
 

 

 
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. 
 

Office or Division: School Governance and Operations Division 

Classification: Highly Technical 

Type of Transaction: G2B (Government to Business) 

Who may avail: Private Schools within the Schools Division 

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Standard Requirement 

Letter of Intent addressed to the Regional 
Director through the Schools Division 
Superintendent – one (1) original copy 

Applicant/Client 

Certified true copy of latest Security and 
Exchange Commission (SEC) Certificate of 
Registration and Articles of Incorporation – 
one (1) original copy 

Security and Exchange Commission 
(SEC) 

Board Resolution certified by the secretary 
and approved by the Board of 
Directors/Board of Trustees – one (1) 
original copy 
A. Purpose 
B. School year of intended operation 

Applicant/Client 

SHS Curriculum for the track/s and strand/s 
to be offered – one (1) original copy 

Department of Education Website 

Certificate of Recognition – one (1) original 
copy 

Applicant/Client 

Certified true copy of Occupancy Permit – 
one (1) original copy 

Applicant/Client 

Proposed Tuition and Other School Fees for 
school year signed by the School Head – 
one (1) original copy 

 
Proposed Tuition and Other School Fees 
must indicate the following: 

• Tuition Fee 

• Miscellaneous Fees 
• Other Fees (if any) 

Applicant/Client 

Curriculum Offering – one (1) copy 
Class Program for the course/s applied for, 
including the Time Allotment per Grade 
Level and Subject Area 

Applicant/Client 



 

 

Proposed list of academic and non-academic 
personnel which includes the following 
information – one (1) original copy: 
A. Qualifications 
B. Job Descriptions 
C. Teaching Load 
D. Number of working hours per week 

E. Certification from Recognized 
National/International Agencies (TESDA/ 
ABA, and others) 

Applicant/Client 

Memorandum/Memoranda of 
Agreement/Memorandum of Understanding 
for Partnership Arrangements Relative to the 
SHS Program Implementation – one (1) 
photocopy 

Applicant/Client 

Proposed School Calendar – one (1) original 
copy 

Applicant/Client 

Minimum Program Requirements for the 
SHS Tracks/Strands – one (1) original copy 

Applicant/Client 

Attestation – one (1) original copy) Applicant 

Fire Exit and Emergency Signages Applicant 

For TVIs and Stand-Alone Schools 

Articles of Incorporation and by-laws for 
private schools only – one (1) photocopy 

Applicant/Client 

Documents of ownership of school sites under 
the name of the school, or deed of 
usufruct – on (1) photocopy 

Applicant/Client 

Proposed annual budget and annual 
expenditures – one (1) original copy 

Applicant/Client 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSI 
NG TIME 

PERSON 
RESPONSIBL 

E 

1. Submit all 
required 
documents to the 
Schools Division 
Office through the 
Records Unit. 

1.1 Receive the 
submitted documents 
and stamp “received” 

None 15 minutes Administrative 
Officer IV, 

OSDS- 
Records Unit 

1.2 Forward the 
submitted documents 
to the Schools 
Division 
Superintendent 

None 5 minutes Administrative 
Officer IV, 

OSDS- 
Records Unit 

 1.3 Review and refer 
the submitted 
documents to the 
Chief of the School 
Governance and 
Operations Division 
(SGOD) for 
appropriate action 

None 1 hour Schools 
Division 

Superintende 
nt 



 

 

 

 

 1.4 Review the 
submitted documents 
and advise the Senior 
Education Program 
Specialist (SEPS) and 
Education Program 
Specialist (EPS) II of 
School Management 
Monitoring and 
Evaluation (SMME) 
for evaluation 

None 1 hour Chief 
Education 

Supervisor, 
SGOD 

 1.5 Evaluate the 
submitted documents 
for completeness and 
compliance, and 
submit to SEPS for 
further validation 

None 3 days Education 
Program 

Specialist II, 
SGOD-SMME 

 
Note: Inform Client 
should there be any 
discrepancies. 

   

 1.6 Validate 
evaluated 
documentary 
requirements 

None 2 days Senior 
Education 
Program 
Specialis
t, SGOD-
SMME 

 1.7 Prepare 
endorsement letter for 
the Regional Director, 
and submit to the 
Chief, SGOD for 
review 

None 2 hours Senior 
Education 
Program 
Specialist, 
SGOD-
SMME 

 1.8 Review the 
validated 
requirements and 
endorsement letter, 
and submit to 
Assistant Schools 
Division 
Superintendent for 
review 

None 2 hours Chief 
Education 
Supervisor, 
SGOD 

 1.9 Review the 
endorsement letter 
and recommend 
approval to the SDS 

None 1 hour Assistant 
Schools 
Division 

Superintendent 

 1.10 Review and sign 
the endorsement 
letter then refer to 
Records Unit for 
release 

None 1 hour Schools 
Division 

Superintende 
nt 



 

 

 
 

1.11 Stamp 
“released” the 
endorsement letter 
then release to the 
Quality Assurance 
Division of the 
Regional Office. 

None 15 minutes Administrative 
Officer IV, 

OSDS- 
Records Unit 

TOTAL: None 6 days, 35 minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


