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REGIO EMORA?DUM

No. . 4

CIVIL SERVICE COMMISSION - CORDILLERA ADMINISTRATIVE REGION (CSC-
CAR) SECOND SEMESTER LEARNING AND DEVELOPMENT CALENDAR

To:  Schools Division Superintendents
All Other Concerned

1. Relative to the Announcement received from Civil Service Commission
Cordillera Administratjve Region re: CSC-CAR Learning and Development Calendar
for July to December 2024, this office encourages Schools Division Offices to
participate in the said training activities.

2. The Civil Service Commission Cordillera Administrative Region (CSC-
CAR) announces the conduct of the Learning and Development (L & D)
programs scheduled for July to December 2024.

8 The L & D aims to provide continuing development for government
employees in their current jobs and prepare them for future higher roles
and responsibilities. Participants are advised to reserve their slots by
registering online through this URL link:
https://forms.gle /kWoHdKNvFjaJ7hC59 or by submitting an accomplished
confirmation form to CSC CAR at hrdcscl4@gmail.com. The confirmation
form may be downloaded from this link: https://rb.gv/flaexw.

4. Confirmation of participants shall be on a first come-first served basis. The
deadline for confirmation of attendance is at least three (3) days before the
scheduled L&D program. Only participants who have paid the L&D fee before the
conduct of the L&D Program shall be considered registered participants. Likewise,
the scheduled training programs may be postponed or cancelled if the number of
confirmed participants is less than the targeted number.

5 L&D Fee indicated per program shall be collected from each participant to
defray, among other, the cost of subscription for digital learning, L&D materials,
utilities, communication, administrative costs and honoraria of Subject Matter
Experts and Co-Facilitators.

6. Attached are the following for your reference:
(a.) Enclosure 1: Learning and Development Calendar (July to December
2024)
(b.) Enclosure 2: Confirmation Form
(c.) Enclosure 3: CSC CAR Training Packages
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7: For queries and clarifications, please contact the Human Resource
Development Division — National Educators Academy of the Philippines in the
Region (HRDD-NEAPR) through Rosita C. Agnasi, OIC-HRDD-NEAPR or through
the email address at car.neaprn@deped.gov.ph.

8. Immediate and widest dissemination of this Memorandum is directed.

For the Assistant Regional Director:

MAKSIM /A| BOTILAS
Chief Admipistrative Officer
Officer-In-Charge

hrdd-neapr/RCA/esf/ CSCCAR
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Enclosure 1 to RM No
: 454297y

PRSP .

LEARNING AND DEVELOPMENT CALENDAR
July to December 2024
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The OLP on RA 6713 is 2 six week, self pated program  that pl‘owdti the learner with basic knowledge on the
normt of conduct and other pertinent prowsiors of RA 6713 through modular/ online distance learning
modality,. Upon completion of the ourse modules/reguirements in six (6) weeks, the learner shall be
conferred a trarvng certificate equivalent to 40 foundation training hours. The DLP may be availed of at the at
the CSC CAR Regionsl Office and its Field Offices. The DLP registration form can be downloaded from this link:

interested paticpants to the CSC CAR LAD program/courses may register through this URL link:
s/ fforms e/ kWorHdKNvF LA 7ThC 59 or submit an accomplished L&D confirmation form to the C3C CAR at

nidei4@emalcom  The confirmation form may be downloaded from hitps//rb gy/flacxw. Only imited siots
are avallable; hence, reghtration will be on a first-come-first- served basis.

H

_for inquiries and more details, contact the CSC CAR HRD through (074)443-9282 or email us at hrdcsce@amall.com |
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Leave Administration Course for Effectivencess (LACE)

Seminar on the Rules on Administrative Cases in the Civil Service (RACCS)

Seminar on the Omnibus Rules on Apposntments and Other HR Actwons (ORAOHRA)
Onboarding New Entrants (ONE) for Public Service

Publsc Service Values Program

Basic Customer Service Skills Traiming (BCSST)

pPRATEE

How to Avail our LAD Courses?

It is understood that participants are duly nominated/endorsed/approved by the Head of Agercy or the
duly authonzed representative or official.

a. Choose the L&D Course that you would want to avail,
b. Pay the corresponding L&D Foe at the CSC CAR Regiosa! Office (Ro) or at any CSC CAR Ficld Office
(FO) ncar you. An Official Receipt wall be msswed by the RO or FO where paymont was made.

You may also pay through bank deposat, fund transfor or LDDAP-ADA to the CSC CAR with the

following bank details:

Bank - Land Bank of the Phulippines

Branch : Bagaio City

Account Name : Crvil Service Commusxion CAR
i Accoust Number : 0222-0036-36

The CSC CAR Regional Office (RO) Owough the Fuman Resource Division (HRD) will imsue the
corresponding OR for uploaded/emailed proofs of bank depowit, fund trarsfer and LDDAP-ADA
payments. A scanned copy of the OR will be sent 10 your registered email address. The original copy of
the Officaal Receipt may be claimed or picked-ap at the CSC CAR Regiomal Office

*Payment through credit card, GCash and PayMaya is not accepted.

PRIME-HRM Bronze Awardees are entitled to 20% discount for the HRM Office Head or one (1)
agency represeniative

¢ Register ondine to the L&D Coursc and upload proof of payment through thes URL limk:
hitpsNorms. glekWoHIKNYFIJThC 9. You muy also opt to submit an accomplished coafirmation
foem which may be downloaded through https:/rb gyM1aexw and cemil with stiached peoof of
payment to the HRD st hrdesc14@@amail.com.

Accepted proofs of payment are the following: Official Receipt issued by the CSC CAR Regional Office
or Field Office, bank depasit slip, proof of fund tranifer, or bank vabdated LDDAP-ADA. In uploading
your proof of payment, kindly follow this format for the file name: Last name, First Name Agercy (¢.g
dels Cruz, Juans BCSST)

! For dulk payment (payment for more than 1 participant), please include a hist of participants and the name
i of the agency and the L&D course 1o be attached to the proof of payment.

4. Adwvisory for the details of the traimng will be sent to participants through the emadl address provided in
the registrution form at least two (2) days before the schoduled conduct of the training.

e Issance of Centificate of Completion shall be made only upon full payment of the L&D Registration Fee and
completion of all traming requarements.

Note: The schedulod fraining programs may be postponed or canceled if the number of confirmed
participants is }ess than the targeled number. Deadiing for confirmation of sttendance is at least three
(3) days before the schedled LAD program
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Confirmation Form

?

Position/ | Age | Sex |
| Designation | |
§

ey - 3 T e
Agency

'I.I......l......'.l'l....‘-.'.-...-‘IIIIQI.I.I.CIIIll.llll....l......l.. ARBAAARRARARARRRSIR
To be sccompiished by PRIME-MRM Bronze Awardees

asnnnn
(7] We wil avail the 20% discount for the HRM Office Head or one (1) Agency Representative

Email
Address
This Office guarantees the payment of the corresponding LAD fee before the schedule of the LAD program. It further guarantees the payment of B0% of the total LAD foe for
each participant who confirms therr altendance but falls 1o aftend the programi/course without informing the CSC CAR Human Resource Division (HRD) at least three (3) days
. - .

“Tivs confrmaton form should be received by HRD, CSC CAR not leter than 2 days before the scheduled L&D programvcourse. Ploase upload this form thvu the registration
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EXTERNAL LAD PROGRAMS

TRAINING PACKAGE 1
(Direct Training/ Public Offering)

CSC delivers L&D Program in full package, from design to administration. CSC shall

provide:

Subject Matter Experts and Co-Facilitators for the duration of the program
Honoraria of Subject Matter Experts and Co-Facilitators

Provide kits of participants (in-person/face-to-face)

Provide soft copis of lcarning resources/references, if any (digstal'online)
Participants’ certificates in printed/electronic copy

Digital platform (Zoom) - for Digital/Online leaming

® @& & @ 2

The agency shalk:
e Nominatc and authonize attendance of cployees to the partxcular kearning and
development program
e Pay the CSC CAR the L&D fec of the employee/s as specified in the L&D
Schedule/ Announcement

L&D investment Fee
e Onsite/ in-Person Leaming: Php 2.200/day (except for Conferences)
* Digital/Oniine Learning: Php1,600/day (8 hours)

TRAINING PACKAGE 2
(Agency In-House - Digital/Online Leaming)

————————

An sgency m-house Learning and Development (L&D) program conducted upon request
of the agency through digitalionline learning mode with shared responsibilitics
| between the CSC and the roquesting agency.

CSC shall deliver the L&D program i full package from design to admunistration and
provude the following:

s Subject Matter Experts for the duration of the program.

e Co-Facilitator for Training and Administrative concems and Co-Facilnator for
Information and Communications Technology concerns
Soft copies of lcaming resources’ references, if any
Participants’ certificates in electronic copy
Digital platform (Zoom)

The agency shall:

e Ensurc the attendance of their participants to all sessions and complance ©
all course requirements of the L&D programvcourse.

e Pay the CSC CAR a program management fee of P30,000.00/day for a class of at
most 50 participants plus P300.00 for every additionsl participant (maximum
of 10) in excess of 50.

e Pay the honoraris of Subject Matter Experts and Co-Facilitators based on
prescribed rates of the Commission.
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o TRAINING PACKAGE 3
(Agency In-House - Onsite/Faceto-face)

An agency m-house Learning and Development (L&D) program coeducted upon request
of the agency through onsite/ face-to-face learning mode depending on the
| requirements of the L&D program with shared responsibilities between the CSC and the
requesting agency

CSC shall deliver the L&D program i full package from design to administration and
provide the following:

Subject Matter Experts (SMEs) for the duration of the program |
Ome (1) Co-Facilitator/day to moderate and oversee the conduct of the program; |
Leaming resources/ references/ training manual for reproduction, if any
Tramning certificates of the participants.

The agency shall

e Ensure the attendance of their participants to all sessions and compliance to all
course roquirements of the L&D program/course |
Designate one (1) training support/ IT staff |
Provide training veomse with facilities that are compliant to DOH and IATF |
guidelines. Training veowe must be spacious and equipped with adequate tables and
chairs, sound system and LCD projector.

( ¢ Provide kits and tramning manuals to participants and other training supplics, if any. |
Provide food of participants, Subject Matter Experts and CSC Co- Facilitator/s. |
Food shall cover daily lunch and snacks for the duration of the L&D
program/course

e Pay the CSC CAR a program management foc of P25,000/day for 3 class of at
most 50 participants plus P200 00 for every additional participant (maxlmwn |
of 10) in excess of S0 ‘

P —

% However, for the conduct of Supervisory Development Course (SDC) Track
“ 1IndSDCTﬂcbz&3.onechssshllcom.iuonlyoflmx}mumof30'

participants. Addnonal participants shall pay P2,200.00 cach.

* Pay the booorarm of Subject Matter Experts and Co-Facilitators based on |
prescribed rates of the Commassion. ‘

o Pay the expenses for or provide the transportation and accommodation of SMEs
and Co-Faciitators (beyond SO0km. radius);

Hoppy to Serve! Our Mumon Resource Division (WRD) Staff ore happy and willing to ossist you on any
(&D-reioted concerni Please contact them through hrdoicl48omol com.
Mobile No. 0908885 1425, londline: 074-443-5982.
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