L Revublic of the Philippines
DEFARTMENT ORF EDUCATION » CULTURE AND SPORTS
Meraloo Avenue, Pasig, Metro Manila

December 20, 1999

DECS Order No. 98, 5. 1993 ‘

£

REVISED LIS OF PERIODIC REPORTS REQUIRED OF TRACHERS
AND PRINCIPALS N PUBLIC ELEMENTARY AND SECONDARY SCHOOGLS

To: - Bureau Direciors, Regiyng
Superintendents, Supervisors
Vocational School Adminiser:

Elementivy and Secondary 3

e Gchool Principais

Lo Taconsonance with the enuncisted policy of peoviding teachers and principals with more
time for teaching in or managing the schiools, the peciodic. reports Jo be submitted to higher or super-
visory authorities shatl houceforth be Hinited to those Sor witich a folt pead has been established.  The
time spent on report preparation bas been feducei daough dininution T content, frequendy of subinis-
sion, or abolition altogether "

2, " The revised and veduoed Hist of repoits yoquined o be suhmined by he classroom teacher to
the principal and by the priveipal o the district/divigion offics is found in the Eaclosure. Those
reports previously required of teachers and principals: but not contained in the sttached lst nio longer
- meed be submitted.  However, special periodic regorts which are veguired snly of certain types of
schools, such ag inancial reports Srony national high schools, should a5t be submitted.

3. Special reports miay still be asked it a particular o an urgent veed arisss, but they should
be as infrequentiv as possible. ~ A distinction should also be made betwesn submission and compilation
of data: in many instances, data will stil} have toWe recorded, (O be submitted if needed, as for example
the monthly attendance report, which still has o be recorded every month bot submitted only at the
beginning and the end of the school VEdE :

» 4. Teachers and principals are encouraged o submit recommendations for fiwther redustion in
the required reports, including simplification and sbolition.  Such reconwpendations oy be submitted
to superintendenis, regional offices or even to the central office, : \

o8 This Order takes offact immediately, snd supersedes all DECS issuavces which ave neon-
sistent with ite provisions, >
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Referepce:
DECS Orders No. 33, 50 1993
Allotments fob B ML QL 18D

To be indicated in the Perpeiial Index
ander the followiing subjects

1 BUREAUS & OFFJCHS
S FORMS
ALISTS
A REPORTS
 SCHOOLS
A TEACHERE



‘nclosure 1o DECS Order Mo, G5, 5. 19E3)

LIST OF REQUIRED REPORTS

Kitie : ‘ ' : Erequency®

A, Due From Teachers o their Principais

. Monthly Atiendance and Enrdllment (Form 2) ' : BIBEOSY
b Reading Proficiency Report B/EOSY
b, . Physical Fitness Report | . ' B/EQSY
b, Daily Time Record (with Form 6} ' EOM
5. Applied Nugrition Report EOSY
5. Annuat Report : EOSY
1. Subject Area Reports EOSY
B. Tree Plantivg Report EOSY.
9. - PAST/Clearance . EOSY
10, Report on Promotions (Form 18 A/B) o ' EOSY
&. Due from Principals to District/Division Offices
1. Consolidated Enrollment Report (Form A) : BOSY
4 Class Schedule (Form 29) , _ L ROSY
3 Teacher Schedule (Form 30) ‘ ROSY
4. Qualifications/Loads of Teachess (Form 31} . BOSY
5. Monthly Attendance and Entoliment (Form 3) . B/EOSY
6. Applied Nutrition Report o : B/EOSY
. Physical Fitness Report _ \ - B/EOSY :
8. Budget Proposat ' o duly - August
9. OPS Omnibus Report : Octobex
10, Educational Development Plan ‘ : One Year Ahead
11, Propesty Inventory Updating - March \
{2, Annual Procurement Program : EOCY
13:  Work and Financial Flan e EQCY
'14, - Annual Report Sl : EOSY
15.  Absences/Leaves (for PVP) L EOSY
16, Tree Planting Repert : EOSY
17, Consolidated Promotion Report (Form 20) ‘ EOSY
18.  ‘Financial Reports on Authorized Collections : EQSY
10 - PASKO/Administrator’s Clearance L . EOSY
* Legend: ‘
EOM ~ Endofeach month
BOSY Beginning of the school year
B/AEOSY Begioning/ending of the school year
EQSY End of the school year

- EOCY Epd of the calendar yeat







