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Foreword 
 

 The Department of Education has stepped up its efforts to 
decentralize education management – a strategy that is expected to 
improve the Department’s operating efficiency and upgrade education 
quality. 

 
We are now accelerating the implementation of School-Based 

Management (SBM), a key component of Basic Education Sector 
Reform Agenda or BESRA. With SBM, the school as key provider of 
education, will be equipped to empower its key officials to make 
informed and localized decisions based on their unique needs toward 
improving our educational system.  

 
This Manual on School Improvement Planning has been produced 

as a tool to help educators manage and run our schools efficiently and 
effectively.  It highlights the strategic importance of educating our 
children and other stakeholders in participating in educational activities.  
This emphasis will make the task of our school heads and teachers 
easier, as the community will be one with them in their efforts to 
improve the school.  

 
The content of this Manual has been developed and prepared with 

the participation of education specialists who have practical and diverse 
experiences in their field. The concepts have been pilot-tested in 
several projects such as the Third Elementary Education Project 
(TEEP), the Secondary Education Development and Improvement 
Project (SEDIP), Basic Education Assistance for Mindanao (BEAM) and 
Strengthening the Implementation of Basic Education in the Visayas 
(STRIVE). The projects have created tremendous positive changes and 
improvement in the schools.  After being tried out in project sites, the 
concepts were further validated by school heads in remote schools. I 
can say with full confidence that these concepts have been tried, tested 
and passed strict scrutiny.       
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In implementing SBM, the Department is doing all it can to create 
an environment where all the people involved commit to make change 
happen under a decentralized setup. This change is ultimately geared 
towards the school children’s enjoyment of their right to quality 
education and other equally important rights such as the right to be safe 
and healthy, to be protected from harm and abuse, to play and to have 
leisure, to express their views freely, and to participate in decision-
making according to their evolving capacities. 

  
For this new setup to succeed, our principals and teachers need to 

develop their people skills and managerial capabilities. They have to be 
empowered to be catalysts for change in our schools.  

 
Let me encourage you to understand well the Manual and own its 

concepts and principles. Be empowered to strengthen partnerships, 
engage education stakeholders and produce graduates who are fully 
equipped for the 21st century. 

 
 
 

JESLI A. LAPUS  
Secretary  

Department of Education 
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September 11 2009 
 
DepED MEMORANDUM 
No. 386, s. 2009 
 

UTILIZATION OF MANUALS RELEVANT TO SCHOOL-BASED MANAGEMENT 
 
To:  Undersecretaries  
       Assistant Secretaries 
       Bureau Directors 
       Regional Directors 
       Schools Division/City Superintendents 
       Head, Public Elementary and Secondary Schools 
 
1. In addition to the four (4) Primers on School-Based Management cited in DepED 

Order No. 37, s. 2009, the Technical Working Group (TWG) on School-Based 
Management (SBM) developed the following three (3) Manuals in support of its 
institutionalization: 

 
a. Manual on Assessment of SBM Practice. Presents the SBM Framework, 

the six (6) Dimensions of the SBM Assessment Instrument and the next-
steps after the conduct of assessment. It enables the school to determine its 
level of SBM practice and the technical assistance it needs from support 
offices; 

 
b. Manual on School Governing Council. Provides schools with the basic 

information on the organization and operationalization of School Governing 
Councils; and 

 
 
c. Manual on School Improvement Planning. Discusses in detail the “why”, 

the “what”, the “who”, the “when”, and the “how” of school improvement 
planning. It is intended to help schools craft and implement, monitor and 
evaluate the same (SIPs) and (AIPs).    

 
2. These Manuals are being printed and will be distributed to schools, DepED Offices 

and stakeholders when these are ready. 
 

3. Schools are urged to utilize these materials for their guidance in their practice of 
SBM. 

 
4. Immediate and wide dissemination of this Memorandum is desired. 

 
 
 

JESLI A. LAPUS  
Secretary  

Reference: 
 DepED Order: No.37, s. 2009 
Allotment: 1- (D.O. 50-97) 
To be indicated in the Perpetual Index 
 under the following subjects: 
  
 CHANGE 
 MANUALS 
  PROJECTS 
 PROGRAMS 
 SCHOOLS 
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Introduction  
 
In line with the move of the Department of Education to enforce  

shared governance1 as mandated by the Governance of Basic Education Act 
of 2001 (R.A. 9155), DepED is institutionalizing the School Improvement 
Plan (SIP) through the Basic Education Sector Reform Agenda (BESRA)2. 
The SIP is mandated by the same Act (Article 7, Section e, paragraph 4) as a 
mechanism to complement School-Based Management (SBM).   

 
 The ultimate objective of the school improvement process is to 

achieve the desired learning outcomes by enhancing the way curriculum is 
delivered by competent, committed and caring teachers by creating a safe 
and a nurturing environment for learning, and by increasing the 
stakeholders’ participation in the entire school improvement process. It also 
aims to help school heads, teachers, parents and other stakeholders in the 
school community participate in a continuous improvement process by 
identifying potential barriers to improvement and by finding ways to move the 
school from where it is now to a condition in which students can achieve their 
highest potential. The process primarily requires constant analysis of school 
needs, planning and implementing appropriate actions and monitoring and 
evaluating results and outcomes.  It also involves comparing existing school 
practices with those of others and obtaining information about best practices 
in order to raise standards and ultimately improve school performance.   

 
The learner as the focus of the school improvement process reinforces 

the child-centered and child-rights based education which was given 
emphasis in the Convention on the Rights of the Child3:  “Education needs to 
address the development of the child to his or her fullest potential and 
promote respect for human rights, the child’s own culture and the natural 
environment and to promote values of understanding, peace, tolerance, 
equality and friendship. In other words, education must not be limited to the 
basic academic skills of writing, reading, mathematics and science.”  

                                                 
1   Shared governance’ is a principle which recognizes that every unit in the education bureaucracy has a particular role, task and 
responsibility inherent in the office and for which it is principally accountable for outcomes. (Governance of Basic Education of 
2001) 
2   A package of policy reforms that seeks to systematically improve critical regulatory, institutional, structural, financial, cultural, 
physical and informational conditions affecting basic education provision, access and delivery on the ground.  These policy 
reforms are expected to create critical changes necessary to further accelerate, broaden, deepen and sustain the improved 
education effort already started by the Schools First Initiative.  
3  Article 29, Rights of the Child, 1989 
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This Manual integrates the various experiences of DepED in its 
successful implementation of foreign-assisted projects4 and the best 
practices from other countries. Culled out from these experiences are 
effective practices in the formulation of a manageable and measurable 
School Improvement Plan (SIP)  for practical use of school heads, teachers, 
parents and other stakeholders in the school community.   

 
Through the use of this Manual, DepED hopes to strengthen the 

management capacity of the schools to achieve   solid schools-stakeholders’ 
partnership for continuous school improvement. 
 

                                                 
4   TEEP, SEDIP, BEAM and STRIVE  



Section I 
 
Understanding the SIP Manual 
 
 

This Manual is a simple, user-friendly reference in the preparation of 
an SIP.  This was prepared primarily to assist the school and the school 
community in their SIP formulation by providing relevant and appropriate 
inputs and suggestions on the content and process of SIP formulation.  This 
serves as a practical guide for every school whether it has been already 
involved in an improvement planning process or is just starting to get 
involved. Considering the unique needs and characteristics of each school 
and school community, a school may opt as it refers to this Manual, to modify 
and/or revise some of the steps and activities to ensure that its final plan is 
responsive to its  specific needs. 

 
This Manual is divided into the following sections: 

 
Table 1. Sections of the SIP Manual 

 
Section Content 

I Understanding  the SIP Manual 

II The School Improvement Process 

 A. Principles in SIP 

B. What is School Improvement Planning? 

C. What is a School Improvement Plan?   

D. Who are involved in School Improvement Planning? 

E. How to prepare an  SIP 

1. Preliminary steps 
2. The SIP planning cycle 
3. Steps in SIP preparation 

 
a. Step 1 - Collecting, organizing  & 

analyzing school data   
b. Step 2- Identifying the core values and 

formulating the Vision and Mission 
statements 
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Section Content 
c. Determining the School Goals and 

Objectives 
d. Formulating the WFP, AIP and AIP 

Adjustments 
e. Developing the Monitoring  and 

Evaluation  Plan and Structure 
f. Organizing for Implementation   

III Writing the SIP 
IV Submitting the SIP to the School Governing Council for  

Endorsement to   the Schools Division Superintendent  for  
Review and  Acceptance Superintendent Communicating the 
School Improvement Plan 

V Communicating  the Plan   
VI Implementation Start Up 
VII Summary  

 Appendices 
            
Sub-sections 1-6 of Item C. How To Prepare the SIP is a presentation 

of the process framework (Input-Process Tool-Output-Input to SIP Outline) 
that precedes the detailed discussion of each of the major steps that lead to 
the formulation of the School Improvement Plan. 

   
 Practical tools and easy-to-follow processes and steps are offered to 

enable the School Planning Team (SPT) to formulate a school improvement 
plan.  It also contains tips on how to conduct self-evaluation of the outputs 
produced for each step.   

 
Whenever appropriate, demonstration examples are presented in the 

Manual to assess and guide the SPT to understand and prepare the outputs 
for each step.  Templates, in many instances, are also provided to make the 
writing of the SIP easier for the SPT. 

 
 Accompanying this Manual is the Annexes in a CD. These Annexes 
contain hand tools and other materials that can be referred to in preparing 
the SIP. 
 
 
 
 
 
 



Section II 
 
The School Improvement Process 
 
 

This section presents some established principles in school 
improvement process, the process of school improvement planning, the 
context of the SIP, the persons involved and their roles and responsibilities in 
the planning process, and the steps in the preparation of the SIP.  
 
A.   Principles in School Improvement Process  
 
  Following are some core principles in school improvement:    
 

• It is based on standards. Standards must be set to create high 
expectations for the school. (Refer to the Manual on the Standards for 
SBM Practice.) 
  

• It is learner-centered. All improvements are for the holistic 
development of learners. School planning, fund sourcing, physical 
improvement, and policy formulation are done with the learners’ 
welfare foremost in the mind of stakeholders.  

 
• It is participatory. To develop a sense  of ownership, it is important  

that stakeholders  are part of the school improvement process  from  
the  planning, implementing  up to the  monitoring , evaluation and 
reporting . 

 
• It is based on hard data. Effective schools make decisions based on 

accurate, reliable and analyzed data.   
 

• It is systematic. Schools make use of short-term strategies as part of 
a larger long-term effort and lasting systemic change that is why 
schools have an AIP based on their SIP. They prioritize school 
improvement that is likely to have the greatest impact on learners’ 
learning and development. 
 

• It is systemic.  The improvement process is not only on one part of 
the school system. Rather it includes the entire school system 
(leadership,   curriculum and instruction,   learning environment, 
school-community relations, resources, etc.) to institute a change of 
school culture.  
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• It is continuous. There is no end to school improvement for there will 
always be a room for improvement. A key reform thrust in the DepED 
is to get all schools continuously improve.5  
 

• It is logical and iterative6. School improvement gives the school 
community an opportunity to reflect on their school in the past school 
year/s, assess results, plan and project a future characterized by 
improved performance.  
 

• It is inclusive and integrative. It includes the regular programs of the 
school  and integrates national DepED/DBM/COA/CSC/ policies7  

 
DepED planning standards and DepED flagship programs which are 
school-based in nature such as: Brigada Eskwela; Every Child A 
Reader Program (ECARP), Child -Friendly School System (CFSS); 
Early Childhood Care Development, National Elementary/Secondary 
Press Conferences, Dropout Reduction Program (DORP), School 
Feeding Program, Oplan Balik-Eswela, Mother Tongue-Based 
Multilingual Education , Use of Alternative Delivery Modes of 
Education, Culture-responsive Curriculum for Indigenous Peoples, etc. 
 

 
B.   What is School Improvement Planning? 
 

School improvement planning  is a process where  teachers, parents, 
students and community leaders come together to analyze the status of their 
school, set their directions and define school improvement and monitoring 
plans which are focused on improving educational outcomes. These 
educational outcomes include not only the performance indicators such as 
achievement rate, dropout rate and graduation rate but also the holistic 
development and well-being of all learners.  
 

School Improvement Planning is a process by which members of the 
school-community conduct a thorough evaluation of their school’s 
educational programming in the previous school years and develop a written 
school plan that:  

 
• establishes the starting point for ongoing evaluation of efforts,  and   

 
• unifies or integrates  independently organized school improvement 

efforts from various areas of the total school program into a single, 
focused process. 

                                                 
5   Basic Education Sector Reform Agenda 
6   NEAP Manual on SIP Preparation  
7   Sources:  DepEd website: www.deped.gov.ph; DBM website:  www.dbm.gov.ph, 
                               COA:  www.coa.gov.ph and CSC:  www.csc.gov.ph 

http://www.deped.gov.ph/
http://www.dbm.gov.ph/
http://www.coa.gov.ph/
http://www.csc.gov.ph/
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C.   What is a School Improvement Plan? 
 

The result of School Improvement Planning is a School     
Improvement Plan (SIP). An SIP is:  

 
• a road map  that   establishes the changes that the school needs in 

order  to improve student achievement and that shows how and when 
these changes will be made.8 

 
• a three-year education development plan that embodies the vision and 

mission of the school.  It contains the profile of the school and the 
community, problems and needs, goals, objectives, standards and 
targets, implementation plan, monitoring and evaluation plan, 
communication and advocacy plan, documentation and reporting to 
stakeholders and signatories. It is translated into an Annual 
Implementation Plan.  The SIP serves as the major basis of the 
Division Education Development Plan (DEDP).8 

 
• a comprehensive overview of major priorities to which the school will 

commit its resources including activities which are supportive of the 
national program of DepED and best/effective practices to be 
sustained. 

 
• a document which embodies what a school wants to achieve and the 

manner with which to achieve it  ensuring  that  the school maintains 
its present strengths towards an enhanced learning environment for 
students. 

 
• an instrument by which the community can hold a certain school 

accountable for student performance. 
 
D.   Who are involved in School Improvement Planning? 
 

School improvement planning is a participatory process. It involves 
anyone who has a stake in the school.  This is based on the premise that if 
various stakeholders in the community are organized to plan, initiate, 
manage, and support school-related activities, the goals of education will be 
better achieved.  Thus, a typical School Planning Team (SPT) composed of 
stakeholders such as parents, local citizens, barangay and LGU officials, 
students, and teachers shall be involved in the school improvement planning. 

 
 
 

8 School Improvement Planning: A Handbook for Principals, Teachers and School Councils, Education Improvement 
Commission, Ontario, Canada 
9   Operations Manual on School-Based Management and Its Support Systems, TEEP-DepEd, January 2006 
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Proposed Members of the SPT and their Roles and   
Responsibilities 

Below are the proposed members of the SPT and their roles and 
responsibilities. The SPT may be expanded as the school/school council 
sees fit: 

 
Table 2. Proposed Members of the SPT 

 

Stakeholder Planning Responsibilities 
School 
Governing 
Council (SGC) 
representative 
 
 
 
 

• Actively participates in the development of 
the SIP by establishing priorities  and 
setting goals and strategies for school 
improvement 

• Initiates the formation of the School 
Planning Team9 

School Head 

• Convenes the School Planning Team 

• Provides leadership and guidance in the 
development of the plan, clearly explains 
the SIP planning process to the planning 
team, and helps them understand their role 
in the process  

• Facilitates actual planning workshop 

• Informs the team  on school programs  such 
as “Every Child A Reader Program”, 
“School-Feeding Program”, Use of Mother 
Tongue as Medium of Instruction  

Teachers 

• Provide needed information relative to 
teaching and learning process  and 
programs  

• Actively participate during the development 
of the SIP-establishing priorities, setting 
goals, and formulating implementation 
strategies for the plan 

 

                                                 
9   For schools that have no School Governing Councils yet, considering the suggested members mentioned above,  the school 
head shall form the SPT.  As soon as the school is ready, it shall establish the School Governing Council. (Please refer to the 
Manual on School Governing Council). 
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Stakeholder Planning Responsibilities 

Parents 

• Share their children’s experiences in school, 
their insights about what their children need 
to learn and the difficulties they face in 
school, their aspirations for the school and 
their children; present other areas of 
concerns; and participate in setting goals, 
strategies, and priorities of the school 

• Commit available resource in the 
implementation of the plan 

Students 

• Share insights about their learning  
experiences-  what they enjoy  doing, what  
they feel uncomfortable with in school or  
school task  where  they find difficulty in  - 
and  participate in setting goals, strategies, 
and priorities of the school 

Barangay and 
LGU 
Representatives 

• Share valuable information on the interest 
and concerns of the community in school 
improvement  and participate in setting 
goals, strategies and priorities of the school 

• Commit available resources in the 
implementation of the plan 

 
 The SPT may also invite resource person/s to shed light on matters 
pertaining to specific items on the SIP, e.g. budget, infrastructure, 
procurement, etc. 
 
 The District Supervisors and/or Division Supervisors shall support the 
development of team leadership skills for School Planning Team members 
through training, conference and workshops.  As part of their function in 
providing technical assistance to the schools in response to the needs  
identified in the assessment of SBM practice, they shall at any given time 
conduct monitoring visits during the development of the SIP to ensure that the 
SIP is being crafted according to the national standards and mandate. In this 
way, schools are assured of quality SIP and makes the review task of the 
DQMT / DsQMT easier and facilitates its immediate acceptance by the SDS. 
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E.   How to Prepare an SIP                                                                                                                                              
 

ad  begins the process by calling a 
gener

        school            head           may          distribute 
paren

 
3) The School Governing Council is asked to initiate the 

forma

 
b.   Proposed Matrix of SIP Activities 

 
The school head  facilitates the preparation of the SIP. 

He/Sh

Table 3. Proposed Matrix of SIP Preparatory Activities 

                                                

1.   Preliminary Steps in SIP Preparation   
  

a.   General Assembly 
1) The school he
al assembly of parents, LGUs, students, teachers, alumni 

and other community members before convening the SPT for 
the actual SIP preparation.  He/She  presents the school profile 
and draws from the participants, inputs/insights regarding 
problems and concerns that need to be addressed. The school 
head may use the mother tongue to encourage active 
participation. 

2)  The 
t/student/teacher/school climate survey questionnaires10 to 

determine the satisfaction level of  respondents on  the  way  the 
school is being managed. 

tion of the SPT considering the suggested membership 
above.  If a School Governing Council is not yet established, the 
school head forms the SPT during the general assembly and 
formally introduces the members of the SPT to the community.  

e ensures that members of the SPT are informed of all the 
events relating to the preparation of the SIP.   Schedules are 
organized and the school head ensures the availability of all 
members of the team so that one group does not make 
decisions without hearing the views of another.  The planning 
process is tedious by nature hence, the SPT is encouraged to 
have a positive attitude towards this undertaking and must 
understand that they must work as a team.  Following is a 
sample calendar of activities to guide the school improvement 
process annually.  The school may adjust the timeline to suit the 
school’s particular needs and scheduling demands: 

 
 
 
 
 

 
10   Sample survey form/s are attached as Annex A. 
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SIP  Activity Purpose Time 
Frame 

Persons 
Involved 

preparation of the S
 

IP 

o determine what 
 is 

nd 

 

T
technical assistance
needed (from the 
Division, Region, a
Central Office) in the 
preparation of the SIP

C. SIP Planning  

 
l 

 
o gather data from the 

o gather survey 
dent/ 

nd 
 

o fill-out School 

 

pril-May-

 

PT 1. Collecting, 
organizing and
analyzing schoo
data 

T
School Information 
System (SIS) 
 
T
results (parent/stu
teacher survey,  CFSS 
Self-Assessment 
Guide11, APPES a
Sterling Silver 'School
Self Survey Tool'12, 
SBM Assessment, 
TSNA) 
 
T
Report Card  

 
A
June 

 
S

2.  Identifying core 

vision 

To identify core values June SPT 
) values and 

formulating  
and mission 

and formulate vision 
and mission 

(SGC

                                                                                                       
3. Determining To determine School June SPT 
                                                 
11   CFSS Assessment Guide, is a tool that allows school administrators, teachers, students, their parents, families and other 
community members to assess, individually and collectively, their progress towards establishing a total learning environment that 
will help children become their best by acquiring the basic competencies and the proper physical, mental and emotional 
constitution that will equip them throughout life.  See Annex B for the form. 
13   The school may also use the 'School Self-Survey' tool of the Accreditation Program for Public Elementary Schools (APPES) 
and Sterling Silver for High Schools.  The self-survey analyzes the strengths and weakness of the school.  It provides the bases for 
decision-making about the needed improvements and priorities in the school, which could serve as input to the SIP.  For details 
please contact DepEd Bureau of Elementary Education for APPES at telephone no. 02-6337270 and Bureau of Secondary 
Education at telephone no. 02-635-98-26 for Sterling Silver for High Schools or your respective Division/District Office or 
Regional Office. 
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SIP  Activity Purpose Time 
Frame 

Persons 
Involved 

school goals an
objectives 

d goals and objectives 

4.  Formulating  

lan and 

To formulate Work and June-July SPT 
Work and 
Financial P
AIP  

Financial Plan and 
AIP13

 

5.  Developing the 

 and 

To develop the 
ring 

August SPT 
School’s 
Monitoring
Evaluation Plan 
and Structure 

School’s Monito
and Evaluation Plan 
and Structure 
 

6. Organizing for To prepare the school 
  

September  School Head 

nity 

implementation  for  SIP implementation (SGC) 
School 
Commu
 

7.  Writing the SIP To finally organize the 

s 

October 
r-

PT 
Committee contents of the plan 

with reference to item
3 to 8 of this table 

Novembe
December 

S
Style 

8.  Communicating  

nting the 

 

 

o submit the SIP to 

  to the  
d 

 

ecember  

 

PT 
) 

 

the Plan  
   a. Prese
SIP to the SGC14 
for endorsement to
the  Division for 
review and 
acceptance 

 
T
the SGC for 
endorsement
Division for  review an
acceptance 

 
 
D

 
S
(SGC
Division

   b. Preparing  
or 

To determine strategies  
anuary  

 
PT 

) 

nity 

advocacy plan f
the SIP 

to effectively advocate 
for support of the plan 
from various 
stakeholders 

J S
(SGC
School 
Commu

                                                 
14  This should coincide with the LGU budget cycle (Annex C), for timely submission to a specific LGU for 
consideration/inclusion in the budget. 
15     In the absence of a School Council, the school may forward the SIP to the Division for review and acceptance. 
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SIP  Activity Purpose Time 
Frame 

Persons 
Involved 

                          
c. Doing  SIP 
advocacy  with 
the SIP to 
stakeholders  
 

                                   
To present the plan to 
the stakeholders 

     
February 
onwards 

                     
SPT 
(SGC) 
School 
Community 
 

9.  Orientation on 
Implementation 
Start Up 

To conduct workshop 
on implementation start 
up; clarify roles of those 
involved and determine 
activities on the 
implementation of the 
SIP 

February School 
School 
Community 

 
 
c.   Assumptions on which to Base SIP Revision    

 
When the schedule is set, the SPT proceeds with the 

school improvement process.  For schools that are writing the 
SIP for the first time (or are intending to restructure their SIP 
following the procedures in this Manual), they should follow the 
timeline as suggested above and the activities indicated.  For 
schools repeating the process, they can proceed with the annual 
revision of the SIP, through adjustment of the AIP, considering 
the following assumptions: 

 
• The SIP is focused on research-based strategies/solutions 

to improve instruction and increase student achievement 
based on analysis of student and staff needs; 

 
• The SPT has collected data throughout the year that 

reveal the progress made on target 
development/improvement areas; and 

 
• The SPT and SQMT have met several times during the 

year to monitor the implementation and impact of the plan. 
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 2.   The SIP Planning Cycle 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 1. Steps in the Formulation of a School Improvement Plan 
 

 

THE SIP PLANNING 
CYCLE 

 
STEP 6: 

Organiz
Impleme

ing for 
ntation 

STEP 4: 

Formulating the Work and Financial 
Plan and Annual Implementation 
Plan 

STEP 5: 

Developing the School’s 
Monitoring & Evaluation Plan 
and Structure 

STEP 1: 

Collecting, Organizing, and 
Analyzing School Data 

STEP 2: 

Identifying Core Values & 
Formulating the Vision & 
Mission Statements 

STEP 3: 

Determining the School Goals 
& Objectives 

STEP

Writin
Impro

 7: 

g the School 
vement Plan 

STEP 8: 
Communicating the Plan 

STEP 9:  
Implementation Start-up 



3.   Steps in SIP Preparation 
 

(a)   Step 1:Collecting, Organizing and Analyzing School Data 
 

A broad database is the starting point for the development 
of the SIP, which can be obtained from the SIS and the SRC.  
This database can be derived through any or all of the following 
sources: data on performance indicators, annual reports, and 
division reports . The SPT must ensure that the information 
collected is reliable, i.e.  these were gathered on the basis of 
expectations, standards and achievement levels defined by 
DepED.  All schools must have a common understanding of the 
Department’s policy requirements.  Nonetheless, schools are not 
limited to these data sources and may have other data such as  
summary of responses to the parent/student/teacher survey, 
CFSS Self-Assessment Guide, APPES and Sterling Silver for 
High School Self Survey, Assessment of SBM Practices, TSNA 
results and data on the LET ratings of newly-hired teachers. 
These data, when combined, give a complete picture of the 
school, its environment, its training needs and its operations. 

 
(1)  Major Activities in Data Collection, Organization and 
Analysis 

 
These processes include five activities: 1) Data-gathering 

and organization, 2) data analyses and interpretation, 3) 
identification/verification of problems and their causes, 4) 
prioritization of problems, and 5) selection of solution and 
strategies 

 
(2)   Why Collect, Organize and Analyze School Data 

 
This step aims to ensure that the school planning exercise 

is based on relevant and objective school data and not driven by 
subjective perceptions of strengths or problems of the school. 
This process will use the following: 
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Accomplished      

INPUT PROCESS TOOL OUTPUT SIP OUTLINE  
 
 
 
 
 
 
 

    School Data 

Initial Data 
Inferences 

School  Information 
System    

  School Profile 

  Situation Analysis 

 
 

Figure 2. Graphical Illustration of Step 1 
  

(3)   What Data to Collect  
 

The contents of the SIS Form and SRC given below 
suggest the data to collect. The SPT should make use of these  
data  for school planning. 

 
Other information may be gathered and organized as may 

be deemed necessary by the SPT to provide a complete picture 
of the school situation which will serve as input into the Situation 
Analysis. The data gathered from the school climate survey 
questionnaires  responded to by students, parents and teachers 
are very significant. This step will ensure that data are relevant 
and objective and not driven by subjective perceptions of 
strengths or problems of the school.  

 
(4)   How to Fill out an SIS Form 

 
Part I is on the basic information about the school. Part II is          

on performance    indicators   and   other   information   that   has          
relevance to learners’ learning  and development. 

For  purposes  of  uniformity,  the  school   should  use  the         
following codes whenever applicable:   

 
   N/A - Not Applicable 

Used when the planning indicator outlined in the 
SRC does not apply to your situation 
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NDA - No Data Available 
Used when the planning indicator applies to your 

situation but data could not be obtained.  However, when 
the NDA code is placed, provide justification at the last 
column. 

 
The SIS Form, Part II gives more detailed instructions on how to fill out 

the SIS form. (See Table 4.)  
 
Part I – School Profile 

• Name of School 

• School ID (Refer to School ID used in Government Schools’ 
Profile) 

• Municipality/ City 

• Congressional District 

• Type of School 
        For the elementary, check the appropriate box: 
            __Complete elementary 
            __Incomplete elementary 
            __Complete primary 
            __Incomplete primary 
  
        For the secondary, check the appropriate item: 

            __National 
            __Local 
            __Science HS 
            __Integrated 
            __Vocational  
            __SPED 
            __SPA 

 
Part II – Performance Indicators and other Relevant Information 
  

Table 4. Performance Indicators 
 

Indicators Description and  Collection of Data  
Enrolment 
 
 
 
 

 Collect 5-year enrolment data. (to forecast 
enrolment) 

 Only the August enrolment is to be indicated in the 
SIS form.   

       Basic Education Sector Reform Agenda 
18



       Basic Education Sector Reform Agenda 
19

Indicators Description and  Collection of Data  
 Use Form 3 or the Government School Profile as the 

basis for this planning indicator. 
 Disaggregate enrolment data for male and female 

and IPs, if applicable.  
ALS Enrolment  To be filled up only if the school is managing an ALS 

program.  Otherwise, place N/A or not applicable. 
 Separate enrolment data for male and female and 

for IP enrolment. 
 

Personnel  Count only the plantilla items including the vacant 
position/s.  

 TICs are not counted under the Principal item but 
under the Teacher item. Put remarks on the last 
column (What do these data tell us?) of the SRC 
that a teacher is designated as TIC.   

 In accounting for teacher items, exclude locally paid 
and volunteer teachers. 

 In accounting for non-teaching/support personnel, 
exclude teachers who are designated to perform 
administrative responsibilities in the school.  

 Separate the number of male and female teachers, 
IP teachers, mobile teachers (if the school has an 
ALS program). 

 Include teacher’s eligibility, age, years of teaching 
experience, highest educational attainment, 
specialization. 

Physical Facilities  Count only physical facilities based on “intent” and 
not on “utilization”.  Meaning, the laboratory which 
was converted as a classroom is counted under 
laboratory and not under classroom. 

 Exclude demolished facilities in the count. 
Classroom 
Furniture  Refers to the desks, armchairs, set of table & chairs, 

blackboard, laboratory tables & chairs, cabinets, 
teachers’ tables & chairs and others. 

 Do not count furniture that are not serviceable or 
condemnable or those personally owned by the 
pupil/student & teacher. 
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Indicators Description and  Collection of Data  
 Count as 1 for 1 set of Table and 2 chairs (new 

model). 
Office Equipment  Refers to computer solely used in the office, 

typewriter, photocopier, mimeographing machine, 
fax machine, sound system and others. 

ALS Community 
Learning Center  Refers to the ALS Learning Center offering different 

kinds of community-based training programs. 
Site Ownership  Refers to the status of the school site acquisition. 
Learning Facilities 
& Equipment  Please refer to DECS Service Manual 2000. 

 Prepare a separate list of all required equipment.  
Attach the document to the SIS. 

 Place a checkmark if all listed equipment are 
present in the school and come up with a total to be 
reflected in the SIS per learning facility. 

 Multimedia refer to computers for instruction, TV set, 
video or DVD or cassette player & others. 

Textbooks  Only BEC-based textbooks are to be included in the 
SIS.  

 For the ALS, indicate the materials per learning 
strand. 

Medical/Dental 
Services 

 Refers to the kind of services the school children 
availed of such as dental check-up/tooth extraction, 
physical check-up, deworming, and others. 

Learner 
Performance  

  NAT Result  Refers to the MPS  per subject area.  
  Reading  

Comprehension  Refers to the PHIL-IRI result or other reading 
assessment tool utilized by the school. 

Co-curricular 
activities  

 Include learners’ participation and performance in 
co-curricular activities. 

Teacher-Pupil 
Ratio  Refers to the total number of enrolment participation 

against total number of nationally- paid teachers.  
Exclude volunteer or locally- paid teachers in the 
computation. 
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Indicators Description and  Collection of Data  
Textbook-Pupil 
Ratio 

 Refers to the number of BEC – based text books 
against total number of enrolment.  

 For the ALS, refer to the number of learning strands 
available against total number of enrollees.  

Nutritional Status  Indicates the number of pupils/students who, after 
being examined, are classified as Below Normal,  
Normal or Above Normal status of nutrition. 

 Secure information from your School Nurse 
assigned. 

Class Size  Refers to the pupil/student requirement at 45 per 
class. 

Teacher 
Qualification  Refers to the number of teachers who passed the 

LET or PBET or with Teacher Civil Service Eligibility 
converted into a Professional Teacher’s License.  

 Professional Teacher’s License Number should be 
included. 

 Magna Carta teachers are to be excluded in the 
count. 

 Include separate count of IP teachers, if applicable. 
 Include separate count of IP teachers and mobile 

teachers, if applicable. 
 Categorize teachers according to gender, eligibility, 

age, years of teaching experience, educational 
attainment, specialization. 

Curriculum and 
Instruction  Production and use of learner-centered materials in 

the local language to supplement existing materials. 
Use of IP-responsive curriculum materials; use of 
alternative delivery modes. 

 Use of SEL teaching. This means teaching not only 
for cognitive and academic skills but also providing 
support and a socio – emotional context that 
facilitates good teaching.  

Instructional 
Supervision  Refers to the frequency of supervision and the 

number of teachers supervised per month. 
 

 Indicate if classroom supervision is followed by a 
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Indicators Description and  Collection of Data  
post-supervision conference.  

Parents’ Rate of 
Participation  Attendance to the Home Room or General PTA 

Assembly will be used as basis for computing this 
indicator. 

 Reflect the average number of attendees over the 
total number of parents in the school. 

 Include number of parents who participated in 
Brigada Eskwela, number of hours volunteered, 
school savings due to parents’ volunteer work. 

 Under Remarks Column, cite other forms of parents’ 
participation to promote students’ learning and 
welfare. 

Public 
Expenditure   ▪  Refers to the financial allocation/support given by 

LGU to the School.  
 Include MOOE and how it was used; SEF, 

donations    and others and how they were used. 
School 
Environment   Refers to the recorded incidence in the school such 

as theft, conflicts and others. 
 The summary of the results on school survey with 

students, parents, and teachers are significant to be 
included here. 

 Secure all indicators listed below from your SIS or 
Division Planning Office for the past three (3) years.  

 Indicator percentage should be up to 2 decimal 
places. 

 Graduation Rate is translated to: Number of 
Graduates (March) over number of enrolment 
(March) x 100 

 
Performance 
Indicators 
 
 
 

 Graduation 
Rate 
 
 

 Promotion 
Rate 

 
 
 
 
 
 

 Promotion Rate assesses the extent of 
pupils/students who are promoted to the next 
grade/year level.  

  Formula :  Number of Promotees (March) over 
Number of  Enrolment (March) 
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Indicators Description and  Collection of Data  

 The Simple Drop out Rate calculates the percentage 
of pupils/students who do not finish a particular 
grade/year level. 

  Formula:  Number of Drop-outs  
                     Enrolment (in Aug.)        

 This indicator evaluates the extent of pupils/students 
who failed a given grade/year level. 

  Formula:  Number of Failures___  
                     Number of  Enrolment  

 This indicator determines the number of 
pupils/students who repeat a grade/year level.   

 Formula :   
         Number of Repeaters current  SY____  
       Number  of Enrolment  Aug. previous SY  

 The Retention Rate determines the degree of 
pupils/students in a particular school year who 
continue to be in school in the succeeding year.  

 Formula : Total Enrolment Grades 2-6 CY 
                     Total Enrolment Grades 1-5 Y-1 

This is the percentage of first year entrants in a level of 
education who complete/finish the level in accordance 
with the number of years of study. 
 
Elementary: 
Completion     Graduates C. Gr. 6. SY  
                                        N  
Rate C. SY      N =  Enrolment C. Gr. 1, SY N-5   
Secondary: 
Completion     Graduates C. Yr. 4. SY  
                                         N  
Rate C. SY N =  Enrolment C. Yr. 1, SY N 

 Simple Drop-
out Rate 
 
 
 
 
 

 Failure Rate 
 
 

 
 
 

 Repetition 
Rate 

 
 
 
 
 

 Retention 
Rate 
 

 
 

 
 Completion 

Rate 
 

 

 

X 100 

X 100 

X 100 

X 100

X 100 



 
 

(5)   School Report Card (SRC)  
    

  An SRC is another source of school data for analysis and 
interpretation. Most, if not all, of the content of an SRC are lifted 
from the SIS or the contents of the annual SRC eventually find 
their way to the SIS. It usually includes the following: 1) learning 
targets  and learning  outcomes of  students; 2) fund management 
– fund generated, fund sources  and  how they were spent; 3)  
school’s progress, outstanding achievements, and major events 
during the year; and 4) performance reports drawn  from the  
responses of parents, students, teachers  in  the client satisfaction 
survey   that was conducted.  
 
  As a popular accountability measure, schools make use of 
the SRC to inform parents and community of their 
accomplishments or performance in relation to targets at the end 
of the year. It is a key source of comprehensive information for 
parents and other education stakeholders about   learners’ 
achievement   seen against performance standards through a 
simple and easily understood format.  Informed of their children’s 
performance, parents tend to work with school heads and 
teachers to ensure their children’s success.   
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Table 5. School Report Card Matrix 
 

 

 
(This may be modified to suit a school’s need or situation.) 
 
School Name: 
Mailing Address:  
Telephone No. / Mobile No.: 
Division:  
 
Level of SBM Practice:                                                             
 
 

 
 
School Head                        
 
 
                                   Photo 
 
Name:  
Mailing Address:  
Email Address: 
Tel. No. /Mobile No.  
 
 
Vision Statement:  
 
 
 
 

       Basic Education Sector Reform Agenda 
25



 
 

 
Mission Statement:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Core Values:  
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Faculty  
 

Name Educational 
Attainment  

and 
Specialization 

Professional 
License No.

Subjects  
Taught 

Advisory Class 

Male     
1.     
2.     
3.     
4     
5.     
Female     
1.     
2.     
3.     
4.     
5.     
 
Pupil/Student Profile  
 

Enrollment No. of 
Absences 

Reasons Number of 
Times Tardy 

Reasons 

- Number of 
Boys  

    

- Number of 
Girls  

    

                          
Total  

    

- Number of IP 
pupils, if any  

    

     
Pupil/Student Performance in National Test  
 

National 
Standard 

Pupil/Student Performance  in  the Subject Areas 

English  Science  Math  Filipino  Makabayan     
     75%       
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Pupil/Student Performance in Division Test  
 

Division 
Target 

Pupil/Student Performance in  the Subject Areas 

 English Science Math Filipino Makabayan
      
      
    
Reading Level of Pupils  
 

Percentage of Pupils Per  Reading Level Pupils 
 Frustration Instructional Independent 

Male     
Female     
 
Nutritional Status of Pupils  
 

%  of     Pupils 
Below 
Normal 

Normal Above 
normal 

   
 
Funds  
 

Income Source Expenditure 
(How it was  

spent) 

Balance 
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Outstanding Achievements During the Year (other than NAT performance) 
 
 
 
 
 
 
 
Summary Report  of Survey  School Performance  as Perceived  by Teachers , 
Parents, and Students (Client Satisfaction Survey)  
 
 
 
 
 
 
Strengths and Weaknesses  Identified in the Assessment of SBM Practice  
 
 
 
 
Other  Information Considered Relevant 
 
 

 

(6)   How to Organize Data 
 

To organize the school data, the following categorizations 
are suggested:  

                    
Provision of Equitable Access 

 
• Enrolment including IP enrolment, ALS enrolment 

 
• Personnel 

 
• Physical and Ancillary Facilities 

 
• Learning Materials and Equipment 
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• Curriculum and Instruction - Use of Alternative Delivery 
Modes and Mother Tongue-based Multilingual Education  
to promote the production and use of learner-centered 
materials in local languages and to supplement the 
existing materials 

 
• Others (Any other concern about provision of equitable 

access that could not be grouped with the other areas) 
 

Quality and Relevance of Basic Education 
 
• Learner performance 

 
• Curriculum Implementation/Instructional Delivery 
 
• Staff Development 
 
• Health Status of Learners  
 
• Student Services 
 
• Learning Environment 
 
• Others (Any other concern about quality and relevance 

that could not be grouped with the other areas) 
 

School Management of Education Services 
 

• Stakeholders’ Participation 
 

• Instructional Supervision 
 

• Public Expenditure/School Finance 
 

• School Community Environment 
 

• Management and Administration 
 

Performance Indicators 
 
• Graduation  Rate 
 
• Promotion Rate 
 
• Simple Dropout Rate 
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• Failure Rate 
 
• Repetition Rate 
 
• Retention Rate 
 
• Completion Rate 

 
(7)   How to Analyze and Interpret Data 
 

Data gathered become meaningful only when they are 
analyzed and interpreted in the light of set standards.  The 
following approaches can be used to analyze and interpret data. 
After data analysis and interpretation, initial inferences can be 
made. 

 
(a)   Looking into the trends. This refers to the historical 

movement of the school data. The SPT should review the 3-
year data to observe patterns or trends in increase or 
decrease. Are the figures improving or declining?  

 
Example:   Reading Assessment Results (Post Test) 
Frustration 34% 29% 32% 

Instructional 37% 43% 36% 

Independent 29% 28% 32% 

  
          Reviewing the movement of the school data provided in 
the example, we can deduce that there are more students 
whose comprehension level belongs to frustration and 
instructional levels compared to the number of independent 
readers. 
 

(b)   Comparing against the standard. Standard here 
refers to the National Standard set by the Department. Compare 
the latest year data with the national standard.  By comparing 
school data against the national standard it can provide the SPT 
a deeper analysis of realities in the  school.  Are the data within 
the standards set by the Department of Education?  
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Example:  NAT Results 
 

Year 1 Year 2 Latest Year National 
Standard 

        38.56%                       52.49%                       47.18%                      75% 
       From the data presented above, the SPT may infer that NAT results are 
below the National  Standard. 

 
 Note: The “latest year” in the SIS form does not necessarily 
correspond to the “current year”. Some planning indicators such as 
graduation and achievement rates could only be computed at the end 
of the school year and therefore the latest data for these indicators 
would be the previous year and hence, the “latest year” can also refer 
to the most recent year that data are available.  

  
 As shown in the second part of the SIS form given below, the latest 
year data will be used to compare with the national standards. Through 
this process, gaps will be determined and problems will be identified.  

 
Table 6. Comparing School Indicators with National Standards 

 
  

School Year 
What do 

these 
data tell 

us? 
I. Enrolment Year 

1 
Year 

2 
Year 

3 
Year 

4 
Year 

5 
 

• Male       

• Female       
 Year 1 Year 2 Latest Year  
II. Performance 
Indicators 

    

• Drop out Rate 
- Male  

     - Female  

    

• Repetition Rate 
- Male  

          - Female 

    

   Year 1   Year 2   Latest Year  

       Basic Education Sector Reform Agenda 
32



       Basic Education Sector Reform Agenda 
33

  
School Year 

What do 
these 

data tell 
us? 

• Cohort Survival 
Rate 
- Male  

          - Female  

    

• Achievement Rate 
- Male  
- Female  

    

• Completion Rate 
- Male  
- Female  

    

• Graduation Rate  
- Male  

          - Female  

    

• Parent’s Rate of 
Participation in 
School Activities 
- General PTA 

          - Homeroom 
          - Brigada Eskwela 
          - Others 

    

III. School Personnel     
Non-Teaching 
Personnel 

    

• Principal/School 
Administrator 

    

• Staff     
Nationally- 
Funded 

    

Locally-Funded 
 
 

 
 
 
 
 

   

   Year 1   Year 2   Latest Year  
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School Year 

What do 
these 

data tell 
us? 

Teaching Personnel     
• Head Teachers 

- Male  
          - Female  

    

• Teachers 
- Male  
- Female  

    

• National-Funded 
- Male  
- Female  

    

• Locally–Funded 
          - Male  

     - Female 

    

• Volunteer 
- Male  

          - Female 

    

• No. of Teachers 
Teaching 
Specialization 
- Male  

          - Female 

    

• No. of Teachers 
Teaching  
Subjects  outside 
Field of 
Specialization  
- Male  

          - Female 

    

• Highest 
Educational 
Attainment  

 
 

    

    Year 1   Year 2   Latest Year  
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School Year 

What do 
these 

data tell 
us? 

• Eligibility  
- LET  

          - PBET  
          - Others  

    

• Professional 
Teacher’s License 
Number 

    

• Years of Teaching 
Experience  

    

• Major/ Area of 
Specialization  

    

IV. Curriculum 
Implementation/ 
Instructional Delivery  

    

• Production and 
use of learner-
centered materials 
in the local 
language to 
supplement 
existing materials  

    

• Use of alternative 
delivery mode of 
instruction  

    

• Use of Culture-
Responsive 
Curriculum for IPs  

    

• Use of SEL  
teaching  

    

V. Teacher-Student 
Ratio 

    

VI. Student-Textbook 
Ratio 

 
 
 
 

   

    Year 1   Year 2   Latest Year  
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School Year 

What do 
these 

data tell 
us? 

VII. Physical and 
Ancillary Facilities  

    

Instructional     
• No. of Classrooms     

• Comfort Rooms     

• Science Lab     

• THE     

• IA     

• Guidance Office     

• Library     
Non-Instructional     

• School Clinic     

• Stock Room     

• Principal’s Office     

• School Canteen     

• Teachers’ Room     
VIII. Classroom 
Furniture  

    

• No. of Tablet 
Armchairs 

    

• No. of Teacher 
Tables 

    

• No. of 
Blackboards 

    

• No. of Laboratory 
Tables 

    

• No. of Laboratory 
Chairs/Stools 

    

IX. Learning Facilities  
 

   

Please attach existing learning facilities in the school per subject area 
    Year 1   Year 2   Latest Year  
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School Year 

What do 
these 

data tell 
us? 

X. Multimedia     
• No. of Computers 

for Instruction 
    

• No. of TV sets     

• Video/Cassette 
Player 

    

• Others (Please 
specify) 

    

XI. Office     
• No. of Computers     

• No. of Typewriters     

• No. of 
Photocopiers 

    

• Mimeographing 
Machine 

    

• Sound System     

• Fax     

• Others (Please 
specify) 

    

XII. Medical/Dental 
Services 

    

• First Aid Kits     

• School Nurse     

• Others (Please 
specify) 

    

XIII. Site Ownership     
• Land Title     

• Tax Declaration     

• Deed of Donation     

• Others (please 
specify) 

 
 
 

   

    Year 1   Year 2   Latest Year  
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School Year 

What do 
these 

data tell 
us? 

XIV. Environment     
• No. of Recorded 

Theft/Robbery 
    

• No. of Recorded 
Incidence of 
Student-Student 
Conflict 

    

• No. of Recorded 
Incidence of 
Teacher-Student 
Conflict 

    

• No. of Recorded 
Incidence of 
Teacher-Parent 
Conflict 

    

• The summary of 
the results on 
school survey with 
students, parents 
and teachers as 
respondents are 
significant to be 
included here.   

    

XV. Finance       
• MOOE, amount  

and how it was 
spent  

• SEF, amount  and 
how it was  spent  

• Amount  from 
other  sources  
and how it was 
spent  

    

 
 

(c)   Cross-referencing. This refers to the comparison of data of 
two (2) planning indicators, e.g. Reading Assessment and NAT Results, 
number of teaching personnel versus enrolment.  



 
Example:   Reading Assessment Results (Post Test) 

 
Level of Comprehension Year 1 Year 2 Latest   Year 

Frustration 34% 29% 32% 
Instructional 37% 43% 36% 
Independent 29% 28% 32% 

 
 (This does not mean that you will only compare the indicators given 

above. You could also compare indicators on enrolment and number of 
classrooms/buildings, number of teachers and number of pupils/students, 
etc.) 
 
 Example:  NAT Results 
 

Year 1 Year 2    Latest Year National 
Standard 

       38.56%                   52.49%                      47.18%                     75% 
Indicators for Cross Referencing 

(latest year) 
Reading Assessment Results NAT 

Results

National  
Standard 

 

Frustration    Instructional Independent 
32% 36% 32% 

 
47.18%

100%  
Independent 

readers 
 

75% NAT 
MPS 

                           
In comparing planning indicators (only the latest year data are 

compared), the SPT can go deeper into their initial inferences.  In the 
example, the Reading Assessment Results are compared with the NAT 
Result.  Using this approach, the SPT could deduce if the number of those 
students who belong to the frustration and instructional reading level affects 
the Low MPS of the school in NAT. 

 
 

(8)   How to Draw Conclusions or Inferences 
The conclusions or inferences drawn are the answers to the 

question in the last column of the SIS form, “What do these data tell 
us?” 
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Example:  NAT Results 
 

 
Year 1 

 
Year 2 

 
Latest Year 

National 
Standard 

         38.56%                     52.49%                      47.18%                  75% 
From the example given above, the conclusion could be:   
 

Decreased by 5.31% from previous year 
Lower than the National Standard by 27.82% 

 
 In writing the rest of the conclusions per category, e.g. Provision of 
Access, Quality & Relevance, School Management of Education Services, be 
guided by the following descriptions shown in Table 7. 
 

Table 7. Description of Categories 
                              

Categories Description 

PROVISION OF EQUITABLE ACCESS 

Enrolment o Problem related to decreasing trend 

Personnel o Concerns the lack of school 
personnel  

Physical & Ancillary Facilities  o This area focuses on problems 
related to the inadequacy of facilities 
that ensure a conducive learning 
environment 

Learning Materials & 
Equipment 

o Problems related to the lack of 
textbooks, teachers’ manuals, library 
collection, lack of Instructional  
Materials, the Mother tongue, IP -
responsive materials 

Others o Any other concern about provision of 
equitable access that could not be 
grouped with the other areas 

QUALITY & RELEVANCE 

Learner Performance o This area focuses on the holistic 
(academic, non-academic) 
performance of the learners. 

o It may include, but not limited to the 
following: 
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Categories Description 
- Health Status 
- Achievement in all subject areas 
- Pupil’s/Student’s Progress  
- Classroom participation 

Curriculum Implementation/ 
Instructional Delivery 

o This area focuses on the nature of 
the curriculum offered e.g. 
organization of the curriculum. 

o Alternative Delivery Modes 
o Localization of the curriculum, 

special programs like Child-Friendly  
School System 

o Culture-Responsive Curriculum for 
Indigenous Peoples (CCIP) 

o Delivery of instruction and the factors 
that adversely affect effective 
instructional delivery. 

o Multi-lingual education (MLE) 
o SEL Teaching 

Staff Development 
 

o Focuses on development of the 
potential of human resources in the 
school i.e. training interventions, 
presence of a staff development 
plan, etc. 

o The use of NCBTS TSNA tools can 
be very helpful to assess the training 
and development needs of the staff. 

Others o Any other concern about quality and 
relevance that could not be grouped 
with the other areas 

 
 

SCHOOL MANAGEMENT OF EDUCATION SERVICES 

Stakeholders’ Participation o It focuses on how school 
stakeholders are engaged, the level 
and quality of engagement of 
stakeholders e.g. parents, LGU, 
NGOs, alumni, etc. 
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Categories Description 

Instructional Supervision o Focuses on the provision of 
instructional support by the ESs, 
PSDSs, School Heads, etc. to 
improve instructional delivery of 
teachers 

Public Expenditure o This area focuses on extent of 
financial investment on basic 
education. 

o Special Education Fund (SEF)   

Environment o This area focuses on the working 
environment of the school – physical 
environment as well as the socio-
emotional climate within which 
stakeholders relate, work, and study. 
This also includes work and learning 
of safety and security. 

Management & Administration  o It may include, but  not limited to, the 
following: 

- School management structures 
- Staff opinion data on the school 
management structures and 
processes 

- Client Satisfaction Survey (CSS) 
forms will be an effective avenue 
to get the opinion of 
pupils/students, teachers and 
parents. 

Others o Any other concern about school 
management of education services 
that could not be grouped with the 
other areas 

 
 (9)   How to Identify / Verify Problems / Causes Using the SIS and 
SRC Data  

 
This is a process where the SPT determines the cause/s of 

every problem and the interrelationships of causal factors, taking 
note of the common/root cause(s), then validating15 them still using 

                                                 
15   SBM Assessment data , etc. and focused group discussions 



data analysis tools such as, but not limited to,  streams analysis, 
problem tree and causal loop analysis. (More notes on the last three 
are found in the CD of the Annexes of this Manual.)  

 
A problem is defined as a situation which is dissatisfying and 

falls short of the expectations and objectives of a specific group of 
people or organization. Problem statements should be formulated as 
existing negative situations and not as an absence of solutions. 
Using the SIS as a tool in identifying problem/s, these are the steps: 

 
1.   From the inferences/conclusions written under the 

column of the SIS form “What do the data tell us”? , the SPT 
should get a quantitative summary of the problems identified per 
planning indicator under appropriate category. (Below is  an 
example under Quality and Relevance. Other categories and 
planning indicators must also be addressed). 

 
   Example:  
 

 
Category  

Inferences/Conclusion 
(“What do these data tell us?”) 

Quality & Relevance 

 
 

   2.   Identify contributory factors to or reasons behind  the 
inferences made. Below is a sample under Quality & Relevance. 
Other Planning Indicators under appropriate Category must also 
be addressed. Even positive inferences must be included 
because what is already a good practice must be sustained.      

 

 1.  NAT Result 

 
Category  

Inferences/Conclusion 
(“What do these data tell 

us?”) 

Identification of 
causes 
Why? 

 
Quality & Relevance 

      
 1.  NAT Result 
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(10)   Rules in Problem Formulation 
 

Below are rules on how to formulate a problem:  
  

a. Refrain from starting your problem statements with 
“Lack of…”, “Inadequate..”, “Insufficient…”, 
“Absence of…”, “No…”  Instead the SPT is to 
describe the situation or to use the SIS to provide 
actual information. 

 
b. Refrain from making judgment statements as they 

are evaluative in nature.  Examples of judgment 
statements are: “Teachers are not committed” or 
“Poor study habits” or “Lax school management”.  
Again it would be prudent to just describe the 
situation. 

 
c. Refrain likewise from making interventions pose as 

problem statements e.g. “Teachers need training.” 
Instead determine why there is need for teachers to 
be trained as this would likely be the problem 
statement. 

 
d. Refrain from having two or more problems co-exist 

in a single problem statement, e.g. high 
absenteeism due to heavy rainfall which causes the 
river to overflow. In this example, there are three 
problems co-existing in a single problem statement, 
namely: (1) high absenteeism rate (2) heavy rainfall, 
and (3) river is overflowing. 

 
(11)   Sample Problem Statement: 

  
NAT MPS is 47.18% which is 27.82% below the national standard. 

 
(12)   How to Prioritize Problems 

  
Since not all problems are equally important nor is there a 

need for them to be solved at the same time, there is a need to 
prioritize the school problems using the following criteria: 
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• Relevance --- How relevant is the problem to school 
academic improvement? 

 
• Urgency --- If the problem is not addressed 

immediately, will it become worse? 
 
• Growth potential --- If the problem is not solved, will it 

become worse? 
 
• Cost --- If we do not solve the problem now, will it cost 

more to solve later? 
 

(13)   How to Select Solutions/Strategies 
 

Now that the problems have been identified and their causes 
verified, effective solutions for improving school outcomes can be 
identified.    

 
Review the key strengths identified in the comprehensive 

needs assessment.  Review also the current research-based 
practices related to the priority concerns.  This means that SPT can 
investigate potential solutions from many different sources, such as: 

 
• Division/Regional/Central Office, external experts, 

successful  practices in other schools or the internet; 
 

• Other divisions/districts/schools with successful 
programs in a similar content area; 

 
• Research and educational literature; and 

 
• Brainstorming sessions 

 
Brainstorm solutions that sustain current key strengths and 

utilize research-based effective/best practices in order to address the 
priority concerns. 
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(14)   Another Approach to Data Analysis and Interpretation 
  

Here’s another approach to the analysis and interpretation of 
data. The steps include the following: 

 

• Conduct a comprehensive needs assessment:16 This is a 
systematic process of collecting and analyzing data about the 
school to identify the strengths and priority concerns of the 
school.  The data on SBM assessment, TSNA will be highly 
significant here. Note that the term needs assessment does 
not mean that the school should only look for problems or 
weaknesses.  An appropriate term is inventory wherein the 
SPT shall account for both key strengths and priority areas to 
be documented as regards the current status of the school.  A 
SWOT17 analysis can be done to complement this activity.  
Based on this, a school profile is developed that will give a 
complete picture of the school. 
 

• Use data analysis tools18 such as but not limited to:  
segmentation technique, streams analysis; ASSA model; 
Causal Loop; Problem Tree; Pareto Analysis; Pair Wise 
method; Pair Share; Force Field Analysis, etc.( The Annexes  
to this Manual  in CD form explains  further these tools.)  

 
 
 
 
 
 
 
 
 
 

                                                 
16   SAGE School Improvement Guide, Nevada, USA, 2007. 
18     SWOT analysis is a process of identifying the internal and external factors that affect school performance.  Internal factors are 
those that are found in the school which facilitate (strengths) or hinder (weaknesses) the good performance.  External factors are 
those outside the school which help improve (opportunities) school performance or impede (threat) the desire to improve. 
19     See Annex D for details  
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The SPT often encounters several common pitfalls19 when going through this 
process. Below are some of the pitfalls that should be avoided by the SPT: 

 
• Collecting Meaningless Data. It is important to conduct a 
“comprehensive” needs assessment to examine how shared 
leadership; curriculum, instruction, assessment, and intervention; 
learning environment and school culture; parent and community 
involvement; and professional development influence student 
learning. However, data collection should be focused on the 
important issues that describe the individual school. 

 
• Conducting Duplicate Needs Assessments. If the school is 
conducting other needs assessments to meet the requirements of 
other initiatives, such as accreditation, the needs assessment 
efforts can be combined. It is not necessary to conduct a second 
needs assessment. 

 
• Neglecting to Use Quality Data Collection Instruments. 
Common instruments used in needs assessments include surveys, 
questionnaires, observations, and interviews. Developing good, 
quality data collection instruments requires training.  Planning 
teams may want to use or revise existing instruments, or request 
expert advice.  

 
• Not Verifying Causes of the Concerns. Once concerns have 
been identified, it is critical to explore the underlying reasons why 
these concerns exist. Without an accurate explanation, it is difficult 
to develop appropriate solutions that will meet the goal(s). 

 
• Jumping to Solutions Rather than Identifying Concerns. 
The most common pitfall is that many planning teams get 
sidetracked in the needs assessment by identifying solutions rather 
than concerns. The statement, “we need a new reading program,” 
is a solution, not a concern. The concern is “our students have low 
reading achievement.”  The appropriate time would be during the 
data analysis and identifying priorities. 

 
 

             

                                                 
19   SAGE Guidebook on SIP 
 



(b) Step 2:  Identifying the Core Values and Formulating the 
Vision and Mission Statements 

 
 
Introduction 
 

Formulating the vision and mission statements must be a shared effort 
of everyone in the school and community.  Hence, apart from the SPT, the 
school head will invite the School Governing Council and other school 
community stakeholders to take part in these two essential activities.  To 
deepen appreciation of stakeholders of these activities, it would be 
appropriate for the school head to present once again the results of the data 
analysis through the SIS, to connect these eventually to the vision and 
mission statements and to the core values that would serve as the bases of 
the vision/mission statements. 
 
 In the activity on core value identification, the school head as a 
facilitator should lead the school in: 
 

• identifying  common values; 

• formulating a  school’s vision which speaks about a desired 
future state toward which the school and community want to 
work; and  

• formulating school’s mission which spells out, in broad terms, 
the way the vision is to be achieved.  

 
(1)   What are core values 

 
Core values are fundamental beliefs, standards, principles, ideals and 

ethics which every organization desires to uphold.  They define what the 
school stands for and what it wants to observe as an organization. Values 
are guiding beliefs about how things should be done.  
 

As core values would define how the school will conduct itself in 
carrying out its mission, it is essential that core values reflect the common 
philosophies or beliefs of the stakeholders.  
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Generally, the best statements of values are expressed in these three “P’s: 
 

People the way personnel and stakeholders 
are treated 

Processes the way the organization is managed, 
decisions are made, and the way 
products or services are provided 

Performance the expectations concerning the 
organization’s responsibilities and the 
quality of its products and services 

 
 
Here are some suggested activities in identifying core values and formulating 
mission and vision statements:  
 

• Consensus-building 
 
• Brainstorming 
 
• Focused group discussions 
 
• Survey 

 
(2)    Suggested Approach For Core Values Identification 
 
 Below is a suggested approach for the school head to use to facilitate 
identification of core values. It makes use of a combination of activities - 
brainstorming, consensus-building, survey and focused group discussions. 
 
 Steps in Determining School Core Values 
 

Step 1.    Review the Values Clarification Checklist. 
 
This is a suggested script: 
 
 
 
 
 
 
 

  
 

Below is a list of possible values in three categories - People (the way 
personnel and stakeholders are treated), Processes (the way the organization is 
managed, decisions are made, and the way the products or services are 
provided) and Performance (the expectations concerning the organization’s 
responsibilities and the quality of its products and services).  
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      VALUES CHECKLIST: 
 

Table 8. Values Classification Checklist 
 

 
People 

(The way personnel 
and teachers, pupils, 
parents and others 

are treated) 

 
Processes 

(The way the school 
is managed, 

decisions are made, 
services are  
rendered ) 

 
Performance 

(The way the school 
fulfills its responsibilities 

or the quality of its 
services) 

 

Equality/Equal 
Opportunities 

Close Relationships Ecological Awareness 

Respect Fairness Open and Honest 
People 

Fairness Helping other people Honesty 

Justice Influencing others Fast pace work 

Excitement Order (stable, 
conform) 

Helping other people 

Honesty Systematic Influencing others 

Flexibility Creativity Life long learning 

Professionalism Flexibility Order (stable, conform) 

Loyalty Effectiveness Ranking against others 

Integrity Efficiency Work Under Pressure 

Merit Accountability Work Standards 

Recognition Competence Responsibility 

 Decisiveness Creativity 

What values would you like your school to have? Please feel free to add to the 
list. (The facilitator should not hesitate to use his/her own dialect should the 
planning team find difficulty in coming up with more appropriate terminologies. 
He/should give the planning team enough time to do this. ) 
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People 

(The way personnel 
and teachers, pupils, 
parents and others 

are treated) 

 
Processes 

(The way the school 
is managed, 

decisions are made, 
services are  
rendered ) 

 
Performance 

(The way the school 
fulfills its responsibilities 

or the quality of its 
services) 

 

 Expertise Flexibility 

 Ethical practice Effectiveness 

 Democracy Efficiency 

 Excellence Accountability 

 Loyalty Achievement 

 Initiative Advancement 

 Integrity Competence 

 Innovation Decisiveness 

  Expertise 

  Growth 

  Healthy competition 

  Personal development 

  Excellence 

  Meaningful work 

  Loyalty 

  Leadership 

  Initiative 

  Integrity 

  Innovation 

  Public service 
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People 

(The way personnel 
and teachers, pupils, 
parents and others 

are treated) 

 
Processes 

(The way the school 
is managed, 

decisions are made, 
services are  
rendered ) 

 
Performance 

(The way the school 
fulfills its responsibilities 

or the quality of its 
services) 

 

  Stability 

  Cooperation 

  Involvement 

  Freedom 

  Reputation 

  Truth 
 
 
Step 2.   Identify top 10 school values. 
 

Say this:  
 
 
 
 
 
 
 
 
 

 
Step 3 .  Out of the 10, identify your five topmost values. 
 
 Say this:  
 

 
 
 
 
 
 
             

Using the Values Checklist, identify 10 values by encircling those which 
are important to you. Remember these values are what you believe the best to 
be practiced in school. 
 

It is very important that you do not forget to consider the three P’s in 
making your choice.  

 

Imagine that you are allowed to choose  only five values.  Which would you give 
up? 
   
Plot the chosen five values using the template given. Remember to choose five 
only and plot these according to the three P’s: 



Template on five topmost values 
 

People Processes Performance 
   
   
   
   

 
 

Step 4 . From the five, come up with only three values. 
 
Say this: 
 
 

Imagine that from the five you are allowed to choose  only three values. 
Which would you give up? 
 
Encircle the chosen three values and be ready to give your reason or reasons 
for the choice you have made. 

 
 
 
 
 
 

 
Step 5. Ask participants to agree on three top school 
values.   
  
 Allow the School Planning Team to discuss their personal 
values with the other team members and ask them to come up 
with core values for the school.  This may be done in 10 
minutes. 

 
 Again, it should be overemphasized, that the three P’s be 
considered in making the final three choices of values. 

                       
Template on the three top school values: 
 

 
Chosen Values 

Short description of the reason 
why the team chose these values 
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Step 6.  Describe the values. 
 
Say this: 
 
 
 
 
 

Using the collective reasons for selecting the top three school values, provide a 
short description of the values you have identified for your school.  Place the 
description on the last column of the Values Clarification Form. 

 
Below is an example of the reasons behind the choice of 

the three values:  
 
 
 
Equal opportunities 

The school is expected to treat every 
stakeholder with equality and 
fairness. 

 
Ethical practice 

The school is expected to run its 
affairs to the highest degree of 
morality and decency. 

 
Accountability 

The school is expected to be 
answerable to the decisions it would 
make for the interest of the 
stakeholders especially the students. 

 
 

Because they are what we value, these values identified should find their way 
to our vision and mission statements. 

 
 
 
 

(3)   What is shared practical vision?  
          
As previously mentioned, the exercise on the data interpretation and 

analysis using any of the suggested tools will lead school community and the 
SPT to appreciate the good things the school has, understand why the 
school is only performing at a particular level, and become fully aware and 
concerned of the major deficiencies or gaps or problems the school is 
experiencing. 

 
It is very important that the School Head, being the lead person in the 

SPT is able to guide the members of the SPT in defining clear direction as to 
how everyone in the team wants the school to be or what they would want 
the school to achieve at a given time.  They shall be able to imagine a picture 
of the kind of school the stakeholders want to develop over a longer term.  
This picture is what we call the VISION of the organization. A vision is a 
reality that the school would like to be in the future and is best expressed in 
short, powerful statements. 
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A vision should be based on a serious study and analysis of the 
present school situation.  It is very important therefore to note that a vision 
could only be formulated if a careful analysis of the current reality of the 
school or the school present situation using the data gathered had been 
done by the SPT. The SIS could be one of the many tools that could provide 
the SPT an initial understanding of the school’s current situation especially 
by looking at the last column labeled “what do these data tell us?” and further 
analyzing these data using any of the suggested tools. 

 
To ensure a sense of ownership of the formulated vision and the 

assurance that all major stakeholders work together to achieve this, a 
participatory process involving the whole SPT should be adopted in 
formulating the vision. The process will enable the SPT members to 
contribute their ideas.  

 
(4)   Suggested Approach to Introduce the Meaning and Importance of 
Vision  

 
The School Head must properly set the context by explaining the 

objectives of the session.  He/She must be able to give some review points 
on the activities prior to this crafting of vision.  This is a way of connecting the 
previous activity (identification of core values) to this session.  The 
information from the Data Interpretation Template will provide the SPT inputs 
or jump off points in coming up with a vision that would guide the school and 
its stakeholders to a clear defined direction. 
 
Suggested transition script: 
  

 
 
 
 
 
 
 
 
 
 

  
Can  anyone share his/her   personal vision in life, something that is his/her 
own?  

“We have been appraised of our school’s current or present situation. Further, 
we have chosen as a team our core values.   In the following session, we shall 
look ahead and define our direction.  We will craft or formulate or make our 
vision statement for the school, something that will keep us focused in the 
next three (3) years,  something that will inspire us to work even harder to 
attain something.   
 
May I ask anyone to share his/her understanding of what a vision is? 
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After the SH has asked the question on personal vision, he/she will 
now give a short lecture on the meaning of VISION.Further, the School Head 
must be able to provide reasons that would convince the SPT “why” the 
school must have a vision. 
 
In the box is a suggested script: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A vision should be: 
o clear 
o memorable 
o linked with client need 
o involving and 
o expressive of the school’s deepest values. 

Why should we have a VISION? 
The vision will: 

1. provide us the direction and leadership toward collaborative action; 
2. steer us, the school stakeholders, to act in one direction; 
3. guide us with the critical point and begin to work towards attaining dreams, goals and 

aspirations; and  
4. will serve as our  unifying and sustaining factor .  

 
The vision will help our  school develop systems and  rules that would guide us  in the pursuit of 
our school mission. 
A vision establishes the principles of high performance that we  are expected  to internalize 
and apply. 
A vision paves the way for behavior- based skill development methods. 
A vision invokes pride! It stretches our thinking, and stirs our  will to win emotions. 
A vision pushes our  school to aim for the “fastest, strongest, highest quality, 

 
Visions are about feelings, beliefs, emotions and pictures. 
 
Your Vision defines who you want to serve, what service you will provide and how 
you would want to serve? 
 

A vision statement is a vivid idealized description of a desired outcome that 
inspires, energizes and helps you create a mental picture of your target. 

 Vision is the “WHAT”.  It is an expression of a destination towards which the 
school should aim.  Vision is a description of what the school wants to become, a 
more successful state than the present. 
 

 Emphasis must be made also by the School Head on the importance 
of sharing the vision. The School Head must tell the SPT that the vision can 
serve as the communication centerpiece of the school.  Further, the SH must 
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also emphasize that vision ideas or summaries can, and should be written or 
printed and widely circulated to stakeholders of the school. 
 
(5) Some Important Reminders – “Vision Killers” 

 
 

Some reminders:  As you engage in the visioning process, be alert to 
the   following “vision killers”: 

 
• Tradition 
 
• Fear of ridicule 
 
• Stereotypes of people, conditions, roles and governing councils 
 
• Complacency of some stakeholders 
 
• Fatigued leaders 
 
• Short-term thinking 
 
• “Naysayers” 

 
 
 

(6)   Suggested Approach for Facilitating the Visioning Process 
  
 This activity may utilize any or a combination of these techniques: 
brainstorming, focused group discussion, survey, and consensus building. 
 
           After giving all the ideas, concepts and principles of vision, the School 
Head must now lead the planning team in engaging everyone to contribute 
his ideas in crafting or formulating the vision. 
 
In the box is a suggested script: 
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“Now that we have a  full understanding of what a vision is and  are 
fully aware of our schools’ current or present situation, we are now 
ready to craft, formulate or make a vision statement for our school, 
something that will guide us and keep us focused  in the next three 
years.  Let us answer the question: 
 

WHAT DO WE WANT OUR SCHOOL TO BE 
THREE YEARS FROM NOW?    



 
 
 
The question given is what we call the visioning focus question.  This 

will lead the planning team to think and make a very good reflection.  The 
participants must be given enough time for about five minutes to think and 
silently answer the given visioning focus question. 

 
While the participants are thinking silently, the School Head reminds 

them that the answers to the question must be concrete and tangible. 
Something that would describe the school situation at the end of 10 years.  
Something that expresses their dreams, hopes, wishes and aspirations for 
the school and something they would like to see in 10 years’ time. The 
answer must bring positive changes that they would want to see in their 
school. Further, the answer must identify benefits that the people in the 
school would be enjoying and the values they would be sharing. 

 
When giving the focus question, the School Head must always ask if 

it is clear to everyone. He/she should encourage everyone to ask 
questions/express his/her doubts to clarify issues, confusions and/or 
concerns.  
 

Since the process in crafting, formulating or making the vision is 
participatory, the workshop process must be very well explained to the 
planning team. 

  
Step 1 –  Do individual brainstorming. 

 
Everyone must do individual brainstorming or creative thinking 

for the next five minutes. They are expected to come up with their 
individual answers to the focus question and write them down on a 
piece of paper. 

   
 Once the individual brainstorming is completed, the participants 
must be told to turn to each other for the next step of the workshop. 

 
  Step 2 – Do group brainstorming. 

     
  The moment the participants face each other, the School Head 
asks them to work by sharing what they have written on their 
individual sheets of paper. Here, the School Head must again 
emphasize the importance of sharing their work with the rest of the 
group members and for the other group members to give their full 
attention to the one sharing. 
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After 10 minutes, the School Head reminds the groups that 
they only have five minutes left to write down their best ideas on the 
idea cards. 

Reminders on how to write their ideas using the idea cards are 
given. Idea cards are colored paper which is about 1/3 of a short size 
bond paper. 

 
 
 
 
 
 
 
 
 
 
  

1 IDEA PER 
CARD 

SPECIFIC 
IDEAS 

5-7 
WORDS 

WRITE 
BIG 

  
Note: The School Head distributes the idea cards and 
markers to the participants during the group-brainstorming 
portion of the workshop so they would not be tempted to 
write before the group brainstorm process is done. 

 
 
Step 3 – Do plenary brainstorming. 
 

The School Head asks the participants to show the cards in 
front of the group members and pick the four most important ideas to 
be given to the school head. 

 
Once all the cards are collected, the SH reads each one aloud 

and passes it on to the co-facilitator who posts this on the board. (The 
co-facilitator posts these cards by grouping cards related to one 
another.)  The School Head asks if there are still cards left with the 
groups.  If there are, the SH reads aloud the ideas written on each 
card and again passes this to the co-facilitator to post on the board. 

 
If there are cards with ideas that are not clear, the SH asks the 

group to clarify these for the other participants. With all the cards now 
on the board, the SH double checks if there are still other cards not 
submitted.  If there are, the SH collects and reads them aloud and 
sticks them on the board. 

 
Once the cards are all posted on the board, the workshop 

proceeds with the SH asking the participants to see if there are two or 
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more cards with the same ideas or say the same thing. All these cards 
with the same idea must be arranged into columns. This is called the 
clustering portion. 

After the idea cards are arranged, clustered or grouped, the 
SH asks the participants what the longest column of ideas is saying.  
As participants respond, the SH writes them in colored title cards.  This 
is called the TITLING or LABELING portion. 
 

In the box are suggested questions to stimulate the 
participants’ thinking to give titles to the clustered idea cards: 
 
 
 
   
 

   

1. What seems to be the emerging insight/essence/message 
expressed in the clustered idea cards? 

2. What are the idea cards all about? 
3. What are we trying to say which we want to happen in our 

school? 
4. What do these cards mean- something we want our school 

to become? 
 
 
 

  As soon as titles are given for each column, the School Head 
requests the group to form a vision statement with the titles serving as 
the vision pillars or themes of the vision.  These vision themes are the 
key words of the vision statement.  Two or more columns can be put 
together into one vision statement if there are similarities or 
semblances. 

   
 If the group is taking a long time or is having difficulty in forming 
a vision statement in plenary, the School Head then asks three 
volunteers to formulate the vision statements to be presented to the 
plenary first thing in the morning of the following day. 

   
 If the vision statement is completed in the plenary, call for a 
consensus.  Have the body approve and adopt it as the official vision 
of the school. 

   
 Should the school have an existing vision statement, still the 
planning team has to go ahead with the process until it is able to come 
up with vision pillars or themes.  Once vision pillars or themes are 
generated through the visioning workshop, the School Head presents 
the existing school vision written in bold letters on a Manila paper.  The 
School Head reads the existing school vision statement and compares 
it with the one just crafted. 

 
  
 

       Basic Education Sector Reform Agenda 
60



 
 
 
 The questions in the box can help facilitate decisions whether to 
adopt the existing school vision or the newly crafted or formulated 
vision statement. 

 
 
 
    

1. How was this vision statement crafted? 
2. Does the existing vision statement capture the vision 

pillars just crafted? 
3. What do you wish to do with the two visions? 
4. Do you as the planning team want to merge the old and 

the new and fix it in a way that is coherent, relevant and 
adaptable to the times, or just adopt the totally new 
vision statement? 

 
 
 
 
 
 
 

 The School Head must remember that the option is theirs to 
make.  But the responsibility of the School Head is to ensure that a 
consensus is reached and that the vision is fixed or corrected and 
adopted by the planning team in a participatory manner.  The School 
Head, together with the planning team, must make sure that the vision 
statement comprehensively captures the titles of each column in the 
vision pillars and everyone in the team must be satisfied and happy 
with the vision adopted. 

 
 After the approval and adoption of the vision statement, the 
School Head must emphasize that it is a product of team effort. 

 
 A review of what has been accomplished so far by referring to 
the workshop process flow template may be done, then the School 
Head can now wrap up the session on vision by giving them directions 
on what to follow next. 

 
 The boxes on top of the columns are examples of vision pillars 
assumed to be products of shared ideas given by the School Planning 
Team.  The columns of boxes below the vision pillars are  examples of 
the idea cards which the planning team contributed during the plenary 
portion. 
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SAMPLE VISION STATEMENT CAPTURING THE VISION PILLARS: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Dynamic Leader 
State of the 
Art School Happy & 

satisfied 
teachers 

Successful 
graduates 

Globally 
competitive 
graduates 

Cooperative 
community 

Beautiful 
playground 

Conducive  
Environment 

Value laden 
teachers & 
students 

Landscaped 
surrounding 

Concerned  
parents 

Strong 
stakeholders’ 
support 

Spacious 
campus 

Supportive 
LGU 

Updated 
teachers on 
latest trend of 
teaching 

Highly qualified 
teachers 

God- loving 
students 

God- fearing 
teachers 

Quality  
Graduates 

Presence of 
multimedia 
facilities 

Enough 
teachers 

Presence of  
Laboratories 

Effective 
School Head 

Ventilated 
Classrooms 

Enough  
Classrooms 

Well 
compensated 
teachers 

Sufficient 
instructional 
facilities 

Highly trained 
school head 

Innovative & 
dynamic school 
head 

 
 
(7)   Example of a Vision Statement Capturing the Vision Pillars 
 
 

“CCHS is a state of the art learning institution manned by a dynamic 
leader, supported by happy, satisfied and value-laden teachers who, in 
active partnership with supportive stakeholders, closely work together in 
providing a  conducive school environment for the development of God-

loving quality graduates. 

 
 
 
 
 
 
 
 
Note:  Remind the planning team to describe their vision statement in 
the  present tense as if they  are reporting what they  actually see, hear, 
think   and feel after their ideal outcome was realized. 

 
  
 Introduction to Mission Statement Formulation  
 

Like the vision statement,  the mission statement must 
also be a product of the contributions from the members of the 
planning team. Therefore, the participatory approach shall also 
be used. 
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In the box is a suggested script for the crafting of the mission 
statement: 

 
 
 
 

“Congratulations!  We have just crafted our school vision statement,  a product 
of our shared ideas.  Now in the next session, we shall be making our mission 
statement.    

 
 
(8)   What is a Mission Statement? 
  
 A mission statement is something that describes the path the school 
chooses to take  to become what it wants to be as expressed in its vision 
statement.  It is the brief, clear statement of the reason/s behind  the school’s 
existence.  It explains the functions it seeks to fulfill, the clients it seeks to 
serve and the methods through which the school intends to fulfill its purpose. 
 
 While the vision is the “what” and the “where” of the school, the 
mission provides the school the “how” or the steps that would take that 
school to its desired state or vision.  

 
A mission statement 
 

• provides the focus, the map; 
 

• tells the reason for making the trip or the journey; 
 

• specifies what is valid, what we as an organization pledge 
to do; 

 
• tells who we are and what we do; and 

 
• addresses the needs of clients and stakeholders. 
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(9)   Showing the Relationship between Vision and Mission 
Statements  
 
 The meaning of mission and its relationship to vision is 
concretely illustrated in Figure 3. 

 
 
 

 
 

After the School Head has given a short theory input on what 
mission is, he/she can proceed by setting the context of the 
Mission Statement using the sample  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

WHERE DO WE WANT TO GO? 

SHARED VISION 

 
SITUATIONAL ANALYSIS 

Where are we now? 

HOW DO WE GET THERE? 
MISSION 

 

 
Figure 3. Relationship of the Current Reality with the  

      School Mission and Vision 
 

 The meaning of mission and its relationship to vision is 
concretely illustrated in Figure 3. 
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 Script in the box: 
 
   
  
 
 
 
 
 
 
 
 The illustration above  (it is suggested that this be posted on the board 
to guide participants) explains how the present school situation can  
influence the steps on how to achieve what  the school wants  to do and 
where the school wants to go as expressed in the vision statement.   
 
(10)   School Head’s Guide in Facilitating Mission Statement 

Formulation  
 
 
 
 
 
 

 
 
 
 
 

After the School Head has explained the relationship of the current or 
present reality of the school with the mission and vision, s/he shall now lead 
the planning team to the actual workshop.   

 
The question given is called a mission focus question.  The School 

Head must be able to explain the focus question.  He should stress the key 
words in the question like:  TARGETED, SPECIFIC and DOABLE ACTIONS.  
He could even further explain that “targeted” means intended; “specific” 
means defined, exact; “doable” action means those which the school has the 
capacity to accomplish.  

 
Having explained the focus question, the School Head should ask if 

there are still areas needing clarification.  If there are, he should spend time 
to clarify doubts. 

 

 
“We are now going to identify the path we are going to take.  This 
path should be strategic or calculated in nature and in direction.  
The present realities are the bases for the actions that shall bring 
us to the desired future.  It is the mission that shall take us to our 
vision.  They are our stepping stones towards achieving our vision.” 

“To begin identifying our path, let us try to answer this focus question: 
 
“What are some of the targeted, specific and doable actions that we need 
to take in order to improve the current or present state of our school and 
help us realize our vision in three years time?” 
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It should be remembered that the process in formulating the mission 
statement is practically similar to the process in formulating the vision. 

 
However, the School Head may briefly discuss the workshop method 

again.  
 
In the box is a suggested script: 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

After explaining the workshop process briefly, the School Head gives 
tips to the planning team on how to write the mission statement. 

 
In the box is a suggested script: 

 
 
 
 
 
 
 
 
 
 

 

1. Brainstorm individually.  This is done within 5 minutes. 
2. Share and discuss all ideas with  all members of the planning 

team.  This is done in 10 minutes. 
3. Select the “best ideas”.  Do this in 12 minutes. 
4. Write the “best ideas” on the idea cards. 
5. Remember the rules in writing on the idea cards: 

1 IDEA PER 
CARD 

SPECIFIC 
IDEAS 

WRITE BIG 

USE VERBS 

5-7 WORDS 

“I’ll give you five minutes to do individual brainstorming on 
your response to the focus question.  Let me remind you that 
since this is a workshop on identifying our path – or how we 
are going to achieve our vision — all responses should begin 
with action words or verbs. 



The School Head should not forget to follow the steps before the 
planning team is able to formulate the mission statement: 

 
Step 1:  Do individual brainstorming. Ask the participants to 
do individual brainstorming on the focus question in five 
minutes. They should jot down their answers on a piece of 
paper. 

 
Focus Question: What are some of the targeted, specific 

and doable  actions that we need to take in order to improve the 
current or present  state of our school and help us realize our 
vision in three years time? 
 
 Explain the meaning of the key words targeted (intended), 
specific (defined, exact), and doable actions (those which the 
school has capacity to accomplish). 
  

Remind them that all responses should begin with action 
words or verbs since it is a workshop on identifying our path or 
how we are going to achieve our vision. 
 

Ask the participants to do individual brainstorming for the 
next five minutes, during which they should come up with their 
individual answers to the focus questions and to  write them 
down on a piece of paper.  

   
  Step 2:   Do group brainstorming. 
 

When the individual brainstorming is completed, ask the 
participants to face each other and share their individual ideas to 
the rest of the planning team.  If they happen to be a large 
group, you may ask them to count off from one to five.  Ask all 
number ones (and so on) to group together. 

 
 The School Head is expected to emphasize the 
importance of sharing the work of the group with the rest of the 
group members and requires that everybody should listen while 
one is sharing. 

 
After ten minutes of sharing, the School Head tells the 

planning team to arrive at a consensus on “great ideas” being 
shared by everyone. Further, the School Head asks the planning 
team to write down the “great ideas” on idea cards.   
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Note: Do not forget to give out idea cards and 
markers/pentel pens to the group during the group 
brainstorming portion only of the workshop.  This is 
done so that the participants will not be tempted to 
write ahead before the group brainstorming is done. 

 
Facilitators/training team should put the ‘number tents’ on 

the table when assigning work areas to each group.  Allow 
participants to move to their group’s work area. 

 
‘Number tents’ are either cartolina or bond paper with 

numbers folded like tents that will serve as number markers for 
participants to  be placed on top of the table. 

 
  Step 3:  Do plenary brainstorming. 
 

As soon as the planning team is finished writing their 
“great ideas” on the idea cards, the School Head collects them, 
reads each card aloud and passes it to his co-facilitator to  post 
on the board. 

 
After reading all the cards, School Head asks if there are 

still cards left with the group.  If there are, these should be 
collected, read and posted on the board.   

 
The School Head must take note that if there are idea 

cards that are not too clear, he should ask someone to clarify 
the said card. 

 
After making sure that all cards are on the board, the 

workshop proceeds to the cluster portion.  The School Head 
must tell the participants to look for actions that have the same 
intent or purpose to be able to cluster cards. 

 
The title portion of the workshop starts with the School 

Head asking the participants what the longest column of ideas is 
saying.  As participants speak, the School Head writes the 
words on colored title cards.  He should make sure that a 
consensus of the title is achieved among the participants before 
proceeding to the next column.   

 
If the School Head experiences difficulty in getting a 

consensus, he/she may jump to the next column assuring the 
group that they would get back to that column later on.  The 
School Head must make sure that titling or labeling of all 
columns and clusters must be completed. 
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The questions in the box may be asked to stimulate the 
participants’ thinking to give titles or labels. 

 
 

 
 
 
 
 
 

The participants must be given time to reflect on the ideas 
they contributed.  This is what we call the REFLECT PORTION.  
During this portion, the participants are asked to examine closely 
the titles given and to check whether they have captured all 
insights in each of the ideas in the columns.    

 
The participants are encouraged to change the titles 

should they wish to.  They can also add new columns from other 
columns if it is significant enough to create new ones. 

 
The School Head gives the participants few minutes to do 

all these, then asks them to prioritize the actions according to 
how  they can best achieve the shared practical vision.  The 
participants in the plenary discuss which comes first, next and 
last.  Clusters must be arranged according to priority. 

 
The title cards represent the mission pillars, while the 

idea cards are suggested programs, project or activities that can 
be fleshed out in the priority improvement area workshop. 

 
After the planning team has prioritized the mission, the 

School Head facilitates actual formulation of the mission 
statement. 

 
In the box is a suggested script: 
 
 
 
 
 

 
  
 Once the planning team has developed the mission 
statement, the School Head congratulates them for the work. 

 

1. What seems to be the emerging 
insight/essence/message or theme expressed from the 
column of ideas? 

2. What is it that we intend to do by grouping all these 
actions together? 

“Now that we have agreed on the order of priorities of our 
mission pillars, let us attempt to develop a mission statement 
from all these titles.  Remember that mission statements will 
move us to action, we must therefore use action words or 
verbs.” 



The School Head tapes the idea cards together with their 
corresponding cards.  This is to ensure that the idea cards will 
not fall off or get lost.  The columns of ideas can  be used in the 
priority improvement areas workshop. 

 
The outputs may be left hanging on the wall to be used as 

inputs for the next sessions. 
 
In the event that the school has already an existing set of 

Mission statements, show this to the planning team and consult 
them if these are still responsive to the current needs and 
aspirations of the school and community, and if  these capture 
the mission pillars as shown in the product of the workshop. 

 
Let the planning team decide whether to keep the old one 

or use the newly crafted one. 
 

Note:  Below is a sample of how mission pillars will 
look like at the end of the workshop. This is an illustration 
of how the board will look like after clustering and titling the 
idea cards during the crafting of the mission statement: 
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QUALITY 

GRADUATES 

Acquire functional 
laboratory 

Produce  teaching 
learning aids 

 
MANAGEMENT 

 
SCHOOL 

FACILITIES 

Produce high quality 
of students 

Produce computer 
literate students 

To have God-fearing 
students 

Graduate skillful 
students 

Attain globally 
competitive students 

To have complete 
laboratory 

Implement school 
electrification 

Acquire sports 
equipment 

To have stable 
electricity 

Acquire vehicle for 
the school 

Have enough books 

 
COMPLETE 

PERSONNEL 

Build more classrooms  

To have a science 
laboratory room 

Have comfortable 
learning center 

To have computer 
laboratory 

Have a functional 
guidance office 

To put up concrete 
fence round the campus 

Hire computer 
teacher 

 
ANCILLARY 
SERVICES 

Have a functional 
teachers office 

 
SCHOOL INFRA- 

STRUCTURE 

To have good working 
relations with stakeholders 

To have good instructional 
leader 

School run by a very 
effective Principal 

Tap cooperation of 
LGU 

Cement the road to 
the school 

To have very 
supportive LGU 

Put up flood control 
canal 

To have a library 

Have 
Security guard 

Have an English 
major teacher 

To have cooperative 
parents 

To have accessible 
road network 

LINKED W/ 
STAKE-

HOLDERS 

Request for 
clerk 

To have a school 
medical services 

Add teachers 

 
Have a school clinic 

Establish functional 
school canteen 

Have functional  
Guidance services 



In the box is an example of mission statements crafted capturing the 
mission pillars. 

 
 
 
 
 
 
 
 
 
 
 
 

(11)   Alignment of Vision and Mission Statements 
 

The vision and the mission are not to be seen as simply words and 
phrases that are required by higher authorities. They should be seen as 
working statements which are important to the continuing development of the 
school as a dynamic organization. Thus, the SPT needs to ensure that the 
vision and mission statements are aligned  as illustrated below: 

 
 

Vision Mission 
• Draws on the values, beliefs and 

environment of the organization 

• Describes what you want to see 
in the future 

• Specific to a certain organization 

• Positive and inspiring 

• Does not assume that the 
system will have the same 
framework as it is today 

• Open to significant modifications 
to current organization, 
methodology, teaching 
techniques, facilities, etc. 

• Draws on the beliefs and values 
of the organization 

o Enhancing the school head’s managerial and instructional skills through 
continuous training; 

o Acquiring adequate facilities thereby producing quality graduates; 
o Providing support services through strengthening functional ancillary 

services; and 
o Linking with stakeholders for support and cooperation. 

CCHS is committed to achieve its vision by: 
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(12)   Additional Samples of Vision and Mission Statements 
 

Sample 1: 
 

Vision Statement  
 

The vision for Fairley High School is to create a positive atmosphere 
that will ensure that active learning is taking place with the use of a variety of 
instructional strategies that will prepare students to become life-long 
learners. This school is a place where: 

 

▪ Students are valued regardless of their socio-economic background.  

▪ Students learn to communicate effectively.  

▪ Students are technologically competent, capable of thinking 
analytically, and prepared to enter the workforce or post-secondary 
school.  

▪ Students learn to be sensitive to the cultural differences of our society.  

▪ Respect permeates the entire organization.  

▪ Parental involvement is an integral part of the learning experience. 

Mission Statement  

 The mission of Fairley High School is to prepare students to emerge as 
high achievers and become productive citizens and workers.  This will 
include educating them to read with comprehension; write clearly; think; 
reason; and use information to solve problems. 
 
     Beliefs  
 

1. All students can learn through various methods of instruction. 

2. Every student has a right to receive an education; provided by highly 
qualified instructors. 

3. The school curriculum must be challenging and responsive to the 
needs of all students. 

4.  All students have a right to a safe and secure learning environment. 

5.  Students have the right to fair, equitable, and consistent discipline. 
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6.  The school will provide a variety of instructional approaches to 
respond to student diversity. 

7.  The school will enhance student self-esteem. 

8.  The students, staff, parents and/or guardians are the primary 
stakeholders of the school. 

9.  The parents and guardians will affirm the importance of obtaining a 
quality education. 

10.  Learning is a lifelong process. 

 
Sample 2: 
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 SEAMEO INNOTECH is principally dedicated to identifying common 
and unique education problems and needs of Southeast Asian countries and 
developing innovative and technology-based solutions to address these 
problems. The Center aids in educational development within and outside the 
region through training and human resource development, research and 
evaluation, information and communications technology and other special 
programs addressing specific areas of concern in the Southeast Asian 
educational scenario. 

Vision 
 
  We are the preferred education solutions provider in Southeast 
Asia. 
 
Our Mission 
 
  We facilitate teaching and learning through innovative and 
technology-based research and training solutions in order to fully 
develop the potentials of the peoples in Southeast Asia. 
 
Core Value Statements  
 
  We are responsible to our client-ministries, learning 
organizations, work communities, and institutions we serve in 
Southeast Asia; 
 
      We are in the business of developing innovative learning 
infrastructure, generation of information and creation of knowledge 
in the region; 
 
 



      We are specialists with the ability to meet our clients' needs, 
equipped with knowledge imagination and expertise, working as a 
team, with integrity and with the highest sense of professionalism; 
and 
 
      We are engaged in continuous improvement in renewing, 
inventing and re-inventing ourselves and the future of education in 
Southeast Asia. 
 
Core Competencies 

 educational planning and management  

 management of change  

 instructional leadership and supervision  

 curriculum and learning materials development  

 people empowerment for development  

 alternative educational delivery systems  

 literacy and community development  

 teaching-learning methodologies and strategies  ategies  

  
(c)   Step 3: Determining the School Goals and Objectives (c)   Step 3: Determining the School Goals and Objectives 
  

Introduction Introduction 
  
 The difference between where we are (current status) and where we 
want to be (vision and goals) is what we do (target objectives and action 
plans). As this statement shows, setting goals and objectives builds on the 
previous steps of visioning. Goals are simply more clarified statements of the 
vision, specifying the accomplishments to be attained if the vision is to 
become a reality.  The objectives are specific statements of activities 
required to reach the goals, starting from the current status. 

 The difference between where we are (current status) and where we 
want to be (vision and goals) is what we do (target objectives and action 
plans). As this statement shows, setting goals and objectives builds on the 
previous steps of visioning. Goals are simply more clarified statements of the 
vision, specifying the accomplishments to be attained if the vision is to 
become a reality.  The objectives are specific statements of activities 
required to reach the goals, starting from the current status. 
  

(1)(1)   Determining the  Goals of the School 
 

  Having determined the priority concerns of the school, the SPT 
is now ready to establish (or revise) improvement goals that address 
the priority needs of the school.  The goals need to be substantive and 
attainable, so the fewer the goals, the better.  All goals should be 
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anchored on the Education For All (EFA) Goals  but should be crafted 
based on the results of the data analysis.   

 
  The EFA Goals are: 

 
• Expanding and improving comprehensive early childhood 

care and education, especially for the most vulnerable and 
disadvantaged children. 

 
• Ensuring that by 2015, all children, particularly girls, in difficult 

circumstances and those belonging to ethnic minorities, have 
access to and complete free and compulsory primary 
education of good quality. 

 
• Ensuring that the learning needs of all young people and 

adults are met through equitable access to appropriate 
learning and life skills programmes.  

 
• Achieving a 50 percent improvement in levels of adult literacy 

by 2015, especially for women, and equitable access to basic 
and continuing for all adults. 

 
• Eliminating gender disparities in primary and secondary 

education by 2005, and achieving gender equality in 
education by 2015, with focus on ensuring girls’ full and equal 
access to and achievement in basic education of good quality. 

 
• Improving all aspects of the quality of education and ensuring 

excellence of all so that recognized and measurable learning 
outcomes are achieved by all, especially in literacy, numeracy 
and essential life skills. 

 
   The goal can target a content area:  

 
Example:  All students in ABC School will show improvement in 
mathematics through increases in achievement in the division, 
region and national assessments. 

 
The goal can target an area of practice: 

 
Example:  Teachers will implement differentiated instruction in 
math to improve student achievement. 
 
 

 



(2)    Developing the School’s Objectives 
 

  Develop objectives that would measure the progress in 
accomplishing the goals.  Objectives should have the following 
features: Specific, Measurable, Attainable, Realistic, and Time-
bound. 

 
  Spend time to develop appropriate, realistic and measurable 
objective for each improvement goal to clearly articulate what the 
school hopes to achieve through the SIP. 

 
  Goal:  All students in ABC School will show improvement in 
mathematics through increases in achievement in the division, region 
and national assessments. 

                           
          A measurable objective would be – 

  Students in grades V-VI will show an increase in math 
(goal) as measured by the National Achievement Test in Math 
(outcome indicator).  Current results indicate that 40 percent of our 
students are proficient or above (baseline).  At the end of the year 
(timeline), 60 percent (60 %) of students will be proficient or above 
standard or performance level. 

 
 
(d)   Step 4: Formulating the WFP and AIP and Doing an AIP Adjustment  
 
 
Introduction 
 
 Having determined the school’s goals and objectives according to 
priority needs, the SPT is now ready to operationalize these into a three-year 
WFP plan, which serves as guide to the school’s development. From this 
Work and Financial Plan (WFP), an Annual Implementation Plan (AIP) will be 
formulated. This step provides a way for the SPT to bridge the gap between 
the current situation and the vision and objectives they want to achieve.   
Based on the existing SIP, identify problems and objectives for one school 
year.  Review the intervention programs that will include strategies and 
learning activities, time frame for implementing the activities, persons 
involved and resources needed which are appropriate to achieve the 
objectives set. 
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 The aim of this step is to enable the school to focus initiatives and 
resources towards continuous school improvement. Figure 4 below 
graphically illustrates this step: 
 
 

School goals &
objectives 
School 
Report Card 

WFP

 
AIP 

INPUT PROCESS TOOL OUTPUT 

Planning matrices 
Hierarchy 
approach 

Programs and 
Actions for 
Three years 

SIP Outline 

 
 
 
 
 
 
 
 

Figure 4. Graphical Illustration in Formulating the WFP and AIP 
 
 To complete the information required in the Three Year WFP, the 
following are identified: 
 

• Priority improvement areas such as school leadership, internal 
programs, external programs and special projects 

 
• Objectives of each improvement areas 

 
• The programs, projects or activities to be undertaken to carry out 

the objectives 
 
• Resource requirement 

 
• Time line 

 
• Sources of funds required 

 
(1)   How to Formulate the Three-Year WFP: 

 
To formulate the Three-Year WFP, simply fill-out Table 9- Three-

Year WFP Matrix as shown on page 80. An example of filled-out matrix 
is Table 10 shown on page 81.  

 
• Column A is the priority improvement areas. 

 
• Column B is on objectives. 

 
• Column C presents the programs, projects and activities. These 

are interventions or actions when conducted would achieve the 
corresponding objectives. 

 
• Column D is the projected resource requirement. 
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• Column E is the time line target, which has three sub-columns 
representing years 1, 2 and 3. 

 
• Column F presents the target sources of fund requirements, 

which has four sub-columns representing the regular MOOE, 
PTA, LGU, and other possible sources of funds like fund raising, 
NGO’s donations, solicitations, or congressional funds. 

 
(2)   How to Formulate the AIP 

 
 From your three-year WFP as stipulated in Table 9 (an example 
of which is shown in Table 10)  the SPT can now prepare the AIP for 
the first year. Table 11 on page 83 shows the AIP template. 
 

 
Column Description 

A Priority Improvement Areas for the first year 

B Objectives 

C Programs, projects or activities 

D Resource requirement allocated by quarter 

E Time frame by quarter and month 

F Amount and sources of funds 

   
Step 1 - Transfer all prioritized Priority Improvement Areas 

under column A, with corresponding objectives under column B, and 
programs, projects, or activities under column C targeted to be 
implemented during the first year of  the AIP   template. (Refer to 
Tables 9 to 11 below.) 

        
Step 2 - Decide on the breakdown of resource requirement 

allocated per quarter and plot it in column D. 
 

Step 3 - Based on your quarterly allocation of funds, determine 
on what particular month or   months of the quarter when certain 
programs, projects, or activities will be undertaken by simply shading 
the corresponding box or boxes. This is under column E.  

  
Step 4 - Plot under column F the particular amount and source 

of funds intended for every   program, project, or activity. 
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Table 9.   Three-Year Work and Financial Plan Matrix  
 

TIME LINE 
AMOUNT & TARGET SOURCES 

OF FUNDS 
PRIORITY 

IMPROVEMENT 
AREAS 

 

OBJECTIVES 

PROGRAMS, 
PROJECTS, 
ACTIVITIES 

RESOURCE 
REQUIREMENT 

YR 
1 

YR 
2 

YR 
3 

MOOE PTCA LGU Others 

           

           

 

 

 

          

TOTAL 
        

SUB-TOTALS     

TOTAL 
 

 Table 10.   Example of an Accomplished  Work & Financial Plan Matrix
 



 
TIME LINE 

 
AMOUNT & TARGET 
SOURCES OF FUNDS 

PRIORITY 
IMPROVEMENT 
AREAS 

 
OBJECTIVES PROGRAMS, 

PROJECTS, ACTIVITIES
RESOURCE 

REQUIREMENT

YR 
1 

YR 
2 

YR 
3 

MOOE PTC LGU Other 

 
A. School 
Leadership 

 
- to strengthen 
areas of 
supervision & 
internal 
management 

 
• Regular instructional 

consultation 
• Regular classroom 

visits 
• Regular faculty meeting
• Regular 

mentoring/coaching 
 

 
P   1,000.00

2,000.00

10,000.00

2,000.00

P 15,000.00

       

 
B. Internal     
    Improvement   
    Objectives 
 

 
- to increase 
the academic 
performance of 
the pupils 

 
• Implementation of Red-

A-Thon, PHIL IRI, etc. 
• Continuous 

implementation of 
Oplan AURA 

• Enhancement of pupils 
through fun & away 
games 

 

 
P  100,000.00

50,000.00

350,000.00

P 500,000.00

       

 
C. External   
    Improvement   
    Objectives 

 
- to increase 
enrolment rate 
from 86% to 

 
• Improve physical 

environment for 
learning 

 
P  500,000.00
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95% • Construction of school 
fence 

• Construction of 
pathways 

• Implementation of EPP 
to address malnutrition 

• Improve the availability 
of classroom furniture 
& IM’s 

 

750,000.00

52,000

150,000.00

900,000.00

P 2,500,000.00
 

TOTAL     P  3,000,015.00
       

SUB-TOTALS     

TOTAL 
P 3,000,015.00 
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Table 11.   Annual Implementation Plan Matrix  
Year _________ 

 
A B C D E F 

TIME FRAME  
RESOURCE 

REQUIREMENT 
Q1 Q2 Q3 Q4 

Sources & Amount 
of Funds 

PRIORITY 
IMPROVEMENT 

AREAS 

 
OBJECTIVES 

PROGRAMS, 
PROJECTS, 
ACTIVITIES 

Q1 Q2 Q3 Q4 J F M A M J J A S O N D MOOE LGU PTCA Others 

 

 

 

                      

 

 

 

                      

SUB-TOTALS     SUB-TOTALS     

TOTAL  TOTAL  
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Step 5- Sum up the total resource requirement under column D 
as well as under column F then check if both totals tally. If not, review 
your figures. This   represents your total budget for one year.  

 
In your planning sessions for the second and third years, follow the 
above steps from 1 to 5. 
 

(3)   AIP Adjustment  
 

In order to ensure continuous school improvement, an AIP 
should respond to the needs of the school and situation of the 
community. Efforts should be made to adjust the Annual 
Implementation Plan.  It is therefore recommended that the SPT and 
the SIP SQMT should convene to make necessary adjustments to 
make the AIP responsive to the needs of the school and school 
community. 

 
The primary assumptions that should be considered are as follows: 

 
• The SIP is focused on selected powerful research-based 

strategies/solutions to improve instruction and increase student 
achievement based on an analysis of student and staff 
development needs. 

 
• The SPT has collected data throughout the year that reveal 

progress made toward the attainment of the goals. 
 

• The SPT and SQMT have met regularly during the year to monitor 
the implementation and assess the impact of the plan. 

 
• The SPT has analyzed the assessment results of SBM practice and 

adjusts the AIP based on these findings.  
 

The AIP Adjustment consists of the following major steps: 
 

• Review and assessment of implementation 
• Development of recommendations 
• Update by AIP adjustment 

 
(4)   On Review and Assessment of Implementation 

 
Before a review, the School Head conducts a briefing of teams in 

charge of planning, AIP implementation and Quality Management. 
Discussion includes the M & E Tool, roles and responsibilities of each 
team, compilation of resources in the AIP adjustment process.  

 
The suggested time for this step is 1 ½ days preferably in the 

second week of March prior to data gathering. 
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During the review and assessment, information will be gathered 
and organized regarding the following: 

 
a)   current school and community profile,  
b)   targets reflected in the AIP, 
c)   accomplishments during the first year of implementation, and  
d)   the perceptions of stakeholders. 

 
An updated SRC and community profile, SBM Assessment, and 

NCBTS TSNA results are needed to gather new information and data 
which are significant in the adjustment of the AIP-2. The SPT will 
review documents against records of the planning officer for the 
consistency of school and division data. 

 
The targets reflected in the AIP will be reviewed by the SPT 

using the SIP School Goal Chart and Contributory Objectives. 
 

A Focused Group Discussion (FGD) on AIP-1 accomplishments 
will be conducted. This  will be participated in by the SPT, SQMT and 
SIP Implementation Teams with  the Division QMT. The AIP and M & 
E Accomplishment Reports will be used in this activity. 
 

An FGD will also be conducted to stakeholders regarding their 
perceptions on the: 

 
  a)   implementation of school programs and projects 
  b)   school operations 
  c)   institution and community. 
 

M & E Tool will be used by the SQMT to get the perceptions of 
the stakeholders. (Refer to Tables 14a, 14b, and 14c.) 

 
The gaps and backlogs, promising practices21 , and facilitating 

and hindering factors will then be consolidated as a pre-requisite in 
developing recommendations.   

 
 
 
 
 
 
 

 
21   Practices that are on its way to becoming effective/best practices. (How to determine best practices, refer to the Handbook on 
Best Practices found in the CD of Annexes) 
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(5)   On Recommendations 
 

The SPT headed by the School Head shall perform the following 
steps: 

 
1.   Summarize the backlogs of the AIP-1, problems encountered, 

issues and concerns, strengths and weaknesses, list of lessons 
learned or the best practices using the tools or documents utilized 
during the review and assessment.  

 
2.  Identify targets for the AIP-2 through Consultative Meeting, 

Round Table Conference and Forecasting by using the updated 
SRC, M&E Results and the forecasting template. 

 
3. Identify strategies and interventions to address backlogs, 

weaknesses and lessons learned.  
 

4.  Identify best and effective practices of the school and from 
other schools within the division and region to be institutionalized and 
replicated.  

 
5.   Identify programs / projects that are not producing results so 

that they can be eliminated or replaced with more effective ones. 
 

6.  Prioritize areas for improvement for the AIP-2 by using the 
modified Pair-Wise method where the SPT will simply cast their votes 
by raising hands following the principle of S-U-G or Seriousness-
Urgency-Gravity of the problem. References for this step include the 
School Goal Chart, M & E Result, 3-Year Work and Financial Plan. 

 
7.  Present and validate the prioritized areas for improvement to 

the expanded SPT through a consultative meeting. 
 

The foregoing steps shall be done in a period of two days 
preferably in the third week of April. 

 
(6)   On Adjustment  

 
Based on the recommendations above, the SPT will: 

 
1.  Draft the Annual Improvement Plan 2 through a writeshop 

and Technology of Participation (TOP) using the 3-Year WFP, AIP-1 
and validated areas of concern as tool. 

 
2.  Present the draft to the expanded SPT for comments and 

suggestions in a consultative meeting. 
 



3.  Finalize the AIP-2 and M & E through writeshop and TOP. 
Incorporate the suggestions made by the expanded SPT. 

 
  These steps may  be done in one to two days. 
  

4. Submit a copy of the AIP-2 and M & E to the Division Office 
with cover letter containing the summary of the adjustments. The 
School Head may handcarry, e-mail or fax the document. This is 
expected on the last week of April, to be considered in the budget 
adjustment at the Division level. 

 
 
(e)   Step 5: Developing the Monitoring and Evaluation Plan and 
Structure 

 
 
Introduction 
 

It is important to design the monitoring and evaluation plan and  set in 
motion appropriate processes to monitor the implementation of the SIP  to 
evaluate the outputs and effects of the activities contained in the program. 
After formulating the school’s three-year WFP and AIP, the SPT can now 
formulate a plan which will enable the school to track its progress and 
determine its effectiveness in its  SIP implementation. 
 

The objective of this step is to enable the school to track its progress  
and make timely adjustments on the School Improvement Plan: 

 
 
   

INPUT OUTPUT SIP  PROCESS TOOL 

School goals and 
objectives 

M & E 
plan 
 

M & E Matrix 
 
(Table 5) 
 

Organizing for 

implementation 

Annual 
Implementation Plan
School goals and 
objectives 
Annual 
Implementation Plan
Report Card  

 
  
 
 
 
 
 

Figure 5. Graphical illustration in Developing the M & E Plan. 
 

The school goals, objectives and the suggested planning matrices for 
the three-year WFP and AIP are required inputs in this activity. 
 
  (1)   Some Notes on Monitoring and Evaluation 
 

Conducting Monitoring and Evaluation of the SIP is essential to 
the success of the plan. Monitoring and Evaluation provides the school 
a way: 
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 to learn from the experience of planned implementation 
 to make necessary adjustments to improve performance 
 to increase stakeholders’ participation and accountability to 

successfully implement the plan 
 to take note of effective practices  

 
Monitoring is the purposive gathering of pertinent information 

relative to how well targets are achieved and the manner with which 
these targets are achieved. 

 
Evaluation is the analysis of information gathered during the 

monitoring phase with which one can make judgment on the 
effectiveness of the  school.  

 
With the three-year WFP and AIP formulated, the team is set to 

formulate the monitoring and evaluation plan. The plan proposes a 
simple way of tracking and evaluating progress of the SIP through 
Target versus Actual. (See Table 13 on p. 124 - 125) This means 
actual outputs are assessed against target set in the plan thereby 
obtaining the percentage of accomplishment per program or project. It 
is important to note that monitoring should focus on critical milestones 
of the plan.     
 
(2)   Key features of an effective M & E Plan 

 
The following are key features of an effective M & E Plan: 
 

(a)   Checks quality of deliverables – M & E must assure that the 
outputs will:  

 
• satisfy the objectives for which these were undertaken 

• meet the standards set by management 
 

(b) Manages scope – M & E must assure  that the 
implementation includes :  

 

• all the work required; and, 

• only the work required (avoid scope creep22) 
 

 
22   In project management, scope creep refers to uncontrolled changes in a project's scope. This phenomenon can occur when the 
scope of a project is not properly defined, documented, or controlled. It is generally considered a negative occurrence that is to be 
avoided.  As a result, the project team risks drifting away from its original purpose and scope into unplanned additions. As the 
scope of a project grows, more tasks must be completed within the budget and schedule originally designed for a smaller set of 
tasks. Thus, scope creep can result in a project team overrunning its original budget and schedule. 
 

http://en.wikipedia.org/wiki/Project_management
http://en.wikipedia.org/wiki/Project
http://en.wikipedia.org/wiki/Scope_%28project_management%29
http://en.wikipedia.org/wiki/Budget
http://en.wikipedia.org/wiki/Schedule
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(c)    Tracks status of implementation – M & E must ensure that 
progress of implementation is shown through outputs delivered 
according to plan and based on schedule. 

 
(d)     Tracks sub-outputs (pre-requisites) – must assess the 
completion and quality of necessary prerequisites. 

 
Examples: 
 

• For training, ensure a quality training design and good 
resource persons 

    
• For system, assess the conceptual and technical 

correctness. 
 

(e)   Serves as an early warning device for problems and 
issues – M & E also tracks potential problems and risks. The 
following should be tracked: 

 
• Important assumptions – Track whether the assumptions 

made during the planning period will hold true or not; 

• Potential problems – These may cause delays, cost overruns 
and poor quality; 

• Environmental factors – What environmental factors 
adversely affect the implementation of the plan?  

 
(f)      Proactive and is able to accommodate unexpected 
events – M & E must ensure timely adjustments to be undertaken 
whenever necessary. This entails: 

 
• establishment of a change request mechanism 

• ensuring compliance with desired specifications for facilities 

   
(g)     Facilitates knowledge management – M & E must build on 
experience, on one’s own experience and other peoples’ 
experience. Therefore, one of the key features of an M & E system 
is: 

 
• Documentation of best and ineffective practices 

 
 
 
 



(h)     Communicates accomplishment -- M & E is concerned with 
the timely and appropriate generation, collection, processing, 
storage and dissemination of information. 

 
The M & E system must have the following sub-processes: 

 
• Data collection and storage 

• Information distribution 

• Reporting process 

• Feeding information to stakeholders 

 
Quick Review 
 

After undergoing the first few major steps, SPT may want to revisit the 
planning process that they did.  Below is quick check on the process: 
 
Planning Cycle Exercise 
 
1.   Visit and scan the environment by gathering first hand data about the 

conditions prevailing in a community. This includes usage of rapid 
appraisal techniques like interviews of key informants, focus group 
discussion with stakeholders, actual observations and surveys. Data 
gathering may also involve examination of agency reports, 
accomplishment reports and any other documents that will provide the 
context and/or background information. 
 

2.   Conduct a series of team meetings and workshops to analyze and 
diagnose the major problems of the community. Determine the causal 
relationships of problems, constraints, threats and opportunities. 
Problems are prioritized based on criteria set by the agency or by the 
group. 

 
3.    After the analysis, formulate an intervention framework by defining the 

desired conditions. Desired conditions are end-of-plan statements that 
describe the benefits and/or improvements in the situation of the target 
beneficiaries. Ideally, this is a positive statement of the problems identified 
previously. 
 

4.   Define the goods and services that must be delivered to effect 
changes in the behavior and practices of target groups. Formulate 
strategies on how to deliver these goods and services. Also, appraise 
whether these proposals are necessary and adequate to achieve the 
desired outcomes. 
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5.   Define the scope or coverage of the plan. Break down the proposed 
interventions into work packages and each work package into activities. 
 

6.   Map out the relationships of the activities identified to deliver the work 
packages by establishing the dependencies between tasks or activities. 
 

7.   Allocate resources. Identify the resource requirements per activity. 
Resources include individuals who will be assigned to perform the task; 
input materials and machinery needed to efficiently perform the work. 
 

8.   Prepare the work schedule. Assign time duration (hours, days, 
months) per activity and determine the start date and finish date of each 
activity. 

 
9.   Determine total financial requirements of the plan. Also provide 

information on cost allocation per activity and dates when these financial 
supports are needed. 
 

10.   Consolidate all information into a master plan document. The master 
plan includes   the objectives, project targets, detailed implementation 
plan and the inputs required to implement the project. This is submitted 
for appraisal. 

 
 
(f)   Step 6: Organizing for Implementation 
 
  
Introduction 
 

The SIP is a planning, monitoring and evaluation document, which 
enables the school to track the progress of its plan and determines its 
effectiveness. It is a dynamic document, which guides the school to plot its 
pace in accomplishing the changes that it deems necessary to develop itself. 
Hence, an organizational structure23 designed to manage the implementation 
of its programs and activities as contained in the AIP and the Three-Year 
WFP is necessary. 
 

(1)   Suggested Approaches  
 

Following are suggested approaches to help the school organize in 
preparation for the implementation of the SIP: 
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An SIP Implementation Team should be organized in the school by the 
School Head to: 
 

1. manage SIP implementation; 
2. organize priority improvement area team approved by the 

School   Head which will manage different programs and 
activities contained  in the AIP and the Three-Year Work 
and Financial Plan; 

3. make regular reports (e.g. monthly) to the School Head on 
the status of SIP implementation; 

4. make recommendations to the priority improvement area 
team regarding interventions that are considered 
necessary in successful plan implementation; 

5. assist the SPT in enhancing the SIP every year during SIP 
revisit; and 

6. convene regularly (e.g. monthly, quarterly) to discuss 
implementation issues.  

 
(2)    Composition of  Implementation  and SQMTs  

 
Sample composition of an SIP Implementation Team (specific 
membership will depend on the program of work in the SIP) 

 
1. One Head Teacher or Master Teacher – Chairman 
2. One Science Teacher 
3. One Mathematics Teacher 
4. One English Teacher 
5. One TLE/EPP Teacher preferably Shop or Industrial Arts  

Teacher 
6. Two student/pupil representatives 
7. One Parent or LGU  

 
An SIP SQMT shall likewise be organized by the School Head to 

monitor and evaluate accomplishment of SIP implementation. 
 

Composition of SIP SQMT: 
 

1.   One Department Head Teacher or Master 
2. Two teachers who have the capacity to conduct SIP M & E as  

determined by the school head 
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3.   One parent representative for every grade level 
4.   One LGU Representative 
5.   One School Council Representative   

 
Regardless of how small or big the school is in terms of student and 

teacher population, it has to decide on an  organizational structure that is 
responsive to the work indicated in the School Improvement Plan.  Whether 
the school has a School Governing Council or not, it should constitute two 
major teams  to handle two major functions in relation to implementing the 
SIP, namely,  plan implementation and plan monitoring and evaluation. 

 
The SIP IMPLEMENTATION TEAM   undertakes the following 

functions: 
 

1. Organize program teams approved by the School Head 
which will manage different programs and activities as 
reflected in the 3 -Year WFP and the AIP; 

2. Make regular reports (monthly, quarterly, semi-annual or 
annual) to the School Head as regards the status of SIP 
implementation; 

3. Make recommendations to the program teams regarding 
actions that are considered necessary in successful plan 
implementation; 

4. Assist School Planning Team in enhancing the SIP every 
year during the SIP revisit; and 

5. Convene regularly to discuss implementation issues together 
with School Heads and SQMT. 

 
The SIP SCHOOL QUALITY MANAGEMENT TEAM  monitors and 

evaluates the plan implementation.  
 
 Specifically, it shall: 

 
1. conduct monitoring during plan implementation like gathering, 

recording, organizing, storing data, and ensuring that school 
records are complete and up to date; 

2. evaluate results of SIP implementation which will be made as 
basis for decision making by the SH for interventions; 

3. make regular reports and submit to SH; 
4. update M & E plan during SIP revisit; 
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5. design monitoring and feedback system (e.g. flow of reports 
and feedback, reporting schedules, monitoring and feedback 
forms); 

6. analyze and interpret data and provide copy to the School 
Head and program teams; 

7. convene regularly to discuss M & E concerns together with 
implementation team and SH; 

8. monitor school and learner performance and recommend to 
the SH, actions to improve learner achievement. 

 
(3)    Organizational Structure 

 
The size and population of the school affect the organizational 

structure to support SIP implementation.  A big school with many 
teachers would have enough manpower to utilize in order to handle 
different program teams.  A small school on the other hand would have 
limited pool of personnel to work with and therefore would request the 
involvement of stakeholders like parents, alumni, LGU to assist teachers 
in handling program teams, or one teacher may handle one or two 
program teams and assisted by stakeholders. 

 
The SQMT, however, is not only concerned with the monitoring of 

the SIP implementation but with all facets of school operation to ensure 
the delivery of quality education. It oversees quality assurance functions 
in the school level. 

 
Suggested composition of the teams: 

 

SIP Implementation Team 
- One HT or MT – chairman 
- One Science Teacher 
- One Mathematics Teacher 
- One English Teacher 
- One TLE/EPP Teacher 
- Two pupil representatives 
- One parent or LGU 

SIP SQMT 
- One HT or MT 
- Two teachers 
- One parent representative 
- One LGU representative 
- One School Council 

Representative 

 
The members of the SIP Implementation Team should 

preferably be the members of the SPT. However, the members of the 
SIP SQMT should not be members of the Implementation Team, in 
order to eliminate bias when conducting monitoring and evaluation.  

 



 
 
 
 
 
 
 

 
 
 
 
 

Implementation 
Team 

School Finance 
Team 

 

Curriculum & 
Instructional 

Programs Team 

 

Student/Pupil 
Co-curricular 

Activities Team 
Team 

Staff 
Development 

Team 

Others 

Head of School 

School QM 
Team 

Physical 
Facilities and 
Instructional 
Materials & 
Equipment 

Team 

Figure 6.  School Improvement Plan Implementation Structure 
(Suggested format for small schools) 

 
 

 
 
Note: A small school has less than 10 teachers (inclusive of the School 
Head) with no department head. This categorization is in reference to the 
SIP Implementation Structure. 
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Other 

programs 

School Finance 
Team 

Student/Pupil 
Co-curricular 

activities  
Team 

Staff 
Development 

Team 

Physical 
Facilities & 

Instructional 
Materials & 
Equipment 

Team 

 

Curriculum & 
Instructional 

Team 
Composed of 5 

DH 

SQM Team 
 

Science program team 
 

Mathematics program 
team 

English program team 
 

Pilipino program team 
 

Makabayan program 
team 

School Head 

 
 

Figure 7.   School Improvement Plan Implementation Structure 
(Suggested format for big schools with Department Heads) 

 
 
 
Note:  A big school has more than 10 teachers with department heads, 

inclusive of School Head. This categorization is in reference to 
the SIP Implementation Structure. 
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(4)    Suggested Roles/Functions of Program Teams 
 

1. Physical Facilities & Instructional Materials & Equipment Team 

a. Prepares master plan on physical facilities and ,in coordination 
with the team  on  Curriculum and Instructional Programs , 
prepares instructional materials and equipment 

b. Makes annual inventory of facilities, materials and equipment 

c. Identifies physical, materials and equipment needs 

d. Assists in the preparation of project proposal to source out 
funds for physical facilities, materials and equipment projects 

e. Takes the lead role in the  implementation of physical facilities 
project 

f. Takes charge of the procurement of materials and equipment 

g. Conducts regular inspection of physical facilities, informs the 
School Head on the status and make recommendations 

h. Prepares list of measures on the care and use of physical 
facilities, materials and equipment 

2. Curriculum and Instructional Programs Team 

a. Organizes program teams per subject area 

b. Lists roles and functions of each subject area program team 

c. Convenes regularly with SH, Implementation Team and SQMT  

d. Records best practices, facilitating and hindering factors in 
relation to the implementation of subject area programs 

 
3. Student/Pupil Co-Curricular Activities Team 

a. Prepares plan for student/pupil co-curricular activities 

b. Supervises co-curricular activities like sports, cultural shows, 
talent shows, student/pupil government activities, etc. 

c. Mobilizes stakeholders to support student/pupil activities 

d. Convenes regularly with implementation team, SH and SQMT  
to discuss issues about the program 
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e. Initiates Health and Nutrition-related Program for students/ 
pupils 

 
4. Staff Development Team 

a. Conducts TSNA to determine strengths and training needs of 
teachers and non-teaching personnel; utilizes LET ratings of 
beginning teachers to determine teacher training needs 

b. Prepares an INSET Plan and submits to SH for comments and 
approval 

c. Conducts resource mobilization activities in order to get funds 
to support plan 

d. Manages INSET program to improve professional competence 
of teachers in order to improve the delivery of instruction 

e. Organizes pool of trainers in the school who can be tapped as 
speakers during INSET 

f. Evaluates and makes Training Completion Report after the 
completion of every training 

g. Convenes regularly with the School Head, Implementation 
Team and SQMT and discusses  implementation issues 

 
5. School Finance Team 

a. Makes recommendations to SH regarding School Financial 
Plan in relation to the budget requirements of the SIP/AIP 

b. Prepares resource generation plan which will involve the 
stakeholders 

c. Manages allocation of resources for operational and 
developmental activities which are reflected in the SIP 

d. Prepares annual procurement plan approved by the school 
head 

e. Prepares financial reports 

f. Tracks the utilization of funds and reports to SH 
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6. Advocacy/Communication Team 

a. Prepares communication/advocacy  plan to disseminate 
information regarding the SIP 

b. Links with the media (print/TV/radio/internet) to raise 
consciousness of stakeholders about the SIP and entices them 
to support SIP 

c. Writes press releases on the progress of the SIP 
implementation 

 
All the teams including its Chair are organized by the School Head. 

The team  composition is based on the capability of the teachers and 
stakeholders. The organizational structure including its membership can be 
changed by the SH as the need arises. 
 

(5)   The Relationship of Stakeholders’ Plan to the SIP 
 

The SIP as a guide for school improvement should not be 
considered as independent and isolated from other plans of people 
and institutions that affect the school or are affected by the school.  
The IPPD and SPPD should be supportive of the SIP.  Such plans 
should also be in line with the requirements of NCBTS that are 
captured in the situational analysis as reflected in the SIP. 

 
Likewise, the plans of the stakeholders (e.g. PTCA, LGU, 

Student/Pupil Government and Clubs) should support the 
programs/projects which are reflected in the Three-Year WFP and the 
AIP of the SIP. 

 
The relationship is shown in Figure 8.   
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Three- year school 
 Strategic plan                           Sets the direction  
 
 
 
          Annual 
      Implementation                         Operationalizes the Strategic plan 
         Plan                                              
 
 
 
           School                                                 Detailed programs/project plans 
            Policies 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
-  

School 
Level 
Planning 

Individual 
Planning 

 
 
 
 
 
 
                                                      
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
-  
     
                               

School Head’s 
Individual Plan  for 
Professional 
Development 

Teacher’s Individual 
Plan for Professional 
Development 

Stakeholders 
Planning 

 
                                      
                       Stakeholders’ Plans/Programs/Projects 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

-  
Figure 8. Relationship of Stakeholders’ Plan to the SIP  

 
Since the plan was made by the school and its stakeholders, they 

assume accountability for its implementation.  Advocacy efforts should be 
made in order to gain wide acceptance by other institutions that can provide 
support. 
 

The Division should also support the SIP and the Division Education 
Development Plan  should reflect that support mechanism. 
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(6)   Roles of District and Division Offices  and Organizations 
 

The SIP cannot stand alone.  It is on this premise that the 
following organizations/institutions have to perform their roles: 

 
1. District Office 

a. Provides technical support to the SPT during plan 
preparation and plan revisit 

b. Conducts M & E 
c. Provides guidance and technical input during plan 

implementation 
d. Receives reports and give feedback 
e. Assists school in its advocacy efforts of the SIP 

 
2. Division Office 

a. Includes programs and projects of the SIP 24  in the 
Master Plan of the DEDP 

b. Monitors SIP implementation 
c. Facilitates SIP formulation and revisit of the plan 
d. Designs the SIP Reporting and Feedback System  
e. Provides/facilitates technical and financial support to 

schools in SIP implementation and formulation 
f. Conducts SIP appraisal, annual review and evaluation 
g. Assists school in its advocacy efforts of the SIP 

 
3. Stakeholders (School Council, PTCA, LGU, etc.) 

a. Design plans  in support of the SIP 
b. Provides technical and financial support towards SIP 

implementation 
c. Assists in the implementation , monitoring  and 

evaluation of the plan implementation 
d. Participates in the preparation of the School 

Improvement Plan 
e. Assists the school in its advocacy effort of the SIP 

 
 

 
24   See Annex E for illustration of the ‘SIP-DEDP Interface’. 



 
 

Section III 
 
Writing the SIP 
 
 
Introduction 
 

When the team has collected and analyzed all necessary information, 
it is now time to consolidate and write the  SIP. Below is a suggested outline 
together with the tools that can provide the team with the necessary 
information to start the process of writing the School Improvement Plan. 
 
A.   Framework on Writing the SIP 
 
 The objective of this step is to enable the SPT to link the outputs with 
the SIP outline and write their School Improvement Plan.  It will follow this 
framework: 
 
 

Communicating 
with 
Stakeholders  

Outputs of each 
Step 

School  
Improvement     
Plan 

INPUT PROCESS TOOL OUTPUT 

SIP Templates 

 
 
 
 
 
 
 
 
 
 
  

Figure 9. Framework on Writing the SIP 
 
 
 Following is the SIP outline and the corresponding outputs that you 
can  use to write  each section. 
 

1.   Some Suggestions for the Writing of the SIP 
 

a.  A narrative discussion is more effective when it is supported 
with a tabular or graphical presentation of data. 
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b. Use simple words or statements to organize ideas in a 
paragraph form. 

c. For special features of school, include achievements, 
potentials and other    unique qualities. 

 
d. When applicable, include the use of the Mother tongue in 

instruction and discussion on IP concerns.  
 

 
2. Suggested SIP outline  
 

Table 12. SIP Outline 
 

 
Part 

 
Tool 

 
Output 

 
Remark 

Endorsement None Endorsement Contains signatories 
of the Head of 
School Planning 
Team, School Head 
and SGC Chairman  
(See sample 
endorsement on 
page 131) 

Introduction None Introduction Write 2 to 3 
paragraphs indicating 
who made the plan, 
why you did it 
(rationale), how it 
was developed, how 
you intend to use the 
plan 

Profile    
 
A. School 
 

• Name and 
History 

 
• Type of school 

(e.g. 
Elem/Secondary, 
Monograde/Multi, 
Complete/Incomp
lete, Central/Non-
central) 

 

 
 
 
BEIS, School 
Records, 
Plantilla, 
Organizational 
Chart 

 
 
 
School Profile 

 
 
 
- Write a paragraph 
or two describing the 
current school profile 
per sub area.  
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Part 

 
Tool 

 
Output 

 
Remark 

• Curriculum 
(Organization of 
curriculum such 
as BEC, Special 
Programs, SPED, 
Tech-Voc, 
Culture-
Responsive 
Curriculum for 
IPs; use of 
Mother tongue for 
instruction, 
CFSS, DORP, 
ADM, ALS) 

 
• Personnel 

(School Head, 
Teachers, Non-
teaching 
Personnel and 
other support 
staff- ) 

 
• Pupils/ Students 

Profile-   
 

• Physical facilities 
(Classrooms, 
furniture, comfort 
rooms, canteen, 
library, 
playground 
apparatus etc.) 

 
• Others (e.g. 

special features – 
conducive  socio-
emotional school  
climate or a 
caring school 
environment  ,  
adequate  and 
excellent 
conditions for 
safety, security ) 

 
 
 
 
 
 
 
 
 
 

- For details to 
include, refer 
to the SIP form 
and SRC 
format on the 
preceding 
pages.  
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Part 

 
Tool 

 
Output 

 
Remark 

 
B. Community 
 

• Socio-cultural 
(tradition, beliefs, 
practices of the 
people) 

 
• Political 

(governing 
body/political 
structure) 

 
• Geographical 

location 
(boundaries) 

 
• Demography 

(population) 
 

• Economy 
(income, 
livelihood and 
economic status) 

 
 
 
Barangay/ 
Municipal 
Records  

 
 
 
Community 
Profile 

 
 
 
 Write a paragraph or 
two describing the 
current community 
profile per sub area. 
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Part 

 
Tool 

 
Output 

 
Remark 

Situational Analysis   The writing of the 
Situational Analysis 
shall start with the 
accurate 
accomplishment of 
the SIS and the SRC. 
Then inferences shall 
be made and a 
deeper analysis of 
the school situation 
shall be conducted 
looking at problems 
and potential 
programs and 
projects worth 
sustaining. 
Here are some 
suggestions in the 
writing the Situational 
Analysis: 
1. Write in 
narrative/paragraph 
form following this 
presentation: 

a. Present the 
data. 
b. Present the 
gap. (This refers 
to the difference 
between the 
actual data and 
standard.) 
c. Present the 
reason/s for the 
gap. (taken from 
the identified 
problems)  
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Part 

 
Tool 

 
Output 

 
Remark 

A. Collecting, 
organizing and 
analyzing data on the 
following: 
1. School Performance 
    - Student 
Achievement 
    - Performance 
Indicators (Drop out,  
Repetition, Retention, 
Completion, etc, ) 
--Reading and 
Comprehension levels  
2. Instructional 
Materials (Textbooks, 
references, school 
equipment, teaching 
aids) 
3. Personnel (School 
Head, Teaching and 
Non-teaching) 
4.  Physical Facilities 
(buildings, classrooms, 
toilets, library, clinic, 
laboratories, guidance 
center, canteen, school 
furniture, etc 
5. School management   
 - leadership 
(administrative, 
instructional and 
linkages)  
- planning and 
development, - 
organizational structure 
and staffing 
-  systems and 
procedures (SIS, M & 
E, Budget, Rewards, 
Communication) 

- SRC 
- Data 

Inference 
Template 
 

  
 
 

2.   The narrative 
shall be supported 
by tabular or 
graphical data.  
 
3.   Use any of the 
tools used in 
problem 
identification to 
come up with 
accurate analysis. 
 
4.     Situation 
analysis shall 
contain problems 
and potentials, 
opportunities, best 
or promising
practices of the 
school and shall be 
discussed 
thoroughly. 
 
 
 
 
 
 
 
 
Include data 
gathered from 
school survey with 
parents, pupils and 
other stakeholders 
as respondents. 
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Part 

 
Tool 

 
Output 

 
Remark 

B. Problem 
Identification 

- SRC 
-Streams 
Analysis Chart 
- Problem Tree 
Chart 
- SWOT Matrix 
-Survey 
Questionnaire 
- Force Field 
- ASSA 
-CFSS 
Assessment 
Guide 
(Tracking 
System) 

List of Problems 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Guiding Principles     
A. Core Values Values 

Checklist 
Core Values Write a brief 

description of core 
values representing 
people, processes 
and performance and 
how stakeholders will 
behave in carrying 
out the school’s 
vision and mission. 
 

B. Vision  Vision 
Statement 

Contains simple or 
complex statements. 
(NOTE: Style 
committee shall be 
invited to refine the 
vision statement) 
Refer to samples on 
pp.73-75 

C. Mission  Mission 
Statement 

- Contains one or 
more statements 
- Format could be in 
paragraph or bullet 
form (See sample on 
p.72-75) 
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Part 

 
Tool 

 
Output 

 
Remark 

D. Goals and 
Objectives 

- Objectives 
Template 
- Goals and 
Objectives 
Template 

Goals and 
Objectives Chart 

Contains 
programs/projects/ 
interventions to: 
-  address identified 
problems that affect  
the learning  and 
development of 
learners  
-  sustain promising 
SBM practices that 
will enable schools 
reach the mature 
level which 
consequently  
promote learners’ 
holistic development  
-  promote 
continuous school 
and community 
improvements  that 
provide adequate 
and excellent 
conditions  for 
learning (e.g. Brigada 
Eskwela, ECARP, 
DORP, Sports, etc) 

Three-Year Work and 
Financial Plan 

3-Year WFP 
template 

3-Year WFP Contains objectives, 
programs/projects/ 
interventions to be 
attained within 3 
years using the 3-
Year WFP template 

Annual 
Implementation Plan 
(AIP) 

AIP template AIP Contains major 
activities of 
programs/projects/ 
interventions to be 
attained within one 
(1) year using the 
AIP template 
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Part 

 
Tool 

 
Output 

 
Remark 

Monitoring and 
Evaluation Plan and 
Structure 

- M and E 
template 
- M and E 
chart 

M & E Plan and 
Structure 

Write a brief 
description on the 
organization of the M 
& E structure and the 
corresponding roles 
and responsibilities. 
(Refer to page 92-99)

Implementation Plan 
and Structure 

SIP 
implementat- 
ion  chart  

SIP 
Implementation 
Plan and 
Structure 

Write a brief 
description on the 
organization of the 
SIP Implementation 
Structure and the 
corresponding roles 
and responsibilities. 
(Refer to pp.92-99.) 

 
 
 
Note: 
 

1. Remember that outputs produced during the workshop are 
intended to assist you in the process of writing.  They are not to 
be included in the main text of the SIP.  However, the SPT may 
decide to attach the workshop outputs (School Information 
System, Report Card; Data Inferences; List of Problems (e.g. 
Problem Tree, Streams Diagnostic Chart, etc.) and Potentials to 
situate and guide the Division SIP Review Team during the 
appraisal of the SIP.   

 
2. The SPT  is expected to do two things:  
 

• Produce a draft SIP; 
• Self-appraise the draft SIP using the Rapid Assessment 

Form found in the CD of Annexes. 
 
3.    The SIP shall be submitted to the division office for review and 

will be jointly endorsed by the SPT and SGC to the Schools 
Division Superintendent for acceptance. 

 
4.     After a year of implementation, there is a need for the SPT to 

review the AIP to identify the accomplishments and backlogs. The 
backlogs are incorporated in the adjusted AIP for the second year 
of implementation of the Three-Year Work and Financial Plan. 
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Section IV 
 
Submitting the SIP for Endorsement of the SGC and 
Review and Acceptance by the Schools Division 
Superintendent 
 
 
Introduction 
 

After putting together the ideas of the SPT into a complete SIP, the 
SPT submits the SIP to the SGC, which in turn will endorse the same to the 
Schools Division Superintendent for review and acceptance.  
 

A.   Review and Acceptance of the SIP 
 

The review and acceptance process of the SIP is one major 
activity which shall be done by a trained committee who shall look into 
the contents and process of the prepared SIP to make sure that the 
“minimums” (please see outline of SIP provided) are found in the plan.  
While the Committee is tasked to carefully look into the plan, its major 
consideration of the review is to ensure that the important parts are 
there rather than focus only on the technical aspects.  The Committee 
shall check on the accuracy of data and the consistency of goals with 
the thrust and mandate of DepED. The Committee shall also take into 
account what technical assistance it should provide to help the school 
improve the SIP. 

 
Although the SIP is a product of collaborative effort of the SPT, 

this document has to undergo a review process by the School 
Governing Council considering its role in SIP25. 

 
B.   Persons to Do the Review and Acceptance Process 

 
 The trained committee who shall do the review and acceptance 
process in the division level shall be called the Division Quality 
Management Team (DQMT) or the District Quality Management Team 
( DsQMT)in the district. The DsQMT is part of the DQMT.  

 
 A suggested approach for small divisions is the formation of 
DQMT to work with only a maximum of 50 schools.  For big divisions 
comprising of more than 50 schools, the DsQMT is recommended.  
Nonetheless, the Division can create several review teams as it may 
deem necessary to facilitate review of SIPs, so that necessary 

 
25   See Manual on School Governing Council  
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technical assistance can be immediately provided. The DQMT and 
DsQMT may be called by  other names by the Division.  

 
 Below is a suggested structure which may be expanded as the Division 
sees fit: 
 
 I. Division Quality Management Team (DQMT) 
 
  Chairman: Assistant Schools Division Superintendent 
  Members: Education Supervisor I (Secondary) 
    Education Supervisor I (Elementary) 
    Education Supervisor I (ALS) 
                              Public Schools District Supervisor 
    School Head (Secondary) 
    School Head (Elementary) 
    Division Planning Officer  
    SBM Coordinator 
    HRD officer 
    Finance Officer 
             Supply Officer 
 
 II. District Quality Management Team (DsQMT) 
 
  Chairman:    Public Schools District Supervisor 
  Members: School Head (Secondary representing the biggest school 

in the district) 
School Head (Elementary representing the biggest school 
in the district) 
School Head (Secondary representing the smallest school 
in the district) 

   School Head (Elementary representing the smallest 
school in the district) 

 
  Note: Member-school head of the team shall be exempt to be part of 

the review, when his/her SIP is the subject of the review, but may be 
invited for interview by the review team, if necessary. 
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C. How shall the Review and the Acceptance Process be 
Done? 

 
 The review and the acceptance process of the SIP shall be done 
using the Rapid Assessment Form (RAF) found in the CD copy of 
Annexes.  This is done by the DQMT or the DsQMT who shall sit down 
together on a scheduled date.  For convenience, an electronic copy 
may be submitted to the DQMT or DsQMT for rapid appraisal of the 
SIP.  The RAF is divided according to the parts of the actual SIP 
labeled “sections”. 

 
  Section 1: Situational Analysis (both the process and content) 

(Situational analysis of performance, materials, human 
resources, facilities and management) 

 
  Section 2: School Core Values, Vision and Mission (both process 

and Content)(Core values reflective of the division service 
or core values, vision and mission capture the pillars 
identified during the brainstorming by the SPT) 

 
  Section 3: School Goals and Objectives (both process and content, 

validity and feasibility) 
 
  Section 4: Work Financial Plan (WFP) and AIP (both process and      

content, validity and feasibility) 
 

  Section 5: M & E structure (both process and content, validity and 
feasibility) 

   
 The first column of the RAF shows description of the section, 
followed by the criteria which is answerable by YES or NO.  (Please 
see Rapid Assessment Form in the CD copy of Annexes.) 

 
 The review process  shall also contain some points for 
comments/observations from the DQMT or DsQMT to further improve 
and refine the plan.  To validate findings, the review team may call on 
the school head and/or members of the SPT to verify or clarify matters 
pertaining to a certain segment of the SIP.  This opportunity can also 
be used to provide technical assistance to the SPT, so that the latter 
can take note of revisions to be made in the SIP. 

 
D. After the Review Process 

 
 If the DQMT/DsQMT approves the SIP, it passes the same to 
the Schools Division Superintendent for acceptance. If, however, the 
DQMT/ DsQMT finds the SIP needing improvement/refinement, the 
review team will return the SIP to the SGC Chairman and School Head 
for refinement. Once suggestions/ requirements of the DQMT/ DsQMT 



have been satisfactorily complied with, the refined SIP is once more 
submitted for review by the DQMT/ DsQMT until it is accepted by the 
Schools Division Superintendent who issues a Certificate of 
Acceptance of the SIP. 

 
 The Division is given 15 working days to issue notice of 
acceptance of the SIP to the school.  If endorsement is not acted on 
within 15 working days, the SIP is deemed accepted and the school 
may proceed with the implementation of the SIP. A Certificate of 
Acceptance26 signed by the Schools Division Superintendent shall be 
awarded to the school.  This is done ideally during the launch of the 
SIP in the school to be attended by the major stakeholders in a general 
assembly.   

 
 This ceremony marks the first step in communicating the plan. 
 
 Below is the process flow of the review and acceptance process up to 
the approval of the SIP: 
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Figure 10. Process Flow of SIP Review and Acceptance

                                                

  
           
                                                 If YES 
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by the SDS 

Preparation of 
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Acceptance 
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                                                If NO 
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“minimums” 

SIP to undergo a 
process of 

review/refine- 
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26   In the absence of the SGC, the school shall submit the SIP to the division for review and acceptance through the Division 
Quality Management Team or District Quality Management Team.   
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ROCESS AFTER

 

Figure 11. Process after Refinement of SIP 
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Section V 
 

Communicating the School Improvement Plan 
 
 
Introduction 
 

Successful implementation of the SIP rests not only on the quality of 
the document produced but also on the ability of the School Head to 
communicate the plan to a wide range of school stakeholders in order to 
generate understanding and support. 
 

A.   Suggested Ways to Increase Wide Acceptance of the Plan: 
 

1.   School Head and SPT should meet the following to generate 
full support to SIP (can be done through a general assembly): 

 

• Teaching and non-teaching personnel  

• PTA/SGC 

• LGUs 

• Student/Pupil Government 

• Other Stakeholders 
 

2. Display the Vision, Mission, Core Values and Goals in key 
points around the school, such as the school entrance, 
faculty room and main office. 

3. Recognize the progress of the plan at staff meetings, 
PTA/School Council meetings and other important events of 
the school. 

4. Distribute minutes of meeting of all planning team meeting 
and subcommittee meetings. 

5. Use the internet, school newsletter, minutes of meetings to 
communicate information about school improvement efforts, 
and progress on improvement goals. 

6. Upload the SIP to the internet for wide dissemination. The 
divisions/regions can include in their website list of priority 
concerns of each SIP to generate the kind of support that 
can be given by stakeholders. 
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7. Go to a local radio/TV station and discuss salient points of 
the SIP to get stakeholders’ support.  

8. Distribute the SIP, together with a primer on SIP to major 
stakeholders of the school (Please See Annex G in CD 
copy). 

9. Celebrate success for every successful program 
implemented and for every best/effective practice identified. 
Give a copy of your SIP to your local officials especially the 
Chairman of Education Committee of the 
Municipal/Barangay Council. 
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Section VI 
 

Implementation Start Up 
 
 
Introduction 
 

The SIP is a three-year improvement plan that is formulated by the 
school, together with its stakeholders. 

 
After the plan is finalized and approved by the stakeholders and 

accepted by the Division, the following activities have to be done by the 
school head with the stakeholders. 
 

Preparing for Implementation 
 

A.    SIP Start-up -This is the preparatory stage.  This 
implementation consists of activities that would prepare the 
school for SIP implementation. 

 

1. Advocacy or communicating the plan to stakeholders 

2. Organization of Program Teams 

3. Clarification of roles/functions of Program Teams 

4. Setting of standards by Program Teams as regards the 
program they have to implement 

 
B.    Implementation of the Plan 
 

During the period of implementation, the program teams 
should be actively involved in order to implement their plan of 
action.  The implementation team coordinates with each of the 
program teams to see to it that the work to be done contributes 
to the attainment of the school goal and objectives. 

 
Monitoring the SIP Implementation 
 

The SQMT conducts the progress monitoring and evaluation 
(see Table 13, p.124).  This means that there is tracking of programs, 
projects and activities of each team to ensure that targets are met.  
The following should be recorded by the SQMT. 
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a. Facilitating Factors – These are strategies employed by 
program teams that help achieve targets.  Ex. Involvement of 
“parent helper” in remedial teaching of Math, short program 
for launching the SIP, radio program informing the community 
about the SIP and its status of implementation, use of “sing-
along” in a reading program, etc.; 

 
b. Hindering factors – These are factors which did not help or 

blocked the attainment of targets.  They are obstacles or 
problems encountered during plan implementation.  Ex. 
Transfer of school head and replacement of the one who 
cannot understand the SIP, inaccurate baseline data, unmet 
schedules, etc. 

 
Facilitating and hindering factors are important to be recorded 

because they can serve  as examples to program implementers in 
succeeding plan implementation.  Facilitating factors can be used by 
the school as part of its sets of practices in delivering educational 
services in order to attain its objectives. These practices can be 
mainstreamed into the school system. 

 
Review and Evaluation of AIP Implementation 
 

Before the end of the first  year of implementation, the School 
Planning Team meets and conducts the annual review and evaluation 
of the AIP.  The following should be done: 

 
1. Determine what targets are met and are not met.  The M&E 

plan is useful in this work. 

2. Revisit the AIP (1st yr) and identify the programs and projects 
that have to be continued for the 2nd year. 

3. Determine projects, programs and activities that need to be 
dropped or discontinued. 

4. Prepare the AIP for the second year. 

5. Record and include the facilitating factors in the second  year 
AIP. 

6. Evaluate performance. 

 
 
 
 
 
 



Review and Evaluation of SIP Implementation 
 

An annual review and evaluation should again be conducted 
before the end of Year 2 using the same process  in Year 1. 
 

Before the end of the third  year of SIP implementation, an SIP 
review and evaluation should be conducted. The following should be 
done: 
 

1. Review accomplishment of the three- year plan. 

2. Evaluate performance. 

3. Record effective practices which were found to have 
contributed to the attainment of targets for 3 years. 

4. Determine which  targets were attained and not attained. 

5. Review  the core values, vision, mission and determine if still 
relevant. If they are not, then they need to be revised or 
changed. 

6. Update the SRC and review the situational analysis.  Revise, 
if needed. 

7. Prepare a goal chart, three-year WFP, AIP and M&E plan.  
The targets which were not accomplished during the first  
cycle have to be considered.  Likewise programs, projects 
and activities which were done during the previous plan and 
were found to be effective have to be carried on to the 2nd 
cycle. 

8. Review the implementation structure including its 
composition. Revise, if needed. 

Figure 12 below shows the SIP School Year life cycle 
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Figure 12. The School-Year Cycle of the SIP 
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Section VII 
 
Summary 

 
This Manual was meant to help schools plan for their continuous 

improvement. For school improvement process to bear fruits that last, it must 
meet some characteristics.  

 
Characteristics of an Effective School Improvement Process 

 
1. It must be focused on the learner. The holistic learning and 
development of the learner is the very reason for all forms of school 
improvement. Holistic learning and development of learners mean the 
development of a “range of skills and competencies–cognitive, 
affective and behavioral- which enable them to live and work as human 
persons, develop their potential, make critical and informed decisions 
and function effectively in society –within the context of other 
environment and that of the wider community (local, regional, national, 
global) in order to improve the quality of their life and that of society.”27   
 
2. It must be collaborative and participatory. The school  head, 
being the  instructional leader and administrative manager, organizes, 
leads and engages the active participation of  the learners, teachers, 
parents, and other members of the community in the entire planning 
cycle  from the collection , analysis and interpretation of data to  the 
setting of directions ( vision, mission and goals ) up to the 
implementation , monitoring and evaluation of the SIP. This builds 
stakeholders’ sense of ownership of the plan and belongingness to the 
school community, as well.   

 
3. For the SIP to serve its purpose, it must be data-based. It 
must be anchored on complete, accurate and reliable data on all 
factors that have a bearing on the learning and development of 
learners. Important sources of data are the SIS, the SRC, Assessment 
of SBM practice, division reports, annual reports, summary of results of 
survey on stakeholders’ perceptions of the school climate and TSNA 
results.  
 
4. The school improvement process must be systemic. It must 
not be fragmented. It takes the whole school system, a whole village, 
says the African proverb, to educate a child. A child’s development is 
dependent on a myriad of factors- teachers’ teaching methods and 
style, learning materials, teaching-learning environment, learners’ 
capacity, health and nutritional status, etc. If  a school  wants 
improvement, it must consider  how it should improve all  these factors  

 
27   Contextual definition of functional literacy, National Statistics Coordination Board Resolution #10, 3.2003. 
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that  impinge  on the  child’s development or run the risk of introducing 
change that  simply scratches the surface. The school improvement 
that lasts is that which brings about change in the school culture.  
That is why a typical SIP includes a description and a situational 
analysis of the many factors that affect a child’s learning and 
development.   

 
Steps of School Improvement Planning  
 

The continuous process of school improvement is done   
through school improvement planning. School improvement planning 
includes at least nine (9) steps. They are as follows:  
 

1.   Collecting and organizing school data  

2.   Identifying core values and formulating the vision and 
mission statements  

3.   Determining the school goals and objectives  

4.  Formulating the Work and WFP and the AIP 

5.  Developing the School’s Monitoring and Evaluation Plan and 
Structure  

6.   Organizing for implementation 

7.   Writing the School Improvement Plan  

8.   Communicating the Plan  

9.   Implementing the Plan  

 
 From the first to the last step, the empowered school head takes 
the lead and engages the active participation of teachers, students, 
parents, local government officials and other stakeholders in the 
community.  

 
 Important Reminders 
 

 To make school planning complete, the following are important 
reminders: 

 
1.   While it is true that with SBM, planning is school-based to make 
the SIP responsive to school needs, this does not mean that a 
school can disregard DepED’s directions and thrusts such as:  
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• ECCE -   Along EFA goals, DepED sees to it that all 
children in every community are able to start school and 
have undergone early childhood education to ensure their 
school-readiness. 

• ADM – In support of EFA goals, all children in the 
community have access to relevant and appropriate 
delivery modes of basic education. 

 
• CFSS - All schoolchildren , girls and boys, are nurtured in 

a school-community environment that: 
 

- actively engages them in a stimulating teaching-
learning process; 
 
- facilitates the development of their cognitive, social, 
emotional and life skills; 
   
- is gender-fair;  
 
- seeks to improve their health and nutritional status;   
 
- provides mechanisms to address their vulnerabilities 
which affect their chances to avail of basic education, 
to stay in school and to gain learning mastery; 
 
- ensures their protection from abuse, discrimination 
and violence; and 
 
- provides opportunity for continuous learning even in 
times of emergency and disaster. 
  

• DORP – This is meant to reduce learners’ dropout. 
Schools have felt the significant impact of this program. 

 
• MLE – The use of the mother tongue in instruction in the 

early grades. Researches have proven that the use of the 
mother tongue in instruction has significant effects on the 
learning of children.  

 
2.   The planning process is data-driven. It is informed by the 
gathering and analysis of pertinent school data. 

 
3.   The planning process is based on an objective assessment of 
the current school situation. 

 
4.   Critical stakeholders are engaged in the planning process which 
increases awareness of the situation, thus building a sense of 
ownership of the plans.
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Table 13. SIP Implementation Progress Report Matrix  
 
Priority Improvement Area: __________________________________ 
Program Team Leader: _____________________________________ 

 
 
 

Table 14a. SIP Monitoring and Evaluation Matrix  – Parents’ Perceptions 

PLANNED 
ACTIVITIES 

ACCOMPLISHMENT 
OF PLANNED 
ACTIVITIES 

PROBLEMS/ 
CONCERNS 

ENCOUNTERED

ASSISTANCE 
NEEDED 

POSSIBLE 
SOLUTIONS 

ACTIONS TO 
BE TAKEN 

DATE OF 
COMPLETION 

 

 

 

 

      

 

 

 

 

      



on School Program and School Operation 
 
 
 
 
 
      Dimensions Summary of Findings Recommendation 
 

Quality of teaching    
 Learning outcomes   
 
 Student reporting   
 

General School Environment    
 Customer Responsiveness    
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Table 14b. SIP Monitoring and Evaluation Matrix – Teachers’ Perceptions 
on School Program and School Operation 

 
 

 Teacher’s Opinion / Dimensions Summary of Findings Recommendation 
 

Clear Goals    
 Decision Making     
 Professional Development   
 

Discipline    
 

Feedback/Recognition    
 Leadership   
 
 Morale   
 

Openness/Sharing    
 Professional Support   
 
 Clear Role   
 

Standards    
 Student Focus    
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Table 14c. SIP Monitoring and Evaluation Matrix – Students’ Perceptions 
on School Program and School Operation 

 
 
 School Climate Dimensions Summary of Findings Recommendation 
 
 Attitude towards school   
 

Social Acceptance    
 Student Incentive    
 Curriculum Usefulness   
 

High Expectations    
 

Difficulty of Work    
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Table 14c continued 
 

Teachers and Teaching Dimensions Summary of Findings Recommendation 

Empathy   

Teacher Energy/Enthusiasm   

Fairness/Firmness   

Helpfulness/Responsiveness   

High Expectations   

Quality of Instruction   

Feedback/Recognition   

Difficulty of Work   

Time Allocation   
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A. SIP Certificate of Acceptance 
 
B. Sample Endorsement Letter 
 
C. SIP CD Contents 
 
D. List of References for the Implementation  

 
of School-Based Management 
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Republic of the Philippines 
Region ___ 

Department of Education 
DIVISION OF ______________ 

__________City/Province 
 

awards this 
CERTIFICATE OF ACCEPTANCE 

Of  the 

SCHOOL IMPROVEMENT PLAN 
to 
 

_______________________________________ 
(Name of School)  

For having successfully complied or met (with) the requirements and standards 
of the Department of Education  as mandated by RA 9155. 
This certificate is given this ___ day of _____, 200___ 

at ___________________. 
 

____________________ 
Schools Division Superintendent 

  
 

Appendix A                  SIP Certificate of Acceptance 

 
 

 
 
 
 
 
 
 
 
 
 
 



  
Appendix B       Sample Endorsement Letter 

 
 
Date :_______________________   
 
 
_____________________________  
Schools Division Superintendent  
Division of  _________________    
 
 
Sir/Madam:     
 
Greetings! 
 
We are happy to inform you that (__Name of School____) has completed its School Improvement Plan for 200_ to 200__ which 
we are hereby endorsing for your review/ acceptance.  
 
We wish to inform your office that this   SIP is a product of the collaborative effort of parents, community leaders, teachers, 
alumni, pupils under the leadership of   (Name of School Head).  
 
Thank you and regards.  
 
Sincerely yours,     
________________________   ________________________    ________________________ 

School Head     SGC Chairman               Head, School Planning Team 
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Appendix C                    SIP CD Contents 

This Manual contains soft copies (see attached CDs at the 
inside back cover) of the following topics which the SPT can use in 
the preparation of the AIP / SIP.  

 
 

(Under the CD Annex Section) 
 

1.   School Surveys         

• Parent Opinion Survey       

• School Climate Survey By Students      

• Students’Opinionaire on Teachers and Teaching    

• Teachers’ Opinion Survey  

• Processing School Surveys     

 
2.   CFSS Self- Assessment Guide       

• For Elementary Schools       

• For Secondary Schools       

 
3.   LGU Budget Cycle         

• The Local Budget Process       

• Plan-Budget Cycle o Local Government Units      

• The Budget Cycle of the National Government    

 
 4.    Data Analysis Tools        

• Segmentation Technique 

• SBM Model Under TEEP: The ASSA Model    

• The SEDIP Model        

• Pareto Analysis         

• SWOT     
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• STREAMS Analysis  

• Guidelines for Drawing Causal Loop Diagrams     
  

 5.    SIP-DEDP Interface        

6.  SIP Rapid Assessment Form       

7.  Sample Text for a Pamphlet/Brochure that Principals can  send 
to Parents/Stakeholders with a Copy of their School 
Improvement Plan 

          8.      AIP (forms and ppt presentations) 
 
(Under the CD Appendix Section)  
 

9.    Definition of Terms        

10.    The School Head as an Educational Leader     

11.   List of Manuals that can be Used as Reference in the    
        Preparation of SIP 

12.   References  

13.   Soft Copies of the Manuals mentioned in Appendix C  

14.   Directory of SIP Trainers 

15.   SIP Presentation in Powerpoint (with Session Guides)  
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Appendix D      List of References for the Implementation of  
 School-Based Management 

 
List of Manuals and/or Handbooks that can be used as Reference in 
the Implementation of School-Based Management 
 
 
I -  NEW Primers on: 
 

1. SBM – presents SBM in a nutshell.  It seeks to explain its 
rationale; distinctive features; dimensions; and benefits. 

 
2. School Accountability- provides a basic understanding of school 

performance accountability and its application to SBM.  It 
explains the distinction between responsibility or the obligation 
to act; and accountability or being answerable for the actions 
taken. 

 
3. School Community Partnerships – discusses how community 

partnerships provide the opportunities for support from all 
members of the community for improved student learning.  It 
offers information that will help schools learn more about 
existing community partnerships as well as lead stakeholders in 
enriching existing community collaboration and spread around 
quality involvement in continuous school improvement process 
through a school governance structure. 

 
4. School leadership - This primer seeks to present the essence of 

effective school leadership which makes the school succeed 
and fulfills its mandate to serve the youth and the nation. 

 
II -  NEW Manuals on: 
 

1. School Governing Councils – is a simple guidebook in 
establishing and operationalizing School Governing Councils in 
their respective learning sites.   It aims to provide basic info on 
the organization and operationalization of School Governing 
Councils by building on experiences of schools which already 
have existing and functional SGCs. 

 
2. School Improvement Planning - is a simple, user-friendly 

reference manual on the preparation of SIP.   It is prepared 
primarily to assist the school and the school community by 
providing relevant and appropriate inputs and suggestions 
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covering both the process and content of SIP formulation.  It 
also serves as a practical guide to schools that are already 
involved in improvement planning process as well as those that 
are just starting.  Considering the unique needs and 
characteristics of each school and school community, it gives 
options to schools, to modify and/or revise some of the steps 
and activities to ensure that their final plan captures their 
specific needs. 

 
3. Assessment of SBM Practices – provides a guide on the 

administration of the SBM Levels 1, 2 and 3 instrument that 
aims to assess the status of SBM practices of schools and 
determine the technical assistance that should be provided to 
move the school to fully implement SBM. 

 
III - Additional Resource Materials  
 

1.  Best Practices:  The SEDIP Handbook (DepEd 2006)a 
 

The Handbook:  
 

 discusses the essential elements and conditions that 
foster the development of best practices and common 
issues in identifying best practice; 

 
 explains why a best practice needs to be documented, 

what should be documented and how to document it. 
 

 describes how SEDIP selected and then validated the 
criteria used for identifying best practice as well as the 
procedure used to search for and confirm one. 

 
 presents "benchmarking" as a technique for adopting a 

best practice and for adapting it to the needs, conditions, 
resources and capabilities of prospective users. 

 
2.  Dropout Reduction Program (DORP) Handbook.a  SEDIP (DepEd 2008) 

It is intended for basic education learners. It caters to the needs of 
Students At Risk of Dropping Out (SARDO) and those who shall return to 
the formal learning system to finish basic education.  It discusses use of 
three strategies, the formal, informal and non-formal to reach out to the 
disadvantaged learners who cannot devote full time in attending regular 
classes but shall be capacitated with the basic tools, knowledge, skills and 
attitudes for functional literacy. 
 
a Soft copy provided 
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3.  Educational Facilities Handbook, DepEd 2007 (Revised Edition of the 
1993 Handbook on Educational Facilities).a  
 

It provides up-to-date information and reference material on 
educational facilities.  It contains policies and standards that will equip 
DepEd officials and personnel as well as school managers with a 
comprehensive guide that can be used for educational planning, research 
and development on physical facilities and for decision making. 

 
4.  Handbook for School Initiated Interventions.a  SEDIP (DepEd, 2008) 
 

A strategic component of DORP, SII is a set of interventions initiated 
by schools to address specific needs of students who are at risk of 
dropping out.  This Handbook seeks to explain what SII is and how to use it 
to address drop out problem. 
 
5.  Handbook on the Preparation of the School Improvement Plan.a SEDIP 
(DepEd, 2004) 
         

It contains procedures on how to prepare SIP.  It comprehensively 
discusses the use of Streams Analysis in the data interpretation and 
analysis. 
 
6.    Managing the Appraisal Process of the SIP.a (DepEd, 2009) NEW 

 
The SIP Appraisal Process is one of the quality control 

mechanisms of the Division. It is a major source of input in the preparation 
and/or enhancement of the DEDP.  This handbook explains the rudiments 
of the SIP appraisal process, in a generic manner.  Does not discriminate, 
however, whether the SIP is prepared using SEDIP, TEEP or the latest SIP 
Manual by the TWG-SBM as long as the non-negotiable features of the 
SIP are present (see the latest SIP Manual by the TWG-SBM, 2009). 
 
7.  High School Innovation Fund Operations Manual, 2nd ed. SEDIP, 
DepEd 2007a.  
 
       The Manual contains the policies, systems and procedures to guide 
the management and implementation of a program/project at the School, 
Division and National Levels.  It also contains recommended forms for the 
writing of a proposal, for the evaluation and tracking of proposals and the 
reporting on project implementation progress and completion.  The Manual 
can serve as a guide in preparing proposals to obtain grants from various 
funding agencies and/or corporate foundations. 
 

                                                 
a Soft copy provided 



8.  Learning Management Program (LMP) Manual.a SEDIP (DepEd 2008) 
 
            The Manual aims to guide the learners to achieve basic learning 
outcomes.  This Handbook on the Learning Management Program (LMP) 
Manual: 
 

 presents the purpose, importance, specific objectives, underlying 
assumptions, guiding principles, unique features and components of 
the LMP, as well as the environment  conducive to the development 
of self-directed learners.  

 
 describes in detail the first component of the LMP : the Student 

Learning Plan (SLP) . It discusses the orientation process; 
preparation, implementation and monitoring of the SLP; and the 
remediation, reinforcement and reward system. 

 
 explains how the two other components of the LMP: the School 

Head Professional Development Plan (SH-PDP) and the Teacher 
Professional Development Plan (T-PDP) are prepared and 
operationalized to support  the SLP, which is  the centerpiece of the 
LMP. 

 
 discusses the LMP management system: its organizational structure 

and the roles, functions and responsibilities of the key stakeholders. 
 

 tells how school-based evaluation shall be conducted. 
 

9.  Managing Results:  Guidebook on SIP Implementation, Monitoring and 
Evaluation.a SEDIP (DepEd, 2004) 

 
           This Guide is meant to be a flexible blueprint for developing and 
formulating the monitoring and evaluation plans of the divisions.  It strives 
to provide a menu of available but pertinent resources and lays down 
critical steps and processes in conducting M & E activities.  Overall, it 
hopes to enable the Division to formulate a more customized, more 
responsive M & E plan, and provides assistance in plan adjustment 
through the provision of pertinent information relative to monitoring and 
evaluation. 
 
10.  Manual on School Governance ( DepEd 2008) 
 
  This Primer is written to provide Philippine schools with a simple 
guidebook in establishing and operationalizing   School Councils in their 
respective learning sites. It aims to provide basic information on the 
 
a Soft copy provided 
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organization and operationalization of School Councils by building on the 
experiences of schools which already have existing and functional school 
councils. 
 
11. NCBTS-TSNA and IPPD TOOLKIT (For Teacher’s Use Only)a  

(DepEd, June 2009) 
 
 The National Competency-Based Teacher Standards (NCBTS) 
provides teachers and school heads with a framework for desired 
competencies for effective teaching. The Teacher Strengths and Needs 
Assessment (TSNA) is a tool that will guide teachers in determining 
personal and professional strengths, as well as in identifying professional 
development needs. The information derived from this assessment is 
essential in crafting of the teachers’ Individual Plan for Professional 
Development (IPPD). 
 
12.  Operations Manual on School-Based Management and Its Support 

Systems,b TEEP (DepEd January 2006) 
 
           The Manual contains guidelines and standards for processes that 
make SBM a workable reality.  These processes include drafting the SIP 
and AIP with the help of the communities; exercising instructional 
leadership and managing resources through appropriate strategies; using 
and liquidating funds; and reporting results to the community.  It helps the 
school head navigate through the toughest course of SBM --- the daily 
grind, when visions are turned into reality. 
 
13.  Principal-Led School Building Program:  Operations Manualc ♦ 
(DepEd, Feb 2007) 

                                                

 
          Prepared by the PFSED, the Manual serves as the Guide in 
implementing the SBP-Principal Led.  Its purpose is to assist the 
implementors to maintain a sustainable planning and management system 
for the development and provision of low -cost, better quality schools.   The 
Manual contains steps in the procurement of school building, tips on 
construction supervision and progress monitoring of the construction of 
school building. 
 
14. School Self-Survey, Accreditation Program for Public Elementary 

Schools (APPES),b  (BEE DepEd, 2001) 
 

 Prepared by the Bureau of Elementary Education, the self-survey 
analyzes the strengths and weaknesses of the school.  It provides the 

 
a  Soft copy provided 
b Available at the Bureau of Elementary Education (BEE), Central Office or the Division Office nearest you 
c Available at the Physical Facilities Schools Engineering Division (PFSED), Central Office or the Division Office nearest you 



bases for decision-making about the needed improvements and priorities in 
the school. 

 
15.  The INSET Mechanism Handbooka (DepEd, 2008) 
 
            Prepared by SEDIP-NPMO, the handbook presents and offers a 
mechanism that is expected to systematize the planning, implementation 
and evaluation of the staff development program of DepEd.  It provides a 
step-by-step approach on how to operate and manage the INSET 
mechanism. 
 
16.  Transforming Education on the Ground:  Fifty Studies of School-Based 

Management Under TEEPb ♣ (DepEd, 2005) 
 
            The book documents fifty (50) SBM success stories of school 
communities under TEEP.  It tells how collective initiative, creativity, 
innovation and good management brought about dramatic changes to 
achieve the aim of providing the best possible basic education for all the 
children of the said fifty school communities. 
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a Soft copy provided 
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Foreword


The Department of Education has stepped up its efforts to decentralize education management – a strategy that is expected to improve the Department’s operating efficiency and upgrade education quality.


We are now accelerating the implementation of School-Based Management (SBM), a key component of Basic Education Sector Reform Agenda or BESRA. With SBM, the school as key provider of education, will be equipped to empower its key officials to make informed and localized decisions based on their unique needs toward improving our educational system. 


This Manual on School Improvement Planning has been produced as a tool to help educators manage and run our schools efficiently and effectively.  It highlights the strategic importance of educating our children and other stakeholders in participating in educational activities.  This emphasis will make the task of our school heads and teachers easier, as the community will be one with them in their efforts to improve the school. 


The content of this Manual has been developed and prepared with the participation of education specialists who have practical and diverse experiences in their field. The concepts have been pilot-tested in several projects such as the Third Elementary Education Project (TEEP), the Secondary Education Development and Improvement Project (SEDIP), Basic Education Assistance for Mindanao (BEAM) and Strengthening the Implementation of Basic Education in the Visayas (STRIVE). The projects have created tremendous positive changes and improvement in the schools.  After being tried out in project sites, the concepts were further validated by school heads in remote schools. I can say with full confidence that these concepts have been tried, tested and passed strict scrutiny.      

In implementing SBM, the Department is doing all it can to create an environment where all the people involved commit to make change happen under a decentralized setup. This change is ultimately geared towards the school children’s enjoyment of their right to quality education and other equally important rights such as the right to be safe and healthy, to be protected from harm and abuse, to play and to have leisure, to express their views freely, and to participate in decision-making according to their evolving capacities.


For this new setup to succeed, our principals and teachers need to develop their people skills and managerial capabilities. They have to be empowered to be catalysts for change in our schools. 


Let me encourage you to understand well the Manual and own its concepts and principles. Be empowered to strengthen partnerships, engage education stakeholders and produce graduates who are fully equipped for the 21st century.




JESLI A. LAPUS 


Secretary 


Department of Education




September 11 2009


DepED MEMORANDUM


No. 386, s. 2009

UTILIZATION OF MANUALS RELEVANT TO SCHOOL-BASED MANAGEMENT


To: 
Undersecretaries 


      
Assistant Secretaries


      
Bureau Directors


      
Regional Directors


      
Schools Division/City Superintendents


      
Head, Public Elementary and Secondary Schools


1. In addition to the four (4) Primers on School-Based Management cited in DepED Order No. 37, s. 2009, the Technical Working Group (TWG) on School-Based Management (SBM) developed the following three (3) Manuals in support of its institutionalization:


a. Manual on Assessment of SBM Practice. Presents the SBM Framework, the six (6) Dimensions of the SBM Assessment Instrument and the next-steps after the conduct of assessment. It enables the school to determine its level of SBM practice and the technical assistance it needs from support offices;


b. Manual on School Governing Council. Provides schools with the basic information on the organization and operationalization of School Governing Councils; and


c. Manual on School Improvement Planning. Discusses in detail the “why”, the “what”, the “who”, the “when”, and the “how” of school improvement planning. It is intended to help schools craft and implement, monitor and evaluate the same (SIPs) and (AIPs).   


2. These Manuals are being printed and will be distributed to schools, DepED Offices and stakeholders when these are ready.


3. Schools are urged to utilize these materials for their guidance in their practice of SBM.


4. Immediate and wide dissemination of this Memorandum is desired.




JESLI A. LAPUS 


Secretary 
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