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1. Overview 
 
a. This document outlines the guidelines on the Professional Regulation Commission (PRC) 

Continuing Professional Development (CPD) application for training activities and programs 
highlighting the requirements and timeline of submission with a lead time for processing. 

 
b. This document underscores the important provisions on the guidelines on the matrix of CPD 

activities, revised CPD forms, and CPD glossary (Resolution No. 1244) released by the PRC. 
 

c. This document complements the guidelines on the issuance of training certificates (s.2020) 
through proper branding, regulation, and monitoring of all issued training certificates of the 
foundation. 

 
2. Scope 

 
a. These guidelines apply to all units conducting leadership training activities and programs. 

 
b. These guidelines apply to all training activities provided by ZFF regardless of the training 

platform used – online, blended, or face to face. 
 

3. Institutional Qualifications/Recognition (PRC CPD Council Accreditation) 
 

ZFF is a PRC CPD provider under the following: 
 

• Council of Medicine Accreditation No. 2012-08 
• Council of Nursing Accreditation No. 2010-045 

 
4. Guidelines Coverage and Principles 

 
a. The host unit shall be in charge of the preparation of required documents and submission to 

ZFFI QA and Certification unit represented by the QA and Certification Associate (hereinafter 
referred to as “ZFFI PRC CPD support staff”) at least forty-five (45) calendar days before the 
conduct of the training activity. Failure to comply within the prescribed timeline would mean 
non-enrollment of the training activity for CPD accreditation. Table 1 summarizes the list of 
requirements with the corresponding PRC form. 
 
 
 
 



  
 
 

 
Table 1: List of Requirements for PRC CPD Application 
 

LIST OF REQUIREMENTS PRC FORM 
Duly filled out Application Form Application Form for CPD Program (Annex A) 
Instructional Design Instructional Design (Annex B)  
Program of activities showing time, duration of sessions, and 
resource persons with position and institutional affiliation. 

 

Evaluation Tool  
Resume of Resource Persons Resume of Resource Person (Annex C) 
Photocopy of PRC ID of Resource Persons  
Breakdown of expenses for the conduct of the CPD program.  
For Online Learning, Declaration of Minimum Technical 
Requirements (e.g. Operating System, Processor, Memory, 
Browser, Internet Connection, etc.) 

 

 
b. ZFFI PRC CPD support staff shall review for correctness and completeness of submitted 

documents before endorsing to the administrative support group for processing of application 
at the PRC Central Office. If additional requirements are needed, ZFFI PRC CPD support staff 
will notify the host unit for compliance. 
 

c. ZFFI PRC CPD support staff shall provide updates to the host unit on the status of the PRC CPD 
application. Approved CPD units shall be reflected in the certificates to be released to the host 
unit. It is, however, important to consider that the CPD units shall be awarded by the PRC 
after assessing the submitted requirements. Should there be a delay in the confirmation of 
CPD units from their end, the host unit may request for a temporary training certificate for 
participants to ZFFI to be given five (5) days after the conduct of the training activity. 

 
d. Host unit shall prepare the Completion Report1 of PRC CPD accredited training using the 

prescribed PRC Format (Annex E). Attached to the report are the Registration Sheet (Annex F) 
and Attendance Sheet (Annex G). All documents should be submitted to the ZFFI PRC CPD 
support staff ten (10) calendar days after the conduct of the activity. 

 
e. ZFFI PRC CPD support staff shall review for correctness and completeness of submitted 

completion report before endorsing to the administrative support group for processing of 
application at the PRC Central Office. If an additional requirement is needed, ZFFI PRC CPD 
support staff will notify the host unit for compliance. 

 
f. Training activities not enrolled for CPD accreditation (including all technical training activities 

co-hosted by ZFF with other institution/s) can still be applied under self-directed learning 
(SDL). It is, however, important for the host unit to advise the participants or resource 
speakers to include the required supporting documents before filing to PRC. The applicant 
must also be reminded that training activities filed under SDL is subject to further assessment 
of PRC and only 30% of the required CPD units for the compliance period can be earned 

                                                           
1 The completion report referred in these guidelines are the ones required by the PRC. These shall not, in any way, replace the comprehensive 
training/activity report required for the host unit by ZFF and/or partner institutions. 



  
 
 

 
through SDL (Example: Only 13.5 CPD units will be taken from SDL if 45 units is required for 
the applicant). Table 2 summarizes the list of supporting documents under SDL. 

 
Table 1: List of Requirements for SDL Application 
 

ROLE SUPPORTING DOCUMENTS 
Participant • Application Form for Crediting Activities that did 

not go through the CPD Council for Accreditation 
(Annex D) 

• Certificate as Participant 
• Copy of Program 

Resource Person • Application Form for Crediting Activities that did 
not go through the CPD Council for Accreditation 
(Annex D) 

• Certificate as Speaker, Panelist 
• Copy of Program 

Keynote Speaker 
Panelist/Reactor, Discussant 
Moderator 
Facilitator 

 
Process Flow and Administrative Procedure 

 
a. The application for PRC CPD accreditation shall follow the process shown in Figure 1: 

 
Figure 1. Request for Training Accreditation of PRC CPD 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The host unit shall coordinate with the ZFFI PRC CPD support 
staff in the application of the training activities or programs 
for PRC CPD Accreditation. 

START 

ZFFI PRC CPD support staff shall provide the host unit with 
the list of requirements including the forms. 

The host unit shall submit the complete set of requirements 
and completely filled-out PRC application forms to ZFFI PRC 
CPD support staff. 

ZFFI PRC CPD support staff shall verify the submitted 
documents for completeness and correctness before 
endorsing them to the administrative support group for 
processing of application at the PRC central office. 
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b. These guidelines shall be co-implemented by the ZFFI together with the administrative support 
group. 

c. These guidelines will be available on the Knowledge Management site for reference. 
d. Any changes in the guidelines will be issued to staff as appropriate. 

 
 
 
  

A

 ZFFI PRC CPD support staff shall provide updates on the 
status of PRC CPD application to the host unit. Approved CPD 
units shall be reflected in the certificates to be released to 
the host unit. 
 

The host unit shall provide the ZFFI PRC CPD support staff the 
list of participants who received the certificates for database 
entry and monitoring. 
 

The host unit shall prepare the completion report and submit 
to ZFFI PRC CPD support staff for verification and submission 
to the PRC Central Office. If additional requirement is 
needed, ZFFI PRC CPD support staff will notify the host unit 
for compliance. 
 

END 
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Annex A. Application for Accreditation of CPD Program  
 
  
  
 
 
 
  



  
 
 

 
 
 



  
 
 

 
Annex B. Instructional Design 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 
 

 
Annex C. Resume of Resource Person 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 
 

 
  



  
 
 

 
Annex D. Application Form for Crediting Activities that did not go through the CPD Council for 
Accreditation  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 
 

 
 
 
  



  
 
 

 
Annex E. Completion Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



  
 
 

 

 



  
 
 

 
Annex F. Registration Sheet  
 

 

 



  
 
 

 
Annex G. Attendance Sheet 
 
 


