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4. In case the identified participants will not be able to attend, we request that they 
submit a letter of explanation along with their alternate representatives' names and 
contact details to NEAP Central Office through the email address provided below. 
They are advised to seek assistance from the concerned Schools Division Office or 
Regional Office in finding a suitable replacement. 

3. Attached is the List of Participants (Enclosure 1). The participants are requested 
to confirm their attendance through the registration link 
https: /bit.lyfINSETWrit~shop_RegForm on or before 14 June 2024. 

2. The activity has the following objectives: 
a. Present mechanisms lo effectively implement professional 

development activities; 
b. Gather feedback, insights, and inputs from identified process 

owners of the draft guidelines; and 
c. Streamline the process of conducting professional development 

activities in schools and learning centers. 

1. Following the Refinement Writeshop on the draft In-Service Training (INSET) 
policy held last 15- 19 April 2024, the National Educators Academy of the 
Philippines (NEAP) will conduct the Presentation and Final Consultation on 
the Draft INSET Policy (Proposed Guidelines for School-Led Professional 
Development Programs) on 24-28 June 2024 at NEAP Baguio. 
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PRESENTATION AND FINAL CONSULTATION ON THE DRAFT 
IN-SERVICE TRAINING (INSET) POLICY 

SUBJECT 

TO Regional Directors 
Schools Division Superintendents 
Human Resource Development Division Chiefs 
All Others Concerned 

I \ 
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Officer-in-Charge, Office of the Undersecretary for Human Resource 
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Copy furnished: 
Atty. Revsee A. Escobedo 
Undersecretant Jar Operation= 

Enclosure: 
F,11dos11n 1 List of Participants 

10. For immediate dissemination and appropriate action. 

9. For clarifications and concerns, please coordinate with Mr. Dustin Troy Joson 
or Ms. Julie Lyka lgnao of NEAP Professional Development Division through 
email ' r or landline (02) 8715-9919. 

8. Board and lodging of the participants and the Program Management Team (PMT) 
shall be charged against the NEAP Human Resource Development (HRD) Funds. 
As to travel expenses. those of the PMT shall be charged against HRD Funds. 
while those of the participants shall be charged against local funds, subject to the 
usual accounting and auditing rules and regulations. 

\Meals 
-- -- ---- 26 June 27 June 28 June 
2024 2024 2024 
Wed Thu Fri 

../ I ../ ./ 

./ I ./ ./ 

./ I ./ 

-~ 

.r 
../ ./ ../ 
./ l{ - 

I 25 June T 

I 2024 i Tue 

24 June 
2024 
Mon 

23 June 
2024 
Sun 

r Breakfast 
- 

../ ../ 

~M Snack ../ 

I 
../ -- 

Lunch ../ ../ ! -·-- I PM Snack ../ I ../ I 

[Dinner ../ ../ I ../ l __.___ __ 

7. The participants from Visayas and Mindanao are advised to check in on 23 June 
2024, 2:00 p.rn. while those from Luzon are requested to be in the venue in the 
morning of 24 June ~024 (activity proper) and check in at the accommodation at 
2:00 p.m. of the same day. All participants are advised to check out on 28 June 
2024, 11 :00 a.m. The first meal to be served is dinner and the last meal is 
afternoon snack. Please see the details below. 

6. Copies of the policy documents will be sent 10 the participants through their 
registered email addresses, one week before the activity. Please note that these 
documents are still subject for review, enhancement, validation, and finalization 
processes. Unauthorized dissemination of such is strictly prohibited. 

5. The participants are requested to bring their own laptops, chargers. and 
extension cords as well as copies of their school professional development plans, 
Leaming Action Cell (LAC) plans, INSET plans, and other relevant documents 
that may be used as reference in crafting their outputs. 
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