Republic of the Philivines
Bepartment of Education

REGION X — NORTHERN MINDANAO
SCHOOLS DIVISION OF EL SALVADOR CITY

Office of the Schools Division Superintendent

26 August 2021

DIVISION MEMORANDUM

NO.

JL) s, 2021

INTERIM GUIDELINES ON STUDENT GOVERNMENT ELECTIONS FOR

To:

SCHOOL YEAR 2021-2022 UNDER THE NEW NORMAL

Asst. Schools Division Superintendent

Chief, Schools Governance and Operations Division
Chief, Curriculum Implementation Division

Project Development Officer 1

All Publie and Private Elementary School Heads

All Public and Private Secondary School Heads
Supreme Pupil Government (SPG) Teacher-Advisers
Supreme Student Government (SSG) Teacher-Advisers
All Others Concerned

This Division

. Pursuant to QUA Memorandum 00-0821-0140 Re: Interim Cuidelines

on the Student Government Elections for Scheol Year 2021-2022 under
the New Normal, this Office hereby informs the new guidelines on the
conduct of Student Government and other School Organizations’
Elections for School Year 2021-2022 under the New Normal,

- The interim guidelines are grounded on the principles of participatory

democracy, responsible servant leadership, collaboration. unity
accountability, and efficiency in serving the student body. The !SPG d.I';d
EE-‘.(?'} are committed to put these values, principles, and ideals into
aclion through academic, s0Cin-civie, leadersh.ip. programs and

activities while carefully abiding with the safety protocol
measures set by the authority, ¥ p ols and health
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3. Indicative schedule for Student Governiment Election:

Suggested Dates - Activity -
September 13-30, 2021 Homeroom Clasls Organization
Elections
October 4-17, 2021 School-based SG Elections

October 22-27, 2021 | Divigion /District SG Elections

October 20 - November 9, | Regional Federated Elections
2021 |
November 13, 2021 National Federated Election |

4. This policy shall be implemented in all public elementary and
secondary schools nationwide for School Year 2021-2022 (see
attached Annex A},

3. Further, private schools, technical and vocational institutions, and
higher education institutions, including state and local universities
and colleges offering K to 12 Basic Education Program are encouraged
to implement these interim policy guidelines. Private schools and
institutions are permitted to modify these policy guidelines according
to their philosophy, vision, and mission, with the approval of their
respective DepEd Regional Office,

6. Moreover, Student-led organizations such as Barkada Kontra Droga
(BKD), Youth for Environment in Schools’ Organization [YES-0), and
other clubs in schools may adapt the policy guidelines on school-
based SG elections as reference in conducting their organizational
elections. Educational schools and institutions are allowed to
contextualize the guidelines according to their mandates and own
structure.

7. In connection, expenses incurred in the conduct of the SY 2021-2022
Student Government Elections shall be charged to School Maintenance
and Other Operating Expenses (MOOE]) or other available funds subject
to the usual accounting and auditing rules and regulations.
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8. This Office shall adhere to the Equal Opportunity Principle (EOP) in
observing all policies and guidelines. Henice, all actions shall be based
solely on guidelines set with no discrimination on the account of age,
gender identity, sexual orientation, civil status, disability, religion,
ethnicity or political affiliation.

9, Immediate and wide dissemination of this Memorandum is enjoined.

-
OLGA C. ALONSARBE, Ph.D., CESE

Assistant Schools Division Superintendent
OIC, Office of the Schools Division Superintendent

Encls:
As stated

Relerence:

OUA Memorandum 00-0821-0140

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

SGOD/SHS/ jee ELECTIONS
STUDENT GOVERNMENT
POLICY
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Annex A

INTERIM GUIDELINES ON STUDENT GOVERNMENT ELECTIONS
FOR SCHOOL YEAR 2021-2022 UNDER THE NEW NORMAL

I. Rationale

The COVID-19 pandemic has brought drastic changes in different sectors of the
country. In the education sector, it has shifted the traditional conduct of classes to
a new normal set-up. It has introduced different learning modalities and strategies
to learners and teachers to achieve essential curricular goals. In the field of student
leadership, the Department of Education (Depkd| has been continuously proposing
different measures to have student representation even amid the pandemic. Its
effarts will bring coricrete and effective leadership skills, knowledge, and attitudes to
the vouth of this generation.

As stated in DepEd Order No. 47, s. 2014, the Department recognizes the
significant role and contributions of the Supreme Pupil Government (SPG) and
Supreme Student Government {SSG) in public elementary and secondary schoals. It
is founded on the principles of participatory democracy, responsible servant -
leadership, collaboration, unity, accountability, and efficiency in serving the student
body. However, due to the threats posed by the COVID-19 pandenmuc, the role of
student leadsrs has been very limited.

Together with the opening of classes this schoeol year 2021-2022, the Departinent
1ssues the Interim Guidelines an the Conduct of Student Gavernment Elechons for
School Year 2021 - 2022 under the New Normal.

1I. Scope

This Interim Guidelines on the Conduct of SPG/SSG Elections for Schoel
Year 2021 - 2022 Under the Normal will be implemented nationwide by public
elementary and secondary schools for the said school year.

The fellowing are the enclosures attached herewith for reference

Enclosure 1: Homerooam Class Organization Elections [Manual)

Enclosure 2: Homeroom Class Organization Elections [Virtua!l)

Enclosure 3: Grade Level Elections

Enclosure 4: Appointment Guidelines

Knelogure 8¢ COMELEC Standard Eleetion Code

Enclosure 5-8: Election Application Packet (EAP} and Election
Procedures

Enclosure 9; Appoinument Application Packet (AAP)

Enclosure 10-12; Appointment Application Evaluation Tool, Certificate of
Appointment, and Oath of Appointment Form

Enclosure 13: Election Flow Chart

Other school-based organizations in both public elementary and secondary
schools, private schools, technical and vocational institutions, and higher education
institutions including state and local universities and colleges offering the K to 12
Basic Education Program are also encouraged to implement these interim election
guidelines. Private schocls and institutions are permitted to modify these policy




guidelines according to their Philosophy, Vision, and Mission, with the approval of
their respective Depld Division and Regional Offices.

Definition of Terms

For purposes of thia policy, the following terms are defined ae follows:

Appointment Application Packet contains various forms which will be
completed and accomplished by the possible gualified SPG/SSGC officers in
case that there are no interested students to run for an elective position.

Candidate is the pupil/student whose application for candidacy to an elective
position was eligible and gualified to have his/her name on a ballot and duly
approved by the SPG /585G COMELEC.

Digital Elections is also known as online elections where voting procedures
and canvassing of votes are done virtually or through the use of an online
platform.

Election is the annual simultaneous election of SPG/S86 officers.

Election Application Packet contains various forms which will be completed
and accomplished by the candidates [learners who signify interest to runl. It
also includes the SPG/S5G Election Procedures which aims 1o guide learners
on the actual casting of votes,

Election Calendar is the period from the dissemination of information to the
induction of newly elected officers.

Manual Elections is a rype of election where manual voting procedures and
canvassing of votes are practiced.

8PG/88G COMELEC refers to Student Pupil Government/Supreme Student
Government Commission on Elections that governs all regular and special
elections including the campaign of Student Government in schools

Teacher-Adviser refers to the SPG/S530G mentor in governance and
leadership. He/she shall competent, able, and willing to work with the student

leaders from planning to implementation of programs, projects, and activities
IPPAsz).

Policy Statement

The Department is committed to ensure that students are fully represented
even during this time of COVID-19 pandemic while looking after the health
and safety of all learners, teachers, and personnel. The schools must adopt

the Interim Guidelinez on the Conduct of SPG/SSC Elections for School Year
2021-2022 Under the New Normal to hone the knowledge, skills, and aritudes

of the young leaders of this generation.

These Election Guidelines are grounded on the following principles:

a. The SPG/S8G is the highest student implementing body in the school




b. The SPG/SSG is the forefront of the learners’ rights and welfare, and is the
model of the learners’ excellence, and is grounded on good character and
a deep sense of moral values.

c. The SPG/SSG has the power that emanates from the student body. It 1s
an autonomous, unified, and the highest democratic represéntatve of the
student body.

d. The SPG/S8C is founded on the prnciples of gooad governance,
participatory democracy, responsible servant-leadership, collaboration,
unity, accountability, and efficiency in serving the learners.

e. The SPG/SSG is committed to adhere the caore values of Maka-Dgyos,
Makatao, Makakalikasan, and Makabansa, its principles, and ideals into
action through academic, socio-civic, and leadership FPAs

Procedures

The pandemic poses challenges for schools in the conduct of student
government elections, including limitations on organizing face-to-face student
engagement and participation, and the need to account for different contrexts in
planning, implementing, and evaluating student led FPAs.

To address these challenges, individuals in line with SPG/SSG elections sach
have important roles and responsibilities:

a. COMELEC Chairperson

- shall uphold the mandate of the organization

- he or she shall put into practice the duties and responsibibities attached
to the position as included in the Constitution and By-Laws of SPG and
S8G in elementary and secondary schoaols

- he or she shall oversee the created additional activities of the
COMELEC this school vear related to the conduct of the electhons i
these are approved by the School Head and by the Dimwision Youtk
Formation Coordinator.

b. Elected SPG/8SG Officers
shall undergo a parallel school - based training on the basic skills of
leadership, roles, funcrions, and responsibilities of a leader

c. Teacher-Advisers
supervise the implementation of the said training. in cooperanan with
the previous SPG/SSG officers and adviser

d. School Head
- upon the proposal of the members of the SPG/SSCG Commission on
Elections ({COMELEC| with the recommendation of the SPG/SSG
COMELEC Chairperson, the School Head may also issue additional
guidelines on the SPG/SSG Standard Election Code consistent with the
revised CONSUTUTION and BY — LAWS of The SPG and 856G m elementary

and secondary schools, to ensure the fair and successful conduct of the
elections. :




e. SGOD Chief and Division Youth Formation Coordinators
- shall conduct the Division Federation of SPG and SSG Officers and
shall submit to the Youth Formation Division (YFD| the result of the
Division Federation Elections on the given date upon further notice

f. Regional ESSD Chief and Regional Youth Formation Coordinators
- shall conduct the election of the Regional Federation of SPG and 355G
Officers and shall submit to YFD the result of the Regional Federation
clections.

S8PG/SSG ELECTION GUIDELINES FOR SCHOOL YEAR 2021 - 2022

SPG/SSG ELECTIONS SCHEDULE OF ACTIVITIES

Activities ‘ Date
Facilitated by the SPG/SSG COMELEC 1 - |
HOMEROOM CLASS ORGANIZATION ELECTIONS ! September 13-30, 2021

SCHOOL - WIDE SPG/SSG ELECTIONS {October 4-17, 2021]
Announcement of SPG/SSG Elections and Schedule of
Activities
Filing and Evaluation of Flection Application Packets
Consaclidation and Printing of Election Paraphemalia
Announcement of the Final List of Candidates and Distribution of |
_ Election Paraphernalia | -

Election Proper

. Prociamation of Winners
_ Selaction and Approval of SPG/SSG Adviser
"Cath Taking Ceremony B B | |
""Consclidaton of Election Documents '
ELECTION OF DISTRICT FEDERATION OFFICERS '

e — ————s =

ELECTION OF DIVISION FEDERATION OFFICERS - Wckthey 23,27, 3031 |
ELECTION OF REGIONAL FEDERATION OFFICERS Ociober 29-November & 2021
"ELECTION OF NATIONAL FEDERATION OFFICERS Novemoer 13, 202"

SPG/SSG ELECTIONS (MANUAL)

1. Announcement of Elections

a. Coordination of SPG/88C Comelec with Class Advisers

The SPG/SSG COMELFC shall announcs the conduct of elertions znd
schedule of activitics amongst Class :\d\'rscxs informeng th

president of the class will be the re presentatives and participant
vear's SPG/S8G slections

&l cach olected
ts of this s ol

Announcement of SPG/S8G Elections amongst Class Presidents

The Class Adviser shall announce the conduct of SPG/SSG slections and

schedule of activities through distribution of election notice to each Class
President,




c.

Distribution of Election Application Packet (EAP)

Together with the election notice, the Class Adwiser shall distribute the EAP
containing various forms which will be compieted and accompiished by the
candidates (learners who signify interest to runj. It also includes the SPG/SSG
Election Procedures which aims to guide learners on the actual casting of
votes.

The Election Application Packet [Enclosurc No. §) is compriged of the following:

s Certificate of Candidacy (Enclosure No. 6.1}

This signifies that the SPG/SSG candidate is announcing his or her candidacy
for a specific position and puts his or her purest intention and understanding
on the procedures of the clections.

s Plan of Action [for S5G} [Enclosure No. 6.2)

This is & detalled plan of projects, programs, and acivities [PPAs} with specific
actions and timelines that the candidate plans to implement related 1o his or
her desired position.

« Candidate’s Agenda (for SSG) (Enclosure No. 6.3]
This component of EAP is a tool to test the candidates” worth for the position
and know his or her capacity to lead and be part of the organzstion. This is
composed of guide guestions that the candidate needs to answer ang serves
as a basis of student voters for their voting decision.

= Introductory Profile {for SPG) [(Enclosure No. 6.4}

This companent serves as a guide for cur student-voters on who to sefect from
the candidates. The profile of the candidates will be given, highlighting thesr
vision and plans for the erganization

e Certificate of Good Academic Standing (Enclosure No. 6.5)

This is a tpo! to know the academic performance of the candidates and assure
that they have no failing grades from the previous semester/academic year
Candidates must possess or present a certificate of Goof Academic Standing

e Certificate of Good Moral Character {Enclosure No. £.6]
This signifies that the candidates have not been suhjected to any disciplinary
action and are fit to serve the organzation.

s Parental Consent |[Enciosure No. 6.7
This is a proof that the parents/guardians give their consent for the candidates
tc participate in the elections

e SPG/SSG Electian Procedures {Enclosure No. 68|
This is a guide for both official candidates and student-voters on the step-tae-
step procedures of the elecuions this school year.

1L Filing and Evaluation of EAP

a.

b.

Submission of EAP

The candidate (represented by the parent or guardiani shall submut the
accomplished and completed EAP to the Class Adviser.

Endorsement of Submitted EAP

Upon submission of EAP, the Class Adviser shall endorse it to the COMELEC

o




c. Ewaluation of EAPs

The COMELEC shall evaluate the accomplished EAP of cach candidate and
shall decide on the approval or disapproval of his or her application using the
Election Application Evaluation Tool for SPG and S5G (Enclosures No. 7.1 and

72).

1I1. Consolidation and Printing of Election Paraphernalia
The Election Paraphernalia is comprised of the following:

Official List of Candidates
Plan of Action ffor 53G)
Candidate's Agenda (for S5G)
Introductory Profile (for SPG)
Official Ballot

Envalope

* @ ® & @& ®

The COMELEC shall collect and collate candidates’ information and answers
from the components of the Election Paraphernalia listed above. Accordingly,
they shall finalize and come up with the election’s Official List of Candidates.
They shall also reproduce the consclidated components of the Election
Paraphernalia based on the number of voters, This will be a tool and basis of
voter's selection deeision. Finally, the elections’ official ballot will be included
in the Election Paraphernalia for distribution.

v. Announcement of the Pinal List of Official Candidates and Distribution of
Election Paraphernalia

The COMELEC shall announce and distribute the Official Lizt of Condidates
of school’s SPG/SSG for this schoal year's elections to all Class Advisers
together with all the components of the Election Paraphernalia The Class
Adviser will then distrivute the Hst and paraphemalia to each President of the
class.

V. Election Proper
a, Start of Elections

The acceptance of the Final List of Candidates and Election Paraphornala
marks the atart of the elections. The student - voters shall carefully follow th
mstructions in the official ballot and cast thew votes. They should alse refer to
the SPG/8SG Election Procedures (Enclosure No. 6 8) for specific gudelines

b. Retrieval of Official Ballot

The student — voters frepresented by the parent or guardian) shall submit the
accomplished official ballot to the Class Adviser following the schedule set by
the COMELEC. Tt must be sealed m the envelope prowvided in the Electon

Paraphernalia.

c. Canvassing of Votes

The COMELEC shall collect all the Election Paraphernalia from all the Class
Advisers, ensuring that ne envelope has been cpened, replaced, and tampered




vu.

VIil,

d.

Consolidation of Canvassed Votes

The COMELEC shall consclidate all canvassed votes from all classes involved
in the conduct of the elections.

Proclamation of Winners

a.

Validation of Official Results

The COMELEC shall validate the official results and come up with official list
of school's newly - elected SPG/SSG officers of the school vear, signed and
proclaimed by the COMELEC Adviser and approved by the School Head

Announcement of Newly Elected Officers
The results of the elections shall be disseminated and forwarded 1o the Class
Presidents and ta all learners by the Class Adviser through prin: distribution.

Selection and Approval of SPG/SSG Advisership

a. Selection of Possible SPG/SSG Adviser
The School Head shall select pOSSQbEC adviser amongst his oFf her teachers
following the qualifications and guidelines set by the SPG /886 s Constitution
and By Laws.

b. Endorsement of SPG/SSG Adviser to the SD§
A letter endorsing the SPG/380 Adviser of the schoo! will be sent by the Schoal
Head 1o rhe office of the Schools Division Superintendent

c. Approval and Issuance of S8PG/8SG Advisership Designation
The SDS, upon the endorsement of the School Head shall approve and issue
the teacher's Advisership’s Designation, making it official.

OUath Taking

a. Distribution of OQath Taking Form (Enclosure No. 8
To make the newly clected officers’ undertaking official, they shall obtain and
accomplish the Oath Teking Form provided by the COMELEC. This also
signifies their pledge for the arganization

b. Retrieval of accomplished Catk Taking Form

The newly elected officers shall submit their accomplished Oath Taking Form
to their respective Class Adviscrs and shall be forwarded 1o the COMELEC

Consolidation of Election Documents

The COMELEC shall collate all the accomplished Oath Taking Forms and other
relevant documents related to the recently concluded SPG/S8G electinns

=1



SPG/SSG ELECTIONS (DIGITAL)

Announcement of Elections

a.

Coordination of SPG/S8G Comelas with Class Advisers

The SPG/SSG COMELEC shall announce the conduct of elections and
schedule of activitics amongst Class Advisers, informing that ecach clected
president of the class will be the representatives and participants of this school
vear's SPG/SS3G elections.

Announcement of SPG/SSG Elections Amongst Class Presidents

The Class Adviser shall send election notice and schedule of activities 1o the
Class President through the online platform/s that will be utilized by the
COMELEC in the conduct of SPG/SSG elections this school vear.

Distribution of Election Application Packet (EAP}

Together with the election notice, the Class Adviser shall ales send and include
the EAPs containing various forms which will be completed and accomplished
by the candidates (learners who signify interest to runi. It alss includes the
SPG/S8G Election Mrecedures which aims (v guide learners on the actual
casting of votes.

The Election Application Packe! (Enclosure No. 6) is romprised of the following

»  Certificaie of Candidacy (Enclosure No. £ 1)

This signifies that the SPG/SSG candidate is announcing his or her cardidacy
far a specific position and puts his or her pures! intention and understanding
an the procedures of the elections.

¢ Pian of Action ifor SSG) [Enclosure No. 6.3}

This is a detailed plan of projects, programs, and activities (PPAs) with specific
actions and timelines that the candidate plans 1o implement related 1o his or
her desired position.

¢ Candidate’s Agenda {for SSG| (Enclosure No. 6.3)
This component of EAP is a tool to test the candidates’ worth for the positicn
and know his or her capacity to lead and be part of the organizaton. This is
composed of guide questions that the candidate needs to answer and serves
as a basis of student voters for their vating decasion

e Introductory Profile {for SPG) [Enclosure No. £ 2

This component serves as a guide for our student voters on wha ta select from
the candidates The profile of the candidates will be given, highliphting their
vision and plans for the organization.

s Certificate of Good Academic Standing {Enclosure No. 6.5

To know the academic performance of the candidates and assure that th -
have no failing grades from the previous semester facadermic vear, they must
possess oF proscot a cortificaie of Goof Acvadernie Standing

¢ Certificate of Good Moral Character (Enclosure No. & £
This signifies that the candidates have not been subjected 1o any disciplinary
action and are fit to serve the organization.




Iv.

* Parental Consent (Enclosure No. 6.7)
This is a proof that the parents/guardians give their consent for the candidates
to participate in the slections.

s SPG/S8S8G Electinn Procedures (Enclosure No. 6.8)
This is a guide for both official candidates and student-voters on the step-by-
atep procedures of the elections this school vear.

Filing and Evaluation of EAP
8. Submission of EAP

The candidate (learner who signifies interest o munl shall submit the
accomplished and completed EAP 1o the Class Adviser using an official email
address (the only email that the candidate will use far the entire process of the
elections, email not the same from the previously used email will not be valid)

b. Endorsement of Submitted EAP
Upon submission of EAP, the Class Adviser shall endorse it 10 the COMELEC
c. Ewvaluation of EAPs

The COMELEC shall evaluate the accomplished EAP of each candidate s
shall decide on the approval or disapproval of his or her application using the
Election Application Evaluation Tool for SPG and SSG [Enc lasures Na. 7.1 and
7.2).

Consolidation of Election Paraphernalia
The Election Paraphernalia is comprised of the following

 Official List of Candidates

=  Plan of Action (for S5C)

» <Candidate’s Agenda (for SSG)
* Introductory Profile (for SPG)
* Online Official Ballot

The COMELEC shall ealicet and collate candidates’ information and Y

from the components of the Election Paraphernalia listed above They shall
send the consalidated companents of the Election Far aphemalia 10 all voters

Aecordingly, they shall finalize and come up with the slection's Official List of
Candidates. This will be a tool and basis of voter's selection decizion. Finallv

the election’s official ballot via online form will be included in the Election
FParaphernalig

Announcement of the Final List of Official Candidates and Distribution of
Election Paraphernalia

The COMELEC shall announce and send the Official List of Candidates of
school's SPG/SSG far this school year's elections to all Class Advizers together
with all the components of the Election Paraphernaha. The Class Adviser will
then send the list and paraphernalia to each President of the class,




Election Proper

Start of Elections

The created online form of the COMELEC will serve as the election’s official
ballot per class. The student - voters shall carefully follow the instructions in
the online official ballot and cast their votes. They mayv also refer to the
SPG/SSG Election Procedures (Enclosure No. 6.8) for specific guidelines.

Proclamation of Winners

Validation of Official Results

The COMELEC shall validate the official results and come up with official list
of school’s newly — elected SPG/SSG officers of the school year, signed and
proclaimed by the COMELEC Adviser and approved by the School Head

Announcement of Newly Elected Officers
The results of the clections shall be disseminated and forwarded o the Class
Presidents and to all learners by the Class Adviser through wirtually

Selection and Approval of SPG/SSG Advisership

a, Selection of Possible SPG/SSG Adviser
The School Head shall select possible adviser amongs: his or her teachers
following the qualifications and guideiines set by the SPG/3SG's Constitution
and By Laws

b. Endorsement of BPG/SSG Adviser to the SDS
A letter endorsing the SPG/SSG Adviser of the school will e sent by the Schont
Head to the office of the Schools Division Superintendeany

¢. Approval and Issuance of SPG/SSG Advisership Designation
The SDS, upon the endorsement of the School Head shall approve and issue
the teacher’s Advisership’s Designation. making it official

Oath Taking

a. Distribution of Oath Taking Form (Enclosure No 8]
To make the newly elected officers’ undertaking official, they shall obtain and
accomplish the Oath Taking Form which will be sent by the Class Adviser of
the clected candidate, provided by the COMELEC This alse signifies their
pledge for the organization.

b. Submission of Accomplished Oath Taking Form

The newly clected officers shall send their sccomplished Qath Taking Form to
their respective Class Adviscrs and shall be forwarded 1o the COMELEC

Consolidation of Election Documents

The COMELEC shall collate all the accomplished Oath Taking Forms and other

relevant documents related to the recently concluded SPG/SSG elections.
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Enclosure No. 1: Homeroom Class Organization Election Guidelines (Manual)

CLASSROOM LEVEL ELECTIONS (Manual)

Announcement of Elections

a.

Coordination of SPG/SSG COMELEC with Class Advisers

The SPG/SSG COMELEC shall announce the conduct of Homercom Class
Organization Elections and schedule of activitics amengst Class Advisers.

Announcement of Homerocom Class Organization Elections amongst
Learners

The Class Adviser shall announce the conduct of the elections and scheduls
of activitics through distribution of election notice to all learners of each class

Distribution of Election Application Packets (EAP)

Together with the election notice, the Class Adviser shall also include and
distribute the EAP to the learners which they will complete and accomplish
[learners who signify interest to run)

EAP is comprised of the following:

» Certificate of Candidacy [Enclosure Na, 6.1]
s Intent to Run

Filing and Evaluation of EAP

",

Submission of EAP

The candidate {represented by the parestt or guardian) shall submit the
accomplished and completed EAP 10 the Class Adwviser

Endorsement of Submitted EAPs
Upon submigsion of EAP, the Class Adviser shall endorse it 1o the COMELEC

Evaluation of EAPs

The COMELEC shall cvaluate the acomplished EAP of each candidate and
shall decide on the approval or disapproval of his or her appiication

Consolidation and Printing of Election Paraphernalia Per Section

The Election Paraphernalia is comprised of the following

¢ Official List of Candidates
Introductory Mrofile [from Intenr 1o Run)

Official Ballot
*  Envelope

The COMELEC shall collect and collate candidates’ information and answers
from Intent to Run. Accordingly, they shall finalize and come up with the
election’s Official List of Candidates. They shall also reproduce the
consolidated components of the Election Paraphernalia based on the number

11




of voters. This will be a tool and hasis of voter's selection decision. Finally, the

electiona’ official ballot will be inchided inn the Election Paraphernalia for
distribution.

Announcement of the Final List of Officlal Candidates and Distribution of
Eleetion Paraphernalia

The COMELEC shall announce and distribute the Official List of Candidates
in each section to respective Class Adviser together with all the components of
the Election Paraphernalia. The Class Adviser will then distribute the list and
paraphernalia to all the learners of the section.

Election Proper

Start of Elactions

The acceptance of the Offirial Ligt of Candidates and Election Paraphernalia
marks the start of the elections. The student - voters shall carefully follow the
instructions in the official balliot and cast their votes

Retrieval of Official Ballot

The student — voters [represented by the parent or guardian) shall submit the
accnmplished official ballot to the Class Adviser following the schedule of
gubmission set by the COMELEC. It must be sealed In the envelope provided

inn the Election Paraphernalia.

Canvaseing of Votes

Advisers, ensuring that no envelope has been opened, replaced, and tampered
Conselidation of Canvassed Votes

The COMELEC shall consolidate all canvassed votes from &l clagses imsnlved
in the ennduct of the elections

Proclamation of Winners

Validation of Official Results

The COMELEC shall validete the offitdal results and come up wilh official list
of acheol’'s newly - clected Homeroom Class Organization officers of the schood
year, signed and proclaimed by the COMELEC Adwvizer and approved by t
School Head.

5

Announcement of Newly Elected Officers

The results of the elections shall be disseminated and forwarded to the
irarners of each section h:,' the Class Adviser rhrrn“-g]: print distribaat

1 -
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Enclosure No. 2: Homeroom Class Organization Election Guidelines (Digiral)

I11.

CLASEROOM LEVEL ELECTIONS (VIRTUAL)

Announcement of Elections

Coordination of SPG/S8G COMELEC with Class Advisers

The SPG/SSG COMELEC ghall announce the conduct of Homeroom Class
Organization Elections and schedule of activities amongst Class Advisers

Announcement of Homeroom Class Organization Elections amongst
Learncra

The Class Advizer shall send electinn notice and sehedule of actidities to the
learners through the online platform/s being utilized by the class,

Distribution of Election Application Packets (EAF)

Together with the election notice, the Classroom Adviser shall also send and
include the EAP to the learners which they will complete and accomplish
[learners who signify interest to runj.

EAP i=s comprised of the foallowmg:

« Certificate of Candidacy (Enclogsure Na. A1)
* [ntent to Run

Filing and Evaluation of EAP

Submission of EAP

The candidate shall submit the accomplished and completed EAP to the Class
Adviser using an official email addrese {the only email address that the
candidate will use for the entire process of the elections, email not the same
from the previously used email will not be validi

Endorsement of Submitted EAPs

Upon submission of EAP, the Class Adviser shall endorse it 1o the COMELED

Evalustion of EAPs

The COMELEC shall cvaluate the accomplished EAP of each candidate and
shall decide on the approval or disapproval of his or her applicarion

Consolidation of Election Paraphernalia Per Bection

The Election Paraphernalia is comprised of the following:

o [Official List of Candidates
Intreductery Profile (from Intent to Runj
+ (Official Ballot vis online form




The COMELEC shall collect and collate candidates” information from the
submitted Intent to Run and create an Introductory Profile of each candidate
of a section. Accordingly, they shall finalize and come up with the election’s
Official List of Candidates per section. This will be a tocl and basis of voter’s
sclection decision. Finally, the elections’ official ballot via online form will be
included in the Election Paraphernalia

Announcement of the Final List of Official Candidates and Online
Distribution of Election Paraphernalia

The COMELEC shall announce and send the Official List of Candidaies in each
section to respective Class Adviser together with all the components of the
Election Paraphernalia. The Class Adviser will then send the list and
paraphernalia ta all the leamers of the sectian

Election Proper

e.

Start of Elections

The created online form of the COMELEC will serve as the slection’s official
ballot per class. The link will be sent te the learners 15 munules before the
start of the elections. The student - voters shall carefully follow the
mstructions in the online official ballot and cast their yores

Proclamation of Winners

Validation of Official Results

The CCGMELEC shall validate the official resulis and come up with official fist
of schaol’s newly - elected Homerooen Class Organization officers of the schond
year, signed and proclaimed by the COMELEC Adviser and approved by the

School Principal.
Announcement of Newly Elected Officers

The results of the elections shall be disseminated and forwarded o
learniers of each section by the Class Adviser virrually
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Enclosure No. 3: Grade Level Election Guidelines

GRADE LEVEL ELECTIONS (MANUAL|

Announcement of Elections

b.

Coordination of SPG/S8G Comelec with Class Advisers

The SPG /833G COMELEC shall announce the conduct of Grade Level Elections
and schedule of activities amongst Class Advisers, informing that each elected

president of the class will be the representatives and participants of this schooi
year's Grade Level Elections

Announcement of SPG/8SG Elections amongst Class Presidents

The Class Adviser shall announce the conduct of Grade Level glections and

schedule of activities through distribubtion of election notice to the Class
President.

Distribution of Election Application Packet |[EAP)

Together with the election notice; the Class Adviscr shall alss inchude and
distribute the EAP to the Class President which they will complete and
accomplish by the candidates (learners who signify interest to run)

EAP is eomprised of the following:

»  Certificate of Candidacy (Enclosure No. 6.1)

s [ntent to Eun

» Certilicate of Good Academic Standing (Enclosure No. 6.5
o Certificate of Good Moral Character (Enclpsure No. 6.6

*  Parental Coensent [Enclosure Nao. 6.7)

Filing and Evaluation of EAP

BSubmission of EAF

The candidate (represented by the parent or guerdian) shall submit the
accomplished and completed EAP to the Class Adviser

Endeorsement of Submitted EAP

Upon submission of EAF. the Class Advizer shall endarss 1 1n the COMELEC
Evaluation of EAP

The COMELEC shall evaluate the accomplished EAP of each candidate and

shall decide on the approval or disapproval of his or her application using the
Election Application Evaluation Toel (Enclosure No. 7.3)

Consolidation and Printing of Blection Paraphesroalia

The Election Paraphernalia is comprised of the following

« Official List of Candidates
= [ntroductory Profile (from Intent to Run)
= Official Ballot
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» Envelope

The COMELEC ghall eollect and collate candidates’ information and answers
from Intent to Run. Accordingly, they shall finalize and come up with the
election’s Official List of Candidates. They shall alsec reproduce the
consolidated components of the Election Paraphernalia based on the number
of voters. This will be a tool and basis of voter’s selection decision. Finally, the
clections’ official ballet will be included in the Election Paraphernaha for
distribution.

Announcement of the Final List of Official Candidates and Distribution of
Election Parmphernalia

The COMELEC shall announce and distribute the Official List of Candidates
in each grade level to respective Class Adviser together with all the components
of the Election Paraphernalia. The Class Adviser shall then distribute the list
and paraphernalia to each Class President per grade level

Election Proper

Btart of Elections

The acceptance of the Official List of Candidates and Election Paraphernalia
marks the start of the elections. The student - voters shall cerefully follow the
instructions in the official ballot and cast their votes

Retrieval of Official Ballat

The student - volers jrepresented by the parent or guardian| shall submit the
accomplished official ballot to the Class Adviser following the schedule of
submission set by the COMELEC. It must be sealed in the envelope provided
in the Election Paraphernalia.

Canvassing of Votes

The COMELEC shall collect all the Election Paraphernalia from all the Class
Adwvisers, ensuring that no envelope has been opened, replaced, and tampered

Consclidation of Canvassed Votes

Tht* COMELEC shall consolidate all canvassed voles from all classes involved
in the conduct of the elections

Proclamation of Winners

Validation of Official Results

The COMELEC shall validate the official results and come up with official lst
of each grade level's newly - officers (7 officers) of the school vear, signed and
proclaimed by the COMELEC Adviser and approved by the School Head

Announcement of Newly Elected Officers

The resulis of the clections shall be disseminsied and forwarded to the
learners of each section by the Class Adviser through print distribution.
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Enclogsure No 4: SPG/SSG Appointment Guidelines

II.

SPG/S5G Appointment Guidelines

Nomination of Possible Appointees

The Class Adviser shall nominate possible appoiniee/s from his or her
class. He or she shall alsa accomplish and complete all the components
and forms of the Appointment Application Packet [Enclosure No. 9} of the
possible appointees.

The Appointment Application Packet [AAP) is comprised of the following:

+ Certificate of Good Academic Standing (Enclosure No. 9.1)

This is a tool to know the academic performance of the possible
appointee and assure that he or she has no failing grades from the
previous semester/academic year. He /she must possess or present a
certificate of Goof Academic Standing.

¢ Ceortificate Gaond Moral Character (Enclosure No. 9.2)
This signifies that the possible appointee has not been subjected to any
disciplinary action and 1s it to serve the organization.

¢ Parental Consent (Enciosure No. 9 3|
This is a proof that the parents/guardians give their consent for the
possible appointee on the undertaking

Distribution and Retrieval of Parental Consent

a. Distribution

The Class Adviser shall distribute the Parental Consent to paossible
appointees for signature.

b. Retrieval

The leamer (represented by the parent or guardian) shall submit the
accomplished Parental Congent to the Class Adviser.

Submission of List of Appointees

The Class Adviser shall submit the accomplished AAPs to the
COMELEC together with a letter of endorsement
containing the list of appointees

Evaluation of AAF by the Selection Committee
The accomplished and submitted AAP will be evaluated by the Commission

on Appointments’ Selection Committee (using Appointment Application
Evaluation Tool, Enclosure No. 10), composed of the following:
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* COMELEC Chairperson
e Current SPG/SSG Adviser
* School Head

Annocuncement of Newly Appointed SPG/SSG Officers

The Selection Committe shall validate the official results, and come
up with official list of achool’s newly - appointed SPG /SSG officers
this school vear, signed and proclaimed by the said committee, and
endorsed to the Division’s Youth Formation Coordinator.

Issuance of Certificate of Appointment [(Enclosurs No. 11)

The COMELEC shall issue a Certificate of Appointment to all appointed
SPG/SSG officers.,

Distribution of Oath of Appointment Form (Ernclozure No. 12

a. Distribution of Oath of Appointment Form
To make the newly appointed officers’ undertaking officizl, thev shall
abtain and accomplish the Oath Taking Form. This also signifies their
pledge for the organization.

b. Retrieval of accomplished Oath of Appointment Form
The newly appointed officers shall submit their accomplished Gath
Taking Form to the COMELEC,
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Enclosure No. 5: SPG/SSG COMELEC Standard Flection Code

Additional Guidelines to The Revised
Supreme Pupil Government and Supreme Student Government
Commission On Elections Standard Election Code and Commigsion on
Appointments
(For School Year 2021 - 2022)

PART I
STANDARD ELECTION CODE

* The SPG/SSG COMELEC shall be the only agency that will manage the

electoral process, including the campaign and accreditation of student
palitical parties.

* The SPG/SSG COMELEC, shall be established within 21 days before the day
of the election. This is to ensure the fair and honest elections prior w the
exercising of rights of every learner in each schoal,

* The SPG/SSG COMELEC members shall have the following qualifications,
provided it is supported with a Declaration of Absence of Conflict of Interest
{see Enclosure_):

1. must be non-partisan;

2. do not have a vested interested in the election: and

3. mot in any way related to any of the candidates by 3¢ of
consanguinity and affinity

* The SPG/SSG COMELEC this school year shall consist of teachers who are
not handling any class advisory,

For SPG, it shall consist of three (3) members per grade level (Grades 4.5
and 6]

For $8G, it shall consist of four {$) members per grade level
¥ For Stand-alone Junior High School (Grades 7,89 and 10
¥ For Integrated High School [Grades 7.8.0.10,11 and 123)
¥ For Stand-alone Seniar High School (Grades 11 and 12)

* The SPG/SSG COMELEC members shall be recommended by the currenm:
SPG /558G Adviser and approved by the School Head

* The members of the SPG/SSG COMELEC shall select a Chairperson among
its members.

* The SPG/SSG COMELEC shall have the following duties and responsibilities:
¥ conduct fair, honest, and systematic clections:
¥ adhere to the Standard SPG/SSG Election code:
¥ validate the electoral proceedings and results:
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accept or revoke candidacy;

proclaim the new set of officers;

keep all pertinent election papers/documents;

decide on protests relative to the conduct and results of elections;
prepare and distribute the necessary election paraphernalia, certificate
of candidacy forms, and other election related materials before, during,
and after the election; and,

v disqualify candidates who have violated any of the guidelines, which
have been promulgated.

A S

The SPG/SSG COMELEC Chair shall determine the conduct of manual or
virtual elections in classroom and school level elections.

The conduct of whether virtual or manual elections for both classroom and
school level elections depend on the preference of all the learners involved. To
determine the modality to be used, the Classroom Adviser shall conduct =
survey prior to the Announcement of Elections to his or her learmers All
learners (100 %) shall agree to which modality they prefer. If there is one or
more learners wha happen to be of differemt preference, manual elections will
be automatically implemented. This shall also be approved by the COMELEC,
School Head, and endorsed 1o the Division's Youth Formation Coordinator.

Far small schools with one or limited number of sections per grade level:

v In case there is only one or limited number of sections in a specific
grade level (for grade level qualifications), the COMELEC may allow
multiple learners from the same section to run for specific positions

v In case there are limited number of sections in a specific grade level
(for grade level qualifications), the COMELEC may allow to lower the
grade level qualifications to accommodate SPG/SSG candidates

For large and mega schools with numerous numbers of section per grade
level:

¥ In case there are numerous numbers of section per grade level, the
COMELEC shall conduct grade level elections first and select the
grade level's representatives for the SPG/BSG clections. See anached
Enclosure No. 2 for the conduct of Orade Leve! Elections

v There shall only be 7 elected representatives per each grade level and
they will be the sole representatives of each grade level to the
SPG/SSG elections,

¥ In case there is a small number of students who show interest to run
in a large or mega school in all grade levels, the COMELEC Adviser
shall opt not to conduct Grade Level Elections and shall directly
proceed to SPG/SSG Elections or Appointment of SPG/SSG Officers.

¥ The COMELEC shall determine the conduct of Grade Level Elections
this school year,
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The SPG/SSG COMELEC shall opt to utilize social media platforms to reach
and engage more learners regardiess of the modality of schoo! elections to be
utilized on the election activities. (Example: Virtual Orientation, campaign,
etc,,). It can also create additional activities related to the conduct of the
clections, if these are approved by the Schocl Head.

v The COMELEC Chairperson shall create & Private Facebook Group,
following thc group name pattern below.

School ID_School Name_2021 SPG/SPG Elections
Example: 105689_Sto. Cnisto Elementary School_2021 SPG Elections

v The created private Facebook Group shall serve as the official group of
SPG/SSG elections. Nu personal campaigning will be done per each
candidate as the COMELEC will be the only one to post on the sad
Facebook Group using this vear’s election paraphernalia.

v The private Facebook group shall cansist of the following people
Admin: COMELEC Chairperson
Moderator: Current SPC/SEC Adwviser
MEMBERS: Guidance Caunselor/Guidance Coordinator and all Class
Presidents and those who are involved in this vear's elections.

v The COMELEC Chairperson with the help of his or her members
through the endorsement of Class Advisers shall add to the private
Facebook Group the official candidates and all learners mvolved in
the elecuons.

v The COMELEC shall make standardized pusters/campaign materials
per each candidate using the consalidated components of the slection
paraphemalia.

v All posted campaign materials will be automatically deieted hefore the
SPG/SSG elections.

The SPQ / 353G COMELEC Cnair snall be responsible for the announcement
of the school's virtual digssemination of newly slacted SPC/SSC ofcere this
VUar, |

The SPG/SSG COMELEC shall secure that the 50 % plus 1 rule apphes on
the num§cr of casted votes per position. In case the count is not achieved the
COMELEC shall proclaim that the candidaté with the highest number of votes
wins the position
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PART 1T
COMMISSION ON APPOINTMENTS

Appointment of SPG/SSG officers will only be applicable when the conduct of
SPG/SSG elections seem to be difficult due to the following reasons:

Modular distance learning is implemented with long interval of school's
distribution and retrieval of modules

Schools are last mile schools, and it will take a long time for them to conduet
elections.

Modality of learning being implemented in the schools is anly limited to Radio
Based-Instruction and other modalities aside from Modular leamning and
Online Learning.

Not feasible conduct of elections (manual) because of existing IATF rules and
regulations.

There is no one or there are limited number of students who gshow interest to
run in the SPG /S50 elections.

Appointment of SPG/SSG officers is in accordance with the number of vacant
positions.

The existing SPG/SSG officers shall be prioritized in the appointment of
officers, considering that they have prior knowledge, skills, and atutude as
student leaders.

The specific interim guidelines from SPG/SSG  Election Procedures
(Composition, Election, Qualifications. And Term of Office of SPG/SS0) will
be of use on the appointment. Downsizing of the said reguirements to
accommodate learners for appointment shall be done by the COMELEC,
approved by the School Head, and endorsed to the Division Youth Formation
Coordinator.

The Comumission of Appuintments is composed of the following members who
will act as members of the Selection Committee.

v COMELEC Chairperson
v Current SPG/S8G Adviser
v School Head

The Selection Committee of the Commission on Appointments shall evaluate
the appointment of possible SPG/SSG officers based on the components of
the Appointment Application Packet using the enclosed Appeintment

Application Ewvaluation Tool (Enclosure No. 10} They shall decide on the
approval or disapproval of possible SPG /SSG officers.

The specific procedures of SPG/S5G Appointment Guidelines can be found in
Enclosure No.4

Appointment of officers can also be done in Homeroom Class Organizations.
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Enclosure No. 6: Election Application Packet

ELECTION APPLICATION PACKET

To run for a position in the SPG/SSG office, each official candidate shall submit
completed signed application with the following attachments:

Certificate of Candidacy - Enclosure 6.1

Plan of Action for S8G - Enclosure 6.2

Candidate’s Agenda for SSG - Enclosure 6.3
Introductory Profile for SPG - Enclosure 6.4
Certificate of Good Academic Standing - Enclosure 6.5
Certificate of Good Maral Character - Enclosure 6.6
Parental Consent - Enclosure 6.7

* SPG/SSG Election Procedures - Enclosure 6.8
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Enclosure No. 6.1: Certificate of Candidacy for SPG and SSG

CERTIFICATE OF CANDIDACY FOR
SUPREME PUPIL GOVERNMENT AND SUPREME STUDENT GOVERNMENT

The Student Government Organization lives in the ideals,
prnciples, and practives ol participatory democracy. It
represents the organization and is ready to steer the student
body towards the fulfilment of its goal by promoting its rights
and welfare. As a student leader, this Certificate of Candidacy el
is a statement of your purest intention and understanding of <X2 Picture Here
the pasition you are applying for,

Place your

Student's Name:
Current Grade Level:

Desired Position:

PERSONAL DETAILS

Date of
Gender: Age: Birth:
Email Mobile Landline
Address: No.: No.:
Home
Address:

I certify that | am a bona fide student in this school. |, whose name and other
personal details are herein stated, do hereby file this Certificate of Candidacy for the
Student  Government Organization in the election for school vear

I do hereby declare my intention and desire 1o be nominated for the positon
of .

I further state that | am a bona fide student at this school with good moral
character and academic standing, and | will abide with the elertion rules and
guidelines of the Student Government Organization

I hereby certify that the facts stated herein are true and correct to the best of
my knowledge. -

Signature of Candidate over Printed Name

SUBSCRIBED AND SWORN (o before me this davof

B _ . YEEr
- ‘ —_at - , affiant exhibiting to me his/her nomination
kit which contains his/her C.O.C. photograph, academic records, and parentsal
consent

588G COMELEC CHAIRPERSON
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Enclosure No. 6.3: Candidate’s Agenda

CANDIDATE’S AGENDA

Guide Questions for All Candidates

Personal Leadership
1. What are your qualities that you believe can make a great leader?
Organizational Leadership

2. As a President, which is most important in an organization — mission, core
values, or vision?

Public Leadership

3. How do you want to see Student Government in 5 Years” time?

Guide Questions for Each Pesition

For the President:

l. What is your vision as President of the school's Supreme Student
Government? How are you going to translate this vision into a reality?

2. What priority programs (top 3] will you mtroduce as a President in Student
Government? How will these programs be beneficial to vour fellow jearnears?

3. Given the new normal set-up, how will you encourage vour fellow learners te
participate in the school’s activities?

For the Vice President:

1. How do you plan to work harmoniously with the President?

2. A3 the Chairperson of the Internal Affairs Commitice, whar are the top 3
Programs, Projects, and Activities (PPAs) that you plan to implement?

For the Secretary:

1. As the Chairperson of the Secretariat Committee. how do vou plan to
document proceedings of meetings in the new normal set-up?

2. What are your plans on making the organization’s doc wrnenta sccessiblc 1o all
learners?

For the Treasurer:

1. As the Chairperson of the Finance Committee, how do vou uphold
transparency and accountability in your term of office?

b
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2. How do you plan to utilize the budget of the organization considering the new

normal set-up?

For the Auditor:

As the Co-chairperson of the Finance Committee, how do vou plan to work
collaboratively with the Treasurer?

What policy recommendation can you introduce to lessen the occurrences of
dishonesty among learners?

For the Public Information Officer (PI0):

1.

What are your plans and strategies to build and maintain a credible image of
the organization?

As the Chairperson of the Publicity Committee, how do you plan to
disseminate information within the organization and within the school in the
new normal set-up?

For the Protocol Officer:

As the Chairperson of the Students’ Welfare Committee, how do vou plan tc
process student grievances and complaints?

How do you plan to enforce proper decorum during the organization’s
meetings?

For the Grade Level Representative:

What are vour plans on representing your respective grade level
diversity of learners? "

What can vou bring to this position that will help promote gro
learners under your grade level? o )
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Enclosure No. 6.4: Introductory Profile

INTRODUCTORY PROFILE

The following statements serve as your profile on showing yvour mterest and
uniqueness that allow you to share vour clear understanding about what you can
do as part of the Supreme Pupil Government.

l from running for

[Surrame, Given Name, M1 | fGrade Level and Section) {Positon)

My hobby/hobhbies is/are

My ambition /s is/are

As a student-leader, | aspire for my co-learners /schoal {community to be

['will also empower my co-learners tc strive for excellence by

And as a student-leader, | can help develop a student-friendly and motivating
environment by ' o
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Enclosure No. 6.5: Certificate of Good Academic Standing

CERTIFICATION OF GOOD ACADEMIC STANDING

This is to certify that Mr./Ms of Grade
for Schoal Year 2020 - 2021 has good academic standing and has no

failing grades in any learming areas.

This  certification is issued upon the request of Mr./Ms

as & supporting document on his/ her

candidacy in the Supreme Pupil Government/Supreme Student Government
organization of the school and s running for the position of
Given this day of 2021 at

. Philippines,

o _ > A7 p— .
wignature Uver Printed Name of Class Adviser
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Enclosure No. 6.6: Certificate of Good Moral Character

CERTIFICATION OF GOOD MORAL CHARACTER

This is to certify that .
is currently enrolled in as a Grade student for the
School Year 2021 - 2022,

He/she is in good character and has never been subjected to any disciplinary
actions during his /her stay in this school.

This certification is being issued as a supporting document for his/her
candidacy in the Supreme Pupil Government/Supreme Student Government

Issued this __dayv of 20 ait

Signature Over Printed Name of Guidance Counselor
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Enclosure No. 6.7: Parental Cansent

PARENTAL CONSENT

I, my
(Name of Parent/ Guardian)

to the best of my ability
Son/Daughter - as
(Nome of Student)

he/she commits to the Student Organization,

| | am allowing him/her to fulfill the dufies and responsibilities of a Supreme Pupil
- Government and Supreme Student Government Officer and fo be invoived in all s

~ activities, programs, and projects.

PmEn;‘l,qunrdlun': Signature QOver Printed Nome Date -

32
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Enclosure No. 6.8: SPG/SSG Election Procedures

SPG/SSG ELECTION PROCEDURES

As the newly elected President of vour class, you will be its representative on
the conduct of SPG/SSG elections for this school vear. Below are the specific
procedures that would serve as vour guide for the entire duration of the elections

For manual elections, election activities will be done during the school’s
schedule of distribution and retrieval of medules (activities that need to be done on
a separate schedule will be set by the COMELEC). Physical distribution. submission
and information dissemination regarding the election processes will be utilized. You
will be represented by your parents or guardians in the said election activities,

For virtual elections, online platforms will be utilized on the dissemination,
submission and retrieval of election documents, and acrual election processes

Moreover, the SPG/SSGC COMELEC may create additonal rules and
guidelines that you should follow as a candidate and as a voter

PART 1
COMPOSITION, ELECTION, QUALIFICATIONS, AND
TERM OF OFFICE OF SPG/SSG

Article IX (Compesition, Election, Qualifications, and Term of Office of
SPG/SS8G) of the Revised Constitution and By Laws of the SPG/SSG will be spphed
in the conduct of SPG/SSG elections this schonl vear

Section 1 The Officers of the SPG/SSG are the duly elected President, Vice-
President, Secretary, Treasurer, Auditor, Public Information Officer,
Protocol Officer, and Grade Level Representatives

Section 2 The Grade Level Representative who shall get the highest number of
votes among the elected Grade Level Representatives in their respective
grade level shall serve as the Grade Level Chairperson of the grade leve!
concerned.

Section 3 Each school shall have a minimum of one (1} grade level representative,
and the apportionment calculation divides the remaining population in
an increment of | to 130 learmers.

Section 6 Candidates for all the SPG {SS8G elective positions shall
6.1 Must be hona fide learners: -
6.2 Must have no failing grade on the previous semester/ grading:
6.3 Must be of good moral character:
6.4 Must have not been, subjected to any disciplinary sanction: and
.5 Must bave submitted the SPG ¢/ S8G Election Applivation Packer to

be approved by a representative of the SPG/SSG Commission on
Elections.
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SPG/SSG GRADE LEVEL QUALIFICATIONS

POSITION | GRADE LEVEL QUALIFICATIONS

a. President '

For Elementary Grade4, 5, 8nd 6 -

For Stand-alone Junior High School | Grade § and 10

For Integrated High School | Grade 10, 11 and 12 -
For Stand-alone Senior High School [ Grade 11 and 12

b. Vice President ‘- _ B

For Elementary | Grade 4, 5and 6

For Stand-alone Junior High Schoal | Grade 9 and 10

For Inlegrated High School Grade 10, 11 and 12

For Stand-alone Senior High School Grade 11 and 12

. Secretary ) ]
For Elementary Grade 4, 5and 6

For Stand-alone Junior High School | Grade 7,8, 9 and 10 N

For Integraled Hrgh School Grade 7, B, 8, 10, 11 and 12 i

For Stand-alone Senior High School Grade 11 and 12

d. Treasurer 1

For Elementary ' Grade 4, 5and 6 )

For Sland-alone Junior High Schaal | Grade 7,8, 0 and o

Fer Inlegrated High School  Grade 7,8.9,10,11and 12

For Stand-alone Senior High Schoaol Grade 11 and 12 ]
e. Auditor -

For Elementary Grade 4, 5and 8

For Stand-alone Junior High School | Grade 7. B, 8 and 10

For Integrated High School | Grade 7, 8,9.10. 11 and 12

| For Stand-alone Senior High School Grade 11 and 12

f. Public Information Officer ' B

For Elementary Grade d 5and 6

For Stand-alone Junior High Schoaol | Grade 7, 8,9 and 10

For Integrated High School - Grade 7, 8.8, 10, 11angd 12 ]
For Stand-alone Senior High School Grade 11and 12

g. Protocol Officer '

For Elementary Grade 4, 5and § B
 For Stand-alone Junior High School Grade 7,8, © and 1D

For Integrated High School Grade 7.8, &, 10, 11 and 12 o
For Stang-alone Senier High School Grade 11and 12 N

_h. Grade Level Chairperson - B
For Elementary One Chairparson for Grade 4. 5and8 |
For Stand-alone Junior High School One Chairperson for Grade 7, B, & and 10

For Integrated High School One Chairperson for Grade 7, 8, 9, 10. 11 and 12

For Stand-alone Senior High Schoal One Chairperson for Grade 11 and 12

i. Grade Level Representative/s o

For Elementary S  Grade 4, 5. and &

For Stand-alone Junior High School | Grade 7, 8, 8 and 10 B ]
| For Integrated High School Grade 7,8,9,10_11and 12

For Stand-alone Senior High Schogl Grade 11 and 12
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Section 7

Section &

Section 9

Once elected, all SPG/SSG Officers, except the Grade Level
Chairpersons, and Representatives, shall be considered resigned and
ineligible from all major elective or appointive positions in other chubs
and organizations. Major elective or appointive positions shall refer to
the positions of President, Vice-President, Secretary, Treasurer,
Auditor, Public Information Officer, Protocol Officer nr equivalent
positions, including Editor-in-Chief, Managing Editor and Associste
Editor of the Schaal Paper ar Publication.

Every learner regardless of circumstance of birth, religion, gender,
social and economic status, ethnicity, and tenure in school is eligible
for candidacy to any SPG/SSG elective positions.

The officers of the SPG/SSG shall hold office for a period of one (1) vear.

9.1 The term of office shall start from the date of vath taking, until
successor have officially taken cath of office

9.2 Qath Teking Ceremonies of elected SPG/SSG Officers must be
conducted on the next regular Friday after the SPG/SSG Elections

9.3 A period of thirty (30} days after the cath taking shall be given fo:
transition / turn-over.

For the specific duties and functions of each SPG/SSG officer, refer to the
Article X of the Revised Constitution and By Laws of the SPG/S5G, otherwise
known as Duties and Functions of Student Government Officers

PART II
ELECTION PROCEDURES

Announcement of Elections

a. Your Class Adviser will give vou an election notice signifying the

conduct and schedule of this year's SPG /888G elections. This will be
your ginde on the submission of documents and actual voting
procedures relative to the canduct of the elections if vou wish 10 mun -
a specific position in the organization

. Together with the election notice. your Class Adviser will give vou the

Election Application Packet containing various forms which you will
complete and accomplish if you will participate In the SPG/SSG
elections.

The Election Application Packet (Enclosure No_ &) is comprised of the
following; '

. _ﬂaftiﬂenu of Candidacy (Enclosure No, 6.1)
This signifies that You are announcing yvour candidacy for a specific

position and showing vour intention and understanding on the
procedures of the elections.
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¢ Plan of Action (for 88G) (Enclasure No 6 7]
This is a detailed plan of projects, programs, and activities {PPAs] with
specific actions and timelines that you plan to implement.

» Candidate's Agenda (for 88G) (Enclosure No. € .3)

This component of EAP is a tool to test vour worth for the position and
to know yvour capacity to lead and be part of the organization. This is
composed of guide questions that you will answer and will serve as your
basis jand all student voters) on who to vote.

¢ Introductory Profile {for SPG) (Enclosure No. 6.4

This component serves as a guide for you and all student-voters nn who
to select from the candidates. The profile of the candidates will be given,
highlighting their vision and plans for the organization.

» Certificate of Good Academic Standing (Enclosurs No. 6.5
This i a tool to assess your academic performance and sssure that you
have no failing grades from the previous semester/academic vear

* Good Moral Character [Enclosure No. 6.6
This signifies that you have nat been subjected to any disciplinary
action and is fit te serve the organization.

* Parental Consent (Enclosure No. 6.7)
This is a proof that your parents/guardians give their consent relative
to your participation in the elections.

Completion und submission of the forms above will only be applcable to
Class Presidents or Class Representatives who are interested to run and
be part of the SPG/SSG.

II. Filing and Evaluation of EAP

After completing and accompiishing your EAF, you will then submit it
to your Class Adviser, and will be endorsed and forwarded o the
COMELEC. Your EAP will be evaliated hased on the compl
companents (Enclosure No. 7.1 and 7.25.

=tion of s

Filing of EAP wiil only be applicable to Class Presidents or Class
Representatives who are intérested to run and be part of the SPG/S8G

IOI.  Announcement of the Final List of Official Candidates and
Distribution of Election Paraphernalia

After the evaluation and consolidation of each Eleetion Paraphernalia
by t‘hc COMELEC, you will be notified on your candidacy and wil
receive the Final List of Official Candidates for this school year's
SPG/SSG elections. You will alsa be provided of Election Paraphemnalia
cansisting of the following:
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the ballot received should match the
serial number of the ballot to be
submitted. Discrepancy with the
serial number will invalidate your
votes. Wait for the results.

V. Proclamation of Winners

Upon validation of the COMELEC, you will now receive the results of
the elections - the Official List of the Schaol’s Newly Elected SPG/SSG
Otficers of the school vear.

All Class Preswlents or Class Representatives (official candidates and
not) will receive the List of Newly Elected SPG/ SSG Officers of the school
year.

VI. Oath Taking

To make your undertaking official, vou shall obtain and accomplish the
Oath Taking Form provided by your Class Adviser. This also signifies
your pledge for the organization. After accomplishing the form, you
shall submit it to your respective Class Adviser and to be farwarded
the COMELEC,

This step is only applicable to all newly elected SPG/ SSG officers of the school year

YTl
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Enclosure No. 7.1; Election Application Evaluation Tool for SPG

ELECTION APPLICATION EVALUATION TOOL FOR SPG

Name of Candidate: Grade Level:
Desired Position:

Directions: This Evaluation Tool shculd be accomplished by the COMELEC
Chairperson.

Objective: To determine the qualifications of aspiring learners for Supreme Pupil
Government (SPG).

[ ) MOVs REMARKS
! Description Yes EME - REW/ s
| 1. Certificate of Candidacy ) - ]
2. Introductary Profile - B
| 3. Certificate of Good Academic .

Standing B o
_4. Certificate of Good Moral Character B -
| 5. Parental Consent R ]

| QUALIFIED o
DISQUALIFIED
¥ Absence of any of the forms leads to auromatic disqualification from the post
Vernfied by:

SSG COMELEC CHAIRPERSON
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Enclosure No. 7.2: Election Application Evaluation Tool for SSG

ELECTION APPLICATION EVALUATION TOOL FOR SS8G

Name of Candidate: Grade Level:
Desgired Position:

Directions: This FEvaluation Tool should be accomplished by the COMELEC
Chairperson.

Objective: To determine the qualifications of aspiring learners for Supreme Student
Government [SSG).

MOVs REMARKS

Description
P Yes Mo

1. Certificate of Candidacy

2. Plan of Action

3. Candidate’s Agenda | ' o

4. Certificate of Good Academic 1 ' N
Standing

| 5, Certificate of Good Moral Characier

i' 6. Parental Consent

| QUALIFIED
_ DISQUALIFIED

" Absence of any of the forms leads to automatic disqualification from the post

Verified by

SSG COMELEC CHAIRPERSON
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Enclosure No. 7.3: Election Application Evaluation Too! for Grade Level Elections

ELECTION APPLICATION EVALUATION TOOL FOR GRADE LEVEL ELECTIONS

Name of Candidate; Grade Level:
Desired Position:

Directioms: This Evaluation Tool should be accomplished by the COMELEC
Chairperson,

Objective: To determine the qualifications of aspiring leamers for Supreme Pupil
Government (SPG) and Supreme Student Government (38G]) Grade Level Elections

Description - MOVs - REMARKS
P Yes No

1. Certificate of Candidacy
2. Intent ta Run

I3 Cartificate of Good Academic
Standing

4.Certificate of Good Moral Character |
| 5.Parental Consent

QUALIFIED
DISQUALIFIED

* Any absence of this form leads to automatic disqualification from the post

Verified by

~ SSG COMELEC CHAIRPERSON
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Enclosure No. 8: Oath Taking Form

OATH OF OFFICE

I, of
having been elected to the position of
hereby solemnly swear, that [ will faithfully discharge to
the best of my ability, the duties of my present position and of all others that [ may
hereafter hold under the Supreme Pupil Government/ Supreme Student Government:
that 1 will bear true faith and allegiance to the same; that I will abey the laws, legal
orders, and decrees promulgated by the duly constituted authoritics of the
Department of Education, Repuhlic of the Philippines; and that | imposc this
obligation upon myself voluntarily, without mental reservation or purpose of evasion.

SO HELP ME GOD,

Signature Over Printed Name of the
SPG/85GC Officer

Subscribed and sworn to before me this day of ___ . 2021 m
_, Philippines

Sigrature Over Printed Name of
COMELEC Chairperson
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Enclosure No. 9: Appointment Application Packet

APPOINTMENT APFLICATION PACKET

e

To be appointed for a specific position in the SPG/S8G office, each nominated
student shall accomplish and submit the following:

s Certificate of Good Academic Standing - Enclosure No. 9.1
e« Certificate of Good Moral Character — Enclosure Na. 9.2
s Parental Conzent - Enclosure No. §.3
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Enclosure No. 9.1: Certificate of Good Acadermic Standing

CERTIFICATION OF GOOD ACADEMIC STANDING

This is to certify that Mr./Ms. of Grade

_ for School Year 2020 - 2021 has good academic standing and has no

failing grades in any learning areas.

This certification is issued upon the reguest of Mr /Ms

as a supporting document on his/her

appointment in the Supreme Pupil Government/Supreme Student Government

organization of the school and is running for the position of
Given this day of 2021 at
, Philippines,

Signature Over Printed Narmne of Class Aduiser



Enclosure No. 9.2: Certificate of Good Moral Character

CERTIFICATION OF GOOD MORAL CHARACTER

This i to certify that
is currently enrolled in as a Grade
School Year 2021 - 2022,

e —

student for the

He/she is in good character and has never been subjected to any disciplinary
actions during his/her stay in this school.

This certification is being issued as a supporting document for his/her
appointment in the Supreme Pupil Government/Supreme Student Government

Issued this day of 20 at

Signature Over Printed Name of Guidance Counselor



Enclosure MNa. 9.3: Parental Consent

B as a parent/ guardian will
I, . N support my
[Narne of Parent/ Guardian)

to the best of my

Son/Daughter B ability as
{Name aof Student)

he/she commits to the Student
Organization.

I am allowing him/her to fulfill the duties and responsibilities of a Supreme
Pupil Government and Supreme Student Government Officer

and to be involved in all its activities, programs, and projects.

Parent's/Guardian's Signature Over Printed
Name Date
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Enclosure No. 10: Appointment Application Evaluation Tool

APPOINTMENT APPLICATION EVALUATION TOOL FOR SPG/SSG

Name of Appointee: . Grade Level:
Position:

Directions: This Evaluation Tool should be accomplished by the COMELEC
Chairperson.

Objective: To determine the qualifications of possible appointee of Supreme Pupil
Government (SPG) and Supreme Student Government (SSU

~ MOVs REMARKS .
Yes [y [#]

Description L

1. Certificate of Acceplance

7 Cerlificate of Good Academic
Standing

3. Cerlificate of Good Moral Character |
4 Parental Consent

"QUALIFIED
| DISQUALIFIED

*Absence of any of the forms above leads to automatic disqualification from the
appointment. _

Venfied by:

SSG COMELEC CHAIRPERSON



Enclosure No, 11: Certificate of Appointment

CERTIFICATE OF APPOINTMENT

On behalf of the members of the COMELEC'S Selection Committee under the

Commission on  Appointments, Mr./Ms. A is
appointed ~ and is part of the school's Supreme Pupll

Government/Supreme Student Government.

This certification is only valid for School Year 2021 - 2022, The appointee is
also subjected ta impeachment or removal from office due to the viclation of the

organization’s Constitution and By Lawa.

Given this dav of 021 o

hilippines,

COMELEC Chairperson SPG/ SSH Ad!

School Head



Enclosure No. 12: Dath of Appointment Form

OATH OF APPOINTMENT

I of

having been appointed to the position of
hereby sulemnly swear, that [ will faithfully discharge to
the best of my ability, the duties of my present position and of all others that [ may
hereafter hold wunder the Supreme Pupils Government/Supreme Student
Government; that 1 will bear true faith and allegiance to the same, that [ will cbhey
the laws, legal orders, and decrees promulgated hy the duly constituted authorities
of the Department of Education, Republic of the Philippines; and thar | impose this
obligation upon myself voluntarily, without mental reservation or purpose of evasion

30 HELP ME GOD.

Signature Over Printed Name of the
Appointee

Subscribed and swomn to before me this day of 2021 in
__, Philippines

Signature Quer Printed Name of the
Appotnting Officer
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Enclosure No. 13: SPG/SSG Election Flow Chart for School Year 2021 - 2022

SPG/SSG ELECTION FLOW CHART FOR SCHOOL YEAR 2021 - 2022

SPG/SSG ELECTIONS (MANUAL)

I. ANNOUNCEMENT OF ELECTIONS

Coordination of SPG/SSG Distribution of
sl’cuso“c:m Eloettons . | Election
| ERRE S | en g e £ ;

II. FILING AND EVALUATION OF EAP

Submission of .~ Endorsement of Evaluation of
I | Submitted EAP : EAPs

—— - 4 = Jas SNSRI SR

III. CONSOLIDATION AND PRINTING OF ELECTION PARAPHERNALIA

IV. ANNOUNCEMENT OF THE FINAL LIST OF OFFICIAL CANDIDATES AND
DISTRIBUTION OF ELECTION PARAPHERNALIA

V. ELECTION PROPER

Start of . Rotdmnlot . m‘og . Con::::ation
I

fp =SS

Vi. PROCLAMATION OF WINNERS

| | ;
;Vaudaﬂonofomd.lm . Announcement of Newly

Sl



VI, SELECTION AND APPROVAL OF SPG/SSG ADVISERSHIP

P and
‘ »' SEErsse et
_ Designation

VIII. OATH TAKING

IX. CONSOLIDATION OF ELECTION DOCUMENTS

SPG/SSG ELECTIONS (VIRTUAL)

1. ANNOUNCEMENT OF ELECTIONS

| coosrgalas%g of | e v tof 1.Distribution of
| Class Advisers ;_’ ‘hm""'tma“'h ~ Packets (EAP)

II. FILING AND EVALUATION OF EAP

{

. Submission of l:ndonmntd . Evaluation of

l
‘\

1. CONSOLIDATION OF ELECTION PARAPHERNALIA

IV. ANNOUNCEMENT OF THE FINAL LIST OF OFFICIAL CANDIDATES AND
DISTRIBUTION OF ELECTION PARAPHERNALIA
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VIIL.

VIII.

ELECTION PROPER

Bt
Ilactjm

S

PROCLAMATION OF WINNERS

Validation of Elected
| Offisial Resulta ket Hmaes

SELECTION AND APPROVAL OF SPG/SSG ADVISERSHIP

Approval and
Selection of - 1.Endorsement of i ot
Possible SPG/SSG . | Advisership to the SPG/SSG
: ‘ : Desigaation x
OATH TAKING

Distribution of Oath | Submission of
Taking Form | A‘“”'PT I IWF Oath

CONSOLIDATION OF ELECTION DOCUMENTS

o
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