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1Representatives of ACTU must not sit in their own Departmental Committee.
2Offices of Ministers, Permanent Secretaries and similar offices shall constitute the Selection Committee with the 
equivalent of the members listed in Table 3 based on the current realities. Irrespective, a representative of the DHRM and 
ACTU shall be a member of the Committee.
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Step 1:
Employee & Industrial
Relations Depts (OHCSF)
Calls for nominations

Step 2:
MASCo submits completed
nomination form with supporting
evidence supporting to SWASCo

Step 3:
SWASCo reviews and scores
each nominee

Step 4:
Highest-scoring nominee with
supporting evidence is selected for
each award and a report presented to
HCSF for review and approval

Step 5:
All awardees notified through the MASCo, They are
recognised, celebrated and rewarded at the Civil Service
Week Award ceremony in June (expect for Recognition of
Newly Promoted Directs and Recognition of Retired
Permanent Secretaries
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(i) Creativity in Service Delivery

· developing creative practices that streamline operations and enhance service delivery within the 
Department or Unit.

· demonstrate effective solutions to complex or longstanding challenges in a manner that drives 
efficiency and improves the overall performance of the Department or Unit.

(ii) Optimal Utilization of Resources

· evidence of efficient management of allocated resources, demonstrating significant cost-saving 
measures without compromising service quality.

· proactive engagement in developing and managing human resources, including capacity building, 
teamwork, and promoting a culture of resourcefulness.

· documented evidence of enhanced service delivery resulting from the optimal use of available 
resources, including measurable improvements in departmental KPIs.
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Step 1:
DHRM calls for
nomination

Step 2:
Depending on type of award, DASCo, a
supervisor or an Officer (in cases of self-
nomination) submits a completed
nomination form with supporting evidence
to MASCo

Step 3:
MASCo reviews and scores
all nominees following the
guidelines

Step 4:
Highest-scoring nominee with
supporting evidence is selected for
each award and a report presented
to Permanent Secretary for review
and approval

Step 5:
All awardees are notified through the Head
of Department, They are recognised,
celebrated and rewarded at the MDA
Annual Award Ceremony which shall hold
before 31st December
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Step 1:
HOD and DHRM call for
nomination

Step 5:
All awardess are notified. They are
recognised, celebrated and rewarded at the
Department Award Ceremony which shall
hold by the 2nd working day of the month
after review Month or earlier 

Step 2:
Supervisor or an Officer (in cases of self-
nomination for select awards) submit a
completed nomination form with evidence
supporting achievement of each award
criterion to DASCo

Step 3:
DASCo reviews and scores
all nominees following
the guidelines

Step 4:
Highest-scoring nominee with
supporting evidence is selected for
each award
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