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Annex 3. Data Gathering Guide using the Survey Form 

 

I. Background 

 

The Planning Service-Policy Research and Development Division (PS-PRDD) of the 

Department of Education (DepEd) supports evidence-based decision-making through 

policy development, research management, and sector monitoring and evaluation. To 

support the development of relevant policies and programs for the Philippine basic 

education system, the PS-PRDD is undertaking its first in-house research to address 

the 1.9 million decline in student enrollment for SY 2023-2024. It was observed that the 

grade levels affected the most by the decline are Kindergarten, Grade 8, Grade 9, Grade 

10, and Grade 12 whereas the regions where enrollment in these grade levels declined 

the most can be found in BARMM, CARAGA, Region 8, Region 9, Region 10, and Region 

12. Thus, the PS-PRDD seeks to identify the causes of this shortfall through the 

perspectives of the out-of-school children and youth (OSCY) who did not enroll in 

S.Y. 2023-2024 from the said grade levels and regions. 

 

The research data gathering process is divided into two (2) phases that involve survey 

form and focus group discussions (FGD). The first phase involves gathering data 

through the administration of survey questionnaires to the target population. The 

survey will focus on identifying the reasons behind the non-enrollment of students, 

among other factors. It will be distributed among the Regional Offices (RO), Schools 

Division Offices (SDO), and to all public schools offering Junior and Senior High Schools 

to identify the support and technical assistance to the researchers. Details of the 

assistance needed are as follows: 

 

For the RO through the Research Coordinators:  

 

a. Ensure the progress with the technical assistance requested from the SDOs; and  

b. Provide technical support and guidance to SDOs on collecting, managing, and 

submitting the required data to PS-PRDD. 

 

For the SDO through the SEPS for Planning and Research: 

a. Translate survey questionnaires and assent letters into common local dialect to 

be utilized in the data-gathering process. 

b. Coordinate with all public schools within their jurisdiction to provide the target 

number of respondents; and 
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c. Disseminate the data gathering guide and translated survey questionnaires to 

the schools for administration. 

 

For public schools through the School Heads:  

a. Identify OSCY for the school year 2023-2024 who successfully completed grades 

7, 8, 9, and 11; and 

b. Administer the consent forms and translated survey questionnaires to two (2) 

identified OSCY in line with the data gathering guide. 

 

II. Translation of Data Gathering Documents 

 

• For SDOs 

The research instruments for data collection shall be translated directly into the 

common language spoken by the respondents based in the Visayas and Mindanao 

regions. The documents for translation are the informed consent form, assent letters, 

and the survey questionnaires. The time allotted for translating is one week and must 

be handed over to the concerned parties upon completion via email correspondence. 

Below are the protocols for translating the document:  

 

Do’s Don’ts 

• Keep the main idea of the questions 
in the survey questionnaires while 
noting the cultural nuances of the 
language. 

• Retain the phrases or words difficult 
to translate to the native language of 
the division. 

• Utilize Tagalog or retain English 
phrases, words, or terms for 
readability. 

• Create leading questions in the 

survey because of the translation. 

• Remove questions or portions of the 

survey questionnaire and other 

documents. 

 
 

 

 

III. Data Gathering Procedure through Survey Forms 

The respondents of the study will come from target regions. Thus, participation is 

needed from all the SDOs, limited to public schools offering junior high school (JHS) 

and senior high school (SHS) as the study’s population frame. The procedures for the 

data-gathering are outlined below. 

 

 

 

A. Respondents 
The target respondents of the study are the out-of-school children and youth 

(OSCY) from the SDOs of target regions. Specifically, to qualify as 

respondents,  
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1) The individual must either be grade 7, 8, 9, or 11 completer in 

S.Y. 2022-2023; AND 

2) Did not enroll in school for S.Y. 2023-2024. 

 

Each SDO is assigned a specific number of respondents, which equates to 

two (2) respondents per school within their jurisdiction. The two (2) 

respondents from each school must represent different grade levels to ensure 

diversity.  

 

B. Ethical Issues 

The collected data from the respondents are for report purposes only and the 

names will not be used in any presentations or publications resulting from 

this research. It is also acknowledged that the participants may have 

sensitivities regarding their decisions.  

 

Rights of Participants 

● Participation is voluntary 

● Informed consent is obtained (e.g., forms, letters) 

● Their personal information and responses are anonymized 

● The participants can leave the items that they are not willing to 

answer blank or not comfortable 

 

C. Administration of the Translated Survey Questionnaire 

 

• For the School Heads 

 

The survey questionnaire consists of questions disaggregated by Personal 

Information, Family Information, Reasons for Not Enrolling, Peer Influence, 

Psychosocial, School Life Experience, School Quality, Academic Self Concept, 

and Financial Constraints. The survey questionnaire can be administered 

through the (1) online form and (2) pen-and-paper.  

 

1. Online Mode 

 

The online survey questionnaire is a method for collecting data digitally. 

Through this means, the respondents will receive a copy of the questionnaire 

via an online link, directing them to the survey in Microsoft Forms. The 

following protocols must be followed by the school heads before 

administering the online survey: 

 

Procedures 
1. Introduce himself/herself to the participants via telephone call or online 

correspondence.  
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2. Provide a brief rationale and purpose of the study. 

3. Open discussions for clarifications and questions from the participant 

before sending the questionnaire.  

4. Inform the respondents of the required forms to fill out before 

proceeding with the survey questionnaire.  

a. If the participant is under 18 years old, an assent form included 

in the MS Form must be completed by entering the name of their 

parent (or legal-age closest relative) on the space provided, 

indicating their permission for the participant to take part. 

b. If the participant is of age 18 and above, a consent form 

embedded in the MS Form needs to be signed by typing their 

name on the space provided.  

 

2. Pen-and-paper Mode 

 

The pen-and-paper mode refers to the traditional method of administering 

surveys where respondents manually fill out printed questionnaires using a 

pen or pencil.  This method is suitable for respondents who lack the 

necessary devices, internet access, and electricity to complete the survey. 

The following protocols must be followed by the school heads before 

administering the online survey: 

 

Pre-administration Procedures 

 

1. Introduce himself/herself to the participants and the 

parents/guardians of the participants upon meeting them.  

2. Discuss a brief rationale and purpose of the study.  

3. Inform the participant of the required forms to fill out before 

proceeding with the survey questionnaire.  

a. If the participant is aged below 18: ask for the consent of the 

parents, legal guardian or the closest relative of legal age and 

request them to fill out the separate assent form provided. 

b. If the participant is 18 and above: ask them to fill out the 

consent letter embedded in the survey questionnaires. 

c. If the participant does not have someone to provide consent on 

their behalf, they will not be included as a respondent, and the 

administrator should seek another participant.  

4. Indicate the required items that the participants need to complete. 

5. Give time to participants to answer the survey questionnaire at their 

own pace. 

6. Accommodate participants' concerns or questions while completing 

the survey. 
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7. Ensure that the survey questionnaire is fully accomplished by the 

respondents. 

 

Post-administration Procedures 

 

1. Keep the completed questionnaire in a secure and confidential 

location. 

2. Accurately encode the participants’ responses in the Microsoft Form 

prepared by PS-PRDD found in this data base 

(https://tinyurl.com/LinktoMSForms) 

3. Scan the completed survey questionnaire. 

4. Ensure that the scanned survey questionnaire is clear and readable. 

5. Email the scanned document and assent forms, with the subject: 

Region_SDO_School_GradeLevelCompleted_Survey2024 (e.g., 

Region10_Bukidnon_BaungonNHS_Grade8&9_Survey2024) to 

ps.prd@deped.gov.ph. 

6. Dispose the survey questionnaire properly (i.e. shredding, pulping, 

burning). 

 

 

IV. Indicative Timeline for Data Gathering 

 

Activity  Indicative Schedule  

Briefing with ROs & SDOs July 24, 2024 

Translation of consent forms, assent forms, and 
survey questionnaires 

 
July 24-29, 2024 

Submission of the translated materials  
July 29, 2024 

Distribution of translated materials August 1-2, 2024 

Administration of the Translated Survey 
Questionnaire 

August 5 – 16, 2024 

Last Day of Submission of Survey Responses August 16, 2024 

 

 

V. Protocols  

• For the School Heads 

 

Do’s  Don’ts   

1. Raise concerns which are beyond 

agreements to the concerned 

representative. 

1. Commit or provide clarification on 

things that are beyond the lead 

researchers’ mandate. Instead, 



Research on the Enrolment Decline in S.Y. 2023 – 2024 
Data Gathering Guide 

August 5 – 16, 2024 
BARMM, CARAGA, Region VIII, Region IX, Region X, Region XII 

 

 

 
Room A-205, 2nd Floor Alonzo Building, DepEd Complex, Meralco Avenue, Pasig City 1600 

Telefax No.: (02) 8687-2744; Email: ps.od@deped.gov.ph 

 DepEd 
Philippines 

@depedphilippine
s 

@DepEd_PH www.deped.gov.p
h 

2. Secure informed consent from 

students and/or their guardians 

before administering the survey. 

3. Follow standardized procedures for 

deploying the questionnaire to 

ensure consistency and reliability of 

data collection 

4. Conduct oneself professionally, 

respectfully, and courteously at all 

times, treating all respondents with 

respect and sensitivity 

5. Maintain a neutral stance to avoid 

any influence on participants’ 

answers or showing bias towards 

certain responses 

6. Handle sensitive or personal 

questions with care to ensure that 

participants feel comfortable and 

are aware they can skip questions 

they are uncomfortable with.  

recommend the requesting party to 

coordinate with PRDD.   

2. Request for non-work-related favors 

from the respondents. 

3. Leave completed questionnaires or 

data unattended or in unsecure 

locations 

4. Use the collected data for purposes 

other than those specified 

5. Neglect any issues or significant 

interactions during the survey 

process that could impact the data 

quality or participants’ experience 

6. Expose the documentation material 

to anyone (e.g. social media and 

other platforms, unrelated person 

with the project) 

 

 

VI. Link to the Materials 

 

 
 
 
https://tinyurl.com/QuantiMat24 

                

The materials that can be found in this link are: 

1. Concept Note of the Research  

2. SDO- Original Survey Questionnaire (To be Translated by the SDOs) 

3. SDO- Assent Forms (To be Translated by the SDOs) 

4. SDO- Translation Tool 

5. Schools- Translated Survey Questionnaire (For the use of Survey 

Administrators) 

6. Data Gathering Guide 

 


