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In 2003, for the first time in the history of the Institute, we introduced
a program to recognize and reward merit.

In the first two years, implementation of the program was a highly
satisfactory and very enriching experience, one that made it possible
to acknowledge the work of our personnel and reward their many
contributions; to create an organizational climate in which staff
members can perform their duties with commitment, dedication and
respect for diversity; and to foster good interpersonal relationships,
solidarity, equity and flexibility.

It is our intention to continue developing and strengthening our culture
of recognition, and, to this end, we have expanded the program.

Beginning in 2005, the personnel at Headquarters and in the Offices
in the countries will be eligible for the same awards.

Funding for the awards is provided by institutions that support the
work of the Institute.

(itlerfodis

Chelston W. D. Brathwaite
Director General






Award for General

= Description of the Award

This award is granted to a member of the General Services Personnel
in the 1ICA Offices in the countries.

= Criteria

The nominated staff members must have shown, with results, that they
possess the following competencies: leadership, initiative, creativity,
ability and willingness to work as part of a team, and spirit of service.
Also, they must personify the six values promoted by the Institute:

flexibility, accountability, commitment, professionalism,
objectivity and integrity.

In order to facilitate preparation of the forms for nominating candi-
dates, these criteria (competencies and values) are defined in
Appendix 1.



= Nomination of Candidates

All Units may nominate one candidate for this award, on the form
found in Appendix 2. It is necessary to show, with clear, precise and
verifiable examples, that the candidate meets the criteria and other
requirements for this award.

A nomination form is to be completed, clearly identifying the candi-
date, the Unit and the person(s) submitting the nomination, who must
also sign the form.

No staff member may nominate himself/herself.

The Directors are responsible for ensuring that the selection process
is democratic and transparent.

= Referencia Period

Nominations shall be based on results achieved by the candidate in a
period that will generally run from June 1 of one year to May 31 of the
following year.

= The Award

The award consists of a certificate and US$5,000, distributed as
follows:

First Place us$ 3.500
Second Place Us$ 1.000
Third Place Us$ 500



Award for Cxcellence

= Description of the Award

This award is granted in recognition of outstanding work by a team,
consisting or no more than ten 1ICA staff members.

= Criteria

The team must have achieved a significant result which required cre-
ativity and innovation on its part; for example, the modification of a
process, the completion of a specific project, or the creation of a new
policy or a procedure that significantly increases efficiency and effec-
tiveness within the Institute.

The team must have shown, with results, that they possess the follow-
ing competencies: leadership, initiative, creativity, and spirit of service.
Also, they must personify the six values promoted by the Institute:

flexibility, accountability, commitment, professionalism,
objectivity and integrity.

In order to facilitate preparation of the forms for nominating candi-
dates, these criteria (competencies and values) are defined in
Appendix 1.



= Nomination Candidates

Any staff member or group of staff members may nominate one or
more teams for this award, on the form found in Appendix 2. The form
must clearly identify the person(s) submitting the nomination, who
must also sign the form.

It is necessary to show, with clear, precise and verifiable examples, that
the teams meet the criteria and other requirements for this award, and
to show that teamwork was indispensable in achieving, and added
value to, the result.

A nomination form is to be completed for each team, clearly identify-
ing the persons who make up the team.

No team may nominate itself.

The Directors are responsible for ensuring that the selection process is
democratic and transparent.

= Reference Period

Nominations shall be based on results achieved by the team in a peri-
od that will generally run from June 1 of one year to May 31 of the fol-
lowing year.

= The Award

. The award consists of a certificate and US$5,000, distributed as
follows:

First place us$ 3.500
Second place us$ 1.000
Third place Us$ 500



= Description of the Award

This award is open to members of the professional personnel, except
the Director General, the Deputy Director General and the Assistant
Deputies Director General, working in one of the administrative areas
of the IICA Offices in the countries.

» Criteria

The nominated staff members must have shown, with results, that they
possess the following competencies: leadership, initiative, creativity,
ability and willingness to work as part of a team, and spirit of service.
Also, they must personify the six values promoted by the Institute:

flexibility, accountability, commitment, professionalism,
objectivity and integrity.

Moreover, they must have carried out a project, developed an idea, led
a process or presented a professional paper that has contributed to
enhancing the image, efficiency or recognition of the Institute.

In order to facilitate preparation of the forms for nominating candi-
dates, these criteria (competencies and values) are defined in
Appendix 1.



= Nomination of Candidates

Any staff member or Unit may nominate candidates for this award, on
the form found in Appendix 3.

It is necessary to show, with clear, precise and verifiable examples, that
the candidate meets the criteria and other requirements for this award.

A nomination form is to be completed for each candidate, clearly
identifying the Unit or the person submitting the nomination, who
must also sign the form.

No staff member may nominate himself/herself.

The IICA Representatives are responsible for ensuring that the selection
process is democratic and transparent.

= Reference Period

Nominations shall be based on results achieved by the candidate in a
period that will generally run from June 1 of one year to May 31 of the
following year.

= The Award

The award consists of a certificate and US$5,000, distributed as
follows:

First place US$ 3.500
Second place Us$ 1.000
Third place Us$ 500



Award fov Yechunical

= Description of the Award

This award is open to members of the professional personnel, except
the Director General, the Deputy Director General and the Assistant
Deputies Director General, working in one of the technical areas of
the Institute.

= Criteria

The staff members must have shown, with results, that they possess the
following competencies: leadership, initiative, creativity, ability and
willingness to work as part of a team, and spirit of service. Also, they
must personify the six values promoted by the Institute:

flexibility, accountability, commitment, professionalism,
objectivity and integrity.

Moreover, they must have carried out a project, developed an idea, led
a process or presented a professional paper that has contributed to
enhancing the image, efficiency or recognition of the Institute.

In order to facilitate preparation of the forms for nominating candi-
dates, these criteria (competencies and values) are defined in
Appendix 1.



= Nomination of Candidates

Any staff member or Unit may nominate candidates for this award, on
the form found in Appendix 3.

It is necessary to show, with clear, precise and verifiable examples, that
the candidate meets the criteria and other requirements for this award.

A nomination form is to be completed for each candidate, clearly
identifying the IICA Office or the person submitting the nomination,
who must also sign the form.

No staff member may nominate himself/herself.

The IICA Representatives are responsible for ensuring that the selection
process is democratic and transparent.

= Reference Period

Nominations shall be based on results achieved by the candidate in a
period that will generally run from June 1 of one year to May 31 of the
following year.

= The Award

The award consists of a certificate and US$5,000, distributed as
follows:

First place Us$ 3.500
Second place us$ 1.000
Third place Us$ 500
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O Deadline

All nominations must be sent to the Directorate of Human
Resources Management in a sealed envelope marked
“Nomination for Director General’s Awards for Excellence” by
the date that will be announced during the first four months of
each year.

Only one staff member or team of staff members is to be nomi-
nated on each form. The Pre-selection Committee and the
Selection Committee will base their review of nominations sole-
ly on the information contained in the form, and on the justifi-
cation submitted along with same. The justification must be at
least one page in length, but not more than two.

O Selection Process

Two Pre-selection Committees, one for Headquarters and one
for the Offices in the countries, will be convened, Both will
comprise ICA staff members. These committees will review the
nominations and select three, submitting same to the considera-
tion of the Selection Committee.

The Selection Committee, chaired by the Director of Human
Resources and comprising outstanding professionals from out-
side the Institute, will review the recommendations of the Pre-
selection Committees, and will forward to the Director General
the candidates selected for each Award.



() Eligibility
The following are ineligible for these awards:
= Consultants.

= Persons with contracts valid for less than one year.

= Persons with indefinite contracts, but who have worked for the
Institute for less than one year.

» Personnel of the Directorate of Human Resources
Management who are directly involved in administering the
awards and recognition of merit program.

Q Awards Ceremony

The winners will receive their awards in a special ceremony held
within the framework of the annual Representatives’ Meeting.









Immediate supervisors can contribute to building the culture of
recognition through a variety of mechanisms, including:

Q Informal Recognition

Verbal recognition in informal gatherings at the Office, unit or
division level.

= Purpose: To recognize, in informal activities, the outstand-
ing performance of individuals or a group (for example, for
a project completed, an exceptional contribution to the
preparation of a report, etc.)

« Frequency: At the discretion of the immediate supervisor;

nonetheless, it is recommended that this be done with a cer-
tain degree of regularity.

O Formal Recognition

« Purpose: To recognize excellence in performance and
application of the Institute’s values.

« Frequency: At least twice a year; no more than four times
a year

= Eligibility: individuals or a group of employees



The format, selection criteria, nomination process and type of
event for presenting the awards shall be established at the discre-
tion of each Representative and by the different Directors at
Headquarters.

Recommended Awards

= A certificate signed by the Unit Director or the I[ICA
Representative

= Apin
« A gift valued at no more than US$50

» Publication of an article in the Institute’s newsletter

Annual Report

At the end of each year, the Units shall send a report on their
recognition programs to the Directorate of Human Resources
Management.









Appendix 1

Lostitational

Institutional Competencies

Results-basedmanagement/accountability/resource
management/planning and organization

We achieve the expected results by concluding activities and
delivering quality products and services on time.

Leadership, Initiative and Creativity

We attract and mobilize energies and talents in working to
achieve our institutional objectives, to the benefit of our
Member States and the well-being of the personnel.

Communication

We are capable of exchanging ideas confidently, clearly and
succinctly, both orally and in writing. We are capable of
empathizing with those from diverse backgrounds.

Spirit of Service

We are willing to anticipate the needs of both internal and
external clients, to meet such needs and to add value.



Interpersonal Relationships and Teamwork

We interact with superiors and co-workers in performing our
institutional duties, while promoting respect, mutual understand-
ing and productive working relations.

Values
Obijectivity

We shall be careful that expressions of our points of view or
convictions do not compromise, or appear to compromise,
the performance of our official duties, or the interests of the
Institute. Our official conduct shall be characterized by
objectivity and professionalism. We shall not allow personal
relationships or considerations, including prejudice or
favoritism, to affect the performance of our official duties
and create conflicts of interest.

Integrity

We shall be upright, honest and transparent in our actions,
seeking the general good rather than personal gain or advan-
tage obtained personally or through others. Also, we shall
conduct ourselves in an honest manner. We shall act with
integrity in our official activities and we shall report, as soon
as possible, changes in our personal circumstances that may
affect our legitimacy at the Institute.



Flexibility

We shall accept changes that the Institute must make, without clinging
to paradigms or dogmas.

Loyalty and Commitment

We shall develop feelings of commitment, optimism and ongoing sup-
port toward our work, to make the Institute an institution of excellence
that supports its Member States in their efforts to liberate talent, ener-
gy and creativity. In the performance of our duties, our loyalty shall lie
exclusively with the Institute, its objectives, purposes and principles.

Professionalism

We shall show pride in our work and in our achievements, demon-
strating professional competence and skill in our field. We shall be
careful and efficient in fulfilling our commitments, meeting deadlines
and achieving results. We shall persevere in the face of problems and
difficult challenges and maintain a calm demeanor in stressful situa-
tions.

Responsibility and Accountability
We shall make a sincere effort to fulfill our obligations. Regardless of

our position, we are all responsible for complying with the rules of the
Institute.
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NOMINATION FORM

I CATEGORY OF THE AWARD

Technical Professional / / General Services Personnel / /
Administrative Professional / / Teamwork / /

1. INFORMATION ON CANDIDATE(S)?

Name(s)

Nationality(ies)

Unit(s)

Position Title(s),

Name of immediate supervisor

JUSTIFICATION FOR NOMINATION

(Attach justification: at least one page, but not more than two)

NAME(S) AND SIGNATURE(S) OF PERSON(S)
SUBMITTING NOMINATION:

T This form is to be sent to the Directorate of Human Resources Management in a
sealed envelope.



Appendix 3
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NOMINATION FORM
1 CATEGORY OF THE AWARD

Technical Professional / / General Services Personnel / /
Administrative Professional / / Teamwork / /

. INFORMATION ON CANDIDATE(S)?

Name(s)

Nationality(ies)

Country(ies)

Position Title(s)

Name of immediate supervisor

JUSTIFICATION FOR NOMINATION

(Attach justification: at least one page, but not more than two)

NAME(S) AND SIGNATURE(S) OF PERSON(S)
SUBMITTING NOMINATION:

P ——
1 This form is to be sent to the Directorate of Human Resources Management
in a sealed envelope.
h. 4
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