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PBepartment of Education - ;e e

Cordillera Administrative Region
SCHOOLS DIVISION OFFICE OF ABRA

Office of the Schools Division Superintendent

February 6, 2024

DIVISION MEMORANDUM

No. _0 @_q[ s.2024

GUIDELINES ON THE CRAFTING, SUBMISSION AND ACCOMPLISHMENT OF WORKPLACE
APPLICATION PLAN (WAP) AND CERTIFICATION OF LEARNING AND DEVELOPMENT
APPLICATION

To: All SDO Personnel
Elementary and Secondary Public Schools Heads
Elementary and Secondary Public Schaols Teaching and Non-teaching Personnel

1. Pursuant to DepEd Order No. 44, s. 2023 — Interim Guidelines for the Quality Assurance and
Monitoring and Evaluation of the National Educators Academy of the Philippines Core Programs,
DepEd Order No. 007, s. 2023- Guidelines on Recruitment, Selection and Appointment in the
Department of Education and DepEd Order No. 2, s. 2015 - Guidelines on the Establishment and
Implementation of Results-based Performance Management System in DepEd, this Office through the
SGOD-Human Resource Development Section and Personnel Development Committee, hereby
issues the attached templates in crafting Workplace Application Plan (WAP/formerly known as the
Re-entry Action Plan - REAP) on the application of Leaming and Development

(L and D) programs or activities attended by all SDO and school-based personnel which are geared
towards enhanced delivery of quality basic education and improved learning outcomes.

2 The attached templates are aimed at providing harmonized application of Professional
Development Programs (PDP)/activities attended.

Specifically, the templates are to:

a. prescribe essential parts of the Workplace Application Plan (WAP);

b. serve as documentation of the application of learning and application of education;

c. provides guidance to the proponents on the process of planning and implementing of work
application plans.

3. Attached herewith are the following templates for reference and guidance which are
downloadable thru this link — http://tinyurl.com/WAPMemoAndEnclosures

Enclosure 1.a: Workplace Application Template (WAP) for Learning and Development
(Application of L and D)

Enclosure 1.b: Workplace Application Templiate for Education (Application of Education)

Enclosure 2: Work Application Plan completion report

Enclosure 3: Process flow on the preparation, accomplishment and certification of WAP

Enclosure 4.a: Competency Matrix for all personnel across positions -Core Behavioral
Competencies

Enclosure 4.b: Competency Matrix for Heads/Managerial Positions
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£ 4 Telephone No.: (074)614-6918
m Email Address: abra@deped.gov.ph

Website: hitp://www.depedabra.com
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“Systain Integrity, Lead, and Nurfure Abrenios for Greater accomplishment.”

Address: Actividad-Economia St., Zone 2 (Consiliman), Bangued, Abra
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Republic of the Philippines
PBepartment of Education

Cordillera Administrative Region
SCHOOLS DIVISION OFFICE OF ABRA

4. Approval of the Work Application Plan/Project (WAP) for training programs, seminars, workshops
and other related activities attended should be done five (5 days) AFTER the conduct of the

Professional Development Program (PDP)/ activity. For PDPs sponsored by NEAP, the prescribed
timeline shall be followed.

5. For post graduate units earned, WAP shall be submitted for approval WITH the final rating/grade
of the specified subject/s. For a completed post graduate degree, the official transcript of records
shall be attached to the WAP to be approved.

6. The Workplace Application Plan/Project should be implemented within six (6) months after its
approval. For Professional Development Programs (PDPs) and post-graduate units or degree
completed, five (5) years (2019-2023) before the issuance of this Division Memorandum, retroactive
implementation of the WAP is considered.

7. Approved Work Application Plan/Project and duly signed accomplishment report shall be
uploaded thru this link: http:/tinyurl.com/SDOAbraWAPSubmission

8. For immediate dissemination and strict compliance.

/GARCIA SR., EdD, CESO VI
ivision Superintendent _

/(m-

Address: Actividad-Economia St., Zone 2 (Consiliman), Bangued, Abra
Telephone No.: (074)614-6918

Emall Address: abra@deped.gov.ph

Website: http:/Awww depedabra.com

“Sustain Integrity, Lead, and Nurture Abrenios for Greater accomphishment.”
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Republic of l;t Philippines
Bepartment of Education

Cordillera Administrative Region
SCHOOLS DIVISION OFFICE OF ABRA

Enclasure 2. DM no. S 2024 — WAP - AR

WORKPLACE APPLICATION PLAN/PROJECT (WAP) ACCOMPLISHMENT REPORT

Project Title Indicate the title of the project
Proponent Name, Position and Official Station
Project Duration Specify the project's start and end date
Project Objectives Specific objectives of L & D activities which

should be aligned with the organization's goals |
Details of significant accomplishments on the .
application of L & D activities and outcomes
achieved during the project. Vis-a vis action

plans

Describe the challenges or obstacles

encountered during the project and how they
were addressed

Lessons Leamed Share valuable lessons from the project

including insights gained, best practices

identified, or areas for improvement

Key accomplishment

Challenges Faced and Solutions Applied

Skills enhancement Describe how employee’s skills have improved,
including examples of specific skills gained or
enhanced

Feedback and Stakeholders Comment Include feedback and comments from project
stakeholders team members, or participants

Recommendations for Replicability and Discuss the methods used to evaluate the

Sustainability success of the project |

Next Steps Outline the follow-up actions or

recommendations resulting from the projects
accomplishment including adjustment or ,
enhancements to existing projects

Annexes Work Application Plan/Project

Pictures

Other Relevant documents

_That the L & D intervention was completed and
used/adopted by the office at the local level

Certification

Prepared by:
PDP Recipient Printed Name over Signature
Attested by:

Immediate Head of the PDP Recipient

Noted:
Schools Division Superintendent

Telephone No.: (074)614-6918
Email Address: abra@deped.gov.ph
Website: hitp:/Avww.depedabra.com

~Sustain infegnly, Laad, and Nurture Abrens for Graaser accomplishment *

MATATAG
. — , — =

LA

/* Address: Actividad-Economia St., Zone 2 (Consiliman), Bangued. Abra
m’ ]
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Republic of ;bz Philippines
Pepartment of Education

Cordillera Administrative Region
SCHOOLS DIVISION OFFICE OF ABRA

Enclosure 3. DM NO. , S. 2024- PROCESS FLOW

Activity In-Charge Output
Conduct of and attendance to PDP Program Management Team Certificate of Participation
‘ (PMT)
-PDP Participant

Preparation of Workplace PDP Participants Approved WAP
Application Plan/Project Proponent/Focal Person of

the PDP (for TA)

WAP Implementation Proponent, Inmediate Head Accomplishment Report and

(for the monitoring) MOVs

.

Submission of WAP Proponent, Immediate Head Duly attested and signed WAP
Accomplishment Report and MOVs (for attestation) Accomplishment
Report/template
Issuance of Certificate of Completion SGOD-HRDS Certificate of Completion
Concerned SDO Focal

Person of the project
(for the preparation of the

certificate)
SDS (signature of the
certificate)
Uploading of WAP on the provided PDP Participant Uploaded WAP
link

D Address: Actividad-Economia St., Zone 2 (Consiliman), Bangued, Abra
DQTJED Telephone No.: (074)614-6918
s s Email Address: abra@deped.gov.ph
MATATAG Website: hitp:/www.depedabra.com

“Suslain Integrity, Lead, and Nurture Abrenios for Greater accomplishment.”
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Rrpublic of the Phlippines
Pepartment of Education

Cordillera Administrative Region

SCHOOLS DIVISION OFFICE OF ABRA

Enclosure 4 a DM no s 2074

CORE BEHAVIORAL COMPETENCIES (For ALL personnel across positions)

LML BLMAYIDRAL COMELTENON
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Bepartment of Education

Cordillera Administrative Region
SCHOOLS DIVISION OFFICE OF ABRA

Self Managemen!

.
2

Professionaism and Ethics

oy

B L N -

5

Sets personal goals and direction. needs and developmen!

Undertakes personal actions and behaviors that are ciear and purposve and tates n's accous! persona goals and values congruent to that of the organization
Displays emotional maturity and enthus.as™ for 379 & chalenged by hagher goas

Priontize work tasks and schedules (through gartt charls checvists e | io achwewe goans

Sels high quality. challenging realistic goats for se and ~®here

Demonstrates the values and behavior enshrined in the Morms of Conduct ard ERwal Stardards o pubide ofcas and emplayees (RA §713)
Practices ethical and professional behavior and condur! comsdenng ®e rmpact of heber acters and docssons

Maintains a professional image being frustworthy reguiarty of a%endarce and puretianty pood §rDoming and communicaton

Makes personal sacrifices to meet the organization s needs

Acts with a sense of urgency and responsdilty 1o meet the crpan ation & feeds mErove s psteTs and hed ofhers Improve ther oot wness

Resull Foous

1

2
3

4

5

Achieves resulls with optimal use of ime and resouroes mos! of e tme

Avoids rework, mistakes and wastage through efiective work methods by planng organatona neads before parsonal needs

Delivers error-free outputs most of the time by comforming 1o au,...e.q d..cu.... proced res comecty and consstenty Able 1o produce very sabisfactory quality of work
In terms of usetulness/acceptability and completeness wh no supenwos gy red

méaauomu?aisaoce:m_u&am:éawfﬁaﬁsu.s.a.sg 15..\5 oy May focus on new or more precse ways of meeting goals sel.

Makes specific changes in the system or in own work methods 1o improve perfrmance  Examoles may nolude dong somethng better faster at a lower cost. more
efficiently; o improving quality, customer satis‘action morae whou! seftng any specic goa

Teamwork

J
2

Willingly does his/her share of responsibility
Promotes collaboration and removes bamers 10 teamwork and goal accomp'shmen! across he organzaton

Scanned with AnyScanner
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R epublic of the Philippines
PDepartment of Education

Cordillera Administrative Kegion
SCHOOLS DIVISION OFFICE OF ABRA

3 Applies negotiation principles in armiving at wan-wan agreements

4 Dnves consensus and team ownership of decsinns

5 Works constructively and collaboratively with others and across organizations o accompds® organzatonal goals and obectves
Sanvice Onentation

1 Can explain and arliculate organizational directions msues 374 problers

2. Takes personal responsibility for dealing with and’or comectng cusiomer senvce msyes and woncems

3 Initiates activities thal Ua_.dmem ag for men and womer ermoowermen!

4 Participates in updating of office vision mssion mandates and stateqes based on a-m. stategees ang drections

5. Develops and adopls service improvement programs hrough smplfed procedures iat wil furher echanoe senice dediverny
Innovahon

1. Examines the roof cause of problems and sugoests efectve solutons Fosters ew deas pronesses 307 tugges's betier ways o do thngs (cost and/or operational
efficiency)

Demonstrates an ability to think “beyond the bor’ Contmuous’y facuses on smproving persona produstvy b create hgher value and results

Promoles a creative climate and inspires 00 — workers 1o deveiop ONg 2 003t of SoI0ns

Transiates creative thinking into langible changes and sout thal mprove the work unsl 2nd OMGaNZAUN

Uses ingenious methods lo accomplish responsit hes m...i.n...ﬂaﬁ resourcefiness and the abiilty 10 succeed with minmal resources

(S S S ]
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Bepartment of Education

Cordillera Administrative Region
SCHOOLS DIVISION OFFICE OF ABRA

Enciosure 4 b DM no s 2024
Enclosure 4.b DM no. s. 2024 - LEADERSHIP COMPETENCIES (for Heads/Managerial posttions)

J
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Leading People

1 Uses basic persuasion lechnigues in a dscussion o presantation e g | sta® moblizaton. appeals 1o reason and/or emotions. uses data and examples, visual aids
¢ Persuades convinces or nfluences others = order 1 have a soects mpact or eflect
. 3 "Sets 3 good erample’ 1 a credble and respecied leader and demorstrates desred bohavor
4 Forwards personal, professonal and work und needs and Meres's n an ssue
3. Assumes a pvotal role in promoting the deveiopment of an NepeNg. rievant vison for the organaation and influences others 1o share ownership of DepEd goals, in
order to create an effective work envronmant

1. Makes spacific changes in the performance management system of in own work mefads 1D mprove pertormance (¢ g does something befter faster. at lower cost,
more eficiently. improves quaity customer sateiacion morale tevenyes)
2 mawEgmzﬁmsawiﬁﬁgﬁggi%gi?g%ﬂi;
3 Provides feedback and technical assistance such a8 coachng o pertormance morovemenrt and action planning
4 States performance expeclations clearly and checks understanding and commisment
5 Performs all the stages of result-based pertormance managemant systam supporied by evidence and requred documentstorms
eope Developmeant

1 Improves the skills and eflectiveness of mdnadualy through empioyng a range of develooment stateges

2 Faciitales workforce effectiveness through coaching and motvatng developng peopie wiehn 3 work environment that promotes mutual trust and respect

3 Conceptualizes and implements lpaming intervantions to meet identfad ranng noeds

4 Does long-term coaching or traiming by arranging aporopnate and help'ul assigrments. Qﬂid‘:déoa!agnn?agagmg.u
leaming and development

5 Cultivates a learming environment by structunng nteractve erpenences such as looking for future opportunties that are in support of ach ndi |
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