
PROCESSING OF THE ENDORSEMENT OF NON-DEPED PARTNERS TO OPEN SENIOR HIGH SCHOOL (SHS)
OR ADDITIONAL TRACK/STRAND/ SPECIALIZATION
Service offered

Service Description			: Processing of the endorsement of Non-DepEd Partners to Open Senior High School (SHS)
 Client Group				: All Non-DepEd Partners
Service Schedule			: Monday – Friday (8:00AM –5:00 PM) No noon break
Total Processing Time			: 2-3 working days
Total Fees				: None
Requirements                                         : (Based from DepEd Memo # 4, s. 2014) www.deped.gov.ph ( issuances>memo>2014
                                                                    www.depedreg10.net (regional office) , Ninian A. Alcasid,PhD., EPS-2, SHS Regional Focal Person
                                                                    (09277042981) www.depedmisor.net ( 09069151924/ 09195395121)
                                                                     ( DepEd Mis.Or-SHS Focal Person, Rhodora L. Gallares, EPS-1)

             The following requirements  should be submitted in 3 folders ( 1photocopy/ folder).
1. Letter of intent
2. Board resolution certified by the secretary and approved by the Board of Directors/ Board of Trustees
a. Purpose
b. School year of intended operation
c. SHS Curriculum for the track/s strand/s / specialization to be offered
3. Certificate of recognition of any of the following: 
a. Secondary Education program-DepEd
b. Training Program-TESDA
c. Higher Education program-CHED
d. Others: (FAAP recognized accrediting agencies, Asia Pacific Accreditation and Certification Commission-APACC
4. Proposed tuition and other fees
5. Proposed School Calendar
6. Proposed list of  academic and non-academic personnel
7. Curriculum offering ( Academic: ABM,GAS,STEM,HUMSS, Tech-Voc Livelihood: Agri. Fishery Arts, Industrial Arts ,Home Economics, Information Communication Technology with specific specialization/s; Arts & Design: Performing Arts , Arts Production; Sports track)
8. Minimum program requirements for the SHS tracks/ strands (with pictures):
a. Instructional rooms 
b. Laboratories 
b.1 computer 
b.2. Science( for STEM minimum of 3 labs)
b.3. Workshop room/studios
                  c.     Athletic facilities
                  d.    Learners’ resource center or library
                  e.    Internet facilities
                  f.     Ancillary services
           9.   A copy of Memorandum/ Memoranda of Agreement/ Memorandum of Understanding for partnership arrangements relative to the 
                 SHS  Program Implementation. (These  arrangement may include the following):
a. Engagement of stakeholders
b. Work immersion
c. Apprenticeship
d. Research
e. Provision of Equipment & laboratories, workshops, and other facilities
f. Others
             Additional requirements for category D:
          10   Articles of incorporation and by-laws for private schools only
          11. Documents of ownership of school sites under the name of the school, or deed of usufruct
[bookmark: _GoBack]          12. Proposed annual budget & annual expenditures
PROCESS IN AVAILING THE SERVICE
	Step
	Client
	Service Provider
	Processing Time
	Person-in-charge
	Fees
	Form

	1
	
All Non-DepEd
Partners


	DEPED MISAMIS ORIENTAL
· Receiving section
( to be reflected in the logbook)
	
30minutes
	
Armie Curay
	
None
	Folder with 
A4 bond paper containing the requirements based from DepEd Memo # 4, s. 2014

	2
	
All Non-DepEd
Partners


	DEPED MISAMIS ORIENTAL
· SGOD
· Senior High School Focal Person/ private school In-charge
(encoding the endorsement)
	
30minutes
	
Rhodora L. Gallares

or 

Vevian T. Tuason, PhD., SEPS-SOCMOB
	
None
	Folder with 
A4 bond paper containing the requirements based from DepEd Memo # 4, s. 2014

	3
	
All Non-DepEd
Partners



	
DEPED MISAMIS ORIENTAL
· Office of Schools Division Superintendent
( signature of endorsement )
	
30minutes
	
Cherry Mae L. Limbaco, PhD.,CESO V
( to be facilitated by the secretary of SDS, Ms. Gina Revecho or Ms. Meg)
	

None

	Endorsement
Folder with 
A4 bond paper containing the requirements based from DepEd Memo # 4, s. 2014

	4
	
All Non-DepEd
Partners



	
DEPED MISAMIS ORIENTAL
· Releasing section
(to be reflected in the logbook)

	
30minutes
	
Rechie 
	

None

	Signed Endorsement &
Folder with 
A4 bond paper containing the requirements based from DepEd Memo # 4, s. 2014

	5
	
All Non-DepEd
Partners



	
DEPED MISAMIS ORIENTAL
· Liaison Officer
( to be brought to DepEd Regional Office)

	
1 hour
	
Jun Caracho
	

None

	Signed Endorsement &
Folder with 
A4 bond paper containing the requirements based from DepEd Memo # 4, s. 2014



3

