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To              :     Public schools District supervisors
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Guidance / Esp Coordinators / Teachers
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USE/UPDATING   OF
GUIDANCE   AHD   COUHSELING   FORTS   AND   CREATION   OF
LEARAVERs.  cuMul,ATrvE  REcoRDs  FROM  RINDERGARTEN
TO SBHIOR HIGH SCHOOL FOR SY 2025-2026

DATE        :   July  I, 2025

I,          Pursuant to Republic Act No.11206 an act institutionalizing guidance
and  counseling  programs  for  students  in  all  public  and  private  schools
nationwide.  this  to  hereby  advise  all  schools  (Elem,  JHS,   SHS)   for  the"REITERAT]OH  Ou  THE  bt,AVI]ATORy  use/t7pz>ATmG  OF  GuzDAHCE
iINDcOuNSELINGFORMsAWDcREATIONOFLEAENERs.cuMULATrvE
REcoREs rmou RIRTDERGARTrm TO sENroR HIGH SCHOOL ron sy
2025-2026" to be used by all guidance counselors/designate, class advisers
and teachers  in  preparing leaners' guidance and  counseling records.  The
complete           forms           can
a-tt=:=:::=be±:==qu±;±grin;:;;aE±¥        dowhoaded        at:
2.        This Memorandum is issued for the following reasons:

a)  To  establish  mechanisms  to  address  the  guidance  and  counseling
needs of the learners who have great roles in nation-building for the
future.

b)  To design standard tools that serve as a basis to assess issues and
problems that hinder learners to attain success.

3.        The monltochg and evaluation on the utihation of these forms win
be done during division monitoring to Schools.

4.        Schools  whch already started preparing the foms  to  learners  shall
only update the existing forms. Attachecl are the different forms.

5.        Immediate dissemination and strict compuance with this
Memorandum are desired.
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Enclosure No.  1

Bepub]tt of rty± Pbilippine€

Bapactmettt ot ®butati®tt
Region VIII

SCIIOOLS DIVISION  OF CALBAYOG CITY

cOMposlTION OF THE LEARRER's cuMULATrvE FOLDER

Each   learner   shall   have   individual   Cumulatlpe   P®lderg   to   be
cooperatively   prepared   and   updated   by   class   advisers   and   guidance
counselor/designate and kept in the school guidance office (espec!azz# 1/ the
sfudenf  cizreac±g  graczucifed/trtzrLs/ernecz  OUS.  This  will  be  checked   by  the
division monitoring supervisor/s from to time during school visits.

The following are more or less the basic composition/content of the
learner's cumulative folder:

•    Individual Inventory Form / Counselee's Data
•    Socio/Academic/Anecdotal Report/Record
•    Intake/Structured Interview Fonn
•    Referrals
•    Disciplinary Decisions
•    CaseNotes
•    Test Results
•    Rating scales
•    Checklists
•    Autobiography
•    Self-Expression Essay
•    Diaries and Daily schedules
•    Questionnaires
•    Glassworks
•    Workshop outputs
•    Session summaries

beSED
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5.   Dramatics

6    5peating

a   decl{imat)cn

b.  (}rat(`,nr,al

?,   Ath!e!ic€

8,   L€adgiship

(5r{,)de        4

Gr+Ide        S

Gri'de      6

{Ple`a=.a check  oppc;site ei>ch item if Gpo(icab!e under any Of the four calurrmsl

9,   Other (Pis  S[recify)

-------- I ------- _ _ . L_-__ -I _.I -.` -.---- _. -_ ----------. `- -J` -.---------- ' ---in ------..--- _-
E.    CJtsES OF  SIGNIFICANT MISDEMEillloR,a

Otlte

Gred{3  ;

Advisers:

Princ:pal/School   iead±  -

Sxpbjec[/SituatiQn 8rief De5ct{ptmn Remarks

Certifi{ atlon  i5 hereby made on th 3 ve -acity of the above-mefitioried entries  per item.
G7                                                    G8                                          G9 =10                                              ,311 Gj2

roTE`.    An¢caatai    r±c.rtl    i.`     t\i   `Li.   l!`i       ,z-i.,It!       i`|`,:     =i.    ,i    '.``r```{i.  r     t{Iii.      t.I   1`.    ilizii]'i'f  ii.r`t.r   +     ._I!tx.Ii{.`,:`     ii.`=..<!     ,ul,     .ii.  €..>!`j,,t,`    I,,,ir!i.i
_ ` - _ .--.-----.---.-- 1 --.--- 1-.^ ------------ ` - se ---,.. _
I.r     .`€,       t=iJ     ,   h.:d    `     a   n:i      )       I/.€€L{Tloi`14!       [I'`.a.2{cx{?       {ir..I\l   ,'li<        {r.(I     `(X|W



ee-F®rm 2.3

l`r.pliul.t  ol  tllr   i.`lli{ipwiilrt+

Hr`ii[:I.I:it#,\r,l`i{r„`?,f{¥{¥`!!.f,`Tt!`°'`

SCHC)(,)L

i)1STKIC`T:

GUJDANCE_ AND COuNSEUNG OFFICE

Incident/Aneedota] Report
Lcarner Obst]rved:
Grade:
il;tit.I   PE.rsorl/`5  lii\Julyed

Section

REPORT

Age
Class Adviser:

Date  observed:                                                   Time:                                Plac€`:

Cont®rd..  \th{it uJCLs happe"ng imme{1iateh#  bofc)re the bg3hti uicir occiir?

Behavior:   Whtjf  b6>/]fl!,n'or L£;cz``.  md7i{J€```£€Jc7.3

Btrect..  IIouj did obs€iruer or uth€>r I)#I.`Son rea{:i i a the rmfnif ies{€d, behau€€ir'P

Out.one..  Huu] did the per.son being Qbsen}et.i recic`t/ rc.+Spoltd tt. others..-

RECOREREHDATIOH:

V¥Jitm`sses/urjseirty.tlrs:

Guidance Counselor,/ Designate or Class Ad`'is-Jr /' Principal
-,i:ii-:`:.::=:;:;===::-'::_==-.:I-_=-.:-----..----se.-----.--,--------.---i----:-------`------------`

#:g::j=¢u:?#`Tn%:.=n:r``'.#c?:.r=F?r.ItH,:ep`]rf''!:.n'1."l.1HsltHc3di...urumlnliHprc{mid¢iacis-O=;:I:::,;,:,::;`-n;`l,'11.1[   C)J`lITlrs{11   if..jin    `ci`I.r`,il        .`..,I ..,.,...   `     `.         i   `
.         _.  `..`  u  ``„   ...   `,,`,.  ,   i`i  r€`.Iiu  i.tluiisuF  an  finT{`Sli{Il  t`I`-`Tll    1'`.;;,;<;±_e:i:I:%.'nn.`;=;.'5T(r::::3:;:::et:::;:]S2``'.'be't'`1;n{>Hlflhclpttmi:`;;;;:;i:.;,;:;;:;;;i:;;;:::,.t',';::::L:i:;=]:tF>arfh:`{%{:;::,l}:`:;:i;,.,

`_ 1!_<.I_  _rf_.=flc,`(1`€.I1  {n   ie(iri.`rr.a  (Inecdotiul  re.{ird
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CG F®rm 3

'L`rullL]ltr  o!  {flr   |Jf)lllLILliilr*

nfi],irr]t`fli[  Of  Q=bLI[ti{Ioit
h.   !```1,1`   I  }i`  i`j``l`   ``t^  a   ,`„`.`_`"`:',  {    il`

'`,

I

Statement of Confidentiality

C{7unseljng  services  cater  to  the  memal  health  and  well-b€=ing  ol`  all
learners.  The  GuidancL-  and  Counse!ing  Office  recognises  that  people  are
faced with various  life strcssors  that call interfere with their daily behavior
and functions.  Connseling servie`es are {`ompletely confidential.

There are a few exceptions or hmitations to confidentiality in counseling
situations.  The fouowing are the. conditions to bL` L`onsidered  in br[|aking the
confidentiality in counseling:

a.   If you are becoTning an imminent danger to yourself and/or to othi'rs
through thoughts of suicide or threats to harm other people.

b.  If  there  is  a  reasonable  suspicion  of  emotioiral  and/or  ptrysicai
neglect and/or abuse including sexual abuse of a minor,

c.   In  rare  c.ascs.  courts will  bc  asking  iruidarii`e  c`ounsclors  to  testifv
about y{}u.

Confidcntlality Guidellnee

Many people are concerned about the comridentiality of meeting with &
c`t>un`selor.  The  following  grideliries  prt}vidt`  in£()rmation  ab{)uf  the  nature  oi
our servi.es.

The following arc kept confidcmti&r
a.   that you are seeing a counselor;
13.   all  cor,tact  irifGrFT.a€ic.~„  ir,c!`uldirLg .','#'Lir c#`Li!|S€!ix"`g  Sched`ul}¢6;  arid
r_`.   the guidance counselor being the only pei`son who has access to the

information   discussed,   unless   you   glue   written   permigsion   tor
Specifi(. information to be shared.

rights and Re8ponsibilltie8 of Client

Fau have the tlg*£ ts=
I    bc` treated with rcspcct and considf:ration;
•    knt]w  that  information  you  share  during  tile  counseling  process  is

confide.ntial;
I    discuss with your counselor an.v L`oncems or dissatisfactioli }7ou rna.v

hat"  ahr}]] i  yr}T I r rnl m``{.ling px|IflrirnrF=
•    refuse tcl complete ariy consent forms I-equested dunng the (`ounseling

pr`t)c€ss;  and
•    ask for referral to another coun§€lor.



Tcai are neaponB\bie fior=
•    treating  the  Guidance  and  Counseling  Office  personnel  with  respect

and consideration;
I    maintaining the confidentiality of others in group counseling sessions

I;f a hT`1 €~o hlp` .\.. ``\r r-.`'-`.-`,I,
I    helping to make your counseling experience meaningful; and
•    letting us know immediately about any ooncem{s) you may have with

our service.

Bv siening this.  I have read. understood and agreed to the I)rovision§ of
this §tat~emerit of Confidentiality of the Guidance arid CounseLin,ir Office.

I-arent'. 5lgr&ttLre over prmt€d name D&t® and Tlnc

1i



GC FORE 4 i},~RE`,:

i\.  Lrll!J!tl   Ot   llLr    |`l|[huL|llli`eL

Ei-i;tit.ii.'ii-iEii}f,L=t;iir`-1giSii
``   h(..,l`     I  ,'`  i..,``:)  `.:   '    ,I:i`.,\  `"..i    ,h

Home:     .
Birth Date;

IrmAlm IHTERvmw F`ORit

Sex: ` ....... ____ rlererred Langiiage:

W€ are concerned about how things are going for you. Our session
today win help us discuss what's going O`K.  and what's not going so well.
Evc.r}rthing is conridcntial except fo]. those that need to bc disc.ussed with
others in order to HELP y()u.

1.   How would you describe your current situation? What problems are you
expen€ncir]g? What  are} your m&in rcmccms?

--1 -A  ,-                  ` ---- 1---..- l-` --.. r^-y~.-„-||' .,---.., ul~ --------- "|^|""--|,^~m--/n-,1-"-` ---`--v ---- 11---1--.------, ~ --.--   _  -A--1`-__           -

2.  How set.ious are these matters for you at this time?
_Very seTious    ___Serious     __Not too senous    __Not serir3us at an

3.   H{>w long have }r(]u hacl {h€sc problems?
O-3  months              4 months  tQ a Yea,r

-`T.   t*Jlia{ ca.dscd tthiesL`  prGblc4T,3?

more thari  a v€`ar

Ei     nn nthprs  (p,qt.f.iifs   griHrdian    aTir!  fripridsS,I  t}iink  thflrp  were nthflr rfl`]sps{?

}f so`  wliat do they say'?

6.   What other things arc currentry- making it hELrd to cleat witli the
pl,,'LJit"S?

T,  Whfit have you al,ready tried in order tt] dcfil with the problems?

_-.-(-NI -.-.- ' -------- dr  ---. ` -` --`- ^1---^ ---.- ^ -----.-- 1--1-1-_

5€,.    i.Ir+.}7  dc .i,rcu  th±r!k  t!iese  th!.rtgg  d!{ir!'t  i,ivHjrk?

9] Whzlt have ftthers advised you to dtj-P

_-__---.----r--------------,-----``---`.-`--.__._
10.   What do you  think would help to solve the problcrns?

12
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I I.   How much time and effort do you want to put into solving the
problems?
_noncat atl     _only aiittie.  Just enough    _verymuc'n

lf you answered lst, and, or 3rd option, why don't you want to put
more time and effort into solving the problems?

12`   What t}pc _of help do y{Eu nyaLnot?

t3    What changes are you hoping for?_

14.   How hopeful are you about solving the problems?
_very hopeful   _hopeful   _~somewhat hopeful   ~hapeless

lf you are hopeless, why?_

15. What else should wc know so that we can help? Are there any other
matters you want to discuss?

For lntetvLever/coimeelor arty: D® not Write an:ythinz beloo the Hne

==1=-I_J=L====#====._---=i=========r---===.=-=======--========_==.====

Name of Interviewer/ Counselor:
Note the identified problem:

Is the counselee secha'ng helprp      Yea

intcrvicw?

Ho

Date;

If not, what are the circumstances that brought the sou-;:Glee to the
= _ + _._ .= _ _-_~

Counsel®r'. Notes:



Gc roEN s

i+..ifeA,-r?

i```-v.ibl]t   ri£  1iii     ij:^i.{iuutiit'»

Z]L`+P,ST,I:]tlt!,`,f,I.i`t„¥,{t¥T,P,:!`f,`?t!\Of`
11)

I

cotj'sosE'L,Izl'GPLAlj'

Nana of Counselee: _

Overall Goals:  (case to case basis)

2.
3.I_____-_|`____._

SESSION # &
BATE

`              `          `                                `           `                 `    ,  .    _

SPECIFIC coal

i____----

IRTERVERTION
i'._. -._..___._

_.''__.'_ '-.h.` ' ` -..-. ~~.i

---rty-----'

`     `  -.     `    ` .`               `

.__~L____,_..

_.----.-.------+
I

----------.+----

++
.__-_1===__J___

rirapai-i., a b}-:

..~/____~   ___-__.~_ I..-_-._._-.yH`___ --`tl_, _.___,`.mu,-__-_xpfa._

Signature over printed nana of CTuidanc`i` Counselor

14



CG FO" 6
`fft+-++v.i.  LH  .

L`\rullLlil(   Of   [I!i`    |J!iilipL)iiir`i

Dr`pl:?,I:,t,,,},,f,,,i,i,`?,!`¥,P,:i,i.i?[!`O"

CASE ztoTEs TEmpLATE

nyam. nf tlA.ineal®®. Sacalnn  "n  .  __._ PP_te: _ ...,,. ^...~`, ~.+,

: Tijpics discussed during   )I  the+  session

L_ ._ . .._.._..._ .-.--.--.---.--, v ..--.-..-.----.----------------.----.--.---.--- A -.--.-------.-.---.---- ~ul ----.-------.---.--.----- +
t  kc`ievanc{= o}  the  s€ssion

tci  thf  rrti!neelir}g r}1,9ri
1  Means of achieving the

counselirig plan goals
and  t]bieL`tivcs

' lntcrv€ntions and

rei`hmqu€s usecl riunng
thc` st`ssion and their
cffectivencss
L``,`di-isL!ii-is++~jbsi`rv`citic;,-i`i

Pi.ogrt.ss or setbacks

Sigris`  symptoms,  and
an.y irter€ase or decrease
:i-1  tra€  i;i`'v'ilr;t}' f,i

b{>lia`ri{}rs  as  the}-  rL`lat€?

to lhc. main concern            IT=__`_---.-----,~-_
lit.)rrte`|tr`_rkassi,grerl

rLisu]ts ,  and  L`Omp]i£`nL`€]

(1f any)

Th€Couii~sc;|Lc`-€`'; current
srreng[hs anci
r,hi]_l'€ngf>sI--~ .-.----.----.--- ^ .--- + ^ .----.

15
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i:'pE±'',yj?

l`rL).lhlir  of   11!.`   3,1lIIIluulllr`:.

nfp.ii.tlitL`i`t Of ¢btit.ittott
L`   h{},,l`-I  '1\-1`'1`111'!   (    `ltl`.'\,tt{'-(    i'\,

CG  F{}RM 7

COUHSELEE'8 DATA

A. Personal mfomation

N#mf..

{=]rttdt..  L€Jvei  &  St`L.iiuri:

Bir,hdav:
rMonth/Day/¥ear}

Address:

Colitac.`t Niimber

rGcrLdcr..  {   I  F€Trit^alL€

(   )  Mole

Religion.

_ Age:

_.___._   Scilo`}i:  `~__.___                ._

Birth Order:

Ernall Addri:`ss:

h,T€`LtiGr*aiit:v.:   ,'   ,I  r;&'!;pi-ilc;

(  } Foreigner>. pta. stcute coundrH_____

Who are you staving with?

(    )  I'arcr;L`.:i                       .I    i  R`8lat:Li}CS                   I     }  OTLi;ilur`tiiTTL.{'.g                       i    i  Ato5-i€/ D€;TIT-I

8. Family mctryund

Father
Name: .--- ` ----------------- `---_
Age:
F,c]iica Lional Attainmen t :
r\r- t -~ + ; r\t\ I-.`-[`-1L-j..-_~_
Conta,ct Number: _------^-----.------,,--+-----.-~-

M()nthly Family lncome=  (Combined)

(  I  below Plo, 000.00
(   ) Plo, 000.C)a ~ 20.000.00
(  ) P20, 000.00 -30`cOO.00
I    ,I  cz`bc>L.<}  P30,  l`)QO.00

Parents' Relaticinship Status
(   ) Married and  Living Togetl`er
i'   )  Mflrried  but Separaleci
(  ) Both ujith cther partner`s

Mother
__-.-.---------_wh
_----'---I------------_.`

i  } Father/ Mather ujith arLather partner  i  i -be:±i=:i~pts. spect`fty

(   )  13olh I,uilhoul  pareTT±s

{  ) Not Mailed



Siblings
{U`se the back porhon if neoessang)

Name

In case of emergency:
Person to CcintactL
ocoupetion:
Address:

Educational
J^|ttair"TJcrlt

a. Educaticaal BfLckground

Elementry:
Secondny :

S. Hedt±

Height:

Contact Nun ber:

Weight:
Are you suffering from any edlments or handicap?
Are you under any medication?

Occupation

Honors inouned:
Honors inouned:

Blood rtype: --

Did .vou have any suicidal attempts or thoughts? If yes:
W€re you a victim of any form Of abuse? If yes, when?
Did you get in-v.olved -REith thcgal drags? Ef yes, -w-i-jc±~A?

whf?n?

Do you have a mentally challenged famfty member/relative?
If yes, how are you related to hid/her?
Have you visited a psychiatrist or psychologist before? (Jf yes, State the
reason)

Counselee's signature over printed name Date

17



€G maRE 8

Name  cif School:

•`^¢  .  ,L-,6

LI.
+`rDI¢l}ll!   Of  f[}r    3jliiii#H"Ir+

D[:.p,i?,.`,.?I-,3.lf,,.'.i"I?,fl¥i¥'?i,?.`?':\a"

Addre55: __

Guidelines  im  Referring
+>l`Jl.LE.!1L3   lu   `J.U+J4

dA.  cff¥cF. THE Lzfi4.Ra!Ep.'s
BERAvioRs TrlAT IND!cATE
THE, NEEun FOR  HF.I.p

A student RTiro may need
c`f.un9cJizis vrould nke!y
#:£Lr.€f==+±+_t`.=fc,Ltc,`.t.Lr..g
behavIors:
TaL!cB aloud amd distracts
others in cia99
lea often late or absent
PerformaL very poc!riy in both
oral and `i7rittt}n a:«amB
Show`q lac:k of Interest sLj3d
motivatfon ln his or her Bit-dies
Isolates hunself t7r hersctf frotn
[fue group
St:on8 r,a bc pexi.<=tually tired,
anxious, depressed, irritable,
ar`ev+ etc.
Falls tQ submit worlt ori time
Mthn!f€8t9 dct€riorat]or`  in
grcLorfung or hygren€
Si=uwJe!  3jgrL®  uir rir¢±fii&i i~  `+rcigiti
}Oss Or gun.  fr_I:`
Talks about Suit:lDB

8.  TAL,K  TO THE I.EARNF-f€
krLESC]UT  TE£E  T€E;E:3 TC;  S=EK

PROFF€+SIONALIiELP
!f 3.Su  obs€.-|€  p`x}J  ef S,kg  `Etsgr,.?

behavior`s, her€'a how to proceE:d:
a }rT^forrn the learner and/or the

parent rngardin# the behavioral
patt€ms that you have
r`t--a-.-I  ¢m  `^  r`-~ri-®e.;A-ai.1  --..

confidential manner.
•  I  jB!fn  in I,hf prrfifin's  .8]tr]fitii9n_
•  Suggt>gt tQ the learT.cr fend

p&r€ri£§) that ttitby rneiy ¢|Dnsiider
Availing or the  couiis¢:1i&±g
s€rvicc3 provided b}r the C}C{3
frlr '+pp

•  Respect the pcrs{jn t}eing
referred. A learner has the
option to refuse a rcteral.

•  H{>wever, if the ha}ij]vior
€ndartger8 his or her w€u-being
and th{Igc or others, it is our
resipansihilitv to Provide 9uch
help €o the l€arndr without
nec€8aarily gct{ing his or her
L-C}r}Scnt-

\ coursBImrQ REFEmn^L Form4
I Name of student:                                                                               I

Grade ft Level :                                                                                       I
Gender:
Date or Referral:
Reason,/ a for Referral:

Initial Actiozlss Taken:

Did the §tiident a eg t® be refeITed io GCO:      YES       NO
P&ren£/Guardian'a Namtg:
Pacnl Guardian 'g Crmtact Nurmber
ia*tlernd

ation:
Contact RIurnt}er:

astended b
Hindky infer to the ch€e"lct betortr on €h. .t&tus Of the
a- &t hand-
n Cltl§ed at [titakg !ntenriew
= ii-®r iounseLLnB
n C:ounseling Sessions .are on-going
t] E3'arent/ Guardian CJoni-€r€n£:a t:onduct€d
H St.ssinns t=BrI]pt€ted  / Cage T€rmi`nated
H Smd€nt did not Show tap
a Under MQlritoring
ri NI!mhar rir foi}€"r„ tp^q m#rif> h.v ih® tim ms;pirtr-
H Referred to

Thank you .
AlwQye! for tine welfurie of sttldentsS

Attendl Qtridance C®ua&ael®r

Dlt€:

a, INFORM GL'O ABOUT YOUR REFHRRA.L
i.     ^4;compliBh the Coun6€ling Referral f`orm from GC0u
6£.     Int'orma the Gce personnel r{ngardiHg your referral either #v t}hone or rmrsorierl vtsit at the GCO`

18


