Republic of the Philippines
Bepartment of Education

Region XI
SCHOOLS DIVISION OF DIGOS CITY

Office of the Schools Division Superintendent
December 3, 2025

DIVISION MEMORANDUM
SGOD-2025—

To : Assistant Schools Division Superintendent
Division Chiefs
Education Program Supervisors
Public School District Supervisors
Public School Heads
Public School Teachers

Subject: PARTICIPATION IN THE INTERNATIONAL SEMINAR-WORKSHOP ON
SKILLS BUILDING AND CAPACITY DEVELOPMENT FOR NON-TEACHING
PERSONNEL: STRENGTHENING ADMINISTRATIVE EFFICIENCY AND
SERVICE EXCELLENCE IN EDUCATION

1. This is in reference to the 1st Indorsement dated November 26, 2025, signed
by Allan G. Farnazo, Director IV, the herein invitation form the Philippine
Educators for Professional Development, Inc., Executive Director, re:
Participation in the International Seminar-Workshop on Skills Building
and Capacity Development for Non-Teaching Personnel: Strengthening
Administrative Efficiency and Service Excellence in Education, on
January 9-11, 2026 in Baguio City.

2. Participation in the activity should only be voluntary and prior arrangement
of the concerned school heads and teachers shall be made in compliance with
DepEd Order No. 9 s. 2005 re: “Instituting Measures to Increase Engaged
Time-on Task and Ensuring Compliance Therewith” ensuring that no classes
shall be disrupted and no DepEd funds shall be used.

3. Relevant details and information are provided in the enclosures.
4. Attendance/participation is on official time only.

5. Immediate and wide dissemination of this Memorandum is directed.

For and in the absence of the
Schools Division Superintendent

NEIL GCAYAO
Public Schools District Supervisor,

: Officer In-Chargfjﬁ,\/
i SIS ».T_qr.ﬁ\’ @w

Enclosed: As stated.
SGOD/ jsa

Address: Roxas Street cor. Lopez Jaena Street, Zone ll, Digos City 8002
Telephone No: (082)553-8396 | (082)553-8376 | (082)553-9170
| (082)553-8375
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 Date and Venue: January 9-11, 2026 &




Philippine Educators for Professional Déveiopmenf inc.

| 108 Roadside Banaba Kanluran, Batangas City 4200 I, Philippines
sacnmaﬁmmmmmmmesm mnonno.zm»?u

Participants are expected to:
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IV. Key Training Topics

Demonstrate awareness of ethical standards and accountability in puhﬁc serm
Apply Al and digital productivity tools to improve office workflow,

Strengthen media and information literacy in managing oo;mnunica@m and data
Practice effective conflict management and team collaboration. = :
AmVMndmesofdmsmfpreparedmsandreﬂlimmmomcemmem

Revisiting the Code of Ethics | Ethics and m&:ﬁw
for Gavernment Employees
Use of Al Productivity Tools | Digital Transformation
for Education Offices s
Improving Digital and Media | ICT and Communication
Literacy ik
Conflict Resolution and Behavioral and
Workplace Ha | Interpersanal Skills
Gender Sensitivity and Gender and Development
Awareness in the Workplace | (GAD), Inclusivity, and
‘ Respectful Work

Environments
Disaster Preparedness in mems#ew and
Schools and Offices &

V. Evaluation Plan (Aligned with cscrmmn()

Kirkpatrick Level Evaluation m :

Level 1 —Reaction | Participant evaluation End of training
forms

Levei 2 —~ Learning | Pre- and post-tests; During sessions
reflection outputs

Level 3 — Behavior | Feedback from smewim Within 3 months
post-training :

Level 4 — Results Improvement in workflow | Within 6 months
efficiency or d!et‘t b
feedback
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108 RoadmdeBambaW&st,BatangasC?tyQGﬂH‘@pinﬁ

+632 9989925601 phedpd.inc@gmail.com:




1usnoadsidesar;abaxanumamgasaty4m :
SEC Registration no. 2025020188988-03 BIR TIN 669-803- 1scHWMaedhummms-74:

VI. Institutionalization and Follow-Up %

e

To sustain learning outcomes:

Participants will prepare an Individual Development Plan (IDP) upon mmpleﬁm

HRD Officers and Administrative Heads will integrate outputs mtomeSdloo%rDMSion L&D Plan.
‘Best practices may be shared during regional or division HRD coordination r@aﬂngs

VII. Exped:ed Outcomes
Enhanced efficiency and accountability in admm&rative processes.
Improved digital skills and responsible technology use.

Strengthened ethical culture and teamwaork among staff. !
Contribution to a responsive, learner-focused, and service-driven educaﬂors@;stem

Key proponent:

Mr. Jeffrey M. Mayor
Executive Director
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This Training Plan and Program Design, including its concepts, structure, qngems mm;ngm Sl
and evaluation tools, is the intellectual property of the Philippine Educators for Professional
Development, Inc. (PEPD, Inc.). All rights are reserved.
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No part of this plan may be reproduced, distributed, transmitted, orusu&s—whethermwrdearh
part—for commercial, institutional, or derivative purposes without the prior written permission of
PEPD, Inc. Unauthorized use, reproduction, aradaﬁﬂbonofﬂusmaterﬂcmsﬁmtesa\ﬁelmof i
the Inteilectual Property Code of the Philippines (Republic Act No. 8293) and other applicable laws. |

i

* 108 Roadside Banaba West, BabngasC!ty*#ZﬂDWnes
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