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Republic of the Philippines

NATIONAL ELECTRIFICATION ADMINISTRATION
Quezon City

TRAINING NEEDS ASSESSMENT (TNA) FORM

e MAG-Supervisory & Assessment Office

e IDD-Training & Development Services Division



Training Needs Assessment Form Survey Questionnaire

A comprehensive Training and Educational Plan for Year 2005-2007 for all electric cooperatives is being prepared. The first
step in developing the plan is to assess the training needs of employees. Please complete the following training needs assessment
survey to enable us to design the training plan that would meet the employee’s needs.

There are seven (7) areas of training being assessed, namely:

Management Development (MD)
Quality and Practices (QP)
Corporate Culture (CC)
Technical Processes (TC)
Occupational Safety (OS)
Customer Relations (CRP)
Academic Program (AP)

NNk W=

Rate each item as listed in the Questionnaire on the scale of 1 to 5. The first column of ratings is about how urgent/important you
think this particular area for the electric cooperative. The second column asks about the degree at which you feel or observe how
your employees have already acquired the necessary knowledge/skills in relation to the given area.

By doing such rating, the Training Needs Assessment (TNA) method would be able to determine the Measure of Training Needs
(MTN) by multiplying the needs urgency level. This process will be done by NEA Training Staff. Accomplished TNA Form will
be brought back to the Training officer who will administer the assessment. In case that TNA forms might be accomplished at
later time, they may be sent through mail addressed to National Electrification Administration, MAG-Supervisory & Assessment
Office, 4t Floor, NEA Bldg. NIA Road, Gov’t. Center, Diliman, Quezon City.

Needs Urgency Level (Skill Level) Ability Level (Proficiency Level)
Not needed at all 1 Poor 5
Rarely needed 2 Not so good 4
Needed from time to time 3 Average 3
Needed most of the time 4 Good 2
Needed all the time 5 Very good 1



(N (M
o/ -/
Area for Training & Needs
Development Urgency Ler Ablll@evel Employees Position Title

N /AR

1.Improvement Safety ¢/ 5 [\
11213 5 4 | 31| 2|1 ]|Engr. Juandela Cruz Staff Engineer
2. Economics for Engineers & 5 3
Engr. Peter de .

System Planners 11234 514 211 Guzman Head, Metering
3. Reliability as a Competitive 4 4
Advantage in Electric Cooperative 1123 515 3 | 2| 1| Engr. Arman Montero | Staff Engineer
Distribution System
Submitted by: Noted by: Recommended by:
Division Manager Department Manager General Manager Electric Cooperative
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Republic of the Philippines

NATIONAL ELECTRIFICATION ADMINISTRATION

Quezon city

Training Needs Assessment Form

Area for Training & Needs Urgency
D evel Opm ent Ability Level Employees Position Title
A. Management Development (MD)

1. Corporate Governance — An orientaton inall | 1 | 2 |3 |4 |5|5 |4 |3 ]2]1

aspects of corporate directorship, including | 1 [ 2 | 3|4 |55 43| 2]1

corporate ethics, corporate culture and issues, [ 1 [ 2 (3 4 |55 |2 |32 1

transparency and accountability of Board and ke

officiapls ofthye organization. ! Mlefalals]s elala]
1123 [4|5]5[4[3|2]1
1123 [4|5]5[4[3|2]1
1123 ][4|5]5[4[3|2]1
1123 ][4|5]5[4[3|2]1
1123 [4|5]5[4[3|2]1
1123 ][4|5]5[4[3|2]1

2. Strategic Planning Skills - Skills training for | 1 |2 | 3|4 |55 |4 |3 ]|2]1

managers and key officers needed in market | 1 [ 2 | 3| a |55 43|21

positioning as demanded by the industry, i.e. [y 5 34511514321

X\Lljlztsol\n/i,er:ther players and competitors and 1213 alslslal3l2]1
1123 [4|5]5[4[3|2]1
1123 [4|5]5[4[3|2]1
1123 [4|5]5[4[3|2]1
1123 [4|5]5[4[3|2]1
1123 ][4|5]5[4[3|2]1
1123 [4|5]5[4[3|2]1




Training Needs Assessment Form

Area for Training & Development Needs Urgency

A. Management Development (MD) Level Ability Level Employees Position Title

w

3. Basic Supervision - An introduction to

supervision with emphasis on supervisory functions.

The course is designed for frontline

supervisors/personnel being prepared for higher

positions.

4. Project Management — Personnel involved or

engaged in multifaceted activities directed towards a

specific result or completion; managing the activity

as “project” would require needed skills, knowledge,

tools and techniques vis-a-vis the whole process,

the current situation and the goal in mind.
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Training Needs Assessment Form

Area for Training & Development Needs Urgency

A. Management Development (MD) Level Ability Level Employees Position Title

5. Human Relations Skills — people skills required

w

in interacting or transacting with varied individuals in

an organization, a team or customers.

Alalalalalalalal—al—~
Alalalalalalalal—a—~

6. Policy Making — New members of the EC Boards

may not have a through knowledge of the operations

of the cooperative. Policy-making is their first duty

considering that they will set the direction of the
Cooperative.
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Training Needs Assessment Form

Area for Training & Development Needs Urgency

B. Quality, Business Practices Training (QP) Level Ability Level Employees Position Title

1. Business Planning - Preparing a business plan

of the EC, as required by the Energy Regulatory

Commission. The EC key officials will be introduced

or exposed to the essential of the techniques in
preparing a business planning within a theoretical

framework and go through workshops with the aim

of producing Business Plan as required by

ERC/NEA.

Alalalalalalalal—al—~
Alalalalalalalal—a—~

2. Utility Performance - the technical managers

should be trained on the latest available

technologies to attain and maintain in quality service

where measures are power reliability and efficiency.
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Training Needs Assessment Form

Area for Training & Development Needs Urgency

B. Quality, Business Practices Training (QP) Level Ability Level Employees Position Title

w

3. Total Quality Management — A management

concept of continuous improvement, which tackles

the basic ideas of quality establishing quality policy,

processes and practices in meeting customer’s
satisfaction.

4. Business Process Re-engineering — For the

ECs, it is no longer business-as-usual in the face of

the deregulated electric power industry. Competition

by other providers and suppliers and market choice

by empowered customers would make a radical re-
structuring of the electric cooperatives business

processes.

5. ISO - Certification Preparation — For ECs

desiring to be certified [1SO-9000, the whole

organization has to undergo process documentation

prior to 1ISO-9000 audit.
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Training Needs Assessment Form

Area for Training & Development Needs Urgency

C. Corporate Culture (CC) Level Ability Level Employees Position Title

w

1. Teambuilding -Designed to revitalize to create

on the organization interactive work team needed. It

features several challenging but non-physical team

exercises that will increase teamness and mutual

accountability. This area of training is a strategy of
service providers like ECs, which are now relying on

effective teamwork, which creates Synergistic effect,

in greater achievement than those of individual

members.

2. Values Enhancement - Organizations have their

own-shared values. These are the infrastructure of

their work life. Organizational efficiency and other

healthy and dynamics relationship are attributed to

devaluation of shared values. Enhancement through
training interventions may result in organizational

efficiency and effective personnel.
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Training Needs Assessment Form

Areaor? ee|1t Neediel\j/:agllency Ability Level Employees Position Title
3. Developing Corporate Culture- the ECisa| 1|2 |3 |4 |5]5|4]|3|2]1
community of workers. It creates aculture ofitsown. | 1 | 2 | 3|4 |55 43|21
Creating a positive culture is a conscious effort. It T 5 3[4 (551413 2| 1
can be developed through organization development 1213 als 5141321
(OD).
11234554321
1123 [4|5]|5[4|3]2]1
11234554321
11234554321
1123 [4|5]|5[4|3]2]1
11234554321
D. Technical Process & Procedures (TP)
1. Power Engineering- a series of seminarsthatwill | 1 | 2 | 3 |4 | 5] 5|4 |3 | 2|1
help the technical staff of the ECs develop the 11213 lals5|5]al3]2]1
Distribution Development Plan as require by the 1121314551413 2]1
ERC/DOE and NEA. The completion of the series of
seminars will entitle the participants a certification of 1]2]3/4)5)5]4]3]2)1
Proficiency and/or academic degree. 1[2]3]4]5]5]4]38]2|1
1123 [4|5]|5[4|3]2]1
1123 [4|5]|5[4|3]2]1
11234554321
1123 [4|5]|5[4|3]2]1
11234554321




Training Needs Assessment Form

Area for Training & Development Needs Urgency

D. Technical Process & Procedures (TP) Level Ability Level Employees Position Title

w

2. Reliability of Distribution  System-

Competitiveness will determine the market position

of the ECs as distribution profit centers. EDUs are

forcing on power reliability in both the wholesale and
retail markets. Customers’ expectations continue to

rise. Thus, a comprehensive course is needed to
explore the service reliability of ECs.

3. Power System Analysis- a study on network

reduction and symmetrical faults; and the methods

used in the steady-state analysis of power systems

alternating current network.

aAalalalalalalalalalalalalalalalalalala]—~
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Training Needs Assessment Form

Area for Training & Development Needs Urgency

D. Technical Process & Procedures (TP) Level Ability Level Employees Position Title

4. System Loss Reduction- Series of Seminars &

w

workshops with the and in view of developing a

single digit system loss as a component of

Distribution Development Plan and to upgrade the
engineers / technical staff by earning a certificate of

proficiency in power engineering.

Alalalalalalalal—al—~
Alalalalalalalal—a—~

5. Substation Testing & Maintenance
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Needs Assessment Form

ining

Tra

Position Title

Employees

Ability Level

Needs Urgency
Level

Area for Training & Development
D. Technical Process & Procedures (TP)

6. Meter Reading, Billing & Collection

7. Utility Accounting




Training Needs Assessment Form

Area for Training & Development Needs Urgency

D. Technical Process & Procedures (TP) Level Ability Level Employees Position Title

8. Revenue Metering- Metering procedure that

w

complies with the regulation set by the Energy

Regulatory Commission. All market participants will

require revenue quality meters with prescribed
metering systems accuracy.

Alalalalalalalal—al—~
Alalalalalalalal—a—~

9. Hot-line Operations & Maintenance

Procedures- The participants will be oriented on

various hotline techniques and the tools to be used

in hotline maintenance.
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Training Needs Assessment Form

Area for Training & Development Needs Urgency

D. Technical Process & Procedures (TP) Level Ability Level Employees Position Title

w

10. Power System Analysis:

a) Learning course in which the participants will

analyzing basic concepts of network reduction,

per unit calculaton and symmetrical fault

studies;
b) Analyzing per unit notations, one line diagrams

and concepts of the analyzer board; and

c) Analyzing the various methods used in the

steady-state analysis of power systems

alternating current network.

Alalalalalalalal—al—~
Alalalalalalalal—a—~

11 Preventive Maintenance - a two-layered course on

switchgear and transformer in order for the participants to:

SWITCHGEAR

1. Identify the various types of switchgear. 2. Select appropriate power

circuit breakers and other disconnecting means.3. Conduct preventive
maintenance of switchgear. 4. Evaluate test results based on

acceptance criteria, and make appropriate repair and replacement
recommendations.

TRANSFORMER
1. Conduct preventive maintenance on power transformers 2. Conduct

and test power transformers. 3. Interpret test results made on power

transformers.
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Training Needs Assessment Form

Area for Training & Development Needs Urgenc - o
D. Technical Proces & Procedues (TP) Leve‘? ! Ability Level Employees Position Title
12. Procurement-purchasing, Contract 11234 |5]|5(4|3]2]1
Negotiation 112]3]als|s5]al3]2]1
1123 [4|5]5[4[3|2]1
11234 |5]|5|4[3]2]1
1123 [4|5]5[4[3|2]1
1123 [4|5]5[4[3|2]1
11234 |5]|5|4[3]2]1
1123 [4|5]5[4[3|2]1
1123|4554 [3]2]1
1123 [4|5]5[4[3|2]1
13. Internal Control System 112345543 |2]1
1123 [4|5]5[4[3|2]1
11234 |5]|5|4[3]2]1
11234 |5]|5|4[3]2]1
1123 [4|5]5[4[3|2]1
11234 |5]|5|4[3]2]1
1123 [4|5]5[4[3|2]1
1 1234|554 [3]2]1
112 34|55 [4[3|2]1
1123 [4|5]5[4[3|2]1




Training Needs Assessment Form

Area for Training & Development Needs Urgency

D. Technical Process & Procedures (TP) Level Ability Level Employees Position Title

w

14 Technician Development Program- a two-layered

course for technicians involved in the operations of electrical

and the skills required in the operations of equipment and
instruments in:

1. Electrical / electronic equipment. 2. Evaluate the performance
of batteries, transformers, electrical measuring instruments, AC

& DC equipment controls, single-phase and three-phase motors.

3. Trouble shoot electrical / electronic equipment, devices and
instruments

[EEQ RN BN N RN U RN BN N
I QUG JEG U BTN SN G NG Y

Load Dispatching / Communication & Control / Substation /

Power System Protection / Electrical Testing & Inspection /
System Evaluation / Metering

—_
—_
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Training Needs Assessment Form

Area for Trainin Developmen Needs Urgenc - . .
E. Ocption Safe Cmpnc (C) Leve% Y Ability Level Employees Position Title

1. Industrial Safety- a learning course inwhichthe | 1 | 2 [ 3 (4 [ 5|5 4 [3 |2 |1
participants: 1234|5543 ]2]1
1. Discuss the general safety rules Llzlsjalo}olalslelt
2. Describe the methods of inspecting and 1]2]3/4)5)5]4]3]2)1
maintaining tools. 1]2]3]4]5)5[4]3]2]1

3. Demonstrate pole top rescue proceduresand | ' | 2 |3 |4 |55 ] 4|3 ]2
pole hauling and storage. 11234554321

4. Explain the basic elements of safety while 11234 |5]|5[4]|3]2]1
working as part of an electrical lineworkgroup. | 1 [ 2 [ 3[4 [55 43|21
11234554321

2. Demand-side Management 11234 |5|5|4[3]2]1
11234554321

11234 |5]|5[4|3]2]1

11234 |5]|5[4|3]2]1

112345543 2]1

11234 |5]|5[4|3]2]1

11234554321

1123 [4|5]|5[4|3]2]1

112345543 |2]1

11234554321




Needs Assessment Form

ining

Tra

Position Title

Employees

Ability Level

Needs Urgency
Level

Area for Training & Development
F. Customer Relations Program (CRP)

1. Customer Relations

2. Power Marketing




Needs Assessment Form

ining

Tra

Position Title

Employees

Ability Level

Needs Urgency
Level

Area for Training & Development
F. Customer Relations Program (CRP)

3. Customer Education

4. Corporate Imaging




Training Needs Assessment Form

Area for Training & Development Needs Urgenc - o
Levegl’ y Ability Level Employees Position Title
5. Legal Education on Regulator’s Requirement 11234 |5|5|4[3]2]1
& Compliance 1l2]3]als|s]als]2]1
1123 [4|5]|5[4|3]2]1
11234554321
1123 [4|5]|5[4|3]2]1
1123 [4|5]|5[4|3]2]1
11234554321
11234 |5]|5[4|3]2]1
11234554321
11234 |5]|5[4|3]2]1
1. Leadership & Management (Diploma Course) 112345543 |2]1
11234554321
11234 |5]|5[4|3]2]1
11234554321
11234554321
11234 |5]|5[4|3]2]1
11234554321
1123 [4|5]|5[4|3]2]1
11234554321
1123 [4|5]|5[4|3]2]1




Training Needs Assessment Form

D‘f' Needf eL",LQI’emy Ability Level Employees Position Title

2. Master in Business Administration 1123 |4|5]5[4]3|2]1
(Degree Program) 1l2]3]als|s]als]2]1
112345543 ]|2]1

112345543 |2]1

112345543 ]|2]1

112345543 ]|2]1

112345543 |2]1

112345543 ]|2]1

112345543 |2]1

112345543 ]|2]1

3. Master in Utility Management (Degree 1123455 [4]|3]2]1
Program) 1l23lals|s5]a]3]2]1
112345543 ]|2]1

112345543 |2]1

112345543 ]|2]1

112345543 ]|2]1

112345543 ]|2]1

112345543 ]|2]1

112345543 ]|2]1

112345543 ]|2]1




Training Needs Assessment Form

Area for Training & Development Needs Urgenc - e
G. Academic Gra date Progras (AP) Levegll y Ability Level Employees Position Title
4, Master in Energy Management 11234 |5]5[4]|3]2]|1
112 3|4 |5]5|4(|3]2]1
1123|455 |43 |2]1
112 3|4 |5]5|4|3|2]1
112 (3|4 (55|43 |2]1
112 (3|4 (55|43 |2]1
1123 |4 |5]5|4(|3]2]1
112 (3|4 (55|43 |2]1
112 3|4 |5]5|4|3]|2]1
112 (3|4 (55|43 |2]1
5. Master in Technology Management 11234 |5|5|4[3|2]1
112 (3|4 (55|43 |2]1
112 3|4 |5]5|4(|3]2]1
112 3|4 |5]5|4(|3]2]1
112 (3|4 (55|43 |2]1
112 3|4 |5]5|4(|3]2]1
1123|455 |43 |2]1
112 3|4 |5]5|4(|3]2]1
112 (3|4 (55|43 |2]1
1123|455 |43 |2]1
Submitted by: Noted by: Recommended by:
Division Manager Department Manager General Manager

Date Submitted: Electric Cooperative:




