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PRI Office Order No. 16, series of 2024

Implementing Guidelines for the Planning, Design, Management, and
Monitoring and Evaluation of the Refresher Training (RT) Course

WHEREAS, it is the policy of the Philippine Government to develop human resource
capacities in the railway sector that would ensure its competence and compliance with
the standards of practice and rules and regulations, taking into consideration the existing
and new railway lines;

WHEREAS, Executive Order (EO) No. 96, series of 2019, otherwise known as
“Establishing the Philippine Railways Institute under the Department of Transportation
as the Planning, Implementing, and Regulatory Agency for Human Resources
Development in the Railways Sector,” created the Institute as a research and training
center under the Department of Transportation (DOTr);

WHEREAS, Section 1 of the said EO mandated the Philippine Railways Institute (PRI) to
serve as the planning, implementing, regulating, and administrative entity for the
development of human resources in the railway sector to ensure efficient, reliable, and
safe railway transportation services;

WHEREAS, pursuant to Article III, Section 10 of the EO’s Implementing Rules and
Regulations (IRR) or DOTr Department Order (DO) No. 2020-005, four (4) training
courses shall be offered by the PRI: (1) Fundamental Training Course, (2) RT Course, (3)
Capacity Development Training Course, and (4) Supervisory/Management Training
Course;

WHEREAS, the RT Course shall focus on enhancing the capacity of existing operations
and maintenance (O&M) personnel and strengthening their knowledge, skills, and
attitude in delivering their services to the riding public;

WHEREAS, Article VIII, Section 44 of the IRR states that all existing railway personnel
shall undergo the RT Course free of charge until 31 December 2024 and will be issued
certificates upon completion of the same;

WHEREAS, existing employees of Railway Operators (ROs) who failed to complete the
RT Course until 31 December 2024 shall take the RT Course for a fee;

WHEREAS, Circular Nos. 1, 2, and 3, series of 2021 were issued by the Institute as
guidelines in the conduct of the RT Course, evaluation of trainees’ competence, and
issuance of certificates and train drivers’ IDsw
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WHEREAS, several PRI Office Orders (OOs) on: (1) training curriculum development;
(2) visual presentation creation such as PowerPoint (PPT) presentations and video lecture
materials; (3) instructors’ guides creation; (4) handouts creation; (5) creation and
administration of assessment tools such as written examinations and tests; (6) evaluation
of trainees’ competence through theoretical and practical assessment tools; (7) attendance
monitoring; and (8) training management committees were also issued to ensure that the
development and management of the training course are responsive in addressing the
gaps in the railway sector;

WHEREAS, OO No. 13, s. 2021 established the PRI's Quality Management System (QMS)
that guarantees that the Institute’s services meet national and local laws, rules, and
regulations, stakeholders’ requirements, and its goals and objectives in a rational,
efficient, and reliable manner;

WHEREAS, the QMS must be continuously aligned with the quality policy and objectives
of the organization;

WHEREAS, the QMS must be continuously reviewed and developed so that the system
is effective and efficient ensuring the long-term success of the organization;

WHEREAS, the numerous issuances of the Institute make it difficult and time-consuming
for the instructors and other employees of the Institute for reference and implementation
purposes, thus, the need to codify all related OOs pertaining to the RT Course;

NOW, THEREFORE, I, ANNELI R. LONTOC, Officer-in-Charge - Executive Director
(OIC - ED) of the PRI, by virtue of the powers vested in me, hereby order that the
following rules and procedures be promulgated and adopted:

ARTICLEI
COVERAGE

These Guidelines shall apply in the development and implementation of the plan, design,
management, and evaluation and monitoring of the RT Course. This OO shall serve as an
Omnibus Code for all rules and regulations pertaining to the development and
administration of the said training course. As such, all other 0Os relevant to the
aforementioned processes are considered repealed by this issuance.

ARTICLEII
DEFINITION OF TERMS

Whenever used in this OO, the following terms shall have the respective meanings
hereafter set forth:
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for citing sources;

b. Answer Key - a document containing the answers to the pre and posttests and
Comprehensive Examinations;

c. Assessment Committee - also called the AC in this OO, is responsible for
checking the written examinations, analyzing gathered items and data, and
consolidating, verifying, and reporting the examination results;

d. Assessment Tools - refer to the written examinations and pre and posttests,
such as the pretests, posttests, and Comprehensive Examinations;

e. Batch - a set or group of trainees undergoing the RT Course at the same time;

f. Bloom’s Taxonomy - a hierarchical model classifying the learning objectives
into levels of complexity (i.e, remembering, understanding, applying,
analyzing, evaluating, creating) and specificity, covering cognitive, affective,
and psychomotor learning domains;

g. Capacity Development Training Course - also called the CDT Course, is a
training conducted by the Institute to update the railway personnel on new
laws, regulations, and technologies in the railway sector;

h. Certificate of Competency - an official document specifying the competency in
which the holder thereof is authorized to serve and is issued after completion
of the RT Course;

i. Certification and Accreditation Division - also called the CAD, is responsible
for the issuance of certificates and train drivers’ IDs, and the conduct of
accreditation and quality audits;

j. Competency - a set of related knowledge, skills, and attitude that are required
to effectively perform tasks in the workplace, and can be developed by
completing relevant subject/s;

k. Coordination Committee - also called the CC in this OO, is the group
responsible for reviewing trainees’ qualifications, eligibility, and submitted
documents, including coordination with their respective employers and
preparation of training profile and batch list;

1. Core Competencies — are competencies required across all functions in the
organization, which focus on Values, Human Skills, Institutional Framework,

and Technical Knowledge;

m. Curriculum - is an outline of the subjects, topics, and sub-topics required to

achieve a particular competency, including its duration, mefhodsrtobemsed; wstimue
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. Daily Training Management Report - also called the DTMR, is a report
accomplished by the instructors and used to monitor the conduct of the
training and trainees’ progress, among others;

. Departmental Competencies - are competencies required across all functions
per organizational department such as operations and maintenance;

. Distractor - a plausible but incorrect answer used as an option in a multiple
choice objective type of test;

. Examination Committee - also called the EC in this OO, is responsible for
drafting and reviewing examination questions, managing the question bank,
and administering the examinations;

Executive Director - also known as the E.D., is in charge of the PRI's day-to-
day operations pursuant to Section 3 of EO 96, series of 2019;

Existing O&M Personnel - persons employed by the existing ROs and
outsourced service providers performing O&M functions for at least six (6)
months before November 30, 2020;

Focused Group Discussion - is a method of data collection wherein a small
meeting is convened for a specific purpose under the direction of a facilitator,
during which the participants can spontaneously talk about a certain topic,
thus, obtaining from them an in-depth information and perception;

. Formative Assessment - refers to the quiz given in each topic which shall be
used to confirm the trainees’ attendance and attentiveness/engagement, and
the results of which are recorded but not graded;

. Fundamental Training Course - also called the FT Course, is a training
conducted by the Institute to provide an industry-level knowledge, skills, and
attitude on railway O&M to new railway personnel, consisting of core,
departmental, and specialized competencies;

. THSS - also called the Institutional Human Skills Section, is a section under the
Research and Development Division that is responsible for developing training
curriculum and materials, and conducting training with respect to Institutional
Framework, Human Skills and Essential Values in the Workplace, and
Technical Skills;

. Images, Videos, and Graphics - also called IVGs in this OO;

. In-session Activities - refer to the activities done during the training session,

the instructions and/or details of which are found in the prwmmwuwws INSTITUTE
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Institute - also called the PRI, is the Philippine Railways Institute established
under EO No. 96, s. 2019;

Instructor - a PRI personnel whose main function is to facilitate the learning of
railway personnel on theoretical and/or practical skills;

Instructor’s Guide - also called an IG or Guide, is a document that serves as a
guide to the Instructors in delivering the assigned topics, including the conduct
of in-session activities, if there are any;

Interview - is a method of data collection wherein guided questions are being
thrown to the interviewee;

Item Analysis - a process undertaken after each written CE to determine
whether the exam items are reliable, valid, and consistent;

Item Placement - refers to the numbering of items;
Key - the answer among the distracters;

Learning Management System - also known as LMS, is an online platform
designed for the administration, documentation, tracking, reporting,
automation, and delivery of the PRI’s training courses;

Learning Objectives - refer to the specific topics or learning activities to achieve
the overall learning outcome;

Learning Outcomes - refer to the learning or particular skills the trainees must
have achieved at the end of the training;

Level of Complexity - refers to the degree of difficulty, such as easy, average,
and difficult;

Management Committee - also called the Man Comm, is composed of the Head
of Agency - PRI, Division Chiefs, and Supervisors from all the ~ Sections of
the Institute;

Materials and Logistics Committee - also called the MatLog, is a combination
of the previous Finalization and Technical Committees, thus, assuming the
responsibility of finalizing, printing, and distributing training materials, and
ensuring the availability of training materials and related resources, training
room, facilities, and equipment;

. Monitoring and Evaluation Committee - also called the MEC in this OO, is

responsible for the actual training operations, including the monitoring of
trainees’ attendance and submission of requirements, among others;

Objectives - brief statements that outline trainees’ learning by the end of an
activity;

=
Observation - is a method of data collection where the '].'"ergo
performance and working environment, including the avai
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materials, and communication tools, are observed;

O&M - operations and maintenance of railway system facilities, particularly,
rolling stock, ftracks and guideways, power supply, signaling,
communications, automated fare collection, civil works, stations, and depot
equipment;

Outline - a brief summary of the whole presentation highlighting the essential
topics to be discussed;

Posttest - a test given to the trainees at the end of each competency to measure
their learning and determine the effectivity of the lectures and practical
activities;

Post-Training Report - is the report submitted to the ED, which contains
information on the overall conduct of the RT Course, including documents on
the results of the pre/post tests, CE, evaluation, and re-entry plans, among
others;

Practical Comprehensive Examination - also called practical CE in this OO, is
an assessment tool administered by the Examination Committee at the
conclusion of the RT Course to gauge the trainees’ knowledge and proficiency
in the competencies discussed, which includes oral assessment, hands-on, or
simulation activities;

Pretest - a preliminary test administered at the start of each competency to
determine the trainees’ baseline knowledge;

Question Bank - also called QB, is an online repository or library of test
questions which is exhaustive and covers the entire content of the
specializations;

Railway Operator - also called RO in this OO is a legal entity such as an
organization/company/agency operating the railway system in the
Philippines;

Reliability - refers to the assessment tools’ internal consistency wherein a
correct answer in one item results in another correct answer in the succeeding
similar items;

Refresher Training Course - also called the RT Course, is a training conducted
by the Institute to enhance the knowledge, skills, and attitude on railway O&M
of existing O&M personnel;

Research and Development Division - also called the RDD, has the main

function of identifying, formulating, recommending, and adygcating strategies |ysTiTuTe
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on the development of HRD policies, plans, and strategies for the railway
sector;

aaa. Secondary Data - is a source of information, which can either be a report,
personnel’s performance, manual, and such other relevant source;

bbb. Specialized Competency - a type of competency that is required per functional
group, sub-system, or discipline within the railway organization, and for this
purpose, the Institute offers nine (9): 1) Tracks & Guideways; 2) Buildings &
Facilities; 3) Power Supply & Distribution; 4) Signaling & Communications; 5)
Rolling Stock; 6) Passenger Management; 7) Fare & Ticketing Management; 8)
Commercial Train Driving; and 9) Non-Commercial Train Driving;

ccc. Subsystem - a specialized discipline or field within the railway O&M;

ddd. Supervisory/Management Training Course - also called the SMT Course, is a
training conducted by the Institute to improve the capabilities of railway
personnel with supervisory and management functions;

eee. Survey - is a method of data collection wherein the respondent is asked with
guided questions or a series of guided questions, which can either be oral or
written;

fff. Systems Training Course - also called the ST Course, is a training conducted
by the ROs that is focused on specific skills and competencies for a particular
railway system;

ggg. Table of Specifications - a plan prepared by the EC as a basis for the exam/ test
question construction. It contains the topics to be covered and the number of
items associated with each topic and levels of complexity;

hhh. Training Division - also called the TD, is responsible for the formulation and
development of training materials and curricula, as well as the conduct and
update of training programs. It consists of four (4) sections: (1) Safety and
Security; (2) Railway Operations: (3) Civil, Architecture, and Tracks; and (4)
Rolling Stock and Electrical Facilities;

iii. Training Material - a tool used in teaching and learning situations to help
achieve the desired learning outcomes (e.g., textbooks, handouts, PPT
presentations);

jji. Training Needs - the gap between the required performance or capability of
the railway personnel and their actual performance or capability;

kkk. Training Needs Assessment - also called the TNA, i method of

igaseqmmm INSTITUTE

determining if a training need exists and, if it does, what trai
fulfill the gappast

SEROLI’JAMES B. CRUZ
- l:l':_:I-:: | §

T



1L

Training Planning - the process wherein the Instructor prepares for the
assigned topic by setting the objectives and outlining the teaching methods,
including the activities and list of necessary resources;

mmm.Training Preparation Committee - also called the TPC, is the committee
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responsible for spearheading the designing, development, production, and
distribution of all approved training materials, and is subdivided into the
Coordination Committee and Materials and Logistics Committee;

Training Program Implementation Committee - also called the TPIC, is the
committee responsible for all relevant activities pertaining to the
implementation of the training course, and is subdivided into the Examination
Committee and Monitoring and Evaluation Committee;

Video Lecture Material - RT Course lectures which are transposed to a video
format for use in the LMS;

Weight - the percentage or mark in the exam/ test which is given to a topic and
is usually based on the time devoted to teaching the same.

Workshop - a method of data collection where there exists an exchange of
information among the participants during their interaction;

Written Comprehensive Examination ~ also called written CE in this OO, is a
written assessment tool administered at the conclusion of the RT Course to
gauge the trainees’ knowledge and proficiency in the competencies discussed;
and

Zoom - an online video conference platform used as a means to facilitate the
live question and answer (Q&A) sessions, discussions, visual observation, and
other such activities of live communication between the PR], its trainees, and
other stakeholders.

ARTICLE III
PLANNING AND DESIGN

This Article shall focus on the plan and design of the RT Course, particularly the conduct
of the TNA, development of the training curriculum, development of training materials
and contents, and their continuous improvement.

A. Conduct of Training Needs Assessment

The TD, pursuant to Article ITI, Section 8 (a) of the DOTr DO No. 2020-005, shall perform

the TNA every two (2) years among the railway sector’s workfs
between the personnel’s current competency and the expected qr rem
for a certain position, which can be addressed through the co
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development activities. The TNA shall be conducted as follows:

1.

Problems and Needs Identification

Before conducting the TNA, the problem or need must first be identified. This can
be done by determining the sector’s current policies, goals or strategic plans, and
roles and responsibilities. Thereafter, a gap analysis must be performed by
assessing whether the personnel’s capabilities, knowledge, and skills are sufficient
to fulfill these policies, goals or strategic plans, and roles and responsibilities. Once
a gap is determined, the TNA’s objectives can now be set.

TNA's Design
Design the TNA by taking into consideration the following factors:

target level of competencies/ skills;

target personnel or group to be trained;

c. data collection methods (e.g., surveys, interviews, observations, focused
group discussions, workshops, comment from existing curriculum, and
other secondary data);

target resource persons;

schedule;

resources needed; and

personnel in charge of the conduct of the TNA.

o e
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The TNA design shall be submitted by the TD Chief to the ED for approval.

Collection of Data

Once the TNA design is approved by the ED, the TD can now proceed with the
conduct of the TNA. The duration of the TNA’s conduct and the design methods
of collecting the required data must be that which were identified in the approved
TNA design. After receiving data, it shall be consolidated and conclusions shall be
drawn. Recommendations on the type of training needed and training contents
shall then be reflected in a project plan schedule to be submitted to the ED for the
latter’s approval.

Data will be stored in electronic format, labeled according to the date when the
TNA was conducted. Data storage shall be the responsibility of the RDD Chief,
and may be delegated to other RDD personnel.

TNA Evaluation

The TD shall then submit a written report to the ED that shall include, but is not
limited to, the following;:

process of the TNA's conduct;

data/information collected, including major findin
conclusions; and
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The said TNA Evaluation shall be cascaded to the ROs, third-party service
providers (TPSPs), PRI instructors, and other concerned entities for comments,
inputs, and feedback.

B. Training Curriculum Development

In the development of the training design and curriculum, a Training Curriculum
Development Committee is hereby created composed of the: (1) TD Chief as the Head;
and (2) RDD Chief, (3) CAD Chief, and heads of the [HSS, CATS, ROS, RSEFS, SSS, and
selected instructors as members, The instructors shall be selected by the Committee Head,
while the ED may include other members/s as deemed necessary.

The said Committee shall develop, review, and revise (if necessary) the training
curriculum based on the TNA results. The following shall be considered in the training
curriculum:

competency needed;

subjects, topics, and sub-topics required to acquire the competency;
presence of at least one (1) learning outcome per topic;

Learning task and learning materials;

Number of hours per topic;

the training assessment method and criteria;

number of hours per topic; and

references.
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The said training curriculum shall be cascaded to the ROs, TPSPs, PRI instructors, and
other concerned entities for comments, inputs, and feedback. After incorporating all
comments, inputs, and feedback, the revised training curriculum shall be submitted by
the TD Chief to the ED for the latter’s review and approval.

C. Training Materials Development

Once the training design is approved, the instructors and other concerned personnel can
now start developing the respective training materials. These materials can be any or all
mediums, such as textbooks, PPT presentations, manuals, instructor’s guides, video
lecture materials, and handouts, among others, following the standard templates
thereof.

1. Development of PPT Presentations

General Rules

Each presentation must be created in compliance with the following minimum
requirements:

a. each of the topics for the RT Course shall have its corresponding

presentation; 1) PHILIPPINE RAILWAYS INSTITUTE

b. the presentation must be clear, visible, brief, and cmmsm PY
c. pre-determined learning outcomes must be achieved with é%ﬁwﬁ
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presentation;

d. objectives must be met with the aid of the presentation;

e. the presentation must be easily and fully understandable and readable;

f. the focus must be on the content rather than on the aesthetics and
animations;

g. the presentation shall not exceed the time allotted per topic, and in all
cases, the number of slides shall be proportionate to the topic’s duration;
and

h. the use of gender-inclusive language should be observed in all aspects
of the presentation.

Content

All PRI personnel tasked to create the presentations are given the freedom to use
relevant references such as, but not limited to, books, journals, newspapers, online
sources, and research. However, the following requirements on the presentation’s
content must be followed:

a. the first slide contains the presentation’s title, which must be
comprehensive enough to cover everything that needs to be discussed;

b. the second slide must set the session objectives, taking into
consideration the learning outcomes as pre-determined in the approved
RT Course curriculum;

c. there shall be an overview of the presentation by introducing an outline
on the next slide;

d. only the subtopics in the approved RT Course curriculum shall be
included in the presentation;

e. limit each slide to only one (1) idea;

f. important discussion points must be indicated in the presentation’s
Notes section as it shall be the main content of the Simplified Instructor’s
Guide;

g. formative assessments, survey questions, and in-session activities may
be included provided that the instructions and duration for the same are
brief and clear;

h. proper usage of words, grammar, and sentence construction shall be
observed;

i. include one (1) slide for the topic’s Key Learning Points, which must be
consistent with the learning objectives/outcomes; and

j. each slide must indicate the content source/s, if any, while all references
(for content and IVGs) must be indicated in the last slide of the
presentation following the APA style.,
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Aesthetics

All PRI personnel tasked to create the presentations shall also take into
consideration the aesthetics so that the presentations are clear, visible, and are able
to catch and sustain the trainees’ attention. The requirements on aesthetics are as

follows:

a. Text

1. There shall be a heading on each slide.

The font size is 12 and the font style is Arial in bold.

The text must be stationary, and moving texts and other
unnecessary visual effects must be avoided.

Texts must be in sentence case. The use of unnecessary
capitalization must be avoided;

Avoid including too much information. Observe the one (1) slide,
one (1) idea rule.

Use a simple and uniform background for the slides to avoid
distractions. Complicated backgrounds that compete with the

slide’s contents must not be used.

7. The font and background must have contrasting colors.

b. Others

1. Consistency in the slides must be observed. As such, the
approved slide design, font, background, color, and animation

shall be used on all PPT presentations.

2. Spelling of words and grammar must be correct.
3. Each slide must have a size of 25.4 cm x 14.288 cm.

A sample of the presentation’s contents, including the required aesthetics, is herein

attached as Annex A.

Review and Approval

All presentations shall undergo the process of review and

approval, to wit:

a. Once the PRI personnel is done drafting the assigned presentation,
he/she shall submit a copy to the immediate supervisor for review and
additional inputs prior submission to technical consultant/s, if there

are any, for additional inputs, suggestions, and/or

recommendations.

The technical consultant/s, if there is any, shall, in turn, provide

comments.

b. Necessary revisions, if any, shall be made, and the cutput shall be

submitted to the concerned supervisor and/or tecl

¢. The concerned supervisor and/ or technical consulta
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any, shall then review the submitted copy based on the timeline set by
the TD Chief. After the review, the concerned PRI personnel shall make
the necessary change/s.

d. If there are no changes or all comments were already fulfilled, the
concerned supervisor shall submit the material to the TD Chief who
shall review the same and, thereafter, transmit the presentation to the
Man Comm for review including copyright and proofread.

e. After the Man Comm’'s review and revisions were made by the
concerned PRI personnel, if there are any.

f. Once approved, the TD Chief shall forward the presentation to the ED
for review and approval.

g. Once approved, the TD shall transmit the presentation to the MatLog,
which shall receive all finalized presentations for printing.

Attached herein as Annex B is a summary of the review and approval process.
The parties, presentation creation, up to the final product shall be given a period
of three (3) months. However, each process shall be given a period of not less
than seven (7) working days to complete.

Revisions

In cases where revisions are necessary, the procedure outlined in the Review and
Approval process above shall be followed.

. Development of the Instructor’s Guide

General Rules

Each Instructor's Guide (IG) must be created in adherence to the following
minimum requirements:

a. each of the topics shall have its corresponding IG;

b. the said guide shall be derived from the approved PPT presentation
materials prepared in accordance with this OO;

c. learning objectives must be achieved with the aid of the IG;

d. the notes for the Instructor must be in bullets points and shall be clear,
brief, concise, organized, and related to the slides found in the
presentation; and

e. in the IG’s creation, the use of gender-inclusive language shall be
observed.mna
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Drafting Procedure

a. IG Template

All PRI personnel tasked to create IGs are given the freedom to use
relevant references such as, but not limited to, books, journals,
newspapers, online sources, and research. However, the following
requirements must be strictly followed:

i. Export the presentation to Handouts by clicking the “Export”
button, and selecting “Create Handouts” and “Notes next to
slides” option as illustrated in Annex B hereof.

ii. Once number 1 is converted to word format, All (Ctrl+A), then
add borders (All) must be selected.

iii. Rows must be inserted above and headings of each column must
be made as follows:

The font size is 12 and the font style is Arial in bold. A gray
background with darker 35% shading shall be used;

iv. The content of the columns shall observe the following:

For slide numbers

e Typeface: Arial;

e Font size: 12; and

e Font emphasis: bold.

For Instructor’s notes

e Typeface: Arial;

e Fontsize: 12; and

e Font emphasis: regular, fo wit:

;! (slide image) This slide presents the.

v. All pages shall have the same header.

vi. The IGs shall be printed and kept by the TD’s document
controller.

b. Citations and References gl PHILIPPINE RAILWAYS INSTITUTE

As a general rule, the APA format shall be used in ci




However, the Mendeley Software or any available and similar software
may be used to facilitate the process.

i. IVGs and Charts: Citations must be placed at the bottom left of
the IVGs and charts and shall observe the following:

e Typeface: Arial;

e Font size: 8;

e Font emphasis: italic; and
e Font color: black, to wit

<IVG>
or
<Chart>

Dela Cruz, 2015

ii. In-text citations: Citations in texts must be placed at the bottom
left in the column “Notes for Instructor” and shall observe the
rules applicable to the IVGs and Charts, to wit:

This slide
presents the...

Dela Cruz, 2015

iii. Notes for Instructors

e All slides shall have a brief explanation of the contents.

e Theslides to be reflected in the IG must be compliant with the
provisions stipulated in this OO.

e Slides with graphs, photos, and charts must have clear and
concise explanations.

e The notes shall be in a bulleted list.

e The notes per slide shall contain the key points for discussion
that are necessary to facilitate the topic’s easy understanding.

e Indicate the duration of activities to be conducted, if there are
any.

. Nc:];r unnecessary/ irrelevant details shall be included in the IG.

e Proper usage of words, grammar, and sentence construction
shall be observed.

c. Pagination 1l PHILIPPINE RAILWAYS INSTITUTE
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shall observe the following:

e Typeface: Arial; and
e Font size: 10.

Review, Approval, and Reproduction

All IGs shall undergo the process of review and approval, fo wit:

a. Once the concerned PRI personnel is done drafting the assigned IG, a
copy shall be submitted to his/her concerned supervisor and/or
technical consultant/s, if there is/are any, for content review,
identification of which to include or exclude, and additional inputs,
suggestions, and/or recommendations. The technical consultant/s, if
any, and concerned supervisor are required to provide their comments.

b. Necessary revision/s, if any, shall be made by the concerned PRI
personnel.

c. The revised IG shall then be submitted by the concerned PRI personnel
to the TD Chief and/or technical consultant, if there is any. An agreed
final version shall be produced in one (1) day. Once approved by both,
the agreed version of the said guide shall be submitted to the MatLog
for the reproduction.

The entire process of review, approval, and reproduction shall be given a period of
two (2) months and every process thereof shall be given a period of not less than
three (3) days to accomplish each task as determined by the TD Chief.

Attached as Annex C is a sample IG template.
Revisions

In cases where revisions to the IG or any of its contents are necessary, the
procedure outlined in the proceeding section on Review, Approval, and
Reproduction shall be followed.

. Handout Creation

General Rules

All PRI personnel tasked to create handouts are given the freedom to use relevant
references such as, but not limited to, books, journals, newspapers, online sources,
and research. However, each handout must be created in accordance with the
following minimum requirements:

a. The handout must be clear and comprehensive but concise.
b. Pre-determined learning outcomes must be achieved with the aid of the

handout. g PHILIPPINE RAILWAYS INSTITUTE
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discussion and review for the CEs.

e. The handout’s contents must be compliant with this OO.

f. Printed handouts must exclude the slides on in-session activities and
formative assessment. However, extra blank pages must be included
after all the presentations for the trainees to take down notes.

g. Handouts must follow the 4 Slides Horizontal printing option with
landscape orientation of an A4 / Folio size paper following the
layout in Annex D hereof.

Attached as Annex E is a sample handout.

Review and Approval

All handouts, before they are produced and distributed to the trainees, shall
undergo the process of review and approval, o wit:

a. After the MatLog's final review of the finalized presentation, the said
presentation shall be transmitted back to the concerned PRI personnel
for handout creation.

b. Within a day from receipt of the finalized presentation by the concerned
PRI personnel, the handout shall, thereafter, be transmitted to the TD
Chief for approval.

c. Once approved, the handout shall be submitted to the MatLog for
consolidation and reproduction and/or printing for training use.

. Creation of Video Lecture Materials

The following guidelines shall be strictly complied with by the Instructors in the
creation of video lectures:

General Rules

Each topic must be ready and suitable for online learning. As such, the following
components must be considered:

a. Formative Assessment: Instructors shall ask the trainees to answer the
formative quizzes by typing in their answers in the chat box feature of
the Zoom application. Answers to the said assessment must be
incorporated in the discussion or explained to the trainees for better
understanding. Moreover, it must be ensured that the slides with
formative quizzes are updated such that sun-vote software features
(e.g., graphs, timer, among others) have been deleted.

b. PPT Presentation: The Instructor’s PPT presentation must be compliant
with the following:

e only approved PPT presentation must b
discussion; and
e include Frequently Asked Questions (FA(
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previous trainees during the regular RT Course.

c. Video Materials: All video materials must be kept and made available
in a shared drive. The MatLog shall manage the storage of said
materials.

Video Capturing

a. Download and install the Open Broadcaster Software (OBS). Thereafter,
follow the step-by-step proceduré in creating and recording a video. The
Guide on the Installation and Use of the OBS is herein attached as Annex
F.

b. Secure an enclosed and private room to do the video recording. Use
earphones for better audio quality but, as much as possible, make them
invisible as it may distract the trainees. Moreover, turn off the OBS’
microphone to eliminate background noise. Once ready, use a
modulated voice and make sure that the explanations and discussions
are clear and concise.

c. While recording, ensure that the camera is at an eye-level position and
sit upright to capture yourself in a medium close up shot. Choose a
background with neutral and plain color, neat, and clutter-free. The
Instructor must also consider the following:

e Follow the script provided in recording the video lectures.
This includes a statement to transition from recorded to live
session for the Q&A.

e Minimize ambient sounds, alert pings, notification bells, and
other background noises.

e Avoid any unnecessary movement or gestures that may
distract the trainees’ attention.

e Avoid being or looking too stiff in front of the camera. Relax
and try to carry out the lecture as if you are delivering it face-
to-face. Be yourself and incorporate dialogues as if you are in
front of the trainees. Smile and try to sustain the energy
throughout the discussion.

e Be in business attire in recording the video lecture, as well as
in doing the live Q&A.

Record the video in a well-lit and quiet area.
The duration of the recorded video must be compliant to the
allotted time.

d. Prior to submission, review if the captured video lecture is clear, the
instructor is clearly seen, the audio is clear, and there are no background
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Review and Approval

All video lecture materials produced for the RT Course shall undergo a review and
approval process.

a. Once the concerned PRI personnel is done recording the video, a copy
must be submitted to his/her concerned supervisor for review.
Thereafter, the concerned supervisor shall provide comments.

b. Necessary revisions, if any, shall be made by the concerned PRI
personnel.

c. Once approved, the concerned supervisor shall submit the recorded
video lectures to the TD Chief for approval. The TD Chief to review
and/or approve the video lectures.

The entire process of review and approval shall be for a period of one (1) month
and every process shall be given a period of not less than seven (7) days as
determined by the TD Chief.

. Development of Written Tests and CE

Test/Exam Questions

During the training planning and the preparation of the training materials, all PRI
personnel tasked to create the presentations shall draft 10 questions per topic
consisting of three (3) easy, five (5) average, and two (2) difficult questions, all of
which must be both in English and Filipino. These questions must be lifted from
the training materials (e.g., PPT presentations, handouts) depending on the topic
under consideration.

The following shall be considered in the formulation of questions:

a. The questions must be based on the learning outcome/s of a particular
competency and are relevant to the competency taught.

b. The questions must suit the type of test/exam to be administered which,
in this OO, shall be multiple choice, an objective type of test/exam.

c. The questions must be clear and unambiguous, following correct
grammar, punctuation, and spelling.

d. Questions are equally distributed according to the level of complexity,
following Bloom’s Taxonomy.

e. Words such as not, except, true, false, and best are highlighted.

f. In constructing the choices, the following must be ot rservml'
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e alphabetical arrangement unless another order is logical (e.g.,
numbers in order, chronology, length);

e random position of the key in each item;
presence of three (3) to four (4) choices; and

e brevity.

g. The excessive use of “all of the above” and “none of the above” must be
avoided.

h. Plausible distractors are available.
i. Items are separated by spaces.
j. The questions require one (1) definite answer.

After the questions are formulated, the same shall be reviewed by the concerned
supervisor and technical consultant/s, if there is/any. Revisions, if any, shall be
directed to the concerned PRI personnel who shall address the same. Once done,
the revised questions shall be submitted to the TD Chief and technical
consultant/s, if there is/are any, for final review and revision/s.
Comments/ revisions, if any, shall be directed to the concerned PRI personnel who
shall then address the same. Once the comments have been properly addressed,
the concerned supervisor shall transmit the approved questions to the EC for
storage in the QB.

To uphold the integrity of the exams and ensure that the questions are consistent
with the emerging rules and technology, the concerned PRI personnel shall be
required by the EC to update or revise the questions in accordance with this OO.

The entire process of review, approval, and reproduction shall be for a period of
one (1) month and every process shall be given a period of not less than five (5)
days as determined by the CE Head.

QB Management

The questions shall be stored in a QB, which shall be created and managed by the
EC. The same shall only be accessible and viewed online by the latter and the PRI
personnel who drafted the question. Revisions of questions shall also be limited to
both. The technical counterpart/s, if there is/are any, shall be given a period of 15
calendar days within which to comment on the questions.

Creation of Test/Exam Sets

To ensure the that the trainees retain knowledge during and after the training
course, there shall be pretests, posttests, and written CE for each of the fal]owin?ﬁ':#
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Assessment Tool Competency

Pretest/Posttest All competencies of RT Course

Written CE All specializations of the RT Course

In constructing the assessment tools, the EC shall select questions from the QB
taking into consideration the following rules:

a. There shall be 15 multiple-choice questions for the tests and 60 items for
the written CE.
b. The same set shall be used for both the pretest and posttest.

On the other hand, the following rules shall be taken into consideration by the EC
in selecting questions from the QB and formulating the exam sets:

a. A Table of Specifications (TOS) shall be prepared and used as the basis
for the construction of each exam set. In the TOS construction, the
following shall be considered:

® topics covered in the classroom discussion/s, including the
learning outcomes set;
time allotted for each topic;

e total number of items;

e number of items for each learning outcome/ topic, following
the formula below:

minutes allotted for each topic
Total no.of minutes

Total number (no.) of items X

e should the outcome of a topic be in decimal, the same shall be
rounded off to the nearest whole number;

e necessary adjustments shall be done in the subsequent topics
listed;

e the levels of complexity following Bloom’s Taxonomy and
their corresponding weight in the exam shall be implemented
as shown in the example below:

EASY AVERAGE DIFFICULT
Knowledge Application Synthesis
Comprehension Analysis Evaluation
30% 50% -26%
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the formula below:

Allotted no. of items for each topic x Weight of level of dif ficulty

The outcome shall be rounded off to a whole number, making
the necessary adjustments; and

e item placements for each topic and level of complexity.

Attached herein as Annex G is a template for the TOS.

b. In creating the exam sets, the following general rules must be complied
with:

e clear and concise instructions on how the exam is to be
answered, including the time allotted in answering the same,
shall be written on the uppermost portion of the exam sheet;

e questions shall not be repeated;

e each question shall not give or serve as a hint to the other
questions’ answers; and

e the exam sheet shall have an orderly layout.

The above-mentioned rules shall also be applicable in the creation of the
test sets.

Frequency of Test/Exam Revision

Assessment tools shall be revised twice a year or whenever necessary (e.g.,
curriculum is revised) as determined by the EC. In revising the exam/test
questions and corresponding exam/ test sets, the following shall be considered:

a. the questions shall be updated to reflect industry trends and updates in
technology and rules;

b. the sets may consist of the same questions which may be re-shuffled
regularly at the EC’s discretion, however, the use of the same questions
in both the tests and exams must be limited;

¢c. similar questions may be used by presenting the same concept using a
different example or situation;

d. new questions shall be lifted regularly from the QB; and

e. questions that are problematic or incorrect as determined by the EC
and/ or Instructors shall be revised.

Formulation of the Answer Key
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finalized to facilitate ease of checking. The AK's layout, as reflected in Annex H
hereof, shall be at the EC’s discretion.

There shall only be one (1) printed copy of the AK for each set of the tests and
exams, which shall be kept by the EC with utmost confidentiality to avoid answer
leakage.

Review and Approval of Tests/Exams

Once the test/exam sets are created, the EC Head shall conduct a review following
the rules set hereof. For the written CE, the corresponding TOS shall be attached to
the set to which it pertains.

In case there is a need to revise the test/exam sets, as determined by the EC Head,
the comments and/or suggestions must be communicated to the concerned EC
member for appropriate action. Should there be no revisions or comments have
already been addressed, the test/exam sets shall be printed and placed in a sealed
envelope by the EC.

. Development of Practical CE

The nature, objectives, assessment methods, and criteria of the practical CE, and
any future revisions thereof, must be aligned with the approved RT Course
curriculum, The Training Curriculum Development Committee shall supervise the

creation of the practical CEs as stipulated in this OO.

General Principles

The following general principles shall be considered in the formulation of the
practical CE:

a. The nature of the practical CE, including the necessary equipment, tools,
and materials, shall be determined by the concerned PRI Instructor to
whom the subject/topic was assigned.

b. The practical CE's objectives must be in line with the learning objectives
of the respective subjects/topics vis-a-vis the approved RT Course
curriculum.

c. It must be aligned with topics discussed and covered by the theoretical
lectures and practical activities. Trainees shall not be assessed based on

criteria that were never discussed or covered during the training.

d. The assessment criteria shall be set in a manner that is easily quantifiable

and measurable through practical actions, questio ﬁﬁ%iﬂwﬂﬁsﬁm‘?ﬂ%‘s ——
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e. All practical CEs shall implement measures to ensure the safety and
mental readiness of the Instructor and its trainees.

f. In the case of any evidence of physical impairment, the Instructor-in-
charge shall create a suitable practical CE for the trainee. The TD Chief
shall ensure and validate that the subject/ topic's objectives are satisfied
in the specialized practical CE appropriate for trainees with physical
impairment.

Creation of Practical CE

The concerned Instructor shall create, within 15 calendar days after deliberations
with his/her section, the practical CE that is deemed an appropriate competency
assessment tool of the subject/topic. The draft proposal, herein attached as Annex
I, shall have the following information included in its body:

a. type of training covered by the proposed practical CE;

b. description of the practical CE;

c. subject/topic covered;

d. time allotment;

e. location;

f. number of instructors/facilitators needed to execute the practical CE;

g. objective/s of the practical CE;

h. mechanics required to perform the practical CE, which shall be
developed by the concerned Instructor and Section Supervisor;

i. assessment/activity guide for the practical CE;

j. materials/equipment to be used for the practical CE;
k. expected outputs/indicators;

1. budgetary requirements, if applicable; and

m. assessment method/tools needed (such as oral assessment and hands-
on assessment, among others).

Drafting of Practical Safety Planning
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include the following information:

a.

b.

assignment of Safety Officers (SOs) for the practical CE;
HIRAC (Hazard ID, Assessment, and Control);

toolbox meetings;

Safety Orientation; and

Kiken Yochi Training, which is a type of training that aims to motivate
participants to recognize and predict hazards.

The said plan shall be used as information for other relevant planning activities and
subject to the practical CE’s approval process.

Assigned SOs for the practical CE shall primarily be members of the TD-SSS.
Should availability of the TD-SSS members be limited, certified SO/s from other
sections/ divisions may be assigned as SO/s during the conduct of the practical CE.

Review and Approval Process

The draft practical CE shall, thereafter, undergo the following review and approval
process:

a.

Upon submission of the proposal, the concerned Section Supervisor
shall provide comments and suggestions that are grounds for revisions,
if there are any. Upon receipt of the comments, the concerned Instructor
shall address the comments and revise the proposal. The TD Chief shall
also oversee the revisions made in the practical CE.

A technical consultant, if there is any, shall review the draft proposal
within the agreed review timeline from submission of the revised
document. After the review, the said consultant shall provide his/her
comments to the Instructor concerned, which the latter shall address
from receipt thereof.

The Training Curriculum Development Committee and EC shall review
the draft proposal. The review shall consist of a demonstration or dry-
run to show how the practical CE is to be administered by the
Instructor/ Assessor. The demonstration/dry-run shall be a final
technical test run done to ensure the appropriateness of the practical
CE’s mechanics (e.g., time allotment).

Once the technical test run is successful, the same shall be submitted to

the ED for the latter’s review and approval. i PHILIPPINE RAILWAYS INSTITUTE
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Supervisor concerned who shall make the necessary revisions. Once the
proposal is approved by the ED, the same shall be implemented as an
assessment tool.

The entire review and approval process shall be for a period of one (1) month
wherein every step shall be given a period of not less than five (5) days as
determined by the TD Chief.

Preservation

All proposals and records relevant to the practical CE shall be filed and secured by
the EC. Approved practical CE shall also be safeguarded and implemented, as
necessary, by the said committed taking into consideration its integrity and

reliability.

Frequency of Practical CE Revision

The practical CEs shall also be reviewed and revised whenever necessary (e.g.,
cyrriculum is revised). In deciding whether revising the practical CE is necessary,
the following shall be considered:

a. maintaining the integrity of the practical CE by avoiding any leakage
about its nature;

b. ensuring that the practical CE is in line with the approved curriculum;

c. ensuring the practical CE’s quality in terms of its intended outcome/s;

d. ensuring the practical CE’s applicability in all railway lines;

e. identified safety issues that the practical CE may pose; and

f. general feedback from the trainees and/ or technical consultants.
To revise practical CEs following the above-mentioned considerations, the
concerned Instructor shall draft a proposal following the guidelines herein

provided and, thereafter, follow the approval process.

Continuous Improvement

Prior to the implementation of the developed training curriculum, the Institute
shall conduct a dry-run to assess whether the assessment tools are aligned with the
learning objectives. Participants to the said dry-run may consist of PRI personnel,
its technical consultants (if there are any), and relevant stakeholders, as may be
deemed necessary by the ED. Results of the said dry-run shall be used to further
improve the said tools.
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Committee every five (5) years or earlier as deemed necessary. In cases where there
are developments in the railway industry, advances in technology, or change in
laws, rules, and regulations, the review may be initiated through the submission of
a Memorandum to the ED by the TD Chief.

ARTICLEIV
QUALIFICATION AND SELECTION OF TRAINEES

Only qualified existing railway O&M personnel shall undergo the RT Course. The
following are the trainees’ qualifications and selection process:

A. Qualifications and Selection of Trainees

The ROs shall identify their existing O&M personnel, including employees of
outsourced providers, who are qualified to undergo the RT Course pursuant to the
following qualifications:

1. The personnel must be holding an entry-level to managerial level position and have
already been performing functions directly related to railway O&M for at least six
(6) months. If the personnel have less than six (6) months of railway O&M
experience from November 2020, he/she shall not be eligible to take the RT Course.
In lieu thereof, the said personnel shall undergo the FT Course.

2. The training path (Annex K) for each personnel must be related to his/her current
functions as determined by the RO (e.g., for personnel conducting ticket selling
activities, s/he must undergo the specialized competency of Certificate in Fare and
Ticketing Management).

In the trainee selection, the ROs shall prioritize their train drivers first, then maintenance
personnel, and other operations personnel.

B. Invitation and Selection Process

The process of inviting and selecting the trainees is as follows:

Process/f&chcn Requitements Res?cfnf;:ble Timeline
Required Division
1. Sending out Letter of invitation with D Two (2) weeks
invitations to the | the following before the start
ROs and TPSPs. | information: of each quarter

a. Schedule of Training
b. Training Modality

c. Offered competency —
for the RT Course 1] THILIPPINE RAILWAYS INSTI
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Process/fichun e e Res?c:nfuble Timeline
Required Division
d. Number of trained
versus number of
remaining personnel
required to undergo
the RT Course per
RO and TPSP;

e. Training Application
Form or TAF (Annex
L), including the link
of the online form;
and

f. List of Endorsed
Applicants Form
(Annex M).

2. Follow-up list of | Follow-up letter or D Two (2) weeks
participants from | email to RO and TPSPs before the
the ROs and scheduled
TPSPs training

3. Review of a. List of Endorsed D Three (3)
submitted Applicants; working days
documents b. Accomplished TAFs from ROs /

with 1x1 ID photos; TPSPs’

and submission
c. Notarized

Undertaking Forms

attached as Annex N

(for returning OFWs

only).

4. Sending written | Written Notice D Two (2) working
notice to the days after the
ROs, TPSPs, or final review
other qualified

individuals (e.g.,
OFWs)
informing them
of their
applications’
acceptance or
rejection due to
lacking
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Pr Acti ibl
ncessj. on Requirements Res??n?i ¢ Timeline
Required Division

documents or

ineligibility.

5. Final review of | Lacking documents D Two (2) working
submitted submitted by the ROs, days before the
lacking TPSPs, or other trainees’
documents. qualified individuals registration in

the database
ARTICLEV

MANAGEMENT OF TRAINING

The RT Course shall be conducted in-person or online, and the trainees shall undergo either
of the said training modalities depending on the recommendation of their respective RO or
TPSP management, whichever is applicable.

A. In-person Training

1. Conduct of Training

The in-person RT Course shall be a five (5)-day seminar in a classroom setting
that aims to enhance the competencies of existing O&M personnel by equipping
them with the necessary knowledge, skills, attitude, methods, and processes
required to further improve their performance on the job. The said personnel are
required to complete the competency corresponding to their existing functions
in their respective ROs or TPSPs (see Annex K).

2. Training Schedule

The schedule of training shall be as follows:

Day
Specialized 3 4
ete
Competency . . ’
AM | PM | AM PM
Commercial . — -
Train Driving | Core | Core | Core | DO DO P “m p{nSpecialized: e
(EID) C“FMA‘.TE P
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e Specialized

I;ckeﬂng Core: | Core: | Core | ‘DO DO (Station Specialized
anagement B o (FTM)

(FTM) P

Passenger Specialized L

Management | Core | Core | Core | DO | DO (Station Specialized

(EM) Operations) (FM)

Railway

Maintenance | Core | Core | Core | RM RM M RM

(RM)

3. Attendance Monitoring

The trainees must be punctual throughout the RT Course and complete all the
lectures. Failure to complete the in-person training or arriving late shall be
tantamount to an absence which shall bar the trainee from taking the CE. Thus, the
following rules shall be strictly followed:

a. The trainees shall sign the Attendance Sheet (Annex O) at the start of
the morning lectures. Trainees who fail to sign prior start of the sessions
shall be considered absent.

b. During training, the Al shall monitor the trainees’ attendance in the
training room from time to time.

c. Trainees shall also sign the attendance sheet after the last lecture in the
afternoon of each training day.

d. Whenever necessary in cases of force majeure (e.g., earthquake, typhoon),
the TD Chief may immediately stop the conduct of the training and
provide a report to the ED.

In all instances, the Assistant Instructor (Al) shall ensure that the trainees sign the
Attendance Sheet at the start and end of both the morning and afternoon sessions.

4, Sanctions for Lateness and Absences
The trainees’ attendance shall be closely monitored through the strict observance

of the preceding provisions on attendance monitoring. The following sanctions
shall be imposed should a trainee incur absence/s:

a. Arrived late or | 1. Considered absent in that lecture;

arrived in the | 2. Not allowed to take the CE;
training room [3. Shall only be allowed to take the CE upon compliance
beyond the 10- with the following: flJ PHILIPPINE RAILWAYS INSTITUTE
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minute grace
period

a. Take the topic/s he/she failed to complete due to
tardiness in the next batch as determined by the
Institute;

b. Pay the prorated fee for the topic/s he/she needs to
complete, which shall depend on the administrative
costs to be incurred by the Institute; and

c. Take the exam in another schedule as determined by
the Institute.

b. Attended a few
lectures or did
not attend at all

1. Not allowed to take the CE;
2. Shall only be allowed to take the CE upon compliance
with the following:

a. Take the topic/s he/she failed to complete due to
his/her absence in the next batch as determined by
the Institute;

b. Pay the prorated fee for the topic/s he/she needs to
complete, which shall depend on the administrative
costs to be incurred by the Institute; and

c. Take the exam in another schedule as determined by
the Institute.

5. Formative Assessments

Throughout the in-person training, the trainees are required to take the formative
assessment/s given in each lecture using the determined instruments by the
Institute. The same shall not be graded but recorded to gauge the trainees’
understanding of the topics and to check their participation and engagement in

the discussions.

Administration of Pre and Posttests

Pre and posttests shall be administered to the trainees to check their baseline
knowledge and, thereafter, their understanding depending on their respective

training path, to wit:

a. Core;

b. Departmental: Operations;

c. Specialized;

Railway Maintenance;
Commercial Train Driving;
Passenger Management, and
Fare and Ticketing Management.

Results of the pre and posttests shall be recorded but not grhicted; "Arid SHATIHesTITUTE
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7. Training Evaluation

The trainees shall evaluate the conduct of the lectures for each competency, training
materials used, and instructors, among others, after each competency. Moreover, on
the last training day, they must evaluate the overall conduct of the in-person RT
Course, materials used throughout the training course, and training venue. The
training evaluation forms are herein attached as Annex P.

8. Re-Entry Action Plan

At the end of the training course, the trainees shall write the best practices or new
learnings they got from the lectures that they think are applicable to their current
work in their respective ROs or TPSPs. The said Plan shall be summarized and
analyzed by the RDD-PRS and, thereafter, sent to the ROs or TPSPs for their
consideration.

9. Training Management Team
A Training Management Team (TMT) shall be assigned to each batch of the in-

person RT Course. The said Team shall be composed of the following with the
corresponding duties and responsibilities:

Team Member Duties and Responsibilities
Instructor a. leads the discussion on the assigned topic;
b. answers the trainees’ queries; and

c. give reminders/announcements to the trainees

Al a. ensures that the presentation and training materials are
ready on the day of the actual training;

b. checks or confirms if the equipment’s technical set-up the
day before the actual training day was properly done;

c. assists the Instructor during the Q&A;

d. accomplishes the Daily Training Management Report
(DTMR) and submits the same to the Facilitator at the end
of each training day;

e. leads the preliminary activities of the previous training
day;

f. acts as the technical personnel during lectures; and

g. performs other tasks that may be assigned by the TD
Chief.

The step-by-step process of the in-person RT Course is shown in Annex Q hereoi;.",
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B. Online Training

1. Conduct of Training

The online training shall be conducted through the Learning Management System
(LMS), which the trainees need to finish within one (1) month on a self-paced mode.
Interactive learning sessions shall also be administered through formative
assessments embedded in the LMS and live Q&A sessions using an online platform.

. Training Schedule

The trainees shall have access to the LMS for one (1) month and finish the topics and
activities contained therein under a self-paced learning. Every Friday of the month-
long run, however, there shall be live Q&A sessions through online platforms to
accommodate the trainees’ questions based on the following schedule:

Competency
Bohwediile Maintenance Commercial Passenger Fare & Ticketing
Train Driving | Management Management
9:00AM -
10:40AM Core (Room 1)
11:00AM ;
2:00PM Departmental Departmental Operations (Room 2)
Maintenance
2:00PM - (Room 1) Specialized Specialized Specialized
4:00PM (Room 2) (Room 3) (Room 4)

The above schedule may be shortened depending on the number of trainees and
their respective questions and/or points for clarification. In case the Q&A is
scheduled on a Friday, which falls on a holiday, the session shall be rescheduled to
the next working day.

. Formative Assessments

Formative assessment/s for each topic shall be embedded in the LMS using tools as
determined by the Instructors. The same shall not be graded but recorded to gauge
the trainees’ understanding of the topics and to check their participation and
engagement in the discussions.

. Administration of Pre and Posttests

Likewise, pre and posttests are embedded in the LMS and trainees are required to
pass the said tests prior proceeding to next competency to check their baseline
knowledge and, thereafter, their understanding depending on their respective
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a. Core;
b. Departmental: Operations;

c. Specialized;

Railway Maintenance;
Commercial Train Driving;
Passenger Management, and
Fare and Ticketing Management.

The test results shall be recorded but not graded, and shall be submitted by the MEC
to the TD Chief.

. Training Evaluation

The trainees shall evaluate the conduct of the lectures for each competency, training
materials used, and instructors, among others, after each competency. Moreover,
prior to finishing the training, they will evaluate the overall conduct of the online
training course, materials used throughout the training course, and training
platform. The Evaluation Form is herein attached as Annex R.

. Re-Entry Action Plan

At the end of the training course, the trainees shall write the best practices or new
learnings they got from the lectures that they think are applicable to their current
work in their respective ROs or TPSPs. The said Plan shall be administered and
summarized and analyzed by the RDD-PRS and, thereafter, sent to the ROs or
TPSPs for their consideration.

. LMS Training Team

To ensure the quality and effectiveness of the online training, an LMS Training
Team (LTT) shall be created per TD sections. The roles and functions of the LTT
members shall be as follows:

Team Member Duties and Responsibilities

LTT Team Head | a. oversee the conduct of the online training through the

(with a position of Institute’s LMS;

b. manage the LTT;

c. coordinate with the CC on the number of the endorsed
trainees;

d. oversee the timely and effective communication with the
ROs and trainees;

e. ensure that all relevant information of the scheduled
training are disseminated to all PRI instructors;

supervisor or

higher)

f. ensure the completion of the qual ecklist of the =

g. ensure the successful conduct a.nc! EWRJ e ,l
tl'ﬂ.]l'll]"lg, wa!
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h. ensure the timely completion and submission of the Post-
Training Reports and the necessary attachments;

i. coordinate with the TD Chief and the ED on the progress
of the online training; and

j. submit Post Training Reports to the TD Chief ten (10)
days after the completion of the training batch.

Members

All personnel of the concerned training section

The TD sections assigned as the LTT shall be determined every month by the TD
Chief.

8. Management of the LMS

The LTT is required to comply with the following rules and regulations:

a.

Training Preparation

At least one (1) working day prior to the conduct of the scheduled
online training, the LTT in-charge shall conduct a training
orientation among the enrolled trainees in the LMS with
information on the following (opening ceremony materials):

- Zoom101;

- training attendance;

- training handout (print or soft copy) distribution;

- LMS5101;

- recapitulation session;

-  Q&A sessions;

- Training Evaluation;

- Learning Diary;

- CE schedule; and

- Results of CE;
The LTT must also ensure that the trainees shall communicate
with their respective coordinator for any other inquiry or
concerns.

Training Proper: The LTT members must:

ensure the availability of the Instructors for the synchronous
sessions;

be online one (1) hour prior to the start of their respective
assignments;

monitor the progress of trainees in their respective competencies
and topics.

Live Qé&A sessions: The Instructors must:

[ ]
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be online 30 minutes prior to the start of the session;
secure a strong and stable internet connection;
interact and discuss the topics assigned with the trainees during

the identified scheduled synchronous trainingy—
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e always ask the trainees if they were able to answer their questions
or they still have clarifications;

e ensure that everyone is given the chance to throw in their
questions;

e remind the trainees to continue the training if not yet finish;

e reiterate that new learnings/good practices can be written in
their respective re-entry plans; and

e provide inputs, if there are any, in the training documents as
determined by the LTT Team Head.

d. After the Q&A sessions, the Instructors may discuss the offline
activities, if there are any, and their corresponding submission.

e. The LTT must ensure that all questions or assistance needed by the
trainees are answered within 24 hours from the time the question is
posted through the LMS question button or asked through the Facebook
group chat or online platform’s meeting room. Within the same period,
Instructors concerned are required to answer questions directed to their
covered topic.

The step-by-step process of the online RT Course is shown in Annex S hereof.

ARTICLE VI
ADMINISTRATION OF EXAMINATIONS

Upon completion of the RT Course, the trainees shall undergo the following assessment
tools, whichever is applicable:

A. Written CE

The EC members shall administer the written CE for 1 % hours. The said examination is
a 60 item multiple choice question and shall be divided into two (2) parts: (1) Core
Competencies; and (2) Departmental and Specialized Competencies. The number of
questions per competency shall be based on the TOS. It shall be administered in the
following manner:

1. Before the examination, sealed examination sets shall be prepared by the EC who
shall act as Examination Proctors (EP).

2. The EP shall then explain the rules and ask the trainees to set aside their belongings
and put their bags in front of the training room. Only the trainees’ pens must be
on top of their respective tables.

3. After which, the EP shall check the signed attendance sheet. Then each trainee
shall be provided with an Answer Sheet.

4. Any latecomer shall not be allowed to take the exam. However;
it in another batch, the schedule of which shall be deterrniftéd by tHe Tstfttire, ™'
through the TD .o




5. During the examination, the trainees are not allowed to talk with one another. All
questions regarding the exam shall be addressed to the EP. Any act of cheating
committed before, during, and after the examination shall result in failure in the
CE and a bar from taking the same.

6. No trainee shall be allowed to take a photo of the questionnaire.

7 The trainees shall indicate their answers on the Answer Sheet and are not allowed
to tamper or bring home the same.

8. At the end of the written CE, the Answer Sheet shall be handed over to the EP.
Trainees who finish the examination ahead of time shall also do the same before
leaving the examination room. The EP shall then turn over the Answer Sheets to
the AS.

9. Failure to take the examination at the end of the batch to which the trainee is
assigned is tantamount to a “no show”. The grant of a different examination
schedule shall be subject to the Institute’s discretion, through the TD, and shall
also depend on the availability of slots: Provided, however, that a penalty shall be
meted out against the trainee for failure to take the examination as scheduled:
Provided, further, that the penalty shall be paid before the grant of the
examination’s rescheduling.

B. Practical CE

The following rules and regulations shall apply on the conduct of the practical CE and
assessment of the results:

1. Attendance Monitoring

Attendance to the practical CE shall be monitored and recorded by the EC. The
process for monitoring and recording the attendance shall be as follows:

a. The assigned EC member or assessor shall start collecting the attendance
as early as 15 minutes before the start of the scheduled practical CE
using the Attendance Sheet (Annex T). Attendance shall also be checked
at the start of the practical CE.

b. No examinee shall be allowed to participate in the practical CE once the
scheduled examination has started. Latecomers shall communicate with
the EC for a rescheduling.

c. Atany point during the course of the practical CE, the assessor shall also
collect the attendance once using the Attendance Sheet above.
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e. All completed Attendance Sheets shall be submitted to the EC Head for
records purposes.

2. Administration

The administration of the practical CE shall follow the guidelines and procedures
to ensure the efficient and safe conduct of the same. In administering the
examination, these general guidelines shall be followed:

a. All information regarding the practical CE, including the schedule,
location, flow of activities (if information is not confidential in nature),
required equipment for the examinees and PRI staff, required
documents, safety reminders, and on-the-day reminders shall be
communicated to all examinees and PRI staff by the CC at least one (1)
day before the scheduled examination, provided that ample time is
given to prepare any document or equipment.

b. Only assessors [minimum of three (3) assessors] assigned by the EC
Head, SO/ s, and examinees shall be present at the testing site. However,
observers (e.g., PRI personnel from other divisions/sections, AC
members, third-party entities) may be allowed provided that they are
identified and communicated to the EC at least one (1) day before the
scheduled examination. Provided, further, that the sole purpose of their
presence is to observe the examination and provide inputs to further
improve the conduct of the practical CE. Provided, finally, that the
observers shall, at all times, observe the activity’s confidentiality and
abstain from disclosing the same to other parties without the written
consent of the PRL

c. Observers shall not be allowed to interfere in the conduct of the practical
CE. Moreover, they are not allowed to talk to any of the assessors or
examinees or walk/move around the testing room.

d. No examination may proceed without an SO present. The number of
SOs vis-a-vis the number of examinees shall be pursuant to existing
guidelines, rules and regulations.

e. In case of safety issues as determined by the assigned SO, the latter shall
have the authority to stop all examination activities to ensure the safety
of all participants.

Moreover, the following specific process shall be followed in the administration of
the practical CE:

a. The practical CE shall start on the scheduled time. Nqlatecomers shalls ysrirure
be allowed to take the examination. g




b. It shall be done in private sessions, in front of a panel composed of at
least three (3) assessors assigned by the EC Head.

c. Only items to be used in the practical CE may be brought into the testing
location or on the person of the trainee during the practical CE. All items
in violation of this shall be surrendered to the assessors for safekeeping,
to be returned to the examinee after the completion of the assessment.

d. The EC members or assessors shall conduct a short orientation prior to
the start of the practical CE. The said orientation shall be composed of
three (3) parts: (1) greetings and introduction by the assessors; (2)
checking of the examinees’ identification; and (3) discussion of the
practical CE’s purpose, methodology, assessment, and confidentiality
rules. Attached as Annex U is the general instructions to the
examination assessors.

e. The SOs shall, thereafter, discuss safety protocols and guidelines at the
start of each activity.

f. After the orientation conducted by the EC member/assessor and the SO,
the examinees shall draw lots on the order by which they shall take the
practical CE.

g. Examinees who are waiting for their scheduled examination or have
finished the same shall wait at a designated waiting area.

h. The examinees shall be given 15 minutes at the start of their scheduled
assessment to prepare all needed materials and equipment for their
practical CE.

i. No examinee may leave the examination room’s premises until he/she
has already completed the examination, and the assessors provided
their assessment results.

j. The practical CE is completed once the examinee has received the
assessment results, and the same has been discussed to him/her
individually by the assessors.

Observers attending the conduct of the practical CE shall abide by the following
rules:

a. Observers should be present at the testing location before the scheduled
time.

b. Observers shall identify themselves to the assigned assessor as soon as

the observers arrive. g gl PHILIPPINE RAILWAYS INSTITUTE
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c. Observers are not allowed to converse with or approach the examinees
until the results of the assessment are discussed by the assessors and
provided to the examinees.

d. Observers may not interfere, directly or indirectly, deliberately or
unintentionally, in the conduct of the practical CE.

e. Video and sound recording shall be prohibited. Notes written down by
the observers shall be kept confidential by the EC so as not to cause a
leakage.

f. The assessors or the attending SO may ask the observer/s to leave
should any of the preceding guidelines be violated.

3. Assessment of the Examinee’s Performance

Only EC members or assessors may be assigned by the EC Head as practical CE
assessors. Each examinee shall be evaluated by at least three (3) assessors, who
shall record their evaluation/assessment of the examinees’ performances in the
Rating Sheet (Annex V). At the end of each examinee, the assessors’ ratings shall
be summarized using the Practical CE Rating Sheet Summary (Annex W).

4. Examination Results/Feedback

After the examinees have completed the practical CE, the assessors shall provide
and explain the results to the examinees individually within the same day of the
examination. The results shall be discussed with each examinee in a private session
and shall be witnessed by an AC member. The examinee’s strengths, weaknesses,
good practices, and bad practices shall be discussed and explained by the
assessors. Moreover, the means by which the examinee may conduct a retake in
case they fail the practical CE shall also be discussed.

If the examinee agrees with the examination results, he/she shall sign the Rating
Sheets and Practical CE Rating Sheet Summary. Otherwise, the examinee shall be
required to submit a letter of appeal to the assessors. All accomplished documents
shall then be sealed and submitted, along with the Attendance Sheets, to the AC.

5. Handling Trainees’ Appeals
The process of handling appeals put forward by the examinees shall be as follows:
a. The trainee shall, within two (2) hours from the conclusion of his/her
practical CE, submit his/her intention to appeal the administration or

results of their practical CE to any PRI personnel present by submitting
a Letter of Appeal (Annex X).
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c. The EC shall review the appeal and provide a recommendation or a
response to the appeal within two (2) working days from receipt of the
letter. The EC Head shall forward the recommendation to the TD Chief.

d. The TD Chief shall review the said recommendation and decide on the
appeal within one (1) working day from receipt of the recommendation.
The TD Chief’s decision shall, thereafter, be forwarded to the EC Head
for execution.

e. The appellant-examinees shall be notified by the EC of the results of
their appeal through a letter to be signed by the TD Chief and sent by
the EC through email or post office/courier.

Information about the appeal process shall also be explained to the examinees by
the EC members or assessors.

6. Collection of Feedback for the Practical CE

Feedback on the conduct and content of the practical CE shall be handled in
accordance with the guidelines set in “Annex F” or the Manual on Customer
Feedback and Continual Improvement System of PRI Office Order No. 13, s. 2021.

ARTICLE VII
EVALUATION OF TRAINEES' COMPETENCE

Upon the trainees’ completion of the examinations, the AC shall evaluate their
competence.

A. Written CE

The Answer Sheets shall be checked by the AC based solely on the Answer Key released
by the EC. Trainees who get a grade of at least 70 percent (70%) shall be considered as
having passed the written CE. The results of the said examination shall then be submitted
by the AC to the TD based on the required timeline.

When a trainee fails the written CE, he/she shall have two (2) chances to retake the same.
If the unsuccessful trainee got at least 70% of either the CE's part 1 or part 2, the said
trainee shall be considered as a “conditional pass” and shall be required to retake only
the specific part which he or she failed. Otherwise, the trainee shall be required to retake
the whole examination.

B. Practical CE

Trainees who acquired a score between 30 to 41 in the written
another chance to take the CE through practical assessment/ test.
trainee who scored anywhere between 0-29 shall be declared
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examination. As such, he/she shall retake the written CE and must get a score of at least
42 in order to pass the examination. Failure to pass the written CE for the second time
after failing the first practical CE shall likewise render him/her eligible to take the second
practical CE provided, however, that the written CE's score is between 30 to 41.

In case the trainee still fails to pass the second practical CE, he/she shall have the last
chance to pass by retaking the written CE and the practical CE, if needed, with the same
requirements as above. Finally, in cases where the trainee has already exhausted his/her
three (3) chances, the PRI shall inform the respective railway operator or third-party
service provider, whichever is appropriate, of the trainee’s non-compliance with the
required competencies set for railway O&M personnel. In all instances, the AC shall
publish the results of the written and practical CEs.

For trainees who failed to pass the CE thrice, the PRI shall inform the respective RO of
the trainee’s non-compliance with the required competencies set for railway personnel.
ARTICLE VIl
POST-TRAINING REPORTS
At the end of each RT Course batch, post-training reports must be drafted and submitted
to the ED. These reports and the corresponding responsible division/committee/team

vary depending on the modality used in the conduct of the said training course.

A. In-Person Training

Responsible
. Division/
Document Deadline Committee/T
eam
a. Memorandum of Submission for the Seven (7)
Secretary - Summary of Post-Training days after |TD
Reports the last (cc RDD)
quarter
b. Post Training Report Ten (10)
days after
the Ll
training
Five (5)
: s ; days TD
e List of Official Trainees (Annex Y-1) begore e |cc
training
Five (5)
g i days D
e Training Program (Annex Y-2) bego . MEE —
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Responsible
. Division/
Document Deadline Commitee/T
eam
Five (5)
e Training Activity Checklist (Annex Y- | days D
3) before the | MEC
training
e List of Endorsed Trainees for Ewe ©)
. ok ays after |TD
Comprehensive Examination (Annex
the CC
Y-4) <
training
Five (5)
e Daily Training Management Report | days after | TD
(Annex Y-5) the MEC
training
Five (5)
e Daily Training Management Report | days after | TD
Summary (Annex Y-6) the MEC
training
Five (5)
days after | TD
e Pre/ Post Test Results (Annex Y-7) the MEC
training
Five (5)
e Training Evaluation Report Summary | days after | TD
(Annex Y-8) the MEC
training
Within the
e Training Reflection - Summary 5th TD
(Annex Y-9) training MEC
day
Three (5)
days after
receipt of
c. Comprehensive Examinations Results examinatio | AC
Summary (Annex Y-10) n sheets
from the
EC
Within the
d. Re-Entry Plan - Summary (Annex Y-11) 5th
oy . o RDD
Within the 5th training day training
day
T a
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B. Online Training

VA

Responsible
Document Deadline Division/
Personnel
a. Memorandum of Submission for the |Seven (7) days
Secretary - Summary of Post-Training |after the last | RDD
Reports quarter
b. Post Training Report Ten (10) days
after the | TD
training
Five (5) days ™
e List of Official Trainees before the cc
fraining
Five (5) days ™
e Training Program before the
s LTT
training
Five (5) days D
e Training Activity Checklist before the
e LIT
training
e List of Endorsed Trainees for Flve () cays TD
. .. after the
Comprehensive Examination eratnt cC
aining
Two (2) days TD
¢ Wieskly Brogees Repart after the week | LTT
Five (5) days ™
e Monthly Progress Report after the LTT
training
Five (5) days ™
e Daily Training Management Report | after the LTT
training
i d
e Daily Training Management Report Five (3) days D
g after the LTT
ummary training
Five (5) days ™
e Pre/ Post Test Results after the MEC
training
Five (5) days ™
e Training Evaluation Results after the MEC
training
e : Within the-5th—+¥D
e Training Reflection - Summary t:ralim'ng ‘ﬂ}pmup PINERRILWAYS INSTITUTE
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Responsible

Document Deadline Division/
Personnel
Three (3) days ™
c. Comprehensive Examinations Results after the AC
Summary training
Within the 5th
d. Re-Entry Plan - Summary training day RDD

The ED shall approve and submit the Memorandum of Submission and Summary of Post
Training Reports to the DOTr Secretary ten (10) days after the previous quarter.

ARTICLE IX
TRAINING MANAGEMENT TEAM (TMT)

To ensure the quality of the RT Course, there shall be established working committees,
the heads and members of which shall be recommended by the TD Chief and approved
by the ED through a subsequent Order and Special Order. The following are the
committees’ duties and responsibilities:

A. Training Preparation Committee

1.. CC

a. reviews the completeness and correctness of the accomplished TAFs;

b. reviews the trainees’ qualifications and eligibility to undergo the RT
Course;

c. whenever necessary, coordinates with ROs or TPSPs and/ or applicants
for correction and/ or proper accomplishment of the TAFs;

d. coordinates with the trainees for the submission of requirements and
activities;

e. coordinates with the ROs on access to necessary facilities, tools, and
equipment, including Personal Protective Equipment, in case of
practical training and CE;

f. prepares the Master Training Profile and official Batch List; and

g. provides the trainee code.

2. MatLog

gl PHILIPPINE RAILWAYS INSTITUTE
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prepares the said materials for printing, binding, and distribution; and

distributes/ delivers the training materials such as handouts, notebooks,
ballpen, and IDs to the trainees.

ensures that the PPT presentations, video lectures, banners/ posters,
flyers, photo-visual materials/ presentation, and other online resources
are available;

ensures that back-up arrangements are available in case the online
training platform is not working; and

guarantees that the training room, facilities, and equipment are ready
prior to the training.

ensure the PRI LMS is working and updated regularly based on latest
suggestions and recommendations

B. Training Program Implementation Committee

1. EC

reviews instructor’s questions;

checks if the questions included in the examination sets were taught by
the instructors or included in the training materials;

manages the QB;

creates the TOS, pre/ post tests, and examination sets;
provides the Answer Keys;

schedules examinations; reviews the trainee’s application and
eligibility to take the CE;

prints and seals the final copies;
administers the written and practical CE, and

checks whether the approved competency assessment tools for the
practical CE were used.

responsible for the actual operations;

monitors the trainees’ (1) performance, (2) attendance, (3) submission of
requirements, and (4) training course schedule;

gl PHILIPPINE RAILWAYS INSTITUTE
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d. submits the Post Training Reports to the TD Chief after completion of
the training course within 15 days from the training’s completion.

The TMT duties and functions shall not be limited to those mentioned above. As such,
the ED may include additional tasks whenever deemed necessary. The PRI personnel’s
committee memberships, including any succeeding amendments thereto, shall be
formalized through the issuance of Special Orders.

ARTICLE XI
Amendments

Amendment to any provision of this Order shall undergo legal review to ensure its
compliance with EO No. 96, s. 2019 and the IRR or DOTr DO No. 2020-005 and its
amendment/s.

ARTICLE XII
Separability Clause

If, for any reason, any section or provision of this Order is declared unconstitutional or
invalid, the other sections or provisions hereof not affected by such declaration shall remain
in full force and effect.

ARTICLE XIII
Effectivity Clause

This Office Order shall take effect immediately upon its issuance.

/ |I flnr

ANNELL R. LONTOC, CESO I
Undersecretary, DOTr and
OIC-ED, PRI
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PROCESS FLOW OF THE REVIEW AND APPROVAL OF PRESENTATION

Instructor

prafes the material of
the assigned

presentation

Revises the presentation
according to the
comments

3 y

Supervisor/
Technlcal Consultant

Immediate

Reviews the presentation for
additional inputs,

| suggamum_rrummnﬂam;
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. =
EDE
E =
no E
5 E

]
29
=

Reviews the revised
presantation

Executive Director

Revlews and approves
the final version

MatLog Committes

Fi

prints and distributes
the copy of the material

R
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the Railway Sector
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« General Contract Types for Rail Project Financing
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Session Objectives

. Understand the Department of Transporiation's
(DOTr) powers and functions, as well as its role in
regulating and improving the railway sector

. Recognize the roles of railway operators and their
relationship with the Philippine Government

s e T ——— — pntr.._ﬁu

Uncontrolled _
I >

| Copy Stamp _
| B !

3.- i an'F
L |

Do you know these agencies?

L
- p.h..

0|\ PHILPPINE
E _ RAILAYS
N s? NSTITUTE
xoa.mw__.lruﬂuﬁi:n 1:.:....#!:“.-:.,.“5:! 1!!“%-1—..!5- Light Rail Trancit Authcrity

980
| Page _,..::__.ﬂ..m. i > QA
. pres

B ALY LR




First Page “Front Cover

PHILIPPINE RAILWAYS
INSTITUTE

TECHNICAL ASSISTANCE PRODIJECT

comoeeny |- NJAINTENANCE

DOTr-PRI Watermark

g =
I‘-'—_—; p.l-‘ \' W
— " =
DOTr Logo ‘ > |5
LU - 2
| g
-t vy el

DEPARTMENT OF TRANSFORTA




Table of Contents
Topic Pages Numbar
1 [The DOTr and the Rallway Sector 1
2 |ehinppine Ralways Instituis 10
3 |Rall Transport Devslopment i3
4 |The 4Ct for the 21st Century WorkToroe 28
§ | Profections Demsance <
8 |PacsengerOriemiad Servios 3=
7 |semt-Motivation in the Workplaos —
8 | Fiipino ingenuity In the Rallway Industry 4=
8 |Trancporiation 3yctemt 6
10 | Ealteay 2 2n infsrdapandent Syciam 62
11 | satety Culture and Behavioral Develcpmend 72
12 | Introguotion to Oooupational 3adety and Haakth 83
43 | Occupational Safety and Heath In Ralteaye al
14 | Hagzard and Rick igeniMoxtion 106
16 | satety Critical Communication 109
18 | Emergency Management: Mitigation, Preparation, Recponte, and Recovery i1&
17 |Physical and Mental Heal®h of Ralteay Personnel 135
1£ | Underctanding Human Fallkare 143
18 | Acoidentincident irvaciigation and Reporting 148
Topic Page Numbsar
26 | Maintsnanoe Organization 155
1 | introduotion to Ascet Manapemant 162
2¢ | Capital 3parec Inventory Managsmant 168
22 | Project Prooursment Management 175
24 | Toolbox Mesting 183
25 | Permmonal 2atety: Working In Hazardous Environmenric Patt 1:136
Janz 1=
a8 | Mainbsnanoe Safety Practicss: (Cace Thudies) 202
27 | Emergency Management Cyok 210
28 | Maintenance Reporting and Adminictration 215
2% | Overview of Rulec. Reguiaionc, and Frooedures 220
30 | Ervor Reduotion Strategies and Teohnigues 223

E IO SEAMM
L Y =]’ 2.

iﬁ PHILIPPINE HEILWAYS INSTYTIITE

MASIER




f _J___.._,..".. per _._...."p.

Session Objectives

. Understand the Department of m
.—-—._0 .__Uo._.-. a -._n_ (DOTr) powers and functions, as H@
the —HW-—EN< Sector regulating and improving the railway SeZiX _
« Recognize the roles of railway opg u_m m_._a heir

relationship with the Philippine Gove

i e N AT R RTE IIIIR - D FilLare il Ly P 1TTE
- a3 a

= _ Uncontrolled _

DOTr-PRI Watermark |

e
-—

Do you know these agencies?

- Mandate

- State's Vision on Transportation o

- Functions n \ » | CPHILPPINE

« Organizational Structure RAILWAYS

- Rail Sector, its Attached Agencies, and PMOs INSTITUTE

« Railway Operators .

= General Confract ._.....___ﬂﬁ.w for Rail _H.Em._ﬂ Financing Norh Luzan Ralteayt Enllippine Matisnal Philippine Rellwaye  Lignt Rail Transit Autherity

Corporation Faitways inctiyte
b b A, T U A ——— II\.'“..... D -_iull s ey e e — g _

| Page Nui _;: s ‘—




Last Page “Back Cover”

DOTr-PRI Watermark |——*
HHUCOMTE En r~OABY
UT‘ICDntrGHEd '! \JJ'{"\.-JI" ir-.u-lL-.L_u 'V-'er i
Copy Stamp [ Gl e -
' : ﬁu
Copyright Clause | —— —» ALL RIGHTS RESERVED

Al PHILIPPINE R
NO PORTION OF THIS MANUAL MAY BE COPIED OR RE ‘-"- UCE
lnmummmmm ivTEY £
FROLUD"JAMES B, CRUZ
REuL‘IﬂDE OFFUCER

WRITTEN PREMISSION OF THE DUTr- ot




MASTER

= :
(s 1

B LA
- rs
=8 =
1 ;

PRI Web Refresher Training

Zoom + OBS 101
for Technical Personnel

e e e S e | R P HILIPPINL RATLWATS _Zm._‘_..._.._,_.mm



[T7]
=
&
B
=
x

<L =
As technical personnel, you need to install the following software|and plugins
in order to operate Zoom and OBS applications for the WRT:
« Zoom
« OBS
« OBS-Virtual Camera (Plugin)
« VB-Cables A & B (Plugins)

*OBS-Virtual Camera is used to display all the video output of OBS to Zoom.
*\/B-Cables are virtual audio cables that are used as microphone input and
speaker output from OBS to Zoom.




How to install the Zoom application?

-« LR
Si
: RE]
ED f
(J

It is required to install the Zoom application since you will use it

« Install Zoom in your laptop through: https://zoom.us/support/download

*As the technical personnel, you need to log-in on the Zoom application
using a premium account.

s B PHILIPPINE RAILWAYS INSTITUTE &




How to install the OBS m_uu_mnmzo_..m

gl PHILIPPI

* |nstall the OBS software on your laptop or your computer.
https://github.com/obsproject/obs-studio/releases
(OBS-Studio-25.0.8-Full-Installer-x64.exe)

« During the installation process, choose the default set-ups. However, if

you are an advance user, you may choose to apply specific parameters
which you want to use.

« Open the OBS application.




How to install the OBS-Virtual Camera plugin?

& o
MM_.

+ |nstall the OBS-Virtual Camera plugin.

https://obsproject.com/forum/resources/obs-virtualcam.539/

» Open the OBS application, [ewsmem . -
go to “Tools”, and you will

now see the “VirtualCam”

plugin.




How to install the VB-Cables A & B?

« Download the installers of VB-Cables A & B (zip file) through t Wm_zx
https:/drive.qgoogle.com/drive/u/0/folders/1OIWHPUE_XUYLYZ UANdUr7
aH9064KkYo

» In your desktop, create a folder and name it as “Virtual Cables”.

- Extract the zip files of both VB-Cables A & B to “Virtual Cables” folder that

you have just created. Afterwards, you will see folders “A” and “B”.

*Note that the VB-Cables A & B are donationware and not freeware, but you may use it as free by accessing

the link above.




How to install the VB-Cables A & B?

+ To install VB Cable A: Go to folder RS L EESuEis
“A”, find “VBCABLE_Setup_x64.exe”,

right click the file, select “Run as

administrator’, and install the driver.  memiemme=s  Install Driver
« To install VB Cable B: Go to folder “B” * | VBCABLE Instalation X

and repeat the process above of VB D s

Cable A. o]

*If your computer is 32 bit, please install “VBCABLE_Setup.exe”, not the one with “...x64.exe".




How to connect OBS to Zoom?

After installing all the needed software

and plugins, you will now setup the
audio and camera settings of Zoom and
OBS.

« Open the Zoom application and go to

settings.




I How to connect OBS to Zoom?

3 Settings

* —3 mm.ﬂ.ﬂm—-—@m_ @O .HO _n>camouqu m:a .4.._.; H Spoaker Test Speaker CABLE-B Iry hmri.:«m;nE : i

L RE
ahare Soresn sokima @

. Speaker: CABLE-B Input =~ = —

change the following:

L) il Background
-

" 0 fecording i__:?_
(VB-Audio Cable B) 8 o -

“ Aacfomafically sajusl volhame

Statrsthcs

u g mo qo u : o : m ” O> w r m-> _..J Eevhoard SHorcl Uze saparate aud device 10 phay nngione simultanec iy

| -
e c Aceweslbliity Autormatically jnn audio by computer when joining a meeting
O Cﬁu Eﬁ ﬁ<ml>ca —o >v Bute my microphone whin oining A reseting
. Press and hold SPACE key toy temporarily unmute yoursell

n Sync buttons on headzeal




How to connect OBS to Zoom?

* |n settings, go to “Video”,
and change the camera

setting to “OBS-Camera”

You have now completed the
setup in Zoom. Let us now
proceed to OBS.

Camara: ORAS-Carmens o ~

T...rl s " b
?-v.. Videa: . Enakile HD
Whirrar oy video
Towch up My ApDpsarance
EI.-__..BP. . Al dipisy porticipant names on thel video
Tiarm ol iy ek whan jolning mesiing

B Always nhow video preview dislog when jolning 4 video meeting




How to connect OBS to Zoom?

Top Bar: Function Tools

(L F
.

- L
~ £
e -
- P
e .“.._.-

-

Main Window

n.-.m
PHILIPPINE
RAILWAYS

INSTITUTE

o
o

. Open the OBS applicatioh=go

to “Settings”.

*As technical personnel, it is
important that you know the

interface of the OBS application.




How to connect OBS to Zoom?

ILIPF

g * In settings, go to __>c.__wmm_~,._:.

@
£

__________

change the following:

» Mic/Auxiliary Audio:
CABLE-A (VB-Audio Cable A)

- Mic/Auxiliary Audio 2:
CABLE-B (VB-Audio Cable B)

Ry

X

= Monitoring Device:




How to connect OBS to Zoom?

.. 8 Fh0 {Gd-Dd, wmnidiow

change the setting of “Target

m.; Camera” to “OBS-Camera”, and

click start.

You have now completed the setup

in OBS application and now ready

to operate Zoom and OBS.
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How to prepare video output in OBS?

gl PHiLIPPI

» Download all the video/image materials that you need:

« Prerecorded videos of instructors

- Videos/images before the start of training and during breaks
. Transition videos/images (e.g. DOTr/PRI logo)

- Required videos/images as per the Training Schedule

- Timers

- Others as requested by the instructor/facilitator




How to prepare video output in OBS?

« Add scene/s Um.w% o: he
flow of activities in the
Training Schedule

« Name and arrange these

scenes based on how you

can easily distinguish

them.

Cancel




How to prepare video output in OBS?

ill mFFI."
B8

SPeEE— CywEsE— « [Or each scene,|é

Transition

source/s what ever <.o:_
want to capture.

» You can change the order
of sources whichever you
want to be on top. But be
careful since it can hide

other sources below.

L e e e e S, - - R — PHILIPPINE RAILWAYS INSTITUTE _”




How to prepare video output in OBS?

The following are the basic sources that can

during the conduct of WRT:

L] Display Capture & <—IO <.—.Qm° mo:—.nm — ma&m <_Qmo ._“O <O—.=. momsm

B Game Capture

= Image — adds image to your scene
» Media — adds sound to your scene

You may try and explore other sources that may be

useful in WRT.
*You must install VLC Media Player to use VLC Video Source.




How to set-up audio output in OBS?

» To setup the audio output, go to “Audio Mixer”, right click an vhere,| and

go to “Advance Audio Properties”.

Aanl Monitoring




How to set-up audio output in OBS?

*For example, my source Is a
recorded video (VLC Video

Source 12) of “Introduction to

-

< I B

Train Operations” topic. So, its
audio monitoring should be

“Monitor and Output”.




How to set-up audio output in OBS?

+ You may also adjust the volume of sources with audio, if neces ry.

* You may try and
explore other setting
since only the basic
setup is covered in

this guideline.




How to operate Zoom and OBS?

Open Zoom and login cm:,_@

account.
« Start/join the meeting as scheduled.

i Open OBS application. You will now see

= |PHILIPPINE
RAJLWAYS
INSTITUTE

LML P =T =B

o) L]

- -

- e
. -
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T

the same display of OBS and Zoom.

*It is a good practice that at the very start of Zoom and

OBS operation, the technical personnel checks the

settings of audio and camera (as discussed earlier).
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Recommended Screen Setup of Zoom and GES
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*It is better if you have extended screen monitor. But if none, you may maximize your screen.
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Spotlight Video in Zoom

s OO
« Zoom, using spotlight video feature, is now the main tool that _.m._m :

technical personnel will control.

 “Spotlight video” puts a participant (including instructor, facilitator,
trainee, and the OBS of technical personnel) as the primary speaker. All
participants will only see this speaker as the active speaker.

» You can do this while the instructor/facilitator is talking, a trainee is
asking question, and most importantly when displaying the video output

from OBS.




How to spotlight video?

On the video of the

o ppine Railw...
participants, press “...”.
« Adialog box will appear.

111111

Click “Spotlight Video”

L e e I I P HILIPPINE RAILWAYS INSTITUTE _m.




How to use OBS during live streaming?

 Select and play the scenes in OBS

Helresher Tiaiiing

Introduction to
Train Operations et

based on the flow of activities in

Training Schedule.

Darwin Discaya

« You may also adjust the volume of

audio output, if necessary.

*It is important that the technical personnel had
enough practice on the proper timing of playing

scenes.




=
G
—
: A

containing your transition image/video. This will now display in the

speaker view of Zoom.

 In Zoom, “spotlight video” the instructor/facilitator.

« You can now operate Zoom with OBS.

*This requires “mastery” of technical personnel to achieve smooth flow of

WRT with seamless transition of playing prerecorded video to live, and vice

versa.
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