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CHAPTER 1 

INTRODUCTION 
 

1.1. BACKGROUND 

RA 9155 known as the Governance of Basic Education Act of 2001, stipulates that the state 
shall encourage local initiatives for improving the quality basic education. Thus, SDO Kabankalan 
City operationalizes technical assistance to schools and learning centers to ensure continuous 
improvement thru School-Based Management. 

The Schools Division Office of Kabankalan City has developed the CONTEXTUALIZED 
TECHNICAL ASSISTANCE MANUAL to comply with the mandate on contextualization of 
policies that responds to the local needs of Schools Division Office of Kabankalan City. 

However, there is a need to improve the effectivity of the technical assistance to get the 
desired performance in all levels. Technical Assistance should be need-based and data-driven in 
order to effectively address the actual needs and situations existing in the schools and learning 
centers.  

This Contextualized TA Manual contains specific guidelines on how to gather, identify, 
and organize existing data, analyze the data, and decide on the interventions needed through focus 
group discussion, implementation of the technical assistance plan, and coordination meeting with 
the division TA providers. Hence, this will serve as a guide and reference to the Division Field 
Technical Assistance Teams (DFTAT) in providing technical assistance to the Schools Division 
Office of Kabankalan City. 

 

1.2. PURPOSE OF THE MANUAL 

The Contextualized Technical Assistance Manual is developed to guide the members of 
the Division Technical Assistance Team (DTAT) in implementing the Technical Assistance (TA) 
Mechanism and its operations framework. This provides clear procedures, guidelines, tools and 
the suggested structure in implementing the TA Mechanism. It serves as the guide instrument for 
relevant technical assistance in managing schools and learning centers effectively and efficiently.  

Consequently, it will result to quality implementation of Enhanced School Improvement 
Plan (ESIP), improved School-Based Management Practice, and quality teaching-learning process 
that will ultimately achieve desired learning outcomes. 
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1.3. SCOPE OF THE MANUAL 

The Contextualized Technical Assistance Manual operationalizes the TA Mechanism in 
the Schools Division Office of Kabankalan City. It defines the streamlined processes from TA 
needs assessment to planning and implementation, adjustment of plans, evaluation and reporting 
for management decision. It specifies the structure, composition, functions, responsibilities and 
the competencies of the TA Team. It also articulates the functions and responsibilities of the 
clients. Moreover, it utilizes the different instruments and tools for monitoring and evaluation.  

1.4. USERS OF THE MANUAL 

The users of the Contextualized TA Manual are the personnel from the Schools Division 
Office of Kabankalan City whose functions are to ensure that inputs, processes, outputs, and 
outcomes of the Technical Assistance provided to their clients are at par with the quality standards 
as they achieve or accomplish the targets set.  These Technical Assistance providers are: 

• Schools Division Superintendent  
• Assistant Schools Division Superintendent 
• Chief Education Supervisors 
• Education Program Supervisors 
• Public Schools District Supervisors 
• Division Legal Officer 
• Division Accountant 
• Division Budget Officer 
• Planning Officer III 
• Information Technology Officer 
• Administrative Officers (including AO V & AO IV) 
• Supply Officer 
• Division Engineer 
• Senior Education Program Specialists 
• Education Program Specialists 
• Project Development Officers 
• Guidance Couselor 
• Division Librarian 
• Division Health Officers (Medical Officer III, Dentist II, & Nurses) 
• Designated Division Coordinators 
• School Heads 
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CHAPTER II 

DIVISION TECHNICAL ASSISTANCE 

 

2.1. DEFINITION OF TECHNICAL ASSISTANCE 
 

Technical Assistance is defined as any form of professional help and guidance or support 
towards helping “others” to be more effective in the performance of their functions. It is a process 
that prescribed steps to be followed and tools to make use of. It requires some specific skills. It is 
also defined as a journey with the client towards achieving the latter’s set goals for continuous 
improvement, which is their foremost responsibility and accountability as a field organization 
(DO/School) of the Department of Education (TA Handbook March 2011). 

In the Schools Division Office of Kabankalan City, technical assistance refers to any form 
of professional help, assistance, and support from the Division Technical Assistance Teams 
(DTAT) provided to the schools and learning centers based on real-time data and needs. 

 

2.2. DIVISION FIELD TECHNICAL ASSISTANCE TEAM (DFTAT) 
 

All the Curriculum Implementation Division personnel, Schools Governance and 
Operations Division personnel, and technical personnel from the Office of the Schools Division 
Superintendent are divided into ten (10) teams.  

 
Each Division Field Technical Assistance Team (DFTAT) is assigned to assist to one (1) 

schools district for the whole school year. They will serve as the extended arm of the division 
management reaching out to all public and private schools and learning centers. The Public 
Schools District Supervisors act as the Team Leader of each team. Similar to the regional structure, 
this delivery structure ensures accountability among division personnel. Division management can 
easily identify who is responsible and accountable for any district or school at any time. The Team 
Leader manages the functioning of his/her TA team and reports directly to the CID and SGOD 
Chiefs, ASDS, and SDS by providing them updated data on each schools district assigned to them. 
Education Program Supervisors, Senior Education Programs Specialist, Education Program 
Specialist, and other functional units are members of the TA Team distributed among the district 
offices. Other members of the TA Teams may also be rotated depending on the needs of the 
schools. The Division TA Focal Person is the Education Program Supervisor of the SGOD. 
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The Division Field Technical Assistance Team (DFTAT) composition are as follows:  
 
Division Team Leaders: ASDS, SGOD Chief, CID Chief, Administrative Officer V 
 
Division TA Focal Person: Education Program Supervisor, SGOD 
 

District Team Leader Schools CID and SGOD Personnel OSDS Personnel 

Kabankalan I 
Cluster A 

 
Jacqueline B. Dagunan 

• ERAMS-East  
• Lorenzo Zayco ES 
• Hilamonan ES 
• Casipsipan ES 
• Bino ES 
• Tan-Awan NHS 
• Tan-awan NHS – 

Basak Extension 
• Tan-awan NHS – 

Buko Extension 
• Basak ES 
• ALS Learning Center 

Xyzette V. Ganza PhD 
 

Nick C. Gador PhD 
 

Nemia T. Lucerna 
 

Arnie G. Besas 
 

Rebonie F.Emboltorio PhD 
 

Vida Grace Moreño 
 

Mylene T. Sabay MD 
 

Arnold S. Magdaet 
 

Meralie Mae B. 
Gualdrapa CPA 

MBA 
 

Lyn Rose E. Otea 
 

Gilbert C. Biaco 
 

Atty. Nonielon P. 
Pescadera 

 
Archiebal A. 

Poyogao 

Kabankalan I 
Cluster B 

 
Jesusa G. de la Paz 

• Kabankalan NHS 
• D.C. Gurruchari MS 
• Orong ES 
• Orong ES – 

Balicaocao 
Extension 

• Balisong ES 
• Bugtong ES 
• Basak ES 
• Tan-awan ES 
• Tan-awan ES-

Atubon Extension 
• ALS Learning 

Centers 

Kabankalan II 
Cluster A 

 
Ann Yvonne B. 

Vingno 

• Camugao ES 
• Camansi ES 
• SONEDCO ES 
• Yanog ES 
• Kabanyohan ES 
• Caraan ES 
• Camansi NHS 
• CNHS- Balagtingon 

Extension 
 

Analie V. Almaiz 

 
Eden Joy B. Nifras 

 
Nemia T. Lucerna 

 
Jonalyn A. de la Cerna 

Arnold S. Magdaet 
 

Meralie Mae B. 
Gualdrapa CPA 

MBA 
 

Lyn Rose E. Otea 
 

Gilbert C. Biaco 
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Kabankalan II 
Cluster B 

 
Dr. Saturnino T. 

Pabalinas, Jr. 

• ERAMS-West 
• Balagtingon ES 
• Matama ES 
• Magtongtong ES 
• Tampalon ES 
• Amian ES 
• Tampalon NHS 
• Tampalon NHS- 

Magtongtong Ext. 

 
Dexyl Garl G. de Jesus 

 
Rictee I. Resano 

 
Noemi Baranao 

 

 
Atty. Nonielon P. 

Pescadera 
 

Archiebal A. 
Poyogao 

Kabankalan III    
Cluster A 

 
Mary Joan G. Dayon 

• Binicuil ES 
• Linao ES 
• Jose G. Peralta MS 
• Salong ES 
• Talubangi ES 
• Binicuil NHS 
• Binicuil NHS Lupni 

Extension 
• Salong NHS 
• Daan Banua NHS 
• Talubangi NHS 
• TNHS-Linao 

Extension 
• ALS Learning Centers 

 
Mary Helen M. Bocol 

 
Sol Grace O. Timola 

 
Nemia T. Lucerna 

 
Sheina S. Saquian 

 
Kean Von G. Yupracio 

 
Mary Jane Butanas 

 
Ella Carmela Lim DMD 

 

Arnold S. Magdaet 
 

Meralie Mae B. 
Gualdrapa CPA 

MBA 
 

Lyn Rose E. Otea 
 

Gilbert C. Biaco 
 

Atty. Nonielon P. 
Pescadera 

 
Archiebal A. 

Poyogao 

Kabankalan III 

Cluster B 

 
Jerralyne E. Limaco 

 

• Tapi NHS 
• Calabasahan ES 
• Candiacap ES 
• Dacongcogon ES 
• Dr, Pablo Torre ES 
• Magballo ES 
• San Jose ES 
• Magballo NHS 
• SNHS- San Jose 

Extension 
• Tapi ES 
• ALS Learning Centers 

Kabankalan IV  
Cluster A 

 
Jolly G. Gariando 

• Tabugon ES 
• Pangyasan ES 
• Tagoc ES 
• Sampac ES 
• Pinaguinpinan ES 
• Inapoy ES 
• Piliopiliohan ES 
• Tabugon NHS 
• Tagoc NHS 
• Pinaguinpinan NHS 
• Inapoy NHS 
• Tabugon Farm School 

Blas P. Tabayag, Jr. 

 
Marlon Padios PhD 

 
Aldrin A. Ballentos 

 
Kay Je F. Cainoy 

 
Eduard Villavicencio 

Arnold S. Magdaet 
 

Meralie Mae B. 
Gualdrapa CPA 

MBA 
 

Lyn Rose E. Otea 
 

Gilbert C. Biaco 
 

Atty. Nonielon P. 
Pescadera 
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• ALS Learning Centers  Archiebal A. 
Poyogao 

Kabankalan IV 

Cluster B 

 
Jolly G. Gariando 

• Bantayan ES 
• Baras Diutay ES 
• Pacao ES 
• Locotan ES 
• Lowag ES 
• Mamig PS 
• Nursery ES 
• Ilan ES 
• Mambaog PS 
• Sagumayon PS 
• Camandaan PS 
• Banman PS 
• Bantayan NHS 
• Pacao NHS 
• BNHS-Baras Diutay 

Extension 
• Locotan NHS 
• LNHS- Dr Jesus 

Campus Ext. 
• ALS Learning 

Centers 

Blas P. Tabayag, Jr. 

 
Marlon Padios PhD 

 
Aldrin A. Ballentos 

 
Kay Je F. Cainoy 

 
Eduard Villavicencio 

 

Arnold S. Magdaet 
 

Meralie Mae B. 
Gualdrapa CPA 

MBA 
 

Lyn Rose E. Otea 
 

Gilbert C. Biaco 
 

Atty. Nonielon P. 
Pescadera 

 
Archiebal A. 

Poyogao 

Kabankalan V 

Cluster A 

 
Faustino T. Padilla, Jr. 

• Oringao ES 
• Oringao ES-Ulalod 

Extension 
• Colambo ES 
• Badiangay ES 
• Ballo ES 
• Pitgong ES 
• FGSNHS – Main 
• FGSNHS – Orong 

Extension 
• FGSNHS – Colambo 

Ext. 
• Tagukon NHS Main 
• Tagukon NHS – 

Ulalod Extension 
• ALS Learning 

Centers 

Jenelyn T. Argamaso 

 
Nenita E. Grande 

 
Marlon Padios PhD 

 
Eulyne D. Lucerna DPA 

 
Daffodils G. Cagud 

 
Tristan P. Lucerna RN 

 
Aldwin Marco Bendo 

DMD 

Arnold S. Magdaet 
 

Meralie Mae B. 
Gualdrapa CPA 

MBA 
 

Lyn Rose E. Otea 
 

Gilbert C. Biaco 
 

Atty. Nonielon P. 
Pescadera 

 
Archiebal A. 

Poyogao 

 
 

Kabankalan V 

Cluster B 

 
Faustino T. Padilla, Jr. 

• Camingawan ES 
• NOAC ES 
• NOAC ES – Lukay 

Extension 
• Camingawan NHS 
• FGSNHS- Pres. 

Osmena Ext. 
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• Mansumbil ES 
• Pres. Osmena ES 
• Hinapunan IS 
• Bula ES 
• Bula ES- Pagulaon 

Ext. 
• Tagukon ES 
• ALS Learning 

Centers 
 

  When necessary, the Team Leader may request assistance of the SDS, ASDS, and 
the CID and SGOD Chiefs to join the team. The DFTAT may also request assistance from the 
Regional Field Technical Assistance Team (RFTAT). The basis for this request would depend 
on the realized needs of the district and division for technical assistance.  

 

2.2.1. FUNCTIONS AND RESPONSIBILITIES OF DIVISION FIELD 
TECHNICAL ASSISTANCE PROVIDERS (TA Handbook March 2011). 

General Roles and Functions 
• Provide support, coaching, and guidance to clients in the performance of their 

functions.  
• Appraise clients on the status of their performance and to do their functions.   
• Provide the necessary information to the clients in the performance of their functions 

more effectively.  
• Provide motivation and encouragement to move forward and for continuous 

improvement.  
• Utilize data gathered to provide regional TA providers for assistance in policy 

formulation.  
 
General Responsibilities 

• Guide and help clients in planning, strategizing, implementing plans, evaluating 
performance, and accomplishments. 

• Share with higher management information necessary directions for policy. 
• Share information regarding the existence and/or availability of needed resources both 

from within and outside DepEd. 
• Offer client’s information where to source out the needed TA.  
• Give feedback, especially those coming from their clients for continuous improvement. 
• Prepare recommendations for policy formulation.  

 
* Clients refer to the school heads of the public and private schools and learning centers in the Schools 
Division Office of Kabankalan City. 
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Specific Functions and Responsibilities 
 

Functional Division TA Provider TA Provided 

Curriculum Implementation Division 

Instructional Management 
Section Education Program Supervisors 

 Coach School Head in the 
observation of Classes 

 Conduct capacity-
building activities 

 Facilitate research 
activities 

 Provide data-based 
findings and recommend 
policies for management 
action 

District Instructional Section Public Schools District 
Supervisors 

 Quality assure ESIP 
 Ensure compliance with 

standard implementation 
of programs and projects  

 Assess and TA in 
improving SBM Level of 
practice 

 Coach School Head in the 
observation of Classes 

 Conduct capacity-
building activities 

 Facilitate research 
activities 

 Provide data-based 
findings and recommend 
policies for management 
action 

Learning Resource 
Management Section 

Education Program Supervisor- 
LRMS 

 Assesses and evaluate 
learning resources 

 Conducts capability-
building on LRMS 

Project Development Officer II 

 Conducts capability-
building on the utilization 
of LR portal. 

 

Librarian II 
 Conducts capability-

building on management 
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and development of 
libraries and LR centers 

Alternative Learning System Education Program 
Specialists II - ALS 

 Conduct capability-
building on mapping of 
learners and 
implementation of ALS 
program. 

School Governance and Operations Division 

Division TA Focal Person Education Program Supervisor 

 Conducts capability-
building on systems 
operation of TA 
mechanisms to schools 
and learning centers on 
governance and 
operations. 

 Facilitates compliance of 
schools and learning 
centers with RA 9184  

School Management 
M & E Unit 

Senior Education Program 
Specialist/ Education Program 

Specialist II 

 Ensure the 
implementation of 
programs, activities, and 
projects to schools and 
learning centers. 

 Assist schools in systems 
operation of SBM, ESIP, 
and development of M & 
E tools  

 Assist schools and 
learning centers in the 
implementation of 
assessment programs 
aligned with the national 
assessment framework 

 Quality assures operations 
and accreditation of 
private schools 

Planning & Research 
Development Unit 

Senior Education Program 
Specialist/ Planning Officer III 

 Assist schools and 
learning centers in 
generating timely, 
accurate, and relevant 
basic education statistics 

 Assist schools in the 
preparation of documents 
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for the creation of 
extension classes, 
separation, and renaming 
of extension schools. 

 Conduct capacity-
building on the conduct of 
research studies. 

 Assist schools in the 
preparation, review, and 
adjustment of SIP 

Human Resource & 
Development Unit 

Senior Education Program 
Specialist/ Education Program 

Specialist II 

 Provide TA in developing 
and carrying out HR plans 
suited to the schools and 
learning centers unique 
needs. 

 Conduct building/ training 
programs, workshops, and 
career development 
activities to improve 
personnel skills. 

 Guide the schools in the 
development of training 
programs that meet PRC 
accreditation standards. 

Social Mobilization & 
Networking Unit 

Senior Education Program 
Specialist/ Education Program 

Specialist II 

 Capacitate schools in 
resource generation, 
management and 
mobilization and linkages 

PDO II (DRRM) 

 Conduct CB in DRRM 
contingency planning and 
emergency response.  

 Conduct orientation on 
mobilization of schools 
and community in DRRM 

School Health & Nutrition Division Nurse II/ Senior High 
School Nurse II/ Dentist II 

 Technical assistance in 
the implementation of 
sustainable health and 
nutrition program and 
services. 

Education Facilities Division Engineer III 

 Provide technical 
assistance in ensuring 
compliance to processes 
and standards on school 
site titling, repair and 
construction 
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 Capacitate school heads 
and PF coordinators on 
the utilization of 
Education Facilities 
Manual (training-
workshop) 

Youth Formation Project Development Officers I 

 Conduct CB activities on 
the implementation of the 
Learner Government 
Program (LGP) Youth for 
Environment in Schools 
Organization (YES-O), 
Barkada Kontra Droga 
(BKD). And Career 
Guidance Program 

Guidance Counselling 
Section Guidance Counselor II 

Provide Technical Assistance 
Related to the following 
Guidance Services: 
 Planning and 

Implementation of School 
Guidance Action Plan 

 Counseling and Case 
Management Support for 
Referred Learner 
Concerns 

 Career Guidance and 
Individual Career 
Planning 

 Psychoeducation and 
Preventive Activities and 
Programs for Guidance 
Designates and other 
School Personnel on 
handling learner 
psychosocial and mental 
health concerns 

 Wellness programs and 
activities for School 
Personnel Mental Health 
and Wellbeing 

Office of the SDS 

Finance Services Accountant 
 Conduct CB on proper 

utilization of funds in 
accordance with 
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accounting and auditing 
rules and regulations 

 Conduct CB on finance 
management and 
operations 

Administrative Services Administrative Officer V 

 Orient schools on 
personnel administration, 
and provision of 
personnel compensation 
and benefits 

OSDS Support Staff Legal Officer 

 Provides legal assistance 
and advice on maintaining 
discipline to teaching & 
non-teaching personnel 
and entering into 
contracts or agreements 

 Provides legal advice and 
opinions on laws and 
rules affecting the various 
division programs/ 
activities and settlements 
of disputed school sites. 

 Information Technology Officer 

 Provide ICT-enabled 
solutions and services in 
the area of governance 
and curriculum delivery. 

 Provide technical 
assistance on integration 
of ICT in school 
governance, teaching and 
learning 

 Budget Officer 
 Capacitate schools in the 

formulation of financial 
plans aligned to ESIP/ 
AIP 

Over-all TA Providers 

CID Chief Education Supervisor 
 Provides overall 

directions to CID 
personnel 

SGOD Chief Education Supervisor 
 Provides overall 

directions to SGOD 
personnel 

OSDS Assistant Schools Division 
Superintendent 

 Assists in ensuring full 
implementation of TA 
mechanisms of the three 
functional divisions.  
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 Coaches/mentors the 
Chief Education 
Supervisors in the 
delivery of basic 
education services to 
stakeholders. 

Schools Division Superintendent 

 Supports schools and 
learning centers and 
empowers them to deliver 
accessible, relevant and 
quality services to the 
community they serve. 

 
 

2.2.2.  FUNCTIONS AND RESPONSIBILITIES OF THE CLIENT  
(TA Handbook March 2011). 

  
While technical assistance providers have roles and responsibilities, their effectiveness can 

only be assured if the clients also perform their corresponding roles and responsibilities.  
The following functions are expected from the clients:   
• Understand specific help needed for the TA.  
• Present objective and complete information on the situation of the client’s organization.   
• Inform in a timely manner the TA provider of the situation and provide data needed that 

may help resolve issues/problems.  
• Be open to receive feedback from the Technical assistance provider without being 

defensive.  
• Act on feedback provided by the TA team 
• Commit to perform specific roles as indicated in the plan.  

 
2.3.  QUALITY AND CRITERIA OF GOOD TECHNICAL ASSISTANCE  

 
2.3.1 Criteria of a “REAL” Technical Assistance 

1. Is identified based on the PERFORMANCE INDICATORS of the organization that 
needs improvement. 

2. Based on the MOST PROBABLE CAUSE/S of low performance of the organization. 
3. May be composed of one or a combination of interventions to ADDRESS THE MOST 

PROBABLE CAUSES. 
4. Is INCLUDED IN THE ACTUAL PLAN of the organization. 
5. There is IMPROVEMENT along the identified indicator where organization had low 

performance. 
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2.3.2 Competencies of TA Providers (TA Handbook, March 2011) 

In order to deliver their Technical assistance in a more effective manner, TA providers 
need to develop the following competencies:  

1. Skills on Identifying and Prioritizing TA Needs – These skills require analytical expertise 
in probing & interpreting data so that TA provider can identify and prioritize improvement 
areas that need technical assistance.   

2. Facilitation Skills – These skills include: listening, observing, questioning, attending and 
integrating (LOQAI). These skills are utilized in all the steps and processes in providing 
technical assistance. The application of facilitation skills will help the technical assistance 
provider in implementing the guiding principles mentioned earlier in this document.  

a. Listening Skills - This requires that the technical assistance provider to put oneself in 
the shoes of the learner or client to be able to understand the situation confronting him/her. It 
also requires that the technical assistance provider refrain from listening “autobiographically”, 
that is, listening from one’s own perspective and immediately making judgments. In the 
process, it is recommended that while listening, the technical assistance provider should 
restate, rephrase and reflect on what is being said.   

b. Observing Skills - This would require the technical assistance provider to keep an open 
mind and to record behavioral observations that can be seen, heard or touched. The use of the 
“STAR” technique or approach is highly recommended. STAR refers to:  

S/T = Situation or Task at hand 
   A = Action Taken (or Inaction) 
   R = Result  

  c. Questioning Skills - It is recommended that the technical assistance provider asks open-
ended questions and refrain from posing leading questions or questions that would require one-
word answers. It is advisable that questions be layered, which means, listening to the response 
to one question before asking another question.  

  d. Attending Skills - This is caring for the client by responding to the learning needs being 
noted and observed by the TA provider. Establishing and maintaining good rapport with the 
client or learner will enable the TA provider to closely attend to clients’ needs. Thus, it is 
recommended that the provider be continuously on the watch to be able to catch any expressed 
or implied need by the client or learner.  

  e. Integrating Skills - This is the ability to synthesize or summarize points or ideas. This 
will help the learner identify what have been learned, prepared and executed a plan to 
accomplish goals and objectives.  

 3. Skills in Giving and Receiving Feedback – These skills would greatly help both the 
technical assistance provider and the clients in increasing their ability to see themselves as 
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others see them. Feedback has to be given immediately for it to be relevant, timely and 
effective.   

4. Coaching Skills – Coaching is a series of one-on-one interaction between the provider and 
the client or learner focused on performance or performance-related topics. It is a process that 
enables learning and development to occur and improve performance. Coaching would require 
the application of the other behavioral skills already mentioned previously. For an effective 
coaching, the provider should be able to address to the various needs of the learner.   

5. Monitoring and Analysis of TA Progress – This is a mechanism to check on the process 
and progress of the technical assistance provided vis-à-vis the actual and standards set and 
offer recommendation for adjustments.   

6. Evaluating Technical Assistance Results – The ability to evaluate the overall impact or 
results of technical assistance provided. Eventually, the results of the all technical assistance 
provide information for decision making at the division level and recommendations for policy 
formulation at the regional level.   

 

2.4 Division Coordination Meeting  

A Regular TA Coordination Meeting is a must for Technical Assistance operations and 
progress to be discussed and documented. DFTATs are expected to meet at least once a month. 
The Division TA focal person may call for a Special Coordination Meeting as the need arises, 
such as an urgent activity must be implemented requiring the participation of the DFTATs. 
The TA Focal Person must assign a rapporteur to write the minutes of the meeting. The minute 
of the previous meeting is read and approved before the start of the next coordination meeting. 
Important issues that need urgent management decisions shall be channeled to the SDS/ASDS 
for appropriate action. 
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CHAPTER III 

TECHNICAL ASSISTANCE MECHANISMS, PROCESSES AND FLOWS 
 

 

A.  Situating TA in SDO-School Relationship 
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B.   SDO-Kabankalan City TA Mechanism Framework 
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Process Flow: Provision of Technical Assistance 
 

 
 
 
1. INPUTS 
 

• Division Convergence of Education Leaders (DCEL) 
• Program Implementation Review and Performance Assessment (PIRPA) 
• SBM Assessment Results 
• Key Performance Indicators 
• Observation / Monitoring Tools 
• Other Meetings, Activities and Fora 

 
2. IDENTIFY  
 (From the inputs, all the concerns will be identified) 

• If the input is from the DMEA (PIRPA) the SGOD School Management Monitoring 
and Evaluation (SMME) will summarize all the concerns with its corresponding details/ 

INPUTS
IDENTIFY

PLAN

ORGANIZE

PRESENT

COMMUNICATE

IMPLEMENT

FEEDBACK
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particulars to be presented to the Division Chiefs and Administrative Officer in 
preparation for the TA Planning. 

• After which, the Division Field Technical Assistance Team (DFAT) will further classify 
the concerns into themes. 

 
3. PLAN 

• A TA Planning conference will be conducted to further determine which among the 
concerns presented should be addressed at the School Level and Learning Center. This 
stage involves the formation /identification of the DFAT / TA Providers that will 
address the concerns per theme. This also involves coming up with a plan of action 
based on the requested TAs. 
 

4. ORGANIZE 
 (DFAT, TWG, Mechanisms) 

• At this stage, the DFTATs will organize mechanisms, approaches and activities to 
address the schools’ learning centers concern(s) or areas that need technical assistance. 

 
5. PRESENT 

• The formulated TA plan per DFTAT will then be presented during a coordination 
meeting, executive meeting, DCEL or other possible venues that may accommodate 
such. 

 
6. COMMUNICATE 

• The approved TA plan will then be officially communicated to all parties concerned 
through a Division or Office Memorandum or coordination meeting.  Communication 
also involves getting in touch with the concerned schools and learning centers to discuss 
how the TA will be conducted/ delivered as well as to deliberate on the details of the 
requested TA. 
 

7. IMPLEMENT 
• This is the actual delivery and execution of the requested/ agreed Technical Assistance.  

It may take the form of virtual or formal face-to-face. 
 
8. FEEDBACK 

• This stage is where the DFTATs present the status, progress, or result of the delivery of 
TA.  Monitoring and Evaluation Tools and Customer Satisfaction Survey shall be used 
to ascertain the effectiveness of the TA provided. If, at some instance, there are 
emerging issues or concerns upon or after the delivery of the requested TA, this is where 
the DFTAT will bring the matter to be addressed or share about how it was addressed 
or whether there is a need to refer the concern to other DFTATs (Post-TAP Report 
Template, pictures, documents). 
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CHAPTER IV 

MONITORING AND EVALUATION 

 Since SDO Kabankalan City utilizes the TA Reports for different purposes, the reporting 
schedules should be identified and consistently followed. Report should focus on its progress, 
initial gains, and result of TA implementation on a quality basis. 

 TA plan implementation needs regular monitoring and evaluation for timely and relevant 
reporting. It is also the ultimate measure on the effectiveness of the TA provided. The integrity of 
periodic TA reports provides the building blocks to facilitate generation of appropriate feedback 
for decision making and / or plan adjustments should be ensured. 

 Results of the TA provision should be communicated to the top management during DCEL 
and ExeCom Meeting for enhancement, revision and policy recommendation. 

 

CHAPTER V 

LEGAL BASIS 

4.1. RA 9155 
 

An act instituting a Framework of Governance for Basic Education, establishing authority 
and accountability, renaming the Department of Education, Culture and Arts as Department of 
Education, and for other purposes. 

 

CHAPTER VI 

RELATED CONCEPTS 

5.1. References 

• STRIVE- BESRA Technical Assistance Mechanism Handbook (March 2011) 

• DepED Regional TA Contextualized Manual 

• BESRA-Program Implementation Plan (2006) 

• Republic Act No. 9155 – “Governance of Basic Education Act of 2001” 

• DepEd Memoranda and other related issuances 
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ANNEXES 

 

Schools Division Office Technical Assistance Provision to Schools (SDO-TAPS) 
(to be accomplished by the DFTAT every end of the Quarter) 

 
 
 Name of TA Provider: 
Date/ Period Covered: 

 
NAME OF 
SCHOOL/ 
LEARNING 
CENTER 
VISITED/ 
CLIENTELE 

ISSUES AND 
CONCERN 

FINDINGS/ 
SITUATIONAL 
ANALYSIS 

ACTIONS 
TAKEN/ 
TECHNICAL 
ASSISTANCE 
PROVIDED 

STATUS AND 
INSIGHTS ON/ 
IMPACT OF TA 
PROVIDED 

EMERGING 
CONCERN 
AFTER 
PROVISION 
OF TA (IF 
ANY) 

PLAN OF 
ACTION 

       
       

       
       
       
       
       
       

                                   

  Prepared by:    
       
                      ____________________ 

                       DFTAT Member 

Noted: 

       ___________________________ 

        Division Chief / Division Head 
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TECHNICAL ASSISTANCE PLAN  
(to be accomplished by the DFAT) 

 
I.  Access 

Schools / 
Learning Centers/ 

Clientele  

Issues and 
Concerns 

Details on the Intervention 
(Approaches, Methods, Activity) Time frame 

 
 

   

 
 

   

 
 

   

 

II.  Equity 

Schools / 
Learning Centers/ 

Clientele  

Issues and 
Concerns 

Details on the Intervention 
(Approaches, Methods, Activity) Time frame 

 
 

   

 
 

   

 
 

   

 

III. Quality 

Schools / 
Learning Centers/ 

Clientele  

Issues and 
Concerns 

Details on the Intervention 
(Approaches, Methods, Activity) Time frame 
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IV. Resiliency and Well-Being 

Schools / 
Learning Centers/ 

Clientele  

Issues and 
Concerns 

Details on the Intervention 
(Approaches, Methods, Activity) Time frame 

 
 

   

 
 

   

 
 

   

 

V. Governance and Enabling Mechanism 

Schools / 
Learning Centers/ 

Clientele  

Issues and 
Concerns 

Details on the Intervention 
(Approaches, Methods, Activity) Time frame 

 
 

   

 
 

   

 
 

   

         

Prepared by: 

             
             
                          ____________________ 

             DFTAT Member 

Noted: 

       ___________________________ 

         Division Chief/ Division Head  

 

     Approved: 

      _________________________________ 

                                                                          ASDS 



SDO Kabankalan City - Contextualized TA Manual 2025 
  
 

24 
 

SDO KABANKALAN CITY – RO TECHNICAL ASSISTANCE 
AGREEMENT 

 

A. Access 

Division Target INTERVENTION DO Personnel 
Involved 

RO Personnel 
Unit to be 
Involved 

Date 

 
 

    

 
 

    

 
 

    

 

B. Equity 

Division Target INTERVENTION DO Personnel 
Involved 

RO Personnel 
Unit to be 
Involved 

Date 

 
 

    

 
 

    

 
 

    

 

C. Quality 

Division Target INTERVENTION DO Personnel 
Involved 

RO Personnel 
Unit to be 
Involved 

Date 
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D. Resiliency and Well-Being 

Division Target INTERVENTION DO Personnel 
Involved 

RO Personnel 
Unit to be 
Involved 

Date 

 
 

    

 
 

    

 
 

    

 

E. Governance and Enabling Mechanism 

Division Target INTERVENTION DO Personnel 
Involved 

RO Personnel 
Unit to be 
Involved 

Date 

 
 

    

 
 

    

 
 

    

This Agreement is made by and between the following parties: 
 
Party A: Division Head:                             Schools Division Superintendent  
                                                                                                                                                    (Position)  
 
Party B: RO TA Team:                                                                                                           Chief, FTAD 
                             (Position)     
 
In consideration of the   mutual Promises and Agreements of the parties hereto, as here in after set forth, it is agreed 
as indicated in the attached sheets. In witness therefor, the parties have caused this agreement to be executed by its 
appropriate personnel and the schedule above written. 
 
Signed: 
 
 Party A:        Party B: 
 
 
              
                   Schools Division Superintendent                       Chief, FTAD 
 
Witness: 
Office of the ASDS                                                                             Regional Office (RFTAT) 
CID 
SGOD 
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Technical Assistance Needs Assessment (TANA) for the _____ Quarter  
(to be accomplished by the Division Chief / Division Head every end of the quarter) 

 
 

AREAS FOR 
TECHNICAL 
ASSISTANCE 

FINDINGS / 
OBSERVATIONS 

TECHNICAL 
ASSISTANCE 

NEEDED FROM 
THE RO 

RESOURCES 
NEEDED 

PROPOSED 
SCHEDULE 

FOR TA 
PROVISION 

     
 

 
 

    

 
 

    

 

Prepared by: 

 

        ______________________ 

        Division Chief / Division Head 

 

   Recommending Approval: 

 

      ____________________ 

       ASDS 

     Approved: 

 

               ______________________ 

                  SDS  


