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   September 24, 2021 

DIVISION MEMORANDUM    

No. 372 s. 2021      

   

 

SCHOOL-BASED CONTINUOUS IMPROVEMENT (CI) PROJECTS  

PLENARY SESSION 1 

 

To: OIC-Assistant Schools Division Superintendent 

 CID Chief 

 OIC-SGOD Chief 

 School Heads/OICs (Public ES, IS, JHS and SHS) 

 Continuous Improvement (CI) Coaches and Trainers  

 All Others Concerned 

 

1. Relative to the implementation of the Continuous Improvement efforts of the Division 

under Project HEART or Honing Expertise of Action Researches and Transformation, 

the Schools Division Office hereby announces the conduct of the 1st Plenary Session 

on September 27-29, 2021, via Microsoft Teams. 

 

2. A 15-minute presentation by each team will be done during the plenary session.  Each 

CI project will be categorized by the following themes: (1) teaching and learning; (2) 

governance; (3) inclusive education; (4) disaster risk reduction and management; and 

(5) child protection. They will be guided by the assigned moderator and/or master 

coach. 

 

3. School Heads and Process Owners may also witness the CI project presentation in 

preparation for the CI symposium and shall register through the uniform resource 

locator (URL):  https://bit.ly/SDOIC_CIProjects_PlenarySession1_PreReg  on or 

before September 26, 2021. 

 

4. Schools Heads are advised to devise scheme on the classes (both online and modular) 

of the participating teachers to ensure that time-on-task policy is implemented. 

 

5. Expenses incurred relative to the attendance of the participants to this activity shall be 
charged against school MOOE/local funds subject to the usual accounting and auditing 

rules and regulations. 

 

 



 
 
 
 

6. For information and guidance, the following are enclosed in the Memorandum: 

● Plenary Session Schedule 

● Management Staff and Technical Working Group 

● Program Matrix 

● Presentation Outline 

 

7. For inquiries and clarifications, please contact the Ms. Matea-Alvyn H. Trinidad, 

SEPS for Planning and Research and Division CI Focal Person, at 09151863654. 

 

8. Immediate dissemination of and strict compliance with the contents of this 
Memorandum is earnestly desired. 

 

 

 

 ROSEMARIE D. TORRES, CESO V 

       Schools Division Superintendent 

 

 

Encl.: As stated 

Reference: None 

 

To be indicated in the Perpetual Index 

 under the following subjects: 

 

 SCHOOLS 

PROJECTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 

Enclosure Number 01 to Division Memorandum No. 372, s. 2021 

 

SCHOOL-BASED CONTINUOUS IMPROVEMENT PROJECTS 

PLENARY SESSION SCHEDULE 

September 27-29, 2021 

Via Microsoft Teams 

 

 



 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

 

Enclosure Number 02 to Division Memorandum No. 372, s. 2021 

 

MANAGEMENT STAFF AND TECHNICAL WORKING GROUP 

EXECUTIVE COMMITTEE 
 

DR. ROSEMARIE D. TORRES, CESO V 
Schools Division Superintendent 

 

MR. IVAN BRIAN L. INDUCTIVO 
OIC – Assistant Schools Division Superintendent 

 

DR. GLENDA DS. CATADMAN 
CID Chief 

 

MR. IVAN HONORPETTE A. MIJARES 
OIC – SGOD Chief 

 

Management Staff Members 

Project Managers Mr. Ivan Honorpette A. Mijares 

Ms. Adora G. del Mundo 

Ms Riza C. Garcia 

Ms. Matea- Alvyn H. Trinidad 

 

Technical Working Staff (including, 

attendance, certificates, and 

registration, documentation, program, 

and invitation) 

Ms. Nelia A. Ramos 

Ms. Honey Angela O. Escullar 

M & E Officer 
Ms. Naamah C. Mambalos 

 

Learning Area Experts 

Dr. Josephine P. Canlas 

Dr. Leticia P. Rogacion 

Mr. Ricardo R. David III 

Dr. Rolando B. Talon Jr. 

Ms. Feliz A. Tayao 

Mr. June Bence C. Adelan 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

 

TERMS OF REFERENCE (TOR) 

PROJECT MANAGERS 

 

1. Oversee the entire plenary session processes and presentations. 

2. Review activity completion report prepared by the technical working staff. 

3. Ensure smooth project flow. 

 

LEARNING AREA EXPERTS 
 

1. Provide technical assistance through learning area specialization and expertise. 

2. Provide feedback to Project Managers. 

3. Attend the debriefing session. 

 

M & E Officer 
 

1. Prepare M & E/QAME Plan and submits the same to the Program Manager and 

QAME Regional Coordinator. 

2. Ensure that the QAME Processes such as the gathering (through monitoring tools and 

FGD) analysis of data as well as the presentation of findings are observed and ensure 

protocol is observed in these procedures. 

3. Consolidate QAME results and submit report to the Program Manager. 

4. Oversee the entire QAME process of the program. 

5. Provide input i.e. results of the QAME during the debriefing. 

6. Ensure that debriefing happens at the end of the day. 

7. Prepare the consolidated graphical analysis of QAME results of the training and 

report during the closing program. 

 

TECHNICAL WORKING STAFF 

1. Ensure attendance of participants. 

2. Keep the master list of participants. 

3. Spearhead the registration and checking of attendance of participants. 

4. Safe keep the training materials and supplies and monitor the usage if there are any 

5. Coordinate with the Project Managers. 

6. Gather and keep supporting documents for liquidation and reporting purposes. 

7. Prepare/Consolidate the activity completion report following the prescribed format for 

submission to RO and CO. 

8. Take down minutes of all meetings/debriefing sessions. 

 

 

 

 

 

 

 

 

 



 
 
 
 

Enclosure Number 03 to Division Memorandum No. 372, s. 2021 

 

SCHOOL-BASED CONTINUOUS IMPROVEMENT PROJECTS 

PLENARY SESSION PROGRAM MATRIX 

September 27-29, 2021 

Via Microsoft Teams 

Date Time Duration Activity/Session Responsible 

Person/Facilitator/Res

ource Person 

 

 

 

 

September 

27, 2021 

7:30-8:00 30 

minutes 

Signing in of Participants 

and Opening Program 

TWG 

8:00- 10:00 120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

10:00-10:15 15 

minutes 

HEALTH BREAK 

10:15 -

12:15 

120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

12:15-1:00 45 

minutes 

 

LUNCH BREAK 

1:00-3:30 120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

 

 

 

 

 

 

 

September 

28, 2021 

7:30-8:00 30 

minutes 

Signing in of Participants  TWG 

8:00- 10:00 120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

10:00-10:15 15 

minutes 

HEALTH BREAK 

10:15 -

12:15 

120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

12:15-1:00 45 

minutes 

LUNCH BREAK 

1:00-3:30 120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

 

 

September 

29, 2021 

 

 

 

7:30-8:00 30 

minutes 

Signing in of Participants  TWG 

8:00- 10:00 120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

10:00-10:15 15 

minutes 

HEALTH BREAK 



 
 
 
 

 

 

 

 

September 

29, 2021 

 

10:15 -

12:15 

120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

12:15-1:00 45 

minutes 

LUNCH BREAK  

1:00-3:00 120 

minutes 

CI Projects Presentation 

and provision of TA 

CI Teams 

CI Coaches and 

Learning Area Experts 

3:00-3:00 30 

minutes 

Closing Program TWG 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

Enclosure Number 04 to Division Memorandum No.  372, s. 2021 

 

CI PROJECT PRESENTATION OUTLINE 

 

Slide 1:  Project title and team 

 

Slide 2:  Project Background (rationale of why the project is being conducted) 

 

Slide 3:  Current system view (illustration of the current system) 

 

Slide 4:  Present system (SIPOC) (current system presented in SIPOC)  

 

Slide 5: Problem Statement 

 

Slide 6: Objective Statement 

 

Slide 7:  Why Why diagram 

 

Slide 8:  Root Cause Validation 

 

Slide 9:  Proposed Improvement 

 

Slides 10-14:  Future SIPOC 

 

Slide 15:  Potential Problem Analysis 


