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ADMIMSTRATIVE ORDER NO.2017∞ 7

RAT10NALEZING THE IMPLEMENTAT10N OF ON‐
…
OB TRAININC,

WORK IIMMERS10N AND OTHER PROCRAMS INVOLVING― OSURE OF
STI'DENTS TO A WORX ENVIRONIIENT WITIIIN THE CITY GOVERI{MENT.
AITD CR.EATING THE NAGA CITY STUDEI{T-TRAINEE COORDII{ATING
TEA.![. AND DEFINING ITS COMFOSITION AT{D PI'NCTIONS.

WHEREAS, various departments and offices of the City Covernment of Naga
have been accommodating numerous requests from education institutions-in
the city, the province of Camarines Sur and even other parts of the country-to
allow their students to undergo on-the-job training or intemship;

WIIEREAS, t]:e number of these requests is expected to increase especially
with the implementation of Republic Act 10533 otherwise known as the
Enhanced Basic Education Act of 2013 which mandates the introduction of the
K-to-12 Basic Education Pro$am by the Department of Education (DepEd)
with the major objective of ensuring that graduates of basic education are
ready for emplo5rment, entrepreneurship and/or higher learning;

WIIEREAS, part of DepEd's K-to-12 Basic Education Program is a Work
Immersion Program for senior high school students which aims to hone
competencies learned in the classroom through practical, on-the-job and
enterprise-based hands-on training;

WIIEREAS, aside ftom requests for on-the-job training from educational
institutions, the City Government, in partnership with national govemment
agencies such as the Department of l,abor and Emplol,anent (DOLE), regularly
imptements other student-trainee programs such as the Special Program for
the Emplo]-ment of Students {SPES) and Covemment Intemship Program (GIP)
which place hundreds of students in the city govemment workplace every year;

WHEREAS, while the City Government manifests its support to on-the-job
training, work immersion or similar programs providing exposure to students
to a work environment as these provide relevant learning experiences that hone
the knowledge and skills of the youth, there is also a need to rationalize and
streamline its implementation within the City Govemment structure to ensure
that all parties-students, schools and the city government-get the most
beneflt out of these programs, and that student-trainees are allorded the
protection in the workplace mandated by law;
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鱗輔紺為鷺導欄1警t砒憚is tO bc guided by the f0110wing:

a All requests from educatiOnal

聯揚 鸞蠅憫椰電留蹟i富,purp°
Se The“qucst sh」 l

・  Student Name
● Year/Grade Levcl

・  Coursc Bcing Taken
o  Spccial Skills

・   Desircd ExpOsurc in the Ciけ Governmcnt
・  Minimum Number Of oJT/予 OllK ImmersiOn/1ntemShip HOus

As much as possiblc,thc resumes Of prOspective studcnt―
trainees must

bc included in the rcquest
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b ?_,-lh.J{,all requests by city government departments and offices forsruoenr-trarnees shall be coursed through the ttCSCt. .ft e request shallcontain at least the following informatioi:

. Tasks to be Assigned
o Preferred Course(s)
o Desired Skills
. Number of Student-Trainees Requested

Preference ,shall be given to student-trainees currently enrolled in aneducational institution based in Naga.

A student-trainee shall be admitted into the city government workplaceonly upon recommendation of the NCSCT 
^ri 
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Uy tne City

Mayor.

Before deploJ.ment to a department or office, a student-trainee shall
secure a Health Card or Medical Certificate from the City Health Olfice;and undergo an orientation to be conducted fy tfre iCSCf ana the
relevant department or office concemed. This orientation shall include abackgrounder on the city of Naga, and discussions on the cltvt
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development thrusts/priorities; city government officials; departments/
offrces and their functions and location; work policies and rules; and the
specific tasks to be done in the department/office where the trainee will
be assigned.

Educational institutions shall designate a Student-Tiainee Coordinator
who shall be the authorDed person to assist students during pre-
deplo)'rnent, deployment and post-deplolrnent. This shall also appty to
student-trainee programs organized by other government agencies, such
as DOLE'S SPES and GlP.

The concerned department head or chief of oflice shall evaluate each
student-trainee's performance at the end of the training period using
either the evaluation tool proyided by the NCSCT or the partner
educational institution/government agency. This shall be submitted to
the NCSCT for transmittal to the partner institution.

All student-trainees who have satisfactorily complied with program
requirements shall be issued a Certificate of Completion. Only the
NCSCT is authorized to issue such a certiflcate or any other certification
referring to a student's on-the-job training, work immersion or exposure
to the City Government work environment.
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i. The NCSCT, through its Secretariat, shall maintain records
student-trainees including their resumes and evaluation results.

Section 2. Thc Naga Ctty Studelt-Trallee Coordlaatlag Toaa.

a. CoElrosltlo!

The NCSCT shall be composed ot

Chairman - City Human Resource Management Officer
Members - Acting Metro PESO Manager
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、- Chief of Ofnce - Education, Scholarships & Sports Oflice

They shall designate permanent representative(s) who shall handle the
day-to-day operations of the NCSCT.

The City Human Resource Management Office shall serve as the NCSCT
Secretariat.

b. FuEctlotr.. Aside from ensuring that the guidelines on implementation
the City Govemment's student-trainee program are complied with, the
NCSCT shall have the following functions:



I. Coordjn4ls 4a6
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take effectIssued this Srh day of Decemb er 2O1Z inthe City ofNaga.

Attested byi


