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Every crffzma} and emplﬂyee r::f the gnvernmen‘c is an asset OF resource tD be va1ued |
developed and utilized in the dehvery of basic services to the public. Hence, the
development and retention of a hlghiy competent and pmfessmnai wurkfmrce in the pubhc
service shall be the main cuncern of every dEpartment or. agency -

(EO 292 Rule VHI Sec I) e e
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Every department or agency shall thEI‘EfﬂT‘E establish a cantmwng pmgram f{]I‘ career and
personnel development for all- agancy personnel at all levels, and shall create an
environment or work climate cmnducwe tf:: the develapment of persnnneI skllis talents and
values for better public servlce - '

The Depavtment of Agrmuiture hﬂl eby adnpts a compr ehenswe Leaﬁ ing and Deveimpment

Pc:nllf:y for aH permanent employees {]f the Department. |

1 Al DA personnel shall be gwen tne mppﬂrtumty to undergo. at least tme planned human
resoudce develmpment ntez vem:lc:n durmg the year. ' St

2% There shall be no dlSCI‘lmlﬂaEIDﬂ in Lhe avaﬂment of Lramlngs schalarshlp and other

" human resource devempmen’t intervention of DA officials and employees on account of
gender identity, sexual orientation, age, civil status, physmal dzsabtlzty, rehgmn ethmmt}r
or pﬂhtlcal afﬁhatmn ECGHDH‘LIC dl‘ld f;r::c;al status | e &

2, Attendance to trammgs semmars studies and scholar ships- b:::th k}cai and abmad are

“ subj ject for deliberation of thEI DA Pemannel Deveinpment Commlttee [PDC] and.
" approval/consent of the. superwsar - - | '
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The L&D _implemeni:ef-/Humali ’Résmﬁrce Development Division (HRDD). shall ensure

equal, adequate, safe participation and gender balam:é among participants and 1earner5,

L & D resources shall be dlstnbuted falr}y, appr aprlately and in a timely, and cost
eﬁeatwe manner. |

'SCOPE/COVERAGE

P
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1. All permanent officials .and'emplzmyees may avail of opportunities for local/overseas

scholarship and other training grants including attendance to seminars, conventions,
conference and training to enhance and upgrade their professional and technical
knowledge, skills and competencies.

Human Resource Development Program refers to activities aimed at enhancing career

programs and personnel growth which include Schc}iarshlps &.tudy grants, study leave,

L g 'tralmngs semmars, wnrkshmp; f:ﬂmerences and CONVENHONS, - sk vt mitinmi szt

Schularshlp and other I‘.rammg Grants_ {local and werseas] shall include those offered
directly to the Department by the Commission on Higher Education (CHED] for Degree
Courses and Technical Education and Skills Development Authority (TESDA) for noen-

degree course and those which may be solicited by the Depaltment from fl::-rmgn

- fﬂﬂﬂdﬂtlﬂﬂﬂ; unwermties; study centers and other institutions.

Fmrmgn Schﬂlarships and Training ngrama (FSTP) —is a {:Dmpnnen’c of the Overseas

Development Assistance (ODA) extended to the Philippines by foreign donor countries

- or foreign institutions based on the identified training needs of agencies or institutions

V..

‘which aim te.enhance the r,:apabﬂitles {:if the institution in acmrdance with the National
'Develmpmem Thrust and Strategies, | .

Self-solicited scholarship, :train’ing; graﬁts and continuing meessinné?Deveinpment

Program for all Regulated Professions accredited by the CPD Council and PRC may be

ahﬂwed ‘Dﬂ highly I’IIEI‘ItDI‘IDT.lS cases as may be determmed b},r the Agency Head thru the

_PDC

GUI[}ELENES_ IN.THE AV&ILMENT OF LEARNING AND DEHIFLDPWENT
PROGRAMS

.Avallment r.::f all human resource develapment program shall be based on the apphcants

need and career path. Priority shall, however, be given to applicants (1) who have not
availed of any scholarship, study grant, training, seminar, workshop, conference or

conventicn for the last two years; and [2) whose functmns are relevant to the programs.

- (DA Memo OrderN .09,5.2018)

Local trammg, semm ar, convention and conference can be avaﬂed Df by an emplmyee at

~ Jeast Gnce a }_.rear (DA Memo Order ND 99 s. 2018)
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3. Application for scholarship, tr aining, seminar, conventions and conference whether
sponsored by and/or funded by DA-OSEC or other government and non-government
institutions, .should n_n.t_ prejudice the duties and Tesponsibilities of the
employee/applicant. Hence, prospective trainees/applicants should get ~ the
recommendation of their: Ch1efs DfoflEES fDA Mema Drder No.09,s. 2018]

4, Attendance of persnnnel in autharlzed human resource develmpment pmgrams sha]l be
on official time (DA Memcr Order ND 09 . 2018] -

5. Partlclpants or beneficiaries of any human resource deveinpment pmgram shall be
relieved of all duties and I"ESpGHSIbﬂlUES for the duratmn of the prﬂgram [DA Memo

Order ND 09,5 2018) :

6. To avaﬂ of any Human Resaurce Develﬂpmem ngrams, appllcant
(DA Memo Order No. 09 S, 2018] e e

; _'___a_]______Must have rendered at least twu [2] years Df sermce in. the gnvernment at the tlI’E‘lEi
e -ﬂfnmmmatmn or as prescﬂbed by the donor country.- e B S e e e
b) Musthold a permanent appmntment atthe time of nomination, | _
¢) Musthave obtained a Very Satisfactory perfc:rrmance ratmg fDr twn cansecutlve
periods precedmg the nomination. - i "
~d)} Musthave no pending administrative and/or cr iminal case
e) Must have no pendmg nummatmn/ apprnved apphcatmn fmr schuiarshlp in anuther '-
| pmgram/murse A At | - e et | -
. f} Must have already rendered the reqmred serwce Dbhgatmn r.':vf a SEhEl arshlp
' - previously enjoyed: - ST SE
g)] - Mustbe physically f1t t:} travel and undergn tralmng,/ study bath lncally and abmad
h) Foreign Scholarship Training Program (ESTP) applicants, must have a cmllege
degree. and/or sufficient demonstrated ability and experience re lated/relevant to

the course applied for and must meet the position level, age, educatmn and

experlence requlred and spec:afled by the donor cmuntry/ Drtramzatmn/ course.

7. Government officials and emplﬂyees may be authmrized to participate in conventions,

“'seminars, mnferences ~symposia- ~and ~such- other-activities- conducted by non-—

gwemm&nt ﬂrganlzatmns or prwate instifutions for a fee as part of the human resource
| _-deveﬂnpment program of the gmfernment chargeable against government fund. The
- registration or partmpa’rmn fee, shall not exceed P2, 000 per day for each partmlpant
. (National Budget Clrcular ND 563 dated Aprﬂ 22 2016 items . 3 1 Emd 3 2] LDA Mem:::-
_Order NG {}9 s. 2{}18] e -i A R A
8. .HRDD will prEpare a list :::rf prmmt}/ needs for urgamzatmnal and manpnwer trammg,
Educatmnal and deve meent and clasmfy prmrl’ty needs mtcu spemﬁc area..

9._- HRDD will he}p 1dent1fy the L &. D mLerventmns that ma}f be pmmded n::ur the emplnyees |
remmmended by their. respectwe supewlsnrs S ke e LD e
10. HRDD wﬂl use appmprlate technalc}gy and Learmng and Develnpment mLerventmns to .

promote expected hehavmr and perfﬂrmance at the. Wﬂl‘kplace | |
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11. HRDD shall use various Iearmng appr maches and strategy suited to the partmipants

L2,

13

.

learning style.

HRDD and Personnel Division shall jointly implement and monitor the employees’
Individual Development Plans (IDPs) to ensure that employees are following their
respective plans for achieving their learning and career goals. Individual Development
Plans can also be used as a tool to enhance the skills or develop potentials of employees
who perform well and to lmprwe or cnrrect performance of emplmyees who fail to meet

targets.

The Departtﬁeﬁt of Agriculture 'thrau;gh the Human Resource Development Division may

- serid participants to a public seminar/external training suited to their Learning and

Development needs. Hence, participants are requested to complete, prepare and submit
to the HRDD their Learning Application Plan (LAP) at the end .of the training or

~intervention. LAP describes the training program attended and how learning maybe
_ apphed to thelr respectwe wurkplaces : .

14,

The HRDD- will submit a Tra’ining C_ﬂmpléﬂﬁin 'Repﬂrﬁ | {TC_R]-ﬁbaut _th'é' Leéi*'ning'and

Development in-house training programs. The report shall contain highlights of the
training programs, training evaluation results and other development interventions;
Learmng Seminar Providers (LSP]/famhtatGrs performance and Dbservatmn and
participant remmmenda‘cmn - - -

15.Learning a'nd .Develﬂpment[L&D_] St_ﬁndards .

Basis nf L&D Interven’cm ns.

a} L&D needs 1dent1f1catlnn and anal}?ms shall be based on emplnyee 5 perfmrmance '

competency gaps and career growth.

b} The Annual L&D Plan shall be prepared prior to the start of the year as a result of
the LNA analysis and the consclidated Individual Development Plans (IDP’s)

c) L&D Interventions identified in the Annual L&D Plan shall take into consideration
the workforce developmental needs of the Department of Agriculture (DA).

- d) L&D heurs per employee per. year shall be based on the number of hours as

Indlcated in the Individual Development Plan.

16. Deve]mpment and Appmva{ Df L&D Intérventians

a) L&D pmgrams that are partmpated in by DA-OSEC folCIEll and emplﬂyees require
management approval based on the HRDD review and recommendation. |
Heads of Offices shall review and check the appropriateness, relevance, timeliness, -
cost- efﬁmency and effectiveness of the L&D 1nterver1tmn prior to the approval of
Indwrdual Develupment Plans [IDPS]

i Quallﬁcatmn and Selectmn of Leamers

-a) All L&D interventions shall target intended learners based on the LNA and IDP of
{}fflf.‘.lals and emplnyees |
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b) Regzetretlen for the pr egr‘em ehaﬂ be ‘on a “first eeme-firet served” beeis end upen-
“submission of HRDD Learners Regletretzen;’ Cenfirmetlen form. |
e} “Profile of the participants shall be prepared and provided by the- eeneernee, HRDD i
eteff to the Learning Service Premder before the eenduet of the pregrem e

18. Cancellation, Resehedulmg end Submwelen R &
‘a) Rescheduling or Cancellation of confirmed participants may be mede threugh 2
written netice by the Head of efflee of the empleyeee eeneerned three [3} deye befere--
scheduled program. . ° eh -
b) In case the pre-targeted pertlelpent whe- cannot- ettend a epeelﬁe trelmng pregrem,
the head of the work unit or the supervisor, and the employee himself shall ensure
that the L and D intervention mentioned in the employee’s IDP shall still'be pursued.j
c) Substitution of participants may be allowed after confirmation has been made only
- when the program design allows fer replacement or subetitutlen encl en edmce hee o
been properly and tlmelymede D S - T o
d) In case where replacement or eubetztutien may be ellewed the names of the -
s empleyees shall be ferwerded ‘ce the 'L&D 1mp}ementer/HRDD at leeet three (3] de}fs _

__before the date eF the’ activity,” S e R o A R e St
| e] An L.and D interv EH’EIDH eheﬂ be ceneeﬂed er reeehedu ed due te eny ef the feHewmg-" i
circumstances: e : gt TG R A

o Force Majeure; - el R )
° Delay in the Procurement Pﬁ"eeeee or R i -
& Uneveﬂebﬂity ef Reseurce Pereen eed Parhmpants Rt s

..'
e T
|

19 Ceruﬂr:ete efCempletmn/’Tremmg % - Shie o

a) A Certificate ‘of Cempletmn/.Tr‘emmc eheﬂ be ewalﬁeci te a pertmpent or Jeerneri :
v whe hee att ended end partleipeted inat lee.st 80% of the eeeelen end eubmztted the‘- W
b) L&D Implementer/HRDD ehell eneure an eeeurete reeerdmg ef e’ctendenee end l1et ef |
eubmitted eutput as eert*faed bj.f the eeneerned HRDD steff e e e e Bl

20 Leernmg]eurnel/eppheeuen | T -

The official or employee shall eubrrut to the Heed of Gfﬁce a Learmn g Appheetmn Plen |
[LFLP] within five (5) days after ettendmg an L&D intervention DUtSIdE the Depertment- ;
However, Academic Scholars shall submit Re-entry Aetmn Plan (REAP) or Aetmn Pleﬂf’f..ﬁ;
- (APY, pureuent to-existing gmdehnes on-scholarship. Al i R e
' ALearnmg ]eumei sheﬂ be aeee"mphehed end eubm1tted durmg the eenduet ef In Heuee_-._-_-
Tremmg Fa SRR I R BT e S R A S i e

1 g
THELE

21 Reeerde Memtenenee end Menegemeet e
- The fellewmg records shall be. mem‘cemed b}r the L&D Implementere (HRDD]
o I__Txemmg Cempletlen Reports [TCR] | e Tk e : _
& List of Participants per. tremmg/ develepment mterventmn eentemmg a hreekdewn e
Vi of femele and mele Ieemere end i:heu"E evele efpes:ltlen i Sy R AR
'-_uL'-af;- Preﬁle -of- Leemmg Serwee Prevxde;e (LSPS] end pregreme they feelhteted end
conducted, - - i- e e
a'___'__Tre.lnmg Actwltyp en [TAP) ' s Sl S A e
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In-House Training Dmahase containing Training and Develnpment mterventmns

“attended per employee/year.
LAP Database containin g Appllcatmn Plan for Extemal Trammg attended outside DA

L & D OPPORTUNITIES

3
2

3.

Scholarships both local and overseas.

Continuing Professional Development offered by academic institutions (RA

10912, Section 13, Article III, series of 2016}

Trainings- In-House Training (Conducted by HRDD) e
External Training/Public Offering (Outside DA)

TRREF

STUDY LEAVE

Provision for Study Leave are cuutamed in the Personnel Development Committee
(PDC) Prescribed Guidelines, Policies, and Procedures on Scholarships, Trainings,
Seminars, Conferences, Conventions, and Study Leave., (DA Memorandum Order -
No. 09, series of 2018} | o e

. All L&D activities for at{en:dance/pﬁrticipatianj delivery arrangement, to be

purchased and/or outsourced by the HRDD and other offices/units concerned

' ‘shall be coursed through proper channel for approval and in accordance with
- existing CSC, DBM, COA and other relevant Government Rules and Regulation.

All In-House Trainings conducted by HRDD will be funded by DA-OSEC subject to
existing accounting and audmmg rules and regulations.
Authority to attend Trammg, Seminar, Workshop, Pt::urum,. Conventions and

“similar activities on official time shall be approved by the Secretary.

Training/registration fee for these activities will be shouldered by their

© respective office/unit r::::—ncerned as reflected in the APP-PPMP.
. Expenses for local _and f::}r‘mgn scholarships and training programs will be

shouldered bhythe spﬂnsurmg country/agency.

'EMMANUEL¥. PINOL

Secretary

DEPARTMENT OF AGRICULTURE

HIREHTHR TR A

in raplying pls cite this cods
For Signature: 5-08-18-0381
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