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Republic of the Philippines
Department of Education

26 AUG 2014

DepEd ORDER
No. 40 s. 2014

ESTABLISHMENT, MERGING, CONVERSION, AND NAMING/ RENAMING
OF PUBLIC SCHOOLS, AND SEPARATION OF PUBLIC
SCHOOL ANNEXES IN BASIC EDUCATION

To: Undersecretaries
Assistant Secretaries
Bureau Directors
Directors of Services, Centers and Heads of Units
Regional Directors
Schools Division Superintendents
Heads, Public Elementary and Secondary Schools
All Others Concerned

1. The Department issues the enclosed Revised Guidelines on the
Establishment, Merging, Conversion, and Naming/Renaming of Public
Schools, and Separation of School Annexes in Basic Education. It aims to
provide comprehensive guidelines to streamline, synchronize and update the
aforementioned work processes.

2. The systems and procedures including the criteria set therein shall be used
as guide by the DepEd Central and Field Offices/Units as well as the Department's
external stakeholders to ensure that schools to be established, merged, converted,
and named/renamed and the school annexes separated from their mother schools
are in accordance with DepEd quality standards to enhance the delivery of basic
education.

3. All provisions of DepEd rules, regulations, and issuances, which are
inconsistent with these guidelines are hereby repealed or modified accordingly.

4. This Order shall take effect immediately upon its issuance.
5. Immediate dissemination of and strict compliance with this Order is
directed.

BR. ARMIN AN\LUISTRO FSC
Secretary

Encl.: As stated
Reference: DepEd Order: No. 29, s. 2011
To be indicated in the Perpetual Index under the following subjects:
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Madel: Guidelines Establishment Merging Conversion Revised
0476-June 27, 2014/7-3

DepEd Complex, Meralco Avenue, Pasig City 1600 g633—7208/633—7228/632-1361 'w!' 636-4876/637-6209 qw'vv.w.deped.gov.ph

7



Subject

L
II.

I1I.
Iv.

V.

VL

VIL
VIIL

IX.

XL
XII.

REVISED GUIDELINES FOR THE ESTABLISHMENT, MERGING, CONVERSION,
AND NAMING/RENAMING OF PUBLIC SCHOOLS, AND SEPARATION
OF PUBLIC SCHOOL ANNEXES IN BASIC EDUCATION

TABLE OF CONTENTS

Rt ONAIE L e e e e e e e e e
Legal Basis ... . i e e e e e e e e

Scope and ApPICatiON . . ... e e e e e e

Definition Of TeImMS L . e e e e

POliCY StatemEnt ... e e e e et e e e e e

Procedures

A, GeneralGuidelines . . ...... ..o e e e e
A.1 Establishmentof Schools ......... .
A.2 Separation of SChool ANNEXES . . . ittt i i e e e e
A3 Merging of SChoOIS .. vt it e e e e e e e
A4 Conversion of SChOOIS .. vttt e e

A.4.a High School classified as Non-Implementing Unit Into a High School
Classified as Implementing Unit .. ... ... . i e

A.4.b  School(s) into an Integrated School . ........ e e e e
A.4.c High School into a Science or Technical-Vocational School .................

A.5 Naming and Renaming of SChools . . .. .. . i e

B.  Criteria and Necessary Documents for Submission
B.1 Establishment of Schools . . ... .. . . . o e e
B.2 Separation of SChool ANNEX . . . . o ittt s i e e e e e
B.3 MergingofSchools . . ......... ..., R I
B.4 Conversion 0f SChOOIS . . . . v it i e e e e
B.4.a High School Classified as Non-Implementing Unit into a High School
Classified as Implementing Unit . . ........... it
B.4.b. Elementary/Secondary School(s) into an Integrated School . ... ... .........
B.4.c High School to a Science or Technical-Vocational School
B.4.c.1 High School to a Science High School ........ ... .. ... ........
B.4.c.2 High School to a Technical-Vocational School . .. ...................

C.  Procedural GUIdElNES . . .. ot it o it e e e e e e e e e

Monitoring and Evaluation .. ... .. . o i i e e e e e
Repealing Clause . . . . oottt i e e e e e e
SpeCial PrOVISION . . oot e e e e e e
TranS i OrY PrOVISIONS . & o i it o i it it e et e e e e e
Effectivity .. .. e e et e et e e

RE OIS . o v vt ittt e e e e e e e e e e e e e e

Page

20



ANNEXES Page
A FIOW ChAMt . .. oo et e e e e 33
B DepEd Order No. 29, s. 2011 — Revised Guidelines on the Naming and Renaming of Schools . .. ... ... 35

C Checklists of Documents

C-1 Application for Establishment of Public Elementary / Secondary Schools . . .. ................ 40
C-2 Separation of SChOOl ANNEX . . . oo it i e e e 42
C-3 Merging of Elementary/Secondary Schools . . .. ... ... i e 43
C-4 Conversion of SChOOIS . . ... . v i i e 44

D  Sample Evaluation Sheets

D-1 Establishment of Public Elementary/ Secondary Schools .. . . ..o v i e e 47
D-2 Separation of SChoOl ANNEXES . .« v v v vttt it ot ittt e e e e e e 54
D-3 Merging of SChools . . ... oot it e e e e e 59

D-4 Conversion of Schools
D-4a High School classified as Non-Implementing Unit into a High School Classified as

Implementing Unit . . .. .ottt it e e e 64

D-4b  School(s) into an Integrated School
D-4b.1 Thru Expansion of an Existing Elementary or Secondary School . .. ............ 66
D-4b.2 Thru Merging or Combination of Existing Elementary and Secondary Schools . . . .. 71
D-4c  High School to a Science High School . .. .. .. .. oo e 76
D-4d High School to a Technical-Vocational School . .. . ..o vi oo i it i i e e e 80

E Samples of Memorandum of Agreement
E-1 Between LGU and SDS, on Establishmentof Schools . . .. ....... ... ... 85
E-2 Between the School Head of Mother School and OIC/TIC of its School Annex, on Separation of
the Latter from the Former . ... o oot i i e e e e e 89
E-3 Between the Schools Division Superintendent and the School Heads/OICs/TICs of Existing
Schools of the Same Level, on Mergingof Schools . . ... ... ... e ee 93
E-4 Between the Schooi Head and OIC of Existing Elementary and Secondary School,

on Conversion to Integrated SChool . . . . . ... .. i e 97

F Glossary of Acronyms and Abbreviations. . . .. v v it L e e et e e 101



(Enclosure to DepEd Order No. 40, s. 2014)

REVISED GUIDELINES ON THE ESTABLISHMENT, MERGING, CONVERSION,
AND NAMING/RENAMING OF PUBLIC SCHOOLS, AND SEPARATION OF
PUBLIC SCHOOL ANNEXES IN BASIC EDUCATION

I. RATIONALE

The Department of Education (DepED), recognizing the complexity of issues
brought about by the passage of different laws and issuance of rules and
regulations, concerning or pertaining to establishment, merging, conversion and
naming/renaming of public elementary and secondary schools as well as the
separation of school annexes, has found it necessary to formulate a set of standard
and uniform policy guidelines on the matter.

The Order provides comprehensive guidelines to streamline, synchronize and
update the process on the aforementioned concerns.

II. LEGAL BASIS

Section 3 of Republic Act No. 9155 (RA 9155), otherwise known as the Governance
of Basic Education Act of 2001, provides that one of said Act’s purposes and
objectives is to establish schools as facilities where schoolchildren are able to learn
a range of core competencies prescribed for elementary and high school education
programs.

Corollary to this, Section 7 of RA 9155 mandates that the Regional Director shall
have the authority, accountability and responsibility for approving the
establishment of public elementary and secondary schools and learning centers.

Likewise, RA 9155 provides that in addition to the powers of the Secretary of
DepED under existing laws, he/she shall have the authority, accountability, and
responsibility to formulate national education policies and promulgate national
educational standards.

Finally, in the establisment, merging and conversion of public schools and
separation of public school annexes in basic education, RA 9155 requires that the
Secretary of DepED shall be guided by Section 10 of said Act which states among
others that resources appropriated for the field offices are adequate and that
resources for school personnel, school desks and textbooks, and other
instructional materials intended are allocated directly and released immediately by
the Department of Budget and Management (DBM) to said offices.

III. SCOPE AND APPLICATION

These guidelines shall apply to the establishment, merging, conversion, and
naming/renaming of public schools and separation of school annexes, under the
control and supervision of the DepED.

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
and Separation of Public School Annexes in Basic Education
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These guidelines shall include systems and processes as well as standards and
criteria to be used by DepED and its stakeholders.

IV. DEFINITION OF TERMS

As used in these guidelines, the following terms shall be defined as follows:

1.

School is a public educational institution, under the control and
supervision of the Department of Education, undertaking educational
operation with a specific age-group of pupils or students pursuing defined
studies at defined levels, receiving instruction from teachers, usually
located in a building or a group of buildings in a particular physical or
cyber site.

School Head is a person responsible and accountable for the
administrative management and instructional supervision of the school or
cluster of schools.

Establishment of School is the process of initiating, instituting,
organizing, operating, conducting and maintaining a new school, in a
barangay, municipality, city or province by administrative authority of the
DepED Regional Office.

DepED School Identification (ID) is a unique six-digit number assigned to
every school for purposes of identifying schools listed in the database of
DepED’s Enhanced Basic Education Information System (EBEILS). It is also
used as a system of distinguishing schools with the same name but located
in different school districts/divisions/regions.

Mother or Main School is a school which maintains full administrative
management and instructional supervision and control over one or more
school annex(es).

School Annex is an existing public school campus that is fully dependent
on its mother school but located in another school site. School annexes are
issued separate DepED School IDs for purposes of school site identification.
Administration, management and instructional supervision and control
rests with the mother school.

Multigrade School is a school that has at least two (2) grade levels
combined in one (1) class either as a pedadogical strategy or due to
enrolment.

Separation of School Annex is the process of detaching an existing school
annex from its mother school to become a separate and independent
school.

Renaming of School is the changing, modification or correction of the
name of an existing school.

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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10.

11.

12.

13.

14.

15.

16.

17.

Conversion of School(s) is the process of changing, altering or transferring
of the status, character of the curricular offerings or the administration,
maintenance, supervision and conduct of a school from its present status,
character, administration or management.

Catchment Area is the area within a two-kilometer (2-km) radius and one-
kilometer (1 km) radius from any existing public school in rural and urban
areas, respectively.

Elementary School is a public school offering elementary education
primarily concerned with providing basic education which corresponds to
Kindergarten to Grade 6. The entrant age to this level is typically five (5)
years old.

Regular High School is a public school offering secondary education level,
following elementary education level primarily concerned with continuing
basic education which corresponds to four (4) years of high school, or six
(6) years of high school upon the full implementation of K to 12 Law.

Pursuant to Section 7 of Republic Act No. 6655, otherwise known as the
“Free Public Secondary Education Act of 1988,” all Public Secondary Schools
nationwide shall be considered as National High Schools. Regular High
School shall include all existing schools named as General Comprehensive,
Municipal and Barangay High Schools.

Regular High School with Special Curriculum Program is a school
offering enriched programs in special education, mathematics, sciences,
creative arts, sports, journalism, foreign languages, technical and
vocational, Information Technology (IT), entrepreneurial courses, or other
similar fields of specialization, in addition to the core curriculum in basic
education.

High School With Fiscal Autonomy (Implementing Unit) is a public high
school which meets the requirements set forth under DepED Order No. 60,
s. 2011 entitled “Implementing Guidelines- on the Direct Release of
Maintenance and Other Operating Expenses (MOOE) Allocations of Schools to
the Respective Implementing Units” and Item 3.a of DepED Order No. 77, s.
2010 entitled “Guidelines on the Allocation/Deployment of New Teaching,
Teaching-Related and Non-Teaching Positions for FY 2010,” thus, receiving
its allotment directly from the DBM.

High School Without Fiscal Autonomy (Non-Implementing Unit) is a
public secondary school which does not meet the requirements set forth
under DepED Order No. 60, s. 2011 and DepED Order No. 77, s. 2010,
and as such, does not receive its allotment directly from the DBM.

Merging of Schools is the process of joining or combining of two (2) or
more existing schools of the same level adjacent to each other into one
(1) school.
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18. Integrated School is a school that offers complete basic education from
Kindergarten to Grade 10, or Kindergarten to Grade 12 upon the full
implementation of K to 12 Law, in one school site and has unified
instructional program.

19. Science School is a specialized school that offers the accelerated
curriculum on Science and Mathematics, information and technology, with
required courses and a wide selection of electives, and opportunities for
independent student research.

20. Technical-Vocational School is a specialized school which implements
technical-vocational education programs major in areas such as but not
limited to agriculture, fisheries, and arts and trades. The technical-
vocational course to be offered should be aligned with existing Technical
Education and Skills Development Authority (TESDA) Training Regulations
and should be relevant to the needs of the community/local industry.

21. Stakeholder is any person, school, recognized Parent-Teacher Association
(PTA), Local Government Unit (LGU), and other organizations that has
professional or civic interest or concerns for the interest of the schools and
their students.

V. POLICY STATEMENT

It is hereby declared the policy of the DepED to protect and promote the right of
all citizens to quality basic education and to make such education accessible to
all Filipino children. Each child shall have the right to basic education and that
no child shall be discriminated.

The Department shall therefore, establish and maintain schools and learning
centers as facilities where schoolchildren are able to learn a range of core
competencies, or provided with alternative learning programs.

The Department maintains policies to guide its Implementing Units and
stakeholders on the establishment, merging, conversion, and naming/renaming
of public schools, including separation of school annexes from its mother school.
For policy standards, the Department shall issue a set of updated, unified,
standardized, synchronized, streamlined processes, rules and criteria relative
thereto.

VI. PROCEDURES
A. GENERAL GUIDELINES
1.  The Schools Division Offices (SDO) nationwide shall annually identify,

determine, prioritize and initiate the move for the establishment, merging,
conversion and naming/renaming of public schools in basic education as

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
and Separation of Public School Annexes in Basic Education
Page 4



well as the separation of school annexes, as needed. This should also be
included in the Budget Proposal for DepED, for funding requirements for
the crucial items needed on a multi-year basis (e.g. over a five-year period),
such as the creation of teaching and non-teaching items, construction of
school buildings/classrooms, provision of school desks/armchairs, and
other facilities and requirements for the school’s operation.

2.  Processing of requests, whether initiated by the Central, Regional or
Division Offices, or any stakeholder, must be in accordance with DepED
criteria and standards set under these guidelines. (Refer to Annex A for
the Work Flow Process including timelines). No request based on a piece-
meal basis shall be entertained by the SDO.

3. All requests shall be evaluated by the Division Review and Evaluation
Committee (DREC) organized by the Schools Division Superintendent
(SDS). Favorable recommendations thereon by DREC shall be validated by
the Regional Inspectorate Team (RIT) and approved by the Regional
Director. The latter shall prepare a summary list of schools/school
annexes to be established, separated and converted, indicating the
budgetary requirements for Personal Services (PS), MOOE and Capital
Outlay (CO), on a multi-year basis (over a five-year period), for
presentation by the Regional Director at the National Management
Committee (MANCOM) meeting. The National MANCOM shall have
oversight powers in taking into consideration the equitable distribution of
DepED resources which will be the basis for the DepED Budget Proposal.

4. Budget Proposals of the Regional Office shall be subject to confirmation by
the Department Secretary through the issuance of a DepED Order,
enumerating therein the newly established, separated, merged, converted
and named/renamed schools with corresponding DepED School IDs.

A.1 On Establishment of Schools

1. Establishment of schools shall be considered upon compliance with the
criteria set under Part VI, Item B.1 of these guidelines.

2. Priority needs of DepED for the establishment of schools based on
current enrolment and inventory data from the EBEIS shall also be
considered. Catchment areas with schools found with a large number
of enrollees based on standard classroom-student ratio and other
relevant EBEIS data (e.g. distance, topography, area, presence of
GASTPE recipient school) shall be taken into consideration.

3. It shall be the policy of DepED not to establish new school annexes.
Thus, after the effectivity of these guidelines, all requests for the
creation of school annexes shall be treated as requests for
establishment of new schools.

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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4. Cost estimates on the establishment of schools to be included in the
Budget Proposal per region on a multi-year basis (e.g. over a five-year
period) shall be based on the existing DepED ceilings for the
construction of school buildings, creation/allocation for teaching and
non-teaching items and other crucial resources. For equitable
distribution of resources and due to funding constraints, the DepED
Central Office shall set a budget ceiling per region, based on actual
needs.

5. A school that is operating but not established pursuant to existing
DepED Orders, rules and regulations or by law passed by Congress
(and has received a DepED School ID from the DepED Central Office)
shall comply with the requirements set under these guidelines within
one (1) school year from its issuance; otherwise, the school recognition
shall be automatically considered cancelled. Until such requirements
are complied with, the school may not be entitled to crucial resources
such as permanent plantilla items, instructional materials, MOOE, CO,
etc.

6. The proposed school’s operation may be authorized on a gradual basis
(e.g. for elementary level, the proposed school may accept Grade 1
enrollees for the first year of operation, then may progress to Grade 2
up to Grade 6 in the succeeding years), or the proposed school may be
allowed to offer a multi-level curriculum, provided the criteria on the
minimum enrolment set under these guidelines are met.

7. No public school shall be established without the availability of a
school site duly documented as DepED property through a title or
evidence of ownership or Deed of Donation or Contract of
Usufruct for 50 years or other modes of acquiring ownership. Tax
Declaration and Resolution issued by the LGU donating lots to
DepED cannot be considered as substitute ownership document.
Procurement of school site using DepED funds shall not be allowed,
except if there is a fund specifically appropriated by law for this
purpose. Absolute and gratuitous donation is encouraged in acquiring
school sites.

8. Clearance shall be secured from the concerned government offices prior
to any establishment of a school. No school shall be established on
identified high-risk or disaster-prone areas (either man-made or
natural). Land characteristics must be of good elevation to avoid
flooding and soil erosion. It must have good natural drainage, and safe,
healthy and potable water supply.

9. The construction of make-shift and/or demountable classrooms/school
building and the temporary use of LGU facilities like covered
gymnasium, barangay halls and other structures shall not be allowed
in the establishment of schools.

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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10.

11.

The SDO shall take into account additional classrooms to be built in
the various school building programs such as the Public-Private
Partnership Program in determining the need for the establishment of
schools.

Applications for the establishment of schools to be named as Integrated
Schools, Science High Schools, Technical-Vocational Schools, Rural
Farm Schools and others shall comply with Part VI, Items A.1 and B.1
(On Establishment of Schools), and applicable provisions of Part VI,
Items A.4 and B.4 (On Conversion of Schools) of these guidelines.

A.2 On Separation of School Annexes

1.

The SDS, in consultation with the school head of the mother school,
together with the stakeholders, may initiate the separation of a school
annex, provided said school annex is offering complete elementary or
secondary education program, subject to compliance with the criteria
set under Part VI, Item B.2 of these guidelines.

Priorities in the separation of school annexes shall be given to those
schools with separate appropriation in the General Appropriations Act
(GAA) and/or to those schools that are difficult to administer and
supervise considering the distance from their mother schools.

A school annex (with a separate DepED School ID) shall remain with its
mother school once determined by the Planning and Research Section/
DREC/RIT to be incapable of complying with existing rules and
regulations on separation of school annexes. In such a case, its
DepED School ID shall be considered automatically revoked, and shall
thereafter, adopt or use the DepED School ID of the mother school with
the corresponding label to show that it is an annex.

The Officer-In-Charge (OIC) or the Teacher-In-Charge (TIC) of the
school annex shall be given priority in the appointment to a School
Head item, provided that he/she meets the Qualification Standards
(QS) set by DepED.

The SDS shall decide as to which teaching and non-teaching plantilla
items already assigned in the school annex shall be transferred to the
said school. However, in case the school annex is determined to have
excess teachers based on the EBEIS Data on Teacher Requirement
Analysis for the current school year, the SDS shall identify and recall
the concerned teachers back to their mother school or shall be
transferred to other schools with shortage of teachers, subject to the
existing rules and regulations stipulated under DepED Order No. 22, s.
2013 entitled “Revised Guidelines on the Transfer of Teachers from One
Station to Another.”

Revised—&uidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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6. The school site, school building, equipment, furnitures, teaching
materials and other school properties used by the school annex shall
also be automatically transferred and recorded or booked in the name
of the new school.

7. No separation of a school annex shall be approved by the Regional
Director without an endorsement by the School Head of the mother
school and recommendation by the SDS. In case said School Head fails
or refuses to endorse the same within fifteen (15) days from receipt of
the application, the SDS shall retrieve the application and forward the
same to the Regional Director who shall then decide whether or not to
proceed with the proposed separation of the school annex, in
accordance with these guidelines. This rule also applies in case the
SDS fails or refuses to recommend such application.

A.3 On Merging of Schools

1. Elementary or secondary schools may be merged into one school, provided
the following conditions exist:

a. The schools to be merged are of the same level and adjacent to each
other. Adjacent shall mean two or more elementary or secondary
schools that are, as far as practicable, contiguous, compact, or
located within a radius of not more than 100 meters from each other
within the same schools division;

b. There are not enough items for teachers and school heads that
would justify the establishment of a separate elementary or
secondary school;

c. There are inadequate equipment and resources to support the
operation of a separate elementary or secondary school; and

d. The adjacent school is under-utilized.

2. The SDS shall designate one (1) School Head for the merged schools. In
case the schools merged have two (2) school heads, the most qualified and
eligible school head shall be designated by the SDS as recommended by
the Division Personnel Selection Board. The School Head who will not be
selected shall be re-assigned by the SDS to another school, preferably to
the nearest school within the schools division needing his/her services.

3. Once the merging of schools is approved by the Regional Director, the
School Head shall work on the following:

a. Issuance of a DepED School ID under the name of the merged
schools, and the subsequent cancellation of the old DepED School
ID;

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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b. In case of merging of secondary schools:
b.1 Issuance of agency code, if none yet;

b.2 Transfer of the corresponding appropriations and Direct Release
of Funds to the merged schools, if ready to assume the
responsibility as Implementing Unit;

b.3 Merging of plantilla items of the merged high schools into one (1)
Personal Services Itemization and Plantilla of Personnel
(PSIPOP). Excess teaching and non-teaching plantilla items
based on the existing DepED-DBM Staffing Standards shall be
transferred to other schools in need of such positions; and

c. Recording or booking up of school properties under the name of the
merged schools.

4. The criteria and necessary documents for submission with regard to
merging of schools are stipulated under Part VI, Item B.3 of these
guidelines.

A.4 On Conversion of Schools

a. Conversion of a High School without Fiscal Autonomy (Non-
Implementing Unit) into a High School with Fiscal Autonomy
(Implementing Unit)

1. A high school without fiscal autonomy may be converted into an
Implementing Unit, subject to the criteria set under Part VI, Item B.4.a
of these guidelines.

2. The SDS shall request DepED Central Office through the Regional
Office, for the issuance of Agency Codes to qualified high schools. All
requests evaluated and endorsed by the Regional Office shall be verified
and validated by the Accounting Division, Finance Service (FS), DepED
Central Office. Requests found in order shall be forwarded to the DBM
for approval.

b. Conversion of School(s) into an Integrated School

1. Conversion into Integrated School is the expansion of an elementary
or secondary school, or the combination of existing elementary and
secondary schools adjacent to each other into one (1) school to offer
complete basic education. Thus, the establishment of an Integrated
School (IS) may be done thru the expansion of an existing elementary or
secondary school, or the combination of elementary and secondary
schools adjacent to each other to offer complete basic education. The

Rewsed Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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aforesaid conversion shall be authorized subject to compliance with at
least three (3) of the following conditions, whichever are applicable:

a. There are no schools offering complete basic education within the
catchment area;

b. The number of elementary graduates does not warrant the
establishment of a separate secondary school;

c. There are not enough items for teachers and school heads that
would justify the establishment of separate elementary and
secondary schools;

d. There is difficulty in acquiring a school site of the secondary
school; or

e. There are inadequate equipment and resources to support the
operation of separate elementary and secondary schools.

2. Schools with excess classrooms of at least four (4) for elementary or
seven (7) for high school, and/or those with capacity for expansion are
encouraged to apply for establishment of IS.

3. The SDS shall designate one (1) School Head and an Assistant School
Head, in case the IS has at least thirty (30) teacher-population. In case
the IS has two (2) school heads, the most qualified and eligible school
head shall be designated by the SDS as recommended by the Division
Personnel Selection Board. The School Head who will not be selected
shall be re-assigned by the SDS to another school, preferably to the
nearest school within the schools division needing his/her services. The
School Head to be designated must satistfy the QS of a School Head for
secondary school. However, the Elementary School Head designated to
a newly established IS may be given a chance to satisfy the QS
requirements of a secondary school until such time that the four (4)
years in the secondary school is completed to qualify as School Head of
an IS. The SDS shall ensure that the Elementary School Head must
undergo the appropriate Administrative Management and Instructional
Supervision skills training.

4. Once the IS is approved by the Regional Director, the School Head shall
work on the following:

a. Issuance of a DepED School ID under the name of IS, and the
subsequent cancellation of the old DepED School ID, if any;

b. Issuance of agency code, if none yet;

c. Transfer of the corresponding appropriations and Direct Release of
Funds to the IS;

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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d. Merging of plantilla items of the concerned elementary and
secondary schools into one (1) PSIPOP. Excess teaching and non-
teaching plantilla items based on the existing DepED-DBM Staffing
Standards shall be transferred to other schools in need of such
positions; and

e. Recording or booking up of school properties under the name of the
IS.

5. The criteria and necessary documents for submission with regard to the
conversion of school into an IS are stipulated under Part VI, Item B.4.b
of these guidelines.

6. It shall be the policy of DepED not to separate or split existing IS. Thus,
after the effectivity of these guidelines, all requests for separation or
splitting of IS shall not be allowed.

c. Conversion of a High School into a Science or Technical-Vocational
School

1. High schools may be converted into a science or technical-vocational
school subject to the criteria set under Part VI, Item B.4.c of these
guidelines.

2. It is encouraged to convert existing high schools that have a potential
to be science or technical-vocational schools instead of establishing
new ones, to maximize available resources.

3. The expansion of curricular offerings such as special programs for
sports, journalism, special science, special education, foreign
language, and others in a regular school does not require the
renaming or converting of such school. The implementation of
Special Curricular Programs shall be guided by the following DepED
issuances:

Special Programs DepED Issuances

a. Special Education e DepED Order No. 15, s. 2014 - FY 2014
Guidelines on the Utilization of Financial
Assistance to Schools Implementing Special
Curricular Programs

e DepED Order No. 99, s. 2009 - Organization
of Headstart Classes for the Gifted and
Talented Preschoolers

¢ DepED Order No. 6, s. 2006 — Policies and
Guidelines for Special Education at the
Secondary Level

¢ DECS Order No. 11, s. 2000 - Recognized
Special Education (SPED) Centers in the
Philippines

and Separation of Public School Annexes in Basic Education

Page 11



Special Programs

DepED Issuances

DECS Order No. 26, s. 1997 -
Institutionalization of SPED Programs in All
Schools

DECS Order No. 117, s. 1987 — Policies and
Guidelines for Special Education

. Special Science for
Elementary Schools

DepED Order No. 15, s. 2014

DepED Order No. 57, s. 2011 - Policy
Guidelines in the Implementation of the
Special Science Elementary Schools (SSES)
Project.

. Special Program for
the Sports

DepED Order No. 15, s. 2014

DepED Order No. 46, s. 2012 - Policy
Guidelines on the Implementation of Special
Curricular Programs at the Secondary Level

. Special Program for
the Arts

DepED Order No. 15, s. 2014
DepED Order No. 46, s. 2012

. Special Program for
Journalism

DepED Order No. 46, s. 2012

. Science, Technology
and Engineering
Program (formerly
ESEP)

DepED Order No. 15, s. 2014

DepED Order No. 55, s. 2010 - Policies and
Guidelines on Strengthening Science and
Mathematics Education at the Secondary
Level

DepED Order No. 40, s. 2010 — Expansion of
S & T Oriented (ESEP) High Schools Effective
SY 2010-2011

DepED Order No. 41, s. 2004 - Revised
Curriculum of the 110 S & T Oriented (ESEP)
High Schools

DECS Order No. 37, s. 1998 — The
Establishment of Pilot Provincial Science and
Technology High Schools

DECS Order No. 69, s. 1993 — Science High
School

. Special Program in
Foreign Languages

DepED Order No. 55, s. 2009 — Guidelines on
Offering Foreign Languages Like Spanish,
French, and Nihongo (Japanese) as Elective
subjects in the Third and Fourth Year Levels
of High School

. Strengthened
Technical-Vocational
Education Program
(STVEP)

DepED Order No. 67, s. 2012 — Guidelines on
the Implementation of STVEP and Technology
and Livelihood Education (TLE) Curriculum
DepED Order No. 65, s. 2012 - Creating
Technical-Vocational (TechVoc) Unit Under
the Bureau of Secondary (BSE) and Dissolving
the Technical Vocational Task Force (TVTF)
for Secondary Education

DepED Order No. 46, s. 2012

DepED Order No. 89, s. 2010 — Manual of
Operations for the Technical and Vocational
Public Secondary Schools

DepEd Order No. 72, s. 2010 — Guidelines on

the Adoption of the STVEP by Other Public
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Special Programs DepED Issuances
Secondary Schools

* DepED Order No. 78, s. 2009 — Guidelines on
the Implementation and Operationalization of
the Regional ICT Technical-Vocational High
Schools Effective SY 2009-2010

e DepED Order No. 73, s. 2009 — Prescribing
the Minimum Tools and Equipment
Standards for Technical-Vocational Public
High Schools

¢ DepED Order No. 69, s. 2009 — Additional
Curriculum Guidelines for the 282 Technical-
Vocational Secondary Schools Effective SY
2009-2010

¢ DepED Order No. 48, s. 2007 — Decentralizing
Management of the STVEP

A.5 On Naming and Renaming of Schools

1. Section 99 (d) of Republic Act No. 7160 (Local Government Code of 1991)
authorizes the Local Sanggunian to change the name of schools through
an ordinance, with the Local School Board as the recommending body.
In addition, all public schools may be named or renamed by the
President through a proclamation, or by Congress through legislation.
Thus, approval by the Department Secretary on the naming and
renaming of such schools is no longer necessary, pursuant to DepED
Order No. 29, s. 2011 entitled “Revised Guidelines on the Naming and
Renaming of Schools.” For purposes of this Order, all the provisions of
said DepED Order No. 29, a copy of which is hereto attached as Annex B,
shall remain in full force and effect.

2. All public high schools with DepED School IDs are considered national
high schools. The renaming of a public high school into a national high
school shall be done consistent with the provisions of DepED Order No.
29, s. 2011.

3. For purposes of monitoring and updating DepED records, the School
Head shall furnish the concerned DepED offices/units in the central,
regional and schools division offices, especially the person in-charge of
EBEIS with a copy of the Municipal or City Ordinance approving the
naming and renaming of school.

B. CRITERIA AND NECESSARY DOCUMENTS FOR SUBMISSION

The criteria set hereunder per type of request must be satisfied, and the
documents specified therein must all be complied with by the requesting party.

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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B.1 ESTABLISHMENT OF SCHOOLS (Refer to Annexes C-1 and D-1 for the
Checklist and Sample Evaluation Sheet, respectively)

CRITERIA

REQUIRED DOCUMENTS

1. School to be established is an
urgent need in the area to be
served as indicated in the project
feasibility study.

» Kindergarten to Grade 6 — at
least one (1) school for every
barangay

e Grades 7 to 10 — at least one (1)
school for every
municipality/ city

C.

Letter-request to open a school addressed
to the SDS (either from PTA or Barangay
Council).

Feasibility study, duly
recommended/endorsed by the SDS
indicating the following:

1. Justification on the need to establish a
school;

2. Proposed Organizational Structure;

3. School Environment (environmental
scanning/situational analysis);

4. Proposed School Development Plan; and

5. Proposed Budget/Budgetary
Requirements (to cover the proposed
school’s crucial resources).

Division Inspection Report signed by the
SDS.

2. The proposed establishment of
school must be supported by the
LGU.

Sangguniang Bayan/Panglungsod Resolution
supporting the establishment of school, duly
approved by the Municipal/City Mayor,
indicating therein the proposed name of the

In cases where the
aforementioned criteria is not
met, the SDS shall make the
necessary justification.

school.

3. The proposed school must have a. List of prospective enrollees per grade level,
at least 100 pupils/students indicating their names, ages, addresses
composed of one or more grade and/or school where they are currently or
levels. were enrolled.

In case the aforementioned b. Justification by the SDS on the need to
criterion is not met, the SDS establish a school, if necessary.

shall make necessary

justification.

4. There is no private high school a. Certification from the SDS that no private
participating in the Government high school within the municipality/city is
Assistance to Students and participating in the GASTPE Program of
Teachers in Private Education DepED, or that GASTPE participating high
(GASTPE) Program of DepED; or school has reached its allocation or number
the GASTPE recipient school(s) of available slots; or
has reached its allocation or
number of available slots. b. Justification by the SDS on the need to

establish a public school to cater to the
elementary school graduates/students who
cannot afford to enrol in a private high
school.

Revised Guidelines on the Establishment, Merging, Conversion, and Naming/Renaming of Public Schools,
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CRITERIA

REQUIRED DOCUMENTS

S. The proposed school to be
established is not within the 2-
km and 1 km radius from any
existing public school in rural
and urban areas, respectively.
However, this limitation may be
waived where existing public
schools within the 2 or 1 km
radius, as the case may be, can
no longer accommodate students
seeking admission, is
geographically inaccessible, or
necessary in the best interest of
education as justified by the
SDS.

a. Map, preferably drawn to scale, showing the
distances of the existing schools within the
catchment area of the proposed new school,
duly certified by the Municipal/City
Engineer;

b. Certification from the Municipal City/
Engineer that the proposed school is not
within the 2- km radius (for rural areas) or 1
km radius (for urban areas) from any
existing public elementary/high school; and

c. Justification by the SDS for the waiver on
the 2 or 1 km radius requirement.

6. Existence and availability of a
school site of at least 5,000
square meters or one half (1/2)
hectare for rural areas; 2,500
square meters for highly
urbanized cities.

In cases where there is difficulty
in meeting the aforementioned
guidelines with respect to a
standard school site, the SDS
shall make the necessary
justification.

a. Any document such as but not limited to
Deed of Donation, Deed of Sale or Contract
of Usufruct for 50 years executed in favor of
DepED; OCT or TCT in the name of DepED,
reflecting the size and boundaries of the
school site; or

b. Justification from the SDS in case the
required size of school site cannot be met.

7. School site must not be a high
risk area (natural or man-made).
The land characteristics of which
include good elevation to avoid
flooding and soil erosion, good
drainage system, and
safe/potable water supply.

Clearance/permit from the provincial Mines and
Geosciences Bureau (MGB) and the Regional
Office of the Department of Environment and
Natural Resources (DENR) stating that the
proposed school site is not a high risk area.

8. Must have at least two (2)
classrooms for the initial
operation of the school.
Classrooms built/to be built
must be in accordance with the
existing DepED standards

All public elementary and high
schools shall adopt the standard
7m X 9m classroom dimension
regardless of its class size.

a. School site development plan;

b. School building plan indicating the number
and technical specifications of the
classrooms to be built;

c. School building design duly approved by
DepED Education Facilities Division,

Administrative Service;

d. School building permit issued by the
Municipal/City Engineer;

e. Bureau of Fire Protection Certificate; and

f. In case classrooms are already constructed,

and Separation of Public School Annexes in Basic Education
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CRITERIA REQUIRED DOCUMENTS

Inspection Report from Division In-Charge of
Facilities Section.

9. The LGU or SDO has adequate a. Duly notarized MOA by and between

funds for its initial operation, DepED, represented by SDS, and LGU,
payment for teachers’ salaries, represented by the Municipal/City Mayor or
allowances and other benefits, Provincial Governor, as the case may be,
maintenance and other operating where the LGU shall provide funds for,
expenses. among others, the following: (Refer to Annex

E-1 for the sample template)

1. construction of the new school
building(s);

2. procurement of educational facilities,
furniture and instructional materials;

3. operation and maintenance for at least
five (5) years or until such time when
funds for the purpose are incorporated
in the national budget; and

4. salaries of teaching and non-teaching
personnel, preferably at par with
national salary rates.

The MOA must be supported by the
Sangguniang Bayan/Panglalawigan/
Panglungsod Resolution for the purpose; or

b. Certification from the SDS that the SDO has
sufficient fund to cover resulting expenses;
and

c. List of teaching and non-teaching personnel
to be borrowed from the existing nearby
school(s), duly identified by the respective
Item Number per PSIPOP and name of
school, if any.

B.2 SEPARATION OF SCHOOL ANNEX (Refer to Annexes C-2 and D-2 for the
Checklist and Sample Evaluation Sheet, respectively)

CRITERIA REQUIRED DOCUMENTS
1. The school annex is listed in the DepED School ID.
EBEIS.
2. With legal basis on its Approval on the establishment of school
establishment. annex by DepED Central/Regional Office.
3. The proposed separation of the Sangguniang Bayan/Panglungsod
school annex must be supported Resolution supporting the separation of the
by the LGU. school annex, duly approved by the
Municipal /City Mayor, indicating therein the
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CRITERIA

REQUIRED DOCUMENTS

proposed name of the school.

Separation of the school annex
shall be requested by the school
head of the mother school
and/or its stakeholders, duly
recommended/endorsed by the
SDS.

In the event that all the
requirements for a separation of
school annex are met, and the
School Head of the mother school
refuses to enter into a MOA with
the OIC/TIC of the school annex,
the SDS shall require the School
Head of the mother school to
submit his/her justifications in
writing. If the SDS finds the
justification not valid, the SDS
shall prepare and submit all the
requirements even without
execution of a MOA. If the SDS
finds the justification valid, the
SDS shall submit all pertinent
documents in connection with
the proposed separation of
school annex to the Regional
Director who shall decide
whether or not to proceed with
the separation of the school
annex.

. Request for separation of the school annex

concerned, duly recommended/endorsed by
the SDS and/or stakeholders.

. Feasibility study, indicating the following:

1. Justification on the need to separate a
school annex;

2. Proposed Organizational Structure;

3. School Environment (environmental
scanning/situational analysis);

4. Proposed School Development Plan; and

5. Proposed Budget/Budgetary
Requirements.

. Inventory of crucial resources to be

transferred to the proposed school to be
separated, duly signed by the mother
school’s Property Custodian.

Duly notarized MOA regarding the
separation of school annex, drawn up by
and between the School Head of the
mother school and OIC/TIC of the school
annex, indicating among others, the
transfer of crucial resources to the
proposed regular school, to wit: (Refer to
Annex E-2 for the sample MOA template)

1. teaching and non-teaching items,
pursuant to the existing DepED-DBM
staffing standards for schools;

2. funds for PS based on the actual
salaries of the school personnel (both
teaching and non-teaching) to be
transferred;

3. funds for MOOE;

4. facilities, furniture and equipment and
textbooks in all subject areas; and

5. other funding requirements until such
time that the school’s funding
requirement is integrated in the GAA.

Justification from the School Head or SDS
in case the required MOA cannot be met.

Latest and updated PSIPOP including
proposal for the items for Principal I and
additional teachers and support personnel.
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CRITERIA

REQUIRED DOCUMENTS

5. The school annex has an
enrolment from Kinder to Grade
6 or Grades 7 to 10 for the
current school year, with a total
enrolment of at least 400
pupils/students, duly signed by
the School Head/OIC and
attested by the SDS.

In cases where there is difficulty
in meeting the aforementioned
criterion, the SDS may make the
necessary justification.

a. List of enrollees by grade level, duly
signed by the School Head/OIC and
attested by the SDS; or

b. Justification from the SDS in case the
aforesaid criterion cannot be met.

6. Existence and availability of a
school site of at least 5,000
square meters or one half (1/2)
hectare for rural areas; 2,500
square meters for highly
urbanized cities.

In cases where there is difficulty
in meeting the aforementioned
criterion, the SDS may make the
necessary justification.

a. Any document such as but not limited to
Deed of Donation, Deed of Sale or
Contract of Usufruct for 50 years executed
in favor of DepED; Original Certificate of
Title (OCT) or Transfer Certificate of Title
(TCT) in the name of DepED, reflecting the
size and boundaries of the school site; or

b. Justification from the SDS in case the
aforesaid criterion cannot be met.

B.3 MERGING OF SCHOOLS (Refer to Annexes C-3 and D-3 for the Checklist
and Sample Evaluation Sheet, respectively)

CRITERIA

REQUIRED DOCUMENTS

1. The schools to be merged are
listed in the EBEIS.

DepED School IDs of the schools to be
merged.

2. Both schools must be adjacent to
each other (i.e. they are
contiguous, compact, or located
directly in front of the other or
separated by a road).

Map, preferably drawn to scale, showing the
distances of the existing schools within the
catchment area of the proposed new school,
duly certified by the Municipal/City Engineer
and validated by the SDO.

3. Each of the schools must have
less than 100 enrollees and
inadequate equipment and
resources to support the
operation of both schools.

a. Letter-request on the proposed merging of
schools addressed to the SDS.

b. Feasibility study on the proposed merging
of schools, duly endorsed by the SDS.

c. Proposed Schools’ Implementation Plan, as
merged, covering five (5) years to include
among others, the following:

1. Current and projected enrolment for
five (5) school years, by grade level;

2. Proposed budgetary requirements for
its PS, MOOE, and CO;
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CRITERIA REQUIRED DOCUMENTS

3. Strategic Plan re: curriculum and
instructional supervision of the
proposed school as merged; and

4. School Site Development Plan of the
schools to be merged, including the
proposed school buildings, as needed.

d. Inventory of learning resources prepared
by the Property Custodian of both schools
to be merged.

e. Updated PSIPOP of both schools to be
merged.

f. Updated Status Report of the schools to be
merged with regard to their existing
crucial resources.

4. The SDS and School heads Duly notarized MOA on merging of schools,
concerned must agree on the drawn up by and between the SDS and School
merging of necessary teaching Heads concerned indicating among others, the
and non-teaching items as well crucial resources for the proposed merged
as other crucial resources of the school. (Refer to Annex E-3 for the sample MOA
merged school. template).

5. The SDS shall designate an Designation Order for the OIC/TIC of the

OIC/TIC who will be assigned to merged schools, duly signed by the SDS.
the proposed school to be
merged.

6. The proposed merging of schools | a. Sangguniang Bayan/Panglungsod

must be supported by the LGU. Resolution supporting the merging of
schools, duly approved by the
Municipal/City Mayor, indicating therein
the proposed name of the school; and

b. Certification from the LGU signed by the
Municipal/City Mayor, as the case may be,
where the LGU shall continue to provide
funds for the operation and maintenance of
the merged school.

7. School sites of both schools are Any document such as but not limited to

named in favor of DepED. Deed of Donation, Deed of Sale or Contract
of Usufruct for 50 years executed in favor of
DepED; OCT or TCT in the name of DepED,
reflecting the sizes and boundaries of the
sites of both schools.
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B.4 CONVERSION OF SCHOOLS

a. Conversion of a High School Classified as Non-Implementing Unit
Into a High School Classified as Implementing Unit (refer to Annexes
C-4a and D-4a for the Checklist and Sample Evaluation Sheet,

respectively)

The school must meet the following conditions:

CRITERIA

REQUIRED DOCUMENTS

1. The school must have a Principal
position per latest PSIPOP and at
least twenty (20) teachers.

School’s latest and updated PSIPOP.

2. The school must have an agency
code and designated /appointed
financial staff (Bookkeeper and
Disbursing Officer); and capability
to comply with the submission of
financial reports to oversight
agencies such as Commission on
Audit (COA), DBM, National
Economic and Development
Authority (NEDA), Senate, House
of Representatives, etc.

a. Approval of School’s Agency Code by DBM

b. Designation documents duly signed by the

School Head,;

c. Certificates of Training attended by the

designated/appointed financial staff related
to financial management; and

d. Certification of the School Head as to the

capability of the school to comply with the
submission of financial reports to oversight
agencies such as COA, DBM, NEDA, House
of Representatives, etc.

3. With at least PhP 6 million
appropriations based on current
GAA (i.e PS, MOOE and CO)

a. Copy of the current GAA where the
appropriation of the school is reflected;
and

b. EBEIS data on enrolment per grade level
for the current school year.

4. The proposed conversion was
requested by the School Head,
and reviewed/evaluated and
endorsed by the Division and
Regional Offices before
forwarding the same to DepED
Central Office.

a. Letter-request from the School Head
addressed to the SDO;

b. Endorsement letter from the SDO to
Regional Office; and

c¢. Endorsement letter from the Regional
Office to DepED Central Office.

b. Conversion of School(s) into an Integrated School (Refer to Annexes
C-4b and D-4b for the Checklist and Sample Evaluation Sheet,

respectively)
CRITERIA REQUIRED DOCUMENTS
1. The school(s) is/are listed in DepED School ID(s).
the EBEIS.

2. In case of expansion of school,

a. Letter-request for the conversion of school
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CRITERIA

REQUIRED DOCUMENTS

the conversion to IS must
satisfy at least three (3) of the
following conditions, whichever
are applicable:

(thru expansion) into an IS addressed to
the SDS.

Feasibility study on the proposed
expansion of school, duly

a. There are no schools offering recommended/endorsed by the SDS.
complete basic education :
within the catchment area; IS Implementation Plan covering fiv