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The Office of the Ombudsman (OMB) through the European Commission (EC) is pleased to present this Manager’s Handbook specifically written and crafted for middle managers of the different government agencies who are considered as prime implementors of various important activities in their respective offices.  

As the ones in-charge of undertaking so many critical things in their respective offices, including, among others, the anti-corruption initiatives of the government, middle managers can be true catalysts for change.  But it is a hard challenge, and it should not be taken for granted by anyone, let alone the middle managers.


With funding support from the European Commission, through the EC-OMB Corruption Prevention Project, this Handbook was developed to strengthen and enhance the managers’ capability to confront corruption vulnerabilities and problematic ethical situations that often mar good performance in their respective offices and prevent the efficient delivery of the services they are tasked to give to their respective publics.


In preparing it, the OMB, EC and heads of participating and other collaborating agencies had joined forces to study the proper ethical and risk-management principles appropriate to and helpful in the promotion of efficiency and transparency in the bureaucracy.  At the same time, mentoring concepts were examined and developed so that the bureaucracy, especially the middle managers that are the work-horses of government, can properly apply integrity principles in their daily tasks.


This Manager’s Handbook then will assist middle managers raise the bar of accountability and performance not just by identifying, among others, the possible corruption risks uniquely faced by their respective offices, but more importantly also by teaching these managers – which then enables them to teach their own subordinates – on how to deal with management risks and fruitfully resolve common ethical issues encountered on a daily basis.


I extend my sincere appreciation to all the people who contributed to the development of this very useful and timely publication. I am confident that our collective determination to infuse and sustain integrity in the bureaucracy, through such various strategies as discussed in this handbook, will see us through, as we prime ourselves to meet the clamor of our people for a more responsive government.


I strongly recommend constant reference to this handbook by all managers in the government.
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Ma. Merceditas N. Gutierrez


Ombudsman
The photo above was taken from the website of the Office of the Ombudsman (http://www.ombudsman.gov.ph/).
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What is this Handbook for?

This handbook is a compilation of the output that was generated from the training program entitled “Institutionalization of Mentoring Activities for Middle Managers in Government” (IMAMMG).  This material could serve as:

1. A supplement to the Participant’s Manual and Facilitator’s Guide for the middle managers who attended the program, a reference for efforts to cascade what they have learned from the workshops.

2. A guide for those who were not able to attend the workshops, in order to equip them with the knowledge needed to deal with a risk they are faced with – corruption.
What is the “Institutionalization of Mentoring Activities for Middle Managers in Government (IMAMMG)”?

The training program entitled “Institutionalization of Mentoring Activities for Middle Managers in Government” (IMAMMG) is a component of the Corruption Prevention Project, sponsored by the European Commission and the Office of the Ombudsman (EC-OMB).  One of the objectives of the IMAMMG is to develop, design and execute workshops, mentoring activities, and draft a manual to cover 800 middle managers in the 17 participating agencies.  Another objective is to coordinate with the Development Academy of the Philippines (DAP) on the utilization of the Integrity Development Review (IDR) findings in the initial five (5) participating agencies, namely: BOC, BIR, DPWH, LTO and the PNP, as input to the middle managers’ workshops and mentoring activities.

Why did they choose middle managers to participate in the training program?


Middle managers serve a vital role in an agency as the first line of defense against graft and corruption.  As such, they were identified as target participants to important activities included in the EC-OMB Corruption Prevention Project, to equip them with proper tools and techniques on corruption detection, risk management and self-assessment skills on corruption vulnerabilities coupled with ethical and leadership dimensions at work to serve a lasting, sustained, and continuing approach in combating corruption.
Why were Risk Management and Mentoring the main focus of the Workshops?
Risk Management

Based on the premise that corruption is a risk faced by the Government, Risk Management was integrated into the training program to serve as a framework to guide participants in developing methods to prevent corruption in their respective agencies.
Mentoring

Given the large number of target participants, the aim was to equip them with the knowledge and tools to mentor their employees in preventing corruption, to further strengthen what was learned from Risk Management.
When was the training conducted?

Participants were divided into 20 batches of 40.  The IMAMMG was conducted from July 30 to October 5, 2007 in venues outside Metro Manila.  A total of 23
 government agencies sent 630
 middle managers to attend the program.

Each training run was divided into two modules: the Risk Management Module (Days 1 and 2), and the Leadership and Mentoring Module (Day 3). Learning methodologies such as lecture, video presentations, and individual or group activities, were utilized during the 3-day training.
What were the participating government agencies?

The following were the participating government agencies and the number of participants coming from each agency:

· Office of the Ombudsman (OMB) - 73

· Department of Public Works and Highways (DPWH) - 55

· Department of Agrarian Reform (DAR) - 52

· National Irrigation Administration (NIA) - 50

· Land Transportation Office (LTO) - 46

· Bureau of Internal Revenue (BIR) - 40

· Department of Health (DOH) - 40

· Light Rail Transit Authority (LRTA) - 35

· Bureau of Corrections (BuCor) - 32

· Land Registration Authority (LRA) - 32

· Philippine National Police (PNP) - 30

· Bureau of Fire Protection (BFP) - 23

· Armed Forces of the Philippines (AFP) - 19

· Pag-Ibig Fund (Pag-Ibig) - 17

· Department of Environment and Natural Resources (DENR) - 15

· Department of National Defense (DND) - 15

· Department of Education (DepEd) - 13

· Procurement Service - Department of Budget and Management (PS-DBM) - 11

· Philippine Veterans Affairs Office (PVAO) - 10

· National Transmission Corporation (TRANSCO
) - 10

· Bureau of Customs (BOC) - 8 

· Development Academy of the Philippines (DAP) – 2

· Department of Transportation and Communication (DOTC) – 2
What happened at the training?

Training participants identified the corruption risks they faced as middle managers in government and subsequently prepared action plans to manage these risks. The common corruption risks identified were: accepting bribes, abuse of discretion or power, nepotism or favoritism, and negligence of duty. A process of breaking down the risks into different components was undertaken by the participants to facilitate the development of appropriate action plans that may contribute to the effective management of these risks.  
Who facilitated the training?

SGV & Co., a member practice of Ernst & Young Global, was contracted for the project.  The following experts developed, designed, and conducted the Risk Management module:

Mr. Vincent O. Abella was the Program Manager and also served as a Training Specialist.  Vince is a  Principal of the Risk Advisory Services group of SGV & Co.  He is the head of the Human Capital Solutions Practice of SGV & Co., and was Partner-In-Charge of SGV & Co.’s Human Resources Division.  He specializes in organization effectiveness, change enablement, and human resource management.  He has handled a number of advisory engagements involving risk management, organization analysis and design, organization development, planning and design, management development and training, and job evaluation and salary review.


Joselito E. Lopez was a Training Specialist.  Bojie is a Partner in the Risk Advisory Services group of SGV & Co. He specializes in Business Risk Services, which include strategic risk services, business process reviews, internal audit services, fraud and investigation services, and operations review services. He joined SGV in December 1988 and was involved in the financial audit of companies in various industries. In 1996, he joined the Business Risk Services group of SGV.


Leonardo J. Matignas, Jr. was a Training Specialist.  Leo is a Partner in the Risk Advisory Services (RAS) group of SGV & Co. He is one of the partners-in-charge of Business Risk Services and Fraud Investigation and Dispute Services. As a partner in RAS, he handles various risk and process review engagements, internal audit outsourcing (total and partial), and internal audit advisory. His clients include companies in various industries such as banking, manufacturing, telecommunications, and retailing.
Joseph G. de Dios was a Training Specialist.  Joseph is a Senior Director in the Risk Advisory Services (RAS) group of SGV & Co.  He has a combined working experience of fifteen (15) years in both internal, financial and fraud auditing in the Philippines, Singapore, China and Japan.  He handled various projects in the areas of internal audit, SOX 404 and J-SOX assistance, corporate governance, risk management, business process review, fraud and financial audit.


Aldwin Aris C. Gregorio was a Training Specialist.  Aldwin is a Director in the Risk Advisory Services (RAS) group of SGV & Co. He specializes in organization design and development, manning level review and analysis, job evaluation and compensation review and Human Resources audit.  He has handled several engagements in the power, pharmaceutical, mining, and manufacturing industries.


The Mentoring module was conducted by Performex, Inc., an organization sub-contracted by SGV & Co.  Performex, Inc. provides resources for leadership, learning, and on-the-job excellence.  Other solutions of the company include the design, customization and conduct of training programs, organizational development, and behavioral profiling.  The following training specialists from Performex, Inc. facilitated the Mentoring Module:

Mr. Michael P. Joseph, Jr. was a Training Specialist.  Mike heads Performex, Inc. and has conducted training programs for several Philippine companies.  He has over 20 years experience in Leadership, Organizational and Community Development, Pastoral Care and Counseling.  He has worked as a project consultant with various projects of the Risk Advisory Services (RAS) group of SGV & Co. for over 3 years now.


Jose B. Escoto, Jr. was a Training Specialist.  Jon heads two companies that provide resources for leadership and to help keep families together, and has worked closely with Mike Joseph on various projects.  He has worked as a consultant for a major project of the Risk Advisory Services (RAS) group of SGV & Co. for a government owned and controlled corporation.  He conducts workshops on topics such as: leadership, management and supervisory development, coaching and counseling for performance, work attitude and values enhancement, purpose driven work-life, team building programs, and behavioral profiling.  He likewise provides consultancy services.
Important Concepts

Before you continue reading this handbook, the facilitators have prepared a crash course on the important concepts you need to understand on Risk Management and Mentoring.
Risk Management
Where did Risk Management come from?

Risk Management is an offshoot of what is known as Crisis Management.  The approach, however, is more preventive than reactive.  It is the aim of Risk Management to not just deal with existing issues, but also to prevent impending issues from occurring.

What is risk?
Risk is the level of exposure to uncertainties that the agency must understand and effectively manage as it achieves its objectives and creates value.  It is an event that could occur and adversely affect the achievement of organizational objectives.

What is Risk Management?

Risk Management is a process put into effect by an agency’s management and other personnel, applied in strategy setting and across the agency, designed to identify potential events that may affect the entity, manage risks, and provide reasonable assurance in the achievement of objectives.
How can Risk Management help me?

Risk Management has many benefits.  It can address a number of issues encountered, such as:

· Completeness: Are we proactively identifying and managing our key exposures?

· Compliance: Are the policies and processes established to manage risks being complied with?

· Coordination: Are the efforts well-coordinated to ensure we don’t manage risks in silo?

· Balance: Are we managing the right risks?

· Effectiveness: Are the effectiveness of the mitigation strategies monitored for effectiveness?

· Accountability: Who is on top of these exposures?
What is the Risk Management Process?

The key steps involved in managing risks include:

1. Develop RM Goals & Objectives,  Create an Oversight Structure, Develop a Common Language


In this step, the overall goals and objectives are crafted.  It is similar to the development of an organization’s mission statement.  A body (oversight structure) is also created in order to take charge of all Risk Management efforts.  The development of a common language is merely standardizing the definitions for the risks in order to ensure that each person in the organization, regardless of rank or level, has a common understanding of the nature and impact of a risk.
2. Assess Identified Risks


This step involves the identification and prioritization of risks that may impact an organization.  It also includes the identification of where risks come from (sources), so that the organization knows how and where to address these risks.

3. Develop RM Strategy

After assessing identified risks, the organization develops Risk Management strategies that focus on and address the high priority risks.
4. Assess Capabilities to Implement RM Strategy and Formulate Action Plans

Given the strategies that has been developed previous steps of the RM process, the organization then gauges its capability to implement.  Once organization capabilities are determined, action plans are developed to build capabilities and achieve objectives.
5. Monitor RM Process

Monitoring is important to determine whether the Risk Management objectives and goals are achieved.  Various reports are prepared for the different stakeholders.
6. Continuously Improve RM Process

Since there is a monitoring process, strengths and weaknesses of the organization’s Risk Management activities will surface.  As such, the organization will adjust efforts in each phase of the Risk Management process to improve it.  This can be enhanced by gathering information on leading practices that have been learned from going through the RM process, or from other Agencies.
Mentoring
Where did Mentoring come from?

In Homer’s The Odyssey, Odysseus departed from his kingdom, and left his son Telemachus with Mentor - a trusted friend. Mentor was instructed to teach and guide his young protégé to become king. 


The Ancient Greek roots for this name include teaching and leading. A mentor is wise and patient. A mentor challenges the status quo and ultimately leads the charge along one or many developmental stages of a mentor.
What is Mentoring?

This is the source of the modern use of the word “mentor” — a trusted friend, counselor or teacher, and a usually more experienced person. Some professions have "mentoring programs" in which newcomers are paired with more experienced people in order to obtain good examples and advice as they advance. Schools also sometimes have mentoring programs for new students or students who are having difficulties.


Mentorship refers to a developmental relationship between a more experienced mentor and a less experienced partner referred to as a mentee or protégé, a person guided and protected by a more prominent person.


There are two types of mentoring relationships — formal and informal. Informal relationships develop on their own between partners. Formal mentoring, on the other hand, refers to assigned relationships often associated with organizational mentoring programs, i.e. apprenticeship, designed to promote employee development.  In well-designed formal mentoring programs, there are program goals, schedules, training (for mentors and mentees), and evaluation. Mentors inspire their mentees to follow their dreams.

What is the difference between Mentoring and Coaching?

Coaching aims to enhance performance by eliciting information rather than disseminating information that others think is relevant.  Personal issues may be discussed but the emphasis is on performance not personality change.  Coaching focuses on the present (the “here & now” & the future) not on an analysis of one’s past.  


Mentoring is usually conducted by seniors in the organization and may focus on career development through specific assistance (i.e., network, contacts).
How can Mentoring help me?

With mentoring you can:

· Achieve organizational goals and objectives

· Establish an effective, efficient and productive team
· Create developmental opportunities for future leadership positions
· Create better relationships between you (Mentor) and your Mentee
· Serve others, teach them what you know, give you a chance to make an impact
What is the Mentoring Cycle?

Here are the steps involved in the Mentoring Cycle:
1. Preparation for Mentoring

2. Establishment of Mentoring Relationship

3. Mentoring Process

4. Adjournment of Process

5. Friendship and Mutual Support


Continuously providing feedback to your mentee is extremely important in the Mentoring process.  Here are some steps/guidelines that may help you in giving feedback to your staff.  This is called the “Care-Frontation” approach:
1. Recognize the person’s contribution to the team’s success.

2. State the purpose of the meeting. 

· “Can I give you feedback about something I’ve observed …”

3. Clearly state what needs improvement and the consequences.

· Use an “I” message

· Describe the ineffective behavior. 
· “I observed …”
· Describe its negative impact.
· “This caused …”
· Describe your (mentor’s) honest feelings.

· “This made me feel …”
· Say what should be done differently.
· “I (the team, people you serve) would like to see more … and less …”

· “It would be ideal if …”
· Explain why you want this done. Cite the positive impact and the benefits.
· “This will …. If you do this, you will (positive consequences) …”

4. Listen actively to the person’s explanation/experience.  Verify your understanding.  Enlist the mentoree’s involvement in seeking resolution.

· “To review, what will be done differently?”

· Restate and review when necessary
5. Reach an agreement as to the best solution.  Verify understanding. Clarify how the mentor can be of further help (i.e., resource allocation, etc.).

6. Ask for commitment through document agreements.
· Accomplish the Game Plan
· “Can I have your commitment on that? My part will be to ….”

7. End with thanks & encouragement.  
·  “I’m confident that you ….”

What types of corruption am I exposed to as a Middle Manager in Government?

Building on recently concluded initiatives of the Corruption Prevention Project, a list of the possible types of corruption a Middle Manager may be faced with was referenced from the Integrity Development Review.  Below is the said list:
1. Nepotism/Favoritism

2. Negligence of duty

3. Accepting bribes

4. Collusion with suppliers

5. Overpricing of bids

6. Abuse of discretion/power

7. Corruption of Filipino values

8. Collusion with BAC members

9. Illegal use of public funds

10. Disclosure of confidential information

11. Falsification of documents

12. Theft of public resources

13. Unauthorized collection of funds

14. Forgery or fraud


Of the 14 Types of Corruption, the following were most frequently cited by the workshop participants:
1. Accepting bribes 

2. Nepotism/Favoritism

3. Abuse of discretion/power 

4. Negligence of duty

Accepting Bribes

This may be defined as acceptance of any form of payment or favor (in cash or in kind) in exchange for a favorable outcome for any or both parties concerned in a government transaction. This may be detrimental to the agency and may have a negative impact on its ability to deliver public service.
What are some examples of situations that involve the acceptance of bribes?
· non-implementation of regulations (e.g., prison rules, traffic regulations), laws, ordinances, leniency, or exemption of particular individuals from undergoing mandatory evaluations (e.g., testing procedures)
· non-performance of one’s duties and responsibilities (e.g., non-submission of reports) or causing conscious delays in processing (e.g., signing of obligation slips)
· non-issuance of sanctions and penalties (e.g., termination/dismissal of cases and/or downgrading of penalties/sanctions, non-implementation of court orders or decisions, awarding immunity from apprehension) or lessening of sanctions and penalties (e.g., lowered/incorrect assessment of duties and taxes)
· issuance of one-sided recommendations, legal opinions, court decisions
· facilitation of processing time for release of documents and other output (e.g., issuance of discharge permits, land use conversion applications)

· signing/issuance/approval/release of outputs (e.g., clearances, permits, vouchers, billing documents, confiscated materials, pension and benefits, arrears and claims, applications, infrastructure projects) without proper processing or without the necessary requirements (i.e., incomplete documentation)
· giving preferential treatment to particular individuals (e.g., selective issuance of delinquency reports, prioritizing particular clients, prioritizing particular contractors or suppliers)
· manipulation of data (e.g., raising estimated values of appraised property, giving passing marks to individuals who do not pass the evaluation process, alteration of audit reports, non-reporting of findings, manipulation of prices)
· publishing notices beyond deadlines to circumvent “first in, first out” policy

· non-remittance of collections
· excess supplies to be turned over to the accepting party

Nepotism/Favoritism

Nepotism or Favoritism may be defined as lack of objectivity in carrying out one’s duties and recommendations, particularly in decision-making and recommendatory activities.

What are examples of nepotism/favoritism?
· hiring and promotion of friends and relatives even without proper processing, extension of contracts for favored job order personnel, giving passing marks to relatives even if they did not pass the examinations

· favoring particular suppliers, customers, and politicians (e.g., reduction of penalties, increasing disability ratings, non-uniform application of regulatory provisions, exemption of offending party from arrest or penalty, release of pensions to banks), selective distribution of bidding documents, and prioritization of contracts submitted by relatives or friends

· holding or delaying processing of disfavored contractors

· making subjective recommendations based on familiarity

· giving privileges to selected personnel (e.g., selective issuance of delinquency reports), assigning selected projects to favored personnel

· covering up for co-employees under investigation

Abuse of Discretion/Power


Abuse of discretion/power may be defined as the use of authority for personal agenda/motives/benefits without regard for the fulfillment of one’s duties and responsibilities.

What are examples of abuse of discretion or power?
· excessive demands from staff (e.g., requiring preparation of unnecessary reports) and giving disfavored staff a hard time
· violation of regulations (e.g., use of funds not in accordance with the plans and programs schedule, disbursement of funds even if requirements are incomplete)
· causing delays in the processing and release of documents (e.g., claims)

· going beyond one’s duties and responsibilities (e.g., imposing jurisdiction on results of investigation activities)

· non-posting of invitations to bid
· giving passing marks for evaluations (e.g., issuing positive or negative audit activities) and rating performance based on personal relationships
· nominating favored staff for attendance to training

· formulating decisions based on whims and caprices

Negligence of Duty

This may be defined as disregard for, inability, or overall failure to carry out one’s duties and responsibilities as mandated by law which may result to inability to deliver public service.
What are examples of negligence of duty?
· failure to enforce rules and regulations, as well as inability to supervise staff in conduct of their duties and responsibilities, giving out the wrong assignments
· inability to review documents and make necessary recommendations (e.g., improper review of claims for validity, overlooking of required signatures for delivery of supplies and equipment, certification of erroneous time reports)
· non-compliance with set targets and deadlines (e.g., delay in submission of reports/studies, delay in case administration)
· submission of erroneous output (e.g., inability to prepare and submit accurate financial reports)

· lack of competency (e.g., improper handling of collections and revenue, inability to follow instructions)
· tardiness and absenteeism
 Where does corruption come from?

The sources of corruption risk were grouped into 6 categories which are based on the various components of the infrastructure that are vital for an organization’s achievement of its Risk Management capabilities in implementing Risk Management strategies, namely:

· Policies

· Processes

· People

· Management Reports

· Methodologies

· Systems and Data

Below is an overview of the description of each component:
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The most frequently identified types of sources of corruption cited by the participants were:

1. People

2. Methodologies

3. Processes

How and when do People become sources of corruption?

This type of source of corruption was cited by all batches covered.  This was also the most prevalent type of risk source that surfaced based on workshop outputs and discussions.  Examples of this source of corruption include:
· political meddling

· lack of political will of leaders
· negative influence/example from leaders or lack of support/supervision from leaders
· common practice/company culture

· harassment from others

· fear of losing one’s job

· influence from friends or relatives
· personal relationships with contractors, suppliers, and others

· debt of gratitude or “utang na loob”

· offers from the public

· inadequate recruitment processes
· vague or not well-defined roles, duties and responsibilities

· lack of skills to carry out one’s duties and responsibilities (e.g., ignorance in the use of new systems, lack of knowledge of the laws or incorrect interpretation of such, poor educational background, lack of technical skills, lack of time management skills) and lack of training
· poor work attitude, laziness
· improper allocation/distribution of assignments

· lack of manpower and inadequate staffing

· lack of incentive and motivation to carry out tasks, and low morale
· debt of gratitude

· lack of self-discipline, vices, and poor financial mismanagement

· living beyond one’s means and maintaining an extravagant lifestyle
· poor economic condition, poverty, and financial need

· poor family upbringing

· distorted personal values

· health concerns, stress, and work burn-out
What type of Methodologies may lead to corruption?

As expected, one of the most commonly cited sources of corruption is low salary/income.  This can be grouped under Methodologies as resource allocation falls under this component. Here are other related sources:
· budget or capital allocation (e.g., budgetary constraints, delayed salary payouts, lack of benefits, lack of budget to conduct training programs, inequitable provision of salaries, inadequate travel allowances)
· working conditions (e.g., poor ventilation, substandard office facilities and supplies, lack of equipment, inadequate security facilities/barriers)

Also included in this category is the prioritization of programs and projects, which was also cited by the participants.
When are Processes sources of corruption?

These sources of risk include procedures necessary for the execution of transactions, as well as the controls in place to prevent instances of corruption.  Below is a list of specific sources that may be cited in this category:
· lack of planning activities

· unclear, outdated, or incomplete guidelines and procedures for the conduct of processes (e.g., office regulations, bidding process, requirements for signing of permits, information that may or may not be disclosed to the public, information dissemination/communication protocols)

· lack of security procedures

· non-standardized procedures, loopholes in processing (e.g., ghost deliveries, diversion of funds)

· high levels of interaction that may result in familiarity with particular individuals

· lack of transparency in processing

· bureaucratic procedures that produce lengthy steps and cause delays

· inadequate monitoring and evaluation systems to ensure compliance, insufficient internal audit mechanism, loose internal controls

· weak implementation/enforcement of procedures and guidelines

· lack of effective sanctions to deter corrupt practices

· poor hiring and promotion practices, lack of proper employee orientations, and lack of proper guidelines for performance evaluation

· lack of clear and consistent rewards programs


Although Policies as well as Systems and Data were also mentioned, these were not cited frequently for all the batches.


There were only few examples that could be categorized under the Management Reports group.

How can I prevent corruption from happening?

Risk Management Action Plans


Risk Management Action plans were grouped into the following themes: Prevention, Education, and Enforcement (Prevention).  Consistently for most participants, Prevention and Education were cited more often.  Only a few of the action plans mentioned fall under the Enforcement category.
How can I prevent corruption from occurring in my Agency?

Preventive action plans surfaced as the foremost solution to help manage corruption risks.  Here are some of the examples cited:
· identify areas prone to corruption

· develop/create an agency manual

· review/update current policies and regulations, process flows, and corresponding guidelines and identify areas for improvement

· establish realistic targets and deadlines for completion of programs and projects

· review limits of authority

· conduct secondary reviews for sensitive documents

· prepare guidelines for information that may or may not be disclosed to the public

· improve systems of accountability (e.g., logging systems for transactions, creating a unit to handle queries from the public on active cases, handling of cases by a panel rather than just one prosecutor)

· conduct pre-bidding conferences to evaluate capabilities of suppliers and contractors

· review contract pay items for consistency and adherence to specifications

· review organizational setup and staffing pattern

· review performance evaluation system

· consolidate and validate audit findings, conduct regular post-audit activities and spot inspections

· identify and strengthen control mechanisms in place

· develop livelihood programs to help augment income of staff

· institute tracking systems (e.g., database for contractors and their prices, database for status of pensioners and/or payments of claimants, systematic recording system of procurement to comply with “first come, first serve” policy)

· recommend transactions for automation to improve efficiency and facilitate processing, and limit person-to-person transactions

· implement rewards and incentives programs

· recommend cost-cutting measures on use of office resources/equipment

· hold regular feedback sessions with staff

· monitor cases of absences and tardiness

· request for salary increases or improvement of benefits policies and travel allowances

· collect suggestions/feedback from transacting public on the performance of your staff

· solicit recommendations from the management committee

· gather support from private organizations to help ensure adherence to policies

· customize policies for the agency

· adhere to Civil Service rules and regulations (tardiness and absenteeism)

· adhere to agency policies (e.g., gifts policy, conflict of interest)

· strictly comply with regulations (e.g., process documents only when documents are complete, adhere to policies on cash advancement, comply with procurement law)

· facilitate processing on a “first come, first serve” basis

· award objective performance ratings to employees
How can I inform others about the ills of corruption?

The second type of action plan identified is Education.  This includes information campaigns, and the conduct of various workshops.  Here are more specific examples:
· conduct anti-corruption information campaigns throughout the office

· issue regular reminders on existing policies and consequences of violating these policies

· cascade Code of Conduct, procurement-related laws, orientation on the operational manual and conduct regular orientation/re-orientation for employees

· regularly update personnel on changes/revisions to laws, policies, and procedures related to their functions

· distribute copies of policies to all personnel

· share knowledge gained from Risk Management workshops

· conduct workshops related to one’s job (i.e.,  orientation/re-orientation on duties and responsibilities, records management and claims processing, procurement process/procedures, customer service training, use of information technology, project management, updates on audit methodologies)

· conduct seminars on financial management

· cascade official policies regarding promotion

· conduct values formation workshops and moral recovery programs

· inform public of documentary requirements and/or process flows (e.g., provide traffic violators with information on proper fines/penalties and flow of transaction, post process flows in a visible area)

· inform public of programs and policies through mass media, and educate public on sanctions for corrupt practices

· integrate anti-corruption concepts/ideas into the curriculum of grade-school level students, who are to be our future leaders

· give personal advice to co-employees on how to handle issues and problems encountered

· lead by example (e.g., exercise self-discipline in one’s actions, avoid spending beyond one’s means, avoid socialization with people who may influence any recommendation, act in the best interest of the public, come to the office on time) for staff to emulate
What can I do as a Middle Manager to implement anti-corruption rules and regulations?

Action plans that may be categorized in this group were not as numerous as the other types.  Participants had some difficulty of thinking of actions plans that they could execute at their respective levels since they were Middle Managers and reported to higher authorities.  Here are some of those action plans:

· impose corrective measures

· file cases against erring personnel, and prosecute those who are found guilty

Mentoring Action Plans


Mentoring Action Plans were likewise grouped into the following themes: Education, Enforcement, and Prevention.  However, for Mentoring Action Plans, Education was the foremost type identified since training and mentoring are somehow linked.  Participants aimed to apply these action plans to reinforce previously generated Risk Management Action Plans.  There were also only few action plans cited that fell under the Enforcement category.

How can I inform others about how to minimize instances of corruption?

This was the foremost type of action plan generated by the participants to help them execute their Mentoring activities. Some examples are presented below:

· cascade lessons learned from the workshop

· cascade Code of Conduct/Ethics, Republic Acts, etc.

· conduct information dissemination campaigns for personnel (e.g., basic graft prevention)

· select internal trainers to share knowledge with others

· conduct training needs analysis

· conduct job-related trainings (e.g., procurement management, business writing, resource management, etc.)

· conduct seminars on financial management and stewardship

· provide mentees with regular feedback

· be a role model for others to emulate

· conduct a formal mentoring program in the office
How do I prevent corruption from occurring in my Agency?

Examples of Preventive Action Plans are presented below:
· create and enforce Risk Management action plans with personnel

· enhance existing Risk Management activities in the office

· review processes prone to corruption

· review standard operating procedures, process manuals, regional orders and procedures)

· carefully review output of subordinates

· monitor compliance to set guidelines and policies

· create and implement a document tracking system

· conduct job analysis and fit of personnel, review personnel records and relevant documents (background information)

· set individual performance targets and monitor performance of mentees

· create opportunities to augment employees’ income

· gather suggestions from staff for improvement

· identify change agents to gather support from other people in the office/agency
Feedback from Participants

Participants suggested limiting the use of corporate terms and add more examples.  As a result, the workshop manuals were adjusted to accommodate this request as the workshops progressed.  Examples used were replaced with those more relevant to the participants, and were even based on output generated by the previous batches.


A request for the addition of icebreakers was made by the participants, and this was implemented by the facilitators.  Responses to this change by the succeeding batches were positive.


There was a suggestion to move the first portion of the topics covered on Day 3 to Day 1 of the workshop to set the tone/atmosphere of the seminar.  As such, the Mentoring module (Day 3) was moved to Day 1 of the workshop for the final 2 batches.  Participants had some difficulty crafting their Mentoring Action Plans, however, since the issue of corruption was not discussed comprehensively and the sources of corruption were not yet identified.  This served to validate that the original program design was a better approach.


Some comments were made to extend the time allotted for the Mentoring module of the workshop.  Perhaps if there will be future runs of this workshop this request can be accommodated and the schedule can be stretched further.


Suggestions were also made to conduct the workshop for higher officials, as well as for other government agencies and other employees in the agency, specifically Internal Audit Units.  Involvement of all NGAs was also mentioned.


Some also commented for possible follow-up seminars to be conducted on the same topic.

Recommendations


The facilitators recommend that cascading efforts of those who participated in the workshop be monitored.  One option would be to revisit the represented Agencies one year after the conduct of the workshop.  Focus should be given to strategic planning efforts of the said Agencies, and the use of concepts on Risk Management as input.  Attention should also be given to the Internal Audit groups to determine whether the framework and tools were actually utilized to strengthen their Internal Audit methodology.


Considering that the training program provided only an overview of Risk Management to the participants, the facilitators suggest that more in-depth training modules on Risk Management be conducted in order to give participants a better appreciation and understanding of the Risk Management process and the specific steps involved.  The logical starting point would be Risk Assessment.  It is suggested that this be done on a per Agency basis to provide focus, which is critical in the identification and prioritization of relevant risks.


The facilitators also suggest an MBA-class pattern for the topic, wherein: (1) participants attend class discussions, (2) participants are given on-the-job assignments to apply what they have learned, and lastly, (3) participants present their findings and share their experiences and learnings.


Since people learn best by doing, the facilitators also suggest guided implementation and execution of Risk Management strategies and action plans for each Agency.  This would provide participants with hands-on experience in Risk Management to help them set up systems and procedures that can eventually be replicated by others and continuously improved.


Risk Management and Mentoring may also be integrated into the various Agencies’ training plans.  Agencies may likewise consider integrating some concepts learned from this training in the conduct of various initiatives such as strategic planning and goal-setting.


In line with suggestions from participants, future runs of this program (if any), should include other Agencies and Branches of Government.  Since the IMAMMG was limited to Agencies in the Executive branch of government, the following are also highly encouraged to attend such workshops: Legislative, Judiciary, Other Executive Offices of Government, and Senior Officials of Government.
Annex: Program Outline

Institutionalization of Mentoring Activities for Middle Managers in Government

Workshop Outline

	Module 1: The Challenges and Risk Management

	Time
	Activity/Topic
	Activity Objectives
	Methodology

	8:00am – 9:00am
	Arrival and Registration
Pre-Assessment
	· Check attendance and collect contact information
	

	9:00am – 9:30am
	Welcome Remarks from Mr. Tony Kwok, Chief Adviser of the EC-OMB Corruption Prevention Project
	· Formally welcome participants to the workshop
	Speech/Video

	9:30am – 10:00am
	Overview by Atty. Evelyn Baliton, Assistant Ombudsman
	· Provide a general overview of the workshop
	Speech

	10:00am – 10:15am
	Program Overview

· House Rules
	· Give participants an idea of what will go on during the workshop
	Discussion

	10:15am – 10:40am
	Icebreaker: Participants Anonymous
	· Allow participants to get to know each other and to feel at ease with one another 
	Group Activity

	10:40am – 11:00am
	Expectation Setting
	· Set expectations for the workshop 
	Discussion

	11:00am – 12:00nn
	Risk Management (RM) Overview 

· Presentation of the Risk Management (RM) process
· Identification of risks and the development of a common risk language
	Participants will learn about the following:

· Key concepts of the Risk Management (RM) process

· Application of Risk Management to the Public Sector 

· Importance of establishing a common language in assessing risk
	Lecture

Discussion

	12:00nn – 1:00pm
	LUNCH
	
	

	1:00pm – 2:30pm
	Case Activity: Risk Identification and Development of a Common Risk Language

· Individual Activity

· Group Discussion
· Presentation of Definitions and Debriefing
	· Identify types of corruption incumbent may be vulnerable to vis-à-vis major duties and responsibilities

· Come-up with customized definitions for the different types of corruption identified

· Discuss outputs with co-participants
	Small Group Activity

Group Presentation

Discussion


	2:30pm – 2:45pm
	BREAK
	
	

	2:45pm – 3:45pm
	Risk Driver Analysis (RDA)

· Concept

· Risk Driver Analysis Map
	· Learn how, why and where risks occur through root cause analysis
	Lecture

Discussion

Group Activity

	3:45pm – 5:00pm
	Case Activity: Develop Risk Driver Analysis (RDA) Map

· Individual Activity

· Group Discussion

· Presentation of RDA Maps and Debriefing
	· Identify the root causes of the drivers of the type corruption identified by creating an RDA Map

· Discuss outputs with co-participants
	Small Group Activity

Group Presentation

Discussion


	5:00pm – 5:30pm
	Reflection

Closing
	· Discuss importance of concepts learned and applications in their agencies


	Discussion


	Module 2: The Challenges and Risk Management (Cont’n)

	Time
	Activity/Topic
	Activity Objectives
	Methodology

	7:00am – 8:00am
	BREAKFAST
	
	

	8:00am – 9:00am
	Review/Recap
	· Review different topics and output generated from previous day’s activities
	Lecture

Discussion

	9:00am – 10:15am
	Develop Risk Management (RM) Strategies
	· Learn different options (i.e., avoid, retain, reduce, transfer, exploit) in developing risk management strategies
	Lecture

Discussion

	10:15am – 10:30am
	BREAK
	
	

	10:30am – 12:00nn
	Case Activity: Develop Risk Management Strategy/Personal Mission Statement
· Individual Activity

· Group Discussion

· Presentation of Personal Mission Statements and Debriefing
	· Apply concepts learned by developing the appropriate personal mission statement for the individual’s situation, anchored on the RDA map generated from the previous activity

· Discuss outputs with co-participants
	Small Group Activity

Group Presentation

Discussion


	12:00nn – 1:00pm
	LUNCH
	
	

	1:00pm – 2:30pm
	Assess RM Capabilities and Develop RM Action Plans

· Lines of Defense

· The Six Elements

· The Risk Management Capability Continuum
	· Assess the current RM capability of the agency and the gaps in addressing the strategies
· Develop RM action plans
	Lecture

Discussion

	2:30pm – 2:45pm
	BREAK
	
	

	2:45pm – 4:00pm
	Case Activity: Assess RM Capabilities and Develop Action Plans

· Individual Activity

· Group Discussion

· Presentation of RM Action Plans and Debriefing

· Brief discussion on Monitoring the Risk Management process
	· Develop action plans for high-priority risk drivers identified in the RDA map
· Understand the importance of Monitoring the Risk Management process
	Small Group Activity

Group Presentation

Discussion


	4:00pm – 4:30pm
	Feedback Session
	· Gather recommendations for improvement of workshop content from participants
	Discussion

	4:30pm – 5:00pm
	Reflection

Closing
	· Discuss importance of concepts learned and applications in daily lives
	Discussion

	5:00pm – 5:30pm
	Evaluation
	· Evaluate Modules 1 and 2

· Gather feedback (comments and suggestions) from participants


	Written Evaluation


	Module 3: Leadership and Mentoring

	Time
	Activity/Topic
	Activity Objectives
	Methodology

	7:00am – 7:45am
	BREAKFAST
	
	

	7:45am – 8:00am
	Registration
	
	

	8:00am – 8:30am
	“The Hand Exercise” (Structured Learning Experience)
	· Allow participants to understand what matters and is important to each one

· Help participants understand what motivates people to behave in particular ways

· Motivate participants to choose to be leaders in the fast changing, challenging global environment

· Focus participants on the expectations of external customers
	Small Group Activity

Discussion/ Plenary Session

	8:30am – 9:00am
	“What’s your management style?”
· Micro

· “Bahala Na” or Laissez-Faire

· Balanced
	· Assess personal management styles, with particular focus on managing people
	Survey (Self-Assessment)

	9:00am – 9:30am
	Kinds of Leaders and Transformational Leadership
	· Introduce the concept of Transformational Leadership and illustrate differences with Transactional Leadership
	Lecture

Discussion



	9:30am – 10:00am
	Leadership for Change
	· Provide participants with tips for implementing changes (i.e., new learnings and ideas) in the workplace
	Lecture

Discussion

	10:00am – 10:15am
	BREAK
	
	

	10:15am – 10:30am
	The History and Evolution of Mentoring
	· Provide an overview of the development of mentoring and its applications
	Discussion

	10:30am – 11:15am
	What is Mentoring?

What is Coaching?

Who can be a Mentor?

Who can be a Coach?
	· Provide an overview on the skills required of a mentor
	Lecture

Discussion

	11:15am – 12:00nn
	“Why do good people leave your organization?”
	· Assess the three skills required to manage and maintain talent
	Survey (Self-Assessment)

	12:00nn – 1:00pm
	LUNCH
	
	

	1:00pm – 1:10pm
	Energizer
	· To prepare participants for the upcoming activity
	Group Exercise

	1:10pm – 2:15pm
	Performance Criteria

· Strategic

· Developmental

Stages of Performance Management

· Planning

· Monitoring

· Appraisal

Three Performance Factors

· Empower

· Enable

· Energize

	· Give an overview on Performance Management and important factors to consider when linking with a Mentoring Program
	Lecture

Discussion

	2:15pm – 2:45pm
	Coaching Inventory Profile

· Toward Professional Development

· Toward Performance Development

· Assessment, Diagnosis, and Planning

· Meeting Face-to-Face and Giving Feedback

· Attending (Giving Attention)

· Listening and Responding

· Implementation and Follow-up
	· Provide different methods of coaching as well as questions to reflect on when developing coaching methods for their subordinates
	Questions for Self-Assessment

Lecture

Discussion

	2:45pm – 3:15pm
	Areas for Coaching

· Performance Development

· Career Development

· Personal Growth

5 Steps in Coaching

· ACER IF Model
	· Introduce areas for coaching

· Present framework for coaching
	Lecture

Discussion

	3:15pm – 3:45pm
	Causes of Poor Performance and the Care-Frontation Approach to Giving Feedback
	· Allow participants to reflect on possible factors that lead to poor performance

· Present a new approach to providing feedback to their mentees
	Lecture

Discussion

	3:45pm – 4:00pm
	Feedback Session
	· Gather recommendations for improvement of workshop content from participants
	Discussion

	4:00pm – 4:15pm
	Summary/Closing
	· Recap on concepts learned

· Share learnings
	Lecture

Discussion

	4:15pm – 4:20pm
	Post-Assessment
	· Allow participants to assess knowledge of topics covered in the workshop
	Survey

	4:20pm – 4:30pm
	Evaluation
	· Evaluate Module 3

· Gather feedback (comments and suggestions) from participants
	Written Evaluation

	4:30pm – 4:45pm
	Closing Remarks
	· Formally close workshop
	Speech

	4:45pm – 5:00pm
	Awarding of Certificates of Appearance
Photo Session
	· Give certificates to Participants who have attended the course

· Take pictures to document successful attendees of the program

	Presentation
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� Original number of participating agencies was 17. Six agencies were added to facilitate sourcing of middle managers that can attend the training.  


� This is the actual number of participants that attended the program.  A directory of participants is found in the annex of this document.





� This step is optional.
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