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TO:

DIVISION MEMORANDUM

No. AXo s.2016

ionaihanT. Dagaan& HT-I- imbayao/SQ. Ana ES

Cosiulita K Olarte, SP-l'Barangay 9 ES

Mylene foy L. MoliDa, HTJ -Slmaya ES

Arimat.o B. Halitra, HT-l- Maligaya /Lunocan ES

DeEic J. Pabtllaran, SP{ 'Kibalabag Es

Paul Patrick Padua, HT{-Baganao ES

Pautina M. Minao, HT-l- Kilap-agan/Taguilanao ES

B.rDa Bateriza, SP{ -Manalo&/Kibalabag ES

Noi-allm P. Ronoto, HTJ- Lalawan ES

Rqlyn Crucio, Teacher III- Malaybalay City CS

Concemed [sGoD, crD, osDs]

FROM:

February 4, 2015

Maitele B. Israel TIII/TlC-Kalasungay NHS

Wilfredo Balmocena, PhD, HTlll/TlC Malaybalay City
Science NHS

Florina V. Terorio, MT II/TIC -CasisangNHS

Iohr P. Rarogal, Principal I-san Martin Agro-
lndustrial NHs

Gemma A. iiammba, TiiiTTiC-iuiNiiS- Annex Laiawan
Maiites Melendez TIII/TlC -MNHS-Annex Miglamin
Elson Dahilo& HTI/TIC. Malaybalay Ciry NHS

Rosabella B. Onipa, T1/OIC- Apo Macote NHS

ArleEe Gantalao, TIII -Bukidnon NHS

co(6 -odb
iitri 1.1 '5ALA\ i, '

rii.Li,rl'-D
IPIC- Schools Divrsion su

RIA. CESO VI ,

perintenden{
L OPLENA i

{
- -18

"{'l

ru 0420 a.*
DATE; February 4,2016 ," .. "a#
suBlEcT: CAPABILITY-BUILDING ON OFFICE OPERATIONS AND SERVICES,

SCHOOL GOVERNANCE AND OPERATION, AND CURRICULUM
IMPLEMENTATION OF THE NEWLY PROMOTED SCHOOL HEADS

1, You are hereby directed to attend the Capability.Buildihg on Office Operations and Services, School
Covemance and Operation, aad Curriculum lmplementation of the Newly Promoted School Heads is
scheduled at Roberto's Place Casisan a ci on the followin dates

Module I-
Services

Office ODerations and February 16-19. 2015 8:00 am' ParticiDants ahd concerned
m resource eakers ofoSDS

February 23.24, 26,2016 a:00
am-5:00
March 2-d 2016 8:00 am-
5r00

2. The seminar workshop obiectives are stipulated in Enclosure 1-3

3. All participants and concerhed resource speakers are expected to be atthe venue at exactly 7:30 in the
momingand must bring the followingj laptop/netbook, extension wire, flash diskor extemaldrive, data oh
c^h^^t -.^fito .h,t ^o,f^rh,n-a in.li.rr,.i..

4. Registration and other faining expenses shall be charged on the HRTD funds of the Division omce subiect
to the usual accountingand auditing polici es, rules and regulations.

5. For compliance

Encl:
As stated

Copy furnished:
R.ecords Unit

Modules Schedules Persotrs Involved

Module 2- Schools Govemance and
Operations Division
Module3- Curriculum Implementation
Division

Participants and concemed
resource speakers of SGOD

Pamcipants and concemed
resource speakers of CID

To be posted in rhe website,

F



E closure r: Module 1: office operations and Services (Office ofthe SDs)
Febmary 16-19, 2016

. Capacitates the school heads on the existing policies, technical operations and procedures in the
adminisrrarive, iiscai, procuremenq iCT, and iegai services ior the efiective and eiitctenr schooi
operation;

. Equip with substantial information on the office/school transactions and how to comply the
necessary requirements based on exi s ting policies, procedures, and systemsj

. Provide them with the technical knowledge and baseline resources on how to establish their
administrative q,/stems and proceduros in the schooll

. Apply their learning through seminar-workhops; and,

. Appreciate the importance of adm inistrative, fiscal, procurement,lCT and legal services as essential
in the schools Bovemance and operations

Moduls l: OfEco of the SDS Fob. r6-1 2Ot6)

1: Feb 16
Registration/Attendanc€

8:00AM.9:00AM Opening Pro$am:
. NationalAntheh
. lnvocation
. opening/welc-onreRemark
. AcknowledgernentofParticipants
. Message

. LevelingofExpeLlation

N. Salga (Video Pres,)
N. salsa (video Pres.)
R Rosal€jos

School Operating Bud8et & Other
Concerns
6rant, Uttlization & Liquidation ofSchool
MOOE

S. Mapub

E.L.0plenaria
L. Lapectros
R, Rosa os

tC Rosaletos

R. Limbengco

1:OUPM'5:UUPM

2t Feh 17

8:30AM.10:0oAM

1:0OPM.5:00PM

9r00AM-12:00Noon

4: reb 19

Grant, utUrzabon & LrquldaUon ot School
MOOE

Lunch

M ent of Leami !s

Other Re

Salient Poinrs on the ProcurementLaw
9184

Lunch Break
SalienlPoints on lhe Procurement Law
RA 9184

Lunch Break

Op€ninB ofAccount
lssuance and Preparation ofCheck and

O. Zamora
P.Arias

Pat!.i

E. Tagailo

Personnel Actions
Grievance Machine

Ma ment ofLearnrn
Admlnistrative Discipline and Confl ict
Resolution
Lunch Break
Inventory-taking and School Property

7:3OAM-8:0oAM R Limbengco

9:004M-11:00AM

11:00AM-12:00NN

12:00NN.1:00PM

7:304M-8:004M
8:0oAM.8r30AM

10:004M-12:00N

12:00N-100PM

S. Maputi

R. Rosalelos

R. Limbengco
Particrpants

O. Zemora
P. Arias

X. Alas

7:3oAM-8:0oAM
3: Feb 18

Registration/Altendance

Utilization ofPPMP
PhilcEPs KAbendaho

R. Limbengco

F, Porras
K.Un
G. PasiaAdlustmenL Forms 7, Salary int€gration,

NOSI, NOSA

Salary Clalm, Salary Difforential, Salary

a:00AM-8:3oAM ent ofLearn

D cco c SeTRs, redc its

GSIS Forms-ARA

Leave Benefits

N. Palma
12:00N-1:00PM
1:00PM'5:00PM G. Gamudn

8:0oAM.8:30AM
8:304M-12:00N

12:00N'1r00PM
1:00PM.4r00PM

4:00PM-5:00PM

Participants
O. Zamora

osDsP

E. Razo

(



Enclosurc 2: Nlodrle 2: schools GovemaDce ard op.ratioDs (sGoD)
Februarf 23-24,26,2016

. Develop thorough understandingon the school governance and operation Process;

. Enhance knowiedge and skiiis on prepararlon on the Schooi important docnmen6;

. Develop skills in financial utilization and Management;

. Learn the important features ofschool operations and planning Process; and,

. Foster a collaborative and equitable learning environment

M^,l,,la ,. S^h^^1. G^va,nr6.a.nd n E6+i ,1-'rl A- ,A rll1F

Registration/Attendance

8:00AM-9:0OAM Opening Program:
Natiohal Anthern

openin g/Welcome Remarks

Message

Overview/Statement of Obiectives

Result-Based Performance
ent an Overview

Change Management and
Communication

2: Februa 24

8:3oAM-12i00N Implementing cuidelines in Revised
JDF ( uu i or, s. zulzl

Noon Break
1i00PM-2:00PM

Jimdandy Lucine
Proiect Development Omcer II

Lorenzo O. Capacio, Ed.D

Rosie A. Salupado
EPS.SGOD

Ellen N. D.larte EdD

Basic Education Information System &
Learhers Information Svstems

l\lovem Sescon
Plannin Omcer III

/:JoAM-8:00AM idarsililir inapud Mamawag

EPS II-Soc Mob

In-ChargeTopicsTime
Day 1: February 23

Marsfifth Maputi Mamawag

EPS ll-Soc Mob
7:3OAM-8:00AM

Invocation
Kanak Ha Banuwa
Division Hymn

Acknowledgement of Participants Ferdinand V. Mortera
SEPS.HRD

Edilberto L. Oplenaria, CESO VI
Schools Division Superintendent

9:00-11:00 Vince G. San Miguel
EPS I!HRD

11:00-12:00 Ferdinand V. Mortera
SEPS.HRD

1:00-2:00

7:3oAM-B:00AM

4:00-5:00 Guidelines on Revitalizing Boy
Scouting in Schools Nationwide (DO

Registration/Attendance

Continuation

76 s.2012

Ferdinand Y. Mortera
SEPS.HRD

Marsfifth Maputi Mamawag
EPS ll-Soc Mob

B:00AM-B:30AM Invocation
Management ofLearning

Participants

12:00N-1:00PM

ADgellna A. cacharo, PhD
EPS II-M&E

2:00PM-3:00PM Basic Education Research Fund Rosalio P. AraDgco
SEPS-Planning & Research

3:00PM-5:00PM Disaster Risk Reduction &
Management in Schools

Jim Luclne
PDO II

Day 3: February 26
ReFstratloh/Attendance

0:00AM-8:30AM Management ofLearning ParticipanLs
8:30AM-9:00AM Child Friendly School Systerhs, PTA,

GSP

Perlita B. Wales
SEPS -SocMob

9:00AM-10:0OAM 4P's,SPG/SSG Marsfifth M. Mamawag
EPS II -SocMob

10:0OAM-12:00N Overview on Brigada Eskwela
Implementation Program

Rosie A. Salupado
EPS,SCOD

12:00N-1:00PM NOON EREAK
1r00PM-2:00PM

3:00PM-4:30PM

Leslie T. Fontanil neer III

utchel L. N

E n

a

School Physical Facilities
Schooi iieaith & Nutnnon Programs
Communication and Issuances

4:3oPM-5:00PM HRTD section

Z:00PM-J:00PM

CIosih P

Nan L.D urto, turse ii



Enclbsure3: Module 3: Curiculum lEplementation (CID)
March 2-4,2016

. Assess the effective management of the classroom (instructional time, strategies, subiect matter
concepLs, skiiis and resources];

. Enable ahd assist teachers in fosrering active student-centered, responsive, relevant, integrative
and reflective leaming ehvironment; and,

. Allow the school heads to strate6ze with the teachers to promote critical thinking ahd higher order
thinkingskills.

Modrle 3i Crrrrirrllum I lemcnteti.ln zrfh z-4 2016
lcs

1: March 2
Preparation/ Registration

8:00AM-9:00AM o
NationalAnthem
Invocation

Overview

Message

9:30AM-10r00AM Sefti the Leamin Environment

DaJ Z+!_aro_!
7:3OAM-8:00AM ation tion

Immersion Simulation
12:00N-1:00PM NOON BREAK
1:00PM-3:00PM

Class Observation(Secondary)
Processing of Data & Post -Con
Observation

PurlsiEa l. Y EPS-I,RMDS

Manuel L. Dinla III

Kervi Don Abendaflo
Admin. Aide VI

losie D. Zamora
IPED Coordinator

3:00PM-5:00PM

Pr Re tion
8:0OAM-8:30AM Ma ement of Learning Participants.

In-charge:
Bonifacio M. Palo
PSDS District III
Coslita IC Muring
OIC,PSDS District V
Carlos G. Rara
PSDS DistrictVltl

8:30AM-12:00N Refurn Demonsfation

1:00PM-4:30PM Return DemonsFah In-charge:
Bodfacio M. Palo
PSDS District III
Coslita IC Muring

OIC,PSDS District V
carlos c. Rara
PSDS DisEictVIII

on

KanakHa Banuwa
Division Hymn
Opening/Welcome Remarks Ralph T. QuiroE Chief ES

eaker Facilitator In-C

ManuelDinlayan III
PDO II

Timc

7:30AM-8:00AM

PurisimaYap
EPS.LRMDS
Edilberto L. Oplenaria, CESO Vl
Schools Division ntendenl

10:1sAM-12r00N The Principal as lnstructional Leader lovy G. Molina, PSDS, District I

12:00N-1:00PM NOON BRIAK
1:00PM-3:00PM Instructional Supervisory PIan Noel A. TaD Nery, PSDS, Districtvll
3:00PM-5:00PM Stages of Instructional SuDervision Analy L. Ocier, EPS

Participants8:00AM-8r3OAM Management of Learning
Virgilir R Pizzaro
School Principal IllOIC PSDS District lX

B:30AM-10:00AM Instructional Supervisory Tools

10:0OAM-12:00N Dishict IVRomil T a D

PSD District III
Jesus V. Muring

Class Obsewation(Elementary)
Processing ofData & Post -Con
Observation

Day 3: March 4
7:30AM-8:0OAM eparation/ Registra ] Manuel Dinlayan IIt

12:00N-1:00PM NOON BREAK

14:30PM-5:00PM I Closing Program CID Staff |




