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Republic of the philippines

Department of Education

CARAGA ADMINISTRATIVE REGION

Butuan City

REGIONAL MEMORANDUM
No. Ul s.2018

CODING FOR CHECKLIST OF REQUIREMENTS FOR PRIVATE SCHOOtS

To: School Division Superintendents
Assistant Schools Division Superintendents
Division Education Program Supervisors/
Coordinators of Private Schools
Private Schools Heads of Kindergarten, Elementary & Secondary
This Region

1. Relative to the implementation of paperless application lor
permit/recognition, this office is providing each division the assigned code number
for every item in the checklist of requirements of private schools for easy referral.

2. All documentary requirements shall be scanned in PDF FORMAT by the private
school applicant following the sequence of the assigned codes for every item. The
asslgned coDE NUMBERS in the checklist of requirements shall serve as filename of
the documents for easy reference. The Division Office will then submit the application
to the region with the endorsement from the Schools Division Superintendent.

3. lt is emphasized that items which are not complied by a private school
applicant shall be updated in the preceding year of its renewal of permit.

4. Each division shall provide hard and soft copy ofthe evaluation sheet with the
signatures of the three (3) Division lnspectorate Team and approval of the Schools
Division Superintendents (SDS).

5. Attached hereto is a copy of Evaluation Sheet for the Application for
Government Permit/Recognition of Private Schools integrating the assigned codes

5. Wide dlssemination and compliance to this memorandum is enjoined,

--*'i ll "t-i.Ert

{

^,-')g,t/ 42"
seSfilrz e. ronto, ph.D., cEso tv

OlC, Regional Director

lncl: Assted.
Reference:Regional Memoranum No. 486, s.2017
Allotment: 2-3{ (D.O 50}
To be indicated in the PERPETUAL INDEX

Under the following subiects:

ASEDiE
,tltc
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APPI.ICATION CHECKLIST CODING PAPERI.ESS

January 4, 2018
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ffi Republlc oI the PhlliPPlnes

Department of Education

CARAGA REGION XIII
Butuan CitY

EVALUATION SHEET FOR THE APPLICATION FOR GOVERNMENT
pERMrr/REcoGNlrloN oF PRIVATE scHoots

(Kindergarten, Elementary and Junior High School)

New

Name of ProDosed School
complete Address of schoo School lD:

Basic Education Program/Level Applied: Kindergarten- Elementary- Junior High School-
RecognitionType of Application; Renewal

school Year; SEC Registration No. TIN No.

No. ofYears of Existence;. Contact Person Contact No.:

CHECKTIST OF REQUIREMENTS
REMARKS

Documents
ActualOcularCODE NO. DESCRIPTION OF DOCUMENTS

Q-01
duly indorsed by the schools division superintendent

Endorsement from the schools Division Superintendent

du indorsed the OIC ofthe division
q-02 Board resolution signifying its intention to apply for government permit to operate

private school and indicating the basic education program/level proposed to be
offered,

lndicated the basic education
school year and duly notarized
program/level offered, not indicated
school year applied for, not indicated
not notarized

program/level offered,

q-03.2.1

Q-03.2.2

q.03.2.3

q-03.2.4

q-03,1

Q.03.2

q-03.3

q-03 Feasibility Study which must be duly notarized and shall

Purpose and objective ofthe school or basic education
prograryr/level

l - -] relevant

Explanation on the need or demand for establishment lf of a new school operation
ofthe new basic education program/level in the locality, the education
program/level is already being offered in the same town or city, there must be
evidence of the following factors:

] I relevanti'-'"i
| -_ j needs improvement

Num!9_r of pupils/students enrolled in the school outside of the locality
I I available

l. ,-i not available
Number of prospective pupils/students of applicant school

L- | available
l--' not available

List offacilities to meet the basic standards for effective instruction and quality
Educalion

I

, . - available but insufficient
i-. i complete
[- 

- ] not avaitabte
List of existing schools offering the same program/level within the locality and
d istaI g-'e-to the a pplica nt school,

I I Available
i-. ..i not available

include the followi ng:

Enrollment in the existi ng school/s in the locality

needs improvement

duly notarized
not notarized

available
not available



CODE NO.

Q-03.4

DESCRIPTION OF DOCUMENTS

REMARKS

Documents
ActualOEular

lnsiection
Documents of school site ownership and school buildings with explanation of their

Contract of Lease (renewable)

contract/Deed of Usufruct/Deed
certificate of Title
Transfer of certificate ofTitle
oeed of Donatiori
Title/Donation is not in the name

of Trust (at least 25yrs,l

ofthe school

q-03.5

Q-03.6

Q-C3.8

q-03.9

Q-03.10

q-03.11

q-03 L2

q-03.14

Plan (constructeq or to be constructedl
Drawn to scale with Architect's/Engineer's signature
Drawn to scale without Architect's/Engineer's signature

Sc

Certificate

expired. .. : :

of satistactory toilet facilities
Separate toilet for pupils/students & faculty by Bender
separatetoilet for pupils/students by gender
,within the classrbom (combined)
communal toilet
none

Ad Uate light ;nd ventilation
well-lighted and well-ventilated

In case of
poor light and ventilation

thb iwo-storey or inore building at least two stairs with s minimum width
oI two mbt'ers.

Not drawn to scale
quake escapes routes/sketch maP.re, typhoon or ea

available
not available

rneet the stan
does not meet the standard width of two meters
not applicable
n cerlified by the City/municipal development/municipal engineer (in

manufacturinganqindustrial establishments.
",, 

L_]
cirtification iigned bythe municipal/city administrator
ceitifitatioh signed by the City/Municipal Mayor
c;rtificatioii hy other signatories

of availability of fire extinguishers and other fire safety devices by the
city Fire marshal. i

Dry chemical (red) -two (2) years

HCFci(greenl- five (5) years

not visible

dard width of two meters

muntcl

,,.,

Ava

Location Pla

relation to rbcre;tional places and other factors that may not be conducive to the
learning proces! and far from noises odor or dustl.

l_.. I certllication signed by the City/Municipal Deveiopment Officer

.. t., .] certilicqtion not signed by the City/Municipal Development Officer
' .i _- I 

' no certilication
Certification from hunicipal/city admiriistrator that the school is fiee from noise,
unpleasant odors arid dust, far from cockpits, dancing halls,
bowling alleys; moriei hor.!ses, markets, garbage dumps, funeral parlors,
cemeteries, heavy traffics, highway, iails, railroad yards, far from vehicles traffic and

nd certification
Cam u5 ment and landscaping plans

available
. ndt available

Sworn statervrent offinari city qf application to sustain and maintain school

fro

cial caFa
provideinclirding his resources to the requirements for the dntire course and to

o

.dg[y notarized
q9p

riot notdrized
not submitted

without dependink solely ori student f6es. '

dua

q-03.7
'.',ij". I., .

l

,1:.i.j. 
,

Q-03.13



!..: 1" 'i ,, DESCRIPTION OF DOCUMEIIITS

Sworn statenrent of itemized cost of the proiect covering the entire education -
program/levels in terms of site, school building and quarters, classroom equipment
and facilities, librarv, salaries of faculty and staff and maintenance.

l'---'l available

f - | not available
Salaries (per hour/month) and other benefits

I ._ -l available
j I not available

Teachin Load {if any)

REMARKS

Q:03.15

Q-03.X6

Q-03.17

Documi:nt! Actual Ocular
lnspection

Outside employment
t I available

L-'l_,;-r

| | not available
List ofScaJemic and non-academic personnei containing their educational
qualifications, experience, salaries and.tenure of office (permanent.contractual,
part-tim and fulltimel.

available
not available

Field of Ipecializatibn
I I available '"'i , I nor"vrit"ut"

certif ic€tes of trainings attended
I ivailable. 'i,,:. :] ;niri:avaitabte

'*"1"*1
tl

ointment/employment contract duly notarized
bvailable

' ndt available
houi/month and other benefits

available
nbt available

Salaries t

Prdposed curricu lum of the course applied for:
K.to i2 Curriculum for Kindergarten, Elementary, JHS & SHS

Schools for Tomorrow
churih-Based curriculum
lirtegratidn'of K to 12 arid churali-Based
Ctriiiulum/schools For Tomorrow
No available Curriculum Guides

:tnlo;plete curriculum
:f

q-9

.;'.i-

t Proposed schedule- of'tuition and other school tees with approval of the Regional

Director" "'l- l-lJ 'rriu"taa
not uiidated
on process

List of acquired athletics facilities, equiPment, supPliesand materials

certified bv the current school head

,..ceJtified.by the supPly officer

!.ist of acquired laboratory facilities, equipment and furniture
siience and Technoldgy

aviilable with complete facilities
ivailable but lacks facilities/equipment/fulniture
irot avaiiable

L_:l
f'" --l1 -,.1

availbblb'
iioi'avaiiaute

TI.E

Q-O
I

I,ri

7

1

a-q8.2

cocrE No.

q-03.18

q-04

'q-ua. i

q-o4.2

-o4.4

5:04.

q

a

.available
not available

'i' " '-]" available

l. ._. I not avaiiabte

I i,i1:.r ,i.

Q-04.3

q-9s



REMARKS
CODE NO. DESCRIPTION OF DOCUMENTS

Conrputer 
I

LJ
available
not available

Mathematics

English
E.l

auailable
not available

Playroom/Pl

08.7

available
not available

ay Area (for kindergarten)
available
not availabler I

Trough/Lavatory I

availSblb but not within the children's reach
available & functional
not availableI

Documents
Actual Ocqlar

lnsFiection
q-08.3

q-Og,q

q-08.s

Q-08,6

q-08

List of books per'subiect area '

available but.with list per subject area
available (comprehensive)
riiii aVailable

List of library holdinEs

registered:or' othEr institution retirement plan for its teachers and other

L*l

sEc

S'eC negistered
not Reiilieied

l)iigirial pictures
classrooms

school buiidi

available
nbi iviitaot"

ng:
available
not av;it;bte

restroom

l?b

available
nbt available

oiatories
available
not available

library
available.
not availableb]

medicaland dentalcliiric
availbble.
riot availabie

sciiboiidnteen
available
riot aviilable

pla

"'"F'll' avlilable
not availible

sthiiol stage
ai,iilable.
nbi anailabld

flagbole
avdilabld..
not availableH

Principal's..Offices
. I I available

i-ii...- ] not available

q-11'
q-11.1

Q-.11.2

Q-11,3

q:l1.4

q-11.s

Q-11.6

Q-11.7

q-11.8

q-11.10

Q-11.11

c-1p

9-o? , '- ,-.,- :

EJ

Q-11,9

.,..i



CODE NO. DESCRIPTION OF DOCUMENTS
REMARKS

Documents
Actual Ocular

lnspection
Q-11.12 facu room

available
not available

computer/lT multimedia room
available
not available

Q-12 ofgovernment permit issued for the previous year
available
not available

q-13 Applicalioj and lnspection fee (Php 2,000)
I o.R. Number

q-14 School Bond (Php 1,000) paid during the initial operation of the school
Date of payment
O.R, Number.

q-rs One (11 copy of application for renewal, three copies for newly establish and
recognitio!-

I submitted
l.'-. ."1 not srumitteo

EVATUATION:

t--. J

COMPLETED WITH ALL THE REQUIREMENTS

NOT COMPTETED WITH ATLTHE REQUIREMENTS

SUMMARY OF FINDINGS:

RECOMMENDATION:

Date:

Team Leader

Team members (Signature)

1

2

3

Certified True and Correct:

Schools Division Superintendent

Q-11.13

Evaluated by:


