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DOCUMENTARY REQUIREMENTS FOR THE STRENGTHENED SENIOR HIGH SCHOOL (SSHS) PROGRAM APPLICATION – PRIVATE SCHOOLS AND SUCs
	Document Control Information

	School Name
	
	SSHS Track 
	

	School ID
	
	No. of Learners
	

	Address
	
	Male:
	

	School Head
	
	Female:
	

	Item Position
	
	Total:
	




	

No.
	

Documentary Requirements
	
Technical Description, Standards, & Signatory Requirements
	Submitted (✓/X)
*To be accomplished by the DREC Secretariat/PRS
	
Secretariat Appraisal / Remarks
	
Evaluated by Div. SHS Coordinator
	

Validated by RO

	A. Administrative and Legal Documents

	1
	Letter of Intent / Application Letter from the School Principal to the Regional Director through the Schools Division Superintendent
*See Encl D for the Pro-Forma for LOI
	Application must be on school letterhead; signed by the School Principal/Head. Must explicitly state the specific tracks/clusters for renewal
	
	
	
	

	2
	Endorsement of SDO (SDS/ASDS) to RO (Regional Director)
	Shall be facilitated by the secretariat when all documents are satisfied
	
	
	
	

	3
	Copy of notarized comprehensive Feasibility Study (for new applications)
	· Strategic Justification: A narrative and data-driven document proving the necessity and sustainability of the proposed SSHS Clusters.

· Market Demand: Includes a Learner Preference Survey (LPS) with a minimum 3-year enrollment projection and narrative analysis.

· Resource Mapping: Detailed tabular presentation of existing and needed human resources (Teachers/Staff), facilities (Classrooms/Labs), and funding sources (MOOE/LGU/PTA).


· Community Concurrence: Must show documented support from the PTA and Barangay Council.

· Notarization: The document must be signed by the School Head as the Proponent and duly notarized to certify the authenticity of all data and projections provided.
	
	
	
	

	4
	Copy of existing Provisional Permit to Operate (Academic & TVL)
	Must be a clear copy of the current permit for both Academic and TVL tracks. 
	
	
	
	

	5
	Updated School Profile (Enrollment, Updated List of teachers (their qualifications and designations) 
*See Encl E  for the Pro-Forma for Updated School Profile 
	1. Enrollment Data: Current breakdown per Grade Level and Track/Strand (M/F/T). 
2. Faculty Registry: A complete table of SHS teachers including:
• Full Names: Matching valid PRC IDs. 
• Item Position: Specify the permanent plantilla item (e.g., T-I, T-III, Master Teacher, or Full-time/Part-time for Private). 
• Special Designation: Specify Ancillary Services (e.g., School SHS Coordinator, LIS Coordinator, School Registrar, Guidance Designate, or Dept. Head)
• Educational Qualifications: Must specify Undergrad Major/Minor and relevant Post-Graduate degrees.
· Signed by the Sch Head
	














	
	
	

	6
	Updated SEC Registration, Articles of Incorporation, or DTI Registration
	· Legal Personality: Valid documentation proving the school’s status as a registered corporation (SEC) or a sole proprietorship/partnership (DTI).
· Purpose Clause: The Articles of Incorporation must explicitly include "operating an educational institution" or "offering basic education" as one of its primary purposes
· Currency: Must be "Updated" (e.g., supported by the latest General Information Sheet (GIS) for SEC-registered schools) to prove the entity is currently active and in good standing.
· Alignment: The name appearing on the SEC/DTI registration must exactly match the name on the Provisional Permit and the Letter of Intent.
	
	
	
	

	7
	Proof of Site/Building Ownership (Current Transfer Certificate of Title (TCT), Contract of Lease, or Deed of Sale, Certificate of Occupancy of the Building
	· Land Ownership: A clear copy of the Transfer Certificate of Title (TCT) in the name of the school or the corporation. If not owned, a Contract of Lease (valid for at least 5 years) or a notarized Deed of Sale/Donation.

· Structural Safety: A valid Certificate of Occupancy issued by the Office of the Building Official (OBO). This proves the building is safe for "Educational Use" and not just residential or commercial.

· Tax Clearance: The latest Real Property Tax (RPT) receipt to ensure there are no legal encumbrances or pending litigations on the property.

· Alignment: The address and land area (square meters) stated in the TCT/Lease must match the physical school site and the School Profile.
	
	
	
	

	B. Curriculum and Program Implementation

	8
	List of Tracks to be offered under the SSHS Program (Academic /Tech-Pro)
*See Encl F  for the Pro-Forma for List of Tracks and Clusters (SY 2026–2027)
	· Must clearly distinguish between Academic and Tech-Pro tracks. Must match the school’s capacity and facilities.
· Signed by the Sch Head
	
	
	
	

	9
	Proposed Class Program / Schedule for SSHS (Academic /Tech-pro) and School Calendar

*Just follow the existing template in the preparation of a School Program
	· Must show the specific time allotment per subject according to DepEd standards.
· Signed by the SHS Coordinator and School Head
	
	
	
	

	10
	Curriculum Implementation Plan Aligned with SSHS Requirements (Academic/Tech-Pro)


See Encl G  for the Pro-Forma for Curriculum Implementation Plan (SY 2026–2027)
	· Must be aligned with Strengthened SHS standards. Must detail instructional strategies and assessment methods for each track
· Signed by the School Head
	
	
	
	

	C. Teaching and Personnel Requirements

	11
	List of SHS Teachers with corresponding qualifications and subjects handled

*See Enclosure H for the customized List of SHS Teachers with Corresponding Qualifications and Subjects Handled
	· Academic Alignment: Undergraduate or Post-Graduate major must directly match the assigned Specialized/Applied subjects. 

· Post-Grad Depth: Specify degree or units earned with field of concentration as evidence of content mastery. 


· TVL Proficiency: Must list valid National Certificates (NC II, III, or IV) matching the specific competency taught. 

· Recent Training: List relevant SSHS-related trainings or industry immersions attended within the last three (3) years. 

· Workload: Indicate total weekly teaching minutes/hours to verify adherence to loading guidelines. 

· Signatories: Must be duly signed by the SHS Coordinator and School Head.
	
	
	
	

	12
	Copies of Teachers’ PRC Licenses and relevant credentials
	· Clear copies of valid (unexpired) PRC IDs. For TVL, must include National Certificates (NC II/III)
	
	
	
	

	13
	Designation of SHS Coordinators or Program Head
	· Formal designation letter signed by the SH. Must outline specific duties and responsibilities.
	
	
	
	

	14
	Updated list of Administrative Officials, Supervisory Officials, Non-Teaching Personnel

*See Enclosure I for the customized List of SHS Teachers with Corresponding Qualifications and Subjects Handled
	· School Leadership: Must list the School Head (Principal I-IV, Assistant Principal, or Head Teacher/Officer-in-Charge) including their Item Position and years of administrative experience.
· Supervisory/Management Team: Identify the Department Heads or Master Teachers who provide instructional supervision for the Senior High School program.
· Essential Support Staff (Ancillary): Must list the personnel (regular or designated) performing critical SHS functions:
    • School Registrar / 
      LIS Coordinator (for 
      enrollment and 
      records)
    • Guidance Counselor 
    • Librarian 
    • Laboratory Manager   
    / Technician (for 
     Tech-Pro/STEM 
      tracks)
· etc
· Administrative Support: Include Admin. Officer, Administrative Assistants (ADAS) assigned to handle SHS-specific documentation and DTRMS tracking, and other administrative work
· The list must be updated for SY 2026-2027 and signed by the School Head
	
	
	
	

	D. Facilities and Learning Resources

	15
	Inventory of Classrooms and Learning Facilities for SHS

*See Enclosure J for the Pro-Forma for Inventory of SHS Facilities (SY 2026–2027)

	· Physical Capacity: Must list the total number of classrooms dedicated to SHS, specifying the building type (e.g., 2-Storey, 4-Classroom) and current physical condition (Functional/Needs Repair).

· Laboratory Adequacy: Must detail specialized facilities required for the applied Clusters (e.g., Science Labs for STEM, Computer Labs for ICT, or Workshops for TVL).

· Ancillary Rooms: Include essential support spaces such as the Library/LRC, Clinic, Guidance Office, and Faculty Room.

· Functional Status: Inventory must include the availability of basic utilities (Power, Water, Internet Connectivity) and major equipment/tools per laboratory.

· Must be signed by the School Property Custodian and the School Head.
	
	
	
	

	16
	List of available Laboratories, Workshops, and Specialized Rooms (if applicable)

Enclosure  K. Pro-Forma for List of Specialized Laboratories & Workshops (SY 2026–2027)

	· Specialized Alignment: Every room listed must be explicitly mapped to a specific SSHS Cluster (e.g., Cookery Lab for HE, Computer Lab for ICT, or Physics Lab for STEM).

· Technical Specifications: Must include details on specialized installations such as high-voltage outlets, exhaust systems, sinks/faucets, and internet drops.

· Capacity per Station: Must indicate the number of individual work stations/tools available to ensure the student-to-equipment ratio meets DepEd standards.

· Safety Compliance: Must confirm the presence of safety features like fire extinguishers, first-aid kits, and emergency exits within the specialized area.

· Must be signed by the Laboratory Manager/Technician (if applicable) and the School Head.
	
	
	
	

	17
	Inventory of Learning Resources, Equipment, and Instructional Materials

See Enclosure  L for the  Pro-Forma for Inventory of Learning Resources & Equipment (SY 2026–2027)
	· Resource-to-Learner Ratio: Must demonstrate that the quantity of textbooks, modules, and specialized equipment is sufficient for the projected enrollment per cluster.

· Digital & Print Resources: Must list available Self-Learning Modules (SLMs), E-books, and digitized lesson exemplars specifically aligned with the Strengthened SHS (SSHS) curriculum.

· Technical Equipment: For STEM and Tech-Pro clusters, must list high-value equipment (e.g., microscopes, welding machines, servers) including their functional status.

· Instructional Support: Include multi-media equipment such as smart TVs, projectors, or document cameras used for daily instruction.

· Must be signed by the School Librarian/LRC Coordinator and the School Head.
	
	
	
	

	18
	Original Pictures 
-Classroom
-School Stage
-School Canteen
-Medical & Dental Clinic
-Computer/IT/Multimedia Room -Offering ICT
-Library
-Restroom (Separate for boys and girls)
-Laboratories (if applicable)
-School Buildings
-Faculty Room
-Flagpole
-Guidance Office
-Registrar’s Office
-Principal’s Office
-Other Facilities and Learning Resources align with the Tracks offerings (Academic /Tech-Pro)
	· Recency & Authenticity: Must be original, colored, and recently taken (within the last 3 months). Printed photos must be clear and labeled.

· Contextual Evidence: Photos must show the facility in a "ready-to-use" state. For Laboratories/ICT Rooms, photos must show the actual equipment (PCs, Tools, Science kits) mentioned in the inventory.

· Track Alignment: Facilities must match the applied Clusters. (e.g., if offering the STEM Cluster, a Science Lab photo is mandatory).

· Health & Sanitation: Separate restrooms for boys and girls, and the Medical/Dental Clinic, must show basic functionality and hygiene standards.

· Geographical Context: Includes a wide-angle shot of School Buildings, the Flagpole, and the School Stage to verify the institutional campus.
	
	
	
	

	E. Financial Documents

	19
	Updated School Budget approved by the Board of Directors
	· Strategic Allocation: A comprehensive financial plan for the current or upcoming school year, specifically highlighting allocations for SHS teacher salaries, laboratory consumables, and instructional materials.
· Specialized Funding: Must include a dedicated line item for the maintenance and repair of specialized equipment (e.g., Computer Labs, Agri-Fishery tools, or Science equipment).
· Board Approval: The document must be officially approved and bear the signature of the Chairman of the Board of Directors or the Board Secretary.
· Supporting Evidence: Should be accompanied by a Board Resolution or Secretary’s Certificate attesting to the budget's approval for the SSHS program implementation.
	
	
	
	

	20
	Tuition and Other School Fees (TOSF) breakdown, and approved fees issued by the Regional Office
	· Detailed Itemization: A clear, itemized list of all fees to be collected (Tuition, Miscellaneous, and Other Fees). Each "Other Fee" must be specifically named and justified.
· Regional Approval: A copy of the Letter of Approval or Certification issued by the DepEd Regional Office for the specific school year, authorizing the current fee structure.
· SHS Context: The breakdown must clearly distinguish fees applicable to the Senior High School program, especially specialized lab or material fees for Tech-Pro clusters.
· Public Notice: Evidence that the fee schedule was presented to and discussed with the Parents and Teachers Association (PTA) during a consultation meeting (e.g., Minutes of the Meeting).
	
	
	
	

	F. Ocular Inspection and Evaluation

	21
	Duly signed Ocular Inspection report conducted by the School Division Office regarding facilities and compliance with standards (Attached to the application documents)
	· Official Validation: Must be the formal report issued by the Schools Division Office (SDO) Inspectorate Team following a physical or hybrid validation of the school’s facilities and documents.

· Standards Compliance: The report must explicitly state that the school has "Passed" or "Complied" with the standards for the specific Clusters applied for (Academic/Tech-Pro).
· Deficit Resolution: If a prior inspection found deficiencies, this report must include a "Follow-up" or "Compliance" section showing that all gaps have been filled.

· Must be duly signed by the Division Inspectorate Team Members and approved by the Schools Division Superintendent (SDS) or the ASDS.
	
	
	
	

	22
	Compliance Report on previously noted findings (if applicable)
	· Must explicitly list each deficiency or observation noted in the previous Ocular Inspection Report or Regional Feedback Letter.

· Detail the specific steps taken by the school to address each finding (e.g., "Hired 2 licensed STEM teachers," "Purchased 10 additional welding machines").
· Must refer to attached proofs such as new photos, appointment papers, or specialized equipment receipts.

· Each finding must be labeled as "Fully Complied," "Partially Complied," or "In Progress" with a timeline

· Must be signed by the School Head 
	
	
	
	

	G. Other Supporting Documents

	23
	Partnership Agreements/ MOA with Industry Partners (for Tech-Pro Tracks, if applicable)
	· Specificity of Training: The MOA must explicitly state the Tech-Pro Cluster it covers (e.g., Agri-Fishery, ICT, Home Economics) and the specific competencies learners will gain.

· Partner Legitimacy: The Industry Partner must be a registered entity (DTI/SEC) or a recognized Local Government Unit (LGU) with facilities capable of hosting student immersion.

· Duration & Validity: The agreement must be valid for the current School Year (2026-2027) or have a multi-year clause that covers the implementation period.

· Safety & Insurance: Must include provisions for student safety and clear roles/responsibilities of the school and the partner.

· Must be duly signed by the School Head and the Authorized Representative of the Industry Partner, with witnesses
	
	
	
	

	24
	Safety, Sanitation, and Health Compliance Documents
	· Sanitary Readiness: Must include a valid Sanitary Permit for the current year, ensuring that the school canteen, restrooms, and general campus meet local health standards.

· Structural & Fire Safety: Must include a Fire Safety Inspection Certificate (FSIC) and, if applicable, a Certificate of Annual Inspection for structural integrity
· Health Services: Evidence of a functional School Clinic with basic medical supplies and a designated health personnel or first-aider.
· Potable Water Safety: Must include a recent Water Analysis Report (Bacteriological Test). In the absence of a laboratory in the immediate locality, the school may submit a Certification of Potability from their Water Provider OR a Contract/MOA with a Licensed Water Refilling Station (including the station’s valid test results).
· Waste Management: Documentation of a functional waste segregation and disposal system, particularly for hazardous materials in Science or TVL labs.

	
	
	
	



SUMMARY OF FINDINGS AND RECOMMENDATIONS

OVERALL REMARKS / FINDINGS: (The DREC Secretariat/Inspectorate Team shall summarize the technical status of the application here. Note any critical deficiencies or exceptional compliance.)

	













Date Processed: __________________ 





FINAL RECOMMENDATIONS:
Instruction: Please check the appropriate box based on the technical validation.

[   ] FOR ENDORSEMENT TO THE REGIONAL OFFICE 
For the issuance of New / Renewal of a Provisional Permit for the Strengthened Senior High School (SSHS) Program for SY 2026–2027.

[    ] FOR ISSUANCE OF NOTICE OF DEFICIENCY 
The applicant school has failed to meet specific technical standards. A formal notice shall be issued for compliance within (No. of Days).
 
[    ] FOR DISAPPROVAL The application is denied due to major non-compliance with SSHS standards that cannot be rectified within the current application cycle.

Evaluated by: (Division Inspectorate Team)

(Signature over Printed Name) 						(Signature over Printed Name) 
Member / Position Member / Position					Member / Position Member / Position

Reviewed by:										Verified by:
OLIVER B. TALAOC, EdD		RODOLF JOHN T. RODRIGUEZ,PhD		MA.COLLEEN L. EMORICHA,CESO VI
SGOD Chief				CID Chief						Asst.Sch.Div.Superintendent/DREC Chair

Approved by:

VIRGILIO P. BATAN JR., CESO V
Schools Division Superintendent
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