










class record inlo SFIO Note that SFlo !,rould not be prGpa'sd qu'rlEtly lo
avoid erasureg in the document by ensuring that only finel grades are racorded

The validated SFIO will be the basrs for updating esch l6a'nc/s stiatus

(promoted conditionally promoted or rstained) in the LIS aB of end of.scholl
yJar. Provisions stipuiaied in DepEd Order No 58, s 2017 Sectlon lV'

i,"ragr"ptt" o & E and OepEd Ordir No. 69, s 20'16 Soclion lV, paragraph B

lhallie'strialy obearved SF5 and SFB or the Report on Promotion-ard L€vel of

Proficiency and the Summariz€d Reporl on Promotion and Level of Prolici€ncy

resp€ctively lor each cless cen be generated from ths LIS usirE lhe school level

acc€ss a@ounts.

The SFsK shall be used lor KindergartEn as validalsd by the Eady Childhood

Care and Development (ECCO) Chectlist post-test resuh and the KindeBarten

Progress Report. Clsss advisers in Kindergarten are not requirsd to prBParu

SF1&ES (formedy Form '137).

These four (4) SFs (SFl, SF+February & March, SFs and SF6) gen€rated lrom

the LIS shili oe the focus of cheikirq and should b€ suppo'ied bv the

appropriate documenls.

For gradualing/moving up levels (Kinder, Grades 6, 10, & 12), the-ch8s advis€r

shalialso prelare aviads and,ior certilicates in accordance v,ith Do No 36' s

2016 or ihe most rectnt applicable guidelines. The learnar informalion on lhe8e

ewards and certificates should b€ checked against the SF1 for consistency'

2.1 Compolition ol the School Chccking Committeo (SCC)

A checking committee shall also bo creslsd al Ul€ school l6v€l with th€ school

neaa as ine Chair. A8 SCc Chair, the school heed shall dctcrminE the

memb€r8hip ol the SCC. There will bo two (2) Vice Chairs { th€ sCC Thc ICT

coordinaio; or the School Systcm Administrator/s lor LIS/EBEIS shall 6orvs as

the Vic€ Chair for Enrollmeni Counts and Leamer Profile. Tho school h€8d thall
also appoint the most capeble school poraonn€l as Vice Chair for C-uniculum

ana niiessment. The Vlce Chair for Enrollment Count and Leamer Profile will

Iocus on L|S{elat€d is8ue8 end school r€port gen€ration wtlile the Vlc€ Chsir
for Cu.riculum and Assessment will ensure that lhe cootent of school forms alld

reports are compliant with the policies rgl€rted to enrollment eligibility,

cumculum promotion, and retention.

There is an advanlage if the school Monitoring and Evaluation (M&E) team (if

already functional) 6hall be included in the membeGhip oflhe SCC'

Schools with three (3) o. more seclions in each grade level may orgenize EUE

commiitees comprised of the class Sdvisers and olher subject teachers

2.2 Rol!3.nd Functlom ot tho SCC

The SCC is €xpecled lo conduct a pre-checking activiiy involving lho thorough

review of all leamels r€cord6 tor all classes in preparation for the schcduled

checking ol forms with the DCC.

The SCC is alEo tesked to communicate with the DCC rcgarding the schedule

for the checking of torms and other nec,€ssary arrangemenE lt is- al8o tho

reEponsibility o{-the SCC to discuss the result and fiFdings of the DCC during

the checling
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able 2. SunmaN ol Taaka and Refarooce Documenfs af lhe Schoo/ Leye/

hpodblc
P.qpr t

irfusrcr
(irerdr.i6 ro b. Cll.c*.dl

ortl9td
(Rcport rFirrB bt tlt[Cl|df

ClaEs Advi8ers

Compile supporling doclments
particularly on the l€arne/s eligibility for
edmisgion. such as:
. PSA Bldh Cortiticste/olher equivalsnt

document
.SFg (form€rly Form 138) and SF10
(formerly Fom 137), or ECCD
Ch€cklict, KindorgariEn Progrs6s
Rspon, and C€iiticat€ of Compleflon
for Kinde.

.PEPT/PVT/A&E CertificatB (if
applicable)

Ensurs that the following SFs gsner€tod
lrom the LIS are correct:
.SFl - School R6gislsr
. SF2 - Leamer Daily Attendsncs Rgport

(ror the month8 o( Februsry and March
only)

.SFs - Roport on Promotion and L6vel
of Proliciency
(including SF$K, SFsA-SHS end
SFs&SHS for Gred€ 12)

Sctrool l-leads

Propar€ Summary Roport using lhe
following rBferences provided by lh€ claas
advisers:
. SFl - Scfiool Regist€r
. SF2 - Leamer Daily Atlendance Rsporl

(for the months of Fekuary and MarEh
only)

.SF5 - R.port on Promotion and Lsvsl
of Proliciency
(including SFs-K, SFSA-SHS and
SFsB-SHS for Grade '12, es
eppropriate)

EnEU.e thai the follor rir€ SFs ganeraH
from lh€ LIS are con€cl:
.SF4 - Monthly Loamer MoYamanl and

Altendama Ropon ffor tho morih8 of
February and Merch ont)

.SF6 - Summarized Rcpori on
Promotion and Level of Prolicloncy

Upon completion of all requirements and relevant documants, claas adviscG
and school heeds shall perform the lollowhg:

B. Du.lng Rordlng .nd Ch€c*log of Forma

l. At th€ School Levol

lmmodiately a{ler th6 labulation of 46 qusrler €xamlnaiion rEults tor grad€ lovels
that shall move upg.aduate (Kinder, Grad€s 6, 10, & 12) has be€n ploc66s€d
and Gcordod in th6 eppropriel€ forms, the SCC ah.ll st.rl tho school-lowl
chocking. This may bo done through suEcommittso8 psr gradc l6wl in large
schools o. whatever struclure de€med 6ffd€nt in smell school6.

The review shall locus on lhe accuracy ot the l6am6r prollles and onrollmant
eligibility using reliable reler€nces such as but not lamitad to th€ Birth C€rti{ieet€
Learne/s Parmsnent Acad€mic Record (SF10 formerly Form 137), or @propriate
certitlcationE.

The linding8 of the SCC should be communicatsd to ths conccrn€d clars edviscr
in order to imp.ove his or her preparation of reports. Comm€ndalign should al6o
be given wh6n it i6 due.
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Eleclronic forms p.e-loaded wilh lgarner informetion and lhalr genaIal ave.ages
downloadable f.om the LIS arE not subie€t tor editing manually or outsid€ ths LlS.
Any corleclion shall b€ done in the SFI and eventually in the L€emo/s ffile
moduh in the LIS Print layout, order or anangsmont of th€ list of l€Ern6fs
names 6hould likcwise not be edited. The formet and conlgnt of syat m-
generated SFs are conskl€r6d linal and oficiel. Comm.rrLllzx, alecl7onlc
rchool foms as mentioned in DO No. 58, s. 2017 Scction Vll (SFCcisl
Provision), shall not be Eccgrizcd nor accoptod. To €nsure lhat only SFs
genErated from the LIS are being presented during the checking qI foflas, thc
designat€d LIS or ICT Coordindor is required to 8i?n or initial esch SF.

SF10 and SFg (formedy Forms l3T and l38, rospectively) shall be manually
updated and mwt b€ conGistent with ttl6 SFs and other documento. For easy
rsfsrenc€ and cro8s-checking, b€ginning SY 201&2019, lhe anangement of
lsarne6' names in the SFg (formerly Form 13E) should be written lhe way it w.s
generated in lhe SFS. Cunedly, ihe sysbm{Bnerated SF6 print thc namo of
loarnols in this order last name, first name, nam€ extansion, and middlo nsm6.
For uniformlty and conocl remrding, th€ extension name (if any), must b€
encodgd in LIS in the separate dat. lield for oxtension namo rrgardle5s ol lh€
ord€r in which it appesred in th€ Bidh Cedificab or other rslat€d documaflt.

Alverds and csnificats6 lor learneG in graduatinghoving up larels (Kindar,
Grados 6, 10, & 12) shouH b€ checked agairEl the SFI tor consi8tensy.

Once the SCC has completed the checking of lorms for all classes in Ell grade
levels, the SCC ahatl accomplish th€ School Forms Chockiflg R€pon (SFCRI)
sttached ae Annex 1a. The data chm€nt! dcsc.iplion is Ettadred as Annex 2.
Error8 an.l inconsigtencisa observed by th6 SCC ahodd be communicatsd lo
clEss sdvisers for equsin€nl in th6 LlS. Etrectiw SY 201&2019, th€ SFCR ot
thB prEvious School YeEr can be used ss rg grence io del6rmine progrEs! or
improvemenf of the cuneot Scttool Year.

The r€3llts of the clrecking as oblained from tho SFCR may b€ used aB
Gference or metrns of v"rific5tior (MOV), whenever app.opriab, in
accomplishing relevant information in th€ lndividual Performance Commitm€fii
and Review Form (IPCRF) of teachers.

2- At tha Olvialor! L.\61

2.1 Srlcc{on of Clacaor lor Checling ot Folm!

The DCC shall condud the Oivision Lewl Chscking of Forms lor grE(b levels
thal shall move up/graduate (Kinder, G.ad$ 6, 10, & 12) pdor to the 6dlool's
schsdule for the moving up ceremony/commenerEnl ex6rcise3. Ia checking
tor oithlr grad. levels may start afler tflr 4l,4uaftrr 6xaminEtion ur il th6 2e
vreek of April. The DCC Bhould also notify the SCC of thiE schodule.

Kinder, Grade 1, Grade 6, Grad€ 7, Grade 10, Grade l'1, and Gradc 12 shall be
the prionty grade levels for ch6d<ing. Thus, mor9 sBciions in these grad€ hvels
shall bs sutiec{sd to the checking of forms. Table 3 below proviles a guid€ on
how lo determine the number of s.ction! lhat sh.ll be check€d to..ach school
typel
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fable 3. Scrool Size Sampling Guide

Slar ol ScftooF
Aased o0 @mbh6d erydl,nenl

h rhe plotw gtEdo leval9

P ortty Crad! L.Yab
Othar Gr.* Lavda

Min*num I'to. ol c/atrf'sPo,rfrril69o Edi,nold tlhimum
/Vo. ol fldss€s

Very Small (gg and b6low) 't00% all

Smdl (1001o 29S) 50% 4

Medium (300 to 499) 30% 2

Larg€ (500 to 7Sg) 20% 6

Very Large (800 to 999) 10% 7 4

Hug€ ('1,000 and above) 50/" B 5 /.-"\
'The Wanetu uvd'for lhis schoo/ c/assficalbn is the combhpd enlollmaol d\@.
Gndt! tand Gradg-E for Elemonw Schod. For Junbr High School, i,s tho cornbin'aGndt! tand Gradg-E for Elemonw Schod. For Junbr High School, i,s tho cornbin1d
enrollmentA Grade.T)and^Gnd41d'Fo. Senbt HAh School it is the combinsd entoltment
ol Grad{l1 and Grcd?1z\The school classification delined in this Folicy is inten&d solely
lot the gdping of sctfu)ls lor the annudl checking aclivily end shall not atled other existing
schc]E,l classtfication cnlede.

For schools categoriz€d eE Very Small, all cJassse of priority grads l€vel8 stlell
undorgo the checking ot lorms. The minimum numb.r of classcs io othcr grad€
l€wls thet shall undergo chect(ing 6hell be detgrmined throwh drawing ot lot8.

For schools catBgorized es Small, Medium, Larg6, Very Larg6, and Hug6, the
minlmum number of class€s of priorily grad€ levels that 6hall undergo ttl€
chscking of forms shell be determinod through drawng of lots. Fo. other grado
l6wl8, the classes thal will be subjectgd tor checking shsll also be determhed
through drawing of lob a8 proportioned.

For grado l€vels with cla6sea less than the required minimum numbor. no
drawing of lols is necessery. All dasses shall und6rgo checkirE of toms.

Procodwe lor Drawlng d Lots

The DCC shall onsure lhal all classes in the SF6 ar6 also reflected in the SFCR'I
signed by the SCC All dasses in all l6v6ls shall be includsd in the li6t of class€8
to be raffled for drawing of lols. The raflle shall be conducted by the OCC, and
must be done in lhe prBEence of th€ SCC on the actual day of ch€cking, ensuring
the rep.esentatron of priorrty and other grgde levels as provided in Tabls 3. No
rame or drawing of lots shall b6 made prior to the day oi aclual ch€cking.

2.2 Plr.mounl CoEidcr.iion! in tho Ch6cking ot School Forms

Since only the L|S-generatcd school formc shall be presented, it B unn.€€ssary
to retyp€/refo.mat the name of lgamerg. The format and ord€( of l€arnerc' ngm€s
ln the L|S€en€rated school forms are conEidcrcd final and official. Thc aystcm
shall also determine the margins, font name, font gEe end placoment of the
extenEion name if any. Moditications such aE the insertion of sdditional column/8
is/are not sllowed.
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For printir€, A4 (8.27" x 11.69") or Long/Folio (8.5" t 13') size white bond psper
may be used depending on its availabilaty in the school. Forms shall bc p nted

using black ink.

The OCC need not be particular on lhese 'cosrnetic' aspccts, but should foc{s
instead on the accuracy and consiEt€ocy d l€amer information across all ,Eporis
and against rel6vant .eference docum€ntg.

The rcC shall focus on th€ followirEi

i. Check the availability qf supporting documents for entry grade levele
(Kinder, Gr8de 1, Grade 7, and Grade 11) and learner8 who lrensfen€d in

or moved in for olher grade lewls.

L6vels

ChBck th6 conectn€s8 of the followlng Echool lorms snd c€dmcate6 lor
Grade 1 and €xiting grade levels (Kinder, Grsdes 6, 10, & 12).

Table 4. Documents fot Grade
!r- r' 6 rhl.rvd arpln{fttgqooflttrttf ;i!

Kinder Binh Certlficaie (5 years old a6 ofAugust 31)

G.ede I Kinde. Complelion Certificats and ECCD Checklist

Gred6 7 Elemenlary Complction C€rtific€t€ or SF1o-ES

Grsde 'l l JHS MovarE Up Codificate or SFIGJHS

Tran6f6rr€d ln or Moved ln to
olher g.ade levels

SFl0 with attached Birth Ce.tificate

For Accelerated/DepEd
Assessment Passers

PEPT/PVT Rating or ALS A&E Equivalency Certilicato

Tahle 5. Focus A,Bas fu CIO

qrd. Ldal C'olrriq.b

Kind€r
lnformEtion in lhe
SF1 is considtent
with what is written
in the Binh
Certificsts. :'=

The Omnibus Policy on Kind€rgarten (DO 47, s.

2016) or the most recsnl applicabl€ pollcis6 thould
bo striclly ob8erved.

LRN prir{€d in lhe Compl€tlon C€rtmc.t€ and
ECCD checklist Ehould b6 consistent with the LRN
in the SF1.

Grade 0

Grade 10

ThE existlng applicablB policies on promotion,
retention, awarding ot honors, and accel€rauon
should be striclly ob8erved.

LRN print€d in lh€ Complotion Cedincab, SFs,
and SFIGES should be con6isl6nt with the LRN in
lh€ SFI.

The existing apdicable policie8 on pmmotioo,
.etention, awsrdlng of honors, and accEloration
should b€ slric{ly obs.rved.
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LRN printed in the Moving-Up Cerlificate, SF5, and
SF'1o*,HS should b€ consistent with the LRN in
the SFl.

The exisling applicaue policl€s on p.omotion,
retention, awarding of honorB, and accaler8lion
should be stric{ly obssrtred.

LRN print€d in the Completion CsrtificaBoiploma,
SFsA, SFsB, and SF1o-SHS should be consislent
with the LRN in th€ SF 1.

sFs &
SF6

Be reminded that the Llsl ot Gradua!6 rfld documlotlrGport! ln
rlladon lo thc ranking ot honors rrc no lonlrr rlquiltd.

Should there be diEcrEpancies in thc l€arnc/e p(sfile (6.9. Birth C€dilicda
vis-a-vis the SFI), the necessary adjuslmeds must be made by thc clals
advissr/School System AdminBtrator in the LlS. lf th6re ar€ discrspgncis
b€tq,€€n the SF5 and the SF t 0, th€ Class Record of lhe class advis€r may
b€ presented for valadation. As th€ Vlc6 Chair of the SCC, th. ICT
Coordinator or School System Administralor for LIS/EBEIS shall erEurc thai
all dhcrcpancie8 found during the checking are reconcild and that the
conesponding edjusin€nis ere applied in fle LlS.

iii Check the information on gnrollment count and learn€r movemer{.

For graduating (Grad€s 6 and 12) and moving up (Kinder and GrEde 10) grad€ lev6ls,
the SFz End SF4Ior the month ot February shall b€ us6d during lhe ctrecfing.

The total number of leamers per cless *' record€d in SF1 should be corcBtsnt wilh
Ithe total number of leamera who actually reported to school as of Marc}l 31 e8
rccorded in SF4. The brBakdown of enrollmenl by g,Ede level in SF4 mu3t b€ talli€d
wilh th€ breakdown of promoted and retain€d, dieaggrsgated by grade l€v€l in SF6.
For graduating grsdo lcvols (Grades 6 and '12), lhe SF4 tor the mor(h of February shell
be used for the purpo8€ of chocking.
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Table 6. Focus Arcas tot SGOD

FotEotvaldrlboi .
For gradusling (Grades 6 and 12) and moving up (Klnder end Grade 10) grade lewlE,
lhe SF2 and SF4 for the month of February shall be usod during lh6 chccking.

Validate th€ cumulativ€ number of school leaverE (dropped out) and leamors rvhoturuPPrru rruu cnu ll,
SF4 transfe.red out by checking fie SF1 and SF2 of each section or gftrde lev€|.

Validate lhe supporiirE docum€nb for leameB rpported to haye transferred out lo a
school Ebroad, an inlernational school, an ALS prDgram, or taggd aE dropped oul due
to death.



OlaBram 1. Focus A.€as of Ch€cking
.nd Means of Validation

A. Sdrool LaYrl Ol.a nt
Allclassci br an 86da leyeh

SGOo Fodrr
(Errrolm€nt Counl, \,
drorped oul,
traniEred ln/ouL

OD Focus

(Eniolm.nt.lilrblllty
alld assessmenl
comdlanaethoi
lndudas promotlony'
rltcntion 6
an4ler.rlonl

iv. Fill oul lhe SchoolForrfls Chocking Roport (SFCR1).

At thc end of ths checking o, foms, the comrnitte€'s finding8 shall bs
consolidated in an obsGrvalion rcpoi usino the SFCRI. Ths DCC thall
pEpare an SFCRI in three (3) aoFic6, roflocting only lhe classas thal thcy
revielred The cr ric6 in lho templabE, particularly tha l6v€l of conldngla
or accuracy, 8h.ll be diEcusssd by thr oommitbc on banc befoE
communicating thefl lo the SCC. The sumrnary rcport shall 3ubst niially
locus on lhe follo\iing:

1. Number of Learn€/a Recordg

o no. of lsemaf's records exeminod/revie'lved
o no. ot lcamer's records with inconEi8tcnt infomalion in onB

or more Echool foms or reference document8
o no. ol learneds racordg without one or mor€ rafer€nce

documer(s such as thE Birth Carlilicatr and SF10 (formeiy
Form 137) from public sc}lool8

Note lhat Temporarily Enrolled leemsG e.g. have pending
transbr of SF10 (formerly Form 137) should nol be indudcd in
Tablor 1 and 2 of th€ SFCR1.
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2.

For tansftnEd/mov€d h:

o no. ot her.lqa with SF10 r*slv€d eihln 30 d8y8 upon
onrollm6r{ of thg l€€m€f

o no. ol l€amers withoul SFro from ihe originsting sch@|,
iodicatnrg th6 rB€ron for lhe pendino trandcf ol the salt
doqrm€nl End th€ nenr6 oftlE sctrool

All leanl€.3 wio tamf€rlrd/mov€d in shdl ba lrgcord€d ln
T€bles 3 end 4 of lh€ SFCR1.Noto lhat PEPT/FVT or ALS-A&E
Certiticst€ hold€r8 sh8ll hot bo includ€d h th6 co$t.

Efi€cdvs 5\20'18-2018, lhs SFCR propsrod ard slgnsd by ur€ ECC
of the previx8 Sdrool Yoar can bo uscd aa r*r6nc€ durho
chocting to detgnrino progGss or tnprow[rgnt o{ tir€ cu,rant
SchoolYer.

Srocific T€chnical Assistsncs p.ovir6d by the DCC

Ihe rcC i8 lEqul€d to provlr€ technbal E8sietanca b GclEls t|ith
ditrrcullios and enSure th6l al concemgd school p6rsoonel 3rB ual
inlonn€d of any dsv€lopm€it rlLtivs b th€ prgp&dt o ol .chool
forms. A! such, fle content of th6 Epo.l $ould bs disor€Ed by tha
DCC \Nith flg SCC {td lh€ conc€rned chs sdvir.r8 88 part ol0|o
cn€*ing Ediviv. A copy o, the SFCRI Esp€.€d snd aigrEd by tho
DCC shall b€ provided to fiq school 8nd {oth€r copy to the PSDS.

Surynary of Findings and Recornmsndetbng

Th€ DCC shoqld prepsl? a ngrstivo Epoli oa Ur€ findn$ oboEn od
in all schools ee srrpportod by ,igursslEtalisth! Iscqdod in tho
SFCRI. Commor i8ru€6 ancounbr€d sudr $ but ml limitrd io lai€
o. inco.nplel€ 8ubanission of supporiing documontr, tranrlar d SF1 0
{fomeriy Form ,37). chslbng€i or contusi.rn cau!€d by a lpacifo
proviEion of a poliry Elat€d to 6nrollnr6lrl, sBraacmcnt or
curdcllum, ulltsalion ot cornrnorcialirod .nd unauho.k€d Bbctorlic
Echool forms, if any, ere to b€ highlighted. The b8u€s shall b.
p.eseitsd with ng@mme.rdailcn3 lrom tlle cornmitte€ on hov io
mrn4s or ddr€a6 th€ obe€rwd ('lellarE€8. t&arcornpfiarEa wtlrl
the specbl p.wbb.r d Oep€d Oder 58,s.2017 (Co{im€rcializ€d
E|€c-fonic Fo.nrs) 3h6ll aEo includod in thh llport. It good
prac{cesktEl€gie8 provEn crfacllvE in ollo or mof! Bchoolr atg
ob.ervEd, ihcso rholdd slso bc indudcd in thb rcpon. The SCC and
the PSOS shall .lso bo gtven I copy o, the repod.
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Th€ flowch.rt below illustratas the standerd checking process and LIS adjustmsnts to b€
msdo, if necss8sry. Also itl€nlnsd are the supporting doqrments to be used as
reference al each level of valkJation:

\ralid.tim

E.cD(h.drrii lior hnds)
c. not o, c6rlpl*irr/Drrr..r
Olif, a.dlltdEn or d@@ntc

Flowchsn 1, Staidlrd
Proces! aM System

5c!nd.ry^{pF.tinr Offi dil
,. A.ti c.rtrfi6td.qll{rdrr

\LId.non P.tft +

I,
OE rGod/Sumo'y ol Cr.dd
Sf 2 h. lh. Mthr dr F.br.ry

ll is importani for the DCC to ensure that the .h€cking ot formE doe€ not poss additional
burden to teacheE, but in8lead enables th€m to producs quality €porls. The SFCR
prepared and signed by DCC shall b€ discussed with the SCC. As the SCC Chair, the
school head shall aflix hidh€r signalure to Eignify his/h€r agreement wlth the repon.

C. Poai Ch.cking

1. At th€ School L6v6l

Findings, observalbns, and recomnr€ndations film the DCC ,Ecod.d in the
SFCR I m8y be included in the agsnda for the nexi Echool-ba8ed L€amang Adion
C€ll (LAC) session.

The school head, with the technical asaistanc€ of tho School SyEtem
Administrator, stlall ensura that all adjuslmEflts madG dudng the c*locking arE
refl€cled in ihe LlS.

Within five (5) wor*ing days afler the checking conduclsd by the DCC, the Ectrool
shell submit one duly sign€d original copy of th6 SF4, SFs, ard SFo. No
additional report other than whEt has be€n 6tipulet€d shall be required frpm ihe
schoollor submEs|on to ihe OCC.

2. At thr Division Level

The PSOS shall consolidate the SFCR1 ol all schoolE in hidh€r School DBtrict
and compiJte the Distrid Accurecy Level lo be recordEd in Table 1 of th6
Consolidat€d Districl School Forms Checking Report (SFCFU) ettadred 8s
Annox 1b. For School Districls with no PSDS, the DCC shall prEparr the
SFCR2. The SFCR2 musl be sign€d by the Chair and membeG ofthe ucc.
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vt.

The SFCR2 for all Distric{s shellth€n be consolidated by thB OCC. Thb shall br
the basis for computation of the Division Accuracy L6vel to b6 recoded in Tabb
1 of the CoNolidated Division School Forms Checking R€port (SFCR3) attadcd
aE Annex 1c. Thas may be us€d as reiBrence in aEsesamenl reporb poltsining to
school data m.rnagement and LIS/ESE|S houseke€ping perfomance of the
school and the SDO. The DCC mu8t submil the SFCR3 with the of,icial rBport of
lirdings and recommendationa to ihe ofnce of the SEhools DMBion
Superintend€nt not later than ths second Monday of Msy at the 6nd of egctr
schoolyear.

Oth.r ProviriorE

Simd€ food or refreshments sB.ved du.ing tfie ch6ckirE of forms by th€ DCC may b6
cherced against school Maintonanca end Other Operating Exp€ns$ (MOOE) or
school oantcen funds, subjecl to thE usual govemmer accounling and auditing ruleg
end regulalions. ljncler no circumstances shall the checking of fo.m6 dace undue
financial burdefl on the t6ach6ra or leamerE, and no cortribution in any form shall be
collected from th6m.

TraGportation expeneeE incu,red by the DCC or of th€ir deputiz€d r€pre3€ntatlv€8
may be reimbursed against SDO ,unds, sut{sst to the uEual govEmmant a€counling
and auditing rules and regulations.

The SCC and DCC should NOT r€qulre the cless adviser to prepare and Eubmit tho
following school formE:

a. Obsol6te School Forms

Forms that wgro replacad by modified school forms through DO No. 4, 3. 20i4
arB no long€r re{uirsd !o b€ prBp€red at the school level, such a8 but not limltad
to lhe Lisl of Graduat6s, Form 1E (R€port on Promotion), Fom 3 (Prindp6l
Roport ol Enrollm€nt & Att€ndence), Form 19 (Asslgnment List of Teadrera), and
Form 29 (T6achBr's Progrem).

b. Local Forms tor Rankino of Honor8

Th6 SFs upon velidetion egein8t tha SF10, end if necsssary. cross-cttock€d wnh
lhe class reEord, cen bo ured to Bvaluate and dstGrmin€ the l6amer8 wio ar€
candidsieE for honds and other dtetions. Schools are not rBquired to prBpare
additional loc€l lorms for the ranking of honors ainc€, aE proviously mentioned,
ihe traditionel prec{ice of ranking has not been appliceble sinc€ SY 2016-2017.
The provisions stipulated in DO No.36, 3.2016 or in existing eppllcable
guidelines should be obEerved.

c. Additional REouiremer{s

Locally developed formB with similar dsta elsmEntg to phased oul torllls should
not be required for pr€peration and suknission. Any rEguircments nol Staiad in
this Policy shall first b€ Eubmitled to the R€gionel Office - Cunbulum and
Leeming Menagement Division (RO-CLMD) and to the Policy, Planning, and
Researoh Division (RO-PPRD) which shallcqhmunic€te thsir recommerdetion to
the Plannino Service .t the C€nt.al Ofiica for cl6a.ancE.

1.
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n ol Moveo ln/uul ag alaleo lfl u\J r\o. r!
in.rrr"ni potl"y ssction lv Dsfinilion of T€rms (items E & F) is b6irE darified ro

refer to migratio; of bamers in and out of the school bel''/een school yeaB'

v[.
--=4-

onitoting .nd Ev!luation

Stricl compliance wilh fii6 Policy snd ottlet sppropriate provisiods ln.DO,No 4' 3'

ioil 
""d'*itt 

the existing appiicablo guidelines on €chool forms-shsll-be joittlly

..i it-ii ii ir,li seoo --scii,"l Manai$meni M&E unit and the clD ot all sDos
n"lio*rU". itt" pofi"y, Planning, and Researdr Division (PPRD) at the R€gional

Offtce shalt abo dnducl policy cornpliance monrtoring and eddress . 
policy

imoternentaion rssues All unresolved Bsues on the provbions ot thig Policl thall be

elevated to lhe Plannrng Servic€ at the CeotrEl Office

Vlll. Efi6€ viv

This policy shall take €thcl beginning SY 2017-2018 mmediately upon publication in

the DepEd official websito and shall rsmain n forc,6 and eff€c{, unl"s sooncr

repeabd, anreded. or lescinded.

lX R€ia0ncaa

DepEd Order No. 3, s. 2018, Ba8ic Education Enrollment Policy

DepEd Order No 58, s. 2017, Adopiion of New School Forms for l(nderg8rten'
s"i[i iigt School, Altemathre Lraming Syet€m, Health and Nutrilion and

Standardization of Permanent Recotds

DepEd Ordor No. 54, s. 2016, Guil€linss on the Requed aM Transfer of Lsamels
School Records

DepEd Order No. 36, s. 2016, Policy Guidelines on Av.ards and Recognition lor tho K

to 12 Ba8ic Education Pogram

DepEd Oidor No. I, s. 2015, Policy Guid€lines on Classroom Assegsment for tho K

to 12 Bagic Educ€tion Pr€ram

DepEd Order No. 4, s. 2014, Adoption of tho Modified School Forms (SFs) Ior Public

Elementary End Secondary Schools EffEctive End of School Y!8r 201&2014

DepEd Order No. 33, E. 2013, Leamer lnformation SFtem (LlS) Data Housek€epirE

and lrnplementation lor School Year (SY) 201120'14
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Anner 2

SCHOOT FORMS CHECKING REPORT

D.tr Etetnant Oeaa rlptlons

Coder SFCR1 for School, SfCR2 for Oistricl, and SFCR3 for Divislon

Sch€dule: EndofkhoolYear

lnstructions: 1. This lorm must be accomplished by the checkan8 committe€ durint or after lhe
ch€ckint of school forms.
For Table I end Table 2, do not include leahers who are temporarily enrolled
e.B. with p€ndin8 transfer requests of the SFlO (formerly Form 1371.

tor Trble 3 and Table 4, do not include PEPT/FVT or ALS-A&E C.ettificate holders.
ror Tabl€ 3, indicate the number oI temporarily enrolled learn€.s hom both
publi( and prieate schools. Ure an addltlonalsheet iffleeded.
For Table 4, list alliempoErily errolled learners \Nithoul SFIO.

The results ofthe checking as obtalned from the SFCR may be used as referance

or means of verification IMOV), whenever appropriate, in aacomplithlng

relevant in ormalion in the lndividual Pedormance Commitment and Revieu/

Form (lPcRF) of teachers.
The PSDS shall consolidate the 5FCR1 of all school! in hlthe. S.hooloistrict and

compute the Dislrict Accuraay l-evel to be recorded in Table 1 of the

coniolid3ted District School Forms Checking Repon (SFCR2) attached as Anner

1b. For School Districts with no PSDs, the oCC shall prepare th! SrCR2

8. The SrcRZ foraltDistracts shallthen be.onsolidated bv the DCC, This shallbe

the basis ioa computation of the Divigion Accuracy Level to te recorded ln

Table 1 of the Consolidated Division School Forms ChecklrE Report (SFCfi3)

attached as Annex lc. The duly siSned SFCf,3 alon8 wlth the Summary of

Findlnff and Recommendations (narrative report) must be suboitted to lhe

Office of the Schools Ofuision Superinlendent not later than the second

Monday of May at the cnd oreach schoolYear.

2.

3.

4.

5.

6.

7_

OATA EIIT{H|I ECEPnOIt

1 Name of school offlcial name of school as registered with DepEd and ref,ected in the

EBEIS

2 SchoollD A six (6)dlgit-nomber assi8ned to a school recognized in the EgEIS

3 PSDS tlame of the Public Schools Distract SupeNisor

4 Dirtricl Name of the Public Schools Distrlct where the school ls located as

created by DepEd, and in most.ases, bcing supervised bV a Pubtlc

khool5 0istrict SuPervisor

5 Grade Level A degree/rtage ofi learner classified according to age and protress

6 section a trcup of puplls/students convened to receive instructiofi in

a Eiven course or subiect

1 Nam€ ofAdviser The person in the rchool assigned to supervise,8ulde, end direct a

specific class and conduct actual teachint to hia/her assiEned cla53

and otherclasser, if there are anY.

8 Number of traminEd/Revie!red The numtrr of male, femele, and total leamers d.minsd,/reviewed
based on lhe EOSY count ofSFS-
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Anner 2

DATA A.EMEI'T DESCirptEa{

9 With lnaonslstency/Error The number of male, ,emalc, and total learners whos€ re.ords were
found to have Inconsistencies/e.rors

10 % Accurac.y The late of precision olthe records belng eramined as computed
using the fomula:

No. ofrccordr No. olGcordswlth
emmined - inaonsistefty/e,Ior

% Accuracy = lio. o, rEcords €ramiaed
r1@

11 No. with lnconslstency or
ln(omplete SupponhE Documents

Quantlty of learner records th.t have lnsuffident st pporting

documents and inconsistent and/or eroneous information

L2 No. ofRecords p€r Nature of Erroa

-Wilh lncomplete SupponinS
Documents

quantity ot learner
document5

tecord! that h.ve insufri(ient suDportina

13 I{o. of Rlcords per Nature of Error

- With lncomplete Supporting
Documrnts-with
ln(onsirtency/Error

Quantity of learnlr r.cords that have inconsister* and/or erroneous
information

14 DCC or scc obs€Natbn/comment
or TechniGl Assistance Providcd

A narrative oflhe ch€ckint committee's observations, comments, or
technical assittanae paovided

15 Re.eived ir/in 30 d.ys quantity ot SF10 that wrre forwardcd to the receMng tchool tlt ithin
30 days upon the enrollment of th! learner

Received beyond 30 days quadity of SF1O that were forwarded to the receiving r.hool
beyond 30 days upon theenrollment of the learner

17 From Privete S.hool Quantity ottransf€rled in or moved in whhout SFlo from oriEinating
pdvate school i.e. learners who are lemporarilY enaolled

18 From Public Schoolor SUC/LUC Quantity oftrinsferred in or moved in withoulSflOfrom originatinS
public school or SUC/I-Uc

19 Leame/s Referen(e Numbei (LRNI Unlque twelveditit id€ntltication number astlSfled lo . leamer to
k.ep track of hls/her pro8ress through the basic adur.doo aycle,

regardless of transfer to another school or learnint aenler in the
publlc or prlrate lector and promotiory'moving up from the
elementary lo the secondary laryel

20 Name oI Learner Learne/s name as rellected ln the birth crrtificrte issued by the
HSO/PSA or any equ{val€nt dorument recognized by DepEd

2l Name of Origin8tins School Otticial name ot the school where the harner cime frcm
regirtered with DepEd and retlected ln the EBEIS

at

22 Divisbn/Region Name of the schools Drvision OlfiadRegional oflice \xl€re the
learne/s oriSinatinS rchool rs located

Lnatr t{ame of the offi.ial who heads the checkint comminee

24 Vice Ch.irA l{ame of the cheaking committee vlce chalrs. For the sCC, vte chaarj
are the S.hool System Adminlstrator o, the tlS/EBllS rrd th. Don
cepable school peBonnel assiSned by the chalr who has the
mastery/expertise in auriculum- and assassment-related pollchs.

PeBe 2 of:l
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Annax 2

o t Rtlrgr7 DE3Ci n
Fo. the DCC, vlc€ .h.lrs ar! th. chi.t of ttu SGOD ..d thc PSDS

supefvisll[ the School Old.ki lh.t ls hetrl ch.cled. Th€ PaOC c.n
b€ appointcd 6 vis. chlr only to hlsiahor .triSnd Sctrool Dhtulc.
th€rc ls ,!o rrr.d lo. .n additional vka .hrk lf drc dtolct b |rot
b€lrB ilperrls.d by. PSDS.

25 Manbar N.me ol a c.hecHng cornmiuro nanb€.

26 School ilead Lame of the sctrol h€ad

27 Datc of Che.ttrl8 of Foms Date when the foflns ar€ chcatld

28 Date Colnph.d Drtc lvhcn thc (hccllnt actlviv v,!r comCctcd h thc ldtool or h
th. lntir! School Dbtdct

k!t df ,
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