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Introduction and Objectives 

The Human Resource Development (HRD) Plan 2014-2016 for the Provincial 

Government of Lanao del Norte (PGLDN) serves as an inspiration for the crafting of 

this Facilitator’s Guidebook.   This guidebook documents processes or How To’s 

which the human resource (HR) focal persons of PGLDN spearheaded by the 

Provincial Human Resource Management and Development (PHRMDO) went 

through to produce the HRD Plan for the first time in the life of the provincial 

government.   

 

 

 

Objectives of the Guidebook 

To provide a clear ‘How to’  in replicating the change process from the HR Vision 

formulation to competency-based learning and development needs assessment and 

analysis processes, when new or emerging development goals and thrusts occur in 

the province of Lanao del Norte affecting  present competencies of the PGLDN’s 

employees.  It will also be helpful and facilitative when new members to the core and 

expanded teams are brought in or when current or new members may be remiss with 

some of the steps.  

It is also the intention of the guidebook to remind the users to ensure the provision of 

a gender free and equal playing field for the participation and development of both 

male and female employees in the various processes.   

 

 

Expected Output of the Guidebook 

A medium term (3-year) HRD Plan 

The PGLDN’s HRD Plan has to evolve and meet changes in the internal and external 

environments of the province. The legacy left by the HRD Planning Project, which is 

the enhanced capabilities of the core and expanded team, shall be steered by this 

guidebook to be able to address new and emerging development challenges.  
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How to Use this Guidebook  

There are three (3) types of activities described here:  training, validation workshop, 

and a step-by-step process of preparing the various parts of the HRD Plan.  The first 

two (2) activities are the anchors of the Plan while the third main activity is the 

substance of said Plan. The latter is the competency identification and needs 

assessment (CINA).  It also describes the competency-based learning and 

development interventions or initiative determination, the implementation and cost 

matrix formulation, and the crafting of the needed change management sub-plans. 

These are the risk management plan and the communication plan, including the M & 

E plan.  

 

For the two (2) training components or modules, the adult learning process or cycle - 

the 4 A’s - is the framework followed in describing the steps in conducting each 

training activity.  

 

 

The Cycle of Adult or Experiential Learning 

 

 
 
Step 1:  Activity – is the conduct of a structured experience to engage the learner 

and to develop a common base for discussion. 

 

Step 2:  Analysis – is the process of inquiry into what happened, a sharing of              

experiences during the activity.  
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Step 3: Abstraction – is the ‘so what phase,’ the integration of various concepts in 

the learning session. 

 

Step 4: Application – is the practical synthesis, the ‘now what,’ the application of 

insights into real life concerns. 

 

The validation workshop and the step-by-step process of preparing the various parts 

of the HRD Plan are described the way it was conducted to include lessons learned.  

The description of the four (4) PARTS of this guidebook has a logical flow in the 

preparation of the HRD Plan: 

 

  

 

 

 

 

 

 

The two (2) training components PARTS 1 and 3 may be stand-alone modules, 

meaning one can conduct them without  PART 2 (validation) or PART  4 (the actual 

development of the HRD Plan).  If  implemented as stand-alone, PART 1  remains 

“theoretical”  and may not have the ownership or buy-in of the other key 

stakeholders of the provincial government;  PART 3 outputs will remain indicative, 

incomplete or limited in number and substance, and therefore, unusable. 

 

Thus, it is strongly recommended that all four (4) parts are considered a package, 

building-blocks of sorts where the preceding part is the basis for the succeeding part. 
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Part I: Human Resource Strategic 
Directions Training 

 
This is a 3-day training activity on HUMAN RESOURCE STRATEGIC 

DIRECTIONS PLANNING, which is the foundation or take-off point of the strategic 

3-year HRD Plan. 

 

 

Objectives 

 Craft a Human Resource Vision and Philosophy aligned with the 

strategic directions of the provincial government; 

 Develop (a new), validate and/or enhance (an existing) PHRMDO 

vision, mission, strategic objectives or goals, indicators, targets and 

strategies or initiatives. 

 

Expected Output 

 PGLDN’s draft HR Vision and Philosophy. 

 Enhanced PHRMDO’s vision, mission, strategic objectives or goals, 

indicators and strategies. 

 
 

Program of Activities 
 

Day 1 Day 2 Day 3 

Preliminaries 
Creating the Learning 
Environment 
Training  Overview 
  
Session 1:  Perspective-
Setting – HR Strategic 
Directions 

Management of Learning 
 
Session 3:   Identifying the 
Bases for PGLDN’s HR Vision 
& Philosophy 

Management of Learning 
 
Initial Validation of Draft 
HR Vision, PHRMDO 
Vision & Mission 
 

Session 4:  Formulation of 
the PHRMDO’s Vision 

 
Session 7:  Formulation of 
Strategic Objectives or Goals 
with Indicators 

L U N C H 

 
Session 2a:  HRD Plan 
Alignment with National & 
PGLDN’s Goals 

Session 5:  Environmental 
Scanning 

Presentation of  Goals 
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Session 2b:  HRD Plan 
Alignment with Department   
Mandates or Thrusts 
with PGLDN’s Anchors 
Workshop:  Department 
and  PGLDN’s  Alignment 
 

Session 6:  Formulation of 
the  PHRMDO’s Mission 

Session 8:  Developing the HR  
Philosophy 

  
Homework on draft  HR 
Vision, PHRMDO’s Vision & 
Mission 
 

Integration of Learning 
Next Steps 
Training Evaluation 

  
Socials 
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DAY 1 
 

Creating the Learning Environment and Project Overview  

 
 

Objectives 

At the end of the session, the participants will be able to: 

 Describe their own and their co-participants’ personal preferences 

or tendencies and learning styles at work (and in their life outside 

work) and determine how they can adjust with co-participants; 

 Level off their expectations in relation to the objectives of the 

component/training; and 

 State the norms which will guide their participation in the training. 

 

 

 

Time Duration  

One Hour and Thirty Minutes 

 
 
 

Materials Needed  
 manila paper 

 permanent markers 

 masking tape 

 scissors 

 questionnaires – Types of Learners and Learning Styles Inventory 

(LSI):  

Instruction Sheet 

Scoring Sheet 

Interpretation of scores on the LSI 

 PowerPoint Presentation on the  topic 

 hand-out on the topic 
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Procedure 

Part A: Four Elements and Training Overview 

1. After the preliminaries (Invocation, National Anthem, and Welcome Remarks), 

conduct the following unfreezing activity. 

 

2. Ask the participants to: 

a) Choose which of the following elements you associate yourself with or you 

can most identify with: earth, wind, water, and fire. (Note to facilitator: 

Flash on PowerPoint or write down the elements as you mention these.) 

b) Group yourselves according to the element you chose, i.e., all those who 

chose earth form a group, etc. 

c) Once the group is formed: individually, write down what you think are 

your characteristics: as a group, determine the common characteristics.  

d) Then, still as a group, discuss, write and be ready to share the following: 

 What do you want to learn from this training? 

 What are you willing to commit to the training? 

 What are the norms that you wish implemented during this training? 

 

3. Ask each group to report their output in this matrix: 
 

Common 
Characteristics of Your 

Element 
Learning Objectives 

Commitment to Achieve 
the Learning Objectives 

Norms to Follow 

 
 
 

   

 
4. Taking off from the relevant responses, discuss the following: 

 Objectives of training 

 Training overview 

 Role of the facilitators 

 Major content areas of training 

 Training approach 

 Norms, e.g. punctuality, attendance, phones on silent mode, etc. 
 

 
NOTE: Part B is optional or a ‘getting to know’ alternative to Part A. 
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Part B:  Learning Style Inventory  

 

1. Remind everyone that the next part is going to be a “teach and learn” activity. 

Encourage everyone to learn like children who are always curious and hungry for 

knowledge. 

 

2. Introduce the adult learning process. Mention that there has to be “unlearning” to 

learn again and that people must be open to learning.  

 

3. Tell the participants that they will discover the kind of learner they are through a 

questionnaire.  

 

4. Distribute the questionnaires. Give ten (10) minutes to fill-out the instrument. 

 

5. When all have completed the questionnaire, discuss the results. Present on 

PowerPoint the four (4) types of learners: reader, listener, doer, and discussant.  

 

6. After all are through, ask the participants to raise their hand when you call out 

their learning style. 

 

7. End by saying that knowing what kind of learner a person is helps one 

understand that person in terms of how he/she senses, thinks, solve problems, 

and remembers information. And, that the combination of the four (4) types of 

learners in a given setting may create synergy and maximize learning, just like in 

this training activity. 
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Questionnaire 

Learning-Style Questionnaire 

Instructions 
 

There are nine sets of four words listed below.  Rank order the words in each 

set by assigning a 4 to the word which best characterizes your learning style, a 3 to 

the word which next best characterizes your learning style, a 2 to the next most 

characteristic word, and a  1 to the word which is least characteristic of you as a 

learner. 

 

You may find it hard to choose the words that best characterize your learning 

style.  Nevertheless, keep in mind that, there is no right or wrong answers --- all the 

choices are equally acceptable.  The aim of the inventory is to describe how you learn, 

not to evaluate your learning ability. 

Be sure to assign a different rank number to each of the four words in each 

set; do not make ties: 

1. __discriminating __tentative __involved __practical 

 

2. __receptive  __relevant __analytical __impartial 

 

3. __feeling __watching __thinking __doing 

 

4. __accepting __risk-taker __evaluative __doing 

 

5. __intuitive __productive __logical __questioning 

 

6. __abstract __observing __concrete __active 
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7. __present-oriented __reflecting __future-oriented __pragmatic 

     

8. __experience __observation __conceptualization __experimentation 

 

9. __intense __reserved __rational __responsible 

 

Scoring 

The four columns of words above correspond to the four learning style scales: 

CE, RO, AC, and AE.  To compute your scale scores, write your rank number in the 

boxes below only for the designated items.  For example, in the third column (AC), 

you would fill in the rank numbers you have assigned to items 2, 3,4,5,8, and 9.  

Compute your scale scores by adding the rank numbers for each set of boxes. 

 

Score items:   Score items:  Score items:   Score 

items: 

2 3 4 5 7 8  1 3 6 7 8 9  2 3 4 5 8 9  1 3 6 7 8 9 

                           

 

CE=_____  RO=_____  AC=_____  AE=_____ 

 

To compute the two combination scores, subtract CE from AC and subtract RO from 

AE.  Preserve negative signs if they appear. 

 

   AC CE       AE RO 

AC-CE:          -        =_____   AE-RO:          -         =_____ 

 

 

 

 

 



 

 11 

 

Interpretation of your Scores 

on the Learning Style Inventory 

 

The learning Style Inventory (I-SI) is a simple self-description test, based on 

experiential learning theory that is designed to measure your strengths and 

weaknesses as a learner.   

 

Experiential learning is conceived as a four stage cycle: 

1. immediate concrete experience (CE) which is the basis for; 

2. observation and reflection (RO);  

3. these observations are assimilated into a “theory” (AC) from which new 

implications for action can be deduced;  

4. these implications or hypotheses then serve as guides in acting to create 

a new experience (AE).  

 

The ideal learner is one who is able to involve himself fully, openly, and 

without bias in new experiences (CE), he must be able to reflect on and observe these 

experiences from many perspectives (RO), he must be able to create concepts that 

integrate his observations into logically sound theories (AC), and he must be able to 

use these theories to make decisions and solve problems (AE). 

 

The LSI measures your relative emphasis on the four learning modes by 

asking you to rank order a series of four words that describe these different abilities.  

For example, one set of four words is feeling, watching, thinking, and doing which 

reflects CE, RO, AC, and AE, respectively.  The inventory yields six scores: CE, RO, 

AC, and AE plus two combination scores that indicate the extent to which you 

emphasize abstractness over concreteness (AC-CE) and the extent to which you 

emphasize active experimentation over reflection (AC-RO). 
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Session 1: Perspective-setting: Human Resource Strategic 
Directions 

 

Objectives 

At the end of the session, the participants will be able to: 

 Identify the scope and elements of strategic HR; 

 Describe the concept and framework of strategic planning; 

 Cite the different elements of HRD compare to HRM; and 

 Share ideas/insights on the importance of the strategic planning 

framework. 

 

Time Duration  

Two Hours 

 

 

Materials Needed 

 meta-cards 

 permanent markers 

 masking tape 

 scissors 

 astronaut activity sheet and materials 

 PowerPoint presentation on the  topic 

 hand-out on the topic 
 

 

 

Procedure 

1. Begin the session by asking the participants “What comes to your mind when you 

hear the word “strategic”? 

  

2. Call on a few participants for their answers and write these on the board. 

 

3. Say: “Strategic” may refer to something good, sustainable, and long-term. 

Tactics win battles. Strategies win the war. Strategic pertains to something 

long-term, futuristic, and more significant. 
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Activity 1: Analysis   

4. Divide the participants into five (5) groups. In groups, ask them to do the 

following: 

a. Let each member of the group write five (5) key words that mirror his/her 

idea of the meaning of a “strategic HR office.” 

b. Share what each member wrote with his/her group mates. 

c. Write a group report on their sharing.  

 
 

Abstraction 

5. After the reports and responses shared, deliver a lecture on the following (flash 

PowerPoint): 

 Concept of Strategic HR; 

 Strategic Planning: Concepts and Frameworks; 

 Framework for Strategic HR:  Systems Perspectives. 

 
 

Activity 2 

6. Introduce the concept of planning through the Astronaut Exercise. 

 

7. Divide the participants into five (5) groups and ensure availability of materials. 

From the training team, identify gods and goddesses assigned for each group. 

 

The training team’s tasks: 

a. To oversee the activities and ensure that rules are followed on sharing of    

information (limit 3 minutes for map review, making notes during map 

review  and advanced marking of route in answer sheet are not allowed, 

‘dead’ astronauts  are not to participate anymore, and use of ‘jet packs’ are 

limited to 2 only). 

 

b. Distribute and collect back the 5 maps after each group has reviewed the 

map for 3 minutes (use a timer). 

 

c. Render judgement on whether the astronauts are safe or not safe or dead 

after they mark a square in their route. 
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 Group members should be seated close together to facilitate sharing of 

information. 

 Gods and goddesses are not allowed to give other information apart 

from reiterating the instructions and rules, and render judgement. 

 Gods and goddesses are provided with the key to verify whether the 

group move is safe or not safe, and not allow other groups to see the 

moves. 

 

Mechanics: 

 In plenary, read context and instructions aloud. 

 Groups will be given time to strategize and the 3-minute map review (which 

begins the exercise and which will be facilitated by the gods/goddesses when 

the groups are ready. 

 Each group will be provided with a map to review for 3 minutes; all maps 

will be collected at the same time after the allotted time. 

 The exercise ends when all the astronauts are ‘dead’ or when the group has 

reached the minerals. 

 

Analysis  

8.  Identify the number of casualties, the number of jet packs used by each group, 

and groups that succeeded. 

 

9. Pose the following questions: 

 Why do you think you succeeded? What helped your group? 

 Why do you think you did not succeed? What made it difficult for you? 

 

Abstraction and Application 

10. Present the following learning points: 

 The key element in the exercise and in strategic planning is information 

sharing specially about the reality in the various departments which 

should be considered in planning. 

 Organized processes and strategies are equally important as clarity of the 

goal or output. 

 There will be risk takers or those who will manifest ‘heroic’ behaviours in 

order to ensure group success. 
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 A monitoring process is also important to gauge progress in 

implementation of the plan and to determine required measures to 

improve performance. 

 The exercise is a combination of strategic and operational planning. 

 

 

11. Point out that each member of the group has his/her strengths and weaknesses, 

and that he/she must utilize these in the best way possible whenever each is 

involved in planning. 
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Activity Sheet 

 

ASTRONAUT EXERCISE 

You are invited to engage in a fantasy of the future. Imagine yourselves as a team of 

astronauts who have just landed on an unknown planet orbiting around a distant 

star. You have been given the assignment of collecting samples of a particular 

mineral that might be a director, “worth the sacrifice of human lives.” 

This latter statement was made for a very good reason because you have just landed 

on a hostile environment. The ground on which you must walk is very treacherous. In 

most instances, the ground is just a thin cobbling crust of molten lava.  

Fortunately, while hovering over the planet, you were able to make 3-minute look 

over your individual windows and get a reading of ground stability for part of the 

region that was visible to you. Furthermore your team is provided with two 

lightweight jet packs which could be used to fly the whole team at low altitude over 

ground that can’t provide adequate support.  

In the exercise, we will simulate your sighting by giving each of you a copy of five 

maps, reproduced of an 18X18 square grid. You will be given only three (3) minutes 

to look at the map. After three minutes, the maps will be taken away and will not be 

available for future reference by yourself or other members of your team. Those 

squares on the grid that are not filled-in (or blackened) represent stable ground. 

Those squares on the grid that are not filled-in represent ground which is either 

unstable (i.e. cannot support the weight of an astronaut) or unknown to you. You 

have no information about this ground although it is possible that another member 

of your team may have this information because it was visible through his window.  

 

INSTRUCTIONS: 

As a team, you are to combine information from the five maps in order to determine 

the correct route from the place where you landed (START) to the location of the 

mineral (FINISH). 

When you wish to begin moving, place an X-mark on the first square from which you 



 

 17 

wish to proceed. However, the member of your team who actually places the mark on 

the square is, in effect, placing his life on the line.  

If the square who is NOT SAFE (as ruled by GOD or the judge) then the team 

member who placed the mark ceases to exist as he is deemed to have fallen into the 

molten lava. He can no longer participate in the team’s task and must make no 

further contributions (either verbal or nonverbal). 

When this happens, the remaining members of the team can do either of two things: 

1. Proceed to another square in a different direction; or 

2. Use a jet pack to fly the entire team over a square that represents unstable 

ground. Indicate this flight by putting a circle (O) in the square where you flew 

over, and an X-mark on the square where you landed. 

If your choice is correct, then the entire team is deemed to have moved into 

this square. From there, your team can proceed to other squares until you 

reach the mineral.  

 

However, if your choice is wrong (i.e. the square on which you landed is also 

unstable), then the entire team would have perished. However, as a 

concession, only the member who placed the X-mark will be considered 

“DEAD” and the others shall be deemed to remain at the former position. 

From this former position, they shall plan their next move. 

 

SINCE YOU HAVE ONLY TWO (2) JET PACKS AND CAN ONLY FLY OVER 

TWO SQUARES, you are advised to use these jet packs sparingly.  

 

OTHER CRITICAL INFORMATION/INSTRUCTION: 

 

1. Even with the successful use of the five maps, there may still be some 

unknown area or areas of unstable ground through which your team must 

move with the aid of the jet packs. 

2. You task is to reach the location of the mineral while preserving the lives of 

as many team members as possible. 
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3. In executing you mission, keep these things in mind: 

a. You must proceed only through adjacent squares. DIAGONAL 

MOVEMENT IS NOT ALLOWED. 

b. You cannot leap over any square except with the aid of a jet pack. 

c. When your team marks an (X) in the CORRECT square, your entire 

team is deemed to have moved into this square and is then ready to 

make a decision concerning the next square. 

d. When your team selects the WRONG square, only the team member 

who placed the (X) mark is considered “DEAD.” The rest of the team is 

deemed to have stayed in the last square and, from there, the team 

must make a new decision. 

e. Each of your two jet packs can carry the entire team. However, only one 

person should place the (X) mark in the square where you have flown 

or landed. If the square is WRONG only that person is considered 

“DEAD” and the remaining members of the team are considered to be 

back in the last correct square.  

f. You need not rush in performing this mission. Take reasonable time to 

plan out how you would approach your task and when you are ready 

just inform your GOD so that he could show each of you the five maps 

that are available. 

g. You will be given three (3) minutes to study your map. During the 3-

minute period, you are not allowed to SHOW, EXCHANGE, or 

DISCUSS your map with any member of your team. 

h. Do not write anything on the answer sheet except when you have 

decided to make your move and place your (X) mark on that square, 

you should start from the square marked “START.” 

i. Proceed one square at a time. Every time you place an (X) mark on the 

answer sheet, check or verify with your GOD whether you have moved 

into the CORRECT or WRONG square.  
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Session 2A: Alignment with National and Organizational 
Anchors 

 

Objectives 

At the end of the session, the participants will be able to: 

 Cite the highlights of the CSC SPMS and PRIME; and 

 State the alignment of PGLDN’s VMG with the national 

development goals such as the CSC’s. 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

Materials Needed 

 PowerPoint presentation on the  topic 

 hand-out on the topic 
 

 

 

Procedure 

1. Introduce the next speaker from the Civil Service Commission to talk about its 

program called “Program to Institutionalize Meritocracy and Excellence” 

(PRIME) and SPMS in HRM; the Resource Person focuses on the link of HRD 

with PRIME. HRD planning is one component of HRM systems and is an 

accreditation or deregulation requirement for CSC PRIME Level 2, to wit – “The 

agency must have an HRD Plan integrating the HRM systems and containing 

the agency’s vision-mission and strategic goals, organizational chart and job 

description of all positions.” 

 

2. Conduct a question and answer forum for participants to see and have a better 

appreciation and understanding of the link of HRD Plan with PRIME. 
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Session 2B: Alignment of PGLDN’s Anchors with 
Department Thrusts 

 

Objectives 

At the end of the session, the participants will be able to: 

 State the alignment of department thrusts with PGLDN-PDPFP 

development sectoral goals or reform agenda, the Governor’s 3-

point Agenda, and with President Benigno Aquino, III (PNoy’s) 

Social Contract (5 goals). 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

 

Materials Needed 

 PowerPoint presentation on the  topic 

 hand-out on the topic 

 colored meta-cards 

 permanent markers 

 

 

Procedure 

1. Present PNoy’s Social Contract – 5 Goals. Write each one on meta-cards and post 

on the top most part of the wall. Then still in plenary, do the following: 

a. Ask the PPDO representative and department heads to write down the 

PGLDN’s Development Framework Plan and sectoral goals (one goal, 

one meta-card).  

 Yellow for PGLDN’s 7 sectoral goals; 

 Gray for national (PNoy’s 5 Social Contract Goals). 

 

b. Let the participants align each PGLDN’s sectoral goals with that of 

PNoy’s sectoral goals. 
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2. Conduct further alignment of the PGLDN’s sectoral goals with each department 

mandate and thrusts, as follows: 

a. Again, provide color-coded meta-cards for each participant to write 

his/her department’s mandate on green meta-cards and development 

thrust(s) on pink meta-cards; 

 

b. Then, allow the department representative align their mandate and 

thrusts along the PGLDN’s goals. 

 

 

    <Do this alignment activity visually, sample below> 
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Day 2 
 

Session 3: Identifying the Bases for PGLDN’s HR Vision 
and Philosophy 

 

Objectives 

At the end of the session, the participants will be able to: 

 Agree on the elements of the HR vision based on the HR attributes 

identified. 

 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

 

Materials Needed 

 PowerPoint Presentation on the  topic 

 hand-out on the topic 

 HR caricature sheets (1 sheet per group)  

 colored meta-cards 

 permanent markers 

 crayons 

 

 

Procedure 

1. Show the “Framework for Program Design” where the planning process 

considers the national anchors down to the PLGU’s sectoral thrusts. This will help 

them in environmental scanning and setting directions for HR.  

 

2. Explain the different management views and approaches of planning effectively. 

Present 3 approaches to planning:  
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 The concept of Hoshin Kanri as a management and control of the 

organization’s direction needle or focus. 

 OGSM (objective, goal, strategy and metrics) and give examples to 

elaborate on the concepts.  

 Balanced Scorecard was developed by David Norton and Robert Kaplan 

for the organizations to clarify their vision and strategy and translate 

them into action. It is essential to look at the strategy on how to achieve 

the mission and vision. Citing that the mission-vision is what you want 

to achieve, one has also to look at the strategy. Add that what was 

utilized in the BSC perspective which refers to key result area, one has 

then to manage resources, even human capital in improving any 

organization. Thus, the first output of BSC is the strategy map.  

 

3. Provide a transition statement “that to be able to realize an organizational vision 

or development agenda, one needs to visualize the kind of human resources an 

organization needs.” 

 

Activity 

4. Individual work (10 minutes). Each participant lists down THINKING 

(cognitive or analytical) specific attributes on PINK meta-cards of the ideal 

PGLDN’s employee or staff, lists down FEELING (affective) attributes on 

ORANGE meta-cards, and lists down DOING (behaviors) attributes on BLUE 

meta-cards of the ideal employees who can meaningfully contribute to the 

realization of the PGLDN’s development agenda. 

 

These attributes will facilitate the identification of competencies later on. 

 

5. Group work (20 minutes). Form 3 groups, each group will cluster their responses 

according to the 3 categories. Ask each group to present their outputs visually 

using the caricature sheet (human figure) attaching one’s attribute per meta-card 

on the appropriate caricature part. Each group should be able to link the 

development agenda each attribute addresses. 

 

 

 



 

 24 

Analysis 

6. Presentation of outputs (10 minutes). The facilitator determines common 

attributes across the groups per category. 

 

Abstraction and Application 

7. Highlight the importance of determining the kind (ideal attributes or 

competencies) of employees for each level and each department or function an 

organization wants to help realize its development vision. During the session on 

Crafting the HR Vision (Day 3), the participants’ outputs for this session will be 

the take-off point. 
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Session 4: Formulation of the PHRMDO’s Vision 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Write and agree on a proposed new/enhanced vision for the 

PHRMDO. 

 

Time Duration  

One Hour and Forty-five Minutes 
 

 

Materials Needed 

 meta-cards 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 PowerPoint on the topic 

 hand-out on the topic 
 

 

Procedure 

1. Segue to the topic: Writing of the HR vision statement of the province. Tell them 

that the earlier activity was preparatory to this. 

 

2. Present the inputs on vision by flashing the PowerPoint slides “Formulating your 

vision and writing your vision statement.” 

 

Activity 

3. Instruct the participants to remain in their respective groups for another exercise 

called “Photo Collage.” 

a. Give each group 5-6 magazines. Instruct them to choose and cut out 

photos that depict the kind of PHRMDO that they want to have. 
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b. Have each group present its output. 

 

Analysis 

4. Cull out common responses from the 3 groups. Affirm the proposed vision “on                  

collage” of each group and tell them that the activity was just one approach                 

towards the collective and creative effort of arriving at a vision.  

 

Abstraction and Application 

5. Reiterate the inputs on vision by flashing the PowerPoint slides “Formulating 

your vision and writing your vision statement.” 

 

6. Assign a smaller group to finalize the vision of the PHRMDO; also considering 

what has been crafted before this training. 
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Session 5: Environmental Scanning 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Identify the key factors in the environment that will affect the 

operations of the PHRMDO. 

 

Time Duration  

One Hour and Forty-five Minutes 
 

 

Materials Needed 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 PowerPoint on the topic 

 hand-out on the topic 

 

 

Procedure 

1. Introduce the S-W-O-T analysis as a very good tool for planning. Explain what 

the S-W-O-T is: its use and elements (flash the PowerPoint slides on S-W-O-T 

Analysis).  

 

Activity 

2. In the same groups formed earlier, ask them to come up with the: 

 Opportunities that could boost in achieving this state of the ideal 

PHRMDO; 

 Threats that could block/retard in achieving this state of the ideal 

PHRMDO; 

 Strengths the PHRMDO now has that could be harnessed towards 

achieving the state of the ideal PHRMDO; 
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 Weaknesses that could hinder in achieving the ideal PHRMDO state; 

 Identify significant Os/Ts and Ss/Ws. 

 

 

3. Have them report their outputs. 

 

 

Analysis and Abstraction 

4. Process the results to come up with an integrated output. Determine together 

with the participants the most significant S-W-O-T responses. 

 

Application 

5. Tell them that the most significant S-W-O-T responses should be considered in 

the enhancement of the previously formulated PHRMDO’s vision and the 

formulation of the succeeding Mission-Goals-Strategies. 
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Session 6: Formulation of the PHRMDO’s Mission 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Write and agree on a proposed new/enhanced mission for the 

PHRMDO. 

 

Time Duration  

One Hour and Forty-five Minutes 
 

 

Materials Needed 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 PowerPoint on the topic 

 hand-out on the topic 

 

 

Procedure 

1. Provide a transition statement between the previous session on S-W-O-T. Deliver 

inputs on the mission of an organization, e.g. what a mission is, importance of 

having a mission, what questions it answers, its elements, and features. Present 

PowerPoint slides “Formulating your mission and writing your mission 

statement.” 

 

2. Present the steps in crafting a mission statement. 

 

Activity 

3. Give the following instruction 

a. Form two groups.  
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b. Ask them to identify the elements or contents of a mission appropriate 

for the PHRMDO. Let them attempt to propose a mission statement. 

 

c. Ask them to present their outputs. 

 

Analysis 

4. Discuss their outputs to elicit the common elements. 

 

Abstraction  

5.   Provide additional inputs on the formulation of a mission statement. 

 

Application 

6. Call for three (3) volunteers to craft a proposed mission statement for the 

PHRMDO based on the common responses. 

 

 

NOTE:  Session on Developing PHRMDO’s core values may be conducted if time 

permits. 
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Day 3 
 

Session 7: Formulation of the PHRMDO’s Strategic 
Objectives/Goals with Metrics  

 

Objectives 

At the end of the session, the participants will be able to: 

 Develop the PHRMDO’s strategic objectives or goals for each key 

endeavour/functions, namely for HRM and HRD; and 

 Identify key performance indicators per strategic objective. 

 

Time Duration  

One Hour and Forty-five Minutes 

 

 

Materials Needed 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 PowerPoint on the topic 

 handout on the topic 

 

 

Procedure 

1. Segue to the topic. Using the balanced scorecard as a planning tool, let the 

participants be guided by the following key points: 

(Flash PowerPoint – Planning Basics Levelling Off) 

 Working on a scorecard per perspective; 

 Defining strategic objectives/goals, measures (also known as metrics, 

indicators, or KPIs;  may be expressed in quantity, quality, timeliness 

and/or cost), targets and importance of targets, and initiatives or 

strategies or programs; 
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 The use of other models in program, activities, and projects; 

 Difference between output and outcome. 

 

Give examples. 

 

 

Activity 

2. Form two groups of participants. One will work on HRM while the other on HRD.   

Walk through again the definition and difference between HRM and HRD. 

 

Ask them to come up with the following outputs, considering the results of the 

earlier environmental scanning: 

Strategic 

Objectives 

Metrics 

Measures Targets Initiatives 

 

 

 

   

 

Let the groups present their outputs. 
 

 

Analysis and Abstraction 

3. Get feedback from the other group.  Agree on a final set of goal areas with key 

performance indicators, considering S-W-O-T results. 

 

Application 

4. Tell them that the goals and KPIs for both HRM and HRD, particularly HRD, will 

be the take-off point for HRD planning. 
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Session 8: Crafting of HR Philosophy and HR Vision 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Write and agree on the proposed statements and key elements of 

the HR Vision and Philosophy for the province. 

 

Time Duration  

Two Hours  

 

 

Materials Needed 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 

 

Procedure 

1. Repeat the definition and features of a vision. Deliver an input on HR philosophy. 

Connect these two (2) outputs to PGLDN’s HR attributes. The following are the 

highlights of an HR philosophy: 

 Provides and articulates the direction on how people in the 

organization will work;  

 Serves as a guide in decision making and choice of action;  

 Reflects a belief (set of beliefs) that have been essential and core to the 

character of the organization over the years;  

 Reflects set of values which are most important for the organization, 

are fundamental and enduring, and distinguish the organization from 

others. 
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      Guide questions for the HR philosophy activity: 

 Is it a prime value?  

 Does it guide “how” we do our work? 

 

Give examples. 

 

 

Activity 

2. Form two (2) groups, i.e., one to formulate the HR philosophy and the other on 

HR vision.  

 

Analysis and Abstraction 

3. Present proposed HR vision and HR philosophy. Discuss the outputs. Get initial 

agreements from the body, at least the important elements.  

 

Application 

4. Assign three (3) persons to prepare the draft proposed HR vision and HR 

philosophy which will be further validated by other key stakeholders in PGLDN 

on a later date. 
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Integration of Learning/Next Steps 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Identify their most significant learning from the three-day training 

activity in a creative manner; 

 State the next steps/next component; and 

 Evaluate the training activity completed. 

 

Time Duration  

One Hour 

 

Materials Needed 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 

 

Procedure 

1. Form four groups. Ask the groups to draw a symbol that would express their most 

significant learning from the three-day activity. 

 

2. Let the groups present. Then, summarize the highlights of their presentations. 

Affirm their active participation for the 3-day training 

 

3. Reiterate the objectives of the training and segue to the next steps. 

 

4. Distribute the training program evaluation. 

 

5. Close the program. 
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Part II: Validation Process for the HR 
Strategic Directions 

 
This is a 5 to 10 day validation activity for the outputs of the HUMAN RESOURCE 

STRATEGIC PLANNING.  

 

 

Objectives 

 Provide comments to enhance the proposed provincial HR vision 

and philosophy which are aligned with the strategic directions of the 

province. 

 Further validate and improve the proposed PHRMDO’s vision, 

mission, strategic objectives and metrics (measures or indicators 

and initiatives). 

 

Expected Output 

 Comments and suggestions, agreements or disagreements with 

specific outputs: the HR philosophy and HR vision, the PHRMDO’s 

vision, mission, strategic objectives and metrics.  

 
 
Target Stakeholders who will help validate and improve the proposed or 

draft HR strategic directions previously  

Group 1 – Top Management composed of the Governor and Vice-Governor with 13  

       Sangguniang Panlalawigan. 

 

Group 2 – one batch of about 20 department heads. 

 

Group 3 – another batch of 20 heads/chiefs or supervisors. 

 

Group 6 – a total of 20 employees from any of the 41 departments/offices/ 

facilities/hospitals.                   
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There will be a total of 4 workshops composed of 20 participants each. 

 

Grand total of respondents who will validate and improve the draft HR strategic 

directions = 74 respondents. 

 

Venue:  an accessible, spacious function room able to accommodate a group of 

about 20 people (including lead-facilitator, co-facilitator, core or expanded 

team members, and one person who will document process and 

agreements, questions, and comments).  

 

Who will conduct this workshop: Two groups may simultaneously run the 

validation workshop. The lead-facilitator with the core/expanded team will 

conduct the validation; co-facilitator may take a part based on their 

agreements. One other core or expanded team member will document 

process and agreements, questions and comments.  

 
The rest of the core team members may at least observe or assist in the workshops. 

 

 

Materials Needed 
1. Validation process PowerPoint slides showing the following:  

 objectives of the workshop (to include “What’s in  it for them” 

to stress the importance of their comments and questions); 

 expected outputs from the workshop; 

 brief overview of the project and its components; 

 some definitions on vision, HR philosophy, mission, HR, 

HRM-HRD, organizational anchors, strategic objectives or 

goals, metric, targets and initiatives; and 

 draft HR philosophy, HR vision and the PHRMDO’s VMGS 

that need validation and enhancement (if needed). 

2. Tape recorder for the documenter  

3. Back up supplies like easel sheets, meta-cards and permanent 

parkers (a box of 12) 

4. White or black boards 

 

Helpful documents as bases for validation: the department or office or facility 

mandate and/or 3 –year development thrusts. 
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Procedure 

1. Warmly greet the participants and thank them in advance for their presence 

and participation in the workshop.  

 

2. Provide some introductions of the participants and the validation team. 

 

3. Flash the PowerPoint slides for this validation process.  

 

 Present the objectives of the workshop and expected outputs; explain 

what’s in it for them as officials and employees and what’s in it for 

LDN. 

 Stress the importance of their involvement. You may ask the question – 

“What’s in it for you?” Or what do you think are the benefits of this 

consultation or validation activity. Seek initial reactions or answers. 

 

4. Give a short overview (rationale of HRD Planning for PGLDN) and situate 

where this validation step is in the process of the HRD planning. 

 

5. Provide segue or link with HR strategic directions planning. 

 

6. Give a brief context or perspective to the HR strategic directions setting, to 

wit: national and the organizational anchors of the HR strategic directions and 

eventually the HRD Plan. Focus on the department thrusts as direct anchor of 

the HR philosophy, HR vision, and the PHRMDO’s VMGS. 

 

7. Emphasize the link between these strategic directions to the development or 

enhancement of their learning and growth or development needs.  

 

8. Encourage participants to ask questions at any point during the validation. 

 

9. Present one at a time the following validation points.  Define terms first prior 

to presentation of validation points. 
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Part 1 – Validation of the Provincial HR Vision and Philosophy 

 

Step 1: Define HR vision and philosophy. 

 

Step 2: Present the proposed PGLDN’s HR vision and philosophy. 

 

Step 3: Check alignment with their department or office development thrusts  

 by asking the following questions. 

       

Process Question 1:  “Does the proposed HR vision sufficiently describe 

the kind of human resources the PGLDN must have to realize its goals 

and that of your department mandates or thrusts?  

 

Or question:  “Does the proposed HR vision capture your own vision or 

‘panglantaw’ about the employees?”  

 

Process Question 2: “Can this vision statement be your own as well? 

What should we add or delete to make the vision statement your own?”  

 

Or question: “What should we add or delete to make the statement 

capture your aspirations as an ideal worker/official in your 

department?”   

 

Or question: “What additional characteristics/attributes/competence 

should the employees/ staff and officials of your department need to 

achieve its mandate and thrusts?”  

 

Or question: “Does the proposed HR vision capture the kind of 

employees/HR  PGLDN  should have (5 years from now)  to  be able to 

meaningfully contribute to your department’s  mandate and thrusts?”                                  

 

Process Question 3: “Does the proposed HR philosophy describe the 

needed set of beliefs and principles which should guide the human 

resources and HR services in the PGLDN?” 
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Publish responses on the board to recognize participants’ answers. 

 

PART 2 – Validation of PHRMDO’s V-M-G 

 

Step 1: Revisit the definition of vision. 

 

Step 2: Present the PHRMDO’s vision. 

 

Step 3: Check alignment with the HR vision. 

 

Process Question1:  “Is this proposed vision of the PHRMDO realistic 

and relevant? If this is what it wants to be 5 years from now, can it help 

you be a better employee/ official? “ 

 

Process Question 2: “What should we add or delete to make the 

statement capture what you expect the PHRMDO to better serve you?”  

 

 

Step 4: Define mission. 

 

Step 5: Present the PHRMDO’s proposed mission 

 

Step 6: Check alignment with the PHRMDO’s vision  

 

Process Question1:  “Is this what PHRMDO should do as a mission to 

achieve its vision?”  

 

Or question:  “How can PHRMDO help you do your job better if these are 

their roles?” 

 

Process Question 2: “What should we add or delete to make the 

statement capture what you expect the PHRMDO to do to better serve 

you?”  
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Step 7: Define strategic objectives/ goals and metrics (measures, 

targets, initiatives). The facilitator should mention that the goals 

were the results of a S-W-O-T or environmental scanning. 

 

Step 8: Present the PHRMDO’s proposed goals and indicators for HRM and 

HRD (Facilitator does this one at a time).        

 

Step 9: Check alignment of goals with the PHRMDO’s vision and mission. 

 

Process Question 1: “Are the proposed strategic objectives/goals 

sufficient to improve the HR function of the PHRMDO?   

 

Process Question 2: “Are you agreeable or not with the suggested 

measures or success indicators?  What additional indicators can we 

add?” 

 

Publish responses on the board to recognize participants’ answers. 

 

10. Summarize agreements and suggestions for enhancements. Include items 

which the participants are not yet ready to agree with. State reasons the 

participants mentioned.      

 

11. Tell what the participants may expect after the validation, i.e., all comments 

and agreements from various validation groups will be organized and analyzed 

so that the proposed validation points may be reformulated/re-crafted to 

capture key points of agreements from across the validation groups. Prime 

them about the next step or next component 

 

12. Thank again the participants for sharing their valuable time and inputs to 

better capture the aspirations of the employees and officials for the 

organization and the HR growth environment all are a part of.  
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13. Request participants to give vitamin H (hug), an affirmation, to all. Let 

participants rub both hands, put hands apart and spread the warmth to each 

one including the core team; and last, rub again both hands and give the 

warmth to themselves by putting the warmth from their palms on their own 

cheeks.  

 

After each workshop, the core and expanded teams is encouraged to hold a 

debriefing meeting to determine what went right, what went wrong, and to 

summarize validation results for the particular group. 
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Part III: Human Resource Development 
Planning 

 

This 5-day training program design on Human Resource Development (HRD) 

Planning is the theoretical-simulation aspect of PART 4:  the actual development of 

the multi-year HRD Plan.  

 

Objectives 

Explain the steps in developing an HRD Plan for the PGLDN anchored on 

the provincial strategic development vision, mission, development agenda, 

and the HR vision guided by the following: 

 HRD framework and planning process; 

 Concept of competency-based HRD planning: types of 

competencies, competency models, position profiles, person 

profiles, and competency gaps; 

 Different kinds of HRD interventions; 

 Budget estimation of interventions; 

 HRD Plan implementation matrix; 

 Importance of managing risks in implementing change and the 

value of sustained communication in the process; and 

 Principles of monitoring and evaluating for results. 

 

Apply the steps through workshop-simulations to arrive at an indicative HRD Plan: 

 Organizational anchors of the HRD Plan: PGLDN’s strategic development 

directions (VMG) with focus on priority reform agenda or development 

thrust for 2014-2016 and PGLDN’s validated and approved HR strategic 

directions; 

 PGLDN’s HRD situationer: strengths and areas for improvement; 

 Competency-based position profiles, person profiles, and competency gaps 

for HR positions and leadership/management positions using the CSC 

Leadership and HR competencies (the number of profiles will depend on 

the existing positions of the core team participants); 
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 HRD interventions of prioritized competency gaps for HR positions and 

leadership/management positions; 

 Plan implementation matrix with budget estimates for 2014 prioritized 

HRD interventions; 

 M & E Plan for the indicative HRD Plan; 

 Risk Management Plan for the indicative HRD Plan; and 

 Communication Plan for the indicative HRD Plan. 

 

 
 

Program of Activities 

Day 1 Day 2 Day 3 Day 4  Day 5 

Preliminaries 
Creating the 
Learning 
Environment 
Training   
Overview 
  
Session 1:  
 “All  Aboard” 

Management of 
Learning 
 
Session 4:  HRD 
Priorities for 2014-
2016  
   
A. Concept of        
Competency 

Management of 
Learning 
 
Continuation of    
  Session 4  

Management of 
Learning 
 
Session 5D: 
Support          
Requirements 
 
 

Management of 
Learning 
 
-continuation of 
Session  8 -                   

Session 2:  
Perspective 
Setting 
 
A. HRD Planning        
Framework  

B. Position 
Profiling 

Session 5:   
Implementation  
Matrix 
    
A. HRD 
Interventions 

Session 6 : Cost  
Estimates for  
 Year 1 
 

SSSmnSnmdnb 
Session  9 : Change 

Management 

A. Risk 

Management Plan 

                                                            L                     U                      N                    C                    H 

Session 2:  
Perspective 
Setting 
   B. Strategic   
        Directions of  
        PGLDN 
   C. PGLDN HR  
        Strategic  
        Directions  
 
Workshop on 
Organizational 
Core Competency 
Identification 

C. Person Profiling 

Session 5:   
 B. Performance or 
 Terminal  
 Objectives  
 
 

Session 7: 

Responsibilities in 

HRD Planning, 

Implementation & 

Evaluation 

SgffdSsnfjbf 
Session  9: 

B. Communication 

Plan 

Session 3:  
PGLDN  HRD 
Situationer 
 

  D. Competency 
Gaps and  
Prioritization of  
Gaps 

Session 5:  
C. Outputs & 
Outcomes,  
Implementation  
Schedule    

Session  8 :                  
A. Monitoring &  
Evaluating the  
HRD Plan 
 

Integration of 
Learning 
Next Steps 

Training Evaluation 

  Socials   
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DAY 1 

Creating the Learning Environment 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Situate the component/training in the overall program; 

 Identify their behavioural styles; 

 Level off their expectations compare to the objectives of the 

component or training; and 

 Set norms for the training. 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

Materials Needed 

 meta-cards 

 permanent markers 

 masking tape 

 scissors 

 participant’s journal or notebook 

 Behavioural Styles instructions (on PowerPoint) 

 PowerPoint Presentation on the  topic 

 hand-out on the topic 
 

 

 

Procedure 

1. Conduct an Opening Program (Invocation, National Anthem, and Welcome 

Remarks). 

 

2. Show the framework which situates the HRD Planning Training in the overall 

program. 
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3. Prime the participants for working together through a behavioural styles activity.  

 
 
Activity 
4. Do the following: 

a. Go through the instructions on PowerPoint. 

b. Give them time to answer the questions on their journals.  

c. Group the participants according to their behavioural style, i.e. 

controller, analyst, promoter, and supporter. 

d. Ask them to discuss the following as a group and to write their 

responses on manila paper: 

 Five greatest strengths 

 Five greatest weaknesses 

 Three greatest likes 

 Three greatest dislikes 

 What motivates you to do better 

e. Call on one representative from each group to report their responses. 

 
 

Analysis and Abstraction 

5. Present the characteristics of each behavioural style. 

 

Application 

6. End by telling them that through the activity, they get to know and understand 

each other better which will help them work together during this training and 

back at their workplaces.   

 

7. With the same grouping, draw out their expectations by asking them: 

 What do you expect to happen in this five-day training? 

 What do you expect from the resource persons? 

 What can you contribute to make this training a success? 

 
 

8. Let them write their responses on easel sheets and post outputs on the board. 

Take off from these responses and level-off, and then give an overview of the 

training. (Flash PowerPoint slides on objectives and overview) 
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Session 1: “All Aboard” 

 
Objectives 

At the end of the session, the participants will be able to: 

 State the importance of a shared clear goal/objective; 

 State the importance of one’s participation; and 

 Explain the four (4) other elements of an effective team working 

towards a common goal such as developing an HRD Plan for 

PGLDN. 

 

Time Duration  

One Hour  
 

Materials Needed 

 A 1 ½ feet by 1 ½ feet square marked figure (or 2 empty softdrink 

“basho” put together) placed in the center of the floor of the 

function room or garden outdoor for a group of 15 participants. 

 PowerPoint slides on teambuilding (6 elements of an effective team) 

 

 

Procedure 

Activity  

1. Give the following instructions: 

The objective of the activity:  

 On the marked figure or “basho,” get as many people as you choose 

off the ground for 30 secs. The group must sing a song of its own 

choosing for the 30-second duration (as they are balancing 

themselves). 

 

The conditions of the activity: 

 No stacking or piggy-backing allowed on the marked figure.  

 If anyone’s feet or foot touches the ground during the 30-seconds, 

everyone must begin again.  
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Safety measures: 

 Forbid piggy-backing & stacking. 

 Do not allow feet being stepped on. 

 Observers may “SPOT” when group is unstable. (SPOT means 

staying at the back of some participants at the outer formation and 

watching out for  participants who might fall) 

 
 

2. Let the activity begin by allowing them to plan and try out strategy/strategies for 

about 10 minutes. 

 

Analysis 

3. After 3-5 attempts, process the activity by asking them the following questions. 

Ask for specific behaviours as responses, publish on the board: 

1) What helped them succeed?  

2) What hindered them?  

 

4. Focus on responses pertaining to the following factors (6 elements of an effective 

team):  

 Goal (objective of the activity); 

 Roles (leader if any, who stayed in the inner or outer formation, 

basis/criteria for the  formation or who stays where); 

 Procedures (planning, strategy, and rules); 

 Relationship (how comfortable are they with each other, the physical 

closeness of  bodies in the game, the laughter); 

 Commitment (not giving up); and  

 Competence (knowing how best to strategize to achieve the objective of 

the activity). 

 

Abstraction 

5. Present inputs on PowerPoint about six (6) elements of an effective team and 

relate to published behaviours on the board. 

 

Application 

6. Ask them what they learned from the activity, and which of these lessons they can 

apply during this training and eventually during the coaching phase where they 

will produce the HRD Plan as a core team. 

 

End with an anecdote (on PowerPoint) ‘Commitment: Western View, Eastern View.’ 
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Session 2A: Perspective-Setting: HRD Planning Framework 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Describe the HRD Planning Process Flow; and 

 Explain the HR Systems Framework. 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

Materials Needed 

 set of 14 cards with pre-identified words related to the HRD 

Planning Process Flow (refer to planning process flow) 

 meta-cards 

 permanent markers 

 masking tape 

 manila paper 

 PowerPoint Presentations on:   

 HRD PLANNING (Perspective Setting) 

 HRD PLANNING (Process Flow) 

 handouts on the topics 
 

 

Procedure 

1. Introduce the topic “HR Development Planning: Key Elements and Process Flow.” 

 

Activity:  “Human Flow Chart” 

2. Conduct the following activity on the HRD Planning process flow: 

a. Divide the participants into groups (not more than eight participants per 

group). 

b. Give them a set of 14 cards with words/phrases related to HRD Planning, 

one card for one participant. 
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c. Tell the groups that their task would be to sequence the cards-participants 

according to what they think is the logical flow of HRD Planning. 

d. Ask them to assign a reporter to present the output of the group. 

e. After the groups complete the activity, ask each group representative to 

present their output. 

 

Analysis 

3. Compare the outputs of the groups. Allow each group to comment on the 

output of the other group. 

 

Abstraction 

4. Deliver a lecture on the “HRD Planning Process Flow” on PowerPoint. And at 

the same time, let participants realize which group is closest to the right 

answer. 

 

 

5. Present also the “HR Systems Framework”. Locate where the HRD Planning 

is in the framework, and provide a brief discussion on how each HR system is 

interrelated. Also, state here that HRD Planning is one component of HRM 

systems and is an accreditation or deregulation requirement for CSC PRIME-

HRM Level 2, to wit – “The agency must have an HRD Plan integrating the 

HRM systems and containing the agency’s vision-mission and strategic 

goals, organizational chart and job description of all positions.” 

 

Application 

6. End by saying that the HRD Planning Process is the process the 5-day training 

will follow. To start said planning process, they need to listen to a resource 

person who will discuss step 1 of the HRD Key Elements and Process Flow – 

Strategic Plan (organizational anchors). 
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Session 2B: Perspective-Setting: Strategic Directions of 
PGLDN  

 
Objectives 

At the end of the session, the participants will be able to: 

 Explain how PGLDN’s development directions are aligned with the 

national thrusts, and later, how said directions are aligned with the 

HRD Plan. 

 

Time Duration  

Thirty Minutes 
 

 

 

Materials Needed 

 PowerPoint Presentation on: “PGLDN’s Development Directions” 

 handouts on the topic 
 

 

 

 

Procedure 

1. Invite the resource person to present the PGLDN’s development directions in 

relation to the national thrusts. The alignment will be discussed. 

 

2. Entertain questions and comments if any. 

 

3. Emphasize the need to be grounded on these organizational development 

directions because these will serve as anchors to the multi-year HRD Plan. 
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Session 2C: PGLDN’s HR Strategic Directions 

 
Objectives 

At the end of the session, the participants will be able to: 

 State the validated PGLDN’s August 2013 HR strategic directions, 

the HR vision and HR philosophy; 

 Cite the enhanced PHRMDO’s vision, mission and strategic 

objectives or goals (for HRM and HRD); and 

 Cull possible core organizational competencies from the stated 

PGLDN vision, mission, goals and the PHRMDO’s vision, mission 

and goals. 

 

Time Duration  

One Hour 
 
 

Materials Needed 

 colored meta cards 

 permanent parkers 

 masking tape 

 PowerPoint Presentation on” HR Strategic Directions” 

 handout on the topic 
 

 

 

Procedure 

1. Call on the resource person to present the HR Strategic Directions of PGLDN.  This 

session should cover the validated (from PART 3 of this guidebook) PLGDN’s HR 

vision and HR philosophy, the PHRMDO’s vision and mission, strategic objectives 

and metrics for its 2 main functions:  HRM and HRD. Reiterate that 16 

department heads and 14 core team members participated in the crafting of these 

HR strategic directions in August 2013 in Cebu City and validated-enhanced by 5 

batches of key stakeholders including the governor and SP headed by the vice 

governor .  
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2. State that Sessions 2b and 2c are the bases or take off points of the HRD Plan.   

 

Activity 

3. Conduct a workshop on Organizational Core Competency Identification  

a. Group the participants into three. 

b.  Instruct them to identify as a group, 6-8 core competencies that all 

PLGDN employees should possess and manifest. Reference should be 

PGLDN’s vision, mission and values, and development goals, HR vision 

and philosophy. Distribute meta-cards for them to write on. 

c. Ask them to post their meta-cards on the board. 

d. Let each group present its output. 

 

Analysis and Abstraction 

4. Process with the participants the clustering of similar or related competencies. 

Label each cluster. Repeat the definition of core competencies. 

 

Application 

5.  End the session by stating that these initial set of core organizational 

competencies will still require definitions and further validation from other 

stakeholders in PGLDN during the coaching phase. 
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Session 3: PGLDN’s HRD Situationer 

 
Objectives 

At the end of the session, the participants will be able to: 

 Identify by department by sector the various training activities 

conducted the past 2-3 years, the benefits and gains from said 

training activities; and 

 Determine facilitating and hindering factors, and lessons learned in 

the conduct of the training activities in PGLDN. 

 

Time Duration  

One Hour and Thirty Minutes 
 
 

 

Materials Needed 

 Template 5:  Status of HRD Plan Implementation for each 

participant 

 A copy for the Facilitator 

 

 

 

Procedure 

1. Introduce the topic. 

 

Activity 

2. Conduct a Workshop: 

 
a. Group the participants according to the sector that they belong, i.e., 

governance, social development, rural livelihood, and infrastructure.  

 

b. Tell them that their task as a sector is to identify the training activities 

conducted for their respective department the past 2-3 years; describe 
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the gains from the interventions, the facilitating & hindering factors in 

the implementation, and the lessons learned from the implementation 

experience.  

 

Provide them with Template 5:  Status of HRD Plan Implementation  

 

 
Template 5:  Status of HRD Plan Implementation 

 
1. Sector:  _____________________ 

Departments 
Target 

Compete
ncy 

Title of HRD 
Intervention 

Status 

completed partial 
on-

going 
postponed scrapped 

        
        
        
        

 
 

2. Gains from Interventions 

Intervention 
Outputs 

produced 
Competencies 
demonstrated 

Improvements in 
systems/ 
processes 

Impact on 
service 
delivery 

others 

      
      
      

 
3. What factors facilitated the HRD intervention implementation? (be specific) 

 

 

 

 

4. What factors hindered the implementation 

of the HRD intervention? 
What actions were taken? 

  

  

  

  

5. What lessons can you draw from this experience in implementing HRD 

interventions in PGLDN? What would you do differently: 

 

 

 

 

 

 

 

 

3. Let each group accomplish the template. 
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Analysis and Abstraction 

4. Allow them to present their outputs. Facilitator listens attentively draws out 

common strengths and areas for improvement for PGLDN, and publishes on the 

board. 

 

Application 

5. End the session by saying that the results of this assessment of the current HRD 

situation in PGLDN are one basis for doing things differently and more 

purposively. The lessons learned will be considered in the crafting of a multi-year 

roadmap called HRD Plan. 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 



 

 57 

DAY 2 
 

Session 4A: HRD Priorities for 2014-2016: Concept of 
Competency 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Define competency; 

 Differentiate the 3 types of competencies; and 

 Explain the benefits of a competency-based HRD Plan. 

 

Time Duration  

One Hour  
 
 

 

Materials Needed 

 meta-cards 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 templates 

 PowerPoint slides on the: “Understanding Competencies”   

 handout on the topic 
 

 

 

Procedure 

Introduce the topic by delivering a lecture on “Understanding Competencies”— show 

first part until the Activity portion only. 

 

Activity 1: Competency Coins 

1. Form dyads among the participants.  
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2. Tell the participants that their task is as follows: 

 

Stack or arrange the “coins” in a manner that will best reflect their logical 

relationships and/or development sequence. A condition is that the “coins” 

should be connected by an arrow or an equal sign if they are not stacked. There is 

no limit in the number of “arrows” or “equal” signs. 

 

3. Ask the groups to be ready to present their output. 

 

Analysis 

4. Facilitator comments on the output of each dyad.  

 

Abstraction 

5. Facilitator shows on PowerPoint on the ideal process of competency modelling 

and profiling.  

 

Activity 2:  Role Play to present the benefits of competency-based HRM system-

topic assigned to them.  

6. Group the participants into four: 

Group 1 – Training and Development 

Group 2 – Career Development  

Group 3 – Performance Management 

Group 4 – Rewards 

 

7. Instruct each group to plan how they will role play the assigned topic 

 

8. Let each group perform their role play.  

 

Analysis 

9. After each role play, comment on what was portrayed by the group  

 

Abstraction 

10. Continue lecture on “Understanding Competencies.” (Flash PowerPoint) 

explaining 3 types of competencies. Provide examples. Also, explain the benefits 
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of a competency-based HRD Plan and how this affects other HRM and HRD-

related systems. 

 

11. Check for clarity of discussion. Elicit possible questions.  
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Session 4B: HRD Priorities for 2014-2016: Position Profiling 

 

 

Objectives 

At the end of the session, the participants will be able to: 

 Describe components of a competency model; 

 Differentiate position and person profiling; and 

 Explain how position profiles are determined. 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

Materials Needed 

 templates 

 PowerPoint slides on the:  “Understanding Competencies” and 

“Competency Modelling and Profiling.”   

 handout on the topic 
 

 

 

Procedure 

1. Deliver a lecture on competency profiling:   components of a competency model, 

position profiling, and person profiling. 

 

Workshop (for application of learning) 

 

2. Conduct a Position Profiling simulated exercise on leadership competencies and 

HR profiling using the PGLDN’s five (5) leadership competencies and the 

PHRMDO’s technical HR Competencies.  

a. Divide the group by position:  

 Group 1 =  department heads or supervisors 

 Group 2 =  administrative officers 
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b. Let each group accomplish the position profile template. Show example below. 

Ask the question: “From the list of competencies your department requires to 

have to accomplish its mandate, which of the listed competencies does your 

position need to have?” 
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Session 4C: HRD Priorities for 2014-2016: Person Profiling 

 

Objectives 

At the end of the session, the participants will be able to: 

 Explain how person profiles are determined. 

 

Time Duration  

One Hour and Thirty Minutes 
 
 

Materials Needed 

 templates 

 PowerPoint slides on the:  “Understanding Competencies” and 

“Competency Modelling and Profiling.”   

 handout on the topic 
 

 

Procedure 

1. Deliver a lecture on Person Profiling. 

 

Activity 

2. Conduct a person profiling exercise on leadership competencies and HR profiling 

using the same competency model in the previous session. Show example below. 

 

Ask: “From the previous list of competencies which you checked as required by 

your position, which competencies do you possess?” 

 

3. Ask the department heads to do the leadership competencies and the other group, 

to produce the HR technical person competency profiling. 

 

4. Ask each group to report. 

 

5.  Facilitator provides comments by correcting mistakes and affirming good work. 
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Session 4D: HRD Priorities for 2014-2016: Competency Gap 
Determination and Prioritization 

 

Objectives 

At the end of the session, the participants will be able to: 

 Determine competency gaps; and 

 Prioritize competency gaps based on a set of criteria. 

 

Time Duration  

Four Hours 
 

 

Materials Needed 

 templates 

 PowerPoint slides on the:  “Competency Modelling and Profiling.”   

 handout on the topic 
 

 

 

Procedure 

1. Proceed with determining competency gaps by comparing the results of the 

position profiles and the person profiles. Deliver an input on how to determine 

competency gaps. Show and discuss the template below. 

 

2. Let us first put numbers or proficiency requirements per competency (see column 

2) to be able to facilitate competency gap determination. Show example below. 

 

 

Now, accomplish your person profile versus position profile to determine 

competency gap, if any. 

 

3. Then, let us get the average gap per competency for persons occupying the same 

position title or same employee group. 
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PGLDN’s Employee Groups: 

 
Level 1                                       

Proficiency                                          
level                        

required                   
(salary grade              

1-10)  

Level 2                         
Proficiency                                    

level                         
required                             

(salary grade 11-17) 

Supervisors                   
Proficiency                                    

level  required                  
(salary grade 18-23) 

Executives/ 
Managerial  

Proficiency Level                                     
required                               

(salary grade 24 & 
above) 

  

 

  

  

 

  

 

 

4. Let the participants do the exercise on competency gaps and averaging of gaps 

per competency per employee group. Ask the department heads to do the 

leadership competencies and the other group to produce HR technical 

competency gaps. 

 

5.  Ask each group to report. 

 

6. The facilitator provides comments by correcting mistakes and affirming good 

work. 
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DAY 3 
 

Continuation of Session 4D: HRD Priorities for 2014-2016 - Competency 

Gap Determination and Prioritization 

 

7. Proceed with prioritization of competency gaps. Provide the guide questions to 

help the participants determine the level or score of the competency gaps based 

on Seriousness, Urgency, and Growth potential (S-U-G). Ask the participants to 

analyse the gap and state the reasons for the rating for each criterion. 

 

Guide questions for each criterion: 

  
(Original) Priority Criteria 

Seriousness means: Urgency means Growth Potential means: 

 
What are the current 
negative effects of this 
competency gap? 

- On your department 
service targets? 

- On your clients? 
- On PGLDN performance 

and image? 
- On cost? 

 

How much time does the 
PGLDN have to address this 
competency gap before 
action becomes irrelevant? 

Any set deadline? 

 

What will happen if this 
competency gap is not 
addressed? 

Will this concern be bigger if 
not attended to immediately? 

   

 

PGLDN Enhanced Criteria for Prioritizing Competency Gaps 
Seriousness means… Urgency means… Growth Potential means… 

 
High has a score of 3. This 
means big negative 
impact/effect on PGLDN 
performance/productivity, 
costs and image. 
 
Medium has a score of 2.  
This means substantial 
negative impact/effect on 
PGLDN performance 
productivity, costs and image. 
 
Low has a score of 1. This 
means minimal negative 
impact/effect on PGLDN. 

 
High has a score of 3. This 
means response to the gap 
must happen within the 
year. 
 
Medium has a score of 2.  
This means response to the 
gap must happen within 2 
years. 
 
Low has a score of 1. This 
means response to the gap 
must happen within 3 years. 
 
 

 
High has a score of 3. This 
means the gap/concern will 
affect/spread and negatively 
affect other competencies. 
 
Medium has a score of 2.  
This means the gap/concern 
will grow. 
 
Low has a score of 1. This 
means status quo, the gap will 
not grow. 
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Conduct a demonstration on prioritizing competency gaps using the outputs of the previous 

workshop. Show template below. 

 
 

Prioritized 
Competency 

Gaps 
Seriousness Score Urgency Score 

Growth 
Potential 

Score 
Total 
Score 

 
 

       

 
 

       

 
 

       

 
 

8. Let the participants do the exercise on competency gaps previously identified. Ask 

the department heads to do prioritization of the leadership competency gaps and 

the other group to produce HR technical competency gaps. 

 

9.  Ask each group to report when ready. 

 

10.  Facilitator provides comments by correcting mistakes and affirming good work. 
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Session 5A: Implementation Matrix: Human Resource 
Development Initiatives 

 

Objectives 

At the end of the session, the participants will be able to: 

 Explain the parts of the Template on Implementation Matrix 

for Year 1; 

 Describe the various possible HRD interventions or initiatives to 

address competency gaps; and 

 Identify an HRD intervention or initiative for the assigned prioritized 

competency gap. 

 

Time Duration  

Forty-Five Minutes 
 

 

 

Materials Needed 

 template/hand-out on the topic: Implementation Matrix 

 PowerPoint on the HRD Interventions  
 

 

 

 

Procedure 
 

 
1. Proceed to an explanation of the Implementation Matrix for Year 1 and its 

columns; and an input on the possible HRD interventions (flash PowerPoint 

slides) to guide the participants in identifying their own HRD interventions in 

relation to their identified priority competency gaps. 

Priority 
gaps 

Proposed 
HRD 

Interventions 

Terminal 
Objectives 

Target 
Outputs 

Target 
Outcomes 

Target Pax Planned 
Schedule 

Support Requirements 

No. Dept Positions 

Q
1 

Q
2

 

Q
3

 

Q
4

 

B
u

d
g

et
 

L
o

g
is

ti
cs

 

o
th

er
s 
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Provide examples for each type of HRD Intervention: 

o Training 

o Education 

o Scholarship 

o Coaching/Mentoring 

 
 

2. Form four (4) groups. Assign a competency gap identified from previous session 

to each group who will propose an HRD intervention. 

 

3. Ask each group to report when ready. 

 

4.  The facilitator provides comments by correcting mistakes and affirming good 

work. 
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Session 5B: Implementation Matrix: Terminal/Performance 
Objectives 

 

Objectives 

At the end of the session, the participants will be able to: 

 Describe a S-M-A-R-T objectives; and 

 Formulate a set of major S-M-A-R-T objectives for the assigned HRD 

intervention. 

 

Time Duration  

One Hour 
 

 

Materials Needed 

 template/hand-out on the topic: Implementation Matrix  

 PowerPoint on the Terminal/Performance Objectives  

 
 

 

Procedure 

Begin by showing the template of the HRD Plan Implementation Matrix. Discuss 

in more detail the element Terminal/Performance Objectives (flash PowerPoint).  

1. With the same grouping, ask them to develop a set of major S-M-A-R-T 

objectives. 

Priority 
gaps 

Proposed 
HRD 

Interventions 

Terminal 
Objectives 

Target 
Outputs 

Target 
Outcomes 

Target Pax Planned 
Schedule 

Support Requirements 

No. Dept Positions 

Q
1 

Q
2

 

Q
3

 

Q
4

 

B
u

d
g

et
 

L
o

g
is

ti
cs

 

o
th

er
s 

        

        

        

 

2. Ask the groups to report. 

 

3. Lead the critiquing of the outputs. 
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Session 5C: Implementation Matrix: Target Outputs & 
Outcomes 

 
Objectives 

At the end of the session, the participants will be able to: 

 Determine target outputs & outcomes for the identified HRD 

intervention’s objectives. 

 

Time Duration  

One Hour 
 

 

Materials Needed 

 template/hand-out on the topic: Implementation Matrix  

 PowerPoint on the Target Outputs and Target Organizational 

Outcomes 
 

 

 

Procedure 

1. Let the participants focus on columns – Target Outputs and Target 

Organizational Outcomes. Explain each. (Flash PowerPoint on these 2 items).  

 

2. Refer to the same matrix below. 

Priority 
gaps 

Proposed 
HRD 

Interventions 

Terminal 
Objectives 

Target 
Outputs 

Target 
Outcomes 

Target Pax Planned 
Schedule 

Support Requirements 

No. Dept Positions 

Q
1 

Q
2

 

Q
3

 

Q
4

 

B
u

d
g

et
 

L
o

g
is

ti
cs

 

o
th

er
s 

        

        

        

 

3. With the same grouping, ask them to develop a set of major S-M-A-R-T objectives 

 

4. Ask the groups to report. 

 

5. Lead the critiquing of the outputs. 
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DAY 4 
 

Session 5D: Implementation Matrix: Target Participants, 
Implementation Schedule, and Support 
Requirements 

 

Objectives 

At the end of the session, the participants will be able to: 

 Determine number of target participants (those who have identified 

the competency gap as high), the department they belong and their 

position titles; 

 Determine the target quarter of the year when the HRD intervention 

is to be implemented; and 

 Identify support requirements for the implementation of said 

intervention. 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

Materials Needed 

 template/hand-out on the topic: Implementation Matrix  

 PowerPoint on the Target Participants, Implementation Schedule 

and Support Requirements 

 

 

Procedure 

1. Let the participants focus on columns – Target Participants, Implementation 

Schedule, and Support Requirements. Explain each element. (Flash PowerPoint 

on these 3 items).  
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2. Refer to the same matrix below. 

 

Priority 
gaps 

Proposed 
HRD 

Interventions 

Terminal 
Objectives 

Target 
Outputs 

Target 
Outcomes 

Target Pax Planned 
Schedule 

Support Requirements 

No. Dept Positions 

Q
1 

Q
2

 

Q
3

 

Q
4

 

B
u

d
g

et
 

L
o

g
is

ti
cs

 

o
th

er
s 

        

        

        

 

3. With the same grouping, ask them to develop a set of major S-M-A-R-T objectives 

 

4. Ask the groups to report. 

 

5. Lead the critiquing of the outputs. 
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Session 6: Cost Estimates for Year 1 

 
 

Objectives 

At the end of the session, the participants will be able to: 

 Differentiate direct, indirect, and major costs; and 

 Estimate the cost of an HRD intervention. 

 

 

Time Duration  

One Hour and Forty-Five Minutes 
 

 

 

Materials Needed 

 PowerPoint on Cost Estimates for Year 1  

 template or matrix-handout on the topic 

 
 

 

Procedure 

1. Discuss the need for estimating the costs of the HRD interventions. Explain each 

component. Deliver a lecture on the topic (flash PowerPoint). 

 

Show template with example (Cost Estimate for HRD Intervention 2014). Walk 

through each part.  
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Cost Estimate for HRD Intervention (Calendar Year 2014) 

 
P

ro
po
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d 
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R

D
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Consultant’s Services Fees (PSF) Out-of-Pocket Costs (OPC) 
             

TOTAL 
D
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n 

N
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r 
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-
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em
en
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n 
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n 

P
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n 

S
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S
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d 

M
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ia
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rin
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g 
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d 
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n 

V
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A
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n

 

T
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n 

C
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ic
at
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n

 

M
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ou

s/
  

C
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nc
y 

(1
0%

 

of
 O

P
C

) 

S
ub

-T
ot

al
 

 

Teambuilding 
3 

days 
25 

Design: 
10,000 

10,000/
day x 3 

Training 
report: 
2,000 

42,000 

Handouts, 
markers, 

easel 
sheets, kits, 

etc 
200.00 

x25pax= 
5,000 

2,000 
3,000 x 
3 days= 
9,000 

Plane 
fare 

plus = 
10,000 

Load 
500 

2,650 29,150  

       

 

       

T O T A L S             

 

2. Conduct the workshop on estimating costs given their assigned HRD 

intervention. Let the participants complete matrix or template on cost estimates 

for Year 1.  

 

3. Ask them to present their outputs 

 

4. Lead the critiquing of the outputs. 
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Session 7: Responsibilities in HRD Planning, 
Implementation & Evaluation 

 

Objectives 

At the end of the session, the participants will be able to: 

 Identify the key stakeholders who have roles & responsibilities in 

HRD planning, implementation and evaluation; and 

 Cite each key group or key person’s roles and responsibilities. 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

Materials Needed 

 meta-cards 

 manila paper 

 permanent markers 

 masking tape 

 scissors 
 

 
 

Procedure 

1. Provide a transition statement that there are roles to be played by other groups 

other than the PHRMDO. The latter only spearheads the process. 

 

2. Form 7 groups, each is to identify roles & responsibilities of the following: 

 
Group 1 – Employees 

Group 2 – Supervisors 

Group 3 – department heads 

Group 4 – Core/Expanded Core Team 

Group 5—PHRMDO 

Group 6 – Governor 

Group 7 – the SPs 
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3. Ask the groups to report. 

 

4. Facilitate the critiquing of the outputs by drawing out first the comments from 

other groups. 

 

5. Agree on proposed list of responsibilities for each group. 
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Session 8:  Monitoring and Evaluating the HRD Plan  

 
Objectives 

At the end of the session, the participants will be able to: 

 Explain the importance of and need for monitoring and evaluating 

the HRD Plan implementation and the HRD interventions; 

 Accomplish the M & E Plan using the Kirkpatrick model and the 

Results-Based Monitoring & Evaluation (RBME) tool; and 

 Agree on an M & E Plan and Report Templates. 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

 

Materials Needed 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 template 

 PowerPoint on PGLDN M&E: Results-Based M & E and Kirkpatrick 

models and tools.  

 hand-out on the topic 
 

 

 

Procedure 

1. Present the monitoring and evaluation inputs (flash PowerPoint).  

 

2. Reiterate the following points:  

 That the M & E component of the HRD Plan looks at two levels, 

namely:  

1) monitoring and assessing HRD interventions using Kirkpatrick’s 4 

Levels of Evaluation, and 2) monitoring and assessing target 
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organizational outcomes in terms of effectiveness, efficiency and 

sustainability using an RBME tool. 

 

 That the Kirkpatrick model and the RBME tool show different but 

related sets of performance indicators.  

 

3. Show Kirkpatrick’s M & E template for monitoring HRD interventions with 

example below. Walk through each part.  

        

 

Monitoring and Evaluation Plan 

 

Intervention Title 
 Service Delivery Excellence Program ( in house )  ( Core 2) 

Planned Schedule Q4 

Target Learners 
(Office/Positions) 

 PGO, PHRMDO, PASSO, PIAO, GSO, ADMIN, PSWDO, PDRRMO, 
PPO, PRMC 

 

Number of 
Participants 

115 

Financial 
Requirement 

 297,200   for 3 years 

Source of Funds  

 
     

Levels of 
Evaluation 

Indicators  
(What will 

you 
measure?) 

Methods/ 
Tools 

Data 
Sources 

Schedule 
Person/s 

Responsible 

Level 4: Desired 
Outcome 

Installed 

Excellent 

Service 

Delivery 

System in 

PGLDN 

Documents 
Review  
Interview 
of the 
participants 
& clients 

M & E Report Every 6 
months 

Learning & 
Development 
Management 
Team 

Level 3: 
Application 

Implemented 

Service 

Delivery  

Excellence 

Program 

(SDEP) 

Action Plan 

 

Documents 
Review  
Interview 
of the 
participants 

M & E Report 
to be 
accomplished 
by supervisor 
to be 
submitted to 
PHRMDO-
Learning & 
Development 
Management 
Team 

quarterly Dept. 
supervisor 
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Level 2: Learning At the end of 
the 2-day 
training, 
participants 
will be able 
to:                   
1. define and 
explain what 
is customer 
service 
excellence;  
2. 
Recommend 
measures to 
build 
customer-
friendly 
organization 
by improving 
existing 
service 
standards;  
3. Streamline 
service 
delivery 
systems and 
processed in 
their 
respective 
offices. 

Documents 
Review  
 

Training 
outputs 

End of 
training 

Learning & 
Development 
Management 
Team with 
Dept. 
supervisor 

Level 1: Learners’ 
Reaction 

Achievement 
of seminar 
objectives; 
Favorable 
feedback on 
effectiveness 
of learning 
environment. 

Documents 
Review  
Interview 
of the 
participants 

Training 
Evaluation 
questionnaires 

End of 
training 

Learning & 
Development 
Management 
Team with 
Dept. 
supervisor 

 

 

Also, explain Parts I and II of Kirkpatrick’s HRD M & E Report template below. 

This report shall be accomplished by the assigned HR focal persons of each 

department in the PGLDN every month or quarter then submitted to the M & E 

Team. 
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HRD Monitoring and Evaluation Report 

 

Part I: HRD Plan Execution 
 
This section summarizes the planned and actual number of learners, schedule and budget for a given 
year; reasons for any deviations between planned and actual targets, action taken (if any); and 
recommendations to address deviations and/or to ensure achievement of targets.   
 

Interven

tion 

Target 

Number 

of 

Learners* 

Actual 

Number 

of 

Learners* 

Planned 

Schedule 

Actual 

Schedule 

Financial 

Require

ments 

(Budget) 

Actual 

Expen

diture 

% Over- (or Under-)  

Budget 

        

        

        

 

*Note: Specific deviations in Target Leaners’ position and office may be captured in Part 2 M&E 
Report on HRD Intervention. 
 
                     
           Reasons for Deviations in Number of Learners, Schedule and Budget, and actions taken (if any) 

 

 

 

 
 
           Recommendations to address the deviations and/or facilitate achievement of set targets. 
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 Part II.  M&E Report on HRD Intervention  
(Note: this part needs to be completed for each intervention) 
 

Intervention 
Title: 

 

Planned 
Schedule 

 

Actual Schedule 

(Indicate actual schedule 
here, then check if on 
schedule or delayed) 

___ On schedule         ___ 
Delayed  

Target Learners  
(Office, 

Positions): 

 Changes in 
Learners’ Office 
and Position, if 

any 

 

Number of 
Target 

Learners: 

 
Actual Number of 

Learners 

 

Financial 
Requirements: 

 

Actual 
Expenditure: 

(Indicate actual expenditure 
here, then compute % over- 
or under- budget) 

____% over- (or under-) 
budget 

 
 

Levels of 
Evaluation 

Indicators 

(What will 
you 

measure?) 

Actual 
Accomplishments 

Gaps 
Reasons 
for Gaps 

Recommendations 

Level 4: 
Desired 

Outcomes 

     

Level 3: 
Application 

     

Level 2: 
Learning 

     

Level 1: 
Learners’ 
Reaction 
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 What factors facilitated the accomplishments? 
 

 

 
                What factors hindered the accomplishments? 
 

 

 
 

4. Conduct a workshop accomplishing Kirkpatrick’s M & E Plan template plugging 

in the data from the Target Outputs and Target Organization Outcomes columns 

of the Implementation Matrix template of the previous session on 

Implementation Matrix. 

 

5. Reiterate the need to translate outputs and specially outcomes into measurable 

indicators. 

 

6. Segue to monitoring and evaluating target organizational outcomes. Focus on the      

M & E Plan Template using the RBME template below (with an example). Walk 

through each part.  

 

Results-Based Monitoring and Evaluation Plan 

 

Results Indicator 

Description 
Base Target 

How to Get/Manage Data 

Unit 
Disaggregatio

n 
 

 Data Source 
Frequen

cy 
Person 

Responsible 
Cost 

Location 
of Data Year 1 Year 2 Year 3  

1. More 

effective 

& 

efficient 

HRMD 

Change in 

CSC 

accreditation 

level 

Level By Level 1 2 2 2 
HR 

documents 
 

Eugenie 

Pusing 
 PHRMDO 

  Change in 

LGPMS 

rating 

Performance 

Index 

By 

Performance 

Area 

Good Excellent Excellent Excellent SLGR Annual 
Siegfred 

Pepito 
 PPDO 
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7.  In plenary, present a blank template then conduct a quick exercise accomplishing 

said template gathering data from the participants themselves.   

 

8. End the session by reminding the participants that during actual preparation of 

the HRD Plan, the M & E component needs to be accomplished through a plan 

and subsequently a report to determine status of the HRD Plan interventions and 

implementation. 
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DAY 5 
 

Session 9A: Change Management Strategy 1: Risk 
Management Plan  

 

Objectives 

At the end of the session, the participants will be able to: 

 Define change and the change process; 

 Explain the need to manage change; 

 Describe the importance of a Risk Management Plan as one strategy 

to manage target changes; and 

 Craft an indicative Risk Management Plan. 

 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

Materials Needed 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 PowerPoint on A Glimpse of Change Management 

 handout on the topic 
 

 
 

Procedure 

Activity 

1. Begin the session with an introductory exercise to be done individually, as 

follows: 

a. Ask them to think of changes that they have done or implemented in 

their homes. 
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b. Tell them to choose two changes: one that they carried out easily 

without having much time to decide in implementing it, and 2) one that 

took them long to decide on pushing through with it. 

 

c. Let them write in their journals. 

 
Analysis 

2. Pose the questions and publish on the board the participants’ responses:  

 What helped you implement the change? 

 What made it difficult for you to implement the change? 

 

Abstraction 

3. Proceed with the lecture on change, change process, and change management. 

Focus on the change management strategy 1, that is, Risk Management Plan. 

Explain template. (Flash PowerPoint). Note that change management strategy 2 

which refers to Communication Plan will be explained in the next session. 

 

4. Define risks (which are commonly called potential problems), explain the need to 

manage risks (which are usually unplanned, usually unpredictable, and are 

changes), and expound on the need to identify and manage risks to minimize the 

possible negative effects. (Flash PowerPoint) 

 

Application 

5. Form 2 groups. Conduct the workshop on risk management plan applying the 

inputs/learnings in the context of HRD Plan implementation. Provide the 

template. Show an example. Explain headings. (Flash PowerPoint) 

 

 Write the risks or potential problems. 

 Determine the potential or likelihood of the risk from happening. Rate High, 

Medium or Low. 

 Again, determine impact or effect of the risk. Rate High, Medium or Low.  

 Describe possible preventive actions. Answer the question: “what can we do 

to stop it from happening?” or “what can we do to avoid the risk from 

happening?”  

 Identify possible mitigating actions or actions to lessen the impact of the risk. 

 Determine who or which office is in-charge of the actions. 
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6. Have them present their outputs one at a time 
 
 

7. Facilitator elicits comments from the other group and gives own comments to 

enhance the indicative risk management plan. Remind the participants that this 

plan needs further review and finalization towards the later phase of the CINA 

process-PART 4. 

 

 

 

 

 

 

 

RISKS 
POTENTIAL/  
LIKELIHOOD 

IMPACT/ 
EFFECT 

PREVENTIVE 
ACTION 

MITIGATION 
APPROACH 

RESPONSIBLE 
OFFICES/ 
CENTERS 

 
1. 1. A significant 

number of 
PGLDN 
employees may 
not support 
and appreciate 
the strategic 
HRD Plan 

 
M 

 
H  Orientation per 

department; 
 Memo signed by 

Provincial 
Governor. 

 Department 
Heads to remind 
their staff during 
their monthly 
meetings the 
desired outcome 
and benefits of the 
HRD plan. 

 Reminder to 
department heads 
of their significant 
role in the HRD of 
their respective 
employees and 
that HRD is not 
the sole 
responsibility of 
the PHRMO 

 PHRMO to give 
update once a 
month during the 
flag raising 
ceremony 

 Issuance of 
Executive Order 
implementing the 
HRD Plan 

 Issuance of SP 
Resolution 
adopting the HRD 
Plan 
implementation  

 Call the attention 
of the Department 
Head. 

 Implementation 
Update in each 
department to be 
submitted to HR. 

 

 
Governor 
 
Vice Governor 
 
Provincial 
Administrator 
 
Department 
Head 
 
Core Team 
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Session 9B: Change Management Strategy 2:  
Communication Plan 

 
Objectives 

At the end of the session, the participants will be able to: 

 Describe the importance of a Communication Plan as another 

strategy to manage target changes; and 

 Craft an indicative Communication Plan for the HRD Plan. 

 

Time Duration  

One Hour and Thirty Minutes 
 

 

Materials Needed 

 manila paper 

 permanent markers 

 masking tape 

 scissors 

 PowerPoint on the topic 

 hand-out on the topic 
 

 

Procedure 

1. Deliver the inputs on communication planning as part of managing the 

changes the HRD Plan will entail. 

 

2. Break the group by target audience: 

 Governor and SPs headed by the Vice Governor 

 Department heads and supervisors 

 Employees (rank and file) 

 External clients e.g. funding agencies, CSC, DBM 

 

3. Let them accomplish the template below, applying the learnings from the lecture. 

Show Template with example. 
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Do this by Plan Phase:  Planning, Implementation, Evaluation 

 
Target 

Audience 
Desired 
Results 

Core 
Messages 

Medium of 
Communication 

Office/                                               
Person 

Responsible 

Frequency
/Time 
Frame 

Resources 
Needed/ 
Budget 

Allocation 

       

  
 

     

 

 Write the key messages for their assigned target audience (customize) and 

timeframe. 

 Determine desired result for the organization and desired result for the 

employee or officials. 

 Choose the appropriate medium for communication and frequency of 

communication. 

 Determine size of audience (large or small) and their readiness for change as 

these two are the bases for the medium of communication and the message, 

respectively. 

 

4. Have them present their outputs one at a time. 

 

5. Facilitator elicits comments from the other group and gives own comments to 

enhance the indicative Communication Plan. Remind the participants that this 

plan needs further review and finalization towards the later phase of the CINA 

process-PART 4. 
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Closing Ceremony and Integration of Learning 

 

Objectives 

At the end of the session, the participants will be able to: 

 Articulate the HRD Planning Process; 

 Affirm each other for a job well done; 

 Evaluate the conduct of training; and 

 Receive their certificates of participation. 

 

Time Duration  

One Hour  
 

 

Materials Needed 

 symbols 

 reflection music 

 training objectives on PowerPoint 
 

 
 

Procedure 

 
1. Integrate the learning from the 5-day training program by conducting the 

following activity: 

 

Provide the 14-piece meta-cards (refer to the ‘Human Flow Chart steps” used 

during Session 2-A), one meta-card per participant. Ask the participants to 

form the human flow chart. This integration activity will indicate if the planning 

steps are internalized by the participants. The participants may do a self-check 

while the facilitator affirms or reminds steps that are remiss. 

 

Flash on screen the objectives of the 5-day training and ask the participants if 

each of the objectives were met.  
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2. Then, let the participants form a big a circle in an open space in the function 

room. All must be seated. 

 

3. Give each participant an envelope of 5 cut-outs of the following symbols. Closed 

envelop at the start.  

 

 A smiley face = which means “I am happy that you are here” 

 A hand = which means “I am glad to know you” 

 An anchor= which means “I will support you all the way” 

 A blossoming tree = which means “I believe in your potential” 

 

Let them open the envelope and retrieve the smiley face, to look for the 

participant they like to give these symbols to. They should put the name of the 

person at the back of the symbol. Allow them now to write the name of the 

participant they like to give the other symbols to. Give them some time to do this. 

 

Once all are done with writing the names on each of the symbol, give the cue to 

get the smiley face symbol from their envelope and hand it over to the person on 

their right. Next, allow them now to stand and quietly approach the person they 

like to give the other symbols to. 

 
4. Pause and let them savour the positive feelings they have at this point. End this 

particular affirmation activity with a vitamin H-hug (rubbing the hands and 

spreading the warmth to each one). 

 

5. Provide evaluation sheets to the participants to accomplish. 

 

6. Have a short closing ceremony:  

 Giving of certificates of participation 

 Some closing message 

 Closing prayer of thanksgiving, and 

 Picture-taking. 
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Part IV: Process for the Competency 
Identification and Needs Assessment (CINA) 
and Crafting the HRD Plan Components for 
the Provincial Government of Lanao del Norte 

 

 

Objective 

At the end of the CINA process, the core and expanded team will be able to produce 

a 3-year HRD Plan aligned with organizational and department anchors, with the 

following milestones:                                 

1. A set of validated core competencies; 

2. A set of validate leadership competencies; 

3. A set of validated critical  technical competencies for each department 

covered in the Plan; 

4. Position Profiles for positions covered in the Plan; 

5. Person Profiles of positions covered in the Plan; 

6. Competency Gaps; 

7. Prioritized competency gaps vis-a-vis S-U-G criteria for 3 years; 

8. Proposed HRD Interventions or Initiatives for prioritized gaps; 

9. Implementation Matrix  for Year 1 Proposed  HRD Interventions; 

10. Cost Matrix for Year 1 HRD Interventions; 

11. Scholarship Matrix for Year 1; 

12. Change Management Plans:   

a) Risk Management Plan   

b) Communication Plan 

13. Monitoring and Evaluation Plan. 

 
 
 

Expected Output 

 A medium-term (3-year) HRD Plan 
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Target Departments to be covered by the Plan: All departments. 

 

Venue:  An accessible, spacious function room able to accommodate about 20-30 

participants for workshops, group consultations, or focus group discussions 

(FGDs) and write-shops.    

 

Human Resources needed:  Core team member-facilitators (the number of 

which is dependent on the number of departments to be covered; ratio= a 

team of 2 facilitators per 20-staff department or office). The process and 

results for each step of the way must be organized and documented on excel 

for database, averaging, linking and summary purposes.  The number of 

target department-staff must be manageable for a buddy system of 2 

facilitators. 

 
 

Materials Needed 

 

1. PowerPoint slides showing the following – (flash attached PowerPoint slides) 

 objectives of the CINA  (to include “What’s in it for them” to stress the 

importance of the target employees and department heads’ involvement in 

terms of providing data, comments and questions, and feedback);  

 expected outputs and outcomes; 

 brief overview of the process to include definitions and examples; and 

 process instructions to include competency tools or questionnaires and 

aids on Excel on PowerPoint slides. 

 

2. Back up supplies like easel sheets, meta-cards and permanent parkers. 

3. White or black boards. 

4. One laptop for each Core or Expanded Team of 2. 

5. Department Position Profile questionnaires. 

6. Department Person Profile questionnaires. 
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Helpful documents as bases for CINA:  alignment of organizational anchors 

with the department or office or facility mandate and new or emerging 

development thrusts, functional charts; Competency Dictionary (if 

available) for the department undergoing CINA. 

 

 

Procedure 

1. Warmly greet the employee or participants and thank them in advance for their 

presence and participation in the CINA.  

 

2. Provide some introductions of the department participants and the core or 

expanded team members. 

 

3. Present the objectives of the CINA and expected outputs; explain what’s in it for 

them as officials and employees and what’s in it for PGLDN. (Flash PowerPoint 

slides – Session on Understanding Competencies edited version without 

the small group activities). 

 

Stress the importance of their involvement. You may ask the question – “What’s 

in it for you and your department or organization?”  Or what they think are their 

benefits in this consultation or validation activity. Seek initial reactions or 

answers. 

 

4. Give a short CINA Overview (rationale, the other processes), and situate where 

this CINA is. Provide segue or link from the PAHRODF-HRD Planning Project. 

Emphasize the link between the CINA and the development or enhancement of 

the learning and growth or development at the department and individual levels. 

(flash PowerPoint slides – Session on: Competency Modeling edited 

version) 

 

5. Encourage participants to ask questions at any point during the process. 

 

6. Present one at a time CINA definition of terms, steps or mechanics.  
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Say that “the department technical competencies (also Core and Leadership 

competencies) should be aligned with the PGLDN’s organizational and 

department anchors.” 

 

 

(Flash PowerPoint CINA steps, one at a time) 

Present the 3 types of competencies the HRD Plan will focus on: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

CORE 

COMPETENCIES 

 
 
 

LEADERSHIP 

 
 
 

TECHNICAL 

COMPETENCIES 
that relate to the skills 

needed to perform 
leadership or managerial 

work and processes 

COMPETENCIES 
that relate to the 

organization’s values, 
mission and strategy 

FUNCTIONAL COMPETENCIES 

COMPETENCIES 
that pertain to specific 

bodies of knowledge and 
skills required to 

perform the defined 
activities in an industry, 

function or job 
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Step 1 – Analyze Documents and Other References 
 

 Review secondary documents such as department mandates/thrusts, job 

descriptions or PDFs, functional charts with department/office head, and 

SSIs. 

 

 Review available competency inventories or dictionary from other provincial 

LGUs (if any) 

 
APPROACHES/SCHEMES 

For going through the various processes of Competency Modeling 
 

Secondary Data Sources Identifying 

Competencies 

Validation 

Review of Relevant Literature   

Data from existing documents   

 Job Description   

 Job Analysis / Audit Reports   

 Performance Assessment Reports   

 Work / Output Samples   

 
 
 
 
 
 

 

Step 2 – Draft Initial Competencies 
 
 Identify tentative list of technical competencies 

 
 
 
 
 
 
                     
 

                                         
 
 
 
 
 

Purpose of Steps 1 & 2 
 

To draw out a list of technical competencies the department 

employees must possess to be able to realize its 

mandates/functions/thrusts. 
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Step 3 – Filter and Screen Technical Competencies 
 
 Agree on the list of technical competencies and sub-competencies or sub-

definitions that are: 

 Critical to the performance of the department/office/facility 

(MUST HAVE); and  

 Desirable (GOOD/HELPFUL TO HAVE) competencies (optional). 

 

 Define each competency by referring to department mandates, functional 

charts, research, and a discussion with the department head that will be 

helpful in developing the definition of each technical competency. 

 

 Determine initial proficiency levels for each critical (and desirable 

competency) per employee group  

 

 

 

 

 

Step 4 – Validate Technical Competencies and Proficiency Level  

       Requirements         

 

 Department/office head sits and discusses with division/section chiefs or with 

best performers in the office to validate the list of technical competencies 

and sub-competencies or sub-definitions that are critical (and 

desirable)  to identified employee groups, and 

 

 Validate proficiency levels for each critical (and desirable) competency per 

employee group with department heads, assistant department heads and 

division chiefs. This is called Position/Employee Group Profile. 
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APPROACHES/SCHEMES 
For going through the various processes of Competency Modelling 

 

Primary Data Sources 
Identifying 

Competencies 
Validation 

Direct Observation   

Survey/Use of Questionnaires   

Interviews/One-on-one sessions   

 with incumbents   

 with superiors/peers   

Focus Group Discussion   

 
 
 
 

Step 5 – Position Profiling per Employee Groups with Proficiency 
Levels 
 
Example of Steps 4 &5 

Position/Employee Group Profile 
Department name:   PEO   Date accomplished:  ____________ 
PGLND Sectoral Goal(s) the department 
 is aligned with:    ________________________________ 
 Department mandate:  ______________________________ 
Thrusts:     _____________________________________________ 
Competency levels or rating (Rubric): 
 

1=  BASIC 2= INTERMEDIATE 3= ADVANCED 4= SUPERIOR 

Performs and 
completes tasks 

as instructed with 
assistance or 
supervision. 

Responds to 
issues/concerns; seeks 
responses/ strategies 

with little/some 
supervision. 

 

Adheres/complies 
with set standards 

efficiently in 
performing tasks 

with independence 
or no supervision. 

Inspires others, 
influences 

changes, and 
creates 

opportunities, 
able to innovate 
or teach others. 

 

 

A. Technical 
Competencies and sub 
competencies 
/definitions 

Level 1                                       
Proficiency                                          

level                        
required 

(salary grade 
1-10) 

Level 2        
Proficiency                                    

level                         
required   

(salary grade 
11-17) 

Supervisors    
Proficiency                                    

level  
required   

(salary grade 
18-23) 

Executives/ 
Managerial  
Proficiency                                        

required  
(salary grade 24 

& above) 
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1. Planning and Programming 

 Ability to set priorities 

and identifying the 

scope, allocating and 

sequencing resources. 

 Ability to prepare 

detailed engineering 

design in accordance to 

standard specs. 

 Ability to conduct 

mechanical, electrical 

and electronics detail 

engineering design viz 

standard specs 

 Ability to conduct fleet 

operations, planning, 

organizing preventive 

and corrective 

maintenance of 

light/heavy equipment 

 

2 

 

2 
 

 

3 

 

 

4 

 

3 

 

3 
 

 

3 

 

 

4 

 

4 

 

4 
 

 

3 

 

 

4 

 

4 

 

4 
 

 

4 

 

 

4 

2. Contract Management 

 Ability to organize 

process and manage 

records and accounting 

related works 

 Ability to maintain 

inventory of equipment 

and manage its 

disposition 

 

2 

 

2 

 

3 

 

3 

 

3 

 

4 

 

4 

 

4 

 

 

 Proficiency levels will use the following rubric or competency level or rating 

shown below.  

 

 Define what a rubric is and its importance. A rubric is an explicit set of criteria 

used for assessing a particular type of work or performance. A good rubric 

describes levels of quality for each of the criteria, usually on a point scale. And, 

the rubric levels are stated in behavioral terms.  

 

 The PGLDN HRD Planning process uses a rubric culled from a pattern or 

trend which the CSC and a tendered (or outsourced) competency model 
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showed.  This pattern will be used consistently for the three (3) types of 

validated sets of competencies to make it user-friendly but which still tries to 

capture the essence of a rubric. 

 

 
Competency Levels or Rating (Rubric) 

 
 

1= BASIC 

 

2= INTERMEDIATE 

 

3= ADVANCED 

 

4= SUPERIOR 

 

Performs and 
completes tasks as 
instructed with 
assistance or 
supervision. 

 

Responds to 
issues/concerns; seeks 
responses/ strategies 
with little/some 
supervision. 

 

Adheres/complies 
with set standards 
efficiently in 
performing tasks 
with independence 
or no supervision. 

 

 

Inspires others, 
influences changes, 
and creates 
opportunities, able 
to innovate or 
teach others. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 100 

Step 6 – Person Profiling  
 
Example 

   Person Profile 

Name:  ___________________                       Date accomplished:  ____________ 
Position Title:   ____________                         Department:    

Instructions:   

1. For each identified competency found in column 1, please put in column 3 the 

proficiency level you currently possess.  

2. Determine in column 4 your competency gap (if any) by comparing columns 2 

and 3. Subtract your rating score (column 3) from the proficiency level required 

(column 2). 

3. Discuss and validate with your immediate supervisor your identified 

competency gap 

A. Technical Competencies with Proficiency Level Requirement 

Competency levels or rating (Rubric): 

 

1=  BASIC 2= INTERMEDIATE 3= ADVANCED 4= SUPERIOR 

Performs and 
completes tasks 

as instructed with 
assistance or 
supervision. 

Responds to 
issues/concerns; seeks 
responses/ strategies 

with little/some 
supervision. 

 

Adheres/complies 
with set standards 

efficiently in 
performing tasks 

with independence 
or no supervision 

Inspires others, 
influences changes, 

and creates 
opportunities, able 

to innovate or 
teach others. 

 

 

A. Technical 
Competencies 

 

Level 2                        
Proficiency                                    

level required       

 

Person                                
Profile 

Competency                         
Gap 

1.Engineering Design 3 2 -1 

2.Road Analysis and 

Maintenance 

Not applicable   

    3.Quality Management 3 1 -2 

    4.Procurement Not applicable   

    
 

 

 

 For each competency, get the average of competency gap scores of 

persons/talents per employee group; plug into the department-level 

prioritization template on excel sheet – column 2.  Then get the average 
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also across the 4 employee groups. The excel sheet must be able to program or 

provide the averages, linkages between and among items and categories. 

 

 

 

Step 7– Prioritize Competency Gaps Based on S-U-G per 
Department       

 

 Do prioritization of gaps by group of persons/talents per Employee Group per 

Department. 

 

 After getting the average gap of positions per employee group, get final 

priority score (Total S-U-G) per employee group and determine Adjectival 

prioritization rating (High, Medium, Low). The criteria for prioritizing 

competency gaps: 1-3 is Low, 4-6 is Medium, and 7-9 is High.  

 
For example: 

For technical competency Engineering Design, the average gap for Employee Group-

Level 2 is (-2).Ask the criteria questions below. Using the enhanced criteria, get the 

numerical value per criterion; then, determine adjectival prioritization rating.      

 

 Seriousness:  What are the current negative effects of this competency gap 

in the Engineering Department and its clients? Determine High (big) effect, 

Medium (substantial) effect, or Low (minimal) effect of this competency gap?  

Answer = 3 (high/big negative effect). 

 Urgency:  How soon should we address this gap? Within the year, next year, 

or the following year? 

Answer= 2 (medium/should be addressed in year 2 ) 

 Growth Potential:  Will this gap grow bigger if not addressed soon? 

Answer= 2 (medium/the gap will grow but not yet spread) 

 

Total = 7 which means High priority that needs to be addressed in year 1. 

 

(Again, show the Department-level Prioritization template on Excel) 
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Step 8 – Cluster Similar/Related Competency Gaps and Propose 
HRD Interventions 

 

 Do this step with the department head, consult-validate with him/her. 

Attempt to cluster similar or related competency gaps that may be addressed 

by only one intervention. Put proposed HRD interventions or initiatives in the 

last column of the same Department-level Prioritization template on the 

excel sheet. Provide the department heads with possible HRD intervention 

options. Give brief descriptions of each initiative. Remind that training is not 

the only choice. Coaching/mentoring is also effective and practical. The other 

approaches may include benchmarking, short courses, or degree courses. 

 

 

 

 

Step 9– Prepare Implementation Matrix 
 
 Fill out all the columns of the HRD PLAN IMPLEMENTATION MATRIX 

for one calendar year, see example below. Copy-Paste High (for year 1), 

Medium (for year 2), and Low (for year 3) priority competency gaps for 

column 1, plug in the corresponding proposed HRD intervention(s) on the 

second column. Develop S-M-A-R-T objectives, tangible target outputs, 

systems or process improvements as target organizational outcomes, target 

learners (number of participants, positions they occupy, the 

department/offices they come from). Target learners may be culled from the 

Department-level Prioritization template. Names of employees are 

stated there. 

 

NOTE: Names of employees who have the same priority competency gaps 

depending on the type competency may be identified across various departments. 

Set target schedule for implementation or conduct of the intervention (by the month 

or quarter if possible), approximate budget requirement for identified interventions 

(retrieve this information from the Cost Matrix template (see Step 10), and 

identify indicative support requirements with the department head. 
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DO – Example of smart and measurable verbs for Objectives: to list, explain, discuss, 

analyze, state, distinguish, apply. 
 
 

DON’T – Example of not-Smart verbs: to understand, to know, to be… 

 
 

NOTE – Example of Organizational Outcomes:  risks identification is mainstreamed 

in planning processes, IPCR ratings are higher. 
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Example only 

 

HRD PLAN IMPLEMENTATION MATRIX 

(Calendar Year 2014) 

 

Priority 
Competency 

Gaps 

Proposed 
HRD 

Interventions 
Outputs to be 

Produced 

Learning 
Objectives 

 
T

ar
g

et
 O

u
tp

u
ts

 

T
ar

g
et

 
O

rg
an

iz
at

io
n

al
 

O
u

tc
o

m
es

 

Target Learners Planned Schedule Support Requirements 

S
o

u
rc

e 
o

f 
F

u
n

d
s 

N
u

m
b

er
 

O
ff

ic
e/

s 

P
o

si
ti

o
n

/s
 

Ja
n

 

F
eb

 

M
ar

 

A
p

r 

M
ay

 

Ju
n

 

Ju
l 

A
u

g
 

S
ep

 

O
ct

 

N
o

v 

D
ec

 

F
in

an
ci

al
 

H
u

m
an

 

R
es

o
u

rc
e 

L
o

g
is

ti
c 

E
xe

cu
ti

ve
 

S
p

o
n

so
rs

h
ip

 

O
th

er
 

 Training  Participant
s are able 
to: 

- prepare 
a draft 
plan 

- discuss 
the 
applicat
ion of 
the 
plan 

Draft 
Plan 

  25 PEO, 
ENRO, 
PPDO 

Maintenance 
Engineers, 

Prov'l. 
ENRO, 

Planning 
Officers, 
PPDC 

                        

P
21

0,
00

0 

Resource 
Speaker 
 
Documen
tor         
Secretari
at  

Materials 
and 
supplies 
 
Board 
and 
Lodging  
 
Meals  
 
Training 
venue 
  

Travel Order 
approve by 
their 
respective 
dept. head 
 
Memorandum 
Order 

Laptop 
and 
projector 

PRMF 
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Step 10 – Prepare Costing Matrix 
 

 Approximate costs to be incurred for HRD interventions, especially for in-house training such as design, conduct and 

evaluation fees. Send out HRD activities may also incur cost such as travel or transportation, registration fees, or 

accommodation expenses. 

 

COST ESTIMATE FOR HRD INTERVENTIONS 
(ONE YEAR) 

 

P
ro

p
o

se
d

 H
R

D
 In

te
rv

e
n

ti
o

n
s   Consultant’s Services Fees (PSF) Out-of-Pocket Costs (OPC)              TOTAL 

D
u

ra
ti

o
n

 

N
u

m
b

e
r 

o
f 

P
ar

ti
ci

p
a

n
ts

 

P
re

-I
m

p
le

m
e

n
ta

ti
o

n
 

Im
p

le
m

e
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ta
ti

o
n

 

P
o

st
-I

m
p

le
m

e
n

ta
ti

o
n

 

Su
b

-T
o

ta
l 

Su
p

p
lie

s 
an

d
 M

at
e

ri
al

s 

P
ri

n
ti

n
g 

an
d

 

R
e

p
ro

d
u

ct
io

n
 

V
e

n
u

e
 a

n
d

 

A
cc

o
m

m
o

d
at

io
n

 

Tr
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sp
o

rt
at

io
n

 

C
o

m
m

u
n

ic
at

io
n

 

M
is

ce
lla

n
e

o
u

s/
  

C
o

n
ti

n
ge

n
cy

 (
1

0
%

 o
f 

O
P

C
) Sub-

Total 
 

 

Teambuilding 
3 days 25 

Design: 
10,000 

10,000/day 
x 3 

Training report: 
2,000 

42,000 

Handouts, 
markers, 

easel sheets, 
kits, etc 

200.00 
x25pax= 

5,000 

 

2,000 
3,000 x 3 days= 

9,000 

Plane 
fare 

plus = 
10,000 

Load 
500 

2,650 29,150 71,150.00 

 
              

 
              

T O T A L S             
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Step 11 – Prepare Table 1: Integrated Prioritized Competency Gaps and 
Proposed Interventions Results Matrix for 3 years 

 
 Cull the high-medium-low priority competencies from across the departments 

per competency type. Plug in the appropriate timeframe column guided by the 

enhanced definitions of S-U-G. 

 

 
Prioritized Competency Gaps Proposed HRD Interventions Timeframe 

2014 2015 2016 

A. Core Competencies 
1. 
2. 
3. 
4. 
5. 
 

    

B. Leadership Competencies 
1. 
2. 
3. 
4. 
5. 
  

    

C.1 Common Technical 
Competencies 
1. 
2. 
3. 
4. 
5. 
 

    

C.2 Unique Technical Competencies 
1. 
2. 
3. 
4. 
5  
 

    

 

 Determine the Core, Leadership and Technical competency gaps that have 

the highest gaps and the departments with the highest gaps particularly their 

employee group(s). Show the summary visually, i.e. using bar or pie charts.   

Provide brief narratives explaining highlights or summaries. 
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Step 12 – Prepare Table 2: Integrated Implementation Matrix for the Year  

Example Only 
 

 
 
C 
 

O 
 

R 
 

E 

Prioritized Gaps for 
CY 2014 

Proposed HRD 
Interventions 

Terminal 
Objectives 

Target 
Outputs 

Target 
Organization
al Outcomes 

Target 
Participants 

& 
Departments 

Timeframe 

Q1 Q2 Q3 Q4 

1. Exemplifying 
Integrity 

Values 
Clarification 
Workshop 

At the end of 
… 

Personal 
Values 

Enhancement 
Plan 

 2 batches 
from 

departments 
… 

    

        

        

        

        

        

        

        

 

 

 
 
 

L 
E 
A 
D 
E 
R 
S 
H 
I 
P 

 

Prioritized Gaps Proposed HRD 
Interventions 

Terminal 
Objectives 

Target 
Outputs 

Target 
Organization
al Outcomes 

Target 
Participants & 
Departments 

Timeframe 

Q1 Q2 Q3 Q4 
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C 
O 
M 
M 
O 
N 
 

T 
E 
C 
H 
N 
I 
C 
A 
L 

Prioritized Gaps Proposed HRD 
Interventions 

Terminal 
Objectives 

Target 
Outputs 

Target 
Organization
al Outcomes 

Target 
Participants & 
Departments 

Timeframe 

Q1 Q2 Q3 Q4 

          

          

          

          

          

          

 

 

U 
N 
I 
Q 
U 
E 
 

T 
E 
C 
H 
N 
I 
C 
A 
L 

Prioritized Gaps Proposed HRD 
Interventions 

Terminal 
Objectives 

Target 
Outputs 

Target 
Organization
al Outcomes 

Target 
Participants & 
Departments 

Timeframe 

Q1 Q2 Q3 Q4 
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Step 13 – Identify Roles & Responsibilities of Key Stakeholders in 
HRD Planning, Implementation and Evaluation  

 

 There is a need to identify major players or key stakeholders and spell out their 

respective responsibilities or tasks during planning, implementation and 

evaluation phases of this Plan. Retrieve this data from the 5-day training on HRD 

Planning and validate again with the core/expanded team. Furthermore, ad hoc 

teams may be proposed to be created through an office order to facilitate the 

management of said plan. The suggested ad hoc teams are: Risk Management 

Team, Communication Plan Team, M & E Team, Learning and Development 

Management Team, and others as the need arises. Each team’s tasks must be 

clearly stated and agreed-on by the members. 

 

 

Step 14 –Prepare Change Management Plan Strategies 

 The formulation of Change Management Plan Strategies is necessary in order for 

the PHRMDO and the core and expanded teams to effectively manage the various 

changes in the implementation of the HRD plan. These strategies are Risk 

Management Plan and Communication Plan 

 

 A Risk Management Plan is a tool that the PHRMDO as lead change agent 

prepares to anticipate possible risks or potential problems that can affect 

successful implementation of the HRD Plan. A risk assessment matrix is 

formulated. It includes the following key elements: possible or potential 

problems or risks are identified, each risk’s potential effects and impact, the 

preventive action to address the problems or risks, the mitigation action to 

minimize effects and impact. It also identifies the person who will be responsible 

for managing the problems that will potentially derail realization of the project as 

planned. 
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 Toward this end, the core team spearheaded by the PHRMDO fills out the matrix 

on Risk Management Plan (Refer to Session 9A: Change Management Strategy 1 

– Risk Management Plan of Part III for the matrix and an example). 

 

 After filling out the various elements of the matrix through a discussion by 

involved team members, provide brief narratives explaining highlights or 

summaries when writing the Plan. 

 

 The Communication Plan plays a vital role in the implementation of the HRD 

Plan. It is a strategy to communicate most efficiently and effectively the right 

information to the right people at the right time. It will systematically and in a 

coordinated manner help in ensuring that all employees, internal and external 

clients of the organization have the information they need to understand the 

importance of the HRD Plan, be able to play their expected role(s) as well as 

respond accordingly in relation to the HRD plan implementation. 

 

 The core team spearheaded by the PHRMDO fills out the matrix on 

Communication Plan (Refer to Session 9B: Change Management Strategy 1 – 

Communication Plan of Part III for the matrix and an example). 

 

 After filling up the various elements of the matrix through a discussion by 

involved team members, provide brief narratives explaining highlights or 

summaries. 
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Step 15 – Monitoring and Evaluation Plan 

 The Monitoring and Evaluation framework this HRD Plan will use is 

Kirkpatrick’s 4 Levels of Evaluation for HRD interventions and the Results-Based 

Monitoring and Evaluation (RBME) tool for organizational outcomes. The latter 

is the M & E tool for HRD Plan Implementation. 

 

 The M & E Plan will be accomplished for each planned HRD intervention. The 

items to be inputted in the column on Indicators will be culled from the Output 

and Outcome columns of the Implementation Matrices.  Outcomes are the end 

results of the HRD Plan Interventions. Thus, there is a need to make explicit the 

intended objectives and the outcome into indicators. Outcomes are statements of 

benefits which tell us if the HRD Plan interventions are successful or not.  

 

 The core team fills out the M & E template using Kirkpatrick’s 4 Levels of 

Evaluation. (Refer to Session 8: Monitoring and Evaluating the HRD Plan of 

Part III for the template and an example). 

 

 Monitoring of HRD Interventions shall be conducted monthly by the department 

supervisors submitted to the M & E Team (Core Team) based on the M & E Plan 

(for each intervention) . 

 

 A report is to be accomplished by the M & E Team and it has 2 parts. (Refer to 

Session 8: Monitoring and Evaluating the HRD Plan of Part III for the template 

of the M & E Report). Part I of the M & E Report: HRD Plan Execution 

and Part II of the M & E Report: HRD Plan Execution is to be done by the 

M & E Team. Evaluation of monitoring results which is an assessment of 

planned, on-going or completed intervention to determine its relevance, 

efficiency, effectiveness, impact and sustainability shall be undertaken by the M 

& E Team. The intent of evaluation is to incorporate lessons learned into the 

decision-making process. Part II is to be accomplished first for each intervention, 

then Part I. 
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 Monitoring and Evaluation of target organizational outcomes uses the 

RBME model. This level of M & E shall be undertaken on a periodic basis, that is, 

annually and perhaps every three years for determining outcome and impact of 

the HRD Plan implementation by the M & E Team.  

 

 The core team fills out the M & E template using the RBME template. (Refer to 

Session 8: Monitoring and Evaluating the HRD Plan of Part III for the template 

and an example). 
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Part I: Human Resource Strategic Directions Training – PowerPoint Presentations 

Creating the Learning Environment 
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Training Overview 
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Learning Style Inventory 
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The Four (4) Types of Learners 
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Session 1: HRDM Perspectives 
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Session 2B: PNoy’s Social Contract 5 Goals 
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Session 3: Planning Frameworks 
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Session 4: Formulating Your Vision and Writing Your Vision Statement 
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Session 5: SWOT Analysis 
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Session 6: Formulating Your Mission and Writing Your Mission Statement 
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Session 7: Planning Basics: Leveling-Off 
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Part II: Validation Process for the HR Strategic Directions - PowerPoint Presentation 

Validation of PGLDN’s  HR Strategic Directions 
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Part III: Human Resource Development Planning – PowerPoint Presentations 

Creating the Learning Environment 
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“Session 1: “All Aboard”” 
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Session 2A: HRD Planning 
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Session 2B: PGLDN Development Directions 
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Session 2C: PGLDN HRD Strategic Directions 
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Session 4: Understanding Competencies 

 

 



 

 

 

195 

 

  

 



 

 

 

196 

 

 



 

 

 

197 

  

 

  



 

 

 

198 

    

 

 

  



 

 

 

199 

 

 

 



 

 

 

200 

 

 

 



 

 

 

201 

 

  



 

 

 

202 

 

 

 



 

 

 

203 

 

 

 



 

 

 

204 

    

 

 

 



 

 

 

205 

 

  



 

 

 

206 

  

 

 



 

 

 

207 

 

 

 



 

 

 

208 

  

 

   



 

 

 

209 

 

 

  



 

 

 

210 

 

 

 

 

 

 



 

 

 

211 

Session 4: Competency Modeling 
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Session 4: Competency Profiling 
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Session 5: Integrated HRD Plan Implementation Matrix for Year 1-2014 PGLDN 
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Session 6: Estimating Cost of HRD Interventions 
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Session 8: Monitoring & Evaluation 
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Session 9A: A Glimpse of Change Management 

 

 



 

 

 

257 

 

 



 

 

 

258 

 

 

  



 

 

 

259 

 

 

 

 



 

 

 

260 

 

 

 



 

 

 

261 

 

 

 

 



 

 

 

262 

 

 

  



 

 

 

263 

 

 

  



 

 

 

264 

 

 

 

 



 

 

 

265 

 

 

  



 

 

 

266 

 

 



 

 

 

267 

 

 

 

 

 

 



 

 

 

268 

 

 

 



 

 

 

269 

 

 

 



 

 

 

270 

Session 9B: Communication Plan 
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Part IV: Process for the Competency Identification and Needs Assessment (CINA) and 
Crafting the HRD Plan Components for the PGLDN – PowerPoint Presentation 

Competency Modeling 
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