REFUBLIC OF THE PHILIPPINES
CEFARTMEINT OF FIMAMNCE

BEUREAU OF CUSTOMS
MANILA 1099

May 3, 2007

CUSTOMS MEMORANDUM ORDER

TO : All Bureau (ificials and Employees

SUBJECT  : Policies and Guidelines on BOC Training

Pursuant to Section 1, Rule VI of the Rules Implementing Book V of Executive
Order No. 292 and Other Pertinent Civil Service Laws, every agency shall establish a
comtinuing program for career and personnel development for all agency personncl at all
levels, and shall cresic an enviromment or work climate conducive o (he development of
personnel skilis, talents and values for bedler public service.

Azcordingly, the Bureau of Customs, in its desire to comply with the zbove cited
directive and in furtherance of its objective to ensure the continpous growth in skills and
abilities of each Burcau employee so &s to ensure that he/she will be capable of initiating
and utilizing the most appropriaie and modermn practices and technuques in the conduct of
the BOC’s business processes and in order to consistently and equitably provide an
UPPOTUNITY 10 meet the fraining, development and professional needs of cmployess in
accordance with the Bureau’s and Civil Service requirements, hercby issues the following
guidelings and msiructions:

I. {reneral Policy

i1 15 the policy of the Burezu of Customs 1o promole a climate that
tecagmizes the importance of staff raining and professional development
of employees.

IL. Nesponsibilities

L. The Administration Office through the Interim Trainine amd Development
Division (TTDNE willk:

2) be mesponsible in preparing a comprehensive annual training and
development plan based on periodic needs sssessment and analysis of
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the ormanization and the skillsknowledge requrement of the

pETSonnel.

be responsible in the montlormg and development of fraining modules

to ensure cuslumizalion and standardization of courses being delivered

¢} be respensible for the administration and management of the Customs
Capacity-Building Center (CCBC).

d} ensure that proper records are established and kept to date with respect
to participation in training/cducation activities.

¢) monitor the cffcctiveness of treinmg, education and professional
development programs.

f) cnsure thal adequate iraining budged proposal s submitted for
meiusion in the BOC budget so as to ensure that BOC employees can
take advanlage of various training opportunities which will bencfil the
organization.

g} cosure thet employess who have completed trmining and educational-
rclared programs which will benefit the organzation shall be given
gppropriale recognition and/or merit.

b} recommend changes to the Employes Traiming and Development
Palicy, where considersd appropriate.
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The Gronp/Senvice/Port/Thivision Heads will:

#,  regularly discuss maining and developmeant with Chief, TTDD in order
to ensure that the training programs for their staff will equip them with
the necessary skills to meet current and future job demands.
administer recommendation/endorsement of program to qualified staff.
approve and endonse employee Training Applications.

3. Al eroployees will:

a) make productive vse of staff irmning and development opportunitics
available.

h} lake personal respomsibility and initiative for their professional
development.

) complele a waining application in consulation and with approval ol
their Group/Service/Port/Division Heads.

d) comply with all Customs Personnel Order directing the attendance and
completion of training programs and complete all set requirements
thercof, e.p. aming report, exaninations, projects, activities, course

evaluations, efo.
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General Procedures

1)

b}

c)

d}

Y

h)

Availability of traming programs, both local and foreign shall be open to
all qualilied olfcials and cmployees and shall be published through a
Customs Traiming Circular (CTC). It is therefore, important that all
lraining  programs coordinated by other offices/divisionsforganizations,
eg. ITCA, Umsys, MCC, cfec. are coordinated with the ITDD for the
issnance of the CTC, if and when applicable.

All iterested and qualified officials and cmployess may submit hisfer
Application for Training attached 1o the CTC which must be duly
endorsed by the concerned Group/Service/Port/Division Head.

The ITDD n coordination with the International Affairs Scerctariat (in the
case of forgign trainmgs) shall cvaluate all applications received. The
ITDEY may also, mote propie, include other officials and cmployees who
will benedit or who will require szid training on the basis of raining needs
analysis conducted.

The ITDD shall then submil the final list of selected purticipent's to the
Deputy Commissioner, IAG/Commissioner of Customs for signalure of
Customs Mersonnel Order (CPOY) including other required documentations
{1 the case of foreign travel),

The ITDD shall be redponsible in the dissemination of the CPO andior
informing the training parlicipants/in-house trainers of the training events,

All ofTicials and employees named in the signed Customs Personnel Order
arz mandated to comply with the said Order by attending and completing
the training end complying with other requirements of each specific
ATOETADL

All officials ond empleyess whoe stlended foreipn training programs are
recpuiresd Lo subodt a Training Evaluation Foport as prescribed by the
ITEMD wiihin five (3] working days atter re-assumption ©o duty.

If for mstfiable reasonds, the concerned official/emploves will not be able
to atlendior is unsble (o complete the program, the concerned
aflicialiemployee 15 required to submit a written letter-explanation at least
ome {1} day prior 1o the raining daie/or poor (o the end of the training, as
the case maybe, addressed to the official who issued the concerned CPO
{ie, the Deputy Commissioner, Intemal Admimistrabion Group or the
Commissioner of Customs)  stating the reason/s for histher non-
atigndancemon-completion of the course. This must be duly endorsed by
his/her immediate supervisor,

The reasonis) as stared shall be subject to evaluation and verificalion by
the ITDD which will submit recommended course of action to the Deputy
Commissioner, 1AGY Commussioner of Customs, if and when necessary.
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The recommended course of action may include re-scheduling of hisher
aftendance to the course or approprizte disciplinary action such as
repramand, teassigmmient, administrative case, ctc. subject, however, to
compliance with civil service and other pertinent rules and regulations.

Training Programs of Ports/Subports

2) Despite the existence of the ITDD and the tasks given it, the different
Cellection Districts are not precluded from delivering their own
wailing programs relevant and  applicable 1o their respective
requireinents, subject to the same policies and procedures as ahove
statcd, as far as praclicable.

b} In order to ensure standardization and quality of trainings delivery
specificaily I terms  of  content, methodology,  format  and
documeniation, the Collection Districts are ditected 1o eoordinate with
the FI'TMD prior to the delivery of any training program,

ci ln order w complete emplovee record of training, the District/Pornt
Collector 15 herchy directed to submil a lraining report after the
conduct of euch and every taining attaching copy of the duly issued
PO, Attendance Report, Module and Hendouts distributed.

Training Norms

a) Arendance 10 2 training program is position and person specific, in
response to a service or work related need. Hence, substitution and

sitting-in for {he supervisor/another person shall not be allowed.
b} Participants to a training program are required to obscrve the traming

lowrs 25 defined m the CPO or as agreed upon during the program.

o} Traiing will start prompily as the time scheduled. A participant who
shall jomn-in late for class is expected to catch-up on their own with the
|zssons and exercises missed.

d) A Certificate of Training shall be given only to the participant who has
fully compleied e auendance requircoent and bas passed the writtsn
exarmination/evaluation tools that may be used for each course with a
rating of at least 75%.

#) Acive participation in all training activitics is expected of each
purticipant as this will contribute to schievement of the maining
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I3. Fog trainers
#) While training is an additional task, training requires finll attention and

[ocus.

by Avoid sudden change of schedule as this affects the smooth execution
of the irriming plan

¢) There is no substite fur good planming and preparation o ensure
success of any lraining program

“I'his Order shall take effect immediately end shalk last until revoked.
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