
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         
          
  
 
 
 
 
         Dis-approved 
 

     
 
 
 
 

Approved 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Received by the 
records office. 

Validated by the 
Planning Unit 
 

For signature by the 
OSDS Office of the SDS 
 

Released by the 
records office to 
furnish school copy 
 

Accept only if it is 
signed by the 
School Head. 

END 

EBEIS FORM (School profile – 2 copies) 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                                          Return to records office 
 
 
 
 Dis-approved 
 
 
 
 
 
 
                                                                        Approved 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Received by the records office 
 

END 

Accept only if 
it is signed by 
the 
School Head 

 

Validated by the Planning 
Unit. 

For signature by the 
OSDS Office of the 
SDS. 
 

Released by the records 
office to furnish school 
copy. 

School form 4,5,6,7, Report Card 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   Return to records office 
 
 
 

     Approved      Disapproved 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Received by the records 
office 

 

End 

Accept only if 
it is signed by 
the 
School Head 

 

Validated by the 
Engineering Office. 

 

On-line validated by the 
Planning Unit. 

 

For signature by the OSDS 
Office of the SDS. 
 

Released by the Records 
office to furnish school copy. 
 

National School Building Inventory (NSBI 
2019 2 copies) 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                           Return to records office 
 
 
 
 Approved                                                                    Di 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Received by the Records office. 
 

Accept only if 
it is signed by 
the 
School Head 

 

Validated by the Planning Unit. 
 

Validated by the HRD Office. 
 

For budgeting and payroll by the 
Accounting office. 
 

Released by the Records office 
to furnish school copy. 
 

End 

PBB Report (Template 1.4) 



 

 
 
 
 
 
 
 
 
 
Call for Research Proposal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                            Return to teachers and other NTP 
 
 
 
   Approved Disapproved 
 
 
 
 
              
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Issuance of division memorandum 
for the submission of research 
proposal by teachers and other 

non- teaching personnel. 

Preparation by teachers and 
other non-teaching personnel 
of their study. 
 

Submission by teachers and others NTP 
to the SDO c/o SEPS on Planning and 
Research for checking of needed docs. 

Initial review of proposal will be 
conducted by the SEPS for Planning 
and Research against BERF content 
and format. 

Check if all 
documents are 

attached 

The proponent will take note of the 
comments and make the necessary 
revisions as needed. 

The SEPS for Planning and Research 
will inform the proponent of the 
evaluation by the Schools Division 
Research Committee through a division 
memorandum. 

A 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The SDRC will conduct the evaluation 
for all submitted research proposals 
under one or separate seating 
depending on the availability of 
schedule by the SDRC Chair. 

During presentation, any comments of 
the SDRC will have to be integrated in 
the revised output of the proponent. 

All final outputs will be collated for 
consideration either as an AR for division 
level or forwarded to the Regional Office for 
submission to the BERF as 
the case may be 

END 

A 



 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
         
          
 
 
 
 
 
 
 
 
                                                                                                                                    Return to SMME Personnel 
 
 
                                                                                                                                
 
 
 Dis-approved 
 
  
     
 
 
 
 Approved 
 
  
                                             
 
  
 
 
  
 
 
 
 
 
 
 
 

School Based 
Management(SBM) 
Level of Practice 

 

START 

The Records Officer will verify online 
ticket of the pertinent document/inspect 

transmittal letter and log it on their 
logbook. 

The Record Officer will stamp received 
together with the date and time with 

initial of the Record Officer to indicate 
the completeness of the SBM papers to 

be submitted to M&E. 

The SMME Personnel will received and 
log the SBM Level of Practice per 

School, Validate and Consolidate the 
reports. 

if all necessary details 
are incorporated and 

guidelines were 
followed 

accordingly. 

The Chief of SGOD will inspect and 
verify the consolidated report for SBM 

and sign. 

Madam ASDS will recommend for 
Approval 

Madam SDS will 
approve and sign 

the SBM 
 

 
  

    

The Record Officer will stamp release 
with the corresponding date and time 

and his initial. Furnish copies for 
ASDS/SDS, Chief SGOD, Chief CID 

and SMME Unit. 

END 



 

 
 
 
 
 
 
 
 
 
 
 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                   Return to SMME Personnel 
 
 
 
 
 
 
                                                                                                                                       Disapproved 
 
  
 
 
 
 
 

Approved 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enhanced School 
Improvement Plan 

(ESIP) 

The Records Officer will verify online ticket of the 
pertinent document/inspect transmittal letter 
and log it on their logbook. 

The Record Officer will stamp received together with 
the date and time with initial of the Record Officer to 
indicate the completeness of the ESIP papers to be 
submitted to M&E. 
transmittal letter and log it on their logbook. 

The SMME Personnel will received 
and log the ESIP Report per 
School, Validate and Consolidate 

  

if all necessary 
details are 

incorporated and 
guidelines were 

followed accordingly. 

Madam ASDS will recommend for 
Approval 
 

Madam SDS will approve and sign 
the ESIP consolidated reports. 

The Record Officer will stamp 
release with the corresponding date 
and time and his initial. Furnish 
copies for ASDS/SDS, Chief 
SGOD, Chief CID and SMME Unit. 

END 

START 



 

 
 
 
 
 
 
 
 
 
 
 
  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Return to SMME Personnel 
 
 
                                                                                                                  
 
 Dis-approved 
 
                                                                                                                                        
 
 
 
 
 
 
                                                                        Approved 
 
 
 
 
 
 
 
 
 
 
 
 
 

Electronic School Report Card 
(ESRC) 

The Records Officer will verify 
online ticket of the 
pertinent document/inspect 
transmittal letter and log it on their 
logbook. 

The Record Officer will stamp received 
together with the date and time with initial 

of the Record Officer to indicate the 
completeness of the ESRC papers to be 

submitted to M&E. 

The SMME Personnel will received 
and log the ESRC report per School, 
Validate and Consolidate the reports. 

if all necessary 
details are 

incorporated and 
guidelines were 

followed accordingly. 

The Chief of SGOD will inspect and 
verify the consolidated report 

for ESRC and sign. 

Madam ASDS will recommend for 
Approval. 

 

Madam SDS will approve and 
sign the ESRC consolidated 

reports. 
 

The Record Officer will stamp 
release with the corresponding 
date and time and his initial. 

Furnish copies for 
ASDS/SDS, Chief SGOD, 

Chief CID and SMME 
Unit.consolidated reports. 

 

END 

START 



 

The Record Officer will stamp 
received together with the 
date and time with initial of 
the Record Officer to indicate 
the completeness of the 
monitoring reports to be 
submitted to M&E. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

Submission of Monitoring Reports 
for Quarterly Examination START 

The Records Officer will verify 
online ticket of the 
pertinent document/inspect 
transmittal letter and log it on their 
logbook. 

END 

Submission of National Assessment 
Monitoring Report for 
NAT 
6,10 and 12, 
NCAE, and 
ELLNA 

 
START 

END 



 

 
 
 
 
 
 
 
 
 

START 

The SMME Personnel will 
received and log the monitoring 
report 
per School, Validate 
and Consolidate the reports. 

if all necessary 
details are 

incorporated and 
guidelines were 

followed accordingly 
 

The Chief of SGOD will inspect and 
verify the consolidated report for 
monitoring report and sign. 

Madam ASDS will recommend for 
Approval. 

Madam SDS will approve and 
sign the Consolidated 
Monitoring Report. 

The Record Officer will stamp 
release with the 
corresponding date and time 
and his initial. Furnish copies 
for ASDS/SDS, Chief SGOD, 
Chief CID and SMME Unit. 

END 

Submission of Monitoring Reports 
for Early Registration, Opening of 
Classes, Brigada Eskwela, Oplan 

Balik Eskwela, etc. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Unfit for occupancy        fit for occupancy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Requests for an ocular inspection and 
assessment of the school building perceived to 
be hazardous from the SDO Division Engineer and 
from the building official (City Engineer). 

 

Receive and release the 
Request for Inspection. 

Declares that the building 
is unfit for occupancy. 

When and if the subject building is 
declared by the Bldg. Official to be unfit 
for occupancy, the SH shall submit the 

request for demolition to the SDS. 
 

Release the Document to SDS Office only 
when the ff docs are complete 

Approve the Request for Demolition 

Applies for a Demolition Permit from 
the 

    

Signs and approves Demolition Permit 

Prepare papers for Inventory of Salvage 
Materials (Building to be demolished), 
then for bidding.  

END 

DEMOLITION PERMIT 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Contractor provide secure Building Permit Form from the City 
Engineering Office (CEO) and prepare the following documents 

Provide proof of lot ownership to 
contractor, fill-up the application form and sign as applicant. 
Make an authorization letter authorizing the Contractor to 
process the Building Permit on his/her behalf. 

Provide the ff to the Contractor: 
1.6 sets of Plans, 2.Bill of Materials – care of Contractor or IA, 3. 
Technical Specifications,4. Structural Analysis, Electrical Analysis 
– care of Contractor or IA 

Issue Zoning Clearance 

Issue Fire Safety Evaluation 
Clearance 

Submit all the documents 
to CEO 

Sign Building Permit 

Give a copy to DepEd Engr 
and to School Head 

END 

BUILDING PERMIT9FOR NEW CONST, 
REPAIR, ELECTRIFICATION) 



 

 
 
 
 
 
 
 
 
 
 
Occupancy Permit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Contractor will provide Secure 
Certificate of Occupancy Form from 

the City Engineering Office (CEO) and 
prepare the following documents 

SH Fill-up the form and sign as 
applicant 

 BFP Issue Fire Safety Inspection 
Certificate 

Issue Notice of Satisfactory 
Compliance 

Submit all the documents to CEO  

Sign Occupancy Permit  

Give a copy to DepEd Engr and to 
School 

 

END 

OCCUPANCY PERMIT 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
         
             Return to Records office 
 
 
 
 
 
                                                                                                                                        Dis-approved 
 
 
 
 
 
 
 
      Approved 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Submit to the Records 
Office with ticket no.the 

annual Brigada 
Eskwela 

accomplishment report. 

Validate the contents of 
the Brigada Eskwela 
accomplishment report 

END 

Accepts only if the 
following are evident: 

a.BE Forms 1 to 7 b. 
Volunteer form 

c.Generated resources 
form d.pictorials 

Approve the documents 
by the OSDS. 

Release the documents 
and furnish a copy to 
the following: 
1 school 
1 records office 
1 Socmob unit by the 
records office 

Submission of annual Brigada 
Eskwela accomplishment report 



 

 
 
 
 
 
 
 
 
 
 
  
Proposed Memorandum of 
Agreement (MOA) 
 
 
 
 
 
 
 

 Return to Records office 
   
 
 
 
     Dis-approved 
 
 
 
 
 
 
 

Approved 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Proposed Memorandum of 
Agreement (MOA) 

 
START 

Submit to the Records Office the 
draft MOA with ticket number 
(following the Deped MOA format) 

END 

Accepts only if the 
following are evident: 

a.BE Forms 1 to 7 b. 
Volunteer form 

c.Generated resources 
form d.pictorials 

Validate the contents of the draft 
MOA by the OSDS. 

Check the legal provisions of the MOA 
and recommend for approval by 
affixing initial signature below the 
name of approving authority (SDS). 

Approve the documents (MOA) by 
the OSDS. 

Release the MOA and furnish a copy 
to the following: 
1 school 
1 records office 
1 Socmob unit 
1 legal office by the Records office. 



 

 
 
 
 
 
 
 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Monthly Accomplishment 
Report on 

Submits the report if duly signed by 
the NDEP Coordinator and the 
School Head 

Accepts the report for consolidation 
by the SocMob Unit ( Division 
NDEP Focal Person). 

End 

Receives and records the report by 
the records office. 

Checks and validates the contents 
of the report by the Chief ES – 
SGOD. 

Approves the consolidated report by 
the OSDS. 

Marks “Released” for uploading by 
the Records office. 

Send to the Regional office and 
Central Office through email by the 
OSDS through Angelita Liwag. 

START 



 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
  



 

 
 
 
 
 
 
 
 
 
 
 
Customer Feedback Handling Procedure 
 

 
 
 
  



 

  Start 
 

 
 
 
 
 
 
 
 
 
 

Customer Satisfaction 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

  

 Distribution of Survey        
      Form 

Collection, Tabulation, and 
Analysis of Survey Form 

  

Creation of Survey Form 
 

Filling Out of Survey Form 
 
 

Reporting of Survey Result 
 

SATISFIED? 

YES NO 

Handling Customer 
Complaint 

 
 

Filing of 
Collected Survey 

Forms 
 

 

End 



 

 
 
 
 
 
 
 
 
 
 
Customer Survey Satisfaction 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
Dental Health Services Procedure 
 

 
 
 
  



 

 
 
 
 
 
 
 
 
 
 
Dental Health Services Procedure 
 
 

 
 
 
 
 
 
  



 

 
 
 
 
 
 
 
 
 
 
 
Dental Health Services Procedure 
 

 
  



 

 
 
 
 
 
 
 
 
 
 
Disaster Risk Reduction Management Service 
 

 
 
 
  



 

 
 
 
 
 
 
 
 
 
 
 
 
Disaster Risk Reduction Management Service 
 
 

  



 

 
 
 
 
 
 
 
 
 
 
Disaster Risk Reduction Management Service 
 

 
 
  



 

 
 
 
 
 
 
 
 
 
 
Disaster Risk Reduction Management Service 
 
 

 
 
  



 

 
 
 
 
 
 
 
 
 
 
 
Gender and Development Programs 
 

 
  



 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
  
  
 
 
        No  
 
 
 
 Yes 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Scholarship Grant 
 

Start 

Invitation for Scholarship Grant 
application/nomination 

 

Publication of Memorandum 
 

Meeting with the Scholars’ Pool 
 

Portfolio Preparation and 
Evaluation 

 

Declined Approval 

Announcement of Qualified 
Scholars 

 

Orientation of Qualified Scholars 

Scholar attend and actively participate in 
the scholarship program. 

 

Scholar prepare and submit the 
REAP 

 

Scholar implements the REAP while being 
monitored and evaluated by the School 

Head and SEPS M&E 
 

SEPS M&E provides the report while 
HRDS provide TA. 

 

Conformed 
with 

standards 
 

Awarding of Certificate of 
Recognition. 

 

TA 
 

End 



 

 
 
 
 
 
 
 
 
 
 
 
   
 
           
 Program Manager               Participant 
 
 
 
 
 
 
 
 
 
              No 
 
 Yes 
 
 
 
 No No 
 
 Yes                                                             No  
 
      No 
 
 Yes 
 Yes 
  
 
 
 
 
     No 
 
 
   Yes 
 
 
 
 
 
 
 
 
 
 
 
 
       No    Yes 
  
 
 
 
 
 

Learning and Development 
Program 

 

SDO Personnel 

Prepare LDNA Plan Needs Assessment Report 
 

Answer LDNA Survey Form 
 

Submits the Proposal 
 

Pre-register in the given link for 
the L&D Program 

 

Approved Provide TA 
 

Accomplishment of L&D 
Program/project/activity Pre- 

Implementation Activities 
 

Complied 

Provide TA 
 

Complied 

Provide TA 
 

Consolidation of monitoring and 
evaluation report 

 

Provide TA 
 

Attend and actively participate in the 
L&D Program/Project/Activity 

 

Submit output/s and evaluate the 
session, facilitator and program 

 

Complied Provide TA 
 

Recording of L&D Program Attended 
in the L&D Passport and 
Employment L&D Record 

 

L&D Output utilization observed or 
supervise by immediate supervisor  

 

Reporting of effectiveness of the L&D 
Program through the L&D Output 

Utilization Observation  
 

Start 

Consolidation of monitoring and 
evaluation report 

 

Evaluation of the Effectiveness of 
the L&D 

Submission of Accomplishment 
Report 

 

Complied Issuance of Certificate 
 

End 



 

 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Nomination for Regional and National 
Learning and Development Programs 

 
Start 

Memorandum /Issuance from the Central 
or Regional Office 

 
 

Identification of Participants  
 
 
 Submission of Nomination Letter signed 

by SDS 
 

Processing and approval of authority to 
travel 

 

Attend and actively participate in the L&D 
Program 

 

Prepare and submit after-conference 
report, accomplishment report or REAP 

 

Monitoring and Evaluation of L&D Output 
 

Submit TEV and reimbursement of fund 
used. 

 

End 



 

 
 
 
 
 
 
 
 
 

 
 

 Permit to Study/Teach 

Start 

Monitoring and Evaluation of L&D Output 
 

Approved 

Monitoring and Evaluation of L&D Output 
 

End 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
YES        NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

Records Office Accepts if 
documents are evident 

A. Transmittal letter 
B. Duly signed needs assessment report 
C. Duly signed INSET Proposal 

Documents are not evident 

PSDS/EPS Validate the contents L&D NAR 
and INSET Proposal 

Budget Office Attest the availability of 
allotment 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

ASDS Recommend for approval (SDO- 
initiated L&D PPAs) Approve the documents 
(School-based INSET) 
 

SDS Approve the documents (SDO-based 
L&D) 

Records Office Release the document and 
furnish copy to the following offices 
1 Proponent/School,1 Records Office,1 
PSDS,1 SGOD-HRDS 
 

Proponent/School Submit to the Records 
Office duly signed documents with Ticket 

Number 
 

START 

END 

INSET PROPOSAL W/ L&D NEEDS ASSESTMENT REPORT 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Yes          NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Records Office Accepts if 
documents are evident 

A. Transmittal Letter 
B. Duly Signed Accomplishment 

Attachments, Attendance sheet, session guides, 
liquidation (2copies), QAME Form 1&2 (2Copies) 

Documents are not evident 

PSDS/EPS Validate the contents L&D NAR 
and INSET Proposal 

Budget Office Attest the availability of 
allotment 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

ASDS Recommend for approval (SDO- 
initiated L&D PPAs) Approve the documents 
(School-based INSET) 
 

SDS Approve the documents (SDO-based 
L&D) 

Records Office Release the document and 
furnish copy to the following offices 
1 Proponent/School,1 Records Office,1 
PSDS,1 SGOD-HRDS 
 

END 

Proponent/School Submit to the Records 
Office duly signed documents with Ticket 

Number 
 

START 

INSET ACCOMPLISHMENT REPORT 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  YES         NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Records Office Accepts if 
documents are evident 

Transmittal Letter, Duly Signed Permit to Study or 
Permit to Teach, IPCRF for the last S.Y, Duly signed 
Teachers Program. 

Documents are not evident 

SGOD/HRDS Check and review the 
documents 

ASDS Recommend for approval  
 

SDS Approve the documents 
 

Release the document and furnish copy to 
the following offices,1 Personnel,1 School or 
Office of the CES,1 Records Office,1 SGOD-
HRDS 

END 

START 

Personnel Submit to the Records Office duly 
signed documents with Ticket Number 

 

PERMIT TO STUDY 
PERMIT TO TEACH 



 

 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  YES        NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a.   Transmittal Letter 
b.   Duly Signed LAC Plan c.   Duly Signed L&D 
Needs Assessment 
Report 

Documents are not evident 

PSDS/EPS Validate the content LAC Plan and 
L&D Needs Assessment Report 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

Release the document and furnish copy to 
the following offices,1 Proponent/School,1 
Records Office,1 PSDS, 1 SGOD-HRDS 

 
  

END 

Records Office Accepts 
if documents are evident 

START 
Personnel Submit to the Records Office duly 

signed documents with Ticket Number 
 

ASDS Approve the documents 

LAC PLAN 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a.   Transmittal Letter b.   Duly Signed 
LAC Monthly Accomplishment 

Documents are not evident 

Records Office Accepts 
if documents are evident 

Personnel Submit to the Records Office duly 
signed documents with Ticket Number 

 

PSDS/EPS Validate the content LAC Monthly 
Accomplishment 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

Release the document and furnish copy to 
the following offices,1 Proponent/School,1 
Records Office,1 PSDS, 1 SGOD-HRDS 

 
  

END 

ASDS Approve the documents 

START 



 

 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a.   Transmittal Letter b.   Duly Signed 
LAC Monthly Accomplishment 

Documents are not evident 

Records Office Accepts 
if documents are evident 

Personnel Submit to the Records Office duly 
signed documents with Ticket Number 

 

PSDS/EPS Validate the content LAC Monthly 
Accomplishment 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

Release the document and furnish copy to 
the following offices,1 Proponent/School,1 
Records Office,1 PSDS, 1 SGOD-HRDS 

 
  

ASDS Approve the documents 

START 

END 

LAC ANNUAL ACCOMPLISHMENT 
REPORT 



 

 
 
 
 
 
 
 
 
 
 
 
Annual Medical Examination of Teachers and Non-Teaching Personnel 
 
 

 
  



 

 
 
 
 
 
 
 
 
 
 
 
Partnership and engagement with Stakeholders 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Assessment 

Planning 

Mobilization and Identification 
of Resources 

Has the 
stakeholder 
confirmed its 

partnership with 
the school? Yes 

No 

Partnership and Engagement 

Implementation and 
Realization of Project 

Generation and Preparation of 
Reports 

Celebration of Partnership and 
Sustainability 



 

 
 
 
 
 
 
 
 
 
 
 
Preparation of Division Education Development Plan 
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