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CURRICULUM AND INSTRUCTION DIVISION

1. Borrowing and Returning of Supplementary Learning Resources from
Library Hub
The Library Hub is a component of DepEd’s Learning Resource Management and
Development System (LRMDS) implementation at school or division levels, providing a
physical or hybrid service for borrowing educational materials to support teaching and
learning activities.
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CURRICULUM AND INSTRUCTION DIVISION

2. Registration for an Account in the LRMDS Portal
The Learning Resource Management and Development System (LRMDS) Portal is the
Department of Education’s official platform for accessing quality-assured learning
resources, teaching resources and professional development materials. Authorized
DepEd personnel must first register and secure approval from the Schools Division Office
(SDO). Once approved, users may log in to search, view, and download available learning
resources for instructional and to be used for teaching and learning process or other
school related activities.



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – ADMIN UNIT – CASH

1. Claiming of Checks for Payment of Obligation (made through Checks)
Payment of obligations of the Schools Division Office (SDO) is made either through
checks or List of Due and Demandable Accounts Payable – Advice to Debit Account
(LDDAP- ADA).

The Cash Section of the SDO’s Administrative Unit issues checks to Clients for payments
of obligation that were made through checks.

This service charter pertains to the steps in the claiming of the checks, and is a
continuation of the service charter on Payment of Obligation through Checks.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – ADMIN UNIT – CASH



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – LEGAL UNIT

1. Correction of Entries in School Records
This process covers the rectification of personal information in scholastic records. It is a
remedy for any graduate of public and private schools, including the Alternative
Learning System, whose school records contain error/s which is/are purely typographical
in nature, and which can be corrected by the issuance of a Resolution directing the
correction of such error/s.

*Corrections of learner information for currently enrolled learners may be processed through the
school using the Learner Reference Number (LRN). The school shall validate the request and
initiate the necessary correction following prescribed DepEd procedures.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – LEGAL UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – LEGAL UNIT

2. Legal Assistance to Walk-in Clients
This process is intended to establish the conduct, management, and treatment of legal queries
and/or concerns of internal and external clients.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PERSONNEL UNIT

1. Acceptance of Application for Reclassification of Teaching Positions
This service is to validate the classification level of teachers applying for reclassification.
The Personnel Section will assess and validate the documents submitted to be endorsed
to the Regional Office for approval.



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PERSONNEL UNIT

Note: All interested applicants to vacant positions, whether internal or external to DepEd, upon submission and acceptance of complete
mandatory documents for the position applied for on the set deadline, shall be initially evaluated based on applicants’ qualification vis-à-
vis CSC-approved QS Standards. Applicants shall then be notified 475 accordingly of the results through a written notice served through
official communication channels, in consonance with DepEd Order No. 7 s. 2023.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PERSONNEL UNIT

2. Acceptance of Employment (Non-Teaching and Teaching Related
Positions)
Any individual with an interest in applying for a position in the Department of Education
may submit his/her credentials and other requirements. This service charter outlines the
procedures on accepting employment applications for non-teaching and teaching-
related positions through online and walk-in applications.



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PERSONNEL UNIT

Note: All interested applicants to vacant positions, whether internal or external to DepEd, upon submission
and acceptance of complete mandatory documents for the position applied for on the set deadline, shall
be initially evaluated on the basis of applicants’ qualification vis-à-vis CSC-approved QS Standards.
Applicants shall then be notified accordingly of the results through a written notice served through official
communication channels, in consonance with DepEd Order No. 7 s. 2023.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PERSONNEL UNIT

3. Issuance of Certificate of Employment (COE)
Certificate of employment is issued upon request of previous and current DepEd
employee/s which shall serve as proof of evidence to verify employment history with
Department of Education.



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PERSONNEL UNIT

4. Issuance of Service Record (SR)
Service Record is issued upon request of previous and current DepEd employee/s for
purposes of employment verification, application, appointment and/or reclassification,
availing of loans, PAGIBIG/GSIS reconciliation of government service, and other matters
thereof.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PERSONNEL UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PROPERTY AND SUPPLY UNIT

1. Delivery Inspection and Acceptance of Tangible Assets (Supplies/ Materials/
Equipment) – Central Office (CO)-Procured with Logistics Services
In reference to DepEd Order No. 41, s.2021, this service refers to the systematic process of
verifying and confirming that delivered supplies, materials, and equipment meet the
required specifications, quality standards, quantities, and contractual terms before they
are formally accepted.

Specifically, this service covers the re-inspection of items procured by the Central Office
through a third-party service provider and delivered to the Schools Division Office. It
includes the conduct of a pre-inspection prior to the signing of the Delivery Receipt and
the subsequent physical inspection by the Inspectorate Team.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PROPERTY AND SUPPLY UNIT

2. Delivery Inspection and Acceptance of Tangible Assets (Supplies/
Materials/ Equipment) – Central Office (CO)-Procured
In reference to DepEd Order No. 41, s.2021, this service refers to the systematic process of
verifying and confirming that delivered supplies, materials, and equipment meet the
required specifications, quality standards, quantities, and contractual terms before they
are formally accepted.

Items procured by the Central Office and delivered to the Schools Division Office must
be reinspected through the conduct of pre-inspection before the signing of the Delivery
Receipt and the conduct of physical inspection by the Inspectorate Team.



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PROPERTY AND SUPPLY UNIT
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PROPERTY AND SUPPLY UNIT

3. Delivery Inspection and Acceptance of Tangible Assets (Supplies/
Materials/Equipment)
This service refers to the systematic process of verifying and confirming that delivered
supplies, materials, and equipment meet the required specifications, quality standards,
quantities, and contractual terms before they are formally accepted.



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PROPERTY AND SUPPLY UNIT

4. Request for Certificate of Final Acceptance or Certificate of Completion
This form is requested by the supplier upon completion of the delivery.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PROPERTY AND SUPPLY UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PROPERTY AND SUPPLY UNIT

5. Request for Supplier’s Performance Evaluation
The Performance Evaluation Form is requested upon completion of the delivery to
assess and monitor a supplier’s performance over a defined period.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – PROPERTY AND SUPPLY UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT

1. Issuance of Academic School Record (Referral from the School of the Non-
Availability of School Records)
This service provides the process of issuing the available academic school records of
learners/graduates endorsed by the school with no available academic school records in
accordance with DepEd Order No. 048, s.2017 (Policy and Procedural Guidelines on the
CAV of Basic Education School Records).
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT

2. Issuance of Academic School Records for Certification, Authentication, and
Verification (CAV) of ALS and PEPT Completers/Passers
This service provides the process of issuing the available academic school records of ALS
learners and PEPT completers/passers for the application of Certification, Authentication,
and Verification (CAV) in accordance with DepEd Order No. 048, s. 2017.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT

*Once the requested documents are received, proceed to the Regional Office for the issuance of CAV. Refer
to the Service Charter on “Certification, Verification and Authentication (CAV)” at the Regional Office.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT

3. Issuance of Academic School Records for Certification, Authentication, and
Verification (CAV) for Learners from Closed Private Schools
This service provides the process of issuing the academic school records of learners/
graduates of closed Private Schools available in the Schools Division Office for the
application of Certification, Authentication, and Verification (CAV) in accordance with
DepEd Order No. 048, s. 2017.



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT

**Once the requested documents are received, proceed to the Regional Office for the issuance of CAV. Refer
to the Service Charter on “Certification, Verification and Authentication (CAV)” at the Regional Office.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT

4. Issuance of Requested Documents – Walk-In
This service provides walk-in clients with certified true copies or photocopies of
documents in custody of the Records Unit, upon receipt of a valid request, subject to
verification in accordance with applicable guidelines on access to records and disclosure
of information.



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT

5. Issuance of Requested Documents (Online)
This service provides clients with certified true copies or photocopies of documents in
custody of the Records Unit, upon receipt of a valid request through/via official email,
subject to verification in accordance with applicable guidelines on access to records and
disclosure of information.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT



OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT

6. Handling of Incoming Communications
This refers to the process of receiving all official documents, letters, and requests
addressed to the Schools Division Office through walk-in or e-mail.
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OFFICE OF THE SCHOOLS DIVISION
SUPERINTENDENT – RECORDS UNIT



SCHOOL GOVERNANCE AND OPERATIONS DIVISION

1. Application for the Issuance of Government Recognition to Private Schools
(Kindergarten, Elementary, and Junior High School levels)
This service facilitates applications for formal Government Recognition from the
Department of Education to private basic education institutions (Kindergarten,
Elementary, and Junior High School) that demonstrate sustained, compliant, and
satisfactory operation. Recognition confirms that a school’s curriculum, facilities, faculty
qualifications, governance, and learner outcomes meet national standards and allows
the school to issue official, nationally recognized academic credits and diplomas.

After careful evaluation and validation at the Division Level, the application is then
forwarded to the Quality Assurance Division, Regional Office for the issuance of
Government Recognition.
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION

2. Application for the Issuance of Government Permit to Operate for the
Opening/Establishment of New Kindergarten, Elementary (Grades 1 to 6) and
Junior High School (Grades 7 to 10) Levels/Additional Grade Level for
Elementary (Grades 1 to 6) and Junior High School (Grades 7 to 10) for Private
Schools
This service facilitates applications of private schools to secure a Government Permit to
Operate, that authorizes a private school to open or establish a new Kindergarten,
Elementary (Grades 1–6) or Junior High School (Grades 7–10) program—or to offer
additional grade levels—for one school year. The permit certifies that the proposed
school/program meets Department of Education (DepEd) minimum standards for
curriculum, personnel, facilities, health and safety, and governance. Issuance is
contingent on submission of required documents, satisfactory documentary review, and
any required on-site verification.

After careful evaluation and validation at the Division Level, the application is then
forwarded to the Quality Assurance Division, Regional Office for the issuance of
Government Permit to Operate.
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION

3. Application for the Issuance of Special Orders (SO) for Graduation of Private
School Learners
Private schools with a provisional permit to operate within a certain school year (SY) or
prior to that school year must request the issuance of a special order to authorize the
graduation of their qualified Grade 12 learners.

This charter covers the procedures from the school's submission of the application to the
Schools Division Office (SDO) to the SDO's processing of the application and subsequent
endorsement to the Regional Office.
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION

4. Application for the Opening/Additional Offering of Senior High School
(SHS) Program for Private Schools
This service enables private schools to apply for a DepEd Provisional Permit to open a
Senior High School (Grades 11–12) program or to add new SHS tracks/strands. It
streamlines initial assessment and approval for schools that meet DepEd’s minimum
standards for facilities, staffing, curriculum, learning resources, and learner support,
ensuring safe, compliant, and high-quality Senior High offerings.
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION

5. Application for the Renewal of Government Permit to Operate of
Kindergarten, Elementary (Grades 1 to 6) and Junior High School (Grades 7 to
10) Levels of Private Schools
This service facilitates the application of private schools for the renewal of a Government
Permit by the Department of Education, authorizing a private school to continue
operation for Kinder, Elementary (Grades 1 to 6), and Junior High School (Grades 7 to 10)
levels), or program, subject to submission of required documents and compliance with
DepEd standards.

After careful evaluation and validation at the Division Level, the application is then
forwarded to the Quality Assurance Division, Regional Office for the issuance of Renewal
of Government Permit.



SCHOOL GOVERNANCE AND OPERATIONS DIVISION

57



SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION

6. Application of Summer Permit for Private Schools
This service involves the application of private schools for a Summer Permit from the
Department of Education, authorizing the conduct of summer classes or programs
subject to compliance with prescribed policies, standards, and requirements.



SCHOOL GOVERNANCE AND OPERATIONS DIVISION

7. Application for Tuition and Other Fees Increase, No Increase, and Proposed
New Fees of Private Schools
This service facilitates the application process for private schools seeking approval for
Tuition and Other School Fees (TOSF), whether for cases of no increase, an increase, or
new fee proposals. It ensures compliance with the Department of Education's (DepEd)
policies and guidelines, streamlining the evaluation and validation process for
stakeholders.
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION

8. Application for Voluntary (Temporary/Permanent) Closure of Private
Schools
Private schools voluntarily deciding to close all or part of its program or operations, either
temporarily or permanently, are required to submit documents for endorsement to the Regional
Office. The process ensures compliance with applicable policies and safeguards the rights and
welfare of learners and personnel by requiring the school to provide timely transfer credentials,
student records, and personnel documentation to affected parties and the SDO.

The SDO evaluates submissions, coordinates necessary notifications and record transfers, and
endorses closure to the Regional Office only after confirming that all protections and
administrative requirements have been met.

This service charter outlines the procedures in which a private school will apply for temporary or
permanent closure of all or part of its programs or operations. This service is connected to the
external service on “Endorsement of Voluntary (Temporary/ Permanent) Closure of Private
Schools”



SCHOOL GOVERNANCE AND OPERATIONS DIVISION
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION

9. Endorsement of Voluntary (Temporary/Permanent) Closure of Private
Schools
Private schools voluntarily deciding to close all or part of its program or operations, either
temporarily or permanently, are required to submit documents for endorsement to the Regional
Office. The process ensures compliance with applicable policies and safeguards the rights and
welfare of learners and personnel by requiring the school to provide timely transfer credentials,
student records, and personnel documentation to affected parties and the SDO.

The SDO evaluates submissions, coordinates necessary notifications and record transfers, and
endorses closure to the Regional Office only after confirming that all protections and
administrative requirements have been met.

This service outlines the succeeding procedures from the Client’s receipt of the Acknowledgment
Letter in relation to its application, to the Client’s turn-over of necessary documentary
requirements which will trigger the onward endorsement of the Schools Division Office of the
voluntary closure to the Regional Office.

Private Schools must provide learners affected by the closure with the necessary transfer
credentials at the end of the School Year.
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION

10. Recognition of Professional Development (PD) Programs – SDO Level
The Schools Division Office (SDO), through the Human Resource Development Section (HRDS)
and the Division Recognition Evaluation Committee (DREC), evaluates and recognizes
professional development programs and courses proposed by schools and learning centers. This
ensures alignment with the Philippine Professional Standards (PPST, PPSSH, PPSS) and NEAP
quality standards.



SCHOOL GOVERNANCE AND OPERATIONS DIVISION
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION



SCHOOL GOVERNANCE AND OPERATIONS DIVISION

11. Request for Basic Education Data
This service provides official access to DepEd basic education data — including enrollment
certifications; district-level master lists of schools and school heads with contact details; teacher
inventories; and key performance indicators — for legitimate use by school districts, public/private
schools, researchers, and other authorized requestors. Requests must state purpose and be
submitted through prescribed channels. Release of data follows the Data Privacy Act of 2012, its
IRR, and FOI rules to ensure lawful, secure, and appropriate disclosure.
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SCHOOL GOVERNANCE AND OPERATIONS DIVISION
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