A NAGEMENT ANDI

AINTENANCE OF

SCHOOL RECORDS &
CLASS RECORDS

by: Jinky P. Batiduan, DBM




}‘_‘:MA, a R n o n S
ADVERSE FINDINGS




vy © ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢V v ¢ v ¢

Highlights:

1. Admission Credentials of ESC Grantee /
Voucher Recipient

2. Responsibilities of a School Registrar in the
preparation and maintenance of student
records

3. Significance of the collected and prepared
documents for GASTPE Billing Statements
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The Registrar’s Office

-a central hub where voluminous records are stored,
maintained and updated.

-ensures that customers are served promptly and 4| S
efficiently
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The Registrar’s Office &

g

3

- Repository of school records .

\

“ decision on cases involving credentials, the evaluation
of subjects or credits, student accounting, academic “/f

e

placement and eligibility for graduation”(Section 43
Education Law and the Private Schools)
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Registrar’s Office

Accurate and timely dissemination of
information, consistent with quality service that 1s
responsive to the needs of the academic community.
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QUALIFICATIONS OF THE REGISTRAR

MINIMUM REQUIREMENTS:

2
[ ] [ /////
-Bachelor’s degree, preferably in Education, ‘&
Management or Law; ‘

-Public relations skills =

-Training in servicing and maintenance of student
academic records and an academic experience

E

A master’s or doctoral degree is preferred for
Registrar’s handling Graduate School.
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Code of Ethics for School Registrars

* Preserving the dignity of the office.

* Exuding personal and professional competence.

* Sateguarding the exchange ot confidential information.

* Promoting a climate that exercises protessional judgement

* Refusing to use the office for personal ends.
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Code of Ethics for School Registrars

* Training staff according to the school’s vision-
mission, goals and objectives.

* Sharing experience, knowledge, talents and skills
freely with others.

* Upholding the authority of the school when
communicating with students, parents and others 1n
the community.
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Code of Ethics for School Registrars

S

| . . , >
* Presenting an image representative of the school’s excellent ///

standards.

* Conducting work in the spirit of truth, justice, equality, “’/,/
respect and love.
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Functions of a Registrar

* Maintaining, updating and evaluating the academic
records of students.

* Keeping track of the students’ progress towards the
completion of their elementary and secondary

program/s.

* Preserve and safeguard the accuracy, integrity,
confidentiality and security of the student information
system and of students’ academic records.
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As Registration and Records
Officer

1.0versees admission of the new students
2. Oversees the over all enrollment of students

3. Coordinates preparation for graduation
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As Registration and Records
Officer

W

¢
4. Issues certifications, grades, transfer of credentials ////
and diplomas and assumes full responsibility for all
documents released by the office r

e

5.Verifies and authenticates documents released by the
office
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As Registration and Records
Officer

6. Receives, processes, dispatches and controls
flow and security of files and records of
transcripts of students

7. Oversees the creation, updating, maintenance
and disposition of academic records of students
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As Registration and Records Officer -

8. Verifies petition for correction of personal data
in school records as indicated in the birth
certificate (PSA) or in ACR I-cards

9. Supervises the accounting, the classification, the
filing and the safe storage ( in-house or off-site) of
student records and files
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School Records

- All documents related to student acceptance,
performance, accomplishments, and transfer from school.

(Entrance credentials, grades, records of disciplinary cases)
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Contents of Student File

1. Birth Certificate/ PSA
2. Baptismal Certificate
3. Special Study Permit/ ACR- I Card/ Diplomatic Visa

1. Special Study Permit- if student is
tourist/balikbayan

2. ACR I-Card- if permanent resident, native born or
with valid working visa or with special investment
resident visa ( SIRV),
special resident retirees visa ( SRRV), 9G visa, 47
(A) (2) visa.

3. Diplomatic Visa( 9E)- if children of diplomats
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4., Student Permanent Record
(F187/ SF 10)

5. Admissions Credentials
(F 188/SF9, GMC)

6. Evaluation Records

7. Accomplished Clearance
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Other Forms and Documents

1. Class and Teachers’” Programs
. Enrollment Lists

. Dep Ed Circulars, Memoranda and Orders

2

3

4. Grading sheets (signed by the subject teacher)

5. Permits, Recognition, Approvals and Acknowledgements
6

. Special Orders ( Graduates)
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Other Forms and
Documents

7. Private School Profile, Beginning of the Year and End of the Year Statistics for Basic
Education

8. Lists of Foreign students

9. List of Drop outs, Late enrollees, new and returning students and graduates
10. Curricula

11.School brochures

12. Handbooks

13. Commencement Programs
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Dep Ed Order 20 s. 2023
Guidelines on the Implementation of the Senior High School
Voucher Program

Dep Ed Order 32 s.2022
Guidelines on Eligibility and Application for the SHS Voucher
Program for SY 2022-2023

DepEd Order 2 s. 2022
Interim Guidelines on Private School Voluntary Closures and
Participation in Government Assistance and Subsidies
Programs in Light of the Covid-19 Pandemic
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Dep Ed Order 39 s. 2020
Special Provision on Private School Voluntary Closures and
Participation in Government Assistance and Subsidies
Programs in Light of the Covid-19 Pandemic

Dep Ed Order 54 s. 2017
Amendments to Dep Ed Order No. 19 series of 2017

DepEd Order No.20, s.2017
Guidelines on the Implementation of Education Service
Contracting Program and Teacher’s Subsidy Program

Dep Ed Order 19 s.2017
Guidelines on the Implementation of the SHS Voucher
Program
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ESC Grantee Folder
(_started in Grade 7)

1. ESC Application Form
2. Photocopy of PSA

3. Photocopy of Grade 6 Report
Card/ALS/PEPT

4. Recent 2x2 photo of ESC Applicant

5. Proof of income ( Certificate of
Employment/ Indigency, Income Tax
Return
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ESC Grantee Folder
( Transfer-in grantee)

1. ESC Transfer Out Certificate
2. Photocopy of PSA

3. Photocopy of previous School Year
Report Card

4. Recent 2x2 photo of ESC Applicant




¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢V ¢ ¢V ¢V v ¢V v ¢

v

VPB FOLDER

Category A Grade 10 Report Card
Photocopy of PSA Birth Certificate

2x2 ID Photo

Grade 10 Report Card

Photocopy of PSA Birth Certificate
ESC Certificate for Grade 10

2x2 ID Photo

Grade 10 Report Card

Photocopy of PSA Birth Certificate
QVA Certificate

2x2 ID Photo

Grade 10 Report Card

Photocopy of PSA Birth Certificate
QVA Certificate

2x2 ID Photo

Category B

Category C

Category D

s O B
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Type of VPB Contents

Category E

Category F

VPB FOLDER

= B b L

e WD =

Grade 10 Report Card

Photocopy of PSA Birth Certificate

QVA Certificate

Certificate of Rating for those who passed the ALS A&E Test
for Grade 10, not earlier than 2018 or Certificate of
Completion- with ALS Portfolio Assessment Certificate
Number for those who passed the Presentation Portfolio
Assessment

2x2 ID Photo

Grade 10 Report Card

Photocopy of PSA Birth Certificate

QVA Certificate

Certificate of Rating- PEPT for Grade 10
2x2 ID Photo
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Transfer — in Grade 12 VPB Folder

P

1. VPB Transfer—out Certificate issued by previous //
school o

2. Grade 11 Report Card c &

3. Photocopy of PSA Birth Certificate
4. 2x2 ID Photo
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PEAC

PRIV, MnourAHoN ASSISTANCE COMMITTEE

VALIDATION OF GRADE 10 REPORT CARDS OF VPBS

UNDER CATEGORY A (PUBLIC GRADE 10 COMPLETERS)

Please be guided on the following characteristics in the Grade 10 Report Cards that the PEAC

Regional Secretariat (PEAC RS) reviews before validating the uploaded report card:

For Grade 11 Category A VPBs

@ LRN in report card matches the LRN in the VMS.

# Student name in the report card matches the name
of the VPB in the VMS.

€) Report card issued by Public JHS.

@ Grade level in the report card is Grade 10.

© School Year in the report card is SY 2022-2023.
( Report card is stamped cancelled.

@ Admitting school in the “Cancellation of Eligibility
to Transfer” portion of the report card is the same

with the VP Participating SHS that encoded the VPB.

For Grade 12 Category A VPBs

@ LRN in report card matches the LRN in the VMS.

#) Student name in the report card matches the name
of the VPB in the VMS.

€) Report card issued by Public JHS.

@ Grade level in the report card is Grade 10.

© School Year in the report card is SY 2021-2022.

(® Report card is stamped cancelled.

@ Admitting school name in the “Cancellation of
Eligibility to Transfer" portion of the report card is
the same with the VP Participating SHS that
encoded the VPB or if the VPB is a transfer-in VPB,

admitting school name matches the name of the
previous VP Participating SHS.

Please be guided accordingly.

@ (02) 8 570 7322 o Private Education Assistance Committee 0 @PEACOfficial @) www.peac.org.ph
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Sample of a Cancelled Report

Card

Republic of the Philippines
Department of Education
National Capital Region
Division of City Schools
MANILA

Dcar Parent

Nis report card shows the ability and progress your child has
made 1n the different lecarning arcas as well as his/her core values
I'he school welcomes yvyou should vou desire Lnow

about yvour chyd's pre

Certificate of Transfer

tted 10 Grade Sectuuon
higibilnty for Admission Ao Grade

Principal

sued upon enrollme. -
Coleghio de San Juads

| Omte df*;/‘/;/ﬂ t



Jinky Batiduan
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What’s Next?

1. Attendance ( 30 days)- reflected in SF2

2. Make sure that you have conducted

an Orientation to ESC/VPB’s and their
parents/guardians

.
)«/

S
y
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The Learner’s Information System

Registry of all learners in the
Philippines

Enrollment Data
Class Management
Transfers' movement of Learners

Learner Promotion/Graduation
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Learner’s Information System

pehED  Single Sign On

Please sign in

Forgot password?

For class advisers, request School Head or
designated school system administrator to reset
password. For school heads, request Division
Planning Officer to reset password.
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Dashboard Quick Counmt List of Classes ":‘:‘or’ School Forms Senlor high school SHS Tagging Facility Data Corrections Support

List of Classes

EOSY Updating

Kinder Grade 1 Grade 2 Grace d =

‘ GRADE 1- 224 . GRADE 2 - 223 ‘ GRADE 3 - 226 ‘

= Wew Errolrent = Vien Envoment = Wvew Envoiment EY

Grade 4 Grace S Grade & s
[ =
GRADE 4 - 227 ‘ GRADE 5 - 315 ‘ GRADE 6 - 217 ‘

I3 View Errotmect o Vera Emeoimen Vew Erroimect
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Learner’s Information System

-

Total Enroiment Enroiment'Class Start

0



Jinky Batiduan

Jinky Batiduan
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& PEAC

PRIVATE EDUCATION ASSISTANCE COMMITTESE

Enterprise Information System

NEW APPLICANTS PARTICIPATING SCHOOLS
For ESC Applicant Schools (Certification): Sign in
ESC Application starts August 1, 2023 to October 27, 2023 to continue to EIS
PART
PART I

=
t-/
=
=
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Slots: 68 Addtional Siots O, Incentiive Slots: 60)

Sohool 1D

PRIVATE EDUCATION ASSISTANCE COMMITTEE
“Blazing New Trails in Private Education™

School Year

Welcome to the ESC

Frequently Asked Questions
View School Profide
& Password
View List of ESC Grantees

© Grantees’ Status Update
Update Status of Previous SY

ER S & Create Billing Statement

Encode New Geade 7 ESC
Grantees for Current SY <

Encode New Higher Year Leved
ESC Grantees

Process Transferin ESC
Grantees

Bdllang Stastement

Tools

Service Requests

Uploading of ESC Documents

IMS-TSS
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QPEA # Home WAY.2023-20

a4 e e

Welcome to PEAC Enterprise Information System (EIS)

P svatar

STATUS

Colegio de San Juan de Letran

(RE) CERTFICATION MONITORING VISIT ATTENDANCE IN THE ANNUAL GASTPE

ORENTATION
.,ﬂi(fi‘(flt["d @ To be Updated

SCHOOL INFORMATION

QUICKLINKS oeeco: (G
REGION: NCR
Certification System OFFICIAL EMAR ADDRESS: _
° reepvonevo: [
ESC Information
Management System RECENT ACTIVITY RwACIITY & USERS m
©

Aug 30, 2023 You logged in on Enterprise Information

SUE Deaaram Maschar Management
5o peac.0n) o 05 VageV o801 6 1 144Te 123032077 1eBbal 1802783 -
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Other School Documents ( GASTPE Participating Schools)

1. Dep Ed School Form 1( School Register)
2. Dep Ed School Form 2 ( Attendance)
8. Class Records or Certified True Copy of Printed E-Class Records

* ESC/ Voucher Selection Process/Profiling of Grantees
* ESC/ Voucher School Committee Minutes of the Meetings

* Attendance Report on ESC /Voucher Orientation of Parents and Grantees
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503

Please make sure
that the terms of C :
ESC and Voucher =~
Program are
followed.
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FORMS that are important as

GASTPE Participating School

SF1- School Register

SF2- Learner’s Daily Class
Attendance
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(Enclosure to DepEd Memorandum No. 014, s. 2021)
.
9 School Form 1 (SF 1) School Register
(This replaces Form 1, Master List & STS Form 2-Family Background and Profie)
° School I 104795 Region Il Division Bulacan District Bustos
0 School Namg Tibagan Elementary School School Yea‘ 2019 - 2020 Grade Leve Grade 6 Section| INTEGRITY
ADDRESS PARENTS AN REMARKS
. ack e | R | (If Not Parent) Contact
NAME % | eRTHOATE TONGUE otrs aiden Numberof |  Leaming
9 s (Last Name, Firs: Name. Wodke Name) S (mrvaayyyy) oheroc (Grage 110 | EC | RELGION | piouge Municipality/ ey I L:.m.m. Parent or Modality | (Please refer to the
N Group) StroovStio/ | Barangay Province | Name, First Name, | "™ ¢ 3 Name Relationshi : on last
o Chy First Nama, Middle P | Guardian logend
’ Purok Middle Name) Nlm't) page)
9 csen TOTAL MALE
cans TOTAL FEMALE
9 caxs COMBINED
Llst and Code of Indlcators under REMARKS column
9 Indicator Godcllcqumd Information Indicator Code |Required Wormation REGISTERED | Bosy | Eosy | Preparedby: Certified Comect:
Transfered Out | T/0 |Name of Public (P) Private (PR) School & Effectivity |CCT Recelplent CCT |CCT Controbreterance number & Effectivity Date
Date MALE "” ‘
|Bai Arsi WA [Name of school last attended & Year ‘u = (Pt 91 D0t vad overfidumd faauy
b Transfored In T4 |Name ot Public (P) Private (PR) Schoal & Effectivity FEMALE i (Wgnature of Adviver over Prinied Name)
Date Learner With LWD |Specity 3
m —— % Sos)u; SosyDaie
9 Dropped DRP |Resson and Effectiviy Date ACL |Specity Level & Effecthty Data BoSY Date: EoSY Date:
QGenerated thru LIS
’ Generated on: Thursday, Augusl 20, 2020

v



School Form 2 (SF2) Daily Atiendance Report of Learners

( Prer mptoceaores | Ao 2 8 5T5 Ao 4 - Aot oy O Mode

Schod Yoar Repart for the Monhh of]
LEARNER S NANE ;‘“""“"“'5 ‘ per—boa Msaummy.gnmﬁ:;.m;-..mq
(LastName, FrstMame, M Name) o T ol w|r(s| vlw|m| Flu]T -llm’s . 1?-’1« Flwl 7| w| | F [T Taey| YTRMNSFEVED MO wie fu rar d Sod
1 ) L’ “.;l
Ve A A A
s,
= prd P hf‘
e
! W ://',
v A Va b
’ ‘//4 ///‘ /,‘/A //,/,/A/ //f/ ]
AN
7 ,// ///, o /[/,/‘//?/ ////
a2V
APAALIAS SIS AN T ID TS
= WALE | TOTAL Per Dy = 1 | | ;/
: L
7, AT AT AN A,
P Py /
Vi . / r 4/;
V4 A L///, /:ﬂ//;/,///‘ //4’/
/ p P ;




School Form 4 (SF4) Monthly Learner's Movement and Attendance

(This replaces Form 3 & STS Form 4-Absenteeism and Dropout Profite)
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School ID 104795 Region I Division Bulacan District Bustos
School Name Tibagan Elementary School School Year 2019 - 2020 Report for the Month of
REGISTERED ATTENDANCE No Longer Paricipating in Learning Aclivitivs TRANSFERRED OUT TRANSFERRED IN
GRADE/ LEARNERS (As
YEAR SECTION NAME OF ADVISER of End of the — Percertage for thef (A) Cumulative as| B Foe the Slorth (A& Cumulatve as | (A) Cumulative as B) For the Month (A+B) Cumsatve a5 | (A) Curmulative as o0 Bor tha Morih {A+B) Cumuletve as
LEVEL Month) ally Average Montn of Pravious Monlh' yos o o End of the Mortn Jof Previous Manth E)-T-On e Saan o' Erdd ot ;e Month Bof Previous Momh‘ ) For the ot End of the Motk
M F T M F T M F T M F T E F T M F T M F T M F B N F T M F T P;! F T M F T
Kinder JALITAPTAP
Grade 1 |MAAGAP
Grade 2 |MATIYAGA
Grade 3 MATULUNGIN
Grade 4 JCHARITY
Grade 5 JFAITH
Grade 6 JINTEGRITY
ELEMENTARY:
Kinder
Grade 1
Grade 2
Grade 3
Grade 4
Grade §
Grade 6
TOTAL
Mortality (Death) Prepared and Submitted by:
Previous For the Cumulative as of
Month/s Month End of Month
(Signature of School Head over Printed Name) Generated thru LIS




School Form 5 (SF 5) Report on Promotion and Learning Progress & Achiey

Rensed to conform wih the instruciens of Deped Order 8, 5. 2015

1 1
Regon Division | g Disvid|  GALAP|
1
School ID School Yearl 201 Cumculum| K To 12
School Name Grade Lewel| THREE Section
GENERAL ACTION TAKEN:
= mi— AVERAGE PROMOTED, | O e
(Whsie numders CONDITIONAL, or X
(Last Name, First Name, Middlo Name) et il of current School Year
f "
STATUS
PROMOTED
Conditonal
RETAINED
LEARNING PR
[ecrpion § Seaihg |
Scan
Did Not Mest
{74 nd below)
=

¢ ¢ ¢ ¢ ¢ ¢V ¢ ¢ ¢V ¢V ¢V ¢V ¢V v vV v @
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School Form 6 (SF6)

Summarized Report on Promotion and Level of Proficiency
This replac es Foem N )

| Regiea| | Dinisiea | |
Diswict Scheol Yeur

GRANMET DAMET GRADE 2/GRADE B CAMEI/OAE S GRMDE L IGRE 10 GRDE S /ORE N CRNES/ORNE 2 ToTAL
WA MAYTAALE

PROS OTED
[Rrzosean
|ReT s
LEVEL OF PROFICENCY | MALE | FEMALE | TOTAL | MMWLE | FEMSLE | TOTAL | MMLE | FEMALE | JOTAL | MALE | FEMALE | TOTAL | MMLE | FEMALE | TOTAL | MMLE | FEMALE | TOTAL | MBLE | FEMRLE | TOWL
S PONING
(2 T4% and below)
DEVELOPING
(2 T5%79%)

APPROLC HING
PROFCIEXCY

(AP $0°%88%)

PROFICIENT
(P 15%99%9

ADGRNC ED
(& 90% and shove)

ToTAL

P repaced and Suteriied by Revened 2 Valanted by Neteddy
BOHOO0L MERD PHDDNREFRESEN W THE BCHOOLID W DON IUFER NTENDENT

OUDELNED:
L A fer receiving and vniidating e Repat e Promefion boied by Te cass adviser, e Schesl Head shal conpate the grade leved Srtal and scheel tetal.
1. Py repertiagether aiththe capy o eport Br Promotion suboiied by hhe Onys adutser hall be Braarded o the Divtsion O Boe by The end o Mhe Scheel year
3. e Report an Promwtion per gande leved s re lected inthe End o FSchesl Yeor Report o IOEP OSTP .
& Pretacets o funddation ! wbetsien I3 under the @3Ceen ¢ Mhe Scheets Divtskon Supernimiendent
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SCHOOL FORM 9 PROGRESS REPORT CARD

REPORT ON LEARNING PROGRESS AND ACHIEVEMENT

Learning Areas S Final
1 2 3 4 Grade | Remarks
Filipino
English
Mathematics
Science

Araling Panlipunan (AP)

‘Edukasyon sa Pagpapakatao

(EsP)

Edukasyong Pantahanan at
Pangkabuhayan (EPP)

MAPEH

Music

Arts

PE

Health

Q1

Q2

General Average

Q3

Q4

Learning Modality
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SF10-JHS
NG Republic of the Philippines
Lo o(/ »

{" £ T Department of Education

3 ¥ Learner Permanent Record for Junior High School (SF10-JHS

e oy =4 (Formerly Form 137)

LEARNER'S INFORMATION

LAST NAME: FIRST NAME: NAME EXTN. (Jr,LI): MIDDLE
Learner Reference Number (LRN): Birthdate (mm/dd/yyyy): 86 ..

ELIGIBILITY FOR JHS ENROLMENT

Elementary School Completer General Average: S et Citation: (If Any)
Name of Elementary School: School ID: Adress of School:
Other Credential Presented
|:| PEPTPasser Rating: |:| ALS A & E Passer Rating: D Others (P
Date of Examination/Assessment (mm/dd/yyyy): Name and Address of Testing Center:
SCHOLASTIC RECORD
l$cho¢>l: School ID: District: Division:
IClassified as Grade: Section: School Year: Name of Adviser/Teacher:
LEARNING AREAS Quarterly Rating FINAL
1 2 3 4 RATING
[Filipino
[English
hathematics
lScience

|Araling Panlipunan (AP)
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Please take note of the following as GASTPE Participating
Schools:

1. SF1 — Complete, updated and accurate information
2. SF2- updated. attendance are properly accounted to

3. Class record’ e class record - Accurate information [
learner’s information is the same in SF1) and with signature

4. PSA is clear/ readable; information matches the complete
name of the student in SF1 and Class record
5. Transferees and Drop-outs are well accounted/rwrﬁeg

@w PEAC



@

,Don’t forget to FILE.. .

F-ocus on the document usage and
purpose
I- temize ( Labeling etc) r

g

L- ook out ( Confidential, safety and
security)

E-ndless updates ( Records inventory,
Digitization)

y ©¢© ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ v ¢
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Records Management is knowing
what you have, where you have it and
how long you have keep it.
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THANK YOU FOR LISTENING
X X X X.
X X X xx




