
REPUBLIC OF THE PHILIPPINES

DEPARIMENT OF FINANCE
BURFAU OF INTERNAL REVENUE

Quezon City

August 2,2021

REVENUE MEMoRANDUM oRDER No. 3- ? - 20 2l

SIJ[3JECT: Guidelines and Procedures on Digital/Online Learning in the Bureau of
lnternal Revenue

TO: All Revenue Officials, Ernployees and Others Concerned

I. IsAC!(ROUND

The challenges brought about by the 2020 pandemic have forced us to embrace new
iechnologies more rapidly than we could have imagined. We were forced to quickly adopt to
remoter working, which could have been the longterm future of government ofiices, and
*levated learning and development to meet the changing needs oiorganizations. The BIR
iearning and development functions rreeded to rr:volutionize its approachiy creating a learning
r;trategiy that aligns with the Bureau's digital transformation strategy anO by iOeitifying ,nj
:rnabling capabilities needed to achieve success. The significant enablers for this approaJh are
ir:chnology platforms and applicatiorrs. Thus, BIR inveited in the utilization of the'elearning
rn-'thod in order to help employees develop the required new competencies and to ensure
ccntinuous learning opportunities for its employees in the face of stiict observance of health
artd safety protocols. Following this Revenue Memorandum Order (RMO) No. 1g-2020 re:
l{evise,d Policies and Procedures ir All official Learning and Development programs from
Ii>dernal Learning lnstitutions and RI/O No. 5-2021 re: Ainending Certain provisions of RMO
irlo. 1'8-2020 Relative to Application to Participate in Virtual iearning,and Development
Programs were issued.

lrl addition, the Bureau has Initialed the establishment of its own elearning platform to be
used in conducting online trainings fcr all BIR employees. While in the transition phase, and to
intmeoiately provide the learning needs of employees particularly the new recruits, the BIR
curate'J content for training for online conduct and collaborated with the Department of Finance- l']hili;lpine Tax Academy (DOF-FTA) to make accessible our online courses through their
eL.earrring platform - iLEARN which commencecJ on August2OZO. A number of BIR 

"*f,loyu",also slarted to attend prA programs uslng the same pi-atform.

On March 9,2021, the Civil Servit;e Commission (CSC) issued Memorandum Circular (MC)
lilo' 3 s' 2021 re. General Guidelines cn Digital/r3nline Learning in the public Sector, as part oi
their initiative to promote digital tranr;formation in the bureaucracy, as an alternative mode of
iearning and development and to far;ilitate the smooth transition from face{o-face classroom
lrainin; to online learning as the new normal.

Pursuant to this, the following lSuidelines are hereby established for the digital/online
learnirrg in the BIR and the proceciu^es in the concluct of online courses in the pTA ILEARN
arrd HIR elearning platforms.
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II, OEJECTIVES

This Order shall:

ilt,

tv.

1' support the internal develop,ment of the elearning program by including elearningcourses in the BIR Learning ernd Development FranLno p-rovioini guiJetines for onlinelearning;

2' Encourage sharing of effective technology-enhanced teaching and learning practicesamong subject matter experts and resouirce persons;

3' ldentify' provide, expand, curate, and collaborate in the development of quality coursesand programs to meet the needs of e-tearneri 
-

4' specify the guidelines in re<;ognizing pa-rticipation of BIR officials and employees in
lJiffiU?il?i.t;creditins 

tra ni-ng r,o-rrl ioijioniin" rearnins anJ iJentirvi,jg dreoioie

s' 
3:lii#::the 

policies and procedures in the in the ptA iLEARN and BtR elearnins

6' 
|ffiXy:J|I:rmational 

resources and supporr services to BIR emptoyees enroled in

$COPE AND COVERAGE

,"rJi,l,"?'ffi:fli:fpj|::,:i,1'fi1$nrov"", resardress or appointment status (permanent,

DEFIhIITION OF TERMS

1' Blended Learning - refers to a combination of any of the following tearning modalities:synchronous' asynchronous, vittual, ano tace-iolfJce methoos 6r delivering trainingcourses' This approach is fle>lible and can 
"mirv 

roJress any learning objective.
2' BIR eLearning (BlReL) - is the BIR's very own digital-learning platform that offertraining courses - from oiientaiion and onboaioing prlgrams to advanced technicar andleadership courses - to its; elnyo,vees, 

- [-;;'il; courses are offered throughasynchronous rearning, syncrrronous rlarning, oioi"no"d rearning methods.
3' elearning - refers to a learner-centerer] asynchronous and synchronous approaches

YirTfiT;'5::ltffcess 
online multi-rnodar r"aming resources to rearn at their own

4' innovative Learning Education and Resource Network (|LEARN) - is an elearningsystem of the DoF-PTA that utilizes electronic t..nnoiogi"s to access courses outsideof a traditional cjassroom, arytime,'anywhere. lt is a self-paced platform that delivercourses completely online.

5' Microlearning Modules - refer to. asynchronous, bite-sized, stand-alone learning
;::r*l?ti[il.tfi:'", span not more thanien minutes'but comprehensivery address one

'.,rExI^t nrvrrfiE
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6. Webinars and other syncltronous learning approaches - refer to virtual, instructor-
led, same time learning. This means the course is availed by the participants at the
same time based on a specified schedule.

V. GI.,,IDELINES IN RECOGNIZING PARTICIPATION OF BIR EMPLOYEES, CREDITING
TRAIhJING HOURS AND IDENTIFYN.IG LEARNING PROVIDERS

The following shall be observed in recognizing participation to programs/courses, crediting
lraining hours and identifying learning; providers:

1. Webinars and other synchronous learnlng approaches

a. The training hours shall be measured based on actual duration of course as
implemented by the learning provider.

b. Training hours shall be evidenced by a training certificate issued by any of the
following learning providers:

i. BIR;
ii. CSC;
iii. CSC Accredited Learning and Development lnstitutions (ALDls); and
iv. Other learning institutions which may be government, corporations,

partnerships, associations including foreign/international institutions that are
recognized by an international certifying body or are universally recognized
as evidenced by a website, portal or digital platform that displays:. Professionally designed layout with trigh traffic;

. High quality programs and courses heavily patronized by members
and/or clierrts; and

o Association with highly credible and well-known personalities.

2. Asynchronous eLearning and Microlearning Modules

a. Training hours shall be measured based on actual duration of the module as
indicated in the Learning portal or platform.

b. Training hours shall be e'ridenced by the tracking system of the Learning portal or
Platform provided that it is operated by:

i. BlR, including in-house courses conducted thru the DOF-PTA |LEARN and
BIReL Platforms;

ii. CSC;
iii. CSC ALDts; and
iv. other learning institutions as defined above in V.1.b.iv.

3. Blended Learning

a. Training hours for blended learning shall be measured based on the duration
. specified in the course design which includes total learning hours for synchronous,

asynchronous learning and preparation of course requirements/outputs.

b. For purposes of determirring the number of hours that
outputs,.the following starrdard may be used:
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Outputs Duration
Simple Outputs such as insights, planned
applications of learning or those using
templates that arr: fill-in the lclanks

30 minutes

Outputs requiring analysis, synthesis or
integration of outputs from previous
modules

t hour

Outputs requiring additional information or
research 2 hours or more

c. Course designs with outputs in which number of hours are difficult to determine and
will not fall within the above category, may be submitted for determination, validation
and certification by Civil Service Institute.

d. The course design for Biended Learning must indicate:

i.

ii.

iii.

Sufficient and validated
modu les/methodoiog ies ;

Expected outputs; and

time allocation for the different

Valid and reliable level 2 learning evaluation.

Procedures in participation to the above-mentioned learning approaches offered by
iixternal learning providers shall follow the provisions of RMO Nos. 1 8-2020 and 5-2021.

Ex'iernal training acquired must be relevant to the position to be filled for purposes of
rneeting the training requirements ln the Qualification Standards as certified by the BIR
Personnel Development Committee tpDC) or the Regional pDC.

Online post-training evaluation :'orm for external trainings must be accomplished and
s;ubmitted since this is an indispensaole part of offering an effectual training course. Feedback
from participants can help TMD evatuate the effectiveness of external trainings and can aim
towards necessary improvement of engaging an external learning service provider.

Vl. POLICIES AND PROCEDURES FOlt ONLINE CO[,JRSES lN THE PTA iLEARN AND BIReL
PLA'I'FORMS

All online courses in the BIR Learning and Development Plan hosted by the pTA iLEARN
end BIReL shall be centralized arrd shall be managed and facilitated by the Tralning
Management Division (TMD) and rraining Delivery Division (TDD).

1. Curricular Gontrol and Course Developrnent

The course creators and content developers from the TMD shall have the right and
responsibility to develop competency-based curricula and to establish general
course content together urith identified subject matter experts (SMEs) for in-house
courses. All course creatr)rs have the responsibility to determine the instructional
design in ihe courses thal they are assigned within the given modality. They shall
ensure course module alignment with employee program needs and embrace a
framework known as 70:20:10 in which seventy percent (70%) of learning takes
place on the job, twenty percent (20%) through interaction and collaboration, and
ten percent (10%) through formal learning interventions such as classroom training
and digital curricula.
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2.

b. The course creators shall design and implement interventions that support informal
learning, including coaching and mentoring, on{he-job instruction, leadership
shadowing, action-based learning, on-demand access to digital learning, and other
learning sessions.

c. Develop customized job aids and learning tools to supporl application of learning to
the workplace.

d. All courses about BlR-related matters developed by BIR officers, other than TMD,
shall be submitted to TMD to be included in the annual BIR learning and
development plan and Ellfl course database.

e. Course offerings will be collaborated by the TMD Training Needs Analysis Section
Training Officer, course creators, course monitor and evaluator, and TDD
Administrative and Recorrls Section.

f. Online course creators at'e responsible for curating, reviewing and updating their
course content according to changes validated by the subject matter exper?s.

g Courses creators shall attend regular training for effective management of
asynchronous and synchronous course content.

ldentification of Participants and Setection of Subject Mafter Experts and
Tra iners/Resource Persons/Speakers

a. ldentification of Participants

i' For orientation, mandatory, and onboarding trainings. The TDD shall obtain
the list of newly hired employees from the employee database of personnel
Division/Administrative and Human Resource Management Division
(AHRMD). All new recruits must complete the BIR Orientation and
Onboarding Training Program with courses such as the personnel
Orientation Course, Information Security Awareness BSiefing, Briefing on
Data Privacy Act of 2012 and Basic Tax Administration Course within ninety
(90) days from tl^reir entry in the Bureau. New recruits are required to
complete the onboarding programs, pass the learning assessment, and
submit the post-evaluation questionnaire to receive theiitraining certificates
and before attending any other internal and external trainings

ii. For organizational, technical, and leadership trainings. Participants shall be
selected based or their training needs, competency gaps, performance
gaps, training paths, and special project/work assignments and with proper
recommendations from the head of offices or consultatlon with appropriate
line management.

iii. For other training programs. Employees who are due to retire within one (1)
year may not be erilowed to attend trainings, except for livelihood trainings
and pre-retiremen.: seminars.

b. selection of SMEs andl l'rainers/R,esource persons/speakers

i. SMEs are considered authorities on certain topic - not only educated on the
subject but has tht-. 6spr.iry to share their knowledge with other interested
parties. SMEs shall be chosen based on their level of expertise and work
function in the Bureau. SMEs must have the following quaiifications:



J-

r A holder of at least a Group Supervisor or its equivalent posilon, or
. At least three (3) years of work experience in the fields of taxation,

accounting, economics, public finance, public administration. or
. Experts in taxationltax administration, public finance. public

administration, or similar related fields: or
. Any combination of the preceding provided that the total years cf

experience adds up to three i3) years,

ii. Trainerslresource persons/speakers shall be identified by the TDD baseci
on their expeilise and field of interest in the Bureau. Preferably they shall
be taken from the Trainer's Pool and those who have undergone the BIR
Fresentation $kills Development Workshop or Training of Trainers.
Trainers/resource personslspeakers shall promote participant co!laboration
through means such as: case study analysis, discussion questions,
explainer videos and reflection guide questions, and virtual iearnins
aciivities.

Preparation of Revenue Special Order (R$Ol

a. The TDD shall prepare anc disseminate the RSO of participants, training personnel
and trainers/resource personslspeakers of the online training csnduct" To ensure
strict attendance, sending of RSO shall be via email/online bJsed on the following:

I Place of Ass RSO Recipients

Pafi icipants/Training Fersonnell
-__l

I

I

i

National Office
Trainers/Resource personslSpeakers

- Head of Office of the Parlicipanil
Training Personnelffrainers/ Resource
Fersons/Speakers

NUL,

Im
)y

--- -i
I

I

I

IrsioN

Parlic i pants/Trai ne rslResou rce
Persons/Speakers
Head of Office of the Participant/
Trainers/Resource Personslspeakers
Chief, AHRMD
Chief, HRIiIS
Chief, Admin Section (RDOi

RSo must be dissemrnated before actual conduct for regular courses and olrer
training conduct.

The "No DEFERMENT" p,olicy shall be stricily enforced in all online trainrngs.

i. The BIR recognizers that not all employees are prepared for the chailenges
and opportunities that learning in an online'environment can present.
Participants are €,ncouraged to use/access the platform,s Help besk or
Forum Facility for iechnical assistance in their sessions. Each participant inan online course. program or session shall be informed by the course
coordinator prior ta or on the first day of the training of available instructjonal
support, participant services, technology support for each course. Also, a

.briefing session shallbe done by TDD bliore'the start of each online eourse

Regional and District
0ffices

*L RKVB

b"



ii. Participants who have limited access to internet or connectivity are required
to coordinate with iheir respective head of office to ensure they will be able
to attend and conrplete the online trainings.

d. ln case of system inaccerssibility or other situations that may result in the suspension
of training, a memorartdum shall be issued by ACIR, Human Resource
Development Service (HFiDS), upon the recommendation of the Chiefs, TMD and
TDD. The memo shall contain details of the training suspension as well as
resumption/extension/nevr conduct dates of the online training. The training
extension/re-scheduling shall depend on the cause and duration of its suspension.

e. Course cancellation slrarll be coordinated by the course creator, eLearning
coordinator, and course monitor and evaluator. The course managers, ChieJ
TMDlChief TDD shall decide on cancellation of courses. Cancellation will be
executed by the elearning; coordinator. Possible causes of course cancellation are:

i. Acts of God such as earthquake, typhoon, etc.; andii. Technical inaccessibility.

4,' Greation of Access/Accou.rrrt, Course Creation, and Enroilment in 1LEARN and
BIReL Platforms

a. |LEARN

i. The TDD shall rJenerate a list including relevant information of the
participants, trainirrg personnel and trainers/resource persons/speakers per
online course for purposes of creation of their |LEARN access/account
and/or enrollment to the online course and submit the list to TMD for
coordination witir the DOF-pTA.

ii' The TDD shall ersure that new |LEARN users have accomplished the
Acceptable Use Prlicy (AUP) Acknowledgment Form prior to submission of
list to TMD

iii. The TMD training officer shall prepare an official communication signed by
the Commissionet'of lnternarl Revenue (ClR) addressed to the OOf-pfn
together with the list of participants, training personnel and trainers/resource
persons/speakers for the creation of iLEARN access and/or enrollment to
BIR Courses and ,rTA programs.

iv' The PTA training officer shall create the iLEARN access/account based on
the official list sutrmitted by the BlR. They shall also be in-charge of the
enrollment of participants and BIR training personnel for PTA programs.

v. The TMD persorrnel designated as iLEARN course creator by the DOF-PTA
shall create the iSlR course in the |LEARN platform and shaliset the course
schedule based cn the training calendar/RSO. They shall also enroll the
participants /training persorrnel/trainers/resource persons/speakers once
th€y have an existing iLEARhl access/account.

The iLEARN course creator shall send the list of enrolled participants vla
email to the assir3ned course coordinator at least 24

vi.

c.onduct.
the actual



b. BIReL

i.

ii.

The TDD shall generate a list including relevant information of the
participants, trainirrg personnel and trainers/resource persons/speakers per
online course.

New BIReL user$ must accomplish and submit the required form/s for
creation of access/account based on the following:

Type of BIReL User RequiremenUs Where to Submit
Participants AUP Acknowledgement

Form
TDD

Training Personrel and
Trainers/ Resource
Persons/Speakerrs

BIR Form 0044 and
AUP Acknowledgement
Form

Security
Management

Division (SMD)

iii. The TDD andior SMD
access/account of the
persons/speakers.

personnel in-charge shall create the BIReL
participants/training person nelitrainers/resource

iv. The designated BIReL course creator shall create the online course in the
BIReL platform arld shall set the course schedule based on the training
calendar/RSO. The assigned TDD training officer shall enroll th;
participants/ training personnel/ trainers/ resource persons/ speakers
provided they havr: an existing BIReL access/account.

v. Upon account creation of BIReL accounUaccess and course enrollment,
participants shall tre referred to the course coordinator. Participants without
previous e-learninS experience will be scheduled for mandatory e-learning
environment orienlation.

5. Course Delivery

a. The Course Managers shall:

i. oversee the admi,istration of all digital/online courses.

ii. Prepare an official communication signed by the CIR addressed to the DOF-
PTA on the subnrission of Learning Evaluation Reports (LERs) of BIR
Courses conducied thru |LEARN platform.

iii' Coordinate |LEARN (TMD)/BIReL [DD) functions and escalate system
related concerns to prA and BrR site administrators.

iv. Facilitatethebriefing/de-briefingsessions.

b. Course Cieators shall:

Design, curate, and develop online course and upload validated I

materials intheeLearning pratform. ffi
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V.

Enroll participantr;, training personnel, and trainers/resource persons/
speakers, and assign their roles in the online course in the prA |LEARN
platform.

Address issues arrd concerns encountered with respect to the system by
the participants particularly giving additional attempt to modular
assessments/testsr.

AdjusUediUrevise the online course as needed.

Attend the briefing/de-briefing sessions scheduled by course coordinator.

c. Participants shall:

i' Submit their e-mail accounts and other personal information to the assigned
TDD training offic;er. The e-mail database shall be used as the main
communication tool for BIR Online Learning. All online participants are
expected to check their e-mail accounts on a regular basis to avoid missing
important information sent out by the course coordinator.

ii. Ensure access to a home or office computer (desktop or laptop), tablet and
mobile phone with an lnternet Service Provider (lSP), a web biowser, an e-
mail account, Microsoft office software (including word, Excel, and
PowerPoint) and Portable Document Format (PDF) Reader. When internet
availability and cornection issues arise, it is the participant's responsibility
to resolve the prohlem, and inform the concerns to the course coordinator
in-charge.

iii' Receive a system email indicating their username and temporary password
(for new iLEARN/I3lReL users). Upon their first login, they are required to
change their temprorary password. The email addiess used to create the
iLEARN/BlReL a()cess as well as the username provided shall be
permanent and siiall be used every time they attend an online training
course. They shall coordinate with their assigned course coordinator for any
concerns in their il_EARN/BlReL access/account.

iv. complete the course requirements within the provided schedule.

v. Download the uploaded learning materials.

vi. Take the exam orr the scheduled date and time. Only after each learning
assessment, shall participants be able to see their individual scores. Thia
will minimize the cltances of leakage for future conducts. Training team shall
ensure that the questionnaires being provided are accurate as given by the
SMEs/resoUt c€ p€,rsoos.

vii. Complete their own tegts/exams given online. Any participant found to have
used any kind of identification fraud in an online course where they are not
the one doing the required work and sign-up for courses will be given a
grade of "Failed" and automatically subjected to disciplinary action.

viii. Retake the whole course, upon receipt of memorandum from TDD, if they
did not obtain the required over-all passing grade of seventy-five percent
(75o/o) aqd above.



d. Course Coordinators shall:

i. Ensure that all participants, training personnel and trainers/resource
persons/speakers are enrolled in the course.

ii. Setup an online training room (if necessary and if there is an available
room/office spac6) and devices) for participants and trainers/resource
persons/speakers assigned at the National Office who do not have internet
connectivity to access the elearning platform. The venue must stricly
comply with the minimum public health standards and the existing
government guidelines regarding health and safety protocols.

iii. Provide program syllabus outlining schedule of topics and assigned training
person nel/resou rc e persons/speakers.

iv. Send online trairring instructions, reminders, and announcements to
participants and trainers/resource persons/speakers thru email.

v. Request and coasolidate additional examination questionnaires from
trainers/resource persons/speakers.

vi. Conduct online training orientation or briefing to discuss learning objectives,
course flow, schedule, establish training expectations, housJ ruLs, and
exam protocols (acplicable for live/virtual sessions).

vii. Report issues ancl concerns raised during the online training thru course
managers and/or -lMD/TDD personnel in-charge for appropriaite action.

viii. Monitor the courser completion/progress of the participants.

ix. Administer exarninations.

x. Prepare list of gr_arJuates or passers/summary of completion and grades for
the issuance of cerrtificate of compretioniAchievement.

xi' Prepare list of top 10 (indicating ranking) forthe issuance of Certificate of
Recog n ition/Ach ievement for serected tJchnicar courses.

xii. Consolidate Certificate of Completion/Achievement of participants.

Prepare and submit to SMD List of Graduates for inclusion in active directory
and granting of special access for lcr/lcr Related rrainings.

Prepare and submit summary of attendees and completion report for
encoding in the learning and development database wiitrin five 1b) days
upon course comtrletion.

Schedule briefinglde-briefing sessions with members of the training team
and trainers/resource persons.

xiii.

xiv.

XV.
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, Course MonitorslEvaluators shall:

i. Develop and use the monitoring and evaruation pran for trackrng and
assessing the implementaiion and results of the short{erm and mediurn,
term learning and development plan.

ii' Develop tools in collaboration with managers/supervis*rs to asse$s
workplace learnin3 application and individuai perfor"mance rmprovemenl
and recommends' appropriate interventions (e g iearning applicatian
templates, etc.) arrd approaches (knowredge exchange and conversatrons.
peer coaching, et<:.) to support rearning applicati*n and its monitoring anci
evaluation in the rarorkplace

iii. collaborate with sMEs/trainers/resource persons/speakers in thepreparation of flre online ass*ssment tools (i.e. pre_test. nrodular
assessment, post_iest, etc.) lo evaluate learning online.

iv. Prepare Learning Evaluation eueslionnaires (LEes) for the course and
resource persons/trainers in the elearning platform.

v" Monitor the courser compretionrprogress of the parlicipants.

vi. Make a note of issues and soncerns raised by the participants during rheconduct of onri,e cour$e for possibre ioir.t**nuimprov*ment ofcourse/modules.

vii' Request examirration questionnaires lrom SMEs/trainer$/resource
persons/spea[!1s1. subject for review and varidation of the proru,,
owner/ACtR HRDli.

viii. Prepare the list of participants for course retake.

ix' Prepare LER after course deiivery and submit to AC|R HRD$.

x. Maintains learnrng and .deveiopment information managem.nt systemparticurarry learning and deveropment evaiuation results.

xi Attend the briefing/de-briefing sessions schedured by the coursecoordinator.

Al'IRMD shail:

i. collaborate with rDD regarding training of regionar participants"

Submit relevani dccuments/reports as needed.

setup an online training room iif necessary and if there is an avaiiabieroornloflice space and devices) for partiiipants ana trainers/resourcepersonslspeakers ass.tgned at the Regional and District offices who do not
!9v,9 

inJgrlet conrectivity to accessit 
" "-t.rrning 

piatiorm.- Tt u ,,*,ru*
:.y:: ^t:ri:!y 

compty will tne minimum pubtic neZtin ila,,Ja.os and ttt*exts{r}g government guiderines regarding heatth and saf*ty prolocors.

il

lil

lrlm
ln
l^IV
lT,,
l-!
ltl;,
l<l
iulrt-L
C]

6n
]eF



6.

g. Trainers/Resource Pers,ons/Speakers shalt:

i. Coordinate with Tlt/D regarding the presentation materials they need in their
session.

ii. Develop and submit (to TMD) learning assessment questions to be used in
pre-test, modular iissessment and post-test.

iii. Deliver virtual/live session on the assigned topicimodule and schedule.

iv. Provide feedback to course coordinator on any issues and concerns
observed during the conduct of online course.

v. Attend the briefing/de-briefing sessions scheduled by the course
coordinator.

Assessment and Hands-on Activities

- Courses and programs should be held to the same standard regardless of the mode
of instruction. Assessment of online and blended courses shouldbe , rugrlir part of
the Bureau's assessment pla,r. Assessment should be focused on particip-ant learning
outcomes. The passing rate for all BIR in-house developed courses isTSo/o.This means
that the participant has to get at least 7s% to pass the test.

a. Assessment of participant's Learning

Each training progranl is designed with online assessment tools such as pre-
test, modular as-sessment and post-tests. Type of questions are limited to multiple
choice, true or false and. rnatching type to ivoid manual checking in the system.
Participants were only gi'ren one atiernpt to take each test. For orientation and
onboarding courses, posttest will be open on the last day of tne training with agiven scheduled time. Pa licipants are allowed to take the post-test within the givenperiod of time. For other training courses, instructions on when to take the post-
tesUexam will be providecl by the coordinators.

b. Security for Online Exarnination

- 
Enrolled participants are only allowed to take their examinations through

|LEARN and BIReL training platform. Participants' online activities are monitored
through their logins. Pre'rentive actions will be taken when there are identified
suspicious activities.

c. Online Examination protocols

Participants shall comply with the foliowing general rules and guidelines during
online examinations:

i. Examination will bggin and end on time;

Prior to the set examination schedule, examinees should access and log
in to their iLEARN/B|ReL account;

TMD and rDD shall administer and monitor the conduct of examination;

Exaqinees shrrllfinish the examination within allotted time;

ii

iti.

iv.
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Examinees must choose a good and quiet spot while taking the
examination;

opening of web page/tabs from any browser other than |LEARN/B|ReL
is not allowed;

Examinees should have a stable internet connection for the duration of
the examination. Any internet connection issues or technical error
encountered should be reported immediately to the coordinator.
Examinee who fails to take the examination as scheduled due to
technical or connectivity issues shall provide justification. Request for
reschedule of examination will not be approved unless checked and
verified by assigned coordinator and monitor.

coordinator shall set a communication platform for questions/
clarifications regarding examination contents (through email or the
platform's Help Desk)

Additional protocols for examinations being administered through a video
conferencing platform (e.g., Zoom and Microsoft Teams):

i. Examinees shall use two devices i.e. desktop computer or laptop as
main device for typing in their answers and mobile phone/ tablei oi 

"nydevice with carnera for monitoring of computer screen.

ii. Examinees oltl rot allowed to use other devices during examination
session excep: for those identified and permitted by the p-roctor.

iii. Reading materials and other notes on desk are not allowed.

iv' Examinees should remain seated. Restroom breaks are not allowed
during the exa,nination.

v. Examlnees vrrith special needs should notify the coordinators before the
examination.

vi. Examinees must turn on their video and audio for the whole duration.

vii. Coordinator shallgreaJe and assign breakout rooms for close monitoring
of examinees and their computer screen.
Note: (Breakout rooms may allow course coordinators to split Zoom
meeting in up to 50 separate sessions, if needed. The meeting host can
choose to split the participants of the meeting into thesJ separate
sessions automatically or manually for purposel of conducting focus
group discussions or examinations.)

Examinees shall wait for the proctor's signal before they begin.

Examinees sh;rll not be disturbed while the examination is going on.

scre91 sharing to another computer and screenshots are stricfly
prohibited.
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xi. Once finished with the examination, examinees shall inform their
proctors before leaving the video meeting.

xii. Examinations will be recorded to ensure quality and integrity of the
online examination.

d. Hands-on Activities for ilCT/lCT Related Trainings

i. Training environraent provided by the concerned offices under the
lnformation Systerns Group shall be used for hands-on activities,

ii. Coordinator shall create and assign breakout rooms for close monitoring of
hands-on exercises.

iii. Job Aid shall be used as guide during hands-on activities.

iv. Participants shall use two devices i.e., desktop computer or laptop as main
device for typing in their answers and mobile phone/ tablet or any device
with camera for monitoring of computer screen.

v. Participants must keep their video cameras on as well as their audio during
hands-on activities.

Evaluation of course, Tralner/Resource person/speaker and services

a. Participants in online courses will have the opportunity to evaluate the course
including the system and the resource persons/speakers. The electronic evaluation
is available through iLEAtiN and BIReL platforms.

b' Trainer/resource person/speaker evaluation will be available at the end of each
module while course evaluation will be open one hour before the post-test. Also,
course evaluation will he available once the participant completes all the
requirements needed before taking the posttest.

c' Course coordinators must advise participants of the importance of these
evaluations and encourage them to complete the posted evaluation document.

d' The Monitoring and Evaluation Section of TMD will provide a compilation of the
results of the evaluation for each online course to the'ptn ano BIR.

e' A follow-through learning and development interventions (such as impact
evaluation) shall be done three to six (3-6) months or one (1) year after the course
delivery to support workplace application of learning.

Course Retake

a' Participants who did not complete the course or did not obtain an over-all passing
grade of seventy-five percent and above (>75o/o) shall retake the whole course.

b' The TDD shall prepare a :llemorandum signed by DCIR RMG to notify the head ofoffice of the concerned participant.

c' Re{akers shall only be al.owed a maximum of three (3) attempts to take the samecourse. ti tney have reached the limit and still did noi comptete/pass the course, itshall be reflecled on their individual performance rating. Their immediate
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supervisors are responsible to coach them and provide them with the support they
need to complete the course and pass the exams. After the coaching period, their
immediate supervisor shall issue an indorsement letter addressed to the ACIR-
HRDS allowing the participant to take another attempt to complete and pass the
same course.

d. Participants who did not access the course shall be issued a memorandum
requiring them to explain the reason for their action. Such memorandum shall be
signed by DCIR-RMG, copy furnlshed the respective head of office. lf the reason is
acceptable, the participant shall be allowed to retake the course, othenrrrise he/she
shall be reported to the lnternal lnvestigation Division (llD)/Regional lnvestigation
Division (RlD) for appropriate disciplinary action.

9. Deletion of iLEARN AccessjAccount

a' Once an employee provitied with iLEARN access/account is separated from the
BlR, the employee shall fill-out a ryquest form for deletion (available at the TMD)
prior to obtaining clearance from TMD.

b. The TMD Training Officer shall consolidate all requests and prepare an official
communication signed by the CIR to the DOF-PTA for deletion of separated BIR
employees' iLEARN access/account.

c. The TMD Training Officer shall update the digital/online employee database.

10. Update and Deletion of BIReL Access/ Account

a. Once an employee provided with BIReL access/account needs to update/change
the personal Information or is separated from the BtR, the employee shall
accomplish the following:

Type of BIReL User Requirement for
Update and Deletion

Where to Submit

Participants Request form (available
at TDD)

TDD

lratning Personnel and
Trainers/Resource
Persons/Speakers

BIR Form 0044 SMD

b' The TDD and/or SMD personnel in-charge shall receive all request for update or
deletion of BrReL access/account for appiopriate action.

c' The TDD, thru the ACIR llRDS,-shall submit a report to SMD on the updates and
deletions made every 1Oth day of the following month.

1 {' ManagemenUMaintenance/lJpdate of Learning and Development Database

^ .Ihu mafagement/maintenahce/updating of the Learning and Development
Database shall be the responsibility of TDD. 

-lt 
shall:

a' Ensure that all learningl activities attended/conducted by officials and employees
of the BIR are recorded in the

?
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b' Include 
.in the Learning and Development Database all iearning actlvrties

atiended/conducted outslde the tslR as evidenced by official attendancel
certificate

c. Ensure that the Learning and Development Database is updated regularly

d. lssue consolidated Certificate of Trainings attended upon request of the
employee/resou rce person.

UI. $EEPH"qLING CLAUSE

All other issuances andlor portions thereof inconsistent herewith are hereby repealed.ariended or nrodified accordingly.

VIII. EFFECTIVITY

Thrs Order takes effect irnmediately

,4E*4a.^h+*\
CAESAR R. DULAY Y

Commissioner of lnternal Revenue
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