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FRepullic of the Philippines

Bepartment of Ehucation

Cordillera Administrative Region
Schools Division of Benguet

08 June 2026

DIVISION MEMORANDUM
No._ 213 ,s 2034

SUBMISSION OF DOCUMENT REQUISITES FOR THE SDO BENGUET
RESOURCE PERBON ROSTER

TO: Office of the Schools Division Superintendent o
Curriculum Implementation Division ! ;' JUN [ 8 0 h“[
School Governance and Operations Division L v b ;
Public Elementary and Secondary School Heads R E !:E-;{g EJD
All Others Concerned T T T

R, s

1. Pursuant to DepEd Order No. 001, s. 2020 (Guidelines for NEAP Recognition of
Professional Development Programs and Courses), NEAP-QAD protocols, and
DepEd Memorandum No. 044, s. 2023 (Interim Guidelines for QA, Monitoring,
and Evaluation of NEAP Core Programs), this Office directs all qualified and
prospective learning resource persons (Enclosure 1) to submit the mandatory
documentary requirements for inclusion in the official SDO Benguet Resource
Person Roster.

2. This call for submission aims to establish a verified, highly competent SDO
Benguet Pool of Resource Persons to facilitate upcoming learning and
development (L&D) interventions. Specifically, the gathered document requisites
shall serve the following purposes:

+ NEAP Quality Assurance: To evaluate and align training contents with the
Philippine Professional Standards for Teachers (PPST) and the Philippine
Professional Standards for School Heads (PPSSH) pursuant to NEAP
standards.

» CPD Accreditation: To complete the documentary portfolios required for the
processing of Continuing Professional Development {CPD} credit units with
the Professional Regulation Commission (PRC); and

* Roster Standardization: To build a ready database of pre-qualified resource
materials and subject matter experts for scamless division-wide training
deployment.

3. Inline with the objective of establishing a quality-assured SDO Benguet Resource
Person Roster, please be reminded that the specific requisites constitute the
primary component of PRC-CPD applications. Relative to this, notice is hereby
given regarding the official policy of the Professional Regulation Commission
{PRC) stating that the utilization of CPD Undertakings for Professional
Identification Card (PIC) renewals shall only be permitted until June 30, 2026.
Thereafter, the "No Undertaking" mandate shall be strictly implemented,



effectively ending the grace period and establishing full CPD credit compliance as
an absolute, non-negotiable prerequisite for license renewal.

. The following identified documentary requirements (Enclosure 2] must be
submitted in PDF form on or before the deadline on June 26, 2026. Relative to
this, applicants shall upload their digital files to the designated online portal via
this link: httpa:/ /tingur] com /43 m2P8m= . For orderly tracking, please use the
following file-naming convention.

a. Resume or Curriculum Vitae: 1 NEAP template and 1 PRC CPD template;
FullName_RESUMENEAP
FullName_RESUMECPD

b. Session guide for each of the topics;
FullName_SessionTitle

c. Slide decks or power point presentations;
FullName_PresentationTitle

d. Worksheets / activity sheets;
- Folder instead of file may be uploaded as needed
- FullName_WORKSHEET_Topictitle

e. Pre and Post test (at least 3 questions per topic)
- Fullname_PRETEST_ TopicTitle
- Fullname POSTTEST_TopicTitle

. Prospective RPs are authorized to utilize whichever pedagogical framework is
most suitable for their assigned subject matter, provided the selected session
guide format strictly adheres to recognized adult learning and quality assurance
principles,

- Resumes must be submitted and uploaded in two distinct formats: one adhering
strictly to the NEAP template, and the other complying with the PRC-CPD
template. This dual submission is mandatory, as NEAP and the PRC operate
under different quality assurance criteria and evaluation standards for resource
speaker qualifications.

- Personnel not explicitly identified in Enclosure No. 1, but who have otherwise
been duly certified and have rendered services as learning resource speakers
across all governance levels—from institutional to international—are hereby
encouraged to accomplish the needed decumentation. This will ensure their
systematic integration into the quality-assured SDO Benguet RP Roster.

. To ensure the proper accomplishment of the required documents, technical
assistance is readily available through the Human Resource Development
Section. For any questions or clarifications, please contact Xylene Gmail D.
Kinomis or Nerissa I. Barbosa.

. Immediate dissemination of this memorandum is highly directed.

Assistant Schools Diision Superintendent
Officer. In/Charge
Office of the Schools Division Superintendent

SGOD/LBA/hrds /xdk
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Enclosure 2. supmssion of DOCUMENT REQUISITES FOR THE EDO BENGUET RESOURCE PERSON ROSTER

A. Resume (Folio size)

A.1 PRC - CPD Resume Template

ifx Professional Regulation Commission
' RESUME OF RESOURCE PERSON
CPD COUNCIL FOR PROFESSIONAL TEACHERS RECENT 2X2
PICTURE (cotor
photo with
Principal Alternate Substitute white
D P D D background})
Part I. Personal Circumstances -
MName:; Nickname:
Residence Address: Contact Details

Landline No.:

Business Address:

Mobile No. 1:
Mobile No. 2;
Email Add.:

Nationality/Citizenship:

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 ll. Track Record

Specialization

Sub-Specialization

Major
Competancy
Areas

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 {ll. Education and Employment

Educational Name of Inclusive
Background School/University Address Dates Degree Eamed
College
Post-
Graduate
Pasition Agency/Company Inclusive Dates
Work
Experisnce:
Five (5) most
recant
Part IV, Other Relavant Information
Profession/s License Issued Valid
No. on: until:
AIPO Membership National/Chapter Position Date
Other Major Affiliations : -
(Professional, Civic) National/Chapter Position: Date

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

{ 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 Namea

Date

[Electronically paste here your scanned PRG
ID for professionals or other govemment-
issued or company |D}




A.2. NEAP QA Resume Template

{Enclosure No. 5 to DepEd Memorandum No. s. 2023)

Republic of the Philippines

Bepartment of Ehucation

National Educators Academy of the Philippines

CURRICULUM VITAE OF RESOURCE SPEAKER/SUBJECT-MATTER EXPERT

PROFESSIONAL DEVELOPMENT PROGRAM:
RECENT 2X2
PROFESSIONAL DEVE) MENT PROGRAM PRO PICTURE (color
P H .
LoP VIDER photo with white
background)
Part I. Personal Information
Name:
Residence Address: Contact Details
Landline No.:
Business Address:
Mobile No. 1:
Mobile No. 2:
Email Address:

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, if any, may submit this
duly accomplished form three (3} days before the start of the Professional Development program/ course.

Part II. Track Record

Areas of

Specialization /Ex
pertise

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




Date

Title

Relevant Seminnrs/Training Programs Attended in the last five {5) years

Date

Title

Relevant Publications, Research, and Conference Papers

Date

Title

Major Achievements, Citations, Recognitions, and Awurds

Date Title Awarding Body
Part III. Education and Employment
BEducational Background

Name of Inclusive Degree
Level Schaol/ University Address Dates Earned
Undergraduate

Post-Graduate

Work Experience: Five (5} most recent

Position

Aéency?Company

Inclusive Dates




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

Eligibility

Profession /s License No.

Issued on: Valid until:

Other Major Affilintions {(Professional, Civie, etc.)

Name of

. Nati t
Org ton ional /Chapter

Position /Nature of Work | Date

T hereby certify that the above information written by
me are true and correct to the best of my knowledge and
belief. 1 further authorize NEAP and other agencies to
investigate the authenticity of all the documents
presented.

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

Signanire Over Printed Name

Datc:

Scanned copy of PRC License




B. SESSION GUIDE {Folio or A4 size)

Session Guide

STEM

Framework Best Suited For Key Focus
al P ical Topi o ' '

4As gl-iil].llcsr edagogical Topics / Soft Experiential processing of ideas.

5Es Curricutum Content / Inquiry & Student-centered discovery and

exploration.

Gagne's 9 Events

Technical/Administrative Skills /
ICT Tools

Systematic mastery of procedural
steps.

3ls

Short Webinars / Express

Workshops

Rapid interaction and immediate
integration.

B.1. 4 A’s SESSION GUIDE TEMPLATE

The simplest, most streamlined session guide format used in DepEd is anchored on the 4As
Method of Adult Learning (Activity, Analysis, Abstraction, Application),

1. General Information

II. Objectives & Standards Alignment

Program Title: fe.g., School-Based INSET on MATATAG Curriculum)
Seasion Title: (e.g., Contextualizing Lesson Exempiars in Reading}
Duration: (e.g., 60 Minutes / 1 Hour)

Target Participants: (e.g., Key Stage I Teachers)
Resource Speaker: [Name and Designation/

* Professional Standard Link: [Target PPST Indicator, e.g., PPST Indicator 1,5.2]
» Terminal Objective: [What will participants be able to do by the end of the session?]
* Enabling Objectives:
1. [Objective 1 - Knowledge/Understand]
2. [Objective 2 - Skill/ Do/

II. Key Content / Concepts

e [Core Topic Bullet 1}
e [Core Topic Bullet 2f

IV. Learning Delivery Matrix (The 4As Flow)

Phase & Time

Introduction
{5 mins}

Methodology / Slide Content

» Welcome, session overview, and statement of

objectives.

Materials
Needed

Slide Deck,
Laptop,
Projector .




~ Phase & Time

Activity (10
mins)

Annlysis (10
. mins)

Ahstraction
{20 mins)

Application
{15 mins}

Methodology / Slide Content

¢ 8lide Reference: Slides 14

* Iccbreaker / Dlagnoatics: A short group task
or brief diagnostic quiz to gauge participants’
baseline knowledge.

+ Slide Reference: Slides 5-7

* Processing Questions: Facilitator asks: What
went well? What challenges did you encounter?
How does this connect to your classroom
experience?

» Slide Reference: Slides 810

* Lecture / Deep Dive: Highlighting core
principles, legal frameworks, and technical
content. Thig is the main discussion phase.

* Slide Reference: Slides 11-25

* Workplace Integration: Participants answer:
How will you apply this directly in your class
tomorrow? Drafting a mini Workplace Application
Plan [WAP).

* Slide Reference: Slides 26-30

V. Assessment / Evalnation {5 minas)

Materials
Needed

Activity Sheets,
Markers

Whiteboard /
Meta-cards

Slide Deck

WAP Template,
Notebooks

» Briefly state how learning will be checked {e.g., Online exit ticket, Google Form link
tracker, or Q&A segment).



B.2 5 E’s SESSION GUIDE TEMPLATE

Best suited for curriculum content, inquiry-based learning, Sdence, Math, and STEM-related
professional development.

I. Session Overview

* Program/Course Title:

* Sesslon Title:

* Target Domain (PPST/PPSSH/PPSS Indicator):

+« Duration: {e.g., 60 Mins / 90 Mins)
¢ Resource Speaker:

. Learning Objectives

» Terminal Objective:

¢ Enabling Objectives:
1.

2.

I, 5Es Learning Delivery Matrix

Phase 8
Time

1. Engage

{ mins)

2. Explore

{ mins)

3. Explain

{ mins)

- Methodology & Facilitator's Key Prompts

Hook / Activation of Prior Knowledge:

* How will you capture interest and uncover
existing preconceptions or gaps?

» Key Prompts/Questions;

Hands-On / Inquiry Activity:

» What collective taslt or simulation will
participants perform bejore formal
instruction?

* Participant Action:

Formulation of Concepts / Deep Dive
Lecture:

+ How will you formally present definitions,
regulations, or core technical concepts based
on their exploration?

. SHde

Ref.

Slides
_to__

Slides
to

Slides
_to__

Materials
Needed



Phase & Slide ' Materials

Time Methodology & Facilitator's Key Prompts  Ref. Needed
4 Extension / Contextualization:
Elahorate Slides
* How will participants apply this new . o to_
( mins; knowledge to a more complex scenario, local
school chellenge, or lesson plan?
5 Assessment of Learning Outcomes:
Evaluate
* What instrument or diagneatic metric will
( mins) measure if the enabling and terminal

objectives were reached?

B.3. GAGNE'S 9 EVENTS OF INSTRUCTION TEMPLATE

Best suited for administrative procedures, technical systems, ICT tools, data encoding, or highly
structured regquilatory compliance paths.

1. Bession Overview

* Program/Course Title:

* Secsslon Title:

* Target Competency Standard:
s Duration:

* Resource Speaker:

0. Learning Delivery Matrix

Explicit Methodology & Technical Slide Materials

. Event / Step Content Ref. Needed

1. Gain Attention Present a compelling operational

problem, critical audit observation, or Slide __

{ mins) urgent division statistic.

2. Inform Learners
of Objectives State the explicit behavioral
outcomes, target skills, or - Slide __
- performance benchmarks expected.
{ mins)



Event / Step

3. Stimulate

Recall of Prior

{ mins)

4. Preaent
Content

{ mins)
5. Provide

Learning
Guidance

{ mins)

6. Blcit
Performance

{ mins)
7. Provide

Feedback

{ mins}

. B. Aspess

. Performance

{ mins}

9. Enhance
Retention &
Tranafer

{ mins)

Explicit Methodology & Technical
Content

* Connect this technical process to an

existing platform or workflow they
already use,

Chunk the rules, system steps, or
technical information into structured,
micro-learning segments.

Demonstrate standard operations,
Use case models, troubleshooting

. lowcharts, or step-by-step job aids.

Engage participants in a simulation,
hands-on system drill, or localized
practice task,

Review sample submissions or
provide immediate peer/facilitator
remediation on the spot.

Conduct an independent technical
execution or objective post-test to
verify procedural mastery.

" Provide context-rich templates, action
~ plan sheets, or quick-reference

toolkits for back-to-office work.

Slide
Ref.

Slide __

Slides
to

Slides
—to__

Shides
to

Slides
__to__

Shde __

Materials
Needed



B.4. 31s SESSION GUIDE TEMPLATE

Best suited for short webinars, express workshops, rapid tool introductions, or condensed virtual
training sessions.

I. Beasjion Overview

¢ Program/Course Title:

« Session Title:

* Target Domain (PPST/PPSSH/PPSS Indicator):

¢ Duration: (Typically 45 to 60 Minutes)
¢ Resource Speaker:

1. Learning Objectives

Terminal Objective:
+ Enabling Objectives:
1.

2.

1. 31s Learning Delivery Matrix

Slide Materials

Phase & Time Methodology & Facilitator's Execution Ref, Needed
Framing & Content Delivery:
* Fast-track hook to grab participant
1. Introduction attention.
Slides
(Recommended: * Concise discussion of core theories, —to
15 mins) ' guidelines, or the foundational ‘why" -
behind the topic. :
+ Directly mapping the session objectives
to classroom performance gaps.
Collaborative Adult Engagement:
. + Dynamic participant-to-participant or
2. Interaction participant-to-content engagement. . Shdes
—to
gge;o;:;?ended: » Bamples: Group brainstorming, -

~ breakout room discussiong, collaborative
digital boards {(Padlet/Jamboard), peer
critical-friend review, or quick chat-
storrning exercises.



~ Phase & Time Methodology & Facilitator's Execution Slide Materlals

Ref, - Needed
Workplace Application & Synthesis:
+ Translating the interactive discussion
into a concrete, localized classroom
3. Integrution output,
Slides
__ Lo
{Recommended: * Formulating immediate takeaways and
20 mins} defining how the learning shifts direct
teacher /school head behavior.
* Accomplishing commitment or action
cards for back-to-office implementation.
IV. Monitoring and Evaluation Mechanism
» Method of Assessment: {e.g., Google Form

post-test, digital output submission link, or visual synthesis checklist)



