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Wrroduction 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.




P 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 Experievttial Leanning

Step 4. Practical
Application Step 1. Activity or
Experience

Step 3. Abstract or

Integration Step 2. Analysis /

Reflective Feedback

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.




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:

PART 3 PART 4

Competency

PART 1

Human
Resource [dll Validation of HR [ixg

PART 2

Training on Identification

Human and Needs

Strategic

Strategic
Directions

Resource Assessment &

Directions-
Setting

Development Plan

Planning Development

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.




Part [ Human TKesowrce S-l'rai'e@:c

This

Directions Trahn&ng

iIs 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

e Craft a Human Resource Vision and Philosophy aligned with the

strategic directions of the provincial government;

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

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

strategies or initiatives.

Expected Output

e PGLDN’s draft HR Vision and Philosophy.

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

indicators and strategies.

Program of Activities

Day 1 Day 2 Day 3
e e . Management of Learning Management of Learning
Preliminaries
Creating the Learning . . . Initial Validation of Draft
Environment Session 3: Identifying the HR Vision, PHRMDO

Training Overview

Session 1: Perspective-
Setting — HR Strategic
Directions

Bases for PGLDN’s HR Vision
& Philosophy

Vision & Mission

Session 4: Formulation of
the PHRMDO’s Vision

Session 7: Formulation of
Strategic Objectives or Goals
with Indicators

LUNCH

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

Session 5: Environmental
Scanning

Presentation of Goals




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




Cr&aﬁ;ng the L&ambng Envirornment and Prqj&ci‘ Querview

@ Objectives

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

e 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;

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

component/training; and

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

Duration

One Hour and Thirty Minutes

Materials Needed
e manila paper
e permanent markers
e masking tape

e scissors
e questionnaires — Types of Learners and Learning Styles Inventory
(LSI):
Instruction Sheet
Scoring Sheet

Interpretation of scores on the LSI
e PowerPoint Presentation on the topic
e hand-out on the topic




Part A: Four Elements and Trahnbng Qvuerviean

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.

¢) 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:

e What do you want to learn from this training?
e What are you willing to commit to the training?

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

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

Sarmen Commitment to Achieve
Characteristics of Your Learning Objectives he L . biecti Norms to Follow
Element the Learning Objectives

4. Taking off from the relevant responses, discuss the following:
e Objectives of training
e Training overview
e Role of the facilitators
e Major content areas of training
e Training approach
e Norms, e.g. punctuality, attendance, phones on silent mode, etc.

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




Part B: L&amung S‘l’y\& lvertory

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.




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




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 45 7 8 1 3 6 7 809 2 3 45 809 13 6 7 809

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

acce: [ ]-[ = AERO: [ J-[]=




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).




Session |:

Perspective—setting: Huwman TResowre 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.

Two Hours

Q\S@% Materials Needed

4

meta-cards

permanent markers

masking tape

scissors

astronaut activity sheet and materials
PowerPoint presentation on the topic
hand-out on the topic

P 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.




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):
e Concept of Strategic HR;
e Strategic Planning: Concepts and Frameworks;

e 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.




e Group members should be seated close together to facilitate sharing of
information.

e Gods and goddesses are not allowed to give other information apart
from reiterating the instructions and rules, and render judgement.

e 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.

e 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.

e 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.

e 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:

e  Why do you think you succeeded? What helped your group?
e Why do you think you did not succeed? What made it difficult for you?

Abstraction and Application
10. Present the following learning points:

e 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.

e Organized processes and strategies are equally important as clarity of the
goal or output.

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

order to ensure group success.




e A monitoring process is also important to gauge progress in
implementation of the plan and to determine required measures to

improve performance.

e 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.




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




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.




3. In executing you mission, keep these things in mind:

a.

You must proceed only through adjacent squares. DIAGONAL
MOVEMENT IS NOT ALLOWED.

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

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.

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.

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.

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.

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.

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.”

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.




Session L1A: A|i@nmwﬂ‘ with Natiormal and Orgam(.zaﬁ)owd
Anchors

@ Objectives

At the end of the session, the participants will be able to:
e Cite the highlights of the CSC SPMS and PRIME; and
e State the alignment of PGLDN’s VMG with the national

development goals such as the CSC’s.

Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e PowerPoint presentation on the topic
e hand-out on the topic

/ ) Procedwre

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.




Session LB: A|i@nmwﬂ' o PGLDN)’s Anchors with
Departmertt Thrusts

@ Objectives

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

e 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).

s

)

/ Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e PowerPoint presentation on the topic
e hand-out on the topic

e colored meta-cards

e permanent markers

4 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).

e Yellow for PGLDN’s 7 sectoral goals;
e 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.




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>




Session 3: dentifing the Bases Jor PGLDN)’s HR Vision
and Philosophy

@ Objectives

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

e Agree on the elements of the HR vision based on the HR attributes
identified.

Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e PowerPoint Presentation on the topic

e hand-out on the topic

e HR caricature sheets (1 sheet per group)
e colored meta-cards

e permanent markers

e crayons

Procedwre

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;:




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

Activity

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

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

organization needs.”

(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.




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.




Session 4: Formulation o the PHRMDO’s Vision

@ Objectives

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

e Write and agree on a proposed new/enhanced vision for the
PHRMDO.

Tume 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

/D 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.




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.




Session S: Environmestal Sca-n-nbng

@ Objectives

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

e Identify the key factors in the environment that will affect the
operations of the PHRMDO.

‘ Tume Duration

One Hour and Forty-five Minutes

Gj&@% Materials Needed

4

e manila paper

e permanent markers

e masking tape

® ScCissors

e PowerPoint on the topic
e hand-out on the topic

P Procedwre

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:
e Opportunities that could boost in achieving this state of the ideal
PHRMDO;
e Threats that could block/retard in achieving this state of the ideal
PHRMDO;
e Strengths the PHRMDO now has that could be harnessed towards
achieving the state of the ideal PHRMDO;




e Weaknesses that could hinder in achieving the ideal PHRMDO state;
o 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.




Session 6: Formulation o the PHRMDO’s Mission

@ Objectives

At the end of the session, the participants will be able to:
e Write and agree on a proposed new/enhanced mission for the
PHRMDO.

| Tume Duration

One Hour and Forty-five Minutes

Materials Needed

e manila paper

e permanent markers

e masking tape

e scissors

e PowerPoint on the topic
e 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.




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.




Day 3

Session F  TFormulation o the PHRMDO’s S-l'raﬂ@'cc
Ob\jacliu&s/Goa\s with Metrics

@ Objectives

At the end of the session, the participants will be able to:
e Develop the PHRMDO'’s strategic objectives or goals for each key

endeavour/functions, namely for HRM and HRD; and

e Identify key performance indicators per strategic objective.

Tuve Duration

One Hour and Forty-five Minutes

Materials Needed

manila paper
e permanent markers

e masking tape

e scissors

e PowerPoint on the topic
e handout on the topic

Procedwre

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)
e Working on a scorecard per perspective;
e 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;




e The use of other models in program, activities, and projects;

e 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 Metrics
Objectives

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.




Session 8: Crafting of HR Philosophy and HR Vision

,@ Objectives

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

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

the HR Vision and Philosophy for the province.

.

)

f Tuve Duration

Two Hours

Materials Needed

e manila paper

e permanent markers
e masking tape

e scissors

Procedwre

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:

e Provides and articulates the direction on how people in the
organization will work;

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

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

character of the organization over the years;

e Reflects set of values which are most important for the organization,
are fundamental and enduring, and distinguish the organization from

others.




Guide questions for the HR philosophy activity:
e Isita prime value?

e 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.




(rﬂ‘&graﬁ,on o L&am'ung/ Next Steps

@ Objectives

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

o Identify their most significant learning from the three-day training
activity in a creative manner;

e State the next steps/next component; and

e Evaluate the training activity completed.

One Hour

Materials Needed

e manila paper

e permanent markers
e masking tape

e scissors

Proceduwe

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.




Part ([ Validation Process Jor the HR
S‘l‘r&rl‘&géc Directions

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

@ Objectives

e Provide comments to enhance the proposed provincial HR vision
and philosophy which are aligned with the strategic directions of the
province.

e Further validate and improve the proposed PHRMDO’s vision,
mission, strategic objectives and metrics (measures or indicators

and initiatives).

Expected Output

e 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.




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:

9

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.




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.

e 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.

e 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.

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

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

Provide segue or link with HR strategic directions planning.

. 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 PHRMDQO’s VMGS.

Emphasize the link between these strategic directions to the development or

enhancement of their learning and growth or development needs.

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

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

to presentation of validation points.




Part | — 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?”




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?”




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.




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.




Part (l: Human Resowrce Developmerntt

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.

,;{Q‘

Ol:ij&d"ww

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);




e HRD interventions of prioritized competency gaps for HR positions and

leadership/management positions;

e Plan implementation matrix with budget estimates for 2014 prioritized

HRD interventions;

e M & E Plan for the indicative HRD Plan;

e Risk Management Plan for the indicative HRD Plan; and

e Communication Plan for the indicative HRD Plan.

Program of Activities

Day 1 Day 2 Day 3 Day 4 Day 5
Preliminaries Management of Management of
Creating the Learning Learning
i Management of Management of
Learning . 8 8
Environment Se‘ssy?n 4: HRD Learning Session 5D: Learning
Training Priorities for 2014- Support
Overview 2016 Continuation of R Db -continuation of
. equirements .
Session 4 Session 8 -
Session 1: A. Concept of
“All Aboard” Competency
Session.2: Session 5: ‘ ) Session 9 : Change
Perspective Implementation Session 6 : Cost Management
Setting B. Position Matrix Estimates for 5
Profiling Year 1 .
A. HRD Planning A. HRD A. Risk
Framework Interventions Management Plan
L U N C H
Session 2:
Perspective
Setting
B. Strategic .
Directions of Session 5: Sess10n. 7:
PGLDN B. Performance or Responsibilities in | Session 9:
C. PGLDN HR C. Person Profilin Terminal HRD Planning,
Strategic : J Objectives Implementation & | B. Communication
Directions Evaluation Plan
Workshop on
Organizational
Core Competency
Identification
. ) Session 5: Session 8: .
Session 3: D. Competency C. Outputs & A. Monitoring & Integr.atlon of
PGLDN HRD Gaps and . Learning
S AN Outcomes, Evaluating the
Situationer Prioritization of 1 . 1 Next Steps
Gaps Implementation HRD Plan
Schedule

Socials




Cr&aﬁ;ng the L&ambng Environmest

,@ Objectives

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

e Situate the component/training in the overall program;
o Identify their behavioural styles;

e Level off their expectations compare to the objectives of the
component or training; and

e Set norms for the training.

/ Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e meta-cards
e permanent markers

e masking tape

e scissors

e participant’s journal or notebook

e Behavioural Styles instructions (on PowerPoint)
e PowerPoint Presentation on the topic

e 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.




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:

e Five greatest strengths
e Five greatest weaknesses
e Three greatest likes
e Three greatest dislikes
e 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:
e What do you expect to happen in this five-day training?
e What do you expect from the resource persons?
e 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)




Session - “All Aboard”

A{ g) Okzj&ch',u&s

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

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

e State the importance of one’s participation; and

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

towards a common goal such as developing an HRD Plan for
PGLDN.

Tuve Duration

One Hour

Materials Needed

o A1 12 feet by 1 2 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.

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

/ Procedwre

Activity
1. Give the following instructions:
The objective of the activity:
m  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:

m No stacking or piggy-backing allowed on the marked figure.
m If anyone’s feet or foot touches the ground during the 30-seconds,
everyone must begin again.




Safety measures:
m  Forbid piggy-backing & stacking.
m Do not allow feet being stepped on.
m 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):

e Goal (objective of the activity);

e Roles (leader if any, who stayed in the inner or outer formation,
basis/criteria for the formation or who stays where);

e Procedures (planning, strategy, and rules);

e Relationship (how comfortable are they with each other, the physical
closeness of bodies in the game, the laughter);

e Commitment (not giving up); and

e 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.’




Session LA: Perspective—Setting: HRD Planning Frameisorkc

A{@ Ol:ij&d"ww
At the end of the session, the participants will be able to:

e Describe the HRD Planning Process Flow; and
e Explain the HR Systems Framework.

Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e set of 14 cards with pre-identified words related to the HRD
Planning Process Flow (refer to planning process flow)
e meta-cards
e permanent markers
e masking tape
e manila paper
e PowerPoint Presentations on:
e HRD PLANNING (Perspective Setting)
e HRD PLANNING (Process Flow)
e handouts on the topics

Procedwre

4

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.




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. Askthem 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).




Session LB: Perspective—Setting: Strategic Directions of

PGL DN
.;{@)‘

Okzjwh',u&s

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

e Explain how PGLDN’s development directions are aligned with the
national thrusts, and later, how said directions are aligned with the
HRD Plan.

| Tuwe Dwration

Thirty Minutes

Materials Noeeded

e PowerPoint Presentation on: “PGLDN’s Development Directions”
e handouts on the topic

Procedwe

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.




Session 21C: PGLLDN)’s HR S‘l’r&l’@tc Directions

@ Objectives

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

e State the validated PGLDN’s August 2013 HR strategic directions,
the HR vision and HR philosophy;

e Cite the enhanced PHRMDOQO’s vision, mission and strategic
objectives or goals (for HRM and HRD); and

e Cull possible core organizational competencies from the stated

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

Ty and goals.

One Hour

Materials Needed

e colored meta cards

e permanent parkers

e masking tape

e PowerPoint Presentation on” HR Strategic Directions”
e handout on the topic

Procedwre

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 .




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.




Session 3: PGLDN)’s HRD Situationer

@ Objectives

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

e Identify by department by sector the various training activities
conducted the past 2-3 years, the benefits and gains from said
training activities; and

e Determine facilitating and hindering factors, and lessons learned in

the conduct of the training activities in PGLDN.

Tuve Duration

One Hour and Thirty Minutes

Q\S@% Materials Needed

4

e Template 5: Status of HRD Plan Implementation for each
participant
e 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




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:

2. Gains from Interventions

3. Let each group accomplish the template.




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.




Session 4A: HRD Priorities Jor 2014-2016: Concept of
Cowmpetency

@ 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.

Tuve Duration

One Hour

Materials Needed

e meta-cards

e manila paper

e permanent markers

e masking tape

e Scissors

e templates

e PowerPoint slides on the: “Understanding Competencies”
e 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.




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




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.




Session 4B: HRD Priorities Jor 2014—2016: Posttion Prod.dbng

@ Objectives

At the end of the session, the participants will be able to:
e Describe components of a competency model;
e Differentiate position and person profiling; and

e Explain how position profiles are determined.

Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e templates

e PowerPoint slides on the: “Understanding Competencies” and
“Competency Modelling and Profiling.”

e handout on the topic

Procedwre

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:

e Group 1 = department heads or supervisors
e Group 2 = administrative officers




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?”




Session 4C: HRD Priorities Jor 2014-20/6: Person Prodi\'ung

(1 Objectives

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

e Explain how person profiles are determined.

0 Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e templates

e PowerPoint slides on the: “Understanding Competencies” and
“Competency Modelling and Profiling.”

e 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.




Session 4D: HRD Priorities Jor 2014-2016: Competency Gap
Determination and Prioritization

i@ Objectives

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

e Determine competency gaps; and

]—\ e Prioritize competency gaps based on a set of criteria.

)

Tume Duration

Four Hours

Materials Needed

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




PGLDN’s Employee Groups:

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.




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.




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.




Session  SA:  Implementation Matrix:  Human  Resowrce
Development nitiatives

,@ Objectives

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

e Explain the parts of the Template on Implementation Matrix
for Year 1;

e Describe the various possible HRD interventions or initiatives to
address competency gaps; and

e Identify an HRD intervention or initiative for the assigned prioritized

competency gap.

N

)

/ Tuve Duration

Forty-Five Minutes

Q\S@% Materials Needed

dg e template/hand-out on the topic: Implementation Matrix
e PowerPoint on the HRD Interventions

? Proceduwre

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 Proposed Terminal Target Target Target Pax Planned Support Requirements
gaps HRD Objectives Outputs | Outcomes Schedule
Interventions No. Dept Positions

Q1
Q2
Q3
Q4
Budget
Logistics
others




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.




Session SB: lmplemerttation Matrix: T&mMa\/Pwd.omanc&
Okajecﬁ,u&s

@ Objectives

At the end of the session, the participants will be able to:
e Describe a S-M-A-R-T objectives; and

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

intervention.

Tuve Duration

One Hour

Q{?% Materials Needed

4

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

e PowerPoint on the Terminal/Performance Objectives

/ P 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 Proposed Terminal Target Target Target Pax Planned Support Requirements
gaps HRD Objectives Outputs | Outcomes Schedule
Interventions No. Dept Positions

Q1
Q2
Q3
Q4
Budget
Logistics
others

2. Ask the groups to report.

3. Lead the critiquing of the outputs.




Session SC: (mplementation Matrix: Taget Outputs &
Outcomes

@ Objectives

At the end of the session, the participants will be able to:
e Determine target outputs & outcomes for the identified HRD

intervention’s objectives.

Tume Duration

One Hour

Materials Needed

e template/hand-out on the topic: Implementation Matrix
e 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 Proposed Terminal Target Target Target Pax Planned Support Requirements
gaps HRD Objectives Outputs Outcomes Schedule
Interventions No. Dept Positions
k3] g ®
| o | o0 k7
S &|& o = & £
[=5] S 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.




DAY 4

Session SD:  (mplementation  Matrix: Target  Participants,
mplemertation  Schedule, and  Support
Requirements

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

e Determine number of target participants (those who have identified
the competency gap as high), the department they belong and their

position titles;

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

is to be implemented; and

e Identify support requirements for the implementation of said

intervention.

Tuve Duration

One Hour and Thirty Minutes

B¢

%\ Materials Needed
b

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

e 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).




2. Refer to the same matrix below.

Priority Proposed Terminal Target Target Target Pax Planned Support Requirements
gaps HRD Objectives Outputs Outcomes Schedule
Interventions No. Dept Positions
k3] 8 @
o -
38|83 3 & | £
/M S o

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.




Session 6: Cost Cstimates dor Tear |

@ Objectives

At the end of the session, the participants will be able to:
e Differentiate direct, indirect, and major costs; and

e Estimate the cost of an HRD intervention.

Time Duwration

One Hour and Forty-Five Minutes

Materials Needed

e PowerPoint on Cost Estimates for Year 1

e template or matrix-handout on the topic

D 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.




Cost Estimate for HRD Intervention (Calendar Year 2014)

Consultant's Services Fees (PSF) Out-of-Pocket Costs (OPC) TOTAL
= = = = c |-
a S S S z 5| o2 S S |82
k= = k= = X% c 2| 28 = T |o-~ =
T2 o sE| E | x| B 28 |S8| sg| & | g |2589 &
S sE &9 | & | B3 | k £s 8|/ SE| 8 | S|8g5| 43
B2 | glog 5| § |25 | & 5% |€2| 2| & | 2 |2 99| &
b D S |@ 2o <@ K<) <@ =] o SE ol @ c o €5 >
o = |95 S S o 2} 5= S ol =8 © E |o= 72}
s g S g E£| E £ Z - S = S |5
oL 5 |55 = = = < = o |=3
a < a |Zza o
Handouts,
markers,
easel Plane
- Training sheets, kits 3,000 x
Teambuilding | 5 | 25 | Design: | 10,0000\ o 1 49000 o | 2000 | 3days= | M | Load 5650 | 99150
days 10,000 | dayx3 2000 et 9.000 plus = 500
' 200.00 ’ 10,000
x25pax=
5,000
TOTALS

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.




Session 3 R&spomsibd ites w HRD Pl anning,

(mplementation & Evaluation
@Okﬂwfww

At the end of the session, the participants will be able to:
e Identify the key stakeholders who have roles & responsibilities in
HRD planning, implementation and evaluation; and

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

Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e meta-cards

e manila paper

e permanent markers
e masking tape

e Scissors

/ 4 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




. Ask the groups to report.

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

other groups.

. Agree on proposed list of responsibilities for each group.




Session &: Mon’d'omng and Eua\uaﬂnng the HRD Plan

A{ g) Objectives
At the end of the session, the participants will be able to:

|

e Explain the importance of and need for monitoring and evaluating
the HRD Plan implementation and the HRD interventions;

e Accomplish the M & E Plan using the Kirkpatrick model and the
Results-Based Monitoring & Evaluation (RBME) tool; and

e Agreeonan M & E Plan and Report Templates.

/ Tuve Duration

One Hour and Thirty Minutes

Materials Noeeded

manila paper

e permanent markers
e masking tape

e scissors

e template

e PowerPoint on PGLDN M&E: Results-Based M & E and Kirkpatrick
models and tools.
e 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




organizational outcomes in terms of effectiveness, efficiency and

sustainability using an RBME tool.

e 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
PGO, PHRMDO, PASSO, PIAO, GSO, ADMIN, PSWDO, PDRRMO,
Target Learners
" PPO, PRMC
(Office/Positions)
Number of
. 115
Participants
Financial 297,200 for 3 years
Requirement
Source of Funds
Indicators
Levels of (What will | Methods/ Data Schedule Person/s
Evaluation you Tools Sources Responsible
measure?)
Level 4: Desired Installed Documents | M & E Report | Every 6 Learning &
Outcome Excellent Review months Development
Service Interview Management
Delivery of the Team
System in participants
PGLDN & clients
Level 3: Impl'emented Documents | M & E Report | quarterly | Dept.
Application Service Review to be supervisor
Delivery Interview accomplished
Excellence of the by supervisor
Program participants | to be
(SDEP) submitted to
. PHRMDO-
Action Plan Learning &
Development
Management
Team




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.




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.

Target Actual Financial

Actual . .
Interven | Number Number Planned Actual Require % Over- (or Under-)

Expen

tion of of Schedule | Schedule ments Budget

diture
Learners* | Learners* (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.




Part Il. M&E Report on HRD Intervention
(Note: this part needs to be completed for each intervention)

Intervention

Title:
(Indicate actual schedule
here, then check if on
Planned Actual Schedule schedule or delayed)
Schedule
____Onschedule
Delayed

Target Learners

Changes in
Learners’ Office

Requirements:

Expenditure:

(.O'ff|ce, and Position, if
Positions):
any
DT Actual Number of
Target
Learners
Learners:
(Indicate actual expenditure
here, then compute % over-
Financial Actual | or under- budget)

% over- (or under-)
budget

Levels of
Evaluation

Level 4:
Desired
Outcomes

Indicators

(What will

you

measure?)

Actual
Accomplishments

Gaps

Reasons

Recommendations
for Gaps

Level 3:
Application

Level 2:
Learning

Level 1:
Learners’
Reaction




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

Implementation Matrix.

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

indicators.

session on

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

Base

Target

Description How to Get/Manage Data
; Data Source
Results Indicato Unit Disaggregatio Frequen Person Cost Location
! n Year 1 Year2 Year3 cy Responsible of Data
1. More .
effective Change in
CsSC HR E i
& o Level By Level 1 2 2 2 Lgenie PHRMDO
. accreditation documents Pusing
efficient level
HRMD
Change in Perf By Siegfred
LGPMS ¢ |?122ince Performance | Good | Excellent | Excellent | Excellent |  SLGR Annual Peg o PPDO
rating Area P




7.

In plenary, present a blank template then conduct a quick exercise accomplishing

said template gathering data from the participants themselves.

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.




DAY 5

Session JA: Chang& Mamage/marrl' Strategy [ Risk
Ma-nag&mwﬂ' Plan

@ Objectives

At the end of the session, the participants will be able to:
e Define change and the change process;
e Explain the need to manage change;

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

to manage target changes; and

e Craft an indicative Risk Management Plan.

Tuve Duration

One Hour and Thirty Minutes

Materials Needed

e manila paper
e permanent markers

e masking tape

e Scissors

e PowerPoint on A Glimpse of Change Management
e 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.




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:

e What helped you implement the change?
e 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)

e Write the risks or potential problems.

e Determine the potential or likelihood of the risk from happening. Rate High,
Medium or Low.

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

e 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?”

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

e Determine who or which office is in-charge of the actions.




RESPONSIBLE

POTENTIAL/ | IMPACT/ PREVENTIVE MITIGATION
RISKS LIKELIHOOD | EFFECT ACTION APPROACH OFFICES/
CENTERS
1. A significant M H e Issuance of Governor

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

¢ Orientation per
department;

e Memo signed by
Provincial
Governor.

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

e 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

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

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.

Vice Governor

Provincial
Administrator

Department
Head

Core Team

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.




Session IB: Clnawga Mamagwwﬂ' S+ra+agu/ 1:

Communication Plan
i@ Okajach',u&s

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

e Describe the importance of a Communication Plan as another
strategy to manage target changes; and

}”_\ e Craft an indicative Communication Plan for the HRD Plan.

)

| Tume Duration

One Hour and Thirty Minutes

Materials Needed

e manila paper

e permanent markers
e masking tape

e Scissors

e PowerPoint on the topic
e 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:
e Governor and SPs headed by the Vice Governor
e Department heads and supervisors
e Employees (rank and file)
e 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.




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

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

timeframe.

e Determine desired result for the organization and desired result for the

employee or officials.

e Choose the appropriate medium for communication and frequency of

communication.

e 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.

. Have them present their outputs one at a time.

. 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.




C\osimg C&r&mowy and (rrf&gra‘h)om of L&amimg

@ Objectives

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

e Articulate the HRD Planning Process;
e Affirm each other for a job well done;
e Evaluate the conduct of training; and

e Receive their certificates of participation.

Tuve Duration

One Hour

Materials Needed

e symbols
e reflection music
e training objectives on PowerPoint

Procecdure

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.




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.

e A smiley face = which means “I am happy that you are here”
e A hand = which means “T am glad to know you”
e An anchor= which means “T will support you all the way”

e 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:

e Giving of certificates of participation
e Some closing message

e Closing prayer of thanksgiving, and
e Picture-taking.




{dwﬂ'id.icﬁiow and Needs Assessment (CINA)
Crafting the HRD Plan Componerts dor
the Provincial Governnmenrt od_ Lanao del Norte

and

,;{Q‘

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

Part (V: Process Jor the Competency

Ol:ijwﬁ,u&

following milestones:

13.

A set of validated core competencies;

A set of validate leadership competencies;

A set of validated critical technical competencies for each department

covered in the Plan;

Position Profiles for positions covered in the Plan;

Person Profiles of positions covered in the Plan;

Competency Gaps;

Prioritized competency gaps vis-a-vis S-U-G criteria for 3 years;
Proposed HRD Interventions or Initiatives for prioritized gaps;

Implementation Matrix for Year 1 Proposed HRD Interventions;

. Cost Matrix for Year 1 HRD Interventions;
. Scholarship Matrix for Year 1;

. Change Management Plans:

a) Risk Management Plan
b) Communication Plan

Monitoring and Evaluation Plan.

Exp&d’&d Outhput

e A medium-term (3-year) HRD Plan




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

1.

AL

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.

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.

Back up supplies like easel sheets, meta-cards and permanent parkers.
White or black boards.

One laptop for each Core or Expanded Team of 2.

Department Position Profile questionnaires.

Department Person Profile questionnaires.




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.

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.




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:

FUNCTIONAL COMPETENCIES

CORE
COMPETENCIES LEADERSHIP TECHNICAL
COMPETENCIES COMPETENCIES COMPETENCIES
that relate to the that relate to the skills that pertain to specific
organization’s values, needed to perform bodies of knowledge and
mission and strategy leadership or managerial skills required to

work and processes perform the defined

activities in an industry,
function or job




Step | — Analyze Docuwmerts and Other Rederences

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

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

SSIs.

O 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 Validation
Competencies
Review of Relevant Literature ¥i| ¥i|

Data from existing documents

e Job Description

e Job Analysis / Audit Reports

e Performance Assessment Reports

e Work / Output Samples

Step L — Draft (nitial Competencies

O 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.

R




Step

Step

a

3 — TFilter and Screen Technical Competencies

Agree on the list of technical competencies and sub-competencies or sub-
definitions that are:

e Critical to the performance of the department/office/facility
(MUST HAVE); and
e 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

4 — Validate Technical Competencies and Proficiency Level

Requiremests

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.




APPROACHES/SCHEMES
For going through the various processes of Competency Modelling

Identifying
Primary Data Sources ) Validation
Competencies

Direct Observation
Survey/Use of Questionnaires A
Interviews/One-on-one sessions

e with incumbents ¥ ¥4

o with superiors/peers A ¥i|
Focus Group Discussion ¥ A

Step S — Position Profiling per Employee Groups with Prodiciency

[evels

Example of Steps 4 &5

Department name: PEO

Position/Employee Group Profile
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 Responds to Adheres/complies Inspires others,
completes tasks issues/concerns; seeks | with set standards influences
as instructed with | responses/ strategies efficiently in changes, and
assistance or with little/some performing tasks creates

supervision. supervision. with independence opportunities,
or no supervision. | able to innovate
or teach others.

A. Technical Level 1 Level 2 Supervisors Executives/
Competencies and sub | Proficiency Proficiency Proficiency Managerial
competencies level level level Proficiency
/definitions required required required required

(salary grade (salary grade | (salary grade | (salary grade 24
1-10) 11-17) 18-23) & above)




1. Planning and Programming

o Ability to set priorities
and identifying the
scope, allocating and
sequencing resources.

o Ability to prepare 2 3 a4 a4
detailed engineering
design in accordance to
standard specs.

e Ability to conduct
mechanical, electrical
and electronics detail
engineering design viz
standard specs

e Ability to conduct fleet
operations, planning, 4 4 4 4
organizing preventive
and corrective
maintenance of
light/heavy equipment

2. Contract Management

e Ability to organize
process and manage
records and accounting
related works

e Ability to maintain 2 3 a4 4
inventory of equipment
and manage its
disposition

O Proficiency levels will use the following rubric or competency level or rating

shown below.

O 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.

O The PGLDN HRD Planning process uses a rubric culled from a pattern or

trend which the CSC and a tendered (or outsourced) competency model




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.




Step € — Person Pro&d g

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 Responds to Adheres/complies Inspires others,
completes tasks | issues/concerns; seeks | with set standards | influences changes,
as instructed with | responses/ strategies efficiently in and creates
assistance or with little/some performing tasks opportunities, able
supervision. supervision. with independence to innovate or
or no supervision teach others.
A. Technical Level 2 Person Competency
Competencies Proficiency Profile Gap

level required

1.Engineering Design 3 2 -1
2.Road Analysis and Not applicable

Maintenance

3.Quality Management 3 1 -2
4.Procurement Not applicable

O 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




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 3— Prioritize Competency Gaps Based on S—U-G per
Department

O Do prioritization of gaps by group of persons/talents per Employee Group per

Department.

O 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 77-9 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.

e 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).

e 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 )

e 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)




Step

8 — Cluster Sumilar/Related Competency Gaps and Propose
HRD lrtervesttions

O Do this step with the department head, consult-validate with him/her.

Step

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.

I— Prepare lmplementation 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.




DO — Example of smart and measurable verbs for Objectives: to list, explain, discuss,
analyze, state, distinguish, apply.

DONT - 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.




Example only

HRD PLAN IMPLEMENTATION MATRIX
(Calendar Year 2014)

Target Learners

Planned Schedule

Support Requirements

Proposed é T . -
Priority HRD . S|l g8 o, 3
Competency | Interventions C;-;ae::r::cgs § ggg 5 » 2 = c 8 o ] = "ué
Gaps Outputs to be ) 5 83 | 2 8 2 §18|58|285|3/2/88|8|8| & E 3 g 28 £ 8
Produced ﬁ 6 é, aé § = [ w =5 < (N Z|a ._.E_ :i:’ é 3 L% §- o é
w
Training Participant | Draft 25 PEO, | Maintenance Resource | Materials | Travel Order Laptop PRMF
s are able Plan ENRO, Engineers, Speaker and approve by and
to: PPDO Prov'l. supplies their projector
ENRO, Documen respective
Planning tor Board dept. head
N grggaﬁre Officers, Secretari | and
PPDC o | at Lodging Memorandum
p!an S Order
- discuss = Meals
the a
applicat Training
ion of venue
the

plan




Step 10 — Prepare Costing Matrix

O 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)

@0 Consultant’s Services Fees (PSF) Out-of-Pocket Costs (OPC) TOTAL

o

€ 2 c o

g g g c 2 'g c c ~ ‘.6

o] o4 =i c xX

£ c 5 g 2 g - £ - o 2 s s | 38

S = c © ] - c © = © o

a 2 © 2 £ & 0 e o o ° 3 £ = g 2T | Sub-

2 = & £ & : R E £ 3 o 5 S |s5g%&

3 5 ‘s = £ = 2 ® s 9 € E 2 £ 3 g O | Total

9 a 5 £ s E @ 3 T 8 S8 = E | 8¢

o) ] - I3 A = o o = <) E -

s E ] = 5 g < i © &

)

a 2 & a 3 o

Handouts,
markers,
easel sheets, Plane
Design: | 10,000/day |Training report: kits, etc 3,000 x 3 days= fare Load
3d 25 42,000 2,000 ! 2,650 71,150.00
Teambuilding ays 10,000 X3 2,000 ' 200.00 ' 9,000 plus= | 500 ' 29,150
X25pax= 10,000
5,000

TOTALS




Step Il — Prepare Table 1: (rﬂ‘bgr'cﬂ‘wl Prioritized Competency Gaps and
Proposed lrtervesttions Results Matrix dor 3 years

O 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

ukhwn e

C.1 Common Technical
Competencies

ukhwn e

C.2 Unique Technical Competencies

uhkwn e

O 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.




Step 12 — Prepare Table 2 ltegrated mplemertation Matrix for the Tear

Example Only
Prioritized Gaps for | Proposed HRD Terminal Target Target Target Timeframe
CY 2014 Interventions Objectives Outputs Organization Participants
C al Outcomes & Q1 Q2 Q3 Q4
Departments
0 1. Exemplifying Values At the end of Personal 2 batches
R Integrity Clarification Values from
Workshop Enhancement departments
E Plan
Prioritized Gaps Proposed HRD Terminal Target Target Target Timeframe
Interventions Objectives Outputs Organization Participants &
al Outcomes Departments Q1 | Q2 [ a3 Q4

T —IT LVWIXxMO>mMm~r
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(C) Prioritized Gaps Proposed HRD Terminal Target Target Target Timeframe

™M Interventions Objectives Outputs Organization Participants &

M al Outcomes Departments

o P Ql |Q2 (a3 |aQ4
N

T

E

c

H

N

|

c

A

L

": Prioritized Gaps Proposed HRD Terminal Target Target Target Timeframe

) Interventions Objectives Outputs Organization Participants &

Q al Outcomes Departments

U P Ql |Q |Q3 |aQ4
E




Step 13 — (dwﬂ‘id.y Roles & Respowsibilities of Key Stakeholders in
HRD P\armimg, lmplemerttation and Evaluation

O 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 Manggement Plan Strategies

O 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

O 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.




O 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 111 for the matrix and an example).

O 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.

O 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.

O 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).

Q After filling up the various elements of the matrix through a discussion by
involved team members, provide brief narratives explaining highlights or

summaries.




Step 15 — Monitoring and Eualuation Plan

O 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.

O 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.

O 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).

O 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) .

O 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.




O 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.

U 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 I1I for the template

and an example).
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What element are you more of?

v" wind
v fire
v water




1. What are your common characteristics that
made you associate yourselves with the
element?

2. What are your learning objectives?

3. What can you commit to be able to achieve
these learning objectives?

4. What session norms should we follow?

e

7—7 Australian
Aid -

Earth

» Cautious, premeditative, conventional, stable,
very realistic and practical.

» More concerned with physical being rather than
spiritual attainment.

* Methodical and organized; pays attention to
details.

» Hard worker, reliable and responsible.

—

Commitment to the Session Norms
Training

Earth PAHRODF

» Dependability, diligence and pragmatic, and a
no-nonsense approach to life are your greatest
strengths.

» Limited imagination, rigid conservatism,
materialism, and blind adherence to rules and
regulations are your potential faults.

——
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Fire PAHRODF

« Exemplifies high spirit, great faith in self,
enthusiasm, and direct honesty.
« Energetic, warm and fun-loving.

« Intensely assertive, individualistic, active and
self-expressive.

« Natural leaders; always in front taking charge.

Water PAHRODF

« Highly sensitive; closely in touch with feelings.

« Approaches life and understands it more
through emotions than intellectualizing.

+« Communicates best in non-verbal ways or
through forms as art, dance, music, poetry and
photography.

« Meaningful emotional relationships are essential

to well-being and happiness.

Fire

« Your greatest strengths are your honesty and
“can do” attitude.

« Your big ego can be a potential weakness. Your
strong belief in your powers and abilities may
also cause you to overlook and fail to take
advantage of the talents and abilities of others.

Water

« Being attuned to nuances and subtleties in the
environment that others won't even notice is
one of your greatest strengths.

« Can be very nurturing, but may also be
smothering.

e




Water

» Potential faults are being practical and
impressionable, and tendency to be subjective

* You may change your mind as often as your
moods change, but rarely do the facts sway your
beliefs

Wind/Air

+ Detached and not overly emotional, almaost
objective and fair-minded

« With varied interests; apt to be a lifelong learner

+ Keen analytical skills and objectivity are your
greatest strengths

_—

Wind/Air

+ Puts strong emphasis on thought, ideas and
intellectual pursuits

« Communicates ideas with mental agility

+ Rational and logical; analyzes situations fully,
thinks through and plans carefully before acting

—

77 Australian
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Wind/Air prnone

+ Potential faults: tendency to be guilty of “analysis
paralysis” — may not always get the job done,
and needs to be sure ideas are grounded in
reality and put to practical use.

+« Can be overly concerned with theory than
application.

—
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Objectives

» Craft an enhanced Human Resource Philosophy
and HR Vision aligned with strategic directions of the

province.

» Validate and enhance the PHRMO vision, mission,

strategic directions/goals and strategies.




Training Overview

Workplace Development Objectives
Components of the Training

Human Resource Strategic Directions
Objectives & Deliverables

Approach and Methodology

el

L p—

Aldd!*

Chan_g_ef Refreezing/
Transition Desired State
State

Kurt Lewin's Three-Step Change Management Model

Change Management

Framework

el

— P

Aid A~

, COMPETENCY B
" Trained core participants will be
able to do well in areas such as DEVELOPMENT
providing the necessary bases IMPACT:
for a HRD Plan and change More Responsive
management strategies, as a and efficient
result of the HRD Planning delivery of basic
intervention with the following services and
COMPLETED OUTPUTS: Ooniri_btﬂ?hig
) meeting
HR Strategic Plan & PHRMO VMGOS , o R
A3- e:re:I::D F'?:n SECEEEE oY
U reform agenda.

Risk Management Plan, M & E Plan and
b Corgg:..;‘lr:mton Plan in implementing uy
Workplace Development Objective (WDO) l

Host Team Tasks

* Learning environment management such as
recap, energizers, shepherding, handout
distribution, feedback on learning concerns of
participants.

* Non-learning activities’ management such as
socials, personal concerns affecting attendance,

and related matters.
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Major Content Areas Major Content Areas PAHRODF

AN FESCLRCE &

* HR Strategic Directions and Perspectives

» LDN’s National Development and Organizational : Analyzin.g the Environment of the PHRMO
Anchors for Alignment + Developing the PHRMO V-M-G-S

» Bases for HR Philosophy « Orientation on REAP and SAP

* Developing the HR Philosophy
» Crafting HR Strategic Vision

Training Approach PAHRODF Norms PAHRODF

« Come on time

+« Complete attendance in all sessions

+ Cell phones on silent mode

+ Ask questions, specially when in doubt
« Share ideas

« Participate in all activities

+ Listen attentively

+ Others?

_— —

+ Concepts cum practice

Structured learning exercises

Highly Interactive and participative
Participants as co-training managers
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ADU T
LEA

PRG

Hunsaker and Alessandra, The Art of Managing People

ADULTLEARNING PROCESS : LS INVENTORY PAHRODF

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 ward 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 are 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:

and The Art of ing People




4 - Most characteristic of my leaming style Australian
3 - More characteristic of my leaming style Aid ‘Q‘

2 - Slightly characteristic of my leaming style
1- Least characteristic of my leaming style

Rank from
1- 4 where

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 __questicning

6. __abstract __observing __concrete __active

7. __present-oriented __ reflecting __future-oriented __pragmatic

8. __experience __observation __conceptualization __experimentation
9. __intense __reserved __rational __responsible

and The Art of ing People -

Australian

Aid ut‘-
Interpretation of your Scores on the
Learning Style Inventory PAHRODF

/The learning Style Inventory (LSl) 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). /

and The Art of ing People -

Australian
Scoring your answers to the LS Inventory Akl t

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.

234578'136789'234589'136789

CE = RO = AC = AE =

Tocompute 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: I:l I:l = AE-RO: I:l I:l:

and The Art of ing People -

Australian
Aid

Interpretation of your Scores on the
Learning Style Inventory

The ideal learner is one who is able to invelve 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 legically sound theories
(AC), and he must be able to use these theories to make decisions and solve
problems (AE).

The LSl 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,
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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THEADULT LEARNING PROCESS ODF

CONCRETE
EXPERIENCE

ACTIVE
EXPERIMENTATION

REFLECTIVE
OBSERVATION

ABSTRACT
CONCEPTUALI-
ZATION

and The Art of ing People .

77 Australian
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THEADULT LEARNING PROCESS PAHRODE
Step 2. REFLECTIVE OBSERVATION ~—

/We look back \

atthe experience and explore why the situation is
significant.

We analyze

how we viewed the situation to know and feel the
reactions / behaviors that the situation triggered;
our own reactions as well as those of others who
are actively involved in the event, and the reasons

\behind all these reactions.

and The Art of ing People !

7 Australian
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THEADULT LEARNING PROCESS

Step 1. CONCRETE EXPERIENCE

We getinvolved
in the situation and look into
the reasons why the situation happened.

and The Art of ing People -

7-7 Australian
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THEADULT LEARNING PROCESS
Step 2. REFLECTIVE OBSERVATION

m
s
L.

/We realize, accept and recognize
the effects and impact of our reactions / behaviors on

others and the effects / impacts of their reactions /
behaviors on us.

In the process we carefully search for the personal
meaning of the events and struggle to arrive at
some insights.

\_ /

and The Art of ing People -
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THEADULT LEARNING PROCESS PAHRODE
Step 3. ABSTRACT CONCEPTUALIZATION *

m\le gauge the outcomes of the situation and the \

reactions.

We gather data. search for connections and
relationships.

Thenwe arrive at some generalizations,
concepts and theories, some principles, and personal
realizations about our own and others’ reactions /
behaviors to the situation.

Consequently, we widen our view and awareness
vbout ourselves and others. /

and The Art of ing People -
, Australian

Aiduti-
THEADULT LEARNING PROCESS PAHRODE

Step 4. ACTIVE EXPERIMENTATION ~

/After careful thought, We try out our new discovery. \

This raises our level of consciousness, challenges
stored information, questions pastassumptions, and

gives birth to new meanings.

We eventually decide on modifying old behaviors,

testing alternative ways of behaving and practicing them
in everyday situations.

and The Art of ing Peaple -
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s -
/Afew basics. .. N\

on LABELS

® "HR PRACTITIONER"

® "TRAINOR"” |/ "“TRAINER"

/4

Qs hard to teach old dogs new tricks




/Afew basics. .. \ ‘

e THIS IS A LEARNING SESSION
(for ALL OF US)

® WE COME AS ADULTS BUT WE
WILL LEARN AS CHILDREN DO

o /

/Afew basics. ..

® FOUR (4) TYPES of LEARNERS

\

/

_——

THE “READER”

THE “DOER”

The Four (4) Types of Learners it E

THE “DI

j.
SCUSSANT” g
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HRDM
Perspectives

77 Australian
Evolution of HRMD Practices Aid “?

in the Philippines

Beforethe 70s PERSONNEL e
'70s HR
'80s HRM

EARLY '90s HRMD

20t Century H RM D
HRM HRD

212 century  Strategic HRMD

————
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s L i (T
Human Resources

MANAGEMENT & DEVELOPMENT

Framework

I e
ComBen & s
FED - Incentives Adm. | M
v
| Recruitment . Career Ping ;
& Selection & Placement
L]
Systems Perspective 1 bl |n| [t
Performance HR Training
Assessment & Devt.
b
W—p HR Development q_T

el

:
Structure <™\ —GomBen Structure
Job Design Incentive Schemes

Needs Identification

i

i _——
Australian
Organization & Vision/ nvironmental Aid ' !
HR Planning > Scanning
1 ) ) PAH
Organization - SUB-SYSTEMS
Structure { ™—"ComBen Structure — =
o ROS|HO IS e Incentive Schemes H
AV R ® ORGANIZATION & HUMAN RESOURCES PLANNING
Human Resources comBen &
Plan - oo e, ‘—1 " ¢ RECRUITMENT, SELECTION AND PLACEMENT
® v 1 ® COMPENSATION & BENEFITS ADMINISTRATION
Talent Talent 3
A isiti i
““"5' '°"{ RELENHoT ¢ PERFORMANCE & INCENTIVES MANAGEMENT
] 1 J' ¢ TRAINING AND DEVELOPMENT
Performance Talent
Management Development ¢ CAREER MANAGEMENT AND SUCCESSION PLANNING
A
1 competency-Based | I e HUMAN RESOURCE INFORMATION SYSTEM
TNA ! !
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Human Resources PAHRODF

MANAGEMENT & DEVELOPMENT
Framework

Systems Perspective 2

(CStart )=y STRATEGIC HUMAN RESOURCE SYSTEMS FRAMEWORK

] ] TalentAcquisifion &
Strategic HR Planning Empowerment

. . = HR Philosophy » Competency-based Recruitment
« Vision, Mission, Goals + HR Planning, Forecasting & selection
» Development Thrusts and Budgeting » Position/Talent Competency
+ Executive-Legislative « Gender-Responsive HR Opns Matching & Placement
Agenda strategy
Talent Optimizati R izing and i & Performance
& Retention H Performance H Management AETTEE R
« Career Planming » Monetary and Non-Monetary « Performance contracting = Competency-based
and Counseling Incentives « Performance Monitoring and StafffManagement
* Management = Merit and Promotion Assessment Training & Development
Succession » Compensation Structure « Performance Enhancement and Education
ProgramssSchemes

== = 4Ir

HRMD SUPPORT SYSTEMS/ ENABELING MECHANISMS

HR Policies Human Resource| Employee- Extemnal
2 Health/Wellness| HR

and Orgn Information Management - : Resource

Stnuctire and Safety Relations Audit/Review Support

RIL/DAP-2013 (Modified from BRIDGES, e




® Organization Planning ® HumanResources

HRM HRD

Development
® HumanResources O Employee Development

Planning O Management Development
Recruitment/ E ;2'.’.'.;?:.’:'..?.,':&'.','3.,. Programs
Selection & O Health & Wellness
Placement
Compensation & ® Organization
Benefits Mgt. Development

O Change Management
O Culture Building

O Knowledge Management

® Performance Management

3 Performance Assessment

O Rewards & Incentives Administration
® Career Management

O Succession Planning (Mgmt Succession)
® Employee Relations

d Grievance & Discipline

| r A
ol BFR A B
SUB-SYSTEMS

ORGANIZATION & HUMAN ® STRATEGIC HUMAN

RESOURCES PLANNING RESOURCES PLANNING
RECRUITMENT, SELECTION ® TALENT ACQUISITION
AND PLACEMENT

o EMPOWERING & MANAGING
COMPENSATION & BENEFITS
ADMINIS TRATION PERFORMANCE

PERFORMANCE & INCENTIVES @ RECOGNIZING & REWARDING
MANAGEMENT PERFORMANCE

TRAINING AND DEVELOPMENT ® DEVELOPING TALENT

CAREER MANAGEMENT AND ® OPTIMIZING POTENTIALS
SUCCESSION PLANNING

HUMAN RESOURCE INFORMATION @ HUMAN RESOURCE
SYSTEM INFORMATION SYSTEM

]
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PLANNING
FRAMEWORKS

B

MISSION
Articulation
SWOT Analysis
ENVIRONMENTAL

SCANNING

YMGS:
L STRATEGY

KEY FORMULATION
STRATEGIC PLANNING
COMPONENTS

N




\_

Ho - Direction Kan - Control

Shin - Needle Ri - Reasonor Logic

Management and control
of the organization’s

direction needle or focus.

77 Australian
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/ CORPORATE OBJECTIVES \

\ TACTICS / ACTIONS /

The HOSHIN PLAN
is HHERARCHICAL in nature.

o B

CORPORATE STRATEGIES

=

LOWERLEVEL STRATEGIES

-

_

0GSM Defined

OBJECTIVE GOAL STRATEGY METRICS
Describes the The numeric Describes the Puts in the
overall Indicator means of achieving numeric
BREAKTHROUGH and the goals. Indicator
Target Target of the success
that measures of each
the success One goal may Strategy.
ofthe have 2-3 strategies.
objective

_—




0GSH EXAMPLE

OBJECTIVE GOAL STRATEGY METRICS

1. Tighter screening | Athletes pass the
of athletes based | minimum index of

on fitness and athletic potential
potential sports threshold score;
Pole vault Within top 2 winners.
RP Sports overall ranking |3 pigorous training | Training hours
WOH:IOCI é:" kEY;Pt‘_’"S with experts. per month per
ass ompetition: athlete
Feromanc 5 Dvlp compe
SEAGAMES 98% wins in demo

champions in
ASIAN GAMES sports where competitions in
RP has competi- targeted sports.

tive advantage.

4, Raise necessary Targeted amount of
funds. funds raised

| m e ____ ,
i Strategic ; PAHRODF
! Corporate-level GOSM|G (|0 || (M Planning ]
i [First Level) !
[} 1

Second-Level GOSM

Operations

' 1
I ]
' ]
I ]
' ]
' ]
1

| Third-Level GOSM GO |s m :
! (As necessary) 1
' ]
I ]
' ]
' ]
' ]
I Planning !




STRATEGIC PLANNING — PROCESS FLOW

Environmental Scanning

Hoshin Kanri

0OGSM Formulation

ﬁ

Log Frame

Operations Planning

Summary Contents of a logical frame

Marrative Summary

Verifiable Indicators

Means of Verification

Important Assum ptions

What are the quantitative What sources of {Goal to Super goal):
Goal wiays of maasuring, or information esist, orcanbe Whatmemalfg::olsale
qualitative ways of judging, provided cost-=ffectively? neczssary for sustaining
wihether thess broad objectives in the long run?
objectives ane being
achieved? (estimated time)
What are the quantitative What sources of information Purposs to Goali
Purpose_ measures or qualitative estists or can be provi What conditions external to
(ofthe Project) evidance by which cost-effectivaly? Does the project are necassary if
achizvement and distribution provision for collection need achizvements of the project’s
of impacts and benefits can o be mads under inputs- purposs is to contribute to
bz judged (zstimatad time) outputs? reaching the project goal?
Outputs What kind and quantity of What sources of information? | Qutput of Pu !
Indicate each of the outputs outputs, and by when will What are the factors not
thatare to ba produced by they be produced? (quantity, within the control of the
the project inorder to quality, time) project which, if not presant,
achizvs project purpose arz lizblz to rastrict prograss
from outputs to
achievements of project
purposa?
Activities Wiz recommend that VI's are What sources of information? Activity to Output:
Indicate aach of the activities included against all activities, 1) What external facors
that must be undartaken in Thisis_asegialfo[ projects ml‘;.lst“: realized to obtain
reporting and monitori nned outputs on
;ﬂ;‘;{;ﬁmpfsh the St Logal T et
Framawiork. 2) What kind of decisions or

actions outside the control of
the project are necessary for
inception of the project?
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The Balanced Scorecard (BSC) The Balanced Scorecard (BSC)
. =0, e— ounE
- INTERNAL
CUSTOMER BUSINESS PROCESSES
What specific customer “What specific business
desires and expectations processes must we excel
must be addressed?

at or must be optimized?” 4 INTERNAL
FINANCIAL Strategy BUSINESS
PROCESSES
LEARNING

AND GROWTH

“To achieve our vision, how
will we sustain our ability to

LEARNING
change and improve at the AND GROWTH
people & orgl. levels?”

— Australian I CIVIL SERVICE COMMISSION
Aid Jt‘

-
Cause and Effect LI nkag e mm CSCSHALL BE ASIA's LEADING CENTER FOR

EXCELLENCE IN STRATEGIC HR and OD

® Increased CUSTOMER STAKEHOLDERS
SATISFACTION is a .
il Cost Savings
measure of Mission Satisfied Invegtors
accomplishment

® Cost-efficiency will lead g I
to CUSTOMER &

Recognized as a Center for Excellence

1 1
High Performing, Competent and Credible
Civil Servants

1 1
Enk the of our

Ensure efficient management of financial
resources

Cultivate partnership with local and

international institutions I

Stakeholder satisfaction

@ Improved work processes ‘:':TE';"IAL PROCE“ESt
= B OrK Improvemen
will lead t_o increased CostEfficiency
cost-efficiency

)

® Knowledge and skills of _ Y
employees are the foundation Enhanced Work

of all work improvements and Knowledge/Skills




Strategy
® A long-term plan to achieve a desired goal

® The approach used to accomplish the
mission and implement the organization’s
vision

® Represents broad priorities or areas of
focus adopted by an organization to
achieve its mission or overall goal/purpose

@® Evolves over time as intentions are refined
to accommodate reality

DdldliCEu
viorecdiu
DdSICS

BSC Basics PAMRODE
Terminology and Concepts =~
+ Scorecard

* Perspective
* Objective
* Measure

* Target

+ Initiative

BSC Basics: SCORECARD PAHRODF

® A scorecard contains a set of grouped
objectives and metrics derived from an
organization’s strategy

® A scorecard may representan
organizational group (i.e., Agency,
Department, Office, etc.)

® A scorecard is commonly cascaded
within the organization’s hierarchy

—




BSC Basics: PERSPECTIVE

@® A perspective is a grouping of objectives and
metrics within a scorecard.

® Commonly used perspectives are:
Financial, Customer, Process Improvement,
Organization and People

@® Perspectives may be customized to the
organization

® Perspectives possess a cause-and- effect
relationship, driving toward the final perspective

|

BSC Basics: MEASURES PAHRODF

® Represent the name of something that is
monitored on a standard frequency

Example: actual collection vs. goal;
% increase in taxpayer base

® Also known as metrics, indicators, or KPIs

® May be expressed in quantity, quality, timeliness
and/or cost

® Are grouped under Objectives l

If we succeed, how will ]
we look to our
shareholders?

nal Ferspective

To satisfy our customers,
which processes must we
excel at?

| To achieve our vision, how
must our organization learn
and improve?

www.exploreHR:org 10

7 Australian
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BSC Basics: MEASURES

Examples

® Improving Taxpayer Service
Customer Satisfaction Data
Burden Reduction
Level of service
Rate of Electronic Interactions

Timeliness of Responding
to Customer Inquiries

—
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BSC Basics: MEASURES

Examples —

e Enhance Enforcement of Tax Law
o Rate of Filing Compliance
o Rate of Payment Compliance

o0 Percent of Priority Guidance List
Items Established

o Percent of Filipinos who Think it is
OK to Cheat Taxes

o Average Cycle Time for audit

e

Australian
Aid

BSC Basics: INITIATIVES
@ are also called projects, programs, actiomrrmww
plans or outputs;

® typically have a start and end date,
associated resources, and milestones;

@ can be linked to scorecards, objectives,
and or measures

el

77 Australian
Aid Q-

BSC Basics: TARGETS

® Desired result of a performance
measure

Increase taxpayer base by 10%;
Meet collection target

® Criteria against which performance
is measured

® Are pre-determined

- Elements of the BEC Framework Ai‘m,!l'a. n

| Vision/Mission/Values | PAHRODF
--é\___b—-

Strategy Map

LA FESOURCE &
ONGANEATIONAL DL CPRENT
AT




Session 4: ?omu]af'mg Tour Vision and Ut/rifl"mg Touwr Vision Statewent
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gotintie )  FORMULATING
YOUR VISION

ORGANISATIONAL DEVELOPMENT
FACILITY

VISION
STATEMENT

® What we want to become;
® What we stand for; and
® How we want our deepest values to be lived out.

« ADESIRABLE STATE that we wish
to create for our organization and to
which we commit ourselves

el




VISION mig

¢ A picture of what the organization will
be at a specified future time

¢ A forward-looking, idealized image of
the organization and its uniqueness

VISION ATTRIBUTES PAHRODF

« FUTURE-ORIENTED
« INSPIRATIONAL
» RELATIVELY STABLE OVER TIME

¢ INVOLVES A HIGH DEGREE OF

SUCCESS

Australian

Aid 9
VISION -~

Provides the members of the organization
with asense of :

e what the desired future looks like

how things in the organization can be
® unigueness

® pride and purpose

L]

esprit de corps and high level of motivation

: VISION

ITS TYPICALCOMPONENTS

Avision statement normally says something about an
organization’s:

¢« LINEOF BUSINESS (LOB)
« CRITICALSUCCESS INDICATORS (CSl)
s STRATEGICTHRUSTS (ST)

* CULTURE SUPPORTIVE OF LOBs, CSls

and STs




VISION Statement - your desired VIEW expressed paAHRODF
in words) of your company or organizational unit at a
specified future time.

2 Provides the inspiration for both your
daily operations and your strategic
decisions.

Avision statement identifies the “destination for the
journey.”

Knowing the destination is a pre-requisite to planning
the route.

2) Dare to dream.

Form a mental picture of your company or organizational
unit, picture what it would be or how it would look like
at a specified future time (say, 5 years from now)

O What shall have changed? Improved?
O What is not present now which you envision
to exist or o occur within this time frame?

_—

L

1) Examine your mission statement.

Vision may be a futuristic representation of the
following:

3 the change in nature/quality/characteristic of
your product or service;

3 the growth in clientele/customer base that you
are serving

3 the degree (or level of success) towhich you are
able to pursue your mission

Focus on the basics of your mission statement

and extrapolate.

Where is your business going to be five years from now?
What is it that your company shall have accomplished by then?

—

3) Shape your vision statement; apply the formula.

To write a vision statement, distil your vision into a usable
form.

Use the following formula to shape your vision statement:

Five years from now, (my company/organizational unit) will
by .

Five years from now, Tiny Tots Diaper Service will be the top
grossing diaper service in the Lower Mainland by consistently
providing a reliable, affordable service for Moms and Dads with small

children.




4) Commit to your vision statement.
Take action to make your vision statement come true: Use it as the
basis of your business planning.

As the vision statement provides your destination, the 'where you
want to get to', all of your goals and strategies will focus on making
it happen. It's the natural basis for all of your business planning.

Keep your vision statement alive: Share it with potential partners,
staff and employees if you have them.

If you just tell it to people once, your vision statement will fade and
disappear. So besides talking about it, keep your vision statement
alive by keeping it physically prominent. Print it out and post it on
your desk, in your staff room, wherever you, your colleagues and
your staff will see it (and be reminded of it) daily.

L

VISION STATEMENT

Mational Transmission Corporation

/

We are a highly valued pillar
of the power industry.
We embody excellence,
professionalism and integrity
in carrying out our mandated roles and responsibilities in

partnership with all stakeholders.

-

/

el

—

Is Your Vision Statement the Right One?

Itisn't hard to write a vision statement. But it is sometimes difficult to
write a vision statement that truly encapsulates your vision for your
company. When you write your vision statement, make sure that
you have chosen the vision that is most important to you. If you
don't fully believe in your vision statement, you won't be able to fully
commit to it and writing a vision statement that you can't or won't
fully commit to is a waste of time.

o

Nike
To be the number one athletic company in the world

Pfizer

We will become the world's most valued company to patients,
customers, colleagues, investors, business partners, and the
communities where we work and five.

Sears
To be the preferred and most trusted resource for the products
and services that enhance home and family life.

Lexmark

We, the employees, are Lexmark - a dynamic, global information
technology company.

We have a vision: Customers For Life.

|
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Henda
To Be a Company that Our Shareholders, Customers and
Society Want

Ken Blanchard Companies
To be the number one advocate in the world for human worth in
organizations

Kraft Foods
Our Vision...
Helping People Around the World Eat and Live Better

GM

GM's vision is to be the world leader in transportation products
and related services. We will earn our customers’ enthusiasm
through continuous improvement driven by the integrity,

teamwork, and innovation of GM people.
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SWOT
ANALYSIS

s iren gth S B,
Weaknesses
opp ortunities

Threats
A‘




OPPORTUNITY
/

A situation or condition

that provides an attractive arena
for a proposed company action. . .

. where such action would give the
company a competitive advantage.

\ /

STRENGTH

An attribute of the organization . . .
a positive quality . . .

that will enhance the probability of its
success

vis-a-vis a specific opportunity.

- 4
——

e

THREAT

/A challenge posed

by an unfavorable trend or
developmentin the environment

that could have adverse impact
on the company

unless purposive efforts are made

to prevent its occurrence or
to reduce its adverse impact

\ should it occur. /

WEAKNESS

K A condition or characteristic

thatwill hinder or
make it difficult

for the organization to succeedinits
pursuits

\ vis-a-vis a specific opportunity. /




T

Opportunities

should be classified according to :

® attractiveness
® success probability

~,
ATTRACTIVENE $5 may be in terms of:
® benefits orreturns expected
from taking advantage of the opportunity
e.g. Profits/ROI, market expansion, sales growth, efc.
S

N

-

SUCCESS PROBABILITY with respect to a particular \
opportunity depends on whether the company’s
strengths (DISTINCTIVE COMPETENCIES)

® match the key success requirements for
operating in the target market; and also

B exceed those of its competitors.

/

|

E - OPPORTUNITY MATRIX Aid ‘T
RODF

Success Probability

Attractiveness HIGH | LOW
HIGH
LOW

Management should prepare plans to pursue one or
more of these opportunities

M These opportunities should be monitored in the event
that any of them will improve in attractiveness and
success probability

“Opportunities are often disguised
as hard work; hence, most people

fail to recognize them.”

— THREAT MATRIX ﬁ,!:,sgi‘éf"

Probability of Occurrence
HIGH X|P-1 P-3
Could be
LOowW P-2 IGNORED

p_.‘ Major THREAT; Priority 1 since this can seriously
hurtthe company and have high probability of occurrence;
Contingency planning is a must; to prevent occurrence
and mitigate adverse effect should they occur

P-2; P-3 Second and Third Priority for contingency planning -




Based on Opportunities and Threats

Opportunities Threats

Ai
[ CLASSIFICATION OF BUSINESS 1 d

Ideal Business H L
Speculative Business H H
Mature Business L L
Troubled Business L H

Aid wt-
Assessing
Organizational Strengths and Weaknesses PAHRODF

Strength or Weakness
on the Attribute
Area of Possible Keep up the
STRONG Over-Investment Good Work
TOP PRIORITY
WEAK Proty | Areafor
Development

el
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PAHRODF
ol BR e s FORMULATING
YOUR MISSION

AND

WRITING YOUR

MISSION STATEMENT

MISSION PAHRODF
WHAT?
DRIVING DISTINCTIVE
FORCES COMPETENCIES
WHO? HOW?




MISSION FORMULATION

Involves answering the following questions:

« What functions and services does the organization
perform ?

« Who/Forwhom does the organization perform these
functions ?

» Howdoes the organization go aboutin performing
these functions ?

« Why does this organization exist ?

Aid -
MISSION FORMULATION

Should also consider the
Identificationand Prioritization of the

ORGANIZATION’'S DRIVING FORCES:

¢ Products Offered
Market Served
e Technology

« Low-costProduction
Capability

MISSION FORMULATION

Involves a Clear Definition
of the Reasons forthe
ORGANIZATION’S EXISTENCE

* The business of the organization

o The purpose(s) orfunction(s) thatthe
organization desires to fulfill

= The organization’s primary customer base

e The primary methods through which the
organization intends to fulfill its purpose

MISSION FORMULATION

Should also consider the
Identificationand Prioritization of the
ORGANIZATION’S DRIVING FORCES:

Products Offered « Operations Capability

« Market Served « Natural Resources

Technology o Profit/ Return

Low-costProduction « Method of Distribution
Capability or Sales

—




MISSION FORMULATION

Should also consider
the Identification of the ORGANIZATION’S

DISTINCTIVECOMPETENCIES :

ATTRIBUTES or

CHARACTERISTICS
that distinguish the organization

e ie

from its competitors

—

. .

Aid >
Sample Values
® Provide high product quality

Provide superior customer service

Protect the quality of the environment

]
]
® Ensure equal access to resources
® Encourage innovation/creativity

]

Practice sustainable development

In selecting the value/s to be incorporated in your
mission statement, consider your organization’s

core competencies

i

WRITINGAMISSION STATEMENT

1) Describe what your organizational unitdoes.
My group/department’s purpose is. ..
O State the ultimate product/service that
you produce/provide;

eg. - Project Proposals
- College graduates
- Cleaning agents

2) Describe howyou do it.
O General description of your operations;
not details of how;
O Usually incorporates one or two of the core
values of your organization;

CORE COMPETENCIES

The things that an organization can do uniquely well
and cannot be copied quickly enough to affect
competition.

3 Testto determine CORE COMPETENCIES

Relevance: Does your competence influence your customer to
prefer your product or service?

Difficulty of imitation: Is this competence hard to imitate? Will
improving on this competency enable you to sustain your
competitive position?

Breadth of application: Doesthe competency open up good
number of potential markets? Does it strengthen your “hold” on

your clients?




Sample Mission Statements
My department’s purpose is to: o
® Develop well-written and comprehensive project
proposals (that sponsors will fund)

® Produce highly competent top quality college
graduates (who will excel in the worid of work)

® Manufadure/Sell cheap but quality cleaning
agents (that housewives will prefer)

3) State “why” you are doing it
® This component of your mission statement
describes your “spark” or the passion/fervor
behind your business orwork;
® State why you are doingorengaged in such
endeavor

Sample Mission Statements

® Develop well-wntten and comprehensive project
proposals that sponsors will find attractive and
worthy of funding support

® Produce top quality college graduates whose
competencies meetthe laborrequirements of an
industnalizing economy

® Manufadure/Sell cheap but quality cleaning agents
that will make cleaning work easier and
economical.

4) Take anotherlook at your mission statement
O Does it say what you wantio say?
O Is there a better way of phrasing it?

O Enshrine your organization/group identity in the statement;
eg., "We at the DDN HRMQO are committedto.. "

5) Putyour mission statement to work

Your mission statement should:

O Directyour business planning;
e Serve as the guidepost foryour planning activity;
e Define the key parameters/measures forevaluating
your effectiveness;

O Be prime in the minds of your people. It should
e Engender commitment to work
e Enhance performance and work
quality and productivity

A good mission statementisn'tjusta slogan.

It is an “operations manual”, hence people in the

organization should be familiar with it.

O Be well communicated to customers/
clients. It should
« Define your purpose and explain why
clients should do business with you.
« May even be the theme for your
communication/advertising program

Your mission statement should be highly visible
# inyourbusiness premises;
» onyourwebsite; and

« on all your marketing materials.

_—
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MISSION STATEMENT

National Transmission Corporation

/ We are the

National Transmission Corporation,
owner of the nation’s transmission assets,
mandated to ensure the proper operation,

maintenance, upgrading and
expansion of the transmission system
thereby contributing to
the delivery of quality and reliable electricity to

\ consumers.

/

el

- MISSION STATEMENTS (Samples)

“We provide guality HR services to aftract, develop, motivate
and retain a diverse workforce within a supportive work
environment. We do this with an emphasis on customer service
based on consultation and communication with the campus

community.”
University of California-SF

The Human Resources Departments mission is to be a
business parner in assisting employees and management
alike to work in an environment that fosters high morale
and allows for continued growth and profitability.

Castle il Corporation
440 Mamaroneck Avenue, 4th floor, Harrison, NY 10528, United States

E - MISSICN STATEMENTS (Samples)

Australian
Aid \T

The Bureau of Human Resources serves the MDOC by
focusing efforts on the Department's most valuable asset, its
employees. The Bureau does this through recruitment, hiring,
and retention of a diverse, qualified workforce The Bureau
provides Human Resource direcion, technical assistance,
training, equal employment opportunity and labor relations

services tothe Department.
Michigan Department of Correction

QOur Human Resources Department works in parinership
with managers and their teams, with individual employees,
and with other groups to provide programs and services that
create a work environment of employee empowerment and
involvement in the business. Qur corporate values of
customer onientation, continuous improvement, teamwork,
and achieving results are woven info every aspect of human
resource management.

PQ Corporation !

—

“As a strategic pariner with Rollins' leadership, we develop and
deliver innovative human resource programs and services
designed to support the mission of the College. Our core
services and competendes include recruitment and stafiing,
employee relations, organizational and employee development,
risk management, compensation and benefits, payroll, HR
information management, and regulatory compliance.”

Rollins College Human Resources Department

o
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PAHRODF

PHILIPPINES-AUSTRALIA
HUMAN RESOURCE &
ORGANISATIONAL DEVELOPMENT
FACILITY

PLANNING
BASICS:
Leveling-Off

Aid ut‘
INSIGHTS
Planning Effectiveness '

/ Q The need to understand and “let \

live” with VARYING PERSPECTIVES

(among planners)
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What are the various
Types of PLANNING ?

/ Corporate Planning \

Strategic Planning

Operations Planning
Tactical Planning
Program/Project Planning

\ Action Planning /

7 Australian
Aid -

What are the various
Types of PLANNING ?

-~

Business Planning
Development Planning
Systems Planning

Environmental Planning

Urban/City Planning

N /
el
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LEVELS
MLof PLANNING

/ Corporate Planning

Strategic Planning
Operations Planning
Tactical Planning

Program/Project Planning

\ Action Planning /

TE]Ianning Areas/Concerns

-

Business Planning
Development Planning
Systems Planning

Environmental Planning

Urban/City Planning

. J
el
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roaches to s s
Bhesor PLANNING oo Approaches to PLANNING ™7
e ™ r =
® REACTIVE ® REACTIVE
® ANTICIPATORY o XNXIoeMRX PROACTIVE
o 4 - \ 4 -

— parere P e
Aid Aid ut‘
PAHHOI:F 4 PAHHOW
Approaches to PLANNING Approaches to PLANNING
/ \ / @ REACTIVE \
® REACTIVE “Planning through the rear-view mirror”
® INACTIVE ¢ INACTIVE
“Going with the flow”
[ ® PREACTIVE
P R EACT Iv E “Preparing for the future”
® PROACTIVE @ PROACTIVE
\ / \ “Designing the future and making it happen” /
Russel Ackoff. Creafing the Corporate Future. ‘A‘ Russel Ackoff. Creafing the Corporate Future. ‘4




ALL ORGANIZATIONS DO
SOME KIND OF PLANNING ....

/ Planning is as natural as instinct or a reflex \

behavior.

But organizations differ in the effectiveness of
their PLANNING ...

.. . which is a function of the quality of their
planning system/process . ..

» DESIGN of the SYSTEM itself

+ SERIOUSNESS * COMMITMENT
R * LINKAGE with
\ CONSISTENCY other ORGL systems%

INSIGHTS on
Planning Effectiveness

/ Recognizing and dealing with

common PLANNING WOES
Notwithstanding the avowed direction-setting elements
of STRAT PLANS

1) Many of the STRAT PLANNING Exercises
become an end in themselves

o Vision-Mission statements serve as
unifying/rallying points for organizational
productivity

. /!

INSIGHTS
Planning Effectiveness

/ 0 The need to understand and “let \

live” with VARYING PERSPECTIVES

(among planners)

g Recognizing and dealing with

common PLANNING WOES

o /

INSIGHTS on
Planning Effectiveness

/@ Recognizing and dealin \gith

common PLANNING W

Notwithstanding the avowed direction-setting elements
of STRAT PLANS

2) Links between STRAT PLANS and OPLANS
remainat a conceptual level

o While organizational GOALS and business
STRATEGIES are laid down to serve as basis
for OPLAN-ning, their linkage is not well-knit

. /l




INSIGHTS on PAHRODF
Planning Effectiveness T e

common PLANNING WOES

/g Recognizing and dealing with \

Notwithstanding the avowed direction-setting elements
of STRAT PLANS

3) Most planning exercises end with the document-
ation of the plan (at best, down to the OPLAN level)
but these are not systematically monitored and
evaluated to gauge the effectiveness of the Plan

. _/

INSIGHTS A

INSIGHTS Ao
Planning Effectiveness

e 9 The need to understand and “let N\

live” with VARYING PERSPECTIVES

(among planners)

Recognizing and dealing with
common PLANNING WOES

Believing that the future is
@ today’s DREAM and that
\ “Dreaming can be for real” /

MANAGING IN THE TWENTY FIRST CENTURY

(Looking back; Looking forward )

Planning Effectiveness

-

N

With trade globalization,
PLANNING
has become even more crucial
for organizations
in the 21st century

/

el

20th Century

21st Century

Stability, predictability
Size and scale

Leadership from the top
Organizational rigidity

Control by rules and hierarchy
Information closely guarded
Quantitative Analysis

Need for certainty

Reactive; risk-averse
Corporate independence
Vertical integration

Focus on intemal organization

Competing for today's markets

Discontinuous change

Speed and responsiveness
Leadership from everybody
Permanent flexibility

Control by vision and values
Information shared

Creativity, intuition
Tolerance of ambiguity
Proactive, entrepreneurial
Corporate interdependence
"Virtual” integration

Focus on competitive environment

Constant reinvention of advantage

Creating tomorrow's markets




MANAGING IN THE TWENTY FIRST CENTURY —
(Looking back; Looking forward )
MANAGEMENT VIEWS
20th Century 21st Century From: Rethinking the Future
Stability, predictability Discontinuous change / \
Size and scal Speed and i . .
Lzed: e SE: © e t LPE: ah_ ;ESPDFE'VE"ESS “Restructuring has been about getting smaller.
cadersiip from o eadership. from everybody Reengineering has been about getting better.
Organizational rigidity Permanent flexibility
Control by rules and hierarchy Control by vision and values But getting smaller and better is not sufficient.
Information closaly guarded Information  shared At some point, you have to reinvent
Quantitative Analysis Creativity, intuition the basis for competition;
Need for certainty Tolerance of ambiguity and that you have to be different as a company.
Reactive; risk-averse Proactive, entrepreneurial -
Corporate independence Corporate interdependance You have to be willing to chﬂ-‘enge many of the
o . . . ) fundamental assumptions you have
Vertical integration Virtual” integration f A =
L. i about how you compete in the industry.
Focus on internal organization Focus on competitive envir it
inable « itin h Constant reinvention of advantage Gary Hamel
Competing for today’s markets Creating tomorrow's markets

MANAGEMENT VIEWS

From: Rethinking the Future

“Companies are going to have to unlearn a lot of
their past— and also forget it.
The future will not be an extrapolation of the past.

Like a space rocket on the way to the moon,
a company has to be willing
to jettison the parts of its past
which no longer contain fuel for the journey
and which are becoming, in effect,
excess baggage.”

\ C.K. Prahalad /




Part (- Validation Process dor the HR S‘hﬂh@i,c Directions — PowerPoirt Presevtation

Validation of PGLDN)’s  HR Strategic Directions
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HUMAN RE S URCE &
ORGANISATIONAL DEVEL( )4’M| NT
FACILITY

Validation of
PGLDN's
HR Strategic

Directions

Objectives of this .
Validation Workshop ~55

The participants, will be able to:

1.Provide comments to enhance the proposed
PGLDN HR Vision and HR Philosophy.

2_Provide comments to improve the proposed
PHRMDO Vision, Mission and Strategic

Objectives.




Outputs of the previously conducted  paHRODF
HR Strategic Directions Planning -
Anchored on the LDN V-M-G

« PGLDN's HR Vision and HR Philosophy

+ PHRMDO's Vision, Mission and Strategic
Directions/Goals, Measures, Targets and
Initiatives

VISION ATTRIBUTES PAHRODF

» FUTURE-ORIENTED
+ INSPIRATIONAL

COMPELLING

RELATIVELY STABLE OVER TIME

INVOLVES A HIGH DEGREE OF
SUCCESS

™

VISION

+ adesirable state that you wish to create for your
organization

+ itis the end-result of what you will have done
* a'dream,' 'to be'

+ itis the force that will sustain you when your
mission seems heavy to endure or enforce

— p—
Aid 9
A Compelling Vision Statement PAHRODF

IS ...

» Written down where you can constantly
refer to it.

» Written in the present tense as if it has
already been accomplished.

e




Bases for the HR Vision and PAHRODF Definition of
process for crafting it HR Philosophy
+ PGLDN V-M-Sectoral Goals aligned with + Provides and articulates the direction on how

National goals. people in the organization will work.

+ Reflects a set of beliefs that are essential and
+ Departmentmandates and development thrust core to the character of the organization over

aligned with PGLDN sectoral goals. the years.

el |

— o —

Definition of PAHRODF The Proposed
HR Philosophy PGLDN HR Vision
+ Serves as guide in decision-making and choice a
of action. W
The workforce Lanao del Norte
+ Reflects a set of values important to the is a competent and innovative team,
organization. . . .
rendering holistic service
with integrity.

/

el - e




Definition of key elements

with members who are competent
committed.

COMPETENT - Efficient and effective in term
KSAs.

TEAM — A group of employees with clear shared
goals, agreed-on roles and procedures or ways
of working together, positive work relationships,

and

s of

Definition of key elements

INNOVATIVE - Open to changes, able to introduce
changes and new ideas or ways of doing things.

HOLISTIC SERVICE - Providing the highest level of
customer satisfaction.

INTEGRITY - Putting in action work ethics consistent with
moral and spiritual norms and promoting justice and
faimess;includes values such as honesty, word of honor.

The Proposed

PGLDN HR Philosophy

C. We believe:

That our employees are the most valuable resource
and responsive partners worth nurturing;
We believe further:

That effective partnership fosters excellent service, and
That spiritual wisdom is key to effective public service

J

~ ]

Definition of key elements

MOST VALUABLE RESOURCE - the employees are most
important and cherished resource more than equipment,
money, and methods.

RESPONSIVE PARTNERS - Employees who are able to
immediately provide assistance or address needs of
customers.

el




Definition of key elements

PARTNERS - co-worker or allies

PARTNERSHIP - working with, not working for, other
departments

EXCELLENT SERVICE - the best quality service or way of
responding to needs

SPIRITUAL WISDOM - guidance from the Almighty

The Proposed PAHRODF

PHRMDO Vision

C' We are a competent and
proactive pariner
rendering excellent
human resource services
to realize our
provincial government goals.

J

= el
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VISION ATTRIBUTES PAHRODF

+ FUTURE-ORIENTED

INSPIRATIONAL

¢ COMPELLING

« RELATIVELY STABLE OVER TIME

INVOLVES A HIGH DEGREE OF
SUCCESS

el

Definition of key elements PAHRODF

COMPETENT - Efficient and effective in terms of
knowledge, skills and attitude.

PROACTIVE - Actions are intended to cause
Fositive changes or results rather than reacting
0 change or problems.

PARTNER - Ally, working with other departments
not for other departments.

el
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Definition of key elements PAHRODF

EXCELLENT HR SERVICE - HR services such
as quality and timely personnel transactions,
putting in ﬁlace and effectively managlng
systems user-friendly ~ performance
evaluation system, performance- based rewards
system, competency-based learning and growth
opponunltles etc. for the employees of LDN
provincial goverment

_——

ri Australian
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It is centered around the process of what you need to
be doing.

It is a written-down reason for being; it holds a
personal passion.

An enduring statement of purpose that distinguishes
one organization from other similar entities.

Abrief, succinctand focused statement of purpose

L —
MISSION

is the beginning of organizational
leadership.

provides overall direction and clarifies
one’s purpose and meaning.

. contains a set values that give shape to

it
7—— Australian
AIDQ

Two Basic Elements of a Meanlngful PAHRODF
Mission Statement

1. ltdescribes what you want to BE

— Whatcharacter strengths you wantto have
— Whatqualities you want to develop

2 It describes want you want to DO

— Whatyou want to accomplish
— What contributions you wantto make

|
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The Proposed
3 SIMPLE ELEMENTS OF PAHRODF O Missi oor
A GOOD MISSION STATEMENT PHRMDO Mission 9 o
1. ltis no more than a single sentence long. C' SHARED é;ifﬂ?ﬁﬁﬁﬁ% NORTE,
THE PHRMDO COMMITS:
2. ltis easily understood by a twelve year * To empower employees and
Id sustain rhei{' comrfﬂfmmr
ola. tfo public service;
* To provide responsive
3. One should be able to recite it by human resource services
memory (at gunpoint). e J
44 A4 ‘A

— Australian r Australian
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Definition of terms PAHRODF Definition of terms PRRON

EMPOWER EMPLOYEES - Capacitate, build
capabilities of employees. INTEGRITY - Putting in action work ethics

consistent with moral and spiritual norms and
promoting justice and fairness; includes values

SUSTAIN COMMITMENT - Keep strong or such as honesty, word of honor.

stronger the willingness to serve.

RESPONSIVE HR SERVICES - Recruitment,
rewards, training, performance evaluation, etc
services meetthe needs of the employees.

el
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PAHRODF Definitions of ... PAHRODF
- Measures —are indicators or KPIs o
ex. % increase in tax collection
PHRMDO Strategic Object W.e.S/G oals, Targets — desired result of a performance
Measures, Targets, and Initiatives measure
ex. 25% increase in tax collection from
previous year
Initiatives — are also called programs, projects,
action plans, outputs

Australian 7—7 Australian
Aid vt‘ i

Aldut#
Definitions of ... PAHRODF

Strategic Objectives

The Proposed
v'are broadly defined objectives along each PHRMDO Strategic Objectives/Goals,
perspective that an organization must achieve in

pursuitof its vision and mission Measures, Targets and Initiatives —
for HRM

v’ are based on an outcome orientation

ex. enhanced competency of our workforce

el el




What Is Human Resource
Management (HRM)?

« |tis the function within an organization that focuses
on recruitment of, management of, and providing
direction for the people who work in the
organization. Human Resource Management can
also be performed by line managers.

Matrix for Human
Resource Management
(HRM)

el

What Is Human Resource
Management (HRM)?

« It is the organizational function that deals with
issues related to people such as compensation,
hiring, performance management, organization
development, safety, wellness, benefits, employee
motivation, communication, administration, and
training.

HRM Strategic Objectives

Measures Targets Initiatives

2a. Competency-

§ Based OS/RSP
1.Enhanced and Rationalized Sz fuamug] i - i
) i policies (approved) :;}RE‘"E"" Policy
Selection process 1b_ Skills d
2c. Behavior-Based
RSP
3.% of applicants or 3_Adopta
3. Developed Competencybased  positions with 1D(s) competency based
Job Descriptions (JD) developed and 1D{s)

competency-based

_—




HRM Strategic Objectives

4 Enhanced reward recognition

system

5.Employee Relations Systemin
place

Metrics

Measures

4. # of performing
employees
provided with
rewardsand
recognition

5. Reduced of
conflicts, Reduced
of grievances cases

Targets Initiatives

4. Implement
performance
incentive scheme

5a. Health and
Wellness

5Sb. Develop the ER

System
6.HRIS fully implemented and 6.Degree of
B 5 subsystems HRIS
operationalized operationalized
- 7. Present to
7 Rationalized MSPP ficibemetions BT

actions

subsequent
approval

What Is Human Resource
Development (HRD)?

+ the framework for helping employees develop their
personal and organizational skills, knowledge, and
abilities.

* Opportunities such as employee training,
employee career development, performance
management, coaching, mentoring, succession

planning, scholarships.

The Proposed

PHRMDO Strategic Objectives/Goals,
Measures, Targets and Initiatives —
for HRD

What Is Human Resource PAHRODF
Development (HRD)?

* The focus is on developing the most superior
workforce so that the organization and individual
employees can accomplish their work goals in
service to customers.

el




What Is Human Resource
Development (HRD)?

+ Organizations have many opportunities for human
resources or employee development, both within
and outside of the workplace.

el

Australian
. o Metrics
HRD Strategic Objectives o
Measures Targets Initiatives F
12.% of HRD 12, B0% [of the )
Intervention prioritized '
Implementad interventions|bythe 3. Competency based

end ofthe 3rd year HRD interventions;
2&3(referto HRD

1b. Trained 2.5U) Criteria based
1Implemented 3-year o Plen; priaritization;
. BRI 1b ExecutiveOrder PI‘
HRD Plan HeLherarer creating the Pool of -AnnuEtEEn ssment

scholarship grants 1c. TNA/Competency

Analysis

Trainers
1d. #ofemployees
trained with V5
performance rating

1c. Pool of Trainers
implementing the in-
house training

le. Pool of Trainers program

1d. Training of Trainers

2a. 5PME | 1. Allemployees
[‘ Iiciesar::nua e\raluabez o 2z Competency based
3 Adapted SPMS o i systems zliznad with
Strategic Perf guidelines) SEITETEIDE aorganizational/department
(Nl rategic it;)r"‘::ncje 2b. Number of top management; e
lanageme 'stem
HE v employees e T 2b. Communication Plan

evalusted, etc. SPMS

el

Matrix for Human
Resource Development

(HRD)

HRD Strategic Objectives

2.Installed Learning &
Development
Management System

4. Developed and
Implemented a Career

Management Plan

5.5uccession
Plan (SP)in place

Sa. LDMS Manual

Sb. Lapses/problems a0 o)
‘on management of

a. Approved LDMS

b. Minor lapses

L&D activities

3a.Manual roved
3a. Manual - AtD:f
3b. # of e
with clear career

clear career path
path Pt
4a. 5P manual 4a. 5P approved;
4b. 2nd liners 4b. Manual
identified approved

Metrics n

Measures Targets

Initiatives
a. Training on Training F
Management Program
[module development, wr
logistics & admin, MEE,
managing L5Ps)
b. Fund sourcing,
Appropriate Funds for
Technical Assistance;
c. Engagement of an LSP

3b. Fund sourcing,
Appropriate Funds for
Technical Assistance;

3c. Engagement of an LSP
3a. Career profiling

4a. Developthe
competency based SP
3b. Fund sourcing,
Appropriate Funds for
Technical Assistance;

3c. Engagement of an L5P




Part ((: Huwman Resource Developmerntt P\ann&ng — PowerPoirt Presewtations

Cre,ai"m@ the Le,amimg Environment

-
Australian
-
Aid \Q‘
PHIL IPP\NEQW IA
IMAN RE \CE &

HUMAN RESOURCI
ORGANISATIONAL DEVELOPMENT
FACILITY

Creating the
Learning

Environment

Getting to know you more ...

“Behavioral Styles”

el




Where are you in the continuum?
Put an x mark.

* Are you more emotional or less emotional?

Less Emotional

More Emotional

LESS EMOTIONAL PAHRODE

LESS
MORE
ASSERTIVE ASSERTIVE

MORE EMOTIONAL

el

r—' Australian
Aid vt

2. Where are you in the continuum?
Put an X mark.

* Are you more assertive or less assertive?

More Less
Assertive Assertive

_—

Australian

Less Emotional Ald
PAHRODF

@ >

More b < Less
Assertive Assertive

More Emotional

—




— Australian — Australian
Aid Q LESS EMOTIONAL Aid Q-
PAHRODF PAHRODF
3. Group according to the quadrants. =" o L e
Each group is to answer the following: R s
v Five greatest strengths P A
. s 5
v" Five greatest weaknesses E :
v Three greatest likes $ PROMOTER SUPPORTER $
v Three greatest dislikes L )
v What motivates you to do better E i v E
‘ MORE EMOTIONAL ‘




«ession 1@ “All Aboard””

Australian
Aid \/tu

PAHRODF

PHILIPPINES-AUSTRALIA
HUMAN RESOURCE &
ORGANISATIONAL DEVELOPMENT
FACILITY

IIAII Aboardll

Australian
Aid \Q*

Elements of EEEREL.,
Team Effectiveness




Roles

« Who does what?
o Arerolesclear and agreed on?

o Areall the things that need to he
done being done?

(Are there cracks or overlaps?)

Goals

o Whatis the Core Team's goal and
objectives?

o Arethey:clear, understood,
communicated,

accepted by all members?

."\&W

—

Procedures

Include norms, systems and processes:

* What helpful mechanisms (e.g., meetings,
problem-solving discussions) are in place?

* Are they communicated and accepted? .




Relationships

* Howdo team members communicate
and interact?

* Are team members supportive, trusting
and collaborative? [ L ]

* Do members welcome feedback? ‘
h’

Competence

« Can the team members do their jobs?

« Are they equipped with the needed

knowledge, skills and attitudes to deliver
the expected?

+ Do team members take responsibility for
upgrading their competencies?

Trust

The basis of
all successful
and
meaningful
relationships

Commitment

= Are team members motivated to be part
of the team and do their share?

= Do team members demonstrate initiative
to contribute to the team’s goals?




V—f Australian
Aid -

Synergy

Combined action of two or more agents that...

... acting jointly, increase the effectiveness of
one another
i’

than the sum of their outcomes when acting E :

and produce an outcome that is GREATER
independently

A team that can ...

v Accomplish something much bigger

v Work more effectively than a group of
the same individuals working on their own

—

Synergistic Team

Possible when people use their strengths in full, and
compensate for each other's weaknesses.

TEAMWORK

“Tex the at
alic
atte

SHOP TEAMWORX ROWERS TEMS
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Commitment: Western View
Kenneth Blanchard

There is a difference
between interest and commitment

When you are interested in doing

something,
you do it only when itis convenient.

When you are committed to
something,
You accept no excuses, only results.

- Australian
Commitment: Eastern View Aid -Q"

An old pilgrim was making his way
To the Himalayan mountains in the
bitter cold of winter when it began to
rain.

Aninnkeeper said to him,
“How will you ever get there in this

kind of weather, my good man?”

The old man answered cheerfully,
“My heart got there first,
So it is easy for the rest of me to
follow.”




Session LA: HRD P\amwbng

Australian
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PAHRODF

PHILIPPINES-AUSTRALIA
HUMAN RESOURCE &
ORGANISATIONAL DEVELOPMENT
FACILITY

HRD PLANNING

(Perspective Setting)

(20 minutes)

SLE: HUMAN PROCESS FLOW CHART  Australian

Instructions:

« Participants to count off from 1-14.

« Distribute the meta cards- 1 per pax.

« Participants to write in their blank
strips, the WORD/PHRASE assigned
to their number. (Listing on the right)

« Regroup the participants into 4 small
groups.

THE TASK:

Inyour small group, discuss and agree

on the most logical sequencing of the

14 items. Prepare a list in your proposed

sequence as guide for the execution of

the human process flow chart. Choose

aleader/representative of your group.

Ask all pax to stand up in front, holding
onto their respective metacards. The
rep of each small group shall take turns
in erganizing the pax according to the
sequence of the words/phrases as their
group had considered to be most logical.

Materials: Blank Meta Cards
Marking Pens

General Program Design E o

Budget

Strategic Plan

Competency Gaps

Program Monitoring

Priority for Action

Development Interventions

Strategic HR Directions

. Target Participants

10. Desired Competencies

11. Other Resource Requirements

12. Program Evaluation

13. Existing Competencies

14. Schedules

OO NDARWN 2

A picture shall be taken of each group’s
Human Flew Chart so that this could
later be projected on screen for everyone
to see and analyze.

—




Australian
Aid \1*

PAHRODF

PHILIPPINES-AUSTRALIA
HUMAN RESOURCE &
ORGANISATIONAL DEVELOPMENT
FACILITY

HRD PLANNING

(Process Flow)

—HR DEVELOPMENT PLANNING: Australian
KEY ELEMENTS & PROCESS FLOW Aid 4~
HR DEVELOPMENT NEED/S STRATEGIC HR
FRAMEWORK

and IMPORTANT

are these competencies? Program Monitoring

DEVT INTERVENTIONS
DDRESS THE NEED/S

P Target
— 4 aries/

HOW EFFECTIVE
are the interventions?

STRATEGIC PLAN
+ Provl. Sectoral Thrusts

Relevance Inputs

® ENGAGEMENT & PERFORMANCE MGMTl | ® TALENT OPTIMIZATION & RETENTIONl !




HR DEVELOPMENT PLANNING: Australian
KEY ELEMENTS & PROCESS FLOwW Aid >

HR DEVELOPMENT NEED/S STRATEGIC HR
FRAMEWORK

Program Evaluation
Program Monitoring

STRATEGIC HR DIRECTIONS
» PHRMO Mission ! Vision R

+ HR Philosophy / Principles DesEisoment
Intervention/s Schedules

General Budget/Other
P'CH.]_T am Resource
Design Requirements

Relevance Inputs

®ENGAGEMENT & PERFORMANCE MGMT | | @ TALENT OPTIMIZATION & RETENTIONl I

((Start_)= STRATEGIC HUMAN RESOURCE SYSTEMS FRAMEWORK

X . Talent Acquisifion &
Strategic HR Planning Empowerment

o - + HR. Philosophy = Competency-based Recruitment
» Wision, Mission, Goals + HR Planning, Forecasting & selection
LS R D and Budgeting « Position/Talent Competency
» Executive-Legislative + Gender Responsive HR Opns Matching & Flacement
Agenda Strategy
Talent Optil i F ing and rdi & Performance
& Retention * Performance L H Bt et HTalenlDevelnpmenl ‘
« Career Plaming T ST ST « Performance contracting + Competency based
and Counseling Incentives « Performance Monitoring and stafi/Management
* Management « Merit and Promotion Assessment Training & Development
Succession » Compensation Structure « Performance Enhancement and Education
‘Programs/schemes

<z I 4=

HRMD SUPPORT SYSTEMS / ENABLING MECHANISMS

HR Policies Human Resource Employee- External
and Orgn Information He:l;’gﬂﬂm Management Auditl.‘II% ; Resource
Structure System = Relations eview Support

RIL/DAP-2013 (Modifisd from BRIDGESmc)




STEP 4: ID Goals & Strat Objectives

\ 4

STEP 5: 1D Strategies (to address

- =
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PROVINCE OF LANAO DEL NORTE




Provincial Government
of Lanaodel Norte

@ VISION 2020

ForLanao del Norte to be a globally competitive
aari-industrial community of God-loving,
ecology-conscious, culturally diverse people
working together in peace and harmony to
achieve

equity and prosperity

6 VISION 2020

ForLanao del Norte 1o be a globally
competitive agri-industrial, community
of God-loving,
ecology-conscious, culturally diverse
people working togetherin
peace and harmony
to achieve

equity ahd prosperity

|

VISION PILLARS

[ Globally Competitive ]

[ Agri- industrial ]

[ God-loving I

[ Equity and Prosperity

l

e




Human
Development &
Recovery Reduction
4

Good Equity &
' |Governance ' | Prosperity
_| God-loving | CU'_tU rally-
diverse

. - | dherze

Security, Justice
and Peace
N
Agri Peace and

| Industrialization Harmony
,, \ Ecology

| | Global .
Competitiveness CO NSCIOUS




GOALS MISSION

ECONOMIC GOALS

_ Agri-industrialization Finally, our aim is to render

selfless public service and an
improved system of local

SOCIAL GOALS governance that would lead
God-loving Ecology Conscious towards attainment of a better
quality of life for all.
LONG TERM GOALS
Peace and Harmony Equity and Prosperity |
MKD 3—P0intAgenda Social
Development  |nfrastructure Rural Livelihood
lnfrasm‘lc“‘“,e

Goog
)C e \ Social
y/ ) Developmen,

|




Human
Resource
Reforms

Peace and
Order
Programs

Sports and
Development
Programs

Y
- Increase household coverage to basic
amenities such as shelter, water and electricity
S
Y
- Rehabilitated denuded watershed areas
S
™
- Increased productivity in coastal and marine
resources
’

/

SECTORAL GOALS

- Increased agricultural production,
productivity and profitability

- Increased economic activity, employment

and livelihood opportunities
>

-
- Improved access to quality basic and higher

level services in health and education

J

reduction and climate change adaptation
Py

N
+ Reduced consequences of natural and

man-induced calamities and disasters

Y
‘ « Increased efforts for disaster risk

o




Increased
social
inclusion in

governance
and local
development

Daghang salamat !!!

-




Session 1C: PGLDN) HRD Strategic Directions

PGLDN
HR Strategic Directions

PGLDN HR Vision

C. The workforce of Provincial Government of
Lanao del Norte is
a competent, hardworking, output-oriented
and innovative team
dedicated to provide excellent public service
with integrity.

,/

~ ——




AN FEROURCE B

V—i Australian Australian
Aid _ Aid -
Key Elements of HR Vision PAHRODF HPGLDN HR Philosophy

- A group of competentand committed
employees working together towards one
direction

. Efficientand effective in terms of Knowledge,
Skills, and Attitude and cost effective

- Opento changes, able to introduce changes and
new ideas or ways of doing things

- Providing service with the highestlevel of
customer satisfaction

« Putting in action work ethics consistent with moral and

spiritual norms; includes values such as honesty, word

of honor I
Australian — Australian

Key Elements of HR Philosophy Ald Y iid

PAHRODE . .
« Employees are the most impartant and cherished | P H R M DO VISIO n

resource more than equipment & money

\

CROANEATIONAL CEVELDPUENT

o
Most valuable S

asset

- Sufficient & available logistic support, job fit, career &
learning growth based on continuous enhancement of
competencies & harmonious relationship

Conducive
Environment

- Aligning the employee’s highest aspirations,
imagination, creativity and passion towards the
fulfillment of PGLDN's goals & his/her own goals

Optimum
Potential

Excellen - Providing service with the highestlevel of
customer satisfaction

- Working with, not working for other
departments

B - - Guidance from the Almighty l




po— P— —

Key Elements of PHRMDO Vision d -4 ..
PHRMDO Vision PAHRODE
Competent

skills and attitude T
. Actions are intended to cause positive changes
Proactive or results rather than reacting to change or
problems
« Ally, working with other departments not for
Partner other departments
Customer- - Serving with a warm & sincere SMILE to the
friendly delight of the customer
QualityHR - Timely, efficientand effective delivery of HR
service services provided by highly competentHR staff
) 5 - Conforming with the quality & ethical standards
Professionalism Fafs ! -

— Australian — Australian
Ald - Key Elements of PHRMDO Missiorfrid -~
PHRMDO Mission PAHRODF

- Efficient and effective in terms of knowledge,

Empowerment - Capacitate & huild capabilities of employees

Responsive HR - Recruitment, rewards, training, performance evaluation,
services that meet the needs of the employees

« Putting in action work ethics consistent with moral and
|ntegr|1‘_y spiritual norms and promoting justice and fairness;
includes values such as honesty, word of honor

« Process of working collaboratively with a group of
Teamwork people using their individual skills and providing
constructive feedback in order to achieve same goal

Excellent - Providing public service with the highestlevel of

Service customer satisfaction I




7 Australian
Aid

PPN ASTARA
AN FESOURCE &
CROANIATIONA. CEVELOPVENT
ATV

PHRMDO Strategic Objectives/Goals

and Initiatives/Strategies

el

Australian

HR Management Strategic Objectives & Initiatives

AT DEVELCPVENT
LTy

* Competency-Based RSP Manual of
Policies and Guidelines

» Skills-Based Selection Process

* Pursuantto CSC Rules & Regulations

* Competency Modeling of Positions
* Pursuantto CSC Rules & Regulations

¢ Performance-Based Rewards and
Recognition System

* Budget allocation for monetary & non-
monetary rewards

* Pursuantto CSC Rules & Regulations .

r Australian
aid 4

PPN AUSTAA
CROANGATONAL DEVELOPVENT
Uy

PHRMDO
HRM Strategic Objectives/
Goals and Initiatives

o —
Albut-

N

* Manual of Policies and
Guidelines

* Competency- based MPP

* Welfare and Benefit Program

* Comprehensive Health and
Wellness Program

* Pursuantto CSC Rules &

Regulations




Australian
AID\.Q‘
PAHRODF
¢ Inclination based PRP B o
* Pursuantto CSCRules &
Regulations
+ HRIS Manual

« Web based Personal Data Sheet

+ Computer Literacy Program

* Pursuant to CSC Rules &
Regulations

* 4 Rs are functional

el

HR Development Strategic Objectives & Initiatives

PALPPRES AESTRALA
HUAMAN RESCILACE |
EOPUENT

Competency-Based HRD interventions
GAD responsive HRD Interventions

* 5-U-G (seriousness, urgency, & growth)
Criteria for Prioritization

Annual Plan Assessment

Pool of Trainers

CSC Compliance for Level 2 Accreditation

Training on Training Management
Program

Manual on Training Management
Resource Mobilization

* Technical Assistance cum Coaching

el

7 Australian
aid 9
PAHRODF

PHRMDO
HRD Strategic Objectives/Goals
and Initiatives

L
P— —

» Competency-based SPMS aligned Pty
with organizational/department goals *~

* Communication Plan

Career Profiling
* Resource Mobilization
» Technical Assistance cum Coaching

» Competency-based Succession Plan
» Resource Mobilization
» Technical Assistance cum Coaching

_—

r i '
4 4 4




Session 4: undml'andbng Competencies

Australian

Aid \1*

Session on

Understanding
COMPETENCIES

The Evolving Platform for HRMD

el




Job-Based

HRMD

Systems

Intellectual Quotient

{Focus on Capability of Technical Staff :
Popularity of Mental Ability Tesis)

—

Trades and Crafts

{Focus on Capability of Rank and File Employees:
Introduction of Skills Testing)

Behavior

{Focuson Managerial Competencies:
Popularity of AssesamentCenter Technology)

el
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PAROW

1990

Knowledge, Skills, Attitude

{Adherence to the philosophy of KSA
as critical elements/determinants of employee
performance and productivity )

_—

PANRONF

Why Competencies?

—

V Australian
Aid -

PANDODF

2000

Competencies

{Onset of the shifttransitioning to Competency-based
Human Resources Management and Development)

_—

’ Australian
Aid ut‘-
Knowledge
Skill
Job Attitude
‘) HOW VALID
. ia this thesia?
K+S8+A
do not guaraniee
Top Performance




r Australian r—f Australian
KSA must be demonstrated; Aid > Aid -

i.e., translated into ACTION Whatis COMPETENCY ?
to produce desired RESULTS. Ao Rgmone
Skill
skill Job Attitude
o l | COMPETENCY
Ir ACTION
ACTION Observable Behavior

Observable Behavior | ‘

JOB PERFORMANCE
JOB PERFORMANCE

’ Australian ’ Australian
Aid - Ald -

COMPETENCY
What is COMPETENCY ? PAHRODF

{Other Definitions)

bp e | gy
Ty AL

—

o o . The combination of observable and applied
* A ‘:’I"“b'“?“d"“ of ﬁf"'l:‘"‘: "’t;lat;“:jd.e skills, knowledge and behaviors necessary
and o erge WiIch 1s refecec i for individual and organizational

a job behavior that can be observed, .
measured and evaluated. effectiveness / success.

Competency == * Competency is a determining factor

for successful performance; The capacity of an individual or an organization

to meet (or exceed) requirements by producing
. ) outputs/results at an expected level of quality
* The focus of competency is behavior within the constraints of the organization’s

which is an application of skills, job internal and external environments.
attitude and knowledge.

el —




STRATEGIC/

COMPETENCY-BASED
HRMD

| TALENT OPTIMIZATION AND RETENTION |

ENHANCED ENHANCED
COMPETENCY [PERFORMANC]

TLLENT TULENT

ACQUNETION I"—-_ SEPARATION

COMPETENCY MODELING &
POSITION/ PERSON PROFILING

BUSINESS STRATEGY/ STRATEGIC HR DIRECTION S

Job-Based

HRMD

Systems

Toward a Competency-Based
HRMD . . .

Transitioning to
Competency-Based HRMD . . .
WHAT DOES IT TAKE?

READINESS of red.l'gning toward

CB-HRMD

CHANGE @ Recognizing the value

COMPETENCY L
MODELING & Esitablizhing the platform
PROFILING for the realignment




| Transitioning to
Competency-Based HRMD . . .
WHAT DOES IT TAKE?

HRMD SYSTEMS Setting-up the systems
ADAPTATION/ infrastruciture for
REDESIGN the realignment

CB-HRMD Ac tivating the realigned

SUBSYSTEMS
INSTALLATION CB-HRMD subsysfems

. Transitioning to
Competency-Based HRMD . . .
WHAT DOES IT TAKE?

APPLICATION/ Gaining from the

IMPACT OF benefits of realigning
CB-HRMD to CB-HRMD

O

—

-. Transitioning to
Compelency-Based HRMD . . .
WHAT DOES IT TAKE?

Involves rigoroys
pro cesses;

Calls for revision
in approach andior
instrumeniabion
for assessment

I TERMS COMMONLY USED/,..,----' o

CORE COMPETENCIES | e |
FUNCTIONAL - Manual
COMPETENCIES =
BEHAVIORAL
INDICATORS

COMPETENCY
Dictionary

/,_. ._‘\\.

RUBRIC p

|
J'::\ COMPETENCY 2_4'
" Profiles -~




Instructions for
SMALL GROUP WORK

Australian
)

Your Task:

Stack or arrange the “coins”
in @ manner that will best
reflect their logical
relationships and/or
development sequence.

o

Condition:
The “coins” should be a
connected by an ARROW

or an EQUAL sign if they

the number of “ARROWS"
or “EQUAL" signs.

I INTRODUCTORY EXERCISE:

COMPETENCY
Dictionary

D

ign i J'\ COMPEIEW
are not stacked. No limit in ==

SAMPLE 1

—

SAMPLE 2




e Ao
YOU HAVE —

15-20 MINUTES

TO WORK ON
THE TASK

SMALL GROUP
REPORTS

—

PLENARY:

SHARING OF SMALL GROUP OUTPUTS

. Austratan
COMPETENCY MODELING & PROFILING  Aid ut

A O
s
)

COMPETENCY
Dictionary

DOCUMENTATION
(Competency-Based HRM Library)




IDENTIFICATION/DESCRIPTION

| =TT R el F—
COMPETENCY MODELING & PROFILING  Aid 4~ COMPETENCY MODELING & PROFILING Aid A~
RODF ; :

IDENTIFICATION/DESCRIPTION

—_
— =

COMPETENCY
Dictionary

DOCUMENTATION

What are Competencies?

Competencies are observable, measurable

(Competency-Based HRM Library)
and vital skills, knowledge and attitudes
that are translations of capabilities deemed

essential for organizational success.
Why Competencies?
KNOWLEDGE SKILL ATTITUDE | @=—=pp | BEHA/IOR

-

understanding capahillities ffactntrrslewtl;haic!'h demonstration of
orm sis knowledge, skills

acquired acquired
through learning through practice  for behavior 2nd sttitude




Types of Competencies Types of Competencies

PAHRODF PAHRODF

FUNCTIONAL COMPETENCIES

CORE FUNCTIONAL CORE
COMPETENCIES ICOMPETENCIE COMPETENCIES LEADERSHIP TECHMICAL
COMPETENCIES COMPETENCIES COMPETENCIES COMPETENCIES COMPETENCIES
that relate to the that relate to the that relate to the that relate to the skills that pertainto specific
organization’s values, roles and functions organiztion’s values, needed to perform bodies of knowledge and
mission and strtegy that are expected mission and strategy leadership or managerial skills required to perfom
of the position work and processes the defined activities inan
industry, functionorjob

Australian 77 Australian
Aid > Aid >

JOB / ROLE
PROFILING

Competency Applications

POSITION
PROFILING PERFC AMANCE

MAFAGEMENT

TRAINING &
DEVELOPMENT

SUCCESSION
PERSON
PROFILING MANAGEMENT




JOB | ROLE
PROFILING

Competency 1

Competency 2

Competency 3

Competency 4

Competency 5

JOB / ROLE
PROFILING

Competency 1

Competency 2

Competency 3

Competency 4

Competency 5

JOB | ROLE
PROFILING
Job 2
Competency 1 /
Competency 2
Competency 3 \/
Competency 4 v

Competency 5

JOB | ROLE
PROFILING
Job 2 Job 3

Competency 1 ‘D/
Competency 2 v
Competency 3 ‘{ \/
Competency 4 s"’ 1"’
Competency 5 1/




TALENT
PROFILING

TALENT
PROFILING

TALENT
PROFILING

Competency 1

Competency 2

Competency 3

Competency 4

Competency 5

Competency 1

Competency 2

Competency 3

Competency 4

Competency 5

AN NN

l

e

TALENT
PROFILING

Job 3

Person 1

Competency 1

v

Competency 2

Competency 3

Competency 4

Competency 5

RN NI NN

NI NIENIIEN




TALENT

PROFILING
Person 1
Competency 1 1/
Competency 2 v v
Competency 3 t"’ t"’
Competency 4 v"' s" 1(
Competency 5 1/ \"’ v"’

PERFORMANCE
MANAGE

compedemcy 1 WWiriting Effectivehy

Comptieney 2 Managing Information

Compedenoy 2 Diirecting & Managing Change

Compsisncy 4 Risk Anahysis

competenay & Partnering & Networking

PERFORMANCE
MANAGEMENT

Competency 1 Writing Effectively
(e ) D
Compeiency 2 Managing |nformation

((ooweoge ) (SN (s ey IS

Compedency +  Directing & Managing Change

(reovesoe ) (D N —>

Compsiency 4 Risk Anshysis

(omespe ) (ERNSERINN (v cvecs NSNS

Compsdsncy &  Fartnering & Metworking

(romerse ) QNN (e (D

PERFORMANCE
MANAGEMENT

competency 1 Wiiting Effectively

compefency 2 Managing Information

(oomeoge ) (TN (e s (RS

Competency 2 Directing & Managing Change

compsisncy 4 Risk Anshysis

(ommespe ) (RSN (e evereses (N

Competency & Fartnering & Networking

(Creovesre ) (D (oS (D

-




TALENT
INVENTORY

TALENT
INVENTORY

TALENT
INVENTORY
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Competency Applications
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DEVELOPMENT

Application 3

PERFORMANCE
MANAGEMENT
Application 6

SUCCESSION
MANAGEMENT

_—

e

Framework for Competency-Based
HUMAN RESOURCE MANAGEMENT

Competancy-basod HR Managemeont Strategy

\ -
|

-
e

-

BUSINESS ) COMPETENCY il BUZINESS
STRATEGY | PROFILES ll ReEsuLTs
| — -
{ —
)
f
|
|
|
/
CE-HAM Framework 25 Mod
August 2012

o

Australian
Framework for Competency-Based Aid @
HUMAN RESOURCE MANAGEMENT PAHRODF

Competency-based HR Management Strategy e

BUSINESS |
STRATEGY |

BUSINESS
RESULTS

e

BUSINESS
STRATEGY

STRATEGIC
OBJE'!S:TIVE

and
METRICS

(Measures/

Framework for C

Australian
ompetency-Based Aid -

HUMAN RESOURCE MANAGEMENT PAHRODF
Competency-based HR Management Strategy v Prva s

Employes Rewards
Pizcoment & & Incanttves
arment Management

E\rall::tlnﬂ_
m| =
PROFILES | IRt

o -
AT AL S

BUSINESS
RESULTS

UTPUTS/
TARGETS
ACHIEVED

Training & - o
Devslopment F'ﬂ;g;‘t‘:"”

Targets/
ITIATIVE

Takent
Retantion
PETENCY
PROFILES

Competency quistion
Capability

Rscrutbment
& Salection




IC HUMAN RESOURCE MANAGEMENT & DEVEI.GPIﬂ | i n

E——Y Competency Modeks,Profiles
Init

STRATEGIC PLAMN
Core & Functional Competencies

Spte=a Peocectve by e L lemoe, W 222




Session 4: Competency Hod&\'mg

Australian

Session on

COMPETENCY
MODELING

Establishing the Platform for
COMPETENCY-BASED HUMAN RESOURCES
MANAGEMENT AND DEVELOPMENT

/ 0 COMPETENCY MODELING \

® COMPETENCY MODELS
® COMPETENCY TABLES
® COMPETENCY RUBRIC
® COMPETENCY CORE DESCRIPTIONS
® COMPETENCY DEFINITION
® COMPETENCY TITLE

0 COMPETENCY PROFILING

@ POSITION (COMPETENCY) PROFILES
® PERSON (COMPETENCY) PROFILES

\ /




Establishing the Platform for
COMPETENCY-BASED HUMAN RESOURCES
MANAGEMENT AND DEVELOPMENT

0 COMPETENCY MODELING

IDENTIFYING the KEY COMPETENCIES

—

Establishing the Platform for
COMPETENCY-BASED HUMAN RESOURCES
MANAGEMENT AND DEVELOPMENT

0 COMPETENCY MODELING

E—

L

APPROACHES /SCHEMES
for Going Through The Various Processes
of COMPETENCY MODELING

Primary Data Sources Competencies

® Direct Observation

Identifying  yp3igation

Australian
Ald -

-

P
e

® Survey f Use of Questionnaires

® [nterviews / One-on-one sessions

® with Incumbents

I\\

® with Superiors [ Peers

NENEN

® Focus Group Discussion

NENEN
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APPROACHES /SCHEMES
for Going Through The Various Processes
of COMPETENCY MODELING

® Review of Relevant Literature

Types of Competencies

® Data from existing documents

® Job Description

® Job Analysis / Audit Reports

® Perf. Assessment Reports

® Work / Qutput Samples

Types of Competencies Types of Competencies

PAHRODF PAHRODF

FUNCTIONAL COMPETENCIES

CORE FUNCTIONAL I LEADERSHIP TECHNICAL
COMPETENCIES (COMPETENCIE P FEIENEES
: 4 COMPETENCIES COMPETENCIES COMPETENCIES
Eﬂ:‘;ﬂg’:g{ﬁi Eﬁr&ﬂi’:g{ﬁi that relate to the that relate to the skills that pertainto specific
organizstion’s valles, roles and functions organization’s values, needed to perform bodies of knowledge and
mission and strateqy that are expected mission and strateqy leadership or managerial skills required to perfom
of the position work and processes the defined activities inan

industry, functicnorjob

_— _—




Competency Type

Service Excellence Core
People Management Leadership/Managerial The Value of Competency Models

Displaying Commitment | Core

Database Programming Technical

Building Teams Leadership/Managerial

—

Training Delivery Technical

Why Competency Models?

¢« Establishes common criteria for hiring,
measuring and rewarding people

¢ Reminds employees that how they do things ) ) )
is as important as what they do Identification of Competencies

¢ Enables greater flexibility to move people
laterally and encourages development

¢ Provides road maps for increasing
capabilities incrementally

¢+ Facilitates organizational change and builds

desired culture




Discovering Competencies

Competency Integration Based on BORROW

\

PANRODF

T AL A

Competency Integration Based on BUY

PAHRODF
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Competency Integration Based on BUILD
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How to Discover Competencies?

PRITIO

L FUCEARET &
A TR, DAL R

Build

Step 3 - Filter and Screen Competencies

D D Gy S
e ) D SRR o
D D G

Steps to Discovering Competencies

PANRIODF

1. Analyze Documents and
Other References

2. Draft Initial Competencies
3. Filter and Screen Competencies

4. Validate Competencies

Step 3 - Filter and Screen Competencies

[1Relevance
[1Common Themes
[ Progressive/Development

[1Elements

_—




Step 4 - Validate Competencies Step 4 - Validate Competencies

PAHRODF PAHRODF
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Step 4 - Validate Competencies How Many Competencies?

PAHRODF Paimoo
S p— P , - AT
@ Are these competencies demonstrated by
people who perform the work most Eﬁ,’:mn,,ies 3 3 3 3
effectively? !
Leadership_
@ |n other words, are people who don't Competencies 1 2 3
demonstrate this competency ineffective in e
the role? Em:petelncy 5 4 3 2
@® |s the competency relevant and necessary TOTL 8 8 8 8

for effective work performance?

|
t




Competency Starters

Analytical Managing . Strategic
Thinking CustomerFocus Performance Innovation Thinking

. . I Catalyzing Planning and Business
Decision Making| Communication Teams Prioritizing Acumen
Achievement Building Motivating Solving Business
Orientation Partnership Others Problems Leadership

- Displaying People Building ]
Resilience Integrity Develop Commi t Leading Change
Managing Personal . " - Personal
Change Effectiveness Professionalism Building Teams Manag t
Speaking - Organization Personal Managing
Effectively Coordinating | o oy Mastery Conflict

. ... |Effective Entrepreneunal |Bias for Writing

Strategic Agility Coordination Orientation Excellence Effectively

Competency Table

COMPETENCY

Operational Definition

£ 4

Sample Behaviors Sample Bel

haviors Sample Behaviors Sample Behaviors

_—

Competency Table

Competency Table

COMPETENCY

Operational Definition Operational Definition

CORE DESCRIION The definition should describe the N\

outcome or the resuit that is
observed when the competency is
demonstrated. \

Ask what is produced? What are the
results? What are the objectives? |
What are the goals? /

Sample Behaviors

Describe the critical few tasks and /
outcomes required of those who 4
provide the key capability. ¢




Competency Table

COMPETENCY

N

The rubric may be ROLE-BASED or
PROCESS-BASED.

The former is used if different skills
or competence is expected from the
Sample Behaviors different employee groups.

The latter, if the skills for /
competence is expected EQUALLY /
\ among employees though each may /
e be on a different maturity level in //
N demonstrating the competency 1u||y./,./

\

Sy A behavioral indicator is used to
provide an objective description of what
you might view from a candidate.

These provide evidence that they either )

Sample Behaviors have or do not have the competence

that you are assessing. |

When all the behaviors are exercised, it /
should be representative of the core
\\ description of the competency level or /"
\_ rubric it was describing. /

R 4
a0 /‘




Competency Table Sample
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Competency Table Sample
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Competency Table Sample

CLMRTTORL Business Application Literacy
CORmoN I ity f SETCmA ey O DA eI WS SRS L O SevoEe by SO
o ' z 3
RUDRIC BRI (R Es LY AvRMTED
CORC DOACRETON T Wt T Senctonl of D D e TR koW g o T
St 2 St e D o W i S MRS By WEtE e | B £ W MR [ Rna B
ST B M M B T | O TS SRS ST MR W 2 e wnaor ST WNTON W S
M e P OF 0 ST O | SRR I eI O TS | W S S
Arzilsie oSty ST WS S ST i e BRI PR MRS
outis uncoeg.
SARPLE DEIAWORS - Ll S B o Wt spphoton Wi | - e woscste eed 50 wed Srocmon 5o - e s Bogecel wed
. e e e e prodist g dumimy sputs ey of proce Wi wed cufput
E“J“'—:‘- . R —— o LT e T
FRLICATICHS - Umn swRSty MOt SRS Cf FIOORGN St
- Ut mepst el Cofput vl 5 | - e g vl o proon o wed oo o wes
N i on Wl st wolistony wed propca perTeeeet S
- Ve pEeA usdenandes o mERAERt - Can SRRSS SO Eee e et - e e g St T SR e
ErocEn i e st b Erowe e e T
- Rty e EOTORG SETI T
s EroiET oF ety i e
ErERcs hoe hemeg ko
WIS APPLICATIONS - Bielity 5 e of Dt 2 Syoe oF Browams | - L B g | - o Ercwar o
o cpme wnd sawgate et whe e e e Sactsecul oo
- Tl o e D CosseCtOny wn
B e T R L - Eacwieige on dageos Rou i newEe|
o Cadeng cosigurice Sor ety oSt sbwncck mewrcemeety L wored, | iy Sor MER wed S
Ermcmstey i Pop-or Eiocm s, RN, LA wn e
B e ]
st wndl don iy e
:mm“ctm:n-n Spputcs Walk | Rmugs Epphaan e Eppltan e
ASSDENT ] ] Evmcstcn Deno

Writing/Documenting the Competencies




Competency Definition

® Start with the description of the service or outcome
supported by the competency you are defining.

® What is produced? What are the results? What are the

Competency Definition objectives? What are the goals?

® Describe the critical few tasks and outcomes required
of those who provide the key capability, without which
the capability would not be demonstrated.

® For each critical task or outcome, describe the job

knowledge, skill or behavioral traits that masterful
performers demonstrate. Describe important
contextual  influences (technical requirements, legal

certification  requirements, customer or  stakeholder
requirements) related to acquisition of the competency

Competency Definition

Feature Guide mnw

. The title Is & short statement of the compstsncy covered by the unit mori i DL
Title exprasead 25 an cutcoms. am

= The definttion or dascription sxpands on the trbs.
Definition = It states the brosd application of sidiis and knowlsdgs which the
compstancy capturss and 25 applisd In the workpiacs.,

Competency RUBRICS

= Any of the baslc components of 2 compstancy which may

describe the key activites or siements of the work coversd by the i
Element of Pl (or Levels of Proficiency)
= They dascribs, In cutcoms tsrms, functions & n s abls to
Competency pa:f’onnlrl & particutar aspsct of work as ammths
compstaney
Performance Specifiss the standards of psroTmancs In terms of a sst of outcomss
Criteria which nesd to be achiswed In order to be desmed compstant.
Range of Specifiss the rangs of contexts and condttions townich tha
Variables performance critsra apply
. [l to the Interp and t of the unit of
Evidence compstency Incluging the sspects which nesd to be smphasized In

Guide assassmant. relationships to other compstency and the raquirsd
evidence of compstancy - l




Competency Levels or Rubrics

Competency Levels or Rubrics

A rubric is an explicit set of criteria used for assessing
a particular type of work or performance.

A rubric usually includes levels of potential
achievement for each criterion.

It sometimes also includes work or performance
samples that typify each of those levels.

Heidi Goedrich, a rubrics expert, defines a rubric as a
scoring tool that lists the criteria for a piece of work or

'what counts.’

PAHRODF
To produce assessments that are far more descriptive than a
single, holistic grade or judgment can be.

Instead of merely saying that an individual is “very good,” or
“outstanding™ a rubric-based competency model describes the
quality of work on one or more dimension.

For example, a department’s strategic plan might be assessed
using a rubric that included the clarity of its learning goals, the
adequacy of plans, the adequacy of research, and other criteria.

To let those who are producing work know in advance what
assessors will apply to assessing that work.

_—

PAHRODF

® For example, a rubric for an essay might tell students that

their work will be judged on purpose, organization, details,
voice, and mechanics.

® A good rubric describes levels of quality for each of the
criteria, usually on a point scale.

® Under mechanics, for example, the rubric might define the
lowest level of performance as "many misspellings,
grammar, and punctuation errors,” ...and the highest level as
"all words are spelled correctly; your work shows that you
understand subject-verb agreement, when to make words
possessive, and how to use commas, semicolons and
periods.”

Rubrics Design Process

¢ |dentify examples of good and not-so-good work.

¢ |dentify the characteristics that make the good ones good and
the bad ones bad.

& Make a list of what counts in quality work.

¢ Describe the best and worst levels of quality, then fillin the
middle levels based on your knowledge of common problems
and the discussion of notso-good work.

¢ Have subjects use the rubrics to evaluate their positions or
other reference positions.

¢ Avoiding unclear language. Avoid unnecessarily negative

language.




Sample Rubrics

‘ Beginning | Dewveloping ‘ Competent ‘ Accomplished |

Some Proficiency

Proficiency | High Proficiency

|Lin'|ite:| Proficiency

Rudimentaw|l)evelnping Adequate |Impressive| Excellent |

Inecherent

Sample Rubrics

I Beginning |

Developing

Competent

Accomplished |

|Limited Proficienacy)|

Some Proficiency

Proficiency

High Proficiency

| Beginner | Nowice Proficient | Expert |
| Mot Meeting | Approaching Meeting | Exceeding |
| Trained | Howvice | Proficient | Advanced | Expert |

Sample Rubrics

INTERMEDIATE ADVANCED SUPERIOR [

I BASIC

Incoherent Fludimenta.l’s'| Dewveloping | Adequate | Impressive | Excellent |
] Beginner l Nowvice Proficient | Expert I
| Not Meeting | Appreaching | Meeting | Exceeding |
| Trained | Nowvice | Proficient | Advanced | Expert |

Rubric Within a Rubric

BASIC

INTERMEDIATE

ADVANCED

SUPERIOR

[

Displaying
Consistently

Displaying
Consistently

Displaying
Consistently

Displaying
Consistently

Displaying Often

Displaying Often

Displaying COften

Displaying Often

Displaying with
Guidance

Does Mot Display

Displaying wwith
Guidance

Does Not Display

Displaying with
Guidance

Displaying with
Guidance

Does Mot Display | Does Not Display




Behavioral Indicators

Behavioral Indicators

If we were to describe

the competence of “managing conflict,” PAHRODF
we can produce a list of possible o, T
positive or best-scenario description and

negative or not-ideal but permissible behavioral indicators

for the competency.

® Best Scenaric Behavioral Indicator
. .. asks other people for their perspective,

draws out the feelings of the group,

listens to others before evaluating.

® Not-ldeal but Permissible Behavioral Indicator
. .. makes decisions without considering
the views of others,
makes excessive “I" starements
rather than working towards

Behavioral Indicators

® A behavioral indicator is used to provide
an objective description of what you might
observe from an individual who demonstrates
the competency.

® These provide evidence that they either have
or do not have the competence that you are
assessing.

® Behavioral indicators can therefore be positive

or negative.

satisfying mutual interests.

_—

Behavioral Indicators

PANDIODF

AT, DAL (RS

® Note that when we write behavioral indicators in
competency tables, these are simply examples
of what behaviors could look like.

® Your list will not be inclusive of all behaviors that
demonstrate each level of performance for the
competency.

® Rather, this is a tool to help guide evaluations of
employee performance and should not be wused
as a checklist for employees’ behaviors.

_—




Writing Behavioral Indicators

# Behavioral terms are measurable, so itis
important to use action verbs.

¥ Words such as "know" and "understand" and
"appreciate" are trait-based descriptions which
are not cbservable or measurable.

# Ratherthan saying a group must know
something, think of a way to state it so that you
can assess their knowledge.

¥ For example, state that they will be able to do
something that demonstrates their knowledge.

¥ Acceptable verbs include describe, list,

summarize, select, etc. |
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Position Profiling

is the process of identifying the competencies and/or the
proficiency in a competency required by a position to
effectively execute andior fulfill the role’s function.

The POSITION PROFILE reflects the Competency-based
Qualification Standards for the position.

Person Profiling

is the process of identifying the competencies and/or the
proficiency demonstrated by a person. This profile can then be

compared to a position profile.




Competency Profiling

SUPERVISOR

COMPETENCY

PROFICIENCY LEVEL

PERSON

Candidate A

Competency Assessment
Behaviorml Interview

360 Feedback
Performance Evaluation

Benefits of Position Profiling

O A profile helps us determine the type of
person we are looking for.

O Valuable time can be saved by narrowing
down or being clear of our profile

criteria.

O Over time, the information gained from
profiling may indicate patterns.

el

Competency Profiling

SUPERVISOR

Performance Evaluation

COMPETENCY FROFICIENCY LEVEL
DEFINITION
Al toruutj\n uwn‘?nnr;i&m 3
Bood |udgms: ng
POSITION Tact-based analysis and gensrating
andg salscting a COUMSS5
of action mwmdup&"muwm resuits. femhes
Candidate B
PERSON Competency Assessment 4
Behavioral Interview
360 Feedback PRI

Primary Sources

Job Analysis Methods

Collect accurate information
from incumbents about -

What they do

How they get it done
Objectives of the work
Demands of the job on

the incumbent and how
they overcome such

* Reconcile disagreements
or deviations

" Provide feedback to
participantsin the form
of job description




Determining the Position Profile
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Determine the Position Profile
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Interventions vs. Initiatives

Training vs. Education

In-House vs. External Programs

On-the-Job vs. Off-work Programs

—




HR DEVELOPMENT INITIATIVES
HUMAN RESOURCE DEVELOPMENT

Froem Wikipedla, e free encyciopedia H\HHODF
& Training
Human Resources Development (HRD) as atheory is a framework forthe O Apprenticeship [ Cadetship Programs
expansion of human capital within an organization through the development O On-the-Job training
of both the organization and the individual to achieve performance O Coaching / Mentoring
improvement. 3 Classroom-based programs (In-house | External)
3 Off-work | OQutdoor Training programs
Adam Smith states, “The capacities ofindividuals depended ontheiraccess O (Training) Laboratory Programs
to education™ = The same statement applies to organizations themselves, O Attendance to Special University Programs

butit requires a much broaderfieldto cover both areas.
#® Short Academic / Certificate Programs

Human Resource Developmentis the integrated use oftraining, ® Degree Programs

organization, and career development efforts to imprave individual, group Self-Initiated or Organization-sponsored
and organizational effectiveness. HRD develops the key competencies Scholarships program

that enable individuals in organizationsto perform currentand future jobs

through planned learning activities. Groups within organizationsuse HRD ® .Job Rotation / Cross-Posting

Job Enrichment (not Job Enlargement)
“Under-5tudy” Programs

Also, HRD ensures a match between individual and organizational needs. - .

The acquisition of knowledge, skils, and competencies as a result of the teaching on the pros and cons and make the examples concrete by imagining how they
of vocational or practical skills and knowledge that relate to specific useful could be applied in training truck drivers.

competencies.

to initiate and manage change.

TRAINING METHODS
Training

Many methodz of training are available- each has certain advantages and
disadvantages. Here we list the different methods eftraining... you can comment

1. Technology-Based Leaming
Training has specific goals of improving one’s capanility, capacity, productivity and o . _
performance. It forms the core of apprenticeships and provides the backbone of Commen methods of learning via technology include:

S N . » Basic PC-bazed programs
content at institutes of technology (also known as technical colleges or e Interactive muttimedia - using & PC-based CO-ROM
palytechnics).

& Interactive video - using a computer in cenjunction with a WVCR
+ Web-based training programs.

In addition to the basic training required for a trade, occupation or profession,

observers of the labor-market recognize as of 2008 the need to continue training The forms oftraining _withtechnulug:.r are almnstunlimite_ad. Atrainer alsn_ gets
beyond initial qualifications: to maintain, upgrade and update skils throughout more ofthe learner's |nv!:r|vementlthan in any other environment and trainees
wiorking life. have the benefit of learning at their own pace.

s . . . L Example: In the trucking industry cne can imagine interactive multimedia training
People within many professions and occupations may refer to this sort of training on tractor-trailers followed by a proficiencytest to see how wellthe employee

as professional development. l knows the truck.




2. Simulators Aid "?

Simulators are used to imitate real work experiences. PAHHOW

Mozt simulators are very expensive but for certain jobs, like learning to fly a 747,
they are indispensable. Astronauts alsotrain extensively using simulators to
imitate the challenges and micro-gravity experienced on a space mission.

The military alse uses video games (similar te the "sheot-em-up” ones your
14-year old plays) te train soldiers.

Example: Truck drivers could use simulators te practice responding to dangerous
driving situations.

3. On-The-Job Training

Jumping right into work fromday one can sometimes be the most effective type
oftraining.

Here are a few examples of on-the-jeb training:
Read the manual - a rather bering, but thorough way of gaining knowledge
offabouta task.
Acombination of ocbservation, explanation and practice.

Trainers go through the job description to explain duties and answerguestions. .

Australian
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Use the intranet so trainees can post questions concerning their jobs and
experts within the company can answer them. RODF

On-the-job training gives employees motivation to start the job. Some repurtm. e
indicate that people learn more efficiently if they learn hands-on, rather than ™
listening to an instructor. However, this method might not be for everyone,

as it could be very stressful.

Example: New trucking employees could ride with experienced drivers. They could
ask guestions about truck weigh stations, proper highwayspeeds, picking up
hitchhikers, or any other issues that may arise.

4, Coaching/Mentoring

Coaching/mentoring gives employvees a chance to receive training one-on-one
froman experienced professional. This usually takes place after another more
formal process has taken place to expand on what trainees have already learned.

Here are three examples of coaching/mentoring:
Hire profezsional ceaches formanagers (see our HR.com article on
Understanding Executive Coaching)
Set up a formal mentoring pregram between senior and junior managers
Implement less formal coaching/mentoring to encourage the more experienced
employees to ceach the less experienced.

Coaching/mentoring gives traineesthe chance to ask questions and
receive thorough andhonestanswers-somethingthey mightnot ~ PAHRODF
receive in a classroomwith a group of people. ey GO

Example: Again, truck drivers could gainvaluable knowledge from more
experienced drivers using this method.

5. Lectures

Lectures usuallytake placein a classroom-format. It seems the only
advantageto alecture is the ability to get a huge amount of information
to alot of peopleina shotamount oftime.

It has been saidto be the least effective of alltraining methods. In many
cases, lectures contain no form of interaction fromthe trainerto the
trainee and can be quite boring. Studies showthat people only retain
20 percent of what they are taughtin a lecture.

Example: Truck drivers could receive lectures onissuessuch as
company policies and safety.

6. Group Discussionsa Tutorials

These mostlikelytake place in a classroomwhere a group of people
discussissues.

Far example, if an unfamiliar program is to be implemented, a group
discussion onthe new programwould allow employees to ask questions
and provide ideas on howthe programwould work best.

A better form of training than lectures, it allows alltrainees to discuss
issuesconcerning the new program. It also enables every attendeeto
voice different ideas and bounce them offane another.

Example: Truck drivers could have group discussions and tutorials on
safety issuestheyface onthe road. Thisis a goodway to gainfeedback
and suggestions from other drivers.

7. Role Playing

Role playing allows employeesto act outissuesthat could occurin the
workplace. Key skills often touched upon are negotiating andteamwork.




A role play couldtake place between two people simulating an issuethat =
could arise inthe workplace. This could occurwith a group of people split
into pairs, orwhereby two people role play in front of the classroom.

Role playing can be effective in connectingtheory and practice, but may
not be popularwith people who don‘tfeel comfortable performing in front
of a group of people.

Example: Truck drivers couldrole play anissue such as alarge line-up of
trucks is found at the weighing station and one drivertells anotherthat he
mightas wellgoahead and skip the whole thing. Or role play a driver who
gets pulled over by a police officerand doesn'tagree withthe speeding
charge.

8. Management Games

Managementgames simulate real-life issues faced in the workplace.

They attract alltypes oftrainees including active, practical and reflective

Aitlut-
Some examples ofmanagement games could include:
Computer simulations of business situationsthat managers "play”. PAHFIQW
Board games that simulate a business situation.
Games surroundingthought and creativity - to help managersfind
creative ways to solve problems inthe workplace, orto
implementinnovative ideas.

Example: In a trucking business, managers could create gamesthat
teach truckers the impact of late deliveries, poor customer senvice or
unsafe driving.

9, Qutdoor Training

A nice breakfrom regular classroomor computer-basedtraining, the
usual purpose of outdoortraining is to develop teamwork skills.
Some examples include:
Wilderness or adventure training - participants live outdoors and
engage in activities like whitewater rafting, sailing, and mountain
climbing.

Low-impact programming - equipment can include simple props or
a permanentlyinstalled"low ropes” course. ‘

r—' Australian
Aid

High-impact programming - Couldinclude navigating a 40-foot
“high ropes” course, rock climbing, or rappelling. PAHHOW

Outgoing and active participants may get the most out of this form of
training. One risktrainers might encounteris distraction, orpeople who
don't like outdoor activities.

Example: As truck drivers are often onthe road alone, they could
participate in a nature-training course along with depot personnelto
build esprit de corps.

10. Films & Videos

Films andvideos can be used ontheirown orin conjunction with other
training methods.

Ta be truly effective, training films andvideos should be geared towards
a specific objective. Only if they are produced effectively, willthey keep
the trainees attention. They are also effective in stimulating discussion
on specificissues afterthe film orvideo is finished.

V Australian
Aid -

Films andvideos are goodtrainingtools, but have some ofthe same
disadvantages as alecture-i.e., nointeraction fromthe trainees.

A few risks to think about-showing afilm orvideo from an outside
source may not touch on issues directly affecting a specificcompany.
Trainees mayfindthe informationvery interesting butirrelevantto their
positioninthe company.

Sometrainers liketo showvideos as a breakfrom anothertraining method,
i.e. as a break from a lecture instead of a coffee break.

Thisis not a goodideafor two reasons. One: after a longlecture, trainees
willusuallywant a break from any training material, so atraining film
wouldn't betoo popular. Two: usingfilms andvideos solelyforthe
purpose of a break could get expensive.

Example: Videos for truckers could showthe properway to interact with
customers orillustrate preventive maintenance techniques

—




11. Case Studies

Case studies provide traineeswith a chance to analyze and discuss real
workplace issues. They develop analytical and problem-soling skills,
and provide practical illustrations of principle ortheory. A They can also
build a strong sense ofteamwork as teams struggle togetherto make
senseofa case.

All types ofissuescould be covered- i.e. howto handle a new product
launch.

Example: Truck drivers coulduse case studiestolearnwhatissues
have beenfaced in the trucking industryin the pastandwhat they
could do if a similar situation were to ocour.

12. Planned Reading

Basically plannedreading is pre-stage preparation to more formal
methods oftraining. Sometrainees needto grasp specificissues before
headingintothe classroom orthe team-building session.

COACHING

iz a teaching, training or development process via which an individual is supported while
achieving a specific personal or prefessional result or geal.

The individual receiving coaching may be refered to as the client or coachee. Occasionally,
the term coaching may be applied to an informal relationship between two individuak where
one has greater experience and expertee than the other and offers advice and guidance as
the other goes through a learning process. This formof ceaching is similar to mentering.

The structures, models and methodologies of coaching are numerous, and may be designed
to facilitate thinking or learning new behavior for personal growth or professional
advancement.

There are also forms of coaching that help the coachee improve a physical ki, like in a sport
or performing art form. Some coaches use a siyle in which they ask gquestions and offer
opportunities that will challenge the coachee to find answers from within him'herself. This
facilitates the learner to discover answers and new ways of being based on their values,

preferencesand unigue perspective. |

Planned reading will provide employees with a betteridea of whatthe
issuesare, givingthem a chanceto think of any questions beforehand.

Example: Here we may be stretching if we thinkthat truckers are going
to read through a lot of material the training department sendsthem.

Conclusion
Many avenues existto train employees. The key is to match the training
methodto the situation. Assess eachtraining method implementedin the

arganization and get feedback fromtrainees to see if they learned
anything. Thentake the results fromthe most popular and most effective

methods to design a specifictraining program.

Australian
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When coaching is aimed at facilitating psychological or emotional growth ﬂsﬁé}.ﬂdh&
differentiated from therapeutic and counseling disciplines, since clients of ceaching, in most
cases, are considered healthy (i.e. not sick).

The purpose of the ceoaching is to help them move forward in whatever way they
want to move, not to ‘cure’ them. In addition the therapist or counseller may work from a
position of authoritative doubt, but cannot claim the positien of ignorance so wvital for
coaching, because ofthe assessment knowledge that underpins their work.

The UK's Chartered Institute of Personnel Management reports™ that 51% of
companies (sample of 500) 'consider ceaching as a key part of learning development and
"crucial to their strategy”, with 90% reporting that they use coaching. More recent research in
2011 by Ca Research, an independent marketing research agency in the UK, found that
20% of organizations surveyed had used or are now using coaching, but ake found that
while $0% of organizations with over 2,000 employees had used coaching in the past five
years, only 68% of companies with 230-500 employees had done the same.=

The basic skils of coaching are ofiten developed by managers within ocrganizations
specifically to improve their managing and leadership abilties, rather than to apply in formal
one-to-one coaching sessions. These skils can also be applied within team meetin

are then akin to the more traditional skills of group facilitation.
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1. PRIORITY
COMPETENCY

GAPS
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INTERVENTIONS

TRAINING
+ COACHING
+ SCHOLARSHIP
» others

_—

Aitlult‘
DEFINITION OF PREOOF

PERFORMANCE OBJECTIVES |

O Written statements of purpose and
direction that forms a “contract”
between the TRAINEE/COACHEE/SCHOLAR
and the TRAINER/COACH/TEACHER with
the former being held accountable for

specific results

o p——

T ST
Lt AR B
AT LRV

3. TERMINAL/
PERFORMANCE
OBJECTIVES

—

o F—
Anldt‘
U A statement of behavior that
the trainee/coachee/scholar
will exhibit after having
undergone the development
intervention.

—




3 Elements of an Objective T
1. Outcomes — these are the observable

behaviors required at the end of the intervention.

2. Conditions — these are the pariicular circumstances
in which the outcome should take place and
must be clearly defined.

—

3 Elements of an Objective

3. Standards — statements of expected level of
attainment in terms of quantity, quality and
accuracy or whatever other measure is relevant

to the development intervention orthe job.

WRITING
PERFORMANCE OBJECTIVES

* 5— SPECIFIC = specifies exactly what behavior should be
displayed as aresult oftraining.

* M- MEASURABLE = can be quantified. |

= A - ATTAINABLE = lessons & tasks are within the capacity ofthe'l
learner.

» R -RESULT-ORIENTED = takes into consideration realities |
inside & outside/beyond the training situation. ‘

- TIME-BOUNDED = a period is given as to how long before the |
participants are expected to exhibit or demonstrate their learnings. |

€£€KLLL
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LIST OF ACTION VERBS
--

KNOWLEDGE define recall
write  underline
select recognize
state be aware of

COMPREHENSI identify illustrate

ON explain justify
represent formulate
judge select
name label

Indicate classify

perceive l
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BROAD AREA |POSSIBLE WORDS

APPLICATION

ANALY SIS

predict find
construct compute
reproduce list
explain use
demonstrate  show
choose assess
select perform
select compare
identify differentiate
conclude criticize
constrast justify

break down resolve

analyze separate .

ATTITUDE

BROAD AREA |POSSIBLE WORDS

Australian
Aid f
SYNTHESIS combine summarize gl
restate organize
argue discuss
generalize  derive
select relate
conclude
EVALUATION judge identify
validate determine
crificize support
evaluate defend
reorganize  avoid
choose attack

—

be aware of
be motivated
be commitied
relate to
identify with
fo accept

to prefer
recognize

Template 2-A, Column 3  PaHRooF

1. For Management/Leadership

2. ForHR Positions
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4. OUTPUTS

el

Template 2-A, Column 4 PaRoor

1. For Management/Leadership

2. ForHR Positions

7—7 Australian
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DEFINITION OF OUTPUTS PR

+ ltis what the learner is expectedto produceto
be considered competent.

+ ltis the result of the application of certain
knowledge and skills

+ Use to demonstrate acquisition or improvement
in the application ofthe knowledge and skills of

the trainees
r— Australian
Aidut*
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DEFINITION OF OUTCOMES  PAHRoDF Template 2-A, Column 5  PHROF
Improvement in the institution’s processes and
1. For Management/Leadership

systems with the application of the improved or

acquired individual competencies
2. For HR Positions

e.g. system of recruitment, participant selection
to training, performance and reward, better

service delivery

The outcome will show whether the goals ofthe

organization have been successfully achieved.

aid >
Sample HRD Intervention Title: PAHRODF PAHRODF
PERFORMANCE MANAGEMENT -t PERFORMANCE MANAGEMENT
TRAINING CUM COACHING

TRAINING CUM COACHING

Sample Performance Objective: Sample Outputs to be Produced:
Atthe end of 2014, 24 Department Heads are able Work/Action Plan
to plan, directand manage the performance oftheir

perscnnel.

Menitoring and Evaluation Plan
Accomplished PES Target

_— —
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PAHRODF
PERFORMANCE MANAGEMENT e A

TRAINING CUM COACHING

Sample Outcome(s):
Improved Personnel Performance
Improved Department Quality of Service

_—

Template 2-A, Column 6  PaHRoor

1. For Management/Leadership

2. ForHR Positions

6. TARGET S
PARTICIPANTS

6a. No. of Participants
6b. Department/Office
6¢. Positions

el

7. Planned Schedule

Q1 Q2 Q3 Q4

el




Template 2-A, Column 7  PAHRODF 8. SUPPORT o
REQUIREMENTS

» Logistics (equipment, supplies, venue
2. ForHR Positions requirements, transport, food, etc)

1. For Management/Leadership

» QOthers (human resource, executive sponsorship,
policy)

— el

V Australian
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Template 2-A, Column 8  PAHROOF
1. For Management/Leadership

2. ForHR Positions
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Estimating Costs
of HRD Interventions
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Estimating Costs PAHRODE

LN REOURCE £
EvELCM

It is an activity of approximating the
total cost of the proposed intervention
or project.

—




Why the need for Cost
Estimates?

+ Support good decisions;

Determine how much the intervention or
project costs;

Serve as guideline to ensure if there are
sufficient funds for the intervention;

Develop cash flow needs;

Develops time-phased budget.

el

Direct Costs

Salaries for team members on your project

+ Specific materials, supplies, and
equipment for your project

Travel to perform work on your project

+ Subcontracts that provide support
exclusively to your project

_—

Project Budget

+ Detailed, time-phased estimate of all
resource costs for your project or
intervention;

+ Stages:
* Rough estimate of costs;
* Detailed estimate of costs;
+ Complete and approved project

budget. -

Indirect Costs PAHRODF

+ Overhead costs: Costs for products and
services for your project that are difficult to
subdivide and allocate directly.

+ General and administrative costs:
Expenditures that keep your organization

operational




Costs of a Training

(example) —
Direct Costs Indirect Costs

Labor: salaries of all staff Employee benefits: Benefits in

involved in the project. addition to salaries;

Materials: supplies thatwill be Rent: The costof the office space

used inthe training. you use;

Transportation: the costs in Equipment: The computeryou use;

going to the venue.

Subcontract: professionalfee of Managementand administrative

externalresource person salaries: A portion of the salaries of
uppermanagers and staffwho
perform the administrative duties
necessary to keep yourorganization

functioning. I

Australian
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Typical Out-of-Pocket
Costs

« Supplies and materials

» Travel and transportation

* Workshop and conferences

* Printing and publishing

« Communications

» Rental of equipment

+ Others/Miscellaneous expenses

Major cost items

Personnel Services Fees (PSF)
Consultant Services Fees (CSF)

Out of Pocket Costs (OPC) for direct costs
Value Added Tax (VAT) for government

—

Contingency Cost

« Whenever applicable , a 10%
contingency is applied to the project cost
to provide for unexpected activities and
other miscellaneous expenses

—




Estimating Costs of a
Training (example)

el
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LIS AESTAL
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CRUANATINAL CEVELCPENT
AR
1iProposed 3/Professional Services Fees 4/ Qut-of-Pocket Costs (OPC
Prioritized 3a/ Pre- 3bf 3cf Sub- 4al 4p/ 4ci 4d/ Miscella
HRD Implem Implem. Post- total Supplies Printing& Venue Transpo neous
Interventions Implem & Reproduc & rtation
Materials tion Accom
modatio

n

1. Prepare
Training
Design

2. Prepare
Training
Conduct

3. Conduct

Training

Australian
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VUMAN RESOURCE &

Work Breakdown Structure
(Example)

Develop training Notify participants
design

—i Arrange venue/other logistics I

Present training Identify/Scout
design Resource Persons

—'{ Conduct faculty meeting ]

Facilitate learning
activities

Secure evaluation

Prepare Training
Report

Prepare training
materials

Einancial Assumptions - Australian
Aid \_.t»
OPC PAMRODE
Transportation Roundtrip £1.500.00 1 3 £4,500.00 ©4,500.00
$£2,843.59
bond paper
Supoli (ream) #139.20 2 1 B278.40
AR staple wire £22.35 1 1 £2235
ink £2,542.84 1 1 B2,542.84
handouts during
meetings,
Reproduction materials £1.00 1000 1 £1,000.00 #1,000.00
project team
(appro 6) $6.600.00
i am&pm snacks £200.00 6 2 B2,400.00
lunch #350.00 6 2 £4,200.00
£1,500.00
Communication
phone £1,000.00 1 1 £1,000.00
cell cards #500.00 1 1 £500.00
TOTAL OPC £16.443.59
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Financial Assumptions - PAHRODF

P S F " -
~ Rate  Staff Months Sub-total

Training

Manager 20,000.00 1 2 40,000.00
Documenter 15,000.00 1 2 30,000.00
Admin. Staff 10,000.00 2 2 40,000.00

Total PSF 110,000.00

el

Financial Assumptions -
CSF

—

Activity: Estimating Costs of PAHR2%F
Prioritized HRD Interventions

* Using the template, determine the manpower
(PSF,CSF) and other logistical requirements
(OPC) of the project.

» Place your brainstormed output in easel sheet
(or alternatively use your laptop)

» Post/present output after 15 minutes

Resource
Speakers 10,000.00 3 1 30,000.00
Consultant 40,000.00 1 1 50,000.00
Total CSF 80,000.00
Australian
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Session 3: Monitoring & Cualuation
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PAHRODF

PHILPPINES-AUSTRALIA
HUMAN RESOURCE &
ORGANISATIONAL DEVELOPMENT
FACILITY

Monitoring
and
Evaluation

TWO LEVELS ARE OPERABLE o
in this PAHRODF Engagement:

+« TRAINING PROGRAM /COURSE EVALUATION

« PROJECT MONITORING & EVALUATION

—
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o TRAINING PROGRAM /COURSE EVALUATION
TWO TYPESOFEVALUATION
/' Focus is before and i (- Focus is after i
during implementation implementation
* Purpose is to validate ¢ Purpose is to determine
and ensure that learning if intervention is able to
objectives are being met, deliver what it is

and to address gaps in
implementation if
necessary

designed to accomplish

& &

Australian
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The concept of Monl?oring and Evafaation PAHRODF

e

OUTCOMES in addition to Outputs.
T T

| M ONITORIMNG |

\
b
\ | il outPuT
1 .lllll ."lll
/ V

| EVALUATION |

|

—

The concept of Mom?:ring and Evafaation

Traditional IMPLEMENTATION MONITORING
focuses on:

* Inputs (money, resources, strategies);
Process/Activities (what actually took place); and
Qutputs (product or services produced).

\
4

W /

/ V

| M O NITORING |

| EVALUATION |

“THROUGH-PUT” OR THE “I-P-O” Model -

Monitoring:

a continuous process of
collecting and analysing data

to determine how well a project, program
or policy is being implemented against
expected outcomes.

Evaluation:

an assessment of planned, ongoing or completed
intervention to determine its RELEVANCE, efficiency,
effectiveness, impact and sustainability.

_—
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STEP 2: IDENTIFYING OUTCOME paHRoDF

o Qutcomes are the end results of your HRD Plan,
Development interventions/programs

o Make explicit the intended objectives and the
outcome

(Know where you are going before you get moving)
e Qutcomes are statements of benefits
o They tell us whether we are successful or not.

rﬁ Australian
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STEP 3: IDENTIFYING T
INDICATORS
What is an indicator?

An indicator is a specific numerical
measurement that indicates progress
toward achieving an outcome.

e.g., 90 of target participants have
attended/completed the program

_—

Y A TR
b MALPCE &

WHAT IS AN OUTCOME? ==

OUTCOME refers to short-term, mid-
term or long-term effects of achieving
an organisational goal.

_—

rﬁ Australian
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SELECTING KEY PERFORMANCE FAHHDDF

INDICATORS TO MONITOR OUTCOMES |

« Each outcome needs to be translated into
one or more indicators.

e Indicators are not the same as outcomes.

# An Indicator should answer the question:

“How will we know that we are approximating
or have achieved our desired outcome?”

_—
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PAHRODE USES OF EVALUATION PAHRODE
THE ROLE OF EVALUATION i oy
Evaluation is an assessment of planned, » Decision-making on best alternatives
-goi leted int ti t
3213,?:,?.?3 ic;; compietec Infervention fo » To identify issues around an emerging
problem
3 relevance
0 efficiency « To help build consensus among
. stakeholders on howto respondto a
3 effectiveness problem

1 impact, and

R » To make resource decisions
3 sustainability.

EVALUATION provides us the
information on ...

The plans are linked... PaHRoDF

+ Whether we are doing the right things
« Desired change has occurred

« Qur approachl/activities are consistent
with rationalefjustification for the project

e Whether we are doing things right Desired Results
s Client satisfaction . !
« Efficiency in optimising resources S : Learning Objectives
« Effectiveness |
o Whether there are better ways of doing it Interventions
« Alternatives

« Best practices lexemplar
» Lessons Learned

el
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Planning and M&E fw

nar
e
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HRD Planning M&E of HRD

Level 4:

Desired Results Desired Results

Level 2/3:
Learning/Applicatio

Learning Objectives

Level 1: Learners’
Reaction

—

Interventions

F Australian
INING PROGRAM /COURSE EVALUATION Aidut-

Organizational
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Results
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What factors faclitsted the accomplishmenss?

What factors hindered the accomplishments?




Session 3A: A Glumpse of Change Managemertt

L

INTRODUCTORY EXERCISE

Think of some of the changes that you have
implemented or carried out in your
home.

CHOOSE TWO CHANGES (Write a brief description)

@ One whichyou had carried out quickly
without having to spend much time to
decide on implementing it.

@ Another one which took you long to decide

on pushing through with it.

Australian
Aid ut

PAHRODF

PHILPPINES-AUSTRALIA
HUMAN RESOURCE &

CRGANISATIONAL DEVEL OPMENT Toward the smooth operationalization
FACILITY of Competency-Based
HR Development Programs . . .

A Glimpse of

CHANGE
MANAGEMENT




“In this world,

the only thing
that is CONSTANT
is CHANGE."”

el

Australian
- P Aid -
(1) wn( WHAT? HANGEfs? AR

Who wlllbehvolr’ these
2 »* CHANGEI/s? Inw. WHO? \f

3 ) What wnllyh-:’;m;; WHY'? Eleto

HOW‘? - ynage these

o

'i\f_' CI-I.\
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(1) What aretheseCHANGErs? O

—

2 Who will be involved/affected by these
f CHANGEI/s? In whatway/s?

3 ) What will happen if we are not able to
ectively manage these CHANGE/s?

/"4 How should we manage these
\ 4 ) CHANGE/s?

Change Management

FRAMEY

for AN'ALY/S 1S




Uiiueis i Qe Ghang Bls?

WHAT prompted/causedthe change?
WHAT hastenedthe occurrence orpursuit
of the change?

—

LRAVANG

m\ahti\s | PR
j B AKERULNRS

ZNMULESS

— =
CONTENT

WHAT changes will be introduced or
adopted within the organization?
WHAT Iis the scope of the change?

—
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PAHHOW
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WHO areinvolvedin the change/s?
WHAT is the nature of their involvement?

Change Management

The ANATOMY of CHANGE

— —

Australian
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HOW will the change be pursued?
Who will manage the change
process?

TH
4

—

— [ Kurt Lewin} L i
THE 3-Step PROCESS OF CHANGE Aid 4

PRODUCTIVITY

Australian

1 2 3
UNFREEZING MOVEMENT nenen e |
THE STATUS QUO TO & MEW STATE [To make it permanent]

Initizl § Exigting | -
EQUILIBRIUM | s

i
]
]
]
]
]
]
i
]
]
]
ki
]

PHASE 1 PHASE 2 T

THE CHANGE CURVE: Phases of the Change Procei-

'
E PHASE 3 : PHASE 4




. THE 3-Step PROCESS OF CHANGE Ald 4~

PRODUCTIVITY

Australian

1 2 3
UNFREEZING MOVEMENT Tﬁ?ﬁ'}gﬁm G -
HE H i TO A NEW (To make it permanent)

L71 Desirsd | New
<1 EQUILIBRIUM

Initiat | Existing
EQUILIBRIUM

|
|
|
0
|
I
|
I
|
I
|
I
|
|
|
|
|
|
-

TIME

THE CHANGE CURVE: Phases of the Change Procei-

PHASE 1 : PHASE 2 PHASE 3 : PHASE 4

- THE 3-Step PROCESS OF CHANGE  Aid 4~

PRODUCTIVITY

Australian

1 2 3
UNFREEZING MOVEMENT Tﬁ'éfp?gﬁmﬁ .
HE HEL TO A NEW (To make it permanent)

VARIATIONS IN DOWNTURN
PRODUCTIVITY LEVELS

B

PHASE 1

PHASE 2 W PHASE 3 '  PHASE 4
TIME

THE CHANGE CURVE: Phases of the Change Procei!

’ Australian
There are 4 crucial items Aidf

to consider /watch out in
MANAGING the CHANGE PROCESS: il

1. The drop in productivity during
the DOWNTURN phase;

2. The period of the DOWNTURN phase
(before the organization staris to
recover)

3. The period of the UPTURN phase;
(i.e. the length of time it will take the
organization to recover)

4. The UPTURN Productivity level (i.e., the
productivity level when the organization
reaches its new equilibrium)

— [ Kurt Lewin } Australian
THE 3-Step PROCESS OF CHANGE Aid 4
1 2 3
REFREEZING .

VARIATIONS IN DOWNTURN PERIOD

PRODUCTIVITY

PHASE 1 PHASE 2

THE CHANGE CURVE: Phases of the Change Procei-

PHASE 3 PHASE 4
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THE 3-Step PROCESS OF CHANGE  Aid 4~
1 2 3
REFREEZING .

VARIATION

i

PRODUCTIVITY

1
IN UPTURN PEIIIIOD

PHASE 1 PHASE 2 PHASE 3 : PHASE 4

TIME

THE CHANGE CURVE: Phases of the Change Procei-

INITIAL DESIRED

EQUILIBRIUM DOVINTURN ! UPTURN EQUILIBRIUM

PHASE 1 PHASE 2 i PHASE 3 PHASE 4
1

THE CHANGE CURVE: Phases of the Change Process

. THE 3-Step PROCESS OF CHANGE  Aid 4

PRODUCTIVITY

Australian

1 2 3
UNFREEZING MOVEMENT Tﬁ?’:‘gﬁzmﬁ -
e s auo TO A HEW (To make it permanent)

VARIATIONS IN UPTURN
{or NEW EQUILIBRIUM)
PRODUCTIVITY LEVELS

TIME

THE CHANGE CURVE: Phases of the Change Proceﬂ

PHASE 1 PHASE 2 PHASE 3 . PHASE 4

illydstralian
CHANGE READINESS ASSESSMENT E
PAHRODF
Is the
organization
READY
FOR CHANGE ?

¢ TRANSFORMATIONAL

& TRANSACTIONAL
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CHANGE READINESS ASSESSMENT

® TRANSFORMATIONAL

= How much do employees know aboutthe extemnal environment of
the firm? Wheo are the customers and competitors?

= Howwell doesthe understand & respondto the needs of its
customers?

» Howwell do employees understand the firm's mission and strategy?

m What are the employees perception of management? Do they consider
them as successful motivators?

= Whatdo employeesthinkabout thefirm's culture? Isit oppressive or

e

Aidutv-
CHANGE READINESS ASSESSMENT

TR AT
T
LT

¢ TRANSACTIONAL

n How do employees findthe fimm's sfructure?
How do reporiing relationships and lines of business affect
organizational effectiveness?
Does the firm pr t or rk?

m Vhatdo peoplethinkabout the sy technology, polici d
procedures that support how people get theirjobs done?
How well does curmrenttechnology support people in theirwork?

n Vihat do employees think about management practices, work climate

Isthe productiveand profitable?

- 9 Principles of Change  Ald -4

and performanceissues?
Do employees skills matchtheir jobs?

Australia

— 9 Principles of C "




- 9 Principles of Change
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EIGHT (8) STAGE CHANGE PROCESS

e |

1. ESTABLISHA 3SENSE OF URGENCY

= Examine the market & competitive realities.
» |dentify and discuss crises, potential crises or
major opportunities.

2. CREATE THE GUIDING COALITION

= Put together a group with encugh power
to lead the change
= Get the group to work together like a team

EIGHT (8) STAGE CHANGE PROCESS PAHRODF

~a v AT
s LS L

3. DEVELOPA VISION & STRATEGY

= Create a vision to help direct the change effort
= Develop strategies for achieving that vision

4. COMMUNICATE THE CHANGE VISION

= Use every vehicle possible to constantly
communicate the new vision & strategies

= Have the guiding coalition role model the
behavior expected of employees

—

EIGHT (8) STAGE CHANGE PROCESS
6. EMPOWER BROAD-BASED ACTION

* Get rid of obstacles

* Change systems or structure that undermine
the change vision

* Encourage risk-taking and non-traditional
ideas, activities and actions

6. CREATE SHORT-TERM WIN3
* Plan for visible improvements in performance
or “Wins"”
= Create those wins
* Visibly recognize & reward people who make

wins possible




EIGHT (8) STAGE CHANGE PROCESS PAHRODF

7. CONSOLIDATE GAINS & PRODUCE
MORE CHANGE

* Use increased credibility to change all systems
structures and policies that don’t fit the vision

* Hire, promote and develop people who can
implement the change vision

* Reinvigorate the process with new project,
themes and change agents

e — P—

DqFrees of Aid E
ORGANIZATIONAL CHANGE
High
EEHAVIORAL
DIFFICULTY NORMATIVE
[STRUCTURAL
Low
NORMATIVE and
BEHAVIORAL changes
are more difficult to short Long
pursueandtake longer TIME
to accomplish.

EIGHT (8) STAGE CHANGE PROCESS PAHRODF

8. ANCHOR NEW APPROACHES IN THE
CULTURE

Create better performance thru customer-
and productivity-oriented behavior, more &
better leadership and more effective
management

Articulate the connections between new
behaviors and organizational success
Develop means to ensure leadership
development and succession

_—
L Australian

TYPESOF s 4

DORGANIZATIONAL CHANGE

RE-POSITIONING
anticipatory | | FINETUNING | o o piENTATION

NATURE OF THE
ACTION TAKEN

- ADAPTATION SURGERY
Reactive
Incremental / Strategic/
Continuous Discontinuous

NATURE OF THE CHANGE !
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c  STAGES OF COMMITMENT Austraian c  STAGES OF COMMITMENT Austraian
D o ‘0 ORGAMNIZATIONAL CHANGE ‘Q‘ D o 0 ORGAMNIZATIONAL CHANGE ‘?
E M 8. INTERNAL- E M 8. INTERNAL-
G M IZATION G M IZATION
R _|! 7. INSTITUTION- R _|! 7. INSTITUTION-
E A " LIZATION E A " LIZATION
C --------------------------------------------------------------------------- C ---------------------------------------------------------------------------
E cE &. ADOPTICN E c E . ADOPTICN
ol £1 ol EF
pT 5. INSTALLATION pT 5. INSTALLATION Change Aborted after
F T F T Extensive Application
p A 4. POSITIVE p A 4. POSITIVE Change Aborted after
Slg g PERCEFTION 51g g PERCEFTION Initial Application
1 e S P pog R, [T I S PR o i,
pl|E & 3. UNDERSTANDING pl|E & 3. UNDERSTRNDING Decision not to Support
p P THE CHANGE P P THE CHANGE
A A
oln 2. WARENESS olnr 2. AMRENESS Megative Perception
RI|A OF CHANGE R|A OF CHANGE
T|T TIT Confusion
I 1. CONTACT I 1. CONTACT
o o o<
N N ¥ Unawareness

Australian
STAKEHOLDER MATRIX Aidqt-

HIGH

individual or group who

CHANGE AGENT - is responsible for imple-
menting the change

AGREEMENT

Low ADVERSARIES OPPONENTS

individual or grou

CHANGE ADVOCATE - wants to achieve ’I?iange but
does not possess legitimiza- LOW HICH

tion power

- -




-leinciules for Overcoming Resistance to Chdiies"
/ * Féisplégrnor? is natural and inevitable : \v

# Resistance doesn't always show its face:
FIND IT

# Resistance has many motivations :
UNDERSTAND IT

# Resistance won't leave just because you turned
your backon it : CONFRONT IT

# Deal with people's concern, not their arguments :
PLUG THE LEAK INSTEAD OF DEALING WITH
THE OVERFLOW

MANAGE IT

Australian
CAUSES OF RESISTANCE TO CHANGE OI:IFE

IN ORGAMIZATIONS

\ # There's only one way to deal with resistance:

1. The change is not specified through
documentation.

2. The purpose for the change has not been
clarified or substantiated.

3. People affected by the change have not
been involved in the planning for change.

4. Personal appeal has been a primary
strategy used to gain acceptance for a

change.

illu:tralian
CAUSES OF RESISTANCE TO CHANGE

IN ORGANIZATIONS

5. The operations and patterns of work
groups have been disregarded.

6. Employees have not been kept informed
about the change.

7. Employees’ worries and concerns about
possible failure have not been explored
or allayed.

&. Excessive work pressure is created during
the implementation phase of the change.

Australian
CAUSES OF RESISTANCE TO CHANGE ODFE

IN ORGANIZATIONS

—

9. Issues regarding job security and
concomitant anxiety have not been
attended to in open, real ways.

el
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CHANGE F CHANGE :
IS MORE LIKELY TO BEACCEPTED Ald t IS MORE LIKELY TO BEACCEPTED Ald E
IF THERE IS PAHRODF IF THERE IS PAHRODF
/. Involvement and Contribution \ / \
(knowledge, attitudes, suggestions, @ Respect for people’s feelings,
feelings, opinions) regardless of whether they are supportive

or opposed to the change
@ Sharing and dissemination of information

on the reasons for and the advantages @ Assistance to - - -
people in coping with the
of the change effects of change

@ Honest and open communication
@ Recognition for people’s contributions to

the implementation of the change

@ Concrete and specific feedback about

\ the change / \ /

’ Australian ’ Australian
Aid Aid -
10 COMMANDMENTS of CHANGE PAHRODF 10 COMMANDMENTS of CHANGE PAHRODF
1. Analyze the need for change. 6. Line up political support and sponsorship.
2. Create shared vision and direction. 7. Draw up the implementation plan.
3. Separate from the past 8. Develop enabling structure
4. Instill asense of urgency; 9. Communicate, involve people
Wake up from complacency. & be honest.
i 10. Reinforce and
3. Support strong leadership. institutionalize change.
Ros3nam Moss Kamer, Barmy A Sieln, and Tood D Jick, 1993 4 Foosabam Mass Kaner, Barmy A Steln, and Todd D.Jk&, 1963 4




— Qualities of aChange Leader Aia~%="
+ PAHRODF

SPEAKING \\
Communication PERSUADING
Hard work

LISTENING

ENERGY

PERSISTENCE

ORGANIZATION

DIAGNOSTIC SKILLS

PROBLEM-SOLVING SKILLS

MOBILIZING SUPPORT

NURTURING PRESENT

& POTENTIALALLIES

G 3 CREATING / SUPPORTING A VISION
oal-Process Integration . ReSULTS-DRIVEN PLANNING WITH

PROCESS-DRIVEN IMPLEMENTATION
@a bling

Analysis

Networking

SUPPORT & MENTORING
CONFIDENCE BUILDING
RECOGNITION & AFFIRMATION

7—7 Australian
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PAHRODF REQUISITES:

RISK MANAGEMENT PLAN

COMMUNICATION PLAN

el

EMPOWERING CHANGE : ﬁi‘:’m"a“
THE LESSON OF THE BICYCLE <3
ROLES/ PARTICIPATION POLICIES™ "7
DECISION-MAKING SYSTEMS
CONFLICT RESOLUTION PROCEDURES
& PROBLEM-SOLVING STRUCTURES
RESISTANCE TECHNOLOGY
SUPPORT & COMMITMENT RESOURCES
OUTCOMES

CAPACITY-BUILDING

SUSTENANCE
PROCESS ISSUES CONTENT ISSUES
From the Files of C.TAbela,
Former Prasigent, DAP
ﬁlydstralian
What is a Risk Management FF
Plan? ety

It is a tool that anticipates possible risks that can
affect successful implementation of the an
activity/program/plan and attempts to determine
preventive and contingent actions.

el




Whatis a Risk Management =
Plan? -kl

It has the following key elements:

* possible or potential problems or risks,

+ 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.

—

RISK MANAGEMENTPLAN

P AT
T
e AL O
IFOTENTIALY BPACT PREVENTIVE MMBATION RE EPOM BIBILITY
LIKELIHOOD EFFECT Conlars
ACTION ACTION

|




Session IB: Commuwnication Plan

Australian
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PHILIPPINES-AUSTRALIA
HUMAN RESOURCE &
ORGANISATK A N

INAL DEVELOPMENT
FACILITY

Communication

Why a
Communication Plan
for the HRD Plan?
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Plan your communication

This is required to create a roadmap that will
highlight who the senders are, what their key
messagesare for target receivers/audience
should be, and what the propertiming is.

r Australian
Aid

Develop the communication SSIROON
plan. e

Support these with information on:
— Best practices from other organizations,
— Unique attributes of your organization,

— And the results of applying the change.

_—

Develop the communication
plan.

+ |dentify the target audience and their WIIFT

+ |dentify your change sponsorand his/her key
message

_—

Important considerationsin  panroor
preparing the ComPlan

* Customize the plans according to change
characteristics (large or small change) and the
readiness to change of target audience

* Talk about how the change will affect the
receivers/target audience (implications and risks)

—
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Important considerationsin ~ PAHRODF
preparing the ComPlan

+ Talk about the need for change from organization’s
perspective

+ Be guided by the phases of change of the project
and by the phases of change of target audience

_—

gly:tralian
Phases of Change of the M“FEW
Target Audience

1. Awareness

2. Desire

3. Knowledge

4. Ability

5. Reinforcement

o pa—
Aitlut‘

Phases of Change -t

of the Project

Need for change

HRD Planning

HRD Plan Implementation
Post Implementaticn

N =

el

T AT
Lt i TABET B
AT, AL VAR

Successful Change Happens When
the Phases of a Change Project

is More or Less Proportional to the
Phases of Change for Employees.

_—
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Plan for SpECiﬁC Results  pasroor

2 PSP
e AT (4L WA

Awareness of the need for change
Desire to participate and support the change
Knowledge on how to change

Ability' fo implement required skills and
behaviors

Reinforcement to sustain the change

Increase their Desire.

» Show them there’s hope in the future state.

» Magnify their discontent with the current state.

# Emphasize what the change will do to advance
their careers.

—

Australian
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PAHRODF

AT AL

Make them Aware.

+ Give them ready accessto relevant information.

* Prepare sponsors’ communicationto emphasize
what’s in it for the receivers.

Let them Know. PAHRODF

* Educate them with clear concepts.
» Give them relevant benchmarks.

» Train them to increase their skills in applying
these concepts.




7-7 Australian
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Increase their Ability. PAHRODF

* Mentor them by showing how it is supposedto
be done.
» Give them opportunities to practice their skills.

» Coachthem by giving balanced feedback.

——

To get your desired outcomes, PAHRODF
communicate --

What’s in it for them.

(WIIFT)

_——

Give them the proper PR
Reinforcement to sustain
the change.

» Recognize and celebrate their achievements.
* Compensate them for their efforts.
+ Give them incentives and rewards if possible.

Step 1: Identify your PAHRODF
target audience 7

How could the change benefit them?

At a minimum, consider 3 distinct receivers/audience:

= Executives

= Mid-level managers and supenvisors
= Employees

= Customers (when appropriate)

= Suppliers (when appropriate)

_—
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Step 2: Identify your sponsor/s
or sender/

Criteria:
* Has integrity
*|s knowledgeable
*|s a visible champion of the

change initiative

Step 4: Aim for visual impact.

Delivery should be properly timed.

Sponsor/Sender should be
prepared to respond to questions

that might arise

’ Australian
Aitlut‘
Step 3: Suit the Key Message t0  panropF
reflect the WIIFTof your
receivers/audience.
KM = Main Idea + Arguments.

Write the key message.

el

Step 5: mmm:

Prepare and present your
communication plan to the project
team, primary sponsor, and critical
stakeholders.

_—




Choose the best medium or channel PAHRODF Choose the best medium or channel PAHRODF
of delivery... R e of delivery... -
) B ) ) Use alternate communication channels only to
Find opportunities for face-to-face interactions. support face-to-face interactions.
— Meetings — Emails

— Bulletin Boards

— Focus groups — Newsletters Demonstrations

— One-on-one meetings — Internal memos
— Road show presentations — Posters

— Brown bag lunches — Videos

— Training courses and workshops — Website

! — Word of mouth
- Communication Plan Template gly;trailian - g-l!-:’su'a'ian
EE T Targ= BT e [y [E— e — | 1*-.“.1,?‘\_.”_“_0;":

— Workshop: Create your AnoL
T e e T ComPlan

moatian din

£ £ ! £ £ r
= Write the key message for your assigned target audience

(customize) and timeframe.

Exlormal
(-
*":__-:'- = Determine Desired result for the organization
L and Desired Result for the employee or officials
" delfarnal &
oo [
= * Choose the appropriate medium for

e

communication and frequency of communication

i
ot [ e

. -
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Consider the following .. PAHRODF

s
AT P (L S

* Determine size of audience (large or small) and their
readiness for change (ADKAR)

* |dentify the WIIFT (how it will make an impact on
the employees or officials)
* Day-to-day activities, Job security, Expectations
on employees in terms of behavior
* |dentify important things about the need for
change

* Vision of the organization, Scope of change,
Objectives for the change, Alignment




Part (V: Process Jor the Competency (darrﬁd.iza'l'i,on and Needs Assessment (CINA) and
Crafting the HRD Plan Componerts or the PGLDN) — PowerPoirt Presentation

Competency Model nQ
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Establishing the Platform for
COMPETENCY-BASED HUMAN RESOURCES
MANAGEMENT AND DEVELOPMENT

/ O COMPETENCY MODELING

® COMPETENCY MODELS
& COMPETENCY TABLES
& COMPETENCY RUBRIC
® COMPETENCY CORE DESCRIPTIONS
& COMPETENCY DEFINITION
& COMPETENCY TITLE

O COMPETENCY PROFILING

@ POSITION (COMPETENCY) PROFILES
® PERSON (COMPETENCY) PROFILES

N

~

Establishing the Platform for
COMPETENCY-BASED HUMAN RESOURCES
MANAGEMENT AND DEVELOPMENT

0 COMPETENCY MODELING

Establishing the Platform for
COMPETENCY-BASED HUMAN RESOURCES
MANAGEMENT AND DEVELOPMENT

1 COMPETENCY MODELING

IDENTIFYING the KEY COMPETENCIES

_—




APPROACHES [SCHEMES
for Going Through The Various Processes
of COMPETENCY MODELING

: Identifying ST
Primary Data Sources T e Validation

® Direct Observation

® Survey / Use of Questionnaires \/

® Interviews / One-on-one sessions _

® with Incumbents

® with Superiors [ Peers

A
NS

® Focus Group Discussion

APPROACHES [SCHEMES
for Going Through The Various Processes
of COMPETENCY MODELING

Identifying S
SecondaryData Sources T Validation

® Review of Relevant Literature

® Data from existing documents

® Job Description

® Job Analysis / Audit Reports

® Perf. Assessment Reports

® Work [/ Qutput Samples

—

APPROACHES [SCHEMES
for Going Through The Various Processes
of COMPETENCY MODELING

econdaryD ources datio

® Review of Relevant Literature {

® Data from existing documents

® Job Description 1/

® Job Analysis [ Audit Reports

® Perf. Assessment Reports

® Work [ Qutput Samples

Types of Competencies

_—




Types of Competencies V A
Aid Mdf
PAHRODF PAHRODF
FUNCTIONAL COMPETENCIES CDmpE‘Enc}r Type
Service Excellence Core
HEADERSHIE TECHHICAL People Management Leadership/Managerial
Displaying Commitment Core
_ ] _ Database Programming Technical
COMPETENCIES COMPETENCIES COMPETENCIES ! {
that relate to th that relate to the skills that pertaint ifi
organization's vaiues. needed to perform bodie® of knowledge and Building Teams Leadership/Managerial
mission and strateqy leadership or managerial skills required to perform
work and processes the defined activities inan
industry, function orjob Training Delivery Technical

Why Competency Models?

PAHRODF
¢+ Establishes common criteria for hiring, e
measuring and rewarding people

¢ Reminds employees that how they do things
The Value of Competency Models is as important as what they do

¢+ Enables greater flexibility to move people
laterally and encourages development

¢+ Provides road maps for increasing
capabilities incrementally

¢« Facilitates organizational change and builds

desired culture




Identification of Competencies

Steps to Discovering Competencies

PAIRONF

o T |
TP, AL RN

1. Analyze Documents and
Other References

2. Draft Initial Competencies
3. Filter and Screen Competencies

4. Validate Competencies

el

How to Discover Competencies?

PANRODF

T img 4 AL

Build

Step 1 - Analyze Documents and Other References

e Expert Groups/Success Profile
or Success Model

@ Organization Core Competency Alignment
@ Strategic Themes and/or Focus Alignment
® Behavior Event Interviews

® Observation/Modeling

@ Job Analysis or Job Description Review

_—




Step 3 - Filter and Screen Competencies

Step 3 - Filter and Screen Competencies

[ 1Relevance
[1Common Themes

LI Progressive/Development

[]1Elements

Step 4 - Validate Competencies

Step 4 - Validate Competencies
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Step 4 - Validate Competencies

PAHRODF
® Are these competencies demonstrated by .
people who perform the work most
effectively?

@ In other words, are people who don't
demonstrate this competency ineffective in
the role?

@ |s the competency relevant and necessary
for effective work performance?

Competency Table

How Many Competencies?

PAHRODF

.ErnDUD)'O'O Groups STRFF BUFERVI BORY wamasmal | ExEcumve

Core

Competencies

Leadership

Competencies

Technical

Competency

o]

TOTAL 8

Competency Table

|

COMPETENCY R

Operational Definition

1 k3

&

Sample Behaviors Sample Behaviors Sample Behaviors Sample Behaviors

_—




Competency Table

COMPETENCY

2 s / =
Operational Definmm}/ Operational Definition \ ‘.

b atd 2°°RE/ The definition should describe the

outcome or the result that is
observed when the competency is
demonstrated.

Sample Behaviors Ask what is produced? What are the ]

results? What are the objectives?
What are the goals? /

Describe the critical few tasks and /
outcomes required of those who
provide the key capability. 4

The rubric may be ROLE-BASED or A\

PROCESS-BASED.

The former is used if different skills
or competence is expected from the
Sample Behaviors different employee groups.

The latter, if the skills for
competence is expected EQUALLY /
among employees though each may /

N\ be on a different maturity level in 4

N demonstrating the competency fully. ~

\




Competency Table

COMPETENCY

A behavioral indicator is used to
provide an objective description of what
you might view from a candidate.

Sample Behaviors have or do not have the competence

These provide evidence that they either ]
that you are assessing. f

When all the behaviors are exercised, it /

should be representative of the core /
’ description of the competency level or 4
\-\ rubric it was describing.

P >
. o
T~ —
\k
Competency Table Sample
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Competency Table Sample

cLusTER MANLGNG RELTINS

caumTELE Customer Focus
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Competency Levels or Rubrics

PAIRODF

® A rubric is an explicit set of criteria used for assessing
a particular type of work or performance.

® A rubric usually includes Ilevels of potential
achievement for each criterion.

® |t sometimes also includes work or performance
samples that typify each of those levels.

® Heidi Goodrich, a rubrics expert, defines a rubric as a
scoring tool that lists the criteria for a piece of work or

‘what counts.’

Competency RUBRICS

(or Levels of Proficiency)

Competency Levels or Rubrics

PAHRODF

® For example, a rubric for an essay might tell students that

their work will be judged on purpose, organization, details,
voice, and mechanics.

® A good rubric describes levels of quality for each of the
criteria, usually on a point scale.

® Under mechanics, for example, the rubric might define the
lowest level of performance as "many misspellings,
grammar, and punctuation errors," ...and the highest level as
"all words are spelled correctly; your work shows that you
understand subject-verb agreement, when to make words
possessive, and how to use commas, semicelons and

periods.”




PAHRODF

® To produce assessments that are far more descriptive than a
single, holistic grade or judgment can be.

® |nstead of merely saying that an individual is “very good,” or
“outstanding” a rubric-based competency model describes the
quality of work on one or more dimension.

#® For example, a department’s strategic plan might be assessed
using a rubric that included the clarity of its learning goals, the
adequacy of plans, the adequacy of research, and other criteria.

#® To let those who are producing work know in advance what
assessors will apply to assessing that work.

Sample Rubrics

I Beginning | Dewveloping Competent | Accomplished |

Some Proficiency

|Limited Proficiency| Proficiency | High Proficiency

Incoherent Rudimental’!f| Develnpingl Adequate | Impressive | Excellent |
] Beginner l Howvice Proficient | Expert I
| Not Meeting | Approaching | Meeting | Exceeding |

| Trained | Novice | Proficient | Advanced | Expert |

Sample Rubrics

‘ Beginning | Developing ‘ Competent ‘ Accomplished |

Some Proficiency

|Lirnite|:| Proficiency| Proficiency | High Proficiency

Incoherent

Rudimentarv|DE\.relnping Adequate |Impressi\.re| Excellent |

| Beginner | Nowvice | Proficient | Expert |

| Hot Meeting | Approaching Meeting | Exceeding |
| Trained | Nowice | Proficient | Adwvanced | Expert |

Sample Rubrics

I BASIC INTERMEDIATE ADVANCED SUPERIOR [




Rubric Within a Rubric

ol

g D4 AL

BASIC

S

| INTERMEDIATE

ADVANCED [ SUPERIOR [

Displaying
Consistently

Displaying
Consistently

Displaying
Consistently

Displaying
Consistently

Displaying Often

Displaying Often

Displaying Often

Displaying Often

Displaying with
Guidance

Does Mot Display

Displaying with
Guidance

Does Mot Display

Displaying with
Guidance

Displaying with
Guidance

Does Mot Display | Does Not Display

Behavioral Indicators

ol

g D4 AL

® A behavioral indicator is used to provide
an objective description of what you might
observe from an individual who demonstrates
the competency.

® These provide evidence that they either have
or do not have the competence that you are
assessing.

® Behavioral indicators can therefore be positive

or negative.

Behavioral Indicators

Behavioral Indicators

PAHRODF
® Note that when we write behavioral indicators in

competency tables, these are simply examples
of what behaviors could look like.

® Your list will not be inclusive of all behaviors that
demonstrate each level of performance for the
competency.

® Rather, this is a tool to help guide evaluations of
employee performance and should not be used
as a checklist for employees’ behaviors.

—




Writing Behavioral Indicators

¥ Behavioral terms are measurable, so it is important to
use action verbs.

¥ Words such as "know" and "understand" and
"appreciate" are trait-based descriptions which are not
observable or measurable.

¥ Acceptable verbs include describe, list, summarize,
select, etc.

il
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Understanding
COMPETENCIES

Toward a Competency-Based
HRMD . . .




4 Transitioning to
Competency-Based HRMD . . .
WHAT DOES IT TAKE?

CHANGE Recognrizing the value

READINESS of realigning toward
CB-HRMD

COMPETENCY
Job-Based o
.- MODELING & Esiablishing the platform
HRMD

PROFILING for the realignment
Systems

g Transitioning fo
Competency-Based HRMD . . .
WHAT DOES IT TAKE?

APPLICATION/ Gaining from the
IMPACT OF benefits of realigning
CB-HRMD to CB-HRMD

O




.- Transitioning to
Compelency-Based HRMD . . .
WHAT DOES IT TAKE?

Involves rigoroys
Processes:

Calls for revision
in approach andfor
instrumeniation
for assessment

TALENT
ACQUISITION

1 TALENT
RETENTION

PETENCY

MODELING & PROFILING

POSITION AND PERSON PROFILING

I TERMS COMMONLY USED

CORE COMPETENCIES

FUNCTIONAL
COMPETENCIES

BEHAVIORAL
INDICATORS

w COMPETENCY
Dictionary
e

RUBRIC y N
g COMPETENCY
" Profiles -~

_ Profiles _

SE—

Fs& of
MPETENCY MODELING & PROFILING

IDENTIFICATION/DESCRIPTION

/ o

COMPETENCY
Profiles

L Dicuonary : . —
DOCUMENTATION
(Competency-Based HRM Library)

o
|'/ '\I
\ . COMPETENCY
\ "~ Profiles P

-
h

et
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IDENTIFICATIONIDES CRIPTION IDENTIFICATION/DESCRIPTION

COMFPETENCY
Dictionary

DOCUMENTATION
(Competency-Based HRM Library)
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What are Competencies?

Competencies are observable, measurable
and vital skills, knowledge and attitudes
that are translations of capabilities deemed
essential for organizational success.

Why Competencies?

KNOWLEDGE SKILL HTTITUDE | @=—= | BEHAVIOR

I

understanding capabhilities factors which demonstration of
acquired acquired form the basis knowledge, skills

through learning through practice  for behavior and attitude

el




What is COMPETENCY ? PAHRODF Whatis COMPETENCY ? PAHRODF
ﬁ":khiuhe Skill
Job Aftitude Job Attitude
ACTION
Observable Behavior

JOB PERFORMANCE JOB PERFORMANCE

What is COMPETENCY ?

What is COMPETENCY ? PAHRODF
L= + A combination of skills, job attitude
Job Attitude and knowledge which is reflected in
a job behavior that can be observed,
l — COMPETENCY measured and evaluated.
ACTION
2 IEENTEERREINTIN Competency == * Competency is a determining factor

for successful performance;

+ The focus of competency is behavior
. which is an application of skills, job
J0B PERFORMANCE attitude and knowledge.

— el




Competency Applications

POSITION
PROFILING PERFC RMANCE

MAFAGEMENT

TRAINING &
DEVELOPMENT

SUCCESSION
PERSON
PROFILING MANAGEMENT

JOB / ROLE
PROFILING

JOB / ROLE
PROFILING

Competency 1

Competency 2

Competency 3

Competency 4

Competency 5

JOB / ROLE
PROFILING

Competency 1

Competency 2

Competency 3

Competency 4

Competency 5




JOB | ROLE

PROFILING
Job 2
Competency 1 v v
Competency 2 v
Competency 3 ‘{ \(
Competency 4 (
Competency 5

e

TALENT
PROFILING

JOB [ ROLE
PROFILING
Job 2

Competency 1 s"’ v‘"
Competency 2 v"’ ‘(
Competency 3 v v v
Competency 4 v v
Competency 5 1/

e

TALENT
PROFILING

Competency 1

Competency 2

Competency 3

Competency 4

Competency 5




TALENT LA
PROFILING PROFILING
Person 1

Competency 1 Competency 1 1”
Competency 2 \/ Competency 2 ( 1’(
Competency 3 v Competency 3 1( 1”
Competency 4 v Competency 4 V"’ 1"’
Competency 5 s” Competency 5 t"’ 1”

- Ausl i “3" ian ’ Australian
TALENT PERFORMAMNCE
PROFILING MAMAGEMENT
Job 3 Person 1 Person 2
/ Compeizncy 1 Writing Effectively
Competency 1
Compeiency 2 MWanaging Information "

Competency 2 v v .
Competency 3 ‘( ‘!' Competency 2 Directing & Managing Change #
Competency 4 v v v Competency 4  Risk Analysis
Competency 5 / 1( ( Compstency & Fartnering & Networking




PERFORMANCE
MANAGEMENT

PERFORMANCE
MANAGEMENT

Competenoy 1 Writing Effectivehy Competency 1 Writing Effectively

Compefency 2 Managing (nfermation

(romesee ) (S .
Compeienoy 1 Directing & Managing Changs Sound &Effective Campsiency 3 Directing & Managing Change Sound & Effective
- * DECISION * DECISION
MRKING MEKING
compatenoy 4 Risk Anahysis competency 4 Rlisk Anahysis

S
[romespe | (ST == ((romecge | (ST
=== ==

Compastsney & Partnering & Metworking compstency & Partnering & Networking

TALENT

TALENT INVENTORY

INVENTORY

FiaH PeamganesCE

9

M FOTENTIAL
i PERROARANCE

7

=D FOTENTIAL [
il PErdanaanie

POTENTIAL
FOTENTIAL

LW FOTENTIAL
i =

LW POTENTIAL [
Ml PEmrdanaaNCE




TALENT

TALENT
INVENTORY

INVENTORY

PERFORMANCE

B FOTENTIAL G FOTEMTIAL [ |HBdH POTENTIAL
LW PERIAANCE | BT PERFORMGANCE  (MIGH PERFORRGANCE

N POTENTIAL e FOTENTIAL [ | eEd POTENTAL S
Lw meedaaands | noeo pearOAnGaNCE |HGH PEamGRnaancE

6 s 9 ROUGH FUTURE TOP

DIAMOND STAR PERFORMER

aizD eOTENTAL § | wimmoeCTesTac [ | mamm edmowme | wizz roTevmsL | s rormvmal 0 | men sormemas o
LW L5 -] z |HEH LW remGRmaAs O e peasdareaN e | MG PERRORMMANCE

CONTRIEUTI NG CONTRIEUTI NG

5 7 3 TALENT | PERFORMER
LW -] £ |man ] wow reardGanaance | mzo roamdmmaancE | a1 FovdmaandE

FOCUS OF
2 4 ACTION 2 4

TRAINING &
DEVELOPMENT
Devt
AI325
for Currsnt
Posttion
Competency 1 v
Competency 2 v
Competency 3 L
Competency 4 v
Competency 5 v

What can you
conclude about
INCUMBENT's
development areas?

How valid is
your conclusion?

TRAINING &
DEVELOPMENT
for Currant
Posttion
Competency 1 1
Competency 2 2 3
'
Competency 3 4 3
Competency 4 2 2
v
Competency 5 4 2

—

What can you
conclude re
INCUMBENT's.
development areas?

How valid is
your conclusion?
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SUCCESSION | — - T t
Incumbent's Eemv%. Compstanciss [:;E
Existing for Currsnt RSUIBO B [ g et
Compstenciss || posmon Tergst Posttion | o
Competency 1 o 3 o
Competency 2 v v 3
Competency 3 v v 4 =
Competency 4 v = 3 «
Competency 5 o o 4 o
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Framework for Competency-Based Ald Ap>
HUMAN RESOURCE MANAGEMENT

Competency-based HR Management Strategy

\ P
II -~
BUSINESS :, COMPETENCY
STRATEGY / PROFILES
.'ll T

CE-HRM Framework 25 hod
August 2012

Competency Applications Ald-p

TRAINING AND
DEVELOPMENT MANAGEMENT

e

Framework for Competency-Based
HUMAN RESOURCE MANAGEMENT

Competency-based HR Management Strategy

BUSINESS
STRATEGY

STRATEGIC
C:-BJEts'_‘TIUE
and
METRICS

Rewards
& Incanthvas
Mansgsmant

Evalusting

(Measures/

Satting
Training & - "
[:-:w'alnp#h:ant F"?;'"_'?: o

CE-HRM Framework 35 Mod
August 2012
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Recruitment Administration

STRATEGIC PLAN
Core & Functional Competencies
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