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POLICY ON LEARING & DEVELOPMENT
1. OVERVIEW

In spite of all the technological advances going on, the people still remain to be the major driving force of any organization.  Human resource and organizational development play significant roles in determining the success factor of any institution. Acknowledging the importance of its people, employee development then becomes a crucial point for consideration.  Their capacity, formation, and qualifications for advancement are essential to achieving the institution’s present goals, future direction and even sustainability.  Employee development programs also play an important role in motivating and increasing the morale of employees. Alongside this, such programs also give way to higher job performance, increased personal satisfaction, commitment, and company retention.

Having in mind the University goals vis-a-vis the importance of the people, it is the role of the organization to provide opportunities for continues learning and development. The various units of the University carry the responsibility to ensure that employees take part in various programs/activities which will be relevant to their current job as well as their entire person.
2. OBJECTIVE
The purpose of this policy is to provide employees with opportunities for professional development through participation in outside and in-house learning and development programs/activities. 
3. DEFINITION OF TERMS

Learning and development – Refer to programs/activities or experiences that broaden one’s knowledge, competencies, and attitudes relative to one’s professional and personal life.  Some of which may include:
· Trainings

· Seminars 

· Retreats/recollection

· Volunteer works/outreach involvements
4. SCOPE
All regular employees of the University (Non-teaching Staff).
5. POLICY GUIDELINES

1.1 Principles
5.1.1 It is the University’s policy to provide all regular employees with training programs that will improve performance in their current job or prepare them for future responsibilities.
5.1.2 Learning and development is a shared responsibility of the Supervisor/Unit head and the employee.
5.1.3 Employee development should not be limited to acquiring technical skills/discipline-specific but also aspects of physical, psycho-emotional, and spiritual formation.  
5.1.4 In view of the shared nature of development:
5.1.4.1 Supervisors/unit heads should allow their staff to attend a minimum or equivalent to 6 days of learning and development programs/activities. 
5.1.4.2 In some instances, activities may require a shared cost between the unit and the employee.

5.2. Role of OHRMOD
To identify learning and development needs and determine appropriate interventions to respond to the needs of the different units of the University.   

5.2.1 Summarize identified learning and development needs based on unit’s strategic directions, feedback/data on developmental plans gathered from annual performance appraisal forms and request for training.
5.2.2 Determine intervention needed; coordinate with unit representative/s regarding tasks needed for the run of the program.
5.2.3 Communicate with unit representatives the summary of identified training needs, list of program offerings and the list of employees who may attend these programs.
5.2.4 Coordinate with unit representatives the names of participants for each training program and training contract (if needed).
5.2.5 Ensure that there is adequate number of participants for each program.
5.2.6 Coordinate contract signing of confirmed participants (if training cost fall under section 5.6.10).
5.2.7 Facilitate the conduct and evaluation of the program.
5.2.8 Communicate report summary of programs and feedback to the unit/s.
5.2.9 Ensure that programs attended form part of employee’s personnel data and recorded in the OHRMOD database.

5.3. Role of HR Partners/Unit Heads
5.3.1 Commit participation to unit and university programs offered.

5.3.2 Prioritize programs/targeted participants based on 5.2.1 to ensure availability of unit funds for said priority projects.

5.3.3 Disseminate to supervisors information and details of programs available e.g., objectives, expectations from employee, service contract agreement (based on policy number 5.6.10).  Supervisor will explain the same to employee(s) concerned.
5.3.4 Coordinate closely with OHRMOD regarding attendees and other preparations needed for the run (e.g. list of participants, reminders, budget transfers).

5.3.5 Feedback to OHRMOD information that may be relevant to improving the programs.
5.4. Role of Supervisors
5.4.1 Responsible for identifying employee learning needs and development plan.

5.4.2 Ensure that development plan is holistic.  

5.4.3 Monitors employee development plan each academic year.  
5.4.4 Support unit and university programs through coordination with HR partners.

5.4.5 Ensure that employee obtain approval prior to confirming on attendance to a program.

5.4.6 Monitors employee progress based on the programs attended.

5.4.7 Uses employee feedback results as part of the employee’s developmental plans the following year.

5.5 Role of Employees
5.5.1   Take an active role in the process on planning his/her own growth and development.

5.5.2   Take part in creating the development plan with his/her Supervisor.

5.5.3   Ensure that there is supervisor approval before attending a program.

5.5.4   Participate in required/mandated development activities.

5.5.5   Integrate/apply learnings acquired in the training/developmental activities.  

5.5.6   Provide feedback to supervisor on learnings acquired in the training/developmental activities. 
5.6 For participation in both in-house and outside activities

5.6.1 Seminar/workshop must be related to employee’s current job, future responsibilities, and staff formation.
5.6.2 Supervisor/Unit Head/HR Partner may recommend an employee to participate in both in-house and/or outside activities.

5.6.3 Employee may initiate participation, in consultation with and prior approval of the immediate Supervisor/Unit Head.

5.6.4 Cost of participation
5.6.4.1 Free for employee (charged to unit)
5.6.4.2 Advanced by the employee, but shall be reimbursed by the unit

5.6.4.3 At the employee’s expense

5.6.4.4 Shared by the unit and the employee

Note: Should activities be scheduled during office hours, Supervisor and employee should discuss and make the necessary adjustments to address possible implications in daily office operations.
5.6.5 An employee who participates in an outside or in-house seminar is expected to actively participate in all sessions.  An employee who fails to complete the program for reasons that are not justifiable shall be required to pay the sponsoring unit for the amount of the program fees and other related costs.  
5.6.6 Employee may be required by the supervisor/unit head to submit a written report or do a training- echo of the training/seminar and significant learnings gained/
5.6.7 The University shall not reimburse program fees paid by an employee when there is no prior approval to attend such program.
5.6.8 An employee is required to submit a Certificate of Completion, Certificate of Attendance/Participation, or any similar document to the Office of Human Resource Management and Organization Development for updates in the training database and 201 file.
5.6.9 The employee shall continue to receive his regular salary and benefits that are due him for the duration of the training.

5.6.10 A service contract shall be required from participants of outside and in-house seminars in a given calendar year and shall be based on the following:
	Program/Training Cost
	Service Contract Period

	10,000.00 – 19,999.99
	Six (6) months

	20,000.00 – 29,999.99
	One (1) year or 12 months

	30,000.00 – 39,999.99
	One & one-half (1-1/2) years or 18 months

	40,000.00 – 50,000.00
	Two (2) years or 24 months

	Above 50,000.01
	For discussion & agreement with unit head


5.6.11 The OHRMOD, in coordination with the Supervisor/Unit Head, shall prepare the Service Contract (F-009-050-001-1 RFOS Form)

5.6.11.1 Supervisor/Unit Head shall be responsible in monitoring if service contract period has been fully complied with.
5.6.11.2 The Supervisor/Unit Head shall furnish the OHRMOD a copy of the Service Contract to form part of employee’s 201 file.
5.6.11.3 Compliance with the Service Contract will form part of the unit clearance process.

5.6.12 In cases where the employee leaves the University before the end of the contract period, employee shall be required to pay the remaining amount of the Program/Training Cost, to be computed on a pro-rated basis, that is:

(Program/Training Cost ÷ Service Contract Period = 
Training Cost per Month 
                            x Unserved Months) = 

Total Reimbursable Amount
6. Procedures
6.1 For In-House Seminar

6.1.1 The OHRMOD will communicate with HR Partners/Unit Heads the summary of identified training needs, the list of program offerings and the list of employees who may attend these programs.
6.1.2 HR Partners/Unit Heads/Supervisors shall identify from the list as to who will be sent to the program.

6.1.3 They will inform the OHRMOD for reservation of slots and confirmation of participants.  Replacement of confirmed participant may be allowed three (3) working days prior to the date of the program.
6.1.4 Details of the program shall be communicated through the HR Partners and/or electronic invites will be sent to individual participants.
6.1.5 When necessary, HR Partners/Unit Head/Supervisors prepare Service Contract as soon as Program is approved.
6.1.6 Upon signing of the contract, , HR Partners/Unit Head/Supervisors shall ensure that the original copy of the Training Service contract is sent to the OHRMOD and a photocopy of the Service Contract be given to the Employee.
6.1.7 Upon completion of the program, the employee may be required to submit a report to HR Partners/Unit Head/Supervisors, copy furnished the OHRMOD, highlighting the learning from the training.
6.1.8 The OHRMOD shall send billing statement to the units for payment through budget transfer.

6.2 For Outside Seminars/Training
6.2.1 An employee who wishes to participate in an outside seminar/training shall fill-up the Request for Outside Seminar Form (F-009-050-001-1 RFOS Form).  This form shall be submitted to the Supervisor/Unit Head/HR Partner, together with pertinent materials about the training program such as brochures, announcements, and invites.
6.2.2 The Supervisor/Unit Head/HR Partner shall evaluate if the program will beneficial to the employee in terms of skills upgrade, employee performance, and formation.  When necessary, Supervisor/Unit Head/HR Partner may meet with the OHRMOD, Employment and Development Section.
6.2.3 Supervisors/Unit Head/HR Partner prepares Service Contract (if applicable) as soon as program is approved.
6.2.4 Upon signing of the contract, Supervisor/Unit Head or Office In-Charge in the Unit:
6.2.5 Shall process all requirements, including reservations and confirmation of attendance, payment of seminar fees (Order for a Check, with attached photocopy of the Service Contract and brochures).

6.2.6 Ensure that the original copy of the Service Contract is sent to the OHRMOD and a photocopy of the Service Contract be given to the Employee. Upon the completion of the program, the employee shall also provide the OHRMOD the following:

6.2.6.1 A photocopy of the Certificate of Completion or similar evidence of participation in order that this can be logged in the training database and included in the employee’s 201 file.
6.2.6.2 An accomplished evaluation of the program using the OHRMOD, Program Evaluation Form.

6.2.6.3 Whenever applicable, the employee shall conduct an echo-seminar/workshop.  

VIOLATIONS OF ANY OF THE PROVISIONS CONTAINED IN THIS POLICY

 SHALL BE GOVERNED BY THE UNIVERSITY’S POLICY AND CURRENT PRACTICES ON DISCIPLINARY ACTION CASES AND GRIEVANCES, IF APPLICABLE.

THE UNIVERSITY ADMINISTRATION IN THE EXERCISE 

OF ITS SOLE AND EXCLUSIVE PREROGATIVE, 

MAY ADD, AMEND, REVISE AND/OR DELETE THIS POLICY.

THIS SUPERSEDES ALL POLICIES, CIRCULARS AND MEMORANDA 

INCONSISTENT WITH THOSE CONTAINED IN THIS DOCUMENT.

IN THE EVENT ANY PORTION OF THIS POLICY IS REPEALED

 BY PROVISION OF LAW, IT SHALL NOT AFFECT THE REMAINING PROVISIONS 

NOT INCONSISTENT WITH THE LAW.

t

AMDG
Rm 201 2/F Faber Hall, Katipunan Ave, Loyola Heights, 1108 Quezon City, Philippines

+63 2 426 6001 ext 4120 to 4129 / 4155 to 4159 / 4165-4169 • Tel +63 2 921 9724 • Tel/Fax +63 2 426 1245 • hrmod@ateneo.edu

24/7 Helpdesk +63 2 871 9911 • +63 2 871 9919 • +63 2 546 7379

