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SUBJECT: GUIDELINES ON LOCAL NON-ACADEMIC

SPECIALIZED TRAINING AND OTHER
SHORT-TERM COURSES

POLICY STATEMENT

The Department ensures that its employees are provided with
opportunities for specialized trainings to enable them to function more effectively
and be kept abreast with the recent developments in specific areas affecting their
jobs and their career.

COVERAGE

The guidelines contained herein refer to locally offered non-academic
specialized training and other short-term courses that do not lead to a degree.
These include seminars, symposia, conference/conventions, with specific
topics/themes being conducted by government agencies (GA’s)/non-government
agencies (NGO’s), the academe and other recognized training institutions.

Local scholarships and other academic programs leading to a degree are
covered by Administrative Order No. 185, Series of 2002 (Educational Program

for DSWD employees).

PROCESS AND PROCEDURE

1. The Career Planning and Development Division (CPDD)/Field Office
Training Unit as the unit in-charge of developing-and harnessing the
skills, knowledge and attitudes (SKA) of the manpower resources of
the Department, shall provide, by circularizing and/or posting,
necessary information on available non-academic specialized training
short-term courses being offered by GA’s, NGO’s, the academe and
different human resource development training institutions relevant to
Jjob enhancement/enrichment, career development and ultim'citely to the
agency’s mandate. .

Invitations to specialized trainings/short:term courses received from
the above mentioned sources or forwarded by the different offices of
the Department shall be reviewed and evaluated by the CPDD/Field
Office Training Unit in terms of:

1.1
1.2

course/training cost

relevance of the course/training to the organizational needs of
the Department and the sp' cific needs of the different units
relevance to the Departnl;nt’s thrusts and directions for the

year

1.3

1.4 duration of the course/training
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Based on the assessment ot the program:

A. The CPDD/Field Office Training Unit shall either disseminate
information on the program to the appropriate
bureaus/services/offices or; o

B. Send letter of regrets (Form 01) to the inviting organization.

Recommendations/nominations of the Bureau/Service/Office Heads
and the application form for specialized training/short-term course
(Form 02) :shall be submitted to the CPDD/FO Training Unit for
validation if the nominees meet the criteria/requirements of the
training/course.

. The CPDD/Field Office Training Unit, as the Personnel Development
C,Qm_mm:e_(@m&rlgt shall prepare the matrix of qualified
candidates based on the duly endorséd nominations (Form 03) and
submit the same to the Personnel Development Committee (PDC) for
deliberation.

. The PDC shall qonveﬁé and deliberate on the qualified candidates
based on the requirements of the program and the needs of the units.

In case the invitation received has a very short notice of deadline for
submission of nominees, the Secretariat shall consult with concerned
Unit Heads and prepare/submit the matrix of qualified candidate/s
based on the pool of potentials submitted by the different units, TNA
results and results of the consultations made, for referendum by the
PDC.

. The results of the deliberation shall be provided through a resolution to
be submitted. by the PDC to the Undersecretary for the General
Administration and Support Services Group (GASSG)/Field Office
Director for approval. '

. The Secretariat shall inform the candidate’s supervisor of the results of
deliberation and prepare request for Travel/Special Order for the
chosen candidate/s.

. The Secretariat shall inform the ¢concerned GAs, NGO’s or training
institutions of the DSWD representatives to the training/course.

. The Secretariat shall assist the participant in the preparation of the

following:

9.1 Voucher for Payment to the training institution
9.2 Registration form



IV.

10. Upon return from the specialized training the employee shall submit a
Post-Seminar Report (Sample: Form 05)/re-entry plan to the Head of
his/her Unit, copy fumished the CPDD and the Social Welfare
Institutional Development Bureau (SWID-B)/Field Office Training
Unit.

10.1.SWID-B/Field Office Training Unit will ensure that the
recipient of specialized training will re-echo learnmgs gained
and will monitor their re-entry plan.

10.2.The Secretariat will establish and maintain a databank of all
officials / staff who availed of local non-academic specialized
trainings.

SOURCE OF FUND

Funding source shall be from the Training and Seminar Expenses (Object

753) of the General Administration and Support Services Group (GASSG).
However, training and seminar expenses may also be charged to the nominating
office/s under the Programs and Policy Group (PPG) or under the Operations and
Capability Building Group (DCBG).

This circular shall take effect immediately and shall supercede previous

issuances inconsistent herewith.

Issued in Quezon City, this_2t*h day of February 2004

RAZON LIANO N. SOLIMAN

Secretary

siimD COPY:

RENATO F. GILERA
bcords Qfficer 111

C:my doc. Compag ni norman /
Filename:specialized raining (revised as of 12-12-03



WORKFLOW FOR SPECIALIZED TRAININGS

INVITATION FROM
TRAINING INSTITUTION

Field Office
Training Unit
to Review/Assess

Field Office Training
Unit/Secretariat
Endorses
Recommendation

Reject
Letter of thanks
and regrets

Disseminate
information to
appropriate office

— > Reject

Head of
Office’

YES

Nominate and
endorse
Recommendation

A

Secretariat
Request for Special Order
Prepare Youcher for
Payment

Call Training Institution
Inform participant
Include participant in the
roster for Specialized

A\ 4

Fleld
Office
Director

Select/
Recommend

A




FORM 01

Dear Sir/Madam:

This is to acknowledge receipt of your letter of invitation to your training/s. We
regret that we cannot send any of our staff to your programs at this time due to the
economy measures that the Department must comply with and/or the availability of a
similar in-house training program scheduled this year.

We hope to send participants from the Department to your training programs in
the future.

Thank you.

Very truly yours,

Director
Human Resource Management
and Development Service



FORM 02

DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
Career Planning and Development Division

APPLICATION FORM FOR SPECIALIZED TRAINING |

Title of Seminar Training/Convention applied for:

Date/ Venue:

Highest Educational Attainment:

Position: __Office/Division/Unit:

No. of years in the agency: No. of years in the service:

Brief description of present job function:

Recent trainings attended in the past 2 years:

TITLE DATE VENUE SPONSOR/
ORGANIZATION

Justification: (shquld not be more than 150 words)

Printed Name Over Signature

Noted by:

Printed Name & Signature of Supervisors



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
Career Planning and Development Division

MATRIX OF CANDIDATE FOR SPECIALIZED TRAINING PROGRAM

G PROGRAM:

ESCRIPTION:

 AGENCY/INSTITUTION:

ATION/TARGET PARTICIPANTS:

INCLUSIVE DATES:

VENUE:

- TRAINING: . A Sponsorship:

. OF CANDIDATES:

B. Government:

NAME AGE CIVIL HIGHEST EDUC. ..

STATUS ATTAINEMENT

- POSITION/AREA
"OF ASSIGNMENT

STATUS OF.
APPOINTMENT

NO. OF
YEARS IN
THE SERVICE

LOCALFOREIGN
TRAINING ATTENDED
DURING THE PAST YEAR

ATION/RESULT OF DEDLIBERATION:

1 by:
bers

sliberation:

Approved by:

DSWD, SecretaryiUndersecretary Designate




FORM 04

CAREER PLANNING AND DEVELOPMENT DIVISION
Specialized Trainings

Agenda for PDC Meeting/Referendum

Date:

1. Invitations Received:

1.1
1.2
1.3
1.4
1.5

IL. Specialized Trainings/Candidates for Deliberation:

1.1
1.2
1.3
1.4
1.5

II1. Others:



FORM 05
CPDD LOCAL SPECIALIZED POST TRAINING REPORT

Name ,
Position/Designation Office/Unit
Conference/Training/Seminar Title

Training Institution

Date . _ Yenue

Please evaluate the conference/training/seminar you have attended in the following areas:

L Program/Course Content:

> Idea and expectations on the course. Indicate the manner in which
the course design was prepared, the effectiveness of the lectures.
Your impression must also indicate the efficiency of the overall
administration and legislative support.

> Tmportance of the course in relation to the overall thrust of DSWD.

- Who-would best benefit from this training in the future.

> Relevance of this training to your present work. Applicability and
availability of materials used to maximize and duplicate training in
DSWD.

II.  Problems Encountered

Venue (appropriateness for learning )
Schedule

Training Methodology

Course Content

Training staff

Resource Person/s

Funding

YVVVYVVYYV

I11. Recommendations

> Include suggestions and comments on the training attended, course
module, lectures, site visit, accommodations. Response to issues and
problems in parts I and II.

IV.  Re-Entry Plan

> How the technology gained will be transferred/applied to DSWD

> Plan to include list of activities/budget to be undertaken by the office
within a year



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT

COMMENTS ON THE DRAFT

GUIDELINES ON LOCAL SPECIALIZED TRAINING

POLICY COVERAGE PROCESS AND PROCEDURE OTHERS RE
We find the Guidelines comprehensive so Ok - Sec. I
that we do not have further suggestions
except for the inclusion of a
provision/section on the source of funds,
whether this will becharged against the
sending unit/s of CPDD. In view of our
repositioned structures/mandates, we
suggest that funds be provided by the CPDD
in the same manner that it provides funds for
trainings abroad, subject to existing COA
rules and regulations.

Specify the selection process e.g. is there a Since a matrix of consolidation of all Ok - From {
need for aninterview, only through records applicants is available, could we possibly
review and others. have an application form to be filled up by the
interested participants - this will be the
source of needed information per Form No.
01 and Form No. 03.
Eligibility criteria of the staff - since most of MOA Work
our MOA Workers are holding level Il included in
Position (Technical Staff), they need these we have a ¢
;| specialized trainings to enable them to policy that ¢
function more éffectively and be updated with employees
the recent developments in their specific outside spe
areas of assignment. Are the MOA Workers training
included in this Memo Circular?

1. There was an indication in the draft . Incorporate
guidelines that this prorgam intends to (for invitatic
be proactive such as in procedure #6. short dead!
Inconsonance with this, we suggest submission
that CPDD starts preparing a roster of nominees)
qualified training applicants. The TNA Under norm
serves as the basis for this. if this will circumstanc
be the process, all CPDD needs to ask Unit will stil
is the justification from the superior of ‘make the A

the qualified applicant.

Page 1



POLICY

COVERAGE

PROCESS AND PROCEDURE

OTHERS

REM,

. The guidelines did not provide/indicate

specific criteria onhow the applicants
will be selected or rated. The matrix
(CPDD Form 03) did not include
specific criteria but would only present
the profile of applicants who meet the
requirements of the program.

. Based on experience, procedure #4

should only indicate validation from the
CPDD since it is the Bureau/Office
concemned that determines who is
qualified for the training within their
respective offices based on the
information of the program that you
have circulated. :

. We also believe that meeting set

deadlines is critical.: Andso we

suggest that this guideline specifies
timelines for each task that needs to

be done. For instance, how many days
the bureau should be able to submit its
recommendations, how many days
would take before the matrix is
reviewed by the PDC, and so on and so
forth.

2. Criteria still b

fine-tuned by

3. Ok- Sec. Il - 2

4. Everything is

immediately c
soonest possi

. Please check consistency of how the

procedures are reflected in the
workflow. We have noted that in the
written procedure, that the PDC
secretariat provides assistance in the
vouchers, registration form. However,
in the workflow, it is the CPDD that
provides this assistance. Maybe |
there's a need to indicate that-". -
assistance is provided by the

PDC secretariat instead of CPDD.

. For more clarity in delineation of

functions, we suggest to separate the
tasks between CPDD or PDC
Secretariat and PDC.

. Aside from submitting post seminar

report, we also suggest inclusion of the
need for the trained employee to
come-up with a plan on the application
of her/his learning.

5. Ok; workflow |
6. Ok
7. Ok- Sec. lll -1

Page 2



- POLICY -

COVERAGE

PROCESS AND PROCEDURE

OTHERS

RE

"Local and non-academic specialized
trainingsrefer tolocally-offered short :
courses that do notlead to a degree. These
include seminars,symposia, conferences
and conventions withspecific topics/theme
conducted by othergovernment agencies,
non-govemment agencies,academe,
institutions and other recognizedtraining
institutions providers.

1. Statements 1 & 2 are more of policies
than procedure
2. Clustering should be made in the
procedures such as:
> Those activities done by CPDD prior
to endorsement to PDC and after
PDC deliberations
> PDC's tasks . -

Matrix of Candidate for Specialized Training
programThe matrix should include data such
as latest attendance to localfforeign training
andlor current assignment, involvement
which he/she could utilize leamings gained.

1. Revised st
include prc
2. Procedure
chronologi
following tt

- Matrix of c
Specialize
revised

A. Toadd on lll. Process and Procedure

1. Provision that in case of specialized
training for communication, media
relations, social marketing and
advocacy, the concemned unit may
also explore available seminars and
other for a, which will be submitted to
the CPDD for appropriate action.

2. Item No. 3 CPDD should disseminate
it first to the concerned unit prior to
sending letter of regrets to the inviting
organization. The concemed unit
should be given opportunity to assess
the relevance/appropriateness of the
training program.

B. As PDC Secretariat, we suggest the
following:

1. The CPDD should also inform
officially candidates who were not
chosen on the results of the
deliberation so they will know the
reason why they were not selected.

A
1. Ok-Sectior

2. Not incorp
cause delz

1. Ok-Sectior

Organizations (12-2-03)

1. Relevance of the program to the
organizational needs of the
Department and the specific needs of
the different units.

How about duration?
Relevance to thrusts and directions
for the year? Tralning agenda?

1. Ok-Sectior

Page 3



POLICY

COVERAGE

PROCESS AND PROCEDURE

OTHERS

. In case the invitation received has a

very short notice of deadline for
submission of nominees, the
Secretariat shall likewise prepare the
matrix of qualified candidate/s and
process same by consulting/confirming
for the deadline of office concemed

and submit recommendations for
referendum by the PDC. Where will this
be sourced?

. The results of the deliberation shall be

provided through aresolution to be
submitted by the PDC to the
Undersecretaryfor the General
Adminstration and Support Services
Group(GASSG) or his/her duly
designated representative for approval;
should be through the supervisor

. Upon retumn from the specialized

training the employee shall submit a
Post-Seminar Report to the Head of
his/her Unit, copy fumished the CPDD.
and the Social Welfare Institutional
Development Bureau; what about

learnings of staff; how are they utilized

. Forms 01 & 02 need not be enclosed, these are

intemal to CPDD

. Remove names in the forms;” we should

formulate official forms that can withstand
changes inpersonality & time

. From cor

Unit Hea
potentials
the units
Section |

. Ok-Sectic

. Ok-Sectic

. Ok

. Ok

. Where the Bureau can

recommend/endorse a specific training
program that is seen as a need (e.g.in
line with Bureau function which can be
of help to program
development/conceptualization/pilot
testing).

. Where the Bureau staff was not

endorsed by the committee despite the
immediate need due to relevance of the
training to the Bureau's KRA.

. Where invitations are directly

addressed to the Bureau.

. Ok-Sectic

. Will be re

the Selec

. Ok- Secti

Page 4



 Local Speciakized training (matrtx)

Page 5

N POLICY COVERAGE PROCESS AND PROCEDURE OTHERS |
a Work flow only covers Central Office Ok-inclu
on for Field
The guidelines .. refers to locally-offered 1. ... shall provide by circulation and/or posting IV. Budgte and Source of Fund - remove Budget Ok - incc
non-academic specialized training and other necessary information on available "Funding source shall be from the training and guideline
short-term courses... These include seminar, non-academic specialized Seminar Expenses (Object 753) of the Gen.
symposium and conferences/conventions training/short-term courses being offered by Administration and Support Services Group
with specific topics/themes being conducted GA's, NGO's, The Academe and different (GASSG). However, training and seminar
by government agencies (GA's), —— relevant to job expenses may also be charged to the nominating
non-government organizaations (NGO's)... enhancement/enrichment, career office/s under the Operations and Capability
development and ultimately to the agency's Building Group (OCBG).
mandate
Invitations to specialized training/
short-term courses received
from the above mentioned sources
1.1 course/training cost
1 2relevance of the course/training
3 Application form for specialized
training/short-term course
4. Spell out PDC
5. Use PDC instead of Committee
8. ... concemed GA's, NGO's or training
institutions
10. interchange 10.1 & 10.2
ol doc.



