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MASTERLIST OF RETAINED DOCUMENTED INFORMATION
FILIN EM RETENTION PERIOD
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION —ﬁ,ﬁ_ﬁg - DISPOSAL
LEARNING AND DEVELOPMENT
FORM 8: FM-QP-AS-HRMD-04-08 | Individual Development Plan (10F] PERSONMEL SECTION | Desktop, PC, HEMO 111 Soft copy (pdf file] Folder by 1 year 1 year 2 yrars
FORM 7: FM-QP-AS-HRMD-04-07 _|Professional Development Plan [PDP] PERSOMNMNEL SECTION Desktop, PC, HRMO (111 Soft copy (pdf file) Folder by 1 year 1 year 2 years
FM-(P-AS-HRMD-04-013 nsolidated Individual Development [IDP]f PERSOMNEL SECTION | Desktop, PC, HRMO 111 Soft copy (pdf file] Folder by 1 year 1 year 2 years
Competency Assessment 1st Level Self Rating PERSONNEL SECTION _ |Desktop, PC, HRMO 1IN soft copy whole year 1 year 1 year 2 years
Competency Assessment_1st Level Supervisor Rating  |PERSONNEL SECTION | Desktop, PC, HRMO 111 soft copy whole year 1 year 1 year 2years
Competency Assessment_2nd Level Self Rating PERSONNEL SECTION  [Deskiop, PC, HRMO 111 soft copy whole year 1 year 1 year 2 years
Competency Assessment_2nd Level Supervisor Rating |PERSONNEL SECTION Desktop, PC, HRMO 111 soft copy whole year 1 year 1 year 2 years
Competency Assessment LGOD_Self Rating PERSONNEL SECTION | Deskiop, PC, HRMO 111 soft copy whole vear 1 yrar 1 year 2 years
Competency AssessmentLGOO_Supervisor Rating [PERSONNEL SECTION | Desktop, PC, HREMO 111 soft copy whole year | 1 year 1 year 4 years
Learning and Development Database for implementation
Learning and Development Plan for implementation
Learning & Development Intervention for implementation
ivity Design FPERSONNEL SECTION _ |Data Filet Folder (Activity whole vear 1 year 1 year 2 years
Regional Order PERSONMEL SECTION | Desktop, DILG Personnel 1 |Folder labeled as 1 year 1 year 2 years
Attendance Sheet PERSONNEL SECTION  |Data Filer Folder (attached to | whole vear 1 year 1 year 2 years
Learning & Development Pre- Training Assessment _ [for implementation
Learning & Development Post- Training Evalugtion for implementation
Certificate of Participation PERSONNEL SECTION  [Desktop, P i1} |soft copy whale year 1 year 1 year 2 years
Certificate of Appearance PERSONNEL SECTION | Desktop, PC, HEMO 1) soft copy whole year 1 year 1 year 2 years
Activicy Report PERSONNEL SECTION Data Filer Folder [Activity whole year 1 year 1 year 2 years
Post Training Evaluation Results Log Sheet for implementation
Post Traming Evaluation Result Summa for implementation
Learning and Development Monitoring Log Sheet for implementation
Learning and Development Summary Log Sheet for implementation
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MASTER LIST OF MAINTAINED DOCUMENTED INFORMATION (INTERNAL)
REVISION
DOCUMENT CODE DOCUMENT TITLE 30 | o1 1 02 i o3 ]— 03 o
LEARNING AND DEVELOPMENT
QOP-R13-FAD-14 Quality Procedure 10.16.17
Q0-QP-R13-FAD-14 Quality Objective 10.16.17
QME-QP-R13-FAD-14 Quality Monitoring and Evaluation 10.16.17
FM-QP-R13-FAD-14-01 Process Summary Logsheet 10.16.17
FM-QP-R13-FAD-14-02 Competency Assessment_1st Level Self Rating | 10.16.17
FM-QP-R13-FAD-14-03 Competency Assessment_1st Level_Supervisor | 10.16.17
Rating
FM-QP-R13-FAD-14-04 Competency Assessment_2nd Level Self Rating 10.26.17
FM-QP-R13-FAD-14-05 Competency Assessment_2nd Level_Supervisor| 10.16.17
Rating
FM-OQP-R13-FAD-14-06 Competency Assessment LGOO  Self Rating 10.16.17
FM-QP-R13-FAD-14-07 Competency Assessment_LGOO_ Supervisor 10.16.17
FM-QP-R13-FAD-14-08 Learning and Development Database 10.16.17
FM-QP-R13-FAD-14-09 Learning and Development Plan 10.16.17
FM-0QP-R13-FAD-14-10 List of Learning & Development Intervention 10.16.17
FM-QP-R13-FAD-14-11 Activity Design 10.16.17
FM-QP-R13-FAD-14-12 Regional Order 10.16.17
FM-QP-R13-FAD-14-13 Attendance Sheet 10.16.17
FM-QP-R13-FAD-14-14 Learning & Development Pre- Training 10.16.17
FM-QP-R13-FAD-14-15 Learning & Development Post- Training 10.16.17




FM-QP-R13-FAD-14-16 Certificate of Participation 10.16.17

FM-0QP-R13-FAD-14-17 Certificate of Appearance 10.16.17
FM-QP-R13-FAD-14-18 Activity Report 10.16.17
FM-QP-R13-FAD-14-19 Post Training Evaluation Results Log Sheet 10.16.17
FM-QP-R13-FAD-14-20 Post Training Evaluation Result Summary 10.16.17
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MASTER LIST OF MAINTAINED DOCUMENTED INFORMATION (EXTERNAL)

REVISION
DOCUMENT CODE DOCUMENT TITLE
Nt o0 | o1 | o0z [ o3 [ o4 | o5

LEARNING AND DEVELOPMENT
FORM 8: FM-QP-AS-HRMD-04- |Individual Development Plan (IDP)
FORM 7: FM-QP-AS-HRMD-04- | Professional Development Plan (PDP)

Consolidated Individual Development (IDP)/

FM-QP-AS-HRMD-04-01
Q 04:013 Professional Development Plan (FDP)
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100 {11
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Document Code

DILG REGION XIII

&) QUALITY
PROCEDURE 00 | 101617 | 1of6 |

PROCEDURE
TITLE LEARNING AND DEVELOPMENT

This process starts from identifying the learning and development needs of DILG-
SCOPE Region XIII personnel up through their IDP/PDP Request up to the evaluation of
effectiveness of interventions provided.

To equip DILG Region-XIll personnel with the necessary knowledge, skills and
PURPOSE/S attributes to maximize their potentials and enable them to effectively contribute to the
realization of the Department’s objectives.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

L& D Conducted
IDP/PDP, TNA Learning and » L&D Employees

Operating Units Development Evaluation.

DESCRIPTIVE STATEMENT: The HRMO Il consolidates the Summary of Individual/ Professional
Development Plan (1/PDP) and result submitted by the employees for review of the Personnel
Development Committee (PDC). The Personnel Development Committee (PDC) will formulate the L & D
Plan containing the most urgent and important Learning and Development (L&D) interventions needed
by the personnel to enhance their knowledge and skills or addressed their performance gaps. Upon
approval by the Regional Director, the L. & D Plan will be communicated to all concerned Offices. The
Personnel Development Committee (PDC) will ensure the preparation, implementation and evaluation of
effectiveness of the Learning and Development Interventions. |

Step | Responsible | ppocess/acTiviTy Details References
No. Personnel
A. Learning and Development Planning
1 Personnel Collect IDP & PDP » Prepare consolidated matrix |  Individual
Section on collected IDP/PDP from Development
QP-R13-FAD-09 Plan (IDP; [FM-
QP-04-08]
» Professional
Development
Plan; [FM-QP-
AS-HRMD-04-
07]
» [FD / PDP
Consolidated
Matrix [FM-QP-
AS-HRMD-04-
013]
* Forward to Personnel
Development Committee
(PDC) the consolidated
matrix of IDP / PDP
2 Personnel Identify training needs | » Review & Evaluate the s Self&
Development submitted consolidated IDP/ Supervisor
Committee PDP and propose appropriate Assessment
(PDC) intervention (i.e. formal/ Tool[FM-QP-
non-formal training). R13-FAD-PS-
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Daocument Code

QP-R13-FAD-14

Rev. No. Eff. Date Page
PROCEDURE 00 | 101617 | 20f6
Step | Responsible | ,p,cpes/acTIVITY Details References
No. Personnel
01A];
s (P-R13-FAD-
PS-01B;
* QP-R13-FAD-
P5-01C;
e QP-R13-FAD-
PS-01D;
* QP-R13-FAD-
P5-01E;
+ (QP-R13-FAD-
PS-01F
3 Personnel Prepare the L& D Plan | e Prioritize the interventions o Learning and
Development needed based on urgency and Development
Plan (PDC), relevance to the Database(as
HRMD Department’s thrusts for the culled out
Committee, current year from the
Personnel IDP/PDP)[FM-
Section QP-R13-FAD-
PS-02]
* L & D Plan [FM-
QP-R13-FAD-
PS-03]
Secure approval to the Office
of the Regional Director
-+ Regional Approvethe L&D ¢ Sign the L&D Plan » L&D Plan
Director Plan » Return to Personnel Section
for dissemination to all
Divisions in the Regional
Dffice & FOUs
5 Personnel Disseminate the Transmit the approved L& D | » Approved
Section approved L & D Plan Plan to all concerned Offices Learning &
within two (2) working days Development
upon receipt in accordance Intervention[F
with the Regional Records M-QP-R13-
Management Procedure. FAD-PS-04]
» Regional
Records
Management
Procedure
6 Personnel Secure Budget Coordinate with Budget e Approved L&D
Section f PDC / | allocation for L& D Officer and Planning Officer Plan and AOPB
HREMD Team for the integration of L& D




Dscurmment Code

DUGESGION D] ___OQP-R13-FAD-14

~ Rew. No, Eff. Date

PROCEDURE T 00 | 101617 | 30f6

|

Step Responsible PROCESS/ACTIVITY Details References

No. Personnel

B. Learning and Development Implementation (pattern to CapDev QP-R13-LGCDD-01)

7 Personnel Formulate Activity * Draft Activity Design and r » Activity Design
Section Design prepare other documentary
requirements for the conduct
of activity
8 PDC, HRMD Review the design * Reviews the content of the » Activity Design
Committee design and fund allocation

+ Returned the reviewed
Activity Design to Personnel

Section
9 Personnel Route the reviewed * Route the reviewed Activity ¢ Activity Design
Section Activity Design Design to Budget Officer
10 Budget Officer | Appropriation of « Budget Officer certifies the * Activity
funds availability of funds Design
* Route to Accounting Section
11 Accountant Certifythe availability | « Accountant confirms » Activity
of funds budgetary requirements Design
* Route to ARD
12 ARD Recommendation of * ARD reviews the design and = Activity
approval recommends the same to Design

Regional Director

* Route to Regional Director for

approval
13 Regional Approval of the * RD approves the Activity = Activity
Director Activity Design Design Design

* Route to personnel section
for implementation of the

L&D Activity
14 FAD Facilitate Purchase » Submit purchase request to * Approved
Request GSS for their processing Activity Design
* Purchase
Request
15 Personnel Conduct L&D » Conduct capacity * Activity Design
Section / PDC / | activities development activities in e Attendance
HRMD Team accordance with the Sheet
approved activity design e Distribution
List
s Certificate of
Appearance
» Certificate of
Participation

& Certificate of
Appreciation




QP-R13-FAD-14

0o 10.16.17 4of 6
Step | Responsible | oo, pes/acTIVITY Details References
No. Personnel
# Pre- Evaluation
Form
» Post Evaluation
Form
» Office Order
16 Personnel Prepare and submit Prepare Activity Report based | » Activity Report
Section activity report on the activity conducted = Attendance
Sheet
Route report to DC # Distribution

List

s Pre- Evaluation
Form

» Post Evaluation
Form

17 PDC, HRMD Recommend approval DC reviews and recommends | s Activity

Committee for approval Report
Forward to RD for approval
of the Activity Report
C. Monitoring and Evaluation
18 HRMO 111 & Monitor the Record / update the Process | = Process
HRMO 11 implementation of the Summary Logsheet Summary
L&D Plan Logsheet (PSL)
Check actual participants + Approved
versus target participants Regional Order
and training
attendance
sheets

19 HRMO I11 & Update the Learning Encode the names of * Learning and
HRMO II and Development participants on the training Development

Database program to the L&D Database [FM-
Database. QP-R13-FAD-
P5-04]

20 Personnel Evaluate L&D Evaluatethe L&D » SPMS: IDP/PDP
Development effectiveness effectiveness. ¢ Learning and
Committee Development
(PDC), HRMO 111 Database
& HRMO 11

Prepare transmittal / memo
of Overall L&D Intervention
Result including competency
gaps (if any) for appropriate
action.

Forward to Rd for signature
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Rev. No. Eff. Date Page
PROCEDURE 00 10.16.17 | 50f6
Step | Responsible | ooocpss/acTIVITY Details References
No, Personnel
21 Regional Approval of the Signed by RD and returned to | = Transmittal /
Director transmittal / memo Personnel Section for Memo
dissemination to FOUs ¢ Overall L&D
Intervention
Result
22 Personnel Disseminate the Disseminate the transmittal / | « Transmittal /
Section approved memo to concerned office in Memo
transmittal/memo accordance with the Regional | « Overall L&D
Records Management Intervention
Procedure Result
¢ Regional
Records
Management
Procedure
23 Process Owner | Retain records Update the Process Summary |  Process
Log Sheet. Summary
Logsheet (PSL)
Retain records in accordance | = Control of
with Control of Retain Retain
Documented Information Documented
Procedure and Masterlist of Information
Records. R13-SP-02 Procedure
= Masterlist of
Records

Definition of Terms& Acronyms:
Learning - Refers to interventions organized outside the formal learning system which are
recognized as coaching, mentoring, job rotation.
Development- Refers to formal education that takes place within a teacher-student relationship.
Intervention - The systematic process of assessment and planning employed to remediate or

prevent a social, educational, or developmental problem.
Competency - A set of observable, measurable, and vital skills, knowledge, and attitudes that are
translations of capabilities deemed essential for organizational success.
Competency Gap- Knowledge and skills that exist and those that need to be filled/developed

and/or enhanced

Qualification Standard- Norms and specification requirements comprised of education, eligibility,
training, and experience regulating the specific tasks attached to a particular work position.

Documentary Requirements:

Learning and Development Database
Individual Development Plan (IDP)
Professional Development Plan (PDP)

Records Maintained:
Learning and Development Database
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PROCEDURE - T T

Legal References:

Executive Order No. 292, 5. 1987 Administrative Code of 1987

Civil Service Commission Resolution No. 1300979 dated May 17, 2013 Clarifying Qualification
Requirements for Appointment to Executive/Managerial Positions in the Second Level

CSC Qualification Standards Manual series 1997

Civil Service Commission Memorandum Circular No. 46, series 1993 Dated November 10,
1993 Policies on Qualification Standards

s (Civil Service Commission Memorandum Circular No. 12 series 2013 Dated October 29, 2003
Revised Policies on Qualification Standards

MARIE JO higgﬂ
LUENGAS LASAN /'CAO ] OIC- Asst.

HRMO 111 ; HRMO 11 Regional Director Regional Director
| Process Owners Regional QMR Top Management |
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QUALITY QO-QP-R13-FAD-14

OBJECTIVES e e——

00 | 10.16.17 | 1of2

DIVISON/FOU PERSONNEL SECTION, FINANCE AND ADMINISTRATIVE DIVISION
[_ PROCESS LEARNING AND DEVELOPMENT
Key Performance Indicators (KPI) r Applicable Documents
T Frequency of Responsible (Procedures) and
Function Obiecti T Indicator/Formula Monitoring for Forms (Records]),
estive arget (if applicable) Results Monitoring including applicable
Legal Requirements |
 Facilitation of | » Timely » Within the last » Date indorsed to the | ® Annual (onor | e Action * L& D Plan
Learning and indorsement of the guarter of the year Personnel before the 5th Officer/s
Development L&D Plan to Development working day * Chief, Admin.
Intervention Regional Director Committee for RD of the ensuing Officer
for all DILG year) | » Personnel
Region XI1I + Timely » 80% of the target » Total number of s Quarterly Development | & Learning and
personnel to implementation of L&D interventions L&D interventions Committee Development
equip them | the L&D Plan for implementation conducted within e HRMO I1I Monitoring Logsheet
with the within the quarter the target date/
necessary Total number of
knowledge, planned L&D
skills and interventions for
attributes and implementation
supporttheir | within the quarter -
career growth | e Complete * 80% of L&D ¢ No.of L&D * Quarterly * L&D Monitoring Log
and objectives. |  evaluation of L&D intervention intervention Sheet
intervention recipients recipients evaluated » L&D Summary
effectiveness not evaluated within 3 within 3 months Logsheet
more than three (3) months after after completion of
months after completion of he each interventions /
completion of the intervention Total No. of L&D
intervention intervention
] recipients
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.2\ DILG REGION XIIl (CARAGA)
) PROCESS QUALITY MONITORING FQME-QP 113 FAD 14
/ AND EVALUATION (QME) Rev.No.  Eff,Date  Page

0 10.16.17 lof 2

DIVISON/FOU Personnel Section, Finance and Administrative Division

PROCEDURE

TITLE LEARNING AND DEVELOPMENT

OBJECTIVE 1. Timely indorsement of the L&D Plan to Regional Directorwithin the last quarter of the year
STATEMENT 2. 80% ofthe target L&D interventions for implementation within the quarterand conducted within the target date

3. 80% of L&D intervention recipients evaluated within 3 months after completion of the intervention
CURRENT
PERIOD OCTOBER 16, 2017 - DECEMBER 31, 2017

INDICATORS | 1 Quarter | 2w Quarter | 3"Quarter | 4% Quarter | Total

Objective 1: Timely indorsement of the L&D Plan to Regional Director

A | Date indorsed to the Regional Director

B | Target Result = within the 2" week of October

C | Gap Analysis: In case the objective is not met, put your
analysis why it is not met

(}h]ecﬁve 2: 80% of the target L&D interventions for implementation within the quarter and conducted within the target date

" A | Total number of L&D interventions conducted within the
target date

B | Total number of planned L&D Interventions for
implementation within the quarter

C | Formula: A x 100 Target Result: 80%
B

D | Gap Analysis: In case the objective is not met, put your
analysis why it is not met

Dh]emve 3: 80% of L&D intervention recipients evaluated within 3 months after completion of the intervention

A | No. of L&D interventions recipients evaluated within 3
months after completion of the interventions

B | Total No. of L&D Intervention Recipients

C | Formula: A x 100 Target Result: 80%
B

D | Gap Analysis: In case the objective is not met, put your
analysis why it is not met

Note: For unmet targets, the QMS Secretariat will issue Corrective/Preventive Action Report (CPAR) duly signed by the DILG-XIII Deputy QMR{

"%
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PROCESS QUALITY MONITORING
AND EVALUATION (QME)

Q Q|_=_ R13-FAD-14
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AOV / HRMO

LASAN AL DK ERONAY
AO IV / HRMO 11 . Regipnal Director He gmnal DIT‘E(‘I:D[‘ ‘
Regional QMR Top Management
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DILG REGIONXIT (CARAGA] H
Learning and Development FM-QP-R13-FAD-14-01

Process Summary Logsheet (PSL) e [T
(i) 101817 1ofl

QUALITY OBJECTIVE 3. Complete evaluation of L&D intervention effectiveness not more than three (3) months after completion of the intervention
FREQUENCY OF MONITORING: Annual [on or before the Sth working day of the ensuing year), Quarterly
CURRECNT PERIOD: DCTOBER 16, 2017 to DECEMBER 31, 2017

- 'mﬂ%'-"'“i TITLE OF THE L& D DATE EVALUATION DBJECTIVE 3 RESULT T mﬁm“"“%’-‘*ﬂ“" e
SRR el el dsckiucr s o oMY 1 ANNED DATE | ACTUAL DATE | MET UNMET | REMARKS LEVEL e T8 T3 s
A 8 | ¢ D E ¥ G H i ] K L ] N o 7 q
1
2
3
4
5
&
7
-3
5
nth Tz
TOTAL 0 i
% ol SoEEES

—
= -

DONALD A SERONAY
CAD f OLC- Asst. Regional Director

AL VI
MOI
\  PROCESS OWNERS ] Regional QMR
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DILG COMPETENCYSELF-ASSESSMENT

Control No:

Name of Personnel:

Position:Administrative Aide | {Utility Worker

Foreachitem, rate howmuch you thinkYOU exhibittheindicated behaviorusing the
followingscale:
Never—does not display behavior
Rarely-display behaviorinconsistently, needs reinforcement to display
behavior
Often—displaysbehaviorconsistently, needsminor reinforcement to
display
Always — displays behavior all the time, no need for reinforcement

CORE COMPETENCIES:

Compmey. | 1. COMMITMENT TO ETHICAL SERVICE AND GOOD GOVERNANCE

Competency | Abilityto demonstrateastrong

Description desiretopromotegoodgovernance andestablish positive
organizational image byfollowingthecivil servants’ code of
conductand modelingprofessional ethicsand
valuesastransparency,accountability, participation, and
sffectiveness

Never Rarely Often

Always

Conducts tasks and manages interactions with a positive attitude
showing courfesy, sensitivity, tact, and respect

Practices honesty and accountability in all areas of work

1 Accounts for the use of resources entrusted for job performance’
work purposes

Promotes the activities/ projects and programs on good
govemance and effeclive public service of the Department

Competency
Name 2. CUSTOMER-FOCUS

Competency | Ability to identify and respond to current and future, internal
Description and external customers® needs, delivering high quality Never Rarely Often
(efficient and effective) services that meet their needs

Always

Responds lo customer needs in a timely, professional, and
courfeous mannsr

1 Abides by standard processes and procedures in attending to
customers

Delivers the services and solutions needed by infemal and
extemnal customers

ﬁ:mgetenw 3. ENSURING EXCELLENT RESULTS

Competency | Ability to effectively manage one's time and resources to
Description complete tasks even in challenging situations; thinking out
of the box, considering others’ feedback, and taking
accountability for final results

Never Rarely Often

Performs assigned tasks to meet pre-set standards

Works to ensure that oulputs and expected results are delivered
(sees things through and does nof get sidetracked)

Takes ownership and responsibility for the delivery of one's own
work

1- Designs a personal action plan fo address the requirements of
one’s work

Seeks feedback on cument ways of working and improves one's
work based on inputs received

Maintains focus even when dealing with numerous tasks

Expresses a desire to do betfer and frustration over waste or
inefficiency
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4. ORGANIZATIONAL SENSITIVITY

Competency | Ability to understand the organization's mandate, structure, l

Description and culture, along with major policies, legislations, and Never | Rarely Often | Always

resources which influence its operations

Describes the mandate and organizational structure of the

Department

1 Demonsfrafes understanding fcan explain] the key tasks, oulputs
and required compeftencies of one's work in the Department

Identifies key stakeholders of the Department, and explains how

the Depariment works with or services those stakeholders

FUNCTIONAL COMPETENCIES:

Eaﬂ;;ﬂwpﬂfﬂnw 1. COLLABORATION | WORKING WITH OTHERS

Competency | Ability to contribute to the delivery of the outputs in a group
Description | environment through positive communication, interaction, Never Rarely Often Always
and cooperation with teammates and colleagues

identifies individual tasks and responsibilities as they relate to the
achievement of the unit/office targets and objectives

Participates actively in accomplishing group goals by willingly
doing one's share of fasks

Assumes responsibility for work acfivities and coordination efforts
1 Deals honestly and fairy with others (teammates, intemal and
extemal workmates) showing consideration and respect in the
performance of work

Appropriately expresses one's own opinion over work matfers

Recognizes/istens to the diverse views and opinions of
customers, colleagues, and supenors i

ﬁnmpetenw 2. PROCESS ORIENTATION
ame

Competency | Ability to effectively work within structures, following step by |
Description step processes and procedures and taking note of even Never Rarely Often Always
minor details

Keeps a checklist of all the items that need to be covered when
performing tasks

Cites (can cite) details thal might be overlooked and possible
errors that might be committed

1 Follows processes and procedures to make sure all parts of a task
are completed _
Gathers information and feedback from different sources on the ;
usefulness of processes and procedures |

MARIE JOY|S. LU IL A AN ALIYASERONAY LILIBETH A. FAMACION,
. HRMO I1I HRMO 11 CAO / 0IC- Asst. Regional CESO 111 |
I Director Regional Director |

ﬂ Process Owners Regional QMR Top Management f
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DILG COMPETENCYASSESSMENT

10.16.07

(SUPERVISOR-RATER)
Control No:
Rater Name:
Rater Position:
Ratee Name:
Position:

For each item, rate how much you think the RATEE exhibits the indicated behavior using
the following scale:
Never—does not display behavior
Rarely—display behavior inconsistently, needs reinforcement to display
behavior
Often—displays behavior consistently, needs minor reinforcement to
display
Always - displays behavior all the time, no need for reinforcement

CORE COMPETENCIES:

ﬁ:rnn‘enetenw 1. COMMITMENT TO ETHICAL SERVICE AND GOOD GOVERNANCE

Competency | Ability to demonstrate strong desire to promote good

Description | governance and establish positive organizational image by
following the civil servants’ code of conduct and modeling Never Rarely Often Always
professional ethics and values as transparency, |
accountability, participation, and effectiveness !

Conducts tasks and manages interactions with a positive atfitude {
showing courtesy, sensitivily, lact, and respect

Practices honesty and accountability in all areas of work

1 Accounts for the use of resources entrusted for job performance/
work purpases

Promotes the achivities/ projects and programs on good

govemance and effective public service of the Department 1
<kl 2. CUSTOMER-FOCUS

Competency | Ability to identify and respond to current and future, internal
Description | and external customers’ needs, delivering high quality Never Rarely Often Always
(efficient and effective) services that meet their needs

S e

Responds to customer needs in a timely, professional, and

courteous manner
1 Abides by standard processes and procedures in atfending fo
cusfomers
Delivers the services and solutions needed by intemal and
extemnal customers
ﬁ:mzﬂenw 3. ENSURING EXCELLENT RESULTS

Competency | Ability to effectively manage one's time and resources to

Description | complete tasks even in challenging situations; thinking out
of the box, considering others’ feedback, and taking Mever” | By | -Oftem: | .uers

accountability for final results

Performs assigned tasks to meet pre-set standards
Works fo ensure thaf outputs and expected results are delivered
1 (sees things through and does not get sidetracked)

Takes ownership and responsibility for the delivery of ane’s own [
work
Designs a personal action plan to address the requirements of
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one’s work | =}
Seeks feedback on current ways of working and improves one'’s |

work based on inputs received

Maintaing focus even when dealing with numerous tasks
Expresses a desire fo do better and frustration over waste or

inefficiency .
i 4. ORGANIZATIONAL SENSITIVITY
Competency | Ability to understand the organization’s mandate, structure,
Description and culture, along with major policies, legislations, and Mever Rarely Often Always
resources which influence its operations
Describes the mandate and organizational structure of the
Department
1 Demonstrates understanding [can explain] the key fasks, outputs

and required competencies of one’s work in the Department

Identifies key stakeholders of the Department, and explains how
the Department works with or services those stakeholders

FUNCTIONAL COMPETENCIES:

[ Cempeteacy 1. COLLABORATION / WORKING WITH OTHERS

| -

Competency | Ability to contribute to the delivery of the outputs in a group |
Description environment through positive communication, interaction, Never Rarely Often Always
and cooperation with teammates and colleagues

Identifies individual tasks and responsibilities as they relate to the
achievement of the unit/office targets and objectives

Farticipates actively in accomplishing group goals by willingly
doing one's share of tasks

Assumes responsibility for work activities and coordination efforts

1 Deals honestly and faidy with others {teammates, infernal and
exfernal workmates) showing consideration and respect in the
performance of work

Appropriately expresses one’s own opinion over work maliers

Recognizesdistens to the diverse views and opinions of
customers, colleagues, and superors

SApstensy 2. PROCESS ORIENTATION

Competency | Ability to effectively work within structures, following step by ' -

Description | step processes and procedures and taking note of even MNever | Rarely Often Always
minor details
Keeps a checkiist of all the items that need to be covered when
performing tasks
Cites (can cite) details that might be overlooked and possible

1 errors that might be commitfed

Follows processes and procedures to make sure alf parts of a task
are completed

Gathers information and feedback from different sources on the
usefulness of processes and procedures 5

: : j)—'—-._ 1
- Hgﬂlﬂm%lﬁn ] M%ﬁﬁasm num&m’a{. ERONAY
HRMO I

IBETH A. FAMACION,

HRMO 11 /CAD / OIC- Asst. CESO I
Regional Director Regional Director
Process Owners Regional QMR Top Management
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Control No:
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Name of Personnel:

Position:

For each item, rate how much you think YOU exhibit the indicated behavior using the
following scale:
Never—does not display behavior
Rarely—display behavior inconsistently, needs reinforcement to display
behavior
Often—displays behavior consistently, needs minor reinforcement to display
Always - displays behavior all the time, no need for reinforcement

CORE COMPETENCIES:

Competency
Name

1. COMMITMENT TO ETHICAL SERVICE AND GOOD GOVERNANCE

Competency
Description

Ability to demonstrate a strong desire to promote good
governance and establish positive organizational image
by following the civil servants’ code of conduct and
modeling professional ethics and values as
transparency, accountability, participation, and
effectiveness

Hever

Rarely

Implements processes and structures which ensure
adherence fo civil servanis’ code of conduct and the values
of the Department

Holds self and/or work unit accountable for one's/groups’
actions and behaviors

Crafts policies and develops practices which reinforce the
Code of Ethics, and reduce red tape, graft and comuption

Assesses and establishes ways on how the work or the
waork of the unitDepartment can be befter communicated
and understood by staff, customers, and stakeholders

Competency
Name

2. CUSTOMER-FOCUS

Competency
Description

Ability to identify and respond to current and future,
internal and external customers’ needs, delivering high
quality (efficient and effective) services that meet their
needs

Never

Rarely

Always

Inffiates comespandence with customers fo defermine their
satisfaction with the services received and enacts ways fo
right away improve service delivery

Updates customers on the status of their requests, and of
any poficy or process changes that might affect delivery of
the services they need

Anticipates the needs of customers and delivers services
beyond their immediate requests

Competency
Mame

3. ENSURING EXCELLENT RESULTS

Competency
Description

Ability to effectively manage one's time and resources
to com tasks even in challenging situations;
thinking out of the box, considering others’ feedback,
and taking accountability for final results

MNever

Rarely |

Completes challenging tasks and duties even without
consfant supervision

Exhausts different ways o accomplish one's goals
despite sethacks and failures

Follows through on tasks fo ensure completion and maximize
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one's performance
Looks for and suggests more creative ways of delivering
outputs to improve current way's of working (creativify)
Measures and benchmarks against external environment
to adopt best praciices
Adapts to new or different situations effectively amidst
continuous change and fast pace of work
Implements ways/systems to more effectively utilize and
share resources and asseis
ﬁ:ﬁgﬂm“‘? 4. ORGANIZATIONAL SENSITIVITY
Competency | Ability to understand the organization’s mandate,
Description structure, and culture, along with major policies,
legislations, and resources which influence its
operations
Can explain] the mandate of one’s own unit, and how one's
own work confributes fo the fulfillment of that mandate
Utilizes formal structures, rules, and processes fo
accomplish work as prescribed in the policies, procedures
2 and guidelines |
Recognizes organizational culfure and practices that affect
WOk processes
Charts the relationships of the different stakeholders to each
another as guide on how they influence the defivery of
mandate

Never | Rarely | Often | Always

LEADERSHIP COMPETENCIES:

ﬁxgﬂtﬂﬂw 1. DEVELOPING AND INSPIRING OTHERS

Competency | Ability to encourage the continuous leaming and
Description | development of staff by collaborating with them in finding
meaning in what they do and identifying strengths and Never Rarely Often Always
areas for improvement to determine how they can
leverage on these in doing their work

Takes a proactive positive view of members of work group/
unit by discussing with them assigned roles and responsibifities
expectation setting)
Facilitates the work of work group/ unit members by providing
tools and references that will help them
Explains reasons or rationale behind an action, as a personnel
development strategy when giving directions
a Frovides informal guidance when concems are raised or need
fo be resolved
Recognizes individual potentials and discusses with each one,
their development needs and plans, aspirations, and career
nities
Works with members of the unit to set and achieve
standards thaf are specific and measurabie
Celebrates group achisvements but also recognizes exemplary
performance of specific individuals

ﬁgmg‘m“‘* 2. PLANNING WORK AND MANAGING TEAMS

Competency | Ability to organize one's own and others workload
Description | effectively, efficiently and interdependently; harnessing
the energies and commitment of those they lead to
achieve results within prescribed timeframes and Never | Rarely | Often | Always
ensuring optimal use of resources, scanning the
environment for possible reinforcements

Prepares detailed action plans with activities, timefines, and
specific assignments in consultation with members of the
2 unitfoffice

Monitors the day-fo-day work and activifies of one’s
unitiworkgroup to ensure effective coordination and completion
of deliverables
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Allocates and efficiently utilizes available resources to meet
own and one’s work group/ unit's objectives

Manages and resolves confiict and disagreementis in a
constructive and timely manner

Facilitates group/unit inferactions to achieve objectives through
regular mestings and other similar activities

Competency
Name

3. PROBLEM-SOLVING AND DE

CISION -MAKING

Competency
Description

Ability to identify and understand issues and
consequently define the actual problem by comparing
information from different sources, drawing conclusions,
and developing appropriate solutions

Never

Rarely

Always

Collects informalion from a variety of sources to befter plan
and address issues

Recognizes conflicting situations as they arise and thinks on
their feef fo determine appropriate responses

Assesses multiple factors fo reach a clear view of key options
and selects the best option al the time

Explains to unit members and stakeholders the nisks and

conseguences of decisions made that can affect them

FUNCTIONAL COMPETENCIES:

Competency
Name

1. CRITICAL AND ANALYTICAL THINKING

Competency
Description

Ability to interpret, link, and process information in order
to understand issues and identify alternative solutions

Mever

Rarely

Sess the connections, patfems, or trends in available
information

Seeks addifional information from other sources, including
experts, to understand issues completely

Draws logical conclusions, options, and recommendatfions from
processed information

Thinks of several possible explanations for a sifuation given a
sel of information

Breaks down complex fasks info manageable parts in a

systematic way to work on them

Competency
Name

2. PROCESS ORIENTATION

Competency
Description

Ability to effectively work within structures, following step
by step processes and procedures and taking note of
even minor details

Never

Rarely

Always

Checks and re-checks work/output for completeness before
sending final output

Takes note of errors (writes them down) when checking and
re-checking work/ outpuf based on standard processes and
procedures

Performs repetitious tasks [such as e.g., data encoding,
voucher preparation, collating of documents. efc.] with care
and attention following standard processes and procedures

Prepares lefters, position papers, and proposals on
administrative services and employee welfare relafed issues

Prepares draft memorandum, guidelines and policies to ensure
administrative services and programs (HRMD, Personnel,
Accounting, Budget efc.) are delivered in compliance fo
standard processes and procedures and relevant laws

Competency
MName

3. COLLABORATION /| WORKING WITH OTHERS

Competency
Description

Ability to contribute to the delivery of the outputs in a
group environment through positive communication,
interaction, and cooperation with teammates and

colleagues

Mever

|

Rarely

Contributes personal knowledge, skills and abilities to achieve
feam/ group objectives

Provides assistance or support to others without being asked
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to do so

Develops and maintains productive and harmonious working
relafionships with a variely of individuals or groups

Demonstrates openness and receptivity fo new information and
differing opinions

Keeps individuals/ work groups accurately informed and up to
date with important information regarding work

Competency

4. INFORMATION / DATA | RECORDS MANAGEMENT

Competency
Description

Ability to organize, maintain, retrieve and ensure the
proper use and disposition of records and office
documents

Never

Rarely

Always

Gathers information/data useful for the performance of
unit’office functions from official/credible sources

Documents/ Keeps records of actionsftasks, activities, and
processes being undertaken by individuals and offices

Properly records all incoming and outgoing documents fo
monitor information exchange/ transactions

Organizes and maintains electronic and non-alectronic records
refevant fo the office

Follows relevant policies, procedures and standards on
records management (coding, indexing, storage, retrieval,
retention and disposal)

Competency
Mame

5. ADMINISTRATIVE PROFICIENCY = HRMD: Recruitment and Selection

Competency
Description

Ability to effectively manage the process of attracting,
selecting, and appointing most qualified candidates for
jobs within an organization

Never

Rarely

Often

Always

Assesses classification of positions, changes in the structure of
the onganization, trends in placement and atirition, and other
considerations in preparing the recruitment plan

Reviews initial candidale analysis’ comparative assessment
forms

Analyzes s!'aﬂfng'f:-eeds of different units to make quality
recruitment and selection decisions

Reviews recruilment process and provides recommendations
salient for parficular group of applicants

Monitors the effectiveness of recruitment and selection process
fo suggest improvements

Reviews minutes of meeting and other documents for
finalization

Competency
Name

6. ADMINISTRATIVE PROFICIENCY — HRMD: Learning

and Development

Competency
Description

Ability to effectively manage learning and development
activities to improve employee performance within an
organization

MNever

Rarely

Always

Analyzes competency gaps o plan appropriate leaming and
development inferventions

Designs/Develops L&D inferventions/ plans/ modules based on
findings from leaming needs analysis

Endorses external lsaming and development providers and ——t

recommends scholarship opportunities to employees

Delivers lectures for regular L&D programs (on the shelf
modules)

Identifies possible confent and process adjustments during
actual conduct

Raviews and updates design of L&D interventions/ plans/
modules based on the results of the evaluation

Monitors developments on employee performance based on
participation in L&D activities fo identify high-performers

Competency
Mame

7. ADMINISTRATIVE PROFICIENCY — HRMD: Performance Management

Competency
Description

Ability to effectively manage employee performance
management systems ensuring alignment to office and
organizational goals

Never

Rarely

Often
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Liaises with external contacts regarding updates on forms,
femplates, and requirements for performance managernent
Monitors developments on employee performance to help
iderniify employees due for promotion or sefection fo another
position A
3 Studies cases and recommends appropriate sanctions for non-
compliance
Monitors/ Analyzes dafa from completed forms, femplates, and
other requirements to indicate refationships and trends
Prepares implementation reports, ensuring all personnel have
complied with preseribed guidelines |
rosldanb 8. ADMINISTRATIVE PROFICIENCY — HRMD: Employee Welfare and Benefits Administration
Competency | Ability to design, implement and evaluate activities and | i
Description programs that aim to improve the overall weliness and job | Newver Rarely Often Always
satisfaction of employees '
| Organizes information awareness campaign on benefis, |
| campensation and wellness programs
Monitors the effectiveness of employee wellness programs
3 related to job satisfaction and employee productivity

Identifies and suggests ways to make the welfare and benefits
administration process more efficient
Reviews documents prepared for different employee welfare
and benefits programs

MARIE JOY 5 LU LILIBETH A. FAMACION,
HRMQ 111 HRMO 11 CAOD / OIC- Asst. Regional CESO 11
Director { Regional Director
Process Owners Regional QMR { Top Management
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DILG COMPETENCYASSESSMENT

(SUPERVISOR-RATER)
Control No:
Rater Name:
Rater Position:
Ratee Name:

Ratee Position: :

For each item, rate how much you think the RATEE exhibits the indicated behavior using
the following scale:
Never—does not display behavior
Rarely—display behavior inconsistently, needs reinforcement to display behavior
Often—displays behavior consistently, needs minor reinforcement to display
Always - displays behavior all the time, no need for reinforcement

CORE COMPETENCIES:

Egmgem 1. COMMITMENT TO ETHICAL SERVICE AND GOOD GOVERNANCE

Competency Ability to demonstrate a strong desire to promote good
Description governance and establish positive organizational image
by following the civil servants’ code of conduct and Never Rarely Often Always
modeling professional ethics and values as transparency,
accountability, participation, and effectiveness

Implements processes and structures which ensure
adherence to civil servants’ code of conduct and the values of
the Depariment

Holds self and/or work unit accountable for one s/groups’

3 actions and behawviors

Crafts policies and develops practices which reinforce the
Code of Ethics, and reduce red tape, graft and corruption
Assesses and establishes ways on how the work or the work
of the unit/Department can be better communicated and
understood by staff, customers, and stakeholders

Compeatency
Neche 2. CUSTOMER-FOCUS

Competency Ability to identify and respond to current and future,

Description internal and external customers' needs, delivering high Oft
quality (efficient and effective) services that meet their Neover ol Always
neads

Initiates comespondence with customers to determine their

satisfaction with the services received and enacts ways io

WT away improve service delivery

2 Updates customers on the status of their requests, and of any
poficy or process changes that might affect delivery of the

services they need

Anficipates the needs of customers and delivers services

beyond their immediate requests

E:;r::heﬂﬂr 3. ENSURING EXCELLENT RESULTS

Competency Ability to effectively manage one's time and resources to
Description complete tasks even in challenging situations; thinking

out of the box, considering others’ feedback, and taking Never Rarely Ll ot
accountability for final resulis
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Completes challenging tasks and duties even without constant
supenvision

Exhausts different ways to accomplish one's goals despite
setbacks and failures

Follows through on tasks fo ensure completion and maximize
one's performance

Looks for and suggests more creative ways of deliverng
outputs fo improve current ways of working (creativity)

Measures and benchmarks against exfemnal environment
to adopt best practices

Adapts to new or different sifuations effectively amidsf
continuous change and fast pace of work

Implements ways/sysfems to more effectively utilize and share
resources and assels

Competency
Name

4. ORGANIZATIONAL

SENSITIVITY

Competency
Description

Ability to understand the organization’s mandate,
structure, and culture, along with major policies,
legislations, and resources which influence its operations

Never

Rarely

Always

Can explain] the mandafe of one’s own unif, and how one's
own work contributes fo the fulfillment of that mandate

Utilizes formal structures, rules, and processes to accomplish
work as prescribed in the policies. procedures and guidelines

Recognizes organizational culture and practices that affect
work processes

Charts the relationships of the different stakeholders fo each
another as guide on how they influence the delivery of

mandate

LEADERSHIP COMPETENCIES:

Competency

Mame

1. DEVELOPING AND INSPIRING OTHERS

Competency
Description

Ability to encourage the continuous learning and
development of staff by collaborating with them in finding
meaning in what they do and identifying strengths and
areas for improvement to determine how they can
leverage on these in doing their work

Never

Rarely

Always

Takes a proactive positive view of members of work group/
unit by discussing with them assigned roles and responsibilifies
expectation setfing)

Facilitates the work of work group/ unit members by providing
tools and references that will help them

Explains reasons or rationale behind an action, as a personnel
development strafegy when giving directions

FProvides informal guidance when concems are raised or need
o be resolved

Recognizes individual potentials and discusses with each one,
their development needs and plans, aspirations, and career
apportunities

Works with members of the unif to set and achieve
rformance standards that are specific and measurabile

Celebrates group achievements but also recognizes exemplary
performance of specific individuals

Competency
Name

2. PLANNING WORK AND MANAGING TEAMS

Competency
Description

Ability to organize one's own and others workload
effectively, efficiently and interdependently; harnessing
the energies and commitment of those they lead to
achieve results within prescribed timeframes and

MNever

Rarely




Republic of the Philippines

REGION XIII (CARAGA REGION]

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

KM 4, 1559 MATIMCO Bldg., Libertad, Butuan City

FM-QP-R13-FAD-14-05

Rev, M
0D

EfT. Daie
10.16.17

Page
3of 5

ensuring optimal use of resources, scanning the
environment for possible reinforcements

Prepares detailed action plans with activities, imelines, and
specific assignments in consultstion with members of the
unit'office

Monitors the day-fo-day work and activifies of one's
unitfworkgroup fo ensure effective coordination and completion
of deliverables

Allocates and efficiently utilizes available resources fo mest
own and one’s work grougy’ unit's objectives

Manages and resolvas conflict and disagreements in a
constructive and timely manner

Facilitates group/unit inferactions to achieve objectives through
regular meetings and other similar activities

Competency
Mame

3. PROBLEM-SOLVING AND

DECISION -MAKING

Competency
Description

Ability to identify and understand issues and
consequently define the actual problem by comparing
information from different sources, drawing conclusions,
and developing appropriate solutions

Never

Rarely

Always

Collects information from a varety of sources to better plan
and address issues

Recognizes confiicting situations as they arise and thinks on
their feet fo defermine appropriate responses

Assesses multiple factors fo reach a clear view of key opfions
and selects the best aption st the time

Explains to unit members and stakeholders the nisks and
conseguences of decisions made thaf can affect them

FUNCTIONAL COMPETENCIES:

Competency
Mame

1. CRITICAL AND ANALYTICAL THINKING

Competency
Description

Ability to interpret, link, and process information in order
to understand issues and identify alternative solutions

Newver

Rarely

Always

Sees the connections, pattems, or trends in available
information

Seeks additional information from other sources, including
experts, to understand issues complefely

Draws logical conclusions, oplions, and recommendations from
ssed information

Thinks of several possible explanations for a situation given a
set of information

Breaks down complex tasks into manageable parts in a
systematic way to work on them

Competency
Name

2. PROCESS ORIENTATION

Competency
Description

Ability to effectively work within structures, following step
by step processes and procedures and taking note of
even minor details

Never [ Rarely

Often

Checks and re-checks work/output for completeness before
sending final output

Takes note of ermors (writes them down) when checking and
re-checking work/ output based on standard processes and
rocedunes

Performs repefitious tasks [such as e.g., data encoding,
voucher preparation, collating of documents. efc.] with care
and attention following standard processes and procedures

FPrepares letters, position papers, and proposals on
administrative services and employee welfare related issues

Prepares draff memorandum, guidelines and policies to ensure
administrative services and programs (HRMD, Personnel,
Accounting, Budget efc.) are delivered in compliance fo
standard processes and procedures and relevant laws
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3. COLLABORATION/ WORKING WITH OTHERS

Competency Ability to contribute to the delivery of the outputs in a
Description group environment through positive communication,
interaction, and cooperation with teammates and

colleagues

Never Rarely Often Always

Contributes personal knowledge, skills and abilifies to achieve

team/ group objectives

Provides assistance or support to others without being asked

fo do so

o Develops and maintains productive and harmonious working
relationships with a variety of individuals or groups

Demonstrates openness and receptivify to new information and

differing opinions

Keeps individuals/ work groups accurately informed and up fo

date with important information regarding work

Emzeterw 4. INFORMATION / DATA | RECORDS MANAGEMENT

Competency Ability to organize, maintain, retrieve and ensure the
Description proper use and disposition of records and office Never Rarely Often Always
documents

Gathers informationfdata useful for the performance of
unitfoffice functions from official/credible sources
Documents’ Keeps records of actionstasks, activities, and
processes being undertaken by individuals and offices
Properly records alf incoming and outgoing documents fo
2 monitor information exchange/ ransactions

Organizes and maintains electronic and non-electronic records
refevant to the office

Follows refevant policies, procedures and standards on
records management (coding, indexing, storage, retrieval,
refention and disposal)

E:;B Y 5. ADMINISTRATIVE PROFICIENCY - HRMD: Recruitment and Selection

Competency Ability to effectively manage the process of attracting,
Description selecting, and appointing most qualified candidates for Never Rarely Often Always
Jjobs within an organization

Assesses classification of positions, changes in the structure of
the organization, frends in placement and saitrition, and other
considerations in preparing the recruitment plan

Reviews initial candidate analysis/ comparative assessment
forms

Analyzes staffing needs of different units to make guality

3 recruitment and selection decisions

Reviews recruitment process and provides recommendations
salient for particular group of applicants

Monitors the effectiveness of recruitment and selection process
fo suggest improvements

Reviews minutes of meeting and other documents for
finalization

ﬁ:‘:};’“‘*“"f 6. ADMINISTRATIVE PROFICIENCY - HRMD: Learning and Development

Competency Ability to effectively manage learning and development
Description activities to improve employee performance within an Never Rarely Often Always
organization

Analyzes competency gaps to plan approprate leaming and
development interventions

Designs/Develops L&D interventions/ plans/ modules based on
findings from leaming needs analysis

3 Endorses external leaming and development providers and
recommends scholarship opporfunities fo employees
Delivers lectures for regular L&D programs (on the shelf
modules)

Identifies possibie content and process adjustments during




Republic of the Philippines I FREQERLITAILE0S ‘

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT S
REGION XIII (CARAGA REGION) o
KM 4, 1559 MATIMCO Bldg., Libertad, Butuan City |

actual conduct | |
Reviews and updates design of L&D interventions/ plans/ |
modutes based on the results of the evaluation

Monitors developments on employee performance based on
participation in L&D activities lo identify high-performers

ﬁ:?ﬂp‘*‘e“"ﬁ' 7. ADMINISTRATIVE PROFICIENCY — HRMD: Performance Management
Competency Ability to effectively manage employee performance [ [
Description management systems ensuring alignment to office and | Never Rarely Often Always

organizational goals
Liaises with extemnal contacts regarding updates on forms,
femplates, and requirements for performance managerent
Monitors developments on employee performance to help
identify employees due for promotion or selection o another
asition
3 | Studies cases and recommends appropniate sanctions for non-
[ compliance |
Monitors/ Analyzes data from completed forms, templales, and |
other requirermenis o indicate relationships and trends
Frepares implementation reports, ensuring all personnel have
complied with prescribed guidelines

Cl WEE‘“W 8. ADMINISTRATIVE PROFICIENCY — HRMD: Employee Welfare and Benefits Administration
" Competency Ability to design, implement and evaluate activities and
Description programs that aim to improve the overall wellness and job Never Rarely Often Always
satisfaction of employees |

Organizes information awareness campaign on benefils,
compensation and weliness programs
Monitors the effectivensss of employee wellness programs
3 related fo job satisfaction and employee productivily

ldentifies and suggests ways to make the welfare and benefits
administration process more efficient
Reviews documents prepared for different employee welfare
and benefits programs

MARIE JOY|S. LUENGAS | MA A NAL ETH A. FAMACION,
HRNMO HRMO 11 CAO / 0IC- Asst. Regional CESO 11l
Director Regional Director

Process Dwners Regional QMR Top Management
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DILG COMPETENCYSELF-ASSESSMENT

Control No;

Name of Personnel:

Position:

For each item, rate how much you think YOU exhibit the indicated behavior using the
following scale:
MNever—does nof display behavior
Rarely—display behavior inconsistently, needs reinforcement to display behavior
Often—displays behavior consistently, needs minor reinforcement to display
Always — displays behavior all the time, no need for reinforcement

CORE COMPETENCIES:

Competency
Mame

1. COMMITMENT TO ETHICAL SERVICE AND GOOD GOVERNANCE

Competency
Description

Ability to demonstrate a strong desire to promote good
governance and establish positive organizational image
by following the civil servants’ code of conduct and
modeling professional ethics and values as transparency,
accountability, participation, and effectiveness

Never Often

Rarely

Always

Implements processes and structures which ensure
adherence fo civil servants' code of conduct and the values of
the Department

Haolds self andfor work unit accountable for one’sfgroups’
actions and behaviors

Crafts policies and develops practices which reinforce the
Code of Ethics, and reduce red tape, graft and comuption

Assesses and establishes ways on how the work or the work
of the unit'Department can be better communicated and
understood by staff, customers, and stakeholders

Competency
Name

2. CUSTOMER-FOCUS

Competency
Description

Ability to identify and respond to current and future,
internal and external customers' needs, delivering high
quality (efficient and effective) services that meet their
needs

Never Rarely

Always

Repressents the needs of cusfomers and stakeholders and
advocafes their interest and salisfaction to decision makers

Designs and implements formal feedback mechanisms for
customers fo communicate their specific needs

Reviews systems and processes by which services are
delivered to cusfomers for enhancement and greater service
efficiency

Designs and implements service standards with indicators for
measurement to deliver value adding services and programs

Competency
Mame

3. ENSURING EXCELLENT RESULTS

Competency
Description

Ability to effectively manage one's time and resources to |
complete tasks even in challenging situations; thinking
out of the box, considering others' feedback, and taking
accountability for final results

Never Rarely

Always

Develops action pians with specific performance measures
and adjusts them accordingly to ensure desired outcomes

Priontizes key initiatives for the workgroup/unit so that
multiple goals can be achieved simultaneously

Organizes workgroup/unit to achieve goals that are a definite
strefch but not unrealistic or impossible
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Keeps abreast of trends for possible new approaches,

systems, structures or methods which can respond fo
changing times and contexts of customers and stakeholders
thinking out of the box)

Encourages innovative efforts that posifively coniribute to
improved work processes

Helps others/ workgroup/ unit accomplish their own goals
despite high-pressure or high-stress situations

Ensures that good working relationships continue even in
stressful situations

Anticipafes and plans for possible delays or complications
that will lead to waste of resources

Competency
Name

4. ORGANIZATIONAL

SENSITIVITY

Competency
Description

Ability to understand the organization's mandate,
structure, and culture, along with major policies,
legislations, and resources which influence its operations

MNever

Rarely

Always

Maps out the workflow across different units of the
Department, and explains how one's work feeds into the work
of ather units

Processes issues and concems of staff to guide them in
understanding the importance of compieting their work

Recognizes unspoken organizalional imitations — What is and
is not possible at certain times or in cerfain positions

Involves stakeholders in making decisions that may impact
| the way they operate

Identifies common issues encountered by local govemment
units and explains how one’s work contributes to the
resolution of said issues

FUNCTIONAL COMPETENCIES:

Competency
MName

1. EFFECTIVE COMMUNICATION

Competency
Description

Ability to understand technicall professional information
and skillfully process and utilize them in oral and written
forms of communication, using the medium appropriate
for target audience

MNever

Rarely

Always

Thinks through what has to be communicafed (idea or
message) to organize thoughis and ideas effectively

Presents current and relevant information in a way that would
support message, conclusions, and recommendations being
communicated

Adjusts confent and sfyle of documents and preseniations
according to the subject mafter and purpose

Translates highly technical information into simple terms fo
facilitate understanding of farget readers/audience

Uses graphics and other aids fo clarify complex or technical
information

Explains complex ideas in a step-by-step mannerfogical
sequence lo facilitate ease of understanding

Asks open-ended questions that encourages others fo give
their points of view and clarifies the message being delivered

Competency
Name

2. INFLUENCE

Competency
Description

Ability to establish trust, rapport, and credibility with key
customers and stakeholders in order to transform key
messages and ideas into productive action and secure
support for the actual implementation of rams

Rarely

Always

Flans how to highlight the advantages and benefits of
programs and services and compelling arguments in support
of messages and positions when relating to stakeholders

Actively promofes the programs and services of the
Department to different stakeholders

Uses direct persuasion fo convince and/or gain agreement

from stakeholders on an idea or specific course of action
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Recognizes stakeholders’ unexpressed motives when making
a case for the programs of the Department

Competency
Name

3. MANAGING KNOWLEDGE

AND INFORMATION

Competency
Description

Ability to manage accessible and functional systems
which facilitate the gathering, developing, and sharing of
knowledge and information across the organization to aid
the actions and decision making of stakeholders

Never

Rarely

identifies and gathers additional information which might not
be readily available but are crucial in ensuning deliverables
and achieving specific outcomes

Organizes information in a way that would be most useful in
delivering specific activities and results

Regulary checks and updates stored information (files,
records, documentation, etc.) for accuracy and relevance

Uses available information to support program
implementation and delivery of services

Utilizes available information to create knowledge products
and matenals relevant to the Deparfment

Effectively applies existing information and knowledge
management practices or processes fo new work situations
that resuit in higher guality outputs

Competancy
Name

4. POLICY RESEARCH AND ANALYSIS

Competency
Description

Ability to develop, evaluate, and determine policies which
can influence stakeholders, effectively facilitate the
implementation of projects and programs, and help
achieve identified goals

Mever

Rarely

Often

Always

Prepares feasibility studies and proposals on policies which
can support local government related programs

Implements established policies based on a thorough
knowledge and understanding of local government units and
the programs of the Depariment (understanding of context)

Solicits feedback from program implementers and key
stakeholders regarding policies being implemented

Assesses effectiveness of implemented policies based on

program monitoring and evaluation information

Competency
Name

5. PROGRAM DEVELOPMENT AND MANAGEMENT

Competency
Description

Ability to employ a strategic project-approach, carefully |
planning and organizing activities within a set timeframe |
and funding, managing risks and considerations, to
achieve specific of deliverables and effectively perform
the mandate/function of the different units

Rarely

Dirafts activify designs and project and program proposals,
accuralely anticipating resources required (fime, budgest,
manpower) to achieve objectives and desired restits

Works to ensure activity/project or program milestones are
met or exceeded following implementation plan

Develops a contingency plan by anticipating the most likely
risks to be encountered for a activity/project or program and
implements contingency actions when need anises

Monitors milestones and progress in line with activity project
and program implementation plan

Modifies implementation plans as appropriafe and
communicates changes to team members and stakeholders
to ensure activity/ project or program is not deraifed

Competency
Name

6. RELATIONSHIP-BUILDING

Competency
Description

Ability to develop partners/inetwork of partners and
actively maintain good relationships with internal and
external stakeholders to establish strategic advantages
and meet mutual goals

Mever

Rarely

Always

2

Develops relationships with customers and stakeholders with
the intent of achieving delivery of relevant services and
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effective program implementation

Maintains productive and harmonious working relationships
with a variely of individuals or groups

Takes time to leamn about infemal and extemal stakeholders
and understand their ways of working

Approaches issues or disagreements with the objective of
reaching winfwin soluions

Uses understanding of different interests and agendas lo
address confiict in a positive and open manner

ﬁgmf‘“"w 7. TECHNICAL PROFICIENCY - Local Governance Operations

Competen Ability to demonstrate depth of knowledge and skills that | |

Orcaaiplion | tac i i e’ Tiif o et | e e ey | e
Plots implementable actions to ensure delivery of outpuls
Identifies appropriate methods and tools in performing tasks .
Adjusts fo the context of the (including set-up, personaliies,
culture,} in doing work
Uses technical knowledge or skills not easily or quickly

2 leamed on the job

Accompiishes complex fasks without asking for guidance or
instruction/

Adapts the use of IT based tools or technology assisted
programs to deliver outputs more efficiently

Invests time and effort in leaming new fechnological systems
and technigues to enhance work

LA
e -
5 o
uﬁ A. R:S.ASAN DON SERONAY

ETH A. FAMACION,

HRMO 11 CAD / OIC- Asst. Regional CESO I1I
Director Regional Director
Process Owners Regional QMR Top Management
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DILG COMPETENCYASSESSMENT

(SUPERVISOR-RATER)
Control No:
Rater Name:
Rater Position:
Ratee Name:
Ratee Position:

For each item, rate how much you think the RATEE exhibits the indicated behavior using
the following scale:
Never—does nof display behavior
Rarely—display behavior inconsistently, needs reinforcement to display behavior
Often—displays behavior consistently, needs minor reinforcement to display
Always — displays behavior all the time, no need for reinforcement

CORE CCMPETENCIES:
mgetencv 1. COMMITMENT TO ETHICAL SERVICE AND GOOD GOVERNANCE
Competency Ability to demonstrate a strong desire to promote good
Description governance and establish positive organizational image
by following the civil servants’ code of conduct and MNever Rarely Often Always

modeling professional ethics and values as transparency,
accountability, participation, and effectiveness

implements processes and structures which ensure
adherence to civil servants’ code of conduct and the values of |
the Department

Holds self and/or work unit accountable for one 's/groups’
3 actions and behawviors

Crafts policies and develops practices which reinforce the
Code of Ethics, and reduce red tape, graft and corruplion

Assesses and establishes ways on how the work or the work
of the unit‘Department can be befter communicated and

understood by staff, customers, and stakeholders
5:';:“"“” 2. CUSTOMER-FOCUS

Competency Ability to identify and respond to current and future,
Description internal and external customers’ needs, delivering high

quality (efficient and effective) services that meet their Never Rarely Often Abdya
neads

Represents the needs of customers and stakeholders and
advocates their interest and satisfaction fo decision makers
Designs and implements formal feedback mechanisms for
customers to communicate their specific needs

3 Reviews systems and processes by which services are
delivered to customers for enhancement and greater service
afficiency

Designs and implements service standards with indicators for
measurement to deliver value adding services and programs

Eg“n:gem““ 3. ENSURING EXCELLENT RESULTS
Competency Ability to effectively manage one's time and resources to
Description complete tasks even in challenging situations; thinking

out of the box, considering others’ feedback, and taking Nover Rarely Ofen Alvays
accountability for final results |
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Develops action plans with specific perfformance measures
and adjusts them accordingly to ensure desired outcomes
Prioritizes key initiatives for the workgroug/unit so that
mulfiple goals can be achieved simultaneously
Organizes workgroup/unit fo achieve goals that are a definite
strefch but not unrealistic or impossible
Keeps abreast of trends for possible new approaches,
systems, structures or methods which can respond to
3 changing times and contexts of customers and stakeholders
(thinking out of the box)

Encourages innovative efforts that positively contribuie fo
improved work processes
Helps others/ workgroup/ unit accomplish their own goals
despite high-pressure or high-siress situations
Ensures that good working relationships confinue even in
sfressful situations
Anficipates and plans for possible delays or complications
that will lead fo waste of resources

ﬁgmg““"c’f 4. ORGANIZATIONAL SENSITIVITY
Competency Ability to understand the organization's mandate,
Description structure, and culture, along with major policies, Never Rarely Often Always

legislations, and resources which influence its operations

Maps out the workflow across different units of the

Department, and explains how one's work feeds into the work

of other units

Processes issues and concems of staff fo guide them in

understanding the importance of completing their work

3 Recognizes unspoken organizational limitations — What is and
is not passible at certain times or in certain positions

Involves stakeholders in making decisions that may impact

the way they operate

Identifies common issues encountered by local govemment

units and explains how one's work contributes to the

resolution of said issues

FUNCTIONAL COMPETENCIES:

S:mzeteﬂcr 1. EFFECTIVE COMMUNICATION

Competency Ability to understand technicall professional information
Description and skillfully process and utilize them in oral and written
forms of communication, using the medium appropriate

for target audience

Never Rarely Often Always

Thinks through what has to be communicated (idea or
message) to organize thoughis and ideas effectively
Prasents curmant and relevant information in a way that would
support message, conclusions, and recommendations being
communicated

Adjusts content and style of documents and presentations
according to the subject matter and purpose

> Translates highly technical information into simple terms fo
facilifate understanding of target readers/audience

Uses graphics and other aids to clanfy complex or technical
information

Explains complex ideas in a step-by-step mannerfogiceal
sequence lo facilitate ease of understanding

Asks open-ended questions that encourages others to give
their points of view and clarifies the message being delivered

Competency
Name 2. INFLUENCE

Competency Ability to establish trust, rapport, and credibility with key
Description customers and stakeholders in order to transform key
messages and ideas into productive action and secure
support for the actual implementation of programs

Never Rarely Often Always

) Plans how to highiight the advantages and benefits of
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programs and services and compelling arguments in support
of messages and positions when relating to stakeholders

Actively promotes the programs and services of the
Department io different stakeholders

Uses direct persuasion fo convince and/or gain agreement
from stakeholders on an idea or specific course of action

Recognizes stakeholders' unexpressed motives when making
a case for the programs of the Department

Competency
Name

3. MANAGING KNOWLEDGE

AND INFORMATION

Competency
Description

Ability to manage accessible and functional systems
which facilitate the gathering, developing, and sharing of
knowledge and information across the organization to aid
the actions and decision making of stakeholders

Never Rarely

Always

Identifies and gathers additional information which might not
be readily available but are crucial in ensuning deliverables
and achieving specific oufcomes

Organizes informalion in a way that would be most useful in
delivering specific activifies and results

Regularly checks and updates stored information (files,
records, documentation, efc.) for accuracy and relevance

Uses available information fo support program
implementation and delivery of services

Utilizes available information to create knowledge products
and matenals relevant to the Department

Effectively applies existing information and knowledge
management practices or processes o new work situations
that result in higher quality outputs

Competency
Name

4. POLICY RESEARCH AND ANALYSIS

Competency
Description

Ability to develop, evaluate, and determine policies which
can influence stakeholders, effectively facilitate the
implementation of projects and programs, and help
achieve identified goals

Never Rarely

Always

FPrepares feasibility studies and proposals on policies which
can support local govemment related programs

Implements established policies based on a thorough
knowledge and understanding of local govemment units and
_the programs of the Department (understanding of context)

Solicits feedback from program implementers and key
stakeholders regarding policies being implemented

Assesses effectiveness of implemented policies based on
program monitoring and evaluation information

Competency

5. PROGRAM DEVELOPMENT AND MANAGEMENT

Competency
Description

Ability to employ a strategic project-approach, carefully
planning and organizing activities within a set timeframe
and funding, managing risks and considerations, to
achieve specific of deliverables and effectively perform
the mandate/function of the different units

Rarely

Always

Drafts activity designs and project and program proposals,
accurately anticipating resources required (time, budget,
manpower) to achieve objectives and desired results

Works fo ensure activity/project or program milestones are
met or exceeded folfowing implementation plan

Develops a contingency plan by anticipating the most likely
risks to be encountered for a activity/project or program and
implements contingency aclions when need arises

Monitors milesfones and progress in line with activity project
and program implementation plan

Meodiffes implementation plans as appropriate and
communicates changes to team members and stakeholders
to ensure activity/ project or program is not derailed

Competency
Name

6. RELATIONSHIP-BUILDING
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Competency Ability to develop partnersinetwork of partners and
Description actively maintain good relationships with internal and
external stakeholders to establish strategic advantages
and meet mutual goals

MNever Rarely Often Always

Develops relationships with customers and stakeholders with
the intent of achieving delivery of relevant services and
effective program implementation

Maintains productive and harmaonious working relationships
with a varety of individuals or groups

2 Takes time to leam about intemal and extemal stakeholders
and understand their ways of working

Approaches issues or disagreements with the objective of
regching win/win solutions

Uses understanding of different interests and agendas fo

4—

address conflict in a posifive and open manner |
- ES:E‘B“W 7. TECHNICAL PROFICIENCY - Local Governance Operations

Competency Ability to demonstrate depth of knowledge and skills that

Description is unigue to one's field of work groicg Rarely it Ay

Plots implementable actions to ensure delivery of outputs
Identifies appropriate methods and fools in performing tasks
Adjusts to the confext of the (including sel-up, personalifies,
culture,) in doing work
Uses technical knowledge or skills not easily or quickly
2 leamed on the job

Accomplishes complex tasks without asking for guidance or
instruction’
Adapts the use of IT based tools or technology assisted |

rograms fo deiiver ouiputs more efficiently

Invests time and effort in leaming new technological systems
and technigues to enhance work | |

MARIE JOY § LU M@f ﬁl&iﬁﬂ NAL LILIBETH A. FAMACION,

HRMQ) 111 RMO II CAO / OIC- Asst. Regional CESO 111
Director Regional Director
Process Owners Regional QMR Top Management
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LEARNING AND DEVELOPMENT DATABASE —_—
[4]¥] 10,16.17 [ 1pfl
FOR THE PERIOD:
COMPETENCY AREA [[mmm:} COMPETENCY AREA (ACTUAL) COMPETENCY GAP i OTieh
NO.| POSITION | NAME | -k | LEADERSHIP | FUNCTIONAL | CORE | LEADERSHIP | FUNCTIONAL | CORE | LEADERSHIP | FUNCTIONAL RS 'rg:-lr:lgzs il No. | REMARKS
ATTENDED

Office

1

2

3

4

5
nth
Office

I

2

3

4

5
nth

- 1
MARIE JOYS. L MARE . VILLASAN D/BINA D) { LILIBETH A. FAMACION,
HRMO 111 MO 11 CAOQ / OIC- Asst. Regional CESO 111
Director Regional Director

Process Owners Regional QMR Top Management
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LEARNING AND DEVELOPMENT PLAN CY FM-QP-R13-FAD-14-09
Rev. No, Ef. Page
00 10.16.17 1of1
A Summary of Learning and Development Interventions
NO. TIMELINE PRIORITY PROPOSED LED LEARNING OUTPUTS TO BE DESIRED TARGET IMPLEMENTATION
_COMPETENCY GAP INTERVENTION OBIECTIVES |  PRODUCED | OUTCOME/S | LEARNERS |  SCHEDULE

MARIE JOYE. LU

DONALD 4. SERONAY

LILIBETH A. FAMACION,

HRMD 111 CAD / OIC- Asst. Regional CESO I
Director Regional Director
Process Owners Regional QMR Top Management
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CY __ LIST OF LEARNING &
DEVELOPMENT INTERVENTION

I, , [POSITION), (OFFICE),propose the following Training and Development for
the year (Attach sheet if necessary):
Functional /Technical ___Behavioral |
B
Proposed By When Proposed Criticality é;:;?;
| Area/Subjectof | Criticality(1/2/3) | (Specifythe | Area/Subject of (1/2/3) the
Development Quarter) Development Quarter)
1. | 1.
2. g
3. [ 3. |
PARTICIPANTS .
FUNCTIONAL: (Subject of Development) BEHAVIORAL: (Subject of Development)
NAME OFFICE NAME OFFICE
SIGNATURE OVER PRINTED
NAME OF REPORTING DATE
____ OFFICER
SIGNATURE OVER PRINTED DATE
NAME OF HEAD OF OFFICE
Explanation:
CRITICALITY:

1. High Criticality, required at the earliest in performing the job.
2. Medium Criticality would help in better performance, not immediate.
3. Good to know.

Note: Please note that “1" (High Criticality) may not be given more than 1 per year

Functional/Technical Training: These are the training inputs essential to effectively perform the roles
and responsibilities of a Job as per KRA. These may also be inputs to learn new skills required for new
responsibilities.

e.g.: SAP, CAD/CAM, Total Station, Tally, Customer Relationship Management, etc.

Behavioral Training: These are the training inputs required for the enhancement of soft-skills and
continuously achieve Personal Development.
e.g.. Communication skills, Interpersonal Skills, Presentation Skills, etc

Approved | B

MARIE JO ﬁfﬁ DO H A. FAMACION,
LUENG AN | 7 CESO 111
HRMO 11l HRMO 11 Regional Director Regional Director~_, |
Process Owners Regional QMR Top Managenﬁm\\‘tlp
e
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ACTIVITY DESIGN
TITLE :

Prepared by Reviewed by
Name: Name:
Position: Position:
Date: Date:
Availability of Funds:
Name: PRIMADONNA M. LINCUNA Name: ROCHE LYNNE L. CUNANAN
Position: Budget Officer llI Position: Accountant Il
Date: Date:
Fund Source:
Recommending Approval: Approved by
Name: DONALD A. SERONAY Name: LILIBETH A. FAMACION, CESO I
Position: OIC- Asst. Regional Director/ CAD | Position: Regional Director
Date: - Date: B
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I. BASIC INFORMATION

Title

Date

Venue

Responsible
Person(s) / Division

Total Budget
Requested

Il. RATIONALE

i, OBJECTIVES

IV. ACTIVITY FLOW

Date/Time Activity Responsible Person

V. METHODOLOGY

VI. PARTICIPANTS

VI.BUDGETARY REQUIREMENTS

Particulars Details Amount

Viil. FUND SOURCE

LY {/
cl$

MARIE JOY LILI CION,
LUENGAS S0 Il
HRMO IT1 HRMO I Director Regional Director

Process Owners Regional QMR Top Management
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Regional Order No. =

SUBJECT !

DATE .

NAME OF PERSONNEL POSITION RESPONSIBILITY
Subject of personnel shall be at the venue on at

For compliance.

LILIBETH A. FAMACION, CESO III
Regional Director

CIL LILI 3 CION,
LASAN ESO 111
HRMO 1 Director Regional Director

Process Owners Regional QMR Top Management
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ATTENDANCE SHEET
i Gend Break AM Lunch PM Di
P Office D::;r?:ﬁn;n Mo :r fl::t Snacks i Snacks i

MARIE JO ) LILI ACION,
LUENG CAQ// OICYAdst. Regional ESO 111
HRMO 111 ; Director Regional Director

Process Owners Regional QMR Top Management
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Learning & Development
Pre- Training Assessment (PTA)

NAME POSITION
GENDER AGE
TITLE OF DATE
TRAINING

R e e

LILIB A. CION,

Prepared |
LUENGAS L N 01
HRMO 111 HRMO 11 Director Regional Director

Process Owners Regional QMR Top Management
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Eff. Date

Learning & Development
Post- Training Evaluation (PTE)

TITLE

VENUE Date: (From -
To)

SECRETARIAT/OPR

Name of Participant Office

(optional) |

The feedback you give will allow us to continually improve our Learning and Development {L&D) programs.
Please check () the column that best corresponds to your preferred rating and hand this rating sheet to the

Secretariat.
VERY GOOD FAIR POOR VERY POOR
A.L & D ACTIVITY GOODI[S] [4] 31 [2] [1]
Al Achievementofthe L&D
Objective/s
A2 Relevance to work
A3 Pacing and Training
A4 Structure and Sequencing of the
activities
VERY GOOD GOOD FAIR POOR VERY POOR
B.L & D CONTENT [51 [4] 13] 21 [1
B1. Clarity
B2. Sufficiency of topics covered
B3. Quality of presentation materials
C. RESOURCE PERSON/SPEAKER VERY GOOD GOOD FAIR POOR VERY POOR
(RP/S) (indicate the name of the Resource (sl [+ 3] 12 ]
1, Mastery of subject matter RP/S A:
RP/S B:
RP/S C:
C2. Ability to explain and illustrate RP/S A:
Concepts RF/5 B:
RP/SC:
C3. Ability to respond appropriately to RP/S A:
questions RP/5 B:
RP/SC:
C4. Time Management RP/S A:
RP/S B:
RP/SC:
D.SECRETARIAT VERY GOOD GOOD FAIR POOR VERY POOR
[5] [4] 3] 2] [1]
[Rate each member of the Secretariat based on the extent of their actual support throughout the activity. Indicate the names of the secretariat
being rated in the blank columns provided].
E. VENUE VERY GOOD FAIR POOR VERY POOR
I51 4] 131 2] [1]
El. Professionalism of venue staff, if
applicable
EZ. Suitability (comfortable and
conducive to learning)
E3. Quality of equipment
E4. Meals and snacks
F. OTHER COMMENTS VERY GOOD GOOD FAIR POOR VERY POOR
(5] 4 131 21 [1]

Which part of the L&D do you like most? Why?

Page
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Which part of the L&D do you least most? Why?

Would you recommend this L&D activity to other? (if no, please explain why)

Other comments,/suggestions for improvement

G. Overall rating of the L&D activity VERY GOOD GOOD FAIR POOR VERY POOR
[51 [+1 3] [2] [1]
Thank you.

MARIE JOY \
LUENGA CAOQ JAIC- Asst. Regional
HRMO 11 HRMO 11 " Director Regional Director

Process Owners Regional QMR Top Management




Republic of the Philippines

REGION XIlI (CARAGA REGION)
KM 4, 1559 MATIMCO Bldg,, Libertad, Butuan City

Republic of the Philippines
Department of the Interlor and Local Government
Region 13 (Caraga)

Certificate of Participation

is given to

For having actively participated in the

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

FM-QP-R13-FAD-14-16

Rév, Mo, EIf Date
10,1617

held on Movember 14, 2017 at the Grand Palace Hotel, Butuan

ity

Given this 14" day of Movember 2017 in Butuan City, Philippines.

LILIBETH A. FAMACION, CESO Il
Regional Directar

“Matino, Mahusay at Maaasahan”
1550 Matimoo Bldg,, Km. 4 Libertad, Butusn City Email Addreas: official@csraga.dilg. gov. ph
Tel. Mos.: (085) 343-2174, 241-1976, 342-2045 ‘Wabsita: weiw. caraga.dilg.gav.ph
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Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT EN-QF-RIS-TAD-14:17
REGION XilI (CARAGA REGION) L —.

KM 4, 1559 MATIMCO Bldg., Libertad, Butuan City

CERTIFICATE OF APPEARANCE

Name:

Designation:
Office:
Date(s) Appeared:

Purpose:

Given this___ day of Month and Year in Venue of the Activity.

LILIBETH A. FAMACION, CESO 11

Regional Director

MAR A. Q;ZL&SAN ERONAY LILIBETH A. FAMACION, CESO Il

RMO Il CAO / ©1C- Asstl Regional Director Regional Director
Process Owners ' Regional QMR Top Management
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Republic of the Philippines el e
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XIII (CARAGA REGION) v N 7 BTGRP
KM 4, 1559 MATIMCO Bldg,, Libertad, Butuan City 10.16.17

ACTIVITY REPORT

. BASIC INFORMATION

Title

Date

Venue

Responsible
Person(s)/Division

Total Budget Requested

Il. EXECUTIVE SUMMARY

ll. OBJECTIVE

IV. METHODOLOGY

V. HIGHLIGHTS

VI. ACTUAL EXPENSES

Particulars Amount

Prepared By: Noted By Approved By

) LILI ; ACION,
ASAN CAQYY OIC¥ Asst. Regional ESO 11l

HRMO II : Director Regional Director

Process Owners Regional QMR .




DILG REGION XIII
POST TRAINING EVALUATION RESULTS LOG SHEET

| FM-QP-R13-FAD-14-19 |

Rev. No- Eff. Date Page
18] 10.16.17 l1afl
Title of L&D Intervention;
Date Conducted:
L&D Owerall L&D Ware Resource Person/Speaker Secretariat Venue
Respondent |- 1o T A3 | A4 | A5 | B1 | B2 | B3 | c1]C2 [ C3 | ce [ 5] c6|D1[p2 | D3| E1] 62 63 ] Ea]| "™ i
1.
2.
3.
4,
5.
6.
7.
8.
Q.
TOTAL
AVERAGE RATING (%)
Prepared by: Noted by:
Secretariat Division Chief

HRMO 111

Prepared By S ELTA TR 2T i
MARIE JOY/S. LUENUAS | MARERIL XVILLASAN '8
HRMO 11 CAO / OIC- ASst|Regional Director

LILIBETH A. FAMACION, CESO 11l

Regional Director
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Top Management




DILG REGION X111

POST TRAINING EVALUATION RESULT FM-QP-R13-FAD-14-20
SUMMARY Rev. No. Eff. Date Page
00 10.16.17 lof1

Particulars of the L&D Intervention
NO Average
" Title of the L&D Intervention Date Conducted Satisfaction Remarks
—Rating
Prepared by: Noted by:
Secretariat Division Chief
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