
TERMS OF REFERENCE

HUMAN RESOURCE MANAGEMENT AND DEVELOPMENT

TECHNICAL TRAINING

l. Rationale/ Brief Background

The Quezon City Government (QCG) has a Mission 'to provide quality service, making

Quezon City an ideal eommunity where people live, work and do business in a
hospitable, progressive, and peaceful environment.' One key commitment in the

Service Pledge of the Local Government of Unit of Quezon City (LGU-QC) as written in

its Citizen Charter (2023) is to provide quality service with integrity and dedication

through crmpetent, efficient, and caring employees. ln order to deliver quality service to
its QCitizens (Quezon City Citizens), the team members of the Human Resource

Management Department (HRMD) must be equipped with the fundamental functional

and technical competencies to support the various departments of the QCG, :

The objective of the project is to build the basic, intermediate, and advanced

competencies of the policy and process owners of the four (4) core Human Resource

(HR) Systems. Theoretical to operational to strategic knowledge ancl skills in the areas

of Recruitment Selection and Placement, Learning and Development, Performance

Management, and Rewards and Recognition will be developed among the HRMD team

members. certification in Human Resource Management and Development from Level

1 to Level 2 to Level 3 will be offered, provided that the participant to this trainlng

program has shown both knowledge, skill, and application through assessments relative

to each level. Finally, an HR Leadership Forum will be held with the training program

participants to gain further learning from seasoned professionals on relevant topics and

emerging trends in the field of HR.
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ll. Proiect Description

This project will ensure that the HRMD team members will attain fundamental to
advanced knowledge and skills in the Human Resource Management and Development
function. The project will require the development of modules in Recruitment, selection
and Placement, Learning and Development, performance Management, and Rewards

and Recognition for each of the certification levels from one ('l) to three (3). These
modules will be developed to cover concepts, policies, processes, systems, and
measures in the practice of HR. Each training will be delivered through traditionat to
experiential methods.

Training resources and materials will be produced specifically grounded on New public

Management, HR Business Partnering, and strategic Human Resource Management.
These items will be created by way of the development, production, and use of
workbooks, compilation of references, learning videos, visual aids, and other learning
materials and, subsequently, be used in the training of HRMD team members and as
resources at work,

The conduct of training sessions for the cohort of HRMD team members will then
proceed according to an agreed schedule and sequence and aligned to the designed
Training Program. The delivery of these training sessions shall be administered end{o_.
end.

Finally, a certification of HR Leadership from Level 1, 2, and 3 shall be formulated
based on the content and leaming objectives of the coursework, modules, and
curriculum of the Training Program. ln order to provide a certification for each levet, an
assessment process through testing of knowledge and application will be conducted at
each stage of the Training Program; the assessment standards and tools shall be made
by the service provider with the guidance and direction of the HRMD Head and
Assistant Head.
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lll. Scope of Work

The scope of the project covers the frollowing steps. lnitially it will begin by designing a

cuniculum and the related learning modules in a three (3) tier laddenzed HR Training

Program. Topics in the training Sessions shall be organized around the four (4) core HR

Systems, specifically, Recruitment, Selection and Placement (RSP), Learning and

Development (L&D), Performance Management (PM), and Rewards and Recognition

(R&R) Training manuals, workbooks, learning videos, infographics, and other materials

and resources of a learning package for each training will be created and will serve as

future references. Finaily, assessments of learning for each tier wiil be prociuced anci

administered to the cohort of participants, leading to a certification for each of lhe four

(4) core HR Systems and according to the ladderized certification tiers

There are five (5) components of the Training Program:

1 . The first component of this proiect is the development of the curriculum,

modules, coursework, training activities, and technical HR content in a three (3)

tier ladderized design for each of the four (4) core HR Systems. Specific

technical HR competencies targeted and the related behaviors aligned to each

proficiency level will be identified and basis for the training interventions and the,

subsequent, assessments and certifications.

2. The second component are the training materials. These will include the

',vorkbooks, manuals, videos, compilation of references, visual aids, and othei:

items to be used in the training sessions to be conducted.

3. The third component are assessments of learning for each of the core HR

Systems and according to each of the three (3) tiers for certification. The

assessments are tests of knowledge and praclical application of the technical HR

competencies developed. The awarding of the certifications of HRMD team

members who passed the assessments are part of this component.
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4. The fourth component is the conduct of the technical HR training sessions for the

HRMD team members according to the Training Program designed in the first

component.

5. The linal component is a Terminal Report. This Report will contain group and

individual data on competencies achieved through the training activities and the

assessments conducted. ln addition, recommended competency-based three (3)-

year Learning and Developmenl Plans for the Department, groups, and

individuals will be prepared.

lV. Project Standards & Requirements

The Service Provider shall comply with the following standards and requirements of this

project services:

1. As an organization, must be a learning service provider associated with an

academic institution and/or University and an Executive Education Office.

Moreover, the organization must have delivered and offered HR trainings to the

public and/or private sectbr organizations and/or participants.

2. The service providers shall be composed of these positions and subsequent

prefened profile:

a. One (1) Training Program Manager

- At least ten (10) years of training program management

experience
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b. One (1) Training Program Coordinator

- Supervises the day-to-day operations of the training program and

ensures the timely and complete delivery of outputs and conducl

of activities according to the agreed timelines

- At least five (5) years of experience in the supervision of training

events and sessions

c. One ('l) Competency Specialist

- At least five (5) years of experience in the area of Competency-

Based HR Systems

d. Three (3) HR Technical Trainers

At least ten (,l0) years of experience in the field of Human

Resource Management and Development in either or both the

private and public sectors

e f)na /11Aceiefanf

- No previous experience required

- Supports the activities of the Training Program as an

administrative assistant, documenter, or any other function;

supervises the production of publications and communication

materials

V. Project Ouration

The Human Resource Management and Development Technical Training shall span

from the start of the project or upon issuance of Notice to Proceed and shall be valid

until December 3'r, 2O26.

Component Activity/Deliverable Projected Timeline

a1 Development of the

Curriculum, Modules,

Coursework, Training

Activities, and Technical

HR content

Competency-based three

(3) tier ladderized training

program design for each

of the four (4) core HR

Systems

1 Month to 2

Month
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2 Training Materials and

References

Assessments of

Learning for the four (4)

core HR Systems and in

Three (3) Tiers for

Certification

Conduct of Training

Sessions

Training Program

curriculum, modules,

topics, activities, and

technical content

Training designs for

traditional to experiential

learning sessions

Workbooks, manuals,

videos, compilation of

references, visual aids,

and other items for the

use in the training

sessions

-2n-\obid-M-nth -

I

i

I

i

I

I

I

i

I

a

3 Assessment Framework

with the Vertical aligned to

the four (4) HR Systems

and the Horizontal aligned

to the Tiers of

Competency Proficiency

Levels

Assessment tools and

materials

onth

3ii[io7 Month

2r.ri

4 . Pre-trainingactivities

. Actual training sessions

. Post-trainingactivities

o Training reports
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5 Administration of

Learning Assessments

for Certification

Learning assessment

sessions after the

completion of the conduct

of each tier of courses

HR Leadership

Certification for Level 1, 2,

and 3

4h to Bh Moniha

a

6 Terminal Reporl Training effectiveness

evaluation

Group and individual data

on competencies

achieved through the

training activities and the

assessments conducted

Competency-based three

(3)-year Learning and

Development Plans for

the Department, groups,

and individuals

th to Until

December 31, 2026

Vl. Approved Budget for the Contract

The sum of Five Million Pesos and 00/100 Only (Php 5,000,000.00) is the Approved

Budget for the Contract of the above-mentioned Training Program. The Source of Fund:

Human Resource Management Department.
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Vll. Basis of Payment

No Component

Development of the

Cuniculum, Modules,

Coursework, Training

Activities, and Technical

HR content

Training Materials and

References

Assessments of

Learning for the four (4)

core HR Systems and in

Three (3) Tiers for

Certification

Activity/Deliverable Payment

Tranche/Percentage

1 a

a

Competency-based three

(3) tier ladderized training

program design for each ot

the four (4) core HR

Systems

Training Program

curriculum, modules, topics,

activities, and technical

content

Training designs for

traditional to experiential

learning sessions

Workbooks, manuals,

videos, compilation of

references, visuai aids, and

other items for the use in the

training sessions

Assessment Framework

with the Vertical aligned to

the four (4) HR Systems and

the Horizontal aligned to the

Tiers of Competency

Proficiency Levels

Assessment tools and

materials

Tranche 1-15%

Tranche 2 - 2OYo

Tranche 3 - 15o/o

2

3

a
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4 Conduct of Training

Sessions

Administration of

Learning Assessments

for Certification

b Terminal Report

. Pre-trainingactivities

. Actual training sessions

. Post{rainingactivities

. Training reports

Tranche 4 - 20%

Tranche 5-2OYoa5 Leaming assessment

sessions after the

completion of the conduct of

each tier of courses

HR Leadership Certifi cation

for Level 1,2, and 3

Traini n g effectiveness

evaluation

Group and individual data

on competencies achieved

through the training

activities and the

assessments conducled

Competency-basecj three

(3)-year Learning and

Development Plans for the

Department, groups, and

individuals

Tranche 6 - 10%

Vlll. Penaltles for the Breach of Contract

Failure to deliver the services in accordance with the standards and requirements set by

the city shall constitute an offence and shall subject the service Provider to penalties

andlor liguidated damages pursuant to R.A. 12009 and its lmplementing Rules and

Regulations.
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Vlll. Cancellation or Termination of Contract

Should there be any dispute, controversy or difference between the parties arising out

of this TOR, the parties herein shall exert all efforts to amicably setue such dispute or
difierence. However, if any dispute, controversy or difference cannot be resolved by

them amicably to the mutual satisfaction of the parties, then the mailer may be

submitted for arbitration in accordance with existing laws, without prejudice for the

aggrieved party to seek redress before a courl of competent iurisdiction.

ln the event the City terminated the Contract due to default insolvency, or for cause, it

may enter into negotiated procurement pursuant RA 12009 and its lRR.

Prepared by:

r,.l-lrt/
t,/ I ' \

ANGELITO S. OBILLO JR.t/
Assistant Headt-/
Human Resource Management Department

Approved by

ATTY. NOEL R. DEL PRADO
Head
Human Resource Management Department
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