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l\epublic ol tbe �(Jilippines 

ilepartment of �bucation 
REGION I 

SCHOOLS DIVISION OF VIGAN CITY 

Office of the Schools Division Superintendent 

DMSION ORDER 
No.      6,   s. 2026

D 9 _JUN 
• 

REVISED POLICY GUIDELINES FOR THE IMPLEMENTATION OF THE 

BEST EMPLOYEE AWARD FOR MERIT (BEAM) AWARDS 

To: Office of the Assistant Schools Division Superintendent 
Chief Education Supervisors 
Section and Unit Heads 
All Elementary and Secondary School Heads 
All Others Concerned 

1. Pursuant to CSC MC No. 1, s. 2001, or the "Revised Policies on Program on
Awards and Incentives for Service Excellence", SDO Vigan City strengtllens its
Rewards and Recognition Program through the Revised Policy Guidelines for the
Implementation of the Best Employee Award for Merit (BEAM) Awards.

2. The policy revision aims to continuously improve rewards and recognition to
boost employee morale and drive organizational efficiency, effectiveness, and
responsiveness.

3. All Orders, Memoranda, and other related issuances inconsistent witll these
policy and guidelines are deemed amended accordingly upon its effectivity.

4. Attached is the Revised Policy Guidelines for the Implementation of the Best
Employee Award for Merit (BEAM) Awards for reference.

5. Immediate and widest dissemination of this order is desired.
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Excerpt of the Nomination Form 
*The form is accessible online. 

 
BEST EMPLOYEE AWARD FOR MERIT 

Name of Nominator: 
Office of Nominee: 
Name of Nominee: 
Service/s Availed:  
 
The following are the indicators that describe how an excellent the employee 
has rendered service you sought from the office. You indicate your score by 
checking/ticking along the circles with 1 is the lowest and 5 as the highest. 
 
Commitment and Work Ethics: 

1. Promptness in attending to customer needs 
2. Completes allocated tasks in time and effectively 
3. Completes tasks within set guidelines and standards 
4. Willingness to take on extra responsibilities 
5. Demonstrates good customer service skills 

 
Interpersonal Skills: 

1. Renders service in a hospitable manner 
2. Works well in teams and is able to adjust in any situation 
3. Listens actively and is being completely present in communication 
4. Shows genuine interest in colleagues and the people he/she serves 
5. Voluntarily assists co-workers to complete a given task 

          

        Work Performance: 

1. Implements policies, procedures and processes required of the work 
2. Performs his or her job consistently 
3. Mentors and coaches co-workers to perform at greater levels 
4. Answers job-related questions directly, quickly and clearly 
5. Requires little or no supervision in work 

 
Personal Traits: 

1. Demonstrates professional demeanor 
2. Demonstrates conscientiousness, honesty and hard-work 
3. Dresses neatly and appropriately 
4. Upholds integrity in and out of the office 
5. Manifests approachability and willingness to accommodate 

Additional Remarks: (Response must be in sentence format) 














