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Republic of the Philippines
Pepartment of Education

Region XI
SCHOOLS DIVISION OF DIGOS CITY

+“°

Noied

DIVISION MEMORANDUM November 6, 2024

No.

To:

, 8. 2024

VIRTUAL PROVISION OF TECHNICAL ASSISTANCE ON THE
GUIDELINES, DEVELOPMENT, AND IMPLEMENTATION OF
SCHOOL-BASED PROFESSIONAL DEVELOPMENT (PD) PROGRAMS

Assistant Schools Division Superintendent
Division Chiefs

Public Schools District Supervisors
Education Program Supervisors

HRD Specialists

M&E Specialists

Public School Heads

School LAC Coordinators

. This is in reference to DM-OUHROD-2024-1576, re: Guidelines on the School-

Level Development and Implementation of School-Based Professional
Development (PD) Programs.

. Relative to this issuance, the Human Resource Development Unit is going to

conduct Virtual Provision of Technical Assistance on the guidelines and
implementation of school-based professional development programs on

November 11, 2024 at 1:30-3:30pm. The link will be posted in the official group
chat.

. The expected participants are the Public Schools District Supervisors,

Education Program Supervisors, HRD Specialists, M&E Specialists, School
Heads, and School LAC Coordinators.

. For information, guidance, and compliance.

For and in the absence of the SDS:
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_SOLLIE B./OLIVER, MATE, JD
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=TI e Officer-In-Charge
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BY:

Roxas Street cor. Lopez Jaena Street, Zone II, Digos City 8002

L (082) 553-8396 | (082) 553-8376 | (082) 553-9170 | (082) 553-8375
é (082) 553 8396 l (082) 553-8376

SBwww.d qoscity.ora® digos.city@deped.gov.ph




(Enclosure No. 1 to DM-OUHROD-2024-1576)
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| Department of Education

National Educators Academy of the Philippines

GUIDELINES ON THE SCHOOL-LEVEL DEVELOPMENT AND
IMPLEMENTATION OF SCHOOL-BASED
PROFESSIONAL DEVELOPMENT (PD) PROGRAMS

The National Educators Academy of the Philippines (NEAP), pursuant to Republic
Act No. 11713 or the Excellence in Teacher Education Act and DepEd Order No. 011,
s. 2019 titled Implementation of the NEAP Transformation, affirms its commitment
to the professional development of in-service teachers, school leaders, and all
teaching-related personnel in public schools and learning centers.

With the goal of expanding access to professional development opportunities in
schools and learning centers, the Academy, anchored on its existing training
standards and quality assurance and monitoring and evaluation mechanisms,
strengthens the design, development, and delivery of competency-based,
evidence-informed, and results-driven school-based professional development
programs.

I. DEVELOPING SCHOOL-BASED PD PROGRAM
Figure 1: School-Based PD Program Development and Implementation Process

SCHOOL-BASED PD PROGRAM DEVELOPMENT FRAMEWORK
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A. Needs Assessment
1. The School Head together with the Assistant Principal, Master Teacher,

Head Teacher shall identify the needs of the teachers (target group) based
on data drawn from, but not limited to, the following:
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a. Self-assessment Tool
b. Classroom Observation Tool
c. Individual development Plan
d. Results of Classroom based assessment (learner’s performance)
e. Instructional supervisory plan
f. School’s Technical Assistance Plan, performance, and agreement
g. Performance Monitoring and Coaching Form
2. Data Analysis and Needs Prioritization

e Consider how significant the performance and competency gaps are
in the identified needs, how urgent the needs must be addressed, and
the growth potential/outcomes that may result if the needs are
addressed.

3. Mapping and Alignment of Priority Professional Development Needs
with Philippine Professional Standards for Teachers (PPST)

e Map the identified priority PD needs to PPST Domains, Strands, and
Indicators.
B. Planning

1. Determine the topic/s to be covered.

2. Clarify the workplace development objectives.

3. Determine appropriate PD program to address the set objectives. Table 1
presents the NEAP Core Programs which shall be developed and delivered
according to governance levels.

4. Schedule activities: program designing, LRM development, delivery,
monitoring and evaluation.

5. Identify the Program Management Team and their Terms of Reference.

6. Identify the facilities, equipment, materials, and other logistics needed to
implement the PD program.

7. Estimate budget requirements and identify the fund source.

C. Design and Development

by e

@®Noo

9

Set session objectives.

Select and organize content.

Determine a variety of activities (methodology).

Identify all learning resource materials to support the delivery of
session/s.

Determine assessment strategies and tools.

Determine session outputs.

Estimate time requirement.

Ensure that the PD program design promotes Gender Equality,
Disability, and Social Inclusion.

Assign resource person/s.

10.Develop learning resource materials (e.g., slide decks, handouts,

worksheets) compliant with the set quality standards (see Enclosure 2).
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D. Quality Assurance and PRC Accreditation
1. Quality Assurance of School-Based PD Programs
All proposed school-based PD programs shall be quality assured

consistent with the following steps and requirements:
a. School-based PD program proposal shall include the following:

INSET LAC
1. 3-day PD program design 1. 5-month LAC plan
2. M&E plan 2. M&E plan
3. Pre and post assessment tools | 3. Assessment tools
4. Learning action plan 4. Learning action plan
5. Budget matrix 5. Budget matrix
6. Curriculum vitae of resource | 6. Curriculum vitae of resource
person/s person/s
7. End-of-day evaluation tool 7. End-of-day evaluation tool

b. All duly prepared school-based PD program proposals shall be
submitted to SDO-SGOD-HRDS for quality assurance and PRC
accreditation 45 working days before the implementation.

e PD program proposals shall be quality assured by the SDO
within the first 15 working days then shall be processed for
PRC accreditation within the remaining 30 working days.

c. Only school-based PD program proposals compliant with the set
quality standards shall be issued a Certificate of Quality
Assurance, be processed for PRC accreditation, and be
implemented as an official DepEd professional development
program.

2. PRC Accreditation

a. All professional development programs quality assured by NEAP
Central Office, Regional Offices, and Schools Division Offices shall
be submitted to the Professional Regulation Commission for
accreditation.

b. The NEAP Central Office shall facilitate the program accreditation
of all quality-assured PD programs from the Central Office
Bureaus, Services, and Units through its Continuing Professional
Development Accreditation System (CPDAS) account.

c. The Human Resource Development Division/NEAP in the Regions
(HRDD/NEAP-R) shall facilitate the program accreditation of PD
programs developed by offices and units in the Regional Office
while the School Governance and Operations Division-Human
Resource Development Section (SGOD-HRDS) shall take charge of
the program accreditation of PD programs developed at the SDO
and school levels.
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E. PD Programs Repository

1.

All quality assured and PRC accredited PD programs shall be deposited
to:

a. CO-managed repository for RO-developed PD programs
b. RO-managed repository for SDO-developed PD programs
c. SDO-managed repository for school-developed PD programs

Quality assured and PRC accredited PD program designs may be made
available for adaption and reference.

. PD program proposals adapting design/content/materials from PD

programs in the repository across governance levels shall undergo the
complete PD program development cycle.

F. Delivery of the Quality Assured and PRC Accredited PD Programs

1.

Only quality assured PD programs shall be delivered through various
delivery modality such as, but not limited to, face-to-face, online,
blended, and self-paced.

PD programs shall be delivered consistent with the quality assured and
PRC-accredited proposal.

Learning resource materials to be utilized during PD program delivery
must be compliant with the set quality standards.

The delivery of the school-based PD program covers Program
Management which shall ensure the effective and efficient conduct of PD
programs adherent to the set program delivery standards, and Learning
Management which shall ensure target competencies for development
will be delivered according to adult-learning principles and compliant
with the set program delivery quality standards (see Enclosure 10).

G. Monitoring and Evaluation of PD Programs

1. Monitoring

a. Delivery of all PD Programs shall be monitored by the
RO/SDO/School Heads to ensure the PD program’s adherence to
the quality-assured PD Program proposal and compliance to the
PD Program Delivery Standards and indicators listed in PD
Compliance Monitoring Tool (see Enclosure 11).

b. The Human Resource Development Division/NEAP-R and School
Governance and Operations Division - Schools Management
Monitoring and Evaluation (SMME) section, shall facilitate the
monitoring of the school-Based PD Programs consistent with the
quality-assured M&E plan.
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2. Evaluation

The Kirkpatrick’s Levels of Evaluation shall be utilized in all
School-based PD program, as follows:

a. Level 1 - Reaction

e School-based Program shall be able to capture participants
daily reaction towards the delivery of the program through the
End-of-Day Evaluation (see Enclosure 7). Daily Evaluation
shall be administered by the Program Management Team
specifically the M&E Focal and results shall be reported
during the conduct of the daily debriefing.

b. Level 2 - Learning

e The Program Management Team shall administer various
forms of assessment to check the learning of the participants.
Assessment shall be included in the Program proposal
submitted for quality assurance.

c. Level 3 - Behavior

e The Learning Action Plan (LAP) shall be the final output in all
school-based PD programs to measure whether participants
were truly impacted by the learning and if they’re applying
what they have learned. RO/SDO/School Heads shall monitor
the LAP Implementation of the participants in accordance
with the M&E Plan (Level 3 Evaluation) of the PD Program.

The immediate supervisor of the teacher participant shall
monitor and ensure that the LAP is implemented within the
prescribed timeline and provide technical assistance if

necessary.
Schedule of LAP | Timeline of LAP
Preparation Implementation
Last session of 3™ | Within the next two
INSET day quarters
Up to maximum of 2
LAC Every after LAC months after the
session completion of the
5-month LAC

d. Level 4 - Results
e After the PD Program has been completed and begin to apply
what they have learned through their LAP, an impact

assessment shall be conducted per governance level.

3. Submission of Program Completion Report
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a. The School Head together with the Program Management Team
shall prepare and submit the accomplished Program Completion
Report to the Schools Division Office 10 working days after the
conduct of the program.

b. The PD Program Completion Report contains the following:

e The executive summary includes the program description and
its objectives, and the daily proceedings of the conduct of the
program.

e The M&E Analysis includes a summary of (1) Level 1:
participants’ evaluation of the program; (2) Level 2:
participants’ learning.

e General comments and issues encountered in relation to
program delivery and management

e Recommendations for the improvement of future programs
and policy action

e Photo documentation

e Actual Participants’ Profile

c. The results shall be the basis for the enhancement of the
developed and delivered PD Program.

II. TERMS OF REFERENCE PER GOVERNANCE LEVEL

A. Central Office

i
2.

3.

Monitor and evaluate the implementation of these guidelines.

Provide technical assistance supporting the effective and efficient
implementation of these guidelines.

Manage the repository of the RO-developed PD programs.

B. Regional Offices

|

HRDD/NEAP-R in collaboration with the Curriculum and Learning
Management Division (CLMD) shall plan, design, develop PD programs
based on the consolidated PD needs of teachers and school leaders
pursuant to DM No. 044, s. 2023.

. HRDD/NEAP-R in collaboration with the CLMD and Quality Assurance

Division (QAD) shall quality assure SDO-developed PD programs based
on the standards and requirements set by DM No. 044, s. 2023.

. HRDD/NEAP-R in collaboration with the QAD shall monitor and evaluate

the implementation of the quality-assured and PRC-accredited
SDO-developed PD programs.

HRDD/NEAP-R shall consolidate the program completion reports from
the implemented SDO-developed PD programs and submit to NEAP
Central Office.

HRDD/NEAP-R shall manage the repository of quality-assured and
PRC-accredited SDO-developed PD programs.

HRDD/NEAP-R in collaboration with QAD shall conduct an impact
assessment of the SDO-developed PD Programs.
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C. Schools Division Offices

D.

L:

SGOD-HRDS in collaboration with the Curriculum Implementation
Division (CID) shall plan, design, develop PD programs based on the
consolidated PD needs of teachers and school leaders pursuant to DM
No. 044, s. 2023.

. SGOD-HRDS in collaboration with the (CID) shall quality assure

school-developed PD programs based on the standards and requirements
set by DM No. 044, s. 2023.

SGOD-HRDS in collaboration with the (CID) and the SGOD-SMME shall
monitor and evaluate the implementation of the quality-assured and
PRC-accredited school-developed PD programs.

SGOD-HRDS shall consolidate the program completion reports from the
implemented school-developed PD programs and submit to the Regional
Office.

. SGOD-HRDS shall manage the repository of quality-assured and

PRC-accredited school-developed PD programs.
SGOD-HRDS and SMME shall conduct an impact assessment of the
school-developed PD programs.

Schools

1.

School head in collaboration with the assistant principal, head teachers
and master teachers shall plan, design, develop PD programs based on
the identified prioritized PD needs of teachers.

. School head shall review proposed school-based PD programs based on

the standards and requirements set by these guidelines and endorsed to
SDO for quality assurance and PRC accreditation.

. School head in collaboration with the assistant principal, head teachers

and master teachers shall manage the delivery of the quality assured and
PRC-accredited PD programs.

School head in collaboration with the assistant principal, head teachers
and master teachers shall monitor and evaluate the implementation of
teachers’ learning action plan.

School head in collaboration with the assistant principal, head teachers
and master teachers shall prepare and submit program completion report
to SDO.

. School head shall manage the repository of quality-assured and

PRC-accredited school-based PD programs.
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(Enclosure No. 2 to DM-OUHROD-2024-1576)

Republic of the Philippines
Department of Education

National Educators Academy of the Philippines

PD LEARNING RESOURCE MATERIALS QUALITY STANDARDS

General Quality Standards

1

2o

Types and combinations of materials (e.g., projected slides for presentation,
worksheets, and templates for workshops, etc.) in the learning resource
package are appropriate to and supportive of delivery methods.

Content of LRM will contribute to the achievement of learning objectives.

a. aligned with session objectives, topics, and professional standards
specified in the design

b. appropriate to learning preferences and current proficiency level of target
learners

c. logically sequenced

. Content of LRM is accurate and authority-based.

a. cite credible sources of information (e.g., Department Orders and
other government issuances, books, journals, etc.)
b. supported by research, as necessary (e.g., if primary data needs to be
presented)
c. up to date (i.e., incorporates latest information or data, trends, and
developments, as needed)
LRM adheres to DepEd branding guidelines
a. proper use of the Department of Education seal and logo
b. adherence to the use of official fonts and typography guidelines
c. proper co-branding with the Department of Education seal and logo
LRM is copyright compliant.
a. permission from the Original Creator and Copyright Owner is secured
b. free stock photos and quality Creative Commons images are used
c. prescribed citation format of the copyrighted material is followed.
LRM adheres to GEDSI principles.
a. uses socially-inclusive, gender-sensitive, non-discriminatory, and
non-stereotypical language and illustrations
LRM observes correct spelling, grammar, and word usage.
LRM uses appropriate technologies (Whenever available and cost-effective).

. Available quality-assured learning resource materials from the Learning

Resource Portal are tapped for possible adoption or customization, if
applicable.



LRM Specific Quality Standards
Printed LRMs (Worksheets, handouts)
1. Printed LRMs are readable, organized, and well laid-out.

a. Font styles and size are easy to read.
b. Type size is large enough for easy reading by the intended audience.
(Body text uses 11-13 points; type size for headings two points larger
than the body text.)
c. The following body text fonts recommended by DepEd’s Service Marks
Manual are used: Garamond, Bookman Old Style, Helvetica Neue, Arial
d. Materials use no more than three font styles per document for a clean
and unified look.
2. Illustrations, images, graphs, and tables are appropriate, clear, properly labeled
or captioned, and colored when necessary.
3. Printing is of good quality (i.e., no broken letters or images, correct alignment,
and even print density).

Slide Deck

1. Slide templates are simple and non-distracting (the office’s standard template is
applied if one is available).
a. Font styles and sizes are easy to read considering the venue/ physical
arrangement.
b. Titles and headers should be larger than the body.
c. Slides use sans serif fonts (e.g., Arial, Calibri, Century Gothic, Helvetica,
Lucida Sans, Tahoma and Verdana) for better readability.
d. Slides use no more than three font styles for a clean and unified look.
2. Slides are well laid-out:
a. contain one idea per slide
b. use key words and phrases only
c. observe 7x7 rule: maximum of 7 lines per slide, maximum of 7 words per
line
d. use contrasting colors for text and background (i.e., light text on dark
background; dark text on light background).
e. use relevant and good quality [llustrations and images (i.e., not pixelated
or blurred)

3. Slides have no distracting elements (i.e., irrelevant music, sound effects,
animations, transitions, and background images).



(Enclosure No. 3 to DM-OUHROD-2024-1576)

Republic of the Philippines
Department of Education

National Educators Academy of the Philippines
SAMPLE PD NEEDS PRIORITIZATION MATRIX

This form is to be accomplished by the School Head together with the Assistant Principal,
Master Teacher, Head Teacher from the result of Needs Assessment Tools.

The following table may be used in determining priority PD needs based on the following
criteria.

e Seriousness - the direct impact of the learning need to the organization’s strategic
direction.

e Urgency - answers the question of how immediate must the learning need be
addressed in reference to the organizational priorities.

e Growth - refers to the extent to which the learning need if left unaddressed will give
rise to more problems.

Each identified PD needs can be given a rating in each of the criteria mentioned using a
scale 1-3. The ratings can be added to get a total rating for each learning need, and then
a ranking may be made accordingly.

Rating Scales:

Rating Seriousness Urgency Growth
3 Very Serious Very Urgent Great Extent
2 Serious Urgent Moderate extent
1 Less Serious Less Urgent Low Extent

Significance Urgency Growth Total

Identified PD needs (1-3) (1-3) (1-3) rating

Rank




ALV TdWAL NOISHA WYMD0Ud (Ad) INFWdOTAAAA TYNOISSHA0Hd THS0d 0Hd

‘'ou anqow 2y3 adA | 'ON 2[IqOIN 'SSa.ppp owa adA] | SSaIpPpY [rewy ‘2wpu 232)dwood ay3 adA], uositad [eooy

‘SSauppv nowa 201ffo ay3 adA] SSQIpPPY [rewy [00Y2S ‘'ou auoyda)a) ao1ffo ayy adA], ‘oN 2uoydaja], [ooyos
‘ssauppv aoiffo aya)dwod ayy adA] SS2IpPpPY [00Y2S
] 100yos inofi odA] e —— "100y2s 4noh Jo awvu ay3 adh], —

dTId0¥d LNINOdOUd

“ALVIATAGIV LON Od 2]qvonddp j0u fi vV /N 21001pu] "paimmbad sp saonds paypubisap ay3 u1 Spmiap ay) ap1aoid SNOLLDNMLSNI

NVId (LASNI) ONINIVIL ADIAVAS-NI AASVE-TOOHOS

sawrddiiy g ayy Jo Awapvoy sioavonpy [puoyvN

uoljeanp3 jo juawiiedaq
saulddijiyd ayj jo oljgnday

(9LS1-+202-AOYHNO-INA 01 + "ON 2Insouy)




N

ALVIdINAL NDISAU WVHIOHd Ldd) INFWdOTIAHA TYNOISSHA0dd d45040Ud

‘buruina) pup

burnyonay fo sajdiourid pup abpajmouy pasnq-yoivasal burnuwuna) puv bunyona) fAbobopag pup
Jo buipupysiapun up apyIsuowdq 1°g'T Jo saydhound pup abpa)ymoud pasnq-yoinasay g'[ | abpaymouy] juajuo) ‘1

S /403021pUJ S /puna)s S /umwoq
ISdd “b'q | paopums jpuoissajoid

S /103e01pU]
pue ‘s/pueng
‘s /urewro( oyoads
i prepuelg
[BUOISSIJ0OId SO0

(burnuim.ay ay3 wof umb 03

papoadxa aup syuvdionand apminiv pup ‘spys ‘@bpaimouy Aay ayi a3v3s) (03 ajqp aq [ syuvdonand ay) ‘Appoyfivads samyoalgo bunqousy
‘03 31qp aq | syuvdiound ay) ‘bunimay Avp-g ay) Jo pua ayy Ag :2a130a[qo puwIa]

[0} 3)qv aq M syuvdionapd ay) ‘WoousSDID Y] Ul Yoy amdalqo uoyvonddy

:2oupunofiad pup aouajaduwo0d paaosdun syuvdionand ay) Jo 3nsal v sy :2a3oalgo symsay]

'$2a1392[qo wviboid a1) Swuad) |pi01DYAG Ul 2IDIS PUD JUIUOD SN[ sn Bunybybry asinod /woiboid (4 pasodosd ay) AYfarq aquosag

uonduosa( wesdoid

‘(Aup fi) s1sDq 062

PUD Younasas Junaajad ‘spasu Juawdo)anap puolssajosd s1ayona} uo vypp Aq pauoddns wwiboid (g ay) buisodoid 10f SUOSDaL SSNISUT

areuonyey

‘2pm woiboud (g pasodoid ay3 asay adA]

SALL

‘streap Sumorroy 2y3 Surpraoad £q uresdoid qd pesodoid inof jJo mOIAISAO UB AL

ATI40¥Ud LIASNI



€ 1LV ITdINAL NDISHU WVHDO0Ud Ldd) LNFWdOTIAHA TYNOISSHA08d d35040Ud

210y adh] a4y adhA] a2y 2dA] ‘adoy 2dA] ‘a42Yy 2dA], a4y 2dA] 249y 2dA] e
‘a49y adA] ‘242y 2dhA], ‘ad2y adA] ‘a4ay adA] 242y adA], 242y adA] a4y 2dfi], z
"S21392]q0 U01SSas
ay3 Jo JuawuInyIn
Y31 puD» JUJU0D
Jo Auanmap ay3
uoddns 01 pasn aq
11m DY) S204N0SaL
“UOISSAS YOI buruina) junaajal
Jo pua ay3 Aq puv buunp aYy3 aywoIpuy
syundionuond ay) Aq
paonpoud aq pm oy (032 'S1007 ‘syundionund
‘ToLBIDW [DUOIIONAISUL a)qponddp a2y ay3 abobua “UOISSaS
“UOISSAS Y] L207])aP ‘oudnol uonoalfos | pupv SJUSWISSISSD | Puv JUIU0D 1201)2D ‘(syndimo bunuuima) v 423v
Im oym syiadxa 4o ‘unyd v, ‘sypsodoud 20DUWWNS mm 4ayvads a2y buonpo.d) ybu op 03 2)qV
1pw-algns /siaypads ‘sumjdwaxa u0Ssa) puv anpwLof a2ounosas yorym | saanoalgo buruava) ayi | 2q pm sjundionund
204nosai aypudosddp ‘suonppuawwodas “6a) pauva fo ybnouyy sa1mmanon burumwyip 01 jprUassa YMm suLd)
ayj ayporpu] | sindimo aja40u00 Aifipuapr | asn ay) a3papU] aY3 210U SD24D JU2IU0D IS1T | PI01aDY2q Ul 2IDIS I
312dxy 193 Sjoo,
yeN-103fqng /1oxeadg sindyng 9 sardajens A3oropoylisIn saA3oafqQ uorssag ordog, uonyeIing
aoInosay JUSUWISSISSY
STIV.LAA LNILNOD LASNI
uonejuawarduy

10 $37B(] SATEIIPU] a4y wiofipyd Auaanap ay) a3papuy wIope[d AIaa1Rg

uorjedai88esip a8e pue xas ‘sjuedronied jJo Isqunu [ejo], syuednred 19816,

'012 1203] apwib ‘Daup algns ‘uomsod ‘dnoib qol ‘abvys 422400 L12Yy) U0 Pasvq sjupdionupd 1964v) ay) Aficads
;91301 syuedionred




ALVIdANAL NDISHU WYYD0Hd (dd) LNAWdOTIAZd TYNOISSHAOUd Ad50d0Ud

JoUOp aID £S403D01pUl
£SanMmen samon FRW 2Y3 U0 20UapP1N2 EDIDP 193])00
IRW  Juawa)dw Y3 buunsua cuaypapun 40 DIDP apwo.d 03 pasn aq |nm
cpa4aypb vpp | 03 papasu  aUp 10f 21gD3UN020D aq sa111130D mm sjuawnoop $7007 /SpoylaW ¢painsvaw
2Y) asn jpm oyp | saounosas  pym 2q inm oym | VW pm uaym oYM 40 /PUD OYM mwym leq mm  oym sjmsay
eyeq sqrsuodsay AR s[jooL
AQI Jo 138N papaapN yoddng s /uosiag Jo 3mpayos sa2Inog ejeq pue spoy3ja| saanoafqo FQIN JO [249]

7epop uonpNPay youpdyLy 2y3 buimorof uvid AW Yl 40f wiof a1 S1 STY],
NV1d NOLLVATVAT ANV DNIIOLINON

*a0uauajad

s ayv)dwa)
2IpwW)S?
196pnq
PaYyov313v as)
£2S4n00 Yovs
U1 Pajoaa)oo aq
mm yonw moy
‘uonvsibau

I ‘pawooy
aq ipm spunf
2y} moy uo
S)ID3ap apuoid

sjuawarinbay
3o3png

¢papun/
2q wniboud

2y3 M mog

2o1nog Surpuny

NV1d ILVINLLSH LI3DANd




n

ALVIdIWAL NDISHA WVADO0Ud (Ad) INFWAOTIAAA TYNOISSHA08d AdS0d0Md

‘Paudis Jou JI pIeA 10U ST W0 SIYL
a1oy adA], areq
219y udIg ainjeudis

o190y 2dA], | jusuodoiq ureidoid

's /yusuodoid wreidoid (d Y3l Aq paudis aq 0],

"BJEP 9S82} JO asn
oy} jo uoneorgnd Aue jo JysduiAdoo a2y} pue paIldyjes ejep ayjl [[e JO JoUMO0-02
oy} 2q 03 saurddiiyg 2yj jo Awapeoy siojeonpy [euoneN-pHdsq 22i18e |

‘opew uonjejardidquistu Aue 10U S}oBj] JUBAI[I
AU®e JO UOISSTWO ‘sjuaurajel}s SUIPEI[SIW OU U23(Q 9ABY 3I9Y]} PUB JO91I100
pue onn st uvorjesrdde sy} ul papraoid UOIJBULIOJUL dU] aIB[O9p AQaiay |

‘uorjere[daq
40y adA] 240y adA], 242y 2dA], 242y 2dA, 242y adfi], 240y 2dR], s adhL uonoeay
242y adA] a4y adA] a4y adRy 242y adA], a4y adA], 242y adA], a1y adA], Supuresq
a4y adA] 242y 2dA] 249y adA] a4y adA] a4y adhA], 242y adA], 249y 2dA, i01a0YSg




ALVITdWEHL NOISHU WVED0Yd LAd) LNIFWJOTHAZA TVYNOISSFA0dd d¥50d0dd

‘'ou anqow ayj adAy | "ON 2O 'SSauppv Nowa adA] | SSAIPPY [rew’yg ‘2wpu 339)dwioo ay) adA] uositad eooy

'SSauppp nowa a01ffo ay) adA] SSAIPPY [rewry [00YoS ‘ou auoyda)ay aoiffo ayy adhy], ‘oN 2uoydaja], [ooyos

‘vaty buruuva ay) adA], (eaxy Burures ) Jusunreda

100Yy2s unoh Jo awvu 2y) adh],

'l j100yos unohA adA] dl 1ooyos [ooyog

TTIH0Ud LNINOdOUd OV

‘ALVIATIFIY .LON Od 219vronddp jou fi 7 /N 23021pu] ‘paismbai sv saopds pajpubisap ayj ul sSpoiap ayj apiodd :SNOLLONMLSNI

NVd (OV1) TTd0 NOILLOV DNINYVAT HLNOW-FAIA

sowrddiry g ayy fo Auappoy siogponpq (puorgpN

uoljeosnp3 jo Jjuswpedag
saulddijiyd ayj jo olgnday

(92ST1-+202-AOYHNO-NA 01 G 'ON 3msopuy)



N

HLVTdWAL NOISHO WVHDO0Nd 1dd) INFWdOTIAHA TYNOISSH40dd G504 0dd

‘buruava) puvo

buryovay fo sajdiouud puv abpajmoud pasnq-yoinasal burnwma) pun buryonay hAbobopaq puv
Jo Buipumisiapun uv aypnsuowadq 1°Z'T Jo sajdiound puv abpaymouy paspq-younasay 7' | abpajmou)] juajuo) ‘[

S /403D01pU] S /pun4yg S /umwwoq
ISdd “B°3 | p4opum)g [DUOISSa04]

s /103€01PU]
pue ‘s/puensg
‘s /furewro(] oyroads
Ui prepuels
[BUOISS9JOId SNJ0Y

101 91qv 2q M Syundionund Yy ‘SU0ISSaS DT YIuow-g ayp Jo pua ayl Ag :2a1102[qo puruiia],
03 21qp 2q M syupdioniod aYy) “‘WO0ISSD]O Y] Ul Yopg 2n130alqo uoyoonddy
:2ounwiofiad pun aouajadwoo paaosdw syundionind ay) fo ynsal Sy :201302[q0 SINSRY

"'saa1102qo wviboid a1) SuiId) [DI0IADYDG Ul 270VIS PUD JUJUOD SN20f SN Bunybnybny asunoo ywnaboid q4 pasodoud ay) Alfariq aquosaqg

uondrrosa( wreidoid

‘(Aum fi) s1sDq 10b2]

pUD» “Younasai Jupaa)al ‘spaau Juawdolanap puoissafold ,s1ayona) uo vipp Aq pajoddns woiboid g4 ay) bursodo.d 4of sSuosDaL SSNISIT

areuoney]

‘2 wwiboud qd pasodoid ay) aiay adA]

IPLL

‘strelop Sumorroy 2y} Surpraoid Aq wrerdoixd (qd pesodoid INoA JO MIIAIIAC U JAIN)

dTI40¥d LNI.LNOD OV1



LV IdIWAL NDISHA WVHDOHd Ldd) INFWdOTIASU TYNOISSHAOHd dF50d 0 d

242y 2dA]

‘a42Yy adA] 242y adA], ‘auay adhA] a4y adf] a4y adA] a4y adA] A
oVl

'S211308[q0 UOISSAS
a1y} fo Juawuioo
Y] pum JUIU0D

Jo fuaanap ay
Joddns 03 pasn aq
111 30Yy) S204N0SaL

"UOISSAS YOD2 bunuina) juvaa)as
Jo pua ay3 Aq puv bBuunp 2Y3 a1mo1puy
syundionund ay) Ag
paonpoud aq [pm oy) (032 '$1003 ‘spupndionund
‘IoLBIOW DUONIONAISUI a)qoonddp ay3 a2y} abvbua “UOISSIS
"UOISSDS Y] 12011)aP ‘Iouunol uonoa)fas | puv SJUSWISSISSD | PUD JUSJUOD 12013D ‘(syndino buiuina) v 423fv sajnuiw
mm oym spadxa 42 ‘umyd v/ ], ‘sppsodosd aaypwwns mm 4ayvads a2y} buronpo.d) ybu op 03 21 ocr
#vw-algns /siaxvads ‘supjduwiaxa uossa) puv anpULOf ao4nosal yorym | samyoalgo bunuwa) oy | aq jpm syundiund
224n0sa4 aypudosddp ‘suopvpuawWW00a4 “6°3) pauva Jo ybnouyy sanmanon bunimyip o3 (IppUaSSa IDYM SULID) vZ0Z I
ay} aypopuy | sndino a3a.40uo00 Afyuapy asn ay} apoIpuy 2y} 2I0pU] SDaJD JUBJU0D IS1T | P401IDYDQq Ul AIDIS | ‘6T ISnbny | OV
33adxy 193 s[ooJ], uonyeIng
IBN-103[qng /1oxeads syndingQ 9 sardajens ASoropoyial saanoafqQ uorssag ordo], 9 joNpuo)
90IN0SaY JUIWISSISSY Jo ajeq
STIVLEd LNALNOD DV
uonejuawaduwy]

+20Z 12quiada(] - 3snbny a4y wuofivyd Aiaanap ayy a3popuy wIope[d AI2AIR(]

JO POLIaJ SATIEJIPU]

uonjedaiddesip a8e pue xas ‘sjuedroned jo Jaqumu Telo], syuedonreq o818,

032 ‘1202] apwib ‘DaIv algns uomsod ‘dnoib qol ‘abvys 122400 12y} U0 pPasvq syupdnupd 126101 ay) Afivadsg
:9[goid syuedonied




.w\

ENAS

[dIWAL NDISHA WYHD0Ud (Ad) INHIWAOTAAHA TYNOISSHA0Ud AdS0d0Ud

eyeq srqisuodsay AR S[00,
AMIA JO 198 pepoap 3roddng s /uosiag Jo a[npayos s221nog ejeq pu® Spoy3}o|N saanoalqo ARYIA JO [249]
PO uonpnag YLy 23 buimonof uvld FRW 2yl 40f wuof ay) st STy,
NV'Id NOILVATVAY ANV DNINO.LINOI
ERIEYEYEY]
sp a3p)duia)
2)pwWIS2
3abpnq
pPayonyID asn
£9S4n0d Yona cpapuny
U1 pajaa]]00 aq uuﬁoﬁouwwv“ﬂ 2q wpoiboud | 2d0imog Surpunyg
mm yomu moy sl 211 pm mop
‘uonpaysibai
JI ‘pawoonn
aq |pm spunf
2y} moy uo
S|1vjap 2p110id
NVId ALVINILSE LIDANd
S
242y 2dA] 242y adA] 242y adA] a4y adh], a4y adA] ‘a49Yy adhA] auay 2dAL | OV
SS
v
a4y adA] a4y adA] a4y adA] 242y adA] 242y 2dA] ‘a49Yy adh] a4y 2dA] | OV
auay 2dA 242y adA] 249y adA] a4y adA] a4y adA] 249y adA] ‘auay adA], €
V1




(AL NDISHU WYHO0Ud (Ad) LNHFWAOTHARU TYNOISSHA0Yd 3504 0Md

219y udIg

amaeudig

219y 2dA],

juauodoid wrerdoid

:s/yusuodoid wreidoid (d 2yl Aq pausdis 2q o,

"BlEpP 983} JO asn

oy} jo uoneorgnd Aue jo JySriAdoo oY) pue paidyjed ejep 9y} [[e JO JOUMO-0D
oyl 2q 03 saurddiiyd oy} jo Awapedy siojeonpy [euoneN-pgdeq 291de |

‘apew uonejardisjuisiua Aue Jou sjoej JUBAI[AI
Aue Jo UOISSTUWIO ‘SjUdWRe)s JUIPEI[SIUW OU UI(Q 2ABY 219U} PUEB 091100
pue ani st uoneordde sy} ur papraoid uoneULIOUl Y] ITE[IIP AQaIay |

‘uorjere[oaq
a4y adA] ‘a1oy adAf a1y a2dA] ‘a1oy adA] ‘a4ay adA] 249y adA] ‘a42y adA] uoRovey
a4y ad| 249y ad| 249y adh 242y adh ‘a42Yy adh, f adh, ‘a42Yy ad|

Y adf Yy adf| Y adAy Y 2dfy y adhy, 212y 2dA] 242y adA] Surures]
‘a49y adA] 249y adA] ‘a49y adA] ‘auay adA] a1y adA] ‘a49y 2dA] a4y adA] Jo1avygag
cOUOp 24D £ S40101pUl
c¢sanmion samnon FRW 2y} U0 20UapP1N2 EPIDP 102]100
QW  Juawa)dun DYy} buLmsua JUaYDBPUN 410 DIVP apraoid 03 pasn aq |pm
cpasayivb vjpp | 03 papasau 24D 10f 21qDIUN0IOD aq san11oD nm sjuawnoop §700} /SpoYyjaW cpainsvawu
ay3 asn pm oy | saounosas  pym aq mm oym | W Im uaym I0Ym 40 /puv oym wym |eq mm  oym sjmsay




9 ALY TdWAL NOISHO WYHO0Ud (dd) INFWAOTIAHA TYNOISSH40Md d4S0d0¥d

“PauBIs JoU JI PI[EA JOU ST ULIOY SIY]

219y adA], e




(Enclosure No. 6 to DM-OUHROD-2024-1576)

Republic of the Philippines
Department of Education

National Educators Academy of the Philippines

CURRICULUM VITAE OF RESOURCE SPEAKER/SUBJECT-MATTER EXPERT

LAC
INSET (Indicate Title)

PROPOSED PROFESSIONAL DEVELOPMENT PROGRAM: (Tick box)

RECENT 2X2 PICTURE (color
photo with white

background)

PROFESSIONAL DEVELOPMENT PROGRAM PROVIDER:

Part I. Personal Information

Name:

Residence Address:

Business Address:

Contact Details
Landline No.:
Mobile No. 1:
Mobile No. 2:
Email Address:

Citizenship:

Development program/ course.

Note: NEAP shall be informed of any change/s on resource person/s at least 10 days before
the Professional Development program/course offering. Substitute resource person, if any,
may submit this duly accomplished form three (3) days before the start of the Professional

Part II. Track Record

Areas of
Specialization/
Expertise

Relevant Seminars/Training Programs Conducted in the last five (5) years

Date

Title




I

Relevant Seminars/Training Programs Attended in the last five (5) years

Date Title
Relevant Publications, Research, and Conference Papers
Date Title
Major Achievements, Citations, Recognitions, and Awards
Date Title Awarding Body

Part III. Education and Employment

Educational Background
Name of Inclusive
Level Sokmol {niversity Address Dates Degree Earned
Undergraduate
Post-Graduate
Work Experience: Five (5) most recent
Position Agency/Company Inclusive Dates

Part IV. Other Relevant Information (Use separate sheet for additional information.)

Eligibility
Profession/s License No. Issued on: Valid until:
Other Major Affiliations (Professional, Civic, etc.)
Name of National/Chapter Position /Nature of Date

Organization

Work




I hereby certify that the above information written
by me are true and correct to the best of my knowledge
and belief. I further authorize NEAP and other agencies
to investigate the authenticity of all the documents
presented.

[ am agreeing to the NEAP Privacy Notice and giving
my consent to the collection and processing of my
personal data in accordance thereto.

Signature Over Printed Name
Date:

Scanned copy of PRC License




(Enclosure No. 7 to DM-OUHROD-2024-1576)

Republic of the Philippines
Department of Education

National Educators Academy of the Philippines

SAMPLE END-OF-DAY EVALUATION TOOL

NAME /TITLE OF THE PROGRAM

We are interested in your feedback about the content and process of the
program. Please take a moment to give us your honest opinion on this evaluation
form.

Responses will remain anonymous and will be used for the improvement of the
program.

EVALUATION DIRECTION: Rate the program using the rating scale. Tick under
the column of your response.

SCALE: (4) Strongly Agree (3) Agree (2) Disagree (1) Strongly Disagree

I. EVALUATION OF SESSION
A. Activity Management & Objectives

o
W
N
b

- Session started on time (F2F/Online). 0 0 0 0

- The session objectives are explained at the 0 0 0 0
beginning of the session.

- The information and instruction given 0 0 0 0
before the event is clear and easy to follow.

- The organization of the program is logical. 0 0 0 0

- The pace allotted for the session was 0 0 0 0
sufficient for me to absorb inputs.

- Manage adequately the pre & post assessment 0 0 0 0

- Adequate session breaks (mid-morning, lunch 0 0 0

and mid-afternoon
- Session ended on time (F2F/Online).

o
o
=]
o

B. Training Venue
- Well-lighted.
- Well-ventilated.
- Accessible, safe, secure and peaceful location
- Sufficient space for the program activities.
- Facilities for individual with disabilities
- Adequate soundproofing.

OO OO CO s
OO OO COW
OO O OOCON
QOO OO Om



- Availability of equipment. 0 0 0 0
- Serviceability of equipment. 0 0 0 0
- Internet access was usable. 0 0 0 0
- Clean. 0 0 0 0
- Sufficient number of clean and accessible
Toilets and washrooms 0 0 0
- Meals were sufficiently healthy. 0 0 0
- Meals had sufficient variety. 0 0 0 0
C. Technical (Face-to Face/Online) Very Good Good Fair Poor
- How would you rate your experience 0 0 0 0
with the technology aspect?
- Quality of Audio 0 0 0 0
- Quality of Video 0 0 0 0
- Internet Connectivity (Online) 0 0 0 0
- Length of Session 0 0 0 0
- Visual Content and Graphics 0 0 0 0
- Platform Used (If Online) 0 0 0 0
II. PROGRAM MANAGEMENT TEAM
Program Management 4 3 2 1
- The program was structured properly 0 0 0 0
- Venue emergency evacuation plan is disseminated 0 0 0 0
Before the start of the activity.
- Promotes solid waste management 0 0 0 0
- Socially-inclusive, gender-sensitive, non-discriminatory0O 0 0 0

and non-stereotypical language is used at all times
- The program was managed efficiently
- Emerging welfare needs are immediately addressed
- Available when needed
- Responsive to the need of participants
- The emcee/host speaks with clarity

c O O OO
C OO OO0
OO0 oo
o o OO

and rapport

- Manage properly the closing program (insights, 0 0 0 0
challenge, acceptance, and ways forward) is facilitated

- Manage adequately the distribution of certificates 0 0 0 0

How can the session be improved?

Feedback, comment and suggestion that will help us improve future events.




III. PROGRAM PROPER

Session /Activities / Discussion /Workshop
- The session started on time 0
- The organization of the opening program flow
in logical (national anthem, ecumenical prayer,
DepEd Quality Policy, welcome remarks, and
introduction of participants.)
- Management of learning (leveling of expectation, 0 0 0 0
agreeing on session norms, discussion of program
objectives and matrix.

o $
o O W
O ON
S O -

- The purpose of the session is clear 0 0 0 0

- The facilitator/s demonstrated mastery 0 0 0 0
of the topic

- The facilitator/s explained the topics in an 0 0 0 0
understandable level

- The facilitator/s accommodated my concerns 0 0 0 0
and questions

- The time and pace allotted for each session 0 0 0 0
was sufficient for me to absorb inputs or to
accomplish outputs

- The session ended on time 0 0 0 0

Privacy Statement

The Department of Education (DepEd) is bound by law under the Data Privacy Act of 2012 (RA
10173). Your attendance to this online event aims to develop your skills in performing your tasks
by virtue of your employment or affiliation with DepEd. By selecting the checkbox below this
statement and clicking "Submit,” you agree to the following:- 1) You express your consent for and
authorize DepEd, through the organizers of this online orientation, to collect, process, and keep
your personal information for lawful purposes related to the conduct of this online event.
2)DepEd, through the organizers of this online orientation, cannot disclose your personal
information to any third parties without your explicit permission. It can, however, share said
information with its bureaus/ office/ services and external agencies, affiliates, or partners to
fulfill financial, logistic, and other contractual obligations, or to comply with law enforcement and
legal processes.-3)The organizers of this online orientation may record this event for reference
and documentation. By attending this event, you give DepEd and the organizers permission to
include you and your likeness in or make you a subject of any communications media they see fit
(photo, video, social media, or print).You certify that you have agreed to the above information
and that you are well-informed of the purposes of this endeavor.

DI confirm that I have read the statement above and agree to it.



(Enclosure No. 8 to DM-OUHROD-2024-1576)

Republic of the Philippines
Department of Education

National Educators Academy of the Philippines

BUDGET MATRIX

PROFESSIONAL DEVELOPMENT PROGRAM/COURSE TITLE:

LEARNING SERVICE PROVIDER:

DELIVERY PLATFORM:

SOURCE OF FUNDS:

TOTAL TARGETED PARTICIPANTS:

TARGET DATE/S: PROPOSED VENUE/LOCATIONS:

BUDGET BREAKDOWN PER BATCH

PARTICULARS NO. OF | NO. OF UNIT COST TOTAL ESTIMATED
PAX DAYS COST

Declaration:

I hereby declare the information provided in
this application is true and correct and there
have been no misleading statements, omission
of any relevant facts nor any misinterpretation
made.

I am agreeing to the NEAP Privacy Notice
and giving my consent to the collection and
processing these data in accordance thereto.

Signature of the Program Manager
Over Printed Name

Date
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Republic of the Philippines
Department of Education

National Educators Academy of the Philippines

SCHOOL-BASED PD PROGRAM DESIGN QUALITY STANDARDS CHECKLIST

Use this form for the review and evaluation of proposed INSET and LAC.

School
Proposed PD O INSET
Program [ Learning Action Cell

Instruction: Please put a check (/) mark on the standards that have already been satisfied.
Otherwise, put a cross (x) mark and support it with a corresponding suggestion/s or
comment/s.

PD Program Component and Quality
Standards

Status

Remarks

A.

Strength of Research Base

1.

The proposed PD program is based on the
results of competency-based professional
development needs assessments (i.e.,
through individual development plans
(IDPs), DepEd priorities across levels,
learners’ learning outcomes, etc.)

The proposed PD program’s content and
methodologies are justified and supported
by research literature or theories and/or
legal bases (DepEd issuances/RA) if any.

Alignment to the Professional Standards

. The proposed PD program responds to at

least one PPST/PPSSH/PPSS domain,
strand, and indicator, and/or other
emerging needs of the Department.

The target PPST/PPSSH/PPSS domain,
strand, and indicator in each session is
indicated.

. Target Participants Profile

. The proposed PD program identifies the

career stage/s and profile (teacher/school
head/supervisor, position, subject, and/or
grade/year level taught) of the target
participants.




. The target number of participants is

specified.

. Articulation of Learning Objectives

. The proposed PD program’s workplace

development objectives and session
objectives are articulated according to the
SMART principles.

The proposed PD program’s workplace
development objectives and session
objectives are logically articulated to
support the development of the target
professional standard (domain, strand,
and indicator).

E. Session Contents

1. Contents are appropriate and adequate to
support the attainment of the learning
objectives and expected outputs.

2. Contents are accurate and based on

credible sources of information.

For subject content-based PD programs,
contents align with the curriculum
standards.

Contents are organized according to the
most appropriate sequence and structure.

Soundness of Methodology

. The methodologies (e.g. active learning,

experiential learning or collaborative
learning, etc.) employ adult learning
principles with opportunities to be active,
experiential, social, self-directed and goal
oriented.

The methodologies describe in detail or
step-by-step process how the assigned
resource speaker will deliver content and
engage participants.

The methodologies indicate the relevant
learning resources that the resource
speaker and participants will use to
support the attainment of the session
objectives.




4. The methodologies use recognized best
learning practices such as
motivational/mood-setting activities,
modeling, etc.

G. Assessment Strategies and Tools

1. The formative and summative assessment
strategies are varied and sufficient to
assess learner’s progress and proficiency
in the target competencies for
development.

2. Appropriate assessment  tools  are
identified and provided. Rubrics are
available for
performance /demonstration-based
assessment.

H. Expected Outputs

. The session outputs are concrete, e.g.,

reflection journal, TA Plan, lesson
exemplar, rubrics, worksheets.

The session outputs are relevant to the
session objectives and can be realistically
produced by participants within set time.

Workplace Application

. The proposed PD program provides

opportunities  for  development and
application of acquired competencies:
crafting and implementation of Learning
Action Plan (LAP).

. The LAP can be realistically completed

within an adequate period (exclusive of
school breaks for teachers) using available
resources in the workplace.

Time Requirement

. The indicative dates of implementation of

the proposed PD program do not interfere
with the conduct of school-based
instructionally relevant activities,
especially the actual classroom teaching of
teachers.

Sessions are appropriately sequenced and
adequately timed.




K'

Credentials/Expertise of Resource
Speaker/Subject Matter Expert

1. The Resource Speakers/Subject-Matter
Experts' CVs reflect expertise relevant to
the PPST/PPSSH/PPSS domain/s,
strand/s and indicator/s covered in the
Speaker's/Subject-Matter Expert’s
session/s.

L. Gender Equality, Disability

and Social Inclusion

. Proposed PD program elements (i.e.,

participants selection criteria, activities,
learning resource materials, resource
speakers, and monitoring and evaluation,
etc.) promote maximum engagement of
participants  from all  backgrounds
(disability, age, gender, religious and
ethnic backgrounds).

Monitoring and Evaluation

. The proposed PD Program M&E plan

reflects the four levels of evaluation
according to Kirkpatrick’s Model (Level 1:
Reaction; Level 2: Learning; Level 3:
Behavior; and Level 4: Result).

. For Level 1, daily evaluation tool to

measure how participants find the PD
program favorable, engaging, and relevant
to their jobs is indicated and submitted.

For Level 2, formative and summative
assessment tools to measure participants’
acquired knowledge, skills, attitude,
confidence, and commitment based on
their participation in the PD program are
indicated and submitted.

For Level 3, the LAP template detailing
how participants will apply what they
learned from the PD program when they
are back on the job is indicated and
submitted.

Budget and Costing

. Proposed budget per participant is within

the allowable limits according to




government budgeting, accounting, and
auditing rules and regulations.

. The attached itemized expenditure reflects
the cost of the proposed PD program
vis-a-vis the allowable expenses.

Reviewed by

Type name here

Signature

Sign here

Date

Click here to enter a date.
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: Republic of the Philippines
7 Department of Education

National Educators Academy of the Philippines

SCHOOL-BASED PD PROGRAM DELIVERY QUALITY STANDARDS
Program Management

[0 The program management team and the resource speakers/subject-matter
experts reviewed the quality assured program design and learning resource
materials prior to implementation.

[l The details of the planned program implementation (e.g., program objectives,

date, etc.) are officially communicated to concerned offices/units and target

participants.

Special needs of the participants are noted.

Sessions with mainly information diffusion objectives may engage in

[0 Training Venue

0 isin an accessible, safe, secure, and peaceful location.

o has facilities for individuals with disabilities or special needs (e.g.,
ramps, signposts, toilets, reception, parking, elevator, etc.)

o has a sufficient number of clean and accessible toilets and wash rooms.

The equipment/tools/supplies are adequate and readily available.

All quality assured learning resource materials (i.e. slide decks, modules,

worksheets, audiovisual presentation, etc.) are adequate and readily

available.

There is a provision for fast and reliable internet access.

{1 An option for soft copies of printed learning resource materials is available.

0 Adequate session breaks (15-30 minutes mid-morning and mid-afternoon for
snacks and stretching, and one hour for lunch) are provided in a timely
manner.

[ To the extent possible, “working breaks” are to be avoided, unless limited
session time necessitates these.

71 An adequate number of health personnel and a first aid kit with commonly
used medicines are available. (applicable for INSET only)

[ Information on the venue’s emergency evacuation plan is disseminated
before the start of the activity.(applicable for INSET only)

71 The PMT promotes good solid waste management in the venue by adopting
the “clean as you go” practice.

[ Socially-inclusive, gender-sensitive, non-discriminatory, and
non-stereotypical language is used at all times during the program.

0 Healthy, nutritious and adequate meals that consider the needs of

participants and PMT members with special dietary requirements are

provided. (applicable for INSET only)

Zero-tolerance on the commission of sexual harassment, bullying, and

intimidation is observed; incidents are handled by PMT within 24 hours from

receipt of the report or information.

11 Emerging welfare needs of participants, resource speakers/subject-matter
experts, and PMT are immediately addressed.

1 OO

[

1 [

O



0

|

]

A short opening program which includes national anthem, ecumenical
prayer, DepEd Quality Policy Statement, welcome remarks, and introduction
of participants is facilitated. (applicable for INSET only)

A management of learning at the start of the program to prepare learners for
the learning process is facilitated. These include leveling of expectations,
discussion of program objectives and matrix, and agreeing on session
norms.

A daily management of learning to prepare learners for the learning process
is facilitated. These include nationalistic song, ecumenical prayer,
attendance check, energizer, recap, and clearing session of the previous
learning experience. (applicable for INSET only)

Planned activities are carried out as scheduled unless modifications are
necessary due to emerging needs (results of pre-assessment, expectations,
etei):

Daily attendance checks are done by the PMT.

The PMT introduces the resource speakers/subject-matter experts.

Program proceedings and participants’ engagement are monitored and
documented using the program documentation template.

Daily debriefing with PMT and resource speakers/subject-matter experts is
carried out and documented.

The evaluation tool for Level 1 is administered at the end of the day
according to the quality assured PD program design.

The post-assessment is done at the end of the program according to the
quality assured PD program design.

The PMT consolidates the results of the participants’ post-assessment.

A short closing program which includes national anthem, ecumenical prayer,
insights, giving and acceptance of challenge, way forward, and closing
remarks is facilitated.

Distribute certificates of appearance, certificates of participation, and
certificates of completion as may be applicable.

Distribute certificates of recognition to invited resource
speakers/subject-matter experts.

PD Program completion report is prepared and submitted within 10 working
days after the actual implementation of the program using the prescribed
format.

Learning Management

The session objectives are explained at the beginning of the session.
The resource speakers/subject-matter experts use recognized best learning
practices such as motivational/mood-setting activities, etc.
Sessions are delivered based on the quality assured PD program design to
ensure that session objectives are met, and any planned outputs are
produced.
Appropriate and timely adjustments to content, methodology, and schedule
are done to address the emerging needs of learners.
Participants are recognized as active learners and sources of learning and
are engaged in meaningful discussions and activities. Assistance is given to
them if necessary.
The resource speakers/subject-matter experts perform the following tasks:
o Exhibit expertise of the subject matter.
v Deliver accurate content
¢ Transition topics in a logical manner
v Present concepts, information, and ideas with clarity and
congruence to the training /session objectives and the type of
participants
o Manage learning time.



v Deliver sessions consistent with the time allotted.
v Inform participants of the time required for every activity or
assessment.
o Establish rapport with participants and encourage participation from
them with consideration to their diversity and adult learning theory.
Encourage participants to be actively engaged in the session
Apply clean and appropriate humor in keeping the session lively
Observe gender, equality, disability, and social inclusion (GEDSI)
in engaging with the participants
Sense and address the needs, potentials, strengths, and
weaknesses of the participants that may affect the learning
processes
Monitor the energy level of the participants during sessions
Make the learning relevant to the participant's experiences by
using "real-life" examples and activities
Utilize a combination of different and engaging methods/activities
appropriately
Give clear instructions in employing various strategies
o Check for the understanding of participants and process their responses.
Ask questions that are clear and focused
Ask follow-up questions to clarify participants’ responses
Paraphrase questions for clarity
Ask higher-order thinking skills questions to elicit participants’
ideas
Respond in a fair and timely manner with respect to participants’
questions and answers
Listen to the participants’ ideas or responses
Paraphrase participants’ ideas or responses to confirm what has
been said
v Conduct formative assessments to check the understanding of the
participants
o Establish and maintain a positive/non-threatening and comfortable
learning environment.
o Demonstrate good communication skills (verbal and non-verbal).
v Use clear and appropriate language for learners
v Express ideas with clarity, logic, and correct grammar
v Use a non-verbal form of communication to reinforce the verbal
message
v Use a well-modulated voice in facilitating the session
o Use appropriate technology with ease and confidence.
o Synthesize the responses of the participants and the activities of the
session.
¢ Guide the group to a consensus or conclusion
v Highlight important results of the activity
v Generate ideas and concepts from the sharing of participants
during the learning session/s
v ldentify the relationships between activities
o Exhibits flexibility and adaptability in the delivery of the session to
ensure an appropriate response to unforeseen situations.
o Present him/herself in a professional manner.
v Accept feedback without being defensive and offensive and reflects
on the feedback for self-improvement
v Always observe proper decorum and warm and respectful
behavior
v Relate to others with sensitivity and a caring attitude

S N 8« AN N N
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] A session that helps participants to synthesize their learning should be
facilitated (for Learning Manager).

] Learners are prepared for learning applications and re-entry to the
workplace through mechanisms like the Learning Application Plan (LAP) (for
Learning Manager).
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PROFESSIONAL DEVELOPMENT (PD) COMPLIANCE MONITORING TOOL

PURPOSE OF THE DATA GATHERING:

This monitoring tool aims to inform decisions on the conduct of the Professional Development (PD)
Program in terms of: (a) replicating the program,; (b) improving the program; and/or (c) discontinuing
the program offering.

To ensure that the conduct of the quality assured PD Program aligns with the set standards and
procedures, this tool will focus on gathering the following data:

Actual participants of the PD Program vis-a-vis its target participants;

Compliance and/or adjustments to the program design, learning resource materials
(LRMs), resource persons/subject-matter experts, evaluation of learning, program
management, and learning environment; and

Immediate learning gained from the PD Program.

The data gathered will specifically answer the following key evaluation questions:

Are the actual participants the same with the target participants of the PD Program?
To what extent was the delivered PD Program compliant to the Detailed PD Program
Design?

To what extent were the resource speakers/subject-matter experts compliant to the PD
Learning Management Quality Standards?

To what extent were the LRMs compliant to the PD LRMs Quality Standards?

To what extent was the Program Management compliant to the PD Program Delivery
Quality Standards?

To what extent was the evaluation of learning compliant to the quality assured PD
Program Design?

To what extent was the learning environment compliant to the PD Program Delivery
Quality Standards?
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Instruction: Kindly fill out this form based on your observation on the actual delivery of the
PD Program. Put a check (/) in the box that corresponds to your response.

I. PROGRAM OWNER PROFILE AND PROGRAM DETAILS

PD Program Owner:

PD Program Manager:

Title of the PD Program:

Venue of the PD Program:

Date of the PD Program:

MONITORING AND EVALUATION OFFICER

Name of M&E Officers Position Office Signature
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II. PD PROGRAM MONITORING SECTION

INSTRUCTIONS:

1. Put a check (/) in the box that corresponds to your observation to the program.

2. Points for each column are as follows: A = 4 points; B = 3 points; C = 2 points; and D = 1
point.

3. For items with more than one indicator, compute the average to obtain a single rating.

4. To get the overall rating, calculate the average of all (7) categories.

5. Calculate the average of all seven (7) categories. To get the overall rating. (NOTE: All categories
are considered crucial to any program, thus, weights are inapplicable.)

6. INTERPRETATION:

Rating Description Suggested IMMEDIATE
Action
3.26 to 4.0 Fully met all agreed standards. Feedback to program owner.
2.51 t0.3.25 Partially met agreed standards. Feedback to program owner.
1.76 to 2.50 Minimal conformance to the standards. Feedback to the program
owner and conduct debriefing.
1.0 to 1.75 Non-conformance to the standards. Feedback to the program
owner and conduct debriefing.

1.0 PARTICIPANTS
Are the actual participants the same with the target participants of the program?

COLUMN A COLUMN B COLUMN C COLUMN D
O About 91-100% of the | ] About 81-90% of the | About 51-80% of the | About 50% or less of
actual participants are [|actual participants are |actual participants are |the actual participants
the target participants |the target participants [the target participants |are the target
of the PD Program. of the PD Program. of the PD Program. participants of the PD
Program.
O About 91-100% of the | JAbout 81-90% of the | About 51-80% of the |[J About 50% or less of
actual participants are |actual participants are [|actual participants are [the actual participants

qualified to the qualified to the iqualified to the are qualified to the
election criteria of the |selection criteria of the |selection criteria of the |selection criteria of the
D Program. PD Program. D Program. PD Program.
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Columns C and D.)

ADDITIONAL INFORMATION (e.g., Reasons for deuviation, especially for responses made under

[REMARKS

2.0 PROGRAM DESIGN
To what extent was the delivered PD Program compliant to the quality assured PD Program

Design
COLUMN A COLUMN B COLUMN C COLUMN D
[J The delivered PD [J The delivered PD [J There were minor [0 There were major
Program: Program fully complied |revisions in the design [revisions in the design
e complied with  |with the following aspects of the PD aspects of the PD
and was aspects: Program: Program:
consistent with e Professional e Professional e Professional
the quality Standards Standards Standards
assured PD e Learning e Learning e Learning
Program Design. Obijectives Objectives Objectives
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¢ Made minimal
adjustments to
improve relevance
by
accommodating
the pre-test

Session Content
Program
Methodology
Session Outputs
Learning
Application Plan

Session Contents
Program
Methodology
Session Outputs
Learning
Application Plan

Session Contents
Program
Methodology
Session Outputs
Learning
Application Plan

results and

considering other * Adjustments were made|*Adjustments were made

individual to work on clarity, logical to work on clarity, logical
contexts of the sequence, and fime lsequence, and fime
participants. allotment of sessions.

Ig,llg;mgn]; of sessions.

ADDITIONAL INFORMATION (e.g., Reasons for deviation, especially for responses made under
Columns C and D.)

REMARKS

3.0 RESOURCE PERSONS/SUBJECT-MATTER EXPERTS
To what extent were the resource speakers/subject-matter experts compliant to the PD Program
Delivery Quality Standards?

RESOURCE PERSONS/SUBJECT-MATTER EXPERTS indicators:
a. The session objectives are explained at the beginning of the session.
b. The resource speakers/subject-matter experts use recognized best learning practices such as
motivational/mood-setting activities, etc.
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c. Sessions are delivered based on the quality assured PD program design to ensure that session
objectives are met, and any planned outputs are produced.

d. Appropriate and timely adjustments to content, methodology, and schedule are done to
address the emerging needs of learners.

e. Participants are recognized as active learners and sources of learning and are engaged in
meaningful discussions and activities. Assistance is given to them if necessary.

f. The resource speakers/subject-matter experts perform the following tasks:

e Exhibit expertise of the subject matter.

v’ Deliver accurate content
v’ Transition topics in a logical manner

v’ Present concepts, information, and ideas with clarity and congruence to the training

/session objectives and the type of participants
e Manage learning time.

v Deliver sessions consistent with the time allotted.

v Inform participants of the time required for every activity or assessment.

e Establish rapport with participants and encourage participation from them with
consideration to their diversity and adult learning theory.

v Encourage participants to be actively engaged in the session

v Apply clean and appropriate humor in keeping the session lively

v Observe gender, equality, disability, and social inclusion (GEDSI) in engaging with
the participants

v Sense and address the needs, potentials, strengths, and weaknesses of the
participants that may affect the learning processes

v Monitor the energy level of the participants during sessions

v Make the learning relevant to the participant's experiences by using "real-life"
examples and activities

v Utilize a combination of different and engaging methods/activities appropriately

v’ Give clear instructions in employing various strategies

e Check for the understanding of participants and process their responses.

v Ask questions that are clear and focused
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v Ask follow-up questions to clarify participants’ responses
v/ Paraphrase questions for clarity
v’ Ask higher-order thinking skills questions to elicit participants’ ideas

v Respond in a fair and timely manner with respect to participants’ questions and

answers

v Listen to the participants’ ideas or responses
v Paraphrase participants’ ideas or responses to confirm what has been said

v/ Conduct formative assessments to check the understanding of the participants

e Establish and maintain a positive/non-threatening and comfortable learning
environment.
e Demonstrate good communication skills (verbal and non-verbal).

v Use clear and appropriate language for learners
v Express ideas with clarity, logic, and correct grammar
v’ Use a non-verbal form of communication to reinforce the verbal message

v’ Use a well-modulated voice in facilitating the session

e Use appropriate technology with ease and confidence.
e Synthesize the responses of the participants and the activities of the session.

v’ Guide the group to a consensus or conclusion
v Highlight important results of the activity

v’ Generate ideas and concepts from the sharing of participants during the learning
session/s
v Identify the relationships between activities

e [Exhibits flexibility and adaptability in the delivery of the session to ensure an
appropriate response to unforeseen situations.
e Present him/herself in a professional manner.

v Accept feedback without being defensive and offensive and reflects on the feedback

for self-improvement

v Always observe proper decorum and warm and respectful behavior
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v Relate to others with sensitivity and a caring attitude
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A session that helps participants to synthesize their learning should be facilitated (for

Learners are prepared for learning applications and re-entry to the workplace through

mechanisms like the Workplace Application Plan (WAP) (for Learning Manager).

COLUMN A

COLUMN B

COLUMN C

COLUMN D

[J The sessions were
delivered by the resource
speakers/subject-matter
experts as identified in
the PD Program.

1 Most of the sessions
were delivered by the
resource
speakers/subject-matter
experts as identified in
the PD Program.

Some of the sessions
were delivered by
jalternatives who

are equally excellent (or
better).

[] There were minor
changes regarding the
expected resource
speakers/subject-matter
experts to deliver the
sessions.

Almost half of the
sessions were delivered
by different resource
speakers/subject-matter
experts from those
originally identified in
the quality assured PD
Program.

] There were major
changes regarding the
expected resource
speakers/subject-matter
experts to deliver the
sessions.

More than half of the
sessions were delivered
by different resource
speakers/subject- matter]
experts from those
originally identified in
the quality assured PD
Program.

U] The resource
speakers/subject-matter
experts executed

indicators in the PD
Program Quality
Standards for Learning
Management.

of indicators that were
met.

91-100% of the following

Note: Use the list above
and identify the letters|Note: Use the list above,

[J About 81-90% of the
following indicators in
the PD Program Quality
Standards for Learning
[Management were
accomplished by
resource

experts.

of indicators that were

; |met.

. . . .
2 ] 3. 2

|

3

—_— ? —) ——?

0 About 51-80% of the
following indicators in
the PD Program Quality
Standards for Learning
Management were
accomplished by the
resource

|speakers/subject- matterjspeakers/subject-matter

experts.

of indicators that were
met.

Note: Use the list abovﬂNote: Use the list abo
and identify the lettersjand identify the letter

met.

[0 About 50% or less of
the following indicators
in the PD Program
Quuality Standards for
Learning Management
'were accomplished by
resource
speakers/subject-matter
experts.

and identify the letter
of indicators that were
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IADDITIONAL INFORMATION (e.g. Reasons for deviation, especially for responses made under

[REMARKS

3.1. Participants' feedback on resource persons/subject-matter experts.

COLUMN A

COLUMN B

COLUMN C

COLUMN D

[0 About 91-100% of
the participants
indicated that the RPs
are excellent in terms of
the PD Program Quality
Standards for Learning
Management.

Note: The data for this
part will be based on
the participants’
feedback on the
end-of-day evaluation.

[J About 81-90% of the
L:articipants indicated
that the RPs are
excellent in terms of the
[PD Program Quality
Standards for Learning
Management.

Note: The data for this
part will be based on
the participants’
feedback on the
end-of-day evaluation.

L1 About 51-80% of the
participants indicated
that the RPs are
excellent in terms of the
PD Program Quality
Standards for Learning
Management.

Note: The data for this
part will be based on
the participants’
feedback on the

end-of-day evaluation.

] About 50% or less of
the participants
indicated that the RPs
are excellent in terms of
the PD Program Quality
Standards for Learning
Management.

Note: The data for this
part will be based on
the participants’
feedback on the

end-of-day evaluation.

4.0 LEARNING RESOURCE MATERIALS
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To what extent were the LRMs compliant to the PD LRMs Quality Standards?

COLUMN A

COLUMN B

COLUMN C

COLUMN D

[0 The learning resource
imaterials were the same
rs the quality assured
earning materials.

The program owner fully
complied with the PD
LRMs Quality Standards.

[J The learning resource
materials used in the PD
program were different
rom the quality
ssured LRMs.

The LRMs were edited to
better suit the session
and are still compliant to
the PD LRMs Quality
Standards.

[ About 30-50% of
learning resource
materials used were
different to the quality
assured LRMs.

Fhanges in the learning|

[J There were major

esource materials used
in the program than the
quality assured LRMs.

[J About 91-100% of the
learning materials aligned
with the purpose of the
methodology of the
learning design were
distributed.

O About 81-90% of the
learning materials
aligned with the purpose
of the methodology of the
learning design were
distributed.

[J About 51-80% of the
learning materials
aligned with the purpose
of the methodology of the
learning design were
distributed.

[J About 50% or less of
the learning materials
aligned with the purpose
of the methodology of the
learning design were
distributed.

(] About 91-100% of the
participants received a
copy of the learning
resource materials.

] About 81-90% of the
articipants received a
opy of the learning

1 About 51-80% of the
participants received a
opy of the learning

1 About 50% or less of
he participants received
copy of the learning
esource materials.

lesource materials.

esource materials.

Columns C and D.)

ADDITIONAL INFORMATION (e.g., Reasons for deviation, especially for responses made under

|REMARKS

10
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5.0 LEARNING EVALUATION SCHEME
To what extent was the evaluation of learning compliant to the quality assured PD program

design?

COLUMN A

COLUMN B

COLUMN C

COLUMN D

[0 The assessment
strategies used in the
PD Program were those
submitted as part of the
PD Program.

The program owner fully
complied with the PD
Program in terms of
the specified resource
packages.

[0 The assessment
strategies used in the
program were those as
submitted as part of
the PD Program.

Pre-test and post-test,
and/or other
summative
assessments

Tool that measures
participants’ reaction
and learning
(Kirkpatrick's
Evaluation Level 2)

However, some
assessment strategies
were revised /changed
to better measure
results of the PD
program.

(] About 30-50% of
the assessment
strategies used in the
PD Program were
different or had
changed compared to
those submitted as
part of the PD
Program.

Pre-test and Post-test,
and/or other
summative
assessments

Tool that measures
participants’ reaction
and learning
(Kirkpatrick's
Evaluation Level 2).

(] More than half of
the learning
assessment strategies
used in the PD
Program had major
changes and were
different compared to
the submitted as part
of the PD Program.

Pre-test and post-test,
and/or other
summative
assessments)

Tool that measures
participants’ reaction
and learning
(Kirkpatrick's
Evaluation Level 2)

11
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IADDITIONAL INFORMATION (e.g., Reasons for deviation, especially for responses made under columns
CandD.)

REMARKS

6.0 PROGRAM MANAGEMENT
To what extent was the Program Management compliant to the PD Program Delivery Quality
Standards?

PROGRAM MANAGEMENT indicators:

a.

b.

e

The program management team and the resource speakers/subject-matter experts reviewed
the quality assured program design and learning resource materials prior to implementation.
The details of the planned program implementation (e.g., program objectives, date,
accommodation, etc.) are officially communicated to concerned offices /units and target
participants.

Special needs of the participants are noted.

Sessions with mainly information diffusion objectives may engage in.

Socially-inclusive, gender-sensitive, non-discriminatory, and non-stereotypical language is
used at all times during the program.

Zero-tolerance on the commission of sexual harassment, bullying, and intimidation is
observed; incidents are handled by PMT within 24 hours from receipt of the report or
information.

Emerging welfare needs of participants, resource speakers/subject-matter experts, and PMT
are immediately addressed.

A short opening program which includes national anthem, ecumenical prayer, DepEd Quality
Policy Statement, welcome remarks, and introduction of participants is facilitated.

12
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A management of learning at the start of the program to prepare learners for the learning
process is facilitated. These include leveling of expectations, discussion of program objectives
and matrix, and agreeing on session norms.

A daily management of learning to prepare learners for the learning process is facilitated.
These include nationalistic song, ecumenical prayer, attendance check, energizer, recap, and
clearing session of the previous learning experience.

k. Planned activities are carried out as scheduled unless modifications are necessary due to
emerging needs (results of pre-assessment, expectations, etc.).
1. Daily attendance checks are done by the PMT.
m. The PMT introduces the resource speakers/subject-matter experts.
n. Daily debriefing with PMT and resource speakers/subject-matter experts is carried out and
documented.
0. A short closing program which includes national anthem, ecumenical prayer, insights, giving
and acceptance of challenge, way forward, and closing remarks is facilitated.
COLUMN A COLUMN B COLUMN C COLUMN D
[0 91-100% of the [0 81-90% of the O 51-80% of the O 50% or less of the
following Program following Program following Program following Program
Management IManagement indicators |Management indicators [Management indicators
indicators were were implemented: were implemented: were implemented:
implemented:
Note: Use the list abovelNote: Use the list above|Note: Use the list abov
Note: Use the list and identify the lettersand identify the letteri“z'nd identify the letter:

the

Letters of Indicators |3

above and identify of indicators that were|of indicators that were|of indicators that we

letters of |met. met. met.
indicators that were [Letters of Indicators
met. complied: ___; z ;  |Letters of Indicators Letters of Indicators
. . N complied: __; S

555 ;|complied: :

—_— — —

ADDITIONAL INFORMATION (e.g., Reasons for deviation, especially for responses made under
columns C and D.)

13
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6.1. Participants’ feedback on program management.

COLUMN A

COLUMN B

COLUMN C

COLUMN D

0 91-100% of the
following Program
Management indicators
'were implemented:

Note: The data for
this part will be
based on the
participants’
feedback on the
end-of-day evaluation.

[0 81-90% of the

Jfollowing Program

Management indicators
were implemented:

[Note: The data for this
ipart will be based on
the participants’
feedback on the
end-of-day evaluation.

O 51-80% of the
following Program
Management indicators
'were implemented:

Note: The data for this
part will be based on
the participants’
feedback on the
end-of-day evaluation.

[0 50% or less of the
following Program
Management indicators
were implemented:

\Note: The data for this
|part will be based on
the participants’
feedback on the
end-of-day evaluation.

columns C and D.)

ADDITIONAL INFORMATION (e.g. Reasons for deviation, especially for responses made under

REMARKS

7.0 LEARNING ENVIRONMENT: FACE-TO-FACE PD PROGRAM

14
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To what extent was the venue for the face-to-face PD Program compliant to standards?

LEARNING ENVIRONMENT indicators:

o Ao o

reception, parking, elevator, etc.).

PR

applicable)

applicable)

[a—

applicable)

Is in an accessible, safe, secure, and peaceful location.
Spacious enough and has an adequate number of seats for the participants.
Is clean, well-lit, and well-ventilated.
Free from interruptions or unnecessary noise.
Has facilities for individuals with disabilities or special needs (e.g., ramps, signposts, toilets,

Has a sufficient number of clean and accessible toilets and washrooms.
The equipment/tools/supplies are adequate and readily available.
There is a provision for a fast and reliable internet connection.

Session rooms are spacious enough and can accommodate 30-50 participants. (only if

Session rooms are arranged according to the session objectives and methodologies. (only if

Session rooms have designated areas for the members of the PMT. (only if applicable)
Session rooms are provided for breakout sessions as indicated in the Program design. (only if

COLUMN A

COLUMN B

COLUMN C

COLUMN D

0 About 91-100% of the
following indicators of the
learning environment and
venue were met.

Note: Use the list above
and identify the letters
of indicators that were
met.

Letters of Indicators
complied: __ ;  ;

[ About 81-90% of the
following indicators of
the learning
environment and venue
(were met.

and identify the letter:
of indicators that we
met.

Letters of Indicators
complied: ___;

[J About 51-80% of the
following indicators of
the learning
environment and venue
were met.

and identify the letter
of indicators that were
met.

Letters of Indicators
complied: __ ;

3

] About 50% or less of
the following indicators
of the learning
environment and venue
were met.

and identify the lette
of indicators that we
met.

|Note: Use the list abo:aNote: Use the list abouﬂ.Note: Use the list abo

Letters of Indicators
complied: ___;

_

Columns C and D.)

ADDITIONAL INFORMATION (e.g., Reasons for deviation, especially for responses made under

15
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7.1. Participants' feedback on the learning environment: Face-to-face PD Program.

COLUMN A

COLUMN B

COLUMN C

COLUMN D

J About 91-100% of the
following indicators of the
learning environment and
venue were met.

Note: The data for this
art will be based on
Fhe participants’
feedback on the
end-of-day evaluation.

O About 81-90% of the
following indicators of
the learning
environment and venue
were met.

Note: The data for this
art will be based on

the participants’
eedback on the

end-of-day evaluation.

0 About 51-80% of the
following indicators of
the learning
environment and venue
'were met.

Note: The data for this
part will be based on
the participants’
feedback on the

end-of-day evaluation.

0 About 50% or less of
the following indicators
of the learning
environment and venue
were met.

art will be based on
the participants’
feedback on the

l.:ote: The data for this

end-of-day evaluation.

Columns C and D.)

ADDITIONAL INFORMATION (e.g., Reasons for deviation, especially for responses made under

FREMARKS

7.2. LEARNING ENVIRONMENT: ONLINE LEARNING PLATFORM
To what extent was the set-up of the ONLINE PD Program compliant to standards?

LEARNING ENVIRONMENT: ONLINE LEARNING indicators:
a. The learning platform (e.g., Zoom, Microsoft Teams) is reliable and accessible.

b. Links were provided and communicated ahead of time.

16
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c. Breakout rooms are readily accessible to participants.
d. Includes interactive elements that ensure the active participation of the participants.
e. There is a provision for user support that promptly responds to the concerns of the
participants.
f. There is a team on standby that promptly resolves the issues/problems encountered by the
participants.
COLUMN A COLUMN B COLUMN C COLUMN D

[J About 91-100% of the
following indicators of the
learning environment and
venue were met.

Note: Use the list above
and identify the letters
of indicators that were
met.

Letters of Indicators
complied: ___; _ ;

met.

Note:
and identify the letter:
of indicators that we

[] About 81-90% of the
following indicators of
the learning
environment and venue
were met.

Use the list abo

Letters of Indicators
omplied: ___;

P —

met.

[J About 51-80% of the
following indicators of
the learning
environment and venue
were met.

Note: Use the list abov
and identify the letter
of indicators that were

Letters of Indicators
complied: ___;

I

met.

[J About 50% or less of
the following indicators

of the learning
environment and venue
were met.

and identify the let

ote: Use the list abo
te
of indicators that we

Letters of Indicators
complied:

_ )

Cand D.)

ADDITIONAL INFORMATION (e.g. Reasons for deviation, especially for responses made under columns

REMARKS

7.3. Participants' feedback on the learning environment: Online PD Program.

| COLUMN A

I

COLUMN B

COLUMN C

COLUMN D

17
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O About 91-100% of the
following indicators of the
learning environment and
venue were met.

Note: The data for this
part will be based on
the participants’

] About 81-90% of the
following indicators of
the learning
environment and venue
were met.

Note: The data for this
ipart will be based on

0 About 51-80% of the
following indicators of
the learning
environment and venue
were met.

Note: The data for this
part will be based on

feedback on the the participants’ the participants’ the participants’
end-of-day evaluation. |feedback on the feedback on the feedback on the
end-of-day evaluation. |end-of-day evaluation. |end-of-day evaluation.

[J About 50% or less of
the following indicators
of the learning
environment and venue
were met.

(Note: The data for this
|part will be based on

ADDITIONAL INFORMATION (e.g. Reasons for deviation, especially for responses made under columns

Cand D.)
REMARKS
III. SUMMARY OF FINDINGS
INSTRUCTIONS:
1. Assign the following points to each column that was selected during observation.
2. Points for each column are as follows: A = 4 points; B = 3 points; C = 2 points; and D = 1
point.
3. For items with more than one indicator, compute the average to obtain a single rating.
4. Calculate the average of all seven (7) categories. To get the overall rating. (NOTE: All categories
are considered crucial to any Program, thus, weights are inapplicable.)
5. INTERPRETATION:
Rating Description Suggested IMMEDIATE

Action

18
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and expectations.

3.26 to 4.0 Fully met all agreed standards and Exceeded |Feedback to program owner.
Expectations.

2.51 to 3.25 Fully met all agreed standards and Feedback to program owner.
expectations.

1.76 to 2.50 Partially met all agreed standards and Feedback to the program
expectations owner and conduct debriefing.

1.0 to 1.75 Minimal conformance to all agreed standards |Feedback to the program

owner and conduct debriefing.

INDICATORS

M&E Officer Participants Category

1.0 PARTICIPANTS
Are the actual participants the same with the target
articipants of the PD Program?

2.0 LEARNING DESIGN
To what extent was the delivered PD Program compliant
to the Detailed PD Program Design?

3.0 RESOURCE PERSON/SUBJECT-MATTER
EXPERTS

To what extent were the resource speakers and
subject-matter experts compliant to the PD Program
Delivery Quality Standards?

3.1 PARTICIPANTS’ FEEDBACK ON RESOURCE
PERSON/SUBJECT-MATTER EXPERTS

To what extent were the resource speakers and
ubject-matter experts compliant to the PD Program
Delivery Quality Standards?

4.0 LEARNING RESOURCE MATERIALS
h‘o what extent were the LRMs compliant to the PD LRMs
Quality Standards?

5.0 LEARNING EVALUATION
To what extent was the evaluation of learning compliant
to the quality assured PD Program Design?

.0 PROGRAM MANAGEMENT
o what extent was the Program Management compliant
o the PD Program Delivery Quality Standards?

.1 PARTICIPANTS' FEEDBACK ON PROGRAM
AGEMENT

o what extent was the Program Management compliant

o the PD Program Delivery Quality Standards?
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.0 LEARNING ENVIRONMENT: FACE-TO-FACE PD
ROGRAM
o what extent was the venue for the face-to-face PD
Program compliant to standards?
.1 PARTICIPANTS’ REACTION ON THE LEARNING
NVIRONMENT: FACE-TO-FACE PD PROGRAM
To what extent was the venue for the face-to-face PD
Program compliant to standards?
7.2. LEARNING ENVIRONMENT: ONLINE LEARNING
[PLATFORM (ONLY IF APPLICABLE)
To what extent was the set-up of the Online PD Program
compliant to standards?
7.3. PARTICIPANTS FEEDBACK ON LEARNING
[ENVIRONMENT: ONLINE LEARNING PLATFORM (ONLY
IFF APPLICABLE)
To what extent was the set-up of the Online PD Program
compliant to standards?

TOTAL RATING

MAJOR OBSERVATION, FINDINGS, AND RECOMMENDATIONS

MAJOR OBSERVATION AND FINDINGS RECOMMENDATIONS

20
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Name and signature of Monitor

Name and signature of Program Manager

IV.

LEVEL 2 - POST ASSESSMENT RESULTS

COLUMN C

COLUMN D

COLUMN A

COLUMN B

[0 50% or less of the

0 About 91-100% of the
participants passed the

[J About 81-90% of the
participants passed the

osi-assessment.

0 About 51-80% of the
participants passed the

post-assessment.

participants passed the

post-assessment.

[post-assessment.

CandD.)

ADDITIONAL INFORMATION (e.g. Reasons for deviation, especially for responses made under columns

REMARKS

MAJOR OBSERVATION, FINDINGS, AND RECOMMENDATIONS

21
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MAJOR OBSERVATION AND FINDINGS

RECOMMENDATIONS

Name and signature of Monitor

Name and signature of Program Manager

22
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PD PROGRAM COMPLETION REPORT FORM

PD Program Owner:

Contact Person: Designation:

Contact No.: Email Address:

Program Title:

Date of Conduct:

Venue:

Total No. of Participants: Male: Female:

Executive Summary:
May include the program description and its objectives, and the daily proceedings
of the conduct of the program.

M and E Analysis
Analysis should include:
e Summary of results from the participants’ evaluation of the program (level 1)
e Summary of results from the participants' learning of the program
(pre/ post-test)

Strengths and areas for improvement should be identified in this section

*Use separate page if necessary

General Comments and Issues Encountered
In this section make any general comments about the program and identify any
issues encountered in relation to:
e its delivery
- resource persons/learning facilitators
- participants
content of program
delivery strategies
training materials
e its management
- prior to delivery
- during the training proper
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Other issues

Photo Documentation
e Must be PDF File
e 5 pictures per day only
e Each day should contain descriptions

Recommendations

In this section discuss any recommendations you may have to improve future
programs and for policy actions. Suggestions may cover program management,
facilitation, session guides, resource materials, other concerns.

I hereby declare the information provided in this program completion report is true
and correct and there have been no misleading statements, omission of any
relevant facts nor any misinterpretation made. I further allow DepEd-NEAP to
investigate the authenticity of all the documents submitted.

I agree that DepEd-NEAP to be the co-owner of all the data gathered and the
copyright of any publication of the use of these data.

Sign off by the Program/Course Manager or its equivalent.
P/C Manager:

Signature:

Date:

*Attached here are the Actual Participants Profile Sheet and Financial Report
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