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MERIT AWARD

APPLICATION FORM 
Please complete this form electronically ● No hand written applications will be accepted

Please print out and have the relevant parties sign the form ● You must submit the original form and make copies for the nominee and the manager ● Send completed forms to your HR Generalist in the Human Resources Division.
DEADLINE FOR APPLICATIONS: Wednesday, 19 October at 17:00
1. General information
	Nominee for Award:
	
	Job Grade:
	

	Job Title:
	
	Date into Current Job:
	

	Signature of Nominee:
	
	Employee Number:
	

	Previous Department if relevant:
	

	Previous Job Title if relevant:
	
	Previous Job Grade if relevant:
	


	CONDUCT during the period of review
	Yes
	No
	Please Note

	Abuse of sick leave
	
	
	If you have marked yes to any of these, the staff member is not eligible for consideration for a merit award.  All “yes” answers must be supported by the necessary documentation.

	Absent without leave
	
	
	

	Absences from work that cannot be explained
	
	
	

	Arrival at work and departure from work is a problem
	
	
	

	Time-keeping during the day in returning from tea and lunch is a problem
	
	
	

	Staff member has a documented disciplinary offence for the period under review.
	
	
	


	Do you support the nomination?
	Name
	Yes
	No
	Signature

	Supervisor:
	
	
	
	

	Reason if you have marked No
	

	Line Manager:
	
	
	
	

	Reason if you have marked No
	

	Head of Department:
	
	
	
	

	Reason if you have marked No
	

	Person Motivating Award:
	
	
	
	

	Reason if you have marked No
	


	
	Eligibility :
	Evidence:
	Job Profile:
	Rating:

	To be completed by the HR Division:
	
	
	
	

	Comments from the committee:
	
	
	
	


2. Review of Key Responsibility Areas (KRAs)

Copy and paste the KRA’s from the job profile into the table below. Please add rows as necessary. Rate the applicant using the relevant rating scale.  Describe anything that the job incumbent has achieved above and beyond their job description in the review period.  Please remember to provide supporting evidence. (Read the document on how to give evidence if you are unsure). 
	Key Responsibility Areas  
(as per job profile)
	Rating

Grades 6-17
 5 point scale
	Weighting

Not obligatory (Must add up to 100%)
	Score

Rating times weighting e.g. rating 4 against a KRA weighted at 20% (4 x 0.2= 0.8)
	Supporting Evidence/Comments for the rating. You need to justify an above par rating explaining what was done above and beyond what the job profile requires.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	100%
	
	


	If relevant, please list specific achievements that are not covered by the KRA’s.  
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