Republic of the Philippines

Pepartment of Education
Region V
SCHOOLS DIVISION OF SORSOGON

January 27, 2023

DIVISION MEMORANDUM
No. 021 s. 2023

CONDUCT OF 2023 MID-YEAR PERFORMANCE REVIEW AND IN-SERVICE
TRAINING (INSET)

To: Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Elementary and Secondary School Heads
All Others Concerned

1. Relative to DepEd Order No. 34 s. 2022 entitled School Calendar and Activities
for School Year 2022-2023, the Mid-year Performance Review and Evaluation and
School-Based In-Service Training (INSET) shall be conducted on February 6-10,
2023.

2. The five —day mid-year break shall be spent for the conduct of the Mid-year
Performance Review and Evaluation and INSET. The first two days shall be spent in
reviewing the performance of teachers. The last three days shall be devoted to the
conduct of the INSET activities for the teachers’ continued professional development.

3. Proponents are advised to submit proposal, school consolidated individual
professional plans and activity matrix for approval of the Schools Division
Superintendent on or before February 3, 2023.

4, Program completion report of the Mid-Year break activities shall be submitted
by the School Head on or before February 24, 2023.

S. Secondary schools shall have their school-based INSET, while elementary
schools shall have their district/cluster/school-based INSET focused on literacy and
numeracy.
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Republic of the Philippines

Bepartment of Education
Region V
SCHOOLS DIVISION OF SORSOGON

6. Enclosed are the templates for the proposal, activity matrix, school consolidated
development needs, program completion reports, QAME forms and mid-year
performance review.

7.  District Supervisors/OIC-PSDSs and two Master Teachers (one from elementary
and one from secondary school) shall attend a conference on February 2, 2022 at
1:00 in the afternoon at Bulwagan ng Karunungan, SDO Sorsogon, Balogo, Sorsogon

City.

8. District Supervisors/OIC-PSDSs and other SDO personnel shall monitor the
conduct of the in-service training program.

9, For queries and other concerns, please contact Bernadette R. Bedis, Senior
Education Program Specialist at email address bernadette.bedis00 1@deped.gov.ph

10.  Meals and other incidental expenses to be incurred during the conference and
INSET shall be charged to local funds subject to the usual accounting and auditing
rules and regulation.

11. For information, guidance and compliance of all concerned.

JOSE L. DO?WM. CESOV

Schools Division Superintenden
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Republic ntﬁﬂj_é”iabi[ippines
Bepartment of Education

Region V

SCHOOLS DIVISION OF SORSOGON

Enclosure No. 1 to Division Memorandum No. 021 s. 2023

LEARNING AND DEVELOPMENT (L&D) PROPOSAL

Title of Learning
and Development
Activity
Name
Proponent Position/Designation
Office/District/School
Mobile Number
DepEd Email Address
Duration Proposed Date:
Duration, (Specify no. of day(s)
Proposed Date Venue
And Venue
Teaching=
School Heads=
Target participants | Teaching Related=
Non-teaching=
Total=
Program (Provide description of the organizational situation. Include any priority
Background and | reform agenda, organizational thrust and strategies that need human
Rationale resource support. Describe specific organizational discrepancies (if any)

As well as priority competency gaps that were uncovered by Learning and
Development Needs Assessment)
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Republic of the Philippines

Bepartment of Education
Region V
SCHOOLS DIVISION OF SORSOGON

(Outline the reasons for offering the program/ course /training. Consider the
need this program/ course/ training for target participants and include an
overview of how relevant and reliable research relates to the content and/or
delivery of the program.)

Objectives

Terminal: (Defined as what the participants will achieve upon successful
completion of the program)

By the end of the program, participants will be able to:

Enabling:(Are the specific objectives that support the terminal objectives)

Expected Output

Proposed Budget

Source of Fund

Competencyl/ies to
be addressed by

the L & D activity

(Please indicate here the competency/ies based on PPST if the target
participants are teachers, PPSSH if School Heads, PPSS if supervisors.)

Training/ Program
Management Team

ROLES/ IN-CHARGE
COMMITTEES
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3

4

KAG,

Program Manager

Training Manager

Resource Manager

Welfare Officer

QAME Associate/s

Registration

Documentation

Secretariat

Learning Facilitators

Prepared by: Reviewed and Evaluated by:

BERNADETTE R. BEDIS
School Head Senior Education Program Specialist
HRDS

Noted by:

LEAH H. PERAN
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Republic of th_e Philippines

Bepartment of Education
Region V
SCHOOLS DIVISION OF SORSOGON

PSDS Senior Education Program Specialist

District Supervisor SMME

Recommending Approval:

BERNIE C. DESPABILADERO, Ed. D.
Assistant Schools Division Superintendent

Approved:

JOSE L. DONCILLO, CESO V
Schools Division Superintendent
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Republic of the Philippines

Bepartment of Education
Region V
SCHOOLS DIVISION OF SORSOGON

Enclosure No. 2 to Division Memorandum No. 021 s. 2023

PROGRAM COMPLETION REPORT

Learning Service Provider:

LSP Authorization No.: Expiry Date:
Contact Person: Designation:
Contact No.: Email Address:

Program/Course Title:

PD Recognition No.: Date of Recognition:

Date/s 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  Results from the participants’ evaluation of the program
e  Results of the participants learning of the program
*  Results from the facilitators review of the program
*  Results from the program managers review of the program
Strengths and areas for improvement should be identified in this section

General Comments and Issues Encountered
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Republic of the Philippines

Bepartment of Education
Region V
SCHOOLS DIVISION OF SORSOGON

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 the program
-delivery strategies
-training materials
e its management
-prior to delivery
-during the training proper

Other issues:

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 and
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

Name of P/C Manager:

Signature:

Date:
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R epublic of fl}e Philippines

Bepartment of Education
Region V
SCHOOLS DIVISION OF SORSOGON

Program Report Attachments

LR R

Registration Sheets

Attendance Sheets

Summary of Evaluation Results

Financial Reports

Photo Documentation

Accomplished Mid-year Performance Review Form

Balogo Sports Complex, Balogo, Sorsogon City, Sorsogon 4700
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Enclosure No. 3 to Division Memorandum No. s. 2023

2023 MIDYEAR PERFORMANCE REVIEW AND EVALUATION AND SCHOOL-BASED INSET

School Head

ACTIVITY MATRIX
Time Activities
Day 1 Day 2 Day 3 Day 4 Day 5
(February 6, 2023) (February 7, 2023) (February 8, 2023) (February 9, 2023) | (February 10, 2023)
8:00-8:30 Arrival and
Registration
8:30-12:00
Mid-year Mid-year Performance
Performance Review Review
12:00-1:00 Lunch Break
1:00-4:00 Mid-year Mid-year Performance
Performance Review Review
4:00-5:00 Debriefing
Officer of the
Day
Prepared by:
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Bepartment of Education
REGION YV
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Enclosure No. 4 to Division Memorandum No. 021 s. 2023

ANALYSIS OF THE ONSITE MONITORING/EVALUATION RESULTS
(QAME Form 1)
(to be accomplished by Individual Monitor)

PART I: Analysis of the Session and Facilitation Evaluation

Title of the Training

: Date:

Venue:

Proponent:

Name of Monitor:

No. of Participants: M___ +F =

T

Learning Area:

Participation Rate

Based on the results of the evaluation of the session and facilitation done by the

participants, answer the following questions:

1. What are the strong points of the sessions? Of the facilitators? Identify the

factors that helped in these areas, if possible.

Title of Topic& Name of Speaker

Rating

Strong Points

Factors that
Helped (This may be
done through a Focus -

Group Discussion)

Session

Topic:
1 P

Facilitator:

Session

Topic:
o P

Facilitator

Session

Topic:
g P

Facilitator

Session

Topic:

Facilitator

Session

Topic:
= P

Facilitator

Session

Topic:

Facilitator

Balogo Sports Complex, Balogo,Sorsogon City, Sorsogon 4700
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Bepartment of Education

Bepublic of the Philippines

REGION YV

Schools Division of Sorsogon

2. In which area should the session and the facilitator improve on?

Factors that may Recommended
contributed (This may | Steps to Address
Areas for Improvement | be done through a Focus the Issue/s.
Group Discussion) Indicate whether

action can be
immediate or
long-term solution

Session | Session
1

Facilitator

Session | Session
2

Facilitator

Session | Session
3

Facilitator

Session | Session
4

Facilitator

Session | Session
5

Facilitator

Session | Session
6

Facilitator

3. Are there critical incidents that are not captured by the evaluation tool? Describe
these incidents in the table below:

Critical Incident (Refer to the
STAR form, 5Ws H)

Identify deviation from
Standards applicable

Propose Course/s of Action
to Address the Deviation

Balogo Sports Complex, Balogo,Sorsogon City, Sorsogon 4700
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questions:

Bepartment of Education

REGION V

Schools Division of Sorsogon

PART II: Analysis of the Daily Operations of the Training Management
Based on the results of the evaluation of the daily operations, answer the following

1. What are the strong points and areas for improvement of the daily operations of
the training program? Identify the factors that helped in these areas, if possible
and give suggestions.

DAY Overall Strong Points Areas for Improvement and
Rating Suggestions
1
2
3
4

AVE. RATING FOR
OPERATIONS

2. Are there critical incidents that are not captured by the evaluation tool?
Describe these incidents in the table below:

Critical Incident (Refer to
the STAR form)

Identify deviation
from Standard/s

Proposed Course/s of Action to
Address the Deviation

IMPORTANT: Parts I and II should be used for Debriefing as Feedback to the Program
Management Team for information and immediate action

PART III: ANALYSIS OF THE PROGRAM EVALUATION (to be accomplished at the end of the

training program)

Identify Class
Section/s and
batches

Program Objectives,
Content and Result

Overall
Session-
Facilitation

Sessions

Administrative Training
Arrangements | Venue and
Meals
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Based on the results of the Post Program Evaluation, answer the following questions:

1. What are the strong points of the training program? Identify the factors that
helped in these areas, if possible. In which areas should the training program be
improved? Identify the factors that contributed to these areas, if possible.

Factors that have Suggestions for
helped/contributed to the Improvement
strong points/areas for
improvement

Strong Points

Areas for Improvement

3. Are there critical incidents that are not captured by the evaluation tool?
Describe these incidents in the table below:

Critical Incident (Refer to Identify deviation from Proposed Course/s of
the STAR form) Standard/s Action to Address the
Deviation
Submitted by: Copy Given to: On-Site QAME Team Leader
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Bepublic of the Philippines
Bepartment of Education

REGION V
Schools Division of Sorsogon

SUMMARY OF DAILY MONITORING AND EVALUATION

(QAME Form 2-Revised)
to be accomplis y On-Site Team Leader)
b lished b i d

Title of the Training: Date Accomplished:
Inclusive Date of Training: Venue:
Proponent: No. of Participants: M + 3 =T
1.What is the general evaluation of the session and facilitation?
Day Overall Session- General General Summary of Comments and
Facilitator Rating | Rating for | Rating for Suggestions
(Average of General Sessions | Facilitators

Rating for Sessions
and Facilitators)

Pl W N =

SITE AVERAGE FOR
SESSIONS AND
FACILITATORS:

Major Observations/Findings:

2. What is the overall rating of the daily operations of the training program?

Day Overall Summary of Significant Comments and Suggestions
Rating
1
2
3
4
AVERAGE FOR
OPERATIONS

Major Observations/ Findings:
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