Department of Education
Region III
DIVISION OF CITY SCHOOLS
Angeles City
: Jesus Street, Pulungbulu, Angeles City ;
Tel. No.: (045) 322- 4702 / Fax No.: (045) 887- 609@15

March 30,2017
oy
DIVISION MEMORANDUM EDAngelos Gily
No. /2i s.2017 _ ion of Chy Sciiials

RELEASE OF STUDENT CLEARANCE

To:  OIC-Assistant Schools Division Superintendent
Chiefs, CID and SGOD
Education Program Supervisors
Public School District Supervisors
Public Elementary and Secondary Schools Heads
All Concerned

1. This office has been receiving reports/complaints on schools and teachers
requiring pupils/students to pay PTA contributions, other fees for projects, and bring cleaning
materials or other school supplies before clearances are signed and released, despite the
constant reminders made by this office on “NO COLLECTION POLICY”.

2. School Heads and Teachers are enjoined to adhere to the “NO COLLECTION
POLICY?”, thus, issuance and signing of pupil/student clearance must not be denied for

reasons not academic in nature. Requiring the payment of contributions and fees and the
giving of materials and supplies is STRICTLY PROHIBITED.

3, On losses of Learner’s Module/textbook the following DepEd issuances are still in
effect.

a. DepEd Order 14 5. 2012 - Policy Guidelines on the Proper Distribution and Disposal of
Books (Enclosure No. 1)

b. DepEd Order No. 25 s. - 2003 — Resolving Losses of Textbooks (Enclosure No. 2)

¢. DeCS Order No. 23 5. - 2001 — Loss of Textbooks by students (Enclosure No. 3)

4. Strict compliance to this memorandum is required. Any violations will be dealt
with accordingly.

LEILAN UNANAN, CESO
Offidet —in — Charge
Office of the Schools Division Sup n%L:ﬂjient



Hepublic of the Philippines
Bepartment of Education

DepEd ORDER FEB 1 2012

No.14 , 5. 2012

POLICY AND GUIDELINES ON THE PROPER DISTRIBUTION, CARE, RECORDING,
RETRIEVAL AND DISPOSAL OF TEXTBOOKS (TXs) WITH THE TEACHER’S
MANUALS (TMs] AND OTHER INSTRUCTIONAL MATERIALS (IMs)

To: Regional Directors
Schools Division/City Superintendents
Heads, Public Elementary and Secondary Schools
All Others Concerned

i. This DepEd Order provides the Policy and Guidelines on the Proper Distribution,
Care, Recording, Retrieval and Disposal of Textbooks (TXs) with the Teacher’s Manuals
{TMs} and Other Instructional Materials (IMs} in order to improve access to them, maximize
their use, and minimize or eliminate damages and/or losses. It also provides guidelines on
the proper recording and disposal of damaged and condemned TXs with the TMs and other
Ms.

2. These guidelines include reiteration of relevant provisions in DepEd Order No. 25, s.
2003 entitled “Resolving Losses of Textbooks” and DECS Order No. 23, s. 2001 entitled “Loss
of Textbooks by Students.”

3. The principals/school heads (SHs) shall ensure that TXs with the TMs and other IMs,
which are government property are properly used, cared for, safeguarded from natural and
human elements and recorded.

4. The TXs with the TMs are provided to students and teachers free and are intended to
be used for at least five {5} years. Therefore, it is the responsibility of every learner, teacher,
and SH to exert all efforts to protect the TXs with the TMs and other IMs from damage or loss
to prolong their life span.

5. All concerned DepEd officials are enjoined to strictly implement and adhere to the
enclosed guidelines and procedures. Hence, any infraction of these guidelines shall be dealt
with administratively.

6. For more information, all concerned may contact:

Ms. Socorro A. Pilor

Executive Director

Instructional Materials Council Secretariat (IMCS),

5/F Mabini Bldg., DepEd Complex, Meralco Avenue, Pasig City
Mobile Phone Nos.: 0927-793-7331; 0928-696-0132

Telefax Nos.: (02) 634-0901; (02) 631-3690; {02) 631-4985
E-Mail Addresses: imes@deped.gov.ph; depedimcs@gmail.com.

7. Immediate dissemination of and strict compliance yith this Order is directed.

bt

BR. ARMIN A. LUISTRO FSC
Secretary



Encl.:
As stated

References:
DepEd Order Nos.: {25, s. 2003 and 23, s. 2001}

To be indicated in the Perpetual Index
under the following subjects:

POLICY
TEXTBOOKS

& Guidelines on the

- r Distribution of IMs
887-February 1, 2012



(Enclosure to DepEd Order No. 14, s. 2012)

Poﬁcymdmesmthtkepﬂbiskibuﬁm,&mmmm&nﬁml
of Textbooks {TXs] with the Teacher’s (TMs] and Other Materials (IMs)

The following policy and guidelines are issued:
a} Textbook Issuance and Distribution within the School

. Textbooks (TXs) and teacher’s manuals (TMs) are Government Propertics and must
each be assigned a property code number as indicated in DepEd Order No. 26, s. 2007.
Submission of Consolidated Inventory Report of Property. Plami. and Equipment
(PPE), Texthoaks and DesksiArmchairs at DepEd Ceniral Office or at www.deped-
property.wikispaces.com i

¢ At the start of the school year, the school supply officer/designated property custodian
shall be responsible for issuing the TXs and TMs to classroom teachers/advisers. who
shall likewise issue the same to each student.

¢  The Schools Division Superintendents and School Heads should ensure that teachers
accept TXs and TMs issued to them by the school supply officer/designated property
custodian for the use of the pupils. The teacher-advisers who are apprehensive to
accept the TXs and TMs due to penalties of losses and accountability, shall be dealt
with administratively.

*  The supply Officer/designated property custodian shall stamp mark the name of the
school at the front and back cover, title page, and anywhere in the body of the TX/TM.

*  TXs and TMs issued to each teacher & student shall bear the property code number,
where. the TXs/TMs identify with the user. The supply officers/designated property
custodians shall maintain a record/logbook of TXs/TMs issued to each user. The
teacher-adviser may facilitate the recording by having each student sign in the
record/logbook against the designated property code number for which they were
assigned a textbook.

*  Teachers are encouraged to read to the students “Take Care of the Book™ found in the
Inside Front Cover of high school TXs and Inside Back Cover of elementary TXs. This
shall minimize damage on TXs due to improper handling and usage.

b} Textbook Inventory in the Classroom

¢ Teachers shall require the students to fill out the “Book Record Form™ found in the
Inside Front Cover of the TXs. Each teacher-adviser must keep a current inventory of
the TXs in histher classroom. It is suggested that students are randomly checked
before leaving the classroom or after every class session.

+ School supply officers/designated property custodians are encouraged to conduct an
inventory on TXs at least after every grading period or at the end of a semester.
Teacher-advisers can facilitate the preparation of an inventory through the submission
of an inventory report o the Supply Officer/ designated Property Custodian after
every grading period or at the end of the semester.

¢} Textbook Retrieval and Loss

¢ The formula for the computation of loss TXs can be found in DepEd Order 25, s.
2003. The supply officer/designated property custodian must prepare a “Matrix of
Computation for TX Losses”™ in order to standardize the collection. Below is a sample
of the computation matrix using the following formula:

Amount to be paid = acquisition cost — depreciation amount. where

The depreciation amount is equal to the acquisition cost divided by 5 (the estimated
useful life of the TXs and TMs) multiplied by the number of years the lost TX or TM
has been used.




Euclosure to DepEd Order No. __, s. 2012 “Policy and Guidelines on Proper Distribution,
Care, Recording, Retrieval, and Disposal of Textbooks and Other Instructional Materials

English Expressways Grade | (Zone 1)
- .’ iy ; Amount to be Paid
| Bl et b L e (R A ) Teacher's Manuals (Php 29.74)
j i 28.784 23.792
i 2 21.588 17.844
? 3 14392 11.896
: 4 7.196 . 5948
5 0.00 0.00
Beyond 3 Years 0.00 0.00

Teacher-advisers should encourage the students to return the TXs preferably prior to
the closing of classes so losses can be kept to a minimum;:

Lost and unreturned TXs must be reported immediately to the supply
officer/designated property custodian so the school can collect the appropriate cost
prior to the closing of the school year and not before or during the opening of classes.
In lieu of a notarized Affidavit of Loss. a letter from the student signed by the parent
or guardian and endorsed by the teacher-adviser to the Property Custodian/Supply
Officer (for losses due to force majeure) or a letter by the Teacher-Adviser noted by
the School Head (for losses due to transfer or dropping out of students) may be
submitted by the teacher as a supporting document for his/her application for Relief
from Accountability.

The school should initiate an investigation for reported losses to determine the need to
adjust TX requests and allocation for the foilowing school vear.

To ensure a 1:I textbook to pupil ratio (TxPR) every school vear, the supply
officer/designated property custodian may request from the buffer stock of the
Division, Region, or Central Office for replacements prior to or during the opening of
classes.

The school’s goal is to keep losses of each textbook title at 1% or less. To ensure the
achievement of this goal, the principal/school head should closely monitor retrieval
procedures and involve the whole school and community in reminding the students o
return TXs before the end of the school year.

The schools may provide incentives to encourage the return of textbooks before the
end of the school year. )

d) Textbook Disposal

*

The supply officer/designated property custodian should identify obsolete. damaged.
or worn out TXs/TMs and submit the inventory to the Division Office. copy furnished
the Instructional Materials Council Secretariat (IMCS).

The principal/school head should ensure that all TXs/TMs for condemnation/disposal
are no longer in the inventory list.

The Division Office in coordination with the Disposal Committee shall notify the
schoels on the disposal dates.

The following measures are recommended to facilitate TX disposal:

i. Condemn old TXs/TMs procured by the Central Office or other fund
sources (LGUs, SEF, Local School Board, efc.) that have been replaced
or will be replaced by the following Universal Titles. This includes
TXs/TMs in the following subject areas:

e Sibikalto3
e« HeKaSidto6



Enclosure to DepEd Order No. __, s. 2012 “Policy and Guidelines on Proper Distribution,
Care, Recording, Retrieval, and Disposal of Textbooks and Other Instructional Materials

English for Grades 1 to 6

Mathematics for Grades 3,4, & 5

Araling Panlipunan [ & 11

English L to IV

Science & Technology I to IV (2004 Revised Edition)
Mathematics | to IV (2009 Revised Edition)

Music & Ars L ITl, & IV “

Phys. Educ. & Health il & IV ‘

® & 0 @& 9 0 & »

ii. Sabject to the “Textbook Exchange Program™ TXs/TMs, where one (1)

class/section shall retain one (1) title of the following subject areas:
Science 3to 6

Mathematics 1.2, & 6

Filipino | to 6-

Araling Panlipunan 11l & IV

Filipino [ to IV

Music & Arts 11

Phys. Educ. & Health I & 111

Other non-core subjects (MSEP, EKAWP, TLE, Values Educ.)

+ The following measures zﬁay be recommended to the Disposal Committee:

i

it.

Shredding, tearing. or cutting — TXs/TMs should not be disposed as a whole:
shredded or cut paper may be sold to paper mills/manufzcturing plants for
recycling;

Donation to teacher, students, and parents. who may wish to utilize old books
as reference materials for school projects. for instructional aids, or to the
community and barangay who have reading programs, etc.



REPUBLIKA NG PILIPINAS
REPUBLIC OF THE PHILIPPINES
KAGAWARAN NG EDUKASYON
DEPARTMENT OF EDUCATION
DepEd Complex, Menlco Avenue, Pasig City, Philippines

Tanggapan ng Kalihim Direct Line: 633-7208
O of the Sexnetuay Vbeie: g o
- DepEd ORDER AL el L

Ng,zs ,8. 2003 & 4 G

) RESOLVING LOSSES OF TEXTBOOKS
To:  Regional Direciors

Schools Division/City Superintendents

Heads, Public Elementary and Secondary Schools
1. This DepEd Order is intended to clarify the Department's policies conceming loss of
mwmmmmmwm.mmmmm

prohibiting the imposition of fines or salary deductions 1o teachers for the ioss of texibooks by
his/her students as contained in DECS Order No. 23, s. 2001 dated May 31, 2001.

2. The following guidelines shail be followed:

2.1 Forcauses due to natural cause or force majeurs

i) - A student who has lost his/her textbook due to natural causes (i.e., typhoon, flood,
sarthquake), fire, theft, casualty or force majeurs must write a letter informing histher
Tmmummmﬁsmmmm
within 15 days from the occurrence of loss. The letier must be duly signed by the
student’s parent or guardian.

i} meWMWhMWPMMamo{“
student’s letter immediately to give the Custodian time to assess the validily of the
cause of loss and advise the Teacher of any additional requirements to relieve himher

22 Losses arising from transfer or dropping out of students
In cases where loss of fextbooks is caused by transfer or dropping out of
- students without refuming the books and the whereabouts of sasid students are
unknown, the Teacher-Adviser must write a letter to the School Property Custodian
applying for relief from accountability ciling specific reasons and providing
justifications. The letter must be duly noted by the School Head.

23 Losses due o negligence of the sfudent

Monetary payment shall be made by the student for texthocks lost due fo
negligence while in his/her custody. For lost fextbooks procured under the Social
WMW(&&P}.MMMM
(TEEP), or Secondary Education Development and improvement Project {SEDIP),
the amount to be paid by the student will be based on the Price List of Textbooks
under Different Procurement initiatives (Annex 1). If the textbookis was/were
procured outside of SEMP/TEEP/SEDIP, the amount fo be paid shall be based on
the price ceiling in DECS Order No. 35, s. 2000.

However, if the lost textbook has been used for at ieast one year, the amount fo be
paid by the student will be determined by following the straight line method
apmdﬂm.é?

LalaPTlorfimenfinioe/3-25-03



A;mmmbepaid=acquisiﬁmcosi-depmciahuammt,m¢e

depreciation amount = acquisition cost divided by 5 {the estimated
useful life of a textbook) mufltiplied by the number of years the lost textbook
has been used.

An official receipt of payment shall be duly issued and signed by authorized officials
and payment shail be remitted in the same manner as payment of other govemnment
property in accordance with COA rules and regulations.

3 Requisites for relief from accountability

3.1 Before the end of the schoolyear, the Teacher must apply for relief from
accountability over lost textbooks as described in ltems 2.1 to 2.3. The application
must be submitied to the School Property Custodian and the School Head, together
with supporting documents pursuant to COA Memorandum No. 92751 dated
February 24, 1992; as foliows:

Foritem2.1 A copy of the student’s letter duly signed by his/her parent or guardian
and any other additional documents as may be required by the School Property
Custfodian

Forltem2.2 A copy of the Teacher's letler to the School Property Custodian noted
by the School Head

Forltem2.3 A copy of the receipt of payment issued to the student

32 A certificate of clearance may immediately be issued by the School Property
Custodian upon receipt from the Teacher concemed of all the required documents in
the for relief from accountability, over fost texibooks as described in
items 2.1102.3.

mmmmdeMmmm
under items 2.1 and 2.2, the Teacher shall only be free of liability herefrom (if any)
upon the issuance of an order of relief from accountability by the Commission on
Audit.

3.3 At the end of the schoolyear, the School Property Custodian must submit to the
School Head a summary report of all the textbooks lost, including the pertinent
supporting documents. A copy of this summary report must be endorsed by the
School Head fo the Division Office, which in fum will endorse to the resident COA of
the Division for the issuance of the relief from accountability by the authorized COA
officials, so that said textbooks may be dropped from the school’s accountability and
records upon the issuance of an order for relief from accountability. The Regiona!
Office must be furnished copies of the summary report endorsed by the School
Head fo the Division Office and the endorsement of the Division Office to the
resident COA.

34  Anyloss or damage of textbooks amounting to P10,000 or more must be reported by
the School Head or Property Custodian to the Division Office and the resident COA
within 30 days from the occurrence of loss.

4. Strict compliance with this Order is directed.
EDILBERTO C. DE JESUS
Secretary



Encis.:
As stated

References:
, Order (Nos. 23, s. 2001 and 35, s. 2000)

Allotment 1—{D.0.-50-97}

- To be indicated In the Perpetual index
under the foliowing subjects:
POLICY

STUDENTS

TEACHERS
TEXTBOOKS




Depariment of Education
THIRD ELEMENTARY EDUCATION PROJECT

Anmex ™4
mwwmmmmﬁm&m)
UNIT COST :
SUPPLIER TITLES ™ ™
I. TEEP 1998
SD Publication Math for Everyday Life 1 33.87] 4793
Math for Everyday Life 2 3136 4437
Math for Everyday Life 3 ; 3754 4666
Math for Everyday Life 4 38.68 44.85
Math for Everyday Life 5 4233 49.71
Math for Everyday Life 6 4955 55.37
Fun in English 1 4509 60.75
Fun in English 2 48.09‘ se,?s&
Fun In English 3 {Language} 3853 '
Fun in English 3 (Reading) 38.36 5087
Bagong Filipino sa Salita at Gawa 3 (Wika) 36.34'
Bagong Filipino sa Salita at Gawa 3 (Pagbasa) 43.80 3926
i and Heallh 4 4892 4536
Science and Heslth 5 51.56 49,09}
Science and Health 6 5553 55.51
Fun in English 4 (Language) 4237
Fun in English 4 (Reading) 35.12 50.05
Fun in English 5 (Language) 4a.13!
Fun in English 5 (Reading) 43.08 54.16
Fun in English 6 (Language) 51.38
Fun in English 6 (Reading) 48.74 58.34)
Bagong Filipino sa Salita at Gawa 4 (Wika) 31.66
Bagong Filipino sa Salita at Gawa 4 (Pagbasa) 38.38& 38.36
Bagong Filipino sa Salita at Gawa 5 (Wika) 5097
Bagong Filipino sa Salita at Gawa 5 (Pagbasa) 3876 35.12
Watana Phanit 34.07 ‘
37.65) 46.03
37.031 34.34L
38.95 36.19
ii.mzmo
SD Publications 25.84] - 26.13
25.26 2554
Rex Bookstore Inc. 29.93 27.20|




Annex 1-B

Secondary Education Develoment and improvement Project (SEDIP)
‘ Textbooks and Teachers’ Manuals Confract Award CY 2001
Price List per Book Title
k SEDIP TXs and TMs
Book Thie/ Supplier Unit Price | Handling Cost] Total Cost
: Engiish Arts [ 5)
ENGITX Publication A7 3477
: ENGT 1M 3852 3882
English Ads § 5)
ENGH TX Pubiication 3610 36.10 .
ENGHTM 102 4102
- _English Arts it s
: ENG i TX Bublicat 92 4192
} ENG i TM 5630 5680
¢ Bridges @0 Betier Communication | Book Media
W ENG N TX Bress PN 278
ENG IV TM 3349 3348
3
’: Pamana i [>] e
{ FIEETX 3695 636 3734
: FiLITM 4655 038 47.03
¥
7 Timbian & Book Media
ke FILETX Press 272 2272
. FILETM 2530 2528
5
; [ DagwoaNerwin
P FLUTX 8219 3.08 6528
: FIL B TM 89,00 3® 209
Wika 2 Panitikan IV Watana Phanit
FILIV IX 3807 038 | 4845
{ FIL IV T™ E5 81 638 §6.19
Maifr 5]
b MATHI TX Publicafion 34.10 3410
MATHITM 388 38.82
L Mt i sb
MATH it TX Pubiicati 5117 5147
WATH B Th 52.40 5240
§ | Plipinas: Kasaysayan at Pamahaiasn 5]
! SOCSCHTX Pubiicati 8037 “37
¥ SCCSCITTM 4483 2483
T Asya: Ngeyon af Hinabarap sSb
2 SOC SCEN1X Publicati 3448 24345
@ SOC SCili M 3550 550
: —Kessysayan ng Daigdiy SO
- SOCSCImMTX Publicalion &80 BEG
5 SOC SCiili T™ sae2 5892
onomis IV )
i SOCSCI IV TX Publication S641 S6.41
4 SOCSCINTM 5088 6089

2 Noted by:
LOLITA nfmm

R



Unit Costs of Textbooks and Teacher's Manuals A 16
Procured under SEMP 99 to 01 for Zones 1to 4
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Subject/Grade/Lovel Tite
772 00,45 . | s i s
mmﬁ
e (st aa i
Hﬂmﬁﬂ E . €47 I
Excluding Bank charges for LCs of SEMP 99
vasigr Noted by:
dbkad... :
ot Deveoomnt Offon agsng




REPUBLIKA NG PILIPINAS
REPUBLIC OF THE PHILIPPINES
KAGAWARAN NG EDUKASYON, KULTURA AT ISPORTS

DEPARTMENT OF EDUCATION, CULTURE AND SPORTS
DECS Complex, Meralco Avenue

Faug Tity, f'ﬁﬂiwmﬂf
Tanggapan ng Kalikim
QOffice of the Secretary mv 3 1 m
DECS ORDER = ¥ '

~No. 23,8.2001
LOSS OF TEXTBOOKS BY STUDENTS

To:  Regional Direciors
Schools Division/City Superinfendents
Public Elementary and Secondary Schools Principals

1 Ithasmmmmﬁmthatmhmamfnwdorg'ms&hryd@&mﬁmfm
textbooks lost by their students. This is an onerous practice that must be stopped at onge.
%cefm&,mmuhﬁmybe&wdfmﬁwnﬁmm loss of texibooks by her or his
stndents. F

2. Ap alternative method of control over school property used by smdents and
placed in the custody of teachers will be anpounced in due time. Meanwhile, any
because of lost books o other school property used by students will be dealt with

3. Fm%tmm@mmmmmmmm

C'\)dwbi Rrx
RAUL S. ROCO
Secretary

IRC.

Tel# 86337228
8357208
Fax# 6364876



References: ) s )
DECS Memoranda: Nos. 215, 5. 1990 and 185,s 1982

. Allotment: 1—(D.0. 50.97)

To be indicated in the Perpefual Index
POLICY
 STUDENTS -
TEXTBOOKS ~ ~



