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IMPLEMEI{TATIOII OF THE LOCALIZED PROCEDURE OF ACCEPTING AIID
APPROVING ARTICLES' RTSEARCHES, AI{D INNOVATIONS

To: AII Public Elementary axd Secondary School Heads
All Others Concerned

1. In support of the Department's policy development process, research agenda, and
policy and program development implementation, the Schools Division Office
through the School Governance and Operations Division (SGOD) conLinues to
promote and strengthen the culture of article writing, research, and innovation in
basic education.

In view of this, a locaiized procedure of accepting and approving articles, researches,
and innovations is hereb_v attached to provide guidance to aii teaching and non-
teaching personnel in the conduct of researches and innovations as well as writing
article s in an educational context in our division.

3. Immediate dissemination of this Memorandum is earnestly desired.
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Purpose:
1. 1 This aims ro establish a sJistematic procedure in revieu."ing articles fr:r publication, action

research and innovation proposal.

Scope:
2.L This procedure cotr'ers the process of checking ar:tic1e, action research anrl innorration

proposal submitted b-y teaching arrd aon-teaching personnel of the Division of Scienc.e
Cit_v of Munoz.

Associated Doeuuents:
3.1 IS0 9001:2015 Staldarrl - Qualit-v &{ar:agemenr System
3.2 DepEd Order No. 16, s. 2017 - Research Management Guidelines
3.3 Deptrd Order No. 39, s. 2016 - Adopricn of the Basic Research Agenria
3.4 DepEd Order No" 43. s. 2015 - Revised Guidelines for Basic Education Research Fund
3.5 itSCNl euaiirv ivianagement S]-srem foiantrai

Definition of ?erms:
4.L Actioa Research (ARl - is a pracess

educational practices or resolve prcblems
office).

systematic rellective inqur:- to improve
arry operating unit. {i.e. schooi, classroom,

of
in

4.2
4.3

4.4
4.5

4.6

4.7

4.A

4.9

Action Research Proposal - is a document that provides the details cf a proposecl study.
Article - a piece of uriting inciuderl with others in a nera,spaper, magrzine or other
pubiication.
lnnovatioo - is a new idea, device or merhod in teaching and in off,ice rvork.
llloa-teachiag Persoarel - are employees of the Departmellt of EC.ucation r,vho are
employ:ed at the premises of a public school a-nd r,,'ho are not members of teachipg staff=
Teaching persoonel - refer to professional personnel directly involved in teaching
students. including classroom teachers; special education teachers: anci other teachers
N'ho qrork wiih students as a *-hole in a classroom. il sma1l groups in a resource roorri?
or in one-to-one teaching inside or outside a regular classroom
Proponeat- ref'ers to the writer ol the article, research, cr innovation either from the
teachirrg and rrotr-tear:hirr.g personnei.
School Evaluation Comraittee {SEC}- ret'ers to the personnel in-charge of the evaluation
of articles, innovations, and action researches trefore submissicn to the division office.
Schools Divisioo Evaluatioa Cosmittee {SDEC}- refers to the personnel in-charge ol
the eva-iuation of articles, innovalions, and action researches before acceptance, apprnval,
and completion.

This cJocument is o properly of Division of Science Cily of Munoz cns lhe conlenls orc frecled in slricl conficienliatity. Therefare, unauthorized
reproduction is slricily prohibiled, un/ess clherwise, pemriilerJ by lhe Division of Science City of Munoz. Att inquiies regarding lhis procedure shoii
be dlrecleC lo lhe Monogement u;hc !s respcnsible for its cantro!.
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Acceptance and Approval of Article, Research and Innovation

5.1 Article

FLOWCHART RESPONSIBLE DTTAILS iNTER.rACE
RECORD

Proponent

Schooi
Evaluation
Committee
{Research,

Innovation and
Articiej

Submits the hard copv of the article
rvith at least 800 words to the StrC for
evaluation

Errdorses the articie to the Division
Otfice and attach t harcl copy and a
soft coP1. in CD including the
corrections made by the SEC

Log sheet

Hard copy of
corrected article
and scit copy in
Lt_,

Receivi .g of article Administrative
A:l ^ 1,'r

Records the article to the log sheet Log sheet

u^-l ^-l ^^nItau alu SulL
copies oftire article

Is the
10(

unic

Yes

No
mticle
)5/o

lue?

Administrative
Aide VI

Runs the soft cr:prv to the piagiarism
test. If the articie is 9996 a:rd below
unique, endorse it back to the
proponent. The proponent must
incorporate the commeiits and
suggestions aIld submit the article
x,ithin 3 days to the D.0. with the
endorsement of the SEC.
If the article is 10096 unique, it will be
routed to the Schools Division
Evaluation Committee iResearch,
Innavation, and Article) and lzurguage
EPSs {Filipinoltrnglish) for pre-
reading.

Log sheet

Plagiarism report

Panel Evaluation SDtrC and
language trPSs
{F ilipinol English
)

Convene and evaluate simuitaleously
the article before posting.

I no cheef

A

Ihis dccument is o property af Division of Science City of Munoz and lhe conlenls are lrectled in sirjci confidenticttity. Therefore, unouthorized
reproduction is sfrici/y prohibited, uniess ofhetwlse, permiifed by lhe Divisi*n of Science City of Munoz. All inquiries regording ihis procedure shoi.l
be direcled fo lhe Moncrgernenl who rs responsible for iJ_s confrol.

Doc. Controi i.io.

Rev. No. 03

Effective Date

5.O
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Ir

Y ffi13*'.::,*,, lnecessarvaction/s I I

=r-i i ll,/r..ln:\l r llvi I tl*. 1 I I I I

I , 
, 

I 
i i 

Makes certification of the published 
i 

published article 
i

, i - ! Administrative i Secures copy of published article i Soft and hard i

{ r.itirrn of arl,cle I I Aide Vr I I copies of rhe 
i

I l published article 
I

fhis documeni is c properly of Divisr'on of Science City of Munoz ond ihe conlenls ore lreoled in sirici confidentiatity. fherefore, unaulhorized
ieproduciion is skiclly prohibiied, unless olherwise, penlilled by the Division of Science City of Muno:-. All lngr.rine,s regarrling lhis ;:r-ocedure si'inl/
be ciirecled fo the Monagement who is responsible for its confrol.
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5.2 Research

FLOWCHART RESPONSIBLE DETAILS INTERFACE
RECORD

School Levei
Evaluation

Proponent

School
Evaluation
Committee
(Research,

Innor.ation and
Article)

Submits the harrl copy of the research
prcposal to the StrC lar evaluation

Endorses the research proposai to the
Division Office and attach t hard copy
and a soft copv in CD inciuding the
corrections made by the StrC

Log sheet

Hard r:opy of the
corrected
research
proposal and soft
coPlr in CD

Submission of
Action Research

Receiving
Research

of Action
Proposal

Adminislrative
Aide VI

Records the research proposal to the
1og sheet

Log sheet

Soft copv of the
research
proposal

plop(
10c

uniq:

Yes

No

:saJ
F/o

ue?

Administratir.e
Aide VI

SDEC
Secretariat

Rnns the sait cop1. to the plagiarism
test. if the proposai is 99% and betrorv
unique, endorse it back to the
proponent. The proponent must
incorporate the ccmments and
suggestions and subrnit the proposal
within 3 da1,s to the l].O. u,ith the
endorsement of the SEC.
If the proposal is 100% unique and it
has the correct lbrmat, it will be
routed by the secretariat to the
Schools Division Evaluation
Committee (Research, Innovation, and
Articlej and to ihe ccncerned learning
area Superuisor/s for pr.e-reading.

Log sheet

Plagiarism report

Presentation of
Action Research

SDEC,
Secretariat, and
Proponent

SDtrC and
learning area
supervisor/s

Conduct a panel evaluation either
virtual or face-to-face

Check the content, grammar,
appropriateness, and usefulness cf
the research

Research
proposal

A

A

Ihis ijocurnent is ct properly of Division of Science cily of Munoz anci lhe conienls ore lreoled in slricl cc:nfidenticttil,y.I/rerelore, unoulhorizedreproduction is siricily prohibiled, unless ofherwise, permitied by the Division of science city of Munoz. All inquiies regarding ihis procedure shol/be <Jirecied lo lhe Monogemenl who r,i responsible Ior ils conlrol.

Doc. Control No.

Rev. No. o3

Effective Date
/./
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SDEC Secretarry
if the proposal sti1l needs scme

revisions then, the secretariat will
return it to the proponent. After
revision, the proponent wili be
scheduleo lor a presentation.

if the proposai is approved, then the
secretariat wili attach the signed
acceptarce iorm ilight .vellorvi. The
pr"oposal is then ready isp
implementation.

Proponent Ccnducts tlie Actinn Research rr.itl'iin the
approved iime frame

Cop-v of the
approved AR
proposal

Signed Certificate

Implementation of the
appror,.ed Action

Research Proposal

Copy oi completed
Action research

Proponent

SEC

Submits a hard copy sf the action
resean'ch results to the SEC for
evaluation

Endorses the evaiuated AR resuits to
the Division Office and attaches 5
hard copies of the manuscript
including allthe coirections rnade by
the StrC

Submission of the
completed Action

Research

Routes the copies to the SDBC
Secretariat

Receir..in g oi Cornpleted
Action Research

Presents the completed Action Research
r^ +1^ ^ Onf 

^L(, Lllr r)UliL
Action Research
Results Defense

Proponent
Incorporates comments/ suggestions given
by the SDEC and trPS conc.:rned during
the defense

Copy of the Action
ResearchIncorporation of

comments/ suggestio

lhis clocumeni is o properiy of Division of Science City of Munoz ond lhe conienls are frecrled in sirict con{idenfiality. Therefore, unaulharized
reproduction is slriclly prohibited, unless olherwrie, permilled bv fhe Division of Science City of Munoz. All inquiries reqording lhis procedure shol/
be cJirecled lo lhe Managemeni who is responsible for ifs con/rol.

r

Is the
proposal
ready for

implementatioa
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SEC

SDEC

Checks and finaiizes the Action Research

Recommends the Action Research for
approval (Light Blue)

Copy of the Action
Research

Signed Certificate
of Approval

t
I*i@

I Action Research 
i

Assistai'rt Sch*o1s

Supe;urtenclerrt

Signs the Action Resean'ch L'ompletion
Cer i il"rcai e {Li ghr Creen 1

C*p_t' of the Action
Resea:'ih

Sigaed Certifi-cate
+i Completicn

Ihis documenl is o properly of Diyision of Science City of Munoz ond lhe conlenis ore lreoted in sirici confidenliality. Iherefore, unouihonzed
reproduction ls slricfly prohibited, unless ofherwrie, permilted by ihe Division of Science City of Munoz. All rnquines regording ihis procedure sholl
be ciirecled lo ihe Monogemeni who rs responsible ior rls confro/.

/z
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Final checking of the
Action Research
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5.S Inaovatlsn

I

FLGWEHART RESP(}HsIELE DETAILS I}ITEEFAEE
RECORD

School Level
trr:a-iuation

Submission of
Innovation

Proponent

School
Evaluation
Committee
(Research,

Innovation, and
Article)

Sutrraits the hard copy of the
innovation proposai lo the StrC ior
evaluation

Endorses the innovation proposai to
the Division Office and attach t hard
copy and a soft copy in CD including
the corrections made by the StrC

Log sheet

Hard copy of the
corrected
innovation
proposal and soft
copy in CD

ng of
Proposal

Administrative
Aide VI

Records the Innovation proposal to
the 1og sheet

Log sheet

Soft copy of the
innovation
orooosal

Receiv

Innovatlor:

No
Is the

proposaJ
1000/,

unique?

Yes

Administrative
Aide VI

SDEC
Secretariat

Runs the soft copy to the plagiarisln
test. Il the propasal is 999i, and below
unique, enCorse it back to the
proponent. The proponent must
incorporate the comments and
suggestions and subrnit the proposal
rr.ithin 3 days to the D.O. u'ith the
rnclorsement of the SEC.
tf the proposal is 100-o,'o unique and it
has the correct format, it wiil be
routed by the secretariat to the
Schools Division Evaluation
Cornmittee {Research, Inr:orration, and
Article) and to lhe concerned learning
area Supervisor/ s for i:re-reading.

Log sheet

Plagiarism report

Presentation of
Innovation Proposal

SDtrC,
Secretariat, and
Proponent

SDtrC and
learning area
supervisor/s

Ccnduct a panel eva,luation either
virtual or I'ace-to-fact

Check the content, grammar,
appropriateness, and usefulness of
the innovation

Innovation
proposal

ihis document is r: prope6y of Diyision of Science City of Munoz cr"rd iire conlenfs ore irerrled in slrict confiderfliality.Tletefc:re. urtcstilhorized

repraduclion is slriclly pr<>hibiled, unless otherw'ise, permiiled by lhe Division of Science City of Munoz. All inquiies regording lhis procecJure sholl

be cJirecled lo ihe Monogemenl who is responsible for tts conlrol.

7

-e+4.
..!"':.':.

$": ,*l*-ffi,#
r



,/

7

Department of trducation
Region III

Cifv Sr-hnois Divisinn

Doc. Control No. DSCM"SGOD-RtrS-QSP-003

Rev. No. 03 Page 9 of 10

Science City of Munoz trffective Date April 21,2021

Acceptance and Approval of Artiele, Research and Innovation

SDtrC Secretan.
lf the proposai stil1 needs some

revisions then, the secretariat w-i1l

i'eturn it to the proponent. After
revision, the proponent r,till be
scheduled for a prese ntation.

If the proposal is approved, lhrn the
secretariat :1.i11 attach the signed
acceptance form ilight vellcw). The
proposai is then rrad3, far
implementation.

Is the
proposal
ready for

iaplcnentatioo

Proponent Conducts the innovation within the
approved time frame

Copy of the
approved
innovation
proposal

Signerl Certificate
of Acceptance

Implementation of the
approved innorration

Proposal

Proponent

SEC

Submits a harri copy of the innovation
results to the StrC for evaiuation

Endorses the evaluated innovation
results to the Division Office and
attaches 5 hard copies of the
manuscript including all the
corrections made by the SEC

Copy of completed
Innovation

Submission of the
completed Innovation

Routes the copies to the SDtrC
Secretariat

Receiving of Completed
Innor.ation

Log Sheet

Presents the completed Innovation to the
SDECInnovation Results

Defense

Incorporates commentsf suggestions given
by the SDtrC and EPS concerned during
ihe defense

Copy of rhe
Innovation

I/ris documenf is o properiy of Division of Science City of Munoz cnrJ iire conienis ore freoled in -slrici confidentiality. Iherefore, unoulhorized
reproduclion is siricf/y prohibited, un/ess otherwise, permifled by the Division of Science City of Munoz. All inquires regarding ihis procecJure sho//
be direcied io ll-ie Morrogemeni who rs respcnsii:je fcr ils ct:nlrai.
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A.""pt"""" ""d 
Approval of Article, Reseafch and Innovation

U
I

SEC

SDEC

Checks and l-rnalizes the Innovation

Recommends the Innovation {or approvaJ
(l,ight Blue)

Copy of the
Innorratiori

Signed Certiiicate
of ApprovalFinal checking of the

Innovation Results

Assistant Schools
Division
Superintendent

Signs the Innovation ComPle?ion
Certi{icate {tight Green}

Copy of tl.e
lnnovation

Si.gned Certificate
of Aprrroval

Completion of the
Innovation

rhis documen I is o property oi Division of Science cily of Munoz ond ihe conienis ore lreated in sirici confidenlioliiy. fherefore, uncruihorized

reproduclion is slricily prohiaied, un/ess oiherwise. permiilerJ by the Division ol scr'ence city of Munoz. Aii inquiries regarding ihis procedure sho/l

be cjirecled io lhe Monogernent w/'to is responsib/e for ils control'
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