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2  Planning

2.1  Describe how the organisation develops its strategy 
and strategic objectives, and how they are deployed into 
action plans. 

The SCDF Corporate Planning Process is a well established 
process which is designed to be fl exible and robust, to 
adapt and pro-actively manage the evolving changes 
presented by the current operating environment.

The overview of the Corporate Planning Process is 
illustrated in Figure 2.1.1.

 

Figure 2.1.1: SCDF Corporate Planning Process

2.1a   How the organisation determines its strategic 
challenges and how the organisation develops its strategy 
and strategic objectives to address these challenges. 
Include how the organisation adopts a global perspective 
in its planning. Summarise the organisation’s key strategic 
short and long-term objectives and goals.

The 5 main stages in the SCDF Corporate Planning Process 
are:

a. Strategic Review;
b. Master Planning;
c. Annual Workplan;
d. Communication; and 
e. Implementation, Monitoring and Review

These stages in the Planning Process are detailed as 
follow:

Strategic Review Stage
The annual planning process kicks off with a strategic 
review of the effectiveness and relevance of the directions 
of SCDF. Valuable feedback and inputs for the review 
process are obtained throughout the year from internal 
and external established mechanisms including the Public 
Perception Survey; customer feedback surveys and other 
listening posts from various stakeholders (e.g. surveys 
conducted for vendors and suppliers, as well as dialogues 
with related professional bodies). Reference is also made to 
the National Scenarios and Home Team Scenarios which 
are strategic studies of the driving forces that may impact 
the operations and activities of the SCDF.

Master Planning Stage
This is initiated with the 
planning and conduct of 
the SCDF Management 
Advance to deliberate and 
discuss strategic challenge 
blue prints and horizon 
scanning fi ndings. The Senior 

Management, together with a broad representation of the 
Force, meets to review new initiatives, challenges, threats 
and opportunities that impact the Force. After the session, 
the Senior Management will fi nalise the strategic objectives 
and directions for the staff departments to be translated 
into initiatives and programmes over a 5-year period known 
as the 5-year Rolling Masterplan.

Annual Workplan Stage
The 5-year Rolling Masterplan provides the framework for 
the development of the annual workplan. This annual plan, 
developed in advance for the coming workyear, comprises  
specifi c objectives and detailed action plans worked out 
by the various departments. Key performance indicators 
(KPIs) are also formulated to track the progress of the action 
plans. Simultaneously, budget allocation is worked out for 
operating expenses, manpower costs and for development 
projects and minor works.

Communication Stage
After establishing the workplan, the information is 
disseminated to all levels of the SCDF through Force-level 
and unit-level workplan seminars.

Implementation, Monitoring and Review Stage 
This is an ongoing stage throughout the year to monitor 
the initiatives and programmes to ensure that the strategic 
directions and objectives are met. Regular meetings 
such as the monthly, bi-monthly and quarterly reviews of 
corporate performance are conducted at department and 
unit levels. Commissioner (Comr) SCDF chairs key meetings 
such as the monthly Senior Management Meeting (SMM), 
PS21 Meeting, the bi-monthly Budget Committee Meeting 
(BCM) as well as the quarterly Corporate Performance 
Review Meeting (CPRM). Policies and strategic issues are 
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proposed, debated, endorsed and tracked during these 
forums.

The Force has expanded and extended its global outreach 
since 2005. These outreach programmes have positioned 
SCDF as a professional Life Saving Force with advanced 
capabilities and dedicated people serving its cause both 
regionally and internationally. 

2.1b   How the organisation converts the strategic objectives 
to action plans. Include how the fi nancial and other risks 
associated with the plans are managed and how resources 
are allocated to support the achievement of plans.

Figure 2.1.2 outlines how the Force’s Mission and Vision 
are cascaded into the 4 Strategic Directions and 8 Force-
Broad Strategies and how the action plans formulated are 
measured by the KPIs developed. 

Under the SCDF Resource Management Framework, the 
action plans of the departments would be culminated 
and translated into concept papers for discussion.  These 
concept papers would be presented at the monthly Senior 
Management Meetings (SMM) and assessed according 
to their alignment to our strategic goals, the operational 
urgency and the enhanced capability that the concept 
would bring about. 

When in-principle approval of the concept plan has been 
obtained, the plans would proceed to the next stage 
of resource allocation where fi nancial and other risk 

dimensions of the plans would determine the amount of 
resources allocated.  Upon allocation of the resources, the 
departments would proceed to the realisation stage where 
the plans would be implemented and monitored under the 
project management framework.

Upon the completion of the resource prioritisation and 
allocation, key workplan objectives are then communicated 
throughout the Force and to our stakeholders at the SCDF 
Workplan Seminar held during the Communication stage.

2.1c   How the organisation reviews its performance relative 
to plans, and how it establishes and deploys modifi ed plans 
in a timely manner.

In the Implementation, Monitoring and Review stage of the 
Corporate Planning Process, the SM and key participants 
take a pro-active role in the monitoring and review of the 
long and short term targets set. Key characteristics of 
the performance review mechanism are its fl exibility and 
readiness to handle unexpected events and adjustments. 
Figure 2.1.3 outlines the Corporate Performance Review 
Mechanism of SCDF.

SCDF has formulated different sets of plans to cater to 
various scenarios which could possibly impact our delivery 
of services and the growth of the organisation. These plans 
are reviewed regularly and exercises are carried out to 
validate its effectiveness. Table 2.1.2 shows a summary of 
the various plans available within the Force.

SCDF Mission, Vision and 
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Figure 2.1.2: Development Framework of Yearly Workplans
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Table 2.1.2: Summary of Plans within SCDF

2.1d  How the organisation evaluates and improves its 
strategic planning process. 

Regular reviews and evaluations of the overall process 
and the sub-processes are performed throughout the 
entire Corporate Planning Process.  Improvements and 
remedial actions are then proposed and undertaken to 
strengthen the process which enhances the relevancy and 
effectiveness of the strategy formulation and deployment to 
achieve our mission, vision and strategic objectives. 

Before the commencement of a new corporate planning 
cycle, Planning & Corporate Department conducts a 
review session based on the feedback gathered from SM, 
customers, partners from government agencies, strategic 
partners from the industry and institutional organisations, 
as well as the general public. The inputs gathered is use to 
aid the evaluation and improvement of the key processes 
of the Corporate Planning Process. Again, at the end of a 
planning cycle, Planning & Corporate Department conducts 
another review of the entire planning process, tweaking 
and enhancing its relevancy where needed to ensure its 
robustness and effectiveness.

Type of Plan Description

Civil Emergency Plans • Ops Civil Emergency stable which 
includes scenarios like airplane crash, 
high rise building inferno, tunnel 
collapse

National Level Event 
based Contingency 
Plans

• Examples include the following;
- National Day Parade, 
- Formula 1 night race, 
- ASEAN Summit, 
- IISS, 
- APEC 2009
- Youth Olympic Games 2010

Long Term and Short 
Term Plans

• Alignment of SCDF’s long and 
short term strategic directions and 
developments with changes in 
operating environment

Division Level High Risk 
Installation Contingency 
Plans

• Contingency plans formulated for 
High Risk Installations located within 
individual ground unit’s boundaries

Business Continuity 
Plans

• SARS, Avian Flu, Infl uenza A (H1N1), 
Cyber-attack
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3.1 Information

3.1  Describe how the organisation selects and manage 
information for planning, day-to-day management and 
performance evaluation. Describe how knowledge assets 
are systematically managed within the organisation involving 
stakeholders, including customers, to create value for the 
organisation.

Information Management Framework
The Information Management Framework is a systematic 
process of identifying, selecting, collating, capturing and 
managing information, including information for planning, 
day-to-day management and improvements. The process 
begins with the driving forces, i.e. SCDF Mission and Vision, 
4 Strategic Directions and Key Performance Indicators (KPI) 
that determine the various type of information required.  As 
illustrated in Figure 3.1.1, the Framework also incorporates 
a review process to review all information collected and 
the type of Info-Comms Technology (ICT) systems to store 
and manage information, through the Corporate Planning 
Process and Strategic Information Technology Planning 
(SITP) Process.

3.1a  How information needed to drive planning, day-to-
day management and improvements to the organisation’s 
performance is selected and collected. List the key types 
of information and describe how they are related to the 
organisation’s performance objectives and goals.

Information is managed and reviewed at two levels – 
the Departmental and Corporate level, as shown in the 
Information Management Framework.  

At the Departmental level, information is managed through 
Department Planning Offi cers (DPO) and Process Owner. 
During the annual review of department workplan, the 
Department Planning Offi cers and Process Owners will 
review their respective department’s information needs to 
drive planning, day-to-day management and improvements 
by addressing the following areas: 

a. Data and information (key types)
b. Ownership of data/information
c. Source of data/info, including information 
d. systems used
e. Users of data/information
f. Reliability, accessibility and timely dissemination of data/

information
g. Analysis of data/information

Process Owner will collect and review the input from the 
various departments to ensure that information needs are 
not duplicated. Based on the input, it will put in place the 
necessary ICT systems to support information management 
in the SCDF. At the Corporate Level, Process Owner will 
present the information at the Infocomm Technology Steering 
Committee (ICTSC) and Senior Management Meeting 
(SMM) – both committees are chaired by Commissioner 
SCDF and comprise SCDF Senior Management.  The 
ICTSC approves all electronic information and requests 
for new systems to support their information management 
needs. The SMM approves all non-electronic information, 
before the information is digitised, categorised and indexed 
into computerised systems.

Figure 3.1.1: Information Management Framework in SCDF
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3.1b  How the organisation ensures that information is 
reliable, accessible and disseminated quickly to employees, 
supplier/partners and customers. Include how the 
organisation shares information to encourage innovation 
and learning.

The management of information in the SCDF is supported by 
many ICT systems. Necessary measures are incorporated 
in these ICT systems to ensure the reliability, accessibility 
and quick dissemination of information to our employees, 

supplier/partners and customers. Table 3.1.1 gives a brief 
summary of the reliability and accessibility of information in 
SCDF.

Dissemination and sharing of information
The SCDF has put in placed information systems and other 
platforms to enable the timely dissemination and sharing of 
information to its ministry, people, suppliers, partners and 
customers.  The various forums are shown in Table 3.1.2:

Policies Electronic Means Non - Electronic Means

E
ns

ur
e

R
el

ia
bi

lit
y

Business
Continuity 
Measures

• Alternate site with backup servers 
• Backup and Disaster Recovery (DR) measures and 

exercises

• File Registry System
• Critical Record System

Security 
Measure

• Classifi cation of ICT Systems and Information
• User ID with password, 
• Firewall Intrusion and Detection System

• Classifi cation and  categorisation of Information
• Security procedures and measures stated in SCDF Security 

Manual

Policies & 
Polices

• System Ownership
• ICT Security Management Framework
• Internal audit and external audit from MHA, IDA, IAU and 

AGO
• Storage and disposal Polices stated in Government 

Instruction Manual 

• Internal audit
• Storage and Disposal Polices stated in Government 

Instruction Manual

E
ns

ur
e 

A
cc

es
si

bi
lit

y 

• Restricted Access to ICT systems and SCDF network 
according to right to access and password polices

• Restricted Access to information according to classifi cation 
of information

Internal External Internal External

Means
• Single Sign-on features for 

SCDF systems
• Remote access

Application
• iKNOW portal
• Daily newsfl ashes 

Means
• SingPass for individual
• EASY for company

Application
• Internet e-Services SCDF 

Internet

• Circulation
• Minutes of Meeting
• Bi-monthly Rescue 995
• Knowledge centre in units

• Periodic Circular to 
professional bodies

• Emergency Handbook
• Media Releases
• SCDF Annual Report 

Table 3.1.1:  Reliability and Accessibility of Information

Table 3.1.2: Dissemination of Information

For Ministry For People For Supplier/Partners For Customers

Meetings
• Ministerial meeting 
• Group Tech meeting
• Dept Exco meeting 
• Executive Group

Forum
• Organisational Excellence Forum
• MHA PS21 

Quarterly Reports
• Organisational Review
• Staff Well-being
• Service Improvement Unit Report

Information Management System
• PROMPT
• NSF

• SCDF intranet and applications
• Email System for all staffs
• Daily newsfl ashes –“Force in the 

News”, e-Routine Orders (RO). 
For NSFs, ROs are displayed on 
bulletin boards

• Bi-monthly Rescue 995 
magazines

• Bi-monthly news bulletin
• SCDF Annual Report
• Learning Day
• General Staff Briefi ng (GSB)
• Do-It Right (DIR) workshops
• Commissioner Dialogue sessions 

with the ground

• Periodic circular to professional 
bodies by FSSD

Regular dialogue sessions/briefi ngs/
seminar 
• FSSD seminars
• Quarterly supplier dialogue 

sessions by Logs Dept e.g. Gebiz 
briefi ng to vendors

• Invitations to annual Workplan 
Seminars for C2Es & NSmen

• CSSP briefi ngs with grassroots 
leaders

• Tea sessions and ad-hoc media 
briefi ngs

• Bi-monthly HTNS newsletters to 
NSmen

• NSmen forums

• SCDF Internet
• Media Releases
• Fire-safety exhibitions
• Seminars
• Emergency Handbook 
• CD volunteer scheme
• Public Education programme
• Community Emergency 

Preparedness Programme
• Emergency Preparedness Day
• Heritage Gallery
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3.1c  How information is analysed and used to support 
organisational planning and review.

We use various analytical tools to crunch data so that 
projections can be made and meaningful representations 
can be formed to facilitate decision-making.  Table 3.1.3 
presents some of the analytical tools that are used more 
often to support the SCDF’s strategic directions. 

Table 3.1.3: Analysis and use of Data and Information

3.1d  How the organisation manages knowledge to create 
value. Include how knowledge is used or acted upon for 
business improvements.

SCDF’s approach to Knowledge Management (KM) is 
outlined in Fig 3.1.2. A myriad of knowledge is collected in 
the iKNOW portal and Dept Registries.

Figure 3.1.2: SCDF Knowledge Management Framework

The build-up of knowledge is governed by the R.E.D 
knowledge pathways. The Resources pathway is the 
accumulation of knowledge pools where knowledge can 
be derived and leveraged on for operational, corporate 
or historical uses. The Exchanges pathway is the creation 
of knowledge transfers within networks of people. The 
Development pathway focus on knowledge used to 
enhance the capability of people and organisation. 

3.1e   How the organisation evaluates and improves its 
management of information and knowledge.

The evaluation and improvement of the information 
management process at the Departmental level is overseen 
by the Process Owner.  As part of this improvement 
process, the departments must review the following:

a. Usefulness of data/information gathered
b. Effectiveness in use of information
c. Effectiveness of systems used to manage the 

information
d. Effectiveness of analysis tools/methods
e. Effectiveness of the dissemination medium 
f. Data integrity of information systems 

New processes and systems to improve information 
management are reported to Technology Department (TD). 
At the corporate level, initiatives that may potentially impact 
the Force will be tabled at the ICTSC. 

During annual Corporate Planning Process review, TD 
will appraise the various ICT systems to ensure that they 
remain robust and continue to provide synergy across 
our operations.  Audits are conducted on the information 
systems every year to ensure data integrity.  Breaches will 
be studied to assess if there are fl aws in the information 
management process, and major fl aws requiring the 
attention of the SM will be raised at the ICTSC meeting.  
This annual and ongoing cycle of review, feedback and 
evaluation has strengthened information management in 
the SCDF.

The management of organisational knowledge is evaluated 
through a regular review of organisational development and 
organisational excellence initiatives by the PS21 Committee. 

3.2  Comparison and Benchmarking 

3.2a  Describe how the organisation selects and uses 
comparative and benchmarking information to achieve 
performance improvements.

SCDF adopts various activities (namely, overseas study 
trips, comparative studies and benchmarking) to learn 
from other world class organisations towards achieving 
performance improvements.

Strategic Directions Analytical Tools

Operational Excellence • Trend Analysis
• Operational Analysis
• Plume Modelling

Public Protection Fire Modelling Tools

Community Preparedness Trend Analysis

Organisational Excellence Trend Analysis
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Title or Project/Study
Comparative Studies

Civil Defence Shelter Protection System (2009)

Public Warning System  (PWS) (2009)

Benchmarking Projects

Public Education Programmes which seek to equip the 
population with Vital Life-Saving skills (2009)

Fire Investigation

- (2008) Benchmarking project
- (2007) Comparative Study 

Waiver Application Process 
(2007)

Recruitment Selection Process
(2007)

Ambulance Turnaround Time
(2006)

INFORMATION

 

1) PLANNING & PREPARATION 

 Approval from Management  
 Elect and train Benchmarking Teams 
 Specify Key Indicators 

2) INFORMATION COLLECTION 

 Select/Contact Partners 
 Set Project Plan/milestone 
 Preparation of Questionnaire/ Site Visit 
 Collate Findings 

3) ANALYSIS 

 Review Data & Findings 
 Gaps & Improvement Identification 
 Communicate Findings 

4) RECOMMENDATIONS & 
IMPLEMENTATION 

 Recommend Action Plan 
 Implement Action Plan after approval 

5) REVIEW 

 Collate results from Improvement 
measures 

 Monitor Performance 
 Evaluate Benchmarking Process 
 Document Lessons Learnt 

For benchmarking and comparative studies, the selection 
of projects is done with the following guiding principles in 
mind:

a. To improve all key processes; 
b. To explore, review and establish new relevant targets/ 

benchmarks to meet future challenges identifi ed by 
Senior Management; and

c. To know the position of SCDF with respect to other 
world-class organisations that provide similar products 
and services. 

Benchmarking Methodology
Where a benchmarking project is to be undertaken, 
the process is guided by the Planning and Corporate 
Department’s benchmarking directive which stipulates the 
methodology to be used (Fig 3.2.1). The key stages of the 
methodology are highlighted below:

 

Figure 3.2.1: SCDF Benchmarking Framework

3.2b   How comparative and benchmarking information 
is used to improve processes and to set stretched goals 
and/or encourage breakthrough improvements. Include a 
summary of comparative and benchmarking activities and 
studies done.

Since 2003, SCDF has conducted 22 benchmarking 
projects/comparative studies on the Force’s Key Processes. 
Some key projects conducted since 2005 are highlighted in 
Table 3.2.1 below: 

Table 3.2.1: List of Key Benchmarking Projects/Comparative Studies

3.2c  How the organisation evaluates and improves its 
overall process of selecting and using comparative and 
benchmarking information.

SCDF has in place a system to review all key and core 
processes annually to ensure that they remain robust and 
effective in the changing operating environment. Such 
reviews are tracked and monitored under COMPASS. Thus, 
regular improvements and enhancements have been made 
to the Benchmarking Methodology.
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PEOPLE

4.1 Human Resource Planning

4.1a  How organisation develops its human resource 
strategies, policies and plans. This includes how the human 
resource strategies, policies and plans are aligned to the 
strategic plans. 

The development of HR strategies, policies and plans 
in alignment with the strategic plans are undertaken by 
Manpower Dept (MPD), Training Dept (TRG), and the 
National Service Personnel Dept (NSPD), via participation 
in the Corporate Planning Process (as elaborated in Cat 2). 
The roles of each Dept in the planning and review process 
are shown in Fig 4.1.1. 

  

Figure 4.1.1: HR Planning and Review Process

HR planning is guided by the HR strategies and policies. 
This is shown in the People Management Framework in Fig 
4.1. 2.

4.1b  Describe the organisation’s human resource 
requirements and plans, based on the organisation’s 
strategic objectives and goals.

The HR strategies developed during the Corporate 
Planning Process guide the development of HR policies. 
HR requirements are in turn aligned to these policies and 
HR plans developed to meet the HR requirements. 

Agility to respond to emergency staffi ng needs
As an organisation dedicated to responding during 
emergencies, SCDF has put in place HR contingency 
plans for major civil emergencies, such as Low Intensity 
Confl icts (LICs), and pandemics. We have developed and 
implemented Business Continuity Plans (BCPs) for staff 
absenteeism, segregation and contact tracing, examples 

of this were during the SARS pandemic in 2003 and 
again during the Infl uenza A (H1N1) period in 2009. These 
emergency plans are revised with inputs from all Depts/ 
Units and external Related Agencies. 

4.1c How organisation uses feedback to improve human 
resource strategies, policies and plans.

Our feedback channels are implemented at the 
organisational level, unit level, and individual level, as shown 
in Table 4.1.1. 

Figure 4.1.2: People Management Framework

Table 4.1.1: Feedback channels for improvement

Feedback is obtained throughout the year via these various 
channels, and MPD, TRG and NSPD review their HR policies 
and plans taking guidance from these feedback. Directives 

Feedback channel

Organisational Level • Organisational Health Survey
• Training Effectiveness Report
• Balanced Scorecard KPIs
• Corporate Performance Review Meetings

Unit Level • Unit-level dialogues
• Dept co-ordination meetings

Individual Level • Staff interviews
• Informal observations
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and Standard Operating Procedures are reviewed, 
amended and re-issued to refl ect these improvements. 
These improvements are reported in the Dept’s annual 
Workplan review as part of the corporate planning process 
spearheaded by Planning and Corporate Dept.

4.2  Employee Engagement

4.2a    The strategies adopted and the mechanisms available 
to encourage and support individual and team participation 
in achieving organisation’s objectives and goals.

SCDF’s staff engagement process follows 4 defi ned stages 
as depicted in Fig 4.2.1. 

 

Figure 4.2.1: Employee Engagement Process

SCDF has developed an engagement framework that 
focuses on the 5 strategies of Know, Grow, Involve, 
Reward and Inspire, as shown in Fig 4.2.2.  
 

Figure 4.2.2: Employee Engagement Framework

These 5 strategies recognise that staff engagement takes 
place throughout the career, and that different mechanisms 
must be developed in tandem with the employee’s 
progression along the career path. Employees are also 
engaged in all the HR functional areas through training 
(Know and Grow), well-being activities (Involve and Inspire), 
and rewards and recognition schemes (Reward), This is 
demonstrated through their participation in continuous 
learning activities, innovation projects, career and para-
counselling and wellbeing activities.

4.2b  The process of implementation of the mechanisms 
for employee engagement and the review of their 
effectiveness. 

Lead departments have been identifi ed for each 
mechanism, and these lead departments are responsible 
for the implementation and monitoring of the initiatives. 

Staff are empowered to drive activities (bottom-up) through 
the Staff Participating In Co-Employment (SPICE) 
programme, conceived in 2003 to enable staff with 
common interests to form clubs and organise sporting, 
social or cultural activities for mass participation. In addition, 
mechanisms are tailored for each stage of development in 
an offi cer’s career. 

4.2c   How the organisation evaluates and improves its 
overall employee engagement process.
 

The PS21 framework provides the overarching structure 
for review and evaluation of well-being and engagement 
mechanisms as well as the overall engagement process. The 
PS21 Management Committee comprises Commissioner 
SCDF and Senior Management, while at the Division level, 
the PS21 Unit Committee comprises Commanders and 
Heads of Branches and Commanders of Fire Stations. 
The PS21 Unit Committees meet monthly, to review the 
effectiveness of engagement mechanisms that have been 
deployed. The Management Committee Meetings are 
responsible for the monitoring and evaluation of the overall 
engagement process, as shown in Fig 4.2.3. 

Figure 4.2.3: Review of Employee Engagement Mechanisms and 
Process via the PS21 Framework

Key improvements are the development of a participative, 
bottom-up approach for the SPICE programme and 
restructuring of the central mess to include staff from all 
schemes of service. 

4.3  Employee Learning and    
  Development

4.3a How the organisation identifi es learning and 
development needs for all employees to support its 
objectives and goals.
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Training Dept outlines the process and implementation of 
the learning needs analysis (LNA), showing the timeline 
and responsibilities of each of the process owners in 
the LNA. Manpower Dept and Training Dept oversee 
the implementation of the process based on desired 
competencies to fulfi l the required functions of each 
post. This takes into account the recruitment and posting 
plans, and training gaps arising from staff movement. The 
elements of the Learning Management framework are 
shown in Fig 4.3.1.  

 

Figure 4.3.1: Learning Management Framework

4.3b  How learning and development opportunities are 
delivered, and reviewed for their contribution to individual 
and organisation effectiveness. 

The annual Training Directory, formulated based on the 
Total Learning Plan (TLP), lists the schedule of all courses 
conducted by CDA and BRTC, and course placements 
based on the projected number of participants identifi ed 
during Training Needs Analysis. Utilisation rate of training 
places is managed as a KPI in the Balanced Scorecard 
system to ensure that there is no wastage.

All training in the SCDF has been categorised into 21 
core subject matters, and formalised as a subject-based 
Curriculum Matrix. The Curriculum Matrix spells out the 
structured contents of each subject matter to be taught for 
each course in the Civil Defence Academy. 

In line with the Force objective of Life-Long Learning, 
learning and development opportunities are delivered to all 
staff throughout their career with SCDF.

All regular staff undergo the Initial Development 
Programme (IDP) – a structured foundation programme 
where young offi cers undergo mentorship, group project 
assignments, and grooming during their fi rst 3 years in 
SCDF. Talent is also identifi ed and assessed through 
their participation in the IDP. The Talent Management 
Programme then develops and retains high potential 
offi cers through executive development programmes 
and command postings, Force-sponsored academic 
upgrading, overseas assignments and courses, and cross-
functional Ministry postings. 

SCDF uses the Kirkpatrick’s model as shown in Table 4.3.1 
to measure training effectiveness. 

Table 4.3.1: Kirkpatrick Model to Measure Training Effectiveness

4.3c How the organisation evaluates and improves its 
overall learning and development process. 

Training Dept oversees the overall process and conducts 
annual review that is synchronised with the Corporate 
Planning process. At the start of each planning cycle, 
Training Dept evaluates and reviews the current process 
by seeking feedback from multiple sources. The areas 
identifi ed for improvement are then reviewed. 

In response to feedback and reviews, the training and 
development process has improved over the years with 
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l Level Measurement

Level 1 – Reaction Measures overall management 
and conduct of a course, quality of 
instructor

Level 2 – Learning Measures what the participants learn 
during the training

Level 3 – Behaviour Measures the extent to which 
changes in behaviour has occurred

Level 4 – Results Measures impact of learning on 
business results
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Aspects of 
Wellbeing

Schemes & Events Review indicators

Social and 
Mental 
Well-Being

Organised activities (managed by respective Lead Depts)• SPICE Programme• Flexi-Work-Life programme • Annual Family Days• Career transition services and 2nd career opportunities

• Participation levels in activities
• Utilisation rate of benefi ts
• Paracounsellor cases resolved with positive outcomes
• Usage rate of counseling hotline
• Employees benefi ting from career transition programmes eg 

number re-employed
• Participation levels for mess functions and gatherings

Benefi ts (centrally managed by Manpower Dept)• Marriage and New Born Gifts• Family Hardship Grants• Childcare, Marriage and Paternity Leave• Group-and Individual-Based Welfare Schemes• CARE Management Team

Medical 
Well-Being

Organised activities (managed by Medical Dept)• Medical screening and inoculations• Health talks

• Participation levels in talks and activities 
• Utilisation rate for benefi ts and insurance schemes
• Percentage of staff reporting for annual inoculation 

Benefi ts (centrally managed by Manpower Dept)• Medical Benefi ts for staff and dependent• Group Insurance Schemes

Physical and 
Occupational 
Well-Being

Organised activities (managed by Training Dept)• Inter-unit competitions• Healthy Lifestyle activities• Quarterly Walk-a-jogs

• Injuries sustained during trainings 
• Training Audits scores

Benefi ts (centrally managed by Training Dept)• Training Safety Regulations (TSR)• Personal Protective Equipment

Harmonious 
Relationship

Organised activities (managed by respective Lead Depts)• Mentorship scheme under IDP• Quarterly Staff Forums and Dialogues• Townhall sessions with Commissioner at every Unit

• OHS scores for Leadership and Climate
• Participation levels in forums and dialogues
• Participation levels by SM and staff in activities

initiatives such as the Learning Contract to manage 
trainees’ performances, and the Individual Learning Plan 
to enhance their competencies.  As part of the enhanced 
Training Management System, in 2009 an Interim Learning 
Effectiveness Report (LER1) was also introduced to monitor 
the effectiveness of training and provide timely feedback on 
a more regular basis. 

4.4 Employee Well-being & Satisfaction

4.4a  How the organisation develops a supportive work 
environment that enhances employee well-being and 
satisfaction, and promotes a harmonious relationship 
between management and unions/ employees. Include 
how the organisation supports the needs of a diverse 
workforce. 

SCDF has developed a comprehensive process to take 
care of the well-being of all staff, as shown in Fig 4.4.1. 

 
 

Figure 4.4.1: Employee Well-Being Process

SCDF’s emphasises a holistic wellbeing framework, 
encompassing all aspects of wellbeing and satisfaction. 4 
aspects of well-being have been identifi ed. The available 
mechanisms and review indicators for each aspect of 
wellbeing are summarised in Table 4.4.1. 

 

Aspects of Employee 
Wellbeing & Satisfaction 

 Social & Mental Wellbeing  
 Physical and Occupational 

Wellbeing 
 Medical Wellbeing 
 Harmonious Relationship 

Assessment & Measurement 

 OHS   – Dialogue with SM 
 Exit Interview   – Orientation Officer 
 Care Management Framework 
 Organisational Health Indicators (resignation, absenteeism) 
 Quarterly Interviews for NSFs 

Review Platforms 

 Central Welfare Fund 
Committee 

 PS21 Mgt Committee 
 Well-Being Sub- 

Committees 

HR Plans  

Staff Engagement & Staff Well-Being 

Development and Implementation of Programmes 

 SPICE  – Central Mess Activities 
 Physical activities  – Medical welfare programmes 
 Social activities 

Table 4.4.1: Staff Wellbeing Mechanisms and Review Indicators
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All mechanisms are also centrally reviewed at PS21 
Committee meetings, and the Central Welfare Committee 
meetings. 

As part of the Mental Wellbeing aspect, SCDF’s Caring 
Action in Response to Emergencies (CARE) 
Management Team, has established a network of CARE 
offi cers and Paracounsellors in every Division to provide 
support to staff in need. 

Staff wellbeing and engagement have a mutually reinforcing 
relationship. Wellbeing and satisfaction mechanisms in 
Table 4.4.1 are directly linked to the engagement strategies 
of Involving and Inspiring our people (Cat 4.2). 

4.4b How the organisation measures and assesses 
employee satisfaction. 

The Organisational Health Survey, conducted once every 3 
years and involving all staff segments, is the main tool for 
directly assessing employee satisfaction. The OHS directly 
captures staff satisfaction on all aspects from leadership 
and culture, training and development, to rewards and 
recognition. Other direct means of satisfaction is assessed 
through forums and dialogues, morale-sensing, personal 
mentoring sessions with SM, and ground feedback and 
observations. Measures of the effectiveness of well-being 
programmes also give us proxy measurements of staff 
satisfaction, as shown in Table 4.4.2.

 

Table 4.4.2: Indirect Measures of staff satisfaction

4.4c   How the organisation evaluates and improves its 
approach to enhancing employee wellbeing and satisfaction.

The wellbeing approach is reviewed and evaluated at 
2 main platforms: work-plan objectives are monitored 
and evaluated during quarterly Corporate Performance 
Review Meetings (CPRMs), while mechanisms are centrally 
reviewed for effectiveness at quarterly PS21 Management 
Committee meetings as part of the overall engagement 

framework. Evaluations and recommendations are surfaced 
by Manpower Dept and NSPD at these platforms. 

4.5 Employee Performance &    
  Recognition 

4.5a   How the organisation’s employee performance and 
recognition systems support high performance, innovative 
and creative behaviour and achievement of objectives and 
goals. 

Performance Management System
The Staff Appraisal Report (SAR) is an integral part of 
our performance management system, and assesses 
offi cers based on work objectives achieved, as well as 
development potential. At the end of the performance 
appraisal process, a Force-wide ranking is conducted, 
and ranking outcomes are the basis for determining the 
various performance-based rewards and recognitions (eg 
promotion and merit increments). 

Rewards and Recognition System
A comprehensive system of rewards and recognitions, 
both monetary and non-monetary, has been put in place 
to encourage desired behaviours and support corporate 
objectives. This is summarised in Table 4.5.1. Most rewards 
are open to all our staff; in addition, special rewards have 
also been developed to recognise our NSFs. Individual 
Division and line Units are also given the discretion to 
reward deserving staff, for example with special time-off for 
extra man-days contributed, or tokens of appreciation to 
top performers of the month.  

These mechanisms act to reinforce SCDF’s commitment to 
our values, objectives and goals, by rewarding behaviour 
that exemplifi es these goals, objectives and values. 

4.5b How the organisation evaluates and improves its 
performance and recognition systems. 

SCDF’s performance and rewards policies are in line with 
those of the Civil Service. As such, reviews are done at 
the Public Service Division (PSD) level, with application 
evaluation conducted within the Home Team at the 
Ministry of Home Affairs (MHA) level, and further fi ne-tuning 
performed at SCDF level. For examples, salary scales and 
promotion policies and guidelines are reviewed at the Public 
Service Division (PSD) level, while HUS skill allowance levels 
are reviewed at the Home Affairs Uniformed Services (HUS) 
Council at the MHA level, and further adapted within SCDF 
via Manpower Dept. 

A key review undertaken was the review of skill allowances 
for specialists conducted in collaboration with Ministry HQ. 
Recommendations were made for increased quantums in 
line with the rising competencies and responsibilities of our 
specialists, and approval given in Aug 09. In recognition of 

Aspects of well-being Measures of effectiveness of wellbeing 
programmes

Social and Mental Well-
being

• Organisational Health Survey (OHS)
• Focus Group Discussions 
• Paracounsellor caseloads
• Usage level of counseling hotline
• Leave forfeited
• Staff interviews

Medical Wellbeing • Medical leave taken 
• Medical claims

Physical and Occupational 
Wellbeing

• OHS items on Work Environment
• IPPT results KPI
• Service injury level

Harmonious Relationship • OHS results on Leadership and 
Climate

• Turnover rate KPI 
• Exit interviews
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the need for a better performance assessment tool that 
recognises the essential current and potential qualities 
of public servants in leadership roles, the SAR was also 
reviewed and enhanced to include the AIM model developed 
by PSD. A mid-year work review was also added as an 
avenue for more regular feedback and timely performance 
management. 

Awards and recognition schemes are similarly reviewed at 
different levels. Public Service and MHA awards (e.g. the 
Public Administration Medal and MHA Ops Excellence 
Award), are reviewed at PSD and MHA levels respectively, 
while Home Team awards (e.g. Home Team Achievement 
Award), and Force awards (e.g. PRIDE and CARE Award, 
Commissioner’s Commendation Medal) are reviewed at 
their corresponding levels. 
 

Performance 
Aspect

Performance Management System
Rewards and Recognition

Monetary Non-Monetary

Commitment to 
Force objectives

• SAR items on commitment to job 
and integrity

• Panel assessment (ranging from 
SCDF SM panel to MHA and Public 
Service-level panels for various 
awards)

• Balanced Scorecard for Awards with 
tracked KPIs 

• Performance Audits
• Profi ciency and Certifi cation Tests

• Commissioner’s Commendation 
Award

• Personal Health Award
• IPPT Monetary Award (Gold - $200, 

Silver - $100
• Rescue Equipment Profi ciency Award 

($200)
• Perfect Attendance Award (for NSFs)
• Civil Service Long Service Award
• Specialist Allowances (DART, Hazmat, 

Paramedics, Instructors)

• Overseas Service Medal
• Home Team Acheivement Award
• Best Fire Station Award
• Good Service Medal
• Long Service and Good Conduct Medals 

and Clasps
• Specialists Insignias (DART, Hazmat, 

Paramedics)
• Corporate Benefi ts (eg HTNS chalets, 

corporate membership schemes) 

High performance • SAR items on achievement & 
progress on targets set

• Mid-year Work Review
• Ranking sessions
• Nominations and Panel assessment 

(ranging from SCDF SM panel to 
MHA and Public Service-level panels 
for various awards)

• Promotions
• Performance bonuses
• Merit increments
• NSF of the Year Award 

• The Public Administration Medal
• The Commendation Medal
• The Effi ciency Medal
• MHA National Day Awards
• NSmen of the Year Award
• Testimonials for good performance
• For Trainees:

- Best in Practical Award
- Best in Knowledge Award
- Best in Physical Fitness Award
- Overall Best Cadet

Innovative and 
creative behaviour

• SAR items on Improvement and 
Innovations

• My Ideas Bank submissions
• PS21 Committee project appraisals

• SSS Monetary Award (for 
submissions that are accepted for 
implementation)

• Top Suggestor Award
• Outstanding Suggestion Award
• Outstanding 3I Project Award

Demonstration of 
core values

• SAR items on integrity and personal 
qualities

• SCDF SM panel assessment 
• MHA panel assessment

• Pride and Care Award (Individual/ 
Team/ Unit) 

• Pride and Care Star Award

• MHA Operational Excellence Award

Service Excellence • SAR items on service orientation and 
motivation for excellence

• SCDF PS21 Committee appraisal of 
projects presented-

• SCDF Service Excellence Award • Public compliments and commendations
• SCDF Bouquets via Newsfl ash
• Excellence Service Award (EXSA)
• (Administered by Spring Singapore)
• MHA Star Service Award
• PS 21 Star Service Award

Table 4.5.1: Rewards and Recognition Framework in SCDF






