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FOREWORD:

Devising and implementing a CAREER DEVELOPMENT PROGRAM (CDP) in any dynamic organizations is imperative, as it will outline the assistive actions to address personal and corporal interests. The case is likewise true in the Cebu Technological University where the need to design such program for its Faculty and Non-Teaching Personnel is essentially mandated in adherence to the following legal bases:  
Pursuant to EO No. 292 Book V Chapter 5-Personnel Policies and Standards on Personnel Policies and Standards Section 31 on Career and Personnel Development Plans, which states “that each department or agency shall prepare a career and personnel development plan which shall be integrated into a national plan by the Commission. Such career and personnel development plans which shall include provisions on merit promotions, performance evaluation, in-service training, including overseas and local scholarships and training grants, job rotation, suggestions and incentive award systems, and such other provisions for employees’ health, welfare, counseling, recreation and similar services”; 
Relatively, the CTU Code Article 218 on Faculty and Staff Development also stated “that a Staff Development Plan shall be prepared for both faculty and non-teaching employees. Such development plan shall include sabbatical leaves, professorial chairs, fellowship and training grants, study leaves, educational tour, in-service training grants, in-service training merit and incentive award system, performance evaluation and other such provisions for the employees’ health, welfare, counseling, recreation, housing and fringe benefits. Faculty members are encouraged to pursue higher education qualification”; and 

Finally, the CHED CMO No. 4, 2017 Section 2 per Republic Act (RA) No. 7722,  states “that it is the responsibility of the State to protect, foster and promote the right of all citizens to affordable quality education at all levels, and (2) take appropriate steps to ensure that education shall be accessible to all; and which mandates the Commission to (1) formulate and recommend development plans, policies, priorities, and programs on higher education and research, and (2) identify, support and develop potential centers of excellence in program areas needed for the development of world-class scholarship, nation building and national development, and thereby adopted and promulgated for the guidance of all higher education institutions (HEI)” the Guidelines for Scholarship for Graduate Studies  - Local for Higher Education Institution (HEI) Teaching and Non-Teaching Personnel under Transition Program”.
I. 
OBJECTIVES
1.1 To enhance the Faculty and Non-Teaching personnel competencies to perform the assigned tasks;
1.2 To provide opportunities to develop new knowledge, skills and attitudes that contribute significantly to the personnel’s efficiency and effectiveness.
1.3 To establish standard procedure in the conduct of any learning and development activities; 

II. 
SCOPE

The Implementing Guidelines for the HRD Plan - CDP shall apply to all Faculty and Non-Teaching Personnel of the University.

III. 
DEFINITION OF TERMS
3.1 Assessment Instrument for Effectiveness of Training – an evaluation instrument that measures the impact of the learning activity to the attending personnel and its application to the performance of its current job assignment

 3.2 Conference – could be in a form of convocation or meeting for purposes of paper presentation or discussion of specific group or organization

3.3 DBM – acronym for Department of Budget and Management

3.4 International travel – any trip to other countries

3.5 Learning Action Plan (LAP) – a qualitative tool that measures performance after attending any L&D activities

3.6 Career and Development Program (CDP) – are set of activities designed to acquire and develop knowledge, skills, capabilities, behavior, and attitudes through experience, events, and programs provided by the university, guidance and coaching provided by line managers and others, and self-directed or self-managed learning activities (by Michael Armstrong as excerpted from the speech of Chairman Francisco T. Duque III)

To include among others, are the scholarships, seminar-workshop, training, symposium, study leave on official time, study on official time, study on special program time, sabbatical leave, benchmarking, travel on official time, faculty exchange and the like.
3.7 Local travel – any trip within the Philippines
3.8 Official business – a business undertaken in relation to the official function of the permanent faculty or Non-Teaching employees as authorized by the Head of Office
3.9 Official time - a paid time off from assigned Government duties to represent an official function or any work related activities as authorized by the Head of Office 
3.10 Sabbatical leave – a one (1)-year leave granted to Faculty personnel who served the University for a minimum of seven (7) years of continuous service, who desired to produce a scholarly output to be presented upon return to work

3.11 Scholarship – pursuit of advanced education or professional advancement with financial support or privilege from CTU or other funding agencies
3.12 Study leave – is a leave privilege extended to permanent faculty and Non-Teaching personnel who served the university for a minimum of three (3) years of continuous service with a performance rating of Very Satisfactory who is interested to pursue a vertically articulated Masters Degree Program for two (2) years and a Doctorate Degree Program for three (3) years in a Level 3 or higher or a COD/COE University
 3.13 Study leave on official time – leave granted to Faculty and Non-Teaching personnel who wish to enhance themselves professionally, along the vertical articulation or aligned to CTU’s strategic direction / goals, contribution to the discipline or contribution to the regional and national goals (CMO 4 2017) during/within/using the regular 40-hour work assignment 
3.14 Study on official time – a privilege extended to Faculty and Non-  Teaching personnel who is in active service in any CTU campuses and wish  to professionally grow in his/her line of specialization or aligned to CTU’s strategic direction / goals, contribution to the discipline or contribution to the regional and national goals (CMO 4 2017) of not more than 27 hours in a week and shall render service of not less than 13 hours in a week
3.14.1 Study on official time within CTU– a privilege extended to Faculty and Non-Teaching personnel who is in active service in any CTU campuses and wish to professionally grow in his/her line of specialization in any of the CTU campuses
3.14.2 Study on official time outside CTU – a privilege extended to Faculty and Non-Teaching personnel who is in active service in any CTU campuses and wish to professionally grow in his/her line of specialization in an HEI of level 3 or with a COD / COE status.
3.14 Study on special program time – a privilege extended to Faculty and Non-Teaching personnel who is in active service in any CTU campuses involved in regular and special programs during the weekends (Saturdays/Sundays) as an overload and wish to professionally grow in his/her line of specialization with the presentation of a study load and work load 
3.15 Training and Seminar – are forms of learning activities designed for specific purpose

3.16 Travel – described as either local, national or international journey or trip to various destinations.
3.17 TSCAR – acronym for Training/Seminar/Conference Attendance Request
IV. 
GENERAL PROVISIONS
             4.1 The CDP Committee shall be established for both the University and each campus who will be responsible to create and implement the HRD Plan (CDP) Policies and Guidelines;


4.2 The CDP Committee have the following roles and responsibilities:

                      4.2.1 Understand organizational requirements for learning and development;
                   4.2.2 Prepare University/Campus HRD Plan;

    4.2.3 Ensure that learning and development initiatives are integrated into all HR processes;

4.2.4 Provide advice on learning and development within the CTU;

4.2.5 Design timely and appropriate interventions to suit CTU’s learning requirements;

4.2.6 Maintain up-to-date database of learning and development interventions of faculty and employees;

4.3 The composition of the University CDP Committee shall be the following:
                4.3.1 Chairperson – Vice President for the Academic Affairs or its equivalent;
 4.3.2 Co-Chairperson – Vice President for the Administration and Finance or  its equivalent;
                4.3 Members:

 4.3.1 Chief Administrative Officer - Administration; 
 4.3.2 Chief Administrative Officer - Finance;
 4.3.3 University Human Resource Management Officer;

 4.3.4 Human Resource Career Development Officer;

 4.3.5 University Director of Instruction;

 4.3.6 University Legal Officer;
 4.3.7 University Director for Scholarship;

 4.3.8 University Director for Gender and Development (GAD);
 4.3.9 Federation President for the Faculty Association;
 4.3.10 Federation President for the Non-Teaching Association;
4.4 The composition of the Satellite Campuses CDP Committee shall be the 

following:

               4.3.1 Chairperson – Campus Dean of Instruction;

 4.3.2 Co-Chairperson – Campus Director;

 4.3.3 Campus Administrative Officer;

 4.3.4 Budget Officer / Accountant / Bookkeeper;

 4.3.5 Human Resource Management Officer / Designate;

 4.3.5 Extension Campus Directors;

 4.3.6 College Deans;

 4.3.7 Gender and Development (GAD) Focal Person

 4.3.8 President for the Faculty Association
 4.3.9 President for the Non–Teaching Association

4.5 
The CDP Plan for each campus shall be established as basis for a unified CTU HRD Plan - CDP Program;

4.6 Activities in the CDP Program should address performance gaps, behavioral modification, technical supervisory training based on the needs of the personnel stipulating the intervention, monitoring and evaluation plans thereat;

4.7 A unified HRD Plan - CDP template shall be utilized for all campuses;

4.8 The HRD Plan - CDP reflects the alignment of the university strategic plan actualizing its vision-mission-goals and core values: Commitment, Transparency, Unity – Patriotism, Integrity, Excellence and Spirituality (CTU – PIES);
4.9 CHED/CSC/COA/DBM and other government agencies and regulatory bodies endorsed seminars and trainings shall be given priority for attendance and participation on official business to include certifying and accrediting bodies;
4.10 Faculty and Non-Teaching Personnel who wish to apply for any CDP undertaking such as Scholarships, Training, Seminars, Conferences and the like  shall abide to this implementing guidelines and the policy of the sponsoring agency;
4.11 Study leave on official time as one form of CDP activities as applied should adhere to the existing CTU policy provided however that the Master’s or Doctorate degree should be vertically articulated. 
4.12 Faculty and Non-Teaching personnel who wish to grow professionally, may avail the Study leave on official time provided that the personnel shall pursue a course that is aligned with his/her Faculty specialization or aligned to CTU’s strategic direction / goals, contribution to the discipline or contribution to the regional and national goals. (CMO 4 2017)  
4.13 Faculty and Non-Teaching personnel with approved Study Leave are directed to enroll in a vertically articulated degree programs in any level 3 or higher or COD/COE universities;
 4.14 Faculty and Non-Teaching personnel who is in active service in any CTU campuses who wish to professionally grow in his/her line of specialization may avail the Study on official time privilege of not more than 27 hours in a week and shall render service of not less than 13 hours in a week. 
4.15 Only Faculty and Non-Teaching personnel who served for a minimum of three (3) years with a performance rating of Very Satisfactory can avail the Study leave on official time;
4.16 Faculty and Non-Teaching who embark on local and international travel of not more than 30 days on their personal expense shall be granted official time in consideration of the learning acquired, i.e., socio-cultural and educational, provided a narrative report with photos is submitted  within 30 days upon return to station;
4.17 Sabbatical leave is only granted to the Faculty personnel who has served for a minimum of seven (7) years provided that upon return to work he/she can present a scholarly output that is beneficial to the advancement of the CTU learning environment in particular and for the community in general. (CTU Code)
4.18 The CTU shall offer financial assistance to the educational grantees, such as study leave on official time, study on official time (within and outside CTU) and study on special program time by way of reimbursing their tuition and other assessed school fees provided that the Faculty or Non-Teaching personnel will enroll in a vertically articulated degree programs in any level 3 or higher or COD/COE HEIs;
4.19 Faculty and Non-Teaching personnel who is in active service in any CTU Campuses involved in regular and special programs during the weekends (Saturdays/Sundays) as an overload, and who wish to professionally grow in his/her line of specialization, may avail the Study on Special Program Time privilege using a fraction of a 40-hour work assignment provided that there will be no conflict of schedules.
4.20 Aside from the study leave assistance concept, the CTU is also to establish a CTU Institutional Scholarship Program for Faculty and Non-Teaching personnel that shall be funded from the Faculty Development Fund of the campus. 


4.19.1 The Faculty and the Non-Teaching personnel may avail of the CTU Institutional Scholarship Program in HEIs of level 3 accreditation or Center of Development / Center of Excellence, provided that they have at least a Very Satisfactory performance for the last three years and passed the screening of the CDP committee.

4.19.2 They may also avail of the program at the CTU itself, provided, that they have at least a Very Satisfactory performance for the last three years and passed the screening of the CDP committee.
4.21 Part-time and/or overload Faculty and all other assignments shall cease to exist during the duration of any forms of leave.
V. 
GUIDELINES 
5.1 For CDP activities initiated by CTU, the following course of actions are to be implemented:

     5.1.1 CDP needs assessment shall be conducted using a unified instrument by every college/ department and the results of the assessment shall be collated and analyzed;  
     5.1.2 Likewise the Individual Development Plan (IDP) of all employees shall be consolidated by office/department heads and analysis of the same be conducted vis-à-vis the CDP needs assessment results for the basis of formulating the CDP Plan for the college/department/campus;
    5.1.2 Copy of CDP Plan shall be submitted to the Human Resource Management Office for creating a consolidated Campus CDP Calendar of Activities
 
5.2 For academic upgrading, the following guidelines are to be observed: 

  5.2.1 The conduct of inventory as to the vertical articulation/alignment of their educational qualification of the permanent faculty and staff, which may include part-time and job orders shall be done annually through the Office of the Campus Director;

 5.2.2 A data on educational profile as regard to their bachelor, master’s and doctorate degree shall be submitted to the CDP Chairperson of the CTU during the first quarter of the calendar year in preparation for a possible upgrading that may start in summer;
 5.2.3 The data submitted by the Campus Director shall include list of faculty and Non-Teaching recommended for the academic/non-teaching upgrading and the different degrees according to the appropriate areas of specialization including the period of the engagement;
5.2.4 The CTU CDP Committee will convene en banc every first month of every quarter for the deliberation on the recommendation of the Campus Directors;

5.2.5 All recommended permanent Non-Teaching personnel including the college level be required to academically engage in any reputable university preferably with Center of Development/ Excellence if feasible adhering to the established MOA/contract; 
5.2.6 Job Orders and Part – time Faculty and Non-Teaching personnel shall also encouraged to academically engage in any reputable university preferably with COD/ COE if feasible adhering to the established MOA/contract; (include in trainings/seminars);

5.2.6.a The CTU shall extend Career Development for the Non-

        Teaching Personnel who are non-degree holders on study on
             official time.


5.2.6.a.1 The College Level Non-Teaching Personnel are to study v


      in the CTU itself. 

5.2.6.a.2 The Secondary and Elementary Level Non-Teaching   
                 Personnel are to avail of the Alternative Learning  
 
       System.

5.2.7 A faculty and a Non-Teaching staff who completed the upgrading is required to render one (1) year for every year of academic engagement upon return to work;

 5.3 Faculty personnel who wish to apply for Sabbatical leave shall submit a letter of intent for approval one (1) year before the intended timeframe and once approved, a Memorandum of Agreement (MOA) shall be issued for the purpose.
         5.4  For CDP activities initiated by other sponsoring agencies: 

5.4.1  An official endorsement from the office of the University President shall be made addressing the concerned participant(s) to undertake the stated  CDP activity; 
            5.4.2 The identified participant(s) shall submit to the CDP Committee through the HRMO the official endorsement from the University President and together with the Dean/Head of Office, a review and verification shall be done to check whether such activity is aligned with the HRD CDP Plan and make sure that the same participant(s) are/is not attending similar activity(ies);
      5.4.3 The CDP Committee further ensure that the attendance of the faculty, staff, part time and job orders to training, workshops, seminars, conferences, and the like either or outside/inside the campus as much as possible should be during semestral break, year end holidays and summer break, to make certain that classes are not disturbed. They, however, recommend to the Office of the President minimal attendance to seminar/workshops/conferences during class hours held outside the campus which number of attendees shall be determined by the University President.
         5.4.4  A Training/Seminar/Conference Attendance Request Form – Part I (TSCAR) (HR Form ___) from the HR Office shall only be given upon presenting the approved official endorsement by the requesting party.
 5.4.5 After TSCAR – Part I is completed, concerned participant(s) shall now proceed to accomplish Part II – Authority to Travel on official business, which shall be approved by the University President in case of CDP held outside Cebu areas, and the Campus Director to approve for the training/seminar/ conferences held within Cebu.
   5.4.6 A Faculty/Non-Teaching staff attending training, workshops, seminars and conferences sponsored by other agencies other than CTU are required to bring with them the Assessment Instrument for Effectiveness of Training Set A (HR Form 16) and submit the same upon return to work along with the other requirements as stipulated in 5.4.8.
     5.4.7 Observance of E.O. 103 and DBM Budget Circular # 486 (allowable registration fee of P2,000.00 per day for CDP activities sponsored by private organization) in the issuance of travel order shall be made.
        5.4.8 Immediately after the completion of the training/seminars/ conferences, the CTU Faculty and Non-Teaching Personnel concerned shall comply with the following requirements as part of the Liquidation report except letter e:

                a. Learning Action Plan (LAP) with proposal to conduct Echo Seminar
                b. Certificate of Participation (Photocopy)

                c. Certificate of Appearance (Original)
                d. Filled-out Assessment Instrument for Effectiveness of Training Set 

                    A (HR Form 16)

                e. Assessment Instrument for Effectiveness of Training Set B (after 
                    three (3) months upon return to work

5.4.9   Failure to submit any of the above-mentioned requirements, the 
 certificate of travel completed shall not be signed by the head of office 
and therefore, be considered as an unliquidated travel/cash advance.

     5.5 Travels and assignments under Sec. 2, E.O. Number 248 shall cover only  those that are urgent and extremely necessary, will involve the minimum expenditure and are beneficial to the agency concerned/and or the country.
       5.6   Approval of the travel (As per EO Number 248)
Official local travel:
5.6.a 1 to 7 days           - shall be approved by the head of office/bureau or  their equivalent

5.6.b 8 days to 1 month - shall be approved by the department Secretary or his  equivalent

5.6.c More than 1 month - shall be approved by the president of the republic of the Philippines or official duly authorized by him.
5.7 Travel allowance is allowed only for those official travels to places beyond fifty (50) km radius from official station;
   5.8 For travel on official time, a locator slip shall be filled out by the requesting Faculty or Non-Teaching Personnel recommended by the department head and approved by the Campus Director.

VI.     Effectivity
The Proposed Implementing Guidelines for CDP Program shall take effect upon the approval by the Board of Regents.

VII. 
Commitment

It is hereby established the commitment to implement and abide by the provisions of these Implementing Guidelines for the Implementation of the HRD Plan - CDP.
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Done this _12th_day of ____May_ 2017 at the CTU – Main Campus Cebu City, Philippines.
      ROSEIN A. ANCHETA, JR., ASEAN P.E, D.M., Ph. D.
                     SUC President IV
__________________________________________________________________
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