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VISION
“A confident, creative, informed, and vibrant community”
MISSION
“To protect, nurture, and grow our Cultural Capital for today and tomorrow”

DCAL is committed to the promotion of creativity and innovation, learning and diversity. Furthermore, through the sustainable management of our cultural assets we will deliver quality products and services to the widest possible audience to deliver our goals.
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GENERAL GUIDANCE
1. Overview

This document is a guide to the Honours process within the Department of Culture, Arts & Leisure. 

Honours are normally awarded twice a year. A list is published on the Queen’s Birthday in June and another list is published at the New Year. Honours are intended to recognise exceptional achievement and/or service. Nominees should be those whose specific achievement or contribution goes further than is normally expected and clearly marks them out from their peers.

Nomination process

Types of award
Knight / Dame
Awarded for a pre-eminent and sustained contribution in any field of activity, through: 

· achievement or service to the community usually, but not exclusively, at national level; 

· in a capacity which will be recognised by peer groups as inspirational and significant nationally; and

· which demonstrates sustained commitment. 

CBE

Awarded for:

· a prominent national role of a lesser degree; or

· a conspicuous leading role in regional affairs through achievement or service to the community; or

· making a highly distinguished, innovative contribution in his or her area of activity.

OBE

Awarded for:

· a distinguished regional or country-wide role in any field;

· through achievement or service to the community;

· including notable practitioners known nationally.

MBE

Awarded for:

· achievement or service in or to the community of a responsible kind which is outstanding in its field; or

· very local ‘hands on’ service which stands out as an example to others.

Criteria for the award of Honours

Anyone can be nominated or an Honour but attention should be paid to individuals who:

· Volunteer / work in the community; 

· have changed things, with an emphasis on practical achievement;

· have delivered in a way that has brought distinction to British life and enhanced the UK’s reputation in the area or activity concerned or which has contributed in a distinctive way to improving the lot of those less able to help themselves;

· are examples of the best sustained and selfless voluntary service;

· have demonstrated innovation and entrepreneurship which is delivering results;

· carry the respect of their peers and are role models in their field; and

· have shown sustained achievement against the odds which has required moral courage in making tough choices and hard applications. 

2. Citation Writing 

The citation should tell the story of what a candidate has done.  Examples should be given of how an outstanding quality has been demonstrated. Evidence should be provided as to how a candidate has:

· Contributed in a distinctive way to improving the lot of those less able to help themselves;

· Devoted themselves to sustained and selfless voluntary service;

· Shown innovation or creativity in delivering lasting results.

A good citation should also describe as vividly and precisely as possible the difference a candidate’s contribution has made. How were things before they began? How are they now?

Details should be given to support claims. Evidence should be provided as to how a candidate has:

· Earned the respect of their peers and become a role model in their field;

· Produced, perhaps against the odds, sustained achievement which has required moral courage, vision, the ability to make tough choices or determined application and hard work.

Honours Selection Committees judges candidates’ merits on the citations written for them. A citation should not simply be an extended CV, a list of educational achievements, appointments, awards or posts, or a job description showing what the person has done.

Honours exist specifically to recognise superlative behaviour. Assertions should however be supported by hard evidence.

Effective citations include nouns such as:

· determination, drive, innovation, impact, ambassador, commitment, sustainability, creativity, zeal, respect, recognition, selflessness, performance;

adjectives such as:

· trusted, wise, persuasive, resourceful, tenacious, unflustered, dogged, dedicated, unstinting, inspirational, passionate, enthusiastic, sympathetic, supportive, articulate, conscientious, peerless, exemplary, fair, admired, vibrant, diligent;

and phrases such as:

· making a difference, role model, head and shoulders above the rest, going the extra mile, overcoming obstacles. 

Sample Timeline for Birthday Honours Process
	
	ACTION
	DATE 

(APPROXIMATE)

	1.  
	· GSU notified of a forthcoming Honours Round

· GSU issues memo to Departmental Board informing them of an impending commissioning note from Honours Secretariat.
	25 August 2008

	2. 
	HOCS issues note commissioning honours round.
	19 September 2008

	3.
	· GSU issues memo to branches commissioning honours round within the Department and providing necessary guidance.  Branches are informed they have a two week period in which to complete initial citations;

· Memo issues from Permanent Secretary to Minister inviting him to propose names to be discussed at 5.
	22 September 2008

	4.
	Branches prepare initial citations (2 weeks)
	22 September – 3 October

	5. 
	HODs to QA citations
	6 October

	6. 
	GSU process and QA all citations
	7 – 10 October

	7.
	Meeting between Permanent Secretary and Minister to review initial citations packaged by GSU. 
	15 October

	8.
	Branches prepare further citations for names agreed by the Minister and the Permanent Secretary. 
	16 October – 22 October

	9.
	HODs to QA citations. 
	23 October

	8.
	GSU process, QA and finalise all citations.
	23 – 24  October

	10.
	Permanent Secretary agrees draft Departmental Priority Order list.
	28 October

	11.
	Permanent Secretary meets with Minister to agree Departmental Priority Order list.
	30 October

	12.
	GSU forwards Departmental Priority Order list to Honours Secretariat.
	3 November
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