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A epublic of rhr Pbilippines
Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

EBEIS FORM (School profile — 2 copies)
START

}

Received by the
records office.

A

Dis-approved

Accept only if it is
signed by the
School Head.

Approved

Validated by the
Planning Unit

l

For signature by the
0OSDS Office of the SDS

Released by the
records office to
furnish school copy

END
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A epublic of rhr Pbilippines
Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

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

Received by the records office

<

Return to reco

Accept only if

Dis-approved

rds office

it is signed by
the
School Head

Validated by the Planning

Unit.

l

For signature by the
0OSDS Office of the
SDS.

A
Released by the records
office to furnish school
copy.

END
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R epublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

National School Building Inventory (NSBI

2019 2 copies) ( START )

Received by the records
office

A

l Return to recofds office

Accept only if
it is signed by
the

School Head

Approved Disapproved

Validated by the
Engineering Office.

\4

On-line validated by the
Planning Unit.

For signature by the OSDS
Office of the SDS.

\4

Released by the Records
office to furnish school copy.
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A epublic of rhr Pbilippines
Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

START

Received by the Records office.

PBB Report (Template 1.4)

Return to recqrds office

Accept only if

Approved it is signed by
the
School Head
A 4

Validated by the Planning Unit.

A
Validated by the HRD Office.

For budgeting and payroll by the
Accounting office.

l

Released by the Records office
to furnish school copy.

End

Address: Burgos St., Poblacion Oeste, Dagupan City : - T E——
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A epublic of rhn;r Philippines
Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Call for Research Proposal
START

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

non- teaching personnel.

l

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

. ‘7
Research for checking of needed docs.
l Return to teachers and other NTP
Approved Check if all Disapproved
documents are
attached
A
Initial review of proposal will be
conducted by the SEPS for Planning
and Research against BERF content
and format.
A The SEPS for Planning and Research
The proponent will take note of the will inform the proponent of the
comments and make the necessary »| evaluation by the Schools Division A
revisions as needed. Research Committee through a division
memorandum.
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A epublic of rhr Pbilippines '
Department of Education

REGION I

SCHOOLS DIVISION OFFICE DAGUPAN CITY

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

|

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.

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
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R epublic of the Philippines
Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

School Based
Management(SBM) START
Level of Practice

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

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.

Return to SMME Persannel

if all necessary details

are incorporated and
guidelines were
followed

accordingly.

Dis-approved

Approved

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

l END

Madam ASDS will recommend for

Approval
The Record Officer will stamp release
with the corresponding date and time
. and his initial. Furnish copies for
Ao and sian »|  ASDSISDS, Chief SGOD, Chief CID
the SBM and SMME Unit.
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~% Management
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R epublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Enhanced School START
Improvement Plan

(ESIP)

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

y

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

Return to SMME Pefsonnel

if all necessary
details are
incorporated and
guidelines were

followed accordingly.

Disapproved

Approved

Madam ASDS will recommend for
Approval

Madam SDS will approve and sign
the ESIP consolidated reports.

x

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

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Electronic School Report Card START
(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.

A

The SMME Personnel will received
and log the ESRC report per School,

Validate and Consolidate the reports.
i Return to SMME Personnel

if all necessary Dis-approved

details are
incorporated and
guidelines were
followed accordingly.

END

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

Furnish copies for

The Chief of SGOD will inspect and ASDS/SDS, Chief SGOD,
verify the consolidated report Chief CID and SMME

for ESRC and sian. Unit.consolidated reports.

A
v
Madam ASDS will recommend for Madam SDS will approve and
Approval. sign the ESRC consolidated
reports.
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Bepublic of the Philippines
Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

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

y

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.

END
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R epublic of the Philippines
Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Submission of Monitoring Reports START
for Early Registration, Opening of

Classes, Brigada Eskwela, Oplan
Balik Eskwela, etc.

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
monitorina report and sian.

I

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
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A epublic of rhn;r Philippines
Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

TART
DEMOLITION PERMIT

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).

'

A

Receive and release the
Request for Inspection.

Unfit for occupancy fit for occupancy

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.

y

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

y

Approve the Request for Demolition

A 4

Applies for a Demolition Permit from
the

y

Signs and approves Demolition Permit

Y

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

END
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R epublic of the Philippines
Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

BUILDING PERMITO9FOR NEW CONST, START
REPAIR, ELECTRIFICATION)

Contractor provide secure Building Permit Form from the City
Engineering Office (CEQ) 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

\4

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
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R epublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Occupancy Permit
START

OCCUPANCY PERMIT

\ 4

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
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Bepublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY
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A epublic of rhr Pbilippines
Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Submission of annual Brigada
Eskwela accomplishment report ( START ’

Submit to the Records
Office with ticket no.the
annual Brigada
Eskwela
accomplishment report.

l Return to Records office

Accepts only if the
following are evident:
a.BEForms 1to 7 b.
Volunteer form
c.Generated resources
form d.pictorials

Dis-approved

Approvedl

Validate the contents of
the Brigada Eskwela
accomplishment report

l

Approve the documents
by the OSDS.

I

Release the documents
and furnish a copy to
the following:

1 school

1 records office

1 Socmob unit by the
records office

END
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R epublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Proposed Memorandum of
Agreement (MOA) START

¥

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

v

eturn to Records office

Accepts only if the
following are evident:
a.BEForms 1to 7 b.
Volunteer form
c.Generated resources
form d.pictorials

pproved

Approved

Validate the contents of the draft
MOA by the OSDS.

X

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

v

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.

END
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A epublic of rhr Pbilippines
Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Monthly Accomplishment
Report on

START

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

Receives and records the report by
the records office.

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

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.

End
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Republic of the Philippines
Bepartment of Education
REGIONI
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Review of CAR
e Once approved by the Corrective Action Team, the CAR is
submitted to the Top Management for approval.
e A CAR may be reissued if Action/s Taken or Root Cause is
not correctly identified.

A
Filing of CAR
e Once approved by the Top Management, the finalized
CAR shall be submitted to the CSS Personnel for filing.

v

Monitoring and Verification of
Action Taken

e Monitoring shall be done by the Corrective Action Team
within three months to verify if Action Taken by concemed
SDO personnel or office is effective.

e |f Actions Taken are not effective, the concemed personnel
or office will be issued another CAR by the Corrective
Action Team. After third issuance, the complaint or issue
will be brought to Top Management for action.

A

End >
//
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Republic of the Philippines ;
Bepartment of Education
REGIONI
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Customer Feedback Handling Procedure

PhauSIod ¥ NIV Y

</ Start

B

Initial Review of the Complaint
The CSS personnel shall review the validity and reliability
of Poor ratings based on the completeness of customer
response in the CSS form. Poor ratings without clear
explanation shall be invalidated.

A 4

Filling Out of the Feedback Form
CSS Personnel shall fill out the Feedback Form for further
review and investigation of the Corrective Action Team.

v

Validation of Poor Rating by Corrective Action Team
Any of the members of the Corrective Action Team shall
validate the Poor ratings and comments in the Feedback
Form

Invalidated Poor ratings are returned to CSS personnel for

filing.
v

Issuance of Feedback Form
The CSS Personnel shall issue Feedback Form to the
concerned office. Upon issuance of third Feedback Form
by CSS Personnel within the quarter, a Corrective Action
Report shall also be issued to the concemed office.

v

Issuance of Corrective Action Report
Upon issuance of third Feedback Form, the CSS
Personnel shall also issue a Corrective Action Report,
which will be forwarded to the Head of the Office/Unit for
action.
Once accomplished by concemed unit, the CAR is
submitted to the Corrective Action Team for review as to
identified Root Cause and Temporary and Permanent
Corrective Actions.

|
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Republic of the Philippines
Bepartment of Education
REGIONI

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Customer Satisfaction

'

Creation of Survey Form

|

Distribution of Survey
Form

|

Filling Out of Survey Form

|

Collection, Tabulation, and
Analysis of Survey Form

|

Reporting of Survey Result

NO l YES

' |

Handling Customer Filing of
Complaint Collected Survey

' !
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Republic of the Philippines
Bepartment of Education
REGIONI
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Customer Survey Satisfaction

Creation of Survey Form
o Top Management organizes team to prepare
Customer Satisfaction Survey Form
e Upon approval, forms are reproduced by the
Customer Satisfaction Survey Personnel for
distribution to SDO offices.

|

Distribution of Survey Form
e Reproduction and Distribution of forms to
SDO units every Monday

|

Filling Out of Survey Form
e CSS Forms are accomplished and dropped in
the designated drop box.

|

Collection, Tabulation, and Analysis of Survey
Form
e CSS Forms are collected and tabulated every

Friday.
|

Reporting of Survey Result
e The CSS personnel submits a weekly summary
report to the Top Management for review.
e A copy of the report shall be forwarded to the
Document Controller for filing.

|

Nf st

In case of complaint Filing of Collected Survey Forms
e In case of complaint or poor e CSS Forms shall be kept for three
remarks, the Customer Complaint months.
Procedure is followed. o After that period, CSS personnel shall
dispose of the forms.

Continue the procedure stated in 6.2 - 6.6
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Republic of the Philippines

Bepartment of Education

REGION I

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Dental Health Services Procedure

7.2 Dental Examination of Learners

Preparation of > Approval of unit
» Monthly schedule head
h
Coordination with
school head

Schedule

Yes of visit

I

Courtesy call to the

A

Secure pass slip

No

!

Reschedule
visit

School Head
Y
Reproduction of dental Preparation of dental
forms and fill out ’ instruments/personal

protective equipment

Fill up and distribute
dental forms

b

File dental forms

«+——| Release dental findings

Examination of patients

Record dental
statistics

SR G
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Republic of the Philippines

Bepartment of Education
REGION I

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Dental Health Services Procedure
7.1 Annual dental check-up of SDO personnel, teaching and non-teaching personnel

Proceed to the dental aide Proceed to the dentist
> | desk for the dental card — | desk to update the
personal data of the client

The dentist evaluates Dental examination of Preparation of dental
the patient’s oral health | the patient and put into |« insguments
record the findings

Referral '

Patient is advised to promote
Give referral slip to good oral health and
patient with special Surgery — | motivate the patient to seek
oral care in regular and
preventive basis

l | |

case

" lin b The dentist records the
Fall out et S Oy statistics tomake | ¢ | The dental aide files the
private dentist i i
monthly accomplishment dental card record
report
Patient gives the filled
up return form to SDO
dentist

Address: Burgos St., Poblacion Oeste, Dagupan City a ™\ Meanagement
Telephone No: (075) 615-2645 | 615-2649 éé ?s.ﬁt;cr;;n-zms
Website: depeddagupan.com " '

| TOVRheinland

email: dagupan.city@deped.gov.ph
www.tuv.com

10 9108660037




Republic of the Philippines

Bepartment of Education
REGION I

SCHOOLS DIVISION OFFICE DAGUPAN CITY
Dental Health Services Procedure

7.3 Dental Treatment

Start .| Dental service Secure pass slip and
scheduled. Dental permit ' proceed to school
ready l
Retrieve dental permit Preparation of dental Courtesy call to the
. PPE s TV School Head
A
The dentist examines Note affected area
the patient’s chief »
complaint
Dental surgery Surgery
procedure . or Referral
Referral
A
Give post operative Note the dental
instructions — procedure done in the e File the dental forms
dental form

<«———| Record the statistics
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Republic of the Philippines
Bepartment of Education
REGIONI
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Disaster Risk Reduction Management Service

7.2  ANNUAL CONDUCT OF SCHOOL & SDO FIRE SAFETY INSPECTION

Preparation of the memorandum and correspondences

v

Review and Endorsement of Worandum and correspondences

Approval of the
division
memorandum/

Release of the approved memerandum /correspondences

v

Follow-up TA among interested parties (in case needed)

v

Actual conduct of the Annual SDO/School Fire Safety Inspection
with BFP Dagupan

v

Gathering & Consoclidation of Reports

v
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Bepartment of Education
REGION I

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Disaster Risk Reduction Management Service

71 CONDUCT OF QUARTERLY NATIONAL SIMULTANEOUS EARTHQUAKE

DRILL & ITS REPORTING PROCESS FLOW CHART

Preparation of the memorandum and correspondences

v

Review and Endorsement of the memorandum and correspondences

Yes Approval of the
division
memorandum/,

Released of the approved memorandum
/correspondences

v

Follow-up TA among interested parties

\

Actual conduct of the NSED, deployment of SDO monitoring
officials

\

Gathering & Consolidation of Reports

v

Submission of NSED Reports
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Republic of the Philippines
Bepartment of Education

REGION I

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Disaster Risk Reduction Management Service

7.3. INFORMATION COORDINATION AND MANAGEMENT PROTOCOLS

COORDINATION PROTOCOLS
I
[ |
(A) (B)
Activation of Early Warning Signs
Emergency Operation Center
v

\

To be activated in case of
Emergency (2 or more Schools are
affected)

Division directly reports to DepEd
DRRMS RO/CO/CDRRMC for data
needed in times of emergency.

SDO DRRM service receives
advisories, weather updates,
warning signs and alert from
RO/CO/NDRRMC/CO/RO/Pag-
asa/Philvolcs

v

All official advisories, weather
updates, warning signs and alert
from RO/CO/NDRRMC/CO/RO/Pag-
asa/Philvolcs are then forwarded to
all interested parties (SDO Officials,
School heads and School DRRM
Coordinators) through SDO
Dagupan DRRM Info Chat and/or
SDO Dagupan City DRRM Info

Page
v

SDO DRRM Service shall
acknowledge and/or respond to all
advisories, alerts and data report
needed by DepEd DRRMS CO.

v

School monitoring and validation of
situation as needed.
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Republic of the Philippines
%epartment of (!Ehucatlun
REGIONI

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Disaster Risk Reduction Management Service

7.3.2 INFORMATION MANAGEMENT PROTOCOLS

INFORMATION MANAGEMENT PROTOCOLS

|
[ |

BEFORE HAZARD DURING & AFTER HAZARD
Activation of SDO DRRM Team
Hazard advisories, occurrences \L

Identifying Affected Personnel/leamers &
Personnel Tracking
Reports \j,

Validation & Consolidation of data reports
(learners/personnel affected, schools as

Preparedness, prevention and evacuation centers, class suspension &
mitigation measures resumption, damage classrooms and
learning materials.

| Submission of Vetted Report

RAPID ASSESSMENT OF DAMAGES REPORT (RADAR 1 & 2)
Immediately after hazard, the SDO DRRM ensures that all schools shall submit report using

the RaDaR template through SMS within 72 hours after any hazard or emergency to
facilitate the immediate determination of needs and provision of the necessary assistance.

SDO DRRM submits Certificate of No Damage in case of no damages incurred in all schools
as validated from all interested parties.
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Republic of the Philippines

Bepartment of Education
REGION I

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Gender and Development Programs

Assessment , Identification , | Preparation of the

—
GPB and WFP
. Conduct and . -
y P}tnallym; of | s pervise Progress | +— Execution of the | ¢— Sg];gsiégn\gf};gle
onitoring Results Monitoring GPB
- Preparation of GAD Discuss GAD
Provision of o Annual — | Accomplishment | __,
Feedback Accomplishment Report Report with the GFPS
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REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Scholarship Grant @

Invitation for Scholarship Grant
application/nomination

x
Publication of Memorandum

il

Meeting with the Scholars’ Pool

x

Portfolio Preparation and
Evaluation

No

Declined Approval

Yes

Announcement of Qualified
Scholars

v

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

v

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

TA

Conformed
with
standards

Awarding of Certificate of
Recognition.
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R epublic of the Philippines
Department of Education
REGION I
SCHOOLS DIVISION OFFICE DAGUPAN CITY

Learning and Development
Program

Program Manager SDO Personnel Participant
\
Prepare LDNA Plan Needs Assessment Report Answer LDNA Survey Form
l ¥
Pre-register in the given link for
Submits the Proposal the L&D Program
-
No Attend and actively participate in the
Provide TA Approved Yes L&D Program/Project/Activity
: Submit output/s and evaluate the
Accomplishment of L&D session, facilitator and program
Program/project/activity Pre-
Implementation Activities
No Provide TA Complied
Provide TA Complied
Yes
Recording of L&D Program Attended
in the L&D Passport and
Consolidation of monitoring and Employment L&D Record
evaluation report
!
No L&D Output utilization observed or
supervise by immediate supervisor
Provide TA Complied
Yes
Consolidation Qf monitoring and Reporting of effectiveness of the L&D
evaluation report Program through the L&D Output
Utilization Observation

I

Evaluation of the Effectiveness of
the L&D

I

o . End
Submission of Accomplishment J
Report

No

Issuance of Certificate

Provide TA
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R epublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

Nomination for Regional and National
Learning and Development Programs Start

A

Memorandum /Issuance from the Central
or Regional Office

.

Identification of Participants

|

Submission of Nom'ination Letter signed
by SDS

I

Processing and approval of authority to
travel

I

Attend and actively participate in the L&D
Program

l

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

!

Monitoring and Evaluation of L&D Output

I

Submit TEV and reimbursement of fund
used.

End
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Permit to Study/Teach
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<

Monitoring and Evaluation of L&D Output

Approved

Monitoring and Evaluation of L&D Output
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R epublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

INSET PROPOSAL W/ L&D NEEDS ASSESTMENT REPORT

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

Number
v
YES NO
Records Office Accepts if
documents are evident
A. Transmittal letter Documents are not evident

B. Duly signed needs assessment report
C. Duly signed INSET Proposal

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

A4

Budget Office Attest the availability of
allotment

\4

SGOD/HRDS Check and review the
documents

!

CESs Chief Recommend for approval

v

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

SDS Approve the documents (SDO-based Records Office Release the document and
L&D) furnish copy to the following offices

1 Proponent/School,1 Records Office,1

PSDS.1 SGOD-HRDS
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R epublic of the Philippines

Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

INSET ACCOMPLISHMENT REPORT

Proponent/School Submit to the Records
START ——»|  Office duly signed documents with Ticket
Number

v

Records Office Accepts if

documents are evident NO

Yes

A. Transmittal Letter Documents are not evident

B. Duly Signed Accomplishment
Attachments, Attendance sheet, session guides,
liquidation (2copies), QAME Form 1&2 (2Copies)

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

v

Budget Office Attest the availability of
allotment

\4

SGOD/HRDS Check and review the
documents

\ 4

CESs Chief Recommend for approval

:

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

END

A Records Office Release the document and
SDS Approve the documents (SDO-based furnish copy to the following offices

L&D) 1 Proponent/School,1 Records Office,1
PSDS,1 SGOD-HRDS

v
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R epublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

PERMIT TO STUDY ( START )
PERMIT TO TEACH

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

l

= \mmﬁ(y .

documents are evident

Documents are not evident

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

SGOD/HRDS Check and review the
documents

ASDS Recommend for approval

SDS Approve the documents

y

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

A

END
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Department of Education
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SCHOOLS DIVISION OFFICE DAGUPAN CITY

LAC PLAN

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

v

Records Office Accepts
if documents are evident

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

|

ASDS Approve the documents

|

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

A

END
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Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

START

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

Records Office Accepts
if documents are evident

a. Transmittal Letter b. Duly Signed Documents are not evident
LAC Monthly Accomplishment

PSDS/EPS Validate the content LAC Monthly
Accomplishment

SGOD/HRDS Check and review the
documents

A

CESs Chief Recommend for approval

\ 4

ASDS Approve the documents

A\ 4

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

\4

END 2
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Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

LAC ANNUAL ACCOMPLISHMENT START
REPORT

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

v

Records Office Accepts

if documents are evident

a. Transmittal Letter b. Duly Signed Documents are not evident
LAC Monthly Accomplishment

L, PSDS/EPS Validate the content LAC Monthly
Accomplishment

!

SGOD/HRDS Check and review the
documents

CESs Chief Recommend for approval

\4

ASDS Approve the documents

\4

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

A

END
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Annual Medical Examination of Teachers and Non-Teaching Personnel

l

Admission

l

Medical examination and treatment of cases

Approved

Yes No

Dispensing of medicines Referral to medical
specialistDOTS

l clinic
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Partnership and engagement with Stakeholders

A—) Assessment

v

Planning < —

v

Mobilization and Identification
of Resources

v

4 ) No

Has the
stakeholder
confirmed its

partnership with
the school? Yes

!

Partnership and Engagement

v

Implementation and
Realization of Project

v

Generation and Preparation of
Reports

¢

Celebration of Partnership and
Sustainability
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Preparation of Division Education Development Plan

|

Creation of
Division
Planning Team

J

Conduct of Collection of Data | ——» Validation of \
Planning Data

Preparation of 1% | Data Analysis Preparation of
Draft of DEDP and Review Report

If no, re-
submit

Checking of 1* Finalizing the
Draft — DEDP > < ,
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