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Repubjlic Act No. 7877, Anti-Sexual Harassment Act of 1995

ReputIic Act No. 9262, Anti-Violence Against Women and Their
Children Act of 2004

Republic Act No. 7192, Women in Development and Nation Building
Act

ndum Circular No. 48 s. 2013, Directing All Concerned
ment Agencies to Adopt the Gender Equality Guidelines in the
Develgpment of their Respective Media Policies and Implementing
Programs in Order to Promote Gender Mainstreaming

Republic Act No. 8972, The Solo Parents’ Welfare Act of 2000: An Act
Providing for Benefits and Privileges to Solo Parents and their
Children, Appropriating Funds Therefor and for other purposes

Republic Act No. 10028, An Act Expanding the Promotion of the
Breastfeeding, amending for the purpose of Republic Act No. 7600,
ise known as Government and Private Health Institutions with
Rooming-in and for other purposes

Republic Act No. 8371, An to Recognize, Protect and Promote the
Rights | of Indigenous Peoples, Creating a National Commission,
Appropgriating Funds Thereof and for other purposes

Republjc Act No. 7041, An Act Requiring Regular Publication of Existing
Vacant|Positions in Government Offices, Appropriating Funds Thereof

and for|other purposes

Republic Act No. 7277, Magna Carta for Women: An Act Providing for
the Rehabilitation, Self-Development and Self-Reliance of Disabled
Persons and their Integration into the Mainstream of Society and for
other plurposes '

Administrative Order No. 25, s. 2011, Creating an Inter-Agency Task
Force on the Harmonization of National Government Performance
Monitoring, Information and Reporting Systems

CSC MC No. 2, s. 2001, Revised Policies on the Settlement of
Grievarjces in the Public Sector

Handling of Internal Complaints/Grievance Process

2017 Rules on Administrative Cases in the Civil Service
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v" CSC MC No. 07, s. 2007, Program on Awards and Incentives for Service
Excellence (PRAISE)

v" CSC ML No. 24, s. 2017, 2017 Omnibus Rules on Appointment and
Other Human Resource Actions

v' CSC MC No. 7, s. 2014, Encouraging Government Agencies to Hire
Persons with Disabilities (PWDs)

v' CSC MC No. 10, s. 1989, Establishing the Personnel Development
Committee (PDC)

v' CSC MC No. 43, s. 1993, Streamlining and Deregulating Human
Resource Development (HRD) Functions

No. 28, s. 1990, Reiterating Certain Policies in the Conduct of
Government Training and Development Program

v CSC MC No. 6, s. 2012, Guidelines in the Establishment and
Implementation of Agency Strategic Performance Management
System|(SPMS)

V. RELATED POLICIES AND PROCEDURES

The following related |policies and procedures are also considered in the formulation
of this Policy.

v' DepEd Prder No. 29, s. 2002, Merit Selection Plan of the Department
of Educgtion

v DepEd Prder No. 66, s. 2007, Revised Guidelines on the Appointment
and Prgmotion of Other Teaching Related, Related Teaching and Non-
Teachirlg Employees

v" DepEd Drder No. 50, 2. 2014, Guidelines on the Recruitment, Selection
and Placement of Personnel Pursuant to the DepEd Rationalization
Program under Executive Order 366 s. 2004

v" DepEd Prder No. 9, s. 2002, Establishing the Program on Awards and
Incentiyes for Service Excellence (PRAISE) in the Department of
Educatipn

v" DepEd [Order No. 2, s. 2015, Guidelines on the Establishment and
Implementation of the Results-Based Performance Management
System|(RPMS) in the Department of Education
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v DepEd [Learning and Development Manual
VI. DEFINITIONS

A. Equal Employment Oppagrtunity (EEO) - refers to the non-discriminatory and non-bias
treatment of all applicants/émployees to a position/designation/assignment following the
principle of equal opportunity to all regardless of sex and gender, age, civil status, physical
characteristics and attributes, religion, belief, creed, race, family background, political
affiliation, socio-economic standing, etc.

B. Discrimination - is any digtinction, exclusion or restriction made on the basis of sex and
gender, age, civil status, phygical characteristics and attributes, religion, belief, creed, race,
family background, political (affiliation, socio-economic standing, etc. with the purpose or
intent of depriving, impairing the enjoyment or availment of right and opportunities.

C. Indirect Discrimination - pccurs when a policy or requirement is imposed or proposed
and someone with a particulrr attribute does not comply with the requirement or is unduly
discriminated against.

D. Bullying - refers to an act pr series of acts directed towards a person or group of persons
with the intent to injure the /mental, emotional or physical well-being or, even absent such
intent, results into the mental, emotional or physical well-being of the person or persons to
which the act or series of act|is/are directed.

E. Specialized Group - refers|to those groups which need special attention or consideration
from the agency, such as but| not limited to Pregnant Women, Solo Parents, Senior Citizens,
Differently-Abled Persons, ald Indigenous Peoples.

VIl. GUIDELINES ON EQUAL QPPORTUNITY PRINCIPLE (EOP)

A. GENERAL POLICY STATEMENT

The Department of Hducation - Caraga acknowledges and upholds the right of all
persons to be treated with f3irness and equality and commits to providing consistent, merit
based employment, performance management, training, and rewards and recognition
processes and practices that follow the Equal Employment Opportunity. The Department
of Education Caraga, in making any Human Resource decision or any related decision shall
ensure that no person is discriminated against nor any person is unduly favored on account
of their sex and gender, age, civil status, physical characteristics and attributes, religion,
belief, creed, race, family Rackground, political affiliation, socio-economic standing and
other attributes that violates|the principles of equality, equity and fairness.

The Department of Education Caraga officials and employees, in line with the
Department of Education’s Core Values of Maka-Diyos, Makatao, Makabayan &
Makakalikasan, believe that| equal opportunity principles are expressions of respect and
honor to human dignity and are foundations to a harmonious, peaceful and healthy working
environment. The Department of Education Caraga shall adhere at all times to the equal
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opportunity principles and shall not tolerate any form of discrimination, biases, prejudices
and unfair treatment of indiViduals and shall take necessary actions to curb, eliminate and
penalize any form of violation and offenses to equal, equitable, and fair treatment of
individuals.
B. RECRUITMENT, SELECTION AND PLACEMENT POLICY

The agency shall str
keeping with this, DepEd -

ctly adhere to the equal employment opportunity policy. In
raga adheres to the principles of merit, fitness and equity. The

recruitment and selection
competence to perform the
discrimination based on age,
status, income class,
factors/personal circumstang
job and equal employment o

1. Recruitment / Talent

a.

any media, incly
notices/announc

of employees shall be based on their qualifications and
duties and responsibilities of the position. There shall be no
school, gender, civil status, disability, religion, ethnicity, social

paternity and filiations, political affiliation or other similar
tes which run counter to the principles of merit, fitness for the
pportunity.

Sourcing

DepEd - Caraga shall not print or publish or cause the printing or publication, in

ding the internet, any notice of vacancy or recruitment

ment suggesting preferences, limitations, specifications and

discrimination or ffilter any employment application on account of age, sex and

gender, civil stat

, physical characteristics and attributes, religion, belief, creed,

race, family background, political affiliation, socio-economic standing, and other

attributes of any

Notices of vacanc

pplicant not relevant to the position or positions applied for.

es and any form of recruitment shall indicate DepEd - Caraga’s

Equal Employment Opportunity Principle.

DepEd Caraga th

wrough the Personnel Unit/Personnel Selection Board shall

undertake continyious proactive talent sourcing through career fairs, partnering

and networking,
qualified applican
disability, religion,

discrimination nor

and other innovative modes of sourcing to encourage more

ts regardless of sex and gender, age, civil status, physical
etc.

All recruitment efforts shall be in such a manner that it shall not cause

hinder any person from pursuing his or her application.

2. Acceptance/Receipt ¢of Application and Relevant Documents

a. All applications submitted shall be received without any discrimination at all.

b. Regardless of whether the application submitted is electronic or print, whether

walk-in or courier,

or through facsimile, all applications shall be accepted.
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No application sybmitted, provided it is complete and submitted on time, shall
be excluded. For|this purpose, the office’s receiving unit shall maintain a copy of
the applications feceived through courier, personal delivery, and facsimile or at
least record the details in a logbook or any other form of recordkeeping. The
Chief of the Persgnnel Unit and/or in-charge of the receiving unit shall also check
all and log or cauge to be logged in a record, manual or otherwise, all applications
received through email or other electronic means.

informed thru lefter or any written communication of such deficiency and shall
be given reasongble time to comply as determined by the HRMPSB or, if
delegated, by the|Personnel Unit.

An applicant wh‘%se submitted documents are not complete shall be formally

An applicant who|fails to submit the required documents within the given period
shall be removed from the list of applicants. He/she shall then be formally
informed of such femoval.

Initial assessment which consists of matching the applicant’s credentials with
that of the minimpum qualification standards of the position shall not take into
consideration any other information external to the Qualification Standards of
the position.

All applicants whp are not included in the list of Qualified Applicants shall be
informed in writing which shall indicate the reason for his or her disqualification
which shall not in|any case be on account of his or her sex and gender, age, civil
status, physical characteristics and attributes, religion, belief, creed, race, family

background, political affiliation, socio-economic standing, or other insignificant

attributes or cha

In the preparat
information and
data/information
purposes shall be

cteristics.

on of the applicants’ profiles, only important personal
pertinent credentials shall be included and all other
regarding the applicant that is not relevant for screening
excluded especially if it will only cause or be a source of bias,

prejudice or discrimination.

From this point fgrward, only the performance of the applicants in the screening
process shall bg taken into consideration for coming up with the final
recommendationg to the appointing authority subject to the results of the
background investigation which shall also strictly incorporate the principles of
equal employment opportunity.
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All applicants who are deemed qualified based on the Qualification Standards of
the position, shall be informed of such fact and of the schedule of the
examinations.

All applicants whp will take the examinations shall be informed of the things to
bring for the examination. It shall be the duty of the assigned staff member of
the Personnel Unit to ask the applicant if he or she has any and all of the things
needed for the efamination such as but not limited to laptop, calculators and the
like. Should the|applicant be unable to bring a thing or item, which is a
reasonable tool tp be used for the examination, it shall be the duty of the office
to provide him off her and the duty of the Personnel Unit to secure the said item
or tool to be used by the applicant(s) during the conduct of the examination.

The checking of the examination answers shall be objective and in no case shall
the answer shedt bear any information regarding the applicant other than
his/her name or| code as the case may be. The applicant’s expression of
himself/herself ag may appear in the answer sheets shall not be treated in such a
way that will prejudice the applicant or discriminate him/her. Provided the
answers therein are correct, nothing that may give a clue as to the applicant’s sex
and gender, age| civil status, physical characteristics and attributes, religion,
belief, creed, race, family background, political affiliation, socio-economic
standing, and other attributes should be taken against him or her.

5. Practical/Technical/Runctional Test

a. Practical tests shpuld be designed prior to the initial assessment of applicants
with the objective of testing the capability of the applicants to perform the tasks
of the position applied for.

b. If in case there| are persons with special need — persons/applicants with

disabilities, senior citizens, pregnant women, undergoing medical treatment or

rehabilitation fro
wound), then th
support does not

injury (e.g an arm or leg is in cast, recuperating from surgical
y shall be afforded the supports as follows provided such
indicate their inability to perform the tasks required of them

should they be hired nor result into giving them undue advantage:

For ap

blicants with vision impairment, a reader and/or encoder shall

be assigned to him/her. If possible, the use of a Braille or any system

to affy

unava

partne
condug

agree

impairi

ord him/her independence shall be employed. In case of
ability of the aforementioned equipment, DepEd Caraga shall
r with an accredited institution that has the expertise in
ting such exam. This will be through memorandum of
nent or any form of agreement to assist applicants with vision
ment or any similar form.

n
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ii. For deaf or hard hearing applicant, written instructions and/or test
data (if|the test prepared is not written or typed) shall be provided.

iii. For senmior citizen applicants, assistance shall be given as may be

necessary provided it shall not result into an undue advantage to

d. During the condugt of practical tests the administrator or examiner shall give
appropriate regard to the persons expression as to roles (i.e. no gender
discrimination); attire (i.e. no dress code required) if not relevant to the
screening process or the position applied for (to avoid discrimination as to

6.

religious beliefs

nd practices, socio-economic status, ethnic background and

such other attribuytes of the applicant); language, pronunciation and accent (to

avoid ethnic or rad

In the checking of
and shall focus on

ial discrimination, gender discrimination).

the of the practical test, the checker shall maintain objectivity
whether the applicant has given or produced what is expected

and shall not take into consideration matters that were observed, noted or

discovered about

the applicant during the conduct of the test significant in any

way to the performance of the task(s) given. The provision of paragraph c of
number 4 above {on written examination) shall apply where possible or relevant.

Interview / Behavioral Event Interview

a. The interview shall be conducted by the qualified members of the pool of
interviewers and/or members of the HRMPSB.
b. The interview sha|l be conducted in a venue where interviewers and applicant-

interviewee are rjasonably afforded the privacy and confidentiality. The venue

should also be p

epared in such a manner that it is not intimidating to the

interviewee or cause him/her to be self-conscious about her looks (including

10
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physical attributes, etc) or nervous, or feel in anyway
 of place.

pecial needs shall be afforded the assistance needed for the
pvisions on the conduct of functional test shall likewise be
h as applicable with the following modifications/additions:

nts who are hearing impaired shall be provided a printed copy
uestion asked by the interviewer(s)

nts who have speech disability will be given the option to write
is/her every response or to have the entire interview be
ed into a written one. In case of conversion of the interview

gain be given enough time to answer the same. The
iewer(s) may interview another applicant while the applicant
is hard of hearing is answering the questions in writing.

The interview shall be structured and shall follow a set of questions as planned
by the HRMPSB prior to the actual interview and follow-ups for questions may
also be raised.

The interviewers shall at all times observe equal opportunity principles during
the conduct of interview and shall not in any way make any remarks, gestures, or
other forms of perceptible communication that shall suggest preference, bias,
discrimination, prejudice or unfair treatment towards the applicant. Bullying
shall be strictly prohibited and so are other conduct that tends to embarrass,
demean, humiliatg or in any way offend or injure the honor, dignity and self-
respect and self-esteem of the interviewer.

The applicant shall not be judged based on the disclosures made that are not
relevant to the pdgsition applied for, such as his/her age, gender preference, civil

status, pregnan
practices, ethnici

when such is

pregnancy, povert

ethnicity or race,
positioned being
perform the job.

poverty or wealth, political affiliation, religious beliefs and
or race, disability or such other attributes.

tion and/or meeting for consensus ratings, all interviewers
expressing his/her views that may disparage the applicant
lated to the latter's age, gender preference, civil status,
y or wealth, political affiliation, religious beliefs and practices,
disability or such other attributes that are not relevant to the
applied for and in no way has bearing on his/her capacity to

11
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assessment report shall not contain any disclosures and
cially if it will only result in influencing the selection by the
ty to the disadvantage of the applicant.

7. Background Investigation (BI)

The background investigation shall only be conducted by competent employees

of DepEd Caraga, ;

hs may be identified by the HRMPSB.

The conduct of barkground investigation shall be structured and shall consist of
questions that are uniform for all applicants for the same position. The
questions shall fogus on the competencies as may be relevant to the position
applied for and character of the applicant but only insofar as such character has
bearing on the values of DepEd and the integrity and work attitude of the
applicant.

No investigator shall be assigned to background check the background of an
applicant if the HRMPSB believes or has reason to believe that the investigator
has biases for or against the applicant.

interviewees, as far as is known to him/her, who is not strongly in favor of or
against the well-being, fortune, promotion, or good of the applicant. If in the
course of his/her nvestigation, he/she finds that the interviewee is strongly and
clearly for or against the applicant within the bounds of rationality, the
investigator shall add another interviewee and, if he/she sees it fit, disregard
information gathered from the former interviewee. The investigator shall
interview a number of persons (not lower than three or any number as may be
set by the HRMPEB) as he/she deems necessary to satisfy the purpose of the
investigation and |may increase the number if, in his/her judgment, the original
number of respondents as interviewed thus far, is not sufficient to achieve the
purpose of the inVestigation.

Iin planning the EFckground investigation (Bl), the investigator shall select the

In the conduct of{the investigation, the investigator shall only ask the guestions
as set and shall gnly make follow-up for clarification of the responses. He/she
shall not entertain any biases, prejudices or personal differences between the
interviewee and applicant. He/she shall also refrain from digging up such other
information as the responses of the interviewee may lead unless such pertains or
is relevant to the [competency or character of the applicant and bears on his/her
capacity to maintain the values of DepEd or on his/her work attitude.

In the preparation of the Bl report, the investigator shall not include anything not
gathered during the investigation nor exclude any information gathered to the
disadvantage of the applicant subject of his/her investigation. He/she shall not
prepare the repoft in such a manner that is intended to influence or will tend to

12
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influence the HRMPSB or the appointing authority and shall at all times stay true
to the results of [the conduct of his/her investigation. For this purpose, the
HRMPSB shall require the investigators to hand in their notes or other form of
records for first-hand information gathered from interviewees.

The background investigation — the assignment of investigator to applicant, the
dates of the conduct, the results and the reports made — shall strictly be
confidential in natlure. Any person who, by nature of his/her function or by any
means acquired any information regarding the details of the investigation, and
divulged or shared the same to another shall be dealt with appropriately.

8. Proceedings of the HRMPSB and preparation of the Rank List/Comparative
Assessment Report

The proceedings d
information regarg

During deliberatig
Opportunity Princ

f the HRMPSB shall be held in privacy to avoid any leakage of
ling the screening process.

ins, the members of the HRMPSB shall ensure that Equal
ples (EOP) are observed and/or practiced. If at any given stage

of the screening process, a member find that he/she cannot maintain or find it

difficult to main
he/she must
proceedings/deli

The members of
expected of cha

in objectivity or uphold the equal opportunity principles,
nhibit himself/herself from further joining in the
rations of the board.

the HRMPSB shall conduct themselves in such a manner
ions of equal employment opportunity and shall refrain from

m
any act that may andulv jeopardize the opportunity of any person to be selected

or appointed for
on another memb
any one or more a

. Should a membe

unable to maintai
finding/observatig
information with

same may be repq

he position applied for. No member shall exert any influence
er or on the entire body to the advantage or disadvantage of
pplicant if such violates the principles prescribed herein.

r of the HRMPSB find that another member is violating or
h the equal opportunity principles, he/she must point out such
n to the Chair of the HRMPSB who shall then act on such
mmediacy. If the Chair of the HRMPSB is the one guilty, the
rted to the higher authority.

. The preparation of the Rank List by the Personnel Unit shall be in such a manner

that only relevant
prescribed are obs

information is contained therein and that the policy as herein
erved. For this purpose, the Rank List shall be reviewed by the

HRMPSB to ensure that equal opportunity policies are not violated.

The Rank List shall not be submitted unless and until signed by the members of

the HRMPSB that
the observance of]
Opportunity Princ

shall signify their approval of the contents thereof as well as
all policies, rules and regulations including Equal Employment
ples (EEOP) policy.

13
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9. Selection by the Appginting Authority

a. The appointing authority shall select only from among the recommended
applicants of the HRMPSB as supported by the Rank List. Should the

appointing authority choose not to appoint from among the list, he/she shall
state such decfsion in writing and shall inform the board of his/her reason.

b. As for choice ¢f appointee or decision not to appoint, the same shall not be
treated as viglation of the equal employment opportunity policy unless a
pattern can be established based on records that strongly suggests bias for or
against certaip persons belonging to a specific category unless such is
pertinent to the position for which appointments were made (e.g. choosing
CPAs for accountant positions, lawyers for lawyer or investigator positions,
physically fit persons for manual labor jobs, etc).

c. The decision/dhoice shall be final and cannot be questioned. The appointing

authority is a
is limited to
choose at all.
not be taken

orded wide latitude of discretion inasmuch as his/her decision
hoose from among the recommended applicants or to not
The exercise of such discretion shall be respected and should
as violation to the equal employment opportunity principle

unless manifest or obvious based on records of appointments made. In this
remote case of manifest violation by the appointing authority, the same shall
not be actionaple and if anything, is only an indication of his/her support and

adherence to

he equal employment opportunity.

10. Onboarding/Placement

The appointeg shall, after undergoing the usual ceremonies associated with

appointment,

be informed or made aware of his/her role and the

expectations of the office, his/her supervisors, peers and/or direct reports.

For purposes

of onboarding, distinction shall be made between (1) those

required to undergo a probationary period, and (2) those that are not. For

this purpose,

probation and
discrimination

the ORAOHRA shall apply to determine who needs to go on
who need not. This distinction shall not be construed as
or unfair as this is for a valid and legitimate purpose.

Appointees required to undergo probation shall be informed of such fact as
well as of the details of their probation. They will be subjected to a thorough

assessment of]
assessing their

management,

their performance capabilities and character. For purposes of
performance, the equal opportunity policy under performance
as far as applicable, shall be observed.

14
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d. For the assegsment of character, the provisions outlined in this policy on
background investigation, as far as applicable, shall be observed/followed
with the following additions/modifications:

i. Ng negative feedback regarding the appointee’s character shall
affect his/her assessment unless reduced in writing.

ii. Only feedback on character that are not in any way related to the
appointee’s sex and gender, age, civil status, physical
characteristics and attributes, religion, belief, creed, race, family
background, political affiliation, socio-economic standing, may

ct the assessment. Any feedback relating on one or more of

these shall not be considered.

iii. The appointee, before any action as may necessarily be brought
about by comments and feedback on his/her character, shall be
informed of the comments and feedback.

iv. The appointee, granting that he/she may lose his/her job, shall be
afforded the opportunity to disprove or rebut any negative

v. The Management, shall ensure that the comments and feedback
on| the character of the appointee do not stem from
discrimination, bias, prejudice or unfair treatment of the
appointee.

vi. The Management and the supervisor shall take into consideration
the side of the appointee in deciding whether he/she is retained
or separated.

vii. Shquld the decision be to terminate the services of the appointee,
he/she shall be informed of his/her right to appeal the same in a
praper forum.

C PERFORMANCE MANAGEMENT SYSTEM

In the implementation of the Performance Management System with utmost
consideration to Equal Oppgrtunity Policy, the Department of Education-Caraga Region is
committed to providing fair) safe, inclusive and respectful mechanism which is free from
discrimination. Equal opporfunity means that every employee can participate freely and
equally in the Planning, Monitoring, Evaluation and Rewarding. In each stage of the PMS
cycle shall be solely based pn the organization’s need, customer demand, and relevant
trends vis-a-vis the workforge capacity, available technology, and other physical/material
constraints and such other relevant personal circumstances of the individual employees that

15
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have direct bearing on thejr performance though not necessarily by choice. The age,
gender, civil status, disability, religion, ethnicity, social status, economic standing, paternity
and filiation, political affiliatjon, pregnancy or other similar factors/personal circumstances
should not be taken into consideration unless such consideration shall be to the benefit of
the individual without causing undue disadvantage to others.

1. Performance Planning and Commitment Setting

a. All employee shall be involved in the Performance Planning. No employee shall
be deprived of his participation in the planning and commitment setting of
his/her targeted qutput.

b. Employees who jre scheduled to retire within the planned performance rating
period should have their targets adjusted to take into consideration the shorter
period to achieve putputs.

c. Female employees who are expecting to give birth within the planned
performance rating period should also have their targets adjusted to take into
consideration their maternity leave. Their Performance targets shall be
considerate of their state which would not be difficult or impossible for them to
deliver or achieve or that would endanger their or their babies’ safety and
health.

d. Male employees whose legal spouse (or one of the legal spouses) is expected to
give birth within the planned performance rating period shall also be allowed
adjustment in their targets to accommodate their leave by the time their legal
spouse gives birth. This should apply to ali males whether or not they are still
entitled to apply for paternity leave or, having used up all allowable paternity
leave, would apply for vacation or other leave.

e. PWD employees shall be given targets which are not impossible or difficult for
them to achieve or deliver.

f. Employees who will be on study or scholarship leave shall likewise have their
targets adjusted of, if necessary on account of the period covered by the study or
scholarship, no longer given targets.

g. All employees shall not be forced to perform or deliver any target that would
cause them to violate their religious beliefs and practices.

h. All such other planned, scheduled, or expected events that will occur in the
planned performance rating period that will affect any one or more employees
shall be taken intg consideration during performance planning and commitment
setting to ensure [that no person is given targets that would prove difficult or
impossible for him/her to deliver or achieve.

16
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to take into consideration all the adjustments made to his/her direct reports and

The supervisor shill ensure that the unit targets shall be adjusted, if permissible,

of his/her own ta

The Policy, Plag
Management Tea

may be necessa

ets.

hning and Research Division (PPRD) and Performance
m (PMT) shall likewise make the necessary adjustments on the

, to take into account the adjustments in the targets of

organization’s tar%:zts or measures of performance, or of the success indicator, as

individuals and un

No person shall
his/her position

No person shall b
him/her the right

benefit to one att

No person shall
taking into accou
circumstances.

The Approving A
Rating Form wit
Division Chief/Uni

Should the Off
information of an
they shall act on i
necessary actions

ts.

given a task that is not within the required competence of
thout the person’s consent.

given workload in such guantity or amount that would deny
o have work-life balance.

e given the workload of another if doing so will give undue
e expense of another.

deprived of the right to enforce any provision of this policy
t his/her salary, position, and such other reievant personal

thority shall not approve any Performance Commitment and
out the signature of the employee concerned and his/her
Head.

ce/Agency/Planning Committee/PMT notices or receive

violation of this policy or would tend to violate this policy,
t with immediacy or cause it to be reviewed and resolved. All
and corrections shall be done before any commitment and

rating form is finally approved.

2. Performance Monitoring and Coaching

d.

Performance monijitoring shall be fair. No person shall be treated in such a way

the he/she is dist
him/her feel isola

nguished from among the rest or in a manner that will make
ed or ostracized.

Performmance monitoring shall take into consideration agreed targets of each
individual after all{the necessary adjustments in observance of this policy.

No person shall
Division Chief/Un
assigned or when

e deprived of his/her right to provide feedback to his/her
Head as to the need to adjust targets when new tasks are
there are changes in the expected output or deviations from
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plans or when he/she feels that there is hindrance to his/her performing the

tasks or delivering

No person shall
his/her performa
during said assess
bearing on his/her

the output.

e unduly excluded in the regular intra-period assessment of
e. Each person shall be duly informed of his/her performance
sment (e.g. monthly or quarterly) especially if it will have a
performance ratings by the end of the period.

Coaching shall be made when appropriate and only when solicited.

Mentoring or ot

r forms of intervention shall be provided to anyone who shall

h
be benefited by sjch mentoring or intervention.

Supervisors shall

t all times ensure that no direct report is unduly favored or

unfavored in teri
previously unplan

The Division Chief/PMT/Division Chief/ Head of office/agency shall take note of
any adjustments in the target output or deliverables of any employee and ensure
that such are taken into consideration when performance evaluation comes.

s of workload and shall make the necessary adjustments if
ed or not foreseen.

3. Performance Evaluatipn

Performance evaluation shall be objective, and no person shall be rated
based on hisfher behavior irrelevant to the achievement of targets or
performance qf tasks. It shall strictly focus on the comparison between the
target or commitment and actual accomplishments.

a.

Performance evaluation shall take into consideration any unforeseen or
unexpected changes in the circumstances of individuals that have direct
bearing on thdir performance such as but not limited to rehabilitation leave
for work-related injuries, unexpected miscarriage/delivery of female
employee or of spouse of male employee, prolonged absence due to official
business, interruptions due to contingencies or by directive, and such other
similar circumstances.

No person shajl be deprived of his/her right to have due participation in the
rating of his/her performance. There must be agreement between the
supervisor and direct report as to the actual accomplishments and how these
are to be ratdd. Neither supervisor nor direct report can enforce his/her
desired rating pn the latter’s IPCR without providing any evidence.

No person shall be deprived of his/her right to raise issues and /or concern
regarding his/her performance rating to the appropriate body or forum.
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All issues/con¢erns raised shall be resolved within a period prescribed by
existing rules.

Performance ratings shall not be finalized unless and until any and all issues
are resolved.

4. Performance Rewarding and Development Planning

a.

Outstanding performance shall be recognized regardless of the circumstances
of the perforimer. Once ratings are approved, no feedback — formal or
otherwise, shall be entertained to cast doubt on the evaluation process and
deprive any person of the recognition due him/her.

Development planning shall carefully consider the personal circumstances of
each person apd his/her desire for advancement and growth. However, the
supervisor shall, based on his/her observation and other proof, have a say in
the developmental planning of the direct report. In any case, the supervisor
and direct report shall agree upon these matters.

No person shall be unduly excluded in the development plan. The Regional
Office and PM[T in collaboration with the Division Chiefs shaii ensure that ali
employees shall be included in development plan. Reasonable exclusion (e.g.
upcoming retirement or transfer or other forms of separation) shall be with
the consent of{the employee concerned.

The policy under Learning and Development, insofar as practicable and
relevant, shall gpply to development planning.

D. LEARNING AND DEVELOPMENT (L & D)

Learning needs assessment and L & D Planning, Design and Development, Delivery,
Monitoring and Evaluation in DepEd Caraga Region shall incorporate the principles of equal
opportunity for all such that no person, regardless of sex and gender, age, civil status,
physical characteristics and|attributes, religion, belief, creed, race, family background,
political affiliation, socio-economic standing and other attributes, shall be discriminated and
excluded; that all are treated|equally, equitably, and fairly.

The provision of L & D interventions shall be based on Individual Development Plan
(IDP), competency gaps, acc%mplishments/work performance, job requirement and not on

age, position,

political affiliation or other fa

influence, disability, gender, sexual orientation, religion, marital status,
tors that are remotely relevant to ant L & D intervention.

Aside from the regular work-related L & D interventions, DepEd Caraga shall also
provide training orientation| for specialized groups so they will be more informed and
equipped about their rights and privileges.
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a. L & D Planning shall involve any person within the organization. Nobody shall be
left out nor anybody’s learning and development needs be disregarded or

ign

b. In

observed:

vi.

vii.

ored.

planning for L & D of DepEd Caraga, the following processes/policy shall be

The results of the online competency assessment or any other form of
learning needs assessment shall be the starting point for the Individual
Development Plan) IDP). All gaps identified for each person, whether for the
current position or desired higher position, shall be noted.

Supervisor’s domments and recommendations, in agreement with the
individual congerned shall be incorporated in the IDP.

The HRD shall konsolidate the results of the IDP as prepared and reviewed by
the individuals and supervisors concerned. No filtering of data/information
shall be done at this level.

. Based on the ¢onsolidation, the HRD will prepare a report to be presented to

the Personnel Development Committee. The HRD shall also gather
information as to L & D offerings both internal and external to DepEd Caraga.
As far as practicable, the HRD shall look for L & D offerings that will address
all the learning needs of all employees.

Based on the Jist of gaps and recommendations as against the offerings, the
HRD shall prepare an initial match to address the learning needs.

The PDC, in @ meeting scheduled for the purpose, shall ensure that all
persons shall be afforded L & D interventions and shall prioritize the provision
according to the urgency, or gravity of the gap or the need to be addressed.
They shall also take into consideration the principles of this policy such that
no person shall be deprived of participation in L & D interventions or
programs when such would result to his/her disadvantage. However, if for
reasons of financial and operational constraints, not all learning needs are
addressed, such will not be taken as violation of the equal opportunity
principle provided that every individual shall be provided L & D interventions
as equitably as possible.

The PDC shall take into consideration the policies outlined under
performance management in planning the L & D for the organization and for
each individual.

2. L & D Deslgn and Development
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needs is common to all DepEd Caraga employees, and should
ring to address such learning needs, in-house training shall be

the HRD or learning service provider and/or any such

responsible persons shall observe the following:

i. Designing of the training shall take into consideration not just the learning needs
but also the learnipg styles and learning capacities of individuals.

ii. The design of the training shall be peoplecentered and shall take into
consideration the personal circumstances of the individuals. The person in-charge
shall make sure that each person regardiess of age, position, sex and gender, civil
status, physical attributes, and assignment shall have access to such training if so
required by his/her IDP.

The development |of the trainings shall be consistent with the design to ensure

that nobody is excluded or will feel excluded or find it difficult to learn because of

failure to observe

the design and devel

gual opportunity principles.

pment of trainings to address any issues on equal opportunity

The HRD or learning %ervice provider or responsible person shall continually improve

in the design and dev

The delivery of the L

lopment of trainings.

R D intervention or training shall be consistent with the design

and deveiopment thereof. However, if the course administrator and/or resource

speaker or facilitator

notice inadequacy in the design and development to cater to

the needs of the participants, he/she and/or they must make the necessary
adjustment in order rjot to frustrate the objective of the training.

The following should

guide the administrator, resource speakers or facilitators, and

members of the secratariat during the conduct of trainings:

i. PWDs shall be seated in such a way that their disability will not hinder or will
have the least effect on their learning.

ii. Inchoosinga

venue, the following should be observed:

a. PWD-friendly. If possible, such trainings should be on ground floor
and shall be accessible to PWDs.

b. Restro

oms are PWD-friendly and are easily accessible from the

training room.
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c. Availability of breastfeeding area or lactating area

d. Safe Learning Environment — Include availability of safety regulations
at the workplace/L&D venue, provision of First Aid and assistance to
vulnergble persons or groups with special needs, and reporting of
occupational hazards and their preventive measures. Ensure presence
of Medical Officer/Team to look into the health conditions of
participant’s/learning facilitators.

iii. Senior citizens and pregnant women shall likewise be given seats most
comfortable for them. The provision of item ii shall likewise apply if there are
senior citizens|or pregnant women among participants.

iv. The administrator, resource speakers or facilitators, and members of the
secretariat shall at all times be sensitive to the diversity of the group and shall
not do any act that may offend any person on account of his/her sex and

gender, age,
belief, creed,

civil status, physical characteristics and attributes, religion,
race, family background, political affiliation, socio-economic

standing and gther attributes.

Workshops an

d other activities shall be conducted in a way that persons with

special needs| (PWDs, senior citizens, pregnant women) are not unduly
burdened while at the same time, are not excluded therefrom.

vi. The facilitator|shall at all times treat people with special needs with care and
sensitivity whiLe at the same time not giving them too much attention. Such
as, to the time taken, manner of participation, and contribution by persons
with special needs.

vii. The facilitator|shall ensure the participation of all members of the group to
ensure that ng person is excluded or feels excluded. He/she shall respect the
ideas of each participant and shall refrain from such acts that can hinder the
effective learnjng of any participant.

3. L & D Monitoring and Evaldiation

b.

Conduct of L&D programs should be monitored and evaluated to ensure that equal
opportunity principles are observed and upheld. The conduct of in-house trainings
should take into account the reaction, comments, and feedback of all concerned.

The HRD shall monitoy the implementation of the L & D plan of DepEd Caraga as well
as the IDP of every empioyee.

boration with supervisors, take appropriate action if there is a
n employee will not be substantially implemented. The same
is a risk that DepEd Caraga L&D plan which may not be

22
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substantially implemented. In which case the HRD shall inform the management of
the possible courses of actions to remedy the situation or avert the risk.

d. The management, supervisors and the HRD shall evaluate the trainings attended by
the employees with| consideration of the equal opportunity principles herein
prescribed.

E. REWARDS AND RECOGNITION

DepEd Caraga implements the Program on Awards and Incentives for Service Excellence
(PRAISE) pursuant to the Reyised Policies on Employee Suggestions and Incentive Awards
System under CSC MC No. 01} s. 2001 aligned with the provisions of DepEd Order 9, s. 2002,
Establishing the PRAISE in the Department of Education.

The R&R shall likewise promote uniformity and consistency in the implementation of
the awards and incentives program in the Department of Education Caraga. It shall ensure
that those belonging to the specialized group shall not be left behind because of their
limitations and restrictions. It shall recognize and reward officials and employees (teaching,
teaching-related and non-teaching), individually or in group for their valuable suggestions,
innovative ideas, invention, discoveries, superior accomplishments, heroic deeds, exemplary
behavior, extraordinary acts|or services in the public interest and other personal efforts
which contribute to the efficiency, economy and improvement in the Department of
Education Caraga operation that leads to productivity that has impact to the country and to
the clients.

DepEd Caraga Rewards and Recognition shall incorporate EOP policy such that R&R
programs — from formulation, nominations, screening and deliberations, and awarding shall
not exclude anyone on acgount of his/her sex and gender, age, civil status, physical
characteristics and attributes, religion, belief, creed, race, family background, political
affiliation, socio-economic standing, and such other attributes, and shall ensure the equal
and fair treatment of all.

1. R&R Program Desjgn/Formulation

a. The design of an R&R program shall take into consideration the need to
afford all gmployees the chance to be nominated. For this purpose, there
shall be as many programs as practicable so that all teaching, related
teaching, @nd non-teaching personnel of DepEd Caraga, regardless of
employment status, sex and gender, age, civil status, physical
characteristics and attributes, religion, belief, creed, race, family
backgrourid, political affiliation, socio-economic standing shall have the
chance to |be recognized and rewarded.

b. The PRAISE committee shall continually improve the programs to ensure
that equa| opportunity principles are observed and promoted in the R&R
of DepEd Caraga.
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2. Nomination

a. Nominatio

s for R&R shall strictly follow the guidelines set for each R&R

program and shall not exclude anyone for any reason other than the fact
that his/her nomination does not follow the guidelines.

b. Anybody should be allowed to nominate anyone without fear of
judgment provided that he/she is given such right in accordance with the
guidelines for the R&R program.

¢. All nominations in accordance with the guidelines should be duly

recorded a

nominator

d no filtering whatsoever to the prejudice of the nominee or
shall be allowed. Any violation shall be dealt with accordingly.

3. Screening and Deliberation

The Screening
program. No

Committee shall strictly follow the criteria set for each R&R
nominee shall be removed at any stage of the screening or

selection for any reason other than that he/she can no longer proceed to the

next stage foll

wing the guidelines and criteria as set.

Deliberations for the selection of awardee(s) in case the R&R program calls
for only one of a limited number of awardees shall observe EOP such that no

nominee is

moved without a valid reason. The superiority of the

qualification of other nominees who shall proceed to the next stage or to be

finally award
provisions on

shall be considered a valid reason. For this purpose, the
deliberations of applicants/ for employment, as far as

practicable shall also apply.

reening committee decide that background investigation or
| be conducted, the provisions on the conduct of background
n applicants, as far as practicable, shall also apply.

No member of the screening committee or validators shall knowingly or
intentionally demonstrate bias, prejudice, or discrimination towards any

ropriate action shall be taken in case of violations.

c. Should the sg
validation sha
investigation g

d.
nominee. App

4, Awarding

a. The resuli

s of the screening and deliberations, unless there is/are

reason(s)

believe that a violation of the EOP has occurred, shall be final

(o]
and respeEted. No feedback after the process is completed shall be
entertained that may undermine the whole process.

b. The award
unnecess

ing ceremony shall be consistent for each program to avoid any
ry comparison.
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C.

The prize o

r reward given should be in accordance with the guidelines set

for each R&R program. No one shall be denied his/her rightful reward as

indicated

communic

Viil. RESPONSIBILITIES

I the guidelines, save for any changes or amendments
ed prior to the nominations.

To ensure the effective implementation of this EOP Policy, the following key people

shall be engaged:

a. Top Management - The tg

p management shall put the EEOP/EQP in place, educate its

officials and employees, and ensure implementation and compliance by all offices.

b. Human Resource Development Division (HRDD) — The HRDD shall:

1) Conduct orientation
regarding EOP policy.

2) Ensure the continued
most diverse range of

3)

on EOP policy and provide technical assistance on issues

observance of the EOP by using methods that appeal to the
pplicants.

Perform Learning Needs Analysis (LNA); determine the root-cause issues on EOP
barriers and provid

the relevant L&D intervention; and spearhead change

management initiatives to ensure the full implementation of EOP.

4)

Review, monitor, and evaluate the actions undertaken by DepEd Regional Office

relevant to the implementation of the EEOP.

. Finance Division — The Finajnce Division shall conduct DepEd facility scan that will address

simple/relevant issues and shall ensure responsive accommodation on budget needs for
mid-long term accessibility projects being proposed. It shall allocate budget, renovate

facilities, and make neces

. Functional Division Chiefg
ensuring application of E

ry investment to remove/lessen workplace barriers.

- Assume joint responsibility with the Regional Director in
DP policy in all HR Systems. They shall also ensure that all

employees understand and implement this policy and ensure that an appropriate work

culture is maintained.

. Employees-
application of EOP Policy
does not discriminate

Act as parthers of management and their co-employees in ensuring the

| All employees have a responsibility to ensure that he or she
against, harass, bully, victimize or vilify another worker,

prospective employee, contractor, clients, partners, suppliers, or any other person at the

workplace.

IX. LODGING A COMPLAINT

In cases of violation g

and Recognition, Learning a

process on complaints handli

n the EEOP/EOP policy in Performance Management, Rewards
Development and Recruitment, Selection and Placement, the
g shall be followed:
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a. Complaint Letter;

b. Receive and Record of Complaint letter through the Human Resource
Development Division; and

c. The Complaint letter will then be submitted to the management.

X. EFFECTIVITY

This Equal Opportunity Principle Policy shall take effect immediately upon approval
by the Regional Director. This shall also be reviewed every three (3) years to ensure that the
policy is being adhered to and that the policy does not include requirements or conditions
that may lead to discrimination.

Approved by:

Y i
FRANCIS CESAR B
OIC-Regional Dire

CESOV
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’I‘ATE 1 M Q¥ 2919
REGIONAL ORDER i /

No. M , S. e
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POLICY AND GUIDEL&ES ON SCHOLARSHIPS AND OTHER TRAINING GRANTS
OF DEPARTMENT OF EDUCATION CARAGA

TO: Schools Division Superintgndents
Chiefs of Functional Divisipns
This Region

1. For the information and gdidance of all concerned, this Office issues the enclosed copy of its
customized Policy and Guidelines on Scholarships and other Training Grants of Department

of Education Caraga.
2. This Policy shall take effecf immediately upon issuance.

3 All Regional Orders, Memﬁ:randa and other related issuances inconsistent with this policy are
deemed amended accordipgly upon its effectivity.

4. immediate dissemination pnd strict compliance with this Order is directed.

L

FRANCIS CESAR B. GAS, CESOV
0IC - Regio Director\

Encls.: As stated
References: DepEd Order No. 68, 5. 2009;
To be indicated in the Perpetual Inddx under the following subjects:

Policy Scholgrship Training Grants

HRDDO4/mmv
04/15/2019

N
epEdROlB-F REC-ODQ/RO/S 7 2019 SR

wq - OF - &1 7 !) (DB5) 342 - B207 ﬁnmnga@duped.gtw.ph -t,; www_ caraga. depad. gov.ph




Republic of the Philippines
: Department of Edycation

CARAGA REGIOIE

J. Rosales Avenue, Butlian City,
Agusan del Norte, Philippines, 8600
ANNEX L
Policy and Guidelines on Scholarships and Other Training Grants
of Department of Education Caraga
I.  General Provisions
1. Statement of Policy

The Department of Education (DepEd) Caraga Regional Office fully supports the
continuous development of itsimanpower to improve performance through scholarship/ fellowship
and training grants local and overseas among others. The DepEd Caraga aims to attain well-developed
and highly professionalized personnel through a continuing human resource development program
by sending the most qualified and deserving employees to local or foreign scholarship and training
grants.

The field of study of all scholarship and training grants shall be supportive of the
Department's mission, goals, objectives and programs. Priorities should be properly equated with the
program thrusts of the Department occasioned by the present needs and demands.

2. Scope

These policy and guidelines shall apply to all officials, teaching, teaching-related and
non-teaching personnel of DepEd Caraga. This also covers scholarship and trainings sponsored by
external agencies provided that they are not directly or indirectly related to manufacturing or
distribution of tobacco products and/or liquors; may be local or foreign exchange; degree or non-
degree programs.

3. Related Issuances

All scholarship and training grants are subject to existing government policies, rules
and regulations, particularly thgse of the following:

3.1. Executive |order No. 129- Providing Rules and Regulations Governing Official
Travel Abroad of Offidals and Employees of the Government both National and Local,
Including Government:Owned or Controlled Corporations, and Prescribing Rates of
Allowances and other Expenses Therefor.

3.2. Executive order no. 367 - Further Amending Executive Order No. 129 Dated May
6, 1968 As Amended by|Executive Order No. 421, Dated November 26, 1973.

3.2. Executive Qrder No. 421 — Amending Executive No. 129 dated May 6, 1968.
3.3. Letter of Instruction No. 395 — Scholarship Program in Public Administration.

3.4. CSCMCNo. 2, 5.1977 — Rules and Regulations implementing National Scholarship
for Development (NSDF).

3.5. CSC MC No. 13, s. 1987 = Guidelines for Nominating Candidate with Non-
Permanent Appointments to Foreign Assisted Training/Scholarship Grants.

3.6. DepEd Order No. 68, s. 2009 - Scholarship and Training Grant/ Fellowship Pool
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3.7. DepEd Drder No. 13 s. 2007 - Reorganizing the DepEd Special Committee on
Scholarships for Locdl and Foreign Grants.

4. Definition of Terms

a. Field of Study. This refers to any academic interest related to work.

b. Foreign Schglarship Programs. This refers to programs of technical assistance from
various bilateral and multilateral donor agencies/countries/institutions, which
essentially cpnsist of a set of grants involving academic studies/foreign trainings
awarded to individuals from the government and the private sector in the interest of
public service.

c. Grantee. He[She is a recipient of a scholarship program.

d. Local Scholarship Programs. This refers to any academic programs/studies/
fellowship held locally for the pursuit of higher degree of specialization in a technical
or scientific fleid at a recognized institution of higher learning. They are designed for
the professiopal advancement of the grantees in line with the work.

e. Nominee. An employee who is nominated by the concerned unit endorsed by
Depkd to the|sponsoring agency/ institution

n (REAP). It is a detailed plan outlining actions which recipients of

scholarships and trainings need to develop and implement to contribute to agency's

organization performance.

are scholarships, fellowships and training or study grants secured,

arranged, offered, or sponsored by the Philippine Government or any of its agencies

or from outstanding local or foreign universities or institutions, or from outstanding
foundations gnd scholarship programs.

. General Policies and Guidelines

5, Creation of S¢holarship Committee. A scholarship committee shall be created to
evaluate the nominees and tq recommend the most qualified to the Regional Director and to the
Undersecretary concerned or §ecretary for approval, whenever necessary as the case maybe.

5.1. The Perfonnel Development Committee (PDC) shall serve as the regional
scholarship committee and shall have the following functions:

a. lead the effort to proactively search for and tap scholarship opportunities
both l¢cal and abroad, that would benefit the teaching and non-teaching
personinel of the region;

b. dissemjinate information on scholarship opportunities as widely as possible to
all levefs of DepEd Region organization including its attached units;

¢. screenjand recommend nominees for scholarship grants, study tours and the
like;

d. lead injthe efficient facilitation of these scholarship grants (including degree
and noh-degree courses); and

e. recommend internal policies and procedures concerning scholarship
availment, scholars' benefits and entitlements return service obligations
application for extension and other related policies.
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5.2.

Prioritization of Scholarships. Priority for scholarship and training grants, both local

and foreign training programs, shall be given to permanent employees.

5.3,

Pooling of Prospective Grantees. To ensure smooth implementation of the DepEd

scholarship programs, equitable allocation of scholarship/fellowship slots and avoid loss of
scholarship slots due ta dlelay in submission of nominees, the PDC shall maintain scholarship/
fellowship/ training grantees pool from where the nominees to specific programs shall be
selected on the basis of ¢riteria set by either the sponsoring agency or DepFd.

5.3.1. Pool of Nominees. To facilitate the pooling of prospective grantees, all offices
concerned shall|submit their nominees be on the basis of needs to the PDC. The
following guidelines shall be observed in identifying the nominees:

a. all SDOs shall fnaintain their pool of nominees for specific training areas;

b. teachers and gchool administrators who were recipients of national awards shall be
included in the gool;

c. nominees selected should meet the following requirements and submit the
document enumjerated in 5.3.2; and

d. the pool of ngminees from each SDO shall be grouped by area of study or field of
study.

5.3.2. Basic Requirements. In addition to existing laws, rules, regulations and

policies, nomineg selected should meet the following:

a. has been in the service for at least 5 years with at least very satisfactory

performancs for the last two years;

has shown strong leadership potential in the school and in the community;

initiated inngvations in the area being recommended;

has no pending administrative case and a person of good moral character;

is certified tq be in good health by a local government physician and is fit to

undergo seripus studies away from his/her family for a week or more to one

year; )

f. has sufficientf command of English, both written and oral communication, or of a
particular language specified by the sponsoring agency;

g. has capability to disseminate or train other teachers/school administrator on the
area studied|upon returning from training manifested through a comprehensive
Re-Entry Plap (REAP);

h. must have at least 10 years remaining term in the Department of Education; and

i. meets the additional requirements as needed by sponsoring agency.

® a0 o

5.3.3. Documgnts for submission:

a. Personal Descfiption Form (PDF)

b. Service Recorgls

c. Certificate of o pending case

d. Individual Pefformance Commitment and Review Form (IPCRF) for 2 consecutive
years

e. Certificate of good moral character

f. Trainings/schglarships attended for the last three (3) years

g. Medical Certificate

h. Transcript of Records (Certified, Authenticated and Validated)
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i. Re-entry Action
j. Leave Approva

5.3.4. The pool
5.3.5. The Huf
nominations fron
and select the m
PDC for final eva
5.3.6. The follg

pines
tion

1 Plan {(REAP). See Annex B.

Form (CSC Form 6).

of nominees from each division shall be grouped by area of study.

man Resource Development Division (HRDD) shall receive all
n the SDOs and make initial comparative evaluation of the nominees

ost qualified among the candidates and shall be forwarded to the
uation.

wing Evaluation Criteria shall be used:

: Evaluation Criteria Weight 7.

' Job Relevance 20%

' Experienge and Outstanding Accomplishments 20% |

L Education and Training 10% i

| Performajnce Rating . 20% ’

E Languagg and Communication Skills | 10% |

| Charactet and Personality Traits 7 10% |

' Potential} 1 10% '

L Total | 100%
5.3.7. The PD({ shall be responsible for the judicious and fair evaluation of all
nominees and sHall see to it that anly the most qualified shall be recommended,
5.3.8. Test and|interviews shall be conducted by the PDC when deemed necessary.

5.4. Direct Applicatid
any training program m4

n. Grantees/Trainees who are able to personally avail themselves of
v be allowed to go on official leave, as long as the course is related

to their office and is subject to the discretion of the Head of Office and Schools.

In case where fellowshi

6.0.
allowance, stc., the nominating
pre-departure expenses of sele

1.0 The supervisor and the

make a joint commitment with t
training to their respective office
Annex D.

8.0. Grantees/ trainees of 3

/training courses require counterpart funding like round trip fare,
ivisions shall certify to pay for such expense item. As a general rule,
ed scholarships shall be charged to local funds.

rantee/trainee, whether for local or foreign training programs, shall

he Department to apply knowledge and expertise acquired from the
unit and other units in the Department, using the form attached as

ii scholarship/training programs are required to undertake post-

training sharing sessions in theifr respective offices within one month from arrival to disseminate

among the staff, the knowledge|
include, among other things, obs
efficiency, with emphasis on scig
persons for in-house training/s
enhance the subject/ course.

skills or expertise acquired from the training. The sessions should
ervations, experiences, and expertise that would improve the office
entific/technical innovation. In addition, they should act as resource
eminars where the expertise acquired are deemed necessary to




9.0.

10..

Agusan del Norte, Philippines, 8600

Department o cdication

Republic of % lippines {!? '

CARAGA REGIO

} Rosales Avenue, But|

an City,

Grantees/Trainees shalll render a narrative report to the PDC relative to the study indicating
among others the following:
9.1. the grantee's posi

trainings and speq

9.2. activities participa
9.3. views and insights

9.4. provide a long- an

In consideration of the

may be, can contr

the agency should

grantee/trainee shall be bou
stipulated in E. 0. 129, s. 1968
2, 5. 1977 for local scholarship

11

Obligations of a Gra
scholarship/training grant, the

oo oo

oo

tion or designation and responsibility with brief indication of previous
ific nature of work prior to his selection;

ted, and the knowledge and skills learned while in the program;

on how the study or trainings abroad or in the Philippines as the cate
bute to the development of the agency; and

d short-term recommendations and suggestions which he/she thinks
undertake with the corresponding justification.

acceptance of a scholarship, fellowship or training/ study grant, the
hd to a contract with the Department based on the constitution
for foreign-assisted scholarship or training programs and CSC MC no.
brograms.

tee or Trainee. In consideration of his acceptance of a foreign
grantee or trainee bind himself to the following conditions:

to live up to the tefms and conditions of grant;
to conduct himself|in such a manner as not to bring disgrace or dishonor to his country;
to keep up with the standards of scholarships or accomplishments;
to submit to the hepd of office and the PDC his/her official transcript of grades at the close
of each quarter. tefm or semester
to return immediately upon the termination of his scholarship/training;
to submit to the hepd of his office and the committee a report on his study/training within
sixty (60) days aftef his return to duty;
to submit a re-enfry plan or proposal for the application of newly-acquired skills or
expertise to his office and the committee, upon completion of at least six (6) months
study/ training: an
to serve his office ¢r any other government office or instrumentaily as the exigencies of
the period indicatefl below:
E o ; Training Duration of j ) 5
| Nature Obligatign scholarship i Service ;
f For academic and  for every year or a fraction i
! non-academic  thereof not less than 6 f 2 vears |
| programs . months | '
i " afraction of a year less than
| 6 months but not less than 2 [ 1 years
| B | months E
I - afraction of a year less than '
!__ - | 2 months | 6 months"w l

failure of the grantpe or trainee to fulfill obligations provided under subparagraphs (a),

(b), {c) and (d) of
scholarship/training

this Section shall be sufficient cause for the cancellation of his
grant and for his recall. Should failure in any of such cases be due to

his own fault or willful neglect, he shall refund all expenses in accordance with the

provisions of the sufceeding subparagraphs of this Section.




12.
shall at the close of each quartefr, term or semester, submit to the head of his office and the Special

Committee on scholarships offitial transcripts of the grades received by him/her, or certificates of

Republic of the . . Jlippines
Department of Edudation
CARAGA REGION
1. Rosales Avenue, Butugn Gity,
Agusan del Norte, Philippines, 8600

for failure to render

the required length of service referred to in subparagraph (h} of this

Section, on account of voluntary resignation, retirement, separation from the service

through his own fa

LIt or other causes within his control, the grantee or trainee shall

refund in full to his agency such amount as may have been defrayed for expenses incident

to his scholarship/training as determined by the Committee;

to serve the offic

instrumentality as

which sends him abroad, or any other government office or

he exigencies of the service may require, along the field of his

specialization or trafning, for a period of not less than two (2) years for every year of his
fellowship or training, or a fraction thereof not less than two (2) months. Where the

scholarship, fellows

ip, or training is for a period of less than two (2) months, the service

shall not be less thah one (1) year;

to refund in full to
amount or amounts
and other expenses
specified period of t

the financing agency of office of the Philippine Government such
as may have been defrayed for his transportation, salary, allowances
ncident to his scholarship, fellowship, or training or study grant for a
me;

. the obligations of gfantees or trainees affected/displaced by the reorganization of their

respective departmir‘\ts shall be governed by the herein attached ('Obligation of Schalars

Displaced by Reorg

ization," which is made an integral part of this Executive Order;

it is the policy of theé Committee to allow proportionate refund of the monetary value of

the grantee's or trai
service obligation in
the proportionate a

hee's service obligation, when he has served at least 75% of the total
the agency/department which sent him abroad; and
mount and mode of payment shall be determined by the agency and

confirmed by the Sgecial Committee on Schalarships. In such cases, the amount shall be

paid within three (3
or trainee and his ag
by a bond with his a

Submission of transcri

years from the effectivity of the arrangement between the grantee
ency, and to the execution of the affidavit of undertaking duly secured
pency/department

t of grades and report. Every grantee of scholarship of fellowship

performance or their equivalenf. Upon the termination of the scholarships, fellowships, training, or
observation, and within sixty (6Q) days after the return to duty of the grantee or trainee, he/she shall

submit a report on his/her stu
copy each thereof to be furnished the department head concerned and the Special Committee on

Scholarships. Where a final trav
submitted there with.

13.
salary unless the employment
for the payment of the salaries

ies, studies, training, and/or observation to the head of his office, a

el expense voucher is represented, a copy of the report shall also be

Salary. All grantees, urjder a scholarship grant, may travel on official time or shall be with

::I substitute is imperative and no savings or other funds are available
f

the substitute.
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14. Cancellation of scholarships, fellowships, or training or study grant. - Failure of a grantee or

trainee to keep up with the ne

ressary standards of scholarship or accomplishment, or to live up to the

terms and conditions of his/lher grant, shall be sufficient cause for cancelling his/her scholarship,
fellowship, or training or stydy grant and for his/her recall. Should failure in any of the cases

mentioned in section 11a to séction 11j be due to his own fault or willful neglect, s/he shall refund all

expenses in accordance with the provisions in section 11.

15. Monitoring and Evaluatio

h. A continuing evaluation and monitoring of the impiementation of the

Re-Entry Plan or the Learning Action Plan specialized skills learned from the scholarship/training
undertaken, together with the{ corresponding recommendation and other related information, should

be made by the PDC.
16. Effectivity

These policies and gui

Approved:

FRANCIS CESAR B. BR
OIC-Regional Director

Helines shall take effect immediately.

NGAS, CESO V
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Annex A
SCHOLARSHIP SERVICE CONTRACT
The Government of the Philipgines through the ‘_,
represented by with principal office
at , here in after referred to as the GRANTOR,;

, of legal age, Filipino, single/married, presently

Residing at

. Hereinafter called the GRANTEE:

, of legal age, Filipino, single/married, presently

Residing at

. Hereinafter called the GUARANTOR.

WITNESSETH:

That pursuant to the provisior{ E. 0. 129 as amended and in consideration of the grant and acceptance
by the GRANTEE of a scholarthip/ training award to undergo on official time to a program entitled

from to

the GRANTEE hereby agrees to fulfill the following terms and

conditions:

That the Grantee phall keep up with the standards of a scholarship or award;

That the grantee| shali conduct himself/herself in a manner as not bring disagree or
dishonor to him/ her or his/ her country;

That the Grantee ghall submit to the head of his/ her Office and to the Special Committee
on Scholarships which is the Personnel Development Committee (PDC) at the end of each
term, his/ her official transcript of grades, certificates of performance of its equivalent;

That if there is sufficient reason for the extension of the Grantee's original scholarship/
training/ award, He/ she shall submit a formal request to his/ her agency with justification
and recommendaltion from his/ her program adviser six (6) months prior to the expiration
of his/ her travel authority/ validity of the passport/ period of leave of absence. It is
understood that gpproval of the extension shall be made upon the approval of the head
of agency/ offic¢ and upon the Grantee's execution of a supplementary training/
scholarship contract covering the extension period,;

The Grantee shallreturn immediately to the Philippines and report to his/her office upon
the completion of termination of his/ her scholarship or training grant;

That the Grante¢ shall submit to his/her office, PDC and other concerned offices a
completion reporft on his ar her training/ scholarship within sixty (60) days after his/ her
duty, as per attached outline;
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7. That the grantee

instrumentally for

lifp pines
Department of Edugation

the period of

per section 2 of E.O 367;
8. That the Grantee adcepts the value of the following:

shall serve his/her office or any other government office or
year (s) as exigencies of the service require

; a. Transportation (GOP, local and 1 p ! |
| International) | | |
| b. Tuition fees & other fees P | $ |
ﬁc Allowances (GOP|& Sponsorj P | % ‘
! Clothing i i

Living/Stipends {
: Establishments 1
| Books i i
" d.Salaries, other emolumentsand | P
' adjustment . L
L TOTAL P K ]

9. Thatshould the Grg
or willful neglect, r
he/ she shall refunt

and the sponsor as enumerated in Section 8;

Proportionate refu

agency at least 75% of his/ her total service obligation;

10. That the Grantee 5
who shall assume f

the condition set fprth.

ntee fail to comply with the foregoing conditions through his/ her fault
psignation, voluntary retirement or other causes with his/ her control,
i to his/ her office the amount defrayed by the Philippine Government

hd shall be allowed provided that the Grantee shall serve his/ her Office

hall have a guarantor as his/ her ca-maker or co-signor in this contract
ull responsibility jointly and severally should he/ she fail to comply with

IN WITHNESS THEREOF, we have hereunder set our hands this Day of ;
,at
Name of §rantee o Signature
o Name of Guarafitor/ Address Signature

{Relative to the Grantee)

Head of pgency 7 Signature
ACKNOWLEDGEMENT
REPUBLIC OF THE PHILIPPINES
CITY OF 5.5
BEFORE ME, this | day of g in G
PHILIPPINES, personally appeared _with Residence Certificate No.
issued at on

Respectively, known tdg
acknowledge to that the sg

IN WITNESS WHEREOF, | hve hereunto set my hand this

me the same persons who executed the foregoing instrument and they
me is their free act and deed.

day of




