Republic of the Philippines
CIVIL SERVICE COMMISSION

MC No. 18 , 5. 1994

HEMORARNDUH CIRCULAR

T O : ALL HEADS OF DEPARTMENTS, BUREAUS AND AGENCIES OF
THE NATIONAL ARD LOCAL GOVERNMENT, INCLUDING THE
GOVERNMENT-OWNED AND CONTROLLED CORPORATIONS AND
STATE COLLEGES AND UNIVERSITIES

SUBJECT : Implementing Guidelines and Operating Procedures on
the Local Scholarship Program for Skilled Workers
in Government, 18984

The Civil Service Commission under its Memorandum Circular
No.5 as amended by MC No.33, =. 1993, established the Local
Scholarship Program (LSP) to provide educational opportunities
particularly in graduste studies to all gqualified government
personnel belonging to the professional group for their personal
and career advancement.

To expand the coverage of LSP and at the same time, fulfill
the Commission’s mandate to provide a continuing program for the
development of government employees at all levels and ranks, the
Commission is establishing the Local Scholarship Program for
Skilled Workers in Government (LSP-SWG) pursaant to csC
Resolution No.94=2380 This program shall provide training grants
for short term courses to first level employees, consisting of
either basiec training or upgrading of skills.

The guidelines implementing the LSP-SWG is attached for the
information and guidance of all concerned.

All heads of departments/agencies are hereby enjoined to
inform and encourage their personnel to avail of this scholarship
opportunity.

This Memorandum Circular shall take effect immedistely.

Ghey, A. 0. Do

ATRICIA A. STO. TOMAS
Chairman

April 25, 1994



Republic of the Philippines

CIVIL SERVICE COMMISSION

Re: ESTABLISHMENT OF THE LOCAL SCHOLARSHIP PROGRAM
FOR SKILLED WORKERS IN GOVERNMENT

resorurioN wo. 94 2380

WHERBAS, Civil Service Commission Memorandum Circular No. 5,
s, 1993 dated February 4, 1993 as amended by Memorandum Circular
No. 33, s. 1993 established the Local Scholarship Program (LSP);

WHEREAS, the LSP shall provide educational opportunities
particularly in graduate studies for the personal and career
development of employees belonging in the professional level;

WHEREAS, the C8C as the central personnel agency of
government, has been tasked to provide a continuing program for
the professional growth and advancement of government employees
at all levels and ranks;

WHEREFORE, premises considered, the Commission resolves to
establish the Local Scholarship Program for Skilled Workers in
Government (LSP-SWG), thereby expanding the coverage of the LEP;

RESOLVED further that the program shall cover training
grants for short-term courses, both for basic skills learning and
skills upgrading of government workers in the first level.

RESOLVED FINALLY, to adopt the attached guidelines and
operating procedures for the LSP-SWG.

Quezon City. APH 1 199’1

PATRICIA A. STO. TOMAS ;

Chairman
HQDH P. EREHETA, JR. MMIW!
c

Commissioner cmmissioner

{ii;:ested by:
CARMENCITA GISELLE DAYSOH
Board Secretary V



IMPLEMENTING GUIDELINES AND OPERATING PROCEDURES
OF THE LOCAL SCHOLARSHIP PROGRAM
FOR SKILLED WORKERS IN GOVERNMENT

In view of the Civil Service Commission's commitment to assist
government agencies in developing a highly competent workforce,
it is expanding the coverage of the Local Scholarship Program to
include the provision of training opportunities to employees
occupying first level positions in government. It shall be known
as the Local 8cholarship Program for Skilled Workers in
Government (LSP-8WG).

General Objective:

To provide first level employees in government with
opportunities for enhancing basic and/or existing skills
through short-term training programs.

Specific Objectives:
1. To provide employees working knowledge of new

developments and innovations along their areas of work;
and

2. To upgrade existing skill levels in government and

enhance capabilities which will allow expanded career
paths for rank and file employees.

==:z-n:#::::::--:x======:zn-===========:mnw=:=:======n===========
The administration of the (LSP-SWG) shall be governed by the
following guidelines:
Scope and Coverage of the Program:
The LSP-SWG is open to all first level government employees who
want to pursue further training in their respective areas of
work. The program shall cover both basic skills learning and
upgrading courses.
However, in its initial year, 1994, it shall give priority to
workers occupying trades and crafts positions. It shall offer
only skills upgrading courses along the areas of:

1. Electromechanics

2. Land Transport

3., Construction Trades

4. Electronics and Telecommunications



Attached 1is the officlal list of courses to be offered and the
schedule of trainings in the participating training institutions.

General Admission Requirements:

Employees who have the following gualifications can be admitted
in the program:

1. Must hold a permanent or temporary appointment;

2. Must have served at least one (1) year in government
(aggregate);

3. Must obtain a performance rating of at least
satisfactory in the last rating period;

4, Must not be more than 50 years old;
5., Must have no pending administrative case; and
6. Must be in good health.

Additional entry requirements for employees who are interested in
skills upgrading courses are:

1. Must be presently performing jobs relevant to the course
nominated to or applied for; and

2. Must have the basic skills and/or related experience.

Application Procedure:

Those who meet the above gualification reguirements can apply 1in
the program, either by:

1. oOfficial Homination:

The Personnel Development Committee (PDC) or its
equivalent body in each agency shall submit a maximum of
10 nominations to the courses offered in the LEP-BWG
using the attached nomination form. The nominees should
meet the admission requirements of the program. They
shall be listed according to course preference and as
pricritized by the agency. Final submission of
nominations is on June 30, 1994

Eighty percent (80%) of total number of slots shall be
reserved for applicants by official nomination. They
shall be considered on a first-come-first-served basis.



2. Direct Application:

Qualified employees who are interested in the program
but were not included in the nominations because their
ppCs failed to submit or accomplish nomination forms,
may apply directly to the nearest CSC regional/field
offlce starting May 2 to June 30, 1994. They shall fill
up the application form for direct applicants.

Twenty percent (20%) of total slots shall be avallable
for direct applicants who shall likewise, be accepted
on a first-come-first-served basis.

Enrolment of Bualified Applicants:

The Commission shall facilitate the official enrolment of all
gualified applicants according to their preferred course,
training institution and schedule. Thev shall be duly notified of
their admission to the program thru their agency heads and shall

be informed of their benefits and responsibilities as LSP-5WG
grantees.

Training programs will be conducted starting on May, 1994.

Benefits of the Grantee:
The LSP-8SWG grantee shall have the following benefits:

1. Training fee not exceeding P2,250 to be paid by the
Civil Service Commission;

2. Attendance in training on ocfficial time;

3, Salaries and Personnel Emergency and Relief Allowance
(PERA)} to be paid by his agency during the period of
training;

4. Travel and per diem allowances to be shouldered by his
agency if grantee attends training in another
region/province/municipality.

Responsibilities:

The grantee, the head of his/her agency and the Civil Service
commission shall have the respective responsibilities 1isted
below.

Grantee:

1. Sign a contract with the Commission and his agency
covering the terms and conditions of the training grant;



Head of

Serve the agency £for the period stipulated in MC
no. 44, s. 1992,
Complete all reqguirements of his course within the
specified period but not to exceed six (6) months;
Submit a certificate of training completed or ratinags to
the Commission through its reglonal offices.

Agency:
Exercise full discretion in authorizing a gqrantee to
attend the training course on official time.
Relieve grantee of all duties and responsibilities for
the duration of the training.
Authorize payment of grantee's salary and allowances

while on training. The agency shall shoulder other
expenses not included in the grant subject to
availability of £funds and the wusual accounting and
auditing procedures.

Civil Service Commission:

1'

Organize training courses in accordance with the
training needs of government agencies in the area of
trades and crafts.

Evaluate gualifications of applicants,

Make direct payments to the participating institutions
for school fees amounting to a maximum of P2,250 per
grantee.

Monitor the grantees' completion of their training
courses.



COURSES TO BE OFFERED IN THE LOCAL SCHOLARSHIP PROGRAM
FOR SIILLED WORKERS IN GOVERNMENT BY TRAINING INSTITUTION
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APPLICATION FOR ADMISSION
IN THE LOCAL SCHOLARSHIP PROGRAM
FOR SKILLED WORKERS IN GOVERMNMENT
PRINT ALL ENTRIES.
1. MAME 2. SEX 3. CIVIL STATUS
[]1 Male [ ] Single [ ] Widower
[ 1] Female [ ] Married [ ] Separated
{Last) (First Name) (M.].)
4. DATE OF BIRTH 5. AGE
6. COMPLETE MAILING ADDRESS
7. EDUCATION Degres/ School Date
Course Finished Gradusted
Secondary
Vocational
College
8. PREFERENCES
TechnicalNVocational Course
School/Address
Schedule of Training

9. RECORD OF EMPLOYMENT IN THE GOVERNMENT
(Start from the present position. Continue on separate sheel, if necessary.)

INCLUSIVE DATES POSITION STATUS OF NAME/ADDRESS
FROM TO APPOINTMENT OF AGENCY

T e T T A e Y e e e ey T S M

10. PERFORMAMNCE RATING IN THE LAST RATING PERIOD
11. Do you have any pending administrative/criminal case?

[ 1 YES [ ] NO
12. Are you In good health?
[ 1 YES [ 1 NO

| DECLARE THAT THE ANSWERS GIVEN ABOVE ARE TRUE AND CORRECT.

Date Accomplished Signature of Applicant
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RATING AS OF
LAST RATING

The above employees have no pending administrative
charges and are physicaily fit fo undergo training.

Date:
Persornel Development Commilies




Nomipation Form epubdic of the Philippines
(LSP-SWG) CVIL SERVICE COMMISSION
Quezon City
LOCAL SCHOLARSHIF PROGRAM
FOR SHILLED WORKERE N GOVERNMENT
Department/Agency:
EDUCATION
PERFORMANCE
DATE RATING AS OF
TRAINING CURRENT DATE STARTED
SE NAME ISEX OF POSITION N : GRADUATED LAST RATING
(YYADD) EXER—)
con'l )
c. Auomotive
Mechanic
d. Aulomotive
Eleciricity
&. Vehicle
Mainlenance
B CONSTRUC-
TION
TRADES
a. Plumbing
b. Reinforced
Concrede and
Mazonry
N. ELECTRO-
NICS AND
COMNUN-
CATIONS
a. Microcom-
b. RadiofAudio
Senvicing

The above employees have no pending admipisirative
charges and are physically fit to undergo training.

Date:




