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RATIONALE
Academic institutions are faced with challenges particularly on the skills they
produced which do not match the needs of the industry. A significant number of
graduates today are unable to fill the job openings due to job-skill mismatch. A great
number of these skills found lacking by companies are taught in the academe that is,
technical, human resource and conceptual skills. In addition to that, these same skills
can also be reinforced through on-the-job training programs.
On-the-job training (OJT) programs are course requirements providing an
opportunity to apply the theories, principles and ideas learned in the academe under
supervision. These training programs expose the students to work realities which will
ideally hone their skills and prepare them once they get out of the university or college.
A study conducted by the People Management Association of the Philippines
(PMAP) in 2006, emphasized the importance of an effective on-the-job training
program. Achievement of the OJT program objectives ensures the possibility of good
performer graduates. The opposite will most likely produce poor performer graduates
thus, promoting job-skill mismatch. Hence, on-the-job training programs, vital as it is,
should not only be dynamic and skill centered for the students to effectively grasp the
practical learning in the workplace but should also provide soft or life skills
development.
Relative to this, a great number of universities and colleges utilize national
government agencies and private institutions as venues for their on-the-job training
programs. Because of the importance of on-the-job training programs, there is a need
to ensure that students undertaking their training in these private and public institutions
are given skill-specific tasks and mentoring. Students should be exposed to trade skills
on top of the basic academic skills/learning.
Despite this knowledge, there is an apparent lack of clear guidelines between
the academe, the government and participating industry partners in regards to specific
learning objectives and training needs of students endorsed to the participating
institutions for training.
Moreover, malpractices in the government and even in private corporations
where students are tasked to do menial, unstructured tasks downgrade the value and
learning output of OJT programs.
As a result, companies and employment agencies find the new entrants lacking
of the necessary skills during the hiring process thus resulting to higher youth
unemployment or underemployment due to job/skill mismatch.
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This issue was further validated when the Department of Labor and
Employment Region 6 conducted the Project JobsFit validation-meeting. The result of
such activity highlights the following:




OJT does not provide the necessary skills to trainees;
Lack of training and skills necessary to meet the requirements of the industry;
High cost of training;

On a bigger scale, based on the Project Jobsfit: DOLE 2020 Vision Summary of
Findings and Recommendations compiled by the Bureau of Local Employment (BLE),
there is a need for strict implementation and monitoring of making OJT work
experience relevant to the students' field of work to “improve the skills qualifications of
the students” and “resolve the problem of lack of work experience of fresh graduates”.
On-the-Job Training Manual
Recognizing the need for strategic agreements between the academe and the
government as well as the academe and private companies, focusing on the creation
of clear objectives, clear expectations, establishment of methods of learning
verification and effective monitoring and implementation specific to the on-the-job
training programs, the Technical Education and Skills Development Authority,
Commission on Higher Education and the Department of Labor and Employment
coordinated with various government agencies and members of the academe to
discuss specific actions addressing this need.
As a result, an On-the-Job Training Manual was crafted through the concerted
effort of the business, academe and government sectors as part of the efforts to
address job/skill mismatch in the region.
Further, the manual provides for clear delineation of roles and responsibilities of
the involved parties (i.e. student/trainee, parents/guardian, Higher Education
Institutions (HEIs), OJT Coordinators, Partner Institutions and On-site Supervisors). It
also looks into the consistent OJT performance monitoring and evaluation as well as
ensures the establishment of a Memorandum of Agreement between the Partner
Institution and HEI and other Technical Vocation Institution.
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WHAT IS ON-THE-JOB TRAINING?
A training program for students designed to immerse them in a work environment
relevant to their courses as they desire to acquire productivity in, knowledge on, and
respect for the workplace.
As discussed, on-the-job training programs are course requirements providing an
opportunity to not only apply the theories, principles and ideas learned in the academe
but also enhance the technical knowledge, skills and attitudes of students towards
work necessary for satisfactory job performance.
On-the-job training programs also serve as venue where students earn experience in
career positions relevant to their choice of academic degrees as well as open up other
future career choices towards decent and gainful employment.
OJT MANUAL GENERAL OBJECTIVES
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Provide students with a guide for actual workplace experience, exposure to
various management styles, industrial and procedures of various occupations in
relation to their respective fields of learning.



Provide standards and guidelines for conducting OJTs such as amount of
workload, number of hours, learning objectives, monitoring scheme and
sanctions;



Clearly establish the roles and responsibilities of involved parties and provide for
protocols regarding different situations that may arise during the OJT;



Promote the OJT program through standardized procedures that are uniform,
manageable, and practical so that more institutions will participate through;



Promote and establish strategic agreements between the academe and the
government as well as the academe and private companies focusing on the
creation of clear objectives, clear expectations, establish methods of learning
verification and effective monitoring and implementation specific to the on-thejob training programs.
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ADMISSION REQUIREMENTS
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There should be a Memorandum of Agreement and Guidelines specifically
outlining the role and responsibilities of all concerned parties, safety of trainees/
students, training plan, learning objectives and method of evaluation between
the school and the partner institution/company/office.



The involved schools or training institutions should submit a letter request to
participating agencies or private companies indorsing and informing that the
concerned student/trainee is indeed qualified to complete the on-going training
program. The said letter should contain the learning objectives and expected
output of the on-the-job training program.



A Training Plan outlining the goals and objectives, knowledge, skills and
competencies that the student trainee should acquire in each training area,
assignments, and schedule of activities, among others, should be formulated or
developed by the school and partner institution/company/office and duly signed
by the concerned coordinators or respective heads.



The student/trainee should submit to the partner institution/company/office a
copy of the consent and waiver form duly signed by his/her parent/guardian/
spouse, pledge of good conduct and bio-data.



The student/trainee shall be entitled to an insurance coverage where the
premium shall be paid equally by the HEI/TUI and the partnering OJT institution
and shall form part of the Memorandum of Agreement.
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STUDENT/TRAINEE


An admitted student/trainee shall abide by the rules and regulations set forth by
the institution/company/office where s/he is undergoing on-the-job training.



The student/trainee should always observe discipline and right conduct.



The student/trainee should wear the appropriate dress code.



S/he should not engage in gambling, illicit activities, drinking intoxicating
beverages and related activities while at work or within the institution/company/
office premises.



The student/trainee is expected to submit reports and requirements on time.



The student/trainee should observe punctuality and attendance in reporting to
his/her assigned training area. S/he should accomplish the attendance
recording sheet noted by the training supervisor.

PARENTS/GUARDIAN/SPOUSE
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The parents/guardian/spouse shall co-sign the training contract to manifest
approval or consent to the on-the-job training of their child/spouse.



The parents/guardian/spouse shall also issue a waiver of consent.

On-the-Job Training Manual: Ensuring Effective On-the-Job Training

HIGHER EDUCATION INSTITUTION (HEI)/TECHNICAL VOCATIONAL
INSTITUTION (TVI)
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The school/HEI/TVI shall formulate the on-the-job training policies and
guidelines on the selection, placement, monitoring and assessment of student/
trainees.



The school/HEI/TVI shall assign a regular faculty member, tenured and
academically qualified as Faculty Practicum Coordinator responsible for all
aspects of the student internship programs including program implementation,
monitoring and evaluation.



The school/HEI/TVI shall select the partner institution/company/office and
ensure acceptability of the training plan and venue in order to protect the
student/trainee’s interest.



The school/HEI/TVI shall develop, in collaboration with the duly selected partner
institution/company/office a Training Plan, which will form part of the training
contract, for the student trainee/ intern specifying goals and objectives,
knowledge, skills and competencies that the student trainee should acquire in
each training area, assignments, and schedule of activities, among others.



The school/HEI/TVI shall also monitor and evaluate the performance of student/
trainee jointly with the partner institution/company/office based on the agreed
training plan.



The school/HEI/TVI shall monitor the student/trainee and immediately attend to
his/her concerns by coordinating with the partner institution/company/office,
CHED, TESDA and other concerned government authorities if necessary.



The school/HEI/TVI shall conduct initial visit/ inspection of their training partner
organization to ensure safety of students.



The school/HEI/TVI shall conduct regular monitoring visits and coordinative/
formative meetings with partner institution/ company/ office.



The school/HEI/TVI shall pay half of the insurance premium of the student/
trainee as stipulated in the Memorandum of Agreement.
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FACULTY PRACTICUM COORDINATOR
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The Faculty Practicum Coordinator shall be responsible for all aspects of the
student internship programs including program implementation, monitoring and
evaluation.



The Faculty Practicum Coordinator is expected to conduct an initial site visit to
ensure that the training facility is safe and conducive for the student/trainee.



The Faculty Practicum Coordinator is expected to review, orient, interpret and
clarify to the student/trainees the objectives of the on-the-job training program.



It is the responsibility of the Faculty Practicum Coordinator to do a regular
monitoring of the student/trainees under him/her to check on their overall
performance and discuss with the On-Site Supervisor measures to further
improve the OJT program. This will ensure immediate resolution of student/
trainee’s concerns, if any, as well as provide an opportunity to evaluate the OJT
program and follow up on the progress of the student/trainee.



S/he should also meet with his / her students regularly on periodic examination
schedules for student feedback on their respective assignments to validate
concerns of both parties, if any.



S/he should also be available for consultation with the student/trainee and
provide coaching and counselling assistance, if needed.



S/he is also responsible in evaluating the student/trainee’s reports, selfevaluation and will give the final grade taking into consideration the evaluation
of the On-Site Supervisor.
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PARTNER OJT INSTITUTION
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The partner institution/company/office shall be responsible in providing actual on
-the-job training (OJT) to the student/trainee.



The partner institution/company/office shall be responsible in assigning the
student/trainee to any department requiring for exposure to actual work during
the duration of the OJT . The OJT schedule shall be determined by the partner
institution/company/office in coordination with the student/trainee and the
school’s assigned practicum supervisor and shall be part of the agreed training
plan.



Work assignments to the student/trainee should be clearly explained by the
partner institution/company/office to ensure that the duties, role and
responsibilities of the student/trainee are clearly defined and outlined.



The partner institution/company/office shall assign a focal person to serve as On
-Site Supervisor who will serve as mentor and coach which will include
monitoring of the student/trainee’s overall work performance including
demeanor, competence and professionalism.



The partner institution/company/office shall conduct formative and summative
evaluation of the student/trainee’s overall performance based on the agreed
standards or requirement with the school.



The partner institution/company/office shall issue a Certificate of Completion to
the student/trainee upon completion of the on-the-job training program.



The partner institution/ company/ office shall pay half of the insurance premium
of the student/ trainee as stipulated in the Memorandum of Agreement.
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ON-SITE SUPERVISOR
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The On-Site Supervisor is responsible for providing the student/trainee with
opportunities to work with the specific department or area where they can best
apply the theories, principles and ideas learned in the academe.



S/he will also be responsible in coordinating with the different departments of
the partner institution/company/office where the student/trainee will report.



S/he is responsible in supervising the student/trainee for the duration of the onthe-job training program.



S/he will also facilitate the evaluation of the student/trainee’s performance using
the agreed upon standard or requirement of the school/HEI.



S/he will regularly meet with the Faculty Practicum Coordinator to discuss his/
her evaluation, observations and other issues that may arise for the duration of
the on-the-job training program. This will also be an opportunity to discuss the
program of the student/trainee.



S/he will prepare the evaluation of the student/trainee, during and upon
completion of the on-the-job training program and submit such evaluation to the
Faculty Practicum Coordinator.
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In order to ensure that effective learning through actual work exposure is achieved
during the on-the-job training, student/trainees will be evaluated and the OJT program
monitored.

WEEKLY JOURNAL/REPORT
Student/trainees will be required to submit a journal or report duly noted and signed by
the On-Site Supervisor, to the Faculty Practicum Coordinator outlining his/her
observations, learning and reflection relative to the actual work s/he was exposed to.
The frequency of the submission of the said report should be included in the agreed
upon training plan.
The report will help ensure that the school/HEI and the partner institution/company/
office are updated on the on-the-job experience of the student/trainee and assess
whether it is congruent with the agreed upon training plan and learning objectives.
The journal or report will be assessed and synthesized by the Faculty Practicum
Coordinator in coordination with the on-site supervisor.

SUPERVISOR EVALUATION
The student/trainee will be evaluated by the partner institution/company/office assigned
On-Site Supervisor on an agreed upon frequency based on the merit of work
performance, competence, work attitude, compliance to submission of reports,
attendance and professionalism.
The result of the said assessment will then be submitted to the Faculty Practicum
Coordinator who will provide the feedback to the student/trainee and act on the matter,
if any.
Furthermore, the student/trainee will also be evaluated at the end of the on-the-job
training program by the On-Site Supervisor and s/he will submit the evaluation
documents to the Faculty Practicum Coordinator who will consolidate and synthesize
the said documents.
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POST-TRAINING EVALUATION
The student/trainee will submit a post-training report to the partner institution/company/
office and the school/ HEI/ TVI Faculty Practicum Coordinator and such will be a basis
for the release of the Certificate of Completion. The report may be used as basis of the
partner institution/company/office as well as the school/HEI in improving its on-the-job
training program and guidelines.
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SAMPLE MEMORANDUM OF AGREEMENT
This Memorandum of Agreement made and executed between:
(Name of School), an educational institution, duly organized and existing under Philippine Laws with
office/business address at __________________________________ represented herein by
______________________________ (Position), College of _________, hereinafter referred to as
the UNIVERSITY.
and
_______________________________________, a corporation duly organized and existing under
Philippine Laws with office/business address at ______________________________________, represented herein by _______________________________, hereinafter referred to as the PARTNER
INSTITUTION.
Witnesseth:
The parties hereby bind themselves to undertake a Memorandum of Agreement for the purpose of
supporting the UNIVERSITY’S on-the-job training for student-trainees under the following terms and
conditions:
1. The UNIVERSITY shall be responsible for briefing the on-the-job student-trainees who intend to
conduct practicum exposure in the PARTNER INSTITUTION as part of the UNIVERSITY’S curriculum;
2. The UNIVERSITY shall provide the on-the-job student-trainee the basic orientation on work values, behavior, and discipline to ensure smooth cooperation with the PARTNER INSTITUTION;
3. The UNIVERSITY shall issue an official endorsement vouching for the well being of the on-the-job
student-trainee which shall be used by the PARTNER INSTITUTION for processing the application of the student-trainee;
4. The UNIVERSITY shall voluntarily withdraw a student-trainee who is found to misbehave and/or
act in defiance to existing standards, rules, and regulations of the PARTNER INSTITUTION and
impose necessary university sanctions to the said student-trainee;
5. The UNIVERSITY shall make supervisory and instructional visits/follow ups to the PARTNER INSTITUTION during the training period and evaluate the student’s progress and discuss training
problems;
6. The UNIVERSITY has the discretion to pull out the student-trainee if there is an apparent risk
and/ or exploitation on the rights of the student-trainee;
7. The PARTNER INSTITUTION may grant allowance and/or adequate insurance to student-trainee
in accordance with the PARTNER INSTITUTION’S existing rules and regulations;
8. The PARTNER INSTITUTION, upon consultation with the UNIVERSITY, may require qualified
students to submit themselves to examinations, interviews, and file pertinent documents to support their application;
9. The PARTNER INSTITUTION is not obliged to employ student-trainee upon completion of the
training;
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10. The student-trainee shall be covered with insurance premium during the duration of the training;
where the insurance shall be paid equally by the HEI/TVI and the partnering OJT institution.
11. The student-trainee shall be personally responsible for any and all liabilities arising from negligence
in the performance of his/her duties and functions while under training;
12. There is no employer-employee relationship between the PARTNER INSTITUTION and the studenttrainee;
13. The duration of the program shall be equivalent to ______ working hours unless otherwise agreed
upon by the PARTNER INSTITUTION and the UNIVERSITY;
14. Any violation of the foregoing covenants will warrant the cancellation of the Memorandum of Agree
ment by the PARTNER INSTITUTION within thirty (30) days upon notice to the UNIVERSITY.
This Memorandum of Agreement shall become effective upon signature of both parties and implementation will begin immediately and shall continue to be valid hereafter until written notice is given by either
party thirty (30) days prior to the date of intended termination.
In witness whereof the parties have signed this Memorandum
_________________________________ this _____ day of __________, 20__.
For the PARTNER INSTITUTION

of

Agreement

at

For the UNIVERSITY

____________________________
Community Tax No: ____________
Date of Issue: _________________
Place of Issue: ________________

_______________________________
Community Tax No: ____________
Date of Issue: _________________
Place of Issue: ________________

SIGNED IN THE PRESENCE OF:
____________________________
Representative of the Partner
Institution

____________________________
Faculty Practicum Coordinator/
Representative of the University
ACKNOWLEDGEMENT

Before me, a Notary Public in the city of _______________, personally appeared
______________________ and _______________________ with Community Tax Certificates indicated
above, known to me to be the same persons who executed the foregoing instrument and they acknowledged to me that the same is their free will and voluntary deed and that of the institutions herein represented.
Witness my hand and seal on this _____ day of __________ 20__ in ____________________.
Doc. No. ______:
Page No. ______:
Book No. ______:
Series of _______:
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Sample OJT Evaluation Report
Please rate the Student’s overall practicum performance according to the rating scale below:
1 = Did not meet job requirements. Significant performance improvement urgently needed.
2 = Met minimum job requirements. Work improvement plan was needed to bring
performance to a satisfactory level.
3 = Met normal job requirements with few exceptions. Improvements in performance
needed in one or more elements.
4 = Fully met job requirements. Performance was what was expected of a person in his/her
position.
5 = Exceeded job requirements. Student performance was impressive, exceeded what is
normally expected in this position
NA = Not Applicable
Criteria/Rating

1

2

3

4

5

Work Habits
1. Punctual
2. Reports regularly
3. Performs tasks without much supervision
4. Practices self-discipline in his / her work
5. Demonstrates dedication and commitment to the tasks assigned to
him/her
Work Habits Total/Average
Work Skills
1. Demonstrates the ability to operate machines needed on the job
2. Handles the details of the work assigned to him / her
3. Shows flexibility (whenever the need arises) in the process of going through
his / her task
4. Manifests thoroughness and precise attention to details
5. Fully understands the linkage or connection between his / her task to previous,
intervening and subsequent tasks
6. Usually comes up with sound suggestions to problems
Work Skills Total/Average
Social Skills
1. Shows tact in dealing with different people he /she comes in contact with
2. Shows respect and courtesy in dealing with peers and superiors
3. Willingly helps others (whenever necessary) in the performance of their tasks
4. Is capable of learning from and listening to co-workers
5. Shows appreciation and gratitude for any form of assistance granted to him /
her by others
6. Shows poise, self-confidence and is always well – groomed
7. Shows emotional maturity
Social Skills Total/Average
Over All Total / Average Rating

Practicum Supervisor’s Signature over Printed Name: _________________________

Date: _____________

Practicum Student’s Signature over Printed Name: ____________________________

Date: _____________

College of _____________________________________ with the Degree of ______________________________
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Sample OJT Evaluation Form
Student’s
Name:

Major:

College:

Training
Company:
Company
Address:

Telephone Number:

Contact Person:
Inclusive Date of Training: from ________________________ to ______________________, 20______.
Date of Evaluation:
Employability:

Date of Last Evaluation:

( ) Extended OJT/Trainee
( ) Contractual
( ) Regular

( ) Probationary
( ) Casual
( ) Applicant

If employed, specify the name of the company:

Allowance/Salary:
Php ____________________
Telephone No:
_________________________

______________________________________________________________

QUESTIONNAIRE

ASSIGNMENT

DEPARTMENT:

OTHER DEPT. ASSIGNED:

POSITION:

RATER/SUPERVISOR:

Describe your
duties briefly:
What do you consider
your strongest area of
performance?
Explain.
In what areas do you
feel you have improved
the most?
Explain.
In what areas do you
feel you need the most
improvement?
Explain.
What situation challenged you the most?
Explain.
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How did you overcome
the challenge?
Explain.
What did you learn from
your experiences?
Explain.
Do you think your training station is qualified to
be one of our university
linkages?
Explain.
OJT’s suggestion/
recommendation:

Please do not fill out this portion.
Acquired Total Training Hours: ____________________________

Date of Completion: ____________

Acquired Total Performance Rating: _______________________________
Remarks:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Sample On-the-Job Training Plan Template
Employer Name:

Contact Person:

Telephone No.:

Trainee Name:

Email:

Telephone No.:

Beginning Date:

End Date:

Total Training Hours:

SKILLS TO BE LEARNED:

ESTIMATED TRAINING
HOURS:

STARTING CAPABILITY:
DATE MEASURED:
Not Skilled:
Some Skill:
Skilled:
Not Skilled:
Some Skill:
Skilled:
Not Skilled:
Some Skill:
Skilled:
Not Skilled:
Some Skill:
Skilled:
Not Skilled:
Some Skill:
Skilled:

SKILLS TO BE LEARNED:

ESTIMATED TRAINING
HOURS:

END CAPABILITY:
DATE MEASURED:
Beginning:
Intermediate:
Skilled:
Beginning:
Intermediate:
Skilled:
Beginning:
Intermediate:
Skilled:
Beginning:
Intermediate:
Skilled:
Beginning:
Intermediate:
Skilled:

Employer

Trainee

Name:

Name:

Signature:

Signature:

Date:

Date:
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RESOLUTION NO. 01
Series of 2015
A RESOLUTION INDORSING THE ON-THE-JOB TRAINING MANUAL TO CHED AND TESDA
AS A FRAMEWORK TO BE USED BY THE SCHOOLS AND FOR INDUSTRY PARTNERS AND
OTHER STAKEHOLDERS TO ADVOCATE THE IMPLEMENTATION OF THE OJT MANUAL IN
THE REGION
WHEREAS, a consultation-workshop on the crafting of the on-the-job training manual was
organized by the Department of Labor and Employment, Region 6 in coordination with the Technical Education and Skills Development Authority (TESDA) and the Commission on Higher Education (CHED), public and private tertiary institutions and employer representatives on May 10,
2013;
WHEREAS, the participant-stakeholders present agreed that there exist a serious problem on mismatch of skills in the different industries;
WHEREAS, it was discussed that one of the reasons for the mismatch is the lack of skills/
experience of fresh graduates;
WHEREAS, the development of competitive graduates starts from the training they
gained from the government, non-government and other private companies during their on-thejob training (OJT);
WHEREAS, there is a need to come-up with a Manual for accommodating On-the-Job
Trainees so as to have a clear direction and system.
WHEREAS, as a result of the consultation-workshop, an On-the-Job Training manual was
crafted through the concerted efforts of the business, academe and government sectors.
NOW THEREFORE, be it RESOLVE as it is hereby RESOLVED calling for the indorsement of the OJT Manual to the Commission on Higher Education (CHED) and the Technical
Education and Skills Development Authority (TESDA) for adoption as a framework to be used by
the schools in the implementation of their respective on-the-job training programs and for industry partners and other stakeholders to advocate and effectively support the implementation of the
OJT Manual in Western Visayas.
Done in the City of Iloilo, 25 May 2015.

*The resolution was signed by all stakeholders present during the Consultation-Workshop on the Updating of the
OJT Manual conducted last May 25, 2015 at Sarabia Manor Hotel and Convention Center, Gen. Luna St., Iloilo
City.
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Republic of the Philippines
Department of Labor and Employment
Region 6

Swan Rose Building, Commission
Civil St., Jaro, Iloilo City,
Philippines 5000

Phone: 033-320-8026
Fax: 033-320-8026
033-509-0400
E-mail: doleregion6@yahoo.com

iText Contact Numbers:

Regional Office

09173276515
09173276818

Aklan Field Office

09173273132

Antique Field Office

09173275313

Capiz Field Office

09173275220

Guimaras Field Office
Iloilo Field Office

09177236436
09173276719

Negros Occ. Field Office

09173275919

Himamaylan Satellite Office

09173275414

