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2016 SEARCH FOR OUTSTANDING PFUBLIC OFFICIALE AND EMPLOYEES

Ta: Undersecrelaries
Apmiatant Scorctarics
Burean atid Service Threclors
Reynonal Thrcctora
Schools Division Superintendetints
Public end Prvale Elementary and Seonndary Schools Heads
All Others Concemed

1. The Gl Scrvice Compmisaion {C5C), under the auspices of the Hoor
Awards Program (HAV|, annownces the 20146 Search for Outstanding Foblic
Officials and Emplayees throosh the eneloscd CRC Memorandum Ciroular Noo 03,
&, 26,

2 The Search aims to recognire ourstanding pmblic officials and employees,
individnals andfor group of mdimdoels, who have shown excelletice or alroest,
dedicaion and commitmcent in the public scovies,

3. The Zecuch covers three aword categories:

a. [residential Lingkod Bayan Award;

b. The ulstanding Pubho {Hhrals and  Emoplovees Awanda
or the hangal ng Hayan Award; andd

. Crvil Bervice Cormmmisaion Pugesi Award.

4. The Prugrat on Awards and Ineenbves [or Service Excellence [PRAISE)
Commillee ar The achoals, schools divisions, and reponal levels ghall acreen and
cvpluate adl nominaticns for the different tvpes of awerds.

a. The repional office shall submil the sccomplished nominalinn [orms and A
oonsalidatcd summary of outstanding accomplslynents of therr sclected nonunces
duly sigtied tye the Chaitperson of the Regonal PRAISE Coermmollss in conlormorly
with DeplEd Order No, 9, s, @002 enritled Establishing the Progran on Awards and
Incemtives for Sertce Bxcellence (PRATSE) in the DepattmenI of Educoior, Lo Lhe
Depbd PRALSE Committcc, Attention: Employee Welfare Division, Bureau of
Human Ressuree and Organizational Devnlapment |[EWD, BHROD), Depariment
ol Bducaton (Depkxd| Contral Office. LopEd Complex, Meralco Avenue, Pasig Citr,
tiol laler than Mareh 11, 2016, Tn tum, Lhe TWT) ghall prepare the cotrespondimg
cndorscment to the CSC for the Scoretay’s signatuare.

. The nomination docgments topgether with the endorsement ol Lhe Secrelary,
ghall then be petmrned by the EWD to the concerned regional office for submission
w the counterpart. CSC regponal fMfeld office with the complete documenlary
rocopurernents on of beforc March 31, 2016, The CSC Regional HAFP Sectetariar
ahall select the regronal winners and selimit them to the Naliomal HAP Scerelanat
for cwatuation and selection of the narional winners.
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[ The [bllowing docoments, and olher related materals, may be secomed from
the CH5C regional and field offices nationwide or may be doamloaded on the CSC
wichiaile; woaner, ose, gov, phi;

Frcksure Mo, 1 - MC Xoo 3, s 2006 eniicled Public Officials and
Emplovees

Frnolosuee No. 2 - Goidelines on the Search for Cotstanding Poblic
Officialz and Eroplovees

Enclogure Yo, 3 - HAP Form No, | (Tndiiduel Caregory)

Enclosure No.d - HAP Form No. 2 {(Group Carcgory)
HAF Form No, 24 {for Group Nominglion Only)

Enclasure Mo, 5 - HAF IMorm No. 3

8. For mwre information, all concerned may contact the Honor Awards

Prograim |(HAP} Seeretariat, Publiec Assistance and Information Offiee, Civil
Bervice Commission (CSC) at tolcphone nos, (02] 931-70035; {(02) Q42-00B2 of
through ernail vl pado. paspdigesce. goyv.ph acd hapsem'eta.rmt-.’@'yahm.cnm.

o). Immediate digserinalion of this Memoranduim is deogirecl.

BE. ARMIN A.
Secretarny

Torels
A= starcd

Foeferenoes:

DepEd Memorandim Mo, 8. s, 2015
Deplid Order (Mo, @, a2, 20032)

Tn be indicaled m Lhe Perpetual Indes
under the following sabjecta:
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(Enclosure No. 1 to DepEd Memorandum No. SOI S. 20}6)

[ aepuie ot Phitppines |
CIVIL SERVICE
COMMISSION
Pare sa saamBAYAN
mc No. 03 s 2016
MEMORANDUM CIRCULAR
TO . HEADS OF CONSTITUTIONAL BODIES; DEPARTMENTS,

BUREAUS, AND AGENCIES OF THE NATIONAL
GOVERNMENT,; LOCAL GOVERNMENT UNITS;
GOVERNMENT-OWNED OR CONTROLLED CORPORATIONS
WITH ORIGINAL CHARTERS; AND STATE UNIVERSITIES
AND COLLEGES

SUBJECT : 2016 Search for Outstanding Public Officials and Employees

The Civil Service Commission announces the start of the 2016 Search for
Qutstanding Public Officials and Employees as mandated in the 1987 Philippine
Constitution, Executive QOrder No. 292 or the 1987 Administrative Code, Executive
Order Mo. 508, series of 1992, as amended by Executive Order No. 77, series of 1993,
and Republic Act No. 6713. As provided by law, the CSC shall act as the Honor
Awards Program (HAP) Secretariat and shall conduct the annual Search for public
service exemplars.

The Search covers three (3) award categories, namely: the Presidential
Lingkod Bayan Award, the Outstanding Public Officials and Employees Award or the
Dangal ng Bayan Award, and the Civil Service Commission Pagasa Award. The
conferment of the awards forms part of the Commission's advocacy of promoting
excellence and recognizing as well as rewarding civil servants for outstanding
performance, contribution and achievements, and/or consistent manifestation of
exemplary ethical behavior

The Guidelines for the 2016 Search is herewith attached. Heads of agencies
and state workers are enjoined to submit nominations to this prestigious Search. The
guidelines and nomination forms may be secured from the CSC Regional and Field
Offices nationwide or downloaded at the CSC website: www.csc.gov.ph.

For inquiries, the HAP Secretariat may be reached through telephone numbers
(02) 931-7993 and 9320382, and email addresses: paio.paspd@csc.gov.ph and
hapsecretariat@yahoo.com

Nominations should be submitted to either the CSC Regional or Field Offices
not later than March 31, 2016,

ALICIA dela A-
Chairperson

27 JAN 2016 -

Ina R.A. C.E. to Serve: Responsive, Accessible, Courteans and Effective Public Service

3] CEC Building, 1BP Road. Constitution Hills, 1126 Quezon City » B 931-T935931-T930931-8002 « B cscphiliawebmail cic.gov.ph « @ waw, csc.gov.ph




11.

(Enclosure No. 2 to DepEd Memorandum No. 30, s. 2016)

OO AWARDS PROGRAM
Cropdelines on the Search for Outstanding Pubdic {Hheials and Fmployess

Scape of e T rogram

The Honor Awards Program (HAPR) shall cover all elective allicizls and appoistive
cfficials aned emplovess hulding permenent. Lenponary, coferminous, contractuz! and

cusual status of employsent in the zovonuent, whether steticred in the Thippines,
or abronc.

Appmintive harangny offwcials and cmplovees may alse he oominaled prowicde:D e
meal all Ihe folliseing conditions pursyant to Civil Sorviee Commission (O507
Feaalutian o 11-1592 ¢n the “Regngnition of the Barnuay Secretaey aod Barnnay
TreRRurer 45 Larvernment Bmployees™, dulgd Sugst 10, 29000 {Annss AL

Respective appuintment papers ars subroitbed b the ©50 o ecosds porpoesss,
A

l*peitions have Jxed salarmy in acoordance with the salary sehedule pravided farin
Local Splget Circalar Mo, /73, 5, | 990G,

et the yuanfication reguirements sel an the Local Gevernougnt Code of 19%7,
and

4, Attendance and service reocrds are keor and mainained in the dorarpa): affice.
1 L

Thaze whose mature of employieent tall sither under joly osder or contract of semvices,
ae defined in Sections Joamd 2 finke AT of the Revived (Qamblhas Rules on
Appoirmeny and Ovher Porsosiied cetions, and those empicvsd urdce exrcnsion of
sErvace and axcludsd town the ceveriawe of the propram.

Porlhumiis neommaticng muay be made far o public sereany who died in tee line of
duty or 0 ke parsaid ofF hicher eiticial dodes and nespoensibilities 25 a civil sereant.
Posthumpus neminaticons should be Fermatized within 12 mentzs frent the time of
death ot the sovernmant offizial or cmployee.

Catepories of Award
M Mowards foe Guostanding Work Perfoannance
The srevarcds o antgagabing work perfonmunee are the Lllowang:

1. Presidential Lingkeel Sepere (210 Award is vonterred to ar individual ot group
of uwdividuals fr exceptional ar sxttacedinary contributions resullng from an
wlea or perfosmance that had natonwids unpact on pubhc inlerest, secority and
parrimony.  The confrtburion may be g saggestion, innovalioe, nvechion or
superior accomplishmenl: and

2.0 Civil Service Commission  Poawaso Magase) Aowesnd o conlzrred W an
individual ar eroup of indrviduals for oalslanding contribution's resulting froa:
zn jdea or porfonmance That dirscily Deneit eore than one department ol Lhe

20 C Mgk,

The term =g shall refer i the tbllowaing:
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Tweo of more individuals pound by a commen objestive, g task foree, a lechnica)
graup oF 3 spesial waorking team, fermodéemslelforsuniced  Turmally or
intormally 1 wndettabke cerlain projeels/preerams. Masinem membsmship S
otk Presidential Linekod Havan and Civil Sendce Ciamission o P
Awarls grrapfearn shall oot exceed 10 rmmembers.

The zrowpteam shzuld have demomnstomed teamwosicoamaiadesic shown by
sonstant communicarien, soordination, soeporation, and cohegiveness amany its
mcmbers.  Each grouptteam member shauld bhave verifiable/actual geniibalion
i Uhe altaspent of the Froup’icam s sccomplizhment,

3. Avawied Cor Baenplaey Conduct ad Ethical Behavior

Cuistamlirgg Public Officials and Employess Award or the Doeged rer Toovan
) iy condermed Woan mdividual Do peclorrmacce o3 an exteaonedingy 2et oF
pubilie servive and consistent deinonstrlion ol ssemplery ethical belavion on the
besiz of hisber chservance of the eiohr nenns ot behavior povided under
Renublic Act Mo, 6713, otherwise knawn as the “Code of Coardiect and Pifical
Starcdceds e Poilic (ffceads amd mpdapees ", 0 wic

Comeailmsent Lo Public |ntergst
Mefesonalisam

Juatness and Sinccrity
Fohtieal Meotrality
Bespirivenssy o lhe Pubhic
Meatianalizm and Patrorsm

. Cottenitment to Bemecrasy
Siple Living

1
-

GE ] Cn LA L b

oL Qualification Reguirement: af Notoinees

A demimated plhcislks end employces in che individugl and groupiteam calgoore

iougt ineed (e tolkowing gualilcanions:

1. Hawe rendered at lonst three (33 years of contineous sovcrnment saevics a3 of
deudling ot nommations’  submizssion, Accomplishments  for which the
nncreiney W beng recoenicoad Tor shoyld also ke made within the bast thies (3]
years imenediately prier o the nomination, angd have been consiztent by arl
cantinuwiusdy cactied aul by he nomioes during sad peried;

[

Have a performance @atiag of an least Vory Nedegfiectory or its cquivalent for
tour (1) szmneserad or oo (2} annuai tating periods prine to the nominations aml

Cad

Have nul been Fwnd gualty of any adoviniseative or criminal alfense
Imvolving mwosal wapituds at the tione e namination.

B. A wmeupoar leem may be nomionated i cither the Presidentml Siegieodd Bavee o
the USC Mo Award. Members wha sonlriouled to the proup’s aulslanding
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wiork perlrmanee Hul did nat meel the thove quazitication reguwerents lcms
I 1o 3% shail nesl be inchededd in the nominagion.

(Grown mem inees with mowe b =m0 (3 e leers showhd decide wha shall be

nclpded i the nomanation, othessise sad pomnnation shal! be rendescd
il ipibde fur the Search.

Iy, Criteria for Evaluation

A Presidential Linghod Bopom and vl Service Comumission Pagare Awardz

el

Ln

Motewaorihiness of Ouestandine PortormanceConmibution - The degres of
aeciejuersss aad vrginality of oulstaading performancs or contethutions.

Lmpact of Pertormance/Achievement  The exent 1o whicl: lhe e
FUpgestion, inmvatian r inventien s being veed and ks result Ui number

ol parsuns wha benelisd: the paradizm shifi # bas caused and che amouat
af rney saved,

Eeliability and TMecleveness — The exient 1o which he imovalionsaea bus
eftectively and efticiently addesssed a preasing necdfAmproved servies
dboiivery,

Consiateniy pl Perlirmanoes — The degree of congistency nuanifested [y
cohsistent cutslonding perfcirnance baced on historical datdwoork record.

Lomngnairated Leamwork, Cooperation, Canaraderic and Cohomivongss
Lar grosip nemizateons] - The gaterl the group members motivales and

suppurt each other e the degres Ly which group members positively
influgnze each oeher.

(1. Coustarcking Yuhlic Oflicials and Bopboyees or the Dangad ne Saam Awand

L.

LR

Cuglice and Consisieney of Behavieral Poronnance - The lewvel of

censisleney i which the nominge hag manifested exomplaty condnet and
swewinrthiness of behaviorg] perfisrmance,

CAmpact of Behavioral Pecformanes, s - The exient e which Lhe

axtraovdinary act has created 3 powerful cffost or impact on the
argintalion or public.

Risk or lomptarion labesent i the Work — The degrec of risk and
tempintion substantially prosent in the work,

Obscurity of the Position The lowliness or imsignificinoe of the poesilio,
in relation to the degeee of perfuormanes el ectreondaaey nOUmES
manilisizd,

Years ot S2rvice - the cummdative vescs b seevice that 1be soeninee Das
rewderzd in the governmenl vws-d-viy hishet aceomplishroents.

Hi kb find Tnw Qe
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G, Cther similar cirewmstances or considerlions n taver of the peniine, =5
may b determined by the mombors of the Commimes on Aowand for
Pansal vy Bnven.

Required Mominatisn Docoinents

Fach nominalion requires he subimission ol one (1] urieingl moninaton 16ldee
gontaining the tully-accomplizhed LTALP noimicdtion form, original clearances awd
ather documentary reeuircments (sec Loters A-L); and five 431 additicnal eopics ol
thes riginal nomanatian fobder,

A

Complersly Allsd-our HAEP Monyination Fom:

BAF Form Mo, 1 - Nominatien for che Presidential Linghoo Seapan Avad and
(30 Paean Avard (Individual Cateeory)

AT Boem Moo 2 Damsniation (O the Praesileotial fiagfoof Tuyen Avand and
CHC Pagesa Award (Lhroup Catoearny)

AAP Form Mo, 2-A - Information an the Membeis of the Grong Noemisec

HAF Form M- 3 — Momination for the Owoescendineg Puiiic Officials and
Canpliveees Aoward or the Dangnl ng Bapae Aaand

Fach complatey Alles| up nomination farm should be accompanicd by a werite-
up wsing the Muominoation Wrils-uep famm. e oo case shall e write-op excesd ne
maximun sllowadic ten £L0) pages ot A size band paper, wsieg Aniab foot 7172,

Momanee’s updateld ©5 Form 212 or Personsl Oata Shest wilh passport size
01 VT w27 photor willl name g takes within the lasl six manths prior Lo 1z
nominaticn.

Certrfacapon from the Chaimporson of the ageney™s lecal. proviacial, cegionat or
hatiowal Propeam on Rewgeeds, Awards and Inzenlaves o Soreige Foopllonoee:

(PRALSEY Committss or s cguivalent, that the nomwinatian has underpons
defiberation iy he Commiice,

Leter frow the head of agescy o highest otficial endarsing the nomisation to
Lhe 250,

Crertilcalion sivned by e nemines that hedshe ks not been Jound guille of any

B a [E] . .
athminkgtrative o ceimanal ollense modw g inoral furpitude. 11 the sominee his
perdingy, wlministrative o creming]  casess, thoe shauld b 2o adwerse

indementtaling or adminiscrative ar crimingl case at the time of nomination.

A vertilicaion of nn pernding administrative cr eriminal case invilving muogal
lumpilude issuel by the highest anking Administrtive OMeer or Lepal CHhcer
i3 requiverd for postharmens nomination vnly.

o e W e Y
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Drtacded mfottmartion on dismissod’decided casa’s of the sominee. it any.

Cenification issued hy the hiohest Muman Wesource Managenwenl Cfiicer
{HEMY shal the mdivideal nomines or cach wmembcr of the sroup rominge has
ohtained oL least Tery Sevisfucwine (W5)] perionoance matiogs for oor (2)
sempstmal or tee (23 annual rating pericds prior mo the nomination, Copy of the
reling. formes shuld oo lenger he sHached te tho romination folder.

Certification ot Moo Undiquidalzt Cosh Adesocss and Disallowances G
previnpy acenumahilitics as of Docember 31 of tha yasr prioe 1o nomigation n
be recured oy the HEMO inom she Commossion on sl (004 Besideni
Auditor. Baid Ceartilication wloaedd he signad ny the agency's COA Residen
Audior KOFI the agency™s Financial CIlicer! dvciuntant,

In cxso of existima wndiguidated cash advisice arl esallowance, o cesGiioate o

b stenus of such fmancial ablization shatl be saed by the COA Resident
A uclilor.

Copy al lhe Awlemsnt f Aszers, Lishilitics and Meotworth isA LMY of the
individuai nomines ar each memhber of the praup nomines fr the year prioe o
nomanabion, cortified trus copy by e Bighesy ranking Admingsimalive Oilcer
[AD) or autherized officer of the enploying apsncy.

Updated  servees rccord dedy ceetified by the apency™s amen Resanrce
Wangyement Cificor (HRMO).

Moomminea’s valid clesmnees Lo he seeared froom e following apencies o siher
Liaezh i e
HhTE- ]}

Mational Boreay of Enveatization
- BIR Tax Clearance

The Gilloradng elearaness shall be sceured by the C5C:

[ Cleympee Jor Pendeney or ™o Fondency of Adimmistrative Case shall be
risued by the CSC Regional Otfice. frec of charge.

2. Llearanceas from Oflice ol the Ombudzman, Sandiganhayan, O30 Cenigil
e Offiec for Lesal Aflais, ond the Comaniasion o Vwmaen Bighls
shall he secured hy The ngliongl HAT Secreterial fur the semi-linalise of the
Search.

3. {lcarance from the Cffs of the President shall also beosecacod by the

nutional HAF Secreturiol lor presidenlial appoinlees who shall be weluoinl &
seeni-finalise of the Seach,

For appointive  Soranpey officials'cmplovess, Certiliealion ssued oy Lhe
Berrerierey Chalrperson that the comince meets the comdliliong provided wnger
Cal Pesolulion Bo. O1-1352 duted Aupuse 20, 2001, \/
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A
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%1,

The pomingiion form angd docunaniacy egesremends shocld be placed in legal siee
[iders. Hard-bound and crostive covery gre disogumpeed, Copics of annuail repors,
rzeomanendations from institelionspersonalities news clippinges and ceclilcwes ol
training, seninars and reengnitiioon shonbd ant be inctoded inoibe nomination alder

Al nomingtivn Podders: and documents subemilied shail be considlemes g4 renoeds of Hae
Comunisaion, thus, shall no funger be retorned 1o the numinee’s.

Write-up al Avcemplishments

A, The write-up must highlizbe ouseeding sceomptishments ar exemplary noeme of
come;l manifesied wirhin che st thege vears. Preseataticn of accoraplishiments
or norres manifeded  should  be inoonpder of signiffcance, complete wich
degernprions, justicications and should adhere 1o the foflewing peloisrs:

ue specific torms, Definciclaely rerms sueh an “acsied™, “eoiri bl ed™
er “facilitausd":

Slate cutstanding accomplizbongus of sxemplars norms displaved  2nd
impazt in briet, fctal and in buallel Girm;

Prosent impact of accomplishments by mdicaling prablems wlibrsged,

suvings peneraled, penpledolfics benefited andfor transactions faciiated,
and

The nosninmion  write-up of heads of offices, agencics and  lecal
poverimment umics shouid prese individual accomplishments or bebawicral

horimg nol the accompHslinens of the enting aeectey ar 1oga| geecsrmment
Lnit,

B. The follewing méarmation mose be adequately provided:

Fur Group Somanabion (Preswdontial Lirgkod Boapare and 25 Pageoser rewards
cileporiey):

Momig af ram or greup, names of gualified lsam members wilh their
respEtlive posilions, slwlus of gppeinlmesnt, Yeneth of povernment sesvics and
soteibutionfazcomplishiment of each sember enmnenied o delgil, Plesse
rafer ie HAP Form Nos. 2 and 2-A tor denails.

For  owstandieg  work  accomplishmenr,  swtc whether ar net the
geeamplishmenls presented ure pon, of the repulae dulies of the nomines oe il
these are hisfhar dwn initiative. 1€ part of oommee’s ccpulad dutics ar
mandate, <fte justifications on why the sccomolishmends ave comsidered
proaptionan proextroondinary. The ampuct of Gie contribution muws, b
substantlly elaboraged:

v Maljonwide impact of e exceotionalfcxtmorinary conirbuotion W
pundic interest, seoutity aml palcimony (for Presidential Livgfod Haen
award cacgored

@
Ceclified W da sy
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V1.

3

»  Imipact ol the outstanding contribution s mors then one depurirmen. of

the govcrnmertt (o CHC Pugrya award carepory)

For eiemplar: conduct and etbicat fehewiorn presenl the exesnpiary earms of
condoct  maitested!displaved and peovide Justiticasions why the normds
dizpleved arc considorod exemplan.

Liritalian v SNemamation

v Uhe neminasien write-up should only be los e maximen of 10 pages {(Ad gize

J

LPE]

oond prper, Ariag #12 tont) woneloade the summare of accompiishmeants,
irrepract dred uther andurrmalioc.

While them are three wwand catoeorics under the Search. st cployos or
Tzl should e nominsted to ondy one awaed category.

Hunor awardess or thase wha bave been peeviowsly conterred with any of the
thrie awards: Presidontial Ringdod Aopaw, Ousranding Public {Ofcias and
Erpleyves of Legol ag Bopan and Civil Service Cammission Pugase can
alill b rowenanaled by the sume or o @ diforen awand catogory after five years
o the conformens of hizher award. peovided at the nominstion 1% Dased

pn d e dsl nb acoomplishments  andfor  sgemplane aorvmsdbelaeior
rAnEested.

Frocedure for Momination

Mowination to the Scarch may be done by wdividoals o anganivatioms Tem the
govetincit oF private secior, The fullawing e be seps on Bow @ noeinats
aulslamiing pubiic officials and cplovees:

A,

For governiment agency-uifiaeed noiinaticn

CIDWErLNEIt Qpensias ans eapeclel 1y sominods Lhett exemplars. There s o Limil
to the namber of pominatiens wiseh the apensy may subimit 2 ane of e awend
categorics provided the sequiremencs are complied with, The HRMIOD ol ke
upeney shall be reaponsikle for preparing the aomination of the officia! ar
emplirse o wrpdleam.

L.

i

The Program b Aowasds aod [eeenbives for Servicee Excellence {PRAVSED

Commitee shall review and recomumeml the nomanclion Tor amawal of e
hesgd of apeney, In the case of aroup nomination sompascd of menyhers from
VAFUE Arenuist, the Cliirperson al the TRAISE Cowmmimze or its eqluiealent
and the Ageoney Heoad of the lesd apency shell approvefendorse the
nuenalisn.

Mominadons of deads of Dopaiimsnts, Azencies and slective officials need
nel b gsubmided 1o the PRATRE Commitee. However, all sther aocumasniacy
tequicemenls have ko he complied with,

Ui bl Fre args et
L9
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A0V Apznay iben shatl approws the nemisasion and saal! issae an sndorsamenl
letier arior o gnlmission sl aemination 72 she 0250 Tisad or Rewiona Chilices.
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