spedialized Subjects (Blue Color)

D 7.1 ACADEMIC TRACK SPECIALIZATIONS:

STRAND
7.1.1 STEM

7.1.2 HUMSS
7.1.3 STEM

7.1.4 GAs

(7.2 TECH-vOC TRACK
STRAND
7.2.1 AFA

T221A
723 HE
7241CT S

SPECIALIZATIONS:

SPECIALIZATIONS:
STRAND
7.3.1 PERFORMING ARTS

STRAND S—
; - -
|
i
i
!
H A Minimn nroaram seciromania for the QM frorka [ strande  Plezae cofact Hha mombe, !
o Broa : {Pens o Py :
rooms) !
8. 1. Instructional rooms !
E:) 8.2._Laboratories %
8.2.1 Computer i
8.2.2 Science (for STEM minimum of 3 labs — General Science /Biclogy, i
Chemistry and Physics} |
e ) !
BREPE Workshop Ranm / Studine f
(] 2.2 Athletic facilities }
| {1 8.4 Leamers’ resource cantes fhiary
! | . . ’ |
! J {‘r”‘“’ 1 8.5 internei facilities :
¥ 1
| I 8.0 Ancillary services ;
5. ‘ :_._..,: 264 Guidanes Donm
i i [ T
| ! }8.6.2 Canteen
! i IB8B3AVR
i r‘m“‘ Lol - Bt M
i 3 RN 1‘)‘”"1
i
, fed 355 Others (Pivase speciivy
s LA COpy oF MIBMoNanaum / viemoranda or Agreement oA S Memoranaum of Understanadhoag
" S (MO o7 Fannersiip arangements relalive 1o the SHD Frogiam Huplemeniation
| antangomonis may includo:




D 9.1 Engagement of stakeholders in the localization of the curriculum

9.2 Work immersion

9.3 Apprenticeship

9.4 Research

9.5 Provision of equipment and laboratories, workshops, and other facilities
9.6 Organization of career guidance and youth formation activities

9.7 Others

Articles of Incorporation and by-laws for private schools only

Documents specifying ownership of school sites;
f::] 11.1 Transfer Certificate of Title, Deed of Donation, USUFRUCT Agreement
(at Least 50 yrs.) & NCIP Certification (for Ancestral Domain)
() 11.2 Certificate of Occupancy from the City/Municipal Engineer’s Office
(] 11.3 Building Permit

C:] 11.4 Bureau of Fire Inspection Certificate
(] 11.5 Disaster Risk Reduction & Management Plan (DRRM)

Tz

Proposed annual budget and annual expenditures™~

Sumﬁia‘ry: Complete Incomplete Recommendéd for Ocular Inspection With Deficiencies

‘Tracks / Strands / Specializations:

inted Naine) (Siytratuie vver Prinied Natme) (Signature over Printed Name)

Reviewed by:

Team Leader
(Signature over Printed Name)
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Republika ng Pilipinas
KAGAWARAN NG EDUKASYON
TANGGAPANG PANREHIYON X}

Lungsod ng Dabaw

Address: F. Torres Sueet, Davao City {8000}
Telefax Nos. (082) 201-1665,

website address:hitp:// WWW..region 11.deped.gov.ph
227-1102. 2250816, 2270941 2258495, 2911734, 2222653, 224-0468, 224-0/49; 2217811, 204.0751, 221.6147 {Fax)

QAD Form No. S5a

SENIOR HIGH SCHOOL — ON-SITE VALIDATION PHASE

Division:

School/Organization:

Contact Person: . Address:

Designation: Contact No. / E-mail-

Date of Ocular Inspection:
CATEGORIES:

(Years i-IV / Grades

0
D Category D — Non-DepED, which

SY (Proposed Operation): Category: —

Private Schools, which have been granted recognition by the DepEd to offer Secondary education
7 to 10).

have been issued a permit or recognition by Technical Education and Skilis
Development Authority (TESDA) to offer any training course,

and other individuals, Corporations,

foundations or organization duly fecognized by the Securities and Exchange Commission

(SEC).
*

Recommended Action

Remarks

for Tech-Voc Track) (specify)

1
i
|
1

SRS S
]
{

HISpeGied Ly

(Signature oves Printed Name) (‘Sil;mé"ms?éhéx}'éf?5&2?1?557\?56%&5

Noted by: Confirmed by:

Il LLTLIe Y

(Signature o Brinteg ;~gd;nr~3‘;

Issuance of SHS Provisional Permit (Indicate track / strand and specializations

B ,i

2. | Defer Issuance of Provisicnal Pormit upen completion of K to 1 2 Program
I _— y requirements
A For revalidation on (Date):

(Signature over Prinied Name)
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KAGAWARAN NG EDY KASYON
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~ Address: F. Torras Street, Davao City {8000) website address:http:// www..regionll.deped.gov.ph
Telefax Nos {082) 291-1665; 2271 102, 2250816: 227-0841; 225-8495; 281-1738; 2222653, 224-0468, 224-0749; 221-7611; 224-0751 1 2216147 {Fax)

- j k .
i
SEN G BT Gir oy gyt

QADFORM NO._§

PUBLIC SCHOOL SENIOR HIGH SCHoOL

Division:

Schoo}:

School Principal:

School Address:

Designation/Position:

Contact No. / E-mait:

3Y:

No. Description of Document/Requirement Remark
). Classification of School Site: o
DTJ Stand Alone
1.2 Integrated to existing Junijor High School
1.3 Within the existing Elementary School Compound T
[ ] 2. Specific Track, Strand and / or Specializations: )

)21 ACADEMIC

(Js45

J 2

|

i

J

|

; 22.
|

1

!

[

T 212 humzy e

= ATts Production

f'CJz.z FECH - vOC
,‘ L 221 AFA- Specializations i

2 jA- Specializations iy T

3 HES Specializations in

———— —
1O . Specializations in

& AND DESiGH

et e e
Hartore [ETRTs QEARERS




,,,,,,, e

(24 sPorTs Specializations in

e e B B

B R
i

i
i

i

(] 3 |Purpose (Specific Track, Strand and Specialization to Offer)

3.1 ults of suwﬁom students, parents, industry partners, etg,
YES NO '

{ ) 4. | SHS Curriculum for the trackis and strand/s to be offered
4.1_Downloaded iculum from w.w.w.deped.gov.ph
YES NO

(_J 5. | School Calendar (By Semester) =
S.ﬁmt of Reference (DepEd Order No. 9 $.2015)
NO

YES J

1

6.1 _Using the Tenggje ~ Refer to Annexes A and B

i [ 6. | Profile of academic and non-academic Personnel in the Junior High Schooj

majoring in fields undeér the | and; or Bachelor's Degree with 18

o Professional units in Educ; ion and plus 15 units of Specialization in the
B Strand; or equivaleny Fiing

Vocational Educatign.as
Certificate (NTT Leve

fBining or must have National TVET Trainer

higher than course to be-taught) and Trainers Meﬂ)odofogy Certificate
MCylorn
Lo L) ves [Jwno
' ;" }7.4 Number of Teachers in Academic Track
! 7.4 ApAa
| 742HUMSS
! TE BN e
; ST DTERA e
7.4.4 GAs
},Lw’ 75 Number of Teacherg in Teph. Yor Track
7.5.1 AFA B
7.5.21A
7.5.3H.E. .
- 75.44CT
IL__J 7.€ Number of Teachers in Ars siud esicn
i 7.6.1 Peiforiiing Aits —

| 782 A Brodugtion
| 7.7 NMumbar ¥ Tasrhare in
!

P

Recommeniead with half-toneiha'rkqm-md In Micrnenft Eypal Earmoar « s,

| b A AR e o e N
e 0 ACADIERMIC TRACK “I38E Program nar Seraps

STRAND

D 7.3. For Tech- Voc Trackﬁ,,—.wBathe‘lor’s Degree (Bachelor of Secondary Education

YES NO
(] - | Number of Existing Academic_and Non- e
7. SHS
() 7.1 Portfolio of Teachers (Transcript of Records and Training Certificates,
License, etc.)
YES NO

D 7.2 Bachelor's Degree (Bachelor of Secondary Education) majoring in fields

under the Strand; or any Bachelor's Degree with 18 Professional units in

Education and plug 15 units of Specialization in the Strand

YES 'NO

9/ experiences along the field of Technical-

ich means National Certificate (at least |f level

- e

Srihiante

|

i

i

| gen Color), Applied Subjects (Yeiiow Color;, & Specialized Subjects Loiie Color)
1

H

i

i

t

i




e T

81 3STEM
8.1.4 GAs

|

L] 82 TEcHvoc TRACK
STRAND
8.2.1 AFA
8221A
8.2.3 HE

SPECIALIZATION

8.241CT

(Js.3ARTs aND DESIGN TRACK
STRAND
8.3.1 PERFORMING ARTS

SPECIALIZATIONS:

8.3.2ARTS PRODUCTION —

D 8.4 SPORTS TRACK.wr o~
'STRAND

SPECIALIZATIONS:

|
:_l

et

9.1 Instructional rooms
9.2 Laboratories
921 Computer
9.2.2 Science (for STEM minimum of
3 labs - General Science /Biology.,
Chemistry..and. Physics )
9.2.3 Workshop Réem / Studios

R | 9.3 Athletic facili

LT

9.4 Leamers' resource c*éhteklibrary

95 lntemet facilitfll -

9.6 Ancillary services s
9.1 Guidance Room

| 8.2 Canteen

1

|

8.3 AVR
9 4 Clinic

| 1 [ e [0 PN = 16
i i 9.5 Others (Plages specifs)

.

B e

. j _ LTS TR e e
; | Available Toois / Equipment Per Track , Strand, and / or opecialization
“ ol Point of Retarence (Reqiraments o Materale andg Bapmenn
{ l f‘oG.‘i ACADEMIC TRACK
| ’ 811STEM
MWMM*
8.1. 2 HUMss ——
Py [TERs T MNMMW
8.1. 3 STEM
M_m__‘mw_,.m__m_.»__mw
8.1.4GAs i
| ‘102 TECH-VOC TRACK
I 8.2.1 AFA
! 5 R B N) 12 M—Mh’lw'm'b
i f QL. L im
{ 2 I B S
‘ | 8.2.3 HE
] 1 [+3 2 4 ’I\T ' e I ————
1 ¥ Vo, s §
? 2 a8Ts AN b SIGN TRACK
i [ o34 DEQCADR I~ Ao
] i R R R R (AR S R
| L AT ARTS BROM et
| H_ 102 3PORTA TRARK T
i !
l’v—-wfTT““;"_:—-rrt_f"'it:w;f—ttfr;":-’m' T8 ] Mo e ARG A,
Pt A sopy o WERGTENAUM [ Meitorargy V! Sygreeinent (MOA, AL T S
I ! Understanding (MOU) for Partnership Arrangements relative t the SHSR Program
i 1

| implementanon, Thage arrangements may aciudes:

ey

Byl ‘:_@;i‘y&;ﬂagjﬁ‘}ﬁﬂi“fﬁ Stakehoiders m _the}ccaiéz‘atéqra of the CHTICUR G




| O Others 7 SHN®E e m,ﬁm} o
12. | Ownership of School Site: T ,

12.1 Documents of ownership of school sites under the name of the schools, or

|
| i
deed of usufruct I ‘
S ————— ———— —_——
Summary: Complete Incomplete Recommended for Ocular Inspection With Deficiencies

Evaluated by : -

{Signature over Printed Name) (Signature over Printed Name) (Signature over Printed Name)

Reviewed by:

Team Leader
== (Signature over Printaggussame:-~




