K
MC #4 “ s, 1982
MEMORANDUM CIRCULAR
TO ¢+ THE ASSISTANT ADMINISTRATORS; HEADS OF

DEPARTMENTS AND STAFFS; REGIONAL IRRIGA-
TION DIRECTORS; PROJECT MANAGERS AND PRO-
VINCIAL IRRIGATION ENGINEERS; IRRIGATION
SUPERINTENDENTS AND OFFICERS-IN-CHARGE

OF SYSTEMS; CHIEF CORPORATE ACCOUNTANT

AND REGIONAL/PROJECT ACCOUNTANTS; CORPORATE
AUDITOR AND REGIONAL/PROJECT AUDITORS AND
ALL OTHERS CONCERNED

NationallIrrigationuAdministratioh

SUBJECT : Policy Guidelines for the NIA Manpower
Development Program [

For the information, guidance and compliance of
all NIA officials and employees attached is a copy
of the revised policy guidelines for the NIA Man- )
power Development Program,

These policy guidelines supersede the training
policies of 1968 and all other previous memoranda
regarding the same subject.

THIS CIRCULAR TAKES EFFECT IMMEDIATELY, e
K,

FIO LO Rt ESTUAR
Administrator

March {25 1982



POLICY GUIDELINES FOR NIA i
MANPOWER DEVELOPMENT PROGRAM o
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~N=The National I[rrigation Administration is committed to the
:taskﬂgf increased agricultural ﬁrodpction in the country through

' °

the provi%ion of efficient and édequate irrigation services.
. : .

ty to main-

. This commitment carries with it the respopsiﬂili
i' ' g -, .
jtain an| efficient and effecx}ve manpower resource th?ugh the i

3 ! i: .

:aFminisEration of u continuing program of personnei %aining,and
1 LI

W H X . f 1 i
'1} development. ' The authority draws legal sanctions from Section 1 i
. I :

(2)B, Article XIL of the Constitution enjoining the”

‘ . ‘
efficiency and intugfiLy in the civil service; from §ection 25, b
P ' ' | :

iD'BD? (Civil Service Decree) on Career and EmployeejPevelopmﬁnt; -|

| E‘ i
‘and from LOIL No. 319 dated September 23, 1975 requiring that go-

‘vernment personnel at all leveis should have the knoyledgey’ skills f

and attitudes necessary for the accomplishment of naEional deve-
!‘ lopment goals. '_ ; i
| | Tbe ﬁIA frainlng andfMgnpower{Development Progr#m comprises
the following course levels: X
| 1.?drientatiﬁnﬁReorientation
P 2. Employee Deve&bbmeni ' .
! 3. Professional, Technical, Séientific Developﬁxdt
; | 4.~éggcutive Development
Ir,?égNERAL OBJECTIVES | o 2 -
} 1. Tolincreasef;he eff?qiency and effectivenpsd.éf NIA
N opeations; 3
,
2. To broaden skills and knowledge, increase-aptitudes and
VoL foster positive atti;udésxof NIK.personnel at all levels
and prepare them forfhighér and more qgsponéible posi-
:.1 ; i ti#ns. / ' é h | i ’
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SPECIFIC OBJECTIVES

[ - i

‘Ef 111,

! ; : i
l. To familiarize NI4 persomnel with the Agenc

¥'s organi- -

zatfon,lobjectives; conditions of employmenft as well as

oo ; |
employec rights/privileges and responsibilijties;

' [

ional, technical and scientific skills standards, O

To upgrade supervisory and managerial competence'bf im-

parting adequate knowledge reinforced with task-oriented

exercises;i ‘
4.

l i ,

"ing from the 1nsta11ation, operation and mpintenance of

NIA equipment and/ property; : 1, ;
! ! -
5. ‘To help tra;u farmers in vater management ind i{n related
o ! '
agricultural!practicesg and,. to participate in the forma-

tion of farmers agsociation which wtll_evertually evolve

4

'l into cooperativesJ 1

o
t|r
|

i ; ‘I ; . ‘ |
IV ICLASSIFICATION OF NIA TRAINING PROGRAMS R

participated in by NIA personnel and clientele.

; NIA.Fraining programs shall 1nclude a11 Training Courses _j,:

1. In-House Trainingl- These programs shall ¢over training

|
‘activlues dcsigned and administered by t e'Ageucy to

.. improve the quality of inowledge, skills and attitudes
Lf N1A|personnel at all levels; and frain‘
l in water management bndlirrigation system

maintenance.

External TJaininé - These shall include degree and non-

|

degree programs conducted by~ outside agencies, locally
!

“or abroad, including conferences and stud

y tours parti-".
cipated in by NIA personnel. Attendance

} maj either be financed'in full by the NIA or partly.by

. To bring empwoyee performance up to the required profess~ .

To reduce accidents, inJurles and minimize| Losses result--

ng ‘of farmers :

i operation and ‘
A

in thiq training -
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the hostinyg outside agency. Outside Agency shall refer
to an orguuizétion which sponsors or conducts degree and
non-degree courses along areas relevant to NIA operatiouns.
2.1 - Locally-conducted programs shall refer to courses i

conducted by outside agencies®within the country
if;'ﬁ A whether sponsored by'private or by other govern-

ment apgencies,
2.2 - Foreign-conducted programs shall refer to courses

o or tralming activities conducted in forLign coun-

P tries.

. V. SCHOLARSHIP | ; Il
Co 1. Degree Program: _ , o | F
a. NIA-CSC Public Administration Program - This is-a
scholarship grant for a Master's Degree in Public
3{‘; .g; o Py Adminlslréti&n extended to NIA personnel who pass the
AI‘;: CSC cmyetitive examinaéion, pursuant to LOI 395 dated
- Lpril 19, 1976, R
b. NIA-NSFD Scholarship Grant - This is a scholarship‘
program open to employees Qishing to pursﬁe formal
education at the graduate or undergraduate.level in
any rclevaﬁt course‘as-determined by the NSFD Committee.
-An empluyee's tﬁition fee and other fees are advanced
by the NIA subject to a cohtract of agreement whereby
the former ‘repays the NIA after completiqn of the
course. The embloyee is exemptéd from repayment if ' A
he coutinuéily maintain a high scholastic ;ecofd.
uﬂiff : l [nvitafién to attend deg;ee programs by other
I . . 'sponsoring institutions like the Ford Founéation may '
%ﬁégi | be availed of by NIA employees subject~to availability 5

of funds and prior approval to study. :

-
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2. Non-Degree Program:
This program covers all courses other then'those_

classifled as degree courses in Section VI ereof whether

ﬁIA sponsored or outside Agency spensored,

'CONDITION OF SCHOLARSHIPS/TRAINING COURSES/SEMINARS J

| Scholarships and training courses specrfied herein shall be

s, _
.l UMY

awarded or authorized subjectito a contract of service with the

Agency, to be accomplished before the start of the grant or train- |
ing. Likewise, a wemorandum specifying the inclusivi dates of

the contract or, swcvice shall be issued ththe.scholnr who will

srgnlthe s&ne as svidence of his acknowledgement. |

.Attendance td scholarship grants, trainlng courses or seminars
of more than one month, whether pursued abroad or: within the - ' A i
country, shall be covered by a contract of service. The contract N
of service shall be three times the length or duration'or the

courses/training/seminar attended. ' :

VII..SELECTibN AND ATTENDANCE OF TRAINING PARTICIPANTS ¥

1. Attendance in duly approved training programs and confe-
. . i
rences: is in the nature of official business ‘whether con-

ducted during,or‘outside offzce hours.’ Succéssful con-'

pletion of an approved trainrng course is given due con-
S

sideration in employee promotion and other personnel ,
actions, ' . - - ‘ ?
2. No official or embloyee shall be authorized td attend

any training program and conferences to be conducted by

other government/private agencies without briér approval iﬁ
from the Central.Office. Seid~request.fdr approval shall f
be coursed through the.Training'and Development Division. ;2
3. Nomination for any official or:employee to attend'any 'gié
training activiLy outside the country shall include justi- ?;!5
-fifation of the necessity and urgency of attending said ag
actlv1ty. : » | % ; ‘; % Q
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VIII, CRITERIA FOR SELECTION . @

The selectiou of participants to scholarships, training

grants; seminars, study tours and other similar actiwvities,

iocél or overséus. whether sponsored/co-sponsored byvthe agency

. \d '
or undertaken only on official time shall depend on the following

criteria: : -

"1,

Relevance of training
Scholarships, training grants, study tours, seminars
and similar activities should be relevant to the current

or proposcd duties and functions of the nomiuee/s;

The aye qualification required by the donor entity

shall be followed. Otherwise, trainees/nominees mat not

-t -

o2 4

T -

Employment Status

Onlj officials and eﬁployees with permanent appoint-
ment Shall be, considered for selection/nominatibﬁ;
Eduéationul Aﬁtainment‘

Thiséref;gs:to the required academic deﬁree which
should bé ulong the specific field of scholatrship or
training gfangp Y
Performance Rating

A coﬁs;stent record of v;ny ;atisfactory performance
rating for the last two periods éttested by the iymedi;te
supervisor; : ‘ °
Experience ;

The nominee/s should have at least two (2) yéars of
éxperience in the f1e1d of study being applied for (unless . .4,
otherwise upecified by the donor entity);

Clearance
A certificate of cleargnce-}rom aﬂminist&ative charge
shall be ruquired; B
, Age
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i f”ﬁ be more than 45 years old, unless exemption is endorsed R
by the-ﬁchola;ship Committee and duly approved by the - f
(4
' : S
I Administrator; o
© 8. Previous Tralning:
. , .
PR )
o Except as otherwise specified, nominees who have never
{T: Lo been 8 recipient of scholarship or training grant shall
S . : .
i be given preference;
[ ) .
o 9. Health Condition
o - . ' :
4 Nominees must be physically and mentally fit to
1 : o
.{? undergo the training or scholarship grant a¢!certified
by the NIA Clinic Physician;
‘ ff LO. Language
: | - A sufficient command of English, both vnitten and
REE
IR oral, shall be required.
o - :
i El * " IX. TRAINING EXPENSES . S A o

e medaa, . o e

"shoyld be utilizued, whenever pOSsible; in order to xéduCe travel-

In line with the present-economy measﬁres being observed in

government, training programs shall be limited to those which J
i 2

. - (4
shall involve the least costs to the NIA. Resource persons with- vf

.

in the locality as well as the field training staff/coordinators
. ' °

ling expenses, pi'r diems and allowances., Requests for resource
persons/fucili'a uxs/;oordinators from the Central Office should
be ;educed to a minimum and only in"instances when'the required
expertgse is not available in the place'or'training'or when new ' |
procedures/pollicies have to be introduced. ;ﬁe request sﬁould‘ ; |
be made when seeking approval of fundlng for a training course/
seminar to give ample time for the Central 0Ef1ce to select a
speaker who would be able to maximize the time and effort.

: Expensé§ incurred in connection with a seminar-suéh as TEV!s/
cash advaﬁces shéqla be liquidated immediately not;later.than‘oﬁe

i ' i

(1) week from compl?tiqn of the seminar. 2 . ;

; :
: ! e o . ”
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Training Pragrams in Regional Offices shzll be financed

through sub-allotments to be issued by the Central office Budget

Division.- The fleld Cashier or Special Disbureing 6fficer shall

.take care of the disbursements for the seminars to he undertaken.

. contract.

X.

In addition to the payment-of tuition and‘othér expenses of
grantees; incentives such'as stfoends, reimbursements for booke
and other allowances may be provided for scholars subject to avail-
abil}ty of funds and:the terms of agreement stipuleted fn their
Disbursements of training_funds shall b% subject to
an’authbrity from the Assistant'Administrator for Adminiétrative'

»~

and Personnel Services based on an approved training course/seminar

i
!
{

{
1
I
I

'which should. include a budgetary estimate.

A

SCHOLARSHIP SCREENING COMMITTEE

To provide for. equal obportunities for all NIA employees_
throughout the uountry and to insure that only the most qualifiedq!

deserving .anil -ompetent are selected as candldatemto scholarships,

tLarniné grauta, seminars, study tours and other ,imllar activi-
0 .

ties‘ local or overseas, whether sponsored/co-sponsored by the

agency or undertaken only on official time, a Schflarship/ScreeninT

Committee is hereby created to be constituted as follovs.

_ Asst, Adxninistrator - Chairman/Co-Chai‘rman .

. . ’ { . :
Members: Director, Management Services Department

Director, Personnél Management Debartment

Secretary: - Division Manager B
Tralning and Development DlVlSlOﬂ

The ChairmaTship of the Scholarship Screening Committee shall

fouf (4) Assistant.Admlnlstratcrs, said rotation

rotate amonyg the
ALY

to’ be based upon.hhe field of authority or sphexe of functions
involved in the: srholarship, training grant, seninars, study tours

and other similar activities under consideration. . 4&
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The recommendation of the Scholarship Screening Commi ttee P
PEEEE B B . N ’ i ;
{‘rﬁ{. i shall be subject to the final approval of the Adminfstratog.n
! ;H;":, ' ‘
,§Wiwg" XI. DOCUMENTATION Pyt EDURE ‘
Ak : : L ' !
ﬁf?{;';;;i ’ 1. All papers pertaining to manpower development shall be ‘ I
| [ c
TR S ‘ : ¥ ,
.ﬁ4j¢ : coursed through the Trainipg and Develobment!Division, )
e } |
rﬁ%ri : . Personnel Man?gement Department,- NIA Central Office. HEE T
JEE L ‘
il b ‘ : ;
I!:ﬁ § These papers shall include requests, applications, con- |
i . ‘l
”“ ;ﬁ tracts, terminal reports and vouchers for training/ f
' ,g } : : . : .
;! {é: . . scholarship grants and observation tours.
;b li'l - )
%!'r;% 2. All invitations to attend trainings, scholarship grants : oo
Gt S i
35"3& and/or observation tours in foreign countries shall be 3
H . ':l . . H p'
X ; . . | . i‘
; jg;, - coursed to tﬁeATraining and Development Division which , w
;L$! F : in turn shallidisseminate the training opportunity to m
X I i 3
j " all NIA officés.
N : o '
Jﬂ , } ' 3. No scholurship grantee for foreign study/training shall
b oo
| ' be issued any payment/allowance unless he/she has under- j
;ﬂlf f taken a pre-departure briefing with the Training and Deve- !
SR : ?
'gf,; ! lopment Division. Likewise, he/she may be allowed to '; :
wd o B .o
;Fg-g; resume duty only ‘after a reentry interview has been made Li ‘!
R - , . PO
ilfifk o by the same division. A certification to this effect shall | :
[ 1 . > . 2
! . ‘ Do 1
be issued by the Training and Development Division. ¥,
’ . TN
. . ..‘c.l
; XI1I. EFFECTIVITY iAF
- These policy guidelines shall take effect immediately upon ?wg- ﬁ
- - . ' ’E_ .
} the date ‘of approval. , Qiﬁ
; : AT
g } | .

T -

[\
February 22, 1942

. | ' STUARN '
P - Adpiniftraton i ,
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