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THE QUALITY PROCEDURE OF AWARDS

The Quality Procedure for awarding was issued on 25 October 2012 and is still valid. The
purpose of this procedure is to serve as a guide to reward Satya Lencana Karya Satya and
Dharma Pengabdian Universitas Negeri Surabaya. This procedure describes the implementation
of awarding from the making of notification letters to awarding.

Satya Lencana Karya Satya is given to civil servants who in carrying out their duties have
shown loyalty, devotion, skill, honesty and discipline, with a civil servant tenure of 10 years, 20
years, 30 years and not being subjected to moderate or severe disciplinary sentences. The
Dharma of Universitas Negeri Surabaya Service is disseminated to civil servants of Universitas
Negeri Surabaya who have fulfilled the working period, i.e. for lecturers who have worked for
40 years, 35 years, 30 years, meanwhile, for employees with a working period of 35 years, 30
years, 25 years.

Satya lencana karya satya award procedure is as follows:

1. Making a notification letter to the work unit's faculty to propose satyalancana karya satya
2. Accepting proposals for satya lancana karya satya recipients from the work unit faculty
leadership

3. Checking the requirements and completeness of the proposal file

4. Legalizing the proposal file

o1 ;

Meeting to give considerations regarding the eligibility of prospective satyalancana karya
satya

6. Creating a cover letter

7. Sending the proposal satyalancana karyasatya to the Minister of Education and Culture

8. Receiving the decisions of satya lancana karya satya

9. Awarding satya lancana at University ceremonies

The procedure for awarding dharma service of Universitas Negeri Surabaya is as follows:

1. Making a notification letter by attaching a list of names of educators and education staff
to all work unit faculty leaders to propose recipients of the Universitas Negeri Surabaya
Community Service Dharma Award

2. Receiving a list of names of educators and education personnel who are suitable and
entitled to receive awards from the work unit facultad

3. Recapping a list of names of educators and education personnel who are appropriate and
entitled to receive awards

4. Preparing a Rector's Decree for the recipient of the Universitas Negeri Surabaya
Community Service Dharma Award

5. Submitting the Universitas Negeri Surabaya Community Service Dharma Award at the
time of the anniversary

6. Archiving the rector decree of the recipient of the Dharma Pengabdian Universitas

Negeri Surabaya award
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1. GOAL
To serve as a guide in awarding Satya Lencana Karya Satya and Dharma Pengabdian Universitas
Negeri Surabaya.

2. SCOPE
This procedure is to guide the implementation of awarding from letter issuance to awards grant.

3. REFERENCES
1.1. 1SO 9001: 2008 (Clausal 6.2) on Human Resources
1.2. 1SO 9001: 2008 (Clausal 7.1) on Realization Process

4. DEFINITION

Satya lancana karya satya is given to all CS who show loyalty, devotion, proficiency, honesty, and
discipline with service period of 10, 20, and 30 years as well as have no disciplinary severe or moderate
sanctions.

Dharma Pengabdian Unesa is given to Unesa CS who has service period of:

- Lecturer : 40, 35, and 30 years

- Staff : 35, 30, and 25 years

SUCCESS INDICATORS
1.3. Awarding the Satya lancana karya satya to the rightful awardee.
1.4. Awarding the Dharma Pengabdian Unesa to the rightful awardee.



6.

PROCEDURES

6.0. SATYA LENCANA KARYA SATYA AWARDS

Academic & Administrative staffs

Start

1. Making notification letters to faculty/work unit for awards
(satya lancana karya satya) proposal

Academic & Administrative staffs i

2. Accepting the awardee candidates from head of faculty/work
unit

Acade

mic & Administrative staffs i

3. Checking all documents required

Acad

emic & Administrative staffs

4. Legalizing the proposal document

Academic & Administrative staffs

5. Writing a cover letter to the HR Bureau of the Ministry of
Research, Technology and Higher Education

Acade

mic & Administrative staffs i

6. Writing a recommendation letter

Acade

mic & Administrative staffs

A

7. Sending recommendation of satya lancana karya satya to the
Ministry of Education & Culture

Acade

mic & Administrative staffs

8. Receiving the decision letter on satyalencana karya satya
awardee

Acade

mic & Administrative staffs

9. Awarding the Satyalencana karya satya on university ceremony

+

End




6.1. DHARMA PENGABDIAN UNESA AWARDS

Start

Academic & Administrative staffs

v

1. Making notification letters to faculty/work unit for awards
(dharma pengabdian unesa) proposal

Academic & Administrative staffs i
2. Accepting the awardee candidates from head of faculty/work
unit

Academic & Administrative staffs i

3. Recapping names of education & administrative personnel
who are riahtful for the awards

Academic & Administrative staffs

4. Issuing Rector’s Decision on the Dharma Pengabdian Unesa
awardees

Academic & Administrative staffs

5. Signing the certificate by UNESA leader

Academic & Administrative staffs i

6. Award ceremony during Dies Natalis UNESA

Academic & Administrative staffs

A

7. Awarding the badge & certificate for Dharma Pengabdian
Unesa awards

Academic & Administrative staffs i

8. Documenting the SK of Dharma Pengabdian Unesa awards

)

‘ End ]
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7.0. RECORDING LIST
7.1. President’s Decree for Satya Lencana Karya Satya Awards
7.2. Rector’s Decision on Dharma Pengabdian Unesa

7.3. Certificates

8.0. NOTE CHANGES
8.1. REV.0, 25 October 2012 : no changes (from the beginning)




