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PROGRAM PEMBELAJARAN DAN PEMBANGUNAN TK 2025/2026
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Governance

INTRODUCTION

LEARNING OUTCOME
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DURATION TARGET PARTICIPANT LANGUAGE

3 Days (19.5 Hours) Division | (ES1) English
Division Il - B3 (ES2)




Governance

INTRODUCTION

LEARNING OUTCOME
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DURATION TARGET PARTICIPANT

3 Days (19.5 Hours) Division | (ES1) English
Division Il (ES2)



Leadership

INTRODUCTION

LEARNING OUTCOME
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= Apply techniques to manage and implement change effectively. > ;/

= Practise the problem-solving skills.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 Hours) Division | (ES1) English
Division Il - B3 (ES2)



Governance

PENGENALAN

HASIL PEMBELAJARAN
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JANGKAMASA SASARAN PESERTA BAHASA

2 Hari (13 jam) Bahagian | (ES1) Melayu
Bahagian Il (ES2)



Governance

PENGENALAN

HASIL PEMBELAJARAN

nilai-nilai seorang pemim

dan sebagainya. " A .

* Memberi kesan dan pengetahuan akan kepentingan bekerja secara be an dalam

: . : r L0 @ @ 0 0
meningkatkan produktiviti Perkhidmatan Awam. SR

JANGKAMASA SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian Il (ES2) Melayu
Bahagian 11l (ES3)
Bahagian IV
Bahagian V



Governance

PENGENALAN

HASIL PEMBELAJARAN
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Jama’ah.

JANGKAMASA

3 Hari (19.5 Jam)

SASARAN PESERTA

Bahagian Il (ES2)
Bahagian Il (ES3)
Bahagian IV
Bahagian V
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Governance

INTRODUCTION

LEARNING OUTCOME

- Apply monltorlng techmq
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- Apply correct analysis technlques to |denhfy and address new issues > ;/
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DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 Days (19.5 Hours) Division | (ES1) English
Division Il (ES2)




Leadership

INTRODUCTION

LEARNING OUTCOME

4/,/’

DURATION TARGET PARTICIPANT LANGUAGE =

2 Days (13 Hours) Division | (ES1) English
Division Il (ES2) Malay
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FUNDAMENTAL KNOWLEDGE OF Al

INTRODUCTION

LEARNING OUTCOME

» Recognise the role of an organisation in building an Al-ready culture/ d’my‘ndseb ® o o

- Showcase their abilities in applying Al and ML concepts to solve real-world problems.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 Hours) Division | (EST) English
Division Il (ES2)

PRE-REQUISITE Division IIl (ES3)

= Basic knowledge in programming.




DIGITALISATION

PENGENALAN

LEARNING OUTCOME

daN Powerpoint.

- Mengembangkan kemahiran asas menggunakan komputer.

JANGKA MASA SASARAN PESERTA BAHASA

1 Hari (6.5 Jam) Bahagian IV Melayu / Inggeris

Bahagian V



PROJECT MANAGEMENT

INTRODUCTION

LEARNING OUTCOME
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- Use appropriate cha ng control procedures.

Use key project management tools.
Describe the importance of handover and closure.

Understand the need for a post-project review.

DURATION TARGET PARTICIPANT

3 Days (19.5 Hours) Division Il (ES2)
Division Il - C3 (ES3)

PRE-REQUISITE

= Involved in a project.

.\, [c]8).\c]:

English / Malay




INTRODUCTION

LEARNING OUTCOME

niques, and apply strategies to optimise models for accuracy and efficiency in public s
plications. ' .

- Utilise machine learning to address specific challenges in the public sector;"séc
location, fraud detection, service delivery improvement etc. through case studies.

- Analyse and apply ethical considerations and best practices related to data privacy, transpar-

ency, and fairness when deploying machine learning solutions in public sector contexts.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 Days (19.5 Hours) Division | (ES1) English
Division Il (ES2)
Division Il (ES3)




FUNDAMENTAL KNOWLEDGE OF Al

INTRODUCTION

LEARNING OUTCOME
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« Utilise Data Analysis Expressions (DAX).

» Create Data Visualisations.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 Days (19.5 hours) Division Il (ES2) English
Division IIl (ES3)



DIGITALISATION

INTRODUCTION

LEARNING OUTCOME
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= Access information on the internet safely.

- Manage digital identity effectively.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 Hours) Division Il (ES2) English / Malay
Division Il (ES3)

Division IV



DIGITALISATION

INTRODUCTION

LEARNING OUTCOME

collaboration.

= Create team sites with various features.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)



CYBER SECURITY

INTRODUCTION

LEARNING OUTCOME
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» Understand Digital Rights Management (DRM)

- Differentiate what exactly computer viruses and worms are.

- Identify a phisher, hacker, shoulder surfer, and dumpster diver.

» Know what you should do when a security incident happens.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

1 Day (6.5 hours) Division Il (ES2) English / Malay
Division Il (ES3)
Division IV

Division V



CREATIVE MEDIA

INTRODUCTION

LEARNING OUTCOME

= Learn the concept of go

- Apply the techniques in creating basic infographics.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)



CREATIVE MEDIA

INTRODUCTION

LEARNING OUTCOME

- Create a storyboard for video production.

« Utilise the most important features/tools in the video editor applica-

tion to produce an effective video.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)
PRE-REQUISITE

= An aspiring creative wanting to create incredible videos
- Possess a beginning or moderate understanding of computer video tools

= Acquire literacy / skills in basic computer use




CREATIVE MEDIA
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INTRODUCTION

LEARNING OUTCOME

= Identify the types of Mobile App

= in the markets. s

- Work effectively as part of a team to develop and deliver quality software‘»"d/ﬁi

» Evaluate and use appropriate methods and professional standards in computing practi‘ﬁce:‘.‘;

- Analyse, design, implement and evaluate a computer-based system, process, component or
program to meet desired needs.

- Able to produce basic mobile app.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 Days (19.5 hours) Division Il (ES2) English
Division Il (ES3)



INTRODUCTION

LEARNING OUTCOME

tegrity and reduce redun

erfriendly interfaces that improve produchvﬂy and consistency in database gpe'rcﬂ)ogs o0 0 o
- Employ advanced data management techniques, including importing and exporhng‘dﬁa
managing database security settings, and performing backup and recovery operations to

ensure data protection and reliability.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 Days (19.5 Hours) Division Il (ES2) English / Malay

Division Il (ES3)
PRE-REQUISITE

= Basic knowledge of Microsoft Access.



INNOVATION

INTRODUCTION

LEARNING OUTCOME

cable to others.

» Approach a problem systematically.
- Identify alternate solutions to problems at work.
- Generate a wider variety of quality solutions.

- Recognise and avoid common pitfalls.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 Hours) Division | (EST1) English
Division Il (ES2)
Division Il (ES3)



FUNDAMENTAL KNOWLEDGE OF Al

INTRODUCTION

LEARNING OUTCOME

statistics.

» Critically review research reports and papers.

- Use SPSS in practical professional work to produce neat and reprod

analysis outputs.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 Days (19.5 hours) Division Il (ES2) English
Division Il (ES3)




FUNDAMENTAL KNOWLEDGE OF Al

INTRODUCTION

LEARNING OUTCOME
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: Analyse data using a series of commands. -

.. . . . / // - I v ¢ 7 -
- Import data from other applications and the internet. 2 ’, s 00 0 o
- Independently create a working dataset from raw data, conduct stati «h@qr, o0 0 0

analyses, and create informative graphics.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 days (19.5 hours) Division Il (ES2) English
Division Il (ES3)



DIGITALISATION

INTRODUCTION

LEARNING OUTCOME

- Learn about the software and t

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)




PROJECT MANAGEMENT

INTRODUCTION

LEARNING OUTCOME

= Monitor the project.

« Customise the Project Environment.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

5 Days (32.5 Hours) Division Il (ES2) English
Division Il (ES3)




CYBER SECURITY

INTRODUCTION

LEARNING OUTCOME

- Understand the definition and activities of social engineering.
- Protect the Information Asset.

- Respond to Incidents.

= Tackle various legal issues related to IT Security.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

1 Day (6.5 hours) Division | (ES1) English / Malay
Division Il (ES2)



CREATIVE MEDIA

INTRODUCTION

LEARNING OUTCOME

cils.
- Apply advanced formatting techniques, themes, styles, and |°)’e"5f’?1éfe

visual appeal and clarity of diagrams.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 days (19.5 hours) Division Il (ES2) English
Division Il (ES3)




OFFICE APPLICATION

INTRODUCTION

LEARNING OUTCOME

» Insert graphics into a document.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 hours) Division IV Malay
Division V




OFFICE APPLICATION

PENGENALAN

HASIL PEMBELAJARAN

- Mengetahui peranan da

= Memahami ciri-ciri Pangkalan Data dalam Mail Merge. L 0?0,

o ® 0 0 o

- Menghasilkan pelbagai jenis maklumat melalui pangkalan data bagi h;,wjé ”

perkongsian maklumat.
= Meningkatkan pengetahuan yang terbit dari data dan maklumat.

= Meningkatkan mutu kerja secara amnya.

JANGKA MASA SASARAN PESERTA BAHASA

2 Hari (13 Jam) Bahagian Il (ES 3) Melayu
Bahagian IV

Bahagian V



OFFICE APPLICATION

INTRODUCTION

LEARNING OUTCOME

Construct formulas, incli

and absolute references.
Create and modify charts.

Preview and print worksheets.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)
Division IV

Division V



OFFICE APPLICATION

INTRODUCTION

LEARNING OUTCOME

)

» Create more advanced charts and pivot table.
= Use an electronic spreadsheet to make useful alternatives to support i
decisions.

« Interpret raw data into useful data for decision-makers.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)

PRE-REQUISITE

= Basic knowledge of Microsoft Excel.



OFFICE APPLICATION

INTRODUCTION

LEARNING OUTCOME

= Use Microsoft PowerPoint feature:

* Manage and control the slides and presentations.

- Understand slide designs and format for an effective presentation.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

2 Days (13 Hours) Division Il (ES2) English / Malay
Division Il (ES3)
Division IV

Division V




OFFICE APPLICATION

INTRODUCTION

LEARNING OUTCOME
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- APP')’ basic kn owledge of
« Structure data and information using tables.
= Make a simple query and create a form.

- Generate a simple report.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

4 days (26 hours) Division Il (ES2) English / Malay
Division Il (ES3)



INNOVATION

INTRODUCTION

LEARNING OUTCOME

» Help to restructure the organisatio

their business processes.

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 Days (19.5 Hours) Division | (EST) English
Division Il (ES2)
Division Il (ES3)




INNOVATION

PENGENALAN

HASIL PEMBELAJARAN

. Merﬁupuk sikap bekerja secara kumpulan dar

alat-alat dan

JANGKA MASA SASARAN PESERTA

4 Hari (26 Jam) Bahagian | (ES1)
Bahagian Il (ES2)

Bahagian Il (ES3)

PRA-SYARAT Bahagian IV
Bahagian V

= Penyertaan terdiri daripada satu kum-
pulan yang merancang untuk melak-

sanakan projek inovasi & kreatif.



INNOVATION

INTRODUCTION

LEARNING OUTCOME

» Establish a framework fc

DURATION TARGET PARTICIPANT .\, [c]8).\c]:

3 Days (19.5 hours) Division | (ES1) English / Malay
Division Il (ES2)
Division Il (ES3)




INSTITUT PERKHIDMATAN AWAM

PROGRAM PEMBELAJARAN DAN PEMBANGUNAN TK 2025/26

V4
o0 0
s’ <

2
o 4
’ V4




Business Management

INTRODUCTION

LEARNING OUTCOME

- DURATION & TARGET PARTICIPANT

4 Days (26 Hours) Division Il (ES2)
Division Ill - C3 (ES3)




Effective Human Resource

PENGENALAN

HASIL PEMBELAJARAN

| @ lod A A W1 AW N S Q. \ @ <& 4 3 | L:“ o \ ; \ A _
Y 1IN VW V] VN AS " | INN\S | TN N | A Y. | a Wl v\ o .

- Mengenal pasti Faktorfak

,"‘0

= Membezakan tingkah laku seseorang dan bagalmana ia boleh memper?éruhl orang

lain. g 00 0 o
Menggunakan kemabhiran interpersonal yang akan membantu mengendallkan situasi

yang sukar.

JANGKAMASA SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian Il (ES2) Melayu
Bahagian Il (ES3)
Bahagian IV
Bahagian V




Business Management

INTRODUCTION

LEARNING OUTCOME

DURATION ‘TARGET PARTICIPANT LANGUAéE » o o

7

e ’4-1 o 00 0 4

2 Days (13 Hours) Division Il (ES2) English / Malay
Division Ill - C3 (ES3)




Business Management

PENGENALAN

HASIL PEMBELAJARAN

. —_— i ” ”
= Mengetahui perkara yanqg tidak boleh dilakukan dan yang perlu dielakkan dalam me
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jalankan tugas dan tangguv\ngiawab.
= Menyelesaikan situasi sukar yang berkaitan komunikasi.
- Menggunakan kemahiran komunikasi.
= Mempraktikkan tatacara penggunaan terasul dalam catatan atau persuratan.

= Menampilkan imej profesional.

JANGKAMASA SASARAN PESERTA BAHASA

4 hari (26 Jam) Bahagian Il - B2 (ES2) Melayu / Inggeris
Bahagian Il (ES3)
Bahagian IV



Business Management

PENGENALAN

HASIL PEMBELAJARAN

BAHASA
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2 Hari (13 jam) Bahagian V - Melayy

dan sebanding dengannya

JANGKAMASA  SASARAN PESERTA

PRA - SYARAT

Memegang jawatan sebagai Pembantu Pejabat dan sebanding dengannya




Effective Communication

PENGENALAN

HASIL PEMBELAJARAN

JANGKAMASA SASARAN PESERTA  BAHASA

i

s’ o0 ® 0 0 4

3 Hari (19.5 Jam) Bahagian Il (ES3) Mélayu*’”
Bahagian IV

Bahagian V




Effective Communication

PENGENALAN

HASIL PEMBELAJARAN

- JANGKAMASA & SASARAN PESERTA BAHASA

4 Hari (26 Jam) Bahagian | (ES1)
Bahagian Il (ES2)
Bahagian Il - C3 (ES3)




Effective Communication

PENGENALAN

HASIL PEMBELAJARAN

- JANGKAMASA | SASARAN PESERTA BAHASA

4 Hari (26 Jam) " Bahagian | (ES1)
Bahagian Il (ES2)
Bahagian Il C3 (ES3)




Effective Human Resource

PENGENALAN

HASIL PEMBELAJARAN
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* Mempengaruhi kela kuan/
kerja berpasukan.

- Berkomunikasi dengan berkesan untuk mendapat kesepakatan dalam me
kumpulan.

Menghasilkan pelan tindakan bagi meningkatkan prestasi kerja berkumpulan.

JANGKAMASA SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian | (ES1) Melayu
Bahagian Il (ES2)
Bahagian Ill (ES3)
Bahagian IV

Bahagian V



Customer Service

PENGENALAN

HASIL PEMBELAJARAN
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= Mengenal pasti cara-cara bek
* Membudayakan khidmat pelanggan dalam organisasi.
« Membangunkan perkhidmatan pelanggan yang berfokuskan pelanggan.

= Mengukur dan memberi ganjaran kepada perkhidmatan pelanggan yang hebat

JANGKAMASA SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian Il (ES2) Melayu
Bahagian Ill (ES3) Inggeris



Customer Service

PENGENALAN

HASIL PEMBELAJARAN

Y engdm - V;.«; edah-l
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= Meningkatkan pengetahuan mengenai prinsip-prinsip penggunaan d/qﬁ é'eﬁ’gq\dﬂliano o

telefon yang berkualiti.
= Meningkatkan kemahiran komunikasi di samping mengamalkan etika penggunaan telefon
yang berkualiti semasa menjalankan tugas.

- Memahami tentang kepentingan pengendalian telefon sebagai pintu masuk maklumat jo-
batan.

= Membentuk budaya perhubungan pelanggan yang berkualiti dengan menangani setiap

aduan pelanggan secara profesional.

- Mengamalkan beberapa teknik mengendalikan aduan dan pelanggan bermasalah.
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Business Management

INTRODUCTION

LEARNING OUTCOME

DURATION TARGET PARTICIPANT LANGUAGE =

2 Days (13 Hours) Division | (ES1) English
Division Il (ES2) Malay




Effective Human Resource
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JANGKAMASA SASARAN PESERTA BAHASA

2 hari (13 jam)

Bahagian Il (ES2)
Bahagian Il (ES3)
Bahagian IV
Bahagian V




Effective Human Resource

PENGENALAN

HASIL PEMBELAJARAN

JANGKAMASA SASARAN PESERTA BAHASA

5 Hari (32.5 Jam)

Bahagian Il (ES3)
Bahagian IV
Bahagian V

PRA - SYARAT

Baru berkhidmat dengan Kerajaan KDYMM kurang dari satu tahun
Peserta yang belum pernah mengikuti program Induksi Perkhidmatan Awam anjuran
Institut Perkhidmatan Awam (IPA)




Effective Human Resource

PENGENALAN

HASIL PEMBELAJARAN

- JANGKAMASA SASARAN PESERTA BAHASA

6 Hari (39 Jam) Pegawai dan kakitangan dari
semua bahagian (I - V) yang
bakal bersara sebelum 10 - 15

tahun persaraan perkhidmatan

50/55 atau 60 tahun
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Effective Communication

PENGENALAN

HASIL PEMBELAJARAN

- Mengaplikasikan format surat rasmi yang digunakan di dalam perkhidmatan awam

= Menggunakan jenis-jenis surat rasmi yang betul.

W 4
» Memperbaiki beberapa kesilapan umum yang sering dilakukan semasa enulis surat

rasmi.

JANGKAMASA SASARAN PESERTA BAHASA

Setengah Hari Bahagian Il (ES2) Melayu
(4 Jam) Bahagian Ill (ES3)
Bahagian IV
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JANGKAMASA  SASARAN PESERTA  BAHASA
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2 Hari (13 jam) Bahagian Il (ES3)




Business Management

INTRODUCTION

LEARNING OUTCOME

- DURATION ' TARGET PARTICIPANT

2 days (13 hours) | Division | (ES1)
Division Il - B3 (ES2)




Effective Human Resource
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JANGKAMASA SASARAN PESERTA BAHASA

Bahagian Il
Bahagian IV
Bahagian V

PRA - SYARAT

Telah berkhidmat dengan Kerajaan KDYMM lebih dari 10 tahun

Belum pernah mengikuti program Induksi Perkhidmatan Awam anjuran Institut Perkhidmatan
Awam (IPA) dan telah berkhidmat dengan Kerajaan melebihi 10 tahun




Effective Human Resource

INTRODUCTION

LEARNING OUTCOME

DURATION TARGET PARTICIPANT - LANGUAGE “
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Division Il (ES2)
Division Ill - C3 (ES3)




