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OFFICE OF THE SCHOOLS DI`/ISION SUPERINTENDENT

DIVISION M:REUMSGOD-2023

To:           :    Assistant schools Division superintendent
Division Chiefs
Public Schools District Supervisors
Public School Heads
Public School Teachers
PRAISE Committee

Subject   :   NOMINATION T0 TIE 2023 SEARCH FOR OUTSTANDING GOVER"ENT
WO-RS

Date        :    August I, 2023

This is in reference to Regional Memorandum HRDD-2023-189 dated July
27, 2023 signed by Rebonfamil R. Baguio, Director Ill, re: Nomination to the 2023
Search for Outstanding Government Workers.

The Categories, Nomination Forms, Criteria, and General Guidelines of the
said search are found in the enclosures for ready reference.

For the dissemination and inforlnation.

For and in the absence of the OIC-SDS:

CREREEarB` 08-O'.to
. BOHOL

Education Program Supervisor

RE;?::I ' Vfi -.
;cdian!t;,dith _1^if`:i£:

Enclosed: As stated
SGOD/rod

I-     L1|E- Roxas Street car. topez Jaena Strect, Zone (I, Digos City 8002
` (082) 553-8396 I (082) 553-8376 I  (082) 553-9170  I  (082) 553-8375

3%).:5i%:g6#::t5:3i8:796as.fty@deped.gov.ph
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To       :          Assistant Regional "tiector
Schools Division Superintmdents

Subject:         NOMINAHONs ro THE 2023 SEARCH FOR
OUTSTANDING COVENMERT WORERS

Date   :          July27, 2023

The Civil Service Commission (CSC) administers its annual and nationwide
Honor Aurards Ptogram (HAD throuch the 2023 Scar\ch for Outstanding Gonremment
Worke.

In this connection, interested applicants may acoesB the updated nomination
foms from CSC Rcgioml Field and Field OflioeB nationwide or via ±±±±c±±±,csc.go\r, pig.
Further details and other information are pndded in the enctooures.

For more information, email haDaecretariatr@csc.rev.ph or contact pe) 8931-
7993/ 8932"1.

Immediate disocm±nation of thi. 14caorandum i8 desired.

^Iaiin a.  :Irml¢o
Dircetorr%.

Endoeed: As Stated.
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HEADS    OF    CONSTITUTIONAL        BODIES;        BEPAITMENTS,
BUFREALIS.  AND  AGENCIES  OF  ThE  NATIONAL  GOVERNMENT;
LOCAL     COVEfENNENT     UNITS;     GOVIRNMENTOwl\lED     OFt
coNTFtoLLED   coRroRATioNs   wlTli   oF`IG«`IAL   cHARTERs;
A«D STATE uNIVEFtsITIES AND COLLEGES

2023 Search for Outsfariding Govemmeut Worikers

The Civil Service Commission (CSC) announces the .start of the 2023 ScaTch for Outstanding
Government Worl(ers as mandated in the 1987 Thilippine Constitution, Executive Order (EO)
No. 292 or the Administrative Code Of 1987; EO No. 508, series Of 1992, as amer!ded by EO
No. 77, serfes Of 1993; and Republic Act No. 6713. As provided under Section 35, Chapter
5. Bcok V Of the Administrative Code Of 1987, the CSC shall administer the Honor Awards
Program (HAP) and conduct the annual search for public exemplars.

The  Search  covers  tllree  {3)  award  categchesf  namely:  the  Presidential  17.ngked Bay@n
Award, the Outstanding Public Officials and Employees Award (Oar)ga/ ng Bayan) Award,
and the CSC Pagase Award. The confement Of the awards forTns part Of the Commission's
advocacy  of  promoting  excellence,   and   recognizing  and  rewarding  civil   servants  for
outstanding performance, contribution, and achievements. and/or consistent manifestation of
exemplary ethical behavior in public service.

Heads of government agencies are enjoined  to  participate in the  prestigious Search and
nominate the awardees Of their Program on Rewards, Awards, and  Incentives for Serrice
Excellence (PRAISE) via electi-onic submieston of documentary requirements, to the CSC
Regional and/or Field Crmces not later than 31  March 2023. The attached CSC Resolution
No. 2100501  dated 24 June 2021  on the Guidelines for the 2021  Search for Outstanding
Govemm€nt Workers and  the  Years Thereafter,  shall  be adopted  for the  2023 Search.
Updated nomination forms are available in the CSC Regional and Field Crmices nationwide
and from tlie CSC website. www.csc.gov.ph.

Further, the CSC seeks the assistance of govemmelit agencies in promoting the HAP and
the public service exemplars by encouraging the employees to  like and subscribe to the

Civ!!  Service  Facebook E and  I,SG  Media  PH  You{ube  Daat:.  and  share the
following regular promotional releases in their respective online bulletin boards and social
rnedife Tya'gps                                                                                    F

Bawat Kawani, Lin kod Ba
9 CSC Bulk»ng lap fload, Constitution Hl«5, H26 Q© Cfty     a (02) 93l -7935/(02) 93l-793Q/rot) 931-8cO2     a ceaphil?csc.go`i:giv     . `Ami`urscigov,ph



Social Media Posts

The CSC.a main Facebcok Page features regular updates on the nomination process
and inspirational quotes from past awardees. Government agencies are encouraged
to share or crossi)oat these informational and inspirational social media cards on their
respective online accounts as well.

Lingkod B.yen DEBries: Katangt-tenglng Kawanl

Lingkod Bayan Diaries.. Katangi-tanging Kawani (lJBD KK}` pre`itously haQwn as HAIP
Story, is a video anthology released through the CSC Facebook Page and YouTube
channel. The videos feature civil servants` stories and their experiences as awardees.
A short clip of awardees inviting nominations to the Search is also featilred at the end
Of each video.

Government agencies, through their respective hLJman resouroe management officers
(HRMOs), are requested to use the vidcos for the following purposes:

•    regLilar soc*al media content on offlcial agency onllne platforms:
•    resource materials dooumenting public sowic® excellence;
•    visual materials to be used during ieaming and development programs such as

webinars, conventions, and summits;
•    recruitment tools to attract potential applicants to public service;
•    motivational tools to encourage employees to pursue career development;
•    creative representation of regional achievements showcasing best pradices

done in the regions:
I    video support for media intewiews on public sewice: and
•    information tools for orientations on the Search for Outstanding Government

Wckers.

Ljr\gkod Bayan Dlariie® Prevte"S

i/.ngtod Bayan Diarfes Previews are vertical video teasers prompting the next main
LBD episode. These are shareabie through emerging vertical video platforms such as
Facebook Reefs. YouTube Shorts, and TikTo*.

NAP Promotional Videos

Videes on the Search are also released via the CSC's official online accounts. These
may be used by government agencies as jnformational material on the program and
encourage nominations.

Ei=



For inquiries, the LIAP Seerefariat may be reached through telephone numbers (02) 8931-
7993/8932rty381, or by email address hapsecrctariat@csc.gov.ph.

For official updates and materials on HAP. please refer to the following:

CSc websito                         : www.eec.gov.ph
CSC Facebook page           : ww\A/.facebook.Com/civilservicegovph
YouTube channel                : www`youtube`com/cscphmedia
LBD YouTube playlist          : https://tinyurl.com/LBDYTplaylist
LBD Facebook playljst        : https:/ftjnyurl.comA.BDFBplaylistpr Digltauy §lgivee ty llosrates

rmoAleoteiBendtry
Bate: an).Oi.06 22:26:25
+08Or

Arty. itARLO A. 8. NOGRALEs
Chairperson

09 January 2023
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HONOR AWAutDS PROGFtAM
Re: Guidelines on the 2021 Scarch for

Outsfandjng Government Workers
and tlie Years Thereafter

Number:                2100501

Promulgated:   24 June 2021

RESOLUTION

WHEREAS, in accordance with its Constitutional mandate to adopt measures
to  promote  mcwale.  efficiency,  integrity,  responsiveness  and  coLirtesy  in  the  civil
service,  as well  as to strengthen  the  merit  and  rewards system.  the Civil  Service
Commission (CSC) administers an anncal, nationwide Honor Awards Program (MAP)
through the annual Searoh for Outstanding Government Workers;

WHEREAS, tlle CSC administers the armual Search to recogriize government
officials and employees who exemplified outstanding performance, to further motivate
or inspire  public seri.ants to  improve  the  qua!it}. Of .+.eir performance  end  to instill
excellence in public service;

WHEREAS, pLJrsuant to Republic Act No. 6713, otherwise known as the Code
of Conduct and Ethical Standards for Public Crmcials and Employees, Executive Order
No` 292: I)therwise known a§ the Administrative Code of 1987 and its lmplementing
Rules  and  Regulafrons.  and  Exeoutjve  Order  No.  508,  s.  1992,  as  amended  by
Executive Order No. 77, s. 1993, CSC. together with the Office of the President and
the constituted Special Committee on Awards, shall confer the Presidential Lingfod
Bayan   and   CSC   Pagasa.   two   award   categories   given  for  oiltstanding  work
performance, and the Outstanding Public Crmcials and Employees or Danga/ ng Bayan
award for exemplary conduct and ethical behavior;

WHEREAS] President Rodrigo Roa Duterte signed and approved Ftepublic Act
No.  11469 otherwise known as aBayani.nan to Hea/ as Or)e Act" on Marsh 24, 2020,
declaring the existence Of a national emergeney arising from the Corona Virus Disease
2019 (COVID-19) Situaton;

WHEREAS,  the  President fuTth®r  approved  Republic Act  No.11494  or the
Bayanihan To Recover As One Act on September 11, 2020, providing for COVID-19
response and  recovery interventions,  mechanisms to accelerate the recovery and
bolster the re§ilieney Of the Philippine economy, providing funds therefor, and for other
purposes.

WHEREAS, the Commission issued CSC Memorandum Ciiioular No.10 dated
May  ?,  2020,  Revised  Interim  GLiidelines for Altemative  Work Arrangements and
Support Mechanisms for Workers in the Government During the Period of State of
National Emergeney Due to COVID-19 Pandemic which provides that all government

Bawat Kawanapngkodbeyani
• CSC Bulldlng BP Ro.d, Comstlmlon Hi»` 1126 Quezon clty     . (02} 03l-703S/(02) 9}1-79]9..{02} 9314ca2     a t*phil®ciapqu>h    * `^mrvurstigoaph
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agencies    and    jnstrumentalities    may    adopt    altomative    wock    amangements
appropriate/applicable to their functons and place Of work, and prevailing Community
quarantine in the area where the ageney is located, giving priority to the preferred
Schedule of employees who are senior citiz]ens, pregnant women. and persons with
disabilities (PWD);

WHEREAS,  pursuant to the abovementioned  issuances,  it is  necessary to
issue  the  Guidelines for  the  conduct  Of  the  Search  for  OLitstanding  Government
Workei.s jn 2021  and years thereafter  and  enjoin the heads Of agencies and state
workers to observe electronic submission Of scanned copies Of nominatons, together
with the required documents. to the CSC Regional and/or Field Offices in accordance
witli the provisions Of these guidelines, together `Arfu a Certification from the agency
Human Resource Management Officer that the docLlments submitted are authentic
and genuine;

WHEREFORE, the Commission RESOLVES to adopt the attached Guidelines
for the 2021 Search for Outstanding Government Workers and the Years Thereafter.

Qt]ezon City.

ORIGINAL SIGNED
ALICIA d®la ROSABALA

Chairpe-

ORIGINAL SIGNED
ATTY. AILEEN LOuFLDES A. LIZADA

Commissioner

Attested by:

#+EifeoRO

VACANT
Commissioner

Acting Director lv
Commission Seoretarfal and uaison Office



HONOR AWARDS PROGRAM
Guidelines for the 2021 Search for Outstandlng Gov®mmeut Workers

and tlle Years Thereafter

I.   Introduction

ln accordance witli its constitutional mandate to adopt measures to promote morale.
efficiency,  integrity,  responsiveness and Courtesy in the civil service,  as well as to
strengthen  the  merit  and  rewards  system,  the  Civil  Service  Commission  (CSC)
administers an annual, nationwide Honor Awards Program (HAP) through the annual
Seareh for OLltstanding Government Workers. The program seeks to recognirze and
reward   state   officials   and   employees   for  their  outstanding   contributions   and
achievements in the delivery of public service.

The annual Search started in 1965 through the Employee Suggestions and Incentives
Awards System (ESIAS) implemented under Section 27 Of Republic Act No. 2260 or
the Civil Service Act of 1959 to award pubke servants for extraordinary acts or services
that   conwibuted   to   the   efficieney,   economy   and   improvement   Of  government
operations.

In  1975, by virtue of Presidential Decree No.  807,  new rules and guidelines Of the
ESIAS modified the types of honor awards as fo«ows: Presidential or L/'ngtod Bayan
and Si!angan Awards, the Civil Serrice Commission or Pagasa Award, and the Ageney
or Kapwa A"ard.

Meanwhile,  Republic  Act  No.  6713  known  as  the  Code  Of  Conduct  and  Ethical
Standards for Public Officials and Employees vested in the CSC the administration Of
the nationwide Scorch for Outstanding Public Officials and Employees or Danga/ ng
Bayan ANvand .

On   16  March  2020,  the  President,  through  Presidential  Prcelamation   No.  929,
declared  a  State  of  calamity  throughout  the  Philippines  dL]e  to  the  Corona  Virus
Disease 2019 (COVID-19) Situation. Subsequently, the President approved Republic
Act No.11469 otherwise  known  as -Bayanihan to Heal as One Act"  on  March 24.
2020.  declaring the existence of a  national emergency arising from the COVID-19
situation.   Furthermore,   the  President  approved   Ftepublic  Act  No.   11494  or  the
Bayanihan to Recover as One Act on September 11, 2020, providing for COVID-19
response and  recovery interventions,  mechanisms to accelerate the  recovery and
bolster the resilieney Of the Philippine economy, providing ftinds therefor, and for other
purposes.

Pertinent thereto, the Commission issued  CSC Memorandum Cilioular No 10 dated
May 7,  2020,  Revised  Interim  Guidelines  for Akemative  Work  Amangements  and
Support Mechanisms for Worke7s ir: the Government During the Peried Of State Of
National Emergency Due to COVID-19 Pandemic, which provides that all government
agencies    and    instrumentalities    may    adopt    altemative    work    arrangements
appropriate/applicable to their fLinctions and place Of work. and prevailing communfty
qqarantirie in the area `,i;+.ere the agency is located,  giving priority to the preferred
schedule Of employees who are senior citizens, pregnant vromen. and persons with
disabilities (PWD).

ur



Thereafter, the President, through Proclamaton No. 1021 dated Segivember 16, 2020,
extended the declared State of CaLamtry throughout the Philippines for a period Of one
(1 ) yea.I. effective 13 September 2C20 to 12 September 2021 ` unless earlier lifted or
extended as circumstances may warrant. Further, all government agencies and LGUs
are enjoined to continue rendering full assistance to and Cooperation witli each other
and mobilize the necessary resources to undertake critical, Lirgent, and appropriate
disaster response aid and measures in a timely manner to cLirfail and elimirrate the
tlireat of COVID-19.

Hence,  pursuant  to  the  abovementioned   issuances,  the  Commission  deems  it
necessary to  issue  the  Guidellnes for the  conduct of the  Search  for  OLitstanding
Govemmeut Workers  for 2021  and  the  years  thereafter.  Electronic  silbmission  of
nomination, together with the required documents and Certificatjon froni tlie ageney
Human  Ftesource Management CIficer that the documents submitted are authentic
and genuine, is required.

11,  Award Categori®S

A.  Outstanding Work Perfemance

•    Presidential dngfaod Bayan Award  is conferred to an individual or group
compr]sed of five members for exceptional or exhaordinary contributions
resulting from an idea or petomance tliat had nationwide impact on public
interest. security and patrimony.

•    Civil Service Commission Pagase Award is onferred to an individual or
group comprised ®f fhre members for outstanding Contribution/s resulting
from an idea or performaince that directly beneft more than one depardent
Of the govemmenl

a,  Exemplary Ethical Behavior

•     Outstanding publ-ic cfficials and Empbyees or D8nga/ ng Bayan Award is
confelred to an individual for performance of an extraordinary act or public
service and consisterit demonstration Of exemplary ethical behavior on the
basis of observance of the eidht norms plutded under Republic Act No,
6713:

1 .   Commthent to Public Interest
2.   Professionalism
3.  Justness and Sincerity
4.   Political Neutrality
5.   Flespousiveness to the Public
6.   Nationalism and Patriotism
7.   Commitment to Democracy
8.   Simple Living

Ill.     WhoareQuailifed

A.  All  appointive  officials  and  employees  holding  permanent.   temporary.
coterminous,   contractual   and   casual   status   Of   employment   in   the
government. whetlieT statoned in the Philippines or abrnd:

2



a.  Elective officials;
C.  Elective  and  appointive  berangay officials  and  employees  may  also  be

nominated, provided they meet all the following conditions pursuaut to Civil
Service Commission (CSC) Resolution No. 01 -1352dated August 10, 2001
on the "Recognition Of the Barangay Secretary and Barar}gay Treasurer as
Government Employees" (Annex A):
•    Respective appointment papers are submitted to the CSC for recordsP|-:
•     Po§ition§  have  fixed  salary  in  accordance with  the  salary  schedule

provided for in Local Budgct Circular No. 63, s. 1996;
•    Meet the qualification requirements set in the Local Government Code

Of 1991; and
•    AHendance and serviee rerde ae kept and maintained in the bamngry

office
D.  PosthumoLis nominatjons may be made for a public servant \who died in the

line Of duty or in the pursuit Of his/her official duties and responsibilities as
a civil servantt  Posthumous nominations should be formali7ed within  12
months from the time Of death Of the government Official or employee; and

E.  Those who are under extension Of service are not qualified.

Prior to the nomination, the nominated official or employse must meet the
following qua I ificatione:

1.   Have rendered at least three (3) years Of continuous government serviee
as Of deadline Of nominatioris' submission. Accomplishments for which
the nominee is being recognized for should also be made within the last
three  (3)  years  immediately  prior to  the  nomination,  and  have  been
consistently and  continuously carried out by the  nominee during  said
period;

2.   Have a perforrmance rating Of at least Very Sazisfacfory or its equivalent
for  six  (6}  semestral  or  three  {3)  annual  rating  periods  prior  to  the
nominatwh; and

3.   Have  not  been  found  guifty  Of any administrative  or criminal  offense
involving moral turpitude or does not have any pending case against
them at the time Of nomination.

Team   members   who   did   not   meet   the   abovementioned   qualification
requirements (Items 1 to 3) shall not be included in the nomination.

IV.    Criteria for Evaluation

A.     Presidential Ljhgrtod Baysn and civil service commission Pegasa Awards

1.   Noteworthiness Of OutstandinQ Performance/Contribution-The degree
Of    uniqueness    and    originality    Of    outstanding    performance    or
Contribution/s: implemented breakthroughs in the structure, system ancd
procedures in the delivery Of sewices.

W
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2.   Sustairiabilitv of Contribution + The extent to which the accomplishment
led  to  innovationfoontributon  which  has  been  adopted;  number  of
individuals,   cenmwities,   offices  who   benefited;   and   eviderioe   Of
sustained use or continuous implemenfation for at least three years or
longer.

3.   Impact Of Performance/Achievement - The e)ctent to which the idea,
suggestion, innovaton or jnventior is being used and ife result; positive
outcomes: the resolting paradigm shift: and the amount Of money saved.

4.   Reliabiilit\r and  Eifecti\reness - The extem to which the inno\nENon/idea
has  eifedively  and  efficiently  addressed  a  pressing  need/improved
service dalivey.

5.  Consistencv Of Performance -The degree Of consisteney manifested by
consistent  outstanding   performance  based   on   historical   data^^rork
record.

6.   Demorlstrated        Teamwpd±.__ .... _..CpoDeratipp,.  __ ..., j}amaaraderie        and
Qghesiveness (for groLJp nominations) - The e}ctent to which the group
members mdivate and support each other or the degree to which group
members posithrely influence cach other.

Each group/team meTnber should have verifiablefactual contribution in
the  attainment  Of the  groiipifeam's  accomplishment.  This  should  be
specified in the nomination.

a. Outstanding Public Officials and Employees or the Oanga/ /}g Baysn Award

1.   Quality  and  Censistencv  Of  Behavioral  Perfc>rmance  -The  ieve!  Of
consistoney to which the nominee has manifested exemplary conduct
and noteworthiness Of behavioral performance.

2,    Impact   Of   Behavioral   Performance   -   The   extent   to   which   the
extraordinary  act  has  Created  a  powerful  effect  or  impact  on  the
organizaton or pubife,

3,   Ftisk  or Temptation  Inherent  in  the  Work ~  The  degree  Of risk  and
temptation substantiatry present in the work.

4.   Obscurih/ Of the Position -The lowliness or insignificance Of the position
in  relation  to  the  degree  Of  performance  and  extraordinary  norm/S
manifested.

5.  Years of Se_Q4i±g -The cumulative years Of service that the nominee has
rendered in the government wisliwls his/her accomplishments.

6.   Other similar circumstances or considerations in favor Of the nominee,
as may be determined by the members Of the Committee on Award for
Dangal ng Bayan.

in
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V.        Ftoquired Nomlnatlori Documents

Each rromination reqLlires the sLJbmission Of soft or scanned copy Of the fu!l}r
accomplished   NAP  nomination  form,   clearances  and  other  documentary
requirements  (see Letters ANN),  with  a  Certification from the ageney Human
Resource Management Officer that the documents submitted are authentic and
genuine. The romimation shall be submitted electronically to the CSC Fiield or
Regional Office where the ageney is clusteTed`

A.     Completely filledut HAP Nominaton Form:

NAP Form No. 1 - Nomination for the Presidential Lingfod Bayan Award
and CSC Pagasa Award (Individual Category)

11^P Form l`Io. 2 - Nomination for the Presidential Lingfod Bajrari Awrard
and CSC Pagasa Award (Group Category)

NAP FOTm No. 2A - Information on the Members Of the Group Nominee

NAP Form No. 3 - Nomination for the Outstanding Public Cfficia!s and
Employees Award or the Danga/ ng Bayar7 Award

Each completely filled-up nomination form shoLild be accompanied by a
write-up using the Nomination Write+jp form. In no case shalf the urrite+ip
exceed the maximum allowable ten (101 paqe§ Of A4 size bond DaDer.
ualna Arial font slze 12.

8.     Nominee's updated CS Form 212 or Personal Data Sheet with passport
size (4.5cm x 3.5cm) photo taken within the last six morms prior to the
nomination

C.     Certification  from  the   Chairperson  Of  the   agency's  local,   provincial,
regional  or  national  Program  on  Awards  and  Incentives  for  Service
Excellence  apRAISE)  Committee  or  its  qutJlvalenL  stating  that  the
nomination has undergone deliberation by the Committee

ln the case Of group nomination composed Of members from various
agencies. the Chairperson Of the PRAISE Committee or its equivalent
and the Agency Head Of the Iced agency shall endorse the nomination.

D.     Letter from the Ageney Head endorsing l}ie nomination to the csc

Agoney bead refers to DepaTwhent Secretary, Chairperson or President of
national government agencies, constitutional commissions, government-
owied and controlled corporations, government financial institutions, and
state/local  universities  arid  colleges;  heads  Of  bureaus  and  agencies
attached to or under the Deparments; as \^rell as Governors or Mayors.
Heads Of agencies also Dof®r to the following officials:

ur
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inaffii;are/Staff of the sends
Members/Star of the House Of

Repi-esenfatives
Memberststaff of the Local
Sanggunian
Ctovemor"ayor
VIce-Govemot/Vice-Mayor
Punong Barangay"agawed

Senate President
Speaker of the House Of

Representatives
Vlce-Cove rror/Vice Maysr

DILG Secretary
Govemor"ayor
Cfty/Municipal Mayor

Where the nominee is the Ag®ney Head, endorsement by the superior
official is required, as follows:

Nominee
Executive SecretaryDeparfroent Secrefa ries

Heads of Bureaus and Agencies
attached to or under the
Deparfroents

President of State Universities and
Colleges

President of Govemmentowned
and Controlled Corporations

General Manager Of Local Water
District

Depardent Secreta ry

Chaiiperson of the Board Of
Regents

Chairperson Of the Board of
Directors or Tmstee§

Chairperson Of the Board Of
Directors

Agencies with  nominations  endorsed  by Agency  Heads who are Olc-
designates should also submit a letter or a copy Of the latters designation
order.  The ageney heads  may also delegate the authorfty to sign the
endorsement to an authorized representatwe, provided that a copy of the
authority of the delegation shall be attached to the nomination folder.

If the ageney has more than  one  nominee,  an endorsement for all  ts
nominees may be submitted instead of individual endorsements.  Group
nominations with team members from two or more departments,lagencies
shall be separately endorsed by their respecthre agency heads.

E.   Cortification s]9ned by the rlomlnee that he/she has not been found guifty
Of any  administrative  or  criminal  offense  jnvoMng  moral  turpitiide  and
dces not have any pending case at the time of nomination

A certificatien of no pending administrative or criminal case involving moral
turpitude  issued  by the  highest+anking Administrative  Officer or  Legal
Officer is required for posthumous nomination only

Dctailed information or copy of decision on dismissed/decided case/s Of
the nominee, if any

A nominee declared as semLfinalist shall again be required to submit a
seltcertificaton   that   he/slie   has   not   been   found   guirty   ot   any
administrative or criminal offense involving moral (urpitude and does not
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have  any  pending  admintstratwe  or  criminal  case.   In  case  Of  non~
submission , the semi-finalist shall be diapualified.

F.   Certification issued by the highest Human Resouroe Management Officer
(HRMO)  that  the  indMdLJal  nominee  or  each  member  of  the  group
nominee has obtained at least Very Sad.sfacfory ovs) perfomance ratings
for  six  (6)  semestral  or  three  (3)  annual  rating  periods  prior  to  the
nomination.  Copy  of  the  ratng  forms  need  not  be  attached  to  the
nomination folder, however, the rating period/s shoilld be clearly stated in
the Certificate.

A cerdicate of performance is no longer required for a nominee who is the
head of a departmentt agency, and elective official.

For  a  nominee  occiipying  third  level  position,  a  certification  from  the
agency   HRMO   on   the   latest   available   Caper   Executive   Service
Performance Evaluation System (CESPES) performance rating for six (6)
seme§tral or three (3) annual ratng periods must be submitted.

G.     Certiflcation Of No  Unliquidated  Cash  Advance  signed  by the  agenc]/s
Firiancjal  Officer/Accounfarit as of December 31  Of the year phor to
nomination

H.     Certificatton  Of No  Disallowance  issued  by the  Commission  on Audlt
(COA) Ftesid®nt Auditor for previous accountabilities as Of December 31
of the year pn`or to the nomination

ln case a Notice of Disallowance is issued by COA, the qualificaton of a
nominee to join the Searcli shall be eramlned on a caseiorease basis
such t!hat the merits of the specific ground or basis for the disallowance Of
the notice of suspension would be cons.rdered.

Further, if the COA central office has already approved and confirmed the
decision Of the originating COA office, said decision becomes executory if
no Temporary Restraining Order ITRO} had been issued by the Supreme
Court. Once there is already an obl.ftyation to refund, there should be an
offlcjal document showing that the nominee has started paying the refund
or is acknowledging hismer obligaton under the law.

Now-refund despite the oblisaton will not make the nominee qualified to
join the Search.

I.       Copy of the statement of Assets, Liabilities and Networth (SALN) of the
indMdual nominee or each member Of the group nominee for the year
prior to nomination, signed by the authorized officer administering the oath

All individual and group nominees Must submit their SALN.

J.      Copy of nominee's Appointment paper
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K.     Commission on  Electiorl  (COMELEC) Certification Of Elected Candidate
(for elective official)

L     Updated service Record duly certified by the agencyts Human Resource
Management Officer quF`MO)

The nominee's plantilla position as neflected in the Serrice Record shall
be the position indicated in the nomination form.

M.     Nominee's valid clearances to be secured from the following agencies in
the locafty

-     National Bureau of Investigation
-     BIRTaxclearanoe-  PolicecI-

The following clearances sha» be secured dy the CSC:

1.   Clearance for Pendency or No Pendency Of Admirristrative Case shall
be issued by the CSC Ftogional Crmce (CSCF20).

2.   Clearances  from  Crmce  Of  the  Ombudsman,  Sandiganbayan,  C§C
Central Crmce-Office for Legal Affairs, and the Commission on Human
Rights sha» be secured dy the I-lAP Secretariat for the semifinalists Of
the Search.

3.   Clearafice from the Cffice Of the President shall also be secured by the
HAP Secretariat for presidential appointees selected as semifinalistsOf the -.

N.      Giioup    nominations    with    team     members    from    two    or    more
departments/agencies shall  comply \whh all dooulmentary requirements
coming ffom their respedive departhents/agencies

0.      Certification  Of  the  agency  llRMO  Of  the  authenticity  Of  dc]cuments-itted
Soft   or   scanned    copies    Of   armual    reports,    recommendations   from
institiitions/personalities, news clippings and oertificafes Of training, seminars
and reocignition should no( be included in the nomination.

AIl  nominations  and  docLiments  Of  the  awardees  Of  the  Search  shall  be
considered as permanent records Of the Commission. and shall ro lor]ger be
returned.

V],      Write+ip of Aceomplisl`ments

A.  The  writertyp  must  highlight  outstanding  accomplishments  or  exemplarryyry
norms Of Conduct manifested \Athin the last three years.  Presentation Of
accomplishments or norms manifested should be in order Of significance.
complete with descriptions, jusffications and should adhere to the follcwing
printers:
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•\   LJse   specific   terms.      Definefelarify   terms   such   as   kassisted',
+   ~oontributed" or "facilitated";

•    Outstanding  accomplishments  Of exemplary  norms  displayed  and
impact in bried factual, and in bullet form;

•\   Present   impact  Of  accomplishments   by  indicatng   how   it  vras
sustained/adopted,    problems    addressed.    savings    generated,
peoplefoffice beneffied and/or transactior!s facilitated: and

•\   The  nomination  write-up  of  heads  Of offices,  agencies  and  local
government  units  should  present  indMdual  accomplishments  or
behavioral riorms, not the accomplishments Of the entlro agency
er local aovemment unit.

8.  The following information must be adequately provided:

1.   For Group Nomination (Presidential  Lfr7gtod Baysn and CSC Ppgase
Awa rds categories):

i   Name Of team or group,  names Of que]ified team members with their

respective  positions,  status  Of  appointment,   length  of  government
i   sowice and contribution/accomplishment Of each member enumerated

in detail. please refer to HAP Fomi Nos. 2 and 2-A for details.

Z.   For  outstanding   work   accomplishment]   state   whether  or   not  tlle1   accomplishments presented ae paft of the regular dLJties of the nominee

or if these are his/her o`Arn initiative.   If part Of nominee's regular duties
or   mandate,   cite  justifications   on   why   the   accomplishments   aile
considered exceptional or extraordnary. The impact Of the contribLltion
must be substantially elaborated:

•    Nationwide impact Of the exceptional/extraordinary contribution to
public  interest]  security  and  patrimony  givr Presidential  Lingfod
Bayan award category)

•    Impact of the outstanding Contribution to more than one department
Of the government (for CSC Ppgasa award category)

C.

For exemplary  conduct  and  ethical  behavior,  present  the  exemplary
norms Of conduct manffested/displayed and  provide justrficatlons why
the norm/s displayed are considered exemplary.

imitation on Nomination

The nomination write-up should only be for a maximum Of 10 pages (A4
size   bond   paper`   Arial   size   12  font)  to   include  the   summary  Of
accomplishments, impact and other information.
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a.  While there are thlee award categories under the Search, an employee
or offictal should be nominated to only one award category.

C.  Honor awardees or those `who have been previoiisly conferred wth any
of the three awards:  (Presidential  i/'ngkod Bayan,  Outstanding Public
CIficials   and   Employees   or   Oanga/  ng  Bayan,   and   Civil   Service
Commission Pagaca} can still be nominated to the same or to a different
award category after five years from the confemer]t of his/her award,
provided that the nomination is based on a new set of accomplishments
and/or exemplary norms/behavior manifested.

VII.      Procedure for Nomination

Government agencies are expected to nominate their exemplars. There is no
limit to the number Of nominattons \^hich the ageney may submit in any Of the
award categories provided the requirements are complied with. The HRMO of
the ageney shall be responsible for preparing the nomination of the official or
employce or groupifeam.

1. The Program on Awards and Incentives for Service Excellence {PRAISE)
Committee   or   its   equivalent,   shall   review   and   recommend   the
nomination for endorsement Of the head of ageney.

2.  The nominations Of the Head Of Department, Agency and elective official
need not be submitted to the PRAISE Committee.  However,  all other
documentary requirements have to be Complied with.

3. PursLrant to CSC Resolution No. 2000359. promulgated on  17 February
2020, on the Revised Guidelines on the Confement of Recognition and
Award under the Program to !nsthotienalize hloritocrac}. and Excellence
in  Hilman  Resource Management (PRIMEHRM),  agencies conferred
with  Maturity Level  lv recognition  sliall be automatically nominated  to
the CSC Pagaca Award group category of the Search for Outstanding
Government Workers.

The CSC's Human Resource Policies and Standards Cffice (HRPSO)
will inform the CSCF=O concerned regarding the automatic nomination
of an ageney. The CSCRO sliall then advise the agency regarding tlie
preparation  and  submission  of nomination  requirements for the  CSC
Pagasa group category of the Searoh.

As a requirement for group nominees under the search guidelines, the
PRIME-HRM nominee shall select its group members which should not
exceed five (5) members. The agency HRM Office, being instrumental
in  achieving  the  PRIME-HRM  Level  lv  maturity.  shall  represent  the
ageney with the HRM Office head as the team leader together with four
(4) other members from said office.

Tile periuiJ ur iiuliiinaltoii sliall lte wiuiin two years from llie .*iiiforilrelil
Of the PRIME-HRM award.
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PRIME-HRM nominee with incomplcte documentary requirements shall
be deemed ineligible to the Seareh,

4, The  Ageney  Head  shall  approve  the  nomination  and  shall  issue  an
endorsement letter prior to submission of nomination to the CSC Field
or Regional Offices.

Any private individual or organization may recommend an individual or group of
individuals for a specific category of the Search, to the concerned government
agency. It shall undergo evaluation of the PRAISE Committee and endorsement
Of the head of ageney, if qualified.

Government officials and employees who are winners of private award-giving
bodies  may  also  be  nominated  to  the  search  for  Outstanding  Government
Wckers, provided tliat all the requirements for the §eagch are complied with.

Vtll,    Procedure for screening and Evaluation

A.  Regional Le`/el Screenir.g

The CSC Regional Ofrlce shall create a five+member Regional Committee
on Awards (RCA) composed Of the Regional Director, Assistant Regional
Director,  PLibljc Assistance  and  Liaison  D!visjon  (PALD)  Chief.  and  two
representatives   from   the    Regional    Mufti-Sectoral   Advisory    Council
(F"SAC),   the   Regional   Council   on   Human   Resouroe   Management
Practitioners (F3CHRMP) or the academe.

The  FtcA  shall  evaluate  the  qualified  nominations  submitted  based  ori
Sedions IV to V of the Guidelines and select the regional winners Of the
Seareh.

The PALD shall serve as the Regional HAP Secretariat. It shall download
and   Screen   all   electronically   submitted   nominations   with   complete
documentary requirements, and determine the correctness Of the category
vi§-a-vi§   the   acoomptishment/a   presented.   It   shall   shortlist   qualified
nominees based on Sections lil Lo V of the Guidelines and provide soft or
Scanned copies of the nominations to the ftegional Committee on Awards
for deliberation.

The CSCF`Os are responsible for coordinating with the agencies regarding
electronic submi§§ion of the nominee's lacking documents and for ensuring
completion  of  the  same  prior  to  e)ectronjc  submission  to  the  Ftegional
Committee  on  Awards  for  deliberation.  A  nomination  with  incomplete
documentary requirements will no longer be included in the Search.

Soft or scanned copies of nominatiens received by the CSCROs whieh are
not under their jurisdiction shall be electronically forwarded to the CSCRO
concerned, NOT to the National HAP Secretarial
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Only those selected by the RCA as regional winners wll advance to the
second level screening.

Nominations of regional winners should be ofr!ci.ally transmitted  online by
the CSCRO to the National HAP Secretariat. Further, a list of all qiialified
and noniualified nominations received for the three award categories duly
signed by the CSCRO Director MUST likewise be submitted..The list should
include the nominee.s name, pfantilla position; level of position, ageney and
award category.  It should  also  indicate  if the nominations received  have
complete or inoomplete documentary requirements,

a.   Natonal Level screening

The Public Assistance and  Information Office (PAlo) shall serve as the
National llAP Secretariat (NHS). rt shall convene the National Comm.utcos
on Awards (NCA) composed Of the following:

1.  Committee  on  the  Presidential  or  i/.ng*od  Ba)@n  and  Civil  Service
Commission Papose Awards

c   Member of the commission, CSC
o   Chief Protocol Onoer Of the Office of the President
a   Three   (3)   promiront   Filipino   citizens   who   are   not   in   the

govemm e nt service

2. Committee on the Dor)ga/ ng Bayan Award

a   Chairperson of the csc
o   Ombudsman of the crmce of the ombudsman
o    ChairT)erson of the commission on ALidit
a   Two   (2)   govemmont   officials/employees   appointed   by   the

President of the Phi»ppines

The   NHS   will   evaluate   all   electrmjcally   submitted   regional   winners'
nominations based on Sections Ill to Vl of the Guidelines and determine the
correctness Of the category tis-a-tis the accomplishment/s presented.  tt
shall come up witli a shortlist Of rrational qualirfers to be submitted to the
NCA.  The  final  list  of  national  qualifiers  shall  also  be  provided  to  the
CSCRcts.

The NCA shall evaluate the national quatifiers' nominations based on their
extraordinary accomplishments and exemplary ethical behavior, and shall
come up `^th a shortlist of semi-finalists. The names and photos of the semi-
finalists shall be published in a newspaper Of general circulation to request
the public to send their feedback via e-mail. Simultaneously, they shall be
sutiected to background investigaton and remote interview. The NHS shall
consolidate  the feedback  gathered  from  the  public  and  the  background
investigation repor( and shall forward those, togetlier \whh the video Of the
remote jntorview, via online to the NCA for ovaluatton. Thereafter, the NCA
shall select the winners Of the CSC Pagasa and Danga/ ng Bayan awards.
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and   the   finalists   of   the   Presidential   or   i/'ngkod   Bayan   award   for
decision/approval of the President.

IX.    Procedure for committees on ^warde Deliberatiofi

Pursuant to Item 5.6, General Guidelines of CSC MC 10 dated May 7, 2020,"Agencies may use videoconferencing/teleconferencing in conducting meetings
to minimize face to face interaction".  Hence, the same procedilre shall be used
in the committee on a\h/ard deliberations.

A.  Selection Of Ftegional Winrrers

Upon electronic submission of the qualified nomjnations by the RHS, the RCA
shall  evaluate  all  nominations  submitted  to  them  and  select  the  regional
qualifiers.

The RCA will then Bach come up with their shortlist Of regional finalists and
email them  to the RHS for taltyng Of votes. The FtcA Shall convene on an
agreed date through video/telecorferencing to deliberate and agree on their
choices  and  select the regional  winners. The  FtHS shall draw a  Committee
Resolution for each award category identifying the regional winners and shall
e+nail the same to the RCA for corrimation and e-signature.

The RHS shall transmit (he regional wirmers' nominations via e+nail to the NHS
for further evaluation and for considel'ation in the national search.

a.  Seledion of National Semi-finatists

Upon  online  receipt  of  the  regional  winners.  nominations.  the  NHS  shall
evaluate them and select the natonal qilalirfeTs `whose nominations shall be
transm.uted electronically to the NCA for their evaluation.

The NCA shall each come up with a shortlist of semi-finalists and send via email
to the NHS for tallying Of votes. The NCA shall convene on an agreed date
through videchelecorferencing, to deliberate and agree on their choices and
select the semi-finalists. The NHS shall draw a Certificate Of Recognition for
each award category identftying the semi~finalists and snall e+Tiail the same,
together with the tally sheet, to the NCA for confirmation and e-signature.

The NCA shall also provide the NHS via email with specific instructon§ for the
background investigators to look into the semi-finalist's accomp[ishmenvs or
ethical behavior which require more information or clarification. For the remote
interview. they shall agree on one common question which shall be asked Of all
the semi-finalists to know them more up dese and to observe their behavior
and demeanor. Tlie same shall be captured by the NHS and emailed to the
background irrvestigators.

The     selected     semi-rlna»sts     shall     be     subjected     to     background
investigation/validation and    remote interview. A public advisory on the list Of
semi-finalists  shall  also  be  posted  at  the  CSC  website  and  social  media
F)latforms to encourage public feedback on the semi-finalists.
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C. Conduct Of Background Investigation and Remote lntorvie`A/ on HAP Semi-
finalists

The NHS shall initiate the conduct of background investigation (81) through the
issuance of an Office Order for the HAP background investigators/validators to
perfom their 81 tasks. The nomination documents Of the semi-finalists, together
with  the  instructions  from  the  NCA,  shall  likewise  be  forwarded  to  them
elecfronically.

As  a  matter  of  procedure,  the  background  investigators  shall  review  the
nomination documents Of the semi-finalist assigned to them. They shall draw a
81  plan  to  identify the  possible  individuals to interview on  the  semi-finalist]s
accomplishments and ethical bchavfor. They shall also review the Manual on
the Conduct Of Background Investigation for questions to ask their intorviowoes.

Similarly, pursuant to Item 5.6` General Guidelines Of CSC MC 10 dated May
7 , 20HO, -Agencies may use videoconferencingAelecanferoncing in conductirig
meetings to minimize face to face interaction''. The salme procedure sinall be
used in the conduct of background investigaton and remote interview on HAP
semi-finalists.

81    and    remote    interview    shall    be    conducted    through    phone    call,
videoifeleconferencing,    e+nail    and    other   non    face-to-face    modes    Of
communication. The 81 reports and the required attachments should be s.ngned
by the Regional Director and electronically submitted to the NHS within the set
deadline.

The 81 reports shall then be submitted via email to the NCA for evaluation and
deliberation.

D. Selection Of Finalists/Awardeos

The NHS shall send electronically the background investigation (81) reports on
the semifinalists together with the comments from the publie and summary Of
clearances to the NCA for their evaluation.

The NCA shall each come up with their shortlist Of winners (for the Da/]ga/ rig
Bayan and CSC Pagasa categohos) or finalists (for the Presidential li.ngfrod
Bayan category) and email them to the NHS for tallying of votes. The NCA shall
again convene on an agreed date through video/toleconferenctng, to deliherate
and agree on their choices and select the winnersITlnalists. The NHS shall draw
a    Committee    Resolution    for    each    a\mard    category    identifying    the
winnersffinalists, and shall e-mail the same, together with the tally sheet, to the
NCA for confirmation and e-signature.

A letter submitting trie Committee F3esolutton tor the Presidential Ljngked Bayar]
finalists for approval and confirmation of the President shall be electronically
transmitted to the Curiae Of the Prosid®nt.
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X.     Definition of Terms

Terns Oerinftion
Ftegional Winner Nominee   wl`ose   nomination   has   Complete   documentary

requirements,   including   ageney   endorsement.   has   been
shortlisted by the Regional NAP Secretariat based on Items 111
and V of the Guidelines and has been selected by the Regional
Committee on Awards to advance to the natiorial search.

A regional winner is not entitled or will not receive any cash
reward  as  he/she  shall  still  vie  for  the  natonal  search.  A
Cerfficate of Participation will instead  be given  by the CSC
Regional  Office,  signed  by  the  CSC  Regional  Director and
members Of the Regional Committee on Awards.

Nomirrations   of   F3egional   Winriers   submitted   to  the   HAP
Secretariat \whh inccmptete deeumentary requirements (e.g. no
ageney endorsement, expired clearances, or nominees did not
meet the qualifications, among others) are NOT eligible for the
national search.

National Qualifier Regional  winner  with  complete  requirements  and  qualified
based   on   the   existing   guidelines,   as   detemined   afror
documentary review by the HAP Secretariat, is endorsed to the
National Committee on Awards

National Semi-finalist Semi-finalist---is   shortlisted   by  the   National   Committee ~ch
Awards from  among the  national  qualifiers,  and who will be
subjected to background investigation.

Presidential i/.ng*od Finalist js selected by the National Committee on Awards finn
Bay8n Finalist among  the  semi-finalists  and  endorsed  to the  Office  of the

President for confirmation.

Xl.    Grounds for Dlsqualification of Nomlnations

A.     Noncompliance  with  the   guide«nes  on  the  submission  Of  complete
documentary  requirements   (no  agency  endorsement,   observance  Of
deadline,  accuracy  and  completeness  Of  information  required  in  the
nomination  form,  maximum  number  Of  pages  for the  accomplishment
writequp,  clearances  and  other  required  documents)  shall  render  the
nominee ineligible for the Search.

8.     Non¢ompliance with  (he  ol)ligation to I.efund COA central  office-
approved or confirmed dlsallowancc of beriefit/s

C.     Any misrepresentation made in any of the documents submitted shall be
a  ground  for  disqualification  and  for  disciplinary  action  against  (he
certifying nominee/authority pursuant to applicable CS la\rs and rules.

D.     A  nominee  requesting  Member/s  Of the  Committee  on  Awards  and/or
Member/s Of the HAP Secrotahat, directry or thru intermediaries, special
fa\ror or consideration.
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E.     Group   members   with   lacking   documentary   requirements   shall   be
automatically removed from the team and shall be considered ineligible
to/disqualified from the Search.

F.      Nominee, whether individual or member of a group,  wlio was corferred
the award in the same or different category within the last five years prior
to the nomination period shall be disqualified from the Search.

Xll.      SLibmission of Nomjnations

Online submission Of nominations to the  Presidential or Zjnghod Bayan, the
Outstanding Public Officials and Employees or the Danga/ ng Bayan arid CSC
or  Pagasa  Awards  categories  under  the  annual  Search  for  Outstanding
Govemmentworkers shall be submitted to any Civil Service Commission Field
or Ftegional Office must not be later than the last working dry Of March Of
each year, s»ihjcel to changes upon prior notice.

Below is the calendar of activities in rolaton to the 2021  Search and the years
thereafter.

xiil.    Effectfty

These  guidelines   chall   be   implemented   for   the   2021   Search  for  Outstanding
Government Workers and the years thereafter.
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