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Enclosure No. 3 to Divison Memo No. 280, s. 2020 

 
Republic of the Philippines 

Department of Education 
REGION VI – WESTERN VISAYAS 

SCHOOLS DIVISION OF AKLAN 

 

IN-SERVICE TRAINING (INSET) MONITORING CHECKLIST/TOOL 

SCHOOL: ___________________________________ DISTRICT: __________________________ 

VENUE: ___________________________________________________________________________ 

DATE OF THE TRAINING: _________________   DATE MONITORED: ________________ 

Number of Participants:   Male _________ Female________ Total ____________ 

Instruction: Describe the activities in terms of the following by checking the appropriate box. 

Presence of the following: Evident Not 

Evident 

Remarks 

1. Matrix     

2. Program    

3. LAC Report    

4. List of Program Management Team    

5. List of Resource Persons/Learning Facilitators    

6. List of QAME Monitors/Associates    

7. QAME tool    

Program Planning / Management Preparation Evident Not 

Evident 

Remarks 

1. Started on time    

2. Ended on time    

3. Delivered as planned    

4. Attendance is systematically monitored    

Attainment of Objectives Evident Not 

Evident 

Remarks 

1. Program objectives were clearly presented    

2. Program objectives were logically arranged    

3. Program objectives were attained    

Program Content and Delivery Evident Not 

Evident 

Remarks 

1. Program contents were appropriate to viewers' role 

and responsibilities 

   

2. Program contents were based on authoritative and 

reliable sources 

   

3. New learning was clearly presented    

4. Learning methodologies were appropriate to 

participants 

   

5. Delivery of contents was clear and logical    

Training Sites Evident Not 

Evident 

Remarks 

1. Adequately lit    

2. Well-ventilated    

3. Adequate soundproofing    

4. Comfortable temperature    
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5. With Sufficient space    

6. Clean    

7. Clean comfort rooms    

8. Equipment were serviceable    

9. Medical care was available (e.g. common 

medicines, first aid) 

   

10. Adherence to health and safety protocols    

Participants Evident Not 

Evident 

Remarks 

1. Skills gained during the activity could be 

incorporated into its own practices 

   

2. Contribution of all participants, both male and 

female, were encouraged 

   

3. Demonstrated clear understanding of the content 

delivered 

   

4. Demonstrated clear understanding of the content 

delivered 

   

5. Used appropriate equipment for the activity    

Trainer / Facilitator Evident Not 

Evident 

Remarks 

1. Demonstrated mastery of the subject matter    

2. Established positive learning environment    

3. Observed time allotment    

Internet Connection (if applicable) Evident Not 

Evident 

Remarks 

1. is readily available to participants    

2. is strong and reliable    

3. Bandwidth is adequate for video and audio 

streaming 

   

Program Management Team Evident Not 

Evident 

Remarks 

1. available when needed    

2. courteous    

3. responsive to needs of participants    

QAME SYSTEM Evident Not 

Evident 

Remarks 

1. A quality assurance and monitoring and evaluation 

system was in place 

   

2. Data gathered was used to inform management    

COMMENDABLE POINTS/BEST PRACTICES/INNOVATIONS/INITIATIVES: 

 

 

 

 

ISSUES/CONCERNS: 

 

 

 

SUGGESTIONS/RECOMMENDATIONS: 

 

 

 

 

Prepared by:   _____________________________         Date: 

                        Monitor 
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