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HR/OD Intervention Completion Report 
Note to Learning Service Providers (LSPs):  What follows is the basic outline for the completion report. Kindly respond to all items and supplement your report with pictures taken during the intervention to describe the different activities.

Report Outline
I. HR/OD Intervention Basic Information
· Title of HR/OD intervention
· Name of Partner Organisation
· Duration of HR/OD Intervention (Start/end dates); briefly discuss any change in schedule.
· Name of LSP that implemented/managed the intervention
· Names and positions of LSP team members (append one-page summary of individual CVs); Reflect and briefly discuss any change in team composition. 
· Contract Amount. Discuss any contract variation.
II. Summary of Accomplishments
· Completion of Intervention. Indicate timeliness and briefly discuss any delay.
· Outputs Produced. All outputs (e.g. process improvement manual, guidelines, reports, participants’ survey results, re-entry action plans, etc.), should be signed-off by partner organisations. (Fill out Annexes 1 and 2)
· Date of approval of final Outputs. Indicate the date when the Partner Organisation approved the final outputs submitted by the LSP. Include the sign off letter/s in this completion letter.
III. Effectiveness of Activity Implementation

· Did this intervention deliver the expected organisational outcome stated in the workplace development objective (WDO)? (please fill out Annex 3)
· Discuss the situation in the partner organisation (quantitative and qualitative baselines) before you started the intervention (i.e. pre-intervention situation)?
· Discuss the intended or targeted post-intervention situation (quantitative and qualitative targets) in the partner organisation. 

· What is the intervention’s program logic? How is this intervention expected to lead the organisation from its baseline pre-intervention to the targeted post-intervention situation? How is it expected to help the organisation reach its target capacity, competency and change readiness ratings? Kindly refer to the design specifications and WDO. 
· Discuss, in relation to your previous answer, the current or actual post-intervention situation (quantitative and qualitative) in the organisation. Provide concrete cases and direct quotes from participants / stakeholders to contextualise and support your answer.

· Discuss the intervention’s contribution to the change in the organisation’s situation from its baseline pre-intervention to the actual post intervention state. How did the intervention help the organisation attain its actual post-intervention situation? Provide concrete cases and direct quotes from participants / stakeholders to contextualise and support your answer. 
· Discuss the intervention’s relevance to the change in the organisation’s situation from its baseline pre-intervention to the actual post intervention state. Would the changes have happened without the intervention? Please provide concrete cases and direct quotes from participants / stakeholders to contextualise and support your answer. 
· Did this intervention improve the targeted competencies of the target participants? Did the intervention improve the target participants’ competency to scale up or replicate to another unit or area, the knowledge, skills and attitude they gained from this intervention?  
· Discuss the competency levels of your target participants (quantitative and qualitative baselines by target competency area) before you started the intervention (i.e. pre-intervention). Refer to the results of the pre-competency assessment as guide. 
· Discuss the intended or targeted post-intervention competency levels (quantitative and qualitative targets by competency area) of the target participants. 

· What is the intervention’s implementation logic? How is this intervention expected to improve the competency levels of the target participants from baseline pre-intervention to targeted post-intervention levels? Refer to the design specifications and WDO.
· Discuss, in relation to your previous answer, the current or actual post-intervention competency levels (quantitative and qualitative data by competency area) of your target participants. Provide concrete cases and direct quotes from participants / stakeholders to contextualise and support your answer. Refer to the results of the post-competency assessment as guide. 
· Discuss the intervention’s contribution to the change in the target participants’ competency levels from baseline pre-intervention to actual post intervention levels. How did the intervention help the target participants attain their actual post-intervention competency levels? Provide concrete cases and direct quotes from participants / stakeholders to contextualise and support your answer.

· Discuss the intervention’s relevance to the change in the target participants’ competency levels from baseline pre-intervention to actual post intervention levels. Would the changes have happened without the intervention? Please provide concrete cases and direct quotes from participants / stakeholders to contextualise and support your answer.
· Discuss the target participants’ competency to scale up or replicate to another unit or area, the knowledge, skills and attitude they gained from this intervention.
· How are changes introduced in the partner organisation?

· Discuss how the proposed change management plan was implemented. Discuss any difference between actual implementation and what was in the plan.  

· Discuss how the risk management plan was implemented. Discuss the effectiveness of the identified mitigating measures.
· Discuss how the communication plan was implemented. Discuss any difference between actual implementation and what was in the plan. Discuss the strengths and weaknesses of the different communication medium/tools used.
· Identify and discuss the factors that contributed to the completion of the activity and how these facilitated the achievement of targets.  Include those that are related to the 
· Partner Organisation

· HRODF
· LSP
· and other enabling mechanisms  
· List down constraints that affected the implementation and achievement of targets. Discuss how these were managed and the actions adopted to address these constraints.
· Discuss whether the HR/OD Intervention was implemented as planned. Discuss any change and/or deviation from planned strategies in the course of implementing the activity.
· Rate using a scale of 1 to 4 (1 = Ineffective; 4 = Very Effective), the intervention’s effectiveness in achieving its stated objectives. Include relevant summary/highlights of participant’s’ feedback.  
· Discuss how the intervention contributed to the implementation of the following sustainability strategies in the context of the baseline and actual situation in the partner organization and in terms of the target competencies of the target participants. Provide concrete cases and direct quotes from participants / stakeholders to contextualise and support your answer.
· Critical mass

· Political transitioning

· Disengagement / Graduation from HRODF

· Independent replication 
IV. Insights and Recommendations

· Recommendations (strategic and operational) to ensure the institutionalisation of the gains of the intervention 
· Indicate the greatest lessons (at least the top three (3)) learned by the LSP in conducting this HR/OD intervention
· Summarize the HR/OD components/activities you adopted in implementing this intervention.  Discuss their effectiveness in achieving the WDO.  Discuss whether the results of this HR/OD intervention can be delivered more effectively using other HR/OD intervention designs. 
· Discuss what you believe were the best features of the HR/OD Intervention.  Discuss the practices / approaches / methodologies employed by this HR/OD intervention that are worth replicating and sharing to others. Describe processes used in this intervention that may be regarded as good practice. Refer to the process documentation of the HR/OD Intervention. 
· Recommend how to improve the implementation of similar HR/OD Intervention in the future in terms of the following areas: 
· Overall HR/OD Intervention 
· Timing and Duration

· Conditions  to ensure Successful/Effective HR/OD intervention conduct
· What will you do differently?

· Others

· Discuss the implication of this intervention and HRODF experience in implementing / institutionalising reforms in the Philippine bureaucracy.
***********************************************
Reminders: 

The following will also be submitted by the LSP (CD format and uploaded in the HRODF website) as part of the Completion Report:
· Participants’ competency rating – LSP’s rating on the improvement in competency of each of the core participants and other observable/behavioral comments. (if LSP also used pre-and post-test, the result should be included in the assessment of the participants)
· Team Directory and contact details- ALL team members engaged by the LSP in the conduct of the HR/OD Intervention, including resource persons, facilitators, etc. (highlight their respective roles and duration of engagement including the evaluation of the participants on the individual performance of the team members of the LSP)
· Actual HR/OD intervention design (training and coaching designs) implemented (assumes that changes were done as the intervention was implemented)
· Participants Directory - List of participants and contact details, including the LSP’s evaluation of their competency
· Results of any evaluation used, eg, surveys, etc.
· Process documentation
· All documents/materials/handouts used

· Selected pictures/photos taken 
· Signed off letters from top management and/or change sponsor of partner organisations accepting the intervention outputs 
· Signed Action Plans (REAP and SAP)of the participants (soft/hard copy)

· At least two  printed copies of approved major outputs (unless stated in the design specs to produce more copies).  

· Softcopy of the printed outputs - both in editable version and CAMERA-ready version (PDF).  The sign-off of the outputs must be included in the submission.
Annex 1. Intervention Output Report
	Output Classification
	Target Outputs as per original contract (Please insert rows as needed)
	Actual Outputs as Implemented 
	Reason for Any Change
	Original Quantity (for learning events, please write the number of pax)
	Actual Quantity (for learning events, please write the number of pax)
	Was this Output Approved by the Partner? (Y/N)
	Date When This  Output was Approved by the Partner
	Was this Output Used by the Partner? (Y/N)
	Please give a short statement to show that this output was indeed used by partners.

	Output Cluster 1. Manuals / Guidebook (Please write the title / or purpose)
	 HR INTERVENTION
	 SYSTEM
	OUTDATED 
	5 
	3 
	Y 
	15/5/2018 
	Y
	 BOUGHT NEW MACHINES

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	Output Cluster 2. Plans (Please write the title / or purpose)
	HR INTERVENTION
	 BACKUP SYSTEM
	 NO ONE
	N/A 
	N/A
	 
	N/A 
	N
	 N/A

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 HR INTERVENTION
	 IMPLEMENTATION
	 UPGRADE
	4 
	3 
	Y 
	17/5/2018 
	Y
	INCORPORATION OF THE SYTEM AND APPLICATION

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	Output Cluster 3. Other Reports (Please write the title / or purpose)
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	Output Cluster 4. Systems and Processes (Please write the title / or purpose)
	HR INTERVENTION
	 COMMUNICATION
	 POOR UPDATES
	3 
	2 
	Y 
	15/5/2018 
	Y
	 EFFECTIVE COMMUNCATION ON MACHINE UPDATE

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	Output Cluster 5. Learning Events (Please write the title / or purpose)

	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	Output Cluster 6. Others
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 

	
	 
	 
	 
	 
	 
	 
	 
	
	 


Annex 2. Participants’ Information Sheet
	Name of Participants. (Please use the format Surname, First Name, Middle Name)
	Sex (Please write "M" for male and "F" for female)
	PWD information (Please write "Y" if the participant is a PWD and "N" otherwise)
	Title of Learning Event
	Date when learning event was conducted
	Organisation (Acronym will do)
	Submitted REAP? (Y/N)

	If N, Why not, If Y, what is the REAP title?
	Is this person implementing another REAP for another intervention? (Y/N)
	If your answer in column 9 is Y, for which intervention (s) is this person implementing the other REAP(s)?

	 Johnson Rainbow
	 M
	 Y
	 Head Chairman
	 15/2/2018
	 COC
	 Y
	 ECSE
	 N
	 

	 Kelvin Gitonga
	 M
	 Y
	 Assistant Chairman
	 “
	 “
	 Y
	 “
	 N
	 

	 Job Otieno
	 M
	 Y
	 Communication Leader
	 “
	 “
	  Y
	 “
	 N
	 

	 Susan Nyawira
	 F
	 Y
	 Secretary
	 “
	 “
	Y
	 “
	 N
	 

	 Winfrey Babeque
	 F
	 Y
	 Assistant Secretary
	 “
	 “
	Y
	 “
	 N
	 

	 Bob Trump
	 M
	 N
	 Treasurer
	 “
	 “
	Y
	 SRSA
	 N
	 

	 Peter Kimberly
	 M
	 N
	 Security Officer
	16/2/2018 
	 “
	 Y
	 ECSE
	 N
	 

	 Mitchell Winfrey
	 F
	 Y
	 Catering
	 “
	 DMT
	 Y
	 SRSA
	 N
	 

	 John Meter
	 M
	 N
	 Driver
	 “
	 “
	 Y
	 “
	 N
	 

	 Mercy Mbiunya
	 F
	 Y
	 Planner
	 15/2/2018
	 NB
	 Y
	 “
	 N
	 

	 Achieng Celiah
	 F
	 Y
	 Assistant Planner
	 “
	 NIB
	 Y
	 “
	 N
	 

	 Millicent Mania
	 F
	 Y
	 Service Provider
	 17/2/2018
	 MUST
	 Y
	 “
	 N
	 

	 Kimani Moses
	 M
	 Y
	 Technician
	 “
	 “
	 Y
	 “
	 
	 

	
	
	
	
	
	
	
	
	
	


Annex 3. 

	Main Capacity, Competency and Change Readiness Areas
	Please mark with "x" if the target area in column 1 is targeted by this intervention )
	Please write sub area or areas (if more than one) targeted by this intervention.

	
	
	

	Main Capacity Areas
	 
	 

	Leadership and Management
	X 
	 HUMAN RESOURCE

	Human Resource Management
	 X
	SYSTEM 

	Human Resource Development
	 X
	SYSTEM 

	Knowledge Management and Performance Improvement
	 
	 

	Stakeholders Relation
	 
	 

	GAD
	 
	 

	Main Competency Areas
	 
	 

	Planning
	 X
	HR 

	Leadership and Management
	 X
	FINANCE 

	Human Resource Management 
	 X
	SYSTEM FINANCE 

	Human Resource Development
	 X
	HR 

	Administration (finance)
	 X
	FINANCE 

	Main Change Readiness Areas
	 
	 

	Vision and a Change Agenda
	 
	 

	Executive Sponsorship
	 
	 

	Track record for implementing 
reforms/ changes
	 X
	COMMUNICATION 

	Absorptive Capacity
	 
	 

	Level of awareness  and desire for the change
	 X
	BACKUP SYSTEM 


Annex 4:  Report Cover (see portrait format below)
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� Please fill out Annex 2 in relation to this 


� Please submit the REAPs with this report





HR/OD Intervention  Completion Report | Page3 of 10

