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LINNUMBERED Mf, MORANDUM

Assistant Schools Dvision Supenntetrdent
ChiefEducation Supervisors, SGOD and CID
Education Program Supervisors
Public Schools Dsria Supervisors
Unit alld Section

To

From ,\ vtcToRIA
t\Schools Divi Supenntendentl

. GATO,PII,DCESO V

Date Mzlch2,2O2l

Subject

I In lrne with DepEd Order No. 9 s. 2002 entitled" Est{blishiog the Program on
Avards rnd Incentives for Service Excellcnce ( PRAISE ), this Offic€ in coordination wrth the
Human Resource Development Section announces the 'Mechanics llld Criteria on the
Nominrtior for tbe Most Oulstanding Employe€ of the Month". This is an initiative of the
Division to give recognition and value the effort of the division personnel that contuibutes to the

success of the Office.

2. Enclosed is the detailed Mechanics and Criteria ofthe recognition including
the scoring checklist and forms for reference and use.

3. Division{Jnrrsection heads are hereby directed to nominate an

employee ofthe month representing their oflice which possess the criteria given regardless

of age, gender, disability, religion or professional position.

4. Shoutd there be querres, you may col:.tact Mr. lyoodtow ,nhon B.

Merido, Seficl, Education Program Specialist, Humar Resouce DeYelopment at

09664',152094.

MECHANICS AND CRITERIA ON THE NOMINATION FOR THE MOST
OUTSTANDING EMPLOYEE OF THE MONTH

Addressrsayre Hi-way, Purok 6, Casitan& MalaybalayCrtY

T€lefar No.: 0E&31+0094; Telephone No.. 08a€8_1246
Email Addressi ma avbalav.c,tva.rdeped.Eov.I]l:l
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Mechanics and Criteria
Employee of the Month

A Every end of the mon$, the division /section /unit head can recommend a regular and lob order

€mployee of [he month who can meet [he following criteria thru nomination

Attitude snd Committr|e{t Towrrds Work
. Based on the Daily Time Record (DTR), the ernploye€ has NOT rncurred tardy or under trme for

the month
. Due to ihe suspension on the use ofbiometrics ,the employee should complete the enty ofamval

arrd departure m the log book.

. No absent/Perfect Attendance

. Hes perfect attendance during the flag cerernony

. Req uest for p€rsonal busmess transaction ourside the Office durrng office hours should not be

more than 2 times ( Approved Locators Slip )
. No Vacahon leave fi study leave within the month
. DedicatEd to tulf Lng Job responsibilities
. Demonstrates good customer servico sk ls
. Consistently dep€ndable and is prl]lctual in reporting to work
. Active involvement in commrttees, ftllld-rarsen, faIs, trarnings, and other miscellaneors

actvities
. Serves as a role model to others
. Goes above and beyond the requfements of the job

lnterD€rsonsl Skills

. Displays a helpfi-ll, coop€ratrve and positive attituale towards supenors and co.workers

. Consstently frlendly and avalable to others

. Uses effectrve listemng sk ls

. Has a t€arn player attrtude

. Volmtar y assrsts co-workers in order to complete lmportant departhent projecLs

Work Performaltce

Knowledgeable of Olhce/Sectionrunit policy and Focedure
High overa.ll qualrty of perfomance
Acturatel) compleles work &ssrgnments on lme
Controls hrgh stress sihietions tartfully ard calnly
Takes initiative
Requres mmmal to no sup€rvision
W lmgness to lesn and take on Dew responsibilities
Abihty to trarn others and gladly w llng to do so

AddressrSayre Hi'way, Purok 5, Casisan& Malaybalay Crty

Telefax No-: 088-314-0094j Telephone No.: 088-813-1246
Email Addressr ma!ayba av.cltv@deped Eov.Dh
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Perlotrrl Trri.s

. Maintalns an appropriate and neat personal appesranc€ afld dress

. Professron al demearor

. Conscientious,hones!hard-wo*ing

. lntegnty, on and off thejob

B. The Admtnlstrahve Officer can also nominate Udt heads urder his/her supervrslon whrle the

Assstant Schools Division Sup€rintendent can nomiflate the h.!o DivisionChrefs and Undsectron
Heads usiag the same cnteria.

C The nominee is allowed to b€ nominated every month but in case of five consecutNe award as
aHsll ofFrmer", the employee is not allowed to be nominated again.

D. All nomination using Form B ( nominatron form ) together wth trorm A (scDring checklist) shall

be forwarded !o the PRAISE committee c/o HRD SEPS for final deliberation on or befor€ the
First Th ursdsy of the month before the awarding

E. The PRAISE Commrttee will consolidate the nodinees usmg Form C end submit th€ list to the

Schools DNrsron Superunendert for approval.

F. There shall be one ormore awardee every month to be grven certificatc ofremgnition and hrs/her

name and prcture will be posted on tie Employe€ of the Mon$ Bulletin Board.

G The SGOD-HRD s€cuon w l prepsre the c€rtificate ofrecognihon.
H Annormcement of the awardees will be every second Mondsy of th€ succeedmg month
I Consrderatron wlll be given for employ€s on officlal travel
J In cas€ of ar activity/event that an employee showcase an extra ordrnary

talent/servrcdperformance beyond ery€chtion arywhere with the presence of an Ofiiciel ( DepEd
Personnel ) . Thfie rs an on the spot eward to be giver called "Gattmpala-Agad Award" A s€parate

mechanics will be rssued for reference.

Addresr Sayre Hi.way, Purok 6, Casisan& Malaybalay City
Telelar No.: 088-31rrc094; Telephone No.: 088{13-1246
EmailAddress: ma ayba av.c ty@deped sov.ph
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Form A

SCORING CHECKLIST

Instruc.tion: Check the box if the employe€ possess the followmg criteria Each check ls equivalent to l
pomt to be sum up by pan. The score of it's part shall be computed followmg the formula

Prn I ( l2lTotsl Scor€ x 100 r 40% )
P.rt II ( s/Totrl Score r IOO r2io/o )
Prrt III ( g/Totrl Score r rm x 30% )
P.rt lV ( 4/ Total Score r l00r l0 % )
Tolf,l ofrll Prrtr = Over-All Percent ge Score

Psrt I : Attiaude slld Commitmqrt towrrds Work (40% )

L Based on the Darly Trme Record (DTR), the employee has NOT incurred tardy or under hme for
[he month.

I Due to the suspension on the use of biometrics,the employee should complete the entry ofamval
and departure rn the log book.

L No abser Perfect Attendance

: Has perfoct attendance dunng the flag ceremony

. Request for personal busmess trmsactron outs,de the Office duing office hours should not be

more than 2 times. (Approved Locarors Slip )
L- No Vacatron leave or study leave wlrhin the month.

1 l Dedicated to fulfilling Job responsibilities
i Demonstrates Sood customcr servic€ skills
L Consistently dependable and is prmcnul in reportmg to work
t l Active involvement in commrtte€s, fut-raisers, fars, trainhgs, and oaher miscellaneous

actvrtres
: S€rves as a role model to oihers

- Goes above and beyond the rcquirernents of th€ Job
Psrt II: Interpersonrl Skills ( 20% )

tl Displays a helpful, cooperativ€ and positive attLtude towards supenors and co-workers
! Conslstently fnendly and available to others
l-l Us€s ellective listening skills
I Has a team player adnlde

- Voltmtarily assists co-workers in ord€r to complete rmpofiant depsltrnmt projects

Psrt III: Work PerforEstrce ( 30 %o )

Knowldg€able of OfilcdsechorL{Jnit policy and proc€due

Address:Sayre Hi-way, Purok 6, Casisan& Malaybalay City
Telefar No.:08&314-0m4; Telephofle No. i 088-E 13'1245
EmailAddress: malayba ay.clty@depcd sov ph
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! High overall qualiry ofperformance
ll Accurately completcs work assignments on time
[] Confols hlgh sfess sihratrons tactfully and calmly
l] Takes initiarive
L- Requtes mirimal to flo supervision
L willingress to lean and take on new responsrbilihes
tr Abillty to trarn others ard gladly w ling to do so

tr Problem Solving Skill,/Trouble Shooter

Psrt IV: Personal Tmits ( 10olo )

Li Maintams a[ appropriate and neat peffonal appearance and dress

ll Professlonald€meeror
[] Conscientiouq honest, hard-wod<ing
U lntegrity, on and otrthejob

Address:sayre Hi-way, Purok 5, Casrsan& MalaybalayCity
Telefax No.: 08&314-0094; Telephon€ No.: 088-813-1246
Email Address: malavba av.clV@deped.qov.ph
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Form B

Signature of the Nomin!tor:

Employee of the Month
(Nominrtion Form)

Neme of the Nominee: Design8tiotr:
Unit/Section: Cont ct Numb€r:
Nem€ of lhe Nominraor: Desiqnstion:
DiYisionrunit: Contecl Number:
Please dBcribe detriled ersmple to supporrt your nominrtion using the scoring checklisl The
information you provide will bc used by the com mittee to determ ine the s\nardee.

Tetimony : ( llhy does ,out enployee deserye to be the enployee olthe month? )

(Use separate sheet if nec€ssary)

address:Sayre Hi.way, Purok 5, casisan& MalaybalayCity
Teletax No.: OE&31+0094, T€lephone No. : 048-813-1246

EmailAddressr ma avbalav .irv@dcped Hov.ph
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Form C

NAME OF NOMINEES POSITION OFFICE SCORE RDMARKS

CATEGORY
f Reguhr
: Job Order

Prepsred by:

WOOIIROW WILSON B. MERIDA
Sf,PS-HRD

Employee of the Month
(Coosolidatioo Form)

Month of

Noted by

Approved by:

AIIENA S. DAJAY,PED,CESE
Assiltsnt Schools Division Superintendcnt

PRAISE ChairDstr

VICTORIA V. GAZOPhD,CESO V
Schools Division Superirtendent

Mdress: $yr€ Hi.way, Purok 5, Casisan& Malaybalay Oty
felefax No 088-31+0094; Te l€ phone No.: oa8_813_1245

Email Address: mcLa rhcl? !jq@ d!-p!-dLg!pl


