DA e

Republika ng Pilipinas
PAMBANSANG PANGASIUAAN NG PATUBIG
(National Irrigation Administration)
Lungsod ng Quezon

MC No, 3} g Soe 1992

MEMORANDUM CIRCULAR
THE ASSISTANT ATMINISTRATOR'S/DEPARTMENT MANAGER/

T o e
REGIONAL MANAGER/OPERATIONS MANAGER/PROJECT
MANAGER/TRRIGATION SUPERINTENDENT/PROVINCIAL
JHRIGATION ENGINEER AND ATTL OTHERS CONCERNED
SUBJECT ¢ Search for ‘the 1992 NIA Outstandlng

Official/Imployee

In connection with the Search for the 1992 Outstanding
Public 0ff101als/Employees in government offices including
government~owned or controlled corporatiops lowndhad By: the Civil

-Serviee! ccmmiseian,Juhaw94154he£@by“cansﬁibuted the Pfolléwing
BIA. Cirmatbtess

A. Screening Committee
A 1. Central Office

8. Chairman - Assigtant Administrator for
' Adminisitrative Services

b. Members - 1) one (1) representative
. Prom the four (4) sectors

to be designated by the

Aggistant Admlnlstrauor

concerned i,e.

~ Project Development and
Implementation

- Administrative Services

~ Systems Operation and
Equipment Management

-~ PFinance and Management

2) PRD BepresenfativeA

3) Representative from the duly
accredited employces 'association

¢, Secretariat - Manager, Personnel Division



2. Field Office

Chairman - Regional YManager/Project Manager/
- Operation Manager :
. One (1) representative from each
Division/System/Provincial
. - Irrigation. Office
_ - = One (1) representative from NIAES
B. Executive Committes . o
| 1, Over-all Chairman- Administrator

lMembers

2. Members:. S o o
four (4) asgssistant Administrators

-3+ Secretariat - to be designated by the
' - Administrator S

.. The Committees shall encourage participation by requiring,
if posmible, each Department/Divieion/System/Office to submit .
at least one deserving nominee to the contest. They shall
evaluate the nominees contribution in accordance with the
egtablished criteria provided by the Civil Service Commission,
In addition, they shall determine the type of award .(please
see annex AS befitting each contlribution as follows:

a. Presidential or Lingkod Bayan Award
be Civil Service Award or Pag-asa Award
- ¢« Dangal ng Bayan Award : . .

I, Cévérage/Qu@lificatiohsx

a. The contest is open to all employecs in the Central/
Regional/Projects/Systems/Provincial Irrigation Offices
regardless of status of appointment except:
~ those on: contractual basis

‘bse A nominee must have a significant contribution in the
form of suggestion, ideas, improvements,innovations,
heroic act, etc.,, which benefitted the NIA or the
country as a whole. :

¢, A nominee must have a Performence Rating'of at least
- Very Satisfactory for the last two (2) rating periods.

d., A nominee must have no derogatory record. of a
criminal/administrative offense/case against him or
her either sexrved or pending for the year under
review, An employee meted with the penalty of
sugpension is not cligible for +the award.



II, MNechanics:

1.

3

4.

5

7.

An employee qualified for the award may be nominated by
the following: : ' N

a, His immediate supervisor

b, His co-worker within the Scction/Division/
Department/Staff/Irrigation Superintendent/
- Provincial Irrigation Office as the case mey be.

¢. NIA employees from other sector
d. A private person or group

Nominations shall be coursed thirough the respective
Division Chiefs who will review/recommend the merits
in accordance with the guidelines and rating sheets as
bagis for grading (see Annex B). This will be consi-
dered as the preliminary scrcening. ‘

A list of all qualified candidates citing the innovations,
heroic/courageous decds, suscestions/inventions. shall be
forwarded to the Chairman, Field Office/Central Office
screening committee through the Division Manager and the
Department lianager respectively, who will in turn forwerd
their recommendations to the EIZCOM Secretariat.

The judgement of the EXECOM shall not be bound by the
point system in the rating sheet., They shall decide
vhich of the nominecs is the most meritorious consider-
ing the significant contribution made by the candidate
to the Agency.

The decision of the EXECON shall be final and binding.

Avards shall be conferred at fitting ceremonies on the
NIA anniversary celehrations. '

The awardee shall receive a prize as well as a certifi-

‘cate of recognition for his significant contribution

and shall become the official en®rant of the NIA to the

CSC Search for Outstanding Fublic Service Awardees.

III. Requirements

Nominations shall be considered only when the following

supporting papers arc subtmitted, viz:

1. Certificate that the nomince has been screened by
. the Division Head prior o submission to +the
Screening Comnitteces;

3.



2, Performance Ra'L:Lnb for ihe twWo (2) semesters
- .. of-1991;.

3 Report/aescrlptlon of the nomlnee's 81gn1flcant
contribution;

r'4o',0ert1ficatlon that the nominee has-no administra-
“tive. case agalnst hlm/her elther servea or

'-pendlng,
5., Form 212 with a 2x2 photo of the nominee.
. Nomingtions should be submitted to’ the DlVlBlon/
Department/Regional Manager/Progecu Manager/bperatlon Manage
on or before May 29, 1992.»-

: Be gulded accordlngly.

S

(SGD ) DOMINGO T, BAUTISTA
o Actlag Admlnlstrator

My 6, 1992 ¢
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Republic of the Philippines . ANNEX "A"
CIVIL SERVICE COMMISSION : : '

MEMORANDUM CIRCULAR
MC No. _04 , s, 1992

Io : ALL HELDS OF DEPAR”LuWwS BUREAUS AND
AGENCIES OF THE NATIONAL AND LOCAL GOVERNMENT,
INCLUDING GOVERKMENI'-OJNED AND/OR CONTROLLED
CORPORATIONS, STATE UNIVERSITIES AND COLLEGES
SUBJECT :

Launching of whe Scarch for the 1992
X 5ﬁustan£1gg Puoll Officials/Enployces

Recognizing ouusuandlng performance and exemplary
behavior in the government scrvice is an integral part
of »ublic personnel administratuion, Conferring awards
id one form of recognition in order to movivate and
inspire public servants to enhancer +their competence,
creau1v1ty, 1nnovat1von05u, invegrity and productivity
in vhe performance of their functions.

, In this connection, the Civil Service Commission
hereby launches the Scerch for une 1992 Outstanding
Public Officisls/Employces under the following
categorics:s

a., Presidential or LINGKOD BAYAN AVARD which is
conferred on an individual or grouwp of indivi-
duals in recognition of highly exceptional or
exitraordinary contribusions resulting from an
idea or performance wvhoge effect is nationwide
and principally affects the national interest,
gecurity and patrimony.

b, The Civil Service Commdssion Awerd or the
PAGASA AVARD which shall be given to an
individual or group of'individuals in rccog-
nition of contributions from an idea or per-
formance reauliting in dircect benefitvs to more
than one depertment or to the government though
not of such extraordinary or excepilional degree
as o warrant the Linglod Bayan Award. Consistu-
ent dedicated performancce cxemplifying the best
exanple in any of the professions or occupations -
in the publlc sorvice shnll be considered for
this category.

c. Ouwbstanding Public Official/Zmployce Award or
DANGAT 11G BAYAN AVARD vhich shall be granted
o officials and employces in the governnent



who have demonstvrated exemplary service and
behavior on thie basis of their obacrvance of
the cight (8) norms of conduct as provided
for under RA 6713.

Aside from those mentioned above, the
Departuent or RAPVA ATARD shall be given to an
1nd1v1dual or group of individuals in recogni-

~tion of contributions from an idea or per-
formance resulting in dircet benefits to a
singlc: deparcmont or agency in the government.
Howevor, nomninations for this type of award

. need not bo submitted to the CSC for screening

.and eveluation., It shell be the responsibility
of the Departmen$ or A_oncy SIAC to scroen and
evaluate nom.nuulonp for this award and rccommend
furthor to the Head of the Departmenu or Agency
the mosgt qUﬁllflOd noninces,

The Commisszion hereby enjoins all conccrnod to
aCulvely participate in this underuahlng, and Go subait
nominatcions tvo the Office for Carceor Systens and
Stvandardas, 3rd Floor, Civil Scrvice Commissicn,
Constitution Hills, Diliman, Quezoil City on or before
June 15, 1992, :

“Avbached are LC Mo. 56, s. 16389, and hC No. 03,
g, 1992 vogether ith udO information kitvs and nomina-
tion forms,

For more information, you nay visit said office or
callzgaluohonc nos. 983281, 983282 or 991848 local 249
and 2 o

(SGD.) SAHILO' N, BARLONGAY
- Acvuing Chairman

January 28, 1992
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ANNEX #B"
CRITERTA -

1, PERFORMANCE ~ - - - - — = - R L 30
A, Very Satisfactory Rating for 2 semesbters — 10

D, Competonce — — = = = = — = m — - - 10
O, Flexibility - - — - - N e e e = = 5
D. Work Simplification — — — = = — = — — - - 5
2. PUNCTUALITY & ATTENDANCE - - - = — ~ - T

a. less than 5 days approved absence in a month; under-—
times ‘totalling not more than the equivalent of:

‘4 hours in a month - - = - 10
5 hours Ul in a month - - 9
6 hours Ul in a nionth - - 8

b, Five (5) days approved -absence in a month; under-—
times totallinb nos more t‘lan the equivalent of:

8 hou:r's/one in a month - - 7
12 hours UT/one & one half day — 6
16 hours or two days ¥ —-—=-=- 5

¢, Less than five (5) daye approved absence‘sin a
month; undertimes incurred more thain those indicated
1na.andbabove-—-—-—ﬁ—-—;——-— 4

d. More than seven (7) days absence in- amon’i:h/andertlmcs
more than two (2) days in a month— -3

e, Ten (10) clays absence o:r' undervimes within
a month --------- -2

f. More than ten (10) days absonce or undertimes
Wl'th_'l_n a month - - - ~ — - - 1



AB#]

4.
2

1,

Significant Contribution - = = = = = = = = = = = = -« 30

a, Idoa/Sugzestion/Improvement/Innovation

BASIC = = = = = - ~ - - - - = 10
S BONUS = = = = = = = = = = = = = - 20
: (Seale 1-5 highest) - I
2. Relevance = == - = = = 5
bl ImpaC'b T e e e e e - 5 :
c. Croativity & Orlblnalluy 5
d, Reliebility = ~ = = —~. = 5
Coat Gonsciousness-— U U S P D A (o B
Inmerpersonal Reolations & Teanwork — = = = = = = = = =~ 10
Fubllc Relationg = ~ = = = '= = = = = = - i - - = 10
:
¥Annex AM

EMUA:L'ORF'S GUIDE

PERFPORMANCE — - — - -3'0

" 8.

Nominece shall be givcn the full 10 p01n$ if hia -

 Porformance Rating for the lasi two senesters has

b.

'“oean Vcry Samlsfactory°

Khowledve & Skills - the level of Qs pertlse/e perlence

‘the employee applies on the job. The extent he

- ubilizes theoso knowledgze & skills in his job. His

awareness of current SO”'S policies, rules..

Superior resource in all aapoqts -~ 5
Above Average — — = = = = = = = -4
bverage — — = = = = = -~ - - - =3
PALY = = = = = = = = = = = = - 2



.2.

3.

c., LEffcciivcinoess & Dependability - Abilitly of the nominee
to complete requircd tasks/assignments on schedule.,
His availability when nceeded to work on special assign-
ments without thought of extra commpensation, Rate the
nominee in a scale of 5 (highest) to 1 (lowest).

a4, Attitude & Quality of Jork - The interest/concern of

+the nomince tovards his work and the accuracy/complete-
nces of the tasks performed. (Scale of 5 Lo 1),

e. Interpersonal Relations & Taamvork - The ability cf the
nonince to cstablish and meintaiin a harmonious
relationship with his subordinatcs/peers/supcriors in
the performance of his duties, (Scale 5 to 1) :

FUNCGLUALITY & ATTENDANCE -~ 10 (Scale already provided in
the rating sheet) .

SIGNIFICATNY COMIRIBUTION - 40

a. Idea/Suggestion/Inprovencnt/Innovation — nust be
properly docunicnied, '

b, Performeance - Ixtraordinary acts of public interest
which cnhanced the inmage of vhe NIA, Sustained
work performance despite hazards/risks in arca of
assignuens,

c. Inveniion - Tangible savings seneratved to the Azency
as a recult of a modification/repair of equipment
nachincg ctc.

BONUS POINI'S - Rete nomince on o scale of 1 %o 5 (highest)

Relevance - Pertincince/Applicability. The cxbtoent of
vhich the ideca/suggestion ete. is perti-
nent and relaved wo the nceds of the
Azency.

Inpact - Strong influcnce; wowerful cffect. The
desree of positive influence o¥X Agency
cpcrations/coste, The applicability of
the idea or invenlion to other Sectors
which is outside the scope of the arca
of agsimuent of the nomince.

SIffcctivencos - The extent to which the idea is
' operational, “orthy of confidcncec or
trustworthy since it is & product of
careful planning and rescarcli,



Initiative - Doing something without being told,
Nominee hasg acted on his own judgment
without thought of remuneration or prospect
of promotion; or if he has been instructed

o to do it, nc renuneration was expecied by

: . ‘the employee; resourcefulness is evident
and the nominec ably discharged his
regular duties despive the additiocnal
agsignmuent. Researches were done without
collecting reimbursement for expenses
incurred from vhe IIA,

Cost Saving~ Econouy of operation; Invention was
: achioved with the least expenditure of

TCo0Urces (time, materials, funds,
equipment) or tlic expenses incurred
compared to the price of procuring a new
unit or to job-out the unit is minimal
and will resuli/gencrate savings to the
NoIvo '

4, Safety Consciousness - The extent of which the nominee
consisgtently adheres to cefely standards and rules
which, makes him/her a moCel to his workers/peers/
superiors which is worthy of cmulation.

Conscientious in carrying outv safety practices; Calls
attention vo possible work hozards; sugzest ways of
improving and keeping his work enviromacnt safe and
clean — = = = = = = = = = ~ - = 10

Usually implements/fcllovs cafety practices; Quick
%o spot’ potential hazards in workplace — -

Regularly heeds/implements/safety practices;
Ocassionally calls aviention to possible safety
hazards —« = - = = = - -~ - - — - - - - = 6

Awvare of safety sgvandards & rules buv needs o be
reminded about adherence to safety — - - - - 4

Ham incurred gome violations on safety standards
and rules; occagionally being called to heed
safety gvandards but follows when told - - 2

Apathetic to possible worlk hazards - - - - C



"5, Prevenilve Malntenance - 10

The extent to whlch the nominee handles equipnment
‘and materisl in a manner that ensures its durability
and serviceability. Cleans/oilspfattends to smallest
defect of machines/equipment/materials assigned to
prevent greater loss to Agency.

Superior - - - = = - ~ = 10
Above Average -~ - - - - 7T
Average - - - = - - = = 4
Fair = - - - - - - - 2
Poor e - - e == == 0
RATFRS GUIDE

1. PERPORMANCE - — - 30

a. Very Satisfactory Performance Reting for the last
two semesters — - - = - - = - 10

b. _Cqmpetenoe —————— T - = 10

Con31der the lMnowledge of the nominee on the function
of +the unlu/bcctlon/D_v1s"on/Dﬂparbmcnm where he/she
belongs and the e: pertlse that ne/bhe posegsese in his
field of assignment.

Is recognized by others as an authorlty/eyport
in his field of a391gnm0nt - - - = 1
Above average — - - - - - - = =
‘Adequate - = - = = = =~ = = = = - - = -

CHinimum - - = = = e e e s e e -
Deficiont — = = = = = = = = = = = = = =

'Ol\)\J‘lG)O

c. TMexibility - - - - -~-==- 5

The ability of t2c nomince uo'perform effectively

and reliably oin new assigmments other than vhat is
gvated as hls/her regular duties, The extent to which
the neminee is ablc to adapt and adjust to the various
demandy at work and view new ideas including construc-
tive criticism with receptivencss,

Does successfully well in otlher lines of
" work witlhin -the Departmcnu. Highly canable
of adjusting to changes - = 5




d.

Wofk

Voluntarlly tekes over asgignment of co-~employees
in their absence without being told when clients
follow up transactions — = — = = = ='= 4

1Readily'adjustable'ﬁo new work with. brief

instructions; welcomes changes — — — = 3

Normally ablo to adjust bo new work assign-
ments after careful instructions - - - 2

Shows indifference & lack of initiative in
accepting nevw assignments - - - = - - 1

Simplification - - = 5.

The desire to facilitate action immediately and
independently in a reliable manner; the

extent to which the nominee proposes new
methods of improving viorl procedures/systems.

Bxcepciona1‘self—startlng ability. Cons;sbently
suggeste new and highly workable ided®s for the

improvement of the qualitvy of service of the

unit/section/division/staff - - - - = 5

Generally quick to devise new work
improvements and advocates in ellminatlng
red tape = - = = = = = = ~ = = = - =~ 4

' Occasionally proposes hqw idoag=~ - = 3

Seldom shows interest in suggesting/
implemoniing newv metuods, relics on
precedents - - = = = = = = = ~ - - - 2

Reluctant to suggest/inplement new

methods - - = = = = = = = = = = = - 1

PUNCTUALITY & ATTEFDANCE — - = = — = — ~ 10 (Already

provided in the critveria)

SLGWIWICANT CONSTRIBUTICN = = = = = = — - 30

B Idea/Suggestjon/Tmprovement/Tnnovat1on -

(Properly documentcd)



4.

50

BONUS ~ = = = = = = = = = 20
(Scale 1=~5 on the follOW1ng,factors)
a. Relevance - Pertinence/applicability.

The éx%éni $o which the 1déa/suggestlon is
pertinent and relaced to the needs of the
Agency. - : ‘ i

' b.‘ Impact—Sironb Influence. Powerful cffect

. Croat1V1ty & Orlglnallty - Tho presentatlon
of a new concept/idea

‘d. Reliability - Assurance that the idea/concept
: will be beneficial to the Agency.

cosn covscxousmEss - - — e e e =10

'%he extént,to which the nomince achieves results in his

day-to-day work Dby conserving and optimizing the use of
available resources. Shows care in handling of Officc
machines, materiaIS'to prolong their serviceability.

A'Conslsuencly dcllvors suporlor output even with tho

moet 11m¢ sed resourceés = - - - 10

Occasiondlly delivers botiter—than—-expeccied ousputs
.even with lxmlted resources i

Dellvers above~averago ouﬁpuﬁ - 6

Achloves averagu outpuu°~ dors candably finds
difficulty in delivering:ouiputs ahen given
1naduquame rGSOHTCuS —_— e

‘Delivers outpuwt but shows 1mck of concern in the
proper use of avallablc rcsources -2

 TBAIORK & COOPZRATION - - - . —f‘io" -

ho extenw to-ihlch 1nuerpersonwl relaulons with co-—-
employees are - haymoniounsly esuablushed end maintained
in the performance of hig dutics, . ! .

Brings out the best in others; Practices tact and
diplomacy in day-to-day dealings with co-employees;
A nodel of self-control; TFopsers. harmony and co-
operation within the unit - -'= - 10



6 [ 3%

~ Jorks helnfully and plcabanhly with others,
Rolied wupon to help reduce friction and bOOSu
morale oI . employecs within the unit - - -'8

Vorks well with co-cmployces and im offective as
2 teau msmber° Oooporateu as requested — - 5

'Related fairly Wlth co~omployecs, occasionally

gets into disagreements ~ - - = = = = = — - 3

Difficult to get alonz with; shows 1litvtle considera-

tion for others — — - = = = = = = « - ~ -1
PUBLIC«RELATIOES - - - =10

The extent bo which the employee 1mnresses the publlc/
clienvs with work manncrs, and aivitudes of helpfulness.
His graciousness in attending clients regardless y2

of rank/9001al/econom1c status or ethnic backzround -
even vhen transaction to be OonQUCuOQ isg’ outs1ae of his
worik asslgnment, ‘

A ways aauends to Lhe pub71c with a emile.
Makes ‘them feel welcome aad able to transform -
difficult situations with the public into

an atmosphere of goéodwill - - = 10

Usually friendly and polite tovwards clicnta.
Makes them feel av ease and gatisfied w1th
serv1ces rcndered ——————— 8 .

Does worlk 1mpor°anally and neevs peoplo Vrith
unizpressive politeness. Rarely criticized or
complimented by outsiders ~ - - 5

Attends to the public/client in & business like
‘manner. Can be very gracious in decaling with
clients who come fron the game ethnic background
as ho dogs ~ = = = = = = = = = « =~ 3

Occasionally displays indifference to clients.
Attends to clients only when the transaction
being-followaed-up belongs to his area of assign-—
ment — - « = - —wle - - e 1



