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Republic of the Pbhilippines

Pepartment of Education

Region VIII
SCHOOLS DIVISION OF CALBAYOG CITY

September 4, 2025

DIVISION MEMORANDUM

No. 442  s.2025

TO:

Team Instructional Supervision Activities and Use
of the DepEd Vehicle for School Visits

OIC- Asst. Schools Division Superintendent
Chief (CID/SGOD)

Education Program Supervisors

Public Schools District Supervisors

School Heads (Elementary & Secondary)
All Others Concerned

 This memorandum serves to inform all EPS Team members, Division Program

Supervisors, School Heads, District Supervisors, and all concerned about the
upcoming schedule of instructional supervision activities aligned with the Integrated
Operations Manual: QMS-CID Process. These activities include Classroom
Observation, Feedback, Development, Technical Assistance, Monitoring, Coaching &
Mentoring, and Learning Resources Contextualization and Utilization, which aim to
support and enhance the quality of teaching and learning in our division.

. Instructional Supervision shall be conducted as a collaborative team effort involving

all Division Education Program Supervisors (EPS) together with the Public
Schools District Supervisors (PSDS) assigned to the scheduled district. This team
approach ensures comprehensive support and consistent standards across all schools
under supervision.

. The schools and districts to be visited shall be identified every week. The PSDS will be

responsible for informing the field accordingly to ensure proper coordination and
preparation.

. To facilitate mobility and ensure timely visits, the Department of Education vehicle (van)

will be available every Tuesday, Wednesday, and Thursday. EPS Team members and
Division Program Supervisors are requested to coordinate with the Transportation Unit
for scheduling and efficient use of the vehicle.

Al involved personnel are reminded to maintain proper documentation, including

observation reports, feedback forms, coaching logs, and monitoring reports, and to
submit all necessary Memoranda of Validation (MOVs) promptly to comply with quality
assurance requirements.

Address: P2 Brgy. Hamorawen, Calbayog City, Samar
Email Address: calbayogcitylddeped.gov.ph
Website: hitps //calbayogerty deped gov.ph,



DEPARTMENT OF EDUCATION REGION VIII - SCHOOLS DIVISION OF CALBAYOG CITY

. The Guide and Details for CID TEAM Instructional Supervision is hereunto attached to

this memorandum as Enclosure no. 1.

. The active cooperation and participation of EPS Team members, Division Program

Supervisors, teachers, school heads, and district supervisors are crucial to the success
of these instructional supervision activities.

. The full support, commitment, and cooperation of all school and district personnel are

enjoined to ensure the success of this activity.

_ Wide dissemination and strict compliance with this Memorandupm are hereby directed.
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Enclosure No. 1 to Division Memorandum No.

Guide and Details for CID TEAM Instructional Supervision
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f 1. Coordinale and confirm the observation | |
| schedule with the school head and i
| teachers. |
l 2. Prepare an observation checklist aligned EpS ] |
i w(s:::ﬂ:::'l‘gc l:: oo ;Jitg:#:lﬁ':lct:]l:.s::z:c:ﬁ;is Supenvisors, Observation improved éﬂn%w i
| i i ¢ ' ivigi i better use of
[ ‘ Classroom ::?:::L:: grr::g";:;a;l‘ldces observation checklist |[4. Observe instructional delivery, student Egsn;ﬂea‘t?gn E:;lsgr]n gzzggfrs' checklists, :}er:zm?gs - instructional |
_ | ||Observation o o imprusament . Record evidence of ||engagement, and classroom management. reports Supgérvisors Heads noles, H— [straingles '
| ‘ the teaching-leaming |[5. Record objeclive and specific notes PO rstnictional reports engagement :E::f" ,
, process during observation. paricipaton |
' 6. Compile and summarize findings in a Coaches g '
[ formal observation repor. | |
i 7. Submit report to school administration
I T TR | and EPS leam. N - ‘ |
[ -
1. Review the observation report and EPS [
- Organize feedback , . |
'Support teachers' sessions post- highlight key points. Supervisors, Eoatback Teacher (Teachers adopt
1 professional growth biscrvation 2. Schedule a one-on-one feedback Feedback Division Teachers, i reflection and |"ew teachng |
| [Feedback [ tonable . Discuss strengths _[[225510N With the teacher. reports, action [|Program  {|School IS‘ ned [improved e 1
\ 1aedl::gack and areas for g 3. Discuss strengths, areas for plans Supervisors, [[Heads a'gﬁon \ans instructional | improved
i inorovemant improvement, and examples observed. Instructional P idehvery fcomprehension
i 1 P 4. Provide constructive and supportive Coaches : l |
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recommendations -
5. Collaboratively develop an action plan
for instructional improvement.
6. Document the feedback session and get
the teacher's acknowledgment.
7. Monitor follow-up on action plan
progress.
1. Analyze feedback and monitoring data to - {
identify teacher development needs. . |
2. Plan relevant professional development . i ;
activities (workshops/seminars). ' i ;
 Conduct training  [[3. Coordinate logistics and invite teachers. ||CPD Eﬁiss; S | b
Equip teachers with workshops, seminars (4. Deliver or facilitate training sessions with [jattendance Program Teachers, ; Certificates,|[Enhanced  [|jnew
Development [|updated instructional skills |- Provide access to |[a focus on instructional strategies. records, Supervisors Training  jevaluation iteacher  [mstwctone!
and knowledge instructional 5. Provide access to updated instructional [lfraining Training '||Facilitators  |{reports competencies| B aves
materials materials. materials Coondinaions :
6. Conduct post-training evaluations to
assess knowledge gained. | !
7. Collect attendance and feedback for . -
reporting.
1. Identify teachers or classrooms needing '
technical support. I
|

2. Meet with teachers to discuss challenges _
in lesson planning or resource use. EPS '
3. Review existing lesson plans and Technical Supervisors, (PR — Effective use |Lesson plans
suggest improvements. assistance  |[Division |[Teachers, ||\ " of teaching | Decome mom

4. Assist in contextualizing learning reports, Program School : :Igan‘ [strategies tshsdent
materials. improved Supervisors, |[Heads lsamoles (1@ encagement
5. Provide hands-on coaching and lesson plans  ||Curiculum [ imsmmes ncreases
monstrations. Specialists i
6. Follow up after implementation to
valuate effectiveness.

7. Document technical assistance activities

- Assist in lesson
planning and
Resolve instructional resource

I allenges and improve  ||contextualization

Techniczl

: resource ufilization - Troubleshoot
| instructional
| problems
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School i ,
Date/ || District | Focus Area Process and ’Reaponslblal Person(s) |  movs Desired |
Timeline| to be of IS KRA Objective Activities Steps Outputs | pargons | Involved Outcomsess
| Visited || . : . R
[ l | and outcomes. I [ =
1. Develop a monitoring plan with timeline ‘ [
and focus areas. ;
2. Use checklists and tools to gather data ‘ l‘
during school visits.
- ; Consistent
; - Collect data on 3. Conduct classroom visits to verify Eﬁp?ervisors ‘ Sustained gdhn:rm:e o
| En moliance with _[[te@ching and compliance with curriculum. Monitoring  [lniicion  |ITeachers,  [MOMIOANG o cinuctional  [curnculum
| . S leaming activities . Interview teachers and school leaders  ||reports, J ‘ checklists, ity and standards
Monitoring  |lcurriculum standards and | Analyze for additional insights performance Program School dita quality an improved
: tesondl queny performance 5. Collect and analyze data on teaching  ||dashboards ﬁ'iﬁg:;om' Hoade summaries gomrgph ance ?;.ﬂ:
indicators effectiveness and resource utilization. e 9 outcomes
6. Prepare monitoring report with
bservations and recommendations. .
7. Share report with school administration l ‘l
| | and EPS team for action, [
‘ [ 1. Identify experienced teachers to serve |
l as mentors.
| 2. Pair mentors with mentees based on
l ‘ needs and expertise. |
; , 3. Develop coaching plans with clear EPS Team, | Mentees -
l i Fasler orofessional ; ;nF;a:‘ltrO?sxp\:?henoed objectives. Coaching logs, ||Division | Coaching Lszd ldemnﬁf‘sle
; Coaching & e imp i ai rogo i eoriiars . Conduct initial coaching sessions mentor- Program Teachers, ‘ records, o Bdenca .,:“1’“’“*’ '
| Mentoring || mp anoel e - Conduct coaching _|[focusing on goal setting. mentee Supervisors, [Mentors  [feedback ||, |measgament
1 pe eeasinng 9 s, Engage in regular follow-up sessions to [[reports Senior |{forms o and instructonal
l | discuss progress and challenges. Teachers H ‘sﬂs '
’ 6. Provide resources and demonstration ' i .
lessons as needed. | l '
7. Document coaching activities and | |1 'I
evaluate teacher growth periodically. [ :
Leaming Ensure instructional - Review existing 1. Conduct inventory and review of current |[Contextualized|[EPS Team, |[Teachers, (Sample lIncreased i&udenb relate |
Resources borivis mest s . |leaming resources  ||leaming resources. learning Division School {|[materials, |leamer P:;:’ - I
Contextualiza asads and coniest - Modify resources  ||2. Identify gaps or mismatches in relation to|imaterials, Program Heads, |[training engagement i""*& tl
tion and | |for contextual leamers' local context. training Supervisors, ||Curriculum |attendance |{and improved |increased )
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[ School / [ s
Date/ | District || Focus Area Process and Responsible | Person(s) | sy |
Timeline || to be of IS A Wujective Rethkise Steps Outputs I porsons | Involved Dume

Visited L JI___ —

Utilization relevance 3. Collaborate with teachers and curriculum||modules Resource  |[Specialists \[sheets learning s wall
T

- Train teachers on  ||specialists to adapt or create materials, Developers outcomes

use 4. Develop guides or training modules on

effective resource use.

5. Organize workshops or sessions to train

teachers on contextualized materials. i | j
|

6. Monitor the utilization of resources in
lassrooms.

7. Collect feedback from teachers and

learners for improvement.
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