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Sole nominee of the agency pre-determined by the donor
country/organization/agency must be endorsed by the Head of Office/Agency
Head to the DA-OSEC HRDC for validation before his/her nomination.

8. The HRDC Secretariat shall prepare a CAD only when there is more than one (1)
nominee in one (1) course/program to determine whether they meet the
gualifications prescribed for in the scholarship or training grant to which they have
been nominated and the requirements under 11-6 hereof.

9. The following Evaluation/Assessment Criteria shall be used by the DA-HRDC in
determining the most qualified nominee:

Weight
A. Job Relevance 35%
B. Performance Rating - 20%
C. Work Experience and Outstanding Accomplishrrient 20%
D. Education and Training 15%
E. Communication Skills 10%

100

1. APPLICATION FOR/AVAILMENT OF SCHOLARSHIPS AND ATTENDANCE TO
TRAINING, SEMINARS, CONFERENCES, AND CONVENTIONS

1 Availment of all human resource development programs shall be based on the
applicants’ needs and career path. Priority shall, however, be given to applicants;
(1) who have not availed of any scholarships, study grants, training, seminars,
workshops, conferences, or conventions in the last two (2) years; and (2] whose
functions are relevant to the programs.

2. Local training, seminars, conventions, and conferences can be availed of by an
employee at least once a year, except when his/her attendance is necessary as an
official representative or a focal person and in other meritorious cases to be
determined and evaluated by their HRDC.

3. Application for scholarships, training, seminars, conventions, and conferences,
whether sponsored and/or funded by DA or other government and non-
government institutions, should not prejudice the operation of the applicant’s
unit/office.  Hence, prospective trainees/applicants should get the
recommendation of their chiefs of offices before the deliberation and approval of
their respective HRDC.

4. Attendance of personnel in authorized human resource development programs
shall be on official time.

5. Participants or beneficiaries of any human resource development program shall be
relieved of all duties and responsibilities for the duration of the program.

the Agency Head thru the PDC.
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6. To avail of any Human Resource Development Programs, the applicant must:

a)

b)

c)

d)

9)
h)

At the time of nomination, have rendered at least two (2) years of service in
the government, or as prescribed by the donor country.

Hold a permanent appointment at the time of nomination.

Have obtained a Very Satisfactory performance rating for two (2) consecutive
periods immediately preceding the nomination.

Have no pending administrative and/or criminal case.

Have no pending nomination/approved application for scholarship in
another program/course.

Have already rendered the required service obligation for a previously
availed scholarship grant.

Be physically fit to travel and undergo training/study both locally and abroad.

The nominee shall not have enjoyed a scholarship/training grant in the
immediate past (2) years.

Foreign Scholarship Training Program (FSTP) applicants must have a college
degree and/or demonstrated sufficient ability and experience related/
relevant to the course applied for and must meet the position level, age,
education, and experience required as specified by the donor country/
organization/course.

7. Government officials and employees may be authorized to participate in
conventions, seminars, conferences, and other activities conducted by non-
government organizations or private institutions for a fee, as part of the human
resource development program of the government, chargeable against
government funds. The registration or participation fee, shall not exceed two
thousand P (2,000) pesos per day for each participant. (National Budget Circular
No. 563 dated April 22, 2016, items 3.1 and 3.2)

8. There shall be no discrimination in the development and availment of scholarship
by officials and employees on the account of gender identity, sexual orientation,
age, civil status, disability, religions, ethnicity, and/or political affiliation.

the Agency Head thru the PDC.

lof 8






("%! () x4+ - refers to [a) the pursuit of a one

(1) year masteral degree course in a chosen field of study relevant to the needs of
the agency; or (b) the completion of the academic requirements for a masteral
degree.

To make the LSP more responsive to the needs of the scholars, the Revised
Guidelines and Operating Procedures on the LSP for Masteral Degree Course is
embodied in CSC MC No. 18, Series of 1998.

Upon completion of the course and/or after the one-year official study grant, the
scholar must render the service obligation as follows:

312 18 93 264
One (1] year Two (2) years
One and a half (1 V i) years Three (3) years
Two (2) years Four (4] years

Scholars will not be allowed to go on a leave of absence for more than
three consecutive (3) months while serving the required service obligation unless
on emergency cases and or due to reasonable circumstances, subject to the
deliberation by the HRDC.

("%! S <! $,)! *Oo<+ - The program shall
provide training grants for short-term courses to first-level employees, consisting
of either basic training or upgrading of skills.

The implementing guidelines of the LSP-SWG are embodied in CSC MC No. 18,
Series of 1994.

N$S (( %!$, -(1§
1 225689 122882=4:41232 6 312 18
34 449

1 When a scholar is, before enrolment, formally charged with an administrative
offense, where the penalty is suspension or dismissal, he/she shall be
automatically disqualified to avail of the grant.

the Agency Head thru the PDC.
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When a formal charge is filed after enroliment, a scholar shall be allowed to
continue his/her studies, unless the charge is for a grave offense and the
evidence of guilt is strong.

2. When a scholar is subsequently found guilty of an administrative offense and
dismissed from the service, he/she shall refund to the CSC all expenses incurred
and to DA all salaries and allowances received while on a study grant.

B. Effects of Incomplete or Failing Grades of the LSP-BDC Scholars

1 In case an LSP-BDC scholar receives an incomplete grade in a particular
semester or term, he/she shall still be allowed to avail of the scholarship grant
for the next semester, trimester, or summer term as the case may be.

2. In case the LSP-BDC scholar receives a failing grade in any subject, the
scholarship grant shall be discontinued. He/she shall refund to the CSC all
expenses incurred and to DA all remuneration such as salaries and allowances
received for the period covered.

C. Effects of Discontinuance of Studies for LSP Scholars

In case the LSP-BDC scholars discontinue their studies or fail to complete the
course due to their own fault or willful neglect, except those due to illness or other
health reasons, they shall (1) refund to the CSC all expenses incurred and to DA all
salaries, allowances and emoluments received for the period covered; and (2) be
barred from participating in future scholarship examinations or assessment
processes.

D. OTHER LSP GUIDELINES FOR BOTH LSP-BDC AND LSP-MDP

1 In the event that the scholar fails to: (1) complete the degree or discontinue
his/her studies; or (2) fulfill/render the service obligation stipulated in the
contract through his/her own fault or willful neglect, resignation, voluntary
separation or transfer, the scholar shall refund to the:

a. Civil Service Commission, the actual full amount defrayed for his/her study
grant. However, in case that the scholar completed his master's degree and

* opted to transfer to another government agency, he/she shall no longer
refund the Commission the amount spent for his/her studies.

b. Agency, all salaries, and other remunerations received while on a study
grant.

the Agency Head thru the PDC.
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312 18 264
(Based on E.O. 367, Sec. 2 (h), Series of 1989)

4 4 312 18 93 264

For academic/ For every year or a fraction 2years
Non-academic thereof not less than 6 months

programs, A fraction of ayear less than 6 lyear

including months but not less than 2 months

extensions A fraction of ayear less than 2 6 months

months
¥ "G S %!-t 1) % .()

1

Applicant/s must possess all the qualifications as provided under CSC
Memorandum Circular No. 21, Series of 2004, as amended.

Applicant/s for study leave must submit proofs of completion corresponding to the
purpose of the leave such as:

For Board/Bar Examination - Certification of Grades from the
School/University, Professional Regulation
Commission (PRC), or Supreme Court

For Thesis/Dissertation Approval Sheet of the thesis/dissertation by

Writing the panel and Dean of the graduate school and
a copy of the approved thesis outline/proposal
(Chapters 1,2 & 3)

Applicant/s must secure a favorable recommendation from the Head of the
Division/Department/Office.

All applicants for study leave, both local and foreign, must pass through the
Committee for evaluation and approval, to ensure the relevance of the course
and/or the thesis proposal to the official duties and responsibilities of the applicant
as well as to the mandate of DA

The Head of the Unit or the Supervisor shall ensure that the existing duties and
responsibilities of the grantee are properly delegated and assigned, so as not to
hamper the operations/functions of the unit/division/department for the duration
of the study leave.

A grantee can avail of the study leave only once, and no extension beyond the
approved period shall be allowed, except under meritorious cases to be
determined and evaluated by the Committee. However, in case of approval of the
extension, all existing government rules in the availment of Leave of Absence shall

apply.
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7. The grantee need not be rated during the period of his/her study leave; the
performance rating before the grant of the study leave shall be used instead, as
necessary.

8. Prior to the commencement and consummation of the study leave, the DA and
grantee shall execute a Study Leave Contract to be prepared and provided by the
Personnel Division.

9. Incase the official or employee fails to render in full the service obligation referred
to in the contract on account of voluntary resignation, optional retirement,
separation from the service through his/her own fault, or other causes within
his/her control, he/she shall refund the gross salary, allowances and other benefits
received while on study leave based on the following formula:

R = (SORSOS) X TCR
SOR
WHERE R = REFUND
TCR = TOTAL COMPENSATION RECEIVED
v (GROSS SALARY, ALLOWANCES, AND OTHER

BENEFITS RECEIVED WHILE ON STUDY LEAVE)

SOS =SERVICE OBLIGATION SERVED
SOR =SERVICE OBLIGATION REQUIRED

The official/employee beneficiary of the study-leave shall inform the Department
of Agriculture in writing, through the Personnel Office, of his failure to pursue his
studies or his failure to take the bar/board examination.

10. The service obligation to the Department shall be as follows:

Period of Grant Service Oblfeation

One (1) month Six (6) months
Two (2) to Three (3) months One (1) year
More than three (3) months Two (2) years

to six (6) months
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3. Develop guidelines for the selection of DA nominees to training/seminar/study
and scholarship programs in accordance with existing Civil Service rules and
regulations.

4. Define duties and responsibilities of the agency nominees to scholarship and
training programs and incorporate them in the guidelines.

5. Coordinate with various institutions offering training/scholarships/study
tours or visits, both foreign and local for dissemination in the various DA offices.

6. Conduct screening and evaluation of potential applicants/nominees for various
training/scholarship programs.

7. Recommend the most qualified nominee for specific training/scholarship
programs to the Head of Agency in accordance with agency guidelines.

8. Render and submit to the Head of Agency the Committee Accomplishment

Report.
- I 1$
Head Secretariat 89 6 4 49 3 0-!
Alternate Head Secretariat 89 6 449 30 2
Members .5 , B |
12 ' (3@
-1
% $ ' $5(%%

There shall be a Secretariat that will assist the COMMITTEE in the performance of its
functions.

The HRDC Secretariat shall:

1 Advise the HRDC regarding applicant/candidate qualifications based on
records;

2. Ensure that the approved guidelines and documented agreements are
followed in the process of identifying recommendee/s to
scholarships/training, etc;

3. Coordinate and monitor the conduct of screening and evaluation of
nominee/candidate;
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