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 REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF EDUCATION

NEGROS ISLAND REGION

PROCESSING SHEET
APPLICATION FOR RENEWAL OF GOVERNMENT PERMIT/RECOGNITION
Name of School
:
________________________________________
Address of School
:
________________________________________
Course/s Offered
:
________________________________________
School Year

:
________________________________________
Date Received
:
________________________________________
	Particulars 
	Quality Description
	Remarks

	1. Document Presentation
	· Submitted 2 sets of documents (original and photocopies of the original documents)

· Page finder tabs corresponding to the numbers of documents in the checklist were affixed accordingly to each document

· Compilation of documents followed the order/sequence as stated 
· Long expanding folders and papers (8.5” x 13”) were used

· All documents were listed in a Table of Contents
	

	2. Processing Sheet 
	· Duly accomplished and signed by the Division In-charge of private/public schools and countersigned by the ASDS and SGOD Chief
	

	3. Endorsement
	· Duly signed by the SDS or his/her appointed OIC
· Dated within one week prior to submission to RO
	

	4. Application
	· Signed Standard Letter of Application for Government Permit/Recognition
· Inspection Report of the Division Inspection Team(preferably comprising the Physical Facilities Coordinator, a DOMT member and led by EPS In-Charge of Private Schools) where each member affixes his/her  signature in the said report
	

	5. Board Resolution
	· Certified by the Corporate Secretary stipulating the intention to apply for Permit/Recognition of specific Basic Education Course/s


	

	6. Philosophy and Goals of the Course
	· Copy of the Philosophy and Goals
	

	7. List of Prospective Learners
	· Copy of the proposed enrolment to support viability of the course
	

	8. Securities & Exchange (SEC)Commission Registration
	· Registration is in the name of the school

· Course applied is mentioned in the Articles of Incorporation

· Incorporators/owners are citizens of the Philippines(except those established by religious groups or mission boards)

· At least 60% of Capital Contribution ( P1,000,000.00 for Preschool and Elementary, P 1,500,000.00 for Secondary) is owned by the owners/incorporators
	

	9. School Site
	· Copies of documents:

· OCT/Transfer Certificate of Title

· Location

_____  Total area (Kinder at least 500 sq.m, Elem/HS (min) – 1,000 sq.m

· Copy of payment of Real Property Tax of School Buildings

· Deed of Donation
· Contract of Lease that shall stand 10 years from when application is filed
· Comprehensive Floor Plan indicating area, dimensions, maximum and actual no. of learners that classroom & non-academic room can accommodate
· Copy of the certificate of occupancy
	

	10. School Buildings, Classroom, Ancillary Facilities, Furniture & Fixtures
	· Documents contained the following:

· List of laboratory facilities and equipment classified by subject area certified by the school head
· Pictures of principal’s office, guidance office, computer room, library, home economics/TLE room, science laboratory, comfort rooms, canteen, clinic (with cot/bed, medicine cabinet, first aid kit, etc.), playground, hand washing facilities, fire extinguishers, fire exits & ramps for learners with disabilities/special needs
· Pictures of classrooms showing chairs, desks, tables, cabinets/shelves, black/whiteboards, etc.
	

	11. Curriculum
	· Copy of DepEd Curriculum Learning Competencies for each level( and school’s special curriculum if available)

· Copies of comprehensive classroom programs indicating the year level and section, time, name of subject, name of teacher who handles the subject, and the number of minutes for each subject

· List & pictures of library holdings, teachers’ references, general references, supplementary reading materials, periodicals, magazines
· List of co- and extra-curricular activities and special programs and projects

· Copy of school handbook
· Copy of Staff Training/Professional Development Plan
	

	12. School Governance
	· Organizational Chart indicating the administrative, teaching, And non-teaching personnel
· Transcript of Records of the School Head

 ( Master’s Degree Holder & have at least 5 years of relevant teaching or administrative experience), teachers, nurse, physician, dentist, librarian 

· PRC Rating/License of the school head and teachers
· Notarized Employment Contracts of the school head, members of teaching and non-teaching staff
	

	13. Financial Statements & Others
14. Application Fees
	· Copy of school budget indicating the source of funds
· Copy of proposed tuition  and other school fees
· Copy of Latest Financial Statement of the school certified by an external CPA with Independent Auditor’s Opinion
· Acknowledged Proof of Remittances for teachers/staff in the following:

· BIR

· SSS

· PhilHealth

· PAGIBIG

· Copy of retirement plan

· PERAA, CEAP, Professional Plan or School Initiated Retirement Plan

· SEC/BIR Registration No: ___

A. Pre-Elem/Elem

· Inspection Fee

· Course Payment

· O.R. No. ______

· Place of Issuance _________

· Date of Issuance ________

B. Secondary
· Inspection Fee

· Course Payment

· O.R. No. ______

· Place of Issuance _________

· Date of Issuance ________

C. School Bond ( New School Only)
D. Recognition Fee


	

	15. Copy of the latest BEIS (Private School Profile ) and Permit to Operate Issued
	· 
	


Evaluated by:





Counterchecked by:
      DENNIS CHARL F. ANDALAJAO


                  RACHEL B. PICARDAL, Ed. D.
                  Division In-charge



 
                   Chief, SGOD
  Noted:
LELANIE T. CABRERA, CESE




                           ASDS

Reviewed and validated by:
                       
Checked and verified:

        CYNTHIA M. VISPERAS



          SOFIA A. TUNDAG
     Regional QAD Asst. Lead Coordinator
                   Regional QAD Lead Coordinator
Remarks:
· Approved:  ____________                  
· Returned /With deficiencies:  ______
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