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1.0 Purpose:

To faciritate accreditation of cpD programs/Activities by pRc and assist our teaching and
teaching-rerated personner in obtaining cpD units required during renewar of Teache/s
Professional License (compelling reason)/ renewal of license

Scope:

This process shafl cover aI schoors, districts, 12 sDos and Ro proposed Learning and
Development Activities (to incrude r-Ac and rNSET) which are arigned to priorities set by NEAp.

3,0 AssociatedDocuments:

RA No. 10912

RM No. 199, s. 2019

RM No. 148, s. 2020

RM No. 301, s. 2019

DO No. 011, s. 2019

RM No. 117, s. 2021

RM NO. 1025, S. 2021

An Act Mandating and Strengthening the Continuing
Professional Development program for All Regulated
Profession, Creating the ContinuinB professional

Development Council, and Appropriating Funds
Therefor, and for Other Related purposes

Department of Education Regional Offices as Extensions

of the National Educators Academy of the philippines as

ContinuinB Professional Development (CpD) providers

Reiteratin8 the Guidelines on Continuing Professional

Development (CDP) Units and Completion Report

Submission of Application for CPD Units for School

Learnin8 Action Cell, School, District and Schools

Divisions Offices ln-Service Trainings

lmplementation of the NEAP Transformation

Regional Call for Submission of Professional

Development Program Proposals for Public School

Teachers and School Leaders for NEAP RecoBnition and

CPD Accreditation

This document is a proryrty ol DepEd Carago ond the contents are treoted in strid conJidentiolity. Therefore, unauthorized
reprodudion is stridly prohibited, unless otherwise, Nrmitted by
direded to the Monogement who is respnsible for its control.
DepEdROl3-F-DCC-007 I R2 12-18-2020
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DepEd Caraga Re8ion as Continuing Professional

Development (CPD) Provider
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4.0 Definition of Terms:

TERM DEFINITION

Refers to the formal or official approval granted to a person, a

program or an organization, upon meeting essential
requirements of achievement standards, includinB qualifi cations
or unit(s) of a qualification, usually for a particular period of time,
as defined by an accrediting agency.

Continuing Professional Development (CPD) Refers to the inculcation of advanced knowledge, skills and
ethical values in a post-licensure field of study, for assimilation
into professional practice, self-directed research and/or lifelong
learning

Refers to the value of an amount of learning that can be
transferred to a qualification achieved from formal, informal or
non-formal learning settin& wherein credits can be accumulated
to predetermined levels for award of a qualification.

CPD Program Refers to a set of learning activities accredited by CPD Council
such as seminars, workshops, technical lectures or subject
matter meetings, modules, tours and visits, which equip the
professionals with advanced knowledge, skills and values in
specialized or in inter- or multidisciplinary field of study, self-
directed research and/or lifelong learner.

CPD Provider Refers to a natural or juridical person accredited by the CPD

Councilto conduct CPD Programs.

Refers to educational arrangements such as curricular
qualifications and teaching-learninB requirements that take
place in education and training institutions recognized by

relevant national authorities, and which lead to diplomas and
qualifications;

lnformal Learning Refers to learning that occurs in daily life assessed, through the
recognition, validation and accreditation process, and which can

contribute to a qualification.

Non-formal LearninS Refers to learning that has been acquired in addition or
alternatively to formal learning, which may be structured and

made more flexible according to educational and training
arrangements.

Philippine Qualifications Framework or PQF Refers to the quality assured national system for the
development, recognition and award of qualifications at defined

This document is o proryfty of DepEd Carogo ond the contents ore treoted in strict confidentiolity, Therefore, unauthorized

reprodudion is strictly prohibited, unless othetwise, permitted by DepEd

directed to the Monogement who is responsible Ior its control.
DepEd RO13-F-DCC{O1 I R2 I 2- 78-2020
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levels, based on standards of knowledge, skills and values,

acquired in different ways and methods by learners and workers.
Online learning actfuities Refer to structured or unstructured learning initiatives, which

make use of the internet and other web-based lnformation and

Communications Technology solutions.

Self-directed learning Refers to learning activities such as online training,
local/international seminars/non-degree courses,

institution/company-sponsored traininS programs, and the like,

which did not undergo CPD accreditation but may be applied for
and awarded CPD units by the respective CPD Council.

5.0 Procedure

FTOWCHART RESPONSIBTE

PERSON

DETAITS INTERFACE

DOCUMENT

Receives CPD Application Form
HRD}NEAP
Personnel

HRDINEAP Personnel

receives CPD Application
submitted by Ro/sDos and

its required documents, 30

days prior to the actual
conduct of the activity
through
caraea (Ade .sov. oh. copy
furnished
cod depedca rasa@deDed.so
gp[ and e-mail address of
HRD}NEAP staff

1. cPD Application
Form
2. lnstructional
Design
(PRC Template)
3. Program of
Activities/ Specific

Course Objectives
4. List of Speakers

with PRC License

Number and Expiry

Date
5. Resume of
Speakers (PRc

Template) with
Signature
5. Evaluation Tool

for Resource

S aker

This document is o proryrtY ol DePEd coruga ond the contents ore treoted in strict confidentiolity. Thercfore, unouthorized

reproduction is strictly prohibited, unless othetwise, permitted bY DePEd Carogo'

directed to the Monogement who is responsible for its control'
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7. Pre-Post Test and
Other Tools to
Measure Learning
Outcomes/ Copy of
Assessment Tool
8. Bud8etary
Requirements
9. Resource Package
(You may cite the
google drive link if
there is)

10. Sample
Certificate of
Participation
11. Declaration of
Minimum Technical
Requirements
12. Scanned
Documents (Arrange
from 1to 11) and
save as 1file in PDF

Format
13. lmage/Program
Advertisement (500
x 280 pixel)

n

Accomplished
checklist

HRDD-NEAP

Personnel
HRDINEAP Personnel
checks completeness and
alignment of details ofthe
required document

DeParmtlit of Educati
Caraga Region

MASTER C8
F 20nNA.tD eta

This document is o property of DepEd caraga ond the contents ore treoted in strid confidentiolity. Therefore, unouthorized
reprodudion is stridly prohibited, unless otherwise, permitted by DepEd Cotogo. All inquiies regording this procedure sholl be

directed to the Monogement who is respnsible for its control.
DepEdROl3-F-DCC-007 I R2 I 2- 18- 2O2o
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Returns Application Form to
proponent for re-

accomplishment HRD},NEAP

Personnel

HRDINEAP Secretariat
returns application form to
proponent for re-

accomplishment through
email address of SDO

SEPS/EPS-ll, copy furnished
e-mail address of program

owner

Parm ent of
D e

I a a

[rt
,'tAS

f
I

J A N

L-

ducatiotr
icn

COPY
11?'06 2

Encodes and uploads
required data and pdf copies
of documents to Continuing
Professional Development
Accreditation System (CPDAS

). The system will
automatically notil, if the
entry of data and uploadinB
of documents are successful,

if not, the HRDD-NEAP

Personnel shall repeat the
process.

Note: PRC will notiry the CPD

focal person if there are

discrepancies of the data

upon their thorough review
for a riate action

PDF copies of
required documents
ready for uploading

Screenshot of the
Application Number
generated from the
system

This document is o property of DepEd Corogo ond the contents ore treoted in stict confidentiolity. Therefore, unouthorized

reproduction is strictly prohibited, unless otherwise, permitted by DepEd Carogo. Atl inquiries regording this procedure sholl be

directed to the Monogement who is resQnsible Jor its control.
DepEdROl3-F-DCC{o7 I R2 I 2' 1&2020

Application Form

with attached
checklist

Encodes and uploads data/

documents to Continuing

Professional Development

Accreditation System

HRD},NEAP

Personnel
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lnforms Focal Person the CPD

Accreditation Number

lnform right away the focal
person the CPD Accreditation
Number with credit units for
them to conduct the said

activity through e-mail,
attached Certification

Screenshot of the
Accredited PDPs

lnputs to Database

lnput relevant details to
Database for storage

Database (Google

Sheet)

Receives ActiviW Completion

Report

Receives ACR 10 days after
the conduct of the activity for
CPDAS uploading

Completion Report
Requirements

ACR in soft copy

Deparh,ent of Educatiolt
Cara?a B.9ion

This document is o property ol DepEd Corogo ond the contents ore treoted in st ct confidentiolity. Therefore, unouthorized

reproduction is strictly prohibited, unless otherwise, Wrmifted by DepEd Carogo. Alt inquhies regording this procedure sholl be
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5.2 REMOTE EMERGENCY SERVICE

FTOWCHART RESPONSIBTE

PERSON

DETAITS INTERFACE

DOCUMENT

t

Receives CPD Application Form
HRDD-NEAP

Personnel

. t;p4fllent 0'
Cei'a9a

flIA$'iEI
..JAN

ate '

HRDD-NEAP Personnel

receives CPD Application
submitted by Ro/sDos and
its required documents, 30
days prior to the actual
conduct of the activity
through
caraga@deped.gov.ph, copy
furnished
cod deoedcaraga(adeped.go
v.ph and e-mail address of
HRD},NEAP StAff

: i:ducatiol'r
Region

I COPY
620 i2

1. CPD Application
Form
2. lnstructional
Design
(PRC Template)
3. Program of
Activities/ Specific

Course Objectives
4. List of Speakers

with PRC License

Number and Expiry

Date
5. Resume of
Speakers (PRC

Template) with
Signature
6. Evaluation Tool
for Resource

Speaker
7. Pre-Post Test and
Other Tools to
Measure Learning
Outcomes/ Copy of
Assessment Tool
8. Budgetary
Requirements
9. Resource Package

(You may cite the
google drive link if
there is)

10. Sample
Certificate of
Participation

This document is o proryrty of DepEd Corogo ond the contents ore treated in strid conlidentiolity, Therefore, unouthorized

reproduction is stridly prohibited, unless othetwise, wrmitted by DepEd Cordgo. All inquiries regording this procedure sholl be

directed to the Monagement who is responsible for its control.
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11. Declaration of
Minimum Technical
Requirements
12. Scanned
Documents (Arrange
from 1 to 11) and

save as 1file in PDF

Format
13. lmage/Program
Advertisement (500
x 280 pixel)

Checks completeness and correctness

of required documents

HRDD.NEAP

Personnel

HRDINEAP Personnel

checks completeness and
alignment of details of the
required document

nt oi Educatiorl
'a9a Region
.EH 

I,PY
AN176 m2'

Accomplished
Checklist

This document is o propefty of DepEd Corogo ond the contents ore tteoted in stict confidentiolity. Thereforc, unouthorized
rcproduc'tion is strictly prohibited, unless othennise, permitted by DepEd Cotogo. All inquiries regording this procedure sholl be
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Returns Application Form to
proponent for re-

accomplishment HRDD.NEAP

Personnel

HRDINEAP Secretariat
returns application form to
proponent for re-
accomplishment through
email address of SDO

SEPS/EPlll, copy furnished
e-mail address of program

owner

Application Form

with attached
Checklist

i[)
i

egarhlent ut- l:

cartga He

iiIASTER
:JAN fl IDate

Encodes and uploads data/
documents to Continuing

Professional Development

Accreditation System

HRD}NEAP
Personnel

Ldtcatiot'r
Ii:n

OPY
\

Encodes and uploads
required data and pdf copies
of documents to Continuing
Professional Development
Accreditation System (CPDAS

). The system will
automatically notify if the
entry of data and uploading
of documents are successful,

if not, the HRDD-NEAP

Personnel shall repeat the
process.

Note: PRC will notiry the CPD

focal person if there are
discrepancies of the data
upon their thorouBh review
for appropriate action

PDF copies of
required documents
ready for uploading

Screenshot of the
Application Number
generated from the
system

This document is o proryrty of DegEd Corogo and the contents ore treoted in st d confidentiolity. Therefore, unouthorized

reproduction is strictly prohibited, unless otherwise, permitted by DepEd Corogo. All inquhies regording this procedure sholl be

directed to the Monogement who is responsible for its control.
DepEdRO13-F-DCC-007 I Rzl 2- 78-2020
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lnforms Focal Person the CPD

Accreditation Number

lnform right away the focal
person the CPD Accreditation
Number with credit units for
them to conduct the said

activity through e-mail,
attached certification

Screenshot of the
Accredited PDPs

lnputs to Database

lnput relevant details to
Database for storage

Database (Google

Sheet)

Receives Activity completion

Report

Receives ACR 10 days after
the conduct of the activity for
CPDAS uploading

Completion Report
Requirement

ACR in soft copy

Dtsparnrent of Educa
Caraga Region

tior''r

I'TAS
D,te i Tfiq 'cfirY

This document is o proryrty of DepEd Coruga ond the conten5 ore treoted in strict confidentiolv. Therelore, unouthorized

reproduction is strictly prohibited, unless otherwise, permitted by DepEd Comgo. All inquiries regording this procedure sholl be

directed to the Monogement who is responsible lor its control.
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1.0 Purpose:

To provides access and support to the interested and qualified employees and
personnel by availing the different course offerings/scholarship programs offered to all
employees and personnel. This is in support of DepEd Caraga to its employee in pursuing

continuous improvement and professional development.

2.0 SCOPE:

This Scholarship Process covers the pre, during and post activities that a grantee

should follow coupled with documents to be prepared, accomplished and submitted to
DepEd Caraga.

3.0 Associated Documents:

DepEd Order No. 68, s.2009 Scholarship and Training Grant and

Fellowship Pool

DepEd Order No. 29, s.2014 Amendments to DepEd Order Nos. 13 and

3L, s.2OO7 (Reorganizing the DepEd Special

Committee on Scholarships for Local and

Foreign Grants)

DepEd Order No. 13 & 31, s. 2007 Corrigendum to DepEd Order No. 13, s.

2007 (Reorganizing the DepEd Special

Committee on Scholarships for Lo9cal and

Foreign Grants) Amended by

parment of Educatiotr
Caraga Region

tYIA$TEffi EilPY
Date UJ N 3 0 202[/

DE

This document is a property of DepEd Carzry and the contents ore treortd in sttic. confidentiolity. Ther$ore, unouthorizd reprodrction is strktly prohibited, unless

alhonuico normi*oA hu tho nohF., ?d.dM All inauirioc raaarAinn t4tic nc*o*ro chatl ho direroA r^ r1,o 
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4.0 Definition of Terms:

TERMS DEFINITIONS

FOREIGN SCHOIARSH IP PROGRAMS

It refers to programs of technical assistance from various
bilateral and multilateral donor agencies/countries/institutions,
which essentially consist of a set of grants involving academic

studiesforeign trainings awarded to individuals from the
government and the private sector in the interest of public

service.

LOCAL SCHOTARSHIP PROGRAMS

o It refers to any academic programs/studiesfellowship held

locally for the pursuit of higher degree of specialization in a

technical or scientific field at a recognized institution of higher

learning. They are designed for the professional advancement of
the grantees in the line with the work.

NOMINEE o It refers to an employee nominated by the concerned unit
endorsed by DepEd to the sponsoring agency/institution

GRANTEE
a It refers to a recipient of a scholarship program.

RE-ENTRY AgrrON PIAN (REAP)

a ls a detailed plan outlining actions which recipients of
scholarships and trainings need to develop and implement to
contribute to agency's organizational performance

5.0 Procedure

5.1 MANAGEMENT OF SCHOLARSHIP PROCESS

FLOWCHART RESPONSIBLE DETAILS INTERFACE

DOCUMENT

HRDD

Personnel/Focal
Person

HRDD Personnel/Focal Person

receives and log the ScholarshiP

Memo from the Office of the Scholarship

Memorandum/lnvit
ation

This document is o propetty of Dcpld carogo and the contents are veated in srricl confidentiolity. Therefore, uno&horizd reprodrction is sttictly prohibited, unless

^thc^ilicc 
noffiit+aA htt thc ltcaFd ?aram All inatirio< ronndiaa flii< nr*ahrc chnll ho dirstcd tn tho lllnnnannl *rhn i< rxnaa<ihlo fnr it< 

'^hlr^l
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I

HRDD Chief/
Scholarship Focal

Person

Focal person issues

announcement of scholarship

through a regional

memorandum

Approved

Memorandum

Receives applicants for

Scholarship

HRDD

Personnel/Focal
Person

Focal person accePts endorsed

list of applicants with their

a uthenticated documents from

the receiving section and

conducts initial checking and

evaluation of the

documents/requirements

submitted

Applicants
Authenticated

Documents

Evaluates the qualifi cations

of the apPlicants

Focal Person

Personnel

Development
Committee

Focal Person facilitates the:

1. Conduct of evaluation of

documents and interview.

2. Deliberation of the results

3. Finalization of Ranking

Authenticated
Documents

Summary of Rating/
Ranking of
Applicants

Prepares memorandum Re:

List of Qua

0n

Focal Person

Personnel

opment

mittee

Focal Person Prepares
Memorandum announcing the
qualified reciPient of the

scholarshiP grant.

Approved
Memorandum

Date'. I Person

Personnel

Development

Focal Person facilitates the:

1. Facilitates in securing

authoritY to travel of the

scholar.
2. Checking of necessary

Signed ScholarshiP

Service

Contract/MOA

This document is o property of Dcfid carogo ond tbe contents ore tfeoted in strict confidentiolity'

nlheruiccncrmil+Pdhvlhef'cnFdfdnddLllinnnirie<rcaonlinalhi<nrorqhtcchollhcdirtlPrllo

Therefore, unauthorizd reprodtxtion is strictly prohihited' unless

lhp Mdnodcmilt wha i< rq<non<ihlc far it< ranlrnl
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Facilitates the signing of the
Scholarship Service Contract

/Memorandum of
Agreement (MOA)

B Committee documents for clearance
(opproved by SDS ond
reviewed by HRDD Chief)

3. Signing of Scholarship
Service Contract/MOA for
RDs signature and Legal Unit
for notarization

V

No

Yes

Outside
Philippinc
?

Focal Person

Personnel

Development

Committee

YES: Focal person assists

scholars during the Pre-

Departure Orientation through

the sponsoring scholarship body

via virtual platforms.
Signed Attendance

Sheet/Time Log

Focal Person

Personnel

Development

Committee

Focal person conducts

Program to grantee
outside the country

Deb

Focal person facilitates the
presentation of the Application
Project in aforum/conference/
Convergence

REAP /Application
Project

Focal Person

Personnel

Development

Committee

Monitoring Tool

Monitors the

implementation of
REAPlApplication Project

Focal Person

Personnel

Focal person monitors the
implementation of Re-Entry
Action Pla n/Application Project

in their area of assignment

c
This document of Ercfid Corogo and the contents ore treoted in strict confidentiolw. Therefore, unouthorized reproduction is strictly prohibited, unless
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I



Doc. Control No.
DepEd RO13-SOP-H RD-004/

R2/6-30-2020

Rev. No. 2 Page 6 of 9

Effective Date June 30, 2020

MANAGEMENT OF SCHOIARSHIP PROCESS

Development

Committee

Focal Person

Personnel

Development

Committee

lnducts scholars to Regional

Scholars during the conduct
DepEd Caraga Scholar Circle
Convergence

List of Regional

Scholars Pool/Circle

5.2 REMOTEEMERGENCYSERVICE

FLOWCHART RESPONSIBLE DETAIts INTERFACE

DOCUMENT

I

Receives scholarship

memorandum/announcem

ent

HRDD

Personnel/Focal
Person

HRDD Personnel/ Focal Person
receives through email (at
hrdd_ca raga @deped.gov. ph) and
log the Scholarship
memorandum/ invitation from the
Office of the Regional Director

Scholarship

Memorandum/ln

vitation

HRDD Chief/
Scholarship Focal

Person

Focal person issues

announcement of scholarship
through a regional memorandum

Approved

Memorandum

Datel
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MANAGEMENT OF SCHOIARSHIP PROCESS

A

Receives applicants for
Scholarship

Applicants
Authenticated

Documents

I

HRDD

Personnel/Focal
Person

Focal person accepts emailfrom

the receiving section the endorsed

list of Nominees with their

scanned authenticated documents

and conducts initial checking and

evaluation of the

documents/requirements

submitted.

Evaluates the qualifi cations

of the applicants

Authenticated
Documents

Summary of
Rating/

Ranking of
Applicants

Focal Person

Personnel
Development
Committee

The focal person Pre-evaluates the

scanned documentary

requirements of nominees,

prepares evaluation sheets and

forward to the Personnel

Development Committee

members through for final

evaluation and assessment.

Consolidated results in google

sheets shall be shared to the PDC

members. Deliberations and

finalization shall be conducted

through a video conference.

List of Qualified Applicants

Prepares morandum Re:
ati

Me

T:tf
'it

rovedFocal Person p

scholarship

qualified

A$TE?,

ient of QaSa

Focal Person

Personnel

Development

Committee

Facilitates the signing of the

Scholarship Service Contract

/Memorandum of
Agreement (MOA)

B

Signed

Scholarship
Service

Contract/MOA

Focal Person

Personnel

Development

Committee

documents of scholar from the
receiving section.
Focal person shall communicate
with the scholar through phone

call or sms for updates.

Relay information through

Focal person
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issuance of Regional Advisory for
Travel Authorities revoked by the
Secretary of Education.

No

Outside
Philippina
?

Yes

Focal Person

Personnel

Development

Committee

No: lndorses/ Recommends to the
scholarship and receives
communication from the
Sponsoring Agency on the
modalities of the
scholarship/grant.

YES: Focal person assists scholars

during the Pre-Departure

Orientation through the

sponsoring scholarship body via

virtual platforms.

Signed

Attendance
Sheet/ Time Log

Conducts

Debriefi ng/Repatriation

Program (outside the

country)

Focal Person

Personnel

Development

Committee

Focal person conducts
Debriefi ng/Repatriation Program

to grantee from outside the
country through a video
conference.

Facilitates the presentation

of the Application Project

Focal Person

Personnel

Development

Committee

Focal person facilitates the
presentation of the Application
Project in aforu m/conference/
Convergence

An online DepEd Caraga Scholar

Circle Convergence shall be

conducted for Grantees/ Scholars

where they can

Reentry appli

REAP /Application
Project
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Monitors the

implementation of
REAP/Application Project

Focal Person

Personnel

Development

Committee

Focal person monitors the
implementation of Re-Entry
Action Plan/Application Project in
their area of assignment

An online DepEd Caraga Scholar
Circle Convergence shall be
conducted for Granteesl Scholars

where they can present their
report on the implementation of
their Reentry application projects.

Monitoring Tool

lnducts scholars

Focal Person

Personnel

Development

Committee

lnducts scholars to Regional

Scholars during the conduct of an

online DepEd Caraga Scholar
Circle Convergence

List of Regional

Scholars

Pool/Circle

Deparnoent ot Educatiolr
Caraga Region
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Depurtment of @Dutgtlon
CARACA REGION

LEARNING AND DEVELOPMENT (L&D)

NOMINATION FORM

(Note: ln nominating participant/s, the undersigned is hereby directed to adhere to the principle of

providing equal opportunity for all deserving personnel. Non-discrimination on account of gender

identity, sexual orientation, disabilities, religion, and/or group membership should be exercised.)

t&D Activity Title
Venue
Date Covered
Source of Funds

We are nominating the following to the above-named L&D Activity

No Name Position/Designation

Nominated by:

xxxxxxxxxxxxxxxxxxxxx
Chief, XXXX

Recommended for Approval:

ARSENIO T. CORNITES, JR., CESO V
PDC Chairperson

Approved:

FRANCIS CESAR B. BRINGAS. CESO V
Schools Division Superintendent

OIC-Regional Director

aparhlttrt Of Edrtcat;otr
Carara Region

FEB 2 4 2020

o

Addrels: ,.P no3.bi Avcnu6,
6utu.n City
Trunklinr No: (0851 142-8207
Telrrax No; (0t5) 342-5969
Emrili crrlm@d.p.d,8ov.ph

\,V
Hld BARCOOE HERE

Date:

MASTER IOPY
D-tt
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DepEdRO13-F-HRD-014/R2/6-19-2020 
Document Control No: 

         R13XXXX-2020-XXXXXXXX-P001 
Certificate Control No: 

XXXXXXXXXXXXXXXXXXXXXXXXX 

 

 

 

Regional Director 

 

 

 

 

 

 

 

 

 

 

 

 

 

CERTIFICATE OF PARTICIPATION 
is presented to  

  

  

for his/her active participation during the XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX with NEAP Program 

Recognition Number PD-2022-0085-0114 and CPD Accreditation Number PTR-2020-374-XXXX, _____ Credit 

Units on _________ held via MS Teams  https://tinyurl.com/43pf3s5f and has completed fifteen (15) hours out 

of the required fifteen (15) hours. 
  

  

Given this ___th day of _____, 2022 at DepEd Caraga Regional Office, Butuan City, Philippines. 
  

  

Given this XXth day of XXXXXXXXXXX, 2020 at Function Hall 2, NEAP Caraga, Butuan City, Philippines. 
  

 

 

 

 

_______________________ 

ANNEX E

https://tinyurl.com/43pf3s5f


 

LEARNING APPLICATION PLAN (LAP) 

Name: __________________________________________________________   Office/Station: _______________________________ 

Title of Intervention: _______________________________________________   Date Conducted: _____________________________ 

Specific Competency Targets to Develop/Enhance: _________________________________________________________________________________ 

 

LEARNING GOALS CURRENT STATUS LEARNING STRATEGIES REQUIRED RESOURCES 
KEY PERFORMANCE 

INDICATORS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Prepared by:         Noted by:  

______________________________________     _______________________________________ 
                                Participant                Head of Office 

ANNEX F
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Beoublir !t tbe +Uiliopintg

Bepartment of @bucation

Name:

School

Position/Designation:

Division:

Training Attended:

Training Sponsor:

Date of Training:

Venue

A. Re Entry Back8round lnformation

A.1. Re Entry Program Title

A.2. Name of School

A.3. Name of School Head

A.4. Statement of Need

A.5. Project Goal and Objective

A.6. Duration

Mdress; .,,P. Rosales Avenue,
Butuan City
Trunkline No: (085) 342-8207
Telefax No: (085) 342-5959
Email: caraga@deped.govph

\J\d
EIEI BARCODE HERE

Document Control NoISO ,O0l:20'15 C€nnFEO

uaE qrS/2ott,tttt DeoEdROl3-F-HRD{25 I RO I 4-20-2027

CARAGA RECION

RE ENTRY ACTION PLAN

ANNEX F



A.7. Date Started

A.8. Target Date of Completion

A. 9. Expected Outputs

A.10 Expected Beneficiaries

A.11. Success lndicators

B. REAP Strategy

C. Budgetary Requirements (please indicate source of funds)

Action/Steps
Persons

Responsible

Support Needed
(technical,
financial,

logistics, etc)

Target Date
Mode of

Verification

1

2

3

4
* Please be specific with your identified steps. Describe them clearly. You may add additional
steps when warranted

Deparment of Educatiotr
Caraga Region

MASTER C(}PY
APR 2

Unit Quantiryq ItItem Description

1

2

3

You may add additional entry when needed

--;ai

I



D. Physical and Human Sources Needed to lmplement REAP (Kindly list/enumerate them)

E. Risk and Mitigation Analyses

Anticipated Risk/s Miti8ating Actions
1

3

You may add additional risks as necessary

Prepared by:

Teacher-Scholar

Recommending Approval:

Approved by:

Principal

District Supervisor

Schools Division Superintendent

Deparl,nent
Carag

fifi p,ufirIIIASI
Date I

of Educ
a Region

atio,\

2.

Signed by:



  

 Republic of the Philippines 

Department of Education 

DepEd Complex, Meralco Avenue  

Pasig City 1600 

 

Curriculum Vitae of Resource Person  

Effectivity Date: September 20, 2021 

Version No.  1 

Revision No.: 00 

  Page No.: 1 of 3 

Reference No.: CO-NEAP-F019 

   
 

 
 
 
 

Address: 2/F Mabini Building, DepEd Complex, Meralco Avenue, Pasig City 1600 
Telephone No.: (02) 8638-8638/ (02) 8633-7207/ (02) 8635-4796 
Email Address: neap.od@deped.gov.ph / askneap@deped.gov.ph 

 

PROFESSIONAL DEVELOPMENT PROGRAM/COURSE TITLE: 

 
LEARNING SERVICE PROVIDER: 

 
ARE YOU A NEAP CERTIFIED LEARNING FACILITATOR? 

            

          YES                    NO 
 

 
 
        Principal              Alternate    Substitute 

 
 

Part I. Personal Circumstances 

Name: 

  

Residence Address: 
 

 Contact Details  
Landline No.:  

Mobile No. 1:  
Mobile No. 2: 

Email Add.: 

Business Address: 

Nationality/Citizenship:  

 

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 may 
submit this duly accomplished form three (3) days from the completion of the Professional 
Development program/course. 

Part II. Track Record 

Major 

Competency 
Areas 

Specialization Sub-Specialization 

 
 

 

 

Relevant Seminars/Training Programs 

Conducted in the last five (5) years 

Relevant Seminars/Training Programs 

Attended in the last five (5) years 

Date Title of the Program Date Title of the Program 

    

    

    

    

    

Major Achievements, Citations, Recognition and Awards 

Date Title Awarding Body 

   

RECENT 2X2 

PICTURE (color 

photo with white 

background) 
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 Republic of the Philippines 

Department of Education 

DepEd Complex, Meralco Avenue  

Pasig City 1600 

 

Curriculum Vitae of Resource Person  

Effectivity Date: September 20, 2021 

Version No.  1 

Revision No.: 00 

  Page No.: 2 of 3 

Reference No.: CO-NEAP-F019 

   
 

 
 
 
 

Address: 2/F Mabini Building, DepEd Complex, Meralco Avenue, Pasig City 1600 
Telephone No.: (02) 8638-8638/ (02) 8633-7207/ (02) 8635-4796 
Email Address: neap.od@deped.gov.ph / askneap@deped.gov.ph 

   

   

   

   

Part III. Education and Employment  

Educational 

Background 

Name of 

School/University 
Address 

Inclusive 

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.) 

Profession/s  License 
No. 

 Issued 
on: 

 Valid 
until: 

 

    

Other Major Affiliations 

(Professional, Civic, etc.) 
National/Chapter Position: Date 

    

    

    

 
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. 

 

I am agreeing to the NEAP Privacy Notice 
and giving my consent to the collection and 

processing of my personal data in accordance 
thereto. 
 

[Electronically paste here your scanned ID 
with photo for professionals or other 
government-issued or company ID] 



  

 Republic of the Philippines 

Department of Education 

DepEd Complex, Meralco Avenue  

Pasig City 1600 

 

Curriculum Vitae of Resource Person  

Effectivity Date: September 20, 2021 

Version No.  1 

Revision No.: 00 

  Page No.: 3 of 3 

Reference No.: CO-NEAP-F019 

   
 

 
 
 
 

Address: 2/F Mabini Building, DepEd Complex, Meralco Avenue, Pasig City 1600 
Telephone No.: (02) 8638-8638/ (02) 8633-7207/ (02) 8635-4796 
Email Address: neap.od@deped.gov.ph / askneap@deped.gov.ph 

 
__________________________________ 

Signature Over Printed Name 

_________________________ 
Date 
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June 29, 2020 

Page 1 of 2 

 

  
Professional Regulation Commission 

RESUME OF RESOURCE PERSON 

 

                               CPD COUNCIL OF/FOR ________________________ 
 
 
 
        Principal              Alternate    Substitute 
 
 

Part I. Personal Circumstances 

Name: 
  

Nickname: 
 Tom 

Residence Address: 
 

 Contact Details  
Landline No.:  
Mobile No. 1:  

Mobile No. 2: 
Email Add.: 

Business Address: 
 

Nationality/Citizenship: Filipino  

Note: The CPD Council shall be informed of any change/s on resource person/s at least 10 days 
before the CPD program offering. Substitute resource person may submit this duly accomplished 
form three (3) days from the completion of the CPD program. 

Part II. Track Record 

Major 
Competency 
Areas 

Specialization Sub-Specialization 

 
 
 

 

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

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

Date Title of the Program Date Title of the Program 

    

    

    

    

    

Major Achievements, Citations, Recognition and Awards 

Date Title Awarding Body 

   

   

   

   

   

Part III. Education and Employment  

Educational 
Background 

Name of 
School/University 

Address 
Inclusive 

Dates 
Degree Earned 

College 

    

    

    

Post-
Graduate 

    

    

    

Position Agency/Company Inclusive Dates 

RECENT 2X2 

PICTURE (color 

photo with white 

background) 
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Work 
Experience: 
Five (5) most 
recent 

   

   

   

   

   
 

Part IV. Other Relevant Information 

Profession/s  License 
No. 

 Issued 
on: 

 Valid 
until: 

 

    

AIPO Membership National/Chapter Position Date 

    

    

    

Other Major Affiliations 
(Professional, Civic) 

National/Chapter Position: Date 

    

    

    

 
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 PRC and 
other agencies to investigate the authenticity of all 
the documents presented. 

 
I am agreeing to the PRC Privacy Notice and 

giving my consent to the collection and processing 
of my personal data in accordance thereto. 
 
 

__________________________________ 
Signature Over Printed Name 

_________________________ 
Date 

 

[Electronically paste here your scanned PRC 
ID for professionals or other government-

issued or company ID] 

 

 



                      [                                                                                   ] 

 

 

 

Legend:  SD = “Strongly Disagree”;   

D = “Disagree”; A= “Agree”; SA = “Strongly Agree” 

Session Title: _____________________________    Trainer’s  Name: ___________________________

 SD D A SA 

1. Session started on time  O O O O 

2.  Session ended on time  O O O O 
3.  Topic was relevant to our work   O O O O 

4. Objectives of the session were 
achieved  

O O O O 

5. Activities were congruent to 
objectives 

O O O O 

6.  Activities were appropriate for 
adult learners 

O O O O 

7.  Participants were engaged in 
activities 

O O O O 

8.  Learning materials were relevant  O O O O 
9. Learning materials were adequate O O O O 

10. Learning materials were given on 
time 

O O O O 

11. Time allotment was adequate O O O O 

The facilitator… SD D A SA 

1. Exhibited mastery of the topic O O O O 
2. Expressed ideas clearly  O O O O 
3. Asked stimulating questions  O O O O 
4. Processed questions and responses 

to deepen learning  
O O O O 

5. Was sensitive to the participants’ 
mood  

O O O O 

6. Maintained positive learning 
environment 

O O O O 

7. Observed appropriate attire O O O O 

 

 

 

Session Title: ___________________________    Trainer’ Name: _________________________________

 SD D A SA 

1.  Session started on time  O O O O 

2.  Session ended on time O O O O 
3.  Topic was relevant to our work   O O O O 

4.  Objectives of the session were 
achieved  

O O O O 

5.  Activities were congruent to 
objectives 

O O O O 

6.  Activities were appropriate for 
adult learners 

O O O O 

7. Participants were engaged in 
activities 

O O O O 

8.  Learning materials were relevant  O O O O 
9. Learning materials were adequate O O O O 

10. Learning materials were given on 
time 

O O O O 

11. Time allotment was adequate O O O O 

The facilitator… SD D A SA 

1. Exhibited mastery of the topic O O O O 
2. Expressed ideas clearly  O O O O 
3. Asked stimulating questions  O O O O 
4. Processed questions and responses 

to deepen learning  
O O O O 

5. Was sensitive to the participants’ 
mood  

O O O O 

6. Maintained positive learning 
environment 

O O O O 

7. Observed appropriate attire O O O O 
 

Comments/ Suggestions for improvement of the session: 

What is your most significant learning for the day? 
 
 
 

What will you do differently in your work, because of your learning? 
 
 
 

 

PARTICIPANT 
Region  Class/Section  
Division  Learning Area  
Day 
Evaluated 

 Learning Service 
Provider 

 

Comments / Suggestions for improvement of the session: 

ANNEX H



Department of Education 
NATIONAL EDUCATORS’ ACADEMY OF THE PHILIPPINES 

2nd Floor, Mabini Building, DepEd Complex 
Meralco Avenue, Pasig City  

QAME Form F: End of Program Evaluation (Adopted from STRIVE-developed T and D System) 

PROGRAM EVALUATION  
 

Name (Optional): ____________________________       Sex:  Male                  Female  

Program Title: ________________________________ Start Date: ____________ End Date:______________  

Region ____   Division__________________  Learning Service Provider _______________________ 

Directions: Please assess the effectiveness of the training program according to the indicators below. 

Put a tick/check (/) under the appropriate column.  

  

Strongly 
Disagree 

Disagree Agree Strongly 
Agree 

A. Program Management     

 Training program was delivered as planned     

 Training program was managed efficiently     

 Training program was well-structured     

B. Attainment of Objectives     

 Program objectives were clearly presented     

 Program objectives were attained     

C. Delivery of Content     

 Program content was appropriate to trainees’ 
roles and responsibilities 

    

 Content delivered was based on authoritative 
and reliable sources  

    

 Session activities were effective in generating 
learning 

    

 Adult learning methodologies were used      

 Program followed a logical order/structure      

 Contribution of all trainees were encouraged     

D. Provision of Support Materials      

 Appropriate to trainees’ needs     

 Adequate      

 Given on time     

E. Program Management Team     

 Members were present when needed     

 Members were courteous      

 Members were efficient      

 Members were responsive to the needs of 
trainees 

    

F. Training Venue      

 Well lighted     

 Well-ventilated     

 Sufficient space for program activities     

 Adequate soundproofing     

 Availability of equipment      

 Serviceability of equipment     

 Internet access was usable     



Department of Education 
NATIONAL EDUCATORS’ ACADEMY OF THE PHILIPPINES 

2nd Floor, Mabini Building, DepEd Complex 
Meralco Avenue, Pasig City  

 Clean      

 Accessible comfort rooms     

 Clean comfort rooms     

 Meals were of satisfactory quality     

 Meals were of sufficient quantity     

 Meals were generally healthy     

 Meals had sufficient variety     

G. Accommodations     

 With sufficient space     

 Comfortable     

 Clean     

 Facilities were in good working order      

 

Please provide your honest response to each of the following questions: 

What do you consider your most significant learning from the training program?  

 

 

How will your learning impact your work? 

 

 

Do you have any comments/suggestions to improve the training program? 

 

 

 



 

1 
 

Annex I 
 

SAMPLE FOOD, ACCOMMODATION, AND TRAINING VENUE SPECIFICATION 
 
▪ a venue within Butuan City 
▪ hotel rooms that can accommodate 200 participants (twin/triple sharing) 
▪ One plenary hall that can accommodate 200 pax and 3 break out rooms that 

accommodate 55 pax with adequate soundproofing 
▪ The participants must be accommodated in one venue  
▪ 9 wireless microphones (at least 2 microphones per break out room) 

▪ Tables and chairs (may be arranged differently) 
▪ Strong and unlimited internet (wifi) connection in every function room 
▪ fully functional sound system, LCD projectors, microphones, audio jack, and 

other audio-visual equipment in every function room 
▪ Extension cords must be available in all function rooms 
▪ standby technical assistant in every function room 
▪ provision of free – flowing drinking water, coffee, milo, tea and candies) in every 

function room 
▪ provision of a secretariat room 
▪ provision of at least one service vehicle to be used by the secretariat in fetching 

visitors from airport to venue and vice versa 
▪ provision of backdrop tarpaulin (5 X 12) 
▪ provision of karaoke system and amenities 
▪ meals: 3 main dishes, 2 side dishes, 1 soup, 1 dessert, rice and fresh fruit drinks 
▪ Snacks: local delicacies with fresh fruit juices 
▪ managed buffet for breakfast, lunch and dinner with standby waiters 
▪ daily housekeeping/make-up of bedrooms  
▪ strict monitoring of over-all cleanliness 
▪ daily provision of basic toiletries  
▪ frequent change of beddings and towels 
▪ responsive/active hotel management  
▪ with indoor or outdoor water amenities 
▪ with spacious car park that can accommodate at least 40 cars and can be used 

for early outdoor activities 
▪ training venue is safe and clean with amenities conducive to learning 
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Annex K 

Online Training/Emergency Human Resource Capacity Building 

Challenges/Opportunities Training Options Description/Details Type/Modality/Approach/Strategy 

Suggested 

Platforms/Resources/ 

Mechanisms 

With Internet 
Access 

With PC/ Tablet Virtual Training This is a form of training  
in which the elements 
include physical 

separation of trainers 
and participants during 
the training session and 
the use of various 
technologies to facilitate 
trainer-participant 
communication. 

Synchronous. This type of modality allows 
participants and the trainers to interact at the 
same time but in different places. Content of 

the training is delivered virtually, however, 
there is still real-time trainer-participant 
interaction similar to face-to-face training 
using a particular tool of communication 
powered by the internet. 
 

Online chat and 
videoconferencing 
 

Webinars 
 
 

Asynchronous. This training approach 
provided participants with some flexibility as 
they are the ones to choose when and where 
to take their assigned training courses. 
Virtual trainers maximize the use of pre-
recorded materials to give out instructions to 

their participants.  

E-mail, Library, Discussion 
Threads, Pre-recorded Audio 
and Video 
 
e-Learning Course 
Learning Management 

System 

Hybrid or Blended learning. This represents 

a combination of synchronous and 
asynchronous approaches. 

 Learning Management 

System (LMS) 
 
MSO365 Teams; OneNote 
Class Notebook; Schoology; 

GSuit, etc. 

With Internet 
Access 

With Mobile 
(Smartphone) 

Virtual Training 

 

Synchronous 
 
Asynchronous 
 
Hybrid or Blended learning 

Online chat and 
videoconferencing 
 
Webinars 
E-mail, Library, Discussion 
Threads, Pre-recorded Audio 
and Video 
e-Learning Course 



Annex K 

Online Training/Emergency Human Resource Capacity Building 

Challenges/Opportunities Training Options Description/Details Type/Modality/Approach/Strategy 

Suggested 

Platforms/Resources/ 

Mechanisms 

Learning Management 
Software 
 

(In some cases, 

downloading and 
installation of Mobile App 
Software is required) 

No Internet With PC/ Tablet 

  

 Learning Resource Package 
 
Courseware 

No Internet 
With Mobile 
(Smartphone) 

  

 Digitized Learning Resource 
Package 

No Internet 

Without 
PC/Tablet/ 
Mobile but With 
TV/Player 

 

  

 Learning Resource Package 
 
Courseware 

Traditional 
Face-to-Face 
with Social 
Distancing 

Total No. of 
Participants is 
20 or less 

Traditional Face-to-
Face 

 

Instructor-led Training (ILT) Presentation Materials 
Handouts 
Audio/Video Materials 
 

 



ANNEX L







 

LEARNING AND DEVELOPMENT NEEDS ASSESSMENT EVALUATION TOOL 
 

Annex M LEARNING AND DEVELOPMENT NEEDS ASSESSMENT          
                   EVALUATION TOOL 
 
Directions: Kindly indicate whether the key process of learning and development 

needs assessment is met by ticking the appropriate column (Yes/No). 

ITEM YE
S 

N
O 

AREA FOR 
IMPROVEME
NT 

A PREPARATION OF THE LDNA PLAN       

1 The rationale mentions the  basis for the conduct 
of LDNA 

      

2 The rationale mentions when and how perceived 
needs were identified 

      

3 The rationale mentions the context the need to 
plan for the LDNA 

      

4 The rationale states how this LDNA plan will 
contribute in attaining the target output of LDNA 
activity. 

      

5 The duration of the LDNA is feasible.       

6 The plan mentions the target job group       

7 The total population of the target job group is 
identified 

      

8 The details of the work stations are mentioned       

9 The plan describes the appropriateness of the 
type of approach in conducting LDNA 

      

10 The plan discusses the appropriateness of the 
chosen methodology in conducting LDNA 

      

11 The plan identifies the data gathering tool to be 
used for LDNA 

      

12 There is a clear discussion for the reason of 
choosing the approach, methodology and data 
gathering tool 

      

13 The schedule and venue of the conduct of LDNA 
are mentioned 

      

14 The target date of completion is within the 
duration of the LDNA 

      

15 The LDNA plan is prepared and signed by the 
team. 

      

16 The LDNA plan is approved and signed by the 
head of office 

      

17 The crafting of the LDNA plan is documented 
from the start to end 

      

B COLLECT THE NEEDED BASELINE DATA       

1 Identifies the personnel involved in the collection 
of the needed data 

      



 

LEARNING AND DEVELOPMENT NEEDS ASSESSMENT EVALUATION TOOL 
 

2 The process of collecting the needed baseline 
data is comprehensively documented. 

      

3 Type of LDNA Approaches (any of the following)       

  
  
  
  

1) Shows the process of comparing the target 
personnel's current level of proficiency against 
competency standards or models 
2. Assessment of the Individual Development 
Plan 
3. Identifies the other data sources 
4. Discusses how the competency readiness of 
target personnel for the DepEd's strategic 
directions and priorities 

C ANALYZE AND VALIDATE DATA       

1 Involves data gathering: self-assessment and 
analysis of data 

      

2 There is documentation of the steps in 
accomplishing Performance Analysis Template 
and the Performance Gap Analysis Template with 
the use of RPMS documents 

      

3 There is a list of actual accomplishment within 
the covered RPMS cycle 

      

4 Compares the list of actual accomplishment 
against planned targets as stated under the 
IPCRF performance indicator 

      

5 Identifies the performance gap from each of the 
indicator that has not been met 

      

6 States the reasons for the identified performance 
gaps 

      

7 Classify the given reasons following the 
performance gaps classifications under 
Performance Gap Analysis Template 

      

8 Identifies the factors that contribute to 
performance gaps which are related to the lack of 
competencies on the job 

      

9 Identifies the specific behaviors that are not 
demonstrated due to the lack of competencies. 

      

10 Has list of all competency-related gaps under the 
Development Needs of the target personnel's 
IPCRF. 

      

11 Verifies the veracity of data gathered by getting 
evidence from other sources: documents, public 
records, photographs, actual observation, 
interview with the immediate supervisors pf 
target personnel. 

      



 

LEARNING AND DEVELOPMENT NEEDS ASSESSMENT EVALUATION TOOL 
 

12 Uses multiple methods to gather the data to 
check whether it would the same result: FGD, 
survey, KII, and other methodologies to ensure 
reliability and completeness of data submitted. 

      

13 Consolidates the development needs per 
governance level following the prescribes steps 

      

14 Reviews the identified competency gaps stated in 
the template and look for similarities and 
differences in the use of words and the way 
statements are expressed. 

      

15 Clusters the statements with similar message or 
meaning 

      

16 Assigns competency-based theme on the 
clustered statements guided by the applicable job 
competency profile or competency-based job 
descriptions 

      

17 Lists down the competency-based theme for the 
gap results prioritization. 

      

D PREPARE THE LDNA REPORT       

1 Prepares the report using the LDNA report 
template 

      

2 The report includes the approved LDNA plan       

3 The report includes the LDNA performance and 
competency gap summary worksheet 

      

4 The report includes the completed templates, 
forms and correspondence; may also include 
video and pictures, if applicable 

      

5 Submits the report to the head of office fifteen 
days after the completion of the assessment 
process 

      

E LDNA STRUCTURES, ROLES AND FUNCTIONS       

1 There is a Professional Development Committee 
(PDC) to conduct LDNA 

      

2 The PDC is composed of members prescribed in 
the manual: CO, Region, Division, School 

      

3 The PDC conducts LDNA within the scope of the 
organization 

      

4 The PDC oversees other LDNA initiative or 
activity of the other offices to ensure observance 
to the rules and standards 

      

EVALUATION SUMMARY OF LDNA KEY PROCESSES 

Office   

Division   



 

LEARNING AND DEVELOPMENT NEEDS ASSESSMENT EVALUATION TOOL 
 

PDC Lead/PMT Lead   

NAME OF EVALUATOR   

COMPONENTS TOTAL 
POINTS 

TOTAL 
RATING 

PERCENTAGE 

A PREPARATION OF THE LDNA 
PLAN 

      

B COLLECT THE NEEDED 
BASELINE DATA 

      

C ANALYZE AND VALIDATE DATA       

D PREPARE THE LDNA REPORT       

E LDNA STRUCTURES, ROLES 
AND FUNCTIONS 

      

  FINAL RATING       

LEVEL OF COMPLIANCE: 

RECOMMENDED ACTION 

GENERAL COMMENTS/OBSERVATIONS/RECOMMENDATIONS: 

ACKNOWLEDGED BY PROPONENT: 

EVALUATOR: 

LEGEND: 

Rating (% of Indicators) Descriptive Rating 

76% - 100% High Compliance 

51% - 75% Substantial Compliance 

26% - 50% Partial Compliance 

1% - 25% Low Compliance 

 

NEAP/JAS: This instrument is adopted from NEAP, DepEd. 
 

 

 

 

 



 

1 
 

 
Annex N  FORMS OF LEARNING AND DEVELOPMENT (L&D)   
  INTERVENTIONS 

 

A. Skill Transfer on Off-the-Job Learning 

1. Scholarship 

2. Benchmarking 

3. Online or E-Learning/Webinars 

B. Relationship and Discussion-Based Learning 

1. Peer-Assisted Learning/Coaching/Mentoring 

2. Cross Training 

3. Apprenticeship 

4. Demonstration 

5. Sharing Logs/Reflective Journals 

C. Job-Embedded Learning (JEL) 

1. Committee Work 

2. Job Expanding/Job Rotation/Job Shadowing/Stretch Assignments and 
Special Project 

 
 

NEAP/JAS: This instrument is adopted from NEAP, DepEd. 

 



 

 

 
 
 
 

Annex O MONITORING AND EVALUATION FOR LEARNING AND   
                   DEVELOPMENT IMPLEMENTATION 

 
PART I 
Directions: If the indicator is evident, check YES; if the indicator is not 
evident, check NO.   

No. Indicator Yes No Remark/s (Means 
of Verification to 
be submitted 
online) 

1 Policy on Learning and Development    

2 Report on the Review of L&D Policy    

3 Guidelines in the Selection of Nominees to L & D 
Interventions/Scholarships 

   

4 Updated List of L & D Activities    

5 Updated List of Scholars    

6 Inventory of Re-Entry Application Plan/Learning 
Application Plan 

   

7 L & D Information System    

8 L & D Process Flow    

9 Learning and Development Needs Assessment 
(LDNA) Tool 

   

10 Results of Learning & Development Needs 
Assessment (LDNA) 

   

11 L & D Pre-Post Test Result    

12 Instructional Design/Activity Design    

13 Slide Decks Used during L&D Activity    

14 Guidelines in Identifying Learning Service 
Providers 

   

15 Profile of Division Pool of Trainers    

16 Resume/PDS of LSPs/Resource Speakers    

17 Evaluation Tool for Resource Speakers    

18 Quality Assurance Technical Assistance 
Monitoring and Evaluation  (QATAME) of Trainers’ 
Tool 

   

19 Monitoring & Evaluation  Plan    

20 Personnel Development Committee    

21 Duties and Responsibilities of PDC    

22 Awareness of the  Duties and Responsibilities 
among PDC Members 

   

23 PDC Minutes of Meeting    

24 5-Year HRD/HRMD Implementation Plan    

25 2019 HRD Implementation Plan    

26 2019 Budget Utilization Report     

27 2019 Quarterly Accomplished Physical Outputs    

28 L & D Activity/ ies Applied for CPD Unit/s   (If YES, how  
many?) 

 
 



 

 

PART II 
Directions: Fill in the table with the required information (Use another sheet if 

necessary). 

Issues and Concerns Action Taken by the 
Division 

Technical Assistance 
Needed from RO 

   

   

   

 
 
Developed by     Recommended for Review by 
 
 
 VIOLETA C. NUÑEZ, PhD.   FLORDELISA R. DALIN, EdD 
  ESP, HRDD     Chief, HRDD 
 
 
Reviewed by 
 
 JESUS D. NONO, PhD       MARIGOLD C. SILAO, PhD.   
  EPS, QAD                EPS, QAD  
                                   
 VIRGINIA A. SEÑA, EdD.       EDMUND D. MENDOZA, PhD. 
  EPS, QAD                                EPS, QAD  
 
 

Noted by 
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Chief, QAD 
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Annex P  CONTINUING PROFESSIONAL DEVELOPMENT (CPD)   

   IMPLEMENTATION  MONITORING AND EVALUATION TOOL 

PART I 
Directions: If the indicator is evident, tick YES; if the indicator is not 
evident, tick NO.   
 

No. Indicator Yes No Remark/s 
and MOVs 

1 SDO has CPD Focal Person/Coordinator. 
 

   

2 SDO conducted Capability Building for Continuing 
Professional Development (CPD) Units Application. 
 

   

3 If YES for item No. 2, supply the following: 
Date: ______________ 
No. of Participants: __________ 
Position/Designation of participants: __________ 
Accomplishment Report: ____________ 

   

4 If YES for item No. 2, completion report is available in soft 
and hard copy. 
 

   

5 If NO for item No. 2, state the reason/s 
1. 
2 
 

   

6 There is a plan for CPD Capacity Building/Orientation.  
 

   

7 If YES for item No. 6, supply the following: 
Date: ____________________ 
No. of Participants: ___________________ 
Designation of Participants: _____________________ 
 

   

8 Technical Assistance was extended to districts, schools 
and learning centers relative to CPD Units Application. 
 

   

9 L and D Activity/ies were applied for CPD Units.    

10 If YES for item No. 9 
No. approved L and D activities: _______ 
 

   

11 All approved L and D Activity/ies applied for CPD Units 
were conducted/implemented. 
 

   

12 If NO for item No. 11, state the reason/s 
1 
2 
 

   

13 Implemented the Instructional Design (including the date,    



venue and resources speakers) submitted and approved by 
the CPD-Professional Regulation Commission. 
 

14 If NO for item No. 13, state the reason/s 
1 
2 
 

   

15 If NO for item No. 13, an explanation letter was sent to the 
Professional Regulation Commission through the HRDD-
DepEd RO. 

   

16 Districts, schools conduct/implement School Learning 
Action Cell.  
 

   

17 If YES for item No. 16, tick the frequency of conduct. 
_____ once a month 
_____ twice a month 
______ Others 
 

   

18 If NO for item No. 16, state the reason/s 
1 
2 
 

   

19 Districts/schools have SLAC Coordinators. 
 

   

20 SLAC Coordinators are knowledgeable on CPD Guidelines 
and Issuances. 
 

   

21 Implemented/conducted District/School Learning Action 
Cell/s are applied for CPD Units. 
 

   

22 If YES for item No. 21, give the following: 
No of approved SLACs with CPD Units: _______ 
 

   

23 If NO for item No. 21, state the reason/s. 
1 
2 

 

   

24 Division Monitoring team is present during L and D 
activity and/or Learning Action Cell. 

   

 
PART II 
Directions: Fill in the table with the required information (Use another sheet if 
necessary). Back page maybe used for additional entries. 

Issues and Concerns Action Taken by the 
Division 

Technical Assistance Needed 
from RO 

1   

2   

3   
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Professional Development 

Program/Course Title 
 

Learning Service Provider  

Application Receipt Click here to enter a date. 

 

PART I. CHECKLIST 

Check the appropriate box (Present or Not Present) for each indicator. 

 

A. Alignment with the NEAP Professional Development Priorities 

Reference 

No. 
     CRITERION PRESENT 

NOT 

PRESENT 
REMARKS (if any) 

 

1. The proposed professional development program/course responds 
to at least one PPST/PPSSH/PPSS domain, strand and indicator 
identified in the three-year DepEd Professional Development 
Priorities (DM 50 s. 2020), and/or other emerging needs of the 
Department. 

☐ ☐ 
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B. Mapping to the Professional Standards 

Reference 

No. 
CRITERIA PRESENT 

NOT 

PRESENT 
REMARKS (if any) 

 

1. The proposed professional development program/course 
identifies the career stage/s and profile (teacher/school 
head/supervisor, subject, and/or grade/year level taught) of the 
target participants.  

☐ ☐ 

 

 

2. The proposed professional development program/course’s 
terminal objective/s, enabling objectives and the session 
objectives are aligned with the indicators of the target 
participants’ career stage/s. 

☐  

 

 
C. Articulation of Objectives 

Reference 

No. 
CRITERIA PRESENT 

NOT 

PRESENT 
REMARKS (if any) 

 
1. The terminal objective/s is/are articulated according to 

SMART principles.  
☐ ☐  

 
2. The enabling objectives are logically articulated towards the 

attainment of the terminal objective/s. ☐ ☐  

 
3. The session objectives of the professional development 

course/program provide clear direction/s in producing 

outputs. 
☐ ☐  



 Republic of the Philippines 

Department of Education 

DepEd Complex, Meralco Avenue  

Pasig City 1600 

 

Evaluation Form for Recognition of PD Programs/Courses 

Effectivity Date: September 20, 2021 

Version No.  1 

Revision No.: 00 

  Page No.: 3 of 10 

Reference No.: CO-NEAP-F021 

 

 
   

 
 
 

Address: 2/F Mabini Building, DepEd Complex, Meralco Avenue, Pasig City 1600 
Telephone No.: (02) 8638-8638 / (02) 8633-7207 / (02) 8635-4796 
Email Address: neap.od@deped.gov.ph / askneap@deped.gov.ph 

 
D. Alignment of the Objectives, Content, and Assessment with the Professional Standards 

Reference 

No. 
CRITERION PRESENT 

NOT 

PRESENT 
REMARKS (if any) 

 

1. The description of objectives, content and the assessment 
strategies align with the relevant domain/s, strand/s and 

indicator/s of the Professional Standards. 
☐ ☐ 

 
 

 

 
E. Mechanisms to determine if objectives have been met 

Reference 
No. 

CRITERIA PRESENT 
NOT 

PRESENT 
REMARKS (if any) 

 

1. The proposed professional development program/course uses 

congruent assessment strategies that are consistent with the 
program/course and aligned with the objectives. 

☐ ☐ 

 

 
2. An evaluation form about how the participants felt, and their 

personal reactions to the training or learning experience is 

part of the Course/Program design. 
☐ ☐ 

 

 

3. The proposed professional development program/course 

includes an assessment of learning through pre-test/post-
test measures or specific outputs, and a validation of the 

workplace application plan.  

☐ ☐ 
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F.  Strength of Research Base 

Reference 

No. 
CRITERIA PRESENT 

NOT 

PRESENT 
REMARKS (if any) 

 

1. The proposed professional development program/course is 
based on a needs assessment of the target participants (i.e. 

through individual development plans (IDPs), DepEd 
priorities across levels, least learned skills, etc.)   

☐ ☐ 

 

 

2. The rationale for the content, methodologies and delivery 
modalities of the proposed program/course is justified and 

supported by research literature or theories. 
 

☐ ☐ 

 

 

 
 
G. Intended Classroom-level/Workplace Application and Innovation 

 

Reference 
No. 

CRITERIA PRESENT 
NOT 

PRESENT 
REMARKS (if any) 

 

1. The proposed professional development program/course 
provides clear outputs for the target participants’ workplace 

environment (e.g. classroom-level, school-level, division-level, 
regional-level application). 

☐ ☐ 

 

 
2. The proposed professional development program/course 

develops skills required for innovation (e.g. by giving 
☐ ☐ 
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participants opportunities to try out new teaching-learning or 
coaching strategies and prototype new school- or management-

related tools). 

 

H. Credentials/Expertise of Resource Speakers and Certified Learning Facilitators 
 

Reference 
No. 

CRITERIA PRESENT 
NOT 

PRESENT 
REMARKS (if any) 

 
1. The Speakers'/Facilitators' CVs reflect their expertise on the 

PPST/PPSSH/PPSS domain/s, strand/s and indicator/s 

covered by the Program/Course.  
☐ ☐ 

 

 
2. The Speaker's/Facilitator's CVs reflect the specific 

competency/ies covered in the Speaker's/Facilitator's session/s. ☐ ☐ 
 

 
 

I. Monitoring and Evaluation 
 

Reference 
No. 

CRITERIA PRESENT 
NOT 

PRESENT 
REMARKS (if any) 

 
1. The proposed professional development program/course has an 

M&E plan which reflects the four levels of evaluation according 

to the Kirkpatrick Model.  
☐ ☐ 

 

 



 Republic of the Philippines 

Department of Education 

DepEd Complex, Meralco Avenue  

Pasig City 1600 

 

Evaluation Form for Recognition of PD Programs/Courses 

Effectivity Date: September 20, 2021 

Version No.  1 

Revision No.: 00 

  Page No.: 6 of 10 

Reference No.: CO-NEAP-F021 

 

 
   

 
 
 

Address: 2/F Mabini Building, DepEd Complex, Meralco Avenue, Pasig City 1600 
Telephone No.: (02) 8638-8638 / (02) 8633-7207 / (02) 8635-4796 
Email Address: neap.od@deped.gov.ph / askneap@deped.gov.ph 

 
J. Budget and Costing 

Reference 

No. 
CRITERIA PRESENT 

NOT 

PRESENT 
REMARKS (if any) 

 
1. Proposed registration fee or budget per participant is within the      

allowable limits according to government budgeting, accounting 

and auditing rules and regulations. 
☐ ☐ 

 
 

 

2. The attached itemized expenditure reflects the cost of the 

professional development program/course vis-à-vis the 
allowable expenses. 

☐ ☐ 

 

 
 

  

 

 DECISION (PART I) 

All Criteria Met 
Yes  ☐       No  ☐  (return to LSP for  

appropriate 

action) 
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Part II. RATING SCALE 
Check the box that corresponds to your rating of each indicator. 
 

J.  Soundness of Methodology 

Reference 
No. 

 
CRITERIA 

(4)  (3)  (2)  (1) 
REMARKS 

(if any) 

 

1. The methodologies (e.g. 
active learning, 

experiential learning or 
collaborative learning, 
etc.) stated in the 

professional development 
program/course provide 
multiple means of 

engagement to support 
the participants in their 

learning/professional 
development. 

 

 
☐ 

The methodologies 

provide 
opportunities for 

frequent and 
varied 

engagement with 
others (such as 

contributing ideas 
to group problem-

solving, giving 
examples from own 

experience to 
illustrate a 

concept, etc.) 

 
☐ 

The 

methodologies 
provide 

opportunities 
for occasional 

engagement 
with others 

(excluding 
introductions 

and ice-breaker 
activities). 

 
☐ 

The 

methodologies 
provide 

opportunities 
for 

engagement 
limited to 

personal 
reflection and 

asking 
questions. 

 
☐ 

The 

methodologies 
provide no 

opportunities 
for active 

engagement. 

 

 

2.  The professional 
development 
program/course 
describes how GEDSI 
(Gender Equality, 

Disability and Social 

 
☐ 

The professional 

development 
consistently 

demonstrates how 

 
☐ 

The 

professional 
development 
frequently 

 
☐ 

The 

professional 
development 
occasionally 

 
☐ 

The 

professional 
development 

does not 
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Inclusion) has been/will 
be addressed.  

 

to manage a 
learner-friendly 

and inclusive 
learning 

environment.  

demonstrates 
how to manage 

a learner-
friendly and 

inclusive 
learning 

environment. 

demonstrates 
how to 

manage a 
learner-

friendly and 
inclusive 

learning 
environment.  

demonstrate 
management of 

a learner-
friendly and 

inclusive 
learning 

environment. 

 
 

K. Use of Principles of Adult Learning 
 

Reference 
No. 

CRITERION  (4)  (3)  (2) (1) 
REMARKS 

(if any) 

 

1. The activities or session/s of 

the proposed professional 
development 
program/course employ 

adult learning principles with 
opportunities to be active, 

experiential, social, self-
directed and goal-oriented.   

 

 
☐ 

The activities/ 
sessions of the 

proposed 

professional 
development 

program/course 

consistently 
employ 

opportunities to 
be active, 

experiential, 
social, self-

 
☐ 

The activities/ 
sessions of the 

proposed 

professional 
development 

program/ 

course 

frequently 
employ 

opportunities to 
be active, 

experiential, 
social, self-

 
☐ 

The activities/ 
sessions of the 

proposed 

professional 
development 

program/ 

course 

occasionally 
employ 

opportunities to 
be active, 

experiential, 
social, self-

 
☐ 

The activities/ 
sessions of the 

proposed 

professional 
development 

program/ 

course do not 

employ 
opportunities 
to be active, 
experiential, 
social, self-
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directed and goal-
oriented. 

directed and 
goal-oriented. 

directed and 
goal-oriented. 

directed and 
goal-oriented. 

 

 
L. Use of Recognized Best Practices 

 

 
 

TOTAL POINTS DECISION (PART II) 

12-16 and with NO 1s and 2s PASSED ☐ 

Other Scores 

 

RETURN TO LSP FOR APPROPRIATE ACTION 
 

☐ 

 

Reference 

No. 
CRITERION  (4)  (3)  (2)  (1) 

REMARKS 

(if any) 

 

1. The proposed professional 
development program/course uses 
recognized best learning practices 
such as motivational/mood-setting 
activities, modeling, multiple 
checks for understanding, guided 
practice and independent practice, 
closure with opportunity for 
feedback (such as exit slips), 
workplace application plan and on-
site monitoring.  

 
☐ 
 

The proposed PD 

consistently 
uses best 

learning 
practices. 

 
☐ 

 
The proposed 

PD frequently 
uses best 

learning 
practices. 

 
☐ 

 
The proposed 

PD 
occasionally 

uses best 
learning 

practices. 

 
☐ 

 
The proposed 

PD does not 
use best 

learning 
practices. 
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Address: 2/F Mabini Building, DepEd Complex, Meralco Avenue, Pasig City 1600 
Telephone No.: (02) 8638-8638 / (02) 8633-7207 / (02) 8635-4796 
Email Address: neap.od@deped.gov.ph / askneap@deped.gov.ph 

 
 
 

Evaluated by: 

Evaluator Type here 

Signature  

Date Click here to enter a date. 

This Form is not valid if not signed. 

 


