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FOREWORD 

 

Academic  training molds the destiny of the students after 

graduation.  They can turn out to be either productive or 

dormant.   

 A well-designed learning system helps to build-up and 

empower the students with the needed skills as they will soon 

face the many challenges as they quest for employability in the 

various dimensions of work technology where they can excel.  

 BPC does not only rely on theoretical learning, it also    

adheres to the hands-on system through on-the-job-trainings 

(OJT). Students must  satisfactorily undergo the On-the-Job  

training before being allowed to graduate.  

This handbook contains  the mission, vision  goals and   

objectives of the OJT program of the College.  It includes the   

duties and responsibilities of the OJT  implementers as well as 

the responsibilities of the student trainees. The policies,       

guidelines and procedures in undergoing the On the Job Training 

program are discussed extensively.  

This handbook will be helpful to  students, the industry 

and institutional implementers for a smooth, well organized and 

coordinated  operation of the program.  
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Rationale 

 The OJT program is an essential component in the overall 

development of students of  Bulacan Polytechnic College.  It  

provides the student with the opportunity for professional      

experience in his/her area of specialization. It is  based on the 

philosophy that course work and theory, when supplemented 

with a variety of observations and hands-on work experience, 

will provide the student with the opportunity to enhance his/her 

professional development and increase understanding and       

appreciation of the profession. During the on-the-job training, 

the student is . accorded the opportunity to apply knowledge 

and skills to practice.  

  On-the-job training is a bridge for the student between 

the academic preparation and the professional future.  It is a 

three-way partnership between the student, the on-the-job 

training program, and the institution.  All parties in the             

relationship assume definite responsibilities, perform specific 

functions, and achieve benefits as a result of the involvement.  
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VISION 

 The Bulacan Polytechnic College’s On-the-Job Training 

Program envisions itself to become a lead provider of highly 

competent and productive human resource. 

 

MISSION 

 The On-The-Job Training Program is committed to: 

1. mold the destiny of the students after graduation; 

2. provide quality education to the students and to make them 

highly employable; 

3. build-up and empower the students with the needed skills as 

they will soon face the many challenges in their quest for   

employability in the various dimensions of work technology 

where they can excel. 

4. bring the students’ technical skills to the level of mastery or  

the least that is  required by industry itself in order to          

facilitate their successfully passing the Colleges’ internal trade 

tests as well as the actual TESDA skills assessment. 
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GOALS/OBJECTIVES 

The major objectives of the on-the-job training are the 

following: 

1. Expose the students to the various aspects of industrial 
practices and work ethics. 

2. Enable the students to gain experiences, relate and apply 
the knowledge and skills acquired in academic settings to 
real industrial situations and problems. 

3. Give the students opportunities to use new technology as it 
is used  in the participating  company. 

4. Enable the student to develop new skills in leadership,    
supervisory and administrative roles.   

5. Facilitate the development of professional work ethics. 

6. Allow students to enhance their personal characteristics 
through work experiences. 

7. Provide student opportunity for career exploration with 
potential employers (employing agencies). 

8. Develop and instill in the student a positive attitude,        
self-confidence and self-motivation in handling the task. 

9. Facilitate the students’ acquisition of  skills which are      
related to  various operations, process and techniques used 
in the tie up company 

10. Expose the students to new technology employed in     
different companies. 

11. Apply the training knowledge and skills for the preparation 
of their final year of their chosen program. 

12. Develop and strengthen liaisons between the student, the 
College and the industry partner 
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Concerned Students: 
 
2nd Year Students of ComSec, HRS, CHS, CCM, and CIT; and 
Senior (4th) year students of Degree Courses in BSOM and BSIS. 
 
IMPLEMENTING OFFICERS:  
1. Industry Linkage Coordinator 

2. Head of Program 

3. Department OJT /Practicum Instructors/Advisers 

4. College Registrar 
5.  Manager/Person in Charge/ trainer in the workplace /office     

(industry) 
 

APPROVING OFFICERS:  
Academic Head/College Dean   
College President 
 
 

FUNCTIONS AND RESPONSIBILITIES OF  IMPLEMENTING 
OFFICERS 

 
A.  Department Head 
1. Determines the qualifications of students who will undergo 

On-the-Job Training in terms of subject prerequisites. 
2. Evaluates, recommends, and submits the list of students who 

will undergo on-the-job training to the Academic Head. 
3. Directly supervises the coordinator of on-the-job training on 

matters pertaining to all aspects of the on-the-job training 
program – cooperating company, company supervisor or 
trainer, schedule of deployment of students, etc. 

4. Submits the recommendations of the possible industries to be 
involved in the on-the-job training program to the Academic 
Head for her approval. 

5. Submits the list of successful student-trainees who finished   
on-the-job training or supervised industrial training for        
possible job placement to various companies or industries. 
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B.  On-The-Job Training (OJT) Coordinator 

1. Prepares and submits to the College President a Program 

of Activities for the duration of on-the-job training. 

2. Orients the students on the details of on-the-job training 

such as on the general atmosphere of the industries 

where they will be assigned, personalities of company  

supervisor or trainer, kinds of co-workers that they will 

meet the staff of the industries, etc. 

3. Conducts seminars to refresh the students on the      

different aspects of on-the-job training activities that they 

will need in training such as pre-orientation process,     

deployment procedure, monitoring and evaluation,      

submission of requirements, work ethics, team building, 

leadership, etc. 

4. Submits to the College President a list of students who are 

qualified to take on-the-job training together with their 

company’s preference. 

5. Coordinates with the Company supervisor or trainer 

where the student-trainees will be deployed to ensure 

smooth entrance to said company. 

6. Orients the Company supervisor or trainer on the          

College’s On-the-Job Training Program of Activities such 

as on the schedule of visits, deployment, seminars to be 

attended and actual training of student-trainees. 
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7.  Holds at least monthly conferences with student-trainees to 

have a follow-up of their activities, their job performances 

and discusses issues and concerns related to on-the-job 

training.  (Emergency meetings can be called as the need 

arises.) 

8.  Conducts regular visitation of the industries to monitor the 

performance of the student-trainees. 

9.  Prepares all pertinent documents related to the on-the-job 

training program such as evaluation forms, observation/

monitoring forms, report of grades, record of day-to-day, 

weekly or monthly activities of the student-trainees, etc. 

10. Submits on-the-job training accomplishment report to the 

College President.  

11. Prepares communications related to on-the-job training   

program noted by the Department Head and the Academic 

Head and approved by the College President. 

 

   C.  OJT/Practicum Instructors/Advisers 

1.  Meet the students once a week to follow up on the status 

of their  OJT.  

2.  Monitor  the OJT activities to make sure that  it is done as 

prescribed by the curriculum. 

3.  Act as  mentors of the students through discussion  their 

daily activities  and experiences in the industry. 
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4. Prepare practical examinations to enhance the students 

knowledge  in applying the skills they learned at school in 

the industry where they serve as trainees. 

5. Consolidate  the written reports submitted by the          

students.  

6. Submit reports/ recommendation to the department head 

regarding the status of students deployed in tie up       

companies for OJT .. 

7. Inform student-trainees for schedule job fairs, whether 

local and/or international.   

 

    D.  Company Supervisor 

1. Approves the recommended list of student-trainees        

requested to be assigned in their companies. 

2. Coordinates with the BPC-OJT Coordinator with regards to 

the request of the university where the student-trainees 

are to be assigned. 

3. Orients the BPC-OJT Coordinator about the company      

policies with the regards to on-the-job training program. 

4. Assists and advises the BPC-OJT Coordinator on matters 

affecting the on-the-job training program. 

5. Discusses with the BPC-OJT Coordinator problems related 

to the performance of student-trainees. 
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E. Company Trainer 

1. Explains the vision, history and the policies of the company to 

the student-trainees. 

2.  Informs the student-trainees on what division they will be 

assigned and their specific duties and responsibilities. 

3.  Introduces the student-trainees to the department or division. 

4. Sets the limits of the student-trainee/s involvement and      

responsibilities in the department. 

5. Makes periodic assessment of the performance of the        

student-trainees in relation to their on-the-job-training    

program. 

6. Discusses with the student-trainees the observations made 

regarding their comments and suggestions for                    

student-trainees further improvement. 

7.  Informs the BPC-OJT Coordinator if the student-trainee is not 

performing well. 

8. Coordinates with the BPC-OJT Coordinator where the          

student-trainees are enrolled. 

9.  Assigns student-trainees to the best qualified foreman. 

10. Orients the student-trainees on the services that the       

company may offer or service areas such as medical and 

dental clinics, media center, library, sports facilities, etc. 

11. Guides/assists student-trainees in the preparation of        

various forms required by the on-the-job training program. 
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RESPOSIBILITIES OF STUDENT TRAINEES 

1.  Acquaint themselves with the company policies, rules and 

regulations. 

2.  Prepare and submit portfolio containing all forms and      

reports required by the BPC on-the-job training coordinator 

or company. 

3.   Keep portfolio to be presented to the OJT coordinator. 

4.  Exhibit commendable knowledge and skills in performing 

the task assigned by the company supervisor or trainer. 

5.  Observe keenly the procedures required by the supervisor 

or trainer during the performance of the assigned tasks. 

6.  Observe the required number of hours assigned by the   

company. 

7.  Master  and  obey  all the safety rules and regulations of the 

company.  

8.  Ask the permission of the company supervisor or trainer 

when leaving the assigned tasks, assignment or site. 

9. Notify the authority a week before when making absences 

to the work. 

10 Report immediately any emergency case to the proper    

authority. 

11. Show enthusiasm and consider the on-the-job training a 

full time task. 

12. Wear appropriate uniform/dress required by the company. 
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13. Observe other guidelines which can be learned through 

out the on-the-job training assignment.. 

 

 

GENERAL POLICIES 
 

1. The requisite(s) of the On-the-Job Training/Practicum is  

defined in the course description of each program         

curriculum. 

2.  The required number of training hours specified in the 

course description may be extended by the company 

whenever necessary, subject to mutual agreement        

between the student, school and the company. 

3.  Only students who are enrolled in the On-the-Job Training/

Practicum subject are covered by this policy. 

4.  The subject On-the-Job Training/Practicum shall be taken 

4.1. on the regular year level/semester as prescribed in the 

program curriculum 

4.2. during summer prior to the terminal year provided no 

other academic subjects is enrolled. 

5. Students with overload academic subjects will not be al-

lowed to undergo on-the-job training/practicum even if 

he/she is a candidate for graduation 
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6. The faculty member assigned to handle the On-the-Job 

Training/Practicum subject acts as the On-the-Job Training/

Practicum Adviser. He/she shall work closely with the 

school's Industry Linkage Coordinator and the Company's 

Training Supervisor. He/she shall monitor the OJT activities 

in conformity with the course objectives. 

 

GUIDELINES: 

A. When and How Long Should the OJT be Undertaken 

I. Technical-Vocational Courses 

1.  OJT shall be conducted during the 2nd semester every 

school year. 

2.   On-the-job-trainees should perform their duty at the 

workplace within 8:00AM to 5:00PM and should report 

back to BPC as scheduled for their other subjects. 

3.   2nd Year students must finish the allotted number of 

hours in their on-the-job-training: 

a. Computer Secretarial   250 hours 

b. Computer Hardware Servicing  250 hours 

c. Call Center Management   250 hours 

d. Hotel and Restaurant Services  450 hours 

e. Certificate in Industrial Technology 600 hours 
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II. Degree Courses 

 1.  For BSOM, OJT shall be conducted during: 
     a. 2nd semester of the sophomore year       250 hours  
     b. 2nd semester of the Senior year             250 hours 

 2.  For BSIS, OJT/Practicum/Internship shall be  conducted    
   during: 

    a. 1st semester of the Senior year              250 hours 
          b. 2nd semester of the Senior year             250 hours 

 

B. Requirements for Enrolling the OJT Program 

1. Students  enrolled in tech-voc courses,  must have           

completed at least 72 academic units before they shall be 

able to undertake their OJT.  

2.  Students enrolled in degree courses are eligible to enroll the 

internship program after completing  80% of the total    

number of units in the curriculum. 

3. No student shall be allowed to take their OJT unless their 

application documents are signed by the College  President. 

 

C. Place of Training 

1. Computer Secretarial and Computer Servicing students must 

take their OJT in private or government offices where they 

can exercise office competencies such as encoding, typing, 

transcription, and stenography (ComSec); or computer    

troubleshooting, computer installation and setup, software 

installation (CHS). 
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2.  HRS students must take their OJT in resorts, hotels, or      

restaurants where they can practice their competencies 

such as cooking, bar-tending, table setting, etc. 

3.  CCM students are required to have their training in business 

process outsourcing companies. 

4.  CIT students must take their OJT in factories or shops where 

they can use their competencies in electronics or electrical 

technology. 

5.  Trainees are required to be rotated from one place or job to 

another in the workplace every month so that they can be 

trained in all the competencies required for their trade.  

The OJT Coordinator must visit the trainee in their       

workplace to ensure that this is carried out by the partner 

company. 

6. Bachelor of Science in Office Management students must 

take their OJT in private or government offices where they 

can exercise and enhance office management                

competencies. 

7.  Bachelor of Science in Information Systems students must 

take their OJT in private or government offices/industries 

where they can practice and further improve their          

information and communication technology competencies.  
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D. Procedures for Applying for OJT 

1.  The students are required to seek an OJT clearance slip from 

the College Registrar and such slip has to be presented to 

the Industry Coordinator. 

2.  The Industry Coordinator shall coordinate with the partner 

companies wherein trainees could be deployed.  

3.  The students are encouraged to scout or look for their     

preferred place of training.  He/She  is required to gather the 

following data: 

 a. Name of the firm. 
 b. Address of the firm 
 c. Contact Number of the firm  
 d. Name of Person in-Charge or contact person 
 e. Position of Person in-Charge or contact person 
 f. Contact number of the Person in-Charge or contact person 

4.  The Industry Coordinator shall prepare a letter of application 

for the OJT to be addressed to the prospective job site. 

5.  The students shall bind the application letter in portfolio or a 

short manila folder.  The letter should have to following 

attached: 

 a.  Student’s 2x2 ID picture 
 b.  Waiver 
 c.  Insurance 
 d.  Endorsement Letter 
 e.  Information Sheet 
 f.   Evaluation Sheet 
     g. Department of Labor and Employment Form (below 18   

years old) 
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6.  The students shall submit the portfolio to the Industry Co-

ordinator for signature and   the approval of the College 

President. 

7.  The student shall deliver the approved portfolio to the 

prospective training place. 

 

E. Transfer to Another Place of Training 

1. Transfer to another place of training is not allowed unless: 

a. The student has already completed 100 hours of      

training in the previous place of training. 

b. The training supervisor is willing to give the trainees his/

her grade. 

c. There is a valid reason for the request to be transferred. 

d.  The trainee has the approval of the OJT Training Coor-

dinator and the College President. 

 

F. Monitoring of Trainees While in Training 

1. The Industry Coordinator shall conduct regular ocular in-

spection of the training site to ascertain that the trainees 

are doing well in their training and at the same time that 

they are receiving the prescribed training they ought. 

2.  The Industry Coordinator shall make sure that the trainees 

are rotated from one job to another within the training 

workplace to ensure that the student-trainees  are trained 

in all the competencies required for their trade. 
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3.  The trainees are required to maintain a Daily Logbook as a 

narrative of their activities in their place of training.  The 

Logbook must contain the following: 

a. List of  daily activities; 

b. Time frame when the activity was done; and  

c. Signature of their training supervisor 

4.  The trainees are required to keep Daily Time Records (DTR) 

as verification that they were present in their place of 

work. 

5.  Every month, the trainee is required to submit the           

following to their respective  OJT/Practicum instructor/

adviser: 

a.  Their Daily Logbook for the instructor’s signature 

b. Accomplished Daily Time Record (DTR) signed by the 

training supervisor 

6.  After completion of the required number of training hours, 

the trainee is required to submit the following to their  re-

spective  OJT/Practicum instructor/adviser: 

a. Their Daily Logbook (as the narrative of their daily 

activities in the place of training) 

b. Complete set of DTR signed by their supervisor (as 

proof of their attendance to their place of training) 

c. Proof of activities done as evidenced by pictures.  
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G. Grades 

1. The training supervisor shall grade the student’s perfor-

mance in their place of training. 

2. The grades received by the trainee shall be submitted to 

their OJT/Practicum instructor/adviser.  

3. The instructors shall give the following weights: 

 a. OJT (Company’s Grade):        80% 

 b. Academic (reports and other related requirements):  20% 

 

H. OJT Uniform 

The trainees are required to wear corporate attire unless 

there is a prescribed uniform in the company where they are 

deployed.  

 

I. OJT General Orientation 

1.  The Industry Coordinator, the Academic Head and the   

Department Chair/Program Head are required to conduct 

an OJT General Orientation among students who will    

undertake their practicum. 
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