.. % Republicof the Philippines

OFFICE OF THE SECRETARY

e
s — = Department of Agriculture
W 5
rry

U1 Efliptical Road, Diliman 1100
1898 Queron GCity. Philinpines

November 6, 2019

DEPARTMENT ORDER NO. 5
Series of 2019

TO All Officials and Employees of the Department of Agriculture
Bureaus, Attached Agencies and Regional Field Offices
SUBJECT : UNIFIED PROGRAM ON AWARDS AND INCENTIVES FOR SERVICE

EXCELLENCE ( DA PRAISE)

In line with the Revised Policies on Employee Suggestion and Incentive Awards

System (ESIAS) provided under CSC Resolution No. 010112, CSC MC No. 01, 5. 2001 and the
implementation of the Civil Service Commission’s Program to Institutionalize Meritocracy
and Excellence in Human Resource Management (PRIME-HRM}, the DA Department Order
No. 2 series 2001 is hereby amended to include the Department’s adherence to the Equal
Opportunity Principle (EOP) in the implementation of DA Rewards and Recognition
System. A mechanism that will oversee the R & R policies and programs to be referred to
as the Unified Program on Awards and Incentives for Service Excellence (DA

PRAISE).
I. OBJECTIVES
A. General

To encourage, recognize and reward officials and employees of the Department/
Agency, individually or in groups, for their suggestions, innovative ideas, inventions,
discoveries, superior accomplishment, heroic deeds, exemplary behavior,
extraordinary acts or services in the public interest and other personal efforts which
contribute to the efficiency, economy and improvement in the operation of the
Department which lead to organizational productivity. |

!

Specific

1. To establish a mechanism for identifying, selecting, rewarding and providing
incentives to deserving DA officials/employees at the start of each year;

2. To identify  outstanding accomplishment and best practices of
officials/employees on a continuing basis;



1.

I11.

3. To recognize and reward accomplishments and innovations periodically or
as the need arises;

4. To provide incentives and interventions to motivate employees who have
contributed ideas, suggestions, inventions, discoveries, superior
accomplishment and other personal efforts;

5. To encourage creativity and innovativeness for an efficient responsive and
progressive public service;

6. To foster among officials and employees of the Department the awareness
and desire to maintain or sustain exemplary performance and superior
accomplishment

7. To motivate the officials and the employees of the Department to contribute
to the national development through increased productivity;

8. To promote a more humane, harmonious, and peaceful wor king condition in
the Department which will contribute to the attainment of a responsible
public service, in general, and the goal of the agency in particular;

9. To enhance the employees’ welfare and productivity.
Scope

The Program shall apply to all officials and employees in the career and non-career
regardless of gender identity, sexual orientation, disabilities, religion and/or indigenous
group membership in the career and non-career service of this Department including
all its attached Bureaus, Regional Field Offices (RFO’s) and Attached Agencies with the
application of equal opportunity principles. However, these offices/agencies are not
precluded from establishing their own internal rules and guidelines peculiar to their
situations provided these conform with the basic policies enumerated in this unified
system.

Definitions of Terms

§ AGENCY - refers to the department, its attached agencies, staff bureaus and
RFQOs.
2. AWARD - recognition which may be monetary or non-monetary conferred on

an individual or group of individuals for ideas, suggestions, inventions,
discoveries superior accomplishments, exemplary behavior, heroic deeds,
extraordinary acts or services in the public interest which contribute to the
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efficiency, ecmhnmyﬁimpgmvement in the government operations which lead to
mrgani_zatinnal pro dlic“tivit},r.

EQUAL OPPORTUN{I Y PRINCIPLE - non dlsr:rimmatmn principle which
emphamzes that Oppo tdmtles in employment, advancement, benefits, rewards
and recognition should be freely available to all employees irrespective of their
age, race, gender or: sa::-meumes sexual orientation, disability, religion, political
association, ethmc {}mgm or any other individual or group characteristics
| i

CAREER - positions m the civil service characterized by: (1) entrance based on
merit and - fitness [tb be determined as far practicable by competitive
examination, or based on highly technical qualifications; (2) opportunity for
advancement ‘L;f:: highemi‘ carem positions: and (3) security of tenure.

CONTRIBUTI@N any( mput which can be in the form of an 1dea or perf-::}rmance
(See also Idea Type and Perfnrmance Type Contribution).
DISCOVERY - 15 the u%mvermg of the something prevmusly existing but found
or learned for the first *I:Ime which will improve public ser v;ce delivery.

; ! | : :
[DEA TYPE CBNTRIB TION - refers to an idea, a suggestmn or an invention or
discovery for the m'lpmvement to effect economy in Dperamﬂn to increase
production and impm e wmr}(mg conditions.

INCENTIVE - mt::netély DI’ non-monetary motivation or pnmlege glven to an
official or" emplmyée for contributions, suggestions, inventions, ideas,
satisfactory acqﬂmplmhment or demonstrations of exemplary behavior based on
agreed perfﬂrlﬂance s%témdards and norms of behavior.

INVENTION - the cﬂ@atmn of something previously nnn-emstent whlch will
beneﬁt the gevernmeng

NDN-CAREER pt::-szatmm expressly declared by law to be in the non-career
service; or these wha$é entrance in the service is characterized by: (1) entrance
on bases other than thbse of the usual test of merit and fitness utilized for the
career service: and (2) tenure which is limited to the dulatmn of a particular

project for whiéh purpclpse employment was made
I : i

| I : ! |
PERFGRMANCE TYP CONTRIBUTION - refers to performance of an
extraordinary act or s rvice in the public interest in the connection with, or
related to one’s ﬂffmial emp]nyment or outstanding comimunity services or

heroic acts in the puhlid interest; or sustained work performance for a minimum

period of one year whu:h is over and abc}ve the normal pnsﬂmn requirement of
the individual or group,
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[V. BasicPolicies

L

EXTRAORDINARY ACT - refers to exceptional service whzch is beyond or out
of the regular fdnctmn qr ciutles of an emplc}yee

|

OUSTANDING CGMM}[}NITY SERVICES - refers to the improvement of the
-economic CCII‘IC[IJCLDII mf a partlcular community/place or society at large.

EXEMPLARY SE&RWCE 4 réfers to laudable or praiseworthy !service.

HEROIC ACTS - refersif to f@he display of courage or braveryiin the performance
of one’s duty. A | |

| «

ENHANCEMENT OF E.MPIE.OYE-ES’ WELFARE AND PRODUCTIVITY - refers to

improvement ofi the sysltern and procedures which facilitate the processing or

granting of benefits and 'f:-th.er incentives.

SUGGESTION -'idea fJI“ prmpmsal which improves work perfnrm&nce systems
and procedures, hnd ecbnmmy in operations that will benefit the government.

1

SYSTEM - the agency amards incentives pmgram for ,emplcryee
1

The DA PRAISE sﬂmll ad_ res tn the principle of pmvldmg m{:entlves and awards
based on performance, ; novative ideas and exemplary behavior and shall not
discriminate based on gender identity, sexual orientation, disabilities, religion
and/or indigenohs gmﬁp membersth in the 1mp1ementatmn of rewards and
incentives prugrap -

The DA PRAISE shaﬂ give emphasm to the timeliness r::nf giving award or
recognition. Aside from conferment of awards during the traditional or planned
awarding ceremonies, thé spirit of on-the-spot grant of recognition shall be
institutionalized. | | |

The DA PRAISE shall pmvlde both monetary and non-monetary awards and
incentives to recognize, acknowledge, and reward productive, creative,
innovative and e&hlca bénha_vmr of employees through formal and informal
mode. . - 5

For this purpose, the Systelm shall encourage the grant of non- mmnetary awards.
Monetary awards| shall ‘he granted only when the suggestmns inventions,

superior accomplishments|and other personal efforts result in monetary savings

which shall not exceed 20% of the savings generated.
| i i
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At least 59 of the |

HRD Fﬁﬁds shall be allocated for the PRAISE and incorporated

in the Agency’s Annual Prdcurement Plan" (APP).

The PRAISE shall

be mstltutmnahzed through the creation of a PRAISE

Committee in all offices am;‘l attached agencies of the Department of Agriculture,

The PRAISE Commi

ittee slﬁz:—ill preferably have the following cmnﬁpnsitir::-n:

Cy Or authamzed representative who will act. as chairperson;

Head of the financial i1n1t or equivalent;
Head of the pianmng unit or equivalent; _
Highest ranking employee in-charge of human resource management or

service employee directly respunsibleé for personnel

and |

Two {2} representatwes from the career rank-and-file employees who

ny other mode of selection to be conducted for the purpose

shall serve f}r a peﬂmd of the two years and chosen thrnugh a general

by the regmtered union in the absence of an accredited union

{one from the first ]evel and one from the second level}r

6.1 Head ofagen
6.2
6.3
6.4
the career
management
6.5
assembly or
or designate
The head of the agenc.

overseeing the Systemy’
System’s Secretariat.

suggestions and exe)
implemented on a con

The DA PRAISE (
administration, I
system of the agency.

The DA PRAISE Cor
strategies. DA may
Committee to judiciou
awards.

or hié ,{ her authorized representative sha]lfbe responsible in
s operation and the Personnel Division shall serve as the

The DA PRAISE Cf}mmittei‘ei shall ensure that productivity, innovative ideas,

:nplary; behavimr can be identified, considered, managed and
tinuing bas’ia to cover employees at all levels.

Gmmntée shall be responsible for the development,
mmtmjmg_and evaluation of the awards and incentive

0o
i

| :
nm1ttee shall establish its own internal procedures and

empluy an external or independent body to assist the PRAISE -
1sly amd objectively. 1mplement the system of incentives and

The DA shall submit i

o |
s Progtam on Awards and Incentives for Service Excellence

(PRAISE) and its subsequent amendments to the Civil Service Commission Regional

or Field Office conc

rned which shall provide technical asmtance if deemed

necessary, to ensure proper mlplementatmn

Establishment of a C’%C apprmved PRAISE shalI be the basis for the grant of the

awards and other simiflar incentives. The Annual

submitted by the a

PRAISE Report shall be
gency | 1&0 _the Civil Service Commission' Regional Office



concerned on or bef@nke the thirtieth of January to enable its officials and
employees to quaﬂify forinomination to the CSC-sponsored national awards.

Issues relative té: awafds and incentives shali be broughf before the PRAISE
Committee whu:h shall atﬁdress the same within fifteen {15} days from the date of
submission. ¥

V. . Types ﬂfCﬂntrlbutmn

I
i +

|
Under the system any c}f tha following types of mntﬂbu’cmns shall be entitled to an

award: ? ; ;
' |

A. ldea Type Cﬂntrlﬁuﬁnn this refers to an idea, a suggestion or an
| invention fﬂr 1mp[r¢avament to effect economy in operation, to increase
pmductmn 1mpmv& working condition or service or otherwise benefit the
~ government, ; |

B. Perfﬂrmaﬁce Tyi_:)'é C?nntrihutinn - this shall refer to:

1. Perfﬂrmance crf hn extraordinary act or service in the public interest
in connection Wﬁath]r or related to, one’s official employment; or
2. Outstanding cmﬁnmumty service or heroic acts in the public interest; or
3. Sustamed work perfcrrmance for a minimum period of one year which
is over and abwe the normal position requirements of the individual or
group; or b |
4. Exemplary sewlce and conduct:
B Enhancement af‘ emp]uyees welfare and pmductmty

VI, Types of Aw::lrds-

A, Natmnal Awarcls

i i | |
The Department sﬂ}uatl participate in the search fﬂr deserving employees who
- may be included m.the screening of candidates for awards given by other
gﬂvemment agencibs private entities, NGOs and other award giving bodies

Suﬂh as the: |

I, Preéldentlal ngkud Bayvan Award - confer red to an individual
or group of mdlviduals for exceptional or extraordinary contributions
resulting from an idea or performance that had nationwide impact on

public mterest security and parimony. The contribution may be a

suggestmw mnwatmn invention or superior accmmphshment

7 OutStandihg P‘ublic Official/Employee or I}angal ng Bayan Award
- granted th any public official or employee in government who has

demmnstmted exemplary service and conduct on the basis of his or

l.



her observanice ﬂf one or more of the eight (8} ncrrr;.:ns of behaviour
described under Republic Act No, 6713 or the Code of Conduct
and Et ical St&I‘ndards for Government Officials and Employees.

3. Civil Service Cﬂmmlssmn or the PAGASA Awarcl - conferred on a

group of

mdlvzduals or team who has demonstrated outstanding

teamwork and| cooperation, which resulted in the successful
achievement c:-ﬁ its goal or has greatly improved working conditions or
Gth'ewise b_enéfIted the gﬂvernment in many other Ways.

or NGOs

f
y
; I

Other Awards - gwen by other government agencies, prwate institutio

to an |individual or team for contribution of an idea or

performance that directly benefited the government. -

A cash award OF PlOIOOD 00 will be granted to natmnal awardees

coming friom DA, Bureaus RFOs and Attached Agenmes chargeable
against the funds| Df their respective agencies

Department'[,evel Awf,aﬂrdfs
18

The Department

I
l

k]

shall EIE“UEIG[} and initiate the search for deserving

employees who may be lpclilded in the screening of candldates for awards to

be given such asl:

1. Oﬂfstan%ling.lji Ii)fficial/Em-plOyee Awards - ’IIhe Department

award in yarious tat’egﬂries which shall be given to an individual or
group of individhals in recognition of contributions from an idea or
perfnrman%ce resultmg in direct benefits to a single department.

: I
The P-RAIISE Cﬂinimittee shall evaluate the nomination for this
category and recommend to the Head of the Department the most
qualified ng mineéS‘ f '

The award SI_'IEI.II consist of a medallion or plagque cuntamlng the
citation and mgnatpre of the Head of the Department. A cash amount
of P25,000.00 for eéch awardee shall be allocated for the purpose.

Best Ofﬁﬂlal/Emblﬂyee Award - granted to an . individual or

individuals who exq:elled among peers in a functional group, position
of profession. A cash award of not less than the amount of P15,000.00
as approved in ﬁhle Annual Procurement Plan, shall be given to
mutstandmg-emplﬂy,ees plus a certificate of recognition or other forms
of incentives as the committee may decide, e.g.,, Best Division Chief,
Best Secretary, Begj Legal Officer, Best Driver, Best Utility and other
similar awards |




unit which may be a section, division or office on the basis of meeting
the mrgamzatlpn s performance targets and other predetermined
criteria such as Priactice of Good Housekeeping Practices (5°S) etc. A

Best Oq:ganizatinnal Unit Award - granted to the top organizational

in the Annual’ Prmcurement Plan plus a plaque of appreciation shall be
awarded to the selected best organizational unit.

~ cash agar‘d :::F nmt less than the amount of P15,000.00 as approved

Such r::ther awa rds which may come in various f-::nrms subject to
approval by the Commlttee as follows:

Name t;::r he pE:ilEtE(;ﬂ in Agency Bulletin Board

~ News feature f’im the'DA News Letter

'i

Agency Level Awarélé

1.

4,

. "Gantlrnpalﬂ‘ ngad" Award - given Gutrlght to employees

commended by: clients for their courtesy, pmmmeSS efflclen::y and
dedmat on to filwity

Exemp ary Beﬂavmr Award-  based on the. aght norms of

‘conduct as pmmded under RA 6713 (Code of Cﬂnduct and Ethical

Standargds). The awardee will be automatically nominated by the
agency RﬂISE Committee to the Dangal ng Bayan Award.

Retlrement A‘warﬂ ~This Award shall be given to retirees who have
rendered at ]ea$t fifteen(15) years of satisfactory government service.
As a re}ward} plaque of appreciation will be given, the design and
citation: of wh ch | shall be determined by the awarding office. In
addition, awardees shall be given tokens of appreciation such as
wrist watch, Lf'mg,, necklace with pendant and bag of agricultural
pr‘ﬁduct in the Tmﬂunt not exceedlng P20,000.00. -

"Maaga‘p y Awiard
| - Categﬂry Monetary Reward
PerfEct Atte{]dance | 1 P5,000.00 + PLAQUE

Ten tlﬂ) awardees

‘ | will be selected

Flag| Ralsng/Retreat Ceremony - Perfect PS,{JG;{LO{} + PLAQUE
attert;‘dance to  Flag Raising Ceremony 5

“and Flag Ret’reat Ceremony Ten EIO) awardees
| '- I ; L will be selected
| T




s Such o

-

thei"_ aw‘ards which the Agency may decide t{j give such as:

' News gf;éatﬁres in agency newsletters
Local Travel worth 30,000.00

¢
Py

Guidelines for various categories of award are stipulated under Séctimn X hereof.

VIL

Types of Incentives

The Department shai]]: cdntmuously search, screen and reward deserving

employees to
instail excelle
shall be regul:

motivate them to improve the quality of then* performance and
nece in. pubhc service. As such the following types of incentives
arly av\la'arded

1. Luyalty Awair‘d -i  granted to an employee who has served

r:untmu!ously and satisfactorily the agency for at least ten (10)
years.' The recipient shall be entitled to cash award of

P1,000. Dt} per year. Succeeding awards shall be given every
five {5] years thereafter. Aside from cash award and plaque, a
lap emhlemﬂmyalty pin/pendant/ring in the amount not
exceedmg P10,000.00 shall be given. =

10 years | - 10,000.00 |

15 years - 5,000.00 ! 10,000
20 years : 5,000.00

25 years | : 5 000.00 -

130 years : 5,000.00

35 yeeﬂrs 7 -  5000.00 | 15,000
|40 years | - 5000.00

45.yeairfs - 5,000.00 !

Other ttjke:ns such as watches, necklace w1th pendant, ring and

the like not exceeding the amount of P15 ,000.00 may also be

given tg those employees who have rendered twenty five (25)
to fmtj; {(45) years of service, subject to the a*ppmval of the
Ccrmm;lt’teé and funds availahility,

2. Persr.} nel Develﬂpment Award - This award shall be given to

fficials land employees of the Department of Agriculture who
have ﬁnished Bachelors, Masteral or Doctoral Degrees through
their DW;n peraﬂnal expenses. The award shal] be:

10, E}DEJ 0[} fcrr Bachelor’s Degree
15,000.00!for Masteral Degree
20 DUCD »DO fe::r Doctoral Degree




Awa:rffdiﬂg shall be done during the DA ﬂnﬁiversary
Celebration. =

Length nfiﬁeririce Incentive -  given to an ﬂfficial/émpluyee who
has| rendered at least three (3) years of continuous satisfactory
seryice in the same position. The salary adjustment  shall be
i . . : i
mcirrpnrqt@edg pursuant to Circular No. 1 s. 2012 issued jointly
by the Civil Service Commission and Department of Budget and
Management under Item No. 6 thereof. '

Performance-Based Bonus - given to officials/employee in
acc&rdancéiwith their contribution to the accomplishment of the
Dep!artmeﬁﬁ’s overall targets and commitments to motivate higher
performance and greater accountability. This incentive shall foliow
relevant e;gcifstiﬂg cuidelines. 5

Other incentives which the DA PRAISE Committee may recommend
on the. basis of special achievements, innovative approaches to
assignments, exemplary service to the public and recognition by an
outside group of a particular achievement. |

3 S
VHI.  Forms of Axlvards andincentives

1.

IX.  PRAISE Committee

A,

Cdeensatzﬂ?;ry Time -Off- granted to an employee who has worked
beyond his/her regular hours without overtime pay.

Flexiﬁlace- éwérk arrangement aliowed for qualified employees
who have dgmmﬁftrated responsibility, initiative and capacity to
produce output/result and accomplishment outside of the workplace.

Guidelines 0%1 Hem No. 10.2 under Section X ~Gnidelines /Criteria.

: 1! ; : _
“SalurSalo” Together -  meal hosted by superiors or supervisors
for employees who have made significant contributions.

Composition|

The DA ngir%‘im% on Awards and Incentives fmr'Serévi{:e and Excellence
(PRAISE) Committee is hereby created in this Department/Agency to
administer the system. It shall be composed of the following:

10



DA CENTRAL PRAISE CQMMITTEE

B. Resp

DA Secretary or authorized representatwe (Undersecretary or
equl‘vaient positions)

Head of the Financial Unit or equivalent -

Head pf Planning Office or Unit or equivalent

nghast ranking employee in-charge of human resource
manragement O career service emplnyee dlrecﬂy respunszble
for persmnnel management and

Two | (2] representatives and two (2) alternate
repnasentatwes from the career rank-and-file employees
(first! level and second level) to be designated by the
accreplted employees association /unmn

onsﬂ)ilitles

-:
I

The DA PRAISE Committee shall be 1espﬂn51ble for the development,

admiz

nstratmn monitoring and evaluation of the awards and

incentive sysﬁem of the department. As such, the Committee shall meet

peru::u

iically tb perfﬂrm the following tasks:

]

1. Estabhshfd system of incentives and awards to’ recognize and
maotivate | empluyees for their performance and conduct;

2. F rmulate adﬂpt and amend internal rules policies  and
procedures to govern the conduct of its activities which shall
include the guidelines in evaluating the nominees and the

me

chamam fmr recognizing the awardees;

3. Determirﬁea.; the fﬂrms of awards and incentives tc: be granted;

4, Manitor Implémentatmn of approved suggestmns and ideas
through feedback and reports;

5, Prépare plans identify resources and propose budget for the

6. De

system mn annual basis;

velop, pi"cnduce and dlstrlbute a Systermn Pﬂllcy Manual and

s::-r_ient the ,employees on the same;

7. Do

S
1,.ument best practices, innovative ideas and success stories

which will serve as promotional materials to sustain interest and

entr—lusmsm
]
I |

i |



8, Submlti dn anntal report on the awards and incentives system to
the Civil Service Commission on or before the thirtieth day of
]anuaryi

9. Mmmm;‘ ja_nf'_i evaluate the system’s implementation every year and
make essential improvements to ensure its suitability to the
department and -

10. ';Addreé;ﬂ, issues relative to awards and incentives within fifteen
(15) days from the date of submission.

Regional Field Office-s /! ﬂﬁtﬁched Agencies/Bureaus

A PRAISE Cummmtee shall be established to screen and remmmend eligible
candidates for national atnd DA Awards and may likewise grant informal awards
based on the CSC - apprdved DA PRAISE. The Committee shall be composed of the

following: |
. ; Regmna! DEEII'ECtDI‘/ Executive Director/Bureau Director
. Division Chiefs - .
. nghest HHI\LIU
. Two (2) repi*esentatwes from the career rank- and file employees who
shall serve: for a period of two (2) years and chosen through a general
assembly or any other mode of selection to be conducted for the
purpﬂse o1 designated by the registered union in the absence of an
. accredited «ummn (one from the first level and one from the second
level) | : . -
g , Planmng Officer
B Accmuntanu qar Budget Officer
C. Selectmn Prﬂcedui*es

The procedures nf namﬂnatmn for any National /Department. Award except those
-~ conferred by other gmvermment agencies or NGOs motu proprio, are as follows:

The immechate SUpervisor or any person/s or aﬁsmmatmns including

~ those from| ﬂle private sector, shall make the nc-mmatmn to the DA
PRAISE Cﬂm};mttee -
The Cmmn'iittee shall screen the nominations and evaluate the
._]ustiﬁcatmd mntained therein following an identified set of criteria;
The Commitfee shall submit its recmmmenda’cmn to the Secretary for
_cmnszderatmm and approval

Only rempmnts of Natmnal Avdardﬂ such as Lingkod Bayan, Dangal ng Bayan and
PAGASA Award shall be aﬂnmder‘»ed for automatic promotion to the next vacant higher

12



GUIDELINES FOR VARIOUS
CATEGORIES OF AWARDS

- E DA Prbg’-rarﬁ oh Awards and Incentives for Service Excellence

(PRAISE)



position, if any, pmvidec? they imeet the minimum requirements for the same subject to
deliberation and assessment of the Human Resource Merit Promotion and Selection Board
[HRMPSB] Remrds of alwards ars well as letters of {:Dmmendatmn shall be kept in the

Officials ‘and employees fﬂar any éﬂvaii"d /incentive must:

« Have been émplag?ed with the DA for at least one (1) year at the time of the
nc-mmatmn‘or grarj?ng of any award/incentive; -

+ Have beenirated at least Very Satisfactory for two (2} appraisal periods
immediately precedhng the nomination or granting of any award/incentive;

* Have not been ft:-un[.i guilty of any criminal or administrative offense or does
not have any penthng administrative or criminal case involving graft and
corrupt pragtices. | |

X GU-I-DELINE[;;/CRITERiA
10.1 CATEGORIES-GFAWARBE -

10.1.A. OUTSTANDING Dﬂ GFFICIAL/ EMPLOYEE AWARD

Given in recognition of an: “extra- &rdinaly achievement” ie. successful]y implemented an
idea that contributed to the effmrtem:y and improvement of individual, department’s
prﬂductmty or 1mpmvem¢nt in m;ﬂeratmns or in the welfare of co- emplmyees

CRITERIA , i

=} gy
|

Impact of Performance/Achievemeht The extent to which the idea,
|  suggestion, innovation or invention
is being used and its result: the
number of persons who benefited;
] the paradigm shift it has taused and
S the amount of money saved,

H 1
? I
i
1
P
H

Reliability and Effectivenes'% .+ | Theextent to which the | |

| | @ | o innovation/idea has effectively
| | addressed pressing needs/improved
s | sermce delivery.

10.1.B. ~ BEST DFFICIAL/EMPL&YEE AWARD

Granted to an individual i mdmduals who excelled among peers in a functmnal gmup,
position or profession. (e. g’t Best ! leslmn Chief, Best Searetary/ﬂlerk Best Driver, Best
Utility, Best Agriculturist and :::-ther éumlar awards) '

13



SCOPE s 2 -gi

Thlrd Level Positions - fm‘ Salary Grade 27 to .31, who provide - leadership to
supervisors and staff and are atqmuhtable for the performance and results of the divisions
under them. Functions include tl;e development of departmental plans, organizational
priorities, control resources and pnhcy formulation in the area of responsibility. There
shall be a maximum of fl"i,i’E (5} arwardees fﬂI‘ this level.

Second Level Pﬂsmnns— for 'SblaTy Grade 25 to 10 involved in managing employees
and are accountable for the perfdl mance and results of a team. There shall be a maximum
of five (5) awardees fr;}r thzs Ieme} -

First Level Positions- - for Salary Grade 9-1 who are responsible: fmr performmg
clerical or administrative suppnrt tasks. Their job is prescribed and cmmpleted under the
close supervision or unddr c]ealﬂy deﬁned procedures. There shall be a maximum of five

(5) awardees for this level } i

10.1.C. BEST ORGANIZMIONAJL UN!T AWARD

Granted to the top u:::-rgamiatmnal lumt of DA which may be a section, dmsmn office or
implementing Team/ Gmup warking on the DA’s key/priority pmgrams/ projects/
activities, on the basis of meeting the organization’s performance targets and other pre-
determined criteria. 5; i |

The Winner in this categnry may. be rnominated to the Presidential ngkmd Bayan Award
of CSC's PAGASA Award - Gmup tategm y, provided that group membars does not exceed

ten (10).

Based onthe Civil Séi‘vice %’Zﬂmmf&*s;iuﬁ’s Guidelines for the Search for Outstan_ding Public
Officials and Employees, th-e termi ”grﬁ}up” shall refer to the following: .

Two or more individuals bﬂund bya EDI’I]I‘HDH objective, a task force, a techmcal group or a
special wnrkmg team, f-::srn“;ed/ créated/m ganized fc:rmally or: informally to
undertake certain projectsyprogr hms Maximum membership ~ for both  Presidential
Lingkod Bayan and Civil Service 'CDI‘I‘!I'I’I]SS]DH or PAGASA Awards gmupﬁteam shall not
exceed 10 employees. = ~| -

The group/team should ha"!g.fe deni-ﬂnsﬁrated teamwork/camaraderie shown by constant
communication, coordination, cooperation, and cohesiveness among its members. Each
group,/team member should havelvenflab]e/actua contribution in the attainment of
the group/team’s accﬂmphshmen’c | | "

10.1.D. It may also be gramﬁed to the offices, service, units whu applies the Good

Housekeeping Practices (5 S] ' |
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CRITERIA

55 EVALUATION SHEET: 1

EXCELLENT

58 Principle POOR | ; FAIR

1. SORT (SERI) A lot of 1. | Unnecessary items | Unnecessary things

Take out unnecessary things | are disposed but | not found at any time

unnecessary items | are atthe not right away

& dispose workplace |

2. SYSTEMATIZE | Employee often Necessary things | Necessary things are
(SEITON) spend tme lmfﬂ!{ing are arranged but|always arranged in

Arrange necessary
items in good
order for use

for necessary. |
things |

not in systematic
order (not easy to

retrieve and use)

order for guick use

3. SWEEP (SEISO) | Workplace aswell | Workplace  and | Workplace and
Clean your as the thachines = | machines are | equipment/machines
workplace are dirty and ' . partially cleaned. | are - completely
completely untidy. | Many (Center and | cleared. 'Area is free
thingsare | ; | Surface oniy) of dust

o ‘scattered around. | ' '

4, SANITIZE No attehtion 13' - | Workplace is tidy | Dust and dirt are
(SEIKETSU) given to keep | but not completely | completely shut out
Maintain high workplace neat clean. |

standard of and tidy. |

housekeeping | ] .

5. SELF- No work discipliné. | People follow | Prepares for work.
DISCIPLINE People dowhat| | rules. But just to | Comes early to check
(SHITSUKE} they like. = -start work on fime, | equipment/machine

| Do things | | 4 without  enough | condition. Cleans
simultaneously i | preparation  for | work ‘area before
without being told | | work. and after work.

or ordered. g . .

DOCUMENTARY REQUIREMENTS

* Office Performance C'c}fmmitm@nt{'ﬂeview (OPCR}) for Category A

For 5S Compliant division, sei*vi'ce; un'lt and offices: |

* Photos/Pictures of the Officeélirajf:out for Category B

There shall only be one Qrgaxﬁizatimi&fl ufnit’ awardee per year per category.

15



10.1.E.

Given outright to empld
efficiency and dedication 1

CRITERIA

Any DA clients will be the
the said award and must
the award. A maximum of

EXEMPLAR

b

10.1.F,
CRITERIA

The criteria in the selectig
described under the RA 6
for Government Officials a

Commitmentto Pu
Professionalism

Justness and Sincen
Political Neutrality
Responsiveness to

Simple Living

lic I--m;e;’est

* GANTIMPALA AGAD AWARD

P :
yees ft%:;mmended by ‘clients for their courtesy, promptness,
o duty. |

il

one tG fsubmlt nomination letter to the DA PRAISE Committee for
e suppd}rted by justification detailing why he/she is deserving of

five (5}* awardees each year.

Y. BEHA!VIDR AWARD

i of tlaé céndidate shall be based on the ﬂbéervance of behavior
713 ﬂﬂlferwme known as Code of Conduct .:-md Ethical Standards
nd Emp

{Jyees such as:

] |
e |
[
b
A

ity

e Pubﬁw

Natmnahsm and P%mtlsiﬁ
Commitment to De

ncraqy

i |
HE:
P
1 i

A
| i

The awardee will be aumrﬂatwallly nnmmated by the DA PRAISE Cﬂmmlttee to the Dangal

ng Bayan Award.

Nominations shall be du
&Le.

10.1.G MAAGAP AWARD
ORY | |

10.1.G.1.
10.1.G.2.

SUB-CATEG
Perfect Atte

This award shall be given
regulations pertaining to
in/time-out for recording

CRITERIA

The PRAISE Secretariat v

Coterminous Employees fo

! i

N sup;_:ac;f:rtétl with facts/proofs , video presentation, write-ups,

1 ]
' i
i

il
P

ndaanei

to pen‘manent DA employees who observed office rules and
Dfﬁcelattendance using biometric machme in his/her time-

Of attendance purpuses

| |

rill remew all the Daily Time Records of . DA Permanent and

r the entwe year or equivalent of twelve [12] months. Whoever

16



surfaced with the highest number of months in compliance with items 2 to e shall qualify as
nominees for the year i -

a. Have no absences excsgpt for five (5} days Mandatory Leave and three (3)
- days Special Leave! Prlvﬂeges
b. Did notincur tardméss and under time
. ¢. Blank entries in DTR should be supported with Special Order, Memorandum,
Notice of Meeting, Travel Order, Certificate of Appearance, etc.
d. Haveno mutstandiﬁ cash advance during his/her nomination
. Has not received any form of reprimand for non- compliance of office rules

and ragulatmns | |

An employee who is out fm" Dfﬂcrlzal business shall be considered to have rendered a full
day’s work, as long as it i5 autho ized by his/her immediate supervisor and supported by
an approved Travel Orderg, Certlfﬁﬁate of Appearance, Notice of Meetmg Memorandum, etc.

Only official business W]H be achpted as reason stated in the lmcatnr sllp for the employee
to be considered as present durmg the blank entry in his / her DTR.

Eligible employees fGI‘ this award |are thﬂse occupying the pc}mtmn of Dlvlsmn Chief beiﬂw

A maximum of ten (10) awar dees each yvear will be selected.

DOCUMENTS REQUIRED 7 |

* Certified True Cnpy of Dai lkf Tlme Records :
* Certified True Copy of Travel Drder Certificate of Appearance
Special Order, Memnrandum etc.

* (ertification fmm the Atmuntmg Division that the 1 HDH’]]HEE has no outstanding

Cash Advance | i |

10.1.G.3 Perfect Atﬁen-dan:c;e t;j Flag Raising & Flag Retreat Céremﬂﬁy
: . i J
CRITERIA

Employees with the I‘I’lﬂSt numbel ::ff months attending the flag ralsmg/ retreat ceremonies
shall qualify as nmmmees f{}I‘ lcI“us category. Inability to attend due to urgent travel,
meeting, seminars, etc may be Cq}ﬂﬁldEl ed subject to submission of IJI'DGf of attendance to
the said meetings suppﬂrted by dhe*fmllnwmg documents:

* Notice of Meeting. j |
« Approved Travel Order | |
* Special Order -
 Memorandum |
» Certificate of Appeal ance |
* Locator Slip

17



Gnly official business will be accepted a$ reason stated in the locator slip for the empioyee
to be considered as present during the ljlank entry in his/her DTR. '

Eligible employees for this awarh:l are those occupying the position of Dlvlsmn Chief below.

Evaluation will be based on the submltted attendance sheet after the flag raising/retreat
ceremony to the Personnel Dlmsu:sn

Employees who were awardedj for théée {:ategﬂrles for five (5) consecutive times shall be
considered as hall of famer and shall be mcluded after five years for nomination.

DOCUMENTS REQUIRED -l" | f f

~* Certified True Copy of LDTRS i!i .
* Certified True Copy of Attenciamca Sheet for flag ra1smg/retreat ceremony
* QOther attachments suah as cgrtlflcate of appearance, special order, memorandum,
etc. ' L
A maximum of ten (10) awarqiees each year will be selected.

In excess of the allocated twelhty (2(}1} awardees process of elimination w111 apply subject to
further evaluation. ;I a

[ : | : ;o N
The awarding shall be dﬂhe dumhg the, month of the founding anmversar}r of the

Department of Agrlculturq whlch }s on june of ever}f year,

J |
10.2 FLEXIPLACE |

Definition f

Flexiplace, also ]{HDWH as ﬂe:ﬁble erkplace refers to pa:d emplﬂyment performed away
from the office, either at h@me Gr ét a satellite worksite, Demgned as an alternative to the

traditional work envir Dm‘queIlt | j

As one of the form of r ewards/ m&entlves for the deservmg employee who was chosen as
one of the awardees e::-fl ngrhm on Awards and Incentives for Sermces Excellence
[PMISE) the following guldellnds are hereby established:

10.2.A Apprﬂprlaiie pnslu!nns for flexiplace

Since, flexiplace work érrangéﬁnent is performed away from the office, there is no

supervisor-subordinate & elatl-::mshlp in the actual performance of ]ﬂb in this kind of work
arrangement. As such : ; | |
| P =

a. This fﬂrm| of reWard shall be granted to awardees preferably holding

supewwmﬂy pﬂsztze}.wns

b. The natufe of wdrk asmgnment will also be mnmder&d for this type of
incentive: |11ke cmfnflrmatmn of loans on line, edltmg of communication
letters, researr:her statlstlclan etc. |

| | _' 18



10.2.B.

10.2.C.

a. Work activities are _p:::rtablﬁ

. The awardee’s overa

. The awardee has rec

. The awardee has sat]

The awardee|shall submit his/her accomplishment and/or output outright

via e-mail/ féxmmlle
actions '

especially those documents that need immediate

. Flexiplace wiﬂ be fm a short period only as indicated in the Fléxi’piaee

Agreement anrm (Aprnef{ “A")

If the 1mme411ate supewlsw believes the flexiplace arrangement is not

working (f{::

example the employee's performance declines or the

participation interferes with organizational needs), he/she has the right to
end the awarti ee’s e@gagement to flexiplace work arrangement

Qualificatlmfls of AWardee to Quahfy for Flexiplace Wurk Arrangement

. The awardeemas de

Gnstrated motivation, mdependence and

dependabﬂﬁy in HCC mphshmg work assignments;

J |

H
i

. The awardee can da_jfa|1 with less frequent face-to-face contact with others;

The awardee has gc’gcjd time-management skiils;

|
4
|
g

1 p@erfmrmance evaluations are fully successful or higher;

.+ The awardeaf has clézprly defined performance standards; 3'

eived supervisory approval for flexi-work arrangement;

sfied acl-eciuate home work station requirements,

including the availdbility of equipment and provisions for protecting the

confl dentlahky of dat

a Z

Type of job that cr:in be perfnrmed outside the office

ancl can be performed as effectwely outsu:ie the office;

- |
b. Job tasks are easily 'iq:uantiffi a_bl?e or primarily project oriented;

c. An essential cﬂmpunen’c Df jc:b‘?responsibility consists of reading éfandf or processing

tasks;
d. Contact with other amp]ujze-

e, The awardee’s uff-ﬁlite wﬂﬂ

es and customers is predictable;

shmuld not adversely affect the perfﬂrmance of other

employees or put a burd_en on staff remaining in the folce

f Security and con-fid}%ntialiijy'

trfgdata"can be adequately assured; aénd

g. Most work handled is not §cf-asfsified, |

19



+10.2.D Avatlabllltj of Equipment

The fellewmg eqmpment sheuld be aaatlable at home to be able to carry out the expected
outputs: j

+ Internet connection

. Telephone connection

+  Desktop computer or Laptep temputer
» Fax Machine

10.2.E. Roles of lnimediaﬁe Supewisar

. Supportive of the eeneept and willing to attempt to work thteugh any problems or
obstacles that mayioccur; | | |
-+ Comfortable with evaluatmg werk performance in a manner eempatlble with
flexiplace eandttleae—thaﬁ is, meaeurmg performance by reeaite and without direct
observation; and | A
. Effeetwe eammumeatere aad able to clearly define tasks and expeetatleaa

10.2.F Documentary aequlreﬂents |

1.  IPCR for the last twe rata‘ug penad _
Z. Approval of the 1mmed1aﬁe~ aa[pervteer for flexiplace work arrangement
3. Work Agreement -

10.2G Submission of Aeizampllie;hrﬁent Repert |

For purposes of memtdrhng the effectiveness of the Flem;blaee working
scheme, Accomplishment Report as aresult of the Flexiplace arrangement
should be auhmitted to rthe Head of Ageney duly certified b’y the immediate
supervisor.

X1, REQUIRED NUMINATION DOCUMENTS (GENERAL)

- Nomination. Ferm

- Nominee's aptiatecﬁ CSC F erm 212 or Personal Data Sheet with paaapert size (4.5cm
x 3.5¢cm} photo taken wmhm the last six {6) months prior to the nomination

- Copy of Statement| ef Aaaeta Llabthttee and Net Worth (SALN) ef the individual
nominee for the year ptrxet' to the nomination certified true copy of the highest
ranking Admmtatratwe foleer (AQ) or authorized officer of the employing agency

& Updated service: reeertl duly certified by the Ageneya Human Resource
Management

- Proof of evidence of|  outstanding accomplishments like photos, videos,
 clippings, etc. Ea
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XIT.

XIH.

XIV.

XV.

XVI.

Note: All monetary av

'UNIFIED PRAISE wh

QUALIFICATION REQ

iJIREMENTs OF NOMINEES (GENERAL)

Have rendered at leastjthree l[B’] years continuous government sermce

At least attained Very
nomination

Satlsfactﬂry rating for two (2) rating permds prior to the

CESB Rating for two {2) ratmg permds prior to the nomination (for 0ff1{:1als)

Have not been found g

nilty Df any administrative or cnmma} nffense involving

moral turpitude atthe time csf*ncammatmn

Funding

The Department shali

~ and incorporate the sa

usual accounting and
Repealing Clause

All previous issuances

ﬂlmcat,nle iat] Eeast 59 of the HRD funds for the PRAISE

me in nts Annual Procurement Plan,
| |

| _
urards are SHbjECt to the availahility of funds and the
audltmg rules and regulations.

' .
|
| ¢
I} L )
| |
i
i

of thiS Bepartment in conflict with this Order are

hereby repealed acmrdmgiy' |

Effectivity
This Unified DA PRAIS

E shall ta]{e effect upon approval by the le Sermce

Commission or its duly authezﬁze%d representative.

Commitment

|

%

[ hereby committo 1 piement and abide by the provisions of thlS DA

incentives.

The annual PRAISE

employees to qualify

ch shall bff: the basis for the grant of awards and

Repmrt shall be submitted to the le Service

Commission not latertithan Jarjuary 30 of the succeeding year to enable our

or nﬂmmatmn to the CSC sponsored natmnai awards.

1 T !
;

| |
J !
2

I

! I
H .
| i
i i

R . WILLIAM D. DAR Ph D. A-—"
e Secretary

Date

A nmmnnmtﬂtﬁﬂiﬂﬂﬁﬂ“

| , in replying pls cite thig code :
| i ] . oy Signature: $-11:19-0361

Received | 19482012 ¢ m 05 M
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CSC ACTION:

the hereiné.f’»g‘:ency PRAISE and found it to be in acﬁﬂrdance with the
0. 1, series of 2001 and may now be implemented.
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provisions of CSC
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. NOMINATION FORM

. .
R&R Form1 - @utstama;ing DA Official/Employee Award

1&1/2"x2"

NAME OF NDMINEE |

(passport size)

GENDER:

POSITION: ___ | SG:
PLACE OF ASSIGNMENT | |
NO. OF YEARS IN SERWCE LEVEL OF POSITION: (Please check)
i | | 0 Third Level
= ] Second Level
1 ) First Level '
CONTACT NUMBER: _|__ " E-MAIL ADDRES:
SIGNATURE: _
NAME OF NOMINATG\E: | GENDER:
POSITION: __ | SG: _
PLACE OF ASSIGNMEN | |
NO. OF YEARS/IN SERVICE LEVEL OF POSITION: (Please check)
(. 5 0 Third Level
S C Second Level
0 First Level
CONTACT NUMBER: | E-MAIL ADDRES:
SIGNATURE ; |
NARRATWE REPORT OF OUTSTANDING ACHIEVEMENTS /ACCOMPLISHMENTS
OF THE NGMINEE |
- S _” B0 ——~ —
— E——
? . Dﬂ ng_réinii ﬂﬁ Awards and Incentives for Service Excellence (FRAISE)



NOMINATION FORM

R & R Form 3-A -/ Best erg-alilizatimnal Unit Award
(Perfmrmaﬂce/AdCDmpliqhment Based)

o o ] '
NAME OF DIVISION /UNIT/SERVICE /OFFICE:

HEAD OF DIVISIQN/UNIT/SERVICE/OFFICE:

NO. PERSONNEL; ___ |1

NAMES OF PERSONNELS;

POSITION:

POSITION:

POSITION:_

POSITION:

POSITION: L
POSITION: :

T POSITION:

© N O UTE W R

L~ . POSITION:
T o . POSITION:

10. AN POSITION:

11. o POSITION:

12. _ 1 __POSITION:

13. - FiR POSITION:

14, T - Y POSITION:

15, | f b POSITION:

16. EEE POSITION:

NAME OF NOMINATOR: || _|_

SIGNATURE: ____

I —— SRS S

|
|
|

DATE :

i

' BRIEF DESCRIPTION OF ACCOMPLISHMENTS:

Kl
&

]
i
Lt
O
S
]
; 1
I L
i
Edd
[ | B
J L
L i
|
(]
: !
" 1
I-
: ;
1

DA Progvam oh Awards and Incentives far Service Excellence

o



NOMINATION FORM

R&R Fc:'rm 3-B - Best ()rganiététidnal Unit Award - Good House Keéping

NAME OF DIVISION/UNIT/SERVICE/OFFICE:

HEAD OF DIVISION/UNIT /SERVICE/OFFICE: _

NO. PERSONNEL:

I . Practices'(5S)
BN Category

NAMES OF PERSONNEL:

| POSITION:
____ POSITION:

POSITION:

_POSITION:

____POSITION: ' '

POSITION:

POSITION:

e OO e BOe

_ POSITION;

. POSITION:

, ___POSITION:

POSITION:

. POSITION:

i .___POSITION:;

POSITION:

REMARKS:

POSITION:

£ I :
gy — =3

I

1

Ly

%

| i

e — N e T b e T ; -,

12

i k]

i

ki

e et e P— i
i

| i

—

| i

I

Py

)

i

L L1

T

|

E DA Program on Award

il
o

s and Infacéntﬁ?ea for Service Excellence (PRAISE)

| €
'
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NOMINATION FORM

R &R Form 4 - Gantimpal:@ }%-ggdﬂward

P
I

NAME OF NOMINEE g | GENDER:

POSITION: N 4 IS6:
PLACE OF ASSIGNMENT | | | |

NO.OF YEARS IN SERVICE  LEVEL OF PGSITIOFQ: (Please check)
| | 0 Third Level

i ' 0 Second Level

o C First Level

CONTACT NUMBER: ___| E-MAIL ADDRES:

SIGNATURE:

. .

i I I ; -

.....,....-..-.——'-—-—.——————-—-.————J——-——_———-i!-— ke s i s ks e B Pt i e e e e L Y P PR g L g el i o e vk okl ek P et P e Pk S P R B R s e 0 L AW P o bt s
| . |

NAME oFNOMINMOR : _ _ GENDER:
POSITION: | | e

OFFICE/BUSINESS NAME !

ADDRESS: i LEVELOFPOSITION: (Please check)
. i Third Level
a8 0 Second Level

] 0 First Level

CONTACT NUMBER: __ | E-MAIL ADDRES:

SIGNATURE: _______||

REASONS FOR CO MMEND[NG THE NOMINEE FOR GANTIMPALA AGAD AWARD:

II
-
-
L |
|
_ i
I
P
I
4 g ey A
.
i
R |
|
.
L
'r:
L i
-I"|
|

B DA Pté*nigra;-:n on Awards and Incentives for Service Excellence (PRAISE}



