
Step 1: Download the templates* for your Part 2 documents from the email that was sent to you. Fully accomplish
              all these templates before uploading them to the Senior High School Voluntary Certification System.

1. School’s Philosophy, Vision, Mission, Goals, and Objectives  (template provided)
2. Latest School Profile (template provided)
3. Latest Faculty and Personnel Profile (template provided)
4. Latest School Calendar and Class Program (for SY23-24) **
5. Accomplished PEAC Standards-based School Improvement Plan or SSIP (template provided)

*No template will be provided for the School Calendar and Class Program. You may submit your own school’s 
format for these documents. 

**Please make sure that the Name of the Teacher, Day & Time, Subject, Section and Grade Level are all legible 
for easy reference of the Certification Team.



Step 2: Login to your Google Drive (you will need an active Gmail account for this) at https://drive.google.com/ 

Step 3: Create a new folder and label it “PEAC SHSVC SY2023-2024 Part II”

PEAC SHSVC SY2023-2024 Part II

Step 4: Right click the newly created folder and choose “Share”



Step 5: Make sure the “Restricted” option is selected under General Access. Click the text box  “Add people and groups”.
Step 6: Encode the email addresses indicated in the email that you received from PEAC into the textbox. 
              Choose “Viewer” under type of access and click “Share”.



Step 7: Upload all your fully accomplished Part 2 Documents to the newly created folder, making sure to use the sample 
              Templates provided to you via email. 

Step 8: Copy the link of each document. 



Step 9: Paste the link of each document to their respective boxes in the Part 2 Document Submission Form.  
(Please make sure to copy and paste the link of each document, not the link of the drive itself.) 

Step 10: Click Submit to finish.
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