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Acceptance of Employment Application for Teacher I Position – Walk-in 
 
In line with DepEd Order No. 7, s. 2023 entitled “Guidelines on Recruitment, Selection and 
Appointment in the Department of Education”, schools have provided teacher-applicants an 
avenue to submit their complete application requirements to the school, for onward submission 
to the District/Schools Division Office for evaluation and assessment. This is only for the 
acceptance of employment applications for Teacher I positions for walk-in. This service charter 
outlines the steps in the acceptance of employment applications for Teacher I positions 
through walk-in. 
 
 
 

Office or Division: Assistant School Principal 

Classification: Simple 

Type of 
Transaction: 

G2C (Government to Citizen)  
G2G (Government to Government)  

Who may avail: Teacher-Applicant 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Standard Requirements 

Teacher-applicants are requested to bring one (1) original/certified true copy and one (1) 
photocopy of each requirement. 

Letter of Intent addressed to the Head of 
School 

Client 

Duly accomplished Personal Data Sheet 
(CS Form No. 212 Revised 2025) with 
Work Experience Sheet 

Civil Service Commission 

Valid and updated PRC License Philippine Regulatory Commission 

Certificate of Eligibility/Report of Rating, if 
applicable 

Philippine Regulatory Commission 

Scholastic/ academic records such as, but 
not limited to, Transcript of records (TOR) 
and Diploma, including completion of 
graduate and post-graduate units/degrees, 
if applicable 

Last school attended 

Certificate of training/s, if applicable Training’s provider 

Certificate of Employment, Contract of 
Service, or duly signed Service Record, 
whichever is/are applicable 

Previous/Current Employer 

Latest Appointment, if applicable Previous/Current Employer 

Performance Rating in the last rating period 
(s) covering one (1) year performance in 
the current / latest position prior to the 
deadline of submission, if applicable; 

Previous/Current Employer 

Checklist of Requirements and Omnibus 
Sworn Statement and the Authenticity and 
Veracity (CAV) of the documents submitted 
and Data Privacy Consent Form pursuant 
to RA No. 10173 (Data Privacy Act of 2012), 
notarized by authorized Official; and Other 
documents as may be required by the 
HRMPSB for Comparative Assessment 
which includes, but not limited to:  
 
 

Annex C of DepEd Order No. 7, s. 2023 p.100 
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iii. Means of Verification (MOVs) showing 
Outstanding Accomplishments, Application 
of Education, and Application of Learning 
and Development reckoned from the date 
of last issuance of appointment; and  
iv. Photocopy of the Performance Rating 
obtained from the relevant work 
experience, if Performance Rating in Item 
20(i) is not relevant to the position to be 
filled, if applicable. 

Client Steps Agency Action Fees to 
be Paid 

Processing 
Time 

Person 
Responsible 

1. Submit the  
complete  
requirements 

1.1Receive 
documents and 
stamp “RECEIVED” 
and provide 
receiving copy 

None 5 minutes Assistant School 
Principal 

1.2 Check 
documents  
for completeness,  
accuracy, veracity  
and authenticity and  
fill out checklist of  
requirements  
  
Note: In case of  
lacking documents,  
inform applicants of  
the lacking  
documents needed,  
and to submit before  
the deadline 

None 30 minutes Assistant School 
Principal 

1.3 Forward the 
documents with the 
checklist of 
requirements to the 
School Head for 
signature 

None 10 minutes Assistant School 
Principal 

1.4 Sign the 
checklist of 
requirements 

None 30 minutes School Head 

1.5 Inform applicant 
of next steps* 

None 5 minutes Assistant School 
Principal 

TOTAL None 1 hour, 20 minutes 
  

Note: The documents will be forwarded to the Division Sub-Selection Committee in School for the 

initial evaluation of the applicant’s qualifications. 

 

 

 

2



Borrowing of Learning Materials from the School Library / Learning 

Resource Center and Utilization of E-Library 

The School Library / Learning Resource Center (LRC) provides learners and 

faculty with access to a wide range of print and non-print materials that support 

classroom instruction, independent study, and academic enrichment. The 

borrowing service allows users to temporarily take out learning resources for use 

inside or outside the school premises, following established policies to ensure 

responsible and equitable access. 

Office or 
Division: 

Schools Division Office – Caloocan 
Bagong Silang High School 

Classification:  Simple 

Type of 
Transaction: 

G2C (Government to Citizen) 

Who may 
avail: 

Learners, Parents, Guardians, Teachers, and Non- Teaching 
Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Standard Requirement 

Library Card – One (1) original copy  School Library 

Valid Identification Card, which 

may include, but is not limited to, 
the following:  
• Student ID  

• Philippine ID  
• Passport  

• Driver's License  
•Professional Regulation 

Commission (PRC) ID 
• Postal ID 

Client 

CLIENT 
STEPS 

AGENCY ACTION FEES 
TO BE 

PAID  

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

1. Log-in to 
the logbook 

1.1 Check entries in 
the logbook for 

completeness 

None 2 minutes Librarian / 
Designated 

School 
Librarian 

2. Fill-out 
Library Card 

and present 
it to the 

Librarian 

2.1 Receive and 
check the Library 

Card 

None 3 minutes Librarian / 
Designated 

School 
Librarian 

 2.2 Check for the 
requested Learning 
Material 

None 7 minutes Librarian / 
Designated 
School 

Librarian 

2.3 Provide Client 
with the Borrower’s 

Card 

None 2 minutes Librarian / 
Designated 

School 
Librarian 

3.Fill-out 
Borrower’s 

Card 

3.1 Check 
Borrower’s Card 

and clip it with the 
Library Card, then 

None 3 minutes Librarian / 
Designated 

School 
Librarian 
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issue the Learning 
Material 

 3.2 Provide Client 

with reminders on 
the rules on the 

use/return of the 
Learning Material 

None 3 minutes Librarian / 

Designated 
School 

Librarian 

TOTAL: None 20 minutes 
 

 

UTILIZATION OF E-LIBRARY 
 

CLIENT 

STEPS 

AGENCY ACTION FEES 

TO BE 

PAID  

PROCESSIN

G TIME 

PERSON 

RESPONSIBL

E 

1. Log-in to 

the logbook 

counter/Pres

ent Library 

Card 

1.1 Check entries in 

the logbook for 

completeness 

1.2 Receive and 

check the Library 

Card 

None 2 minutes Librarian / 

Designated 

School 

Librarian 

2. Proceed to 

the computer 

terminal 

2.1 Library 

personnel assist the 

researchers for 

online database 

access 

2.1.1 Register client 

to the different 

learning resource 

portals 

▪ STARBOOKS 

▪ https://lrmds.dep

ed.gov.ph 
▪ https://portal.dep

edncrlrms.com, 
▪ https://lrcalooca

n.wixsite.com/po

rtal 

None 7 minutes Librarian / 

Designated 

School 

Librarian 

 2.2 Check for the 

Learning 

Material/Education

al-related material 

None 2 minutes Librarian / 

Designated 

School 

Librarian 

2.3 If learning 

resources is 

available from the 

system, students 

are allowed to use 

the computer to 

None 30 minutes – 

1hour 

Librarian/Desi

gnated School 

Librarian 
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search and study 

inside the library. 

2.4 Provide Client 

with reminders on 

the rules on using 

the computer 

carefully and 

searching 

educational 

materials only.  

 

3.Log-out to 

the logbook 

counter/Clai

m library 

card 

3.1 Check if online 

database access is 

properly signed out. 

3.2 Check entries in 

the logbook for 

completeness 

3.3 Return the 

library card 

None 2 minutes Librarian / 

Designated 

School 

Librarian 

TOTAL: None 30 minutes – 1 hour 
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SCHOOL LEARNING RESOURCES MANAGEMENT AND DEVELOPMENT 

SYSTEM (LRMDS) 

The Learning Resources Management and Development System (LRMDS) is 

designed to support increased distribution and access to learning, teaching and 

professional development resources at the Region, Division and School/Cluster 

levels of DepED. (https://lrmds.deped.gov.ph) 

The School Learning Resources Management and Development System (LRMDS) 

offers tools to facilitate access to high-quality teaching and learning resources. 

It provides users with access to digital resources and acts as a central 

intermediary for learning, teaching, and professional development materials in 

both digital and non-digital formats. Access to all services is through the school 

e-library following its existing policies and procedures. 

Office or 
Division: 

Schools 

Classification:  Simple 

Type of 
Transaction: 

G2C (Government to Citizen) 
Government to Government (G2G) 

Who may 

avail: 

Learners, Parents, Guardians, Teachers, and Non- Teaching 
Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Standard Requirement 

Library Card – One (1) original copy  School Library 

Valid Identification Card, which 
may include, but is not limited to, 
the following:  
• Student ID  
• Philippine ID  
• Passport  
• Driver's License  
• Professional Regulation 
Commission (PRC) ID 
• Postal ID 

Client 

CLIENT 
STEPS 

AGENCY ACTION FEES 
TO BE 

PAID  

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

1. Log-in to 
the LRMDS 
or E-Library 
logbook 

▪ Check the school 
ID card to verify 
if a bonafide 
student 

▪ Check the ID 
card presented 
by parents and 
stakeholders, for 
record purposes  

None 2 minutes LR 
Coordinator/ 
Librarian / 
Designated 
School 
Librarian 

2. Access to 

Learning 
Resource 
Portal 

▪ Click the icon of 

STARBOOKS in 
the desktop. 

▪ Log-in using the 
register 

None 30 minutes 

to 1 hour 

LR 

Coordinator/ 
Librarian / 
Designated 
School 
Librarian 
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username and 
password 

▪ Select grade level 
▪ Select the 

learning area 
▪ Select desired 

topic/lesson 
▪ Click to view and 

explore 
▪ Click the 

STARBOOKS 
feedback form 

▪ Click Log-out  
 

Note: The same 
process applies to 
access other 
learning 
management 
portals. 
DepEd LMS: 
https://lrmds.depe
d.gov.ph/ 
NCR LMS: 
https://portal.depe
dncrlrms.com/ 
SDO-Caloocan 
https://lrcaloocan.
wixsite.com/portal 
 

3. Generate 
Feedback 

▪ Accomplish the 
CSM survey 
form 

▪ Sign-out from 
the logbook 

None 2-3 minutes LR 
Coordinator/ 
Librarian / 

Designated 
School 
Librarian 

TOTAL: None 1 hour 5 minutes 
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Enrollment - Online 
 
In line with DepEd Order No. 17, s. 2025, and to ensure timely enrollment of learners, schools 
are encouraged to offer online enrollment modalities. This can be facilitated by filling-out digital 
forms and submitting requirements through the official email address of the school or any 
available online platforms provided authorized by the school. 
 

Office or Division: Bagong Silang High School 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Learners / Parents / Guardians 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Standard Requirements 

Basic Education Enrollment Form (BEEF) – 
One (1) scanned copy (digital copy) 

Downloadable from DepEd Order No. 17, 
s. 2025 

Confirmation Slip – One (1) scanned copy 
(digital copy) 

School 

For students from private school with remaining balance 

Notarized Affidavit of Undertakings (for the 
temporary enrollment of transferring 
learners/students unable to provide proof of 
grade level due to having a remaining 
balance in a private school) – One (1) 
original copy 

Client 

For Grade 12 Enrollment Requirements (Continuing Learner) 

Basic Education Enrollment Form (BEEF) – 
One (1) scanned copy (digital copy) 

Downloadable from DepEd Order No. 17, 
s. 2025 

Grade 11 Report Card (SF9) / School 
Clearance, if required by the school 

Previous Adviser / School Registrar 

Confirmation Slip – One (1) scanned copy 
(digital copy) 

School 

For Balik-Aral Learner 
Balik Aral Learner Eligibility Standards from DepEd Order No. 17, s. 2025: 
● Philippine Educational Placement Test (PEРТ) Passer 
● Accreditation and Equivalency (A&E) Passer 

PSA Birth Certificate (formerly NSO) – One 
(1) original copy and one (1) photocopy 

Philippine Statistics Authority / Local Civil 
Registrar 

If the PSA Birth Certificate is not available 
during the time of enrollment, any of the 
following secondary documents may be 
provided: 
● National ID – One (1) original copy for 
verification, and one (1) photocopy 
● Certificate of Live Birth (Local Civil 
Registry - One (1) original copy and 
one (1) photocopy 
● PhilHealth ID - One (1) original copy 
and one (1) photocopy 
● Marriage Certificate of parents - One 
(1) original copy for verification, and 
one (1) photocopy 
● PWD ID - One (1) original copy for 
verification, and one (1) photocopy 
● Barangay certification that could 
establish the child's identity, including 
name of the child, date of birth, sex, 

Client 
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and name of parents g. Affidavit of 
undertaking to be executed by parents 
- One (1) original copy and one (1) 
photocopy 
● If, upon enrollment, the learner is 
determined to be a foundling, an NSO 
or PSA issued Certificate of Foundling 
- One (1) original copy and one (1) 
photocopy 
● Baptismal Certificate - One (1) original 
copy and one (1) photocopy 

For learners deemed eligible by passing the 
Accreditation and Equivalency (A&E): 
● A&E Certificate of Rating / 
Presentation of Portfolio Assessment 
(PPА) Certificate (1 original copy, 1 
photocopy) 

School/Learning Center/Division Office 

For Grade 12 (Transferee from Other School) 

Grade 11 Report Card (SF9) – One (1) original 
copy and one (1) photocopy 

Previous School 

Certificate of Good Moral Character – One (1) 
original copy 

Previous School 
 

PSA Birth Certificate – One (1) photocopy Philippine Statistics Authority / Local Civil 
Registrar 

Basic Education Enrollment Form (BEEF) – 
One (1) original copy 

Downloadable from DepEd Order No. 17, 
s. 2025 

Clearance / Honorable Dismissal (if required) Previous School 

ALS / PEPT / A&E Documents (if applicable) Previous School 

Client Steps Agency Action Fees to 
be Paid 

Processing 
Time 

Person 
Responsible 

For Regular Enrollment 

1. Submit complete 
documents through 
the school’s official 
platform/email 
address, along with 
the filled-out BEEF 

1.1 Download and 
print received 
documents, and 
check for completion 
 
Note: If requirements 

are incomplete, tag as 
temporarily enrolled. 

None 1 hour Registrar / 
 
Teacher-in- 
Charge / 
 
Adviser 

1.2 Provide Client 
with the status of 
enrollment 

None 5 minutes Registrar / 
 
Teacher-in- 
Charge / 
 
Adviser 

 1.3 Endorse list of 
enrollees to Records/ 
Registrar of 
Incoming 
Grade 12 / Balik-Aral 
/ Transferees 

None 5 minutes Registrar / 
 
Teacher-in- 
Charge / 
 
Adviser 

TOTAL None 1 hour and 10 minutes 
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Enrollment – Walk in 
 
This process details the procedure for formally accepting learners in the school for the school 
year. Clients shall complete the basic education enrollment form, confirmation slip, along with 
other specific requirements depending on their grade level and eligibility requirements. 
 

Office or Division: Bagong Silang High School 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Learners / Parents / Guardians 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Standard Requirements 

Basic Education Enrollment Form (BEEF) – 
One (1) scanned copy (digital copy) 

School Enrollment Desk 

Confirmation Slip – One (1) scanned copy 
(digital copy) 

School 

For students from private school with remaining balance 

Notarized Affidavit of Undertakings (for the 
temporary enrollment of transferring 
learners/students unable to provide proof of 
grade level due to having a remaining 
balance in a private school) – One (1) 
original copy 

Client 

For Grade 12 Enrollment Requirements (Continuing Learner) 

Basic Education Enrollment Form (BEEF) – 
One (1) scanned copy (digital copy) 

School Enrollment Desk 

Grade 11 Report Card (SF9) / School 
Clearance, if required by the school 

Previous Adviser / School Registrar 

Confirmation Slip – One (1) scanned copy 
(digital copy) 

School 

For Balik-Aral Learner 
Balik Aral Learner Eligibility Standards from DepEd Order No. 17, s. 2025: 
● Philippine Educational Placement Test (PEРТ) Passer 
● Accreditation and Equivalency (A&E) Passer 

PSA Birth Certificate (formerly NSO) – One 
(1) original copy and one (1) photocopy 

Philippine Statistics Authority / Local Civil 
Registrar 

If the PSA Birth Certificate is not available 
during the time of enrollment, any of the 
following secondary documents may be 
provided: 
● National ID – One (1) original copy for 
verification, and one (1) photocopy 
● Certificate of Live Birth (Local Civil 
Registry - One (1) original copy and 
one (1) photocopy 
● PhilHealth ID - One (1) original copy 
and one (1) photocopy 
● Marriage Certificate of parents - One 
(1) original copy for verification, and 
one (1) photocopy 
● PWD ID - One (1) original copy for 
verification, and one (1) photocopy 
● Barangay certification that could 
establish the child's identity, including 
name of the child, date of birth, sex, 
and name of parents g. Affidavit of 
undertaking to be executed by parents 

Client 
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- One (1) original copy and one (1) 
photocopy 
● If, upon enrollment, the learner is 
determined to be a foundling, an NSO 
or PSA issued Certificate of Foundling 
- One (1) original copy and one (1) 
photocopy 
● Baptismal Certificate - One (1) original 
copy and one (1) photocopy 

For learners deemed eligible by passing the 
Accreditation and Equivalency (A&E): 
● A&E Certificate of Rating / 
Presentation of Portfolio Assessment 
(PPА) Certificate (1 original copy, 1 
photocopy) 

School/Learning Center/Division Office 

For Grade 12 (Transferee from Other School) 

Grade 11 Report Card (SF9) – One (1) original 
copy and one (1) photocopy 

Previous School 

Certificate of Good Moral Character – One (1) 
original copy 

Previous School 
 

PSA Birth Certificate – One (1) photocopy Philippine Statistics Authority / Local Civil 
Registrar 

Basic Education Enrollment Form (BEEF) – 
One (1) original copy 

School Enrollment Desk 

Clearance / Honorable Dismissal (if required) Previous School 

ALS / PEPT / A&E Documents (if applicable) Previous School 

Client Steps Agency Action Fees to 
be Paid 

Processing 
Time 

Person 
Responsible 

For Regular Enrollment 

1. Fill-out the BEEF 1.1 Check the 
completeness of 
information in the 
BEEF and other 
relevant 
requirements 

None 15 minutes Registrar / 
 
Teacher-in- 
Charge / 
 
Adviser 

2. Submit complete 

requirements 

2.1 Receive and log 
complete 
requirements 
 
Note: If submitted 
requirements are 
deemed incomplete, 
tag as temporary 
enrolled and require 
Client to submit an 
Affidavit of 
Undertaking. 

None 15 minutes Registrar / 
 
Teacher-in- 
Charge / 
 
Adviser 

2.2 Provide client 
status of enrollment 

None 10 minutes  

2.3 Endorse list of 
enrollees to Records 
/ Registrar of 
Incoming Grade 12 / 
Balik-Aral / 
Transferees 

None   

TOTAL None 40 minutes 
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SCHOOL REGISTRAR CITIZEN’S CHARTER 
 
The School Registrar’s Office provides efficient and reliable services related to student enrollment, 
registration, academic records, and document processing. It ensures the accuracy, confidentiality, and 
safekeeping of student information while assisting learners, parents, faculty, and other stakeholders 
with their academic and administrative needs. The office is committed to delivering timely, organized, 
and student-centered services in support of the school’s educational mission. 
 

Office or Division: Schools Division Office – Caloocan 
Bagong Silang High School 

Classification: Simple 

Type of 
Transaction: 

G2B Government to Business 
G2C Government to Citizen 
G2G Government to Government 

Who may avail: Learners / Parents / Guardians 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Standard Requirements 

For Correction of Name 
1. Personal Request 
2. One (1) photocopy of the requesting 

person’s valid ID (ID must have a 
signature) 

3. PSA Birth Certificate  
▪ Original  
▪ 2 xerox copies 

4. Diploma  
▪ Original  
▪ 2 xerox copies 

5. CAV Form 1 
6. Affidavit of discrepancy 
7. Affidavit of two disinterested persons 
8. If with representative, secure Special 

Power of Attorney (SPA) with ID 

 
 
 
 
 

Applicant / Client 
 

 
 
 
 

Registrar Office 

 
Notary Public 

For Abroad 
1. Personal Request 
2. One (1) photocopy of the requesting 

               person’s valid ID (ID must have        
               signature) 

3. PSA Birth Certificate  
▪ Original  
▪ 2 xerox copies 

4. Diploma  
▪ Original  
▪ 2 xerox copies 

5. CAV Form 1 
6. If with representative, secure Special 

Power of Attorney (SPA) with ID 

 
 
 
 
 
 

Applicant / Client 
 
 
 
 

Registrar Office 

Notary Public 

For Diploma 
1. Personal Request 
2. One (1) photocopy of the requesting 

              person’s valid ID (ID must have a  
              signature) 

1. PSA Birth Certificate  
▪ Original  

 
 
 

 
Applicant / Client 
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▪ 1 xerox copy 
2. Affidavit of loss 
3. If with representative, secure an 

authorization letter with ID. 

 

Notary Public 

Applicant / Client 
 

For SF10 / Form 137 
1. School Request with complete Info. 
2. Identification Card - One (1) photocopy 

of any government-issued valid ID of 
the requesting person (ID must have a 

            signature). This may include, but is not 
            limited to the following: 

• Passport 
• Driver's License 
• PRC ID 
• Philippine Postal ID  

 
Present School 

 
 
 
 

Applicant / Client 

For SF 9 / Card 
1. Personal Request 
2. One (1) photocopy of the requesting 

               person’s valid ID (ID must have a  
               signature) 

3. Affidavit of loss 
4. If with representative, secure an 

authorization letter with ID  

 
 
 

Applicant / Client 
 

Notary Public 

Applicant / Client 
 

For School Certification 
1. Personal Request/Agency request 
2. Identification Card - One (1) photocopy 

of any government-issued valid ID of 
the requesting person (ID must have a 

            signature). This may include, but is not 
            limited to the following: 

• Passport 
• Driver's License 
• PRC I 

• Philippine Postal ID  

 
Applicant / Client / Government Agency 

 
 
 
 

Applicant / Client 

Client Steps  
 
 
 

Applicant / Client 

Fees to 
be Paid 

Processing 
Time 

Person Responsible 

1. Submit request 
and complete 
requirements 

1.1. Received the 
request form and other 
requirements. 

 
None 

 
1 minute 

Teacher Registrar 
 

AM 
Ms. Jhovie Lapastora 
Ms. Norie Baluyut 
Ms. Ruby Sanchez  
Ms. Jhes Marohomsalic  
 
PM 
Ms. Angie Sumait 
Ms. Donna Saverola 
 

1.2. Check the 
completeness of the 
submitted requirements 
and acknowledge receipt 
of the request. 
 
Note: Inform Client of 
lacking documents, if 
any. 

 
 
 

None 

 
 
 

2 minutes 
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1.3. Search for the 
appropriate Academic 
School Records 
(ASR) 
 
a. If the records are 
available, proceed to 2.1. 
 
b. If records are not 
available, proceed to 
2.1.b. 
 

 
 
 

None 

 
 
 

5 minutes 

 
 
 
 
 

Teacher Registrar 
 

AM 
Ms. Jhovie Lapastora 
Ms. Norie Baluyut 
Ms. Ruby Sanchez  
Ms. Jhes Marohomsalic  
 
 
PM 
Ms. Angie Sumait 
Ms. Donna Saverola 

1.4. Prepare the 
Validated Academic 
School Records 
(ASR) 

 
None 

 
3 minutes 

1.5. Inform Client that 
requested documents 
are available for pick up 

None  
1 minute 

1.6. Release the 
requested documents 
in a sealed brown 
envelope 

None  
1 minute 

 
 
 
 
 
 

2.1. Check and 
validate the 
correctness and 
completeness of the 
information in the RF 
 
a. if no 
discrepancy/ies 
proceed to 1.4. 
 
b. If with 
discrepancy/ies, 
inform the client and 
refer to the process 
on the correction of 
school entries proceed to 
2.2 
 

 
 
 
 
 

None 

 
 
 
 
 

 
 
 
 

2 minutes 

 
 
 
 

Teacher Registrar 
 

AM 
Ms. Jhovie Lapastora 
Ms. Norie Baluyut 
Ms. Ruby Sanchez  
Ms. Jhes Marohomsalic  
 
 
PM 
Ms. Angie Sumait 
Ms. Donna Saverola 

2.2. Inform the 
Applicant/client that there 
is no school record. 

TOTAL None 15 minutes 
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 Issuance of Card (Form 138) and Good Moral Certificate 
 
This service pertains to issuance of pertinent school records and certifications related to the 
learner that are in the custody of school and may be requested for the purpose of transferring 
the learner to another school or for any other legal purposes as deemed necessary. 
 
Office or Division: Bagong Silang High School – Guidance & Support Center 
Classification: Simple 
Type of Transaction: Government to Citizen (G2C) 
Who may avail: Learners and/or Parents/ Guardians 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Standard Requirements (upon request) 
Letter Request signed by the 
Parents/Guardians stating the request for 
Form 138 and good moral certificate, 
reason for request, and name of school to 
be transferred in 

Client 

Any government-issued valid ID with 
signature – One (1) original and one (1) 
photocopy  

Client 

For authorized representative (upon claiming) 
Authorization letter– One (1) original copy Client 
Any government-issued valid ID of the 
requesting person with signature – One 
(1) original and one (1) photocopy 

Client 

Client Steps Agency Action Fees to 
be Paid 

Processing 
Time 

Person 
Responsible 

1. Submit required 
documents 

1.1 Receive and 
check the 
submitted 
requirements for 
completion. 
 
Note: Inform 
Client when to 
claim the 
requested 
document. 

None 5 minutes Guidance 
advocate 

1.2 Verify with the 
Adviser the 
correctness of the 
information stated 
in the request 
letter; ask adviser 
to prepare the 
Form 138 
 

None 10 minutes Guidance 
advocate 

1.3 Prepare the 
requested 
documents and 
forward to the 
School Head for 
signature 

None 10 minutes Guidance 
advocate/adviser 
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2. Claim the requested 
document 
TOTAL 

2.1 Release the 
signed and sealed 
document to the 
Client 

None 10 minutes Guidance 
advocate 

2.2 Record in the 
school logbook 
the name of the 
Client, learner and 
the type of 
document issued 
by the school. 
 
Note: Ensure that 
the client affixes 
his/her signature 
in the logbook 

None 10 minutes Guidance 
advocate 

 None 45 minutes 
 
 
 
Public Assistance (E-mail/Social Media) 
 
For the ease of doing business, schools started to accommodate queries and complaints 
through their official email address and social media account/s. 
 
Office or Division: Bagong Silang High School – Guidance & Support Center 
Classification: Simple 
Type of 
Transaction: 

Government to Business (G2B 
Government to Citizen (G2C) 
Government to Government (G2G) 

Who may avail: Learners, Parents, Guardians, Teachers, and Non-Teaching 
Personnel, other Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Standard Requirements 
Complete information regarding the 
concern 

Client 

Client Steps Agency Action Fees to 
be Paid 

Processing 
Time 

Person 
Responsible 

1. Communicate 
details of concern 
via the office’s 
official email 
address or social 
media account 

1.1 Record the 
communication via 
tracker/logbook, 
download 
attachment (if any). 

None 5 minutes Guidance 
advocate 

1.2 For general 
questions or simple 
concerns, reply 
immediately. 
 
Note: For complex 
concerns, refer the 
concern to the 
concerned office; 
and reply to the 
client’s message with 

None 15 minutes Guidance 
advocate 
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an 
acknowledgement 
informing the client 
further that they will 
receive a separate 
answer or instruction 
for the next step. 
 

TOTAL None 20 minutes 
 

Public Assistance (Walk-in) 
 
Schools need to work with different individuals and organizations to strengthen partnerships 
that would benefit the learners and the DepEd community. Consequently, schools also have 
to address the concerns of their clients. 
 
Office or Division: Bagong Silang High School – Guidance & Support Center 
Classification: Simple 
Type of 
Transaction: 

Government to Business (G2B 
Government to Citizen (G2C) 
Government to Government (G2G) 

Who may avail: Learners, Parents, Guardians, Teachers, and Non- Teaching 
Personnel, other Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Standard Requirements 
Intake form – One (1) original copy Guidance advocate 
Valid Identification Card, which may 
include, but is not limited to, the following:  
• Student ID  
• Philippine ID  
• Passport  
• Driver's License  
•Professional Regulation Commission 
(PRC) ID 
• Postal ID 

Client 

Situational Requirements (if applicable) 
Referral form – One (1) original copy Guidance advocate 

Client Steps Agency Action Fees to 
be Paid 

Processing 
Time 

Person 
Responsible 

1. Proceed to the 
Guidance Office 
and communicate 
the concern or 
request assistance 

1.1 Receive the 
client; identify the 
nature of concern 
and provide an 
immediate reply for 
simple concerns 

None 5 minutes Guidance 
advocate 

1.2 Provide an intake 
form if needed 
 

None 5 minutes  

2. Fill out and 
submit required 
information or 
intake form 

2.1 Review 
submitted 
information and 
assess the concern 

None 10 minutes Guidance 
advocate 
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2.2 Route to the 
concerned office or 
schedule interview 

None 10 minutes  

3. Participate in an 
initial interview or 
discussion 
regarding the 
concern 

3.1 Conduct initial 
interview and 
determine 
appropriate support 
needed; log the 
session 

None 20-40 
minutes 
(depending 
on concern) 

Guidance 
advocate/Child 
Protection Officer 

3.2 Provide 
recommendations 
and close the case if 
resolved or continue 
support when 
needed. 

None   

TOTAL None Up to 1 hour depending on the 
concern 

 

18

Rectangle



 

Request for Certificate of Last Payment for Retired/Transferring 

Teaching/Non-Teaching Personnel (Implementing Unit) 

This service charter outlines the steps for retired or transferring teaching and non-teaching 

personnel in requesting for a Certificate of Last Payment, for whatever purpose it may serve them. 
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Health Services/School Clinic Citizen’s Charter  

To provide accessible, safe, and quality health services that promote the well-

being of learners, teachers, and school personnel. The school clinic is committed 

to delivering prompt and efficient basic healthcare services, health education, 

and emergency assistance to support a healthy school environment. 

Office or 
Division: 

Bagong Silang High School – School Clinic 

Classification:  Simple 

Type of 

Transaction: 

G2C (Government to Citizen) 

Who may 

avail: 

Learners, Parents, Guardians, Teachers, and Non- Teaching 

Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Standard Requirement 

School ID   

Incident report record 
Logbook 
Gate Pass/ Permit Pass (if the 

learners will send home) 

Clinic 

Valid ID of Parents, Guardians  

 

Client 

CLIENT 

STEPS 

AGENCY ACTION FEES 

TO BE 
PAID  

PROCESSIN

G TIME 

PERSON 

RESPONSIBL
E 

1.Log-in to 
the logbook 

1.1 Check entries in 
the logbook 
(learner’s basic 

information) 

None 2 minutes Learners, 
Parents or 
Guardians 

2.Assess the 

condition of 
the learner 

2.1 Check the body 

temperature, vital 
signs and pulse rate 
of the learners 

None 3 minutes School 

Clinician 

 2.2 Interview the 
learners about their 

unnecessary 
feelings. 

None 5 minutes School 
Clinician 

2.3 Give first aid if 
needed.  

None 2 minutes School 
Clinician 

 2.4 Records 
treatment given.  

None 3 minutes School 
Clinician  

3.Fill-out 
fetcher’s 
logbook (if 

the learners 
need to send 
home) 

3.1 Check the ID 
and entries of the 
fetchers in the 

logbook. 

None 3 minutes School 
Clinician 

 
 

3.2 Inform the 
Parents or 

Guardians of the 
learners about the 

None 3 minutes School 
Clinician 
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learners’ health 

condition.  

 3.3 If the condition 
of the learners 

needed immediate 
care refer them to 

the nearest hospital 
for medical 
evaluation and 

treatment. 

None 5 minutes School 
Clinician 

4. Fill-out the 

Gate Pass/ 
Permit Pass 

4.1 The Learners 

and the Parents or 
Guardians will fill-
out the permit pass 

before going outside 
the school premises. 

None 2 minutes Learners, 

Parents or 
Guardians 

 4.2 The permit pass 
with the school 

clinician signature 
and fetchers’ 
signature will be 

given to the guard 
stationed at the 
gate. 

None 2 minutes Learners, 
Parents or 

Guardians 

TOTAL: None 30 minutes 
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