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Republic of the Philippines
Flountain Province State Polptechnic College

Bontoc, Mountain Province

TERMINAL REPORT

Training Title : SEMINAR ON MANAGEMENT OF MEETINGS AND

COMPLETED STAFF WORK
Extension Component : Seminar - Workshop
Extension Program : Continuing Education for Professionals
Cooperating Agency : LGU SADANGA, DepEd
Implementing Department : Graduate School (MPA/Ed.D), BSOA, LA
Trainers/Speakers : Dr. REXTON F. CHAKAS
Actual No. of Participants : 50
Actual Venue : MSWDO BLDG., Sadanga, Mountain Province
Actual Date of Implementation : February 24, 2017
No. of Training Days o |
Source of Fund MPSPC : Extension Fund ( Snack & Supplies)

Sadanga Municipality : Lunch and Amenities

Total Budget Requirement : P 44, 066.4

Executive Summary

Management of meetings and completed staff work are seen as very significant
matters in the world of management, leadership, administration and also in the
academe. This is strongly believed to be as such and supported by the LGU of Sadanga
( unit heads and SB members ) and the different Sadanga School heads (principals,
TICs and -head teachers both in the elementary -and secondary level ) -during the
conduct of the training needs analysis and focus group discussion with them. It is from
this training needs analysis done by the RDE Sector that leadership and management
came out as one of the most significant trainings which they really need. Thus, the
conduct of the Seminar on Management of Meetings and Completed Staff Work on
February 4, 2017. This activity was in close coordination with the LGU of Sadanga,
particularly with the Office of the Municipal Mayor.

Dr. Annie Grail F. Ekid, Vice President for Research Development and Extension
Sector, warmly welcomed all the participants as she opened the activity. In her
remarks, she presented that such activity will further strengthen the partnership of
MPSPC with the Municipality of Sadanga. She further stated that she is confident that
all will greatly benefit from this seminar as adequate knowledge and practice on




completed staff work and management contribute to each one’s efficiency and
effectiveness.

Hon. Jose A. Limmayog, Jr., Sadanga Municipality Mayor, gave a message
where aside from welcoming the guests, resource speaker and participants, he also
emphasized on the importance of said activity since although they do conduct
meetings and are actually doing completed staff work, there are still a lot of things
(even the simple/basic ones) that are being taken for granted; that there are still a
lot of things that each of them needs to know, needs to be well-informed of and

needs to be constantly be reminded of.

Resource Speaker was Dr. Rexton F. Chakas, MPSPC President. He first tackled
on management of meetings where he had a fruitful discussion with the participants

on the following topics:

The Meeting, Importance, and-Categories of Meetings
The Planning of Meetings

The Call and Notice of Meetings

The Meeting Agenda

The Quorum

The Set-Up Room Lay Out for Meetings and Events
Practical Tips in Chairing Meetings

‘Voting and Elections in Deliberative Bodies

¥ 8 N o owvohw N oA

The Minutes of Meetings
He further gave a sample of minutes of meetings to the participants.

The next topic which he presented and discussed was on Completed Staff Work
(CSW). He profoundly discussed and explained the following:

1. The Doctrine
2. The Completed Staff Work Process
3. Other Considerations

After his presentation and discussion, workshop on management of meetings
and completed staff work ensued where the participants were grouped according to
areas of work in general. Each group presented their outputs where everybody gets
to listen to each group’s problems, suggested solutions and suggestive/comments

from the participants. This was facilitated by the resource speaker.




Giving of impressions followed where representatives from the different
groups/sectors gave their say regarding the conducted seminar. All extended their
gratitude for the conduct of the activity and expressed that they indeed learned from
this. One stated that they were enlightened and educated in even the basic things;
though basic, this is very important and need to be looked into. Another expressed
that such an activity be sustained.

In his closing remarks, he also thanked all for their continued support to the
endeavours of the College. He assured the participants that there will be other
activities to be conducted in the Municipality of Sadanga not only to the group but to
the different communities/barangays as well.

The seminar ended successfully with the distribution of the book of Dr. Rexton
F. Chakas entitled The Doctrine of Completed Staff Work.

Recommendation:

» For the College to sustain Continuing Education for Professionals activities and
other extension activities to the Municipality of Sadanga as expressed by the
participants themselves.

Attachments of the terminal report

Attendance sheet/Participants directory
Photo documentation

Certificates

Approved Activity design

Evaluation summary
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Prepared by:
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Noted by:

ELMER D./PAKIPAC

Extensiof Director
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Municipality of Sadanga
Sadanga, Mountain Province

ACTIVITY DESIGN

I.  ACTIVITY IDENTIFICATION

Training Title: Seminar on Management of Meetings and Completed
Staff Work
Extension Component: (please check appropriate box)

W Training/seminar/workshop

€ Technology Transfer and utilization

€ Technical assistance and advisory services

€ Information dissemination

€ Community involvement/outreach activities

Extension Program: (please check appropriate box)
€ Agricultural Extension
€ Technical/Vocational
B Continuing Education for Professionals

€ Others
Implementing Department: Graduate School (MPA/Ed.D), BSOA, LA
Faculty Extension Worker: Dr. Rexton F. Chakas
Coordinator: Dr. Annie Grail F. Ekid
Participants: 45 participants (Municipal Officials, Division Heads,
School Principals)

5 Research and Extension Staff

Venue: DSWD Building, Sadanga

Date: February 24, 2017

Source of Fund

A. MPSPC Extension Fund (Snack & Supplies)
B. Sadanga Municipality Lunch and Amenities

Total Budget Requirement: P 44,066.4



II. Rationale

Effective management of meetings and following the doctrine of completed staff work
are vital tenets of management. It is a truism that meetings in workplaces, when properly
managed, engender productivity. Most organizations have a need to conduct meetings.
People need to communicate in groups to get things done. When people get to communicate
through meetings, they get to ask questions, voice comments, process information, and
ultimately make better decisions. Effective meetings help develop a sense of commitment to
organizations, as well as having a feeling of contribution to something worthwhile.

Completed staff work, on the other hand, stresses the crucial responsibility of any
staff to identify the problem or issue requiring decision by some higher authority. These
principles complement each other and serve the major purpose of increasing engagement of
the staff and superiors’ time, energy, skills and creativity for the success of the organization.

These management essentials were also identified as the felt need of the MPSPC
partners in Sadanga. In an earlier survey done by the Extension sector in 2016, leadership
and management seminars were identified as the need of the community members. In
response to such training need and in a vigorous effort to sustain the extension activities of
the college with its adopted municipality, this seminar, a joint venture between MPSPC and
Sadanga municipality, is being undertaken.

[1I. Objectives
At the end of the seminar, the participants are expected to:
+ Beable to facilitate, guide and conduct meetings effectively

» Raise the awareness of the staff of their roles in implementing completed staff

work
* Save time and work more effectively through skilled management of meetings

IV. Expected Output

1. Enhanced knowledge of participants on management of meetings and CSW
2. Atleast 70% of expected participants attended

V. Flow of Activities

Preliminaries

8:00- 8:30 Registration
c/o RDE Staff
8:30-9:00 Opening Program
Opening Prayer DR. JOHNNY P. CAYABAS, Jr.

OIC Dean, Graduate School

Pambansang Awit EMMIE P. AROY
Staff, Extension Unit

Opening Remarks DR. ANNIE GRAIL F. EKID
VP for RDE



Message HON. JOSE A. LIMMAYOG, JR.

Sadanga Mayor

Introduction of the KARYL A. PO-OR
Resource Speaker Science Research Analyst
Seminar Proper DR. REXTON F. CHAKAS

Resource Speaker

9:00-12:00 Management of Meetings

1. The Meaning, Importance, and Categories of Meetings
A. Meeting
B. Importance of Meetings
C. When Meetings are not needed
D. The Categories and Kinds of Meetings

2. The Planning of Meetings
A. The Importance and Purposes of Planning Meetings
B. The Fundamental Steps in Planning Meetings
C. Common Mistakes and Lapses in Planning Meetings

3. The Call and Notice of Meetings
A. The Call to Meeting
B. The Notice of Meeting
C. Some General Rules in Writing the Notice of Meeting

4. The Meeting Agenda
A. Parts of the Order of Business
B. Structure of Format of an Agenda
C. Practical Steps in Developing an Effective Agenda

5. The Quorum
A. The Importance and Meaning of a Quorum
B. The Constitution of a Quorum
C. The Effects of Walkouts on the Quorum
D. The Presumption of the Existence of a Quorum
E. Questioning the Existence of a Quorum

6. The Set-Up Room Lay Out for Meetings and Events
A. The Kinds of Room Arrangements
B. The Arrangement Checklist

7. Practical Tips in Chairing Meetings
A. The Roles of the Chairman or Presiding Officer
B. The Personal Competencies in Chairing Meetings
C. The Techniques in Equalizing Participation
D. Common Mistakes and Lapses in Planning Meetings
E. Proposed Checklist for the Chairman



8. Voting and Elections in Deliberative Bodies

A. The Importance of Voting
B. Classes of Votes

C. Putting the Question

D. Methods of Voting

9. The Minutes of Meetings

A. The Meaning and Importance of Minutes of Meetings

B. The Types of Minutes of Meetings

C. Tips for Recorders and Secretaries

D. Some General Rules in Writing the Minutes of Meetings

12:00 - 1:00 Lunch Break
1:15 - 4:15 Completed Staff Work
1. The Doctrine

The Definition of the Doctrine
The Development of the Doctrine
Decision Making and the Doctrine

2. The Completed Staff Work Process
The Statement of the Problem
The Background and Other Information
Presentation and Assessment of Alternatives
Considerations in Laying Out Courses of Action
The Recommendation

3. Other Considerations

Marks of a CSW Output

4:15 - 4:30 Impression/ Evaluation
4:30 - 4:50 Distribution of Certificates/ Photo op
Closing Remarks MR. ELMER D. PAKIPAC

Director, R&D Unit

Closing Prayer Rochelle Ann C. Dalay-on
Staff, Research Development Unit



V. Budgetary Requirements

Particulars Quantity Unit Cost MPSPC Sadanga-
Counterpart Municipality
Counterpart
Meals and Snacks
Lunch 50 100 5,000.00
Snacks 100 80 8,000.00
Sub-total 8,000.00 5,000.00
Supplies and Materials
CSW Books 43 copies 624.8 26,866.4
Paper for Certificates 1 pack 50.00 500.00
Tarpaulin (48 x 96” 1 pes. 40.00/ft. 1,200.00
Certificate Frame 2 pes. 250.00 500.00
Venue and Amenities 2,000.00
Sub-total 29,066.4
| GRAND TOTAL 37,066.4 7,000.00
Reviewed and Endorsed by:
ELMER D W
Dire ckénsion Unit
Funds Available:
IME UIDANGEN JE G. FARONG-EY
co IILlB~ Acgountant
Recommended by:
ANNIE GRAIL F/$KID, Ed.D.

Vice President/for RDE

APPROVED:

REXTON F. CHAKAS, Ph.D.
President, MPSPC







Bontoc. Mountain Province

Republic of the Philippines
MOUNTAIN PROVINCE STATE POLYTECHNIC COLLEGE

Research, Development and Extension Sector
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Bepublic of the Pbilippines

MOUNTAIN PROVINCE STATE POLYTECHNIC COLLEGE
Research, Development and Extension Sector
Bontoc. Mountain Province
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CERTIFICATION

This is to CERTIFY that the above is the true and correct attendance list of the
participants/facilitators/secretariat of the above-mentioned activity.

This is to certify further that the meals/snack claimed for payment by the caterer/fas served to

- the above participants.
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Mr. Elmer Pakipac closes the program.







GROUP ONE

ISSUE: REFUSAL TO DULY RECEIVE THE WRITTEN COMPLAINT OF
ANY CLIENT COMING TO THE OFFICE

QUESTIONS:
1. What are the functions of Brgy. ® Local government code
Secretary?
2. What is the reason why the Brgy. * Minutes of meetings
Secretary refuse to receive the
complaint?
3. When did the Brgy. Secretary refusethe | e Logbook
receive the complaint?
4. Canthe Brgy. Secretary be removed/ ® Local government code
suspended from office? Code of conduct
5. Isthere substantial evidence to prove the | o Investigations/affidavits
admin offense of simple neglect of duty? | e minutes
GROUP TWO
ISSUE: BRIGADA ESKWELA
QUESTIONS:
1. What are the areas to be addressed? e BEForm 1, EBEIS,
E-SIP, NSBI
2. What are the available resources? e MOGOE, Canteen,
SEF, Inventory
3. What are the additional resources needed? | e Resource
mobilization from
(BE Form 3)
4. How shall we generate additional e RMP
resources?
5. What are the skill needed? ¢ School community
profile

GROUP OTHERS

ISSUE: SUBMISSION OF ANNUAL ACCOMPLISHMENT REPORT

POSSIBLE QUESTION ASKED:

1.

What is the template/ Is there a
template?

e Memoa

When is the deadline of submission of
the report?

e Notice from the
LCE

What will be the sanction for non-
compliance?

Who should prepare the report?
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B Republic of the Philippines
Ao Mountain Province State Polptechnic College
Bontoc, Mountain Province
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ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3- Satisfactory (2.51 — 3.50)
4 - Very Satisfactory (3.51 - 4.50); 5~ Excellent (4.51 - 5.00)

I Rate

LR e e
a. Clarity and relevance
b. Attainment of the activity objectives ; i
C. Usefulness of the activity/topics to the participants !
d. Timeliness and immediate applicability

2. Organization and preparation; Venue ok U R R .
a. Planning and implementing activity |

Preparation and organization of the activities ‘

Ventilation, lighting, equipment and facilities in the venue

Appropriateness of the venue of the activity

Time allotment per activity/topic K

plaln|o

3. Speaker/Facilipstor s i inE T
Mastery of the subject matter/content

b. Use of effective means of communicating ideas

C. Keenness and interest in the conduct of training _ \
d. Stimulation of the participants’ interest

fu

4. involvementof Patfieipapts: 1 . 2 airn s SR |
a. Enthusiasm and interest shown —
b. Level of involvement of participants - | | =]

5. Food :

6. Overall Evaluation Sy e e O e 55 e s : | !
On a scale of 1 (lowest) to 5 highest, please indicate your overall rating | ; |5 3 s 4 @
\

iof the activity by encircling the number that corresponds to your
assessment. J
, |

1 L]

| 7. Please write your valuable comments/suggestions for the improvement of the succeeding i
activities/seminars/programs. What training/s would you suggest for future activities? ,

\
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Title of Activity:
Date Conducted:

»  Republic of the Philippines
oy Mlountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM

Seminar on Management of Meetings and Completed Staff Work

February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2~ Fair (1.51— 2.50); 3 - Satisfactory (2.51 — 3.50)
4 - Very Satisfactory (3.51-4.50); 5— Excellent (4.51-5.00)

!ity and r[vae

Attainment of the activity objectives

Usefulness of the activity/topics to the participants

a.
b.
€.
d.

Timeliness and immediate applicability

N YN

Planning and implementing activity £

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

Appropriateness of the venue of the activity

N

PN e

Time allotment per activity/topic o N

Mastery of the subject matter/content

Use of effective means of communicating ideas

Keenness and interest in the conduct of training -

alo|o|y

Stimulation of the participants’ interest

o]
.

Enthusiasm and interest shown

assessment.

s
b. Level of involvement of participants e
e —— : R . — >

On a scale of1(!owest)t05highst, p[as indicate your overall rating |1 |2 |3 4 |5
of the activity by encircling the number that corresponds to your o

R

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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ssp Flountain Province State Polptechnic College

@ / Bontoc, Mountain Province
” RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3- Satisfactory (2.51 - 3.50)
4 - Very Satisfactory (3.51 - 4.50); 5 — Excellent (4.51~5.00)

Clarity and relevance

Attainment of the activity objectives

Usefulness of the activity/topics to the participants

alp(o|w|

Timeliness and immediate applicability

LD MR T TY AR A TR

Planning and implementing activity

il

ol

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

aln

Appropriateness of the venue of the activity

Time allotment per activity/topic

A

Mastery of the subject matter/content

Use of effective means of communicating ideas

Keenness and interest in the conduct of training

alo|o|w

Stimulation of the participants’ interest

ANAYAYAY

a. Enthusiasm and interest shown

SR

b. Level of involvement of participants

ET R S

Thak

A

On a scale of 1 (lowest) to 5 hist, please indicate your overall rating | 4
of the activity by encircling the number that corresponds to your
assessment.

5

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
Fountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM

Title of Activity:
Date Conducted:

Seminar on Management of Meetings and Completed Staff Work
February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3- Satisfactory (2.51 - 3.50)
4 - Very Satisfactory (3.51-4.50); 5 — Excellent {4.51-5.00)

Rate

T

Clarity and relevance el
Attainment of the activity objectives

Usefulness of the activity/topics to the participants
Timeliness and immediate applicability T

aln oy

Planning and implementing activity
Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue
Appropriateness of the venue of the activity

Time allotment per activity/topic

.

fDF‘-!"".:"f“ﬁ
S NNKE

B
Mastery of the subject matter/content

Use of effective means of communicating ideas
Keenness and interest in the conduct of training
Stimulation of the participants’ interest

SRR

NE

Enthusiasm and interest shown
b. Level of involvement of participa
= T =

il

nts

TR

On a scale of 1 (lowest) to 5 highest, please indicate youroverallrating | ; | 5 3 14 |5
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
Flountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the semina r-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51~2.50); 3 - Satisfactory (2.51 - 3.50)
4 - Very Satisfactory (3.51-4.50); 5 - Excellent (4.51 - 5.00)

a. Clarity and relevance Vs
b. Attainment of the activity objectives /
¢. _Usefulness of the activity/topics to the participants ¥
d. Timeliness and immediate applicability /

a. Planning and implmetintit - s
b. Preparation and organization of the activities ¥
¢. Ventilation, lighting, equipment and facilities in the venue p,
d. Appropriateness of the venue of the activity /
4
%

e. Time allotment per activity/topic

Mastery ofthsjct atterlcontent

b. Use of effective means of communicating ideas /
¢. Keenness and interest in the conduct of training /
d. Stimulation of the participants’ interest /

R T S TR R T P = = PR E = S e = = S

a. Enthusiasm and interest shown 7
b. Level of involvement of participants >

I

%

~ Onascale of 1 (lowest) to 5 highest, please indicate your overall rating [y |2 |3 5
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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»,  Republic of the Philippines
S Mlountain Province State Polptechnic College

'@ ./ Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the semina r-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51~ 2.50); 3 - Satisfactory (2.51 ~ 3.50)
4 - Very Satisfactory (3.51-4.50); 5 — Excellent (4.51-5.00)

Rate

Clarity and relevance

Attainment of the activity objectives

Usefulness of the activity/topics to the participants
Timeliness and immediate applicability

alniolw
1% R

12

a. Planning and implementing activity

b. Preparation and organization of the activities

c. Ventilation, lighting, equipment and facilities in the venue
d

e

Appropriateness of the venue of the activity
Time allotment per activity/topic

AN IRANANA

a. Mastery of the subject matter/content
b. Use of effective means of communicating ideas
E
d

Keenness and interest in the conduct of training
Stimulation of the participants’ interest

VYA

.

Enthusiasm and interest shown
Level of involvement of partici

RS

N\

On a scale of1lowest) to 5 hight, p[eae indicate you overall rting 1 |2 (3 |4 @
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?




=

r
| M-

N R EE e = D £ & e e =

= =3

=

Republic of the Philippines
FHlountain Province State Polptechnic College

Bontoc, Mountain Province

Tl =

RESEARCH DEVELOPMENT AND EXTENSION SECT(

-~
| B

JR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the semina r-workshop:
1-Poor (1.00-1.50); 2 - Fair (1.51— 2.50); 3 - Satisfactory (2.51 - 3.50)
4 - Very Satisfactory (3.51-4.50); 5 - Excellent (4.51 - 5.00)

Venue: MSWDO, Sadanga, Mountain Province

Rate

s S S S el
Clarity and relevance

e J-.‘:..‘t.,,;

b=

Attainment of the activity objectives

Usefulness of the activity/topics to the participants

aln o

Timeliness and immediate applicability

Planning and implementing activity

d.
b

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

C
d. Appropriateness of the venue of the activity
e. Time allotment per activity/topic

a. Mastery of the subject matter/content

b. Use of effective means of communicating ideas

¢. Keenness and interest in the conduct of training

d. Stimulation of the participants’ interest

s KR

—

a. Enthusiasm and interest shown

b. Level of involvement of participants

Lk

b, e »-.Y.xi;. i dnii r ;i -;ﬂ;u-a:f&.-’j"::“.f
of 1 (lowest) to 5 highest, please indicate your overall rating
of the activity by encircling the number that corresponds to your
assessment.

|

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines

' """‘ FHlountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51 - 3.50)
4 - Very Satisfactory (3.51-4.50); 5 —Excellent (4.51 - 5.00)

Rate

a. Clarity and relevance

b. Attainment of the activity objectives ]
¢. Usefulness of the activity/topics to the participants s
d. Timeliness and immediate applicability v

a. Planning and implementing activity v
b. Preparation and organization of the activities v

¢. Ventilation, lighting, equipment and facilities in the venue v’
d

e

Appropriateness of the venue of the activity v
Time allotment per activity/topic v

a. Mastery of the subject matter/content

b. Use of effective means of communicating ideas v
c. Keenness and interest in the conduct of training v
d. Stimulation of the participants’ interest 2

a. Enthusiasm and interest shown
b. Level of involvement of participants

7 saeof1(lowest) toshist, !eae indicate you overallrating | ; | 5 3 14 |5
of the activity by encircling the number that corresponds to your
assessment. o

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?

~Provrzts tafatod “Rmincdoudy
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Republic of the Philippines
fHlountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51 —3.50)
4 - Very Satisfactory (3.51-4.50); 5 —Excellent (4.51 - 5.00)

. Clarity and relevance | o o - - ol

d

b. Attainment of the activity objectives v
. Usefulness of the activity/topics to the participants v
d. Timeliness and immediate applicability v

a. Planning and implementing activty I A
b. Preparation and organization of the activities v

c. Ventilation, lighting, equipment and facilities in the venue v
d. Appropriateness of the venue of the activity =

e. Time allotment per activity/topic v

a. Mastery of the subject matter/content

b. Use of effective means of communicating ideas L
c. Keenness and interest in the conduct of training v

d. Stimulation of the participants’ interest sl

a. Enthusiasm and interest shown
Level of mvolvement of artlmpants

YN

“ 0nasclof1lowes)o 5hihes, please indicate your overa[irt:ng 1 |2 13 |4 @
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Title of Activity:
Date Conducted:

Republic of the Philippines

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM

Seminar on Management of Meetings and Completed Staff Work

February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51—3.50)
4 - Very Satisfactory (3.51 - 4.50); 5 —Excellent (4.51 - 5.00)

a. Clarity and relevance

b. Attainment of the activity objectives

c. _Usefulness of the activity/topics to the participants

= B =B = B

d. Timeliness and immediate applicability

==

a Ptanlng and implementing actwiy

b. Preparation and organization of the activities

=l

¢. Ventilation, lighting, equipment and facilities in the venue

d. Appropriateness of the venue of the activity

e. Time allotment per activity/topic

e

a. Mastery of the subject matter/content

==l

b. Use of effective means of communicating ideas

¢. Keenness and interest in the conduct of training

d. Stimulation of the participants’ interest

i |

En £=0

=]

T = —— R T '_""*\:" T = = - = -:;',i
a. Enthusiasm and interest shown i
b. Level of involvement of participants
On a scale of 1 (lowest) to 5 highest, please indicate your overallrating | y |5 |3 |4

of the activity by encircling the number that corresponds to your

assessment.

d EI ==

r
| NS

7. Please write your valuable comments/suggestions for the improvement of the succeeding

activities/seminars/programs. What training/s would you suggest for future activities?

Frcallerd! Very inbremahve - rgnk g
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Republic of the Philippines
Mountain Province State Polptechnic College

Bontoc, Mountain Province

=SEARC OPMENT AND EXTENSION SECTOF

f b\ - VN

'a—.

Y . ::.' MARGE UE

ACTIVITY EVALUATION FORM

Title of Activity:
Date Conducted:

Seminar on Management of Meetings and Completed Staff Work
February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:

2 R =N

1-Poor(1.00-1.50); 2-Fair(1.51~-2.50); 3 - Satisfactory (2.51 —3.50)
4 - Very Satisfactory (3.51-4.50); 5 — Excellent (4.51 - 5.00)

|

Rate
1. Objectives and Relevance 13 l4ls
a. Clarity and relevance 7-.'
b. Attainment of the activity objectives -
! . _Usefulness of the activity/topics to the participants e
' d. Timeliness and immediate applicability -
a. Planning and lmplementlng activity |
b. Preparation and organization of the activities |
c. Ventilation, lighting, equipment and facilities in the venue 1~
d. Appropriateness of the venue of the activity |~
| e. Time allotment per activity/topic |~ |
3. Speaker/Facilitator SR s
a. Mastery of the subject matter/content | ~
b. Use of effective means of communicating ideas I
c. Keenness and interest in the conduct of training e
d. Stimulation of the participants’ interest | 7]
I
4. _Involvement of Participan e A

| a. Enthusiasm and mterest shown /.

r b. Levei of mvo[vement of parttcnpants /| j
5. Food e Al e 8 5 e E
6. Overall Evaluation Lot e |

On a scale of 1 (Iowest) to 5 hlghest p[ease 1ndfcate your overaEI ratmg 1 12 13 |4 @
of the activity by encircling the number that corresponds to your {
assessment. .

|
7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
s C/ru/%( A W
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Republic of the Philippines
S MHlountain Province State Polptechnic College

- @ & Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51—3.50)
4 — Very Satisfactory (3.51-4.50); 5 — Excellent (4.51~5.00)

Clarity and relevance . il vl

a

b. Attainment of the activity objectives o
¢. Usefulness of the activity/topics to the participants #

d. Timeliness and immediate applicability

a. Planning and implementing activity 7
b. Preparation and organization of the activities

c. Ventilation, lighting, equipment and facilities in the venue "
d ~T
e -~

Appropriateness of the venue of the activity
Time allotment per activity/topic

Mastery of the ubject atter[content ~
Use of effective means of communicating ideas &
Keenness and interest in the conduct of training sl
s

o

alo|o|w

Stimulation of the participants’ interest

a. Enthusiasm and interest shown e
b. Lev t of participants

AYA

On ascale of1(loes to 5 highest, pfese indicate your overall rating (1 |2 |3 @ 5
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
fMlountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51—3.50)
4 — Very Satisfactory (3.51 - 4.50); 5 —Excellent (4.51 - 5.00)

Venue: MSWDO, Sadanga, Mountain Province

Clarity and relevance

Usefulness of the activity/topics to the participants

a
b. Attainment of the activity objectives
C
d

. Timeliness and immediate applicability

3 Innmad ip[entin actsvt ]

d

b. Preparation and organization of the activities

c. Ventilation, lighting, equipment and facilities in the venue

d. Appropriateness of the venue of the activity

e. Time allotment per activity/topic il

Mastery of the subject matter/content

Use of effective means of communicating ideas

b
¢. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest

of the activity by encircling the number that corresponds to your
assessment.

a. Enthusiasm and interest shown
b. Level of involvement of participants
~ Onascaleof1 (Iowst)o 5 highest, please indicate your ol!ratng 3 14 |5

wry Enkepraded

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?

12
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Title of Activity:
Date Conducted:
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Republic of the Philippines
fMlountain Province State Polptechnic College

Bontoc, Mountain Province
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ACTIVITY EVALUATION FORM

Seminar on Management of Meetings and Completed Staff Work

February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51—-2.50); 3 - Satisfactory (2.51—3.50)
4 — Very Satisfactory (3.51—-4.50); 5 - Excellent (4.51 - 5.00)

Rate

Clarlty and relevance

Attainment of the activity objectives

Usefulness of the activity/topics to the participants

alolo|v o

Timeliness and

immediate applicability

PNNRE

2. Organization and preparat

tion; Venue

R S T I I S 4 Ll L I T ke e i

a. Planning and implementing actlwty

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

Appropriateness of the venue of the activity

olaln|o

Time allotment per activity/topic

KIS

3. Speaker/Facilitator

a. Mastery of the

subject matter/content

b. Use of effective means of communicating ideas

c. Keenness and interest in the conduct of training

d. Stimulation of the participants’ interest

AN

a. Enthu51asm and mterest shown !

N

e

5. Food

b. Leve[ of mvolvement of partnc:pants

6. Overall Evaluation

assessment.

On ascale of1(|owest)t05hlghest p[ease lndlcate your overa[l ratmg 1 12 13 |4
| of the activity by encircling the number that corresponds to your

SRS

|

9

Swnged |
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7. Please write your valuable comments/suggestions for the improvement of the succeeding
actiwtles/semmars/programs What training/s would you suggest for future activities?
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Bontoc, Mountain Province
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ACTIVITY EVALUATION FORM

Title of Activity:

Date Conducted: February 24, 2017

Seminar on Management of Meetings and Completed Staff Work

Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:

1-Poor (1.00-1.50); 2-Fair (1.51 - 2.50);
4 - Very Satisfactory (3.51 - 4.50);

3 - Satisfactory (2.51 — 3.50)
5 — Excellent (4.51 - 5.00)

Rate

1. Obfeckives and Relevaiics o0 o e

Clarity and relevance

Attainment of the activity objectives

Usefulness of the activity/topics to the participants

o io|w |

Timeliness and immediate applicability

2. Organization and preparation; Venue

a. Planning and mp[ementmg activity W

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

b
€
d. Appropriateness of the venue of the activity
e. Time allotment per activity/topic

Mastery of the sub;ect matterlcontent

NERS

Keenness and interest in the conduct of training

8! 1§

a
b. Use of effective means of communicating ideas
c
d

Stimulation of the participants’ interest

N

4. Involvementof Participants =

N

assessment.

a. Enthusiasm and interest shown L
b. Leve[ of mvolvement of partlapants Tl
5._" Faad : g 2 i - g L ] /
|
6. Overall Evaluation Higere R R % ;
On a scale of 1 (Iowest) to 5 hlghest please mdlcate your overa ratlng 1 12 13 |4

of the activity by encircling the number that corresponds to your

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines

-~ Mountain Province State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2-Fair(1.51~2.50); 3 - Satisfactory (2.51—3.50)
4 — Very Satisfactory (3.51 - 4.50); 5 - Excellent (4.51—5.00)

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

Venue: MSWDO, Sadanga, Mountain Province

Clarity and relevance

a. 7

b. Attainment of the activity objectives /
c. Usefulness of the activity/topics to the participants /
d. Timeliness and immediate applicability /

Planning and iplementa activity

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

Appropriateness of the venue of the activity

oleln|o|e

Time allotment per activity/topic

a. Mastery of the subject matter/content

Use of effective means of communicating ideas

b
c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest

a. Enthusiasm and interest shown

a scale of 1 (!wet) to 5hiest, ples indicate yor overall r. ting
of the activity by encircling the number that corresponds to your
assessment.

S Coming

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?

e
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Republic of the Philippines
s lountain Province State Polptechnic College

i

@ 7 Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51 -3.50)
4 — Very Satisfactory (3.51-4.50); 5 —Excellent (4.51 - 5.00)

7

d relevance

a. Clarity an

b. Attainment of the activity objectives v

c. Usefulness of the activity/topics to the participants 4
d. Timeliness and immediate applicability v

a. Planning and implementing activity
b. Preparation and organization of the activities

c. Ventilation, lighting, equipment and facilities in the venue
d. Appropriateness of the venue of the activity

e. Time allotment per activity/topic i

N NS

Mastery of the subje matter/content

a
b. Use of effective means of communicating ideas -
c. Keenness and interest in the conduct of training .

d. Stimulation of the participants’ interest ~

a. Enthusiasm and interest shown
b. Level of involvement of participants ~
R LR T A S T T L T e T A P ? AT e,

~ Onascale of1(lowet)o shlghest, piease indicate your overaltrtng 1 1213 |4 |5
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
fMlountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR
ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2 - Fair(1.51-2.50); 3 - Satisfactory (2.51—3.50)
4 - Very Satisfactory (3.51—4.50); 5 —Excellent (4.51 - 5.00)

| Rate

s L o b el i34 5
a. Clarity and relevance ~
b. Attainment of the activity objectives il
c. Usefulness of the activity/topics to the participants -

| d. Timeliness and immediate applicability "
a. Planmng and |mpiement1ng activity | | ,
b. Preparation and organization of the activities [~ ‘
c. Ventilation, lighting, equipment and facilities in the venue | |~
d. Appropriateness of the venue of the activity [ { <
e. Time allotment per activity/topic Edl
|
|

3. Speaker/Facilitator e G il
a. Mastery of the sub;ect matterlcontent 4
b. Use of effective means of communicating ideas | |~ }
c. Keenness and interest in the conduct of training s
d. Stimulation of the participants’ interest | |~

4. Iovolement ol PatHdpats.. ... L b d
a. Enthusiasm and interest shown yd 4
b._Level of involvement of partmpants g

5. Food B :

6. Overall Evaluation sl I S e R
On a scale of 1 (iowest) to5 hlghest please |nd|cate your overall ratmg 1 |2 13
of the activity by encircling the number that corresponds to your

assessment.

|
7. Please write your valuable comments/suggestions for the improvement of the succeeding |
activities/seminars/programs. What training/s would you suggest for future activities? ;
|
\
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Republic of the Philippines

Co\ Mountain Province State Polptechnic College

Bontoc, Mountaln Province

RESEARCH DEVELOPMENT AND EXTENSION SECT
ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work

Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51—-2.50); 3 - Satisfactory (2.51—3.50)

4 - Very Satisfactory (3.51 - 4.50); 5 — Excellent (4.51 - 5.00)

Venue: MSWDO, Sadanga, Mountain Province

1. Objectives and Relevance

i cCE S gy

Rate

a. Clarity and relevance

Attainment of the activity objectives

b
c. Usefulness of the activity/topics to the participants
d. Timeliness and immediate applicability

2. Organization and preparation; Venue

a. Planning and implementing activity

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

Appropriateness of the venue of the activity

olain|o

Time allotment per activity/topic

3. Speaker/Facilitator

o]

a. Mastery of the sub;ect matter/content

Use of effective means of communicating ideas

b
c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest

4. Involvement of Participz

a. Enthusiasm and mterest shown

b. Level of mvo!vement of partmpants

5--1._ _FOOd S s R A RS J*

6. Overall Evaluation

On a scale of 1 (Iowest) to 5 hlghest please md;cate your overall ratmg 1
of the activity by encircling the number that corresponds to your

assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
Ao Mlountain Province State Polptechnic College

Bontoc, Mountain Province
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ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2 —Fair (1.51-2.50); 3 - Satisfactory (2.51 — 3.50)
4 - Very Satisfactory (3.51—-4.50); 5 — Excellent (4.51 - 5.00)

Rate
a. Clar:ty and relevance ; Z
b. Attainment of the activity objectives ! (|
¢. Usefulness of the activity/topics to the participants < |
d. Timeliness and immediate applicability < |
/
2 L PT Bt ChlE Tt S iy ;
a. Planning and 1mplementmg actMty /
b. Preparation and organization of the activities ¢
c. Ventilation, lighting, equipment and facilities in the venue d
d. Appropriateness of the venue of the activity |
e. Time allotment per activity/topic I
a. Mastery of the sub|ect matterlcontent e
b. Use of effective means of communicating ideas ;
c. Keenness and interest in the conduct of training | <
d. Stimulation of the participants’ interest < |
&
‘
<
< | ‘
i
6. Overall Evaluation S S S R | ’
i On a scale of 1 (lowest) to 5 hlghest piease mdacate your overal! ratlng 1 1213 14 |5
| of the activity by encircling the number that corresponds to your 4 ; 5 7 |
assessment. :! : i
!
7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities? i
|
|
I
!
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Republic of the Philippines

Mountain Province State Polptechnic College

Bontoc, Mountaln Province
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ACTIVITY EVALUATION FORM
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Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
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1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51—3.50)
4 — Very Satisfactory (3.51-4.50); 5 — Excellent (4.51-5.00)

a

H-Objer:ﬁvesand Relevam:e

o s SR e

Rate

a. Clarity and re[evance

b. Attainment of the activity objectives

¢. " Usefulness of the activity/topics to the participants

PR

d. Timeliness and immediate applicability

. _Organization and preparat

gopivdile S

a. Planning and implementing activity

N\

6. E)veraﬂ Evaluation

On a scale of 1 (loWést) to -5 h:ghest p!ease md:cate your overa!l ratmg

of the activity by encircling the number that corresponds to your
assessment.

|
1|2 |3 |4 /&
|
i.
|

b. Preparation and organization of the activities
c. Ventilation, lighting, equipment and facilities in the venue
d. Appropriateness of the venue of the activity , .
' e. Time allotment per activity/topic } P
3. Speaker/Facilitator Jee R "o
a. Mastery of the subject matterlcontent 7|
b. Use of effective means of communicating ideas L~
c. Keenness and interest in the conduct of training ‘ rd
d. Stimulation of the participants’ interest : i
4. Involvement of Participar PR S L e e ;
a. Enthusiasm and mterest shown P |
b. Level of mvoivement of partu:lpants |
TR 20t P e Tl e e T l—/f
|

| 7. Please write your valuable comments/suggestions for the improvement of the succeeding

activities/seminars/progra hat training/s would you suggest for future activities?
Iserminarsfpropramy- v gl you sugg
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Republic of the Philippines
fMlountain Province State Polptechnic College

- Bontoc, Mountain Province
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RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51-3.50)
4 - Very Satisfactory (3.51-4.50); 5 — Excellent (4.51 - 5.00)

Rate

1. Objectives and nce - s 314 5
a. Clarity and reievance 7
b. Attainment of the activity objectives 7
c. Usefulness of the activity/topics to the participants -
d. Timeliness and immediate applicability 7
a. Plannmg and !mplementlng actlv:ty -
b. Preparation and organization of the activities d
c. Ventilation, lighting, equipment and facilities in the venue 7
d. Appropriateness of the venue of the activity e
e. Time allotment per activity/topic 4

eaker/Facilitator adgn g R

a. Mastery of the sub;ect matterlcontent -
b. Use of effective means of communicating ideas 4
c. Keenness and interest in the conduct of training ol
d. Stimulation of the participants’ interest ¢

4. Involvement of Part o
a. Enthusiasm and interest shown /
b. Level of involvement of participants i

6. Overall Evaluation cis ik
On a scale of 1 (lowest) to 5 hlghest please indicate your overall ratmg 1 12 13 |4 @‘

of the activity by encircling the number that corresponds to your '

| assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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A Mlountain Province State Polptechnic College

Bontoc, Mountain Province
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ACTIVITY EVALUATION FORM

Title of Activity:

Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51 —3.50)
4 - \ery Satisfactory (3.51—-4.50); 5 — Excellent (4.51 —5.00)

Seminar on Management of Meetings and Completed Staff Work
Venue: MSWDO, Sadanga, Mountain Province

a Rate
a. Clarity and relevance L
b. Attainment of the activity objectives V2
¢. Usefulness of the activity/topics to the participants ]/
d. Timeliness and immediate applicability ((
2. Organization and preparation; Venue S
a. Planning and mplementmg actmty (94
b. Preparation and organization of the activities o
c. Ventilation, lighting, equipment and facilities in the venue 4
d. Appropriateness of the venue of the activity ~
e. Time allotment per activity/topic -
‘3. Speaker/Facilitator Bl T
a. Mastery of the subject matter/content el
b. Use of effective means of communicating ideas v
c. Keenness and interest in the conduct of training v
d. Stimulation of the participants’ interest 4
174
4. A i % 0 A
a. EnthUStasm and interest shown w
b. Level of mvolvement of partxcupants v
5. Food % : e
6. Overall Evaluation B T o e
On ascale of 1 (Iowest) to 5 h!ghest p[ease mdlcate your overali ratmg 1 12 4 |s

of the activity by encircling the number that corresponds to your
assessment.

3
|

|

7. Please write your valuable comments/suggestions for the improvement of the succeeding

activities/seminars/programs. What training/s would you suggest for future activities?
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,,  Republic of the Philippines

sy Mlountain Province State Polptechnic College

? w -/ Bontoc, Mountain Province

& RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province
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Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2 - Fair(1.51~-2.50); 3 - Satisfactory (2.51—3.50)
4 — Very Satisfactory (3.51—4.50); 5 - Excellent (4.51 - 5.00)

a. Clarity and relevance

b. Attainment of the activity objectives

c. Usefulness of the activity/topics to the participants

d. Timeliness and immediate applicability

“a.Planning and implementing activity

b. Preparation and organization of the activities

c. Ventilation, lighting, equipment and facilities in the venue

d. Appropriateness of the venue of the activity

e. Time allotment per activity/topic

a. Ms of the bjeat arctent

b. Use of effective means of communicating ideas

c. Keenness and interest in the conduct of training

d. Stimulation of the participants’ interest

a. Enthusiasm and interest shown

b. Level of involvement of participants

On a scale of (loest) to 5 highest, please indicate your overall rating
of the activity by encircling the number that corresponds to your
assessment.

4/

Seinikav  on Quast -

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
A Mountain Province State Polptechnic College

Bontoc, Mountain Province
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ACTIVITY EVALUATION FORM

Title of Activity:

Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2-—Fair(1.51-2.50); 3 - Satisfactory (2.51 -3.50}
4 - Very Satisfactory (3.51 - 4.50); 5 — Excellent (4.51—-5.00)

Seminar on Management of Meetings and Completed Staff Work
Venue: MSWDO, Sadanga, Mountain Province

Clarity and relevance

Usefulness of the activity/topics to the participants

a
b. Attainment of the activity objectives
c
d

Timeliness and immediate applicability

NN N

2. Organization and preparation; Venue

ol

Planning and [mplementmg activity

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

b
c
d. Appropriateness of the venue of the activity
e. Time allotment per activity/topic

NN NN

3. Speaker/Facilitator

Mastery of the subject matter/content

Use of effective means of communicating ideas

Keenness and interest in the conduct of training

a0 F"?‘

Stimulation of the participants’ interest

NNERNE

S /IS M. (.

4. Involvement of Participants

, a. Enthusiasm and interest shown

NN

b. Level of involvement of participants

T/

5y F@éﬁd ey o b

i

| |
6. Overall Evaluation SOV I S S e ‘
On a scale of 1 (Iowest) to 5 h|ghest please tndtcate your overal[ ratmg 1 |2 I

of the activity by encircling the number that corresponds to your i |
assessment. l

3 |4
|

r
|

i

activities/seminars/programs. What training/s would you suggest for future activities?

ol, Yt Sw.

Sowinar on Qm@éi’juc&[@?’( 'Aaad o/ }ur\clﬁnj

7. Please write your valuable comments/suggestions for the improvement of the succeeding
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Title of Activity:
Date Conducted: February 24, 2017

Republic of the Philippines

fMountain Province State Polptechnic College

5 Bontoc, Mountaln Province

ACTIVITY EVALUATION FORM

Seminar on Management of Meetings and Completed Staff Work
Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51—3.50)

4 - Very Satisfactory (3.51—4.50); 5 - Excellent {4.51-5.00)

‘ Rate
b b i g S SO e N 1123415
a. Clarity and relevance »
-] b. Attainment of the activity objectives v
\ ¢. Usefulness of the activity/topics to the participants v
‘ d. Timeliness and immediate applicability I
| |
2. Organization and preparation; Venue i
a. Planning and implementing activity v
b. Preparation and organization of the activities | J
c. Ventilation, lighting, equipment and facilities in the venue f W
d. Appropriateness of the venue of the activity W
e. Time allotment per activity/topic | v |
3. Speaker/Facilitator i i
a. Mastery of the SUb]ECt matter/content v
b. Use of effective means of communicating ideas vV
c. Keenness and interest in the conduct of training v
d. Stimulation of the participants’ interest Wi
J
4. Involvement of Participants o %
a. Enthusiasm and interest shown v
b. Level of mvo[vement of partnc:pants sl
5. Food :
1 6. Overall Evaluation : : e ' ‘t
i On a scale of 1 (lowest) to 5 htghest please mdtcate your overall ratlng 1 |2 |3 l 4 E@
of the activity by encircling the number that corresponds to your ‘ = :
|
assessment. ‘ ‘ i
| ||

g 7. Please write your valuable comments/suggestions for the improvement of the succeeding
actlwt;eslsem:narslprograms What training/s would you suggest for future activities?
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Title of Activity:
Date Conducted:

Republic of the Philippines

Mountain Province State Polptechnic College

chtoc, Mountain Praovince
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ACTIVITY EVALUATION FORM

February 24, 2017

» au wl wll " o T
ND EATENSIO

N

Using the scale below, please rate the following features of the seminar-workshop:

1-Poor (1.00-1.50); 2—Fair (1.51-2.50); 3 - Satisfactory (2.51—3.50)

4 — Very Satisfactory (3.51 - 4.50); 5 - Excellent (4.51 - 5.00)

-
-

et e e &

Seminar on Management of Meetings and Completed Staff Work
Venue: MSWDO, Sadanga, Mountain Province

Objerhves ané Re!evance

Rate

a.

Clarity and re[evance

Attainment of the activity objectives

Usefulness of the activity/topics to the participants

b.
£
d

Timeliness and immediate applicability

._Organization and preparation; Venue

d.

Planning and implementing activity

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

Appropriateness of the venue of the activity

olaln|o

Time allotment per activity/topic

Speaker/Facilitator

o

Mastery of the sub;ect matter/content

Use of effective means of communicating ideas

Keenness and interest in the conduct of training

elo|o

Stimulation of the participants’ interest

involvementof Pagticlpants. 0 e e

a.

Enthusiasm and interest shown

b.

5. Food

Levei of lnvoivement of partlapants

6.

Overall Evaluation

On a scale of 1 ([ow-ééf) to 5 h:ghest please |nd|cate your overa[i ratlng 1
| of the activity by encircling the number that corresponds to your
| assessment.

Y e »\QW

)
S pw

I
7. Please write your valuable comments/suggestions for the improvement of the succeeding
activitieslseminars/pro%rams What training/s would you suggest for future activities?
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Republic of the Philippines
fMountain Province State Polptechnic College

Bontoc, Mountain Province

~E Ny

RESEARCH DEVELOPMENT AND EXTENSION SEC
ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51~3.50)
4 — Very Satisfactory (3.51 - 4.50); 5 — Excellent (4.51 - 5.00)

Rate

1. Objectives and Relevas

=
a. Clarity and relevance Ve
b. Attainment of the activity objectives Pl
c. Usefulness of the activity/topics to the participants i
d. Timeliness and immediate applicability &

2. Organization and preparation; Venue
a. Planning and implementing activity

b. Preparation and organization of the activities il
c. Ventilation, lighting, equipment and facilities in the venue vl
d. Appropriateness of the venue of the activity ' | 7 |
e. Time allotment per activity/topic -
|
i 35'3 dtor S S e il
a. Mastery of the subject matter/content i
b. Use of effective means of communicating ideas | /
c. Keenness and interest in the conduct of training E Pl
‘ d. Stimulation of the participants’ interest ! 7
a. Enthusiasm and mterest shown §

b. Level of mvoivement of part:cxpants _ !
SRl e s e e o

e B travrs 4_..4_.;‘4_ S EOR ) A oS T

of the activity by encircling the number that corresponds to your
assessment. j
|

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?

|
| L
6. Overall Evaluation ek e L | ‘
I dicat ![ ti 4 L
On ascale of 1 (lowest) tos h:ghest please indica eyour overall ra mg 1 |2 |3 ! 4 1‘5/
|
| i
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g, Republic of the Philippines
. _j_ Mountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2—Fair (1.51-2.50); 3 - Satisfactory (2.51—3.50)
4 - Very Satisfactory (3.51-4.50); 5 — Excellent (4.51 - 5.00)

Venue: MSWDO, Sadanga, Mountain Province

Clarity and relevance

LAY

Attainment of the activity objectives

Usefulness of the activity/topics to the participants ~

aln|o|w

Timeliness and immediate applicability il

;{."J‘.’““' = T e = F ATt Serree o = e o = = =

Planning and implementing activity

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

Appropriateness of the venue of the activity

olalo |l

Time allotment per activity/topic il

Mastery of the subject matter/content
Use of effective means of communicating ideas

o0 |o

Stimulation of the participants’ interest

iV
Keenness and interest in the conduct of training ]

a. Enthusiasm and interest shown

b. Level of involvement of participants

e

On a scale of 1 (lowest) to 5 highest, please indicate your overallrating | ;1 |3 3 |4 @
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines

& Bontoc, Mountain Pravince
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\ fMountain Province State Polptechnic College

ICIAN CSECTY(

\ESEARCH DEV ON SECIOR
ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work

Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:

1- Poor (1.00-1.50); 2—Fair (1.51—2.50); 3 - Satisfactory (2.51~

4 — Very Satisfactory (3.51 - 4.50); 5~ Excellent (4.51 - 5.00)

3.50)

Venue: MSWDO, Sadanga, Mountain Province

. Rate
1. Obijectives and Relevance Talals
' a. Clarity and relevance Lz
b. Attainment of the activity objectives -1 |
" ¢. Usefulness of the activity/topics to the participants | o
ii d. Timeliness and immediate applicability - | ’
2. Organization and preparation; Venue s
a. Planning and implementing activity | —
b. Preparation and organization of the activities | —
¢. Ventilation, lighting, equipment and facilities in the venue | —~
d. Appropriateness of the venue of the activity s
e. Time allotment per activity/topic s
|
3. Speaker/Facilitator S
a. Mastery of the sub;ect matter/content | —
l b. Use of effective means of communicating ideas ||~
| ¢. Keenness and interest in the conduct of training | |~
| d. Stimulation of the participants’ interest ' ; -
L
4 e O, e e e R
a. Enthusiasm and interest shown all o
b. Level of involvement of partnc&pants —~ | ~ |
5. Food |- | |
, ‘
| [
6. Overall Evaluation : Cep R S : ' ’ ;
On a scale of 1 (Iowest) tos h:ghest please mdlcate your overa ratmg 1 12 13 l 4 @'
of the activity by encircling the number that corresponds to your ; :
assessment. ‘l

actwrtles/semmarsl Ciramﬁ What training/s would you suggest for
w\Kw Mﬁ\ﬂ WIMIDA v GUA
&k M

%re aCtS“tleMﬂ

7. Please write your valuable comments/suggestions for the improvement of the succeeding
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Republic of the Philippines
Mountain Province State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR
ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2 - Fair (1.51-2.50); 3 - Satisfactory (2.51 —3.50)
4 - Very Satisfactory (3.51 - 4.50); 5 —Excellent {4.51 - 5.00)

Rate

a. Ciarlty and relevance 7 ' ' ”
b. Attainment of the activity objectives
c. Usefulness of the activity/topics to the participants

-
d. Timeliness and immediate applicability
B rgani and pre Zx o il t i -;',: %
a Piannmg and Implementlng actwsty rg
b. Preparation and organization of the activities e
c. Ventilation, lighting, equipment and facilities in the venue | #
d. Appropriateness of the venue of the activity -

g e. Time allotment per activity/topic -

a. Mastery of the sub;ect matter/content o

b. Use of effective means of communicating ideas -~
c. Keenness and interest in the conduct of training |~
d. Stimulation of the participants’ interest -

4. Involvement of Participants o e
a. Enthusiasm and 1nterest shown -
b. Leve! of involvement of participants _ -~

5. Food

' 6. Overall Evaluation | | g
On a scale of 1 ([owest) to 5 highest please mdlcate your overall ratmg 1 12 |3/4']s

of the activity by encircling the number that corresponds to your (

assessment. [ |

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
fMountain Province State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2 - Fair (1.51~-2.50); 3 - Satisfactory (2.51 —3.50)
4 — Very Satisfactory (3.51—-4.50); 5 — Excellent (4.51 - 5.00)

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

Venue: MSWDO, Sadanga, Mountain Province

Clarity and relevance

. Attainment of the activity objectives

a
b
c. Usefulness of the activity/topics to the participants
d

e. Time allotment per activity/topic

v
Timeliness and immediate applicability v
R R ATAS : o] Sty T

a. Planning and implementing activity v
b. Preparation and organization of the activities v
c. Ventilation, lighting, equipment and facilities in the venue v
d. Appropriateness of the venue of the activity v

v

b. Use of effective means of communicating ideas

c. Keenness and interest in the conduct of training

d. Stimulation of the participants’ interest

EEESSS P AR T = p— v e S — S

a. Enthusiasm and interest shown

. Leve nt

,;‘,,‘;—g,_ S BTN T it
On a scale of 1 (lowest) to 5 highest,
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
Mountain Province State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2 - Fair (1.51-2.50); 3 - Satisfactory (2.51-3.50)
4 - Very Satisfactory (3.51-4.50); 5 —Excellent (4.51~ 5.00)

RESEARCH DEVELOPMENT AND EXTENSION SECTOR

Venue: MSWDO, Sadanga, Mountain Province

a. Clarity and relevance

Attainment of the activity objectives

b
c. Usefulness of the activity/topics to the participants
d. Timeliness and immediate applicability

Planning an lplmtmg aCivit rapE o

. Preparation and organization of the activities

. Appropriateness of the venue of the activity

d
b
c. Ventilation, lighting, equipment and facilities in the venue
d
e

Time allotment per activity/topic

I

a. Mastery of the subject matter/content

. Use of effective means of communicating ideas

b
c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest

a. Enthusiasm and interest shown 7

b. Level of involvement of participants

" On a scale of 1 (lowest) to 5 highest, please indicate your overall rati
of the activity by encircling the number that corresponds to your
assessment.

Tmt@‘ ﬁ c) W\?

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Republic of the Philippines
Mountain Province State Polptechnic College

Bantoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SECTOR
ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017 Venue: MSWDO, Sadanga, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2 - Fair (1.51~2.50); 3 - Satisfactory (2.51 —3.50)
4 — Very Satisfactory (3.51—4.50); 5 - Excellent (4.51-5.00)

' : 7 Rate

A}

a. Clarity and relevance [
b. Attainment of the activity objectives i
c. Usefulness of the activity/topics to the participants ! !
d. Timeliness and immediate applicability

NN

: Plannmg and |mpiement|ng actlwty

Y

Ventilation, lighting, equipment and facilities in the venue
Appropriateness of the venue of the activity
Time allotment per activity/topic

0
a
b. Preparation and organization of the activities |
C
d
e

a. Mastery of the sub;ect matterlcontent |
b. Use of effective means of communicating ideas
c. Keenness and interest in the conduct of training
! d. Stimulation of the participants’ interest

A}

VAR

4. Involvement of Participants
a. Enthusiasm and interest shown
b. Level of involvement of participants
i el 4

VUL E

On a sca[e 0f1 ([owest) to 5 hzghest please indicate your overall rat:ng 1 1213 |4 @
of the activity by encircling the number that corresponds to your \
assessment. .

7. Please write your valuable comments/suggestions for the improvement of the succeeding
| activities/seminars/programs. What training/s would you suggest for future activities?
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e, Republic of the Philippines
e Mlountain Province State Polptechnic College

W 5/ Bontoc, Mountain Province
' RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Venue: MSWDO, Sadanga, Mountain Province

Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor(1.00-1.50); 2-Fair(1.51—-2.50); 3- Satisfactory (2.51—-3.50)
4 — \Very Satisfactory (3.51 - 4.50); 5 - Excellent (4.51-5.00)

a. Clarity and relevance

'-4'
b. Attainment of the activity objectives il
¢. Usefulness of the activity/topics to the participants g
d. Timeliness and immediate applicability ol

Planning and implementing activity

d

b. Preparation and organization of the activities -

c. Ventilation, lighting, equipment and facilities in the venue - |
d. Appropriateness of the venue of the activity 3
e. Time allotment per activity/topic #

5 astr of the s-bje acontnt -

2
a

b. Use of effective means of communicating ideas il
c. Keenness and interest in the conduct of training -
d. Stimulation of the participants’ interest i

343

a. Enthusiasm and interest shown

Level of involvement of participants

On a scale of 1 (lowest) to 5 highest, please indicate your overall rtlng
of the activity by encircling the number that corresponds to your
assessment.

% 1wl

1
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7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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.. Republic of the Philippines
S Flountain Province State Polptechnic College

@ ' Bontoc, Mountain Province
B9 RESEARCH DEVELOPMENT AND EXTENSION SECTOR

ACTIVITY EVALUATION FORM
Title of Activity: Seminar on Management of Meetings and Completed Staff Work
Date Conducted: February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:
1-Poor (1.00-1.50); 2-—Fair(1.51-2.50); 3 - Satisfactory (2.51~3.50)
4 - \ery Satisfactory (3.51—4.50); 5 —Excellent (4.51 - 5.00)

Venue: MSWDO, Sadanga, Mountain Province

a. Clarity and relevance

b. Attainment of the activity objectives

c. Usefulness of the activity/topics to the participants

d. Timeliness and immediate applicability

a. Iannmg and ipleeting:vity

Preparation and organization of the activities

Ventilation, lighting, equipment and facilities in the venue

b
[
d. Appropriateness of the venue of the activity
e. Time allotment per activity/topic

a. Masry of thsb]ec aercontent

Use of effective means of communicating ideas

b
c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest

a. Enthusiasm and interest shown

b. Level of involvement of participants

On a scale of 1 (lowest) to 5 highest, please indicate your overall rtlng
of the activity by encircling the number that corresponds to your
assessment.

7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What training/s would you suggest for future activities?
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Title of Activity:
Date Conducted:

Republic of the Philippines
fHlountain Province State Polptechnic College

Bontoc, Mountain Province

NECEARCE DEVEL ¢ PM -0 T N
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ACTIVITY EVALUATION FORM

February 24, 2017

Using the scale below, please rate the following features of the seminar-workshop:

1-Poor (1.00-1.50); 2-Fair(1.51-2.50); 3 - Satisfactory (2.51—3.50)
4 —\ery Satisfactory (3.51-4.50); 5 - Excellent (4.51—5.00)

i1 ND ED ENSION S

Seminar on Management of Meetings and Completed Staff Work
Venue: MSWDO, Sadanga, Mountain Province

Rate
1. Objectives and Relevance ; g g
a. Clarity and relevance =
b. Attainment of the activity objectives
, c. Usefulness of the activity/topics to the participants Pl
! d. Timeliness and immediate applicability y abs
|
2. Organization and preparation; Venue Gaa
a. Planning and implementing activity |

b. Preparation and organization of the activities [ ]
c. Ventilation, lighting, equipment and facilities in the venue r‘f: E
d. Appropriateness of the venue of the activity Pl
e. Time allotment per activity/topic
3.  SpedkerfFacilitatdr . 0 2 i N BN e
a. Mastery of the sub;ect matterlcontent v .
b. Use of effective means of communicating ideas i I
, c. Keenness and interest in the conduct of training b
' d. Stimulation of the participants’ interest 1 e o

4. Involvement of Participants

a. Enthusiasm and mterest shown

5.

b Levei of mvo[vement of partsapants

6. Overall Evaluation

Pl

On a scale of 1 (loWést) tos hléhést please mdlcate your overall ratmg

of the activity by encircling the number that corresponds to your

a

ssessment.

4

<

1
i
|
|
i

b Ry & /bﬁw’(

Ar

| 7. Please write your valuable comments/suggestions for the improvement of the succeeding
activities/seminars/programs. What tralmngls would you suggest for future activities?
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COMMENTS/ SUGGESTIONS

Request for more seminars such as protocols

More time should have been allotted for each topic

More training on Capability Building such as Leadership Training & others
Provide detailed hand-outs

To conduct follow-up activities to monitor application of knowledge acquired

during the seminar.

. Seminar on quasi-judicial functions of SB.

7. Proposal making

8. Seminar on Management of Meetings and Completed Staff Work in Saclit

9.

National High School.

Training on Counselling

10. Training on public speaking
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i February 24, 2017
MSWDO, Sadanga, Mountain Province
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¢+  Proposed Checklist for the Chairman

¢ . TheNotios of Mesiing |Voting and Elections in Deliberative Bodies

+  Some General Rules in Writing the Notice of Meeting The Importance of Voting
The Meeting Agenda : . Claftses of Votes |
¢  Parts of the Order of Business IS, CUg e Queistlons
e _ Structure of Format of an Agenda i ﬁ , v Wethods aigtig
n ) I Y
@dml Steps In o Effeeti,_,_; AY i ‘The Minutes of Meetings :-"'1
o % : e ' ' ¢ The Mlnutes and Importance of Mlnutes of Meetmgs

: -_The Quorum
- ’ ¢+ The Types of Minutes of Meetings

+  Tips for Recorders and Seeretaries

Some General Rul m Wrstmg the Mmutes of Meetings

Q( The Effects of Walkcﬁuts on the Quorum ; _ : vafy

+  The Presumption of the Existence of a Quorum Lunch Break

—Gompleted Staff Work

. . "Q-uéSYIOni'ng‘the Existence of a Quorum

The Set-Up Room Lay Out for Meetings and Events
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ebruary 24, 2017.

, Mountain Province.





