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DIVISION MEMORANDUM
No. l0 s.2016

MODEL SDO PERSONI{EL AWARD

Assistant Schools Division Superintendents
chiefs. SGOD and CtD
SDO Section and Unit Heads
All Others Concemed

I:or the informalion and guidance of arr concerned the hereby attached Moder sDoPersonnel Award Guidelines
errecrive riil new procedur",.,.lJ:.T :rffHTrr:ili" 2016 and wirr remain

.trvtg
RoJf l?oj. tozoN, Ph.o., cEsq vscnools Division Superintendent J

fl:;:?;iii
RECORDS SECTIOX

_ ,.i; i:;*; !g$gpi444-463-17o7 tocai 114. Website: ,inyyr.lJet:__d-rE-ry:I 
Emait: nueva.€ciLeqdepsfuqv4tr
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TOOEL SDO PERSOilNEL AWARD GUIDELINES

ttootos 8totloll
T'rhe toder sDo peronnel Awad is crested to recogniz€ and honor exemprarycommiqheflt and outstanding_ nerfgrmalce ov &ssir'eo personner in the FrFt Lever posnronwhich Pescent fiom three cdego.i€s: 'moa"i lalnnirffive Aide, [odel SeniorBookkqopor end flodet contractrlt in tre scroors Dilsion of Nueva Ecija. Awards in theamountrof Php 1,000.00 and. a certifrcare to eactr awartee wirr b. givJn-#r,tnry.- i ,""t",board l.cated in th€ sDo Lobby wiil 

"ont"in 
tn" n"rJ" 

"m 
p,arr"" of ail past Awardees ofthe Modh for the whole year.

:

Who Cqn Be t{omlnat d?

Al personner in the frst revor posilion, irrespec{ive of th€ narure of appcrintment andlength of service to the schools Division of Nueva E&i" rtr" has nd rerceived the award in thepast months of the year can be nominat€d.

Who C.n llomlnata?

I{bmin€iion of candrJates for the Moder sDo personnet Awerd may be made by thehead of cach sectbn, chief ano orne superinreno"n-.v iirn" schoors oivis6n or r.iueJa eci;a.Rating glven by the section heads, chiefs ano or th; siperintendency will be validated with theconsolidfled raring given by the visitors wnJ r"oil 
" 
i.'.i*ron with the personner.

Critorla

A. Excerdonal Accomplbhment on the Job

Adions that constitute perfomance beyond expected standards.
. crEting high quality of work over an extended period of time' givl'g extra effod to conrpt€te I joo or rranJre-.i-n.aJer workroad. fillin! in when unit is short_s{affed. volunteering for and rrorking on special pojects. sening on a @mmittee ano contriOuinj toh" ircc.ss

B'Excepdonar contrrbutons towards the Efieodvene.r and Effcbncy of oporedons
Ac{ons ther contribute io the maximum utirization ot ctepaft nentar resources.

. 
llegJatlnS informaiion or eguipment for mor€ erffcienuefiec{ive use. der,Tloping new work meth&i trar ,eorce,ral"ii jr.,r.n 

rcsouroes. etimhating unnecess€ry.edions or stJfs ioiJJiJ,ii ..*,o. making creative sugges{ions that save time/money 
'-

C. Erenrplary Service to Ourer Employeee and Vblbrs.
Acibns that are esp€cially hetpful or make a good impression on others.

. cloin0 things for others that are beyond j<rb requirements. p€Prmins in an exceptionatty courreou's anJ6-p.tiu.rn"nn",. being so helpful that others appreciate them

's'd"rcdon aor wnt -b p,',,vicbd tor.',ch sction to b-u*<t f2r yatt',tion, whe', aach emproyeewitb 
',o<t 

by tt' v**to'" who & a t,a,r"a.tin iii"i.i io,ry tt anning Eting guicb :
,Very Satd/.dory
+$tis'adory
UMetabty s€tistectoy
2-Unswory
1- Ve,y ung€/tistadoty
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D. Special Efforts In promoting peeonnel Dlversity

Aclions that contribute to improving sensitivity to and implementation of diversity

. increasing awareness of and respec{ for dfierent cultures. eliminating cuhurally offensive or threatening prac{ices in the workplace. taking positive steps to help diversity in the workplace

E. Distinguished Efforts in Staff OevelopmenURecognftion

Actions that help provide emptoyees with opportunities to learn and to be rewardect.

. making special etforts to recognize excellence in others. creating extra opportunities to improve skills and abilities. contributing to an exceptionally supportive, team-oriented environment

F. Attendance and Puncfualityt

. report to their work place regulady at their designated times.. leave the work place regularly at their designated times.

' To be vtlidetad wlrh the logbook .nd blometrlc devlc. ,l'cords.

G. Offico Ature
. Maintain neat appeaEmce and come in proper office attire (uniform).

Information to be Provided in the Nominating Petjtion

It is mandatory on the nominator to do a particularly careful and thorough job of
documenting the petition and should include letter of support containing the following:

1. Name of nominee
2. Internal signed nanative statements of the individual's exceptional contributions in

any or all of the following areas:
(2-4 categories acceptable)
. achievement on the job (ability in performing duties and

accomplishment of theh KMs)
. assistance to co-workers and visitors
. contribution towards the effectiveness and efficiency of SDO operations.
. effons in stafi development or affirmative ac{ion
. participation in SDO activilies or @mmittees.

Selection Procedure

SDO Personnel Council will selec't the award recipient based on the nomination
materials/packet submitted to them. Validation will be made by the members of the council
through obseNations and interviews with the members of the community. The collec{ed rating
from the Satishction Box will also be used for the confirmation of the final rating for the final
result. In some months, no award may be given if no nominations meet the attached criteria.

How to Submit Nomlnation

Send the originat nominalion pac*et to Chairman, SDO Personnel Council;
nominations are due every third Friday of the month.
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TUIODEL SDO PERSONNEL
For the flonth of

Name of PeBonnol (Nomineo):
Section/Unit:

Position

Section Head (Nominator)t

Use the following raling guids to rate your nominee:
5- Very Satisfactory

4 - Satisfactory
3 - Moderately Sstisfaciof,
2 - Unsatistadory
1 - V6ry Unsatistadory

I
i
^

\rrve eKra eron to complete a job or handle a heavier workload
Fill in when unit is snortEiffi

work over an erlended

4 Volunteer for ano work-ni@ail6jEal
5 Serve on a commlttee anO contribuGto r--ts succel]

1 Integrate infomation or equffi
2. Develop new wort< metnoo@
3.EIiminate unrpce@

l4.Makecreativesffi
r Outstandlng ServlCe to Employees

i 1.Increase awarene-s of and resp-ed foiEFGit cutture!, . ;t:-::-:--- -_ _-;- -':.-Eqryterylturaltvon@
:'ar.
r.^':-

r Jo netprut lhat others appr€ciate them
i Special Efrorts in/-'---.-'----- Workforce Diyersity

nislinguished In

l1 special efiorts to recognize excollenEln otfieE
, 2.Create extra opportunitles to lrnprove sfifls anO aOilities
' 3 Contribute to an e
Anendanc6 and punctuatity''

liP_tllg:lgotnersrh@
^^r-i l f-enorm tn an exceptionally courteous and cooperative mannGr

i :leport to the wo* ptEG regularly altheir design;Gd timesi_ -
, : Leave the work ptace reguhrly at tneir de;gnated tim€s,'_ _._

Office Aftire

L ._ Average

Prepared by:
LU

Recommending Approval:

Approved: Otf6v
RONALDOA POZON, Ph.D., CESO
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Chailman:

Vice Ch.lrman:

tlembe|t:

SDO PERSOI{XEL COI'NC]L

ilOOEL SOO PERSONNEL AWARD

RONALDO A POZON, Ph.D., CESO V
Schools Division Superintendent

ERICSON S. SABACAI{, Ph.D.
Assistant Schools Division Sup6rintender (El€mentary)

JOHANNA N. GERVACIO, Ph.D.
Assistant Schools Division Superintendeni (High School)

LU|s M. CALISON
Chief, Educ€tion Program Supervisor
Scftool Governanc€ and Operations Division

LULU B, OATANTE, Ph.D.
Senior Educetion Program Specialist
Human Regource D6velooment

ORLANOO C. DE LEON
Administrative Ofiic€r V

ELEANOR AGUILAR.MANIBOG, Ph.D.
Education Program Specialist ll
Human Resource Development

CEASAR C. LOPEZ. Ph.O.
Administretive ffic6r lV

Racommending Approval:

Approved: n'ffF
RONALDO A. POZON, Ph.D.,

Schools Division

04+463-7707 lor.al114. Website: www.deged-ne.net Email: nueva.eciia@deoed.sov.oh


