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SCHOOLS – INTERNAL SERVICES 

1. Issuance of Special Order for Service Credits and Certification of 

Compensatory Time Credits 

Vacation service credits are given for work beyond regular functions or beyond regular 
work hours/days where payment of honorarium or overtime pay is not possible. In 
addition, there are situations where extraordinary work is demanded from teachers 
including those which expose their lives to certain risks and for which monetary 
compensation is not enough. Thus, extra non-monetary compensation is justified. 
 

Office or Division:  Schools - Personnel Unit 

Classification:  Simple 

Type of Transaction:  G2G - Government to Government 

Who may avail:  Active DepEd Teaching/Non-teaching Personnel  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Accomplishment report duly signed by 
the grantee and concurred by the 
immediate supervisor - 1 original 

Teaching Personnel - SO for Service 
Credits 
Non-teaching - CTO Credits 

2. Duly signed DTR/Biometric Report of 
Attendance (CS Form 48) - 1 original  

School Head 

3. Memorandum re: activity conducted DepEd SDO/School Official 
Website/Principal's Office 

4. Certificate of Appearance  School Head/Program Facilitator 

As applicable: 
5. Certificate of Attendance (for Brigada 
Eskwela) 

School Head 

6. COMELEC Appointment (for National, 
Local and Barangay Election) 

COMELEC 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements  

1.1.Check submitted 
requirements  

None 15 minutes 
AO/Admin 
Assistant 

 

1.2. Acknowledge 
client request and 
advise of next steps, 
i.e. request will be 
forwarded to the 
SDO and SDO will 
provide document to 
school. School will 
inform the client 
when the document 
is available for 
release. 

None  15 minutes 
AO/Admin 
Assistant 

 
1.3 Log and collate 
requests for SDO, 
prepare transmittal 

None 1 day 
AO/Admin 
Assistant 
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letter to be signed 
by school head 

 
1.4 Sign the 

transmittal letter 
None 5 minutes School head 

 
1.5 Forward the 

collated requests 
to SDO 

None 
once a 
week 

AO/Admin 
Assistant/Aide 

 
1.6 Follow-up status 

of request with 
SDO 

None 
2 days 
after 

submission 

AO/Admin 
Assistant 

 

1.7 Upon advice of 
SDO, pick-up 
requested 
documents 

None 
once a 
week 

AO/Admin 
Assistant/Aide 

2. Sign the 
logbook upon 
receipt of 
requested 
document 

2.1 Release 
document 2 
working days 
upon receipt of 
documents from 
SDO 

None 5 minutes 
AO/Admin 
Assistant 

TOTAL: None 
1 day, 40 
minutes 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

611 

 

2. Laboratory and School Inventory 

Schools are required to properly account its school buildings and facilities such as 
offices, classrooms, laboratories, materials, and equipment. Personnel who perform 
the task are trained on the set of standards being followed on the classification of 
school buildings.  
 

Office or Division:  Schools 

Classification:  Simple 

Type of Transaction:  G2G - Government to Government 

Who may avail:  LGU, School Head, SDO, RO, CO 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. School Inventory Form School Property Custodian/ Supply 
Officer/Teacher-In-Charge 

2. National School Building Inventory 
Form (NSBIF) 

School Property Custodian/ Supply 
Officer/Teacher-In-Charge 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

1. Request the 
conduct of 
inventory 

1.1 Gather data on 
inventory from class 
advisers, laboratory 
custodian, etc. at the 
end of each school 
year or as needed 

None 2 days 

Class Advisers/ 
Property 
custodian/ 
Physical Facility 
Coordinator 

 

1.2 Consolidate 
school inventory and 
submit to school 
head for signature  

None 1 day 

Supply Officer/ 
Property 
Custodian / 
Physical Facility 
Coordinator/ 
School EBEIS 
Coordinator 

 
1.3 Review and sign 
the report 

None 10 minutes School Head 

 

1.4 Submit School 
Inventory Report to 
SDO via hard 
copy/email 

None 30 minutes 

Property 
Custodian / 
School EBEIS 
Coordinator 

TOTAL None 
3 days, 40 
minutes 
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3. School Learning and Development 

It is a school strategic initiative based from the result of electronic-Self Assessment 
Tool (e-SAT) and other similar needs assessments to address any competency gap/s 
that affect or contribute to the school's performance. This could be done through 
School Learning Action Cell (SLAC), Coaching and Mentoring, In-Service Training 
(INSET), Work Immersion, or Team Development. 

 

Office or 
Division:  

Schools 

Classification:  Simple 

Type of 
Transaction:  

G2G – Government to Government 

Who may avail:  Teachers or Teaching Personnel 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.  School Action Plan Form -1 copy LAC Coordinator 

2.  Accomplished Individual 
Performance Commitment and 
Review Form (IPCRF) – 1 
photocopy 

HR/Teacher/School Head/Department Head  
 

3. Accomplished e-SAT ICT Coordinator 

4. Accomplished Development Plan  Head Teacher , School Planning Team 

5. Project/Training/SLAC Proposal – 
for INSET 

PMT, SLAC Coordinator/Master Teacher 

6. Monitoring & Evaluation Form LAC Coordinator/Master Teacher 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements 

1.1 Check 
submitted 
requirements  

None 5 minutes 

School Training 
Coordinator/ 
PMT/ 
SLAC 
Coordinator/ 
Master 
Teacher/ 
Head Teacher/ 
ICT Coordinator 
/ School Head 

 

1.2 Identify 
needs of 
teachers based 
on documents 

None 1 day 

 
1.3 Craft an 
action/SLAC 
plan/proposal 

None 1 day 

2. Attend learning 
and development 
activity and 
provide feedback 

2.1 Implement 
SLAC 

None 1 hour 

 
2.2 Conduct 
Monitoring and 
Evaluation 

None 30 minutes 

TOTAL: None 
2 days, 3 
hours, 35 
minutes 

 

 


