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1.5 EMPLOYEE TRAINING AND DEVELOPMENT POLICY

l.5.a PURPOSE

AFP General Insurance Corporation is committed to fostering an environment
that encourages officers and employees to seek opportunities for professional
growth and enrichment. The Company seeks to identify educational, training
and development opportunities geared towards optimum improvement of
employees’ job performance and competencies in current and/or prospective
positions.

1.5.b POLICY STATEMENT

It is the policy of the Company to make training and development available to
officers and employees to meet organizational and human capital needs for the
purpose of building and retaining a skilled and efficient AFPGEN work force.

On this tenet, AFPGEN shall provide its officers and employees with the
necessary Training and Development Programs to enable them to function more
effectively on the job and open them to new performance patterns based on the
possible future directions of the Company.

All Training and Development Programs must be related to and congruent with
the vision, mission, core values and performance goals or strategic objectives of
AFPGEN.

I.5.c OBJECTIVES

The goal of the Policy is to improve human capital by providing officers and
employees with opportunities to gain:

1. Broad knowledge based of their current jobs and duty assignments

2. An understanding of the Company’s operational goals and problems in all
areas

3. An appreciation of the organizational values to uplift one’s morale,
understand, own, promote and share the values
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4, Professmnal tralnlng in techmcal general & leadershlp skrlls to avord £
knowledge and/or skrll obsolescence . S

5. Current mformatron about Skl||S and knowledge needed for the future and

8. Qualtty customer serv:ce skrlls to rmprove external and lnternal servxces of';‘” g
the Company Sy ; ,. : .

15.d DEFINITION OF TERMS .

| 1’.~After-TTamrng Report / After-Semrnar Report (ATR I ASR) are reports

~ submitted to the President, thru the EVP/GM, HRD and Immediate Superior

in order to prowde feedback on the Company sponsored trarnlng/semlnar

2. Annual Tratmng Plan (ATP) is a document that outllnes tdentlfled needs and
describes the strategy for addressing those needs. The ATR includes - a
Trarmng Needs ‘Assessment, a statement of goals, objectives, ‘and methods
for achieving ‘them, the fundlng necessary to |mplement the Plan and the
detalled Actron Plan , : i : ;

s Employee Development Plan (EDP) is a written plan used to systematloally““' :

‘identify and record appropnate training and developmental activities that - St

enhance or optlmrze an employee’s performance in his or her current job
. assignment or. prolected future assignment based on employees Tralnlng -
- Needs and Employee Career Development Assessment ~ :

4, Employee Career Development Assessment (ECDA) is a career'

development plan assessed by the Division Head during the performance

appraisal as a possible ‘career movement that the employee may quallfy o
based on hIS/ her JOb performance S :

5. Evaluatron is a systematrc process that determrnes the worth value or
- significance of training. Training evaluations measure. participants” reactlons :
the accomplishment of program objectives or performance |mprovement and
ultimately measures the return on tralnlng mvestments translated ‘into
company performance : S :

6. In- House TTarnrngs/Semrnars are customrzed programs or courses desrgned o
- to meet organlzatlonal and employees’ needs conducted |ns1de Companyfr_ ‘
premlses and rntended excluswely for employees S
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7. Partrcrpants are- the employees or offrcers |dent|ﬁed by HRD to attend and
participate ‘to approved training - or: seminar/s after recommendation  and

endorsement by therr respectrve Supervrsors Managers and or Human{ SRR 1

Resource Head

8. Programmed Trammgs are trarmngs that are congruent to the ]Ob descrrptron Lo

, }‘of the offi cer/employee and are offered on a yearly basrs

0. Publrc or External Tralnrngs/Semrnars are packaged programs/courses"} ‘;f{,

' ‘offered by outsrde orexternal trarnrng mstrtutrons to the publlc

10 Trarnmg Needs Assessment (T NA) IS a systematrc method for determrnmg e

. gaps between current and desrred performance levels of the employee

11, Trarnlng is a behavroral cognltlve and management development approach ,'

provided to participants with the goal to satisfy the Company’s need for- -

 performance improvement and jOb enhancement In the process strmulate :
change and professronal growth v . Gl

12.Behavioral Trarmng Approach is a practrcal trarnrng grven to partrcrpants ,
specifically on-skills development such as games and simulations, behavior- -
modelrng, busrness games equrpment strmulators role plays and the lrke

13. Cognrtlve Trarnrng Approach is theoretrcal tra|n|ng glven to the partrcrpants
that can. be associated with ‘changes in  knowledge and - attitude by
stimulating - learning - such. as Iectures demonstratrons drscussrons .
ComputerBased Trarnlng and the Irke R e e T

14. Management Bevelopment Method is a trarnrng focusmg on Coachlng, S
: Mentorrng, Job Rotatlon and the like that attempts to |nst|l| sound reasonrng i
o process S e e e T Lol S o

- 15, Tramrng Bond is the amount to be repard by the off icer or employee to the

‘Company representing the actual cost of the training or seminar in case of -

failure to finish the training/seminar course without valid reason, termination
for a cause, resignation prior completion of the trarnrnglsemrnar penod or.
resrgnatron shortly after fi nlshrng the course. : o

16. Unprogrammed/Unplanned Tralnlngs are those that are congruent to the jOb
“description of the officer/employee and is not offered ona yearly basrs norj
part of the Annual Tramrng Plan (ATP) ‘ : .
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I 5 e APPROVING AUTHORITY

| ""All Trarmng and Development actrvrtres of the Company shall pass through the | PRt
recommendatron of the EVP/GM pnor to submrssron to the Presrdent for. his =

f approval
1 ProgrammedTralnmgs |

;‘ .

Programmed Publlc/External Tralmng and Semrnars for ochers and

-employees’ amountlng to P10, 000.00 and below shall be subject to the

“approval. of the EVP/GM. ‘Whereas, ‘those 'amounting to more than
. -":P10,000.00 and unplanned shall be placed under the approval of the ‘
o ‘Presrdent L s _ Co .

a. Unprogrammed Trarnmgs

Unprogrammed Publrc/External Tralnlng and Semlnars for offcers and

employees regardless of amount rnvolved shall be approved by the Presrdent
b. In- House TramlngsISemmars . | | |
‘Wrth regards to ln-House Tralnmgs and Semrnars mltrated developed and .
“'programmed by the Human Resources . Department, the same ‘shall be .
- subjected to. the recommendatlon of the EVPIGM pnor fi nal approval of the :
' ‘{Presrdent o e

l 5.f DUTIES AND RESPONSIBILITIES

T Human Resources D_partment

1 The Human Resources Department shall encourage and assrst oﬁ' cers and”

“employees to' attend trainings, conferences, conventions, seminars and -

workshops armed at enhancmg and rncreasmg therr work SklllS and abrlrtles
by ' : L : :

t '7 a . Advrsrng them of trarnmg opportunltles sponsored by the Company, o o

- b f'Establlshlng a procedure for the approval of trarmng requests to ensure’ _: :
. work- related tralmng and o S e -

g ~C. :*Schedulmg an employee or off cer for tralnrng in accordance wrth the o
: ‘_~needs of the Department = . RN '

2 ldentlfy the requrred or desrred performance and competencres of the’
employee through accepted evaluatron or assessment tools. erewrse HR
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‘shall determlne the actual or current performance of the employee the
causes Or reasons for performance gaps, if there is any and how these gaps
may be addressed through tralnlng or other methods such as modlf catlon of

: systems and work procedures B .

“'.Monrtor and ensure successful rmplementatlon of each Employee

| Development Plan (EDP) in consonance with the Annual Training Plan (ATP) - VAT

. Provrde at a mrnlmum On the Job Tralnlng (OJU or Work Related lnstructron
(WRI) to help employees prepare and perform well in their assigned jobs. The
instructions shall include among others, operational goals of the Company,

technologlcal skrlls upgrade and employee onentatlon in the case of new ; L

' employees

. UndenNnte the trarnrng or seminar fees of an ofF cer or employee sent to an : ,
-approved Publlc or External Tramlng : o L

5. Responsnble for the conduct and preparatlon of ln House Tralnmgs or[
: Semrnars desrgned exclusrvely for ofﬂcers and employees of the Company

.,Document completed tramlng/semlnar and shall malntaln tramlng/semmar

T records: for fi ve (5) years followmg the completlon of the trarmng or semrnarg R

activity:

. Ensure that completed/passed trarnlng\’ is entered lnto the employee 's tralnlng
record in his 201 File and at the Human Resource Informatlon System
(HRIS) e : e .

2 Degartment Head

1. Ensure that adequate responsrve and qualrty tralnmg is provrded to thelr ‘
subordinates through close monrtonng of the Employee Development Plan
-as duly furnlshed by HRD e : ,

2 »_Grve full support in achrevrng successfully the Employee Development Plan -
gof thelr subordmates dlrected towards actuallzatlon of the companys ‘
- vision. : : . A : ‘

3. Propose possrble trarnmg opportumtles for rts offrcers or employees outsrde;

of the Company The Department Head may- also request training or - -

seminar that is - specific to the Unit or- Department. Likewise, the
- Department Head may make a nomlnatron to HRD for h|s or her employee
to atten’d a partlcular tralnlng or semrnar e , : L
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TrameesIEmplovees

1.

2.

1

Attend all desrgnated trarnrng programs as |dent|t'ed in the approved L

* _training plan brought about by the competency requrrement of the present -
- Job Description, the results of - Training . Needs Analysis and the -
: performance gaps rdentrt’ed in the PerformanceApprarsal F :

"Accompllsh and submit to HRD the After Tramrng or After Semlnar Report

at the end of any training or seminar attended and/or copy of certlf cation

’ provrded by the Tralnlng provrder

Apply in the work settlng any skill or knowledge learned from the program‘ A
attended as may be appllcable : : R o

. 15g IMPLEMENTING GUIDELINES _; f |

The Human Resources Department shall spearhead the conduct of annual SR
- Training Needs Analysis with reference’ to the competencres required by .
the Job Description, Performance gaps: as identified in the Performance - EE e
Appraisal and the - prorected competency requrrements of the whole[i L

organlzatlon

The Annual Tralmng Plan wilt be developed by the Human Resources* R
Department for endorsement of the President to the Board as part of the =~ =~
. annual business planmng for budget purposes. Thrs shall be composed of . o
- the summary of programs classified ‘according to Organrzatlonal Sensrtrvrty S
* Functional and Behavioral, the program descrrptlons the provrder the cost, G
'andscheduleofprogramrun 5 SR T e e P I A

. The Human Resources Department W|ll develop mdrvrdual prof le based on)-*t}: g
,the TNA results as regards possible competency gap on “job’ reqmrements EEET AR
vis-a- vis tralnrng needs and the future competency requrrements of the - Ty

e }organlzatlon

. Attendance of employees to tralnrng programs whether in- house or publlc sfmnE
- planned or unplanned may be initiated by the Human Resources = = -
Department based on: the trarnlng plan the Department Head or the, IR

3 employee hrmself/herself SRR : )

vAttendance to. any trammg program shall be endorsed by the EVP/GM for 5
- approval of the Presrdent and CEO L LR RN T T L

._Mlsswn order wrll be |ssued to every attendee of trarnlng programs or.
semrnar s B r
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7 Company-sponsored trarnlng or seminar attended by - an offrcer or
employee using Company time shall be considered as actual off ice hours .
- Erendered Moreover, the time an officer or employee spends atatrainingor -
~'seminar during normal office hours shall be considered as part of hisorher = = = =
" normal work hours and shall not be charged to his or her accumulated o
- leave/s or be treated as leave thhout pay. ~ :

8. Allowance and Transportatron costs for trarnrngs/semmars by External ‘
- Training Institutions, provided that it is excluded from the semlnar fee will
Vibe subjected to the exrstrng pollcy on Off cial Travel ‘ & '

9. All ofﬁcers and employees shall submrt ATRs /ASRs not later than a week 5
after the training/seminar. A photocopy of the certificate must be attached .
to the report The ATR/ASR shall have the followrng format e '

‘;'Background of the Trammg Program
Learning Points / Discussion =
Assessment of the Trarnrng Program
Recommendatlon o .

,a.o_sr‘.m,

10. All ATRs/ASRs should be approved by the Presrdent through the EVP/GM ’f ‘:' g j
Failure to submit sard report wrll be subJect to the Code of Conduct and S
Dlsc1plrne AR SihE e o R

11. All offcers and employees who have undergone trarnrngs that requrre :
exammatlons shall not be requrred to submrt ATR or ASR -

: 12 If off cer/employee does not pass the requrred examlnatron of the program
' he/she will repay the Company 50% of the trarnrng/semrnar fee ‘

;13 In the event that the offi cer/employee farls to take the examlnatlon wrthout'
- a valid reason, he/she ‘will repay:the Company the whole amount of the
~_training/seminar fee. The Department Head and/or the employee shall -
~ then submit a written explanatron as to the reason the trainee was not able 57
to take the examlnatlon coursed through the proper authorrtles

‘ 14 An off icer or employee sent to a Publrc/External Trarnrng or Semrnar shall e
be made to sign a ‘Training Bond Agreement. The Agreement shall provide
the period of Company service the' officer or employee must’ complete
~commencing from the last day of the training program to ensure transfer of .
- technology. The:actual number of days of training or: semrnar attended L
Lshall be the basrs of the holdlng perrod as follows ' : o e

/ hE year— for a trarnrnglsemmar fee of P50 000 00 up to PtOO 000 00

| /b 2 years for a tralnrnglsemrnar fee of P 100 001 00 to PhP150 000 00
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15.

16.

17.

c. 3 years - for a training/seminar fee of more than PhP150,000.00

The employee who attended public or external training or seminar shall
cascade the learning from the said seminar to the department members or
to those that need the information within one month after the said training
or seminar concluded.

An officer or employee sent to a Public/External Training or Seminar shall
be required to complete and fulfill all requirements of the course.
Otherwise, he or she shall be obliged to repay the Company the amount
equivalent to the total cost of the training or seminar if the reason for not
completing the training/seminar course is not valid and justifiable. The
reasons are cited in the Training Bond Agreement for reference and
clarification purposes. Further, the defaulting officer or employee shall be
dealt with in accordance with the provisions of the Code of Conduct and
Discipline.

Should the officer or employee who is under a training bond resign or is
terminated for cause prior to the completion of the bonded period, he/she
will be required to refund the equivalent prorated cost of the
training/seminar or the same cost shall be deducted from any benefits due
him or her upon separation from service.

S 7
LTGEN ALAN R GA AFP(RET)

President and CEO
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n ANNEXES

II 1 Tralmng Bond Agreement Sna

AFP GENERALF INSURANCE CORPORATION”‘?; -
o TRAINING BOND AGREEMENT

1 hereby agree that for havmg been recommended to attend/parhcnpate |n the semmar on - o

from R ttof w:thasemmarltrammg fee ofP .

\’ ’kwhlch }vquntarlty accepted tshaII

a. serve the company for at Ieast ________ a‘fter'completing the seminar/training S
program : . R, e - 3

o bf. take the exammatton if: there 'rs any or subrmt an After—Trammg Report / Aﬂer-‘»_ |

Semlnar Report

“C. comply W|th other semlnar requnrements

That in case of my fallure to pass the course and meet the reqwrements stated above I shatt Ll
'refund all the expenses mcurred by the company for my attendance to the above semmar/trammgt: .

» Ul also agree that the Admlmstratlon Dlwsmn shaII have the nght to deduct from my payrolt the '
: expenses related to the above semlnar/tralmng program . ‘ S co B

i Employee’s:_‘S'lgnatyu‘re/Date}.' -

_ Tmmediate Superiors Signature/Date

" EVPIGM Signature/Date




.2 Employee Development Plan (EDP)

AFP GENERAL INSURANCE CORPORATION
Employee Development Plan (EDP)

RATIONALE: AFP General Insurance creates a culture that encourages, supports
and invests in the short- and- long term development of employees. The EDP is a
professional development plan that aims to ensure that employees are staying current- if not
one — step ahead. Employee continuous development must be anchored to AFPGEN’s
vision, mission and core values.

Employee: Date Assessed:

,Cl_‘Jrrrent Job Tiﬁtlg

Section1 _Technical Competency Development

This section is for the development of skills that relate directly to the occupational requirements and
mission accomplishment. All training will be design to better equip the employee to perform his/ her daily
duties more efficiently

Objectives

Job Competency ldentified Training | (please identify which Training
Required Needs part of the company | Schedule

would it answers)

Remarks
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| Section ll.

|

- General Competency Development

“'building, etc.

This is for the development of lnterpersonal skills that will directly impact the employee’s ablllty to perform
his or her daily duties. These mcludes but not hmlted to commumcatlon SklllS (Oral and wntten), team

~Job Competency

Identlﬂed

_ Training

w «s;fksehe'}}dule‘ba.te

Trammg

Schedule i

Cemans |

~ Reguired

Assessed by: _

Approved by: '

Human Resource Manager o

"S\“/Pﬂ s
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