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Introduction

This manual briefly describes the Management Start DHRD-approach towards competence
management and al so introduces the Microsoft Access-database that can function as a
competence management tool.

This manual and the Microsoft Access application can be downloaded free of charge from

The software, the files and the method are offered free of charge, but are offered under
copyright protection.

Y ou are however alowed to:

- Freely distribute the content of the original ZIP-files or directory, containing all provided
files.

- Freely apply the method DHRD and the provided competence management tool asisin
your own organization or in any other organization.

- Adapt the database and manual and make changesto the filesto fit your own needs and
demands.

Y ou are not allowed to:

- Sell or commercially exploit the method, the competence management tool or the manual
to any party in any form without prior written approval of Management Start.

- Remove references to Management Start from the manual or the competence management
database application.

Management Start will not be held liable or accountable for any damage coming from using
the method and the tools provided. Management Start is never obliged to provide support in
any form.

We sincerely hope your organization will benefit from implementing the DHRD-approach
towards competence management.

Losser, the Netherlands, December 2006.

Maarten Mijwaart

Management Start

thttp://www.M anagementStart.nl
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Understanding the DHRD Structure

What is DHRD?

DHRD is an acronym for Dynamic Human Resource Development. ‘Human Resource
Development’, ‘Competence Management” and ‘ Performance Management”’ are focus areas
for most businesses nowadays. Performance Management normally consists of two
components:

e Performance Assessment: Assess and analyze how ajob is being performed,
¢ Development Planning: Plan and schedule activities that improve job performance.

Most activities within HR departments are related to these two components. Very popular in
bigger companies nowadays are the Learning Management Systems in which you can
automate the educational planning for individuals by relating a person to ajob profile which is
filled with competencies that derive from a competence framework (i.e. NGI profiles,

Helsinki Profiles, Exin Framework, etc.). These companies typically will encounter two
‘challenges’:

e The profiles are not very specific to the jobs people actually perform.

e Thereisnot enough emphasis on the power of informal learning methods. Most profiles
are directly related to atrack of courses (Iearning objects) that can be delivered
electronically or in traditional ways.

The result of not facing these challenges normally will be that learning effects will be minimal
and that organizational competence will not be improved.

‘DHRD’ isaway of thinking in the area of organizational competence that upholds the

following statements as core val ues.

e Each Job in each organization is more or less unique;

e Eachindividual hasit’s own learning style which can best be supported by a specific
learning method;

e The success of learning activitiesis for 40% dependent on the context of the activities, for
40% dependent on the intrinsic motivation of the professional and for 20% dependent on
quality of the learning activity (course);

e The changein companies, processes and jobs is frequent and should be reflected in the
way Performance Management is made tangible;

e IT should not be leading; focus should be on the information and not on automation;

e |f processes and procedures are clear and if the company culture is supportive, then the
company performance can significantly be improved by improving the performance of
individuals!

DHRD stores the competence building blocks in a plain and ssimple database. By generating
reports from this database, one can create the forms that are necessary for the performance
evaluation and development planning. The good thing about DHRD is that these forms are (a)
specific to the job and (b) reflect the current situation for the job and the company.
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Human competence is atopic that is part of much research and activity in organizations
worldwide. Thousand of books and articles have been published that try to explain how
competencies within organizations can be assessed, analyzed, documented, supported, stored,
maintained and used as input for managing ‘the human capital’.

Definitions vary across these books. Within the DHRD approach however we identify the
following building blocks for ‘organizational competence’:

Job Titles

Job Description

Competencies

Output Levels

KI1SA Elements

Development
Activities

Courses

Based on the organizations processes, people perform certain roles
within that process. Each role, or cluster of roles, that can be related to
one professional, is considered a ‘job’. A Job Title names each job.

A more or less extensive description of the work that is related to ajob
title. Possible topics are: objectives, nature of the job, context,
management relationships, output (deliverables), etc.

Each task that is related to a Job Title and (1) significantly contributes
to the job objectives and (2) is dependent on a specific set of Skills,
Knowledge, Insights and Attitude.

Each competence delivers results. The most visible is the way people
carry out parts of their jobs. The professional’s behavior shows us how
well acompetence is mastered. If the level is high, we can decide that
no action isrequired. If it islow, we can decide on planning
development activities.

A competence consists of KISA Elements:

Knowledge — The things you know

Insights — The things you understand

Skills— The things you are able to do

Attitude — The way you choose to act and communicate

Formal and Informal learning methods:

Methods that will help a professional to acquire the knowledge, skills,
insights or attitudes that are relevant to the competence that reflects
parts of the work that need improvement.

Courses are specific formal learning activities that can be related to
Development Activities. A development activity could for example be:
‘Follow E-learning course on Product X’. An external or internal
course can then be related to this activity. If the course appears to be of
insufficient quality, a new course can easily be linked to the
Development activity.
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These building blocks are obviously related to each other. The following diagram visualizes
the relationships:

Job Title

Job Description

Competence A Competence Z

Output Levels Output Levels

Development Activity A Development Activity A Development Activity A

Course 1 I Course 2 I Course n I

The diagram shows the following build-up:

e A Job Title consists of

Competencies, that consist of
K1SA-elements, that are related to
Development Activities, that are related to
Courses

The ‘Output Levels’ are documented and related to competencies to enable performance
evaluation.

It isimportant to realize that information that is stored should be normalized. Preventing
redundancy in the information keeps the number of items limited, which greatly decreases the
amount of work to be spent on maintenance. More important however, is the fact that by
reusing competence items end KISA elements, one can analyze the overlap between jobs and
thus plan development activities more efficient.

Jobs are identified as containers of tasks, activities and responsibilities that can be related to
one role within an organization. The DHRD approach tells us to distinguish jobs when:

e Unique objectives can be applied

e A unique set of KISA-elementsis required to perform the job

e Therelated responsibility and authorization levels are recognized by the organization
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Job Descriptions
Job Descriptions have been constructed based on the following elements:

Description

Manages: / |s managed by:
Primary responsibilities
Secondary responsibilities
Daily activities

Output

Organization

Context of work

Nature of the job

Tools used in Job
Expertise Needed

These Job Descriptions can dynamically be generated from the DHRD database. A subset of
the elements mentioned above is applied in a short version of the Job Description (only in the
DHRD Database).

For your convenience aMS Word template is also enclosed in the ZIP-file.

Competencies

A competency should be distinguished when:
e |t significantly contributes to the job objectives and
e |tisdependent on aspecific set of Skills, Knowledge, Insights and Attitude.

Well-described competencies should be:

e Clear and unambiguous

e Short and easily recognized

e Containing a description of the activity
e Clear about the out coming result

The fourth requirement can be met by adding results to the description.
Competencies should focus on the activity and not on the context. Troubleshooting in a
cluster may be the same activity (requiring the same techniques) as troubleshooting by a Test

Lab Engineer. To avoid redundancy, it is important to describe the troubleshooting
competency in such away that it can be related to more than one Job Title!

Output Levels

During the assessment it is important to be able to recognize the performance level of the
individual with respect to a specific competency. Thereforeit is required to describe
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recognizable behavior patternsthat tell usif someoneisin need of support to be able to

perform better.

Within the DHRD-database the following four levels are recogni zed:

Level 1: Low

Level 2: Modest

Level 3: Good

Level 4: Excellent

Performs tasks poorly

The levels should preferably be made specific for each competency.

Performs tasks without
confidence with modest
results

Performs tasks
adequate.

Provides very good
service to customers
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Filling up and reviewing the DHRD Database

Starting the DHRD Database

Micro level training information is stored in a simple Access database. To use the database a
working version of MS Access 2000 or higher is required.

The DHRD database can be opened by double clicking the icon ‘DHRD2006a.mdb’:

The following screen will appear:

B ManagementStart. nl DHRD Competence Tool

i Fle Edit Insert Records ‘Window Help Type a question for help =

B START : Form

ManagementStart.nl

Dynamic Human Resource Development
Competence Management Tool

=f| Jobs & Roles @ﬁ;‘; 93@?3“5

Employees

KISA Elements
Competencies
Development Activities

Reports

Training Companies

Courses

Thisisthe starting screen of the DHRD application. This screen will help you access the
forms that enable data input and review.

By pressing SHIFT when opening the database the database will open in an editable mode.
Access will otherwise not display the ‘Database Window’:
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Microsoft Access

Insert  Tools ‘Window Help Type a question for help =

§& DHRD2006a : Database (Access 2002 - 2003 file format) = ][B][X]
UFopen b pesion Fhew | X | 2o e [EE|E
Obijects ]

Tables Training Cormpanies

Queries

E=|
=
a
hE |
2
&

Farms

Reports
Pages
Macros

Modules

GEroups

& Favorites

Ready

By using the Database Window, the design of the database can be changed.

Changing tables, relationships, filters, forms and other database objects requires skills and
knowledge in Microsoft Access. The database was set up using MS Access 2000. Please use
Access help and manuals to acquire the required level of knowledge.

The use of macros has been limited to a minimum.

Start Screen

In the starting screen, the following options can be sel ected:
Jobs & Roles
Employees

KISA Elements
Competencies
Development Activities
Reports

Training Companies
Courses

?

Stop
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Each of the options will be explained underneath.

Jobs & Roles

Pressing Jobs & Roles will show the following screen:

ﬂ ManagementStart. nl DHRD Competence Tool
i Fle Edit Insert Records window  Help

FEX

[Job Title
1 Director Management
[ escription Sta rt

The directar iz responsible for management of the people and activities of the business.

[& Competence 1 | [& Competence 9 | [B Competence 1
|Manage expertize within team and improve individual profes < | ~

[& Competence 2 | [A Competence 10 | [B Competence 2
|Manage expertizge within team and improve individual profes | v

4 Competence 3 4 Competence 11 | B Competence 3
tonitar and optimise communication within the team +  |Persannel planning, job interviews

4 Competence 4 4 Competence 12 | B Competence 4
Fersonnel planning, job interviews v v

[& Competence & | [& Competence 13 | [BCompetence &
|Cunslrucl, document and execute business strategy v |

[& Competence & | [& Competence 14
|Sort out smal matters and disputes, keep processes going |

[& Competence 7 | [& Competence 15
|F'Ian activities to increase business value A4

[& Competence & | [& Competence 16
|M0nit0r organizational developments that can impact team : |

Recard: [14] 4 1 E]@ of 4
T

TL T Ty SO IPares

This screen can be used to create and edit jobs.

Each window in the database contains buttons in the bottom to browse through the records:

< | Movetofirst record

Move up one record

Move down one record
| | Moveto last record

* | Create new record

v v v A|l—

In this section you can also read how many records are available and if afilter isapplied. Use
the Records menu item to apply and remove filters.

Each window contains two types of fields:
White fields (id) can’t be edited, contain the record id
Grey fields can be edited by typing or selecting an item

Competencies can be related to jobs by selecting them. They however first must be entered
into the system.
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16 ‘A Competencies’ and 5 ‘B Competencies’ can be selected. Only ‘A Competencies’ are
used in the formg/reports. The B Competencies are stored for refined discussions on job
related issues.

Thefield Description is one of the fields that is part of the ‘job description’. Pressing the
button next to the field will show the Job Description window.

B ManagementStart. nl DHRD Competence Tool

i Fle Edit Insert Records window  Help

B Job Desc ription
ID

Job Title [Directar

Diescription The director is responzible for management of the people and activities of the business.

Diescription
The director |

4 Competenc M anages TEC Team Supervizors Prirary (Optimization of Team Productivity
’W Product S olution Engineer Fespongibilties  [Increasing the TEC Team value

Cluster Heads Operational efficiency: processes
4 Campetenc Product Solutions Engineers and activities

e e |z managed by CBO Customer Services Manager Secondary Grow individual capahilties within
&, Competenc: Responsibiliies the teamlncrease uze of input
delivered by TEC Team ta divisions
and other HF entities by

Monitor and o

& L t . - = > — — >

2 s lenlc D aily Activities Monitor operational activities Context of Work  |The HF organization is dynamic
ersonnel pla tanage people and activities and fazt changing. Many cultures

&, Competenc: Respond to events within team are represented within the

Constiuct, do Lead and attend meetings within arganization.

m Toolz usedin Job (M5 D_lfice Mature of the Job  |The job i_s expelien_ced as d_ynamic,
M5 Wisio challenging. changing, multi

Sort out smal Email/Outlook dimengional

m The HF organization recognizes a

Plan activities Output Ouality of servicesOuantitative Expertize Needed |3 vears of experience in zimilar job

productivity / Business Basic process management
& Competenc MetricsPersonnel Headeount knowledge
4 onitar organi [Development]Level of Personnel Project management skills

Record: E 1 1 E][m[m of 1 {Filkered)
Record: [14] 4

Input from this screen will be used to generate the job description reports.

None of the fieldsisresizable. Scroll bars will appear when activating afield that contains
more content than the field can contain.
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Employees

Choosing this option in the start screen will show the following window:

B ManagementStart. nl DHRD Competence Tool

! File Edit Insert Records ‘Window Help

B m ployees |:| |§| |z|

EYSTART : Form D Name | [ab Titl |
M aarten Director v

Manage Last Hame | [Team |

|Mijmaart M anagement v

Dy”a [M atianality | [Orgarisation |

IManagement Stait

[Estra Competence |
| v

(=] | JObSI Flan Development Activity |

g Emp Record: E 1 |—1[T][W][m of 1

M KISA Elements

/lflj Competencies
El Development Activities

Reports

ﬂ Training Companies

Basic information about employees can be entered using this form. Please select the
appropriate Job Title and Team.

In the Organization field please enter the company the Team member isworking for.

The Extra Competence field can be used to link the person to one of the competencies. This
iIsuseful if anindividual performs an extratask that is not normally part of his/her formal job.
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Pushing the Plan Development Activity button will show the following screen:

B ManagementStart. nl DHRD Competence Tool |:HE”X|

! File Edit Insert Records ‘Window Help

Type a question for help =

|

B Activity Planning |Z| |§| |z| _| |z|
Elstart: | IQNnE |[Ermployes | [Start Date J[End Date | n
| o v | =
M a n . Planned Activity | :I
v
D ]

Objective |

[Related Competence

[Specific KISA

Fielated Dev. Activity: |
Related Courge: |

/ﬁ Record: (14 4 | T b [P1]F# of 1 (Fikered)
a7 | Development Activities

Reports

ﬂ Training Companies

L4 S

. .gl. |

P —

The window will show all records that relate to the employee that was active in the Employee
window. The filter can be removed using the Records menu item.

Enter the starting and end date for the activity using the following format/mask: dd-mm-yyyy.

In the field Planned Activity please describe what is agreed upon. In the field Objective please
enter what must be achieved within the selected time frame.

The other fields can be used to link competencies, a development activity or a course.

Standard M S Access functions can be applied to make use of these data. No reports are
created yet to show what is entered.
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KISA Elements

Choosing this option in the start screen will show the following window:

B ManagementStart. nl DHRD Competence Tool

! File Edit Insert Records ‘Window Help

LY START : For 101 | |Eleme.nt Name . |
1 |Drgan|sat|on: who iz who?
Description |
Manag
[KI5a7 |
IKnowIadge -
[Development 1 | [Development 5 | 1
IInformaI: On the Jab Learning ¥ I w N
b= | Jq [Development 2 | [Development § [ i
IFnrma\' Self Study - I v
@ | E [Development 3 | [Developrment 7 |
Ilnformal: Support from a mentor i I w
M K] [Development 4 | [Development &
Ilnformal: ‘warking az part of a team R I
5
pl Record: E 4 I 1 m[m[m
) | -

Reports

ﬂ Training Companies

In the field Element Name the name of the KISA can be entered. In Description you can
describe more detailed what the KISA-element is about.

In the field KI SA? you select whether the element is about Knowledge, Insights, Skills or
Attitudes.

Eight fields can be used to select Development Activities.
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Competencies

Choosing this option in the start screen will show the following window:

B ManagementStart. nl DHRD Competence Tool

! File Edit Insert Records ‘Window Help

B com petencies

o I_E MHumber I 47 Categary IManagement

Competency Manage projects within teamn KIS& 1 |Mgt People Management

KIS& 2 |Mgt Organigational Knowledge

Description KIS& 3 IMgl Leadership and Communication
KISA 4 IMgt Business Planning
KISA S IMgt Financials and Budgetting

kI == 2| =

Output Level 1 |Performs tasks poorly KISA B IProcesses and procedures

Hosioa KIS& 7 IEustomer Orientation

Output Level 2 |Performs tasks without confidence with rodest KIs& g8 IUnderstand Business Drivers
Mkt = KISa 9 [Soft Send & Feceive Feedback

KISA 10 |Writing Skillz

<) =] 2| ]

Output Level 3 |Performs tasks adequate.

Output Level 4 |Provides very good service to custamers
Lavallan

Record: (4] 4 ([ 1 [ J(P1)P3k] of 10
REPUrs
ﬂ Training Companies

The field Competency is used to store the (name of) the competency.

In the field Category you can select the appropriate category for the competency. Thiswill
help you to filter competencies. The categories can only be entered directly into the
Competencies table.

Use the field Description to provide more detailed information on the competency.

Four fields are available to describe Output Levels. More information on output levelsis
available in the previous chapter.

It ispossible to link 10 Kl SA-items to the competency.
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Development Activities

Choosing this option in the start screen will show the following window:

B ManagementStart. nl DHRD Competence Tool

! File Edit Insert Records

window  Help

Eluica

El bevelo pment Activities

EYSTART : Fo

Dy,

ilJl
gE

— Im sl
(=)fe3

%]

ID

[&ctivity

D escription

T Infarmal: On the Job Learring

Learning on the Job by doing activities yourself.

D' ocumentation can be found:

T hiz learning method is maintained by:

Source/FProvider:

Felated Course:

[Cwen organisation

1Y)

El record: (] < [ 1 [ JD1]pH

a7 | Development Activities

Reports

ﬂ Training Companies

The field Activity can be used to store the (name of the) activity. Further details can be stored
in Description.

It isimportant to know where Documentation can be found. For a development activity to be
successful it isimportant that it is properly documented. The following questions should at
least be answered:

e \What method/technique is applied to transfer expertise?

e How can this activity be implemented?

e \What resources (people/materials) are required to organize this activity?

e How can the effects of the activity be measured?

The answers to these questions can be stored in several ways: to be decided by the Team.

Parity also advises to name a product manager for each learning method. This small task
involves making the learning method more explicit by thinking it over and documenting it.

One Course can be related to each learning method. The current set of methods however is
too generic to be linked to a course. When more explicit learning methods are added, courses
can be easily linked to it.
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Reports
Choosing this option in the start screen will show the following window:

B ManagementStart. nl DHRD Competence Tool |:HE”X|
! File Edit Insert Records ‘Window Help
EYSTART : Form Iy

Manage ‘] DHRD:Reports : Form

DHRD Reports: @ﬁ&gersn%né

R | General Feedback Form R | Competencies & KISA
=Y | Customer Feedback Farm =Y | KIS & Development
E PE Interviesw Form Y | Developrent Activities

Assessment Forms — Trem lisks

Job Descriptions

E | Extensive Job Descriptions

) | Shaort Job Descriptions

The forms mentioned are generated from the content of the database. The reports can easily
be adapted to meet specific demands.

Assessment Forms:

e General Feedback Form - used by colleagues, cluster heads and management

e Customer Feedback Form - used by members from other ORGANIZATION
entities

e PE Interview Form - used by manager at annual Performance Evaluation

Item lists (can be used during PE dialogues):

e Competencies & KISA - lists competencies and related KISA elements
e KISA & Development - lists KISA elements and related development activities
e Development Activities - lists specifics on development activities

Job Descriptions:
e Extensive Job Descriptions - generates all extensive job descriptions
e Short Job Descriptions - generates all short job descriptions

After clicking the button of your choice the print preview of the report will appear.
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B ManagementStart. nl DHRD Competence Tool

LY START : Form (- [B]x] =
t] PE Form

PE Interviow Form

I o |

&l

The report can’t be edited within MS Access, but it can be exported to severa files using the
Export option in the File menu.

Export Report 'PE Interview Form® To...
Save in: I@ My Documents j - | o I v Tools «
D My Pickures
] My Webs
Filz parne: PE Interview Form j I~ Save formatted
I~ autostart
Save as bype: ; Cancel |

The report can be exported to text files, Excel and RTF-documents (also used for MS Word).

The feedback forms are part of the PE package. The reports should be combined with the
formsthat are presented in the back of this manual.
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Training Companies
Choosing this option in the start screen will show the following window:

B ManagementStart. nl DHRD Competence Tool |:HE”X|
! File Edit Insert Records ‘Window Help 2
u START : Form -

ManagementStart.nl
Dy B Training Companies

[Campary Mame
Own organization

Locations

'/ ehsite

[Cartact | [Telepharent

Record: E 1 I—lmmﬁ]

ﬂ Training Companies

L]
e
A
L]

Thisform can be used to store detailed information on several internal and external training
providers.

The field Website contains hyperlinks.
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Courses

Choosing this option in the start screen will show the following window:

B ManagementStart. nl DHRD Competence Tool |:HE”X|
! File Edit Insert Records ‘Window Help 2
ﬂ START : Form -

1D | [Name

IProcesses and Procedures
Fixed Date? ||\nstrumentatinn ||Training Provider:
|\nstruct0r Led Training v |

Diescription

Content

Objectives

Location | [Frice
| Amsterdam

Record: E 1 I—lm[m[m

The form can be used to store detailed information on courses that are appropriate for team
members.

In thefield I nstrumentation you can select the delivery method for the course.
Usethefield Training Provider to select what company or division is delivering the course.

Therest of the fields can be used to store course characteristics.
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?

Press the question mark in the start screen to show the splash screen with information on:
e Version

Developer Credits

Database Managers

Where to find Information

Stop

Press the Stop button in the start screen to quit the application.
Changes made during work are saved automatically while the database file is open.
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Performance Management Process

Process:

The Peformance Evaluation Process is to take place annually. Once each year the following
proposed activities could occur:

1. The Team manager who informs all Team membersformally starts the PE Process.

2. The Team management constructs a feedback planning: for each individual isto be
decided who will leverage feedback on his/her performance. Each individual will be
informed on this matter.

3. The Team management sends feedback forms to customers and team members with a

kind request to return the forms within one week. In the communication is enclosed where

more information can be found and who can be contacted to answer questions.

One customer, at least one colleague and one supervisor return the feedback forms.

Each Team Supervisor collects the forms for their team members and prepares the PE

Interview.

The Team Member prepares the interview by self reflection.

The PE Interview takes place with the Team Supervisor and the Team Member.

The Team Supervisor documents conclusions and activity planning in the ‘Personal

Development Planning Form’.

9. The Team Member isresponsible for initiating and carrying out agreed actions. The Team
Supervisor is responsible for adequate facilitation and support.

10. After six months the Team Supervisor and the Team Member review the Personal
Development Planning Form to ensure proper progress has been made. When necessary
the content of the form is revised.

11. After one year the process restarts.

a ks

0N

Procedure can be developed for each step in this process. In this phase we will discuss only
the procedure for the actual interview. Most other activities are of amore logistic nature.

PE Interview Procedure:
Please use the following procedure when interviewing the Team Member:

Preparation:
¢ Ensure you understand the performance management process/ DHRD by reading through
this manual
¢ Review the previous PE forms from the professional to make sure you understand the
history
e Check the DHRD database to see:
0 What activities are currently planned for this team member
o If thereisaspecific competency linked to the individual
e Review al returned feedback forms and calculate average scores.
e Anticipate on thoughts/remarks the team member might have that will influence the
conversation.
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Fill out the scores on the PE Interview Form before the interview.
Make sure you have collected all necessary forms and data for the interview
Make sure the team member has been invited and informed properly on:

0 Interview time and location

0 Objective of the meeting

0 Meseting agenda

0 Meeting attendees

0 PE Process
Prepare the discussion by looking into the feedback forms and the DHRD Item Lists that
contain the relationships between competencies and KI1SA-items and the relationship
between KISA-items and development activities.

Thelnterview:

Welcome the team member. Make sure he/she is comfortable

Explain again the meeting agenda and objectives

Explain that documented information will only be reviewed by management and one
reviewing manager from senior management.

Present the scores on the feedback forms

Walk through the PE Interview Form and discuss the results

Fill out the Personal Development Plan step by step, discuss each step, leave plenty of
room for input from the team member

Agree upon Personal Development Activities

Sign the PDP form

Thank the team member for his/her efforts and wish him/her good luck on his personal
development and explain that in six months the progress will be reviewed.

After the Interview:

Schedul e the PDP progress review meeting

Enter activities into the DHRD Database

Store documents and forms in the personnel file

Make sure your own activities are carried out right away

After six months there should be areview of the progress of the PDP activities. Just walk
through the PDP document and ensure that actions are being taken and progressis being
made.

The PDP-process can be integrated with regular Job-related processes within the organization.
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Implementation Considerations

Database:

Make sure the database is stored on a central location on the network.

Make sure it can be accessed by those involved.

Make sure adequate security policies are implemented.

Make sure one person is awarded the DHRD Database Product Manager role. Be sure that
this person has sufficient expertise on both DHRD and Microsoft Access.

It would be advisable that the database is published on the intranet to be certain that all
team members can review the content.

DHRD Data:

Before starting the first PE Process, please review the content of the database to be certain
that all data and relations adequately reflect the ‘real world’.

Make sure that all involved in thefirst round of interviews are aware that thisisthe first
pilot round. Use feedback from all involved to review the data and relations in the
database and all forms and procedures.

Implement a process that will ensure that the DHRD content is reviewed and revised on at
least an annual basis. Thisto ensure that the content is changing dynamically. Parity
would advise to appoint a group of people that review the DHRD content.

PE Process:

Virtually walk through the entire PE process to make sure every necessary element has
been arranged.

Document the process and integrate it in the work that has been done by the Ken Team.
Integrate the new PE Process with the ranking process.

Make Development Activities more explicit by documenting them and by developing
tools to support the activities. Expand the devel opment activity offer with explicit
activities that relate to common expertise.

Future:

Consider to expand the functionality of the system to other area’s:
0 Automated Training Planning
0 Training Provider Documentation
0 Automated/Online Development Planning
0 Integrated Learning Offer
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DHRD Forms

Some forms can be generated using the DHRD-database. This typically applies to forms that
hold specific information that is related to the job. These forms are listed in the previous

chapter.

One form is attached to this document: the Personal Devel opment Planning form. This PDP-
form is based on the former PE-form and input coming from the DHRD-approach.

Please read this manual carefully before applying this form.
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Personal Development Plan

Name:

Team: Cluster:

Mgr: Period:

Empl.nr: Ranking: 1/2/3/4/5 (Last Ranking Date: )

General conclusions from 360° Feedback: PE Score:

Describe 3-5 strengths for this individual:
L
2.

What Objectives have been achieved from previous Development Plan?

Personal Development Plan ManagementStart.nl



What Objectives have not been achieved from previous Development Plan? With what reason?

PDP Objectives and Activities:

Knowledge:

Objective: Activity: Timeframe:

1

Competency:

2

Competency:

3

Competency:

Insights:

Objective: Activity: Timeframe:

1

Competency:

2

Competency:

3

Competency:
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Skills:

Objective:

Activity:

Timeframe:

1

Competency:

2

Competency:

3

Competency:

Attitude:

Objective:

Activity:

Timeframe:

1

Competency:

2

Competency:

3

Competency:

Other general agreements:

Personal Development Plan
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Are there specific competencies linked to this individual that must be reviewed?

Remarks from Team Member:

Please sign underneath:

Team Member Team Supervisor Reviewing Manager
Name: Name: Name:

Date: Date: Date:

Location; Location; Location;

Review after six months: YES / NO
Conclusions:
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