Republic of the Philippines
CIVIL SERVICE COMMISSION
(Komisyon ng Serbisyo Sibil)
Quezon City

MC No. 28 . 1880

MEMORANDUM CIRCULAR

T O E ALL HEADS OF DEPARTMENTS, BUREAUS AND AGENCIES OF
THE NATIONAL AND LOCAL GOVERNMENT INCLUD ING
GOVERNMENT-OWNED AND CONTROLLED CORPORATIONS AND
STATE COLLEGES AND UNIVERSITIES

SUBJECT Reiterating Certain Policies in the Conduct of

Government Training and Development Prograss and
Amending the Provisions of C5C MC No. 9, s. 18988

Pursuant to the decentralization thrust of the government,
the Civil Service Commission issued Memorandum Circular Mo. 9,
serias oaof 1889, prescribing guidelines in the conduct of
government training and development programs. The guidelines
included delegating authority to heads of agencies to approve
training and development programs of their respective agencies,
as wall as setting the ceiling for allowable expenditures for
such, programs.

1t has been reported and cbserved, however, that the present
prescribed feses have become unrealistic and because of these

limitations, many opportunities to participate in training
pPrograms conducted by wvarious institutions possessing tha
expertise and capability could not bs availed of by government
employees. Moreover, the Commission's program for training and

development activities is to establish 1its direct bearing on
the level of productive output of workers and their effectivenass
at rendering public services.

In order to provide a more liberal policy in favor of
personnel development efforts in government and to ensure that
training and development programs will redound to the bensfit of
tha individual, the organization and the publiec, certain
Commission policies are hereby reiterated with some amendments to
Memorandum Circular No. 9 as follows:

1. For purposes of classifying training and such other
development programs, a distinction is hersby made
betwsan (al employves development cCourses and
(bl highly specialized, technical or scientific
seminars or studies. The first classification shall
refer to orientation/ reorientation courses, retraining
on basic skills inherent to the position held, value
formation and development and pre-retirement seminars



for rank-and-file and management level employees. The
second category shall refer to programs aimed at
capability building and skills devselopment/enhancement
at any level or rank of employment requiring an
understanding or use of special tools and technigues in
order to cope with job/work changes or transfer of
technology.

Tralning fee for employsee development courses for
residential or live-in programs shall not exceed
PB0O0.00 per day per participant and PL1,000.00 per day
per participant for highly technical, specialized or
scientific courses.

Training fees for non-residential programs under
employee development courses category shall not excesd
PE00 per day per participant and P800 per day per
participant for highly technical, specialized or
scientific courses.

In determining the honeraria for rescurce speakers, due
consideration shall! be given their gqualification,
competence/expertise and task performance without
exceeding the maximum rate of P500.00 per hour.

The guidelines governing the attendance of government
personnel in conventions and conferences shall still be
observed, except that the max imum number of
participants per agency shall no longer be limited to
five (5) in the following instances: (a}? where the
required expenses for the additional participants will
not be charged to agency funds; and (b) when the
attendance/participation of the employees has the
approval of the head of agency. For this purpose, the
term "Head of Agency™ shall refer to persons of
authority in attached agencies or regional offices who
exercise contrel and autonomy over financial matters of
the Office.

Selection of participants to training and development
programs shall be carefully made through the screening
processes identified by the Personnel Development
Committee established under CSC MC Neo. 10, s. 1982 and
upon the approval of the head of agency.

As much as possible, all staff or employee development
programs should be undertaken by the agency itself to
conserve as well as maximize their resources since
external courses usually involve large financial
outlay. Technical assistance from the CSC as well as
other government or private institutions may be sought
or availed of provided the agency does not
relegate/abdicate its responsibility to formulate,
sponsor or conduct the training program. In this
connection, the Commission encourages inter-agency



coordination and networking to facilitate the pooling,
utilization, and exchange of available goverment
rasources/facilities for training and development
activities.

8. All heads of agencies, through their human resource
development office/division or units, are enjoined to
identify training and development programs for their
respective personnel based on employes and
organizational needs at the beginning of the calendar
year. Programs formulated outside of the scheduled
projects may still be conducted subject to the approval
of the head of agency and consistent with the
provisions of the herein guidelines. Similarly, all
heads of agencies are enjoined to encourage the conduct
of acho-seminars which are highly technical in nature
to effect sharing of knowledge and skills and to
maximize manpower utilization and cost effectiveness.

g. An amended form (see attached sheet) containing the
semestral report of training, development and
scholarship programs/ activities is prescribed for use
of all departments and agencies.

10. In all the above instances, heads of agencies are
reminded to take into account the pertinent Issuances
of the O0Office of the President relative to austers
practices in all government operations.

All other policies, issuances and guidelines inconsistent
with the provisions contained herein are deemed superseded.

This Memorandum Circular will take effect immediately.

vho, 0.5, 7o,
TRICIA A. STO. TOMAS
Chairman

May 21,1990

L



i

Bddrasss

SEFESTRAL REFORT OF TRGINIMG, DEVELOPMENT AND STHILARS-F PROGRAMS/ACTIVITIESE
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fase Subsitted:

Segastar. 19

e e v

m ma A mE EE mE mw Em omm mEm WS mm O mE O AR mE mE mE mE e mE e mE

Progras/Activity . Inclusive Dates |,  Farticipants . Training Hours |  Cowucting Agéncy . Total Expenses | REMARKS
(a! ‘ th) 3 3 td e . th : g}
: : _ ‘ ‘ ‘
: : : :
i
_

= mw S mE s mE mw mm mm mm ome mm mm =W

= e SR mE S mE mW R mE mm mE mE mE Ew AE mE R EE e EmE EE SE mE ma
= e S mE sE mE mW Rm omE mm omE mm mm mw mE mE R mE mE R EEs s mE s

= mw Ew mE mm mm mm mm omw mm oms mm mm ww

= ww  Ew

- =

. EE W WE R W SR R RS R R R RS B R S A EE EE eE el

& mw W RE Em omm mw Em

Frezivis s

D! Training Dfficer

Motes b

Sezt, Mpenzy Mgad
or futiomize? Reo-srantative



#Training and development programs/activities refer to any undertaking which aim to provide
ppportunities for employee participation 1n any of the following: (1) staff or emplayea development
courses whicn tngludes arientatign/recrientation courses. retraining on basic 2kilis wrherent to tha
positiaons; wvalue formation and development, pre-retirement seminars and such other davelopment
programs in preparation for highesr responsibilities for both rank-and-file and management level
emp laoyeeasy (b) highly specialized, technical or scientific seminars or studies including
opportunities for capability building, skills developrent/enhancement at any level or. rank of
amp loyment reguiring an understanding or use of special tools and technigues in order ta cope with
job/wark changes or transfer of technologyj and (c) esducational opportunities and scholarships,
both academic and non-academic. These programs/activities cover those which are participated in by
agency personnel; whether conducted by the agency itself, or other gaovernment or private institution
locally or abroad, and academic degree programs in local or foreign institutions.

Column {a) -- refers to the title of program or activitvy as defined above.
(b} -- refers to actual inclusive dates of conduct of the program or activity.
{c} -- referzs %o the level of participants if program/activity is conducted by the

agency, and if conducted by another government or private institution, both the
level and pame of participants who attended said program/activity should be
indicated. =Seferences to the positions of perticipants should cite the complete
pozition title.

(d) -- refers {to the total number of hours actually utilized for all sessions in the
respactive programfactivity.

(e) -- refers to the agency or institution which actually conducted the
program/activity.

{(f} -—— refers to the total expenses incurred for each program/activity. If expenses
did not come from agency funds (i.e., fareign grants, research project, personal
money or free of charge) the same should be indicated.

(g) -~ refers to other pertinent information about the programfactivity, including its
nature (whether echa-seminar, original or adopted from another program design,
academic or ron—-academic, etc.) and the agency plan of action resulting from the
conduct or attendance to the program/activity based on its evaluation (e.g., re-
antry plan will be implemented; echo—-seminars will be conducted For other
e#nployeas; program design will be amendec; activity will be conducted for other
amp loyees., &tc.}



