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Day 1 
8:00 A.M. 
9:00 A.M. 
10:00 A.M. 

12:00 P.M. 
1:00 P.M. 
3:00 P.M. 
3:30 P.M. 
5:00 P.M. 

Day 2 
7:40 A.M. 
8:00 
8:30 

10:00 
10:30 
12:00 P.M. 
1:30 P.M. 

3:00 P.M. 
3:30 P.M. 
5:00 P.M. 

Day 3 
7:40 A.M. 
8:30 

10:00 
10:30 
12:00 P.M. 
3:00 
4:00 

5:00 P.M. 

Philippine Educators for Professional Development Inc. 
108 Roadside Banaba Kanluran, Batangas City 4200 CALABARZON, Philippines 
SEC Registration no. 2025020188988-03 BIR TIN 669-803-180 PRC Accreditation no. 2025-741 

Program of Activities (Training Matrix) 

Log-in to Zoom App 
Opening Program and Orientation 
Session 1: Revisiting the Code of Ethics for Government Employees (R.A. 6713 
and Civil Service Commission Guidelines) 
Lunch 
Session 2: GAD in Action: Understanding and Promoting Safe Spaces 
Health break 
Session 3: Conflict Resolution and Positive Workplace Relationships 
End of day 1 

Log-in to Zoom App 
Assembly and Preliminaries 
Session 4: Understanding the Child-Friendly School Framework: Roles of 
Academic Support Staff 
Health break 
Continuation of session 
Lunch break 
Breakout session: Use Productivity Tools for Office and Administrative Tasks 
- Preparing Data for Analysis: Data Cleaning and Organization Using Google Sheets
- Smart Data Collection: Using Google Forms for Efficient Information Management
- From Data to Insights: Creating Interactive Dashboards Using Tableau/Sheets
- Designing Presentation Slides and Facilitating Engaging Learning Sessions Using Tech
Health break
Continuation
End of day 2

Log-in to Zoom App 
Session 7: Promotion of Sustainable Development (SDGs) and their Application in 

School Operations 

Health break 
Session 8: Global Best Practices in Administrative Support for Educators 

Lunch break 
Synthesis and Integration Activity 
Closing Program, Evaluation and Awarding of Certificate of Participation 

End of the conference 

Requirements to receive the certificates: Attendance to all sessions and satisfactorily accomplishment of 
all assessment tasks. 

108 Roadside Banaba West, Batangas City 4200 Philippines 
+632 9989925601 phedpd.inc@gmail.com






