




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



The Registrar’s Office

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

-ensures that customers are served promptly and 
efficiently



The Registrar’s Office

- Repository of school records

“ decision on cases involving credentials, the evaluation 
of subjects or credits, student accounting, academic 
placement and eligibility for graduation”(Section 43 
Education Law and the Private Schools)



Registrar’s Office

Accurate and  timely dissemination of  
information, consistent with quality service that is 
responsive to the needs of  the academic community.



QUALIFICATIONS OF THE REGISTRAR
MINIMUM REQUIREMENTS: 

 -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

A master’s or doctoral degree is preferred for 
Registrar’s handling Graduate School.



Code of Ethics for School Registrars

• Preserving the dignity of  the office. 

• Exuding personal and professional competence.

• Safeguarding the exchange of  confidential information.

• Promoting a climate that exercises professional judgement

• Refusing to use the office for personal ends.



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 in
the community.



Code of Ethics for School Registrars

• Presenting an image representative of the school’s excellent
standards.

• Conducting work in the spirit of truth, justice, equality,
respect and love.





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.



As Registration and Records 
Officer

1.Oversees admission of the new students

2. Oversees the over all enrollment of students

3. Coordinates preparation for graduation



As Registration and Records 
Officer

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

5.Verifies and authenticates documents released by the 
office



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



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





School Records

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

  (Entrance credentials, grades, records of  disciplinary cases)



Contents of Student File





Other Forms and Documents

1. Class and Teachers’ Programs
2. Enrollment Lists
3. Dep Ed Circulars, Memoranda and Orders
4. Grading sheets (signed by the subject teacher)
5. Permits, Recognition, Approvals and Acknowledgements
6. Special Orders ( Graduates)



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



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



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







VPB FOLDER
Type of VPB Contents

Category A 1. Grade 10 Report Card
2. Photocopy of PSA Birth Certificate
3. 2x2 ID Photo

Category B 1. Grade 10 Report Card
2. Photocopy of PSA Birth Certificate
3. ESC Certificate for Grade 10
4. 2x2 ID Photo

Category C 1. Grade 10 Report Card
2. Photocopy of PSA Birth Certificate
3. QVA Certificate
4. 2x2 ID Photo

Category D 1. Grade 10 Report Card
2. Photocopy of PSA Birth Certificate
3. QVA Certificate
4. 2x2 ID Photo



VPB FOLDER
Type of VPB Contents

Category E 1. Grade 10 Report Card
2. Photocopy of PSA Birth Certificate
3. QVA Certificate
4. 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 

5. 2x2 ID Photo

Category F 1. Grade 10 Report Card
2. Photocopy of PSA Birth Certificate
3. QVA Certificate
4. Certificate of Rating- PEPT for Grade 10
5. 2x2 ID Photo



Transfer – in Grade 12 VPB Folder

1. VPB Transfer–out Certificate issued by previous 
school

2. Grade 11 Report Card
3. Photocopy of PSA Birth Certificate
4. 2x2 ID Photo





Sample of a Cancelled Report 
Card

Jinky Batiduan



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



Registry of all learners in the 
Philippines 

Enrollment Data 

Class Management 

Transfers/movement of Learners

Learner Promotion/Graduation 

The Learner’s Information System



Learner’s Information System



Learner’s Information System
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Learner’s Information System
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Please make sure 
that the terms of 
ESC and Voucher 
Program are 
followed. 



FORMS that are important as 
GASTPE Participating School

SF1-  School Register 

SF2- Learner’s Daily Class 
Attendance





















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/recorded



Don’t forget to FILE.. .

F-ocus on the document usage and 
purpose
I- temize ( Labeling etc)
L- ook out ( Confidential, safety and 
security)
E-ndless updates ( Records inventory, 
Digitization) 



Records Management is knowing 
what you have, where you have it and 

how long you have keep it.




