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1. Purpose 

The employee of the month award is used to reward a member of staff who has exhibited 

exemplary performance in a particular month. It helps in encouraging productivity, and 

engagement and to improve the morale of employees. 

This standing operating procedure manual has the objective to lay clear guidelines on how to 
select an employee of the month. 

2. Revision History 

Date Revision No. Change Reference Sections 

20/09/2022 1.0 New All 

3. Persons Affected: 

All staff 

4. Policy 

• Staff of each department submits nominations for their preferred candidate for the 

award. 

• The winner will be announced by the HR team 

• The award is given out every month 

5. Responsible 

The Manager of the department, the Head of the department, and HR shall be jointly 
responsible for the procedures herein 

6. Procedure 

6.1 Nomination procedure 

• Head of the department shall receive nominations from sections Heads 

• The nominee must have scored a minimum of70% during his/her evaluation (KPI) 

• The nominee must have competencies relevant to the selection criteria. 

• The evaluation form/ results must be attached 
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6.2 Electing the Employee of the month 

Following the Head of the department's recommendation HR will review and approve the 
employee to be rewarded, the below KPis will apply in accordance with departmental key 

objectives. 

Please see the below form for the Nomination Criteria on page 4 

6.2.1 Employee of the month Nomination Form 

The employee of the month will be announced in February for the nomination of January and 
for February in March and the next for the rest of the coming months throughout the year. 

When considering someone for the award, think of the individual who has made your job easier 
or assisted you in performing your job. To complete the nomination please complete the 
following questions; 

Date/Month/ Year: ........ ... ........ ... . ........ Candidate: ... ....... . .. .. . . ..... ....... ..... . ... . . 

Is this individual a regular full-time employee in the department of. ........... (Specify) Yes/No. 

I . What attributes/actions make this individual worthy of your nomination? Give 
examples. 

2. How is this individual an asset to the department of.. .. . .... . .. ? (Specify) Give 
examples. 

3. How have you seen this individual contribute to WB and/or greater beyond the 
department? Give examples. 
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4. With }=Average and S=Outstanding, please rank the nominee in the following areas: 

Quality of work: 1 2 3 4 5 

Attitude towards job duties: 1 2 3 4 5 

Problem-solving skills: 1 2 3 4 5 

Willingness to help others: 1 2 3 4 5 

Service to the department and 1 2 3 4 5 
WB: 

This will be submitted to the HOD and shared with HR. 

The employee ofthe month will be communicated through the HR team. 

6.3 Rewards 

The employee of the month will be rewarded with the below prizes: 

• 2 tickets to a selected destination within RwandAir' s network. 
• A hotel voucher for two nights in RwandAir contracted hotel according to the first 

point mentioned above. The destination shall be determined at the time of the award. 
• Perdiem policy to be applied 
• Recognition photo to be put at the reception area for the period signed by CEO. 

Prepared by: . ')..; ~ / 
Adidja KAMWESIGA . .. .. . . ... ......... ........... Date ........ ........... ~.""!-:-.. ........ ... . 
Senior Manager Promotions & Communications, 

Jael IKIREZI.. ... ... :?~kJ;::-~ ........ .... Date ... .... ?.-:~ .. ~ .\ .. ?.-:?:: .. : ........ . 
Senior Human Resource Business Partner. 

Approved by: 
eorge GUMISIRIZA ....... .. . . 

Director Human Resource, 

Yvonne Manzi MAKOLO. 
Chief Executive Officer. 

... . .. ..... ...... Date .... ~~\ ~.:1.\. ~1g?-:~ ..... 
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