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PROCESS FLOW FOR THE APPROVAL | Effective Date: 31 AUGUST 2023

OF TRAINING PROGRAM APPLICATION
FORM Revision No.: 0

RSSO IV-A - CRASD Page No.: 10f3

L. Purpose
To ensure that the submitted Training Program Application Forms for the trainings offered
by the Learning and Development (L&D) Section of the Human Resources Division (HRD)
are endorsed to the Regional Director for approval or disapproval.

11 Scope

This procedure shows the flow of activities from the receipt of the Training Program
Application Form to the approval or disapproval of the Regional Director.

Il Definition of Terms

Training — is one of the interventions provided to employees to facilitate their learning of
job-related competencies.

Training Program Application Form — is designed for individuals interested in joining a
training program. It allows applicants to provide their relevant details, including contact
information, desired training program, and availability.

. Reference
Key Activities Responsible
y P Documents/Record

Announce the available training programs L&D of HRD Training Advisory from

for a specific period HRD

v
Fill out and submit the Training Application Employee
Program Form to the Human Resource
Section

v

Administrative Training Advisory from

Review the duly accomplished Training Officer IVVHRMO HRD
Application Form

The online copy of this document is maintained at the PSANet. Original Copy is maintained by the Process Owner. The
reader must ensure that this or any other copy of the document is current and complete prior to use.
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o : Reference
Key Activities Responsible Dbéutiants/Racord

Does the employee
meet the training
qualifications?

NO

Is he/she an
employee of
RSS0O?

20

Submit the Training Program Application
Form to respective Division Chief for o )
approval Administrative

Officer IV/HRMO

Is it
approved?

Administrative

Return and discuss to employee the reason -
ford =ppiovs| Officer IV/HRMO

A

End
— v - ;
Return and discuss to employee or Administrative
respective HR designate that he/she did Officer IV/HRMO
not meet the training qualifications

— e

The online copy of this document is maintained at the PSANet. Original Copy is maintained by the Process Owner. The
reader must ensure that this or any other copy of the document is current and complete prior to use.
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£ s " Reference
Key Activities Responsible Declifente/Rbiaia

Submit the Training Program Application Administrative
Form to RD for signature Officer IV/HRMO

4

) ) Administrative
Scan and send to respective province for Officer IV/HRMO

their appropriate action

End

Submit the Training Program Application
Form to RD for signature Administrative
Officer IVIHRMO

Scan and return to employee for their . )
appropriate action Administrative

Officer IV/HRMO

End

Prepared by: Reviewed by: APPROVED:

- Vb o C ).
PAMELA ABEGAEL P. MORALES WI A. VILLAFUERTE CHARITO C. ARMONIA
Administrative Officer IV Chief Admintstrative Officer Regional Director

The online copy of this document is maintained at the PSANet. Original Copy is maintained by the Process Owner. The
reader must ensure that this or any other copy of the document is current and complete prior to use.




