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Chief Education Supervisors (CID & SGOD)
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Public Schools District Supervisors
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From: Office of the Schools Division Superintendent

Subject: DISSEMINATION OF REGIONAL MEMORANDUM NO. 653 s. 2022
(POLICY GUIDELINES ON THE IMPLEMENTATION OF
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1. For the information and guidance of all concerned, enclosed is a copy of
Regional Memorandum No. 653, s. 2022 entitied Policy Guidelines on the
Implementation of E-Application for Private Schools in Deped Region |
dated June 15, 2022,

2. Immediate dissemination of and strict compliance with this memorandum is
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REGION I

Office of the Regional Director

REGIONAL MEMORANDUM JUN 15 2022

No. @ s. 2022

POLICY GUIDELINES ON THE IMPLEMENTATION OF E-APPLICATION
FOR PRIVATE SCHOOLS IN DEPED REGION I

TO: Assistant Regional Director
Schools Division Superintendents
School Heads of Private Schools
All Others Concerned

L. This Office, through the Quality Assurance Division (QAD) issues the enclosed
Policy Guidelines on the Implementation of E-Application for Private Schools (E-APS)
in DepEd Region I. The system was developed to ensure timely and efficient delivery
of regulatory and developmental services to private schools.

2. The system shall serve as an official platform for the different applications of
private school. It aims to:
a. facilitate processing of private schools’ application;
b. provide effective, efficient and systematic records management;
c. provide real-time and updated information to track application and
processing of documents; and
d. provide information for monitoring and evaluation.

3. These private schools’ applications shall focus on the following:
a. Government Permit to Operate (New and Renewal);
b. Government Recognition;
c. Senior High School Application;
d. Tuition and Other School Fees Application; and
e. Special Order.

4, This Memorandum provides guldehnes on the processes, timelines, and
accountability on the use of the E-APS in the Region.

6. The E-APS can be accessed through the web  address
https://deped.rolapps.com

DepEd Region 1: Built on character; empowered by competence.

Flores St., Catbangen, City of San Fernando, La Union
(072) 607-8137 / 682-2324
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7. This Memorandum shall take effect immediately upon its approval, issuance,
and publication online at www.depedrol.com

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

TOLENTINO G. AQUINO

< Director IV /@

Incl.: As Stated
Reference:
DepEd Order No. 88, s. 2010
DepEd Memo No. 4, s.2014
DepEd Order No. 10, s. 2018
Republic Act No. 10173
Republic Act No. 11032
Regional Basic Education Plan (RBEP), Fiscal Year 2021 - 2023

To be included in the Perpetual Index:
Under the following subjects:

SCHOOLS SYSTEMS PROCESSES

STANDARDS PROCEDURE POLICY

QAD/1pm/RM_EAPSPolicyGuidelines
June 9, 2022

Documan &

I
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Republic of the Philippines
Bepartment of Ehucation

REGION 1

POLICY GUIDELINES ON THE IMPLEMENTATION OF E-APPLICATION
FOR PRIVATE SCHOOLS IN DEPED REGION 1

I GENERAL PROVISIONS
SECTION 1. STATEMENT OF THE POLICY

In support to the key strategic priorities of the department on “Modernization
of Education Management and Governance,” the Electronic-Application for Private
Schools (E-APS) was designed for private schools, whereby, core systems and
processes are automated and streamlined for effective and efficient service delivery.

This information system helps the private schools to submit and track their
applications online. At the same time, it facilitates processing, validation and
verification, and monitoring and evaluation at the Regional Office (RO) and Schools
Division Offices (SDOs).

These guidelines cover the operationalization of the following processes:

a. School Registration;

b. School Application on Government Recognition/Permit, Tuition &

Other School Fees, Senior High School, and Special Order;

Verification of Requirements from Applications;

Verification of Reuploaded Requirements from Returned

Applications;

Viewing/Monitoring on the Status of Applications;

Viewing and Generating Reports; and

g. Activation/De-activation of Schools and maintenance of use
accounts

.o

hoo

SECTION 2. REFERENCES

a.) DepEd Order No. 88, s. 2010
b.) DepEd Memo No. 4, s.20142
c.) DepEd Order No. 10, s. 20183

d.) Republic Act No. 101734

Provisions of the Revised Manual of Regulation for Private Schools in Basic Education ensuring the private schools' operation compliant to basic education quality and

standards
DepEd Region 1: Built on character; empowered by competence.
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e.) Republic Act No. 110325

f.) Regional Basic Education Plan (RBEP), Fiscal Year 2021 - 20236

SECTION 3. DEFINITION OF TERMS

For the purpose of this policy, the following terms are defined as follows:

. Application Processing refers to the different requests of private schools
relative to school operations and services such as Government
Permit/Recognition to Operate, Tuition and Other School Fees, Special Order
and other private school matters that are submitted to DepEd for evaluation
and approval.

. Basic Processes are the expected tasks in the system to be performed by the
different system users across governance level. These include the different
application of private schools and validation of documents performed by the
SDO and RO level respectively.

. DepEd Region 1 refers to the Regional Office Proper, Schools Division Offices
and Private Schools (Kindergarten, Elementary, Junior High School, and
Senior High School levels)

. E-Application for Private Schools (E-APS) is a developed system whereby
private schools can submit their applications online. Through this system, it
will facilitate the processing of private schools’ application and can track the
status of their application real-time. This system also provides data for records
management.

. Essential Requirements are the necessary and important documents
stipulated in DepEd Order No. 88, s. 2010 that private schools are required
to submit online. These documents are streamlined and condensed for
submission in the E-APS.

. Monitoring and Evaluation is a continuous process of assessment, analysis
and checking of progress of the implementation of the system as basis for
corrective action and continuous improvement.

. Private Schools refers to all established school institutions that are privately
owned or managed offering basic education programs from Kindergarten to
Senior High School and are authorized by the Department of Education to
operate certain educational programs in accordance with laws and policies per
DepEd Order No. 88, s. 2010.

2 provision of documentary requirements that need to be complied for the SHS implementation in Non-DepEd Schools
3The Regional Office is authorized in the issuance of Special Orders for the approval of the eligibility for Graduation from
Senior High School of Grade 12 learners enrolled in the private schools

4 Provision of policy recognizing the vital role of information and communications technology in nation building and it is

responsibility of the state to ensure that information and communication systems in the government and private sectors are

protected and secured.
SAn Act that aims to streamline the current systems and procedures of government services, thus, improving the
competitiveness of and ease of doing business in the Philippines

SAutomation of processes is one of the priority concerns of the DepEd Region 1 for efficient and effective delivery of office

operations
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. System Users are individuals who are granted official access to the system.
These include the school heads or Information Technology Officers of the
private schools, SGOD Chiefs, SDO Personnel-in-Charge of Private Schools,
Chief of the Quality Assurance Division, Education Program Supervisors of
the Quality Assurance Division, Schools Division Superintendents, Assistant
Regional Director and Regional Director.

. Technical Assistance is the process of providing support to all System Users
who have encountered problems while using the system. It also includes
providing guidance to all private schools on the preparation and submission
of essential requirements of the different applications.

10.Technical Assistance Team is a group of members who are responsible in

providing technical support and assistance to all system users. These
members include the Quality Assurance Division, Regional Office and Schools
Division Office Information Technology Officer ( RO and SDO ITO), Schools
Division Office Personnel-in-Charge of Private Schools, and System
Developers.

11.User Manuals are also known as user guides that contain specific system

function, instructions, and step-by-step procedures on how to perform
specific processes of application or activity in the system.

II. OPERATIONAL GUIDELINES

SECTION 4. RULES AND REGULATIONS

4.1. On Accessing the E-APS

1. The E-APS is accessed  through the web address
https://deped.rolapps.com. All assigned units of the RO and SDOs are
given their respective user accounts in consideration of their authorized
access rights and privileges in conformance to Republic Act No. 10173
or known as the “Data Privacy Act of 2012.”

2. The assigned unit account shall have access to the following:
a. facility to download submitted documents for verification and
validation;
facility to upload and endorse verified applications;
facility to return applications;
facility to view, monitor and track real-time applications;
facility to view statistics of application through graphs;
facility to generate reports from different applications; and
facility to view and download messages such as Memoranda and
Advisories.

®*o oo g

3. The Quality Assurance Division and Schools Division Office through the
School Governance and Operations Division (SGOD) and SDO Personnel
In-Charge of Private schools are provided with access to dashboards and
reports facilities such as the status of schools’ submitted, indorsed, and
approved applications.
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4. The SDO shall have access to the system and process private schools’
applications only within their bound of jurisdiction.

5. The private schools shall have access to submit/upload applications to
SDO and shall have access to dashboard to view the status and progress
of their applications.

6. User accounts in the system are created and maintained by the
designated User Account Administrator. The QAD shall serve as the
Administrator of the System whose responsibility is to issue user
accounts to only official designated system wuser wupon the
recommendation of the SGOD Chief and approval of the Schools
Division Superintendent at the SDO level. Furthermore, issuance of
user accounts to private schools shall be based upon the verification
and approval of Schools’ Registration.

7. The user accounts and tentative passwords of the designated personnel,
specifically at the Regional Office and SDO levels shall be privately
communicated in adherence to Data Privacy Act of 2012,

8. User Manuals (Refer to Annex E-G) are provided to RO, SDOs, and
Private Schools and these can be readily accessed and downloaded
through the system.

4.2. Roles and Responsibilities

a. The Regional Director shall provide policy directions on the
implementation, utilization, and institutionalization of the E-APS in
DepEd Region 1.

b. The Chief of the Quality Assurance Division shall serve as the
overall system administrator of the E-APS and shall be responsible
in the overall management of the said system. Specifically, the Chief
shall:

i. manage the overall supervision to ensure that the
implementation and utilization of the different processes in
the system are efficiently and effectively carried out across
governance levels;

ii. report plan, progress implementation, and issues and
concerns to the Regional Director for management decision
and direction;

iii. coordinate with the ICTU for technical assistance as
needed; and

iv. plan and manage the institutionalization of the system in
DepEd Region 1.

c. The Schools Division Superintendent shall oversee the
implementation and utilization of the System. As Head of the Office,
he/she ensures that the different processes in the system are

Page 4 of 26



operationally carried out by the assigned unit and endorses
recommendation to the Regional Office, if there is any, for
continuous improvement.

d. The Chief of the School Governance and Operations Division
shall:

i.  conduct monitoring on the implementation of the system if
the different processes are in place and efficiently utilized by
the private schools and the designated personnel-in-charge
of private schools.

ii. review and evaluate the implementation of the system and
recommend necessary actions to management for
continuous improvement, in coordination with the ICTU and
SDO Personnel-in-charge of Private Schools.

e. The ICT Unit of the Regional Office and Schools Division Office
shall serve as member of the technical assistance team that will
provide technical support relative to the application processes and
other system requirements.

f. The SDO Personnel-in-Charge of Private School shall serve as the
validator of school applicants. He/she shall:
i. process and evaluate essential requirements submitted to
the E-APS for the application being applied for

ii. submit/upload a statistical-narrative report as well as
endorsement duly signed by the SDS and officially released
by the Records Section

iii. conduct progress monitoring on online applications of
private schools and the status of applications that are
endorsed to the Regional Office.

iv. provide technical assistance to private schools in the
submission of essential requirements in compliance to
standards and guidelines per DepEd Order No. 88, s. 2010
and shall coordinate with the ICTU in cases of technical

supports.

g. The Education Program Supervisors of the Quality Assurance
Division shall promptly process and review online applications of
private schools that are endorsed by the Schools Division Office.
Specifically, they shall:

i. carefully validate all submitted essential requirements for

online submission and provide feedback, when needed, to
facilitate processing of applications;
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ii. verify the veracity and completeness of the submitted
essential requirements through the conduct of online or
onsite validation whichever is appropriate adherence to
standards and guidelines on health protocols;

iii, serve as member of the Technical Assistance Team to
provide technical support to SDOs and private schools,
when needed, relative to the different processes in the
system; and

iv. provide orientations and trainings to all users for effective
and efficient implementation and utilization of the system.

h. The Private School Heads are enjoined to use the system for
efficient and effective implementation of the system. As end users of
the system, they shall:

i. review, prepare and upload the necessary essential
documents to the system compliant to DepEd Order No.
88, s. 2010 and DepEd Memorandum No. 4, s. 2014 and
other relative orders pertaining private school matters;

ii. regularly monitor and check updates status of application
and comply with deficiencies, if there is any, to facilitate
processing of applications;

iii. report and coordinate with the Personnel-in-Charge of
Private Schools or the Technical Assistance Team for any
problems encountered for immediate provision of technical
support; and

iv. participate in orientations and trainings on the use of
system for updates and enhancements.

4.3. ESSENTIAL REQUIREMENTS FOR ONLINE SUBMISSION
The essential requirements and description of these documents
for online submission specified hereunder per type of application must
be satisfied and complied with by the requesting school (Refer to
Annexes A-D for the sample documents)

4.3.1 On Government Permit to Operate (New
Application/Additional Grade Level)

ESSENTIAL
CODE REQUIREMENTS DESCRIPTION
Board Resolution Certified by | Philosophy and goals of the
the Corporate Secretary course
GP1 Viability of the course
Indicate the intent of the
application
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(Narrative form)

GP2

Articles of Incorporation and
By-Laws

Approved SEC (name, address,
seal or logo), and the page
containing the purpose -
notarized

(Annex A)

GP3

Notarized Feasibility Study

Purpose and objectives of the
_proposed school or course;

___ Availability of the school site
and building, including the
document of ownership thereof,
the location plans, pictures, and
the architects plan of the building
if the same is still to be
constructed;

___Itemized cost of the project
covering the entire course in
terms of site, site development,
classrooms, equipment and
facilities, library, laboratory,
monthly or annual salaries of
faculty and other personnel,
other essential equipment and
maintenance;

__ Financial capacity of
applicant school, including its
resources, to provide the
requirements for the entire
course and support its operation
from year to year without
depending solely on student fees;

— Need or demand for the
establishment of the school or
operation of the course in the
locality. If the course is already
being offered in the same locality,
there must be evidence of the
following factors:

—_ distance of the applicant
school to the existing school;

___enrolment in existing
school;

—__number of students in
the same locality enrolled in
schools other than in the existing
school (for new application only)

GP4

Application/ Inspection Fee

Scanned copy of Official Receipt

GP5

School Bond

Scanned copy of Official Receipt

GP6

Certificate of Occupancy

Signed by Municipal/City
Engineer

GP7

Proposed budget

Duly approved and signed by the
Board of Trustees/Directors

GP8

List of School Administrators

Profile (Educational qualification,
salary and status of appointment)
(Tabular form)

GP9

List of Teaching & Non-
Teaching personnel

Profile (Educational Qualification,

Eligibility)
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(registrar, librarian, guidance | (Tabular form)
counselor, researcher)
GP10 Proposed Tuition and other Duly approved and signed by the
school fees Board of Trustees/Directors
Science — Physics, Chemistry,
Biology
. ixsns TLE laboratory
GP11 List of Laboratory facilities facilities/ equipment (HE,
Agriculture, Industrial Arts
shop/equipment/tools)
List of Library holdings contains
. . the title, date of publication, date
GP12 g?;f;?ngfm ture & of purchased duly certified by the
school head /school librarian
List of available
materials/furniture/equipment
Copy of Retirement Plan Generated contributions
registered with the SEC/ reflecting the names of the
GP13 Mandatory Benefits (SSS, employees (up-to-date payment)
PhilHealth, Pag-ibig, etc)
*GP14 Indorsement and Narrative Division Level
Statistical Report Duly signed by the SDS and
officially released by the Records
Section

*To be accomplished by the SDO

4.3.2. On Renewal of Government Permit to Operate

ESSENTIAL
CODE REQUIREMENTS DESCRIPTION
Philosophy and goals of the
. . course
RGP1 E Oat;d gesoluu:nSCemfed Indicate the intent of the
v the Corporate Secretary application
(Narrative form)
Approved SEC (name, address,
RGP2 Articles of Incorporation | seal or logo), and the page
and By-Laws containing the purpose -
notarized (Annex A)
. Signed by Municipal/City
RGP3 Certificate of Occupancy Engineer
RGP4 Application Fee lsecci?;ed copy of Official
Duly approved and signed by
RGPS Proposed budget the Board of
Trustees /Directors
Profile (Educational
RGP6 List of School | qualification, status of
Administrator appointment, and salary)
(Tabular form)
. . Profile (Educational
RGP7 |t O teaching & | o\ tification, Eligibility)
g (Tabular form)
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Copy of Latest Financial

Cover page and signature of
CPA, page containing the date

RGP8 Statement of the financial statement
(Annex B)
Copy of Retirement Plan Copy of the Retirement Plan /
registered with SEC / Generated contributions
Mandatory Benefits/ reflecting the names of the
Certified photocopy of employees (up-to-date
RGP9 receipt of up-to-date payment)
payment of:
Retirement premiums
Pag-IBIG
PhilHealth and others
*RGP10 | Indorsement and Narrative | Division Level
Statistical Report

*To be accomplished by the SDO

4.3.3. On Recognition to Operate

ESSENTIAL
CODE REQUIREMENTS DESCRIPTION

GR1 Updated Board Resolution | Philosophy and goals of the
Certified and Signed by the | course
Corporate Secretary Indicate the intent of the

application
(Narrative form)

GR2 Articles of Incorporation | Approved SEC (name, address,
duly registered with the |seal or logo), and the page
SEC containing the purpose -

notarized

GR3 Documents of | School site/additional site;
ownership/Transfer School building/additional
Certificate of Title of Site and | school building;

Building

GR4 Updated Certificate of | Signed by  Municipal/City
Occupancy Engineer

GRS Proposed budget for the | Duly approved and signed by the
succeeding school year Board of Trustees/Directors

GR6 Copy of Latest Financial | Cover page and signature of
Statement of the School | CPA, page containing the date
certified by the | of the financial statement
independent CPA (Annex B)

GR7 Certified photocopy of Generated contributions
receipt of up-to-date reflecting the names of the
payment of: employees (up-to-date payment)
Retirement premiums
Pag-IBIG
PhilHealth and others

GRS List of basic Science | Chemistry Equipment
laboratory
equipment/instruments/f
acilities
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GR9 List of ©basic Biology | Biology
laboratory Equipment/Instruments
equipment/instruments/f
acilities
GR10 List of basic Physics | Physics
laboratory Equipment/Instruments
equipment/instruments/f
acilities
GR11 List of basic | Science — Physics, Chemistry,
consumables/chemical Biology
substances List of basic
consumables/chemical
‘ substances
GR12 Library furniture List of library furniture (tables,
chairs, shelves, bulletin board,
etc.)
GRI13 Collection Management List of Library holdings
contains the title, date of
publication, date of purchased
duly certified by the school
head/school librarian
GR14 Selection, Organization, | Narrative Form
Preservation & Security,
Services & Utilization

GR15 TLE laboratory List of laboratory / shop
facilities /equipment equipment / tools, Agriculture
(Home Economics, lot / equipment / tools
Agriculture, Industrial
Arts

GRI16 Sports & Athletic | List of facilities/equipment

facilities /equipment

GR17 Computer Laboratory and | List of functional units,

Audio-Visual Facilities facilities /equipment
GR18 *Indorsement and { Division Level
Narrative Statistical Report | Duly signed by the SDS and
officially released by the
Records Section

*To be accomplished by the SDO

4.3.4. On Application for Opening/Additional/Change Offering of

SHS Program
CODE ESSENTIAL
REQUIREMENTS DESCRIPTION
. . Purpose
Board Resolution Certified School Year of Intended
by the Secretary and Operation
SHS1 gﬁiﬂiﬁig /}23; afée Board g§ SHS Curriculum for the
T Track/s and Strand/s to be
rustees
offered
SHS2 Certificate of Recognition Scanned copy of certification
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SHS3 Proposed  Tuition and | Duly signed by the BOT/BOD
Other School Fees
Proposed School Calendar | Duly signed by the school
SHS4 head
Proposed List of Academic | Tabular Form
and Non-Academic | - Qualifications
Personnel - Job Descriptions
- Teaching Load
- Number of Working Hours
SHSS per Week
-Certification from
Recognized
National/International
Agencies (TESDA, ABA, and
others)
Minimum Program | Narrative (Discussion on the
Requirements for The SHS | ff.
Tracks / Strands - Instructional Rooms
- Laboratories
(Computer, Science,
workshop
SHS6 Room/studios)
- Athletic Facilities
- Learners’ Resource
Center or Library
- Internet Facilities
Ancillary Services
Memorandum /Memoranda - Notarized
of - Signed by both parties
Agreement/Memorandum - Terms & Conditions
SHS7 of Understanding  for | Work Immersion Plan
Partnership Arrangements
relative to the SHS Program
Implementations.
Approved SEC (name,
SHSS Articles of Incorporation | address, seal or logo), and the
and by-laws page containing the purpose —
notarized (Annex A)
Documents ownership of | School site/additional site;
SHS9 school sites wunder the | School building/additional
name of the school, or deed | school building;
of usufruct
SHS10 Proposed annual budget | Duly approved by the Board
and annual expenditures of Trustees/Directors
To be checked by the SDO
*SHS11 | Curriculum Offering Personnel-in-Charge
*SHS12 Narrative Statistical Report | Division Level
and Indorsement Letter

*To be accomplished by the SDO
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4.3.5. On Application for Special Order

CODE ESSENTIAL DESCRIPTION/ITEMS
REQUIREMENTS
SO1 Letter of Request Request for the approval of
the SO
SO2 List of qualified SHS | Listin pdf file by strand
candidates
List in excel file arranged
03 List of qualified SHS |alphabetically regardless of
candidates sex and track following the
prescribed format
*SO4 SF 10 (Permanent Record) | Division level
To be checked and verified by
the SDO Personnel-in-Charge
of Private Schools
*SO5 Indorsement Division level

*To be accomplished by the SDO

4.3.6. On Application for Increase in Tuition and Other School

Fees
CODE ESSENTIAL DESCRIPTION
REQUIREMENTS
TFI1 Letter of Intent Letter indicating the intent of
the application for an
increase in tuition and other
school fees

TFI2 Original notarized
application using the | Refer to Annex C
official format

TFI3 Certification under oath
signed by the school head | Refer to Annex D
relative to the Distribution
of Salary
Increase/allocation of the
incremental proceeds or
other fees (70%, 20% &

10%)

TFI4 Record proceedings, | Scanned copy of the Record
agreements made during | proceedings, agreements
the consultations | made during the
conducted including | consultations conducted
signatures of parents who | including  signatures  of
conform to the agreement | parents duly signed,
(notarized) & indorsed by | indorsed, and notarized
the PTA/PTCA officers.

TFIS Audited Financial | Scanned copy of the Financial
Statement of the school | Statement of the school duly
certified by an independent | audited and certified by an
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Certified Public
Accountant

independent CPA. Refer to
Annex B for the sample FS

Schools Division Office

TFI6 Copy of latest approved | Scanned copy of the latest
fees approved fees
TFI7 Copy of latest Government | Scanned copy of the latest
Permit/Recognition Government
Permit/Recognition
*TFI8 Indorsement from the | Division Level

*To be accomplished by the SDO

4.3.7. On Application for Proposed School Fees

CODE ESSENTIAL DESCRIPTION
REQUIREMENTS
PF1 Letter of Intent Letter indicating the intent of
the application for a proposed
new fee/s

PF2 Original notarized | Refer to Annex C
application using the
official format

PF3 Certification wunder oath | Refer to Annex D
signed by the school head
relative to the Distribution
of Salary
Increase/allocation of the
incremental proceeds or
other fees (70%, 20% &

10%)

PF4 Record proceedings, | Scanned copy of the Record
agreements made during | proceedings, agreements
the consultations | made during the
conducted including | consultations conducted
signatures of parents who | including  signatures  of
conform to the agreement | parents duly signed,
(notarized) & indorsed by | indorsed, and notarized
the PTA/PTCA officers.

PF5 Audited Financial | Scanned copy of the Financial
Statement of the school [ Statement of the school duly
certified by an independent | audited and certified by an
Certified Public | independent CPA. Refer to
Accountant Annex B

PF6 Copy of latest approved | Scanned copy of the latest
fees approved fees

PF7 Copy of latest Government | Scanned copy of the latest
Permit/Recognition Government

Permit/Recognition

*PF8 Indorsement from the | Division Level

Schools Division Office Duly signed by the SDS and
officially released by the
Records Section

*To be accomplished by the SDO
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4.3.8. On Application for No Tuition Fee Increase and Other

School Fees
CODE ESSENTIAL DESCRIPTION
REQUIREMENTS

NTFI1 Letter of Intent Letter indicating the intent of
the application for no tuition
fee increase

NTFI2 Copy of latest approved | Scanned copy of the latest

fees approved fees
*NTFI3 |Indorsement from the | Duly signed by the SDS and

Schools Division Office

officially released by the
Records Section

*To be accomplished by the SDO

4.4. BASIC PROCESSES ON THE USE OF E-APS PER GOVERNANCE

LEVEL

The Table hereunder shows the expected tasks in each process to be
performed per governance level in relation to the use of the system. The
specific steps and procedures on the use of the system are discussed in the
User Manual (Refer to Annexes E-G).

Process Governance Level
School SDO RO
Registration Register Verify and Activate
Reset Password
Applications for Upload required | Review/Validate | Review/Validate/
Government Documents submitted Endorse submitted
Recognition, application/s documents
Government Permit
(New and Renewal), | Track in the Notify schools Notify schools for
Tuition Fee dashboard the for deficiencies
Increase, No status of deficiency/ies
Tuition Fee Inc., applications Print and endorse
Propose Fee, SHS Submit/upload | approved
Applications, Submit/upload | Statistical application to
Special Order deficiency/ies Narrative SDOs
when required Report and
endorse Conduct
Track/monitor application/s onsite/online
status of validation
applications Track/monitor
status of Track/monitor
endorsed status of endorsed
applications to | applications from
RO SDOs
Submit Monitoring
Report and
Recommendation
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Deficiencies Re-upload Notify schools Review/validate
documents for submitted
deficiency/ies documents
when needed
Processed
Monitor/track submitted
compliance of deficiency/ies
deficiency/ies
submitted to
RO
Issuance of Track and view | Track and view | Recommend
Government in the dashboard | in the processed
Recognition, status of dashboard application for the
Government Permit | applications status of private | Regional Directors’
(New and Renewal), schools’ approval
Tuition Fee applications
Increase, No Endorsed
Tuition Fee Generate approved/disappro
Increase, Proposed Reports ved application of
Fee, SHS private schools to
application, and SDOs
Special Order
Track and view in
the dashboard
status of processed
and approved
endorsed private
schools’
applications
Generate Reports
Notifications/ View/download [ View/download | Upload
Communications Communications | communication | communications
Assigning of SDOs QAD
to the EPSs Chief assigns
(QAD Chief) Monitoring SDOs
to EPSs
4.5. Data /Report Generation

The system can generate the following reports in electronic spreadsheet

format:

iv.

Summary of status of private schools’ applications;

list of processed school applications;

list of issued schools’ permit and recognition to operate;

and

master list of private schools.
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It can also provide information through dashboard for different purposes.

4.6. On Payment

The Regional Office shall devise a mechanism to facilitate this process. In the
absence of online payment, the Quality Assurance Division shall coordinate with the
SDO Personnel-in-Charge of Private Schools to find possible means to accommodate
schools’ application while the Office processes the online payment.

III. FUNDING

The Regional Office shall allocate funds to cover system maintenance costs as
well as activities for the orientation-trainings for all the users, and this shall be
reflected in its Annual Work and Financial Plan

IV. MISCELLANEOUS PROVISIONS

SECTION 5. SEPARABILITY CLAUSE

If any clause, sentence, provision, or section of this policy is declared illegal
or rendered invalid by competent authority, those provisions not affected by such
declaration shall remain valid and effective.

SECTION 6. REPEALING CLAUSE

Any other guidelines, administrative order, office order, rule or regulation
and/or parts thereof contrary to or inconsistent with the provisions of these
Guidelines is hereby repealed, modified, or amended accordingly.

SECTION 7. EFFECTIVITY
These guidelines shall take effect immediately upon issuance.

SECTION 8. MONITORING AND EVALUATION

The Quality Assurance Division, together with the ICT Team shall conduct
monitoring and evaluation of the implementation of the system for continual
improvement. The team shall conduct review of this policy to identify area of
improvements and to further enhance its processes and effectiveness.
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Annex A

Articles of Incorporation and By-Laws
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Annex C

Original notarized application using the official format

FORM 1.

CONTENTS OF APPLICATION

A, ITEM

current rate %% & smount
(SY

1 of increase proposed rate

approved rate
{8¥ 3

B. ALLOCATION

PROGRAM OF EXPENDITURES

APPROXIMATE
COSTING

0%

For equitnble basic salaryZalary fncrease
forall school personnel concerned

For refinement benefits

For allowancs and offier frisge benefits
For foulty development.

20%

h e & &

E 4
-

For improvesnent of fnstructional, library and
research or leboratory focilities

For stadent services

Forextension serviess

10%

L 3

For return of ivestment

C. PURPOSE AND JUSTIFICATION OF EACH ITEM IN THE PROFDSAL

D, EFFECTIVETYIN POINT OF SCHOOL YEAR OR ITEM

School Head
REPURLIC OF THE FHILIPPINES)
pEES
3
SUBRCRIBED AND SWORN o before me this day of My, affiant
exhibiting ta me histher Residence Cortificate No. issued at an
Phest; -
e, No. Administering Officer
Page Mo,
Book No.
Serisy of
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Annex D

Certification under oath signed by the school head relative to the Distribution
of Salary Increase/allocation of the incremental proceeds or other fees (70%,
20% & 10%)

Form2  BISTRIBUTION/ALLOCATION OF THE INCREMENTAL PROCEEDS
DURING THE PREVICUS SCHOOL YEAR,

L Camputed Incomé frone Tuitivn Fee Increase:

Compnted
Exivolnient Corventrate | % Imcreass ﬁmunn%o’r‘ Appraved Toition Fee
¥neregye Rate Inergsse

TOTAL

Computed Income from Toifion Fee Fagrease cavpnau., B
Contputed Inpome from Qther Schop! Fees Tneremse, ... P

11, Allpeation of the % Tncregse
70%: - For equitable brsic selary/sslary increase
for dll school persennel eoncemed ... W B
« Forretivement benefits . c.veiinnonnns.
« Bor allownnee and other fiinge benefits . ..
= For [eolty development s o cacasnans

TOTAL
ko
2% - For improvement of instructional, librery
mnd research or lnboratory fedliffes. ... P
~ Porshudent serviees . vavvs s suvaninns
« For extonstion sendeesa. cxastcoraanins
TOTAL
?WM
1% -ForRetum of Investmemts . o ee sauvass B

IiL Disiribution of Salary Increase

Sehoal T y 4 Ineres Actual Salary
Personnel Designation | PresentSakary | Salary Ineregse Salary
TOTAL
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Annex E

User Manual-School Account
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Annex F

User Manual — Division User
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Annex G
User Manual-CES Manual
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Bepartment of Education

REGION |

POLICY GUIDELINES ON THE IMPLEMENTATION OF E-APPLICATION

FOR PRIVATE SCHOOLS IN DEPED REGION 1

I. GENERAL PROVISIONS

SECTION 1. STATEMENT OF THE POLICY

In support to the key strategic priorities of the department on “Modernization
of Education Management and Governance,” the Electronic-Application for Private
Schools (E-APS) was designed for private schools, whereby, core systems and
processes are automated and streamlined for effective and efficient service delivery.

This information system helps the private schools to submit and track their
applications online. At the same time, it facilitates processing, validation and
verification, and monitoring and evaluation at the Regional Office (RO) and Schools
Division Offices (SDOs).

These guidelines cover the operationalization of the following processes:

a.
b.

o ™

School Registration;
School Application on Government Recognition/Permit, Tuition &
Other School Fees, Senior High School, and Special Order;

c. Verification of Requirements from Applications;
d.

Verification of Reuploaded Requirements from Returned
Applications;

Viewing/Monitoring on the Status of Applications;

Viewing and Generating Reports; and

. Activation/De-activation of Schools and maintenance of use

accounts

SECTION 2. REFERENCES

a.) DepEd Order No. 88, s. 2010!

b.) DepEd Memo No. 4, s.20142

c.) DepEd Order No. 10, s. 20183

d.) Republic Act No. 10173+

Provisions of the Revised Manual of Regulation for Private Schools in Basic Education ensuring the private schools’ operation compliant to basic education quality and

standards

DepEd Region 1: Built on character; empowered by competence.

Flores St., Catbangen, City of San Fernando, La Union
(072) 607-8137 / 682-2324 A I-.,_:::-
regionl@deped.gov.ph | www.depedrol.com NATIN2040



e.) Republic Act No. 110325

f.) Regional Basic Education Plan (RBEP), Fiscal Year 2021 - 20236

SECTION 3. DEFINITION OF TERMS

For the purpose of this policy, the following terms are defined as follows:

. Application Processing refers to the different requests of private schools
relative to school operations and services such as Government
Permit/Recognition to Operate, Tuition and Other School Fees, Special Order
and other private school matters that are submitted to DepEd for evaluation
and approval.

Basic Processes are the expected tasks in the system to be performed by the
different system users across governance level. These include the different
application of private schools and validation of documents performed by the
SDO and RO level respectively.

DepEd Region 1 refers to the Regional Office Proper, Schools Division Offices
and Private Schools (Kindergarten, Elementary, Junior High School, and
Senior High School levels)

E-Application for Private Schools (E-APS) is a developed system whereby
private schools can submit their applications online. Through this system, it
will facilitate the processing of private schools’ application and can track the
status of their application real-time. This system also provides data for records
management.

Essential Requirements are the necessary and important documents
stipulated in DepEd Order No. 88, s. 2010 that private schools are required
to submit online. These documents are streamlined and condensed for
submission in the E-APS.

Monitoring and Evaluation is a continuous process of assessment, analysis
and checking of progress of the implementation of the system as basis for
corrective action and continuous improvement.

Private Schools refers to all established school institutions that are privately
owned or managed offering basic education programs from Kindergarten to
Senior High School and are authorized by the Department of Education to
operate certain educational programs in accordance with laws and policies per
DepEd Order No. 88, s. 2010.

2 Provision of documentary requirements that need to be complied for the SHS implementation in Non-DepEd Schools
3 The Regional Office is authorized in the issuance of Special Orders for the approval of the eligibility for Graduation from
Senior High School of Grade 12 learners enrolled in the private schools

4 Provision of policy recognizing the vital role of information and communications technology in nation building and it is

responsibility of the state to ensure that information and communication systems in the government and private sectors are

protected and secured.
5An Act that aims to streamline the current systems and procedures of government services, thus, improving the
competitiveness of and ease of doing business in the Philippines

SAutomation of processes is one of the priority concerns of the DepEd Region 1 for efficient and effective delivery of office

operations
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8.

System Users are individuals who are granted official access to the system.
These include the school heads or Information Technology Officers of the
private schools, SGOD Chiefs, SDO Personnel-in-Charge of Private Schools,
Chief of the Quality Assurance Division, Education Program Supervisors of
the Quality Assurance Division, Schools Division Superintendents, Assistant
Regional Director and Regional Director.

. Technical Assistance is the process of providing support to all System Users

who have encountered problems while using the system. It also includes
providing guidance to all private schools on the preparation and submission
of essential requirements of the different applications.

10.Technical Assistance Team is a group of members who are responsible in

11

providing technical support and assistance to all system users. These
members include the Quality Assurance Division, Regional Office and Schools
Division Office Information Technology Officer ( RO and SDO ITO), Schools
Division Office Personnel-in-Charge of Private Schools, and System
Developers.

.User Manuals are also known as user guides that contain specific system

function, instructions, and step-by-step procedures on how to perform
specific processes of application or activity in the system.

II. OPERATIONAL GUIDELINES

SECTION 4. RULES AND REGULATIONS

4.1. On Accessing the E-APS

1. The E-APS is accessed through the web address
https://deped.rolapps.com. All assigned units of the RO and SDOs are
given their respective user accounts in consideration of their authorized
access rights and privileges in conformance to Republic Act No. 10173
or known as the “Data Privacy Act of 2012.”

2. The assigned unit account shall have access to the following:
a. facility to download submitted documents for verification and
validation,;
facility to upload and endorse verified applications;
facility to return applications;
facility to view, monitor and track real-time applications;
facility to view statistics of application through graphs;
facility to generate reports from different applications; and
facility to view and download messages such as Memoranda and
Advisories.

® o Q0 o

3. The Quality Assurance Division and Schools Division Office through the
School Governance and Operations Division (SGOD) and SDO Personnel
In-Charge of Private schools are provided with access to dashboards and
reports facilities such as the status of schools’ submitted, indorsed, and
approved applications.
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4. The SDO shall have access to the system and process private schools’
applications only within their bound of jurisdiction.

S. The private schools shall have access to submit/upload applications to
SDO and shall have access to dashboard to view the status and progress
of their applications.

6. User accounts in the system are created and maintained by the
designated User Account Administrator. The QAD shall serve as the
Administrator of the System whose responsibility is to issue user
accounts to only official designated system wuser wupon the
recommendation of the SGOD Chief and approval of the Schools
Division Superintendent at the SDO level. Furthermore, issuance of
user accounts to private schools shall be based upon the verification
and approval of Schools’ Registration.

7. The user accounts and tentative passwords of the designated personnel,
specifically at the Regional Office and SDO levels shall be privately
communicated in adherence to Data Privacy Act of 2012.

8. User Manuals (Refer to Annex E-G) are provided to RO, SDOs, and
Private Schools and these can be readily accessed and downloaded
through the system.

4.2. Roles and Responsibilities

a. The Regional Director shall provide policy directions on the
implementation, utilization, and institutionalization of the E-APS in
DepEd Region 1.

b. The Chief of the Quality Assurance Division shall serve as the
overall system administrator of the E-APS and shall be responsible
in the overall management of the said system. Specifically, the Chief
shall:

i manage the overall supervision to ensure that the
implementation and utilization of the different processes in
the system are efficiently and effectively carried out across
governance levels;

ii. report plan, progress implementation, and issues and
concerns to the Regional Director for management decision
and direction;

iii. coordinate with the ICTU for technical assistance as
needed; and

iv. plan and manage the institutionalization of the system in
DepEd Region 1.

c. The Schools Division Superintendent shall oversee the
implementation and utilization of the System. As Head of the Office,
he/she ensures that the different processes in the system are
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operationally carried out by the assigned unit and endorses
recommendation to the Regional Office, if there is any, for
continuous improvement.

d. The Chief of the School Governance and Operations Division
shall:

i. conduct monitoring on the implementation of the system if
the different processes are in place and efficiently utilized by
the private schools and the designated personnel-in-charge
of private schools.

ii. review and evaluate the implementation of the system and
recommend necessary actions to management for
continuous improvement, in coordination with the ICTU and
SDO Personnel-in-charge of Private Schools.

e. The ICT Unit of the Regional Office and Schools Division Office
shall serve as member of the technical assistance team that will
provide technical support relative to the application processes and
other system requirements.

f. The SDO Personnel-in-Charge of Private School shall serve as the
validator of school applicants. He/she shall:
i. process and evaluate essential requirements submitted to
the E-APS for the application being applied for

ii. submit/upload a statistical-narrative report as well as
endorsement duly signed by the SDS and officially released
by the Records Section

iii. conduct progress monitoring on online applications of
private schools and the status of applications that are
endorsed to the Regional Office.

iv. provide technical assistance to private schools in the
submission of essential requirements in compliance to
standards and guidelines per DepEd Order No. 88, s. 2010
and shall coordinate with the ICTU in cases of technical
supports.

g. The Education Program Supervisors of the Quality Assurance
Division shall promptly process and review online applications of
private schools that are endorsed by the Schools Division Office.
Specifically, they shall:

i. carefully validate all submitted essential requirements for

online submission and provide feedback, when needed, to
facilitate processing of applications;
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4.3.

ii. verify the veracity and completeness of the submitted
essential requirements through the conduct of online or
onsite validation whichever is appropriate adherence to
standards and guidelines on health protocols;

iii. serve as member of the Technical Assistance Team to
provide technical support to SDOs and private schools,
when needed, relative to the different processes in the
system; and

iv. provide orientations and trainings to all users for effective
and efficient implementation and utilization of the system.

h. The Private School Heads are enjoined to use the system for
efficient and effective implementation of the system. As end users of
the system, they shall:

i. review, prepare and upload the necessary essential
documents to the system compliant to DepEd Order No.
88, s. 2010 and DepEd Memorandum No. 4, s. 2014 and
other relative orders pertaining private school matters;

ii. regularly monitor and check updates status of application
and comply with deficiencies, if there is any, to facilitate
processing of applications;

iii. report and coordinate with the Personnel-in-Charge of
Private Schools or the Technical Assistance Team for any
problems encountered for immediate provision of technical
support; and

iv.  participate in orientations and trainings on the use of
system for updates and enhancements.

ESSENTIAL REQUIREMENTS FOR ONLINE SUBMISSION

The essential requirements and description of these documents
for online submission specified hereunder per type of application must
be satisfied and complied with by the requesting school (Refer to
Annexes A-D for the sample documents)

4.3.1 On Government Permit to Operate (New
Application/Additional Grade Level)

ESSENTIAL
CODE REQUIREMENTS DESCRIPTION
Board Resolution Certified by | Philosophy and goals of the
the Corporate Secretary course
GP1 Viability of the course
Indicate the intent of the
application
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(Narrative form)

GP2

Articles of Incorporation and
By-Laws

Approved SEC (name, address,
seal or logo), and the page
containing the purpose -
notarized

(Annex A)

GP3

Notarized Feasibility Study

Purpose and objectives of the
proposed school or course;

___Availability of the school site
and building, including the
document of ownership thereof,
the location plans, pictures, and
the architects plan of the building
if the same is still to be
constructed,;

___ Itemized cost of the project
covering the entire course in
terms of site, site development,
classrooms, equipment and
facilities, library, laboratory,
monthly or annual salaries of
faculty and other personnel,
other essential equipment and
maintenance,;

___ Financial capacity of
applicant school, including its
resources, to provide the
requirements for the entire
course and support its operation
from year to year without
depending solely on student fees;

___ Need or demand for the
establishment of the school or
operation of the course in the
locality. If the course is already
being offered in the same locality,
there must be evidence of the
following factors:

___ distance of the applicant
school to the existing school;

___enrolment in existing
school;

___number of students in
the same locality enrolled in
schools other than in the existing
school (for new application only)

GP4

Application/ Inspection Fee

Scanned copy of Official Receipt

GP5

School Bond

Scanned copy of Official Receipt

GPo6

Certificate of Occupancy

Signed by Municipal/City
Engineer

GP7

Proposed budget

Duly approved and signed by the
Board of Trustees/Directors

GP8

List of School Administrators

Profile (Educational qualification,
salary and status of appointment)
(Tabular form)

GP9

List of Teaching & Non-
Teaching personnel

Profile (Educational Qualification,
Eligibility)
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(registrar, librarian, guidance | (Tabular form)
counselor, researcher)
GP10 Proposed Tuition and other Duly approved and signed by the
school fees Board of Trustees/Directors
Science — Physics, Chemistry,
Biology
. s TLE laboratory
GP11 List of Laboratory facilities facilities / equipment (HE,
Agriculture, Industrial Arts
shop/equipment/tools)
List of Library holdings contains
. . the title, date of publication, date
Library Furniture & £ hased dul tified by th
GP12 Equipment of purcnasec dilly certiied by the
school head/school librarian
List of available
materials/furniture/equipment
Copy of Retirement Plan Generated contributions
registered with the SEC/ reflecting the names of the
GP13 Mandatory Benefits (SSS, employees (up-to-date payment)
PhilHealth, Pag-ibig, etc)
*GP14 Indorsement and Narrative Division Level
Statistical Report Duly signed by the SDS and
officially released by the Records
Section

*To be accomplished by the SDO

4.3.2. On Renewal of Government Permit to Operate

ESSENTIAL
CODE REQUIREMENTS DESCRIPTION
Philosophy and goals of the
. o course
RGP1 Board Resolution Certified Indicate the intent of the
by the Corporate Secretary e
application
(Narrative form)
Approved SEC (name, address,
Articles of Incorporation | seal or logo), and the page
RGP2 .
and By-Laws containing the purpose -
notarized (Annex A)
RGP3 Certificate of Occupancy Slgn_ed by Municipal/City
Engineer
RGP4 Application Fee Scar'lned copy of Official
Receipt
Duly approved and signed by
RGPS5 Proposed budget the Board of
Trustees/Directors
Profile (Educational
RGP6 List of School | qualification, status of
Administrator appointment, and salary)
(Tabular form)
. . Profile (Educational
RGgp7 | st of teaching &1 ifcation, Eligibility)

Nonteaching

(Tabular form)
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Copy of Latest Financial

Cover page and signature of
CPA, page containing the date

RGP8 Statement of the financial statement
(Annex B)
Copy of Retirement Plan Copy of the Retirement Plan /
registered with SEC / Generated contributions
Mandatory Benefits/ reflecting the names of the
Certified photocopy of employees (up-to-date
RGP9 receipt of up-to-date payment)
payment of:
Retirement premiums
Pag-IBIG
PhilHealth and others
*RGP10 | Indorsement and Narrative | Division Level

Statistical Report

*To be accomplished by the SDO

4.3.3. On Recognition to Operate

ESSENTIAL
CODE REQUIREMENTS DESCRIPTION

GR1 Updated Board Resolution | Philosophy and goals of the
Certified and Signed by the | course
Corporate Secretary Indicate the intent of the

application
(Narrative form)

GR2 Articles of Incorporation | Approved SEC (name, address,
duly registered with the | seal or logo), and the page
SEC containing the purpose -

notarized

GR3 Documents of | School site/additional site;
ownership/Transfer School building/additional
Certificate of Title of Site and | school building;

Building

GR4 Updated  Certificate of | Signed by  Municipal/City
Occupancy Engineer

GRS Proposed budget for the | Duly approved and signed by the
succeeding school year Board of Trustees/Directors

GR6 Copy of Latest Financial | Cover page and signature of
Statement of the School | CPA, page containing the date
certified by the | of the financial statement
independent CPA (Annex B)

GR7 Certified photocopy of Generated contributions
receipt of up-to-date reflecting the names of the
payment of: employees (up-to-date payment)
Retirement premiums
Pag-IBIG
PhilHealth and others

GRS List of basic Science | Chemistry Equipment
laboratory
equipment/instruments/f
acilities

Page 9 of 26




GR9 List of Dbasic Biology | Biology
laboratory Equipment/Instruments
equipment/instruments/f
acilities
GR10 List of ©basic Physics | Physics
laboratory Equipment/Instruments
equipment/instruments/f
acilities
GR11 List of basic | Science — Physics, Chemistry,
consumables/chemical Biology
substances List of basic
consumables/chemical
substances
GR12 Library furniture List of library furniture (tables,
chairs, shelves, bulletin board,
etc.)
GR13 Collection Management List of Library holdings
contains the title, date of
publication, date of purchased
duly certified by the school
head/school librarian
GR14 Selection, Organization, | Narrative Form
Preservation & Security,
Services & Utilization

GR15 TLE laboratory List of laboratory / shop
facilities /equipment equipment / tools, Agriculture
(Home Economics, lot / equipment / tools
Agriculture, Industrial
Arts

GR16 Sports & Athletic | List of facilities/equipment

facilities /equipment

GR17 Computer Laboratory and | List of functional units,

Audio-Visual Facilities facilities /equipment
GR18 *Indorsement and | Division Level
Narrative Statistical Report | Duly signed by the SDS and
officially released by the
Records Section

*To be accomplished by the SDO

4.3.4. On Application for Opening/Additional/Change Offering of
SHS Program

CODE ESSENTIAL
REQUIREMENTS DESCRIPTION
. . Purpose
Board Resolution Certified School Year of Intended
by the Secretary and Operation
SHS1 Approved by the Board of P .
i SHS Curriculum for the
Directors/Board of
T Track/s and Strand/s to be
rustees
offered
SHS2 Certificate of Recognition Scanned copy of certification
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SHS3 Proposed  Tuition and | Duly signed by the BOT/BOD
Other School Fees
SHSA Proposed School Calendar | Duly signed by the school
head
Proposed List of Academic | Tabular Form
and Non-Academic | - Qualifications
Personnel - Job Descriptions
- Teaching Load
- Number of Working Hours
SHS5 per Week
-Certification from
Recognized
National/International
Agencies (TESDA, ABA, and
others)
Minimum Program | Narrative (Discussion on the
Requirements for The SHS | ff.
Tracks / Strands - Instructional Rooms
- Laboratories
(Computer, Science,
workshop
SHS6 Room /studios)
- Athletic Facilities
- Learners’ Resource
Center or Library
- Internet Facilities
Ancillary Services
Memorandum/Memoranda - Notarized
of - Signed by both parties
Agreement/Memorandum -  Terms & Conditions
SHS7 of  Understanding  for | Work Immersion Plan
Partnership Arrangements
relative to the SHS Program
Implementations.
Approved SEC (name,
SHS8 Articles of Incorporation | address, seal or logo), and the
and by-laws page containing the purpose —
notarized (Annex A)
Documents ownership of | School site/additional site;
SHS9 school sites under the | School building/additional
name of the school, or deed | school building;
of usufruct
SHS10 Proposed annual budget | Duly approved by the Board
and annual expenditures of Trustees/Directors
To be checked by the SDO
*SHS11 | Curriculum Offering Personnel-in-Charge
*SHS12 Narrative Statistical Report | Division Level
and Indorsement Letter

*To be accomplished by the SDO
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4.3.5. On Application for Special Order

CODE ESSENTIAL DESCRIPTION/ITEMS
REQUIREMENTS
SO1 Letter of Request Request for the approval of
the SO
SO2 List of qualified SHS | List in pdf file by strand
candidates
List in excel file arranged
303 List of qualified SHS | alphabetically regardless of
candidates sex and track following the
prescribed format
*SO4 SF 10 (Permanent Record) | Division level
To be checked and verified by
the SDO Personnel-in-Charge
of Private Schools
*SO5 Indorsement Division level

*To be accomplished by the SDO

4.3.6. On Application for Increase in Tuition and Other School

Fees
CODE ESSENTIAL DESCRIPTION
REQUIREMENTS
TFI1 Letter of Intent Letter indicating the intent of
the application for an
increase in tuition and other
school fees

TFI2 Original notarized
application using  the | Refer to Annex C
official format

TFI3 Certification under oath
signed by the school head | Refer to Annex D
relative to the Distribution
of Salary
Increase/allocation of the
incremental proceeds or
other fees (70%, 20% &

10%)

TFI14 Record proceedings, | Scanned copy of the Record
agreements made during | proceedings, agreements
the consultations | made during the
conducted including | consultations conducted
signatures of parents who | including signatures of
conform to the agreement | parents duly signed,
(notarized) & indorsed by | indorsed, and notarized
the PTA/PTCA officers.

TFIS Audited Financial | Scanned copy of the Financial
Statement of the school | Statement of the school duly
certified by an independent | audited and certified by an
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Certified Public

independent CPA. Refer to

Accountant Annex B for the sample FS
TFI16 Copy of latest approved | Scanned copy of the latest
fees approved fees
TFI17 Copy of latest Government | Scanned copy of the latest
Permit/Recognition Government
Permit/Recognition
*TFI8 Indorsement from  the | Division Level

Schools Division Office

*To be accomplished by the SDO

4.3.7. On Application for Proposed School Fees

Schools Division Office

CODE ESSENTIAL DESCRIPTION
REQUIREMENTS
PF1 Letter of Intent Letter indicating the intent of
the application for a proposed
new fee/s

PF2 Original notarized | Refer to Annex C
application using the
official format

PF3 Certification under oath | Refer to Annex D
signed by the school head
relative to the Distribution
of Salary
Increase/allocation of the
incremental proceeds or
other fees (70%, 20% &

10%)

PF4 Record proceedings, | Scanned copy of the Record
agreements made during | proceedings, agreements
the consultations | made during the
conducted including | consultations conducted
signatures of parents who | including signatures of
conform to the agreement | parents duly signed,
(notarized) & indorsed by | indorsed, and notarized
the PTA/PTCA officers.

PF5 Audited Financial | Scanned copy of the Financial
Statement of the school | Statement of the school duly
certified by an independent | audited and certified by an
Certified Public | independent CPA. Refer to
Accountant Annex B

PF6 Copy of latest approved | Scanned copy of the latest
fees approved fees

PF7 Copy of latest Government | Scanned copy of the latest
Permit/Recognition Government

Permit/Recognition

*PF8 Indorsement from  the | Division Level

Duly signed by the SDS and
officially released by the
Records Section

*To be accomplished by the SDO
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4.3.8. On Application for No Tuition Fee Increase and Other
School Fees

CODE

ESSENTIAL
REQUIREMENTS

DESCRIPTION

NTFI1

Letter of Intent

Letter indicating the intent of
the application for no tuition
fee increase

NTFI2

Copy of latest approved
fees

Scanned copy of the latest
approved fees

*NTFI3

Indorsement from  the

Schools Division Office

Duly signed by the SDS and
officially released by the
Records Section

*To be accomplished by the SDO

4.4.
LEVEL

BASIC PROCESSES ON THE USE OF E-APS PER GOVERNANCE

The Table hereunder shows the expected tasks in each process to be
performed per governance level in relation to the use of the system. The
specific steps and procedures on the use of the system are discussed in the
User Manual (Refer to Annexes E-G).

Process

Governance Level

School SDO RO
Registration Register Verify and Activate
Reset Password
Applications for Upload required | Review/Validate | Review/Validate/
Government Documents submitted Endorse submitted
Recognition, application/s documents

Government Permit
(New and Renewal),
Tuition Fee
Increase, No
Tuition Fee Inc.,
Propose Fee, SHS
Applications,
Special Order

Track in the

dashboard the for deficiencies
status of deficiency/ies
applications Print and endorse
Submit/upload | approved
Submit/upload Statistical application to
deficiency/ies Narrative SDOs
when required Report and
endorse Conduct
Track/monitor application/s onsite/online
status of validation
applications Track/monitor
status of Track/monitor
endorsed status of endorsed

RO

Notify schools

applications to

Notify schools for

applications from
SDOs

Submit Monitoring
Report and
Recommendation
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Deficiencies Re-upload Notify schools Review /validate
documents for submitted
deficiency/ies documents
when needed
Processed
Monitor/track submitted
compliance of deficiency/ies
deficiency/ies
submitted to
RO
Issuance of Track and view Track and view | Recommend
Government in the dashboard | in the processed
Recognition, status of dashboard application for the
Government Permit | applications status of private | Regional Directors’
(New and Renewal), schools’ approval
Tuition Fee applications
Increase, No Endorsed
Tuition Fee Generate approved /disappro
Increase, Proposed Reports ved application of
Fee, SHS private schools to
application, and SDOs
Special Order
Track and view in
the dashboard
status of processed
and approved
endorsed private
schools’
applications
Generate Reports
Notifications/ View/download | View/download | Upload
Communications Communications | communication | communications
Assigning of SDOs QAD
to the EPSs Chief assigns
(QAD Chief) Monitoring SDOs
to EPSs
4.5. Data /Report Generation

The system can generate the following reports in electronic spreadsheet

format:

ii.

iii.

iv.

Summary of status of private schools’ applications;

list of processed school applications;

list of issued schools’ permit and recognition to operate;

and

master list of private schools.

Page 15 of 26




It can also provide information through dashboard for different purposes.

4.6. On Payment

The Regional Office shall devise a mechanism to facilitate this process. In the
absence of online payment, the Quality Assurance Division shall coordinate with the
SDO Personnel-in-Charge of Private Schools to find possible means to accommodate
schools’ application while the Office processes the online payment.

III. FUNDING

The Regional Office shall allocate funds to cover system maintenance costs as
well as activities for the orientation-trainings for all the users, and this shall be
reflected in its Annual Work and Financial Plan

IV. MISCELLANEOUS PROVISIONS

SECTION 5. SEPARABILITY CLAUSE

If any clause, sentence, provision, or section of this policy is declared illegal
or rendered invalid by competent authority, those provisions not affected by such
declaration shall remain valid and effective.

SECTION 6. REPEALING CLAUSE

Any other guidelines, administrative order, office order, rule or regulation
and/or parts thereof contrary to or inconsistent with the provisions of these
Guidelines is hereby repealed, modified, or amended accordingly.

SECTION 7. EFFECTIVITY

These guidelines shall take effect immediately upon issuance.

SECTION 8. MONITORING AND EVALUATION

The Quality Assurance Division, together with the ICT Team shall conduct
monitoring and evaluation of the implementation of the system for continual
improvement. The team shall conduct review of this policy to identify area of
improvements and to further enhance its processes and effectiveness.
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Annex A

Articles of Incorporation and By-Laws

ARTICLES OF INCORPORATION

<ol K .‘.i.;nc EXTENSION OFFICE

KNOW ALL MEN BY THESE PRESENTS:

The undersigned incorporators, all of legal age and majority of whom are
residents of the Philippines, have this day voluntarily agreed to form a non-stock
and non-profit association under the laws of the Republic of the Philippines.

\SEQ)  BAGUIO
~ EXTENSION oFFicE
THAT WE HEREBY CERTIFY: - -

SEP 11201 |

FIRST: The name of the said association shall be

SECOND: A. That the purposes for which such association is incorporated
are: . garp E
{1.)That the primary purpose of the association is to establish, manage and
operate an educational institution which include but not limited to the
following : Pre-school, Elementary and Secondary Education ;

(2.) That the secondary purposes of the association are as follows:

(a) To acquire, purchase own, hold, operate, develop, lease, mortgage,
pledge, exchange, sell, transfer or otherwise mnvest trade‘or deal in, in any manner
permitted by law, real and personal property of every kinds and description or any
interest therein; P

(b) In furtherance of its purpose, to enkér into, make, perform and carry out,
or cancel and rescind contracts of every Kind and for any Jawful purpose with any
person, firm, association, corporation, syndicate, domestic or [oreign or others;

(c.) to enter into partnerships and/or joint ventures with other
educational institutions and /or other corporation

1
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™~

CoMPANY kG M0, CN201332629

CERTIFICATE OF INCORPORATION

KNOW ALL MEN BY THESE PRESENTS.
745 10 cartify fhat e Artickzs of Incomeration and By-biws of

ol

were duly appeoeed_ by The Comarisdon on this & wperr e Baarce of this Ceilicaie of
Inscrpoamon gner ot the € jon Code of thy Ml {Rats Purtens Big 69
and copies of sahd Aricios and By-taws are biftn tinchad,

This Comiflicate yraniy joradicel Jiny o the corpoed bl does ot authenae # 1o
erdertihe Tasiicss 2cilviios noguirieg 3 Sccondary License frons fis Conmieins Ak o, bt 20
fimited 16 w6ig &5 beckaer oc &oalr ¥ sccurifics, pweremaar sscuriies dliphl Scaler (GSED),
Imvedinest adviser of M1 Weassneit csrgarg, chssdead O openand lveshman Soogpeny,
irvoument Moun. Zarasdl agest. commodity Tiancid fimne cliengg bker meschaet, finkacing
m;r.nmww.wwnwmwmmmwummm
cerfificaes ismeny or seffing genes Thermol Neiher dom (s Cerfificere Lomtitule 32 permiit 10
wridertabe nctivided for which oifver govermment apene iy raqeire & Fiosrae o peamit.

At o repilerad coponion, it shall mismit Ty b0 This Covlunission 1he sepons Indicaed
ot the back of this cedtificue. “h - .

1

IN WITNESS WIEREOF, | have heveero set iy hnd and coused e awl of ths
Creresissin 16 be #fficed o Dagsio City, lhmpuet, Phiippines. 558 110 1y of Sepember Twenty
Thirteen. =

B

FOR THE COMMISSION:

Annex B
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Copy of Latest Financial Statement

Audited by Certified Public Accountant

S'i' ATEMENT OF MANAGEMENT’S RESPONSIBILITY
FOR ANNUAL INCOME TAX RETURN

The management of - : ~ is responsible for all information
and representations contained in the Annual Income Tax Return for the year ended
December 31, 2019. Management is likewise responsible for all information and
representations contained in the financial statements accompanying the (Annual
Income Tax Return or Annual Information Return) covering the same reporting
period. Furthermore, the Management is responsible for all information and
representations contained in all the other tax returns filled for the reporting period,
including, but not limited, to the value added tax and/or percentage tax returns, and
any and all other tax returns.

In this regard, Management affirms that the attached audited financial statements for
the year ended December 31, 2019 and the accompanying Annual Income Tax Return
are in accordance with the books and records of = S e e
complete and correct in all material respects. Management likewise affirms that:

a) The Annual Income Tax Return has been prepared in accordance with the
provisions of the National Internal Revenue Code, as amended and pertinent
tax regulations and other issuances of the Department of Finance and the
Bureau of Internal Revenue.

b) Any disparity of figures in the submitted reports arising from the preparation
of financial statements pursuant to financial accounting standards and the
preparation of the income tax retum pursuant to tax accounting rules, has been
reported as reconciling items and maintained in the company’s books and
records in accordance with the requirements of Revenue Regulations No. 8
2007 and other relevant issuances, . E
- ke -~ has filed all apglicable tax returns, reports and
statements required to be filed under Philippine tax laws for the reporting
period and all taxes and other impositions shown thereon to be due and
payable have been paid for the reporting period, except those contested in
good faith.

¢)

.

President / Chairman of the K«

Chief Financial Officer
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- A

STATEMENT OF FINANCIAL POSTTION
As of December 31, 2019

ASSETS
Notes { 2019 ) 1%
NS N
Current Amoty
Cash 5 P AR89 476,125
Noo-Currest Assety
—Property & Equipmees 5 GIOMAN 6138000
TOTAL ASSETS P 7381649 0.63‘.!2_5
LIABILITIES AND FUND BALANCES
Current Linbilities
—Acsomts Payshle snd ot e et 7 # V' TSOTSE 6751108
Fund balances
Cortribsted capial L] 100,000 100,000
Cumulative Exoess of revernse over exp (226,108) (217,073
(126,108) (117.073)
TOTAL LIABILITIES AND EQUITY P 7382649 6,634,125
AL LALLM,
See A peapleg Notex w Financlal Su v
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by Qo emae i,

STATEMENT OF CASH FLOWS
For the year ended, December 31, £019

- /\
Notes {2019 / poig )
TR S
Cash Flows From Operating Activities
Excess of Income Over Expenses (9,036) (86,638)
Adjustments
Depreciation 12 60,365 28,000
Increase (Decrease) in Current Liabilities 757,560 321,486
Income tax expense 0 0
$17,925 349486
Net Cash Provided by Operating Activities 808,889 262,848
Cash Flows from Investing Activities >
Acquisition of property & equipment (323,646) 0
Contributed capital 0 0
(323,646) 0
Cash Flows from Financing Activities
Construction in Progress (477,539) 0
Net Increase (Decrease) in Cash 7,703 262 848
Cash_beg. Of the year 476,125 213,277
CASH, END OF THE YEAR 483,829 476,125

See Accompanying Notes to Financial Statements
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Annex C

Original notarized application using the official format

FORM 1.
CONTENTS OF APPLICATION
- current rate %% & amount approved rate
A, ITEM sed rate
SY ) of increase proposed rate SY )
B. ALLOCATION PROGRAM OF EXPENDITURES APFROXIMATE

COSTING

» For equitable basic salary/salary increase
for all school personnel concermned

e # For retirement benefits

For allowance and other fringe benefits

For faculty development

For improvement of instructional, library and
research or laboratory facilities

20% .
" For student services
For extension services
10% » For return of mvestment
C. PURPOSE ANDJUSTIFICATION OF EACH ITEM IN THE PROPOSAL
D. EFFECTIVITY IN POINT OF SCHOOL YEAR OR ITEM
“School Head
REPUBLIC OF THE PHILIPPINES)
B I 5.5,
- 1
SUBSCRIBED AND SWORM to beforeme this  dayof 20, affiant
exhibiting to me his'her Residence Certificate No. ssuedat  om
.20
Dac. No .."I.:d]'.l.'.lil'li:;l.l."ri]'ﬁ-:_‘ Officer
Page Mo.
Book Mo.
Sarias of
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Annex D

Certification under oath signed by the school head relative to the Distribution
of Salary Increase/allocation of the incremental proceeds or other fees (70%,
20% & 10%)

Form 2 DISTRIBUTIONALLOUATION OF THE INCREMENTAL PROUCEELDS
DURING THE PREVIOLUS SCHONL YEAR

I. Computed Income from Tuition Fee Increase:

) Computed
. . Amount of Approved P .
Enrolment Corrent rate Ya Increase l'nition Fee
Increase Rate
Increase
IOTAL
Computed Income from Tuition Fee Ilncrease . ........ F_
Computed Income from (ther School Fees Increase ... P _
IL. Allocation of the % Increase
T0% - For equitable basic salarv/'salary crease
for all school personnel concermed .. ... . P
- Forretirement benefits . .. ... ... ... ..
- For allowance and other fringe benefits . ..
- For faculty development . .. .. ... ... ..
IOTAL
P
2% - For improvement of instructional, library
and research or laboratory facilities . .. ... P
- Forstudent services . ... ... ... ......
- Forextensionservices . . ... ...........
IOTAL
P
10% - For Return of Investments . .. .... ....... P
111 Distribotion of Salary Increase
School . . . . ) .
. Designation Present Salary Salary Increase Actual Salary
Personmel
TOTAL
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User Manual-School Account
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Annex F

User Manual — Division User
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Annex G
User Manual-CES Manual
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Background

 The use of E-APS-RM will be in support to the strategic goal
of the Department of Education — “Modernizing Education
Management and Governance”.

« Through this information system, DepEd Region 1 will be able
to automate core systems and processes that would improve
service delivery of the programs of the Department

« The Department will contribute to the improvement of
education governance guided by the principle of governance
transparency and accountability
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School’s Login Page
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&<

1 _*@) # ~o deped.rolapps.com/[fbclid=IwAR1_9HtRUDXFboydgTVQzbRBEWYEEyWncs7oVbXcwdaT6DZ7wnSCRcl +»» & %

Directing Address

1. Go tothe URL
deopeod.roe1apps.com DQT]ED

DEPARTHENT JOF EDUCATION

Login

username

2. Click Go to School Login link.

This will redirect you to the DEPED E-APS RMS

SChOOI The DEPED Electronic Application for Private School and

Record Management System was developed to help
. . facilitate efficient submission of application documents and
The user will be redirected to

at the same time helps private schools track the status of

deped.rolapps.com/school their applications.

2 _> Go to School Login

rorgot Password
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Privacy Notice

The system will show the Privacy Notice
that contains the following:

(1) who is the entity in control of the
processing (i.e., Personal Information
Controller, or PIC);

(2) What data are being collected or
generated;

(3) what is the purpose of the processing;
(4) who has access to the data;

(5) with whom are the data shared, if at
all; and

(6) how long will the data be retained.
(7) rights of the data subject

DEP.

|

1/school

Data Privacy Notice

In accordance with the Department of Education’s (DepEd)
mandate to protect and promote the right to and access to
quality basic education, DepEd collects various data and
information, including personal information, from various
subjects using different systems.

In the processing of these data and information, DepEd is
committed to ensure the free flow of information as required
under the Freedom of Information Act (Executive Order No. 2, s.
2016) and to protect and respect the confidentiality and privacy
of these data and information as required under the Data Privacy
Act of 2012 (Republic Act No. 10173).

Request for data and information, unless access is denied when
such data and information fall under any of the exceptions
enshrined in the Constitution, existing law or jurisprudence, shall
be guided by the DepEd Freedom of Information Manual
(Department Order No. 72, s. 2016).

Only authorized DepEd personnel have access to personal
information collected, the exchange of which will be facilitated
through email and web applications. These will be stored in a
database in accordance with government policies, rules,
regulations, and guidelines.

You have the right to ask for a copy of any personal information
DepEd holds about you, as well as the right to ask for its
correction, if found erroneous, or deletion on reasonable
grounds. You may contact pas.cd@deped.gov.ph.




© # deped.rolapps.com/school B e %% v
Login
1. Input username and password. )
DQWJE SCHOOL LOGIN
2. Click on Login button. The st} o
system will check if the credentials 1 —(memame \
is for the authorized user. DEPED E-APS RMS

Password

. . The DEPED Electronic Application for Private School and
3. If not yet registered, click on PP

) Record Management System was developed to help 2
Register School. facilitate efficient submission of application documents and j

at the same time helps private schools track the status of

their applications.

4. The user can reset password

using the Reset Password link 3 Register School
4 Reset Password
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School Registration
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Register School

1. Input needed School information.
Click on view button to see
the list of schools

2. Input your preferred login
credentials

3. Click on Save Button

Note: The user needs to wait for the
system administrator to verify and
activate your account.

© #& o deped.rolapps.com/schoolreg

School Registration

1

Name —— n

Schoolld 10000

Address City of San Fernando, La Union

ContactNo GO

Email —————

Contact Person Uncle Sam

School Head Uncle Sam

Division SAN FERNANDO CITY v

\ OESC /

2 UserName [

Password eccssccce

Password ecccsccce

Confirmation

DEPARTMENT OF EDUCATION

s .
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School’s Main Page
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THE SCHOOL'’S
PAGE SHOWS THE

FF:

1. Menu to Create
New Application, SO
Application, or read
Messages. 1

2. Dashboard with the
Timeline of a selected
application (click on a
certain application to
view the Timeline)

3. List of submitted
applications and with
the indicated status

% seHooL
PAGE

@ Dashboard

Create New Application

Permits and Recognitions

Message

Dashboard

2

0 semschoot ©
“4>
———

meline [ Government Recognition ]

¢ 6

0 0

0

\ Submit Application Validation(Division) Validation(Region) For Signature Completed
3
pplication List \
Show 10 4 entries Search:
Application Type Program Date Applied Date Granted Date Updated Status 4 Action
Government Recognition Elementary 2022-05-22 2022-05-21 22:1921 Validation(Division) n n
Application Type Program Date Applied Date Granted Date Updated Status Form Action

Showing 1 to 1 of 1 entries

Previous y
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How to Apply for
Government Recognition?
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\GRS

Proposed budget for the succeeding school year duly approved by the Board of Trustees/Directors

| Browse... | Nofile selected.

Apply for 3 C @ © # rollout.rolapps.com/editapplication/73 8% e U T YIND ©
; SCHOOL

Government orc —
Recognition Aperer N

School Application
1. Click New Application in the [SSRSIs l e

Menu.
. . Permits and Recognitions Bipe 2

Note: The user will be directed to — F——
the application page. Messge

£ Grade Applied For: 3

Kinder
2. Select Government Recognition i:gf::’hysm
in the Application Type Senior High School
. B Requirements

3. Choose the course applied for \
the Government Recognition. ¥ | Desrn pcton

1 GR1 Updated Board Resolution certified and signed by the Corporate Secretary [ Browse... | Nofile selected, n
4. CheCk I’GQUirementS tO be 2 GR2 Articles of Incorporation duly registered with the SEC (Browse... | Nofile selected. n
submitted for Government
Recognltlon g GR3 Documents of ownership/Transfer Certificate of Title of Site and Building Browse... | Nofile selected.

4 GR4 Updated certificate of occupancy issued by the city/municipal engineer (“Browse... | Nofile selected.

14
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Apply for
Government
Recognition

5. Click the = Choose File ' putton
to select a file in your computer
directory

1

6. Click the Upload button
and wait for the file to be uploaded
in the server. The file type required
for uploading are PDF files.

7. It will generate a name for the
uploaded file. (i.e. GR1 52 15.pdf)

Note: The user can view the
uploaded file by clicking the File
Name with blue font color. Files can
still be changed until the application
is submitted.

10

11

12

13

14

15

16

17

GR9

GR10

GR11

GR12

GR13

GR14

GR15

GR16

GR17

List of basic Biology laboratory equipment/instruments/facilities

List of basic Physics laboratory equipment/instruments/facilities

List of basic consumables/chemical substances

Library furniture

Collection Management

Selection, Organization, Preservation & Security, Services &
Utilization

TLE laboratory facilities/equipment (Home Economics, Agriculture,

Industrial Arts

Sports & Athletic facilities/equipment

Computer Laboratory and Audio-Visual Facilities

DEPARTMENT OF EDUCATION

7
1l

5

1

GR9_62.pdf

_ Browse... | No file selecte

GR10_62.pdf

GR11_62.pdf

GR12_62.pdf

GR13_62.pdf

GR14_62.pdf

GR15_62.pdf

GR16_62.pdf

GR17_62.pdf

Browse... ' Nofile selecte
E&M No file selecte
Browse... Nofile selecte
Browse... | Nofile selecte

Browse... Nofile selecte

Browse... | Nofile selecte

Browse... | Nofile selecte
-
Browse... | Nofile selecte

Uploads: 17 of 17




Apply for
Government
Recognition

6.1. Upload percentage status
widget will be shown

6.2. A widget indicating uploading is
successful will be shown

nts

6.1

Description
Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

oaded File

Action

_50_15.pdf

_50.pdf

_50.pdf

_50.pdf

Choose File

Choose File

Choose File

Choose File

Choose File

Choose File

No fil

No fil

No fil

No fil

applic

No fil



Apply for
Government
Recognition

8. The user needs to upload files
for all of the requirements for the

button to be activated.

9. Click wbutton for the

application to be submitted to the
Division Office.

10

11

12

13

14

15

16

17

GR9

GR10

GR11

GR12

GR13

GR14

GR15

GR16

GR17

List of basic Biology laboratory equipment/instruments/facilities
List of basic Physics laboratory equipment/instruments/facilities
List of basic consumables/chemical substances

Library furniture

Collection Management

Selection, Organization, Preservation & Security, Services &
Utilization

TLE laboratory facilities/equipment (Home Economics, Agriculture,
Industrial Arts

Sports & Athletic facilities/equipment

Computer Laboratory and Audio-Visual Facilities

9

GR9_62.pdf

GR10_62.pdf

GR11_62.pdf

GR12_62.pdf

GR13_62.pdf

GR14_62.pdf

GR15_62.pdf

GR16_62.pdf

GR17_62.pdf

EED «

DEPARTMENT OF EDUCATION

_ Browse... | Nofile selecte
' Browse... | Nofile selecte

Browse... | Nofile selecte
 Browse... | Nofile selecte

Browse... | No file selecte

| Browse... | Nofile selecte
| Browse... | Nofile selecte

| Browse... | Nofile selecte

\ Browse... | No file selectef

3

Uploads: 17 of 17




Apply for
Government
Recognition

l.rolapps.com/editapplication/49 ooe x4 v @ & o>

10. A notification widget will be
show indicating that the submissic
of the application has been
successful.

10

Note: Once submitted, the user
cannot make changes on the
application unless returned by the
Division/Regional EPS. Application Submission
Success

Successfully submitted application

DEPARTMENT OF EDUCATION



How to Apply for
Government Permit

DEPARTMENT OF EDUCATION




Apply for
Government
Permit

@ Dashboard

School Application

1. CI'Ck NeW Appl'catlon In the 1 Create New Application
M e n u ) Permits and Recognitions BType 2

Note: The user will be directed to

Application Type | Government Permit s 3 0 New
. . Message Additional
the application page.

B Grade/Course Applied For:
L. Kindergarten 4 Y omror :;5:1 Skt
2. Se|eCt Government Permlt in the Kindergarten Grade 1 Grade 7
H H Grade 2 Grade 8
Appllcatlon Type Grade 3 Grade 9
Grade 4 Grade 10
. Grade 5
3. Determine whether New or Grade
Additional. 5
4. Choose the course/grade level o R i feton
applled for the Govern ment Permlt 1 GP1 Board Resolution Certified by the Corporate Secretary | Browse... | Nofile selected.
2 GP2 Articles of Incorporation and By-laws | Browse... | Nofile selected. a
5. Check requirements to be
Submitted for Govern ment Pe rm it. 3 GP3 Notarized Feasibility Study | Browse... | Nofile selected. B

DEPARTMENT OF EDUCATION



Apply fo o o file chosen irements 8 6

Gove rnm ent # I Description UploaiFile Actionl l
Pe rmit 1 GP1  Board Resolution Certified by the Corporate Secretary GP1.53_15.pdf  Choose File No file chosen
6 Cl ick the Choose File button 2 GP2  Articles of Incorporation and By-laws Choose File No file chosen a
to select a file in your computer
directory 3 GP3  Notarized Feasibility Study Choose File No file chosen a
] 4 GP4  Application/Inspection Fee Receipt Choose File No file chosen
7. Click the Upload button
gnd wait for the fi Ie. to be u pIoac;Jed 5 6% SehoolBond p———_ a
in the server. The file type required
for u pIOad I ng are PD F ﬂ IeS ) 6 GP6  Certificate of Occupancy of School Buildings signed by Mun. Engr Choose File No file chosen a
8. It will generate a name for the 7 GP7 Proposed budget of the School approved by the BOTIDirectors Choose Fle No ile chosen B
uploaded file. (i.e. GP1 52 15.pdf)
8 GP8 Listof School Administrators Choose File No file chosen a
Note: The user can view the
u ploaded flle by C| ICkI ng the FI Ie 9 GP9 Listof Teaching & Non-Teaching personnel Choose File No file chosen a
Name with blue font color. Files can
GP10  Proposed Tuition and other school fees Choose File No file chosen B

still be changed until the application
is submitted.

DEPARTMENT OF EDUCATION



Apply for
Government
Permit

7.1. Upload percentage status
widget will be shown

7.2. A widget indicating uploading is
successful will be shown

nts

7.1

Description
Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

oaded File

Action

_50_15.pdf

_50.pdf

_50.pdf

_50.pdf

Choose File

Choose File

Choose File

Choose File

Choose File

Choose File

No fil

No fil

No fil

No fil

applic

No fil




Apply for
Government
Permit

9. The user needs to upload files
for all of the requirements for the

button to be activated.

10. Click w button for the

application to be submitted to the
Division Office.

10

1

12

13

GP6

GP7

GP8

GP9

GP10

GP11

GP12

GP13

Certificate of Occupancy of School Buildings signed by Mun. Engr

Proposed budget of the School approved by the BOT/Directors

List of School Administrators

List of Teaching & Non-Teaching personnel

Proposed Tuition and other school fees

List of Laboratory facilities

List of library holdings by subject area (complies with prescribed standards

Copy of retirement plan registered with the SEC

GP6_74.pdf

GP7_74,pdf

GP8_74 pdf

GP9_74 pdf

GP10_74pdf

GP11_ 74 pdf

GP12_74pdf

GP13_74pdf

10
submit €

9

{

Uploads: 13 of 13

\ Browse... | Nofile selected.
| Browse... |Nofileselected.

\ Browse... | Nofile selected.

' Browse... | Nofile selected.
' Browse... | Nofile selected.

' Browse... | Nofile selected.

\ Browse... | Nofile selected.

| Browse... |Nofileselected.

GO OO0O00On;

DEPARTMENT OF EDUCATION



Apply for
Government
Permit

l.rolapps.com/editapplication/49 ooe x4 v @ & o>

11. A notification widget will be
show indicating that the submissic
of the application has been
successful.

11

Note: Once submitted, the user Vv
cannot make changes on the
application unless returned by the
Division/Regional EPS. Application Submission
Success

Successfully submitted application

o]

DEPARTMENT OF EDUCATION



How to Apply for Renewal
of Government Permit
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Apply for Renewal e
of Government ) e
Permit S

1 . CI|Ck Create NeW 1 Create New Application
Application in the Menu.

Note: The user will be directed to
the application page.

Permits and Recognitions

Message

2. Select Renewal Government
Permit in the Application Type

3. Choose the course applied for
the Renewal Government Permit.

4. Check requirements to be
submitted for Renewal Governme
Permit

School Application
AnptTTtoTETRils
B Type 2
Application Type Renewal Government Permit
B Grade/Course Appl'ed¢ 3
Kindergarten Elementary Junior High Schoo
Kindergarten Grade 1 Grade 7
Grade 2 Grade 8
Grade 3 Grade 9
Grade 10

Grade 4
4 Grade 5
Grade 6

ECqu'rements

# Description

~

Action

1 RGP1 Board Resolution Certified by the Corporate Secretary

2 RGP2 Articles of Incorporation and By-Laws

3 RGP3 Certificate of Occupancy of School Buildings signed by Mun. Engr

N\

| Browse... |Nofile selected.

| Browse... |Nofile selected.
. -

| Browse... |Nofile selected.

J

DEPARTMENT OF EDUCATION

26



EH Requirements

Apply for Renewal t Id Description Upload7 File 5 6
of Government
Permit

1 RGP1 Board Resolution Certified by the Corporate Secretary RGP1_65_123.pdf | Browse... |

2  RGP2 Articles of Incorporation and By-Laws

Browse... | No file select

5. Click the = Choose File  button
to select a file iIn your computer

. RGP3  Certificate of Occupancy of School Buildings signed by Mun. Engr
directory

Browse... | No file select@®s

RGP4  Application Fee

Browse... | Nofile select

6. Click the Upload button
and wait for the file to be uploaded
in the server. The file type required
for uploading are PDF files.

(6]

RGP5  Proposed Budget

Browse... | Nofile select

6 RGP6 List of School Administrators

Browse... | No file selectd

7. 1t will generate a name for the
Uploaded file. (le 7 RGP7 List of Teaching and Non-Teaching personnel

RGP1_52 15.pdf)

Browse... | No file select@®

8 RGP8 Copy of Latest Financial Statement Browse... | No file select

Note: The user can view the

Uploaded file by CIiCking the File 9 RGP9  Copy of Retirement Plan Registered with SEC/ Mandatory | Browse... | Nofile select@'S
Name with blue font color. Files can Benefits/Certified Photocopy of receipt of up-to-date payment

still be changed until the application AP L Pl el D

is submitted.

Uploads: 1 of 9

[ Submit

DEPARTMENT OF EDUCATION



Apply for Renewal
of Government
Permit

6.1. Upload percentage status
widget will be shown

6.2. A widget indicating uploading is
successful will be shown

nts

6.1

Description
Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

Choose File

oaded File Action

_50_15.pdf Choose File No fil

_50.pdf Choose File  No fil

_50.pdf Choose File No fil

_50.pdf Choose File No fil
Choose File applic

No fil



M8 Requirements

Apply for Renewal

# Id Description Uploaded File Action
of Government
° 1 RGP1 Board Resolution Certified by the Corporate Secretary RGP1.54_15pdf  Choose File No file chosen
Permit
8 . The user needS tO upload files 2 RGP2  Application/inspection Fee Receipt RGP2_54.pdf Choose File No file chosen
for all of the requirements for the
b UttO n tO b ea CtiV at e d 3 RGP3 Certificate of Occupancy of School Buildings signed by Mun. Engr RGP3_54.pdf Choose File Nofile chosen
4 RGP4  Proposed budget of the School approved by the BOT/Directors RGP4_54.pdf Choose File No file chosen

9. Click Mbutton for the

applipation to be submitted to the 5 RGPS Listof School Adrministrators RGPS_54 pdf
Division Office.

Choose File Nofile chosen

6 RGP6 List of Teaching and Non-Teaching personnel RGP6_54.pdf Choose File No file chosen

7 RGP7  Copy of Latest Financial Statement of the School certified by independent CPA ~ RGP7_54.pdf Choose File No file chosen

8 RGP8  Copy of Retirement Plan registered with the SEC RGP8_54.pdf choosege No file chosen
9 RGPY  NamefList of new Teachers with OTR RGP9_54.pdf Choose file No file chosen

9

suoniJy

Uploads: 9 of 9

DEPARTMENT OF EDUCATION



Apply for Renewal
of Government
Permit

l.rolapps.com/editapplication/49 ooe x4 v @ & o>

10. A notification widget will be
show indicating that the submissic
of the application has been
successful.

10

Note: Once submitted, the user
cannot make changes on the
application unless returned by the
Division/Regional EPS. Application Submission
Success

Successfully submitted application

DEPARTMENT OF EDUCATION



How to Apply for
Tuition Fee Increase

DEPARTMENT OF EDUCATION




Apply for Tuition
Fee Increase

1. Click Create New 1 SRS I

Application in the Menu.

Note: The user will be directed to
the application page.

2. Select Tuition Fee Increase in
the Application Type

3. Click Copy of Previous Approved
Fee to check view it and click Add
New in the Tuition Fee Details to
add Items/Fees with increase.

4. Check requirements to be
submitted for Tuition Fee Increase

SCHOOL
PAGE

School Application

Application Details

BType

Permits and Recognitions

Application | Tuition Fee Increase

Message

Tuition Fee Details I 3

AddNew WM Copy Previous Approved Fee

Show 10 4 entri

No T lte 4

Grade Level Current Fee

Search:

Amount of Increase Proposed Fee Action

(wingo to 0 of 0 entries

TG Tata avaTtante M tante

Pre

2 TF2  Original notarized application using the attached official format.

3 TFB

DEPARTMENT OF EDUCATION

B Requirements
# U Description Action
1 TRl  LetterofIntent ' Browse... | Nofile selected.

Certification under oath signed by the school head relative to the Distribution of Salary Increase

| Browse... | Nofile selected.

Browse... | No file selected.




Apply for Tuition
Fee Increase

5. Upon clicking the Add New
button, a message box will prompt
the user to input the name of the
Item/Fee, Grade Level, Current Fee
and Amount Increase. The

Proposed Fee will be automatically
calculated.

6. Click the Save Changes button
to add the increase in a certain
item. Close to go back in main view.

Note: Repeat steps 5 and 6 for
additional Items/Fees.

Item

Tuition

Grade Level

| Gradel |

Current Fee

100

Amount of Increase

10

Proposed Fee

110

Save changes

DEPARTMENT OF EDUCATION



Apply for Tuition
Fee Increase

7. The user can view all added fees
applied for increase

8. Click the Export button to create
and export the fees to an excel file

Application Details

B Type

Application Type Tution Fee Increase v

>

Tuition Fee Details

Add New
Show 10 4 entries 8 Search:
( N
No T ftem (Grade Level Current Fee Amount of Increase Proposed Fee Action
1 Taton Grade 1 10000 1000 1000 a0

: 4 Ld
TOTTCNS T

DEPARTMENT OF EDUCATION



B Requirements 1 1 9 1 0
Apply fOl‘ Tuition # Id  Description Ulloaded File Acti l

Fee Increase

1 TRl Letterof Intent TR 75.pdf | Browse... | Nofile selected.

9. Click the = Choose File ' putton
to select a file in your computer
directory

2 TH2  Original notarized application using the attached official format. TH2_75pdf | Browse... | Nofile selected.

. 3 TH3 Certification under oath signed by the school head relative to the Distribution of Salary Increase TFI3.76pdf | Browse...  Nofie selected.
1

. [ -]

10. Click the Upload button

and wait for the file to be uploaded 4 TH4  Record proceedings, agreements made during the consultations conducted including signatures of parents TFI4_75.pdf  Browse... | Nofile selected.

in the server. The file type required
for uploading are PDF files. 5 TH5  Audited Financial Statement of school year. TF5.76pdf | Browse...  Nofie selected.

11. It will generate a name for the 6 TFI6  Copyoflatest approved fees photocopy) TFI6_75pdf | Browse... | Nofie selected.
uploaded file. (i.e. TR6 1 15.pdf)

CoDoDoO R

7 TF7  Copy of latest Government Permit/Recognition (photocopy) TFI7_75pdf | Browse... | Nofile selected.

Note: The user can view the

uploaded file by clicking the File Uploads 7 of T
Name with blue font color. Files can

still be changed until the application w

is submitted.

DEPARTMENT OF EDUCATION



Apply for Tuition
Fee Increase

10.1. Upload percentage status
widget will be shown

10.2. A widget indicating uploading
is successful will be shown

nts

10.1

Description

Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

Choose File

oaded File Action

_50_15.pdf Choose File No fil

_50.pdf Choose File  No fil

_50.pdf Choose File No fil

_50.pdf Choose File No fil
Choose File applic

No fil




Apply for Tuition
Fee Increase

12. The user needs to upload files
for all of the requirements for the

button to be activated.

13. Click M button for the

application to be submitted to the
Division Office.

B Requirements

# Id  Description Uploaded File ~ Action

L TRL Letterofintent TFL76.pdf | Browse... Nofieselected.
2 TH2  Original notarized application using the attached official format. TF2_75pdf | Browse... | Nofile selected.
3 TH3 Certification under oath signed by the school head relative to the Distribution of Salary Increase TRI3_75.pdf \W\ No file selected.
4 TH4  Record proceedings, agreements made during the consultations conducted including signatures of parents TFI4_75.pdf \&E No file selected.
5 TH5  Audited Financial Statement of school year. TFI5_75,pdf \BrowI\ No file selected.
6 TFI6  Copy of latest approved fees (photocopy) TFI6_75.pdf \M No file selected.
7 TF7  Copy of latest Government Permit/Recognition (photocopy) TF[7_7g]p2 {BroLe\ No file selected.

13

Uploads; 7 of 7

submic)

(&)

DEPARTMENT OF EDUCATION



How to Apply for No
Tuition Fee Increase

DEPARTMENT OF EDUCATION




Apply for No e

SCHOOL

Tuition Fee (p)y oo
Increase

School Application

1. Click Create New CreteNew Applcaton l PP tails
Application in the Menu. et g recsarions TG 2

Note: The user will be directed to porlaten e (oTton Felnrase :
the apphcathn page_ Tuition Fee Details l 3

[ Add New Copy Previous Approved Fee BiExport

Message

2. Select No Tuition Fee Increase
the Application Type

Show 10 4 entri Sear
No t I:tez' Grade Level Current Fee Amount of Increase Proposed Fee

No data available in table

3. Click Copy of Previous Apporve

Fee to check on it. Click Add New gmowomenmes \
in the Tuition Fee Details to add S
ltems/Fees with increase.
# Id Description Action

. 1 NTFI1 Letter of Intent | Browse... | No file selected. n
4. Check requirements to be
Submltted for NO TUItIOﬂ Fee 2 NTFI2 Copy of latest approved fees (photocopy) | Browse... | Nofile selected. B
Increase /

K Uploads: 0 of 2

DEPARTMENT OF EDUCATION



Apply for No
Tuition Fee

Increase

Tuition Fee
5. Upon clicking the Add New
button, a message box will prompt Grade Level
the user to input the name of the

ltem/Fee, Grade Level, Current Fee Current Fee
and Amount Increase. The

Proposed Fee will be automatically
calculated. Amount of Increase

19

Proposed Fee

100

6. Click the Save Changes button
to add the increase in a certain
item. 110

ez

Note: Repeat steps 5 and 6 for
additional Items/Fees.

DEPARTMENT OF EDUCATION



Apply for No
Tuition Fee

I n c r e a s e Application Details
B Type
7. The user can view all added fees , :
a p pl ie d fO r in crease Application Type \\ Tuition Fee Increase ¢,
Tuition Fee Details

8. Click the Export button to create
and export the fees to an excel file [

Show| 10 4 entries Search:

No T item Grade Level Current Fee Amount of Increase Proposed Fee Action

1 Medical Fee Grade 1 400.00 40.00 440,00 n

2 Tuition Fee Grade 1 10000 1000 11000 ﬂ
\, )
Showing 1 to 2 of 2 en% Previous Next

DEPARTMENT OF EDUCATION



Apply fOl‘ NO £8 Requirements 11 9 10
Tultlon Fee # Id Description Uploaded Fil¢ Actionl l
Increase 1 NTFI1 Letter of Intent NTFI1_67_123 pdf | Browse... | Nofile selected.
9. C“Ck the Choose File bUtton 2 NTFI2 Copy of latest approved fees (photocopy) NTFI2_67.pdf Browse... | Nofile selected. B
to select a file in your computer

d | recto ry Uploads: 2 of 2

Submit
10. Click the Upload @ button
and wait for the file to be uploaded
in the server. The file type required
for uploading are PDF files.

11. It will generate a name for the
uploaded file. (i.e. NTR6 1 15.pdf)

Note: The user can view the
uploaded file by clicking the File
Name with blue font color. Files can
still be changed until the application
is submitted.

DEPARTMENT OF EDUCATION



Apply for No
Tuition Fee
Increase

10.1. Upload percentage status
widget will be shown

10.2. A widget indicating uploading
is successful will be shown

nts

10.1

Description

Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

Choose File

oaded File Action

_50_15.pdf Choose File No fil

_50.pdf Choose File  No fil

_50.pdf Choose File No fil

_50.pdf Choose File No fil
Choose File applic

No fil




Apply for No
Tuition Fee
Increase

12. The user needs to upload files
for all of the requirements for the

button to be activated.

13. Click @ button for the

application to be submitted to the
Division Office.

SCHOOL
PAGE

School Application
Create New Application Application Details
. " B Type
Permits and Recognitions
Application Type | No Tuition Fee Increase

Message

Add New

Show 10 ¢ entries Search:

No T ttem Grade Level Current Fee Amount of Increase Proposed Fee

No data available in table

Showing 0 to 0 of 0 entries
B Requirements
# Id Description Uploaded File Action

A0

1 NTFL Letter of Intent NTFI1_76_pdf | Browse... \Noﬁleselcé B

2 NTFI2 Copy of latest approved fees (photocopy) NTFI2_76.pdf | Browse... |No ﬁleiled.

13 M 4 Uploads: 2 of 2

DEPARTMENT OF EDUCATION



How to Apply for
Proposed Fees
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g —
Apply for ‘
Proposed Fees e School Application
1 . CIICk Create N ew 1 | Create New Application Application Details
Application in the Menu. Permits and Recognitions Byee 2
Note: The user will be directed to [ S o :
the application page. Tulon e Detal l 3
2. Select Proposed Fees in the [ ]
App“ca“on Type Show 10 ¢ entrffs Search
No t Ite4 Grade Level Current Fee Amount of Increase Proposed Fee Action
3. Click Copy of Previous Approved o 0o svatanle e
Fee to check on it. Click Add New \P
Showing 0to 0 of 0 entries

in the Tuition Fee Details to add
ltems/Fees with increase.

B8 Requirements

# W Description Action

4. Check requirements to be
submitted for Proposed Fees

1 PFL  Letterof Intent | Browse... | Nofile selected.

2 PF2  Original notarized application using the attached official format. | Browse... | Nofile selected.

a
\_ b,

DEPARTMENT OF EDUCATION 46



Apply for
Proposed Fees

Tuition Fee

5. Upon clicking the Add New

button, a message box will prompt Grade Level
the user to input the name of the

ltem/Fee, Grade Level, Current Fee Current Fee
and Amount Increase. The

Proposed Fee will be automatically
calculated. Amount of Increase

19

Proposed Fee

100

6. Click the Save Changes button
to add the increase in a certain
item. 110

ez

Note: Repeat steps 5 and 6 for
additional Items/Fees.

DEPARTMENT OF EDUCATION



Apply for
Proposed Fees Application Details

8B Type
7. The user can view all added fees o /
app“e d for increase Application Type \\Proposed Fee

-«

Tuition Fee Details
8. Click the Export button to create
and export the fees to an excel file

Show 10 # entries ‘ 8 Search:

4 )

N T item Grade Level Current Fee Amount of Increase Proposed Fee Action

1 Sports Fee Grade 1 200.00 000 200,00 ﬂ

2 Tuition Grade 1 100.00 0.0 100.00 n

\, )
Showing 1t0 2 of 2 en% Previous Next

DEPARTMENT OF EDUCATION



B Requirements

Apply for # 1d  Description Uwed File Actiti l
Proposed Fees 1 PFl  Letterof Intent PF177_pdf | Browse... | Nofie selected. a I
9. Click the Choose File  putton S .
. PF2  Original notarized application using the attached official format. PF2_77 pdf | Browse... | Nofile selected
to select a file in your computer
directory |
. 3 PR3 Certification under oath signed by the school head relative to the Distribution of Salary Increasefa PF3_77.pdf Browse... | Nofile selected. a
1
. [ -]
10. Click the Upload button
and wait for the file to be uploaded 4 PF4 Record proceedings, agreements made during the consultations conducted inclucing signatures of paren PFA_77 pof | Browse... | Nofile selected n
in the server. The file type required
for uploading are PDF files. 5 PF5  Audited Financial Statement of school year. PF5_77 pdf ' Browse... | Nofile selected. n
11. 1t will generate a name for the 6 PF6  Copyof latest approved fees photocopy) PF6_77pdf | Browse... | Nofile selected.

uploaded file. (i.e. PF1_3 15.pdf)

7 PF7 Copy of latest Government Permit/Recognition (photocopy) PF7_77.pdf | Browse... | Nofile selected

Note: The user can view the

uploaded file by clicking the File

Name with blue font color. Files can

still be changed until the application w
is submitted.

Uploads: 7 of 7

DEPARTMENT OF EDUCATION



Apply for
Proposed Fees

10.1. Upload percentage status
widget will be shown

10.2. A widget indicating uploading
is successful will be shown

nts

10.1

Description

Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

Choose File

oaded File Action

_50_15.pdf Choose File No fil

_50.pdf Choose File  No fil

_50.pdf Choose File No fil

_50.pdf Choose File No fil
Choose File applic

No fil




Apply for
Proposed Fees

12. The user needs to upload files
for all of the requirements for the

button to be activated.

13. Click M button for the

application to be submitted to the
Division Office.

B Requirements

# 1d  Description Uploaded File  Action

1 PR Letterof Intent PFL77_pdf \Br& No file selected.
2 PF2 Original notarized application using the attached official format. PF2_77 pdf \M No file selected.
3 PR3 Certification under oath signed by the school head relative to the Distribution of Salary Increase/a PF3_77 pdf LEM No file selected.
4 PF4 Record proceedings, agreements made during the consultations conducted including signatures of paren PFA_77 pdf \M No file selected.
5 PF5  Audited Financial Statement of school year. PF5_77.pdf WE No file selected.
6 PF6  Copyof latest approved fees (photocopy) PF6_77 pdf  Browse... | Nofile selected.
7 PF7 Copy of latest Government Permit/Recognition (photocopy) PF7_77.p1 2 WE No file selected.

13

1

Uploads. 7 of 7

submic)

=3
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How to Apply for
Government Permit for SHS




Apply for
Government
Permit for SHS ‘fbasmm School Application

Create New Application ' Application Detaifs

1. Click Create New I c - 2
Ap pl i Cati 0 n i n th e M e n u ) o pplication Type \ Government Permit SHS Application &

. . BB TRACKS:
Note: The user will be directed to ——— — \
HUMSS

the application page.

2. Select Government Permit SHS pavS
Application in the Application Type Tech o Tk e

3. Select the Track and Strand :F:
applied for.

\ Arts and Design Track Performing Arts /

4 Arts Production
oo T
f Unique Track \

4. Check requirements to be
submitted for Government Permit

SHS Appllcatlon. B Requirements
Id Description Action
SHS1 Board Resolution Certified by the Secretary and Approved by the Board of Directors/Board of Trustees Browse... | Nofile selected.

N\ J
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Apply for B8 Requirements 7 5 6
Gove rn me nt # W Description Uploaded File i

P e rmit f o r SH S 1 SHS1  Board Resolution Certified by the Secretary and Approved by the Board of Directors/Board of Tr§stees SHS1_77pdf Browse... | Nofile selected.n
. 2 SHS2  Certificate of Recognition of any of the ff(SEP-DepEd,Training Program-TESDA Higher Ed Program- SHS2_77.pdf Browse... | Nofile seLectedB
5. Click the Choose File button CHED,FAAPAPACC)
to se | eCt a fl Ie In yo ur com pUte r 3 SHS3  Proposed Tuition and Other School Fees SHS3_77.pdf Browse... | Nofile selected.n
directory
4 SHS4  Proposed School Calendar SHS4_77 pdf Browse... | Nofile seLectedB
Srewe—
6 . CI ICk th e U p | Oad b Utto n 5 SHS5  Proposed List of Academic and Non-Academic Personnel SHS5_77.pdf Browse... | Nofile selected.
and wait for the file to be uploaded
i n the server. The f| Ie type req u | red 6 SHS6  Minimum Program Requirements for the SHS Tracks/Strands SHS6_77.pdf Browse... Nofile seLectedn
for uploading are PDF files.
7 SHS7  Memorandum/Memoranda of Agreement/MOU for Partnership Arrangements relative the SHS Program SHS7_77.pdf Browse... | Nofile selected.n
7 . |t W| II g ene rate a hame for th e 8 SHS8  Articles of Incorporation and by-laws SHS8_77 pdf Browse... | Nofile seteded‘n
uploaded file. (i.e. SHS1 4 15.pdf)
9  SHS9  Documents ownership of school sites under the name of the school, or deed of usufruct SHS9_77.pdf Browse... | Nofile selected.n
N Ote . Th e user can VieW th e 10 SHS10  Proposed annual budget and annual expenditures SHS10_77.pdf | Browse... |Nofile setected.
uploaded file by clicking the File Uploads: 110f 11
Name W|th bI ue font COIOr F|IeS can 11 SHS11  Curriculum Offering SHS11_//.par srowse... | Nofile selected.n

still be changed until the application

. . Uploads: 11 of 11
is submitted. ’
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Apply for
Government
Permit for SHS

6.1. Upload percentage status
widget will be shown

6.2. A widget indicating uploading is
successful will be shown

nts

6.1

Description

Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

oaded File

Action

_50_15.pdf

_50.pdf

_50.pdf

_50.pdf

Choose File

Choose File

Choose File

Choose File

Choose File

Choose File

No fil

No fil

No fil

No fil

applic

No fil



£B Requirements

Apply for

# Id Description Uploaded File  Action
1 SHS1  Board Resolution Certified by the Secretary and Approved by the Board of Directors/Board of Trustees SHS1_77.pdf ' Browse... | Nofile selected.a
Permit for SHS
2 SHS2  Certificate of Recognition of any of the ff(SEP-DepEd,Training Program-TESDA Higher Ed Program- SHS2_77.pdf | Browse... | Nofile selected‘n
. CHED,FAAP,APACC)
8. The user needs to upload files
for a | | of the req u | rements fo r th e 3 SHS3  Proposed Tuition and Other School Fees SHS3_77.pdf | Browse... | Nofile selected.n
bUtton to be aCtlvated ) 4  SHS4  Proposed School Calendar SHS4_77.pdf | Browse... | Nofile selected.n
. 5  SHS5  Proposed List of Academic and Non-Academic Personnel SHS5_77.pdf | Browse... | Nofile selected.n
9. Click M button for the B
appl |Cat|0n tO be su bm Itted tO the 6 SHS6  Minimum Program Requirements for the SHS Tracks/Strands SHS6_77.pdf | Browse... | Nofile selected.n
Division Office.
7  SHS7  Memorandum/Memoranda of Agreement/MOU for Partnership Arrangements relative the SHS Program SHS7_77 pdf ' Browse... | Nofile selected.n
8 SHS8  Articles of Incorporation and by-laws SHSB8_77.pdf | Browse... | Nofile selected.B
9 SHS9  Documents ownership of school sites under the name of the school, or deed of usufruct SHS9_77.pdf ' Browse... | Nofile selected.n
10 SHS10 Proposed annual budget and annual expenditures SHg)JZpdf | Browse... | Nofile selected.n
11 SHS11  Curriculum Offering SHS¢7.pdf | Browse... |Nofile selected.n

w‘ Uploads: 11 of 11




SO Application
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APPLY FOR @) oo
SPECIAL ORDER™

School Application
1. Click on the Create New 1 [T— A
Application l
Permits and Recognitions Al
2. Choose SO Application Application Type SO Application

3. Input Number of

Message
B Special Order Details: i 3
Students to for SO 100

[ Number of Students
£8 Requirements 4
# Id Description Action

4. Upload Letter of Request
(PDF file) and List of
Qualified SHS Students

A fl 501 Letter of Intent | Browse... | Nofile selected. @
(PDF File and Excel
flle) 2 S02 List of Qualified SHS Students(PDF) Browse... | Nofile selected. B
5. CI|Ck button for 3 503 List of Qualified SHS Students(xls) | Browse... | Nofile selected. B
the a @ in to be g 1 >/,
submitted at the Division ‘ & U 00
Office. -
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School Calendar

A: : lication



APPLY FOR 7% seHooL

SCHOOL PAGE
CALEN DAR . School Application

1. Click on the Create New

Application .
1 Create New Application pptCatiom Ogils

2. Choose School Calenda S BTipe 2

A Iication €MIts and recognicions

PP Application Type | School Calendar Application v
Message

3. Upload Letter of Intent

and Copy of School & Reqenens

Calendar # Id scription Uploaded File Action
4. Click w button for 1| s Letter of Intent SC1_78_pdf  Browse... | Nofile selected.

the application to be

submitted at the Division 2 SC2 Copy of School Calendar SC2_78 pdf Browse... | Nofile selected.

Office.

Uploads: 2 of 2
4 l
Submit ]
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Change SHS Strand
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APPLY FOR
CHANGE OF
SHS STRAND

1. Click on the Create New [ ﬁz
Ap p I i Cati o n Permits and Recognitions YP

Application Type | Change SHS Strand

2
Message
[# Tracks to Change * 3

Track | Academic Track & Strand ABM

B8 TRACKS: ‘
ABM

Academic Track 4
HUMSS

@ Dashboard

School Application

2. Choose Change SHS
Strand

3. Select Track and the o oreu
corresponding strand to Gas
be Changed PBMS
Tech-Voc Track HE
ICT
4. Choose the New Track N
and Strand applied for AFA
MS
Arts and Design Track Performing Arts
Arts Production

\ Sports Track /
Unique Track

DEPARTMENT OF EDUCATION



Apply for Change
of SHS Strand

5. Click the = Choose File ' putton
to select a file in your computer
directory

1
6. Click the Upload . button

and wait for the file to be uploaded
in the server. The file type required
for uploading are PDF files.

7. It will generate a name for the
uploaded file. (i.e. CSHS1 79.pdf)

Note: The user can view the
uploaded file by clicking the File
Name with blue font color. Files can
still be changed until the application
is submitted.

£8 Requirements

7 S 6

# Id Description kloaded File in I

1 CSHS1  Board Resolution Certified by the Secretary and Approved by the Board of Directors/Board of Tru:Ees CSHS1_79_pdf Browse... | Nofile selected.n
2 CSHS2  Certificate of Recognition of any of the ff(SEP-DepEd,Training Program-TESDA,Higher Ed Program- CSHS2_79.pdf Browse... | Nofile se[ected.n

CHED,FAAP,APACC)
3 CSHS3  Proposed Tuition and Other School Fees CSHS3.79pdf | Browse... | Nofile selected.n
4 CSHS4  Proposed School Calendar CSHS4_79.pdf Browse... | Nofile se[ected.n
5  CSHS5  Proposed List of Academic and Non-Academic Personnel CSHS5_79.pdf Browse... | Nofile selected.n
6 CSHS6  Minimum Program Requirements for the SHS Tracks/Strands CSHS6_79.pdf Browse... | Nofile selectedn
7 CSHS7  Memorandum/Memoranda of Agreement/MOU for Partnership Arrangements relative the SHS Program CSHS7_79.pdf Browse... | Nofile selected.
8 CSHS8  Articles of Incorporation and by-laws CSHS8_79.pdf Browse... | Nofile selected.n
9  CSHS9  Documents ownership of school sites under the name of the school, or deed of usufruct CSHS9_79.pdf Browse No file selected. .
10 CSHS10 Proposed annual budget and annual expenditures CSHS10_79.pdf Browse... | Nofile selected. .
Uploads: 11 of 11
11 CSHS11  Curriculum Offering CSHS11_79.pdf | Browse... | No file selected. .

Uploads: 11 of 11
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Apply for Change
of SHS Strand

6.1. Upload percentage status
widget will be shown

6.2. A widget indicating uploading is
successful will be shown

nts

6.1

Description

Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

oaded File

Action

_50_15.pdf

_50.pdf

_50.pdf

_50.pdf

Choose File

Choose File

Choose File

Choose File

Choose File

Choose File

No fil

No fil

No fil

No fil

applic

No fil



£8 Requirements

Ap p ly f o r Ch a n g e # Id Description Uploaded File  Action
o f SH S S t r a n d 1 CSHS1  Board Resolution Certified by the Secretary and Approved by the Board of Directors/Board of Trustees CSHS1_79_pdf Browse... | Nofile selected.
. 2 CSHS2  Certificate of Recognition of any of the ff(SEP-DepEd,Training Program-TESDA,Higher Ed Program- CSHS2_79.pdf Browse... | Nofile selected.
8. The user needs to u pload files CHED,FAAP,APACC)
for all of the requirements for the S
3 CSHS3  Proposed Tuition and Other School Fees CSHS3_79.pdf Browse... | Nofile selected.
button to be activated.
4 CSHS4  Proposed School Calendar CSHS4.79pdf | Browse... | Nofile selected.
9 ) CI ICk w b Utton fO r th e 5  CSHS5  Proposed List of Academic and Non-Academic Personnel CSHS5_79.pdf Browse... | Nofile selected.
application to be submitted to the
D IvIsion Ofﬁ ce. 6 CSHS6  Minimum Program Requirements for the SHS Tracks/Strands CSHS6_79.pdf | Browse... |Nofile selected,
7 CSHS7  Memorandum/Memoranda of Agreement/MOU for Partnership Arrangements relative the SHS Program CSHS7_79.pdf Browse... | Nofile selected.
8  CSHS8  Articles of Incorporation and by-laws CSHS8_79.pdf Browse... | Nofile selected.
9  CSHS9  Documents ownership of school sites under the name of the school, or deed of usufruct CSHS9_79.pdf Browse... | Nofile selected.
10 CSHS10 Proposed annual budget and annual expenditures CSl-80_79.pdf Browse... | Nofile selected.

11 CSHSI1  Curriculum Offering 9 CSH¢79.pdf Browse... lNoﬁleselected.

w ‘ Uploads: 11 of 11
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What to do on Returned/
Complied Applications with
Deficiencies?




€5 C @ © # deped.rolapps.com/schoolindex# w-®h R

SCHOOL

Comply To e ° =P N—
Deficiencies o

Dashboard

1. Acertain application that was
verified by the Division Office
or Regional Office with
deficiencies will have a 50 Aplcatin

D Timeline [ Government Permit ]

Create New Application

o O O O O
Returned Status Submit Application ~ Validation(Division) ~ Validation(Region) For Signature Completed
Message
2. Click on the view a button
to check on the deficiencies of BB Application List 1 2
a certain application
Show 10 4 entries Search:
Note: The school needs to Upload a Application Type Program Date Applied Date Granted ¢ Renewal Date
new file that complies with the A
Government Permit Grade 1,Grade 2 2021-06-23 Returned
remarks/comments.
Application Type Program Date Applied Date Granted Renewal Date Status Form
Action
Showing 1 to 1 of 1 entries Previous Next

DEPARTMENT OF EDUCATION



Comply To
Deficiencies

The school needs to upload a new file
that complies with the remarks/
comments.

3. Check on the requirements with
remarks/comments/with deficiency.

4. Click the | Browse... | putton to
select a file in your computer directory

1

5. Click the Upload button and
wait for the file to be uploaded in the
server. The file type required for
uploading are PDF files.

6. It will generate a name for the
uploaded file. (i.e. GP7_49.pdf)

© # deped.rolapps.com/editreturned/49 N 4 N O ¢
laws Deﬁciency‘ 4
3 GP3 Notarized Feasibility GP3_49.pdf * Validated
Study With
Deficiency 4,
4  GP4  Application/Inspection =~ GP4_49.pdf ¢ Validated
Fee Receipt With
Deficiency 4
5 GP5  School Bond GP5_49.pdf * Validated
With
Deficiency 4,
6 GP6  Certificate of GP6_49.pdf ¢ Validated 3 4 5
Occupancy of School 6 With
Buildings signed by Deficiency | Y, l l
Mup.Enar l +
7 GP7  Proposed budgetof  GP7_49.pdf Validated No release date. ' Browse... \ICITE—letter—tacipants.pd
the School approved +) With
by the BOT/Directors Deficiency )
8  GP8  Listof School GP8_49.pdf ¢ Validated
Administrators With
Deficiency! 4.
9 GP9 List of Teaching & GP9_49.pdf * Validated
Non-Teaching With
personnel Deficiency 4,
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© # deped.rolapps.com/editapplication/49 o U vinD @

6 GP6  Certificate of Occupancy of School Buildings signed by Mun. Engr ~ GP6_49.pdf . Browse... | Nofile selected
Comply To e sy e P | it

L] L]
DeﬁCIe nCIeS 7  GP7  Proposed budget of the School approved by the BOT/Directors GP7_49.pdf | Browse... | Nofile selected

7. The user needs to upload files
for all of the deficient requirements
returned by the Division/Regional
Office for the @ button to be
activated.

8  GP8  Listof School Administrators GP8_49.pdf | Browse... | Nofile selected
9 GP9 List of Teaching & Non-Teaching personnel GP9_49.pdf Browse... | No file selected

10 GP10  Copy of proposed curriculum in accordance with standards and GP10_49.pdf | Browse... Nofile selected
requirements

8. Click w button for the
application to be resubmitted to the
Division/Regional Office.

11 GP11 Proposed Tuition and other school fees GP11_49.pdf | Browse... | No file selected
12 GP12  Listof Laboratory facilities GP12_49.pdf | Browse... Nofile selected

13 GP13 List of library holdings by subject area (complies with prescribed GP13_49.pdf | Browse... | No file selected

standards 7
14  GP14  Copy of retirement plan registered with the SEC GP14_49.pdf \ Broise... No file selected

(=

Uploads: 14 of 14
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© # deped.rolapps.com/schoolindex RO VR ¢ viND @R

Comply To
. . dfag:  scHooL 0 -6 ~
Deficiencies kAT —

@ Dashboard
Dashboard

9. The Status of application
of be changed to Validation

D Timeline [ Government Permit ]

Create New Application

SO Application . Q O O O

Submit Application ~ Validation(Division)  Validation(Region) For Signature Completed
Message
BB Application List 9
Show| 10 4 |entries arch:
Application Type Program Date Applied Date Granted ¢ Renewal Date Status Action
Government Permit Grade 1,Grade 2 2021-06-23 Validation(Division)
Application Type Program Date Applied Date Granted Renewal Date Status Form
Action
Showing 1to 1 of 1 entries Previous Next
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EPS DIVISION MODULE




Table of Contents

Brief Overview 3
EPS Division Login Page S
EPS Division Main Page I
Verify Requirements from Applications 9

Verify Reuploaded Requirements from Returned 15
Applications
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Overview

 The use of E-APS RMS will be in support to the strategic goal
of the Department of Education — “Modernizing Education
Management and Governance”.

« Through this information system, DepEd Region 1 will be able
to automate core systems and processes that would improve
service delivery of the programs of the Department

« The Department will contribute to the improvement of
education governance guided by the principle of governance
transparency and accountability

DEPARTMENT OF EDUCATION 4



EPS Division Login Page
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&<

1 _> ©  # o deped.rolapps.com/?fbclid=IwAR1_9HtRUdDxFboydgTVQzbRBEWYEEyWncs7oVbXcwdaT6DZ7wnSCRcl *o» & ¥

Login

1. Go to URL deped.rolapps.com

/ Login \

username

)

DEPARTHENT JOF EDUCATION

2. Input username and password.

DEPED E-APS RMS
3. Click on Login button. The

System will check if the credentials The DEPED Electronic Application for Privat&chool and

is for the authorized user. Re(.:c?rd Man.a'gement SYsthm was de?/elc')ped elp )
facilitate efficient submission of application documents and ' Login
at the same time helps private schools track the status of \ /
Go to School Login
Forgot Password I

4. Click Forgot Password to their applications.
retrieve/create password

DEPARTMENT OF EDUCATION



EPS Division Main Page
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Main Page 1

The Division’s main page shows
the following:

1. Menu to View Applications
and Messages

2. Dashboard with the

Summary of Applications,
Processed and In-progress

3. Agraph showing
applications per month

4. List of applications from
different schools in the
Division designated to the
EPS

<— ¢ B

" DIVISION
PAGE

@ Nachhnard

View Applications

Message

feped.rolapps.comepsdivision#mylist

© # deped.rolapps.com/epsdivision

- VIND CRE =S
0 -0

Juan Dela Cruz

™
>

Dashboard 2

Total Processed

Total Applications

~N

‘ In Progress(Urgent)

y 3 SChoOL Appucations per Mont

40
10 35
; 2
0 - - 2
May Jun 15
10
05
0
\ Total Processed P P Urgeu
B Application Lists
Show | 10 4 entries Search:
}
No  SchoolName Application Type Grade Level Application Date ~ TargetDate  Status Action
2 Vineyard Chritian Academy Tuition Fee Increase 2021-06-02 2021-07-02  Returned

oy o —ar

3 Vineyard Chritian Academy Government Recognition Junior High School 2021-05-29

2021-06-28  Validation(Division)




Verity Requirements
from Applications
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Verifying 6 [Ch) © # deped.rolapps.com/epsdivision w@f vIND ¢ =
: DIVISION 0 Juan Dela Cruz :;)

Requirements from R
the Application 8 s _—

1. The EPS Division can view
applications from different 1 - Total Applications
schools indicating the application
type and grade level. e

Total Processed In Progress(Urgent)

2_ CI|Ck on the VieW n button | School Applicatifns per Month | Application Graph

in a certain application to check
the requirements.

40
10 35
; 30

25

0 - — 20

15
10
05

May Jun

0 -

Total Processed P IP Urgent

M8 Application Listq

Show 10 4 erWs Search:

|
No  SchoolName Application Type Grade Level ApplicationDate ~ TargetDate  Status Action

2 WSS Tiition Fee Increase 2021-06-02 2021-07-02  Returned
3 R, Government Recognition Junior High School 2021-05-29 2021-06-28  Validation(Division)
leped.rolapps.com/epsdivision#mylist _ _ L PR P

DEPARTMENT OF EDUCATION |




© # deped.rolapps.com/validateapps/42 U0 vIND &

Verifying
. (9) Juan Dela Cruz (T)
Requirements from

the Appllcatlon 3_&Academy Government Recog@

3. View the details of the
application submitted by the Application Details
school.
B Type
4. Click on the file name of the Application Type Government Recognition
uploaded file (with a blue font
color for the link) for each e
requirement and the PDF file will :{:dmjmaw

open in a new tab. Junior High School
Senior High School

5. Select a finding based from

the validation either Validated or 4 5
With Deficiency. If with BB Requirements | |
deficiency, a remark needs to be \
. . # Id Description Uploflded File ~ Findings Remarks
indicated. l l
1 GR1  Updated Board Resolution certified and signed by~ GR1_42.pdf © Validated
the Corporate Secretary @) With Deficiency

2 GR2  Articles of Incorporation duly registered with the GR2_42_3pdf © Validated
SEC C With Deficiency




° ° 5 GP5 School Bond GP5_74_pdf ® Validated
Ve rlfYI ng 0 With Deficiency
) L A
Requirements from
. . 6 GP6 Certificate of Occupancy of School Buildings signed by Mun. Engr GP6_74.pdf ® Validated
the Application > Wit ety
/4
6 . Th e E PS D |V| SIO n mu St CI |Ck 7 GP7 Proposed budget of the School approved by the BOT/Directors GP7_74.pdf ® Validated
0 With Defici
the button to save the e y
validations made. , - .
8 GP8 List of School Administrators GP8_74.pdf (C] Validated
With Deficiency
/4
L. 9 GP9 List of Teaching & Non-Teaching personnel GP9_74.pdf ® Validated
7. If the EPS Division noted O WithDeficency
: /4
some requirements to have ¢
deﬂC'enC'eS, the app“ca“on must 10 GP10 Proposed Tuition and other school fees GP10_74.pdf ® Validated
. ( With Deficiency
be returned to the applicant /
SChOOI by CI I Ckl n g th |z tO el 11 GP11 List of Laboratory facilities GP11_74.pdf ® Validated
button for them to comply with O WithDefcency
remarks. /
12 GP12 List of library holdings by subject area (complies with prescribed GP12_74.pdf [C] Validated
standards C With Deficiency
/4
13 GP13 Copy of retirement plan registered with the SEC GP13_74.pdf 0 Validated No signature
With Deficiency

4
l l Uploads: 13 of 13
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Verifying ,

. 5 GP5 School Bond GP5_74_.pdf @ Va'lldated '
Requirements from A
t he Ap p lic atio n 6 GP6 Certificate of Occupancy of School Buildings signed by Mun. Engr GP6_74.pdf @ Validated

With Deficiency

O With Deficiency

6 8
l l Uploads: 13 of 13

DEPARTMENT OF EDUCATION

4,
Y
. . . . 7 GP7 Proposed budget of the School approved by the BOT/Directors GP7_74.pdf @® Validated
8. If the application satisfied all O With Defcency
requirement, the application may /
be forwa rded to the Reg ional 8 GP8 List of School Administrators GP8_74.pdf ® Validated
. . . S With Deficiency
Office by clicking the [ETIEEGEE 4
bUtton " Th IS Wi " req uire the E PS 9 GP9 List of Teaching & Non-Teaching personnel GP9_74.pdf O] Validated
Division to upload an O WithDefiiency
endorsement letter and statistical
H . H . 10 GP10 Proposed Tuition and other school fees GP10_74.pdf @ Validated
narrative report (in a single file). Wi ety
Y
11 GP11 List of Laboratory facilities GP11_74.pdf © Validated
O With Deficiency
4,
12 GP12 List of library holdings by subject area (complies with prescribed GP12_74.pdf @ Validated
standards 9, With Deficiency
Y
13 GP13 Copy of retirement plan registered with the SEC GP13_74.pdf © Validated
4,




Verifying ‘@ % deped.rolapps.com/validateapps/49 . viIND €l
Requirements from
the Application

The user needs to create a PDF
file that contains the
Endorsement Letter and the
Statistical Narrative Report for
uploading.

8.1. Click the Browse
button to select a file in your
computer directory.

8.2. Click BESisshEetyy button to
forward the application the
Regional Office
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Verifying
Requirements from
the Application

8.1.1. Upload percentage status
widget will be shown

8.1.2. A widget indicating uploading
is successful will be shown

nts

8.1.1

Description

Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

Choose File

oaded File Action

_50_15.pdf Choose File No fil

_50.pdf Choose File  No fil

_50.pdf Choose File No fil

_50.pdf Choose File No fil
Choose File applic

No fil



Verily Requirements from
Returned Applications
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© # deped.rolapps.com/validateapps/49 o U vindD &g =

Check Requirements ST )
from Returned 5 GP5  SchoolBond GP5_49 pdf ®  Validated

° ° O With Deficienc
Applications S

NN

. 6 GP6 Certificate of Occupancy of School Buildings signed =~ GP6_49.pdf ® Validated
1. After the School complies by Mun. Engr 1 D With Deficiency
. . . Y
with the deficiencies, the -
E PS D IVISIOI’] may Ch eck on 7 GP7  Proposed budget of the School approved by the GP7_49.pdf O Validated No release date.
. BOT/Directors @) With Deficiency
the files and may opt to 4
S u bm It the a ppllcatlon to the 8 GP8 List of School Administrators GP8_49.pdf ® Validated
Reg'on . O With Deficiency
4
. . . . 9 GP9 List of Teaching & Non-Teaching personnel GP9_49.pdf @® Validated
2. If the deficiency is complied, O With Deficiency

NN

click on for the
to be actlvated 10 GP10 Copy of proposed curriculum in accordance jvith GP10_49.pdf ® Validated

standards and requirements C With Deficiency

3. If the EPS Division clicks on 11 GP11  Proposed Tuition and other school fees GP11.49pdf ~ ®  Validated
Submit to Region, the system wiill - Wi beeny
reqUIre the user to upload an 12 GP12 List of Laboratory facilities GP12_49.pdf ® Validated
Endorsement Letter and D With Deficency
Statistical Narrative Report (in a 2

A4

single file) before submission.
DEPARTMENT OF EDUCATION
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Check Requirements ,

5 GP5 School Bond GP5_74_.pdf © Validated
from Returned O winoetin
Ap p licatio ns 6 GP6 Certificate of Occupancy of School Buildings signed by Mun. Engr GP6_74.pdf @ Validated

With Deficiency

. . . . 7 GP7 Proposed budget of the School approved by the BOT/Directors GP7_74.pdf © Validated
2. If the application satisfied all ,,g ,,,,y ; O WihDeteeny
requirement, the application may
be forwarded to the Regiona| 8  GP8 List of School Administrators GPB_74.pdf © Validated
. . . 2 With Deficienc
Office by clicking the '
bUtton ThIS WI" reqUIre the EPS 9 GP9 List of Teaching & Non-Teaching personnel GP9_74.pdf O] Validated
Division to upload an O WithDefiiency
endorsement letter and statistical
10 GP10 Proposed Tuition and other school fees GP10_74.pdf @ Validated

narrative report (in a single file).

With Deficiency

11 GP11 List of Laboratory facilities GP11_74.pdf © Validated
O With Deficiency

12 GP12 List of library holdings by subject area (complies with prescribed GP12_74.pdf @ Validated
standards 9, With Deficiency

13 GP13 Copy of retirement plan registered with the SEC GP13_74.pdf © Validated

O With Deficiency

l Uploads: 13 of 13
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I —
© # deped.rolapps.com/validateapps/49

Check Requirement\ YIND R

from Returned
Applications

The user needs to create a PDF
file that contains the
Endorsement Letter and the
Statistical Narrative Report for
uploading.

2.1. Click the Browse
button to select a file in your
computer directory.

2.2. Click BESuisee iy button to
forward the application the
Regional Office

DEPARTMENT OF EDUCATION



Check Requirements
from Returned
Applications

2.1.1. Upload percentage status
widget will be shown

2.1.2. Awidget indicating uploading
is successful will be shown

nts

2.1.1

Description

Board Resolution Certiﬁetjb

Q.

Articles of Incorporation a

Notarized Feasibility Stud

pe)

Application/Inspection Feq

School Bond

Certificate of Occupancy of SchoOT St

Uploading Complete

File successfully uploaded

DEPARTMENT OF EDUCATION

Choose File

oaded File Action

_50_15.pdf Choose File No fil

_50.pdf Choose File  No fil

_50.pdf Choose File No fil

_50.pdf Choose File No fil
Choose File applic

No fil
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© # deped.rolapps.com/validateapps/49

Check Requirement\ YIND R

from Returned
Applications

The user needs to create a PDF
file that contains the
Endorsement Letter and the
Statistical Narrative Report for
uploading.

7.1. Click the Browse
button to select a file in your
computer directory.

7.2. Click BESissEety button to
forward the application the
Regional Office

DEPARTMENT OF EDUCATION



© # deped.rolapps.com/epsdivision OO *¢ vIND @R

Check Requirements

4
from Returned
Applications
[aa School Applications per Month laa Application Graph
1. The status of the application 40
. . 35
will be changed depending o -
5 :
on the validation of the EPS 0 - - -
Division. . . 15
10
05
0
Total Processed IP IP Urgent
B Application Lists
Show 10 4 |entries Search:
!
No  SchoolName Application Type Grade Level Application Date  Target Date (Status Action\
2 Vineyard Chritian Academy Tuition Fee Increase 2021-06-02 2021-07-02 | Returned a
3 Vineyard Chritian Academy Government Recognition Junior High School 2021-05-29 2021-06-28 | Validation(Region) a
4 DMMMSU-LES Government Permit Grade 1,Grade2  2021-06-23 2021-07-23 | Validation(Division) a
1 BHC Educ'L. Institute Tuition Fee Increase 2021-06-11 2021-07-11 ] Validation(Division) a
Showing 1 to 4 of 4 entries k Previous Nw

Project Initiated by DEPED Region 1 Quality Assurance Division © 2021 @zm'
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Table of Contents

Brief Overview 4
CES Login Page S
CES Main Page 14
View the Status of Applications 9
Assign EPS to Division/s 11
View and/or Generate Reports 13
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Overview

 The use of E-APS RMS will be in support to the strategic goal
of the Department of Education — “Modernizing Education
Management and Governance”.

« Through this information system, DepEd Region 1 will be able
to automate core systems and processes that would improve
service delivery of the programs of the Department

« The Department will contribute to the improvement of
education governance guided by the principle of governance
transparency and accountability

DEPARTMENT OF EDUCATION 4



CES Login Page
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&<

1 _> ©  # o deped.rolapps.com/?fbclid=IwAR1_9HtRUdDxFboydgTVQzbRBEWYEEyWncs7oVbXcwdaT6DZ7wnSCRcl *o» & ¥

Login

1. Go to URL deped.rolapps.com

/ Login \

username

)

DEPARTHENT JOF EDUCATION

2. Input username and password.

DEPED E-APS RMS
3. Click on Login button. The

System will check if the credentials The DEPED Electronic Application for Privat&chool and

is for the authorized user. Re(.:c?rd Man.a'gement SYsthm was de?/elc')ped elp )
facilitate efficient submission of application documents and ' Login
at the same time helps private schools track the status of \ /
Go to School Login
Forgot Password I

4. Click Forgot Password to their applications.
retrieve/create password

DEPARTMENT OF EDUCATION



CES Main Page
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6 () © # deped.rolapps.com/ces SNVR Y iND ¢ E

" CES PAGE 0 B8 0

>

2 )

Main Page @ Dashboard
Dashboard

The CES main page shows the
following:

Total Applications Total Processed

View Applications

1. Menu to View Applications,
Assign Division to EPS
Region, SO Applications, 50 Applcaton
Messages and Reports.

Assign Division

Message
- 20
2. Dashboard with the Repors o 18 A
Summary of Applications, Fe 16
Processed and In-progress Tp 14
May 12
. . Jun 10
3. Different graphs showing . )
applications per month g 0'6
Sep '
Oct 04
Nov 02

e
0-4
02 04 06 08 10 12 14 16 18 20 Jan Feb Mar Apr May Jun  Jul Aug Sep Oct Nov Dec




View the Status of
Applications
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© # deped.rolapps.com/region/cesviewallapps UK ¢ viInD ¢ R =
T 0o -0 s @
[ A A >
View Status of
Applications
pp BB Application Lists
1. The CES can view alll Shon 10 s Search
applications from all schools 1 S
applying for Government Permit, Application Application  Target
. o Divisi o Division '+ SchoolName Type Grade Level Date Date Status
Renewal of Government Permit, Bfsas
Government Recognition, Tuition 0 sl 1 SAN DMMMSU-LES ~ Government  Kindergarten Validation(Division)
Fee, No Tuition Fee and FERNANDO Recognition
. . CITy
Proposed Fees application. Message
5 SAN Champions Government  Kindergarten Validation(Division)
Reports FERNANDO = Academy Recognition
Iy
7 SAN Creative Government  Kindergarten Validation(Division)
FERNANDO  Learners Acad.  Recognition
CITy
15 SAN La Union Bible ~ Government  Junior High School 2021-07-04  2021-08-03  Validation(Region)
FERNANDO  Baptist Recognition
CITY Academy
17 SAN Christthe King ~ Government  Kindergarten,Elementary,Junior Validation(Division)
FERNANDO  College Recognition High School
CITy

DEPARTMENT OF EDUCATION



Assign EPS to Division/s
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(€& (G © # deped.rolapps.com/region/assigndiv B U viIND @l =

Assign EPS to 3 CES PAGE 0o 0 CES (’:)
D iViS io n Dashboard

1. Click on the Assign Division

Menu
M View Applications
1 — Assign EPS
2. Choose the name Of EPS W Assign Division
S0 Applica ion Assignment succesfully added Shof 10 ¢ entries Search: \
3. Click the Save button M 5 (= . T T— .
essage EPS Region v

Division piyision v 1 RyanBantidng  SANFERNANDO CITY

3 Melisa DelPrado  PANGASINAN Il

4. The name and the division Reports
assigned to the EPS will be
shown in a table.

5 JuanDela Cruzll ~ SAN FERNANDO CITY

2 Edwina Manalang LA UNION

Wto 5 of 5 entries Previous y

Project Initiated by DEPED Region 1 Quality Assurance Division © 2021 € ZenCube

deped.rolapps.com/region/cesviewallapps
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View and Generate Reports
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View and Generate
Reports

1. Click on the type of report in
the Reports Menu

2. Filter the applications you want
to search with the corresponding

dates.

3. The list of applications will be

shown in a table

4. Export to Excel or generate
PDF file for the report.

1

CES PAGE

@ Dashboard

View Appli ations

Assign Divi ion

SO Applica ion

Message

Reports

Received Applications
For Signature

Completed

© # deped.rolapps.com/receivedappsregion

@ ViIND GRS
0o 0 s ®
@G>

BB Date Search

. o]

From:  mm/dd/yyyy To:  mm/dd/yyyy Division
BiExport to Excel | KGenerate PDF
Show 10 # entries T
Y mluu mlun Tm
/W(Division SchoolName Type Grade Level Date Date Status \
1 SAN DMMMSU-LES ~ Government  Kindergarten Validation(Division)‘
FERNANDO Recognition
CIry
2 LAUNION  Sts. Peterand Government Kindergarten,Elementary Validation(Division)
Paul Learning Recognition
Center
3 LAUNION  JESUSCARES  Government  Elementary Validation(Division)
CHRISTIAN Recognition
ACADEMY OF
CABA, LA
\ UNION INC. /
4 LAUNION  Sacred Heart Government  Junior High School Validation(Division)
School Recognition

DEPARTMENT OF EDUCATION
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